[Tpnka3 MMHUCTepPCTBa KyNbTypbl PO OT
30 npekabpa 2014 r. N 2477 "O6
YTBEpPXOEHUN TUMOBbLIX OTPac/ieBblX
HOPM Tpynaa Ha paboTkl, BbIMOJIHAEMbIE B
bubnmnotekax"

B cooTBeTCTBMU C NyHKTOM 2 [MpaBmn pa3paboTku 1 yTBEPXKAEHUS TUMOBbLIX HOPM TPy Aa,
YyTBEPXAEHHbIX NocTaHoBNeHneM [Npasutenbctea Poccuiickon denepaumm ot 11.11.2002
N 804 (CobpaHue 3akoHopaTenocTa Poccuitickon ®enepaunn, 2002, N 46, cT. 4583),
npukasbiBato:

1. YTBep,D,I/ITb TUnoBble OTpacneBble HOPMbI Tpyda Ha pa6OTbI, BbIMMO/THAEMbIE B 6I/I6HI/IOTeKaX,
cornacHo nNpuno>XxXeHuto.

2. KOHTponb 3a MCMOIHEHMEM HACTOSLWeEro npvkasa Bo3noXuTb Ha 3amectutens MuHuctpa
KynbTypbl Poccuiickon degepauumn H.A. Manakosa.

MwuHucTp(B.P. MeguHckun

3aperucTtpuposaHo B MuHiocte P® 12 masa 2015 .
PernctpaunoHHbin N 37244

[MpunoxeHue
K npukasy MuHuctepcrtea KynbTypbl P®
oT 30 nekabps 2014 r. N 2477

TunoBble oTpacsieBble HOPMbI
TpyOa Ha paboThbl, BbINOJIHAEMbIE B
ononnoTekax

|. BBOOHada 4aCTb

TunoBble oTpacnesble HOPMbI TpyAa Ha paboThl, BbINONHSIEMble B 6ubnnoTekax, paspaboTaHbl B
COOTBETCTBMM C NYHKTOM 2 [MpaBun pa3paboTku 1 yTBEPXOEHUS TUMOBbLIX HOPM TPy aa,
yTBEPXAEHHbIX NocTaHoBneHneM [Npasutenbcrtea Poccuiickon degepaumm ot 11.11.2002

N 804 (CobpaHue 3akoHogaTtenbctea Poccuiickoih denepaummn, 2002, N 46, cT. 4583), B Lensax
peanusauun nyHkTa 4 pasgena V lNnaHa meponpusaTtuii ("oopoxHomn kapTol") "I3aMeHeHus B
oTpacnsax coumanbHoOM cdepbl, HanpasneHHble Ha NOBbIWEHWE 340 P EKTUBHOCTM coepbl
KynbTypbl", yTBEPXAEHHOr0 pacrnopsxeHueM lNpasmutensctea Poccuinckon denepauum ot
28.12.2012 N 2606-p (CobpaHue 3akoHogaTtenbctea Poccuiickon ®@epepauun, 2013, N 2,
cT.137;2014,N 19, c1.2470), U NnpegHasHayeHbl 415 POPMUPOBaAHMS 0OOCHOBAHHbIX
ONTUManbHbIX NokasaTenein TPyL0EMKOCTM BbINOMHEHMS paboT B rocy0apCTBEHHbIX



(MyHVILI,I/II'IaﬂbeIX) 6I/I6J'II/IOTeKaX, onpeneneHns WTATHOM YACNEHHOCTH paGOTHI/IKOB, BblOa4vn
HOPMUNPOBAHHbIX 3aJaHuin 1 COOTHOLWEHNN MeXay nnaHoBbiIMAU N OOrOBOPHbIMA pa60TaM|/|.

Il. HopMaTuBHada 4acTb

1. TnoBble oTpacsieBble HOPMbI TPyOda Ha
PaboThl, BbINOJIHAEMbIE B
rocy4apCTBEHHbIX (MyHUUUMANbHbIX)
bnbnmnotekax (be3 ncnosb3oBaHUA
AaBTOMAaTU3NPOBAHHbIX CUCTEM
yrnpaBJieHUd npoLeccamu)

1.1. KoMmnnekToBaHmne e6mnbamote4yHoro
doHAa

Tabnuua 1



Hopma

N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
] 2 3 4
Tekywee KoMnnekToBaHne 6ubnnoTeyHoro poHaa
[MpocMOTpP KHUrOM34aTeNnbCKOM U KHUrOTOProBOW MHApOpMaLni:
o y oOHa
1 |MpoCMOTP KHUroM3paTenbCkon N KHUrOTOProBon MHGoopMaLumnm 2,0
no3uuus
onHa
2 |NpocMOTp MHApopMaLumn BYKMHUCTNYECKMX ayKLIMOHOB 2,0
nos3uuus
OnpegneneHve TeMbl 1 BUAa OOKyMeHTa, noanexaltero otéopy, onHa
BblSICHEHNE HEOOX0AMMOCTY NprobpeTeHns ans: no3uuus
3 [BOKYMEHTOB, KHUI, MaTepunanos 5,2
4 |cTaponeyaTHbIX U PYKOMUCHbIX JOKYMEHTOB 10,0
oOHa
OnpepneneHve aK3eMnnsapHOCTM 3aKkaaa:
no3uuus
5 (Bna nogpasneneHuin 0,89
6 |ans 6ubnnoTtekm B LENOM 1,6
OdbopmneHure 3akasa; ykasaHue aK3eMnaspHoCTU, CTOUMOCTH OLNH
3akasa, gatbl 3akas
KonunyectBo 3akasaHHbIX Ha3BaHWA:
711-15 40,0
8 |16-25 65,0
9126-75 196,0
10|76 - 100 261,0
OLWH
11|odbopmMneHne 3akasa Ha 3apybeXHble [OKYMEHTbI 82,0
LOKYMEHT
{o[MOArOTOBKa CMMCKa AOKYMEHTOB, NPEANaragMbiX K MEXAyHapOAHOMY | OAHO 6.0
KHUroobMeHy; CBepka crmcka ¢ katanorom Ha3BaHue ’
COCTaBNeHne KapToukn Ons KapToTekn opraHnsaunin-napTHEpPOB.; onHa
13 |yka3aHne Ha3BaHWsi opraHn3aunii, agpeca, Ha3BaHUs 0OMeHNBaEMbIX KADTOUKA 6,0
[OKYMEHTOB P
PaboTa B aBTOMaTu3npoBaHHoli cucteme (AC):
0LHO
14 (BBOL 3aKa3a Tekylero KoMnaekToBaHus B 6asy naHHoix AC 4,6
Ha3BaHue
- OLHO
15|penakTnpoBaHme BBeAEHHbIX B 6a3y AaHHbIX CBEAEHUIA O 3aKase 2,5
Ha3BaHue
OLWH
16|BbIBOS HA NPUHTEP AaHHbIX TEKYLEro KOMMNIEKTOBaHWS; pacrnedyaTka 1,6
LOKYMEHT
onHa
17 |BeneHune peectpa nocraswmkos B AC 8,3
no3uuus
BeneHve kapToTeKU TEKYLWErO KOMMNIEKTOBAHUS:
1g|COCT@BNEHNE KAPTOUKIA, YKA3AHIE aBTOPA, 3arNaBusi, BbIXOAHbIX onHa 45
JaHHbIX, permMcTpaumoHHOro Homepa KapTouyka ’
nepeHeceHe CBeAeHNIN 0 3aKkase Ha KapToyku; ykasaHve onHa
19 [ak3eMnnapHOCTY 3aKkasa, pacnpenenieHne no CTPYKTYPHbIM 1,0




KRadp 1UYKRaAd

nogpasaeneHuam
20 nonbop KapToukM Mo andaBnTy 4N PACCTAHOBKU B KAPTOTEKY onHa 0.4
TeKyLlero KOMMIeKToBaHns KapTouka
o1 paccTaHOBKa KapTo4kn B angoasnte doaMnnmin asTopos, 3arnasunii B onHa 1.0
KapTOTeKy TekyLwero KoOMNneKkToBaHns KapTouka
OdbopmneHre NoANUCKU Ha Nepuoanyeckmne n3gaHuns:
- 0LHO
22 [BbIOOP Ha3BaHUS NEPUOLNYECKMX N3OAHWIA AN NOANNCKN 2,7
HasBaHue
3 cbop 3as1BOK OT noApasneneHunin bubnnotekn ons noanuckn Ha ogHa 15
nepuoanyeckme n3gaHus 3asBka ’
CBepka pacrnedyaTtku Cr1MCcKoB YCNOBHO 3aKa3aHHbIX Neproagnyeckmnx
24 (M3paHunin C KapTOTEKON 3aKa30B, BHECEHME N3MEHEHWIA B pacneyaTku OAHO 1,7
CHCKOB HasBaHue
CcBepka 3akasa Tekylero roga Ha nepuogunyeckne n3naHuns c
25 (noanuckon npeabioywero roga Ans BbisBeHUS USMEHEHWI B Ha(::g::me 2,4
Ha3BaHWSX; BHECEHNE U3MEHEHWNIA faHHbIX
CBepKa BbIXOHbIX [aHHbIX BNepBble 3aKka3blBaeMblx 3apybeXHbIX
26 [nepnoanyecknx nanaHuin ¢ GubnmorpadnyeckuMm cnpaBoYHNKaMm n HaZ,g::Vle 13,5
ApYruMm NHOOPMaLMOHHbLIMU UCTOYHUKAMM
ocbopMneHne 3akasa Ha NoAnuncky; noacyeT CTOMMOCTW MNOAMUCKM C
27 |y4eTOM JOCTABKW; 3aN0NIHEHME KBUTaHUUN aboHEMEHTa Ha ;;KV:; 8,4
nepuoanyeckoe nsnaHve
og|COCTaBNEHNe peFI/ICTpaLI,vI/IOHHOVI KapTO4Yky ONsa KapToTeku oOHa 45
nepuoLnNYecknx n3gaHum KapTouka
PaboTa B aBTOMatn3npoBaHHoM pexume (AC):
onHa
29 [BBOA 3aKasa Ha nepmogmyeckue nanaHus B 6asy gaHHbIX 3,5
KapTouka
o oOHa
30 (BbIBOL Ha 3KpaH perncTpaumMoHHON KapTO4KK, pacnedartka 1,8
KapTouka
31 KoppeKTvmposKa 3akasa: BbIBO,EI,vHa 9KpaH crnvcka nepuoanyeckmx 0LHO 18
N30aHnN; BHECEHNE N3MEHEHNI HasBaHue
[MogorotoBka OOKYMEHTaUMK NS 3aKynku U3gaHumn:
OAWH
32|ayKumMoHHasa oOoKyMeHTauns KOMMTEKT 480,0
33 |ooKkyMeHTaums ons KOTUPOBOK OANH 400,0
KOMMNNEeKT
34 |(noroBop / KOHTpPaKT OANH 240,0
KOMMNeKT
OAWH
35 |cocTaBneHne TeXHMYECKOoro 3agaHnsa Ans aykumoHa 240,0
KOMMNeKT
56 |COCTaBNeHne CBontlblx TabML M CNNCKOB U3JAHWIA ANS TAMOXHM, oOuVH 3600
COMPOBOAUTENIbHOW OOKYMEHTAUMN ONS MEXOYHAPOLHOro noyramTa | KOMMIeKkT
[Mepenucka ¢ KHUroTOProBbIMM OPraHM3aunsMmn N u3gaTtenbcTeamu,
6ubnuotekamn, [apUTENAMM:
COCTaB/ieHNe, neyaTb TeKcTa NncbMa (3anpoca, NnpeTeHsnn),
37|PETVCTPALNS B KHUTe UICXOAALINX LOKYMEHTOB (nocTaHoBKa garthl, OLHO 10.2
NOpPSLAKOBOro HOMepa, yKkasaHnue HauMeHOBaHMS opraHn3aumn, NMCbMO




KpaTkoe conepxaHue nucbma)

4g|COCTaBneHME, Nevatb 6naronapCTBEHHOr0 MMCbMa, PErMcTpaums B OLHO 110
KHuUre Ilapos 6Mbnnoteku NMCbMO ’
39 COCTaBNieHMe, NevyaTb NMCbMa Ha NpeaBapuTeNbHbIA 06CYeT n3paHuin,, O04HO 50
NOArOTOBNIEHHbIX K MPMOBPETEHNIO nMCbMO ’
40 odoopMieHre, OTNpaska 3akasa 13garolWmm opraHn3aumsam, OLWH 3.1
pacnpocTpaHUTeNsMm 3akas
41 aTpnbyLms N COCTaBNEHNE 3aKNOYEHNS AN 9KCNEPTHOW KOMMUCCUK OLWH 3600
Npv NOKyNKe OOKYMeHTa NOKYMEHT
LlokomMnnekToBaHme 6ubnNMoTeyHoro dooHaa:
nepenvcka ¢ JncceptaunmoHHbIMM COBETAMN: COCTaBNeHUe, Habop
42|TekcTa nucbMa (3anpoca, NPeTeH3un) B Cryyae OTCyTCTBUSA OAHa 20,0
06513aTeNbHOr0 3K3emMnnspa AoKyMeHTa B ooHae sasska
43|M0NyHeHme 3a9u3|<v| Ha npuobpeTeHne LOKYyMEHTOB OT onHa 26
nogpasgeneHun 3asBKa
" . " OLHO
44 cBepka 3asBku ¢ "bason naHHbIX 3akasa 2,0
Ha3BaHue
45|TPOCMOTP KAPTOTEKM HEYAOBNETBOPEHHOrO CIPOCA; aHaNN3 0TKA30B OLNH 3.0
NS BbIBNEHNS OTCYTCTBYIOWMX JOKYMEHTOB NOKYMEHT
4g|COCTaBneHMe 6mb nuorpadpunyeckoi 3anue; ykasaHue Konm4ecTsa onHa 36
9K3eMMNspOoB M CUroB NogpasneneHunit KapToyka ’
OT60p 9NEKTPOHHbIX N3OaHWIA AN 3aNeKTPOHHON Bubnnotekun (Bb):
oTb0p chaina no cnmuckam npeanoxeHui onsa 3b, npoeepka Ha
47 |nybneTHOCTb, NPOBEAEHME CBEPKM 3AMNCK C 9NEKTPOHHBIM OAHO 3,0
Ha3BaHue
kaTanorom (9K)
4g|TPOBEPKA NErNTUMHOCTIN PASMELIEHIS SNIEKTPOHHOrO AOKYMEHTa B OLHO 100
ob Ha3BaHue ’
OT160p ceTeBbIx yaaneHHbix pecypcos (CYP):
o . OLWH
49 [NpOCMOTP KHUromsaaTenbCKon N KHArOTOProsowr nHgpopmaumm pecype 2,0
50 onpeuenel-u/le TeMbl pecypca, CocTasa, yCnoBuin 4ocTyna, co3gaHue OLWH 90.0
NepBUYHON 3anmncu B nacnopTe pecypca pecypc
OLWH
51 |opraHusauusa nposeaeHns Tectooro goctyna k CYP 860,0
pecypc
OLWH
52[3anonHeHne nucta TeCTUpPoOBaHUS 420,0
pecypc
- onHa
53 |BK/IOYEHME 3a5BKM B 3/IEKTPOHHbBIN yKa3aTteb 3akasa 0,26
KapToyka
OT60p NOKYMEHTOB U3 0OMEHHBIX POHO0B BUONMOTEK ANS
JOKOMMNEKTOBAHMUS:
MPOCMOTP CMMCKOB, KAPTOTEK, KATaNoros 06MeHHbIX OOHL0B
54 6nbnuoTtek, 0TOOP HYXHbIX LLOKYMEHTOB, CBEPKA C Katanoramu u O4HO 30
KapToTekamm cBoeli bnbnmnoTekmn; cCocTaBneHne cnmcka Ha Ha3BaHue ’
LLOKYMEHTbI, 0TO6paHHbIe B 0OMEHHOM choHae
KonunyectBo 0OKYMEHTOB, BKMOYEHHbIX B CMINCOK:
551 3,6
56|2-10 37,4




57|111-25 87,7
58126-50 197,0
CocTaBneHne onepaTmMBHOro (TeKywero) nnaHa KOMNNeKTOBaHNS:
onpeneneHne MeponpuaTui No PopMNPOBAHNIO eAMHOro poHaa Ha
TEeKYWWIA rof, OTBETCTBEHHbIX UCNONHUTENENR, KONMYECTBEHHbIX
5g | CXYIMMTOR, oavH nnax| 1044,0
nokasaTenei obbema cooHaa (nocTynneHme, BbibbITUE), UCTOYHMKOB
NOCTYNNEHUs, CMETbl PaCX040B
OdbopmneHre nnaHa KOMNNeKToBaHUs B popme:
ooHa
60|tabnuu A 2,6
Tabnuua
onHa
61|kapToTekun A 2,6
KapTouka
PaboTa B aBTOMaTM3npoBaHHOM pexume (AC):
62|BBOA4 NnaHa KoMnaekToBaHusi B 6asy faHHbix AC OAVH nnaH 1,1
.| oOuH
63 [KoppekTupoBka 6a3bl 4aHHbIX; BbIBOL HA 9KpaH; BHECEHNE U3MEHEHWIA LLOKYMEHT 1,6

1.2. lMpnem n y4eT NOoCTYNUBLLUUX
OOKYMEHTOB

Tabnuua 2




Hopma

N EavHuua
HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl BpeMeHU
n/n n3mepeHns
MUH.
1 2 3 4
1 |PacnakoBka / ynakoBka uagaHui O0JHa nayvka 2,5
5 Pa3bop nOKYyMEHTOB MO BMAAM, i3blkaM, UCTOYHMKAM 0LHO 10
NOCTynneHms Ha3BaHwue ’
OLWH
3 |MpoBepka oTCyTCTBUS BpaKoBaHHbLIX 9K3EMMISAPOB 1,0
aK3eMnnap
[MprvemM ooKYMEHTOB, NOCTYNUBLUMX C CONPOBOAMUTENbHbIM
JOKYMEHTOM:
npvem OOKYMEHTOB MO CONPOBOAUTENIbHBIM MaTepuanam (nnucT
perncTpaumnn, cyeT, HaKnagHas, Konus Yyeka, akT), nogbop nx no —
4 |andpasnTy aBTOPOB MW 3arnaBui, aKCNneguUNOHHbIM HOMepaM, SK3EMINSID 2,8
CBepka C conpoBOAUTENIbHbIM JOKYMEHTOM, MPOCTaBNEHNE LUEHbI
Ha n3gaHnum, NOACYET YMCNa 3KIEeMNSPOB, 0OWeER CTOUMOCTH
5 |PVEM PYKOMUCHBIX KHUT, NOCTYMMBLINX C CONPOBOAUTENbHBIM OOWH 30,0
JOKYMEHTOM DOKYMEHT
[Mpuem guccepTaunia:
g [MOCTYMMBLLKX C CONPOBOANTENNbHBIM MNCHMOM 13 OOWH 210
JunccepTaumoHHbIX COBETOB OOKYMEHT ’
OAWH
7 |NOCTYNUBLLXX C COMPOBOAUTENbHBIM MMCbMOM U3 3KCNeanumnn 6,6
DOKYMEHT
g [Pviem aBTopechepartoB auccepTaumim, NOCTYNUBLLNX C OLWH 13
COMPOBOAUTENbHBIM MNCbMOM U3 3KCNeLNUnn DOKYMEHT ’
MNpueM DOKyMEHTOB, NOCTYNMBLLMX 6E3 CONPOBOANTENbHbIX
JOKYMEHTOB:
9 |npoBepka Ha AybneTHOCTb; NPOBEAEHNE OLEHKN AOKYMEHTOB ORNH 3,1
JOKYMEHT
O0LHO
10|cocTaBneHne akta Ha NnpueM OOKYMEHTOB 1,0
HasBaHwue
MpueM pyKonUCHbIX KHUM, NOCTYNMBLIMX 6€3 CONPOBOANTENbHbIX
JOKYMEHTOB:
OLWH
11|cocTaBneHne akta Ha NpuemM PYKOMUCHbIX KHUM 1 [OKYMEHTOB 0,1
DOKYMEHT
NpoBepKa Ha Hanmyme 6AN3KNX No BPEMEHN N TEMATHKE
12 |pyKONUCHbIX KHWUTM 1 AokyMeHTOB B (poHaax H/OP no OZlHa 3anucb 10,8
cny>xebHoMy, anaBUTHOMY, y4€THOMY KaTanory
[MpoBeneHne aKcnepTnabl U OLLEHKN PYKOMUCHbBIX KHUT U OLWH
JOKYMEHTOB: JOKYMEHT
13 |opavHapHomn 600,0
14 |NOBbIWEHHOM CMOXHOCTU 1200,0
15 [Ha MHOCTpPaHHbIX A3blKax 1200,0
16 [kapTorpaguyeckoro matepmnana 1200,0
17 |My3blkanbHOro cogepxaHus 1200,0
18 |pykonucen c rpasiopamu U nsomatepmanamm 1200,0

NpoBeaeHNe NePBUYHON aTpmMbyLmM LOKYMEHTOB (PELKUX U




1g|HeHHbIX KHUr), oT6Op B COOTBETCTBUM C NPOPMNEM OLWH 100
KOMMNNEeKTOBaHWSA 1 pacnpeneneHue no noggpoHaam u OOKYMEHT ’
KONNeKUNam

20 NpOoCTaHOBKA WTeMMens Ha 06opoTe TUTYNbHOro NUcTa n Ha 17-i oOuVH 0.26
CTpaHuLe OOKyMeHTa aK3emnnap

21 [npocTaHoBKa perucTpaumoHHOro HoMepa Ha LOKYMEHT OANH 0,26

aK3eMnnap
HakfenBaHne Ha OOKYMEHT METKN O YCTPONCTB

22 [paano4acToTHOW AEHTUMMKaLMM 06 bEKTOB, akTyanm3aums OAnH 1,2
METKI aK3emnnap

03 HaknenBaHue WTPUX-Kkoga Ha 060poT TUTYNbHOrO NUcTa u oOuvH 026
06710 XKM aK3eMnnsp ’

24 |BHeceHMe pa3MeTku no ooHaam Ha nsgaHue OANH 0,26

aK3eMnnap
CBepka NoCTynMBLINX SOKYMEHTOB C KAPTOTEKON TEKYLIErO
KOMIMIEKTOBAHUS:

o5 MOUCK KapPTOYKU B KAPTOTEKE TEKYLLEro KOMMNIEKTOBaHMS, CBepKa onHa 0,52
KapTO4YKM C LOKYMEHTOM, BHECEHME OTMETOK KapTouka

26 COCTaB)'IeHVI? cnucka permcTpaumoHHbIX Hgmepos HOBbIX OOWH 0.36
NOCTYNNIEHUIA ONS U3rOTOBNEHNS NEeYaTHOM KapTOYKN OOKYMEHT
Pabota B aBTOMatnanposaHHoi cucteme (AC):

57 |CBEPKA IOKYMEHTA C yKasaTenem 3aKasaHHbix n3paHun, 0OHO 3.0
BHECEHWNE OTMETOK HasBaHwue

o8 npoBepka Ha Ay6neTHOCTb NOCTYNMBLUNX M3OaHui B 6ase faHHbIX oOuVH 16
AC JOKYMEHT ’

29 [perncTpaums HoBbIX MOCTYNNeHWn B 6a3e gaHHbIx AC OAnH 9,1

DOKYMEHT
NPUEM 1 perncTpaums pyKonuCHbIX KHUT, npoc:TaB;jeHme OTMETKMN —

30(8 peFI/ICTpaLl,I/IOHHOMv XYypHarne HOBbIX MOCTYNNEHUN, KHUTe yyeTa LLOKYMEHT 3,6
HOBbIX MOCTYMN/IEHWUIA
[Mpuem n pernctpaumns XypHanos v raser:
nonbopka XypHanoB 1 raseT No angpaBnTy Ha3BaHW, NONCK T

31 [perncTpaunoHHON KapTOYKN B KApPTOTEKE NOAMUCHbBIX N30aHUNA, ,D,O?(')D/'MeHT 0,94
OTMeTKa Homepa, faTbl N0NYyYEHNS N3aaHNSA

32 |npocTaBneHne WTemMnens Ha XypHane OOVH XYypHan 0,2

33|npocTaBneHune wWrtemnens Ha raseTte ofOHa raseTa 0,16

34 [pernctpaumsi HoBbIX MOCTYNNeHWn B 6ase faHHbix AC OAnH 2,6

OOKYMEHT
Mprem n peructpaums cetesbix yaaneHHbix pecypcos (CYP) B AC:

35 [npoBepka [OCTYMHOCTU pecypca (Npuem) 0OVH pecypc 30,0

36 |0ogpopMeHne conpoBOANTENBHOM AOKYMEHTAUMM (KT npuema) OOVH pecypc 10,0

37 |BBeneHune 3anucuy B peecTtp yyeta CYP OJVIH pecypc 4.8

38 |BBeneHune 3anucuy B peecTtp nacrnoptos CYP OLWH pecypc 3,7

39|noarotoska ceeneHun ong canta o CYP oauH pecypc | 20,0

AOMUHUCTPUPOBAHNE CeTeBbIX YAaNeHHbIX PeCypCcoB B
aBToMaTtumsnpoBaHHoM pexume (AC)

O6paboTka 3anucer ons BeAeHUs MHOPMaLMOHHBIX MONCKOBbIX




CEepBUCOB:

40 [LOKYMEHT OAHO 4,0
Ha3BaHue
41 [naket/B 1 OAHO 10,0
HanMeHoBaHme
43 |akTyanusaums ceegenuin o CYP OAHO 6,0
Ha3BaHue
44 |cbop cTaTUCTMKM 0 cocTase 1 06 ucnono3osarHum CYP OAHO 0,3
Ha3BaHue
Mpuem n 0bpaboTka 3NEKTPOHHbIX N3OaHWIA AN DNeKTPOHHOA
6ubnuotekn B AC:
45|POBEPKa KayecTsa goannos, perncrpaums aneKTPoOHHOro O4WH 93
nokymeHTa B 9K, nepenava gpaninos Ha cepsep JOKYMEHT ’
dopmMmpoBaHME akTa nepenayn HoBbiX NOCTYNNEHWIA B Apyrne
nogpasneneHuns:
46 |8 AC yepes nporpammy gucrnetyepusaumm naaaHui OAnH 0,15
aK3emMnnsap
47|B py4yHOM pexume OAnH 2,0
aK3emMnnsap
BeneHue "KHuru cymmapHoro yyera"
Pa3bop LOKYyMEHTOB Mo BMAaM, OTPAC/AM 3HAHWIA, A3blKaM;
nogcyeT yncna 4OKYMEHTOB, 3anvcCb pe3ynbTaToB noacyeta no OflHa 3anncb
ycTaHoBneHHon cpopMe B "KHury cymmapHoro yyeta"
KonnyectBo [OKYMEHTOB B NapTun NOCTYNNEHWNIA:
48 |1 0,6
49|2-50 30,8
50(51-250 150,0
51 BBOA CTATUCTUYECKUX OaHHbIX B 6a3y AaHHbIX AC ofHa napTug 3,1
50|MOACHET NOCTPAHNYHO MO MO3NLIMSM AAHHBIX, NEPEHECceHNe onHanoauums| 1.6
MTOroB Ha CnefyoLLyto CTpaHuLy
53|cBEPKa PUHAHCOBbIX OKYMEHTOB OTAena ¢ oMHaHCOBbIMU OLWH 146
LOKYMeHTaMmu byxrantepum JOKYMEHT ’
54 0OOpMJIEHME CONPOBOANTENbHbBIX JOKYMEHTOB (CYeT, HaknagHas, OLWH 130
akT) onsa nepenayv B byxrantepuio DOKYMEHT ’
55 00OOPMNIEHNE UHBEHTAPHOM KHUT N, HyMepauvsi IneToe, onHa 0,88
NPOCTaBNEHMNE HOMEPA B UHBEHTAPHOWN KHUMe cTpaHuua
5 [33MMCh AOKYMEHTOB MO YCTaHOBNEHHON (POPME B MHBEHTAPHYIO O4WH 08
KHWUrYy, NPOCTaB/IeHNe MHBEHTAPHOro HOMEpa Ha OOKYMEHTe DOKYMEHT
57|MPOBEAEHNE MHAMBMAYANLHOrO y4eTa A0KyMEHTa no akToBOW OLWH 10
cucTeMme, NPoCTaBNeHNe UHBEHTAPHOIO HOMepPa Ha AOKYMEHTe LOKYMEHT
NpoBeAeHNE UHAMBUAYANBbHOIO yyeTa C NPUMEHEHWEM YYETHOIO
Katanora: coctaBneHvne 6mbnnorpadunyeckoro onncaHus
5g|FOKYMEHTa; yKa3aHMe LieHbl, MHBEHTapHOro HOMepa, roaa onHa 47
NOCTYyNIeHns, HoMepa 3anucu B "KHUre cyMMapHoro yyera", KapTouka ’

yucna NoCTYMMBLINX 9K3EMMSAPOB, UX pacrnpeaeneHue no
noapasneneHnaMm

hMKCMpOBaHME B XypHane perncTpaumnm KapToyek Y4eTHOro

1A AAEmTaAs




I UldHd sdllviLb v,
Katanora MHBEHTapHOro Homepa, NepBoro Cnosa 3arnasus
OOWH
60 |npocTaBneHne NHBEHTAPHOr0 HOMepa Ha OOKYMeHTe 2,6
DOKYMEHT
o oavH
61 |perncrpauma naTeHToB B HyMepaumoHHOM KHUre 0,3
JOKYMEHT
NPUEM akTOB Ha BbIObIBLIME LOKYMEHTbHI OT CTPYKTYPHbIX
62 |nogpasneneHnii; BHeceHue 3anncu B "KHure cymmapHoro yyeta" OOVH aKT 8,7
(2-9 yacTb); NpoCTaBNeHne HoMepa akTa
OAWH
cknioyeHre oKyMeHTa rno akTy U3 y4eTHbIX popM:
DOKYMEHT
63 [MHBEHTAPHOW KHUMN 1,4
64 |yyeTHOro karanora 0,88
65 [oNncK MHBEHTapPHbIX HOMEPOB 1,0
OLWH
66 |nckntoyeHne BblObIBWNX LOKYMEHTOB M3 6a3bl AaHHbIX AC 1,0
JOKYMEHT
g7|MOraleHne NHBEHTapHOro HoMePa 1 LTeMnens 6ubnnotekn Ha OAWH 05
DOKYMeHTe DOKYMEHT ’
68 |noawnBka akToB OOVH aKkT 0,26

MpumeyaHme: npu paboTe C LOKYMEHTaMUN Ha MHOCTPAaHHbIX 3blkax K HOPME BPEMEHN
npUMeHseTCs Nosblwarwmin Koago puumeHT 1,15.

1.3. bubnmnortedyHasa obpaboTka

OOKyMeHTOoB. OpraHunsauna n eegeHune
KaTaJloros

Tabnuua 3



Hopma

N EonHuua
HanmeHoBaHuWe npouecca, onepaummn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
1 2 3 4
PaboTa ¢ neyaTHO KapTOYKOIA:
JoopMMpOBaHMEe KOMMEKTa NnevyaTHbIX KApTOYeK HA OCHOBE
1 b b ogHa kapTouyka | 1,25
MalmnHOYMTaeMon 6ubnmorpadpmyeckoin sanncu
2 |pa3bop KoMnnekTa nevYaTHbIX KapToYek ogHa kapTtouyka | 042
noLbop neyaTHbIX KapTOYEK MO andgpaBnTy oamunImnin aBTopos
3 Ao0p o P P y P ofHa kapTtoyka | 0,43
WNKN 3arnasunin NS pacCTaHOBKM B CNYXeEOHYI0 KapTOTeKy
4 |paccTaHoBKa KapTo4ek B CNy>XebHy KapToTeky ofHa kaptouyka | 0,96
5 |nopbopka neyvaTHbIX KAPTOYEK K JOKYMEHTaM ondHa kaprtouyka | 0,52
Csepka nocTynmBLWNX AOKYMEHTOB C Katanoramu
NpoBepKa Mo Katanory NnoBTOPHOCTU AOKYMEHTA; NepeHeceHne
6 |c kaTanoXxHow KapToukm 6B IMOTEYHOro Wndpa, NoTHOro o4Ha KapTouka 1,9
nHaekca
MOnCK B CNy>XXeBHOM KaTanore CBOAHOr0 ONUcaHns; BHECEHWE
7 oJHa KapToyka 2,6
OTMEeTOK
0OOpPMNIEHME NEYATHOM KApPTOYKU, HANUCaHNE UHBEHTAPHOr O
8 dop b P ofHa KkapTouka 0,68
HoMepa, wugppa n apyrmux Gnb NMoTeyHbIX OTMETOK
Mpunncka oybneTos:
cBepka JoKyMeHTa Ha AybneTHOCTb No cnyXXebHoMmy,
9 pka noky ay y y 0oOHO HaseaHune | 0,94
angasnTHOMY, yYeTHOMY KaTanory
npununcka aybneta B KaTanor: NpocTaBneHNe MHBEHTAPHOIO
10 P Ay P P 0OHO Ha3BaHue | 2,42
HOMepa; nepeHeceHne wnugpa Ha LOKYMEHT
Mprnncka NpoaonXarWwmnxcs N3 aaHNiA:
MOWCK B PErMCTPaLUMOHHOM KapTOTEKE KapTOYKMN HA U3naHue;
11 P paul P P A onOHo HasBaHue | 0,84
CBepka ee C OpUruHanom; BHeceHne 6ubnnoTeyYHbIX 0TMETOK
MOWCK B KaTanore KapToykn; OTMEeTKa NoCTynNeHns
12 [cooTBeTCTBYIOWErO BbiMycKa; NPOCTaBNeHNEe NHBEHTAPHOr O 00HO Ha3BaHue 3,1
HOMepa, Wngpa, BHECEHME APYTrnX 6MONNOTEYHbBIX OTMETOK
dopmmpoBaHme bubnmorpagornyeckoin 3anmcu
CocTtaBneHne 0CHOBHOM 6UbnMorpagyeckoin aanucu npum
OTCYTCTBUU NeYaTHON KapPTOUKM B JOKYMEHTE (O3HAKOMNEHUE C
| 0OHO HasBaHue
LLOKYMEHTOM; COCTaB/IEHME ONMUcaHns; BHeceHne 6ubnmoTeyHom
OTMETKMW)
KonunyectBo aneMeHTOB ONUCaHns:
13[1-4 0,42
1415-6 5,2
1517-9 6,2
16 |10-13 7,2
17 (14 -19 8,2
18 |20 - 27 9,2
COCTaB/ieHMEe OCHOBHOI Brbnnorpadunyeckor 3anmcm ¢
19 |nOMOLbIO MakeTa KapTOYKMU, HANeYaTaHHOro B KHUre; MpoCMOoTpP 3,5

n3naHums; ceBepka C MakeToM KapTo4kin




20

cocTaBfieHne 106aBOYHOro ONMCaHNs K OCHOBHO
6ubnnorpadmryeckor sanuncu

o[Ha KapTouka

1,9

21

O3HaKOMJIeHMe C LOKYMEHTOM; COCTaB/IeHe aHannTnyeckom
3anuncun

OOVNH OOKYMEHT

3,5

22

cocTaBsJIEHNe CCbINIOYHOWN KApTOYKU K OCHOBHOW
616 nmnorpadpnyeckoin 3anmncu

0[Ha KapTouka

1,26

dopmuposaHme 6nbnmorpadon4eckoin 3anncy PyKonmcHom
KHUT U

CocTtaBneHune 0CHOBHOWM bubnrorpagmyeckoin aanmcu
(0O3HaKOMNEeHne C LOKYMEHTOM; COCTaBNeHME, OnucaHue,
NPOCTaHOBKa 6B NNOTEYHON OTMETKN):

O0OHO Ha3BaHMe

23

cpefHen CNoXHOCTH

600,0

24

MOBbIWEHHOW CNOXHOCTHU

1200,0

25

Ha NHOCTPAHHOM A3blke

1200,0

26

KapTorpaduyeckoro martepmana

1200,0

27

MY3blKa/lbHOIro cogep>xXaHus

1200,0

28

nopaboTka ycTapeBlmnx 3anncen, He CoOOTBETCTBYIOLUMX
COBPEMEHHbIM apxeorpadonuyeckmm HopMam: gaTUpPoBKa
pyKonucei no BOASIHbIM 3HAKaM; POCTICb CodepXaHus
CHOPHMKOB HEMOCTOSIHHOMO COCTABAa; BHECEHME
LOMOSIHATENbHbIX CBEEHUIA C Y4ETOM AOCTUXEHUI
COBPEMEHHO ncTopmrorpadum

04HO Ha3BaHue

300,0

PenakTuposaHune 6nbnunorpadunyeckoi 3anmncu:

29

npoBepKa NPaBUIbHOCTN 3NIEMEHTOB 3arnMCK Ha KapToyke

0[Ha KapTouka

1,0

30

0ChOopMNEHNE KapToYkM Anst Ay6nmpoBaHMs Ha MHOXUTENbHOM
annapare; NpocTaBfieHne NHAEKCOB, WG POB, BUOIMOTEYHbIX
NOMETOK, ONpeneNeHne n ykasaHue tmpaxa kapToyek

o[lHa KapTouka

3,2

"pynnoBasi o6paboTka LOKYMEHTOB

OT60p 0AHOTUMHBLIX 4OKYMEHTOB, NOANEeXalmnX rpynnoBoi
0bpaboTke; cocTaBneHue obLel xapakTepUCcTUK Ha KOMNIeKT
LOKYMEHTOB

ogHa rpynna
LOKYMEHTOB

KonnuecTBo LOKYMEHTOB B rpynne:

31

1-9

39,0

32

10-15

60,0

33

16 - 30

106,0

34

npoeepkKa nNpaBnibHOCTU COCTABTIEHUA XapPaKTEPUCTUKN Ha
KOMMNNEeKT AOKYMEHTOB

onHa
XapakTtepuncTtuka

13,0

PekaTtanorusaumus (3ameHa katanoXHbIX KapToyek):

35

CBEpKa KapTO4Ku C LOKYMEHTOM; UCTPaB/IeHNe CTaporo
6mnbnuorpacnyeckoro onucaHns; CocTaBneHne HOBOro
onvcaHus; nepeHeceHne windpa, MHBEHTAPHOro HoMepa,
616 NNOTEYHBIX MOMETOK

0[Ha KapTouka

17,4

MogrotoBka K NHOEKCNPOBaHNIO NOKYMEHTOB OJ14 KaTanoros:

36

nonbop KapTo4kM K JOKYMEHTY, CBEPKA W BNIOXEHNE B
IOKYMEHT

o[lHa KapTouka

0,5

37

O3HakKOMJIEHME C JOKYMEHTOM; yCTAHOBIEHNE TEMATUKN;
pacnpeneneHue no otTpacnsam 3HaHmsa (No TeMaTuke)

04HO Ha3BaHue

0,88




38

NMPOCMOTP NMHOCTPAHHbIX n3paHun, nepeson OaHHbIX Ha pyCCKI/II7I
A3bIK

04HO Ha3BaHue

0,37

Cucrtematusauus OOKYMEHTOB:

39

cucTemMatmaaums LOKYMeHTa € UCrnob30BaHMEM MHAEKCOB
MneyaTHOM KapTOoUKM U MaKeTa KapTOuKK, HaneyaTaHHOro B
n3naHun, 03HAKOMNEHME C OKYMEHTOM, NPOBEpKa
COOTBETCTBMS UHAEKCOB Tabnuuam knaccudpukauum, NPUHATbIM
B 6B NMOTEKE, MPOCTaBNEHNEe MHOEKCa Ha AOKYMEHTE

O0OHO Ha3BaHMe

2,6

40

cucTemMaTmaaums 4OKYMEHTOB MPU OTCYTCTBUM NeYaTHOM
KapTO4KM 1 MakeTa KapToukM B M3LaHUN; O3HAKOMNEHNE C
LOKYMEHTOM; onpeaeneHne niaekca no tabnvuam
Knaccudoukaumm, NpuHATLIM B 6MONMoTeke; NpocTaBneHme
MHOEKCa Ha AOKYMEHTE

O04HO Ha3BaHMe

4,7

41

onpeneneHne aBTOPCKOro 3Haka AOKYMeHTa Nno aBTOPCKUM
Tabnuuam

O0OHO Ha3BaHMe

0,62

42

WM poBKa JOKYMEHTa Npv oopMaTHO-UHBEHTaPHO
paccTaHoBKe: onpeaeneHne popmarta OOKYMeHTa, HanncaHue

wndppa

04HO Ha3BaHue

0,42

43

penakTUpoBaHMe KnaccnukaumoHHOro HAeKca; nposepka
NPaBUNbHOCTU MHAEKCA, aBTOPCKOro 3Haka

O0OHO Ha3BaHMe

0,88

44

COCTaB/IEHNe KapTO4kM angpaBUTHO-NPeaAMETHOro Katanora
(Ha HOBYIO TEMATKKY); HANUCaHNE Ha KapToyKe NHOEKCa,
Ha3BaHWS KaTanora v KapToTekn, B KOTOPbIX OTpaXxarTcs
JOKYMEHTbI; yKa3aHue CCbI/IKA N OTCbINIKU, CBA3N MEX Y
oTAenbHbIMU pybprkamm

0[Ha KapTouka

2,0

I'IpeuMeTM3aLu/|$| JOKYMEHTOB:

45

npeamMeTn3aumns LOKYMEHTOB C UCMO/b30BaHNEM PybpuK
nevyaTHOW KapTOYKW; MPOBEPKA COOTBETCTBUS PyOPMKM
neYyaTHOW KapTOYKM NPpeaMeTHOMY KaTanory

O04OHO Ha3BaHMe

2,6

46

npeamMeTn3aumnst LOKYMEHTOB NPU OTCYTCTBUW NeYaTHON
KapTOu4KWN; 03HAKOM/IEHNE C AOKYMEHTOM, OonpeaeneHme
pybpurku

04HO Ha3BaHue

4,6

47

COCTaBNIEHME HOBbIX NMPEeAMETHbIX PyOpurK 1 Noapybpuk;
NnepeHeceHne Ha KapToUKy ciyXXebHol KapToTeku

oJlHa KapTouka

1,3

48

penakTMpoBaHve NpeaMeTHON pybpuku; nposBepka
NpPaBnNbHOCTU NPELMETHOWN PyOPUKN, TOYHOCTW HANNCaHNS

0[Ha KapTouka

0,88

OpraHusauns angaBUTHOro katanora:

49

nonbopka KapTo4yku No andgpaBmTy oamunamnin aBTopos Un
3arnasuin 4N paccTaHOBKW B angpaBuTHbIA kaTanor

o[lHa KapTouka

0,36

50

paccTaHoBKa NpeaBapuTenbHO NoaobpaHHbIX KapToYek B
angaBUTHbIA KaTanor

o[Ha KapTouka

0,36

51

penakTMpoBaHne angpaBnTHOro katanora; npoeepka
pPacCTaHOBKM KapPTOYeEK, NPaBUIbHOCTY f06aBOYHbIX 1
CCbINIOYHbIX KaPTOYEK; UcnpaBneHme ownbok

o[lHa KapTouka

0,88

52

HanucaHve pasfenuTens ons andaBUTHOro kaTanora,
ykasaHue OykBbl, cnora

o4ounH
pasgenuTtenb

0,88

53

paccTaHOBKa pasfenurteneil B andgoaBUTHbIN KaTanor:
nonbopka pasnenutenen no angaenTy, MOUCK MecTa

O4uH

NAARARIATA M

0,36




pasnenntend, yCTaHOBKa, 3aKpenneHne CTtepxXHs

pasgeliviielio

OpraH n3aumsa cncteMaTmyeCckoro Kkatanora:

noabopka KapToykM No MHAEKCaM, BHyTpY pasgaena rno

54 |angpaBuTy oammnnnin asTopoB UK 3arnasuii 4Ng paccTaHOBKU | ofHa kapToyka | 0,42
B CMCTeMaTun4yecknin katanor
accTaHoBKa npefBapuTeibHO NOA0OPaHHbBIX KAPTOYEK B
55 P P vﬂ P A05P P ogHa kapTtouyka | 042
cucTeMaTuyeckuii katanor
penakTupoBaHue CUCTEMAaTMYECKOoro karanora: npoeepka
NpaBuNbHOCTM HANONHEHWS pa3fenoBs KaTanora rno
56 P pasa _ ofHa kapTtoyka | 0,88
colepXaHuio, nHaekcaumm n pacctaHoBKe; ucrnpaeneHmne
ownbok
aHanu3 cucTemMaTnyeckoro karanora: ucnpasneHve MHOeKCoB,
57 - N ofHa KkapTouka 5,2
BHECEHUE N3MEHEHWI B andpaBUTHbIV Katanor
HanucaHwe pasgenuTtens Ans CMCTeMaTMy4eckoro Kkatanora: onuH
58 |ykasaHue HanMeHOBaHWA pasgena, nogpasgena v gpyrux 2,6
pasgenutenb
OTMEeTOK
paccTaHOBKa pa3genutenein B cucTeMaTu4yecknm katanor: OaMH
59 |nonbopka no nHAekcam, MOUCK MecTa, yCTaHOBKa, 0,42
pasnenutenb
3akpennieHne CTEPXHS
OpraHusaums npeAMeTHOro Kkatanora:
noabopka kapToyek No NpeaMeTHbIM pybpurkam, BHy Tpy pyobpuk
60 | oA P P o pea Pyop N TR PYOP ofHa kapTtouyka | 0,42
no angoasnTy pamnnnin aBTopoB NN 3arnaBum
accTaHoBKa npefBapuTenbHO NoA0OpPaHHbIX KApTOYeK B
61 ° - PeABap AO5P P ofHa kapTtouyka | 0,42
npeaMeTHbIN KaTanor
efaKkTMpoBaHMe NpeaMeTHOro Kkartanora: nposepka
62 pea P pea pPoBep oJHa KapTouka 1,0
NPaBUNbHOCTU CCbINOK, OTCbINIOK, PybpurK
63 [HanMcane pasnenuTens Ans NpeaMeTHoro karanora, OLWH 23
ykasaHue pybpukin, 0TCbINKK, CCbINKK pasgenutenb ’
g4 [PAcCCTaHOBKa pasaennTens npeaMeTHbIA KaTanor, Nouck OLWH 042
MecTa, yCTaHOBKa, 3aKpenneHne CTepXHs pasgenutenb ’
OpraHnsauns HyMepaunoHHOro katanora HopMaTmBHO-
TEXHNYECKON OOKYMEHTauUNN:
nonbopka kKapToyku No BnAaM LOKYMEHTOB, YCNOBHbIM
NppoBbIM 0603HAYEHMSAM, aNdPaBMTY COKPALLEHHbIX Ha3BaHWI
65 | ®p ® y pat 0ofHa KapTouka 4,3
CTpaH, NaTUHCKOMY andgasuTy (MHOCTPaHHbIX CTaH4aPTOB), N0
HOMepam OOKYMEHTOB
accTaHoBKa NpefBapuTebHO NOA0OPaAHHbBIX KAPTOYEK B
66 | peasap Aoop P ondHa kaprtouka | 0,41
KkaTanor
penakTupoBaHue Kkatanora (npoeepka npasnibHOCTU
616 NMorpadoUYeckmx onnMcaHuin, paccTaHoOBKW; NCNPaBNeHne
67 |ownbokK); BHECEHWNE OOMNONHEHNIA N U3MEHEHWIA B KaTanor O0JHa KapTouka 3,2
(0TMeHa, 3aMeHa, U3MEHEHNS, NPOANEHNE CPOKa AENCTBUS C
yKasaHneM UCTOYHKKA)
o OLWH
68 [HanucaHune n paccTtaHoBKa pasgenutenen 1,3
pasgenurtenb
OpraHusauns n BeieHne 3N1eKTPOHHOro katanora:
cBepKa NoCTyNUBLNX LOKYMEHTOB Ha 1y6neTHOCTb B
69 P y AOKY ay OOVIH OOKYMEHT 1,6

9NEeKTPOHHOM KaTalnore




npunmucka NpoaonXamWwmnxcs N3LaHNA B 31eKTPOHHOM

70 KaTANOre OOVIH OOKYMEHT 1,6
dopmmpoBaHme 6ubnrorpacgryeckoin sanucu ans
3NEKTPOHHOro Katanora; BBo4 B 6a3y faHHbIX; 3ano/IHeHne 0ZlHa 3anncb
COOTBETCTBYIOWWX MNONEMN:
71 |npy Hann4um MakeTa neyaTHoOm KapToyku 0,36
72 [npy OTCYTCTBUN NEeYaTHOM KapTOYKK 0,42
73 |cocTaBneHne aHannTU4yeckom 3anmncu 3,5
74 |cocTaBneHme 0ob6aBOYHbIX U CCbITOYHbIX OMUCAHWIA ofHo onucaHne | 0,88
-5 [P€AaKTMpOBaHHe 6VI6)'II/IQFp3CDVI‘-IGCKOI7I 3anucu B 6a3e gaHHbIX onHo onncarme | 1.3
AC; BHeCeHMEe N3MeHeHWI
BBOJ MEPEYHS NPeLMETHbIX PyOpuK apncpmMeTrKo- Nornyeckmnx
76 |yctpoicts (AJTY) kK cuctemaTmyeckoMy KaTanory u oaHa pybpuka 0,36
reHepanbHOWN CNpaBoOYHOM KapToTeKe
77 |BbiBOA Ha aKpaH brnbnunorpadounyeckmnx aanmncen ofHa 3anucb 0,83
78 |pepakTupoBaHue pybpuk; HanonHeHe pasnenos ojHa 3anucb 3,0
N3baTne kapToyek n3 katanoros
N3bAaTue KapTOUKM Ha UCKOYEHHbIE N3 BUBNNOTEYHOTO
dooHOa OOKYMEHTbI: OAHa kaptotika
79 [andpaBuTHOro Kkaranora 0,52
80 [cnctemartmyeckoro katanora 0,56
81 [npeoMeTHOro karanora 0,56
82 |HymepaunoHHOro karanora 0,42
gg [13pATME 6ubnnorpadryeckor 3annucu N3 3N1eKTPOHHOro I — 0.84
KaTanora
TexHnuyeckas obpaboTka LOKYMEHTa
HakneunBaHue Ha LOKyMEHTE NUCTKa Cpoka BO3BpaTa,
Kapmallka, apnbika: OANH ROKYMEHT
84 [nucTok cpoka Bo3BpaTta 0,42
85 |[kapmawexk 0,42
86 [apnbik 0,26
HanncaHve wndppa Ha JOKYMEHTE U SprblKe: OLVH OOKYMEHT
87 |[Ha pokymeHTe 0,26
88 |Ha apnblke 0,36
g9 [1epeHecetne doopMaTHOro 1 CUCTEMaTUYECKOro WMgpos OAMH AOKYMEHT 16
KapTOYkM HA LOKYMEHT
90 (ocpopmMneHne KapToUYkn AN TUpPaXXnpoBaHna 00HO Ha3BaHWe 1,0
91 |BHeceHVe N3MEHEHN B KAPTOYKE Mocne TUpaxuposaHus OOHO HaseaHune | 0,42
pacnpeneneHne KatanoXHbIX KApTO4ek Ha HOBble
92 |nocTynneHns nNo CTPYKTYPHbIM NOApa3aeNeHnsM nocne ofHa kaptouyka | 0,42
TUPaXnpoBaHNS
3anonHeHne KHNXHOro goopmynsapa: ykasaHue wnugpa, -
93 |nHBEeHTapHOro Homepa ,E??)K)F?M)e/HTz, cgammnvu/l n VIHCVtI)LE)I/Ia}'IOB oﬂ;z;:l;;'(:;m 0,88
aBTOpa, ero Ha3BaHus, LeHbl, roga n3aaHus
3anofiHeHue K?.pTOl-IKVI NHOMKaATOpPa Ha OOKYMEHT, -
94 |HanpaBnseMbI B KHUFOXpaHEHWE: yKa3aHe UHBEHTaPHOro 0,88




HOMepa, aBTopa 1 3arnasus, Wwmndppa paccTaHOBKM naraiop
95 3anonHeH|/|evnepeJ1aTqu0|7| BEOOMOCTW Ha NapTUio HOBbIX ofHa 0.42
NOCTYNNEHWIA BELOMOCTb
Pabotas AC
BbiBOo4 Ha aKpaH y4YeTHbIX OpM; pacrneyaTka: olHa hopma
96 [MMCTbl NHAMBMAOYANbLHOMO yyeTa AOKYMEHTOB 0,05
97 |nepepnaTtoyHas Be4OMOCTb HOBbIX MOCTYMN/IEHUI 0,05
gg [<@PTOUKa C 6ubnuorpadnyeckoit 3anncbto 4Ns y4eTHOro 0.05
KaTanora
99 |KHUXHbIN OopMynsp 0,05
100|kapToyka nHamkartopa 0,05

MpumMeyaHne: K HopMam BpeEMEHN NPUMEHSAIOTCS MOBbIWAOWME KO3 PULMEHTDI:

- NPy cocTaBneHun 6mb nnorpaco4ecKoro oNncaHms Ha 4OKYMEHT, Ha TUTYIbHOM NINCTE
KOTOPOro YaCTUYHO OTCYTCTBYIOT AaHHble Ans 6bubnuorpaduryeckoit 3anucu - 1,13;

- Npy 6BUbnNMoTevHo 0bpaboTke: KNHOGOTOPOHO AOKYMEHTOB - 1,21; HOTHbIX,
KapTorpagouyeckux, naonsgaHum - 1,15, cneumanbHbix BALOB HAY4YHO-TEXHUYECKON
nutepartypbl 1 gokymeHTauumm - 1,10;

- Npun paboTe ¢ 4OKYyMEHTaMM Ha MHOCTPaHHbIX S3blkax, NPy opraHM3auny u BeaeHum
KpaeBen4yeckoro kartanora (kaptoteku) n 6ubnmoTeyHoro katanora Ha MHOCTPaHHOM S3bIKe -
1,15. Ha ga3blkax cTpaH Asun n Acppuknm - 1,5.

1.4. PaboTa c poHOOM

1.4.1. PaboTa no npnemMy NOKYMEHTOB

Tabnuua 4



Hopma

N EavHuua
HanmeHoBaHuWe npouecca, onepaumun. Coctas paboThbl BPEMEHMU
n/n n3mepeHmns
MVH.
1 2 3 4
[MprveM 0OKYMEHTOB B CTPYKTYPHbIX NoApa3aeneHnsx
[Mprvem noKyMEeHTOB 13 OTAeNa KOMMNNEKTOBaHNS, CBepKa ¢
o4Ha napTms
COMPOBOAUTENbHbLIM MaTEPMAIOM
KonunyecTtBo ak3eMnnspos:
11-25 14,4
2 126-75 37,2
3 perncTpaumns HoBbIX NOCTYMNAEHUA NePUOLNYECKUX U3AHUNA, O4WH 026
NPOCTaBNeHMe OTMETKM B PErMcTpaumoOHHOM KapToTeke DOKYMEHT ’
NpoBepKa rofoBOro KOMMNNeKTa XypHanos 1 ra3et Ha Hanuyue
4 [POBEP A yp OJVH HOMEp 1,0
HOMepoB
NpoBepKa 3annucu Ha NepBOM HOMepPe ro4oBOro KoMmnaekTa:
5 PoBEp P P A OOVH HOMep 5,0
wngopa, HOMEPOB, OTCYTCTBYIOLWMX HOMEPOB, MECSLIEB
3anucb HoMepa B TOMorpaguyYeckyto onuch, NPUNOXeHUs 1
OLWH HOMeEpP
crieumanbHble BbIMyCKK:
6 |Ha pyCCKOM S3blKe; 1,0
7 |Ha NHOCTpPaHHbIX A3blKax 2,0
NPOCTaBNEHME WTEMNENS CTPYKTYPHOrO noapasaeneHns Ha
g |"P PyKTYP Aipasa oOuvH Homep | 0,26
IOKYMEHTE
Monbop LOKYMEHTOB 4N pACCTAHOBKU B (DOHAE:

9 nonbopka LOKYMEHTOB MO KNACCMGMKALNOHHBIM UHOEKCAM, O4WH 052
aBTOPCKOMY 3Haky OOKYMEHT ’
10 nonbopka LOKYMEHTOB No doopMaTy, MUHBEHTAPHbBIM HOMepaM, OLWH 0.92
Wwngopam paccTaHOBKM JOKYMEHT ’

11 nonbopka LOKYMEHTOB MO andpaBmTy Ha3BaHWiA, rogam, HoMepam, OLWH 048
pasgenam, nopsiaiKoOBOMY HOMepY DOKYMEHT ’

nonbopka cneusnaoB HOPMATMBHO-TEXHUYECKOW LOKYMEHTALMN MO -
12|knaccam, nogknaccam, rpynnam,nogrpynnam, UHBEHTapPHbIM OKYMEHT 0,36
HOMepam y
PacctaHoBka 6ubnnote4yHoro poHaa:
{3 [PaccTaHoBka AOKYMEHTOB Ha CTeNNaxax B CUCTEMATU4ECKN- OLWH 052
angasMTHOM nopsake DOKYMEHT ’
14 [PacCTaHOBKA ROKYMEHTOB Ha CTeNnaxax s doopmaTtHo- OLWH 13
NHBEHTAPHOM Nopsiake LOKYMEHT ’
{5 [PaccTaHoBKa AOKYMEHTOB MO angoasuTy Ha3BaHW, rogam, OLWH 063
HOMepaMm, pasgenam, NopsaKkoBOMY HOMePY DOKYMEHT ’
paccTaHOBKa HOPMAaTMBHO-TEXHNYECKO AOKYMEHTaUUN no -
Knaccam, nogknaccam, rpynnam, noarpynnam, MHBeHTapHbIM OKYMEHT
HOMepam y
KonuyectBo 0OKyMEHTOB B noabopke:
16|1-5 0,52
1716-10 5,2
18|11 -15 0,88




paccTaHOBKa OOKYMEHTOB Ha cTennaxax B goopMaTHo-

{g|cncTemaTn4eckom u angasMTHOM nopsgke (NPeaMeToB U oOuH 500
MaTepmnanos rpadoukin) B BUTPUHAX M WKagpax c y4eTom OOKYMEHT ’
KOMIMIEKCHOI O XPaHEeHUst PYKOMUCHBIX U cTaponeyaTHbIX KHUM

20 paccTaHoOBKa OOKYMEHTOB Ha MUKPOHOCUTENSAX B UHBEHTAPHOM U oOVH 3.0
HyMepaunoHHOM rnopsake OOKYMEHT
npoBepka NpasuibHOCTW PACCTAHOBKN OOKYMEHTOB B OTAE/bHbIX mMaccus
maccmsax ooHaa doHpa
KonnyecTtBo npoBepseMbIX JOKYMEHTOB:

21(1-200 26,1

22201 - 305 42,0

23306 - 400 57,0

24401 - 600 88,0

25 [nepeMeLlieHne (nepeHeceHne) 0OKYMEHTOB Ha cBOBOAHbIE MecTa ofHa rnosnka 4.0
OdbopMneHne NONOYHbIX pasaennuTenem; HanucaHme NONOYHbIX oOuvH
pasgenuTtenen: pasgnenurtenb

26 |0nga cuctemMaTtnyeckom pacctaHoBkn dooHaa 3,6

27 |ong doopMaTHOM paccTaHOBKM dooHaa 2,6

28|ong anpaBuTHOM paccTaHoBKM (poHaa 2,6

29 |ona HyMepaunoHHOW paccTaHoOBKM cpoHAa 2,6

MNpumMeyaHne: K HopMam BpeEMEHN NPUMEHSAIOTCS MOBbIWAOWME KO3 PULMEHTDI:

- Npy nogbope 1 paccTaHoBKE KNMHO-, POTO-, POHOLOKYMEHTOB - 1,2;

- HOT, KapTorpacnyeckx, n3omaaaHuii -1,5;

- Npu paboTe ¢ 4OKYyMEHTaMM Ha MHOCTPaHHbIX S3blkax - 1,15;

- Ha sa3blkax cTpaH Asun n Adppukm - 2,0.

1.4.2. PaboTa no coxpaHHOCTU poHaa

Tabnuua 5



Hopma

N EanHuua
i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl msmepeHMSBpeMeHM
MVH
1 2 3 4
MpoBepka 6bNMoTEYHOro hoHaa:
HanncaHme KOHTPOJIbHOro TanoHa Ha JOKYMEHT: yKa3aHue Ha HEM -
1 |MHBEHTapHOro Homepa, Wwndopa, Ppammanm, MHMLMaNOB asTopa, TanOH 0,88
3arnasus, roga, MecTa nsgaHus, LeHbl, Mecta XpaHeHus
MapKMpoBKa KOHTp?ﬂbeIX TaANOHOB: YCTAHOBKA, rAe YYTEH OaHHbIN —
2 |LOKYMEHT (y4YeTHbI KaTanor, MUHBeHTapHas KHUra); npoctasneHme A0 0,26
ONo3HaBaTesIbHOro 3Haka
MNMonbopka KOHTPO/bHBIX TANOHOB: ORNH
TanoH
3 |0 UHBEHTapPHbLIM HOMepam 0,21
4 |no andgpasnTy doamMnnnin asTopoB UMK 3arnasui 0,31
5 |[no knaccudmkaunmoHHOMYy UHOEKCY 0,52
6 CBepKa KOHTPO/bHbIX TANIOHOB C UHBEHTAPHOM KHUIOR, OTMETKa OLWH 0.21
NPOBEPKU HA TaNlOHE U B KHUre TanoH
- [CBEPK@ KOHTPO/IbHbIX TANOHOB C y4ETHbIM KA angaBUTHbIM, OLNH 026
Tonorpaguyecknum katanoramn, OTMETKa Ha TasioHe 1 B Kartanore TanoH ’
g [aHanu3 P OPMbl MHAMBUAYANBHOrO y4YeTa; BbIBNEHNE OOKYMEHTOB, HE|  OOUH 13
npoLwealwnx NpoBepPKy LOKYMEHT
9 |cocTaBneHune KapTO4Yky Ha LOKYMEHT, He NPOoLealWniA NPoBEpPKYy OAnH 0,83
JOKYMEHT
10 [1OMCK AOKYMEHTOB, HE NPOLEAWIMX NPOBEPKY, NO PA3NNHbIM OLWH 36
yYeTHbIM (pOpMaM, KapToTekaM, XypHanam, KHUXHbIM Mosikam DOKYMEHT ’
CocTaBneHue cnucka HegocTawmx B oOHAE LOKYMEHTOB Cﬁﬁng
KonnyectBo 0OKYMEHTOB B CMUCKE:
11]1 0.78
12|2-10 8,3
13|11-25 19,3
OT160p OOKYMEHTOB ANS U3BATUA N3 ooHAA
[MpocMOTp OOKYMEHTOB Ha NpeaMeT U3bAaTua U3 ooHaa: OAnH
DOKYMEHT
14 (HenpoUNbHbIX 3,1
15({nybneTHbIx 1,6
16 |ycTapeBlmnx No cogepXxaHuto 3,1
17 |BeTxunx 0,88
18 |Manoncnosnib3yeMbix, HEUCMNONb3yeMblX 2,6
MoaroToBka AOKYMEHTOB K akTUPOBAHWIO:

19 nonbopka LOKYMEHTOB B MapTuK MO NpUYMHaM U3bSTUS; CBepKa C OLNH 036
KHUXHbIM (OOPMY NSIPOM DOKYMEHT ’
20 nonbopka KHUXHbIX OOPMYNISIPOB Ha LOKYMEHTaX B MOpsiaKe OLWH 042
MHBEHTAPHbIX HOMEPOB, angasnTa, XypHanos - Mo rogam u Homepam |Qopmynsap ’

CocTtaBneHue cnncka kK akTy BblbbITUS (Nepenayn); noacyet obuei

Amiai AT




CYMMbI; OCDOpPMIEHME aKTa

U4dVIH aK |

Konnyectso OJOKYMEHTOB B CnncKe:

XpaHeHus

211 0.78

2212-10 7,8

23|11-25 19,3
[MoarotoBka OOKYMEHTOB B NepenneT:

o4 0oTHOp DOKYMEHTOB ANS NEPenneTa; NPpoBepKa COCTOSIHNS AOKYMEHTA;| OOUH 34
3anofiHeHne (cBepka) KHUXHOro dpopmynspa OOKYMEHT ’

o5 nonbopka KOMMNNEeKTOB, CBSA3bIBAHME B MAYKn; 0OOpMIEHME OLWH 26
[OKYMEHTOB AN5 nepejayvn B nepennet LOKYMEHT
MOOrOTOBKA JOKYMEHTOB K BOCCTAHOBNEHUIO: Moabop OOKYMEHTa, -

26 |[aHanorn4yHoro NoBpeXxaeHHoOMy; opopM/ieHne 3aKkasa Ha [LOKYMEHT 2,6
KOnmpoBaHue

o7|PVem 3akasa nocne KoNMpoBaHIst, NPoBepka kadecTea KOMWIA, O4WH 0,83
NOAroTOBKa OOKYMEHTA K nepennety DOKYMEHT
npuem OOKYMEHTOB M3 NepenneTa: cBepka NocTynuBLLNX U3

og|MEPENNEeTa LOKYMEHTOB C KHMXKHbIM doopMy nspoM; NpoBepka OOWH 50
KayecTBa nepenneTa; BOCCTAHOBNEHME 3arnaBns; HanncaHue wupa | AOKyMeHT ’
Ha Spnblke, KOpeLWKe OOKYMeHTa
MoAawmeka raseT u TOHKUX XYPHaNoB:
onpeneneHve copmara, BNoXeHne KOMMNNeKTa XypHanos B Nanky onHa

29 [Hy>XHOro goopmara, 3aBs3biBaHNE; BbIHECEHWE WKppa, Ha3BaHUs, 13,0
roga uagaHus, Homepa XypHasnoB Ha 06/10KKYy 1 KOPELIOK nankm nanka
packnagka raseT no HasBaHUSAM: NpoKanbiBaHUE, BNOXEHNE B

30 [kapTOHHY0 0610XKY (Manky), NPOLHYPOBKA; 0 opMieHne 0610XKN ;élnHKaa 9,4
(HasBaHwue, rog, HoMep, Mecsu)

Menknin peMoHT dooHAaa:

31 nouKneVvia DOKYMEHTAa, KapMalkoB, SpNblkOB; BOCCTAHOBNIEHNE onHa 4.2
3arnasui nanka
PecTtaBpauns KopeLKoB:
onpeneneHne o6 bema paboThl; yaaneHme cTaporo Kopewka,

32|noaroToBka koneHkopa (obpeska, noakneika); npowmnska 6noka KoopﬂeI:uHOK 60
[OKYMEHTa, NoAKnerika HoOBOro KOpeLLka, pasMmelleHne nog npecc
PecTaBpauuns ctpaHuu:

_ o o onHa

33 onpe,uen?HVle obbema paboThl; I'IOJEKFIeI/IKa dooTorpadun, KkapT, cTpaHmua 10
yepTeXemn; BOCCTaHOBNEHME YacTel CTpaHuL (c1p)
ObecnblnneaHne goHaa:
obecnblnnBaHne ooHaa ¢ NOMOLLbIO Nbinecoca; obecneveHne

34 [paboyero Mecta TEXHUYECKMMIU CPEeaCTBaMK; NPOBEAEHNE OAHa 12,0
obecnblNMBaHNS; 3aHOC TEXHNYECKNX CPELACTB B MECTA XPaHEHMS Meporionka
py4yHoe obecnbinuBaHne gooHaa; obecneyeHne paboyero mecta onHa

35 [TexHMYecKuMu cpencTBaMm; 3aHOC TEXHUYECKMX CPeaCcTB B MecTa 9,4

mMepononka

MNpumMeyaHne: K HopMaM BpeMEHN NPUMEHSIOTCS NOBbIWatoWme KO3 PULMEHTHI:

- Npn py4yHoM obecnbinneaHnn poHAa HOTHbIX, KapTorpaguyeckux, n3oM30aHuni, ,EI,I/ICCGpTaLI,VII7I




-1,2;

- Npn obecnbinnBaHMM hoHaa ¢ NOMOLbIO Nbinecoca -1,3.

1.4.3. N3y4yeHune bubnmnorteyHoro oHaa

Tabnuua 6



Hopma

N EovHuua
/i HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl n3MEpEHIS BPEMEHMU
MUH.

] 2 3 4
MonorotoBuTenbHas paboTa no nly4eHuo 6udNMoTeyHoro poHaa:

1 |cocTasnenue nnaxa paboTbl N0 N3y4eHnto bubnnoteyHoro poHaa omuH nnan | 214.0
(yacTun cpoHpa)

5 MOArOTOBKA MHCTPYMEHTAPMS NO U3y4YeHUo b NMoTEeYHOro PoHaa; ogHa 6.3
cocTaBneHume Tabnumupbl Mo pa3nnyYHbIM acnekTam U3yyeHus Tabnuua ’
nonbopka 6ubnmnorpadmyeckmnx Nnocodbuin, HEPOPMaLIMOHHbIX onHO

3 |cnnckoB ons npoBeaeHus paboTbl MO N3YyYeHMIO BB NNOTEYHOr O noc%Gme 20,0
dooHpa

4 [MOArOTOBKA MHCTPYKTaXA ANSA NPOBEASHNS paboT No N3yyeHuto OOVH 83.0
6nbnnoTeyHoro gooHaa MHCTPYKTaXx ’
Bubnuorpaduyeckoe nsyyeHne 6nbnnoteyHoro poHaa
O3HakomneHue ¢ cogepxaHmem bubnuorpaduyeckoro nocobums,

MHG OPMALIMOHHOMO Ccrncka Ans NpoBeAeHns paboTbl N0 N3YYEHUIO OAHO
6nbnmoTeyHoro gooHaa nocobue
KonnyecTBo HasBaHwuii B nocobuu:

511-25 15,7

6 |26 - 50 34,0

7 (51-100 68,0
Ceepka kapToyky kaTanora ¢ 6ubnunorpadunyecknm onnucaHmem .
ILOKYMEHTa, yKa3aHHOro B Nocobumun; BHECEHME OTMETKIM O HANN4mm KapJTlqua
DOKyMeHTa B qooHae:

8 |andhaBuTHbIA KaTanor 0,26

9 [cuctemartmyeckuin katanor 0,42

1p|cocTaBnenme 6mnbnnorpadpnyeckoro onmcaHns Ha oTCyTCTByOWME B onHa 26
6nbnuoTeke [OKYMEHTDI KapToyka ’
MPOCMOTP HaMNONHEHMS CUCTEMATMYECKOr0 KaTanora B pasfmyHbix
acnekTax (no oTpacnsm 3HaHusl, BuOam, rogam); ConoctaBneHune onHa
MONYYEHHbIX AaHHbIX C TEMATUKO-TUMNONOrMYECKMM (MEePCneKTUBHBIM) capTouKa
NNaHOM KOMMNIEKTOBAHMS; YTOYHEHME, BHECEHNE KOPPEKTMB B NNaH
KOMMNEKTOBaHUS
Konunyectso kapToyek B AlWMKE:

111 -500 43,0

12{501 - 1000 85,0

13{1001 - 2000 173,0
Cratnctmnyeckoe nayyeHme 6ubnmoTeyHoro dooHaa:
3anoJsiHeHMe cTaTUCTMYecknx Tabnuy (Mo coctasy, AMHAMUKE U .

14CTeHeH?MCHOﬂb3OBaHMﬂ6M6ﬂMOTGWﬂNO(DOHﬂa)HaOCHOBaHMM Tagimua 19,3
Yy4YEeTHOW [OKYMeHTaumm

15pacquHOKasaTeneVlKHmrooéecnequHocm,oépamaeMocwl, OOVH 2.0
YNTAEMOCTM nokasaTesnb
CMNOLWHOW NPOCMOTP AOKYMEHTOB Ha cTennaxax, noacyet no

16 [KHUXXHbIM CpopMynsipam UM NUCTKam cpoka Bo3Bpara KonmyecTsa uo?(e;l:m 0,84

KHUroseblgad




17[Mapkmpoeka Hencnonb3yemol YyactT qooHOa B 3aBUCUMOCTM OT OOVH 0.96
MPWYMH, BbI3BaBLIMX HN3KYIO 06pallaemMocTb IOKYMEHT ’
1g[3@nonHerme TabNnLbl UHTEHCUBHOCTU NCMONb30BaHUS ooHa 500

6ubnmnoteyHoro ooHaa Tabnuua ’
CocTaBneHve n aHanna Tabnumu No n3yyeHumio 6 NMOTEYHOro
doHpa
CocTtaBneHue Tabnumupi:
19|no cocTasy, pasBUTMIO U NCMONb30BaHUIO BUHGNNOTEYHOro choHaa Ta%a';ia 63,0
5p|M0 CTeMNeHy nenonb3osanms dooHIa B pa3nnyHbIX acrnekTax (B ogoHa 68.0
oTpacnesoM, No BUAAM U3LAHWUIA) Tabnuua ’
1|0 06bEeMy HENCNONb3YEMOW U ManocnpallBaeMoi yactn dooHaa u ooHa 63.0
NpryMHaM ee HaKoMNNeHns Tabnuua ’
AHanus Tabnuupi: OfHa
Tabnmua
22|no cocTasy, Pa3BUTUIO U UCMONb30BaHNO BUONMOTEYHOro hoHaa Ta%a‘;ia 56,0
53|10 CTeMNeHy nenonb3osanms dooHIa B pa3nnyHbIX acnekTax (B onHa 56.0
oTpacneBoM, No Buaam n3gaHui) Tabnmua ’
54|10 COCTaBY 1 BENUUNHE HEencrnonb3yemol U ManocnpaliBaeMo onoHa 60.0
yacTu PoHOa U NPUYMHAM ee HaKoMNeHus Tabnuua ’
o5 |COCT@BNEHNE NNIaHa MepPONPUATIM 1 NPEANOXEHMN MO pesynbTaTam ommn nna | 161.0
N3yvyeHns gooHpa

MNprvMeyaHve: BpeMsi NpoBEAEHMS MHCTPYKTaXxa B HOPMY BPEMEHW He BXOAUT; Mpu paboTe ¢
JOKYMEHTaMM Ha NHOCTPaHHbIX A3blkax K HOpMaM BpeMeHU NMPUMEHSETCSA NOBbILWAIOLWNIA
Koadp puumeHT 1,15.

1.5. ObcnyxxmBaHne 4Yntatenen

1.5.1. PaboTa c 4Yntatenem

Tabnuua 7



Hopma

N EovHnua
HaumeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHns
MVH.

] ) 3 4
3anucb yitatens B GubnmoTeky:

NPOCMOTP OOKYMEHTOB ynTatens (nacnopT, yooCTOBEPEHUe, -

1 [nopyuynTenbCTBO); NPOBEPKA HANNYMSA YYETHO-PErnCTPaLMOHHOW GuTaTeNs 1,7
KapTOYKMN YnTaTens

5 3anonHeHne opMynspa ymtatens, y4e THO-perncTpaumnoHHom O4VH 50
KapTOYKW, YaTaTenbckoro buneTa ynuTtartenb ’

5 [03HAKOMNEHMe YnTaTens c npasunamm Nob3oBaHms O4VH 50
6nbnnoTekon, pacnonoXxeHnem ooHaa, CnpaBoYHbIM annaparom unTartenb ’

4 [OVICK 1 pacCTaHOBKA Y4ETHO-PErMCTPALIMOHHBIX KAPTOeK Mo onoHa 096
andasnTy paMunnin YnTaTenein KapToyka ’
[Mepepernctpauns yntartenen
NONCK oopMynsapa (PerncTpaumoHHON KapTOYKN) YntaTens;

5 BHECEHWNE U3MEHEHWIA B HUX N YNTATENbCKMWIA BUneT (YTOYHEHMe OO VH 120
AaHKEeTHbIX AaHHbIX, HOBOrO YATATENbCKOro HOMepa, AaThl yutaTenb ’
nepeperunctpaumn)
3anucb (mepepernctpaums) yntatenein B aBTOMaTn3MpoBaHHOM
pexume:

Habop Ha KnaBmaType CBe4EeHUA 0 YntaTene: amMunns, NMs,

6 |0T4YeCTBO, XapakTepuayowme ero npmaHakm (obpasosaHue, qmigr:nb 6,0
crneumanbHoOCTb, MHas nHpopmaums), Kon
OCYLLECTB/IEHNE KOHTPONS 32 BO3MOXHbIM HANMMYNEM OaHHbIX O

7 |umTaTtene, 3anucaslmMcs B 6MBNNOTeEKy (paHee 3anuncaH, NuileH qm?gr:nb 1,0
npaBa NoNb30BaHNS)
0dbopM/IEHME KOa YATATENS C KOHTPObHBLIM Pas3psaoM 1 CPOKOM

8 |NoNb30BaHUS YATATENLCKMM OMNETOM HA OCHOBE BblOaHHOW OANH 0,52
MHCDOpMALIN ynuTartesnb
BblBELEHME Ha NPUHTEP CBELEHWIA O 3anncaBlIEMCS YATaTeNE B

9 |Bnaoe bnaHka, Bolpe3aHme bnaHka v BKnerika ero B YATaTebCKUiA oawH 1,3

yuTtartenb
bunet
PaboTta oucneTtyepckoi cnyxobi:

NPVEeM YiTaTenbckoro TpeboBaHuns; NpoBepka NPaBnIbHOCTY
103ar|onHeH|/|s|TpeGOBaHmm,yTqueHmeMeCTaxpaHeHMﬂ OLHO 073
IOKYMEHTOB; OTMEeTKa B ANCMNETYEPCKO CeTKe, nepenaya TpeboBaHme ’

TpeboBaHMs B KHArOXpaHeHWe
BbinonHeHue TpeboBaHuin notTpedbutenei, Bblgadya 4OKYMEHTOB U3
OCHOBHOIO KHUFOXPaHEHWNS:
11 |nony4eHune TpeboBaHuin, permctpauus, nogdopka mx no wmudpam OAHO 3,0
TpeboBaHme

122HOMCKﬂOKyMeHTa,HaHeCGHmeOTMeTKMH&TpGGOBaHMM,KHMXHOM OLHO 50
hopMynspe, ANCMNETYEPCKO ceTke TpeboBaHme ’

{3 |YCTAHOBNEHME MECTa HAXOK AEHMS HeHan4eHHOro 4OKyMeHTa no OLHO 20
CMpaBOYHbIM KapTOTeKaMm, katanoram TpeboBaHme ’

14Bblnaqanon(ymeHTamsomenaKHmc»(paHeHm;ln0Tpe6|/|Temo; O4VH 20
OTMeTKa Ha KHUXHOM doopMy nsipe, TpeboBaHmm LOKYMEHT ’




15

NPUHATUE OOKYMEHTa OT NOTPebMTENs; NOUCK KHUXHOIO
dopMmynsipa, TpeboBaHmMs; NoralweHne 0TMETKM O Bblaaye

OOVH
LOKYMEHT

3,0

Bblnaya KOMMNEKToB 4OKYMEHTOB BO BPEMEHHOE MO/b30BaHWe
nogpasneneHnam bmubnmoteku:

16

OPOpPMIEHNE 3a9BKN HA KOMMNNEKT OOKYMEHTOB, Nepenasaemblil B
CTPYKTYpHOE noapasmeneHue

O04Ha 3asBKa

5,0

17

nonbop LOKYMEHTOB B KOMNEKTbI; HANMcaHne BTOPOro
aK3eMnnspa KHUXHOro goopmynspa (MHaukaropa)

OOMH
LOKYMEHT

40,0

Bblgaya KOMNNEKTOB AOKYMEHTOB; OTMeTKAa Ha KHUXHOM
hopmynspe (MHAMKaTope) AaThl Bblaaym, OaHHbIX
noapasneneHns, nonyyarowero KoMnaekT

OOWH
LOKYMEHT

Konnyectso OJOKYMEHTOB B KOMIMNEKTE:

18

25

6,8

19

50

13,5

20

200

108,0

MonyyeHne KOMNNEKTOB AOKYMEHTOB OT CTPYKTYPHbIX
noapasfaeneHunii; NOUCK KHUXHOro popmMynsipa (MHANKaTop);
noraweHne 0TMeTKM O Bblhaye, BNOXEHNE ero B OKYMEHT

oaunH
KOMMNeKT

Konnyectso OJOKYMEHTOB B KOMIMNEKTEe:

21

25

6,8

22

50

13,5

23

200

108

OGcnyxleaHme ynTaTtenien B YATanbHOM 3ane:

24

npoeeneHne KoOHCynbTauun, Hecenbl c ynTaTenem Y KaTtanoros,
KapTOTeK, KHUXHbIX MONOK, MHPOPMUPOBAHME YNTATENA O HOBbIX
NOCTYNNEeHnAX

Oo4Ha
KOHCYNnbTaUuUA

5,0

Monbop LOKYMEHTOB B NOACOOHOM (DOHAE YNTANBLHOrO 3ana;
nepenaya Ha kagpenpy Bbloayu:

O4VH
LOKYMEHT

25

no TpeboBaHuIo YnTaTens

2,0

26

Mo YCTHOMY 3anpocy

1,7

27

no onpenenieHHon Teme

3,1

Moabop AOKYMEHTOB MO Y4ebHOI NporpamMMe Ha OCHOBaHUN
MakeTa KoMMiekTa AOKYMEHTOB, BblAaBaeMbIx CTyAeHTaM; noabop
y4ebHMKOB NO goakynbTeTaMm, Kypcam, rpyrnnam; CBepka KHUXHbIX
CPOPMYISIPOB C HAa3BAHWEM KHUT, UHBEHTAPHbIMM

OoAauH
KOMMNNeKkT

HOMepaMmy

KonunyectBo JOKYMEHTOB B KOMIMNEKTEe:

28

10

2,7

29

20

54

30

40

10,8

31

BblJaya [OKYMEHTA: CBepKa BblaBAEMOro LOKYMeHTa C
ynTaTeNbCKMM TpeboBaHNeM; NPoBepKa HannumMsi CTpaHuL;
BHECEHWE 3anncu Ha YATaTENbCKOM TpeboBaHUM (KOHTPONIbHOM
NICTKE); BNOXEHWE B YATaTEeNbCKMiA B1neT, paccTaHoBKa, 0TMETKa
KHUrOBbIAaum

O4VH
LOKYMEHT

2,0

NoNny4YyeHne OOKYMeHTa: cBepka ero ¢ TpeboBaHneM (KOHTPObHbIM




uLVIH

32|nnCcTKOM); NpoBepKa COXPaHHOCTM LOKYMEHTA, HaMn4nsa cTpaHuu, [IOKYMEHT 2,0
BHECEHWNE OTMETKM O npueme
530Ny 4€HNE OKYMEHTA, 3aKa3aHHOrO YMTaTenemM B otaene OLWH 0.5
KHUroOXpaHeHus DOKYMEHT
34 N€PEAAYA NOKYMEHTA, CAGHHOTO YMTaTeneM, B 0TAEN OLWH 10
KHUroxpaHeHus JOKYMEHT
OT160p 1 Nnepenaya 4OKYMEHTOB Ha KOMMPOBAHME: OANH
NOKYMEHT
35 0T60p OOKYMEHTOB (OTAENbHbIX CTATEN) ANA Nepenayn Ha OOVH 50
MUKPOOUNbMMPOBAHNE N KOMMPOBaHME JOKYMEHT ’
36 [TOArOTOBKa LOKYMEHTOB K KOMMPOBAHMIO; ohopmneHue 3akasa; OLWH 30
perncTpaums B y4eTHbIX doopmax DOKYMEHT ’
57|nony4eHne MUKPOJOUIbMa 1 KOMNuu; NpoBepka npasunibHOCTY OnVH 33Ka3 5.0
BbIMNOJIHEHNS 3aKa3a
O6cnyxunBaHme yntatenei Ha aboHEMEHTe:
38|nonbop AOKYMEHTOB A5 PEKOMEHAALUMMN YATATENSM OAnH 5,0
IOKYMEHT
Bbloaya 0OKYyMEHTOB YnTaTento, MOUCK oopMynspa ymtatens, onvH
ykasaHue chK? BO3BparTa, NpoBepKa Hannyus cTpaHuL; NIOKYMEHT
obcnyxunBaHme:
39 [B3poOCbIX 2,7
40|neTen 3,2
41 [TPOBEAEHME 6ecenbl C ynTaTenem, MHOOPMMPOBAHNE O HOBbIX OLWH 5.0
NOCTYNNEHNSX yutaTenb
[MonyyeHne oOKyMeHTa OT YATaTeNs, BHECEHME OTMETKM O —
npueMe; Nposepka HaNM4Yns CTpaHuL,; BoXeHNe KHUXHOro
dopMynsipa; obcnyXuBaHue: floKyMenT
42 [B3pOChbIX 1,8
43 |neTen 5,0
44 [TPOANEHNE CPOKA NO/b30BAHNST AOKYMEHTOM; MOUCK doopmynapa OOVH 30
yntatens; BHeceHne OTMETKM O NPOLANEHUN CpoKa Nob30BaHNS doopmynap ’
CospnaHune Konuii JOKYMEHTOB NO 3anpocam YitaTene:
45 [KoHCYnbTauust yutatenei no Boibopy napameTpoB KONMMPOBAHNS oAna 5,0
KOHCYNbTauus
46 (co3naHne aneKTPOHHOW KONun ¢ opuruHana OAHa ckan- 0,15
Konus
47 |cospaHne GymaxxHO KOnumn ¢ opurmHana onRa 0,15
cTpaHuua
48 |co3naHune Konmm ¢ MUKpodoopm OLWH Kaap 0,5
49 [neyaTb ByMaXHbIX KOMWA JOKYMEHTOB 13 Ob OOVIH NUCT 0,08
50 (co3naHne anekTPOHHOW OOTOKOMNUKU C opuUrnHana OOVH Kagp 5,0

MNpumMeyaHne: K HopMam BpeEMEHN NPUMEHSAIOTCS NOBbIWAOWME KO3 PULMEHTHI:

- Npn 06CNyXMBaHUM YnTaTenen KNHoOPOTOPOHOAOKYMEHTaMM - 1,2;

- HOTHbIMY, KapTorpaguieckumu, n3onsgaHnamm - 1,15;




- cneunanbHbIMX BUAAMWN HAYYHO-TEXHNYECKO NuTepaTypbl N JOKyMeHTauum - 1,1;
- Npn paboTe ¢ AOKYMEHTaMM Ha MHOCTPaHHbIX si3blkax - 1,15;

- Npu paboTe ¢ 4OKyMeHTaMm Ha a3blkax A3umun n Adppuku - 1,5.

1.5.2. BHyTpeHHAAa paboTa

Tabnuua 8



Hopma

N
/n HanmeHoBaHue npouecca, onepaumn. Coctae paboTbl  |EOunHMLA N3MepeHns [BpeMeHu
MVH.

1 2 3 4
MoaroToBska K Bblaave:
accTaHoBKa oopMynapoB ynTaTtenen (No cpokam,

1P hopMynsp ( P OOVH doopMynap 15,0
HOMepaM, andasunTy)
nonBedeHne NToros paboTbl 3a NPOLEOWWiA OeHb,

2 fsed P P A A eXenHeBHO 9,2
BHECEHMeEe 3arnucu B JHEBHUK
nonbop LOKYMEHTOB MO NpeaBapuTeNbHbIM 3aKka3am

3 | oA pﬂ, y PeABap OOVH OOKYMEHT 3,0
yutaTtenen n nnaHam YTeHus
NPOCMOTP HOBbIX NOCTYMNNEHWUA AN PEKOMEHAALNN

4 P P y AnAp Aad OOWH OOKYMEHT 2,0
yntaTenam
MNPOCMOTP M NOMNOSTHEHNE KHUXHbBIX BbICTABOK, SLWMKOB

5 |cBo60oOHOro Bbibopa KHUM, TEMATMYECKMNX MOMOK U OOVH LOKYMEHT 3,0
cTennaxem

6 |noarotoska paboyero mecta eXeOHEeBHO 10,0
PaboTta c goopMynsipoM yntaTens:
aHanus3 oopMynsapoB YATaTENEN, BbISBIEHNE

7 opmynsp 04VH coopmynsap 4.3
ymuTaTenbCKUX MHTEPECOB
COCTaBfIEHNE KAaPTOYKN 0N KAPTOTEKU YNTATENbCKMX

8 ofHa KkapTtouka 0,86
WHTEPECOB; COCTaBNEHNE CNIMUCKa YNTATENbCKNX MHTEPECOB
3anucb B oopMynspe YyaTaTtens o pesynbTartax aHannsa

9 popmynsip o pesy 0JlHa 3anucb 3,6
4YTEHUs 3a onpeneneHHbIA nepuos
3anvcb B AHEBHUKE B1BAMoTEKAPS O ANMHAMUKE YTEHMWS 1

10 - ofHa 3anucb 9,2
NHTepecax ymtaTens (rpynnbl yutaTenemn)
PaboTa c uutatensiMu, He BO3BPaTUBLIMMI JOKYMEHTHI B
CpOK:
NOUCK POPMYNSAPOB YMTaTENEN, HE BO3BPATUBLINX

11 opmynsip P 0OVH dphopMynsp 1,0
[OKYMEHTbI B CPOK
HanucaHne OTKPbITOK-HANOMMHAHWIA O BO3BpaTe

12 o4vH dhopmynsp 2,0
OOKYMEHTOB; OTMETKa AaTbl HANOMUHAHUA Ha hopMynape
onoseweHmne (Mo TenedoHy) YntaTens, He BO3BPaTUBLLETO

13 |0OKYMEHT B CPOK; OTMETKa AaTbl HANOMUHAHNSA B 04VH dhopMmynsp 4,0
doopmynspe
ObecneyeHre KOHTPONS 3a CPOKaMM BO3BpaTa AOKYMEHTOB
B AC:
BbIBOL HA MPUHTEP cnucka yitatenei n aboHeHTOB-

14 A P P OOVH CNNCoK 0,16
3a[0/1XHNKOB

15|cocTaBneHune cnucka 3a40/1XKHNKOB O0JVH CNNCOK 0,16
pacrnevyaTtka Ha npuHTepe HanoMMHaHus aboHeHTaM n

16 [unTatensm o cpoke Bo3spara (aapec, Ha3BaHUs B3ATbIX OLWH CMMCOK 2,2
JOKYMEHTOB)
N3bsATNE U3 6a3bl HaHHbIX CBEAEHUIA O 3aHATOCTH

17 oJHa 3anucb 0,4

BO3BpaAllEeHHbIX OOKYMEHTOB

OdbopmneHre noncka 3a80/1KHUKOB Yepes Cya:

KOMMpoBaHue oopMynsipa YaTatens; yToyHeHme aBtopa,




18

Ha3BaHWs, UHBEHTAPHOr0 HOMEpPa, LieHbl AOKYMEHTa, He
BO3BPALLEHHOr 0 B CPOK; NepeymcieHne rocrnownmHbl 3a
0bopMEHNe NCNIONHUTENbHBIX HAAMUCeN; Nepechinka
nenasBcyn:

OOWH OOKYMEHT

2,7

19

Mony4YeHne n ohopMeHne AOKYMEHTOB U3 HOTapMasibHOM
KOHTOpPbI (MpOCTaBNeHne HoMepa Pac4YeTHOro cYeTa,
HOMepa UCMONHUTENbHON HAaAMNNUCK)

OOVH OOKYMEHT

2,7

20

COCTaBfIEHME aKTa Ha onnarty yepes CyL YTepsHHbIX
LOKYMEHTOB

OOVH OOKYMEHT

2,7

MNpuemM 0OKYyMEHTOB B3aMeH Yy TEPSHHBbIX:

21

MOWUCK YNTaTENbCKOro OOPMYsipa; BHECEHNE
COOTBETCTBYHOLWEN 3anucy B oopMynsp, TeTpadb yyeTa
KHWT, NPUHSATBIX B3aMEH YTEePSIHHbIX

OOVH OOKYMEHT

5,0

22

NPOCMOTP OOKYMEHTa, NpeanaraeMoro B3aMeH yTepsiHHOro

OOWH OOKYMEHT

2,0

PaboTa c oTkazamu:

23

yyeT 1 Knaccmgukaums 0TKa3oB: 0TMETKA Ha NUCTKEe
yntTaTenbckoro TpeboBaHMsa NPUYMHbI 0TKa3a

onHo TpeboBaHme

1,6

24

paccTaHoBKa YATaTeNbCKUX TpeboBaHWUi B KapToTEKe
"HeynOBNEeTBOPEHHbIN crnipoc”

onHo TpeboBaHme

0,32

25

aHann3 0TKasoBs, COCTaBNEHNE CBOAKM OTKA30B B
oTpacneBoM paspese (Mo NpuynHaM oTkasa u Mepam nx
NVKBUAALMN N NpenynpeXaeHuns)

O4WH OTKa3

1,0

26

cocTaBneHume bubnnorpagomnyeckoro onncaHmsa Ha
IIOKYMEHTbI, UMetolme Hanbonbluiee YUCno 0TKa30B, 1
nepenada KapTouyku B 0OTAEN KOMMIEKTOBAHMSA

O04HO

bubnunorpadgpuyeckoe| 2,0

orncaHune

1.5.3. BHecTaumnoHapHoe obcnyxmBaHue

Tabnuua 9



Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepauun. Coctas paboThbl BPEMEeHWU,
n/n n3mMepeHns
MUH.
] 2 3 4
OpraHunsauns 6nb NMOTeYHbIX MYHKTOB, NepeaBuXHbIX BB nnoTek:
1 3ak/I04eHne Jorosopa Mexay 6MbnnmoTekom n opraHnsaumen, roe o4uH 5700
OyLeT OCylWeCTBNATLCA BHECTAUMOHAPHOE 06CnyXMBaHme LLOroBop ’
2 |locbopmneHune coopmynapa 6MbNMOTEYHOro NyHKTA OANH 13,5
¢popmynap
0ChOpMNEHME Nanku ¢ LOKYMEHTaMu (LOrosopa, LOBEPEHHOCTUN Ha
3 |nonyyeHmne KHur, popmynspa b NMoTeYHOro NyHKTa, OTYETOB U ofHananka| 13,5
Opyrnx oOKYMEHTOB)
4 [COCTaBNEHME CXeMbl Pa3MeLIeHNS 616 NNOTEYHbIX MYHKTOB Ha onna cxema| 126.0
TeppuTOopuM ropoaa, paroHa
5 [cocTaBneHue rpacomka obmMeHa LOKYMEHTOB, HAXOASLUMXCS B OOMH 18.0
61O NNOTEYHBIX NYHKTaX, NepeaBMXHbIX Brubnuotekax rpagouk ’
g |cocTaBneHne nnaqa METOANYECKO nomoLum 6nubnmuoTtekapsam- onuH nnaH | 46,0
0becTBeHHUKaM
2 ogoopMieHne 06 bABNEHUS 0 OHSAX 1 Yacax paboTbl 6BUONNOTEYHOrO OLHO 120
NyHKTa, NepenBuXHoi 6Gnbnnmotekm o6 bsBneHne ’
Monbop KOMMNIEKTOB AOKYMEHTOB AN151 BUOIMOTEYHOr0 NYyHKTA,
nepenBuXHon 6ubnnoTekun
OOMH
Monbopka koMnnekTa LOKYMEHTOB
KOMMNEeKT
KonnmyecTBo LOKYMEHTOB B KOMMEKTE:
8 |10 15,0
9 |30 45,0
10{100 148,5
11 [pptRava nokymenTa B 61O NNOTEYHDBI MYHKT; OTMETKA B KHUXHOM OOMH 50
hopMynspe natbl BblAayv, HoMepa nyHKTa LOKYMEHT ’
3anncb B hopmynsipe 6nbNMoTe4YHoro NyHKTa AaThl Bbloaum
12|0OKYMEHTOB, KONNYeCcTBa BblAAHHbIX 1 BO3BPALLEHHbIX B CTaUunoHap 3‘:;:; 1,0
LLOKYMEHTOB
paccTaHoBKa KHUXHbIX (DOPMYNSAPOB B KAPTOTEKY 32 pasfenmrenem OOMH
13 [curnbl BB NMOTEYHOrO NYHKTA, NepenBUXHOM BUONNOTEKN, BHYTPM | KHUXKHbINA 0,4
no angpasuTty oaMmnnnini aBTopos doopmynsp
NpUeM OOKYMEHTOB 13 BB NMOTEYHOr0 NyHKTA, NepenBuXHOW
14|61bNMoTeKN: NpocTaBneHne OTMETKM O MPUEME; BIOXEHNE ORWH 1,6
LOKYMEHT

doopmynspa B LOKYMEHT

1.

6. Obcny>XxnBaHue Mo

MexobnbnmnoteyHomy aboHemeHTy (MBA)

Tabnuua 10




Hopma

N EanHuua
HaumeHoBaHune npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHmns
MVH.

] 2 3 4
O6cnyxunBaHue untatenei 6ubnmotekm no MBA:

OLWH

1 [perncTtpauus untartens, nonbayoouweroca MBA 1,35

ynTaTtenb
3anonHeHne bnaHka-3akasa, NpocTaBneHne PerncTpaunoHHOro

2 OOVH 3akas| 2,2
HoMepa, JaThbl
YTOYHEHWE YKa3aHHbIX YNTaTeNem CBe4eHUN 0 3aKka3aHHOM

3 OOWH 3aka3| 1,6
JOKYMEHTe, Lienn 3anpoca, UCTOYHMKA, 0TKy4a NonyyYeHbl CBeLEHNS
Bubnuorpaduyeckas gopaboTka 3akasa; yTouHeHne
Bubnmnorpadryecknx ceeneHuii:

4 (no cnpaBOYHbIM N3OAHNSAM 27,0

5 [npu nomowm aBTOMaTU3NPOBaHHbIX CPEACTB 0,22

6 NpoBepKa HanMuMs 3anpalmBaeMoro gokyMeHTa B bubnmnotekax OOWH 102
ropoga, obnacTu, pernoHa, B TOM Yicne no CBOOHbIM KaTanoram OOKYMEHT ’
HanpasneHne 6naHka-3akasa ¢ NPOCTaB/IEHHOW OTMETKOWA
(wtemnenem) "B ropone HeT" B 0TpacneBon, yHMBEpPCanbHbIA LEHTP

7 oauH 3akas| 0,27
nnu B GnbnmoTeky (opraH nHpopmaumm) No 4aHHbIM CBOAHbIX
KaTanoros

8 3anucb CBeAEHUIM 0 HanpasneHun 3akasa Nno MbBA (HanmeHoBaHue ogHa 14
6ubnnotekun, naTta) Ha 06opoTHOI CTOPOHE BnaHka 3akasa 3anucb ’
nomeleHne 6naHka-3akasa B "KapToTeky 3anpocoB yntatenei no

" " O,D.Ho
9 IMBA" 3a pasgenutens "3anpocbl no MBA, HanpasneHHble B apyrue 0,32
" TpeboBaHue
6ubnnotekm
npvem OoKyMeHTa, npucnaHHoro no MBA; BckpbiTve 6aHoeponu,

NpoBepKa COCTOSAHNE LOKYMEHTA, 0TMETKA AaTbl NONYYEHNS U
10Hassal-wm6|/|6nv|0TeKv|,BblcnaBLueVlﬂ,OKymeHT,MHBeHTapHoro OLWH 38
HOMepa, Cpoka Nonb30BaHNs ; nepecTaHoBka 6naHka-3akasa n3 JOKYMEHT ’
pasnena kaptotekm "3anpocsl no MBA, HanpaBneHHble B opyrue

6unbnuotekn" B pasnen "MonyyeHHble no MBA uapaHns"

11 [13BEWEHME YTATENS O NOTYH4EHNI 3AMPOWEHHOTO AOKYMEHTa U 0LHO 135
CpOKe NoNb30BaHNSA UM N3BeLeHne ’
BblOaya ynTartesnto nonyyeHHbolx no MBA LOKYMEHTOB B YATaNbHOM

123ane(Bcnyxe6H0Mn0MemeHmm6|/|6nv|0TeK|/|);CBepKaBbl,uaBaeMoro O4VH 10
IOKyMeHTa ¢ 6naHKOM-3aKka30M; NpoBepKa HaNNyYnst CTpaHuL 1 DOKYMEHT ’
COCTOSIHNS OOKYMEHTA; OTMEeTKa Bblaauu
Npuem OOKYMEHTA OT YATaTENS B YATANIbHOM 3an€; CBepKa

13 |BOKYMEHTa C YacTbio 6naHka-3akasa, NpoBepKa COXPaHHOCTM OOWH 05
DOKYMEHTA; BHECEHNE OTMETKM O NPMEME; MOMELLEHNE AOKYMEHTA B | AOKYMEHT ’
crneunanbHO BblAENEHHOE MECTO (3aKPbIThIA wKad)
n3pnedyeHne 6naHka-3akasa n3 KapToTeku, 3anmcb cBeaeHuin 06 —

14_0TnpaB|<ev|3J1aHv|9|(uaTa,HomepnhoosoroompaBnequ); MCTOK 10
nepecTtaHoBka nuctka n3 pasgena "lMonyyeHHble no MBA napaHus" 10e60BaHS ’

B pasaen "BosspaleHHas nutepartypa” P
MNOAroTOBKA K OTNPaBke AOKYMEHTOB B 6UGNMoTeKy-
dooHOoAepXxaTenb 3aka3How 6baHaeponblo; ynakoBka baHaeponu; OLWH oo

1 C




B3BelWBaHWNE ee; HaknensaHne Mapku (eCl'II/I HET LI,eHTpal'II/I3OBaHHOI7I
onnarthbl neperanM); HanncaHmne agpeca; coctaBsneHmne onncun

LOKYMEHT

16

paboTa c oTKazamu

OJ4VH OTKa3

1,03

17

coobueHne B oTaen obcnyXmBaHus o NoyYyeHUn oTkasa (parta,
npuynHa)

O4WH OTKa3

1,35

O6cnyxuneaHme aboHeHToB No MBA

[Mpuem 3akas30s.:

18

npu oTCyTCTBUM HOMepa aboHeHTa Ha BnaHke-3akase nposepka no
KapToTeke aboHeHTOB, aboHMPYyeTCS N JaHHas opraHn3aums

O4dWnH OTKa3

1,0

19

opraHusauns aboHMpyeTcsi: NpocTaBneHne HoMepa Ha bnaHke-
3akase; cBepka afpeca, Ha3saHus opraHmsauuu, pammnmm
oTBeTCTBEHHOr0 No MBA; BHECEHNE N3MEHEHWIN B KAPTOUKMN

O4VH OTKa3

3,6

20

nepBnyHoe obpalleHne aboHeHTa B TEKYLLEM ro4y: NPOCTaBNEHNE B
KapToyke roga obpalleHus, nathbl

O4WH OTKa3

3,6

21

ochopMneHne aboHeHTa (opraHm3auns paHee He aboHMpoBanach):
npucBoeHve aboHEHTY HOMepPA; 3amnoJIHEHNE KapTOoYKM perncTpaumnm
aboHeHTa MBA n pasgenutens (popMynsip); ykazaHme noaHoro
HanMeHOoBaHMs 6B NMOTEKKN, NMOYTOBOrO agpeca, TenedoHa,
doamunmm, UMeHU, 0TY4ECTBA OTBETCTBEHHOMO NUUA, AaTbl OTKPbITUS
N HoMepa aboHeHTa

OOVH
aboHeHT

5,0

22

paccTaHoOBKa PerncTpaumoHHbIX KapTo4ek B KAPTOTEKY

ofHa
KapToyka

0,32

23

0doopMNeHne N3BeLeHns ans aboHeHTa (CTaH,EI.apTHOG n3peueHune
06 OTKpPbITUA a6OHeMeHTa); 3anpoc HepocTawWwmMx cBefeHnn ons
KapToTekn TUMnoBbiM MNCbMOM

O4HO
n3selweHne

1,6

24

NpoBepKa NpaBuIbHOCTY 3anonHeHMs bnaHka-3akasa,
3a001XEeHHOCTM aboHeHTa, NpocTaBneHne Ha obopoTe 1-i yacTu
6naHka-3akasa (CTp. 2) CBOEro WwreMnens n gatbl NoayyYeHns 3akasa
B pybpuike "CnyxebHble 0TMeTKM Brbnunotekaps” npw BbINONTHEHUN U
nepeHanpasBiieHnn 3akasa B CTPOKe "panoHa, ropoana”

OOVH
onaHk-
3akas

3,8

25

nepenaya Ha y4actok paboTbl C 0TKasaMu HenpasuibHO
0OOPMJIEHHbIX 3aKa30B (HET neyaTu, NoANMcK, HepasbopUnBo
0CPOPMIIEHHbIE, HE Ha SI3blke OpUrnHana) u 3aka3oB abOHEHTOB-
3a400/1>KHNKOB

oauvH 6naHk

0,43

26

wncppoBka 3aka3oB aboHeHTOB; Noabopka 61aHKOB- 3aka3oB Mo
andaenTy; NPoBepKa Hann4Ms LOKyMeHTa no kaTtanory

o4vH 6naHk

2,7

27

MOLAroTOBKA LOKYMEHTA K Bbloaye: cBepka LOKYMeHTa ¢ 6n1aHKOM-
3aKasoM; NpoBepKa Hann4nsa CTpaHul, N COCTOSHUS OOKYMEHTa;
npocTaBneHne Ha 6naHke-3akase (NMUeBoi CToOpoHe 1-i1 1 3-i1 yacTu
cTp. 1, 5) wmcppoB LOKyMEHTA; yKkasaHUe NHBEHTAPHOIr0 HoMepa,
KONMYecTBa AOKYMEHTOB, AaTbl BblAaun; Ha 060POTHOW CTOPOHE 2-1
yactu (cTp. 3) NpocTaBneHne wremnens 6MbNNOTeKM C Ha3BaHNEM U
MOYTOBbIM afPECOM, YKa3aHne cpoka Bo3Bparta, BNoXeHne 2-1 4acTu
6naHka-3akasa B BblAaBaeMbllii OKYMEHT; NPOCTaBeHNe HOMEpa
6aHoeponn BHN3Y

OOVH
LOKYMEHT

1,4

28

MOCTAHOBKA 3aKa3a Ha o4yepelb (B Cyyae 3aHSTOCTU M3aaHus);
aboHEeHTy oTnpaBka M3BeLleHNs

O VH 3aKa3

1,6

nepenava n3gaHus Ha KonuposaHue (Npv 3akase Ha oparMeHT

L AAs AA




[V}

N30aHus: ctTaTbs U3 XypHana, cbopHuKa)

ULVIA SdkddS

oTnpaBka OOKYMEHTOB aboHeHTaM: ynakoBkKa 6aH,ueponM;

O4VH

30 [B3BelWMBaAHME; HAKIEMBAHME MapPKW; HaNnucaHve agpeca; [LOKYMEHT 2,5
cocTasneHue onucu
paccTaHoBka 6n1aHkoB-3aKka3oB (1-9 4acTb) Ha BblAaHHbIE AOKYMEHTbI

31|(BbicnaHHbIe) B KApTOTEKY 06CNYXMNBaHNS aOOHEHTOB B pa3aen OAnH 0,32
" " IOKYMEHT

BbloaHHble no MBA nspnaHus
bubnmnorpaduryeckas nopaboTka HEBLIMNONHEHHbIX 3aKa30B;

32 |yTouHeHme bubnmorpadnyeckmx cBeaeHni No CNpPaBoOYHbIM D,O(I)(cl\I:IIZHT 3,2
N30aHUSAM

33 |[BPIBNEHNE HANM4MS 3aNpalMBagMoro LOKyMeHTa B 6ubnuotekax OLWH 10.2
ropona, pernmoHa LOKYMEHT
0ChOpMNEHMe 3aKkasa K nepeHanpaBneHnto B opyrme 6ubnmoTeku;
ykasaHue Ha 06opoTHOI cTopoHe 1 -1 YyacTn BnaHka-3akasa (cTp. 2)

q4|TPV4MHbI 1 AATbI NEpeHanpaBneHms (wtemnenb "HeT B 6UbnmoTeke, onvH sakaa| 2.7
HeT B 6ubnnoTekax ropoaa...");0TMETKMN O MPOBEPKE MO CNPaBOYHbIM ’
n3naHusaMm, curnbl 6ubnmoTek- poHaoAepXKaTenein no CBOAHOMY
KaTanory

45|0TMPaBKa abOHEHTY M3BELEHNS O NepeHanpasieHMmn 3anpoca ¢ OLHO 16
ykasaHuem 6ubnmoTekn, Kyaa oH oTnpasneH N3BeLeHne ’
pernctpaumns otkasa B y4eTHbIX oopMax; oTnpaska aboHEHTY

36 |[bnaHka-3akasa (3-t0 4acTb) B Clyyae HEBO3MOXXHOCTW BbINMONHEHUS C |0AWH O0TKa3| 3,6
OTMETKOW O MpMYMHEe 0TKa3a B COOTBETCTBYOWe pybpurke
NpUeM AOKyMeHTa, BO3BPALLEHHOr0 abOHEHTOM; MONyYeHre Ha
no4yte, BCKpbIThe 6aHaeponv; NPoBepKa COCTOSHUS [OKYMEHTA;

37 [n3BneyeHune bnaHka-3akasa U3 KapToTekn 06CNy XMBaAHUS OAnH 3,2
aboHEeHTOB, yKka3aHne Ha HeM faTbl BO3BpaTa LOKYMEHTA, AOKYMEHT
nepectaHoBka 6naHka-3akasa
B pasnen "BosspalleHHasa nutepatypa”

38 obecrneyeHne KOHTPONS 3a Cpokamu NoNb30BaHMs ROKyMeHTamu: O4VH 16
BbIIBNEHWE L0NXHWKOB, HAaNnpaBneHne HanoMmMHaHMi LOKYMEHT
BoinonHeHmne pabort B AC:

39 hopmmpoBaHme 6a3bl aHHbIX 06 aboHEeHTax No COOTBETCTBYOWEN OOVH 5.4
dopme, BBOI MHGOPMALMM O HOBOM aOOHEHTE abOHEeHT ’

40|MOVCK B 6a3e naHHbIX CBeAEeHMn 06 aBOHMPOBAHMM OpraHn3aunm; O4VH 36
BHECEHWNE U3MEHEHWI aboHEeHT ’

41 (BBOL MHCOOPMaUUM O NpremMe 3aka30oB OT abOHEHTOB oOviH 3akas| 0,27

42|BBOA NHCpopMaLmMKn 0 NepeHanpasneHnn 3aKkasa, BbIBO4 Ha NPUHTEP onnn sakas| 1.6
N3BELEHNS 0 NepeHanpaBneHnm 3akasa

43|BBOA AaHHbIX 0 NOCTAHOBKE 3aKa3a Ha 04epenb; coobueHune onmH 3akas| 1.6
aboHEHTY

44 |PETVICTPALINS BbIAAHHDIX aboHEHTY [OKYMEHTOB, MPOCTaBEHNE O4WH 0.7
cpoka Bo3sparta IOKYMEHT

O4VH
45 |yoaneHne n3 Maccvea OaHHbIX O BO3BpPaLEeHHOM AOKYMEHTE 0,16
LOKYMEHT
obecrneyeHre KOHTPONS 3a CPOKaMm BO3BpaTta JOKYMEHTA: MOUCK U

46 0T6OpP AaHHbIX B NaMSATU MAWWHbI O 3a40J/1XHVKAX; BbIBOL HY>XHOM O4VH 57

MHpopMaLMKM HA NPUHTEP; pacneyaTka Crm1CcKoB C yKasaHneM aboHeHT ’




| |anpeca abonenTa

1.7. MaccoBas paboTa

Tabnuua 11



n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl

EnonHnua
N3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MonroToBka MacCoBbIX MEPOMPUATUIA

OnpeneneHve TeMbl, cocTasa ayauTopun, OTBETCTBEHHOIO 3a
MeponpusaTre B LIe/IOM; COCTaB/ieHne naaHa noaroToBKu
MEpPONPUSATIS, BONPOCOB ANs 006CYy X AeHMS; Npur naweHne
KOHCYNIbTAHTOB, NEKTOPOB; Noabopka JOKYMEHTOB MO TEME
MEpPONPUSATIS; OpraHn3aLmns BbICTaBKM NTepaTypsbl, anbO0MOB;
OMNOBELLEHVEe ynTaTenen o MeponpusaTn Yepes agouniuu,
nybnukaumm B nevatu, No paano, TeNEBNLEHMIO; BbISBIEHMNE
BbICTYNAOWMX; NevYaTb U pacnpocTpaHeHne npurnacuTenbHbiX
6uneToB; NOAroTOBKA NOMELLEHUS ; NPOBEAEHNE COBELLAHUS NO
nToram noaroToBKM 1 NPOBEAEHUS MEPONPUATUS, OPOPMIEHNE
npoTtokona:

04HO
MeponpusaTme

ynTatenbckas KOHepeHUmns

4900,0

NUTEPaTYPHO-XYA0XECTBEHHbIN BEYEp, BEYEP OTPACNEBOMN KHUTN,
anenyT

3340,0

Be4ep BOMpoOCOB N OTBETOB, yCTHbII7I XypHan

2600,0

kny6 no uHTepecam

2600,0

DEeTCKU YTPEHHUK

3900,0

O[] D

BUKTOPWHA, KOHKYPC, Urpa-nyTelwecTeme

3900,0

OpraH n3aumsa KHN>XHbIX BbICTABOK

CocTaBneHne nnaHa opraHmnsaunm n nposeneHns BbiICTaBKU;
BbidBeHNe n OT60p OOKYMEHTOB; MOArotToBka COI'IpOBO,EI,I/ITGﬂbHOVI
JOKYMEeHTauUnn K BbiICTaBke; cCo3aHne Xy4oXeCTBEHHOIO NpPoeKTa,
MOHTaX BbICTaBKW; opraHn3auuns MHCpOpMaLlMOHHO-peKﬂaMHOVI
pa6OTbI no nonynsapun3aunn BbiCTaBkKn; noasegeHmne NToros pa6OTbI

TemaTunyeckune BbicTaBku 0bwebunbnmoTeyHoro maclTtabda,
opraHuayemble Ha poHaax bubnnoTekun

OoOHa
BbiICTaBKa

KonnyectBo 3KCNoHAaTOB:

1-50

560,0

(0]

51-100

1120,0

101 - 200

2240,0

BbicTasku no onpeneneHHom oTpacnn 3HaHUi Unu Teme,
opraHuayemsble:

Ha gooHOe 6ubnnoTekn

ooHa
BbiICTaBKa

KonnyecTtBo 3KCMNOHATOB:

10

1-50

310,0

11

51-100

940,0

12

101 - 200

1920,0

Ha dooHOe oTaena

ooHa
BbiICTaBKa

KonnyectBo 3KCMNOHATOB:

13

1-25

180,0




14126 - 50 360,0

15151 -100 720,0
BbiCTaBKW, MOCBSAIWEHHbIE XU3HWN 1 AESTENbHOCTY BblAAOWMXCA ofHa
nonem BbICTaBKa
KonnyecTtBo aKCrnoHaTOB:

16|11 -10 47,0

17111 -25 110,0

18|26 - 50 210,0
BbiCTaBKM Ha Nonkax cTennaxen oAHa

BbICTaBKa
KonnyecTtBo aKCrnoHaTOB:

19|11 -5 25,0

2016 -10 44,0
BbICTaBKM HOBbIX NOCTYNNEHWIA oAna

BbiCTaBka
KonunyectBo akcrnoHaToB:

21|11 -25 40,0

22126 - 50 72,0

23|51 -100 160,0
Peknama 6ubnunoteku; paboTta no NpMBNeYEHUO YitaTenei:

NOLroTOBKA PEKNaMHOro coobleHuns B neyatb, No paguo, ofHa

o4|TENIEBMACHMIO O paboTe 6MHNMOTEKM, 0COBEHHOCTSIX nybnukauus, 4900
PYHKLIMOHMPOBAHMS pa3nunyHbIX Noapas3aeneHnii, HoMeHknatype 0JHO ’
ycnyr, npefocTaBnsieMblix 6ubnnoTekoi coobueHne

o5 |TOAr0TOBKA M1akaTa o AesTeNNbHOCTH 6ubnmoTekn (BbI6Op TEMBI, onut nnaxkar| 210,0
onpeneneHve cogepxaHus u qopmbl, caadya B nevyartb)

o |OPraHn3aLms kekypeum; nE)meM N opopMNIeHNe 3aaBKu, onHa 52.0
YyTOYHEHWE TeMbl 3KCKYPCUI U COCTaBa SKCKYpPCaHTOB 9KCKypcus
BoisiBneHne noteHumanbHblx noTpebuteneii GubmoTeyHo-

MHA OPMALIMOHHbIX yCnyr GubnnmoTeku:

27 |NpoCMOTp npecchbl OAnH 6,8
DOKYMEHT

28 [NpoCMOTpP 1 aHanNn3 OKYMEHTOB KOHKYPUPYIOLWMX OUpM OANH 52,0
LOKYMEHT

29 [BeeHVe KapTOTEKN NOTPebUTENbCKOro pbiHKA oAHa 1,3
KapTouka

30|BCTpeyn Cc pykoBOoAMTENAMU PUPM, OpraHn3aumii, npeanpuaTui Ao 210,0

MeponpusaTne

31 cbop 1 NoaroToBka MaTepunanos AN UHOPMaLMOHHBIX OyKNeToB oanH Byknet | 7680.0
(06wwmx, No OTAENbHOMY MPOEKTY)

32 |paspaboTka ousaiHa u makeTa MHOOPMaUNOHHbIX ByKNeToB oavH 6yknet | 14400,0

33 obecneyeHne KOHTPONS Ka4yecTBa roToBbIX MH(POPMALIMOHHBIX onvH Byknet| 20,0
bykneTos

o OLHO
34 [nonbop cyBEHMPHOW NPOAYKLMM MEpONpUSITHE 1440,0

FMARFATARIZIA MAAFRATAIIIILIN MGIATANIAA FAR LIANAFAIAATIAA

O4HO

AON N
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IMeponpusTye|

MNprmMeyaHme:

- BPEMSI OpraHmn3aLmnn BbICTABOK NTepaTypbl, NPOBEAEHNE MACCOBbLIX MEPOMNPUATUIA 1
3KCKYPCWIA B HOPMY BPEMEHMN HE BXOAUT;

- K HOpMaMm BpeMeHN NPUMEHSAIOTCA NOBbIWaoWme KO3 PULMEHTBI: NPY OpraHmusaumm
Bble3QHOW BbICTasku - 1,1; npmn aKCNOHNPOBAHUM HA BbICTABKE NUTEepaTypbl HA NHOCTPAHHbIX
a3blkax - 1,6, npu paboTe ¢ AOKyMeHTaMm Ha si3blkax A3nmn 1 Adpuku - 2,0.

1.8. CnpaBo4Hasa n MHpopMaLMOHHAA
paboTa

Tabnuua 12



Hopma

N EavHuua
i HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl n3MEpEHIS BPEMEeHWU,
MUH.
1 2 3 4
YyeT NnoCTynmMBLWIMX BTOPUYHbBIX LOKYMEHTOB (KapTOo4ek)
CyMMapHbIil y4eT KapTOYeK B XypHane nocTynneHuin 1 BolobiTUs B
pPerncTpaumnoHHbIX KapToTekax OARa napTnA
Ymcno nocTynmMBLWINX KAPTOYeEK:
1(1-110 19,0
2 1111 -220 63,0
3 1221 - 600 160,0
4 [BDISIBNEHME HEBBINONHEHHBIX 3aKA308; COCTABNEHNE 3aABKM Ha OLMH 3aKa3 45
HEBbINOHEHHbIE 3aKasbl
OpraHusauus cnpaBo4Ho-6ubnunorpadumyeckoro annapata (CBA)
MpocMoTp 1 0TOOP AOKYMEHTOB M3 TEKYLWMX MOCTYMNEHWIA ONS
BktoYeHus B CBA, B TOM yncne kpaesenvyeckuin katanor:
5 |kHura oQHa KHura 3,2
6 |cbopHUK odHacTatbsa| 2,7
7 |XypHan odHacrtatba| 2,7
8 |[raserta ofHa cTaTtbs 1,6
9 |6ubnuorpadcpmyeckoe nocobue ogHa 3anuck| 0,5
10|neTonncb KHNUXHbIX, XYPHaNbHbIX U ra3eTHbIX cTaTen ofgHa 3anucb| 0,83
11 [NPUKHWXXHBIR 6B NMOrpagonyeckmnin CNMcok ogHa 3anucb| 0,5
CocTtaBneHune 6ubnuorpacuyeckorn 3anmcu 04Ha 3anncb
KonunuecTtBo anemeHTOB BMbNMOrpadomnyeckor 3anmcu:
12{1-4 3,2
13|5-6 0,5
14|17 -9 6,0
CocTaBneHvne aHHOTaUmMK, N3y4YeHne 4OKYMEHTAa, HannucaHue onHa
Tekcra: aHHoTaums
15 [aHHOTMpPOBAHME KHUT 260,0
16 [aHHOTMpOBaHMe cTaTen 156,0
aHanuTmyeckas poCnmncb XypHasnbHbIX, Fa3eTHbIX CTaTEN,
17 |cbopHUKOB, BUB NMOrpachyecknx Nnocobuin: 03HaKoMNeHne ¢ ﬂo?(c:::m 3,8
cofepXaHeM N3naHuns; COCTaBNeHNE aHaNMTUYECKON pocnncu
[MpocMOTp NOCTYNUBLINX MHPOPMALMOHHBIX (BTOPUYHbIX)
IOKYMEHTOB 1 Nx 0T60p Ans BkAtodeHns B CBA (nepBuryHbI 0THOP)
[MpocMOTP MHPOPMALIMOHHOMO U34aHNS (B TOM YMCe KapTOYKM) U
0TOOpP M3 HNX OOKYMEHTOB Ons BkNtoyeHms B CBA; cuctematnsaums onHa
KapTOYeK Mo TUnam KaTanoros 1 KapToTek; NpoBepKa NHOEKCOB; KapTouka
paccTaHOBKa KapTOYKK
Yucno kaprouyek:
18|11 -10 18,0
19|11 -100 165,0
20{101 -300 490,0

MpocmoTp 1 0T6op kapTouek B CBA ¢ Lenbto n3batus unm




nepemMeLeHns (BTOPUYHbIA 0TOOP):

N3BbATUE N3 KaTanoroB N KAPTOTEK KAPTOYEeK Ha AOKYMEHThI,
cnucaHHble U3 poHaa; NPOCMOTP KpaeBenYecKuX,
6unbnuorpaduyeckux n oakTorpaddnyeckmnx KapToTek, U3bATme 13

onHa

21 |HMX KapTOo4YeKk Ha OOKYMEHTbI, MOTEePsBLWME LEHHOCTb, 1,5
nepeBefeHne KapTOYeK B apXMBHbIE KAPTOTEKN (YHUYTOXEHUE); kaprotka
BHECEHMe OTMETKN B XypHare yyeta n peructpaunoHHOn
KapToTeke
OpraHusaums reHepanbHoro cuctematumnyeckoro katanora (IMCK):

55 [MPOCMOTP 1 oT60op AOKYyMeHTOB Anst BkatoyeHus B ['CK; OLWH 07
ohbopMneHme KkapToyek JOKYMEHT ’

OOWH
23 [HanncaHne n paccTaHoBKa pasgenntens 1,7
pasgenutenb
PepnakTtuposaHue I'CK:
nckntoyeHme na I'CK kaptoyek Ha JOKYMEHTbI, yCTapeBLWUX UK

24 |HenpoUbHbIX, NEpeBELEHNE UX B APXUBHYIO YacTb (M3bATHE); Ka(p))ﬂgiKa 1,5
jertannsaumsa pasgenos

25 [HanncaHne HOBbIX pasaenutenen OANH 1,4

pasnenutenb
OpraHusaums KapToTekm NepcoHanuii:
onpeneneHve u cocTaBlieHne nepeyHs nuu, CBegeHuUs 0 KOTOPbIX

0@ |0TPAXAIOTCA B KAPTOTEKE; NPOCMOTP NHJPOPMALMOHHbBIX N3OaHUNA, OLWH 15
NEePBUYHBIX LOKYMEHTOB; 0TOOP AOKYMEHTOB ANS BKNOYEHMWS B DOKYMEHT ’
KapToTeky
TexXHM4yeckas n cogepxatenbHas obpaboTka LOKYMEHTOB A4S

27 [BKNIOYEHMS B KAPTOTEKY; pacCcTaHOBKa KapTo4yek no andpasuty OANH 2,7
doamununin asTopos 1 MO BUAAM LOKYMEHTOB AOKyMeRT

o OOWH
28 [HanncaHne n paccTtaHoBKa pasgenurenen 1,4
pasgenutenb
OpraHunzaums aktorpadmyeckon kaptoteku (PK):
onpeneneHve npeameTta, 06 bekTa u OCHOBHbIX NPU3HAKOB AN
oTpaxeHus B @K; npocMoTp AOKYMEHTOB 1 0TOOP ANS BKIIOYEHNS

29 B PK; 3aHeceHMe 0TOOpaHHbIX CBEAEHWIA HA KapThbl OAnH 2,7
NHJOOPMALMOHHOI0 Maccuea C BHECEHNEM COOTBETCTBYIOLWMNX AOKYMEHT
OTMETOK B NMOMCKOBbIA MaccuB doakTorpagonyeckoin KapToTeku

30 [PEAaKTMPOBAHME ®K; npoBepka NpaBmIbHOCTN BHECEHUS OOWH 16
CBELEHUI N yKasaHuin 06 NCTOYHUKAX MHCpOpMaLnK DOKYMEHT ’

o OLWH
31|HanucaHne n pacctaHoBKa pasgenutenen 1,4
pasgenutenb
OpraHusaums TeMaTmyeckumx namnok ra3eTHbIX BbIPe30K:
onHa
32 |NpOoCMOTP raseTHbIX BbIPE30K, CUCTEMATN3AUNS UX 2,5
Bblpe3ka

33 obopMNeHne Bblpe30K A/ XPaHEHUS B TeMaTUYeCKNX nankax; oOHa 3.2

KpaTkoe onncaHne UCTOYHMKA, HaknenBaHne Ha KapToyKu Bblpe3ka




1.8.1. CnipaBo4HO-6bubnunorpadumnyeckoe
obcnyxmBaHume

Tabnuua 13



Hopma

N EavnHuua
i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl WaMEpeHIs BPEMEHMW,
MUH.
] ) 3 4
Mprem 6ubnmnorpadryecknx 3anpocos:
npuem 6mbnnorpadomnyeckoro 3anpoca; yTOYHEHNE TEMBI,
1 |ueneBoro N 4YNTaTeNbCKOro Ha3Ha4yeHus, NONHOTbl UCTOYHWUKOB, oavH 3anpoc | 0,43
TUMNOB, BULOB M XPOHOIOrMYECKUX PaMOK 3anpocoB
BbinonHeHune cnpaBok
BbinonHeHne TemMatrnyeckon cnpasku; NoOMCK U 0TOOP LOKYMEHTOB;
cocTaBneHme bubnnorpagomnyeckoro onncaHms OAiHa cripaska
MCbMEHHO; KONMYECTBO MCTOYHNKOB:
2 1 3,0
312-5 15,0
416-10 30,0
YCTHO; KONNYECTBO UCTOYHUKOB:
51 2,0
BbinonHeHne anpecHo-6nbnnorpadonyeckoi cnpasBku;
YCTaAHOBNEHME HANNYMS NN MECTA HAXOXAEHNS OOKYMEHTA UK
ero yacTtu B poHae bubnmnoteku
MCbMEHHO; KONMYECTBO MCTOYHMKOB:
6 |1 2,0
712-5 12,0
816-10 24,0
YCTHO; KONNYECTBO UCTOYHMNKOB:
9 1,5
BbinonHeHne yToyHstowel 6nbnnorpadonyeckoi cnpaskiu,
ycTaHaBnmeaowemn n (Unn) yTOYHSAOWEN 3/IEMEHTHI oHa cnpaska
6ubnnorpadryeckoro onMcaHusl, KOTopble OTCYTCTBYIOT UK
NCKaXeHbl B 3anpoce yntaTens
MMCbMEHHO; KONMYECTBO UCTOYHMKOB:
101 2,7
1112-5 14,0
1216 - 10 27,0
YCTHO; KONMNYECTBO UCTOYHMNKOB:
1311 1,6
BbinonHeHne pakTorpadmyeckon cnpaeku, ycTaHaBnMBatowwe
KOHKPETHble CBELEHUSI O TEX UMK NHbIX 06 bekTax, CobbITUSIX, o4Ha cnpaseka
npoueccax, gatax
MCbMEHHO; KONMMYECTBO MCTOYHNKOB:
141 2,7
1512-5 13,5
1616 - 10 2,7
YCTHO; KONMNYECTBO UCTOYHWNKOB:
1711 1,6

KoHcynbTaums y cnpaBoyHo-6mbnmorpadgomnyeckoro annapara:




nposepneHme 6ecenbl 0 CO34aHUN M UCMONIb30BaHMK cnpaBO4HOro o4Ha

18
annaparta, No Metoanke 6ubnmnorpacmnyeckoro novcka KOHCY b Tauns

4,2

BeneHue poHAa BbINOIHEHHbIX CNPAaBOK:

oTHOp cnpasky 4Ns oHaa, Ppa3noXeHne no nankam (KoHBepTam);

19
0oopMIIEHME CNpaBKu

ofHacnpaeka| 4,2

COCTaBfiEHME KapTOYKMN A5 apXMBa; ykasaHne nopsiiKoBoro

20 [HoMepa, TeMbl, 4aTbl Bblga4yun; NOCTAHOBKA KAPTOYKN B KAPTOTEKY onna 2,7
apxmBa BbIMOMHEHHbIX CNPaBOK Kaprotka
PaboTbl B pexxume AC:

1 dopmuposaHme I'CK; Beoa B 6a3y AaHHbIX aHANNTNYECKONA ooHa 20
POCMNCK ra3eTHO-XYpPHaNbHbIX CTaTel, COOPHNKOB KapTouka ’

22 [nouck 1 ot6op bmbNMorpadyecknx aannuceli no ycnoBmsm onna 2,7

KapTouka

53 |BEIBOA HA 3vaaH 6ubnmnorpadpryeckoi 3annucu nnn oTaeNbHbIX N3 o4Ha 16

Hee cBeOeHuWiA; pacrneyaTka KapTouka

1.8.2. bubnnorpadpuyeckoe
NHpOpMUpoOBaHMe

Tabnuua 14



n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl

EnonHnua
N3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

BoisiBneHne nHopmMaumoHHbIX NOTPebHOCTER CneumanncToB
METOL0M aHKETMPOBaHMS:

onpeneneHne KOHTUHreHTa NoTpedbuTenen MHopMaLnm;
paspaboTka 3asBOK 4NS onpeneneHns MHOPMaLMOHHbIX
noTpebHOCTEN (3anNpOCoB); pacchlfika (pacnpocTpaHeHne) 3asBOK;
obpaboTka NonyyYeHHbIX 3asiBOK; COCTaBNeHne Ha 6ase
NONYYEHHbIX AaHHbIX KAPTOTEKM KOHTUHIeHTa NoTpebuTtenei
MHCPOPMALIMK 1 X MHAPOPMALIMOHHbBIX MOTPEOHOCTE (3anpocoB)

0OVH
notpebuteno

34,0

BoisiBneHne nHpopmMaumoHHbIX NOTpebHOCTER cneumanncToB Ha
OCHOBE aHanmn3a nnaHoBO-0TYETHOM AOKYMEHTaUNN:

oTb0op, N3yyeHne, aHann3 OTYETHbLIX LOKYMEHTOB; (OPMMPOBaHME
TEMATUKN CNPaBOYHO-MHPOPMALMOHHOr0 06CNyXMBaHNS B PA3HbIX
pexmnmax

OOVH
OTYETHbIN
OOKYMEHT

24,0

pacnpegneneHme Tematmnyeckmx pybpmk nHopMaLmMoHHbIX
notpebHoCTEeN No noapasneneHnsam, y4acTByOWMM B CNPaBoYHO-
NHG OPMaLMOHHOM 06CNYy XUBaHMK

ofHa
pybpuka

2,7

3akntoyeHne ¢ aboHeHTaMy AoroBopa Ha MHpOPMaLMOHHOe
obcnyxunBaHume:

aHanu3 faHHbIX 0 3aUHTEPEeCOBAHHOCTN abOHEHTOB B

NHG OPMaLIMOHHOM 0BCNY XMBAHUN 1 pexXmMax n3brpaTenbHoro
pacnpocTpaHeHns 1 PeTPOCNEKTUBHOMO NOWCKA; 3aK/YEHME 1
nepecMoTp Aorosopa

O4OunH
LOroBOP

2300,0

dopMupoBaHme ceT abOHEHTOB CUCTEMbI 3BUPaTENLHOIO
pacnpocTtpaHeHus nHgpopmauun (MPN):

onpeneneHne KOHTUHreHTa aboHeHToB cuctembl VIPU; BoisiBneHmne
TUNOBBIX N MHAMBMOYANbHbIX 3aNPOCOB aBOHEHTOB; N3Y4YEHNE,
Knaccudoukaums, MHOeKCupoBaHMe 3anpocoB; BBeAeHNe faHHbIX O
3anpocax B aipeCHyIo KapToTeKy

OOVH
aboHeHT

34,0

MogroTtoeka curHanbHOro onoseweHus B cucteme P

BoisiBneHne, npocMoTp 1 0TOOp Matepmanos U3 TEKYLNX
NOCTYN/EHWIA; pacnpeaeneHne oTobpaHHbIX MaTeprnanos n3
TEKYLMX NOCTYNNEHUA N0 aboHEeHTaM

O4HO
onoeeuweHne

KonnuecTBo NpOCMOTPEHHbIX LOKYMEHTOB:

1-2

3,0

~

3-4

12,0

5-10

32,0

Monrotoeka NoabopPOK CUrHANBbHBIX OroBeLeHuin B cucteme NP

3anonHeHve 6naHka-3akasa Ha TMpaxunpoBaHUe; perucTpaLmio
MOCTYNMBLUMX KOMWIA, NPOBEPKa UX KAYeCcTBa 1 3K3eMMNISIPHOCTK;
3anofiHeHne ConpoBOaANTENbHON OKYMEHTaUMN

O0HO
onoeeuweHune

KonunyecTtBo 3anpocos:

1-2

14,0

3-4

17,0




115-7 21,0
12(8-10 25,0
MpocMoTp 1 0T60p OOKyMeHTOB anst BBoaa B AC
MpocMOTp MaccrBa NOCTYNUBLWIMX AOKYMEHTOB; 0TOOP AOKYMEHTOB OOWH
COOTBETCTBYHOWEN TeMaTMKM 1 BBeAeHMe B 6a3y gaHHbix AC OOKYMEHT
OT60p NEPBUYHBIX OKYMEHTOB:
13(1-50 290,0
OT60p BTOPUYHbIX JOKYMEHTOB:
14|11 -50 110,0
15|noaroToBka KapToukm ons paboumx kapToTek MIPU OAHO 2,7
onncaHue
16|noaroToska Tpadpapetos ¢ kaptoukamu NPW onsa tnpaxuposaHus OAnH 1,4
Tpadghapert
KoppekTnpoBka BbIXOOHbIX Tabynsirpamm:
17 [ocHOBHOW pang olHa 3arnuncb 2,7
18 (BCnomMorartenbHbI ykasaTesb ojHa 3anucb 1,6
19 penakTMpoBaHne BbIXOAHbIX Tabynsrpamm 1 odoopMneHne onHa samnch| 4.2
JOKYMEHTOB
20 [paspeska, pacneyaTka noabopok Ha oTAeNbHble ONUCAHNS OAHO 1,6
onvcaHue
KoppekTuposka cuctemol IPW no pesynbTatam aHanmsa kapT
obpaTHoli cBA3M
O6paboTka n aHanM3 KapTbl 06PATHOW CBSI3W; BHECEHWE OLIEHKM
CUTrHaNIbHOr O OMOBELLEHMS B YY4ETHYIO KapTy abOHEHTa; ofHa kapTa
KOPPEKTNPOBKA CUCTEMbI HA2 OCHOBE aHann3a kapT obpaTHOI CBA3M
KonunyecTtBo kaprT:
2111 -7 70,0
2218-10 75,0
23|11 -15 80,0
24116 - 20 85,0
Bbloaya 0oOKyMEHTOB Mo 3anpocy:
BbiSIBNEHME U 0TOOP AOKYMEHTOB (M34aHUS1) MO 3anpocy B —
25 [cnpaBo4YHO-MHGOPMALIMOHHOM hoHAEe, OdDOPMIEHNE Bblaauu [LOKYMEHT 1,4
JOKYMEHTOB B yCTAHOB/IEHHOM Mopsake
["pynnoBoe 6mbnunorpacnyeckoe MHEOPMUPOBAHIE:
oOuH
26 [dbopMupoBaHue coctasa rpynnbl abOHEHTOB A6OHEHT 720,0
57 |V TO4YHEHIE TEMbI, COrNacoBAHME UCTOYHNKOB NHdopmMauuK, BULOB onHa Tema 3.6
JOKYMEHTOB
28 |cocTaBneHne perncTpaumoHHOM KapTOYKK oana 1,6
KapTouka
Monbopka 0OKYMEHTOB AN UHPOPMALIMKN; COCTaBNEHME U onHa
HanucaHne onoBELEHNS; OTNPaBKa OMOBELEHWS ; 3arnnchb B KAPTOUKA

KapTOYKN NHCpOpMaLUN; aHanM3 KapTbl 06paTHO CBA3M

MCbMEHHO; KONMMYECTBO U3 0aHNIA:

29

1-5

12,0




30

6-10

24,0

YCTHO; KONMMYECTBO U3 OaHWNIA:

31

1-5

12,0

OnepaTnBHOE MHPOPMUPOBAHME MO 3anpocy:

32

hopmMmpoBaHme ceT abOHEHTOB, BbISIBNIEHNE TUMOBbIX U
VHAMBMAYaNbHbIX 3aNpoCoB NoTpebuTene

OOVH
aboHeHT

4,4

33

n3ydyeHune, Knaccugomkaumsa 3anpocos; BBeaeHne gaHHbIX O
3arnpocax B aapeCHYIO KapToTEKY

O4nH 3anpoc

6,3

HanvcaHve 0630poB 1 cnpaBok

BoisiBneHune n ot60p UCTOYHNKOB; 06paboTka 1 aHanus
0TOBPaHHbIX LOKYMEHTOB; HanMcaHve Tekcta ob63opa (cnpaeku);
NOAroTOBKA PYKOMUCK K MeyaTu

O4VH
aBTOPCKUIA
(aBT.) nuct

O630p (cnpaBka) Mo NePBUYHBLIM NCTOYHUKAM:

34

Ha PYCCKOM 53blKe

5400,0

35

Ha NHOCTPaHHOM 43blKe

7200,0

36

0630p (cnpaBka) N0 BTOPUYHBIM UCTOYHMKAM

4100,0

OpraHusauus n nposeaeHne yCTHbIX 6ubnmorpadnyeckmx
0630pOB HOBbIX MOCTYMNEHNI

OT160p HOBbIX NOCTYMNNIEHWUIA NO 3apaHee 06 bSABNEHHON TEMATUKE;
cucTemMaTmaaums UICTOYHMKOB MO TEMaM, MPOCMOTP M aHann3
LLOKYMEHTOB; noabopka 6ubnmorpagryeckmx onmcaHnii, KpaTkmx
aHHOTauUWi, pedpepaToB Ha 0TOOPaAHHbIE MCTOYHWUKN; MOArOTOBKA
pykonucu b nunorpadgomnyeckoro ob3opa

oavH o630p

Konnyectso NMPOCMOTPEHHbIX N OTOépaHHbIX OOKYMEHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

MonroToBka 6t0NNEeTEHS HOBbLIX NOCTYMNIEHWIA

YTOuYHeHUe (onpeaeneHne) TeMaTmnyecknx rpaHmy novncka n otbopa
LOKYMEHTOB; co3faHune pybpukaTtopa 6tonneTeHs; BbisiBNeHme 1
0T6OpP LOKYMEHTOB B MACCVBE TEKYLUMX MOCTYMNNEHWUIA NCTOYHNKOB
MHgpopMaumm; nogbopka aHHOTauwmin, pedepaTos, Nx
cucTematumaaums

ogHa
bronneTeHb

KonmyecTBo NPOCMOTPEHHbIX LOKYMEHTOB:

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

OpraHusaums n nposeeHue "Ha nicopmaumnn”:

46

onpeneneHne TeMbl; COCTaBEHME NnaHa NPOBEeAEHNS ; BbISIBIEHNE
N 0OCTaBka AOKYMEHTOB M3 COOTBETCTBYHOWMNX NOAPA3AENEHWIA

61 nnoTekn; NPOCMOTP 1 0TOOP LOKYMEHTOB; NpUrnaweHne
CNeumanncToB- KOHCY IbTAHTOB; MOArOTOBKA BbICTABKM

nnTepartypbl; onoseweHne 3anHTepecoBaHHbIX OpFaHI/I3aLI,I/II7I "

Oo4HO

AMAANMAFmAIAATIAA

640,0




. . MEPUIIPVIA | IE
crneumanucToB; 0POpMIIEHNE BbICTaBKW; HANUCaHMe KpaTKnx

aHHOTaUWIA; opraHmnsaums cbopa 3asiBOK Ha [OKYMEHTbI, UX BblOaua,
KOHCYNbTUPOBaHWe, 0eXypcTBo bubnnorpados; nposeneHne
aHanuaa MeponpuaTUs

OpraHuzauus u noarotoska "[Ha 6ubnuorpadoun”, " OHs
nocobusa":

YTOYHEHME TEMbI; COCTaB/IEHNE nnaHa; 0P oOpMIeHNE BbICTABKU-
npocMoTpa; NoAroToBka 063opa; NOAroTOBKa KOHCY NbTauuw;

47 |cocTaBneHne n HanmcaHne ob6bABNEHUS; COCTaBNeHne n
HanMcaHwe NpurnacuTenbHbIX MUCEM, UX paccblfka; NpurnaweHune
3anHTEepecoBaHHbIX AL, N0 paano, No TenedoHy, TM4HO

OpraHusauns n nposeneHve "IHsa cneunanucta”

OnpepneneHve Tembl "[Ha cneunanucta” ¢ 3aMHTEpPeCcoOBaHHbIMA
opraHusaumsiMu, oopMbl NPoBeLEeHNS (CTaunoHapHas, Bbie3gHas),
OTBETCTBEHHOr0O 3a MepornpusaTue B LEeNoM; CoCTaBneHne nnaHa
MEpPONPUSATISA, NPOrpammbl nomcka 1 otbopa MHE OPMaLIMOHHbBIX
MaTepuanos; NOAroToBKa OTKPbITbIX MPOCMOTPOB N TeMaTMNYeCKUX
BbICTABOK NMTEpaTypbl N0 cneumansHocTn, bubnmorpadpmyeckme
0630pbl; 3aKka3 nekummn, KNHOOUNbMa; ONoBeLleHne
3aMHTepecoBaHHbIX OpraHn3aumnii; 0oopMIeHNe BbiICTaBKW;
opraHusauus nexypcrasa 6mbnuorpados, KOHCY b TAHTOB-
cneumanncToB; obecneyeHne Bbloaum N3gaHuin unm nx Konuin Bo
BpPeMS MeponpusaTUS N HENOCPEeACTBEHHO MOC/E Hero;
[eMOHCTpauns BbiICTaBKW; aHann3 peadynbtaTos "[Hs
cneunanucrta”

Yuncno conyTCTBYHOWMX MEPONPUSTUIA:
48|11 -2 1940,0
4913 - 2600,0
50(5 - 3500,0
51(7 - 4600,0

OOHO

1940,0
MeponpusaTne

04HO
MeponpusaTne

[oc Nl -2

[MpuMeyaHue: Bpems nposeaeHuns "IHa nHgpopmaumn”, " Ha cneunanucta”, " [Ha
6ubnunorpadcumn" B HOPMy BPEMEHU HE BXOAWUT.

1.8.3. NH(popmMmaumnoHHasa paboTa

Tabnuua 15



n/n

HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl

EnnHnua
N3MepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MonrotoBka nonynsapHbIx 6ubnMorpagmyeckmx nocobuii

Bbibop Tembl nocobus; BbisBneHne n oT60p LOKYMEHTOB,
hopmMmpoBaHme pa3nenos nocobums; aHHOTMPOBaHME LOKYMEHTOB;
nonbopka goakTorpadouyeckoro matepmana, MnntocTpaumnii;
HanucaHue TekcTa; COCTaBfeHne BCrOMOraTe bHblX ykasaTtenen;
KOHCyNbTauun y CNeunannucToB Ha pa3nnyHblx atanax paboThbi;
obcyxaeHne pyKonucu Ha 3acefaHun Hay4Ho- METOAMYECKOr 0
(pelakumMoHHOro) coBeTa; oopaboTka pykonucu rno 3ameyaHusim;
cliaya pykonucu B nevatb:

cocTaBneHume nonynsapHoro 6ubnuorpadonYeckoro ykasartens,
NyTeBOAMNTENS, CIPaBOYHMKA

OJAVH aBT.
nncT

13500,0

NoAroToBKa KOMMEHTapueB, NPUMeYaHuin NonynsapHo-
NPOCBETUTENBHOIO XapakTepa, He Tpebyrowmx cneumnanbHblX
nccnenoBaHuUin

O4VH aBT.
nmcT

5400,0

noaroToBka KOMMEHTapueB, HpI/IMe‘-IaHI/IIZ Hay4HO-
nccnenoBaTeNbCkoro Xxapakrtepa

O4dWVH aBT.
nncT

10800,0

MonorotoBka peTPOCNEKTUBHbIX HAy4YHO-BCMOMOraTenbHbIX
bubnmnorpaduryecknx ykasatenei:

BbI6Op TEMbI; CO30aHNe aBTOPCKOro KONNekTuea; paspabortka
MHCTPYKTMBHO-METOANYECKME MaTepMaroB; BbisBNeHne 1 0T6op
IOKYyMeHTOB; paboTa Han 6mbnuorpadonyeckoin 3anmcb1o;
aHHOTMpPOBaHMe; bubnmnorpaduryeckas rpynnmpoBka; CocTaBneHme
BCMOMOraTeNbHbIX ykasaTenei; 06CyxaeHne pykonucm ykasatens Ha
3acefaHnn Hay4YHO-MeTOANYECKOro (penakLUmMOHHOr0) CoBeTa;
fnopaboTka no 3amMeyvaHnsM; cagada pykonucy B nevatb; COCTaBneHme
6ubnmnorpadryeckoro ykasaTens no aktyanbHOR TeMaTmke ¢
XPOHOMOrMYECKUM OXBATOM OT 2-X 10 5-TW NleT 1 aHHOTaunsaMM,
MOSACHSIIOWMMM HA3BaHUS

O4OWVH aBT.
nncT

9720,0

CocTaBneHue bubnmnorpadmryeckoro ykasaTens no KOMmnaeKCHbIM 1
Me>XXO0TpacneBbiM NpobnemMam obWero n pernoHanbHOro coaepxaHus
C XPOHO/Ornyeckum oxsaTtom 1-2 roga, c aHHOTaUUAMU,
NOSICHSAOWNMUN HAa3BaHUS:

Ha PYCCKOM 53blKe

9720,0

C BK/toyeHueM ot 30% 00 40% obbema nybamkaumin Ha MHOCTPaHHbIX
A3blKax

11000,0

COCTaBNEeHME aHHOTMPOBAHHOIO BMBNNOrpadoNYecKoro ykasartens
MHOroOTpacneBoro cogepXxaHuns ¢ XxpoHonornyeckmm oxsatom oo 100
net n 6onee, TpebyroWwero CNIOWHOro NPOCMOTPa JOKYMEHTOB,
CNOXHbIX 6B NMOrpadonyeckx pasbiCKaHWM, yyeTa BCex
nepensnaHunin Nnybnnkaumin n nx xapakTepuUCcTKN MyTEM CINYEHNS
TEKCTOB

OJ4VH aBT.
nmcT

18800,0

MoaroToBka aHanMTU4Yeckoro ob63opa

BoisiBneHne n o160p LOKYMEHTOB ANs 0630pa; noaroToBka
pybpukaTopa npeameta 063opa; M3y4YeHue 1 oueHka AOKYyMEHTOB;




cucTemMatmsauus Mmatepmana; CocTaBneHne TekcTa aHanMTn4eckoro | o4uH aBT.
0630pa; obcyXaeHNe pyKONUCK Ha 3acenaHnm HayyHo- nncT
MeTOoAMNYeCKOro (pefakumMoHHOro) coseTa, gopaboTtka o63opa no
3aMeyaHusaMm; coada B nevartb:

8 [no pycckMM NepBUYHBIM NCTOYHUKAM 9720,0

9 |no cMelaHHbIM NEePBUYHBIM UCTOYHMKAM 10800,0

10 (N0 MHOCTpPaHHbIM NEPBUYHBIM NCTOYHUKAM 12400,0
MogroToBka aHANUTUYECKON CNPaBKU:

BoisiBneHne n oT60p 4OKYMEHTOB ANS aHANMTUYECKOW CNpaBKy,

11|n3y4eHune, aHanms, oueHka n cmctematunsaums nx; coctaBneHue oﬂ:::cim' 5200,0
TekcTa Cnpasku
MonrotoBka pegoepaTnBHOro o63opa
BoisiBneHune n ot60p OKYMEHTOB ANS pedoepaTuBHoro o63opa,

N3yyeHne 1 aHanus nx; pegeprpoBaHmne NCTOYHUKOB;

cucTemMatmaaumns TEKCTOB aHHOTaUWIA; COCTaB/IeHNe TekcTa OLVH aBT.
pedepaTuBHoro o63opa; obcyxaeHme ob3opa Ha 3acefaHnm HayyHo-|  nnCT
METOLMNYECKOro (peaakUMoHHOro) coeeTa; nopaboTtka o63opa no

3aMeyaHuaMm; caada B nevartb:

12 |N0 pyCcCKMM UCTOYHUKAM 5200,0

13|no cMewaHHbIM UCTOYHUKAM 6480,0

14 (N0 MHOCTPaHHbIM NCTOYHUKAM 7300,0
CocTaBneHune aKcnpecc-uHopMaLmm:

{5 [BEIfBNEHME 1 oTbop MaTepmana no Teme, cucTeMaTn3aums ero u OLVH aBT. 38400
noaroToska ons neyatu nncT
CocTaBneHune bubnmnorpadmryeckor 3annucu, aHHoTaumm, pegepara
CocTaBneHune bubnmnorpadmyeckor 3anncu: nay4eHme n aHanms onHa
NOKYMEHTa; COCTaBﬂeHl/Ie 3aronoska onucaHus; npoeepka 3anncu, 3anVch
BHECEHWe ncnpasneHunin
KonuuecTtBo anemeHTOB 61MBNMOrpadonyeckoro onncaHus :

16|1 -4 3,2

17|5-6 5,4

1817 -9 6,4
CoctaBneHvne aHHOTaUMW; U3yYeHMEe N aHaNn3 OKYMEHTA, onHa
HanucaHwe TekcTa aHHoTauumu: aHHoTaums

19 [aHHOTMpPOBAHNE KHUT 270,0

20|aHHOTMpOBaHWe cTaTen 160,0

o1 cocTaB/ieHune pedoepara: u3yyeHme n aHannm3 oOKyMeHTa, Ha KOTOPbIv| OAWH aBT. 5920.0
cocTaBngeTcqa pedoepar; HanucaHne TeKcTa; BHeCeHne ucnpasneHuin nmcT ’
AHannTtnyeckasi pocnncb XypHanbHbIX, Fa3eTHbIX cTaTe, COOPHNKOB,
6ubnmnorpadryecknx nocobuii:

5 |03HAKOMNIEHNE C COASPKAHNEM U3AAHNS; COCTaBNEHME onHa 3.6
aHanMTNYeCcKoro onucaHns Ha ctaTbio cTaTtbs
Mopnoepxka canta 6UbNMOTEKN N OTAENbHbBIX MPOEKTOB:

o3 |BEPCTKA CTPAHML C?.VITa, pa3meEueHv|e MOATOTOBNIEHHOrO MaTepuana | OAMH aBT. | g
B COOTBETCTBYIOWWIA pasaen canta nmcT

[NprMeyaHne: HopMa BPEMEHUN Ha COCTaBneHne bubnmnorpadgmyeckoro nocobms naHa ma




pacuyeTa paboTbl aBTOPCKOro KONNEKTMBA.

1.9. lNepeBon n nepepaboTka NevyaTHbIX
TEKCTOB C MHOCTPAHHbIX S3bIKOB Ha

PYCCKWUM N C PYCCKOro Ha MHOCTPaHHbIE
A3bIKU

Tabnuua 16



N EavnHuua Hopma
i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl WaMEpeHIs BPEMEHMW,
MVH.

1 2 3 4
[MepeBon TeKCTa C MHOCTPAHHbIX A3bIKOB HA PYCCKUN A3bIK
YTeHne opurnHana; aHanus TekcTa; paameTtka erovc BbISIBNIEHNEM —

TPYAHbIX TEPMUHOB, rPaMMaTUYECKUX KOHCTPYKLNIA, NEKCUYECKUX
060pOTOB, LIEXOBbIX 1 XaproHHbIX TEPMUHOB: et

1 |NONHbIN NUCbMEHHbIN NepeBoL ONvH aBT. 2580,0

nncT

5 COKpaLleHHbI NMcbMeHHbI nepeBod 0T 30% A0 50% obbema OOVH aBT. 1620.0
TekcTa et

3 |BbIBOPOYHbI MMCbMEHHBI NEPeBoL, O'D'JI::C?FBT' 1520,0
[MepeBon TeKCTa C PyCCKOro A3blka Ha UHOCTPaHHbIE A3bIKU:

4 [NONHbIN MUCbMEHHbIN NepeBoq, OANH asT. 5160,0

nncT
TepmuHonorunyeckas paboTa npu BbINOHEHUN NMMCbMEHHOTO
nepesoja:
OTbICKaHNEe OTMEYEHHbIX B OpUrHaNe He3HaKOMbIX UK

5 [HEMOHATHBIX TEPMIHOB 11 COKPALIEHWH B COBAPHO-CMPABOYHO OBVH TEPMUH, | o 4
nuTepartype; noabopka CoOOTBETCTBYIOWErO TEPMUHY 3KBMBA/IEHTA;| COKpalleHne ’
pacwmgpoBka cokpalleHns
KoHcynbTaums nepesogymka co cneumannuctamu:

BbISICHEHME NPAaBUNbHOIO U3NTOXEHUS YacTel TekcTa no

6 [Mano3Hakomoum TeMaTuke; yToO4YHEeHne COOTBETCTBUSA Nnepesoa OAHa 36,2
opurHany KOHCYNbTauus
CocTtaBneHune 6nbnunorpacuyeckoro onucaHms:

- [cocTasnenme 6mnbnuorpadpunyeckoro onucaHns nepesona no OLHO 60.0
[aHHbIM, B3ATbIM C TUTYNIbHOIO NUCTa Nepesoja onucaHue
BbisiBneHune ownbok n BHECEHWE N3MEHEHWIA B TEKCT NepeBoa
nocne nevyataHus:

g [MPOBEPKa MPaBNIBLHOCTM PACMONOXEHNS OTNEYaTaHHOro TeKCTa; | OAMH aBT. 2000
cBepKa C PyKOnucbio; npaBeka nncT
TexHnyeckoe opopMneHne nepesoaos:

g [BMVCbIBAHME B TEKCT NEPEBOAA CUMBONOB 1 BCTABOK HA OLHO 2.0
NHOCTPaHHOM A3blKe BMMCblBaHNE

10 [BKNnenBaHne pucyHKoB, Tabnumu, oopmyn onHa eknenka| 3,0
[MepeBon 3aronoBkoB cTaTen N OKYMEHTOB:

11|nepeBon 1 3anncb 3arosioBka OANH 120,0

3aronoBok
MNprmMeyaHme:

- HOPMbl BPEMEHW NpPefyCMaTPMBAlOT BbINOIHEHME NEPEBOLOB C MHOCTPAHHOIO A3blka MK Ha
MHOCTPAaHHbI/, KOTOPLIA Y NepeBoaYMKa SIBNSETCS OCHOBHbIM (M0 06pa3oBaHmio Nin

NPUMEHEHWIO);




- PV BbINONIHEHWW NEPEBOLOB C OPYrnX A3bIKOB MU HA APYrine NOMMMO OCHOBHOMO K HOpMaMm
BPEMEHW NPUMEHSAETCH NOBbIWAOWNIA KO3Ido P rUmeHT 1,1.

1.10. UccnepoBaTenbckasa paboTa

Tabnuua 17



Hopma

N EaovHunua
HanmeHoBaHuWe npouecca, onepaummn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.

1 2 3 4
Pa3paboTka nporpamMmbl (TEXHUYECKOr0 3a4aHns) UCCnenoBaHuns
O6ocHoBaHWe aKkTyanbHOCTW TEMbI, BbISIBNIEHNE 1 060CHOBaHNE
NpobneMHon cnutTyaumm, opMynnpoBaHme Lenu, 3aaad u npé?ﬁzima
rMnoTesbl UCCNenoBaHNS; HaNnMcaHue TekcTa
WccnepnosaHue HoCUT:

1 |OnepaTuBHbIN XapakTep 38250,0

2 [MMNoTaxHbln (pa3sBenblBaTENbHbIA) XapakTep 21600,0
PaspaboTka MeTOLAMKM NCCNEeLOBaAHUS
Pa3paboTka (HanucaHue) TekcTa MeETOANYECKNX OOKYMEHTOB MO
NPOBOAMMOMY MCCNEenOBaHMIO, anpobaunm COCTaBNEHHbIX
IOKYMEHTOB; yTOYHEHMe 1 nopaboTka MeToanM4yeckoro MeigzaKa
NHCTPYMEHTapus, COCTaBNEHNE OKOHYATENbHOro BapnaHTa
JOKYMeHTa:

3 MeTOﬂMKaHp?BeﬂeHMHMCCHGHOBaHMH,HOCﬂmeFOOHepaTMBHHM, 28000.0
SAMMMPUYECKNIA XapaKkTep

4 MeTOoAMKa NPOBEAEHNS UCCNEeA0BaAHNSA, HOCALErO NMNNOTaXHbIN 15600.0
(pasBenblBaTeNbHbIN) XapakTep ’
Pa3paboTtka MHCTpyKuMmM Nno obpaboTke HOKyMeHTauum (MCXO4HbIX oOHa
OaHHbIX), NONYYEHHOWN B X04e UccnenoBaHus: NHCTPYKUUS

5 |py4Has obpaboTka 15600,0

6 |MawnHHas obpaboTka 20400,0
Pa3paboTka npeannaHoBbIX 1 NNAaHOBbLIX JOKYMEHTOB
NepcrnekTUBHOroO xapakTtepa:

2 pa3paboTka KOHUEMNLMM OCHOBHbIX HanpasBneHuii pa3smTms OAWH @BT. | a0 g
61bNMoTEYHOro Aena B PermoHe Ha nepcnekTmey nmcT ’
KOHUenTyanbHoe obecneyeHne 6Gubnmnorpadnyecknx n3aaHui;
060CHOBaHMe aKkTyaNbHOCTU TeMbI, YATATENbCKOrO U LIeNeBOoro

OLWH aBT.

8 |HasHaueHusi nocobusi, ero CTPYKTYpbl (CXeMbI), BbipaboTka et 11220,0
METOONYECKUX NMPUHLMMOB N PEWEHWIA ANSt PACKPbITUS TEMBI;

HanncaHne TekcTta

9 COCTaB/ieHne NPorHo3a (npeannaHoBbIi JOKYMEHT), CBA3aHHOIo C| OJAWH aBT. 13050.0
nepcrnekTneaMun passntns GubnMoTek; HanucaHne TekcTa nmcT ’
paspaboTka uenesbix Nporpamm (ons cetu 6MbINOTEK NIm 04HOM
61bNMoTEKN); AMArHOCTNKA CUTYaLMMW, BHELWHMX U BHY TPEHHMWX

10 [BNMSIHWIA HA PYHKLUMOHUPOBAHME U pa3BuTre 6ubnmnotek (0aHOwA OANH aBT. 15200,0
6nbnuoTekn); BolpaboTka peKoMeHaauUnm, peleHmnst; HanmcaHme et
TekcTa
CocTaBneHmne CBOOHbIX KAaTanoroB KHUXHbIX MaMSATHUKOB:
pa3paboTka NpocneKkTa; BbIiIBNEHNE JOKYMEHTOB - KHUXHbIX

11 [naMsATHMKOB; HAY4YHOE ONncaHne nx; CocTas/ieHNe CnpaBoO4yHOro on?:;?gn 18200,0

annapara; HanncaHmne TekcTta

OpFaHI/I3aLI,I/IOHHaFI pa60Ta no rnposeneHno nccnenoBaHnA.

co3pnaHne nccnenoBatenbCKoOro KonnekTmea, CoctaBneHme




paboyero nnaHa NpoBeLeHUs UCCNeaoBaHNs, CornacoBaHme ero ¢
12 [ucnonHuTenamu; onpeneneHne nnowaaku (6asel) ccnenoBaHns; mccngig:aHme 7140,0
nepenncka ¢ HAMK; NPoBEAEeHUE NHCTPYKTaXen, CEMNHAPOB,
COBELAHWN, KOHCYNbTauuin
b6ubnnorpaduryeckas npopaboTka TeMbI UCCeaoBaHMs, paboTa B
{3 [@PxvBax, 3yueHne HOPMaTUBHO-TEXHUYECKOM LOKYMEHTALUN, OJWH aBT. 1200.0
nHdopMaumm 06 aHanorax u Opyrux MaTeprarnos, OTHOCAWMXCS K nmcT ’
pa3pabaTbiBaeMoil Teme
O6paboTka nonyyYyeHHom nHpopmaumm:
cbop 1 06paboTka MHPOPMALIMK HA OCHOBE MEPBUYHBIX UCXOOHbIX
14 (naHHbIX (CTAaTUCTUYECKMX OaHHbIX, OTYETOB, NN1AaHOB, CNPAaBOK, OAMH &BT- 7800,0
MaTtepuanos KOMaHOMPOBOK) neT
15 |aHann3 obpaboTaHHO nHGopMaLmm Oﬂ:‘:gm' 5200,0
MonroToBka MatTepuanos No NToram Hay4How paboTbi:
{ g [HaNMCaHMe Hay4HOro 0T4eTa; NOAroTOBKA PYKOMMCH K NevaTy Ha OAMH@BT. | o501
pasfiMyHbIX aTanax paboTol nmcT ’
17 Hanncanme NpOMeXyTo4HOro oT4eTa (cnpaeku) 0 xoge OJWH aBT. 64000
nccneposaHus nmct
MoaroToBka n HanNncaHue Tekcta cTaTbh B COOPHMK Hay4YHbIX
TPYAOB, NpakTnyeckoe nocobue, NPoHeccrMoHanbHy NPeccy;
MNOOrOTOBKA PYKOMMCK K MeYaTu Ha pa3nmnyHblx atanax paboThbl:
18|cTaTbsa TEopeTnYeckoro xapakrepa Oﬂ:‘:gm' 15200,0
19|cTaTbs NpMKNagHOro, NPakTUYeCckoro xapakrepa OH:::CE;BT' 9200,0
op|H@MMCcaHNne noKNana no MToram HayuHoro NCCNenoBaHms; OJWH aBT. 67000
MOLroTOBKA PyKOMMCEN Ha pasnMyHbIX aTanax paboTbl nmcT ’
pa3paboTka pekoMeHaaumm, MHCTPYKLMM N0 BHEAPEHMIO
21 |[MaTepunanos Hay4yHOro UccnenoBaHnsd; HannucaHne TeKcTa; ORVH aBT. 14100,0
NOArOTOBKA PYKOMMUCKM K MeYaTn Ha pasnnyHblx atanax paboThbl e

[NpumevaHwve:

- HOpMa BpeMeHN Ha CoCTaB/ieHe rnporpamm, MeToauk, I/IHCprKLI,I/II7I JaHa Ha
nccnenosaTtenibCKNin KONNEKTUB;

- 4acCbl Tpyao3aTtpart pacnpenendaoTca Mmexany NCnonHNTensaMm B 3aBCUMOCTU OT UX HAlrPYy3KU;

- B NPOLECC NoAroTOBKM PYKOMUCHK K NeYaT BXOAST: ciada pyKonucu Hay4YHOMy penakTopy,
obcyxaeHve B oTaene, Hay4HoM coBeTe, AopaboTka pyKonucu.

1.

11. MeTogun4veckas paboTa

Tabnuua 18



n/n

HanmeHoBaHuWe npouecca, onepaumun. Coctas paboThl

EovHnua

N3MepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MNMonroToBka METOAMYECKOr0 NOCOOUS, peKkOMeHAaLMiA

MpuHUMNanbLHO HoBas paspaboTka TeMbI:

N3yyeHne TeMbI, BbISIBIEHME U aHaNM3 JOKYMEHTOB Mo Teme,
YTOYHEHME YNTaTENbCKOr0 1 LIeNIeBOro Ha3HauYeHMs
nocobusi, pekoMeHaaLUwin; CocTaBeHe NPOCNeKTa;
HanucaHue TekcTa

O4WH aBT.
NNCT

15300,0

Moaudpukaums paHee pa3paboTaHHON TEMbI:

BbISIBNEHNE N N3YYeHNE HOBbIX JOKYMEHTOB N HAKOMIEHHbI
6B nMoTEKaMM OMbIT MO TeMe Nocobus, peKOMeHdaLuiA;
YyTOYHEHMe NPocneKkTa, BHeCeHNe N3MEHEHWN B CTPYKTYPY
TekcTa B COOTBETCTBUM C AOCTUXEHUSMU BUONNOTEYHOM
Teopun 1 NPakTUKK; NOAr0TOBKA PYKONUCH K 00CY X AEHWIO;
nopaboTka no utoram obcyxaeHus

OOWVH aBT.
NINCT

8670,0

Pa3paboTtka LOKYMEHTOB, pernaMeHTUpYoLWmxX
nesiTeNbHOCTb BNBNMOTEK, MONOXEHWNA, UHCTPYKLIWIA,
NPOEKTOB NOCTAHOBNEHWIA, yCTABOB, 3aKOHOAATENbHbIX
aKTOoB

[MpuHUMNUManbLHO HOBas Tema:

BbISIBNIEHNE, U3YYEeHME 1 aHaNn3 0eNCTBYOWNX OKYMEHTOB
Mo TeMe, HanMcaHne TeKcTa NpPoekTa AOKYMeHTa,
obcyxaeHune, anpobauns B bubnmoTtekax, Ha 3acegaHum
Hay4HO-MeTO4MYECKOro coBeTa; fopaboTka JOKYMEHTa;
NOArOoTOBKA K YTBEPXAEHUIO

OdWH aBT.
NNCT

17340,0

Moaundovkaums paHee paspaboTaHHOro AOKyMeHTa:

aHannm3 " oueHka OoKyMeHTa; NoncK 1 OT60p HOBbIX
,D,GIZCTBWOLLI,I/IX JOKYMEHTOB NO TeMe; BHECEHNE N3SMEHEHUSA B
TEKCT OOKYMEHTA, OGCy)K,D,eHI/Ie Ha 3aceaHnn Hay4Ho-
MeToOon4ecKoro coeerta, uopa60TKa no ntoram OGCy)K,D,eHI/ISI;
noAroToBkKa K yTBep>XXaeHuto

OOWVH aBT.
NINCT

7650,0

Pa3paboTka y4eTHbIX popM, Tabnumu, 06pa3uos:

YyTOYHEHUE NpeameTa, 06 bekTa, COAepPXaHUs y4eTHOW
dbopmbl, Tabnuubl, 06pasua; oT6op nokasarenen,
cucTemaTtmaaums mx, paspaboTka makeTa y4eTHol popMbl,
Tabnuubl, 0bpasua; obcyxaeHne Ha 3acefaHnn HayyHo-
METOLMYECKOro COBETA; NOAr0TOBKA K YyTBEP X AEHNIO

OOWVH aBT.
NNCT

7650,0

CocTaBneHue pekoMeHaauuii No BHeAPEHWIO
pernameHTUpYWNX JOKYMEHTOB B MPaKTUKY:

pa3paboTka MeToaNYECKMX PEKOMEHAALMIA, MHCTPYKLNIA,
NnaHoB NO BHeAPEHNIO HOPMATUBHON OOKYMEHTaLUNN;
NoAroToBKa PyKOMUCU K NeYaTtu

OdWH aBT.
nncT

14025,0

MogroTtoeka NUCbMEHHOM KOHCYNnbTauun, METOONYECKOIO
nncbma:

BbISIBIEHNE U aHaNN3 JOKYMEHTOB MO TEME; U3yYeHne 1
o0606wweHne onbiTa paboTbl BMBNMOTEK; HANUCaHNE TekcTa




KOHCY /b TaLUuu, METOANYECKOro NcbMa; noaroToska K
06CyXAEHMI0 Ha 3acefaHnM Hay4YHO-MEeTOANYECKOro COBETA;
nopaboTka no utoram obcyxoeHns; caada B nevatb

vUVIH abi .
NnnNCT

8670,0

Monrotoeka 063opa oestenbHocTy GubnmoTek no
onpeneneHHon TemaTtuke:

yTOYHEHUE TeMbl 0630pa; onNpeLeneHne XPOHO MO NYECKUX
rpaHuvu; BbISBNEHNE OOKYMEHTOB, 0TOOP, NPOCMOTP U
aHanu3s; HanvMcaHue TeKcTa; NoAroToBka PyKonmcu K
06CyXAeHMI0 Ha 3acefaHnM Hay4YHO-MeTOAMYECKOro COBETA;
nopaboTka pykonucu nocne obcyxaeHms

OOWH aBT.
NnNCT

9180,0

PeLeH3npoBaHmne Hay4HbIX, METOANYECKUX,
MHG OPMALIMOHHBIX MaTepunanos:

YTeHVe PeLeH3NpPyeMoro MaTepuana; oueHka ero B LieJioM,
OTAeNbHbIX YacTel, yCTaHOBNEHME COOTBETCTBIS
YATaATENbCKOMY U LieNIEBOMY Ha3HAYEHUIO, HAay4YHbIM U
MeToan4YecKUM TpeboBaHNAM

OdWH aBT.
nncT

783,0

10

HanmcaHwme peueH3nn

OOWVH aBT.
NINCT

1305,0

MoaroToBka nekumu, KOHCYNnbTauun

PaspaboTka nnaHa nekuuu, KOHCynbTaumm, nogbopka
MmaTepwvana, u3y4yeHue ero; CoctaBneHune cnmcka
nnTepartypbl K NEKUUN, KOHCY TbTauun,; HanncaHne Tekcra:

OLHa nekums,
KOHCY NbTaums

11

nepBunyHas nexkumns

1566,0

12

NOBTOPHAasA Nekums, C y4eTOM HOBOro maTtepuana

313,2

13

nepeunyHagd rpynnoBas KOHCY/bTauUnA

1305,0

14

MOBTOPHAs rpynnoBas KOHCYbTauus C y4eTOM HOBOTO
maTtepuana

522,0

15

npoBefeHne yCTHON NMHOMBUAYalbHOM KOHCYNbTauun

OLHa nekums,
KOHCY NbTaums

16

OTBEeT Ha NNCbMO

04HO NNCbMO

162,0

MNpoBeneHne NpakTMKyMOB, CTaXUPOBOK

[MpakTukym (7-10 gHeln): onpeneneHne TeMbl, 3a0aHns,
yrnpaXHeHUs; coctaBneHme rpagouka n yToyHeHne CpoKu
NpoBeOeHNs 3aHATUIA:

OAVH
NpakTUKyM

17

rPynnoBoK NPakTUKyM

2295,0

18

WHANBUAYANbHbIA NPaKTUKYM

2160,0

Craxwuposka (7 - 10 gHe): yToOYHEHME CPOKOB NPOBEAEHUS
CTaXUPOBKW; BbISIBNIEHNE NUTEpATYypbl N0 N3y4aeMoMmy
BOMNPOCY; COCTaBNeHne Nporpammbl 1 rpagprka CTaXpoBKK
C Y4eTOM cocTasa cnylarenei; 3ako4eHne o
MNPOXOXAEHUN CTaXMPOBKMU:

onHa
CTaXxupoBKa

19

rpynnoBas CTaxumnposka

2805,0

20

nHansnayanbHas Cta>Xuposka

2349,0

MpakTrka cCTy4eHTOB BbICWIMNX M CPEAHUX CneumnanbHblX
y4eOHbIX 3aBeOeHWIA:

NoOAroTOBKA M OpraHM3aums NpakTukmM cTyaeHTos (8o 30

IHel); pa3paboTka nnaHa NnpakTUKKn, CornacoBaHme ero ¢




PYKOBOOMTENEM NPaKTMKK (NpeactaBntenem yyebHoro

21|3aBegeHuns); coctaBneHme rpagouka noceweHns n;i?j@ 4860,0
CTPYKTYPHbIX N0Apa3aeneHnin; opraHn3auns npakTnyeckmnx
3aHATWIA; N0ABEOEHNE NTOMOB NPaKTUKWU; COCTaBNEHME
XapakTepuUCTKN NPaKkTUKaHTOB
[MpakTnyeckune 3aHATUS:
NoAroToBka NPakTUY4eCKOro 3aHATUS; COCTaB/ieHMe 3a4aHns
5|10 BBINO/HEHMIO M3y4aemMoro 6m6nm07?quro npouecca, OLHO 3aHsTHE 1050.0
KOHTPO/bHbIE BONPOCHI, TEMATUYECKWNIA CIINCOK NnTepaTypbl
K 3aaHWI0; HaNncaHne Te3ncos
CocTtaBneHue y4ebHon NporpamMMmbi:
onpefneneHve coctasa cnyliaTtesnemn; coctTaBneHune
TeMaTu4yeckoro nnaHa, yTo4yHeHue nopsaka nsyyeHus;
onpeneneHve nocnenoBaTeNbHOCTU U3NTOXEHNS TEMbI,
23 [BblAeneHne OCHOBHbIX BOMPOCOB; COCTaB/IEHNe crncka npc?ril-la?«lma 5733,0
nuTepaTypbl N0 TeMam NPorpammbl; HaNUcaHe TeKCTa;
obcyXaeHne Nporpammbl Ha 3acefaHnm HayyHo-
MEeTOAMNYEeCKOoro coseta
MoceweHne 6MbNMOTEK, Bble3 bl B KOMAHANPOBKM C LIeNbto
n3yyeHms paboTbl U OKa3aHNS METOANYECKON MOMOLN:
NoAroToBKa K KOMaHANPOBKE; YTOYHEHME CPOKOB U Lenu
KOMaHOVPOBKW, 03HAKOMJIEHWNE C UMEOWUMUNCS
24|0oKyMeHTaMum n Matepuanamu npeablaywmx Bbie3nos 1 oAna 5742
ny6nukaumin B nevatu; COCTaBieHNe NporpamMmel (nnaHa) KoMaranposka
KOMaHOVPOBKY
COCTaB/ieHNe NHGOPMALNOHHOIo 0TYeTa (Cnpaskun) O
NpoBeeHHO paboTe: CBEAEHWNIA O MECTE Bble3a, LENSX 1
25 [cpokax KoMaHANPOBKK, 06 bekTax NoceweHns, aHanma OOVH OoTYeT 1050,0
COCTOSIHMS paboTbl MO TEME Bble34a, BbIBOAbI U
npeanoxeHns B agpec bnbnnotekm
COCTaB/eHNEe aBaHCOBOrro 0TYeTa; 3anoIHEHNE OTHETHOMO
26 OOVH oTYeT 40,0
6naHka co BCeMM NPUNOXeHNSMI; caada B byxranteputo
noaroToska MHopmaumm no pesynbtaraMm KOMaHOMPOBKN
27|(yCTHO) B CEKTOpE, Y 3aBeAyHolero OTAEN0M, HA HAay4YHO- Man?)il:AZum 105,0
MEeTOONYECKOM COBeTe, 3aceaHnm gupekumnm
og|MOArOTOBKA OTHETHOrO MaTepuana no QesyanaTaM onHa 500.0
KOMaHOVPOBKM ANS pasMelleHns Ha canTe NHopMauus ’
paspaboTka u cocTtaBneHne y4ebHbIX NNaHoB 1 NPorpamm O4WH
29|cuctembl 4OMONMHUTENbHOIO NPOKEeCcCcMoHanbHOro nevyaTHbIN 1200,0
obpasosaHus (OMNO) B oTpacnu nmcT
OWH
3p|cOCTaBneHme pabounx I'IpOFpaMMvI'IO BHOBb BBOOUMbIM NeYaTHLI 1800.0
aucumnnnHam, aktyanmsaumns encTByowmx Nporpamm AvCT
paspaboTka MeToAMNYECKMX MaTEePanoB No KOHTPOO O4WH
31 [3HaHuin oby4aroWwmxcs; cocTaBneHne 4OKYMEHTOB MO nevyaTHbIN 360,0
nnaHnpoBaHuto y4ebHoro npouecca nmeT
pa3paboTka y4ebHO-NPOorpamMMHO JOKYMEHTaUUN NS -
30 |MPOBEACHMS obpasoBaTenbHOro npowecca, MeTO,EI,I/Il-IeCKI/IX EYATHBIA 1800.0

mMAAIRARATAIL, MA FATataATIATIIAIA 1Al v s iAR AmLaATTIaAS v




MaASpPAUU TUK 1TV TIPVIMEREHAVIIV AUBDIA VIHWWUYMAUVIUAHDIA

y4yebHo-MeToamMYeckas paboTta; Hay4yHo-MeToAnYeckas
paboTa

y nmeT
TEXHONOrnii B y4ebHOM npoLiecce
33 pa3paboTka HOPMaTMBHbIX LOKYMEHTOB, PEr naMeHTUPYoLWMX OWH 3600.0
BCe BMAbl 06pa3oBaTebHON feaTeNbHOCTM B 6ubnmoTeke LOKYMEHT ’
COCTaBfiEHME 1 NOATrOTOBKA K M3AaHMI0 y4eOHbIX Mporpamm, O4WH
34 [nocobuii, cCaMOCTOATENBHO M COBMECTHO C APYrMU neyaTHbIN 1800,0
noapasneneHnsamm 6nb nmoTeku nmcT
y4yacTue B crneumanmanpoBaHHbiX coBeTax bubnmoTeku: OOWH goknag 5400.0
35[noaroTtoBka Ans NpodeccnoHanbHoM nevaT nydnmkauuin n 04Ho 1200'0
MaTtepuanos BbICTYMNEHNA HA KOHDEePEHLUMAX coobleHune '
36|MOATOTOBKA K obcyxaeHunto y4ebHbix nporpamm OO k 0JHO 24000
3acegaHuam Y4yeHoro coeseTa 3acepnaHve ’
OOWH
37 |cocTaBneHune Kanbkynaumm LeH Ha nnaTtHble yCnyriu 120,0
HOKYMEHT
opraHu3auusi nnaTHoro oby4YeHns No 4orosopam Ha no dpakTy
38 |oka3aHune nnatHbIx 06pasoBaTeNbHbIX YCNYyr C OAH 3aTpayeHHoro,
IOPUANYECKUMN N (PU3NYECKUMIN NNLLAMUA flokymenT BPEMEHMU
NOAroTOBKA AOKYMEHTOB K TMLEH3MPOBAHUIO U
39 [akkpeanTaumm, cBsi3aHHbIe C peanmaaumnein bubnnoTeko OANH 12000,0
obpasoBaTenbHbIx nporpamm OMNO AOKyMerT
40|MOArOTOBKA MaTEPManos Ans 3aHATUIA B ANCTAHLUNOHHOM OJWH yac 240.0
doopme 3aHAaATUI ’
NOAroToBKa y4ebHbIx 1 y4ebHO-MEeTOANYECKUX MaTepuanos
41 [R5 X PaMeLenms B NHGO OpPMaLNOHHO- oAHa 1800.0
TENEKOMMYHUKALUMOHHOM ceTn "MIHTepHeT" 1 nx nporpamma ’
CBOEBPEMEHHOE 0OHOBNEHNE
opraHusauusi y4ebHoro npouecca ons obyvarowmxcs no
nporpamMMam npogeccnoHanbHom nepenoaroToBKU
42 |6nbnnoTeyHbIX KanpoB: opraHusauns obpasosaTenibHOro oARa 42420,0
npouecca, y4ebHo-MeToamyeckas paboTa; Hay4Ho- nporpamma
MeTonunyeckas paboTa
opraHusaunsi y4ebHoro npouecca ans obyyarowmxcs no
nporpammam noBbIWeHNS KBanngmkaumm 6nb nmoTeyHblx
43 [kaapoB: opraHnsaums obpasoBaTeibHOro nNpoLecca, oAna 21210,0
nporpamMma

MNprmMeyaHme:

- K HOpMe BPEMEHM MPW COCTaBIEHUN NOKYMEHTOB, PEr NaMEeHTMPYOWNX eaTeNbHOCTb
pecnybnnkaHCKnx, Kpaesblx U 06nacTHbIX 6UONNOTEK, MPUMEHSIETCS NMOBbIWAOLWMIA
Koadp puumneHTt 1,15;

- BPEMS NPOBELEHUS NEKLMMW, KOHCY NbTaumMK, NpakTUKYMOB, CTaXXUPOBOK, MPaKTUKW,
npebbiBaHMS B KOMAHAMPOBKE M MPOBEAEHNS MHADOPMALIMK MO ee pedynbTaTaM B HOPMY
BPEMEHM HE BXOAMT.




1.12. PaboTbl HAy4YHO-OPraHM3aUNOHHOI O
XapakKTepa

Tabnuua 19



n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl

EnonHnua
N3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MonorotoBka 1 NpoBedeHNE TEOPETUYECKON, HAyYHO-
NpakTNYECKON KOHEPEHLMMN, TEMATUYECKOrO CEMMHapa

OnpepneneHve cocTasa OPrkoMMTETA M y4aCTHUKOB KOH(pEepeHLmu,
cemMuHapa; popMupoBaHue N yTBepXAeHe nporpamMmmbl
npurnacnuTenbHoro buneTta; opraHn3aunoHHbIE MEPOMNPUATISA
(Tekywwas cBs3b C y4aCTHMKaMU, paccbl/ika MaTepuanos);
NOAroTOBKA K U34aHMNIO TE3MCOB; BblpaboTka npoekTa
pPeKOMeHAaaLnin; PMHAHCOBO-X035MCTBEHHOE obecneyeHmne
KOHhbepeHunn, cemmHapa (0goopMneHne nnaTexHbiX 4OKYMEHTOB,
BCTpeya y4aCTHUKOB, pernctpauuns, pasmeLeHme B rocTUHNLE);
aHanu3a 1 oueHka paboTbl KOHEepeHLUN, CEMUHapa; NoaBeeHNe
nToros

04HO
MeponpusaTue

KOHMHeCTBoyHaCTHMKOE

1-100

5670,0

101 -150

7560,0

151 -450

9300,0

[Monorotoska v NpoBefeHNE ceMUHapa, MeToaMYeckoro aHs,
3acenaHus "kpyrnoro crona"

OnpepneneHne y4acTHUKOB, PyKOBOAMTENS, CPOKOB 1 MecTa
NpoOBELEHNS CEMUHApa, METOANYECKOro OHS, 3acenaHns "Kpyrnoro
ctona"; onpeneneHne KOHTUHreHTa y4acTHUKOB; paspaboTka
NporpamMmbl; UHPOpPMaLMOHHOe obecrnedeHne (Tekyllas cBa3b C
y4YaCTHMKaMK, paccblfika MaTepranos); BelpaboTka npoekTa
peKoMeHaaummn; u3gaHne n paccbinika nporpammbl; pernctpaums
Y4aCTHUKOB; aHaNn3 1 OLeHKa ceMnHapa, MeToaAn4Yeckoro oH4,
3acepnaHusd "kpyrnoro ctona”

04HO
Meponpusitue

KOﬂquCTBoyHaCTHMKOE

1-50

1570,0

51-100

3980,0

101 -150

6150,0

N[o|jo| &~

151 - 450

8270,0

MogroToska 3acenaHui peokonneruu:

YyTOYHEHMe cpoka V1 NOBECTKM 3aceaaHunsi; oTbop matepuanos ons
obcy>XAeHUs U NOAroTOBKA MX ANS KOMMPOBaHUS; onpeneneHme
OMMOHEHTOB (PELIEH3EHTOB); ONOBELEHNE 0 3aceaHnm YEHOB
pPeLKONNerumn; paccholiika Matepuanos No NoOBeCcTke 3acenaHuns;
ogoopMieHMEe NPeanoXeHNi, BbiIcka3aHHbIX y4acTHUKaMK
3acenaHus

O4HO
3acepnaHune

560,0

OpraHusaunsi 3aceaaHuii NpobneMHbIX KOMUCCUIA, COBETOB,
TBOPYECKUX KONMNEKTUBOB:

onpeneneHvne NOBECTKN OHS 1 CpoKa NpoBeeHsl 3acefaHus,
YyTOYHEHME coCTaBa y4aCTHUKOB; MOAr0OTOBKA JOKYMEHTOB,
OpraHv3aLmMoHHbIe MeponpuaTHs (ONoBelleHVe 0 3acenaHnm,
noabop MaTepuanos); 0POPMIIEHNE NPOTOKONA W PelleHNs

04HO
MeponpusaTme

940,0




ooHa
1 aboTka MakeTa npe3eHTaunm ons MeponpuaTns 600,0
0pasp P LMk A ponp npeseHTauus
11 |moaoroToBka Npes3eHTauun ons MeponpuaTns olHa 600,0
P porp npeseHTauuns ’

MNprmMeyaHme:

- NpY NPOBEAEHUN MEPONPUATUIA HA MeXAYHaPOLHOM YPOBHE K HOPME BPEMEHU MPUMEHSAETCS
nosbiwarowmin Koap puumeHT 2,0, Ha penepanbHOM yposHe - 1,85;

- B HOPMY BPEMEHU HE BXOOUT BPEMS NPOBELEHNS KOH(PepeHUN, CeEMUHApa, MeTOANYECKOro
OHS, 3acefaHns "Kpyrnoro ctona" n BpeMs, CBA3aHHOE C n3gaHneM Matepuanos
KOHbepeHuun, cemnHapa.

1.13. PegakTupoBaHue pykonmceu

Tabnuua 20



Hopma

N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MVH.

] 2 3 4
PenakTtnpoBaHne Hay4HbIX 1 METOANYECKNX MaTEepManos
MpoBepka 1 ncnpasneHne pykonucu B npoLecce NoaroToBkY ee K
neyatun; obecneyeHne COOTBETCTBUS TEKCTA HAYYHbIM U
nuTepaTypHbIM TpeboBaHUSAM, POPME U LIENEBOMY HA3HAYEHUIO
N3[aHns, CornacoBaHne BHOCUMbIX UCNPAaBIEHWI C aBTOPOM,;
nopaboTka pyKonucu:

1 [penakTuposanve MOHOrpadouin, COOPHMKOB Hay4HbIX TPYOOB, HAY4HbIX| OOWH aBT. 58400
0TYETOB, NPaKTMNYECKMX NOCOobUiA nmcT ’
pefakTMpoBaHME METOONYECKMNX MATEPUANOB: MHCTPYKTUBHO-

N y OLWH aBT.

2 |METOAMYECKUNX MUCEM, PEKOMEHAALIMIA, KOHCY bTaLuuii, 0630p0B . 2500,0
nesitenbHocTy 6nbnmoTek

5 [PEAaKTMPOBAHME LOKYMEHTOB, PErnaMeHTIPYIoWNX AeATENbHOCTb OAWH 8BT. | 540140
61 NMoTEK: yCTaBOB, NOSTOXEHUIA, UHCTPYKLINIA nmcT ’

OLWH aBT.
4 \penakTUpOBaHUE CTATMCTMYECKMX Tabnuu, y4eTHbIX oopM, 06pasuos . 1980,0
y . | oanH aBT.

5 |penakTupoBaHne MaTepuanoB KOHepeHUMiA: OKNanoB, CoobWeHWi i 1050,0
PepnakTtupoBaHue nonynsipHoro 6mb nnorpadgomnyeckoro nocobus,

PETPOCNEKTUBHBIX HAy4YHO-BCMOMOraTeNbHbIX yKkasaTenein, 0630pos.,
cnpaBokK, pedpeparos, aHHOTaLUWNA:

6 [PEAAKTMPOBaHME NOMy NAPHBIX 6unbnnorpadpmyeckmx Nnocoobumii: ORWH aBT. | /1 g
TemaTuyecknx bubnmorpacmyeckmx ykasatenen, cnpaBo4YHNKOB nmcT ’

- [P&AAKTVPOBaHINE PETPOCNEKTUBHbIX Hay4HO-BCMIOMOraTenbHbIX OAWH 8BT. | 5401 4
ykasatenem nucT ’
penakTUpPoBaHNe aHaNNTNYecknx 0630poB, CNpaBok, aHHOTALMNA, OLVH aBT

8 |pedhepato., cBOAHbIX pedhepaTuBHbIX 0630p0B, IKCNpece- i "1 1080,0
NHCpopMaunn

o onHa

9 |penakTupoBaHue bubnmorpadunyeckoin 3anncu 4,6
3anncb
onHa

10|KOHTpPONbHOE pefakTupoBaHue A 6,2

3anucb

MNprMeyaHme: Npy penakTUpPoBaHMUM CMELWAHHOMO TEKCTa K HOPME BPEMEHU NPUMEHSIeTCS
noBblWwarwWmin Koadp puumeHT 1,1.

1.14. BcnoMmoraTesibHO-TexHn4yeckas
paboTa
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Hopma

N EanHuua
i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl MaMepeHs BPEMEHMU
MVH.
1 2 3 4
MawmnHonncHble paboThbl
[MonyyeHune opurnHana ong nevyataHMs U 03HaKOMIEHNe C
HUM, Habop
OoLlHa cTpaHuua
MNMeyaTaHne TekcTa 6e3 BepTUKaNbHOro rpad neHms MaLUMHOMMWCHOr 0
TekcTa
Paamepbl nHTepBanos:
12 13,4
2115 17,6
3|1 22,0
MNMeyaTaHne TekcTa Ha oopmaTkax 6e3 BepTUKanbHOro OAHa CTpariia
rpach neHms MaLIMHOMMWCHOr o
TekcTa
Paamepbl nHTepBanos:
4 12 17,6
51,5 20,8
ofHa cTpaHuua
[MeyaTaHune TekcTa C BEpTUKANbHbBIM Frpadp neHnem MalNHOMUCHOro
TekcTa
Pasmepbl nHTepBanos:
6 |2 17,6
71,5 21,0
8 |1 28,0
[MevaTaHwe TekcTa Ha oopMaTkax c BepTmKaibHbIM OARa cTpanmua
rpach neHNEM MalNHOMUCHOr o
TekcTa
Pasmepbl nHTepBanos:
9 2 17,6
10(1,5 22,0
CumnTKa 1 KOppeKkTUpOBKa TeKCTa NOoCcne neyaTaHns Ha
MalVHKe:
npoBepKa NpasBubHOCTX PaCMOioXeHNs 0TneYyaTaHHoro ofHa cTpaHuua
11|TekcTa, cBepka ¢ PyKOMnmcHbIM; KOppeKTUpoBkKa MaLmnHOMUCHOr o 44
MalNHOMNUCHOro TekcTa TekcTa
OofHa cTpaHuua
12 [cumTKa, KOpPEeKTUPOBKA 1 BepCcTKa MaLwnHOMNNCHOr o 44
TekcTa
13 [HaknevBaHne nNpaBokK ofHa npaBska 1,4
MawwmnHonncHble paboThl, BbINOHAEMbIE B
aBTOMATU3NPOBAHHOM peXKnMe
Beon matepuana B KOMMbIOTEP: ofHa cTpaHuua
14 |Habop TekcTa ¢ nucTta 11,0




15|Habop 6Bubnmnorpadnyeckoro onmcaHus 14,0
BbiBOO MaTeprana Ha akpaH: ofHa cTpaHuua
16 |NpaBka TekCTa Ha KOMNbIOTEPE, BEPCTKa TekcTa 8,6
17 |penakTupoBaHme 6Mbnnorpadyeckoro onncaHms 2,7
18|BbIBOL TEKCTA HA NPUHTEP; pacreyaTka ofHa cTpaHuua 1,6
19|BbIBOO doOpM Tabnumu Ha aKpaH onHa Tabnuua 11,0
20 [HanonHeHne Tabnuy conepXxaHuem onHa Tabnuua 1,6
HacTtpolika TexHu4yeckoro o6opynoBaHus 1 TEXHNYECKOE
COMPOBOXAEHNE MEPONPUATHUIA:
HacTpoika TeXHNYecKoro obopynoBaHms ANs NPoBeAEeHUS onHO
21 [MeponpuATnia, B TOM YuCne TpaHCINPYyeMbIX MO CeTuU 120,0
" " MeponpusTue
NHTepHeT
- OLHO
22 |TexHn4eckoe ConpoBoOXaeHe MeponpuaTuia 300,0
MeponpusaTune
o3|POBEAEHNE ay Ao / Buoeo3anucu n potocbeMKHU OLHO 300.0
MEpPONPUATUIA MeponpusaTme ’
OLVH HOCUTENb
24 |obpaboTka ayano / Buaeo / dootomatepmanos A 420,0
NHpopmauum
aspaboTka pasnmyHbix 6a3 gaHHblx (b ns BefeHus
25 P33P P A (BH) ans sen onHaBO  |28800,0
NPOEKTOB
26 |HanncaHne MHCTPYKUWIA No ncnonb3osaHuio bl npoekTos oavH asT. nuct | 18000,0
27 |TexHu4yeckas noggepxka bl npoekTos oAoHa goyHkumsa | 4800,0
TECTUPOBAHNE HOBbIX CUCTEM N BEPCUIA MPOrpamMMHOro
obecrneyeHns / NporpamMMHo-annapaTHoOro KOMMnekcea,
28 porp P onHa doyHkuus | 1800,0
MCMoNb3yeMoro Npu peanvaaunm NpoekTos 1 paboTe
nogpasneneHuns
TECTUPOBAHMNE NPOrpamMMHOro obecneyeHns / NporpamMmmMHo-
29 P porp porp onHa pyHkumsa | 1800,0
annapaTHOro Komnnekca
COCTaBNEeHne NnaHa TeCTUPOBaHUS NPOrPamMMHOro
30 P Porp OOWH NnaHa 2400,0
obecneyeHns / nporpamMMHo-annapaTHoOro komnnaekca
NpoBepKa CoOOTBETCTBUS pa3paboTaHHOro MPOrpamMMHOro
31 |obecneyeHns / nporpamMMHo-annapaTHOro komnnekca ogHa oyHKuus 480,0
TeXHUYECKOMY 3aLaHnI0
OLieHKa nporpamMmHoro obecneyeHns / nporpamMmHo- OAHO
32 nporpammHoe | 25500,0
annapaTHOro Komnnekca
obecneueHne
COCTaB/NEHUe anroputMa TeCTUPOBAHNS NPOrPaMMHOro
33 P P porp oavH anroputm | 8400,0
obecneyeHns / NporpamMMHo-annapaTHoro Komnnekca
co3gaHue TecTupytoLwero ckpunTa gnsg nposefeHns
34 [Harpy304HOro TECTUPOBAHMS NPOrPaMMHOro obecneyeHuns / OOVH cKpUnNT 600,0
NporpamMMHO-annapaTHOro Kommnnekca
NpOBEeAEHME HArpy304HOro TECTMPOBAHMS NPOrPaMMHOro OAHO
35("P Py P porp HarpysouHoe | 480,0
obecneyeHns / nporpamMMHo-annapaTHoOro komnnaekca
TecTupoBaHue
aKcnepTHas oLeHKa NporpaMMHoOro obecneyeHus,
36 (noAroTOBNEHHOrO B APYrux opraHmsaumsax/ onHa akcneptusa| 2400,0

NporpamMmMHoannapaTHoOro Komnaekca




co3gaHve anropmTMa KOHBepPTMpPOBaHus paboumnx Tabnuy ofHa oTpacinb

37 2400,0
6onbworo 6ubnunoteyHoro katanora (bbK) BBK
HanucaHve KoHBepTepa Ans npeobpasoBaHns paboumx

38 Tabnuy BBK B aBTOMaTN3MpPOBaHHYO MHE OPMALIMOHHYHO OAHa oTPACNb | 4004 g
CUCTEMY NULIEH3NPOBaHNSA OTAENbHbIX BUAOB AeATeNbHOCTL" BbK ’
(AVC NNOL) (nHTerpauns 66 NNOTEYHbIX AAHHBIX)

39 npeobpasoBaHne METOANYECKMX AAHHBIX 9NEKTPOHHOr O OLHO 14400
KaTtanora ons nepegayu KOHBEPTMPOBaAHME ’

MpumeyaHme: npu Habope TekcTa Ha KOMMNbIOTEPE C NAaTUHCKUM WPUA TOM K HOPME BPEMEHM
NnpPUMeHseTCsa NoBbiWwawmn KoagopuumeHT 1,3.

1.15. PaboTa no opraHm3aunm Tpyna u
yrpaBJEeHUIo

Tabnuua 22



Hopma

N EonHuua
HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
1 2 3 4
MnaHnpoBaHne paboTsbl
C6op, aHann3 NcxoaHoON NHopMaLun; onpeneneHme 0OCHOBHbIX
3ajayrona, yToyHeHue CpoKOB BbIMNOIHEHMS 3a4aHUA, HaNncaHne
006 BSCHUTENBbHOW 3anNMCKK; MOAr0TOBKA NPOoeKTa nnaHa K OAWH nnaHa
o6CcyXOeHU0 Ha BCeX YPOBHSAX, fopaboTka nocne obcyXaeHns;
npencTaBneHne nnaHa Ha CornacoBaHue 1 yTeepXaeHue:
1 [nnaHa 6nbnuoTeku 6240,0
2 |nnaHa koMnnekca / ynpasneHus 4800,0
3 |nnaHa otgena, cektopa 2740,0
4 (vHOMBMOYyanbHOro nnaHa 370,0
ExenHeBHbIV y4eT paboTbl B CTPYKTYPHbIX NOAPA3AENEHNAX:
CTATMUCTUYECKUI YYET 3anncaBlLnXCs (NepeperncTpupoBaBLIMXCS
5 o y (nepep prp ) 0fHa 3anucb 2,8
yntaTtenen
6 [CTATUCTUYECKUIA yYeT KHUTOBblAAY, NOCELWEHN O Ha 3annchb 8,6
yeT NHopPMaLMOHHO-6MB Nnorpadonyeckoin paboTbl No
7 y dop l'l pac P oQHa 3anuncb 2,7
yCTaHOBNEHHO chopMme
8 |y4eT BbINONMHEHHbIX CrPaBokK ofHa 3anucb 2,7
ExenHesHbIVi yyeT abOHEHTOB, NONb3yowmxcs nporpammamm MBA:
9 |cTaTucTnyeckuii yuet aboHeHTOoB, Nonbayowmxcs MBA ofHa 3anucb 2,7
CTATUCTUYECKUIN YYET NONYYEHHbIX 3aKa30B, BblAaHHbIX
10 ofdHa 3anucb| 9,8
JOKYMEHTOB
CTaTMUCTMYECKUI YYET 3aKal30B, NepeHanpasBieHHbIX B rme
11 y P P Aapy ofHa 3anuncb 2,7
6ubnnotekm
3anucb ntToros paboThbl B "[HEBHUK paboTbl" nogpasneneHus
12 P A P Aipasa ofoHa 3anucb | 3,2
6ubnnotekm
NHOMBUAYANbHbIA yYeT: eXeaHEeBHOEe 3an0oIHEHNe NNCTKa yyeTa
13| nAansAay y A y ofHa 3anucb| 15,0
TpyAao3aTpar unm gHeBHuUKa paboTbl 6ubnnoTekaps
CBOAHbIA CTATUCTMYECKUIA y4eT no bubnuoteke
Yucno umtatenen, KHUrosblgay, NoCeWeHN; NoABEAEHNE UTOrOB
OJZlHa 3anucb
CTaTUCTUYECKUX OaHHbIX N0 Bubnmnoteke:
14 |mecau 528,0
15|kBapTan 792,0
16(ron 1080,0
CratuncTtuyeckuin yyet B pexume AC:
17|BBOA CTATUCTMYECKMX OAHHBIX C KOHTPObHOro N1cTa OOVH nncT 0,16
18csomuﬁmamcmqecmﬂyqur|o6v|6n|/|0TeKe(qmcnquTaTeneM, oOHa 027
KHMUroBblAay, NoCeLweHni) Tabnuua ’
onHa
MonoBeaeHne NTOroB CTaTUCTMYECKUX daHHbIX No BubnnoTeke:
Tabnuua
19 |mecsau, 0,27
20 |kBapTan 0,27
21|ron 0,27




CocTaBneHue OTYEeTOB:

NMPUEM MNIAHOBO-OTHYETHbIX AOKYMEHTOB OT CTPYKTYPHbIX

22 |nogpasneneHunin c NpoBepKoi MONHOTbI COCTaBa; COCTaBNeHne OANH 60,0
CBOJHOW Tabnuubl OCHOBHbIX NokasaTenew floKyMerT
CocTaBneHvne aHanMTUYeCKoro oTyeTa: aHann3 0esTeNbHOCTY
nonpasaeneHnii u BubnnMoTekn, oTMeTKa M3MEHEHWIA 3a roa, OnVH OTueT
HanucaHue TekcTa, NnpeacTaBfeHne Ha cornacoBaHue u
yTBEPXOEHME:
23|oTyeT BUbNMOTEKM 3a rog 3980,0
24 |oTyeT OoTOeNa, cektTopa 3a rof 1320,0
25 |MHanBnayanbHbIA OTYET 3a rog 586,0
CocTaBneHne OUHAHCOBbLIX OTYETOB 06 onnarte no BuaamM nNnaTHbIX
yenyr: OLWH OTYeT
26 [3a mecsL 510,0
27 |3a kBapTan 840,0
OtyeT nepen ymtaTensiMm n HaceneHNeM:
onpeneneHne cpoka NpPoBeaeHNs oTyeTa, NOBECTKN OHS,
og|CMIOBELIEHNE O AHE OTHeTa UMTaTened, Hacenevav, BbIMyCK ] OLHO 1580.0
CTeHraseTtbl, 0pOpMIEHNE NPOTOKONA, 3aMEYaHNA N NPeaN0XEeHNAIMeEPONPUATHE ’
yuTaTtenen, HaceneHus, cCoctTaBneHne nnaHa nx peannsaumm
MoarotoBka NPoOM3BOACTBEHHbLIX COBELAHNN
OnpepneneHne NOBECTKU OHS, fpyra y4aCTHMKOB, NOArOTOBKA OLHO
CrnpaBKu, APYrnx MEPONPUATIUIA, NPOEKTa PELIEHNS, ONOBELEHNE coBeLaHme
Yy4aCTHMKOB COBELaHMS, MOAroTOBKA NOMELLEHNS
29 [coBelwaHme paboTHMKOB BMBINOTEKM 320,0
30 |coBelaHne paboTHUKOB oTAeNna 264,0
51 |COBELLAHME NO NTOram MPUHATHIX pPeWweHn C LUeNbto OLLEHKN NX 0LHO 27.0
pes3ynbTaTtoB, NPON3BOACTBEHHbIE COBELWAHNS MO UToram roga coBellaHne
3p|0TEPaTHBHOE CoBELIaHNe (NS peweHns Tekywwmx OJHO 60.0
NPON3BOACTBEHHbIX 3a4ay) coBelaHne ’
OpraHunsaunoHHo-onepaTmeHas paborTa:
43 |ROKyMeHTanbHoe ogoopMeHne pexuma paboTebl oToena OOWH 360.0
(cocTaBneHue rpadgurka paboTbl, 0OTNYCKOB OOKYMEHT ’
34 obecneyeHne KOHTPONS 3a BbiNONHEHNEM NPON3BOACTBEHHOIO OJHO 150
3a[aHu1s N Ka4ecTBOM paboTbl 3agaHve ’
obecrneyeHne KOHTPONS 3a UCMOJIHEHNEM YrNPaBNEHYEeCcKoro T
35 |peweHuns, npukasa, ykaszaHus gupekTopa, 3aMecTutens noicmem 15,0
OVpeKTopa, 3aB. OTAE/IOM
56[33K04EHNE, MPOANEHNE A0roBopa C doupmamum, NpeanpuUaTUSIMU, OOWH 840.0
opraHu3aumsMm, YacTHbIMU NPeanpPUHUMaTENSIMU [0oroBsop
37|cocTaBneHne Kanbkynsaunm UeH Ha nnaTHble YCnyru OAnH 3340,0
DOKYMEHT

38 [BbinncbIBaHWE cyeTa, KBUTaHUNK ORMH 13,4
OOKYMEHT

39 (cBepka onnartbl CHETOB OANH 13,8
DOKYMEHT

Llenonpon3soacTeo:




40 |npuem 1 perncTpauus BXoaswen KoppecnoHaeHUMM OANH 15,0
LOKYMEHT
OLWH
41 |konmpoBaHue / ckaHMpoBaHNE OOKYMEHTOB 15,0
LOKYMEHT
- OLWH
42|oTnpaska / nony4yeHne ¢oakCoBbIX KOMUA OOKYMEHTOB 30,0
LOKYMEHT
43 obecrneyeHne KOHTPONS 3a CBOEBPEMEHHBIM NCMONHEHNEM O4WH 15.0
LOKYMEHTa LOKYMEHT
44|CVICTEMATUZALS 1 NOAWIMEBKA VIE.‘.I'IO)'IHeHHbIX NOKYMEHTOB B OLWH 30,0
COOTBETCTBUWN C HOMEHKNAaTYpon fen LOKYMEHT
Pabota B pexume AC:
45 |perncrtpaumns exonswen KoppecnoHoeHUNN: oAna 15,0
KapTouyka
obecrneyeHre KOHTPONS 3a NCMONHEHNEM OOKYMEHTA: BbIBOA, HA
46 [3KpaH KOHTPOJIbHOWM KapTOYKW; BBOL B HEE MHGDOpMaumn 06 ofdHa 3anucb| 7,0
NCNONHEHNN
peLeHne X039MCTBEHHbIX BONPOCOB (Mogaya 3asiBOK Ha
47 yCTpaHeHne HencnpasHOCTENn paboymx NoOMeLWeHNin, 3akas u oauH Bonpoc| 30,0
NoNy4YeHne KaHUenspCckMx TOBapoOB 1 APYrnux Matepmanos co
cknapa)
BaaumogencTeme Mexay CTPyKTypHbIMU NoapasneneHnsaMu:
4g|COCTaBNEHME 3aNPOCOB, TpeboBaHWiA, NOSICHUTENbHbIX 3aMNNCOK U OLWH 0.0
Cny>XebHbIX 3anncok LOKYMEHT ’
49|M0A@4a 3aMpoCoB, TpeboBaHWiA, NOSCHUTENbHBIX 3ANNCOK 1 OLWH 250
CNy>XebHbIX 3annCoK B NeYaTHoOn popme LOKYMEHT ’
50|10Aa4a 3anpocos, TpeboBaHWiA, NOACHUTENbHbIX 3aMMCOK U OLWH 100
cny>XebHbIX 3anncoK B 3NEKTPOHHO doopme LOKYMEHT ’
51 obecrneyeHne KOHTPONS 3a NCMONTHEHNEM 3anpoCcoB, TpeboBaHWi, OLWH 40.0
NOSICHNTENbHBIX 3aNUCOK M CNyXebHbIX 3anncok LOKYMEHT ’

MpumeyaHne: BpeMsi NpoBeaeHUsl 0TYeTa nepen YntaTensiMum, HaceneHNeM, CoBeLaHunin B
HOPMY BPEMEHW HE BXOAMNT.

2. TunoBsble oTpacseBble HOPMbI TPyAa Ha
PaboThbl, BbIMOJIHAEMbIE B
rocyaapCTBEeHHbIX (MyHUUMMANbHbIX)
bubnmotekax (Ha ocHoBe
AaBTOMaTU3NPOBAHHbLIX CUCTEM
yrnpaBJieHUd npoLeccamu)

2.1. KomnnekTtoBaHne poHO OB
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Hopma
N EovHnua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BPEMEHMU,
n/n N3MepeHmns
MVH.
] 2 3 4
npvem n oTbop AN POHAOB HOBbIX MOCTYMIEHWUIA, NONYYEHHbIX MO oauH
1 |conpoBoaMTENBHOMY LOKYMEHTY - NIUCTY rOCy0apCTBEHHOW OKYMEHT 3,6
perncrpaumm y
OLWH
2 |TexHunyeckasi obpaboTka NOKYyMEHTOB 45
JOKYMEHT
3 |BBOL LOKYMeEHTOB B 6a3y naHHbIx (B1) OAnH 4,5
DOKYMEHT
Tabnuua 24
Hopwm
N EanHuua opma
HanmeHoBaHuMe npouecca, onepaumn. Coctas paboThbl BPEMEHMU,
n/n n3MepeHns
MVH.
1 2 3 4
1 hopmMmpoBaHme 6ubnmorpacy4eckoin 3anncu Ha LOKYMEHThbI Ha oOHa 180
PYCCKOM S3blke (onucaTtenibHas katanornsaums) 3anuncb ’
hopmMmpoBaHme 6ubnmorpacy4eckon 3annucu Ha LOKYMEHThI Ha onHa
2 [MHOCTpaHHbIX EBPOMNENCKMX A3blKax N a3blkax Hapoaos Poccuu, 3aMNCh 27,0
KpOMe pyCcCKOoro (onucaTtenbHas katanornsauus)
hopmMmpoBaHme bubnrorpagomnyeckoit 3anmcu Ha ctaponedyaTtHble onHa
3 |[KHMrK 1 pykonucu (onucaTenbHasg u cogepxarenbHas 3aMNCh 60,0
Katanormsauus)
onHa
4 lnHpekcupoBaHne OOKYMEHTOB (cogepxXaTenbHasa katanornsauus) 3anmch 18,0
5 doopMMpoBaHMe aBTOPUTETHON 3anncu (Ha MeHa nu, onHa 300
HanMeHOBaHMWI OpraHn3aumni) 3anuncb ’
6 (popmmnpoBaHve oaHHbIX B POHO0BOW 3aMnCK OAra 5,0
pM1p 3anucb ’

2.

3. PaboTa c KaTanoramm
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Hopma
N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MVH.
] 2 3 4
onHa
1 [pa3bop kapToyek Ans paccTaHOBKWU B anddaBUTHbIE KaTtanoru 0,2
KapTouyka
_ onHa
PepnakTupoBaHme reHepanbHOro anaBmMTHOro katanora:
KapToyKa
2 |kaTanor - ctapbi psag (oo 2000 roga); 1,0
3 |[kaTanor - HoBbIM pag (c 2000 ropa); 0,5
4 [Karanor - iHocTpaHHbie eBpOonenckmne A3blkn 1 93blkM HAPOLO0B 10
Poccun, kpome pycckoro ’
onHa
5 |pa3bop kapTo4eK o5 pacCcTaHOBKM B CUCTEMATUYECKUE KaTanoru 0,3
KapTouyka
onHa
6 |penakTupoBaHue I'eHepanbHoro cuctemaTtudeckoro katanora (CK) 0,5
KapToyka
- |P&RaKTVPOBaHINE OpUruHan-makeTa 6unbnuorpadpuryeckux aanucei onHa 03
(B3) Ha ogHOYaCTHbIE OOKYMEHTbI KapToyka ’
onHa
8 |penakTuposaHue opuruHan-maketa b3 Ha MHOroyacTHble OKYMEHThI 0,45
KapToykKa
penakTupoBaHue 3anncein Ha e ANHNLbI XpaHEHNS B NPOrpaMMHOe onHa
9 |o6ecneyeHun (MO) No N3BELEHNSM O BHECEHMN N3MEHEHWI B 3anmch 54
Katanoru, nonyyYyeHHbIM U3 TexHonorunyeckoro otaena (TO)
PepnakTtuposaHue 63 peTtpokoHeepcun B 10 (KOHTPONbHbIE NONA onHa
goopmaTta u TekcTta b3): 3anucb
10 |penakTnpoBaHme KOHTPONbHbIX NONen goopmata 5,4
11 |penaktnpoBaHme Tekcta b3 54
1o [PEAaKTVPOBaHNE b6ubnmnorpadpuyecknx 3anuceit (63) B MO onHa 54
(8BegeHue nHaekcos bBK B B3 peTpokoHsepcum) 3anuncb ’
13 gopmmposaHue B3 B 0O ¢ ncnonb3osaHmMem CBOLHOro Katanora onHa 120
6ubnnotek Poccum 3anncb ’
onHa
14 |pepakTnpoBaHne b3 Ha MHOro4YacTHble LOKyMeHToB B 10 3anmch 12,0

2.4. PaboTa c doHOOM
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Hopma

N EovHnua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mMepeHns
MVH.
1 2 3 4

MonrotoBntenbHas paboTa:

o4 HO paboyee

1 [noarotoBka pabouymx Mect 5,0
MEecTO
. OLHa napTms
5 |NONy4EHINE AOKYMEHTOB C BbICTABKY HOBbIX MOCTYNNEHMIA (npwm (100 16.0
yyacTum 4-x 4enoBsek) ’
[OKYMEHTOB)
ofiHa napTums
3 [npweM HOBbIX MOCTYNNEHWI B NPOrpamMme rnepegayu (100 12,0
IOKYMEHTOB)
O6paboTka HOBbIX MOCTYMNEHWIA:
OoLlHa napTums
4 \NnepBUYHbI Pa3bop HOBbLIX MOCTYNAEHWIA (100 26,0
IOKYMEHTOB)
oLHa napTms
5 |pa3bop OOKYMEHTOB A5 ONpeaeneHns paccTaHOBOYHbIX WNGPOB (100 1,0
IOKYMEHTOB)
y OLHa napTms
6 |TPEABapUTENbHAS CCTEMATM3ALMS AOKYMEHTOB rpynnoBoi (100 10
06paboTkn Ans onpeneneHnst NoN0YHOro nHaekca ’
[OKYMEHTOB)
: o4VH
LincppoBka DOKYMEHTOB: [IOKYMEHT
7 |c oBymMa wudppamm (1- "BUpTYyanbHbIn") 1,0
8 |6e3 wndopa 1,8
9 |oocbinbl 3,6
10 (BBOL WKdppa 0,5
LUndpbpoBka LOKYMEHTOB rpynnoBoi 06paboTku: OANH
NOKYMEHT
npenBapuTenbHas cuctemMatusauus (BBo4 nHaekca otpacnm
11 1,0
3HaHusa no Tabnuuam bBK B 3K)
{p|B€TaNbHAs cUCTEMATU3ALNS (8BOA NonoyHoro uHpekca bbK B 10
9K) ,
o O4VH
13|06paboTka LOKYMEHTOB HA MHOCTPAaHHbLIX €BPOMENCKIMX S3blkax 3,6
LOKYMEHT
14 06paboTka 0OKYMEHTOB Ha HaUMOHAaNbHbIX S3blkax HAPO 0B O4VH 45
cybbekToB Poccuiickon denepaumm JOKYMEHT ’
15|nprem n obpaboTka nokymeHToB XVIII - XIX BB. OAVH 8,0
NOKYMEHT
1g[Pvem K 06paboTka 0TEYECTBEHHbIX NEPUOANYECKMX N3AAHNIA N3 O4VH 18
3ana Tekywux nepuogmyeckux naganuin (3TMNN) DOKYMEHT ’
17[MPvem u 06paboTka MHOCTPAHHbBIX MEPUOANYECKNX N3OAHUIA U3 O4VH 18
3TV [OKYMEHT ’
18 [nepewndopoBka OOKYMEHTOB ORVH 27,0

LOKYMEHT




oavH

19|BBoA 6ap-koaa nokymeHta B 9K [LOKYMEHT 2,6
0fHa napTus
20 [nepenaya LOKYMEHTOB B ooHA 6ubnmotekn (Pb) (100 26,0
IOKYMEHTOB)
O6cnyxwnBaHue ymtatenei n aboHeHToB B DB:
y OLHO
21 [BbINONIHEHME TPEeboBaHWiA, NOCTYNMBLUKX MO 3NEKTPOHHOMY 3aKasy 1,0
TpeboBaHune
ofHa napTus
22 [B3aMMopacyeT Co CTPYKTYPHbIMU NogpasaeneHmamm 6monmnoteku (100 14,0
[OKYMEHTOB)
23 |paboTa ¢ 3a40/1KEHHOCTbIO OnVH 1,8
HOKYMEHT
CoxpaHHOCTb (POHIO0B:
o4 [TOArOTOBKA AOKYMEHTOB Ha MUKPOONbMUPOBAHME 1 OLWH 5.4
cKkaHupoBsaHve LOKYMEHT
O0lHa napTus
o5 [Nepenaya LokyMeHTOB Ha MUKPOOUNbMUPOBAHNE U (20 16,0
CKaHupoBaHue
IOKYMEHTOB)
O4WH
Ceepka gooHAa C aNeKTPoHHbIM kaTtanorom (9K):
HOKYMEHT
26 |0gHOYacCTHble OOKYMEHTOB 1,8
27 |MHOrovyacTtHble LOKYMEHTOB 3,6
28 [npoBepka nocTyna K 31eKTPOHHOMY pecypcy OANH 54
LOKYMEHT
[MepeBon 0LOKYMEHTOB B UMGPPOBOM hopmMar:
og|PVIEM / Nnepepgaya nevyaTHbIX N3naHuii U3 oTaena O4WH 09
dooHOoLepxarensa no asToMaTn3MpoBaHHOW NporpamMme nepenay | OOKYMEHT ’
CBepkKa NoyYeHHbIX OKYMEHTOB C 3/IEKTPOHHbIM KaTanorom u
30 |pacnpeneneHne 3aknanok ¢ UMeHeM doarnna rno nevyaTHbIM uo?;::m 3,3
opuruHanam
51 [PACMIPEAENIEHNE NevaTHbIX NOKYMEHTOB MEXAY OnepaTopamu oara napTusi | 55,0
ckaHnpoBaHus (40 LOKYMEHTOB)
32|ckaHnpoBaHMe NeYaTHbIX JOKYMEHTOB B MOHOLBETHOM pPeXume OAna 0,33
cTpaHuua
53 [KONVpOBaHue onepaTopom S/1EKTPOHHOM KOnuu onHa 30,0
OTCKaHMPOBAHHOIO LOKYMEHTa Ha cepsep HOKYMEHT
. oAHa
34 |0bpaboTka 9N1EeKTPOHHOW KOMUN OTCKAHNPOBAHHOMO N34aHms 2,5
cTpaHuua
45 [KONMPOBaHHe onepaTopom 06paboTKy roTOBOW 3NEKTPOHHOW O4VH 30.0
KOMWN OTCKaHNPOBAHHOIO M3naHusi ¢ paboyeit cTaHUMM Ha cepBep |  OOKYMEHT ’
36 Bepugomnkaums (Nposepka ¢ MOMOLbIO A0KA3aTENbCTB) U KOHTPOb O4WH 100
KayecTBa 06paboTaHHbIX 3NEKTPOHHbLIX KOMUA NeYaTHbIX M3OAHUA |  OOKYMEHT ’
37 pacn?sHaBaHme TekcTa mvcosuaHme MOd-cparnnos anekKTPOHHbIX oOVH 35.0
KONUI NeYaTHbIX N3aaHunia LOKYMEHT ’
KonupoBaHue pacno3HaHHbix [10dP-gpainnos 31eKTPOHHbIX KOMWiA onvH
38 |nevyaTHbIX U34aHW B TEXHONOrMYECKYo Nanky AN ganbHeunwemn 6,0

mALNIRIALLT




| |sarpyaku Ha cepsep | morymen

2.5. ObcnyxnBaHne MHOropoaHNX
aboHEeHTOB B LleHTpe AUCTAaHUWMOHHOIO
obpa3oBaHua (LAO) n MBA
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Hopma

N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
1 2 3 4
04Ho paboyee
1 [noarotoeka pabouymx Mect AHO P 42
MEecCTO
MNPOCMOTP 9NEKTPOHHON MOYThl, 03HAKOMNEHME C
o |P P P 04HO coobweHmne | 26,0
NOCTYNMBLMNMM COOBLWEHNAMM
3 |pernctpaums aboHeHTOB oOVH abOoHEeHT 4.5
4 npuem 3aka30B 0T abOHEHTOB Yepes 0OVH 3akas 2,7
aBTOMATU3NPOBAHHYIO CUCTEMbI NOpTana ynpasneHus
nononHutenbHoro obenyxwmeanus (Y .O)
[MpoBepka Mo 3NEeKTPOHHOMY KaTanory Hanvmyins 4OKyMeHTa B
OOVH LOKYMEHT
hoHaax, NnpocTaBneHue wugopa Ha bnaHke - 3akase:
5 |6e3 6bubnmorpadomnyeckoit nopaboTku 3,6
6 |c bubnmorpadpryeckor nopaboTkoi 17,0
- 0OVH peiic (13
7 |npveM OOKYMEeHTOB OT OTAEeN0B dooHaoAepXaTenen A dgE) ( 9,0
8 |noaroToBka M 0POpMEHME 4OKYMEHTOB K Bblaade OOWH OOKYMEHT 2,7
OpMUPOBaHME Kanbkynauum Ha onnarTy ycnyru Ha Bblaay
9 bopmmp ynau yyeny Aaty ofHa cTpaHuua 1,0
KOMuM OOKYMEHTa No 3anpocy aboHeHTa
10 |npoBepka NOCTynneHns nnatexa rno sugam onnarthbl ofHa 3asBka 1,0
erncTpaums Bblgayn JOKYMEHTOB B aBTOMATU3UPOBAHHOM
11 P pau A RoKy P OOWH OOKYMEHT 1,8
cucTeme
12|oTnpaeka 6aHoeponei onHa 6aHpeponb | 4,4
COCTaBNEeHNe ONUCKU NOArOTOBNEHHbIX K OTMPaBAEHUIO
13 - oQHa 3anucb 2,7
H6aHgeponei
TpaHcnopTupoeka 6aHaeponen B nogpasneneHne oTnpaskm
14|P pTvip hF P Aipasa P ofHa napTums 9,0
3akasHblx baHaeponen
15|npuem oOKYMEHTOB, BO3BpALLEHHbIX aDOHEHTaMK OOVH OOKYMEHT 2,8
16|paboTa c oTkasamu OOVH 0TKa3 2,7
OoLlHa KapToyka
17 |opraHnsaums n BegeHne KkapToTek /opnH 6naHk- 1,0
3akas
acrnevaTtka guccepTaumm U3 anekTPoHHo 6asbl guccepTauunii
18 P A prad P A prad OOWH NUCT 1,0
no 3akasy aboHeHTa
19 [KOHTPONDb 3a noraweHnem 3a40/1KEHHOCTH 04VH abOoHEHT 14,0
20 [nouck Henony4yeHHbIx baHaepone onHa 6aHpeponb | 55,0
21 (Bo3Bpat ownbOYHO 3acnaHHbIX LOKYMEHTOB onHa 6aHaeposb 3,5
CnpaBkK 1 KOHCYbTauumn 06 ycnoBusix 06CnyXXnBaHns
g onHa
22 |aboHeHTOB, N0 paboTe aBTOMATU3NPOBaHHOM cucTembl LIOO n 9,0
KOHCYNbTauns

MBA

2.6. CnpaBo4HoO-6ubnmnorpadunyeckoe
obcnyXmBaHume
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Hopma

N EavHuua
HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl BpeMeHu
n/n n3mepeHns
MVH.
1 2 3 4
BbinonHeHne yCTHbIX 6ubnmorpadgnyeckmx CnpasBok:
1 [noarotoBka pabouymx Mect eXellHeBHO 13,0
€XeLHEeBHbIN CTAaTUCTUYECKUIM Y4eT CNpPaBOYHO-
2 . eXenHeBHO 13,5
6ubnmnorpadmryeckoro 06¢cnyXnBaHns ymtatenein
O4WH
N3yyeHne oTpuLaTenbHbIX 0TBETOB Ha Bubnrorpaguyeckme -
3 oTpuuartenbHbln| 13,5
3anpochl C LeNblo BbiABNeHUs bpaka
oTeeT
4 |npuem 3anpoca Ha BbinofHeHne 6ubnnorpagonyeckon cnpasku 0OVH 3anpoc 10,0
O4WH
5 (odpopmneHne KOHTPONbHOrO NMNCTKA MOb30BaTeNs 1,0
nonb3oBaTefb
6 |TemaTuyeckas yctHas bubnuorpadounyeckas cnpaska ofHa cnpaska 17,0
7/ |anpecHag ycTHasa crnpaska ofHa cnpaska 8,0
8 |yTouHsitowas yctHas bubnuorpaduyeckas cnpaska ofnHacnpaeka | 18,0
9 |bakTorpaduyeckas yctHast bubnmorpadcpmyeckas cnpaeka O0JHa cnpaeka 15,0
onHa
KoHcynbTaumn: A
KOHCYnbTauuns
10 |6Bubnuorpadpuyeckas 10,0
11 |opueHTunpytowas 6,0
12|BCnoMorartenbHo-TeXHMYeckas 3,0
13 |6ubnunorpadchmyeckas/ pakTorpaguyeckas cnpaska O Ha crnpaska 12,0
BbinonHeHne nucbMeHHbIX 61bnmorpagnyeckmx CnpasBok:
Npuem n pernctpaumns NMCbMeHHOro 3anpoca B
14 P P pvu P 0JVH 3anpoc 3,0
opraHu3aumoHHoM rpynne
15|oucnetyepmnsaumns NnMCbMeHHbIX 3anpocos B rpynne CBO eXeOHEeBHO 60,0
erncTpauuns 3anpoca B XypHasne yyeta NMMCbMEHHbIX CPaBoK
16° pa P yp y P 0[lHa 3anucb 3,0
rpynnbl CBO
lNMucbMeHHas TemaTuyeckas cnpaska:
TemaTtunyeckas cnpaska 1-oi CTeneHn CNOXHOCTU: 0 25
17 - P A onHa cnpaeka | 1200,0
Ha3BaHWiA, C NPOCMOTPOM 61O NMOrpadoNHeCcKX UCTOYHNKOB
TeMaruyeckas cripaska 2-0 CTerneHu CNOXHOCTU: CBbllle 25
18 |Ha3BaHmi, ¢ NpocMOTPOM BB NMorpacPuYecKnx n TEKCTOBbIX ogHa cnpaeka | 2900,0
NCTOYHMKOB
19 [nncbMeHHas yTo4vHsowas bubnmnorpadunyeckas cnpaska onHa cnpaeka | 360,0
20|nncbMeHHasa agpecHas crnpaska onHa cnpaeka | 120,0
21 [nucbMeHHas pakTorpadpuyeckas cnpaseka ofHa cnpaeka | 360,0
onHa
[MncbMeHHbIe KOHCY NbTaLMK:
KOHCYnbTauuns
22|6ubnuorpaduyeckas 480,0
23 [opueHTupyowas 480,0
24 |KoHCynbTaunsa-Knuwe 240,0
PepnakTupoBaHme BbIMONHEHHbIX MMCbMEHHbIX CPaBOK:
25|agpecHas nucbMeHHas crnpaska 0JHa cnpaeka 9,0




TemaTtnyeckas NMCbMeEHHas cripaska:

OoHa CcripaBka

26 |1- CTeneHn CNoXHOCTU 18,0
27 |2-1 cTeneHn CNOXHOCTH 48,0
28 [yToyHSAOWAaa NMCbMEHHas cnpaska ofHa cnpaska 8,0
29 |pakTorpagounyeckas nuCbMeHHas cnpaska oJHa cnpaska 8,0
perncTpauns BblNnoMHEHHOW MMCbMEHHOWM CNpaBkuy B rpynne
30 [cnpaBoyHo-6ubnnorpaduryeckoro obenyxmusanus (CbO) B ofHa 3anucb 3,0
XypHane yyeTa NMMCbMEHHbIX 3anpoCcoB
31 pervcrpauns Bbll'lf)}'IHeHHOVI NMUCbMEHHOW CnpaBKK B 0fHa 3anVCh 2.0
opraHudaumoHHon rpynne CbO
32|ogpopmneHne n nepegaya / otTnpasneHne oTeeTa 3akasunky 0OVH 3anpoc 12,0
BupTtyanbHas cnpaBoyHas cnyxba:
33 |BupTyanbHaa tematmyeckas cnpaska 0ofHa cnpaeka 18,0
34 |BupTyanbHas agpecHas cnpaska O0JHa cnpaeka 7,0
35 |BupTyanbHas yToyHsaowas cnpaeka O0JHa cnpaeka 18,0
36 [BMpTyanbHas opueHTupyowas crnpaska ofHa cnpaska 6,0
37 [BupTyanbHasa dpaktorpadpuyeckas cnpaska ofHa cnpaska 15,0
38 |ohopmneHre oTBeTa Ha 3anpoc YnutaTens OJHO NMUCbMO 6,0
39|nononHeHne apxmBa BbINOMIHEHHbIX cNpasok ("basbl 3HaHW") ojfHa cnpaska 11,0
40|CKaHMPOBaHMe U,D,OKyMeHTOB n3 gooHpos CbO no 3akasam onnactparnual 3.0
nonb3oBaTenen
KoHcynbTaumm: OoARa
KOHCYNbTauns
41 [6Bnbnunorpaduyeckas 10,0
42 |opueHTupyowas 10,0
43 [KOHCYyNbTauMa-Knuwe 5,0
44 |KOOPAVHALNS 1 BNCMETHEPN3ALVS BbIMONHEHINS BAPTYaNbHBIX OLHO MVCHMO 12,0
crnpasok
Bubnuorpaduyeckoe obyyeHne nonb3oBaTenei: oAra
KOHCYNbTauns
45|meToomnyeckas 10,0
46 [TemaTtunyeckas 15,0
noarotoeka 6bubnunorpadunyeckoro ob63opa / obyyatowero
MEpPONPUATMSA NO METOANKE DOPMUMPOBAHMSA
47 6unbnuorpadpuryeckoit 3anuncu, paboTel ¢ kKaTanoramu, No 0JHO 5400.0
MeToauke 6ubnmorpad4eckoro onmcaHums, MeponpuaTme ’
6B nnorpacnyeckMMm NCTOYHMKaAMM POPMUPOBAHUS CrncKa
nMTepaTtypbl K Hay4Hoi paboTte
4g|nPoBEAEHME 6unbnuorpadpuyeckoro o63opa / obyyatowero 04HO 60.0
MeponpuaTma (no nyHKTy 39) MeponpusaTme ’
SKcKkypcum No ooHAaM U CnpaBoYHO-6MB NMorpadoNyeckom
annaéZTy (CB;\*)) LI,I'SD'C: g e ’ OfHa SKeKypen
49 |noaoroToBKa 480,0
50 |npoBeneHne 60,0
BeneHve cnpaBo4yHo-6Mbnnorpadumnyeckoro annapara:
51 |BeneHune apxmea BbIMOMIHEHHbIX CMPABOK B 3N1EKTPOHHbIA peXuM | ogHa cripaska 8,0




52|BBon KapToTek B 6asdy gaHHbIx (B.1) ofHa KkapTtouka 6,0
BoicTaBo4Has pabora: 0JHa BbiCTaBka

53 pa3paboTka nnakxa OpraHn3aLny v 9KCnoHNpoBaHKs 2160.0
TeMaTU4yeCKOW BbICTaABKU

54 NOAroTOBKa CONPOBOAUTENBHOMN OOKYMEHTALMN K BbICTaBKE, 360,0
aTUKeTaxy

55|MOHTax BbICTaBku 480,0

56 |neMoHTaX BbiCTaBKU 240,0

57 co3naHue auw, 06 bSBNEHNIA, NPOrpaMm 4715 NPOBEAEHNS 60.0
BbICTABOK

MNpuMeyaHwne: npy paboTte ¢ LOKYMEHTaMu Ha MHOCTPaHHbIX EBPOMNENCKUX A3blKax 1 A3blKax
Haponos Poccuun, KpoMe pyccKoro, K HopMam BpeMeHM NPUMEHSeTCs MoBbIWAOLLNI
Koadp puumneHT 1,15.

2.7. HOTHbIe n3aaHna 1 3ByKO3anuncu
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Hopma

N EavnHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHuns
MVH.

1 2 3 4
dopmmpoBaHme bubnmorpagonyeckoi 3anmcu:

Ha rpaMMOCOOHHbIE MNACTUHKM (FPaMnIacTUHKKN) HA PYCCKOM

1 P ® (rp ) Ha py OOWH ONCK 140,0
A3blke (onucaTtenbHasa katanornsauus)

Ha rpaMnnacTUHKM Ha MHOCTPAaHHbIX EBPOMENCKMX S3blkax U

2 |a3blkax Hapogos Poccun, KpoMe pycckoro (onucartenbHas OOVH ANCK 180,0
Katanormsauus)

Ha ayauoaunckax Ha pycckoM a3bike (onucaTenbHas

3 yanonR Py ( OOVIH OUCK 160,0
KaTanormnsaums)

Ha ayamoancKkax Ha MHOCTPaHHbIX eBPOMENCKUX A3blKaX U A3blKax

4 [HapopnoB Poccun, KpoMe pycckoro si3bika (onmcatenbHas O4WH OUCK 220,0
Katanormsaums)

Ha auckax popmarta ayamopannos (onucatenbHas

5 A dop yanod ( OOVIH ONUCK 480,0
KaTanormsaums)

g |H& HOTHbIE N3AAHMS HA PYCCKOM A3biKe (onucatenbHas O4VH 132.0
KaTanormnsaums) NOKYMEHT ’
Ha HOTHbIE U3A4aHNS Ha MHOCTPAaHHbIX EBPOMENCKUX A3bIKaX U _—

7 |a3blkax HaponoB Poccun, KpoMe pycckoro (onucaTtenbHas OKYMEHT 140,0
Katanormsauus) y
CnpaBo4HO-6mbnuorpaduyeckoe 06cnyXXnBaHme B YNTaNbHOM
3ane
BbinonHeHme ycTHOI 61Mbnnorpadmnyeckoi cnpaskm

8 |npvem 3anpoca Ha BbiNoHeHe Bubnnorpadnyeckol cnpaskm OLWH 3anpoc 6,0

9 |TemaTuyeckas yctHas bubnuorpadomnyeckas cnpaska ogHa cnpaeka| 20,0

10|ycTHas agpecHas bubnuorpaduyeckas cnpaska ogoHa cnpaeka| 12,0

11|yTouHsiOWas yctHaa bubnuorpaduyeckas cnpaeka onHa cnpaska| 22,0

12|dbakTorpaduryeckas yctHas bubnumorpadguyeckas cnpaska ogHa cnpaeka| 18,0

onHa
KoHcynbTaumn: A
KOHCYNbTauus

13 |6ubnuorpadpuyeckas 10,0

14 |opueHTnpytowas 3,0

15[BCcnomMorartenbHO - TeXHUYyeckas 6,0
BblinonHeHne nucbMeHHbIX 6B nnorpadnyecknx cnpaBok:

NpUeM 1 perncTpaumns 3anpoca B KHUre yyeta nmcbMeHHbIX

16 P P paul P y onHacnpaseka| 15,0
6ubnnorpadnyeckmnx cnpaBok
N3yyeHne 3anpoca, ycTaHOBIEHNE NN YTOYHEHNE S/IEMEHTOB

17(43Y P x y ofHa cnpaeka| 900,0
616 nmnorpadpnyeckoin 3anmncu
BeneHue cnpaBo4Ho-6ubnnorpadmnyeckoro annapara:

onoHa
18 |odoopMneHne KapToukn Ona KapToTek 16,0
KapTouyka
cosnaHue bubnuorpadudyeckoit 3anucu (63) Ha cTaTby NO My3blke

19 A pac (63) y onHa 3annucb 8,0

N3 OOKYMEHTOB, HE COOTBETCTBYIOWMX NPOGUIIO
onHa
20 [BeneHune kapToTek A 1,0

KapTouka




2.

8. PaboTa c ninTepaTypomn rno

bubnnotekoBemeHuto,
bunbnmnorpadoBeneHnNo N KHUTroOBEOEHNIO

Tabnuua 30
Hopwma
N EovHnua P
HaumeHoBaHme npouecca, onepaunn. CocTtas paboThbl BPEMEHMW,
n/n N3MepeHuns
MUH.

] 2 3 4
O6paboTka HOBbIX MOCTYNNEHWA B NporpaMMHoM obecnedeHun (MO):

1 [Tprem Hosbix NOCTYNNEHWUIA OTEYECTBEHHbIX JOKYMEHTOB B O4VH 05
AuncrneTyepckor nporpamme nepenayu LOKYMEHT ’

o [MPYIEM HOBBIX NOCTYNNEHWIA HA MHOCTPAHHbIX EBPONENCKNX A3blKax M OLWH 10
A3blkax Hapo,goB Poccun, Kpome pycckoro JOKYMEHT ’

3 obopMneHne KapToyKn Ha JOKYMEHT Ha PYCCKOM A3blke ANS onHa 80
KaTtanoros 1 kapToTek obnactein (OBJ1) KapTouka ’
0OOpMJIEHME KApPTOYKN Ha JOKYMEHT Ha MHOCTPAHHbIX €BPONENnCcKmX onHa

4 |a3blkax u a3blkax HapogoB Poccun, KpoMe pycckoro, Ans katanoros 10,0

KapTouka
n kaptotek OBbJI
onHa
5 |AHanntuyeckoe onucaHne gokymeHTtos B MO 12,0
cTatbs
O6cnyxwnBaHue Nnonb3oBaTeselt; BUpTyanbHas cnpaBoyHas cnyxoa:
OLWH
6 |npuem Gubnuorpacdunyeckoro sanpoca YaTaTens 3,0
3anpoc
onHa

7 [BMpTyanbHasa Temartmyeckas crnpaska 54,0

crnpaska
oAHa

8 [BupTyanbHas agpecHas crnipaska A 18,0

crnpaska
onHa

9 [BupTyanbHasa yToyHSaoWas cnpaska 26,0

crnpaska

10 |BMpTyanbHas pakTtorpaduyeckas cnpaska oana 20,0

crnpaska
OLHO
11 [odpopmneHme oTBeTa Ha 3anpoc ynutaTens 10,0
NNCbMO
" o onHa
12|nononHeHne apxmea BbIMNONHEHHbIX CNPaBokK ("basa 3HaHui") 10,0
crnpaska
€XeJOHEeBHbI CTaTUCTUNYECKUI YYeT CnpaBoYHO-

13 A y P o exenHesHo| 12,0

6ubnmnorpadmryeckoro 06CnyXnBaHns Ymtatenen




2.9. O6bpaboTKa oNTUYECKNX KOMMAKT-
OVUCKOB B o6pa3oBaTesibHbIX
31eKTPOHHbIX pecypcax (O3P)

Tabnuua 31
Hopma
N | HanmeHoBaHwme npouecca, onepaumn. Coctas
E onHnua namepeHuns BPEMEH,
n/n paboThbl
MVH.

1 2 3 4

{ |[nonydeHme n nocTaska ONTUHECKNX KOMNAKT- OLHa NapTvs AOKYMEHTOB 30.0
IVCKOB (100 gunckos) ’

o [MP1em HoBbIX MNOCTYN/IEHWIA ONTUYECKUX OLHa NapTvs OOKYMEHTOB 60.0
KOMMNakT- ANCKOB (100 ouckos) ’
CYMMapHbIA y4eT KOMNakT-ANCKOB (Mo

3 y P y - a ( ofHa napTusa LOKYMEHTOB 7,0
yCTaHOBNEHHOM chopme)

4 |MHOMBMAOYaNbHbIA y4eT KOMNaKT-OUCKOB o[lHa 3anncb 1,0
TexHu4yeckas obpaboTka ONTUYECKUX KOMMNAKT-

5 OOVH OOKYMEHT 2,0
LOVCKOB

6 |wungoposka nokymeHToB B moayne MO OOVH OOKYMEHT 1,0

2.10. PaboTa c YnTatTenamMm

Tabnuua 32



Hopma

N EavHuua
HaumeHoBaHmne npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHns
MVH.

] 2 3 4
3anncb nonb3oBaTtens B 6ubnmoTeky, pabota c yitatenem B
YnTanbHOM 3ane:
noaroToBka paboymx MECT NONb30BaTeNEen N 06CNy XMBaOWEro

1 [nepcoHana: npoBepka TEXHNYECKOr0 COCTOSHNS CETEBOrO oauH MK 2,0
obecrneyeHns 1 napka BblYUCIINTENBHON TEXHWKM; BKOYeHne MK
NPUHSATME Mep no nukeuaaumm cboes B paboTe MK, B paboTe ceTn,

OTCYTCTBMS AocTyna k 6ase AaHHbIX NoNb30BaTeNew;

5 NHOPMMPOBaHNE COOTBETCTBYHOWMX CNyX6 0 cbosix; npoBepka o c6oit | 10,0
HEeNCNpPaBHOW TEXHUKN; comkcaumnsi cboes B TeTpaam yyeTa ’
yKasaHueM xapakTepa HeMcnpaBHOCTY 1 BpeMEHN Havana cbos;
nocne ycTpaHeHnsa Henonanku oTMeTKa BPEMEHU €€ yCTPpaHEHNS
NPOCMOTP OOKYMEHTOB ynTatens (nacnopT, yooCTOBEpPEHUe,

3 [nopyunTenbCTBO), NPOBEpPKA HANMNYUS YYETHO-PErUCTPALMOHHON qmigr:nb 3,0
KapToyku yntaTtens

4 3anonHeHne popMynsapa ymtatens, y4eTHO-perucTpaumnoHHom OLWH 50
KapTOu4Kku, YyataTenbckoro buneta KOMMANeKT ’

5 O3HaKOMJIEHNE YnTaTeNs C NpaBunamMm Nonb3oBaHms 6MHNMOTEKON, OLWH 6.0
pacnonoxeHnem ooHaa, CNpaBoOYHbIM annapaTom ynTaTtesnb ’

6 nonbop v paccTaHoBka no Homepam 6uneTos, ancasuty hammnnii onHa 50
yntaTtenemn y4eTHO-perncTpaumMoOHHbIX KapTodek KapTouka ’
OCYLLECTBIEHNE KOHTPONS 32 BO3MOXHbIM HANMMYNEM OaHHbIX O

7 |lduTaTtene Kkak HapywuTtene, (MMwWeH npasa nosfib30BaHus); BeeHune OAnH 0,5
(W perynapHbIn MPOCMOTP) KAPTOTEKM YuTaTenen-HapywmnTenem aTarens
[Mepepernctpauns yntatenein:

MNOUCK GoopMynsapa (PerncTpaumMoHHON KapTOYKN) YutaTens;
BHECEHWNE U3MEHEHWI B HUX M B YATaTenbckune buneTol (yTOYHEHME

8 |aHKeTHbIX OaHHbIX, HOBOrO YATaTENbCKOro HOMEepa, AaThbl Ka%ﬂgika 2,0
nepeperucTpaumm) c BeOeHNEM KapTOTEKM HayYHbIX TEM U TEKYLLNX
N3MEHEHUIA (NoNyYeHne 3BaHunia, nybnukaumm, napbl)
3anucb (nepepernctpaums) yatatenen B aBToMaTn3MpoBaHHOM
pexuvme:

- OLWH
9 |cbeMka poToKkaMepolt Ana YntaTenockoro buneta 0,5
noceTuTenb
0oOpMIIEHME KOda YATATENS C KOHTPONbHBIM Pasps4oM 1 CPOKOM

10 |{noNb30BaHMa YnTaTENbCKUM OUNETOM, HA OCHOBE BblOaHHOM ORMH 0,4
MHEDOPMALIM noceTuTenb

11 [BblA@Ya Ha MpUHTEP CBeOEeHUI 0 3anncaBlIeMCs yutartene B Buae OLWH 04
ynTatenbckoro buneta noceTutenb ’
Habop Ha knaBuaTtype cBeaeHuiA 0 YntaTene: amunns, nms,

12|0T4eCcTBO, XapakTepuayrowme ero npmaHakm (obpasosaHue, ORNH 2,0
cneumanbHOCTb), KoL, HOMEp YnTaTenbckoro buneTa; PoToCbeEMKA roceTuTent
OCYLLECTBIEHNE KOHTPONS 32 BO3MOXHbIM HANMYNEM OaHHbIX O

13|unTartene, 3anvcasliemcs B 6MbNMOTEKY (paHee 3anuncaH, NuileH OANH 2,0

noceTuTenb

npasa nosib30BaHNns)




0CPOpMNEHNE YNTATENBCKOr0 bunetac HOMEpPOM 1N CPOKOM

14|nonb30BaHNS YNTATENbCKMM BMNETOM HAa OCHOBE BblOaHHOW oavH bunet 1,0
nHdopmauumn
BblAa4ya Ha NMPUHTEpP CBEOEHU O 3anncaBLEeMCs yiTaTtene
15 NpoBeLEeHVE PaaM0YaCTOTHOM MOEHTUMPUKALNN YUTATENbCKOr0O oOuVH 50
buneTta; NpoBeOeHNe OEeHEXHOro B3anmopacyeTa ¢ Nonb3oBaTeneM [MoceTuTenb ’
Yyepes Kaccy
oOuvH
YnaneHHas 3anucb:
noceTuTenb
cBepKa [LaHHbIX perncTpaumoHHON KapTOYKN, CKaHUPOBAHHbIX KOMUIA
16|c nacnopTa 1 gopyrMMm 4OKyMeHTaMu Nonb3oBaTend n 2,0
NoATBEPXOEHNE 3asBKN
17 ogoopMmieHne forosopa-odpepThbl HA NpenocTaBneHne noctyna K 3.0
3NEKTPOHHbIM pecypcam bubnmoTeku ’
18 Habop Ha KnaBmaType OaHHbIX, ON5 3aroNIHEHUS! 0Or0BOpPa, BbIBOA
[0rosopa Ha npuHTEp, NoANNCb N1ua, 3ak4yaBlWero orosop
0goOpMIeHME BXO4a-BbIx04a YiTaTens n3 6mbnmoteku:
19 |ckaHMpoBaHMe NOCTOSAHHOrO YMTaTEeNbCKOro GuneTa, Bbloada OANH 2,0
noceTuTenb
KOHTPOJIbHOr O NncTKa
BbinonHeHne TpeboBaHuii nonb3oBaTenen, Bblaava LOKYMEHTOB U3
cneumnanm3mpoBaHHoOro ooHaa:
20 nonyyeHve TpeboBaHMs Ha JOKYMEHT N3 OCHOBHOIO XpaHeHs, 0OHO 10
NpoBepka NpPaBuIbHOCTM 3arnoNHEHUs! TpeboBaHUs, permcTpaums TpeboBaHue ’
- ogHo
21 [pasbop TpeboBaHwMii No sipycam, paccblnika no NHeBMONoYTe 10,0
TpeboBaHue
nonydyeHve TpeboBaHMs Ha JOKYMEHT; NpoBepKa NpaBMIbHOCTH
22 [3anonHeHus TpeboBaHus; pernctpaums, nopaboTtka TpebosaHns; OAHO 10,0
nonbop no wudpam B crneumannm3mpoBaHHOM poHae TpeGosatine
3 NOAroToBKa 1 0pOpMNEHNE 0TKA30B 1 NepeHanpaBneHnii; oTnpaska 0OHO 50
TpeboBaHWii C 0TKa3aMm 1 nepeHanpasnsieMbiMn TpeboBaHUSIMU TpeboBaHue ’
o4 [TOMICK AOKYMEHTA B doHIe, oTMeTKa Ha TpeboBaHUN, KHUXHOM oOuH 50
doopmMynsape, ANCNeTY4epPCKom ceTke JOKYMEHT ’
o oOuVH
25|TpaHcnopTmpoBKa / gocTaska n3gaHusa n3 qooHaa B YutanbHbl 3an 8,0
JOKYMEHT
26 TpaHCNopPTMPOBKa / 4OCTaBKa n3gaHusa n3 ooHaa B YmtasnbHbIi 3an 45.0
(yoaneHHoe xpaHunuue) ’
57 |VCT@HOBKA MECTa HaX0XAEHNS HeHageHHoro ookyMeHTa no 6asam oOuH 50
1 6aHKaM OaHHbIX, CPaBOYHbIM KapTOoTeKaM, kaTanoram OOKYMEHT ’
BblAaya OOKYMeHTa 13 crneumann3vpoBaHHOro qooHaa yitarternto;
OTMeTKa Ha KHUXHOM doopMynsipe / TpeboBaHun; 3anncb
o8 JOKYMEHTOB B YATATENbCKYIO KAPTOYKM (BKNAQHOM NNCT); 9TMeTKa B oOuVH 15
KHWre 3aka3oB; 0TMEeTKa O Bblgaye B aBTOMaTU3NPOBAHHOM CUCTEME | LOKYMEHT
(U3MEHeHMe cTaTyca u3faHuns) NyTEM CYATbIBAHUS WTPUX-Koaa
JOKyMeHTa
NPUEM OOKYMEHTA OT YATATENS; NOUCK KOHTPOIbHOIO INCTKA
nonb3oBaTens, TpeboBaHuii; NPoOBEPKa COXPAHHOCTWN LOKYMEHTA;
29 noraweHne OTMETKM O Bblgaye Ha KOHTPOJIbHOM NUCTKE ) OOVH 15
NoNb30BaTeN4; NoraleHne Bblgayn B aBTOMaTU3NPOBAHHOM CUCTEME | LLOKYMEHT




(M3MeHeHMGCTaTycaM3ﬂaHMﬂ)ﬂyTeMCHMTHBaHMﬂlﬂTpMXKOﬂa
OOKYyMeHTa

Bbldadva AOKYMeHTa 13 akcnoauumm myses kHuru (MK) cotpyaHuky
cekTopa XpaHeHus ANs BblAayn YATaTeNto; CHATUE BUTPUHbI C
OXpaHbl NO 3BOHKY Ha NY/NbT OXPaHbl; BCKPbITUE BUTPUHbI; BblEMKA

O4uH

30 KHUMM N3 BUTPUHBI; 3aKPbITE BUTPUHbI; NOCTAHOBKA BUTPUHbI HA DOKYMEHT 40,0
oXpaHy; goukcaums sbigaym B "XypHane Bblgayun” matepuanos uns
akcnoauumm MK
NPUHATUE OOKYMEHTa OT yutatens; nouck aanucu B "XypHane

31 Bbl4a4yn"; noraweHne 0TMETKN O BblAaye; CHATME BUTPUHbBI C OXPaHbl OOuH 30,0
MO 3BOHKY Ha NyNbT OXPaHbl; BCKPbITUE BUTPUHbI; BO3BPAT KHUMM B DOKYMEHT
BUTPUHY (MOHTaX); MOCTAHOBKA BUTPUHbI HA OXpPaHy
npuem TpeboBaHwWii OT Yntatenein B Hay4Ho- uccnenoBatebCkoMm

o _ OIWH pas B

32|otgene pykonucein (HWOP), nposepka kayecTsa Ux 3anonHeHUs; 30,0
POCMUCb B KHUre pernctpaunm TpeboBaHmi AeHb
03HaKoMNeHue ¢ TpeboBaHNeM, yTOYHEHNE MECTA XPAHEHNS MO
TOonorpadouyeckomy ykasaTento; BbleMka e ANHNL, XpaHeH s (ea.xp.)

3313 KGPTOHA, PasMELLEHNE B KAPTOHE KapTbl-3aMEHNTENs; poBepka | eAnHULA 30
COOTBETCTBUS WMdpa 1 3aronoska Ha 06n0xke n B TpeboBaHuK; XpaHeHuns ’
nposBepka oru3n4ecKkoro COCTOAHNSA en.xp.; opopmneHme nucra
NCNO/b30BaHMWS, 3aM0J/IHEHNE KHUTW BblOayun
npoBepka nucraxa en.xp. npv Bblaaye, yctaHoOBEHNE HANIMYHOTO

34 [nucTaxa c 3anucbio B 3aBepMTEIbHOM NINCTE U Ha 06N10XKe, OOWH NnCT 0,2
OTMeTKa B 3aBepuUTE/IbHOM NUCTE O NpoBepke
npoBepKa nucraxa npu Bblgaye ¢ nepeodopMneHnem

35(3aBepuTeNbHOro NMcTa ¢ ykasaHueM Bcex 0cobeHHOCTEl OOVH nnCT 0,3
XPpaHSAWMXCA B e4.XP. JOKYMEHTOB
npoBepKa nncTaxa nocne Bo3BpalleHns en.xp. U3 YntanbHoro 3ana

36((43) nnn ot cotpyaHukos; ansa OL, ¢poTo, aBTorpagoos, OOVH nncT 0,2
KONNEKUMOHHbIX LOKYMEHTOB - 06s3aTenbHa
Hymepauusa n nepeHymepaumns nicToB rnpu Bblaaye en.xp. ons

37 |Mcnonb30BaHnA C COCTaBNEHNEM Pa3BEepPHYTOro 3aBepuTeibHOro O4WH NuCT 0,3
NMCcTa C BbIHECEHNEM BCeX 0COBEHHOCTEN LOKYMEHTOB

38 wncppoBka 06N0XeK en.xp.; CBepKa 3arofioBka efi. Xp. C ONUChIO; eanHuua 55
npocTasneHve wramna HNOP u ero 3anonHeHve XpaHeHuns ’
ogoopMmeHne 0610XeK (0T pykun): pa3nnHOBKa NOBEPXHOCTH

39 06N10XKW; HanncaHme Ha 06110XKe HanmeHoBaHWsa poHAa, eanHuLa 6.0
3aronoeka efn.xp., KpamHux gat, KonnmyecTsa NMMCTOB U JOKYMEHTOB B | XpaHeHUs ’
COOTBETCTBUU C ONUCHLIO

40 |PVIEM 1 TPAHCNOPTMPOBKA eA.XP. 13 43 B xpaHunuue v n3 eanHuua 150
xXpaHunuwa B 43 XpaHeHuns ’

2.11. Bblaia4ya KOMMJIEKTOB OOKYMEHTOB
BO BpeMeHHOoe noJjib30BaHune
nogpasgeneHnam onbmoTeku




Tabnuua 33

nepenadu; noraweHmne OTMETKM O Bblaade B KHUIe Bbloa4yun; nepenada

L0OKYMEHTOB Ha cbpocky

Hopma

N EanHuua

HanmeHoBaHMe npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3MepeHns
MUH.
1 2 3 4
.| oaHa

1 0POpPMJIEHNE 3a5BKMN /aKTa Ha KOMMNNEKT AOKYMEHTOB, NepeaBaeMbli sasBKA 30.0
B CTPYKTYpHOE noapasgeneHve KT ’ ’

5 noLbop LOKYMEHTOB B KOMNEKTbI; PErMCTpaLms BblAaHHbIX OAVH 10.0
LOKYMEHTOB B y4€THbIX 0OpMax KOMMNEKT ’
BblAaya KOMMNEKTOB LOKYMEHTOB; OTMETKA Ha KHUXHOM chopMynsipe

3 (MHOVKaTopeE) AaThl BblAa4yn, AaHHbIX NOAPA3AENEHUS, NONYyYatoWero OAVH 50
KOMMNMEKT; OTMETKA B KHUre BblAauv AaTbl BblAauu, JaHHbIX KOMMNEeKT ’
noapasaeneHns, Nonyyarowero KOMMNAEKT; 0TMeTKa B AKTe nepenaym
NONyyYeHne KOMNNEKTOB AOKYMEHTOB OT CTPYKTYPHbIX
noapasaeneHnii; NOMCK KHUXHOro coopmynapa (nHoukaTtopa);

4 [TOraweHme 0TMETKM O BblAAUe, BNOXEHME ero B JOKYMEHT; MPOBEPKa,|  OAUH 18.0
Jo13NYECKOr0 COCTOSHUS, NepecyeT NUCTOB, CBepka C AKTOM KOMMNnexkT ’

2.12. ObcnyxmBaHmne nosib3oBaTenen
OOKYMEeHTaMN B YNTaJIbHOM 3aJsie, 3aJie C
rmbépunaHbIM 06CNy>XMBaHUEM, 3asie
3JIeKTPOHHbIX pecypcoB, 3ane
"MIHTepHeT", 3ane cneunajn3npoBaHHOro
oTaena. [lpnem 3aka3oB Mo TeJsie(POHY U3
ropona

Tabnuua 34



Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHu
n/n n3mepeHns
MVH.

] 2 3 4
O6cnyxunBaHme nonb3oBaTtenen budbnnoTekn
NpoBeLeHNe KOHCy nbTaumm, 6ecenibl ¢ YaTaTenem no npasunam
o6CcnyXunBaHms B YynTanbHOM 3ane 1 NpefoCcTaBnseMbix ycnyrax, no

1 |ncnonb3oBaHUo cnpaBoYHO-OMBIMOrpadhyeckoro annapara u q;g:‘:ﬂb 3,6
JPOHO0B, 3NEKTPOHHbIX PECYPCOB, UHDOPMUPOBAHWE YuTaTens o
HOBbIX NOCTYMNNEHNSX

5 KOHcynbTaumm no paboTe ¢ MK B untanoHom 3ane, no paboTe B OLWH 20
3NEeKTPOHHOW Bubnnoteke ynTaTtesnb ’
NprveM 3akaso0B Mosib3oBaTenein Ha n3gaHns N3 OCHOBHOMO

3 |KHUroxpaHunuwa; npoBepka NpaBuIbHOCTY 3an0NHeEHNS TpeboBaHUs; 2222; 1,0
perucTpauuns

OLWH

4 |npveM 3akas3oB rno TeneoHy n3 ropoaa 5,0

3akas

5 [10Ny4EHME NOKYMEHTA, 3aKa3aHHOTO YnTaTenem e OLNH 09
crneumannu3vpoBaHHOM poHAe / YuTanbHOM 3ane HOKYMEHT ’

6 paccTaHoBka n3paHuin Ha 6poHenonkax YTanbHOro 3ana, OLWH 0.4
NOCTYNUBLLNX U3 KHUFOXpaHUnuLa rno 3akasam nonb3osaTtenei DOKYMEHT ’

2 nonbop LOKYMEHTOB Ha BpOHeNnonke, 3akasdaHHbIX U3 OCHOBHOTO OLWH 047
KHUrOXpaHunua; nepegaya Ha kadgenpy sbloadn LOKYMEHT ’

8 nonbop LOKYMEHTOB B N0ACOOHOM (DOHLE YNTANbHOrO 3ana; OLNH 20
nepenaya Ha kagoenpy Bbloayn NOKYMEHT ’

9 nonbop NOKyMeHTa B XpaHeHUn cneumannavpoBaHHOro hoHAa; OLVH 100
oTMeTKa Ha TpeboBaHuK; Nnepefadya AOKyMeHTa Ha kadpeapy Bbloayn | AOKYMEHT ’

10 |odoopMmneHve BblgaHHOro amncka oouwH gmnck| 5,0

11 perncTpauns B KOMNbIOTEPHOM NPOrpamme, NpocYeT NUCTOB U OLWH 90
OU3NYECKOro COCTOSHNSA OOKYMEHTA LOKYMEHT ’

12yCTaHOBKaMeCTaHaXOXﬂeHMHHeHaMﬂeHHOH)ﬂOKyMeHTaHO OLWH 22,0
CMpaBOYHbIM KapTOTEKaM, Katanoram, permctpaums 0Tkasos LOKYMEHT
noLbop YTATEeNbCKUX KAPTOYEK ANS BNUCbIBAHMS LOKYMEHTOB Ha onHa

13 |Tekywmin oeHb; nognucaHne KapToyek y 3as. OTAENOM O J0onycke B 10,0

KapToyka
otanen HNOP
Bbldaya OOKYMEHTa YATaTenNo: CBepKa BblAaBAEMOro 4OKyMeEHTa C
ynTaTenbCckuM TpeboBaHMeM; NPOBEPKA HANMMYMS CTPaHWLL / KaapoB —

14 |Mukpopmnbma, MUKpoouLL, coaepXaHne KOMNakT ANCKa; 1,8
CUNTbIBAHME WTPUX-Koda (Npu 9NEKTPOHHOM 3aKka3se) B Moayne AOKyMeRT
"umpkynauma" 3K; oTMeTka KHUroBblgaym Ha KOHTPO/IbHOM NIUCTKE
NpUeM OOKyMeHTa OT YntaTens: cBepka ero ¢ TpeboBaHvem
(KOHTPO/IbHbIM IMCTKOM), NPOBEPKa COXPaHHOCTN OOKYMEHTA, —

15|Hannuns ctpanuy / Kagpos MUKPOOUNbMa, MUKPOOULL, codepXaHne 1,5
Auncka, CYMTbiBaHUe WTpux-koaa (npv aneKTpoHHOM 3akase), AOKYMEHT
BHECEHUWE OTMETKU O NpMeMe Ha KOHTPOJIbHOM NIUCTKE
nepenaya / TpaHCNopTUPOBKa / AoCTaBka AOKYMEHTa, CoaHHOr o -

16 [ynTartenem, B cneunanmna3vpoBaHHbIi POHAO; OTMETKA O 1,0

LOKYMEHT

B3amMopac4eTe O6CJ'IY)KI/IB8.HVI$| N KHUTOXpaHeHns




BbIACHEHWME MO NoBOAY 3aka3a \ npoaneHmne cpoka nob3oBaHuA

o4ovH

17 1,0
JOKYMEeHTaMu no TenedoHy 3anpoc

{g [BbISiCHEHME MO NOBOLY 3a|<a3avm NpoAfieHne cpoka rnosib3oBaHns OOWH 2.0
JOKYMEHTaMM Mo 3NeKTPOHHOW noyte 3anpoc

19o6ecne--|eHv|eKOHTponﬂsachKaMMnonbsoBaHmmemeHTaMMV|3 OLWH 0.8
oTnena xpaHeHus 3anpoc
NpoANnieHne cpoka Nosib30BaHWUS OOKYMEHTA: MOUCK KapTOouKu; Ha OnVH

20 (BHeceHMne 0TMETKM O NPOANEHUM CpOKa NONb30BaHNSA; NPOLANEHME MO 30,0
Tene@oHy fieHb
npoBepKa 3a40/1KEHHOCTN YATa bHbIX 32/10B OTAENY XpPaHeHUs, —

21|cBepka npenbsBNEHHOM 3a40/1KEHHOCTU C OOKYMEHTaumemn [LOKYMEHT 5,0
ynTanbHOro 3ana

59 paboTa c 0TKa3aMu; KOHTPO/b CPOKOB MOCTYMNEHNS OTKA30B; OLWH 08
npoBepka 060CHOBAHHOCTM O0TKA30B; y4eT OTKA30B oTKas ’
Bblgaya konum fokyMeHTa n3 anekTPOHHON 6ubnmoTekn,
peann3oBaHHOM B CUCTEME 3aLNLEHHOro NPOCMOTPa, No 3anpocy
nonb3oBaTens:

OLWH
23 |opopMeHne 3akasa Ha KonupoBaHue 2,0
3anpoc

24 |pacrneyaTka OOKYMEHTOB MO 3anpocaM nosb3osaTtenem O4WH NUCT 1,0
3/1eKTPOHHOE KOMNMMPOBaHME: NOMCK AOKYMEHTa, COXpaHeHHOoro
nonb30BaTeneM; Nnposepka gpanna onga KonnpoBaHus, 3NeKTPoHHoe onvH

25 [konupoBaHue; NpoBepka, Bblgaya HoCUTeNs Nonb30BaTerto; no 3anpoc 10,0

3anpocy Nnosb3oBaTens - 3an1cb Ha ONTUYECKUIA KOMMAaKT-aNCK
onbnnoTekmn

2.13. BHYyTpeHHAda paboTa

Tabnuua 35




Hopma

N EnnHnua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MUH.
] 2 3 4
MoaroToBka K Bblaaye OOKYMEHTOB:
1 npoBepka BPOHENONoK C OTNOXEHHbIMU LOKYMEHTaMu (No HoMepam Ha OOVH 100
yntTaTenbckux 6uneTos, N0 Cpokam) NeHb ’
OOVH
2 |cbpocka OOKYMEHTOB (Mo cpokam) a 0,2
JOKYMEHT
paccTaHoBKa (OOpPMySapPOB YnTaTenen (No cpokam, Homepam, —
3 |andasuTy, Wngpam); pacctaHoBKa KOHTPO/bHbIX IMCTKOB chopMyns 0,3
nonb3oBaTtefier No Homepam PMynAp
4 nonBeaeHne NToros paboTbl 3a NPOLWeAWNiA OeHb; BHECEHME 3anncy | Ha oauH 120
B AHEBHWK / NUCTbI yyeTa OeHb ’
5 nonbop LOKYMEHTOB MO NpeaBapuTeNbHbIM 3aKkasam Yitatenei un OOVH 100
nnaHaMm 4teHus JOKYMEHT ’
< OOVH
6 [NPOCMOTP HOBbIX MOCTYMNNEHUA ONA PEKOMEHAALNN YATATENSAM 3,0
LOKYMEHT
2 NpocMOTp (NpoBepkKa NPaBmMIbHOCTM PACCTAHOBKW) KHUM OTKPbITOrO Ha OOVH 50
joctynaB 43 neHb ’
- Ha OOH
8 |npoBepka Hannumns onucer B yutanbHom 3ane HNOP ARy 60,0
Henento
Ha OOVH
9 |3anonHeHue NUCTOB 3a40/1XKEHHOCTH 5,0
OeHb
< OOVH
10 [npoBepka BblAAHHbIX U30aHUA NO NUCTaM 3a40/1KEHHOCTU 1,0
OOKYMEHT
PaboTa c oTkasamu:

11 y4yeT 1 Knaccudoukaumsa oTkasos: OTMETKa Ha NIMCTKE YATaTeTbCKOro OOVH 02
TpeboBaHMa NPUYMHbI 0TKa3a oTKa3 ’
12nposeneHmeHOMCKaAOKymeHTaxncynneymuwrono OOVH 40.0
HeyCTaHOBJIEHHOM NpuYnHe OOKYMEHT ’
13 paccTaHoBKa YnTaTenbCKux TpeboBaHuii B kKapToTeke onoHa 03
"HeyO0BeTBOPEHHbIN cnpoc” KapTouka ’
14_aHanmsoTKa3OB,COCTaBneHmeCBonKmOTKasoB(nonpquHaMOTKaaa onHa 16.0
N Mepam Ux NUKBUIZaUUN N npeaynpeXxXaeHns) cBoaKa ’

cocTasneHme 6ubnmorpagonyeckoro onNucaHns Ha LOKYMEHTHI, onHa
15|Mmetowme Hanbonbliee YACNO 0TKA30B; Nepeaaya KapToukm B 0TAeN KaDTOUKA 2,4

KOMMNNEeKToBaHUS P

COCTaBJ/IEHNE KapTOTEKN 0TKa30B, MPOBEPKA M NOUCK MO PoHAY, onHa
16|0TMeTKa B (popMynape 1 B KapToTeke 0TKA30B Mo pe3ynbraram kapTouKa 54,0

NPOBEpPKY




2.14. ObcnyxunBaHue no
MexbnbnmotedHomy aboHemeHTy (MBA).
Obcny>XnBaHme No MeXXaAyHapoaHOMY
MexxbnbnmnoteyHomy aboHeMeHTy
(MMBA)

Tabnuua 36



Hopma

N EavHuua
/i HaumeHoBaHmne npouecca, onepaunn. Coctas paboThbl naMEpeHIs BpeMeHU
MVH.
1 2 3 4
Mpuem 3aka30s.:
1 [peructpauust aboOHEHTOB B aBTOMATU3NPOBAHHON CUCTEME oovH 3akas| 10,0
o |Pem 3aKasos OT 3apybexHblx aDOHEHTOB B aBTOMAaTU3NPOBAHHOMA onvH sakaa| 5.0
cucTeme: pacnevatka bnaHka- 3akasa; Wwmgposka ’
3 [odpopmneHne 3akas3os Mo LUUpKynsaumm ooviH 3akas| 5,0
4 |ONyHeHMe ROKYMEHTOB; 0bpaboTka B aBTOMaTU3NPOBAHHOW OOWH 50
cucrteme OOKYMEHT ’
5 paboTa c 0TKa3aMu: U3BMeHeHne cTatyca B CUCTEME, yKasaHune onnH otkas| 3.0
MPUYUHBI 0TKa3a, n3seleHne aboHeHTa 06 oTkase
Bbloaya 0OKYMEHTOB:
6 |0odoopmneHne OOKYMEHTOB K Bbloaye OANH 5,0
OOKYMEHT
2 oTnpaeka: B3BelwnBaHne 6aHoeponei; HaknenBaHne agpPecHoin OOWH 75
9TUKETKM U WTPUX-KOAA; NPOCTaBNEHNE NeYvaTen; ynakoska 6aHoeponb ’
8 |[cocTaBneHue mexayHapoaHoro cnucka (5 ak3aemnnapos) C?Iﬂ'z(:iK 6,0
9 |odopMneHne LOKYMEHTOB AN TAMOXHU OAnH 50
OOKYMEHT
10 |cocTaBneHne cnucka HasBaHWin, OTNPaBNAEeMbIX JOKYMEHTOB Cﬁﬂg;K 10,0
11 paboTa ¢ 3a401KEHHOCTbIO: CO0bLWEHNe aDOHEHTY 0 3aaepXKe 04HO 50
LOKYMeHTa; paboTa ¢ nuctamm 3a40NKEeHHOCTY NMUCbMO ’
O6cnyxwusaHue yitateneii no MBA (MexayHapoaHblit abOHEMEHT):
1o |PMEM 3aKa308: NPOCTaBNeHe Homepa 6ubnuoTteku, kyaa onvH sakas| 5.0
HanpaenseTcs 3akas, HoMep 3akasa; neyatb HnaHka-3akasa ’
13|0TNpaBka 3aka3oB B MeXAyHAPOAHble 6MONMOTEKM oaovH 3akas| 7,0
14|paboTa c oTkasamu oauH 3akas| 3,0
NoNyyYeHne JOKYMEHTOB A5 YiTaTeNnen: ooopMIeHNE KapTouku, —
15|K0N1n4yecTBO NOMYYEHHbIX 3K3EMMNAPOB; NPOCTaBNEHNE AaTbl LLOKYMEHT 15,0
BO3BpaTa; 3anofIHEHNE AeKnapauun ons yntatens
1 [BO3BPAT AOKYMEHTOB 13 43: npoBepka BCeX NYHKTOB Aeknapauunu; OLWH 5.0
nepenaya LOKYMEHTOB Ha OTMNPaBkKy JOKYMEHT
170Tr|pa|3|<a:Benaeuu/lBaHl/le6aHJ1epone|7|;HaKneMBaHmealeeCHon OLWH 75
9TUKETKM U WTPUX-KOAA; NPOCTaBNEHNE NeYaTen; ynakoska 6aHoeponb ’
O6cnyxunBaHue untatenei 6ubnmotekm no MBA:
18 [nonyyeHue 3akasa 13 YnTanbHOro 3ana oovH 3akas| 3,0
1g[3anonHeHme 6naHka-3akasa; NpocTaBneHne PerncTpaunoHHoOro onmH 6narnk| 2.0
HOMepa, foaTbl
20yTqueHmeyKasaHHuxqMTaTeneMcseneHmM()saKaaaHHOM OOWH 3.0
DOKYMEHTe, Lienn 3anpoca, UCTOYHMKA, OTKY4a NOMYYeHbl CBEAEHUS | OOKYMEHT
6ubnuorpaduryeckas nopaboTtka 3akasa; yToyHeHme
21 [6bubnmnorpadryecknx ceBedeHuin; y4éT nonyyYeHHbIX 1 oTpaboTaHHbIX |oaunH 3akas| 20,0

TpeboBaHwuii




NPOBEpPKa HanMuus 3anpawmBaeMoro JOKyMeHTa B bubnmotekax

OLWH

22[ropopna, obnacTu, permoHa, CTpaHbl, MMpa, B TOM YMC/e No CBOAHbLIM 8,0

JOKYMEHT
KaTanoram

3 3akas n3gaHus no aNeKTPOHHOM NoYTe, 3anoHAETCS 3NIEKTPOHHbIN o4uH 70
6naHK unm B BUAE NPOM3BOILHOIO NCbMa JOKYMEHT ’
3anucb CBeaeHun o HanpaeneHuy 3akasa no MbA (HanmeHoBaHve

24 . oauH 3akas| 3,0
6ubnnotekun, nata) Ha 06OPOTHOI CTOPOHE BnaHka-3akasa
nomelleHne 6naHka-3akasa B "KapToTteky 3anpocoB untatenei no

25|MBA" 3a pasgenutenem "3anpockl no MBA, HanpaBneHHble B oaovH 6naxk| 1,0
apyrue 6ubnmotekn"
nony4yeHne JOKYMEHTa OT YiTaTens B YATANbHOM 3ane; cBepka
LOKyMeHTa ¢ 6naHKOM 3akasa, NPoBepka COXPaHHOCTW LOKYMEHTA,

BHECEHMe OTMETKU O nepefaye B COOTBETCTBYIOWWA OTAEN B KHUTE
perucTpaunn; nonyyeHne LOKyMeHTa, npucnaHHoro no MBA;

26 [pacnevyaTka 6aHOeponu, NpoBepka COCTOSIHUA OOKYMEHTa, OTMEeTKa OANH 5,0
Aatbl NONyYEHUS N Ha3BaHUS GG NNOTEKN, BbICNABLIEN LOKYMEHT, AOKYMEHT
MHBEHTAPHOr0 HOMepPa, CpoKa Nosib30BaHNS; NepecTaHoBka bnaHka-
3akasa u3 pasgena kaptorteku "3anpocbl no MBA, HanpaBneHHble B
apyrue 6ubnuotekn" B pasnen "lMonyyeHHble no MBA napaHns"

Bblgaya nonyyeHHbix Nno MBA 13 yntanbHOro 3ana; ceepka

27 [Bbl;aBaeMoro fokymeHTa ¢ 61aHKOM-3aKka30M; NpoBepka Hannyns noc:;;l:m 1,0
CTPaHWL, U COCTOSHMUSA AOKYMEHTA; OTMETKA Bblaayun

og|M1EPEAAYE N3AAHNA NOCNe BO3BPATA U3 YNTANbHOTO 3ana Ha OLHO 50
MUKPOOUNbMUpoBaHue (M/) napaHve ’

0g|BO3BPAT M3AAHMS nocne MUKPOPUIbMUPOBAHUS, NPOCTaBNEHNE OLHO 50
wndopa M/gp n3naHve ’
NOLArOTOBKA K OTNpaBke AOKYMEHTOB B BB MoTeKy-

30 hoHaonepxaTenb 3akasHol 6aHaeponbio; ynakoeka baHaeponu, onvH sakaa| 12.0
B3BELMBAHUE €€, HaKNenBaHne Mapkuy (eCnu HeT LeHTPanm30BaHHOM ’
onnaTbl NePeChINKN); HaNnMcaHne agpeca, CocTaBneHme onncu
paboTa c oTKkazamu - Npu NoNyYeHnn ot BMb NnMoTeku-

31(pOHnonepxaTenﬂMsgemeHMﬂo6cnxa3emnm3auepxxe ofnH 3akaa| 6.0
BbIMONHEHMS 3anpoca: ycTaHoBka 6naHka 3akasa € ykasaHnem
NPVYMHBI 1 gaTbl 0TKasa B kaptoTeky "OTtkasbl no MBA"

30 coobueHne B oTaen obcnyXmBaHus o NoyYeHUn oTkasa (parta, ommHotkaa| 2.0
npuynHa)

O6cnyxuneaHme aboHeHToB No MBA:

33rxwwqumesaKasa:a60HeHT06paTmncaBTeKymemrouanepBue: onm otkas| 05
NpocTaBneHne B KapToyKe rona obpaleHns, natbl ’
ochopMneHne aboHeHTa (opraHm3auns paHee He aboHMpoBanach):

34 [pernctpaums aboHeHTa B aBTOMaTU3NPOBAHHON CUCTEME; a6OcJ)1HMeHHT 12,0
3ak/loYeHne 0OroBopa; cornacosaHme ¢ opuanyeckum ot aenom

onHa
35 [paccTaHoBKa perucTpaunoHHbIX KapTOYeK B KapToTeke 8,0
KapToyka
o 0JHO
36 ([nocTaBka TpeboBaHuUi B cneumanna3npoBaHHble OoHabI 10,0
TpeboBaHue
OLWH
37 |nocTaBka v BO3BpaT OOKYMEHTOB B CneuMann3npoBaHHblie OOHAbI 10,0

LOKYMEHT




38 WM poBka 3aka3oB aboHeHToB, Noabop 61aHKOB-3aKa30B Mo omnmH 3akaz| 4.0
andgasuTy, NPoBepKa Hann4Yns OOKyMeHTa no Kkatanory ’

oTnpaBka AoKyMeHTa aboHeHTaM: ynakoBka baHaeponu,
39 |B3BewmrBaHne, HaKnemeBaHne Mapku, HanucaHve agpeca; oouH 3akas| 12,0
COCTaBfieHME OMNMCK, TPAHCMOPTUPOBKA B rpynny OTApaBKu

6ubnuorpaduyeckas nopaboTka HEBbLIMNOMHEHHbIX 3aKa30B;
40 |yTo4YHEeHMe bmbnunorpagmyecknx CBeAEeHN No CNPaBOYHbIM oAvH 3akas| 20,0
N30aHUSM; YY4ET NONYYEHHbIX M 0TPabOTaHHbIX 3aKa30B

2.15. PaboTa C NOCTOAHHOWM 3KCNOo3nymnen
My3esa KHUru

Tabnuua 37
Hopma
N EovHnua P
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MVH.
] 2 3 4
peaKkcno3numns (KOpPPEKTUPOBKa pasaenoB TemMaTmko- —
1 |9KCMO3ULMOHHOro NNaHa, BbiBNeHMEe MaTepmanos ons SKCIOHAT 96,0
3KCMOHMPOBaHNS, Noabop)
5 [3@MeHa OTAENbHbIX 3KCMOHATOB MO YCNOBMAM XPaHEeHNS (BbISIBNEHME, OOWH 800
oT60p) akcnoHar ’
O4WH
3 [MOHTaX, oeMoHTax a 24,0
aKcrnoHart
O4WH
4 [aHHOTMpPOBaHWE HOBbIX 3KCNOHATOB 12,0
aKcrnoHart
5 [PEAaKTMpOBaHMe 1 3ameHa (neyaTb, OPOPMNEHNE) aHHOTaUNIA U OOWH 180
3KCNAMKauuni B 3KCNosnumm aKcrnoHart ’

MNpumeyaHne: paboTbl ONMUCLIBAIOT KOMMNNEKTOBAHNE, YHET, COXPAHHOCTb HEKHUXHbIX
matepranos Myses KHUT .

2.10. CnpaBo4yHaa n MHPoOpMaLMNOHHaA
paboTa

Tabnuua 38



Hopma

N EanHuua

HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BPEMEHWU,
n/n n3mepeHns
MVH.

] 2 3 4
YyeT NnoCTYyNMBWINX BTOPUYHbBIX LOKYMEHTOB (KapTO4ek):

1 [BbISIBNEHME HEBBINONHEHHDBIX 3aKa30B; COCTaBNEHNE 3asiBKi Ha Ha 0gHy 840.0
HEBbINOHEHHbIE 3aKasbl Hegenwo
OpraHunsauusi cnpaBovHo-6nbnmorpadpmyeckoro annapara (CBA):

- OLWH
2 |cocTaBneHne 6ubnuorpadunyeckon 3anncu 2,3
NOKYMEHT
MpocmoTp 1 0T6op kapTouek B CBA B LeNsix U3bsaTma nnm
nepemelleHns (BTOPUYHbIA 0TOOP):
N3bATUE N3 KaTaNoroB N KapTOTEK KAPTOYEK HA AOKYMEHTHI,
crnvcaHHble U3 (poHaa; NPOCMOTP KpaeBea4yeckKuXx,
6unbnuorpaduryeckux n akTorpadonyeckmnx KapToTek; n3bAaTme n3

5 [HVX KBPTOEK Ha AOKYMEHTBI, MOTEPSiBLINE LIEHHOCTb, NepeseaeH e OLHO 10
KapTOYKW B apXMBHble KapPTOTEKN (YHUYTOXEHUNE); BHECEHNE OTMETKN | Ha3BaHMe ’

B XYypHarne yyeta v perucTpaunoHHOn KapToTeke; n3bsatue ns
KaTanoros M KapTOTeK KapToyeK Ha AOKYMEHTbI, CNIUCAHHbIE U3
gooHOa
OpraHusauns KapToTekn NepcoHanun u TeMaTnyecKom KapToTEKMK:
onpeneneHne n CoCTaBneHe NepeYHs L, CBEAEeHUS 0 KOTOPbIX
oTpaxawTCs B KAPTOTEKE; NPOCMOTP MHA OPMALIMOHHbBIX U3OaHWIA,

4 |NepBUYHbIX OKYMEHTOB, 0TOOP LOKYMEHTOB ANS BK/IOYEHNS B Ka:TﬂoHTaeKa 15,0
KapTOTEKY; COCTaBNEHME aHANNTUYECKOr0 aHHOTUPOBAHHOMO
6ubnmnorpadryeckoro onmMcaHns 0OKyMeHTa
NpocTaBneHne KBanmgkaunoHHbIX MHAEKCOB, NOA60p KapToyek no onHa

5 [mHOoekcam (andpasmTy) M paccTaHOBKA KapTO4YKn B MHAD OPMaLMOHHbI 4,0

KapToTeka
MaccuB
TexXHU4Yeckas n cogepxartenbHas obpaboTka JOKYMEHTOB ONsi —

6 |BKNIOYEHMS B KAPTOTEKY; paCCTaHOBKA KapTOYkM No anasnTty HOKYMEHT 3,0
doamunmii aBTOPOB M MO BUAAM OOKYMEHTOB
TeXHMYeCcKoe pefakTupoBaHue KapToTek: NpoBepka COOTBETCTBUS

2 [CTPYKTYPbI, COAEPXaHNs 1 0COOpPMIIEHNS KAPTOYEK B COOTBETCTBUMU C onHa 20
TpeboBaHNAMY [AHHO KAPTOTEKWN; 3aMeHa BETXMX KapToyek u KapToykKa ’
pasnenntenen

2.17. DKCKYpPCNOHHaA NeaTesIbHOCTb

Tabnuua 39



Hopma
N HanmeHoBaHue npouecca, onepaummn. Coctas EavHuua BDEMEHN
n/n paboTbl N3MepeHnNs P ’
MUH.
1 2 3 4
OKCKYpCUS NO 9KCNO3NLNN My3EeS KHUTN:
1 |0630pHas akckypcus 04 Ha 3KCKYpCUS 60,0
2 |akckypcms ¢ noabopom 1 NOKa30M KHUT 0JHa 3KCKypcus 300,0

2.18. NpoekT "AHTUNNArnaT"

Tabnuua 40



Hopma

N EonHuua
HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
1 2 3 4
OdbopmneHre n yyeT LOKYMEHTOB ANS OKa3aHUs YCNyr:
nofy4yeHne N Nposepka A0roBOPOB, 3aKOYEHHbIX C PU3NYECKUMN
1 [Muamm, wratenamm 61bnnoTeKn, N0 OKa3aHMO YCNyr, CBA3aHHbIX OOWH 600
C UCMONb30BaHNEM 3NIEKTPOHHbIX pecypcoB (OP) n aneKTPOHHbIX OOKYMEHT ’
6ubnuotek Ob)
BbIrpy3Ka peectpa U3 aBToMaTn3npoBaHHON CUCTEMbI MO
CchopMUpPOBaHHBIM OOrOBOPaM, 3aK/TIOYEHHbLIM C (OU3NYECKUMU
2 opMmp A P ® oauH peectp| 15,0
niuamu, YntatensiMm 6ub nMoTekun, No okasaHuo YCnyr, CBA3aHHbIX
c ucnonb3osaHnem 3P n 9b
CBepKa AaHHbIX NO NOCTYMNMBWWM O0rOBOPaM, 3aKNHOYEHHbIM C
PU3NYECKUMM NLAMU, YnTaTenssmMm b nmoTeku, No okasaHuio
3 ofHa ceepka| 40,0
YyCNyr, CBA3aHHbIX C Ucnonb3oBaHneM 9P n 9b, ¢ peectpom,
BbIFPY>XEHHbIM N3 aBTOMaTU3MPOBAHHOW CUCTEMDI
4 |PVIeM 3251BKM OT IOPMANHECKOTO N1LA Ha 3aK/Ho4eHNe A0r0Bopa OLWH 150
MO OKa3aHuIo YCNYr, CBA3aHHbIX C CNONb3oBaHMeM OP n 9b OOKYMEHT ’
5 [MOArOTOBKA TEKCTa AOrOBOPA MO OKA3AHWIO yCNYT, CBA3AHHBIX C OLNH 150
ncnonb3osaHmem 9P n 9b JOKYMEHT ’
cornacosaHue [0orosopa no okasaHuto YCnyr, CBA3aHHbIX C OLWH
6 300,0
ncnonb3osaHmem 9P n 9b LOKYMEHT
- [PerucTpauns A0rosopa no OKasaHmio yenyr, CBA3aHHbIX C O4WH 60.0
ncnonb3osaHnem 9P n 9b OOKYMEHT ’
3anonHeHne TpeboBaHMs Ha 0hopMIeHe PMHAHCOBOMO onnH
8 [DokyMeHTa K 4OroBopy No okasaHuio yCnyr, CBA3aHHbIX C 30,0
NOKYMEHT
ncnonb3osaHnem 9P n 9b
g [TPOBEPKE 00 OPMIEHHOIO0 (PMHAHCOBOIO AOKYMEHTA K Or0BOpY OLWH 150
Ha okasaHue yCnyr, CBA3aHHbIX C Ucrnonb3osaHnem 9P n 9b OOKYMEHT ’
nognucaHve AOKyMeHTa Mo okasaHuio YCNyr, CBA3aHHbIX C O4WH
10 960,0
ncnonb3osaHmem 9P 1 9b DOKYMEHT
11 [BHECEHME B pEECTPbI y4eTa NepPBUHHBIX AAHHBIX O AOrOBOPE M0 OLWH 300
0KasaHuIo yCnyr, CBA3aHHbIX C ncnonb3osaHmem 9P n 9b LOKYMEHT ’
1o |CKaHMpoBakme 0COOPMJIEHHOIO AOKYMEHTA Ha OKasaHue ycnyr, OLWH 30.0
CBSA3aHHbIX C Ucnonb3osaHnem 3P n 9b JOKYMEHT ’
OTrnpasKa rno 9NeKTPOHHOW NoYTe IPUANYECKOMY NULY OnHO
13 |ckaHnpoBaHHOM KOMUN AOKYMEHTa Ha okasaHue ycnyr, CBA3aHHbIX 40,0
coobueHune
c ucnonb3osaHvem 3P n 9b
NOAroTOBKA TEKCTa AOKYMEHTA O BHECEHUN U3MEHEHUI B —
14 |3aKkN0Y4eHHbIN 4OrOBOP Ha OKasaHue yCnyr, CBA3aHHbIX C 60,0
LOKYMEHT
ncnonb3osaHnem 9P n 9b
{5 [TOArOTOBKA TEKCTA LIEHOBOTO MPEANOXEHMS HA OKa3aHWe yCnyr, OLNH 60.0
CBSI3aHHbIX C Ucnonb3osaHnem 3P n 9b JOKYMEHT ’
{g[MOArOTOBKA TEKCTA aKTa K A0roBOpY 06 okasaHuu ycnyr, OLWH 60.0
CBSI3@HHbIX C Ucnonb3osaHvem 9P n 9b LOKYMEHT ’
NpoBepKa AaHHbIX HA 0PUUMANbHOM CalTe rocynapCTBEHHbIX
17|3aKkynok 0 NnpoBeneHUn TOProBor 3akynku Ha okasaHue ycnyr, ogHa 3akynkal 20,0




CBSI3aHHbIX C MCNoNb3oBaHueM 9P n 9b

coxpaHeHne [OoKyMeHTauun ¢ opuumanbHOro canta

18 |rocynapCcTBeHHbIX 3aKymnok Nno 06bSABNEHHON TOProBOi 3aKynke Ha | 04uH dhain 15,0
oKasaHwue ycnyr, cBa3aHHbIX ¢ ucnonb3osaHnem 3P n 9b
1g[MPOBEPKa AOKYMEHTaLNN TOProBOW 3aKynKW Ha OKasaHue ycnyr, OLWH 400
CBSI3@HHbIX C Ucnonb3osaHvem OP n 9b LOKYMEHT ’
NOLAroTOBKA 3a8BKMW ANs y4acTus B 06 bSABNEHHON TOProBoii
20 [3aKkynke Ha opunumanbHOM canTe rocynapcTBEHHbIX 3aKynoK no ofHa 3asska| 150,0
oKaszaHWK ycnyr, cBsa3aHHbIX ¢ Mcnonb3osaHnem 9P n 9b
21 [BU3npoBaHme 3asBKN B COOTBETCTBUN C pernameHTom 6nbnmoteku OAnH 360,0
NOKYMEHT
NOAroTOBKa TEeKcTa A4Oorosopa 415 oOopMIeHUs No OKOHYaHUIO
59 TOProBOW 3aKynky Ha OPUUMaNbHOM CalnTe rocyaapCTBEHHbIX OLWH 20.0
3aKynoK Mo okasaHuto YCNyr, CBA3aHHbIX C UCNonb3oBaHnem 3P n LOKYMEHT ’
ob
o3 [Pa3MeLieHme 3asBki Ha ohuumanbHOM canTe rocynapcTBEHHbIX onHa saseka| 40,0
3aKyrnok
yyacTuve B TOProBow 3akynke Ha ogouumnanbHOM canTte
24 rocynapCTBEHHbIX 3aKYMOK MO pernaMmeHTy 3/1eKTPOHHOM ofdHa 3akynka| 120,0
nnowanku
NOLAroTOBKA TEKCTOB AOKYMEHTOB B COOTBETCTBUM C TpeOOBaAHUSIMU -
25|pernameHTa npoBeneHnsa TOProeBor 3akynku no okasaHuio ycnyr, 360,0
LOKYMEHT
CBSA3aHHbIX C ucnonb3osaHnem 3P n 9b
hopMMpOBaHME NNATEXHOro LOKYMEHTa B Byxrantepckoi
o6 nporpamme no TpeboBaHnto Ha 0popMneHne OUHaAHCOBOro OoavH 30.0
[OKYMEHTa K [oroBopy No 0Ka3aHWUIo yCnyr, CBA3aHHbIX C NOKYMEHT ’
ncnonb3osaHmem ISP 1 3b
57|BbIBOA Ha nevatb 13 ByxranTepckoi Nporpammbi OLWH 20
CChOPMUPOBAHHOIO NNATEXHOro AOKYMEHTA LOKYMEHT ’
og|M€PEAAY NaKeTa NNaTeXHbix AOKYMEHTOB Ha NOANMCaHNe B onmH naket | 30,0
byxrantepuio
29 hopMMpOBaHME eXeLHEBHOro 0T4YeTa 0 paboTe No NPOEKTy U OLWH 60.0
BbINOMIHEHUW YCNYT, CBA3AHHbIX C UCNONb3oBaHneM 3P n 3b LOKYMEHT ’
KOHTPO/b CPOKOB BbIMNOIHEHMS YCNYT, CBA3AHHbIX C OLWH
30 30,0
ncnonb3osaHmem OP 1 9b DOKYMEHT
31 [KOHTPO/b NCONHEHNS pMHaHCOBbIX 0653aTENbCTB MO AOrOBOPY OAWH 30.0
Ha okasaHwue ycnyr, CBA3aHHbIX C ucnonb3osaHvem 3P n 9b DOKYMEHT ’
50 |CBEPKA MCMONHEHNS 06513aTenbCTB N0 3aK/IK0YEHHbIM AOr0BOPaM OLVH 50.0
Ha okasaHwue ycnyr, CBA3aHHbIX C ucnonb3osaHnem 3P n 9b OOKYMEHT ’
KOPPEKTUPOBKA AAHHbIX B peecTpax yyeta 06 MCNONHEHNN YCNOBUIA
33|noroBopa no okasaHuIo ycnyr, CBA3aHHbIX C UCMONb30BaHMeM 9P 1 OANH 40,0
[OKYMEHT
ob
HanpasneHne IPULANYECKOMY NNLLY COOOWEHNS NO NEKTPOHHOMN
34 no4yte 06 UCNONMHEHMN YCNOBUIA LOroBOpa MO OKa3aHWIo YCnyr, OfiHO 30,0
coobueHne
CBSA3aHHbIX C ucnonb3osaHnem SP n 9b
35 oopMMpoBaHVe nakeTa AOKYMEHTOB ANS HanpasneHus onuH naket | 40.0
0PN ONYECKOMY LY NOYTOBLIM OTNPaBNEHNEM
~~ |BBlAAYA OPUTNHANOB 3aKMIOYEHUIA N KOMNNEKTOB OOKYMEHTOB OLWH AA A




°°|3akazunkam Ha pyku LOKYMEHT oY
noAroToBka KOMNAeKTa AOKYMEHTOB NO AOroBopam C NOMHOCTbIO

37 [BbINONIHEHHBIMM 06513aTE€NbCTBAMU OKA3AHNS YCNYT, CBA3AHHbIX C OAnH 60,0
ncrnonb3oBaHuem AP n 9B, ana nepenaun B byxrantepuio KoMnnekT

3g|COCTaBNEHME PEECTPA KOMMNEKTOB IOKYMEHTOB, XPaHSILMXCS B oanH peectp| 60,0
apxvBee 1/ nnn nepenasaembix B Oyxrantepmio

qg|COCTaBNEHVE 1 ocbopMNeHEe apXMBHOW Nanku OpurMHanos onHananka | 300
JOKYMEHTOB
co3fnaHve apxmBHOM 3NEKTPOHHOW KOMNN OOKYMEHTOB C

40|MOTHOCTbHO BEINONHEHHbIMY 0653aTenbCTBAMM OKa3aHNS yCNyr, OLNH 400
CBSA3aHHbIX C ucnonb3osaHnem AP n 9b, nepenasaembix B DOKYMEHT ’
byxranteputo

41 |€penaya noKyMeHTOB B Byxrantepuo No peecTpy KOMMIEKTOB oanH peectp| 40,0
JOKYMEHTOB

42 hopMMpPOBaHME OTHYETOB O pe3ynbTaTtax paboTbl N0 NPOEKTY OLWH 1200.0
oKaszaHus ycnyr, cBa3aHHbIX ¢ ucnonb3osaHnem 3P n 9b OOKYMEHT ’
NHdpopmaLmoHHaa nogaepxka nonb3osaTernei no okasaHuo
yCnyr, CBA3aHHbIX C ucnonb3osaHnem OP n 9b:

43 TenedOHHbIe KOHCYbTaunn No OKa3aHWI0 YCNyr, CBA3aHHbIX C ofmH 380HOK | 40.0
ncnonb3osaHmem OP 1 9b, onga opnanyeckux n PUsNYecKmnx nuL
COCTaB/eHMe COODLWEHWA B OTBET HA BXOASAWME SNEKTPOHHbIE

44 |nucbMa No okasaHuto YCnyr, CBA3aHHbIX C Ucnonb3osaHnem 3P n OARO 180,0

coobueHne

ob
oOpMMpPOBaHME Crmcka KnMeHToB 415 NPOBeLEHNS MACCOBOW

45 [paccbinky No 3N1eKTPOHHOW NOYTE NO NPOEKTY OKasaHus ycnyr, oaRa 1920,0

paccbinka

CBSA3aHHbIX C ucnonb3osaHnem 3P n 9b

4|OArOTOBKa IOKYMEHTOB ANt NPOBEAEHNS MacCOBOW paccbIfKu Mo onHa 600.0
NPOEKTY OKa3aHus yCcnyr, CBA3aHHbIX C ncnonb3osaHmem OP n 3b | paccbinka ’

47|nPoBeneHme MacCOBOI pacCbINK MO NPOEKTY OKa3aHus ycnyr, onoHa 90.0
CBSA3aHHbIX C ucnonb3osaHnem 3P n 9b paccbinka ’
OcyuwecTeneHue ycnyru npenocraeneHus goctyna k 9P n 9b:
perucTpaumns HoBbIX / akTMBaums / geaktnsaumns paHee

48 [paboTatowwmx punandYecknx / PrUandYecknx nmy B ogHa 3anucb | 30,0
aBTOMaTU3NPOBAHHOW CUCTEME

49 hopMMpoBaHMe COobLWEHMS NPeaCcTaBUTENIO OPUANYECKOro Nmua OLHO 30.0
C LaHHbIMK ANS akTuBauum goctyna Kk 9P n 9b coobLweHne ’

OLHO

KOHTPO/b 3a OKa3aHWeM yCnyr, CBA3aHHbIX C UICNONb3oBaHeM ISP

50|n 9B, onsa topuandeckux n dousmnyeckunx nuy ¢ 9P n 9b, Bknovyas ﬁ;ﬁ’g::ggigg 60,0
MOHUTOPVIHI HapyLWweHUs npasnn okasaHus ycnyr MO

51 [<OPPEKTMPOBKA ,El.aHHVbIX 0 IOPUANYECKUX NnLax B onHa samvch | 30,0
aBTOMATU3NPOBAHHOW CUCTEME

50 BHecevae N3MEHEHWI B CMMCOK IOPUANYECKNX UL, Pa3MELLEHHbI onHa samich | 30,0
Ha canTe npoekTa
OcylwecTBneHve ycnyru npoBepkn TEKCTOBOro AOKyMeHTa Ha
Hanuyne 3anMCTBOBaHMWI N3 JOKYMEHTOB B cocTaee 9b:
BHECEHMWE B PEECTP yyeTa NepBMYHbIX aHHbIX O NOCTYMNUBLIEM

53|00KyMeHTe Ha okasaHue yCcnyru npoBepkn TEKCTOBOro JOKYMeHTa ORNH 15,0

AR AALT




Ha Hannyne 3anmMcTBOBaHUN N3 OOKYMEHTOB B COCTaBe 9b

HLUKYMECH |

KOPPEKTUPOBKA AAHHBIX B peecTpe yyeta 06 atanax BbiNONHEHNS

OLNH

54 3aka3a no okasaHuo yCnyrv npoBepkn TEKCTOBOrO AOKYMEHTA Ha 15,0
Hanuyne 3aMMCTBOBaHMUIN U3 JOKYMEHTOB B cocTaBe Ob AOKYMEHT
pacrnpeneneHne OKYMEHTOB MO 3KcrepTam Ana okasaHusa ycnyru

55|npoBepkn TEKCTOBOr0 AOKYMEHTA Ha Hannyme 3anMcTBOBaHUN 13 OANH 40,0
IOKyMeHTOB B cocTaBe 9b AOKYMEHT
nepenaya LOKyMEHTa 9KCrnepTy ANg oKasaHus ycnyru npoBepku -

56 |TeKCTOBOro AOKyMeHTa Ha Hannyne 3anMCcTBOBaHUN N3 15,0
DOKYMEHTOB B cocTase 9b floKyMeHT
nony4yeHvne n obpaboTka aKCNepToM AOKYMEHTA Ha OKal3aHue

57 |ycnyrvn npoBepkn TEKCTOBOro AOKYMEHTa Ha Hanu4une OAnH 40,0
3aMMCTBOBaHWUI N3 OKYMEHTOB B cocTaBe Ib flOKyMerT
N3y4YeHne aKCNepToM CTPYKTYpbl, COCTaBa, CoaepXaHus

5g|ROKYMEHTa NS OKa3aHMs ycnyru npos?me TEKCTOBOro OOWH 1800
JOKYMEHTa Ha Hanmune 3aMMCTBOBaHUA N3 JOKYMEHTOB B COCTaBe | OOKYMEHT
ob
NpoBepKa 9KCNepTOM AOKYMEHTA Ha Hannyme npuemMos,

59 I'IpeI'IFITC'[By}OLLI,I/IX pacno3HaBaHWIO TeKCTa aBToOMaTU3MPOBAHHOM OLWH 1800
CVCTEMOW W OKa3aHWUIO YCNyrn NpoOBEPKN TEKCTOBOIO AOKYMEHTa Ha| [OOKYMEHT
Hannyne 3anMCTBOBaHWI U3 LOKYMEHTOB B cocTaee Ib

60 |POBEAEHE SKCnepTOM NepPBUYHON np9Beme [OKyMeHTa C OLWH 60.0
MCNONb30BaHWEM aBTOMATU3NPOBAHHOM CUCTEMbI DOKYMEHT
0bpaboTka 3KCNepTOM 0THYETa aBTOMATU3NPOBAHHO CUCTEMBI O —

61 |nepBnYHON NPOBEPKE OOKYMEHTA C LiefIbio UCKNHOYEHNS [LOKYMEHT 480,0
KOPPEKTHbIX 3aMMCTBOBaHWIA

62 [3HRNN3 BKCNEPTOM HEKOPPEKTHBIX 3aMMCTBOBaHUIA, 0BHaPY XEHHbIX O4WH 6000
B JOKYMEHTE DOKYMEHT

s3[aHam3 CnpaBoYHO-6MBNMOrpagyeckoro annapara 4oKyMeHTa, OLWH 480.0
BK/IlOYAS CBEPKY MCTOYHUKOB, yKa3aHHbIX B CIMCKE NUTepaTypbl DOKYMEHT ’
POpMMpPOBaHME TEKCTA 3KCMEPTHOr0 3aK/0YEHUS N0 UTOTY

64 |NnpoBeLEeHHOM NMPOBEPKM OOKYMEHTA C y4eTOM OaHHbIX OTYyeTa ,D.O(I)('SI\M/I:HT 120,0
aBTOMaTU3NPOBAHHOW CUCTEMDI
NpoBepKa TeKcTa 3aknio4yeHns Ha NpeaMeT COOTBETCTBMSA

65 [YCTHOBNEHHbIM TpeboBaHNAM K pe3ynbTaTy OKasaHus yCJ'IyFICI OLWH 15.0
NPOBEPKN TEKCTOBOr0 JOKYMEHTA Ha Hannyme 3aMMcTBOBaHUN 13 DOKYMEHT
IOKyMeHTOB B cocTaBe 9b

66323 CONEPXaHNS Pe3ynbTaTos NPOBEPKM, yKa3aHHbIX B O4WH 60.0
3aKI0YEHNN, KOPPEKTUPOBKA DOPMY TIMPOBOK DOKYMEHT ’
BbIBOZ, Ha NevyaTb UTOroBOW (POPMbI 3aK/IKOYEHUS MO pe3ynbTaTy

67 |NpoBeLEeHHOM NPOBEPKM OOKYMEHTA C y4eTOM OaHHbIX OTYyeTa no?(c::m 15,0
aBTOMaTU3NPOBAHHOW CUCTEMDI

68 |[noanucaHme 3akno4eHns OnViH 240,0

LOKYMEHT
OLWH
69 |ckaHMpoBaHMEe 0GPOPMIEHHONO 3aK/II0YEHUS 30,0
LOKYMEHT
KOPPEKTMPOBKA B peecTpax yyeTta AaHHbIX O BbINONHEHUN
_~l00683aTenbCTB NO LOroOBOPY Y OKA3aHMIO YCYry NPOBEPKM OLWH A A




[AY)

TEKCTOBOro AOKYMEHTA Ha Hanuyme 3aMMCTBOBaHMWIN N3
LOKYMEHTOB B cocTase Ib

LOKYMEHT

“4u,uU

CoCTaBneHne OonosIHeHns4 K 3aK/MI0YEHNIO NO pe3ynbTaTty

71|0KasaHuns nNpoBepky TEKCTOBOro AOKYMEHTa Ha Hann4une ofHo nucbmo | 120,0
3aMMCTBOBaHWUI U3 OKYMEHTOB B cocTase 9b
72|c6op 1 0bpaboTka CTaTUCTUYECKUX OaHHbIX N0 NPOeKTaM C
P P A P oauvH 3anpoc| 240,0
73|ucnonb3osaHnem OP n 9b
74 |npoBefeHne NpoBepPKKN KayecTea dpannos B 9b OOVH dhamnn 40,0
3arpyska pannos gns BknoyeHns B b ¢ npoctaHoBKON NpuaHaka o
75 Py ® A P P oOvH pain 30,0
nocrtyna
o OLHO
76 |pe3epBHOE KonuposBaHune goainnos b 60,0
KOnmpoBaHue

2.19. Oka3aHune ycnyr yoaneHHbIM
NnoJsib30BaTeNIsAM, B TOM 4YUCe YnTatTenam
bubnmnoTtekun, nocpeacTBoM OHJITANHOBbLIX
aBTOMaTuU3npoBaHHbLIX cepsrcoB (ONAC)
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Hopma

N EavHunua
HanmeHoBaHMe npouecca, onepaummn. Coctas paboThl BPEMEHMW,
n/n n3mepeHuns
MVH.
] 2 3 4
TeNneOHHbIE KOHCY MbTauuKn No opraHn3aunoHHbIM BONpocam
1 ® y N P 4 P oAuH 3BOHOK | 30,0
odoopmneHns n npepoctaeneHns ycnyr yepes OnAC
o [cocTaBnexme COODLWEHNIA B OTBET HA 9/TIEKTPOHHbIE NCbMa OLHO 180.0
nonb3osatenen OnAC coobueHne ’
5 [1epeHanpasnexme coobLeHwnin B noapasneneHune, 0TBETCTBEHHOE OLHO 150
3a okasaHue koHkpeTHown ycnyru B OnAC coobueHne ’
4 |KOHTPONb 1 06paboTka nonyyeHHbix 3aka3os B OnAC OAVH 3aKa3 20,0
nposepka 3aka3oB B OnAC Ha cOOTBETCTBME Npasmnam
5 OOVH 3akas 30,0
npenocTaBneHns ycnyr
KOHTPO/b 3a NOCTYNNEHMUSAMU CPEACTB NO OMNfa4YeHHbIM 3aKkasaMm B
6 P y pea ogoHaycnyra | 60,0
OnAC
7 |KoppeKkTupoBKa cTaTyca 3akasa, 3akpbiTue 3aKka3os OIWH 3aKa3s 30,0
g [MOAroTOBKa aKkTa CBEPKM 3a OTYETHbIA NepnoL O NOCTYNNEHNAX OAWH 50.0
CpPencTB no onnadveHHbIM 3akasam B OnAC NOKYMEHT ’
OLWH
9 (nognuncaHne CBOLAHbIX OTYETHbIX JOKYMEHTOB 300,0
HOKYMEHT
OpMUPOBaHME NakeTa OOKYMEHTOB AN HANPaBNEHNS NOYTOBbLIM
10 popMMp AOKY a P OOVH NakeTt 30,0
OTnpaBfeHNEM
OpMUpPOBaHNE eXeQHEBHOro 0TYeTa O HOBbIX 3aKkasax U
11 thopmmp A OOVH OoTyeT 60,0
BbinonHeHun ycnyr B OnAC
OPMMPOBaHNE NTOrOBbIX OTYETOB O pe3ynbTaTtax paboTbl No
12 tbopmip _ _p y N P oouH oTyeT | 1500,0
NPOeKTy, C Aetannaaumen rno Kkaxaon otTaenbHom ycnyre
Peructpauusa nonb3osaTenei B pexmme OHNamH:
OLWH
13|npoBepka 3anvcy Nnonb3oBaTtens B bMbnnMoTeky 1,0
nonb3oBaTernb
OOWH
obpaboTka 1 BBOL haMnnm, MUMEHWN, OTYECTBA NOMb30BaTENS U o
14 - 9NEKTPOHHbIN 2,5
azpeca ero aNeKTPOHHOM NOYTbI
cpopmynsp
COCTaBNeHue NcbMa C yKkasaHueM nornHa u CreHepupoBaHHOro OLHO
15|cucTemoin napons, NnpukpenneHne MHCTPYKUUKN NoNb30BaHUS 1 3NeKTpoHHOE 2,5
oTnpaska ero no aNeKTPOHHOM NOYTE NONb30BATENIO MNCbMO
O6cnyxunBaHne Nonb3oBaTeNel B peXmMe OHNawH:
Bbirpy3ka 13 OnAC OTYETHbIX AaHHbIX 32 ONPeneneHHbIn Neprno o
16 Py A el proA OOVH goann 5,0
BPEMEHMU
pasmelleHne HOBbIX MOCTYNNEeHU OOKYMEHTOB Ha canTe
17 |6ubnnoTekn: coagaHme 3aronoBka aHHOTaUUK; NPUKPenneHne OOVH goann 1,5
dhannos
. OLHO
paccbifika no 3N1eKTPOHHOW NoYTe yAaneHHbIM N0b30BaTeNam
18 - 9NEeKTPOHHOEe 1,5
NHOOPMAaLIMOHHBIX COOBLWEHW
MNCbMO
NHJpOpPMaLNOHHOE COMPOBOXAEHNE cailTa, nopTana 1 CTpaHu, B 0nHO
19 |coumnanbHbIX CETAX: CO34aHMe 3aronoBka aHHOTauuu; 1,5
coobleHune

npvKpenneHne canna(os)




3. TunoBble oTpacsieBble HOPMbI TPyda Ha
PaboThl, BbINOJIHAEMbIE B
cneumnmanmnsnpoBaHHbIX bBubnmnotekax ons
NMHBAINO0B MO 3PEHUIO

HopMbl Tpyaa paspaboTaHbl HA OCHOBHbIE BUAbLI PabOoT, BbINOHSEMbIX B CeLMann3npoBaHHbIX
6ubnmoTekax 4Nns MHBANNOOB MO 3PEHUIO: KOMMIEKTOBAHME 1 y4eT BB NnMoTeyHoro hoHAa;
6ubnmoteyHas obpaboTka LOKYMEHTOB; OpPraHn3aLuns N BeAeHne Katanoros, 0OpMMpoBaHme
6a3 fnaHHbIX, B TOM Yncne 6a3 faHHbIX 3ByKOBbIX (painos; paboTa ¢ poHAOM 1 obecrneyeHne
ero COXpaHHOCTM; CTaUMOHaPHOE 1 BHECTALMOHAPHOE 00CNyXMBaHWE NONb30BaTenen;
MaccoBasi, CnpaBoYyHas U MHPOPMaUMOHHas paboTa; Hay4YHO-MeToanYeckas u peaakumoHHo-
nspartenbckas paboTa; BbiMyCck ManoTMpakKHbiX U3naHuii cneumanbHbiX oopMaTos.

Mpw BbINONHEHMM PabOT cNaboBNOSAWUMY U HE3PAYMMU CrieunancTamm OencTeyoT
nonpaBoYHble KO3 PULMEHTLI: Ans cnabosmaswmx - 1,5; ons Hespsaumx - 2,0.

3.1. KoMmnaektToBaHne 6mbanotTeyHoro
doHAa
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Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHns
MVH.
] 2 3 4
Tekywee KoMnnekToBaHne 6ubnnoTeyHoro poHaa:
NPOCMOTP KHUron3pateibCkon N KHUroTOProson MHGOopMaLunm onHa
1 ((@HHOTMpPOBaHHbIX NNAHOB BbiNyCcKa NUTepaTypbl, NPOCNEKTOB, CANTOB . 0,5
n3paTenbCcTB U U3LaoWMX opraHnsaumin)
onpeneneHve TeMbl 1 BUAA NOKYMeHTa, noanexaltiero otéopy,
2 |BblSICHEHME HEOOX0AUMOCTM NPUOBPETEHNS, CBEPKA C 9NTEKTPOHHbLIM ﬂoicc:HT 6,0
Katanorom
onHa
OnpepneneHve aK3eMnnsapHOCTY 3aKkasaa:
nosnuuns
3 |ong nogpasneneHnia 1,0
4 |onst 6GubNNOTEKN B LETOM 2,0
odbopMNeHMe 3aKkasa: cocTaBneHne oorosopa, ogoopmneHmne OMH
5 [mpnnoxeHuns K 4OroBopy; ykazaHne 3k3eMniIsgpHOCTU, CTOUMOCTH 38KA3 45,0
3aKkasa; cocTaBfieHNe TEXHNYECKOro 3a4aHns
NOLAroTOBKA K MPOBEAEHUIO TOProB: COCTaBNEHME crnmcka TpeboBaHwii
6 K y4aCTHMKaM KOHKYpCa; OrnoBeLleHne y4aCTHMKOB KOHKYpCa O CpoKe oOHa 200,0
NpPOBELEHUNS ; HANMNCAHNE, PerncTpaumns n paccolnka nmcbma B npouenypa
n3gartenbCcTea 1 usgarlme opraHn3aumm
PaboTa B aBTOMaTM3NPOBAHHOM peXMME:
BBOJ 3akasa TeKyLWero KoMniekToBaHns B 6asy AaHHbIX OLHO
7 |aBTomatuampoBaHHoi cuctemol (B AC); ykasaHue ak3eMnasspHOCTH Ha3BAHME 3,0
3akasa, pacrnpepgeneHue rno CTpykTypHbIM nogpasneneHnsam
8 penakTnposaHue BeefeHHblx B B AC cBeneHuin o 3akase; BbiBOA, Ha O0HO 6.0
SKpaH; BHeECEHWE U3MEHEHWNIA Ha3BaHue ’
0OHO
9 (BbIBOA Ha MPUHTEP AaHHbIX TEKYLEro KOMMNIeKkToBaHus; pacrneyarka 1,0
HasBaHve
BeneHne kapToTekn TekyLwero KOMNIeKkToOBaHWS:
10 COCTaBJ/IeHNe KapTOo4kKW; yka3aHune aBTopa, 3arnasus, BbIXO4HbIX ooHa 3.0
OaHHbIX, MICTOYHMKA KOMIMIEKTOBAHNS KapToyka
11 [P@3pesKa n3naTenbCckux NNaHoB, PacnevaTok Ans KapToTeKn ooHa 2.0
TEeKyLWero KOMNAeKTOBaHUS; HakIeMBaHNe Ha KaTaNloXHble KapTO4YkWM | KapToyka
12 nonbopka kapToyek No angpaBnTy; pacCTaHOBKA B KAPTOTEKY onHa 10
TeKyLero KOMMNeKkToBaHus KapToyka
OdbopmneHne NoANNCKU Ha NepUoaNYeCKNE N3naHns:
13npoc:MOTpKaTanorOB"Pocneqam";méopnepmonmquKmxmsnaHmVl ogHa 0.5
ONs nognnckm nosnuus
- onHa
14 (c6op 3a8BOK 4N1S MOAMMCKM OT CTPYKTYPHbIX NoApa3aeneHni 3asBKA 1,0
ocbopMneHne 3akasa Ha NoAnucky; Nogc4eT CTOMMOCTM NOAMUCKM C —
15|y4yeTOM OOCTaBKU; COCTaB/IEHME [OroBopa, opopMieHme 38KA3 300,0
NPUNOXEHNSA K 00roBOpYy
COCTaBJIEHNE PErucTPaunoHHOM KApTOYKM ONS KapTOTEKN onHa
16 [neprnoanyecknx n3gaHui; ykasaHme nHaekca, roga, nepnoanyHocTu, 6,0




NCTOYHMUKA NOCTYMNNEHUS, CTPYKTYPHOro noapasaeneHuns

KRadp 1UYKRd

PaboTa B aBTOMaTM3NPOBAHHOM peXMME:

onHa
17 |BBOA 3aKkasa Ha nepuoandeckne nagaHus s 61 AC A 3,0
KapToyKa

18 [KOPPEKTMPOBKA 3aKa3a; BbIBOA HA SKPAH CMMCKa NEpPUOANYECKX onHa 03
N3naHuin; BHeCEHNE U3MEHEHWNI nonpaska ’
JokomnnekToBaHme 6ubnMoTeyHoro ooHaa:

{g[MPviem 3asiBok Ha nprobpeTeHne [OKYMEHTOB OT CTPYKTYPHbIX onHa 30
noapasneneHui 3asaBka ’

op|cOCTaBNEHNe 6ubnuorpadnyeckoit 3anncu; ykasaHme Konm4ecTea oaHa 30
SK3EMNNAPOB 1 CUr/I0B NogpasaeneHunn KapTouka ’

onHa

21 |BK/IIOYEHME 3a5BKM B KAPTOTEKY AOKOMMNNEKTOBAHUS 0,3

KapToyKa
NPOCMOTP KapTOTEKN HEeyLOBETBOPEHHOr 0 CNpoca; aHanna otkasa —

22 |0NS BbiIABNIEHUS OTCYTCTBYIOWMX JOKYMEHTOB; BK/TOYUTb UX B NOKYMEHT 2,0
KapTOTeKy OOKOMMEKTOBaHUA y
CocTaBneHune onepaTyBHOro nnaHa KOMNNeKToBaHUS:
onpeneneHne KoMYecTBEeHHbIX NokasaTtenein obbema ooHaa —

23|(nocTynneHue, BbIObITHE), OTPACNEBOr0 COCTaBa, MICTOYHMKOB nnaHa 1200,0
NOCTYNNEHUs, CMETbl PacX040B
OdbopmneHre nnaHa KOMNNeKToBaHUs B popMe:

onHa
24 [tabnuy A 5,0
Tabnmua
onHa
25|kapToTeKku A 3,0
KapTouka
PaboTa B aBTOMATM3NPOBAHHOM peXMME:
30,0-
26 |BBog nnaHa komnnektosaHunsa B 611 AC OOVH nnaH 120.0
o onHa

27 [koppekTuposka b[1; BbiBOA Ha 3KpaH; BHECEHME U3MEHEHUIA 0,3

nonpaska

3.2. Mpuewm, BbibbiTE U Y4ET LOKYMEHTOB

Tabnuua 43




Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHns
MVH.
] 2 3 4
Mprem NoCcTynBWUNX LOKYMEHTOB:
npuem OOKYMEHTOB MO CONPOBOAUTENIbHBIM JOKYMEHTaM (HaknagHas,
akT); nogbopka [OKYMEHTOB MO KOMMNEKTaM, ancasuty aBTOPOB U onHa
1 |3arnaeui, akcneguuUMOHHbIM HOMEpPaM; CBepKa C CONPOBOAUTENIbHbIM napTys 5,0
JOKYMEHTOM; NPOCTaB/IEHNE LUEeHbl Ha OKYMEHTe, NoACYET Yymcna
aK3eMnnsapoB, 06LLy0 CTOMMOCTb
MNMpuemM DoKyMeHTOB 6€3 CONpPOBOAUTENbHbBIX JOKYMEHTOB:
5 nou60p|<? JOKYMEHTOB MO KOMNneKTam, angpasnTty aBTopos n OLWH 10,0
3arnaswuii; NnposeaeHne OLEHKY 0OKYMEHTOB DOKYMEHT
3 |cocTaBfieHMe akTa Ha NpueM OOKYMEHTOB OOWH aKkT 5,0
nNpocTaBneHne Wremnens Ha TUTYNbHOM NnCTe U Ha 17-1 cTpaHuue
4 |BOKYMeEHTa Ha O6yMa>kHOM HocUTeNe, KaX40M KOHTelHepe OOWH 06
"rosopsLen” KHUrn Ha Kkaccetax, KOHTelnHepax new-kapT, DOKYMEHT ’
ONTUYECKNX M XECTKUX ANCKOB
Csepka nocTynmBLNX AOKYMEHTOB C KapTOTEKOMN TEKYLWEero
KOMMNNEKTOBAHMNS:
cBepka NoCTynuBLIEro LOKYMeHTa C KapTO4YKOM U3 KapTOTEKM onHa
5 [TekyLero KOMNNeKTOBaHMSA; MOUCK KapTOYKK, BbIMONHEHNE HA KapTouKa 1,0
KapTO4Yke OTMETOK
" " onHa
6 |yCTaHOBMEHNE KapTOYkK 3a pasgenntens "BbinonHEHHbIe 3akasbl 0,5
KapTouka
PaboTa B aBTOMaTU3NPOBAHHOM peXMnMe:
- onoHa
7 |cospaHue B B AC 3anucu o HOBOM OpraHM3aunn- NocTasLUmnKe 3anmch 2,0
8 nouck 3anucu B bJ] "3akas"; BHeceHne 0TMETOK O BbIMOTHEHUMN onHa 06
3akasa 3anuncb ’
OLWH
9 |npoBepka Ha AybneTHOCTb NoCcTynuMBLMX AokymeHToB B B AC 2,0
JOKYMEHT
. OAWH
10|peructpaumns Hosbix noctynneHun 8 6L, AC 3,0
JOKYMEHT
11 [10AMMCKa Ha NPOAONXAIOWNECS U3AAHNS; BEINONHEHNE B OLHO 20
PErncTpaLmnoHHON kapToyke 6MONMOTEYHBIX OTMETOK Ha3BaHue ’
12 KOppeKTI/I[:zOBKa 3anucen B b1 AC; BbiBO4 3anncu Ha aKpaH; BHECEHME| OfOHa 0.3
N3MEHEHUN nonpaska
[MpreM n pernctpaumsa XypHanos v raser:
nonbopka XypHanoB 1 ra3eT No andgaBuTy Ha3BaHWiA; MOMCK -
ﬂ3perMCTquMOHHoMKapToqmnBKapTOTeKenonnm0HuxnepmoumquKmx LLOKYMEHT 1,0
N3naHuin; oTMeTKa HoMepa, AaTbl NONYyYEeHUS LOKYMEHTa
OAWH
14 [npocTasneHve wWTemnens Ha XypHane, raseTe 0,5
DOKYMEHT
PaboTa B aBTOMaTU3NPOBAHHOM peXMMe:
{5|0TMETKa O PErncTpaLym NeproaMHECKIX nspanuii B b AC (Homep, onHa 05
KONMMYECTBO 9K3EMMNNSAPOB, OTAEN XPaHEHUS) 3anuncb ’




BeneHune kHurn CyMMapHOro y4yerta:

BbloeneHmne nOKyMeHTOB No BnaaM, oTpacyiiadM 3HaHUA; noacyeT 4ncna

- onHa

16 [LOKYMEHTOB; 3anncb pe3ynbTaTos NoacyeTa rno yCTtaHOBNEHHOW napTus 10,0
doopme B KHUre cymmapHoro yyeta (KCY)

17[M0ACHET NOCTPAHMHHO MO NO3MLIAAM AAHHbIX KCY; nepeHeceHune ofHa 2.0
NTOrN Ha CneayoLLyto CTpaHuLy no3nums

1g|cBePKa OUHAHCOBbLIX JOKYMEHTOB OTAeNa C OUHAHCOBLIMU OOWH 20
IOKyMeHTaMu byxrantepumn JOKYMEHT ’

19 ohopMneHne conpoBOaAUTENbHbBIX JOKYMEHTOB (HaknagHas, akT) ons O4WH 150
nepenayn B byxrantepuio DOKYMEHT ’
PaboTta B aBTOMaTU3MPOBAHHOM PeXUME:
BBOA cTaTmucTuyeckmx gaHHbix KCY B b1 AC (roa, Homep KCY, Homep

£0|COMPOBOANTENLHOrO AOKYMEHTA, MCTOUHIK KOMMNEKTOBAHNS, ofHa 6.0
NCTOYHUK (PMHAHCUPOBAHUS, YACNO HA3BAHWUIA, YACNO SKIEMMISAPOB, napTms ’
TN U3OaHWiA, CyMMa)

21 |pacnevatka KCY Ha npuHTepe oAna 1,0

cTpaHuua

BeneHne nHBEHTAPHOWM KHUTU:

50 0OOpMNEHNE MHBEHTAPHOW KHUTW; Hytnepaum cTpaHuL, ofHa 10
NpocTaBneHne HoMepa B UHBEHTAPHOM KHUMe cTpaHuua
3anncb 4OKYMEHTOB NO YCTAHOBNEHHOW (DOPME B UHBEHTAPHYHO

og|KHUrY; BHECEHME 6ubnmnorpadgryecknx ceeaeHunin Ha HoBble OOWH 10,0
NOCTYNNEHMS; NPOCTaBNEHNE NHBEHTAPHOIrO HOMEPA Ha AOKYMEHTE, | AOKYMEHT
NOEHTUPMKALMOHHOIO (CUCTEMHOr0) HOMEpa Ha XeCTKOM AUCKe
PaboTta B aBTOMaTN3MPOBaHHOM PEeXUME:

54|CO3RAHME 6unbnuorpadpnyeckoit 3anmncy Ha NOCTYMNMBLUMIA OKYMEHT B |  OOWH 15.0
"HBeHTapHom kHure" b1 AC LOKYMEHT ’

o onHa
25|pacneyaTtka MHBEHTAPHOW KHUIM Ha MPUHTEpEe 1,0
cTpaHuua

BblbbiTME OKYMEHTOB:

og|COCTaBNEHME FTOAOBOrO NNana Ha BblObITVE; yKa3aHWe kBapTana, omuH nnan| 21600
nogpasneneHuns, sBuaa JOKYMEHTOB, KONMYECTBO
CocTaBneHne akToB ClNCaHns:

o7 |Pvem dOpMynNSpoB, CI'II/ICKOBvaI6bIBLIJVIX IOKYMEHTOB OT OV aKT 10,0
CTPYKTYPHbIX NOAPa3AeNeHNIA; pernctpaums akra
MOWCK MO MHBEHTapPHOMY HoMepy Bubnuorpadryeckoit 3anncu B

og[2IEKTPOHHOM KaTanore; onpeaeneHue Koacpcpmumel-lTa LeHbl, roga onHa 05
MNOCTYNNEHNS U BHECEHNE ONS CANCAHNS OOMNONHEHWI B 3anuncb
6ubnmnorpadmryeckyto 3anucb
nNpwv OTCYTCTBMM 3aNnCK B 9NIEKTPOHHOM KaTtanore BBeAeHune Bcex Ans

29 [dbopmMupoBaHns Gubnuorpadnyeckor 3anncu cBeaeHnin ¢ 32:_1':33 3,0
doopmynsipa nnu u3 crnmcka akTa
BHECEHWE 3anucuy B akTe CNMcaHnsa K UHBEHTAPHOMY HOMepPY

30 [nokyMeHTa HoMepa BbIObIBLIE KHUMM U3 KOMMNIeKTa penbedHo- 3Zﬁ:§b 0,2
TOYEYHOro AOKYMEHTa

51 [TPOBEPKA NHBEHTAPHBIX HOMEPOB, FOAA MOCTYNNEHNS, onHa 30
KO3 hMLMEHTA LIeHbl BbIObIBLIErO NOKYyMEHTa 3anncb ’




pacrnevyaTtka cnmcka BblObIBLINX JOKYMEHTOB B anddaBUTHOM rnopsake onHa
32|on4 yoaneHus NHBeHTapHbIX HOMEPOB N N3bATUA KapToyek 13 3,0
CMCTEMbl KAPTOYHbIX KaTanoros 6 nMoTeku sannce
3annchb O BbIOLIBLIMX N3 LENACTBYOWMX (POHA0B B1bNNOTEKM onHa
33|ooKyMeHTax B cooTBeTCTBYOWMX rpadpax 2-n yactn KCY (mara, 3,0
HOMEp akTa, KONMYEeCTBO, CYMMa, CoAepXaHue, NPUYMNHbI BbIObITAS) sannce
34 NCKNOYEeHME LOKYMEHTA MO akTy U3 y4eTHbIX POPM (MHBEHTapPHOM OOVH 40
KHUMN) OOKYMEHT ’
35 norateHne UHBEHTAPHOro HoMepa 1 Wtemnens GubnmoTekmn Ha OOVH 0.5
OOKYMEHTEe DOKYMEHT
36 |noawmnBka akToB O4WH aKkT 0,5

MNpumeyaHne: npy paboTe ¢ LOKYMEHTAMMN HA MHOCTPAaHHbIX 513blkax K HOPMEe BPEMEHMU
NPUMEeHSAeTCS NoBblWAWNA KO3 puruneHT 1,2,

3.3. bubnmnorteyHasa obpaboTka
NOKYMEHTOB
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Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHu
n/n n3mepeHns
MVH.
] 2 3 4
Mprvem [OKYMEHTOB:
1 [MP1em napTin AOKYMEHTOB; IPOBEPKa 3K3EeMNASAPHOCTM MO onHa 5.0
COMNPOBOANTENIbHOMY OOKYMEHTY; 3annCb B KHUre yyeTa napTus
o |NOArOTOBKA AOKYMEHTOB K MHAEKCHPOBAHWIO 1 BBOAY B SNEKTPOHHbIN OLWH 0.7
KaTanor LOKYMEHT
3 HpOCMOTp}dBHﬂBﬂeHmeaHaﬂOFMHHHXM3ﬂaHMﬂPﬁiﬂperXBMﬂaX onHa 0.2
HOCUTenen B 3NeKTPOHHOM KaTanore 3anucb
4 [TPOCMOTP [OKYMEHTOB Ha MHOCTPAHHbIX M HALMOHANBHBIX A3bIKAX; OLVH 30,0
nepeBoA AN ONUCaHMSA CBEOEHWUA Ha PYCCKUIA A3bIK LOKYMEHT
dopmmpoBaHme bubnmorpagomnyeckoit 3anmcu
Pekartanorusauus:
CBepKa KapToyek ¢ LOKYMEHTOM; UCnpaBfieHe CTaporo
5 61bnnorpadnyeckoro onMcaHns; CoctTaBneHne HoBOro OMUCaHNS; onHa 20
nepeHeceHune wngpa, MUHBEHTAPHOro HoMepa, 6UBMOTEYHOM KapTouyka ’
NOMEeTKN
CuctemaTtunsaumst LOKYMEHTOB:
cucTemMaTmsaumns 4OKYMEHTOB C MCMOIb30BaHNEM NEYATHOM KapTOYKM
g [V aHanora Ha Apyrom BiAE HOCUTENA; MPOBEPKa COOTBETCTBUS OLVH 20
MHIOEKCOB Tabnmuam knaccudoukaumm, npuHATEIM B Gubnnoteke; LOKYMEHT ’
NpOCTaBNeHMEe NHAeKca Ha LOKyMEHTe
cucTemMaTmsaumns JOKYMEHTOB MNPy OTCYTCTBUM NeYaTHON KapTouKu
AN aHanora Ha Apyrom BUAe HOCUTENS; MPOCMOTP 3TUKETKMN
N3naHns, NpoCcnywmBaHne KacceTbl / aucka / qonew-kapTbl; YTeHne
7 |cBeOeHui, HanucaHHble penbeHO-TOYEYHbIM WPUA TOM, AN noi%:m 10,0
YTOYHEHUS aBTopa, Ha3BaHWS, BbIXOAHbIX OaHHbIX, COOEPXaHWs;
onpeneneHve nHaekca no Tabnmuam knaccmgukaunm, NPUHSATHIM B
6nbnuoTeke, NPOCTaBNIEHNE MHAEKCA HA LOKYMEHTE
OLWH
8 |onpeneneHne aBTOPCKOro 3Haka ALOKYMeHTa no aBTOpCKuM Tabnuuam 0,2
LOKYMEHT
NpoBepKa NpaBuibHOCTU 1 UCAPaBEHNE KNacCugUKaLNoHHOM 0 —
9 |MHOekca 1 aBTOPCKOro 3Haka, ykasaHHbIX Ha aTukeTke "rosopsuein” 3,0
LOKYMEHT
KHUI A
. onHa
{0 lonPeAeneHne nHAEKCoB NPON3BEAEHNI, 3ANMCAHHbIX Ha o new-kaprte e new- 50
(0T 4 0o 8 HasBaHwWin), AN POPMUPOBAHUS KaTaNoXHOro wugpa xapTa ’
onpeneneHve popmarta, Konmyectsa bpanneBcknx un
11|nnockoneyvyaTHbIX INCTOB, XapakTepa NpuIoXeHUn, penbedHo- ORHO 5,0
TOYEYHbIX M3OaHUIA U penbedHO-rpadnyecknx nocobuii Haspanne
onpeneneHve n nepedyncneHne maTepmanos, UCNONb30BaHHbIX MPW
12cosuaHmmTaKTmanufpyKoueanux|/|3,uaHv||7|;nepecquKonmquTBa OLHO 5.0
CTpaHuL, NMPUNOXEHWUA, BbiIIBNEHNE OPYrux XapakTepHbIX Ha3BaHue
0cobeHHoCTel [OKYMEHTOB
13 [nepecyet NPUNOXEHWIA, BbISBNEHNE APYrX XapakTepHbIX OLHO 30
0COOEHHOCTEN NNOCKONEeYaTHOro AOKYMEHTa Ha3BaHue ’




[MpeomeTnsaums LOKYMEHTOB:
npeamMeTn3aumns LOKYMEHTOB C UCMONb30BaHNEM PYOPUK NevaTHON
14 [KapTO4KN; NpoBEpKa COOTBETCTBMS PYyOPUKM NeYaTHON KapTOYKK HaZ,g::Me 3,0
npeaMeTHOMY KaTtanory
15 [TPEAMETM3ALMS LOKYMEHTOB MPK OTCYTCTBUM neyvyaTHOM KapTOYKW; OLHO 6.0
O3HaKOMNIEHNE C LOKYMEHTOM, OnpeneneHune pyoprkm HasBaHue ’
{g|cOCTaBNEHME HOBLIX MPEAMETHBIX pybpuk n noopybpuk; nepeHeceHe| oAaHa 20
Ha KapTou4kM cnyXebHoi KapToTeku KapTouka ’
17 [PeAakTMpoBaHme npeaMeTHON pybpukn; NpoBepka NpaBuabHOCTM onHa 10
NpeaMeTHON pybpukn, TOYHOCTM HanucaHms KapTouka ’

I'Ipleeanl/le: K HOpMaMm BpeMeHU NPUMEHSATCSA NoBbiWwarwme KO3 PULNEHTHI:

- NPV cocTaBneHnn BB IMOrpadoMYeckoro oNMcaHns Ha JOKyMeHTe, Ha TUTYNIbHOM NIUCTe, Ha
KOTOPbIX YaCTUYHO OTCYTCTBYIOT AaHHble ans 6ubnuorpadpmyeckori 3anucu - 1,2;

- Npy 6GUbnNMoTeYHOn 06paboTKe HOTHLIX M3daHui - 1,5;

- Npu paboTe C JOKYMEHTaMM HA MHOCTPaHHbIX A3blkax - 1,2.

3.4. OpraHunsauuna n eegeHne KaTtaJioros
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Hopma

N EavHuua
HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl BpeMeHU
n/n n3mepeHns
MVH.
1 2 3 4
OpraHusauns anaBuTHbIX KaTanoros (MNNOCKONeYaTHbIX KHUT,
HOT, rPaMnnacTUHOK):
1 nonbopka KapToyek no angpasmTy oamunimnin aBTopos Un onHa 02
3arnasuin 415 paccTaHOBKM KapToyka ’
oOHa
2 |paccTaHoBKa npeaBapuTenbHO NoA0OpPaHHBIX KapTodek 0,3
KapTouka
penakTMpoBaHue KaTtanora; nposepka paccTaHOBKM KapToYek, onHa
3 |npaBnnbHOCTM [06ABOYHBIX M CChINIOYHbIX KAPTOYEK, NCMpaB/eHne 0,5
KapTouka
ownbok
OLWH
4 |HanncaHue pasgenuTens Ons Kkatanora, ykasaHue 6ykBbl, cnora 0,6
pasgenutenb
paccTaHoBKa pasfaenuTeneii B katanore; nogbopka pasnenmrtens —
5 [no anghasuTy; nonck MecTta pasnennutens; NnpocTasneHne 0,3
pasgenutenb
pasgenurens
. OLWH
6 [npoBepka paccTaHOBKU pasgenuTeneil; nicnpaenexHme ownbok 0,3
pasgenutenb
opraHusaums CUCTeMaTUYeCcKoro Kkaranora rnaockoneyaTHbIX KHUr
- nonbopka kapTo4yek Nno MHAekKcam, BHyTpy pasgena no andasuty onHa 03
doamMnnunin asTopoB NN 3arnasuii 4Na paccTaHOBKM KapTouka ’
onHa
8 |paccTaHoBKka npenBapuTebHO NOA0OpPaHHbIX KAPTOoYekK 0,3
KapTouka
pefakTMpoBaHWe KaTtanora; nposepka npasniibHOCTU HAMOJTHEHUS onHa
9 |pasgenos karasnora no conepXaHuio, MHaekKcaumm n paccTtaHoBKe, KADTOUKA 1,0
ncnpasneHne ownbok P
10 peknaccugurkauma katanora; ucnpasneHue nHOekcos, BHECeHune onHa 6.0
ncnpasneHn B andpaBmUTHbIA kKaTanor KapTouka ’
{1 [panucanme pasaenuTens Ans Katanora; ykasaHne HaumeHoBaHms OOWH 05
pasnena, nogpasnena v uHbix pasgenutenen pasnenntenb ’
1o [PaccTaHoBka pasgenuTtenei B katanor; nogbopka no MHAeKcam, OOWH 03
MOUCK MecTa, NoCTaHOBKa pasfenurens pasgenutenb ’
9 OLWH
13 |npoBepka paccTaHOBKM pasaenntenei, ncnpasneHme owmnbok 0,3
pasgenutenb
OpraHusaums cuctemaTnyeckmnx katanoros ("rosopswmx” n
penbeHO-TOYEYHbIX KHUT, KHAT MO My3blKe€ U HOTHbIM U34aHUSM
penbeHO-TOYEYHOro wpuda):
nonbopka kapToyek, 0POPMIEHHbBIX ABYMS WPU TaMm
14(nn00KoneanHuMLapenbeqn«yToqeqHuMLIMJMHﬂeKcaM,BHyTpM ogHa 10
pasnena no angasuty pamunnini aBTopoB UNu 3arnasuin ons KapTouka ’
paccTaHOBKM
{5 [PaccTaHoBKa npeABapuTENLHO noLobpaHHbIX KAPTOYEK, oOHa 40
OPOpPMNIEHHbIX ABYMSA WpudTamm KapTouka ’
pefakTypoBaHue KkaTtanora; nposepka npasuibHOCTN HAMONHEHUSA onHa
16 [pasfoenos kartanora no cogepXaHuto, nHaekcaumm n pacctaHoBke KapTOUKa 0,5

KapTouek, McnpasneHmne ownbok




peknaccugukauma katanora; ucnpabsneHne MHOEeKCOB, BHECEHNe

OoOHa

17 N o 6,0
NcnpasfeHnin B andoasnTHbI KaTtanor KapTouka
{g[HanMcane pasnenuTens Ans Katanora; ykasaxne HauMeHOBaHMS OLWH 10
pasgena, nogpasgena pasgenutenb
{g[PaccTaqoska pasgenuteneii B katanore; noabopka no MHAeKcam, OLWH 0.3
MOUCK MecTa, NOCTaHOBKa pasgenurens pasgenutenb
- OAWH
20 [npoBepka paccTaHOBKM pasaenutenei, ncnpasneHme owmnbok 0,3
pasgenutenb
PaboTa c MakeToM NnockoneyaTHOM KaTanoXHom KapTOYKN:
51 [MPOUMTLIBAHME HE3PSAUEMY PaboTHMKY TeKCTa NI0CKONeYaTHOM OLHO 12.0
KapTO4ku HasBaHue
5o [BHECEHNE B MakeT Na0CKONeYaTHOM KapTOYKM 0LHO 120
6mnbnuorpagnueckoin 3anncy penbeHO-TOYEYHbIM WPU TOM Ha3BaHue ’
o3 [M€PEHECEHME AaHHBIX O goamnax ¢ XecTkoro gucka Ha OLHO 4.0
KaTanoXHble KapTO4ku HasBaHue
penakTupoBaHmne anemMeHToB 6rubnunorpadouyeckor 3anmcu,
24 |BbINONIHEHHOW penbedHO-TOYEYHbIM WPUHPTOM; UCNpasneHme ofdHa 3anucb| 0,3
ownbok
OpraHusaums Tonorpaguyeckoro karanora:
o5 nonbopka kapToyek Mo CTPYKTYPHbIM NOApa3neneHnsam (oTaenam- oOHa 02
gooHgonepXxatensim) KapTouka ’
26 [noabopka KapToyek Mo MHBEHTAPHbLIM HOMeEpam oAna 0,2
KapTouka
oOHa
27 |pacctaHoBKa npenBapuTenbHO NoaobpaHHbIX KapTovek 0,2
KapTouka
og [PEAAKTMPOBAHME KaTanora; poBepka npasusibHOCTI PacCTaHOBKM onHa 03
KapTou4ek 1 pasgennteneil; ncnpasneHme owmnbkn KapTouka ’
og HanMcanme pasnennTens Ans katanora; nocTaHoBka pasaennTens OLWH 0.3
B KaTanor pasgenutenb
N3baTne n3 kapToyHbIX Katanoros (angasnTHOro,
CMCTEMaTNYeCcKOro, Tonorpadouyeckoro) kKapToyek Ha
NCKTIOYEHHbIE N3 BUBIMOTEYHOro OOHAA AOKYMEHTDI:
30 |perncTpaumns akta Ha crnmcaHue B KHUre yyeta OIWH akT 3,0
MOMCK KapTOYKy (OCHOBHOW, 006aBOYHOI); 3a4epkmBaHme
CMMCbIBAEMOr0 MHBEHTAPHOIro HOMepa, MHBEHTapHOro Homepa onHa
31 [cnncbiBaeMOM KHUMM U3 KOMMNEKTa penbeHO-TOYeYHOro wpudta KapTouka 1,5
(PTLW) B cooTBETCTBYIOWEM MHBEHTAPHOM HOMEpPE; yaaneHue
KapTO4ku
30 |MOACHET KONNHECTBA N3 BATBIX KAPTOHEK M3 CUCTEMbI KAPTOUHBIX onHa 0.9
KaTanoros 1 KapTOTeK; 3anncb B KHUTY yyeTta KapTouka
[MepeanpecoBka LOKYMEHTOB:
33 [perucTpauns akta nepenayv 4OKyMeHTa B KHUre yyerta OOVH akT 3,0
34|MOVICK KAPTOUKY, NCTIPABNIEHNE MECTA XPAHEHNS AOKYMEHT; onHa 3.0
BO3BpalleHme KapTo4km B KaTanor KapTouka
TexHnyeckast 06paboTka LOKYMEHTOB:
35 |HaKnensaHne Kapmaukos Ha OKYMEHT Ha O6yMa>kHOM HocuTENE; OOWH 10
HanncaHve Ha KapMallke UHBEHTapHOro HoMepa, MecTa XxpaHeHus | Kapmallek




OoOwuH

36 [HanucaHue whudpa Ha 06N10XKe, TUTYNIbHOM NIMCTE AOKYMEHTa 0,8
JOKYMEHT

37 |BNOXeEHNEe KHUXHOro goopmynsapa B kapMallek, KOHTeNnHep OAnH 0,1

doopmynsp

3g|POBEPKA 1 MCMpaBneHme wudppa Ha aTUKeTKax ayamnoBudyanbHbiX O4WH 05
[OKYMEHTOB Ha aHanoroBbIX N LMGPOBbLIX HOCUTENAX DOKYMEHT ’
COCTaBNeHue NA0CKoONeYaTHOM 3TUKETKM Ha ayAN0BU3yabHbIE —

39 [LOKYMEHTbI Ha aHanoroBbIX U LMGPPOBbLIX HOCUTENAX; NPOBEpKa 5,0
3anwucu, ucnpaeneHune ownbok; pacneyartka AOKYMEHT
nonbopka LOKYMEHTOB MO MECTY XpaHeHMs ; nepefaya OKyMEHTOB —

40 |c kaTanoXHbIM1 KapTOYKaMUN N KHUXHBIMW OOpMynapamu B 1,0
oTaenbl- ooHOonepxarenm AlOKyMeRT

41|0TMeTKa B KHUre yyeTta o nepegaye napTmm 4OKYMEHTOB ofgHa naptua| 3,0
OpraHusauns n BeeHne 3N1eKTPOHHOro katanora
dopmmposaHme v Beog B Bl AC 6ubnnorpadunyecknx 3anncen 04Ha 3anncb
[nockoneyaTHbIX N30aHUN:

4o |PV OTCYTCTBUM nevyaTHOM KapTOYKMN N aHANOMMYHbIX 3anucen B 6.0
9NEeKTPOHHOM KaTtanore

43|MTPV HanM4Mm neyYyaTHOM KapTOYKM UM aHaNOr MYHbIX 3anucen B 4.0
9NEKTPOHHOM KaTtanore

44 1P LOMNONHMTENbHOM paboTe ¢ aHHOTauMel (MOUCK aHHOTaUUN B 150
"MHTepHeTe", pefakumsa aHHoTaumm) ’
PenbeHO-TOYEYHbIX N3OaHWIA:

45|6e3 BBOAA aHHOTALMM 4,0

46 [npv DoNonNHUTENbHO paboTe ¢ aHHOTaUMel 15,0

47 [n3paHnim Ha KkacceTax 4.0

48 |n3oaHunin Ha ONTUYECKMX AMcKax 50

49 (n3paHuin Ha o new-kapTax 15,0

50 |c xecTKOro gmcka 3,5

51 [penbedHo-rpaduryecknx nocodbuii 7,0

52 |TaKTUNbHbIX PYKOOENbHbIX N30aHNIA 25,0

53 |cocTaBneHne aHannTU4yeckom 3anncu ofgHa 3anucb| 5,0

54|POCMNCb CONEPXAHNS cOOPHUKOB, HaneyvaTaHHbIX penbedHO- OLWH 50
TOYEYHBIM WPNETOM CcOOPHWK ’

55|cocTaBneHne 0obaBoYHbIX U CCbINOYHbBIX ONUCaHWNIA 04Ho 1,0

onucaHve

5 [PEAAKTMPOBaHME 6|/|6nmorpaq3v|qevc_|<mx 3anvcen; nposeplfa onHa sanves| 1.0
NPaBUIbHOCTM 3N1EMEHTOB 3anucen; BHECEHNE N3MEHEHWI

57|COCTaBNeHMe v BBOA B 3316KTpOHHbII7I KaTanor HOBbIX pybpuK, onHa sanvcs| 0.5
noapybpuk, nepcoHanmi

58 [BbIBOA BB NMOrpachuyecknx 3anucei Ha akpaH ogHa 3anucb | 15,0
dopmaTtmpoBaHmne 1 pacnedatka KapToyek 1 y4eTHbIX OOpM
dopmaTtmpoBaHme 1 pacnevatka KapToyek: oAra

KapTouyka
59 |ocHoBHas onsa andaBUTHOroO Karanora 2,3 cex.
60|nob6aBoyHas ons andaBnTHOro kaTanora 1,0




61 |ccbinoyHas ong angpasmMTHOro Kartanora 1,0
62|onsa Tonorpaduyeckoro karanora 0,7
doopMaTmMpoBaHme 1 pacneyatka MakeTa KapToukm OLAH MaKeT
63 |(nnockonevyaTHas 3anncb) ON8 CUCTEMATUYECKOro Katanora KAPTOUKA 1,5
"rosopawmx" n penbegHO-ToYeYHbIX JOKYMEHTOB
OLWH
64 |pacneyaTka KHUXHbIX pOpMynsapoB 0,2
cpopmynsp
onpeneneHne aK3eMnIsipHOCTM (MO KONMYECTBY KHUM B KOMMEKTE) OnHO
65 |1 pacneyatka qoopMynapoB AN U3oaHUNA, HanevyaTaHHbIX Ha3BAHME 0,7
penbedHO-TOYEYHbIM WPUEPTOM
PeTpocnekTuBHoe NONONHEHWE 9NEKTPOHHOrO KaTanora:
66|MOVCK B angasBMUTHOM KaTanore nnockoneyaTHbIX KHAM KapTOYKK onHa 02
ana ssoga s bl AC KapTouka ’
67 BBOJ CBEOEHWNI C NNOCKONeYaTHON KapTO4YKN B COOTBETCTBYOWNE OQHO 50
nons 6ubnuorpadpnyeckon 3anucu 8 6, AC Ha3BaHue ’
MOWCK MO YY4ETHbIM JOKYMEHTAaM 1 Tonorpadunyeckomy Kkatanory
68 CBeV,D,eHVIVI, OTcyTCTByIOI.I.I,I/IX B MI0CKONEYaTHOM KapTOyKe; BBOA, OLHO 20
HaOeHHbIX CBEAEHWI B COOTBETCTBYOWME NONs Ha3BaHue
6ubnnorpaduyeckoii 3anucu 8 b1 AC
o OLHO
69 [npoBepka npaeunbHoOCTM BuUbnuorpaduyeckoit 3anncu 0,5
Ha3BaHue
20|B038PAT B andgaBUTHbIA KaTanor NN0CKoneYaTHbIX KHUT onHa 02
0TpaboTaHHON KapTOuKK KapTouyka ’
N3baTue 6Gubnuorpadpnyeckoin 3anncy n3 aneKTPoOHHOr 0
Kkatanora:
71 |pernctpaumns akta Ha cnmcaHve OOKYMEHTOB B KHUre yyeTta OOVH akT 3,0
N3bATUE U3 INEKTPOHHOr 0 KaTanora 6ubnmorpadgmyeckmnx
72 N ofHa 3anucb| 3,0
3anncei Ha NCKNYEeHHbIe N3 6UONIMOTEYHOro ooHAa LOKYMEHThI
nogcyeT KONMYecTsa N3bATbIX U3 3NEKTPOHHOr O Katanora
73 o ofgHa 3anucb | 0,1
3anuvcen; 3anucb B KHUry yyeta

3.5. ®opmupoBaHune ba3 gaHHbIX
3BYKOBbIX (pannoB
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Hopma

N EnovHnua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHns
MVH.

] 2 3 4
KoHBepTupoBaHMe ayanoa0KyMEHTOB C KPUNTO3AWNTON C XXECTKOro
AncKa B MporpamMmbl Ans paboTbl € "roBopsWMMN KHUramm'™:
onpeneneHne Hann4Ms OKyMeHTa B nporpamme ans pabotbl ¢ OLHO

1 |"roBopsAwWwmMMN KHUramn"; UIsSMeHeHne HacTpoek NporpaMmbl ons 0,05
paboTbl C "roBOPAWMMUN KHUramn" Haspanne

0LHO
2 [(3anonHeHne Kop3uHbl LOKYMEHTaMu 0,04
Ha3BaHue
y onHa
3 |co3paHne NpoMeXyToYHOW nankn AN KOHBEPTUPOBAHUS nanka 1,0
O0LHO
4 |KOHBEPTMPOBaHME 0TOOPAHHbLIX AOKYMEHTOB B MPOMEXYTOYHYIO Nanky 0,03
Ha3BaHue

5 |KOHBEPTMPOBAHME LOKYMEHTOB 13 NPOMeXYTOYHOW Nanku B OLHO 0.08
nporpammbl Ans paboTbl C "roBOPSAWMMN KHUramm" Has3BaHue ’
KoHBepTrpoBaHne ayanoaoKyMEHTOB C ONTUYECKNX OUCKOB B
nporpammbl Ans paboTbl C "roBOPSLMMU KHAraMmn'":

g [MOVICK AOKYMEHTOB B MpOrpaMmax Ans paboTbl C "roBOpPAWMMM OLHO 0.05
KHUramm" Ha3BaHue ’
MogroToBka OOKYMEHTa K KOHBEPTUPOBAHUIO:

7 [konupoBaHue OoKyMeHTa C Aucka OAH Hac 0,12

3ByYaHus
y y OJWH Yac

8 |[KoHBepTMpOBaHWe LOKYMeHTa BCroMoraTeibHOM Nporpammoi 1,1

3ByYaHus

g [PV OTCYTCTBUM HA3BAHMS NOKYMEHTA 03BY4MBAHINE HA3BAHS OLHO 2.0
cpencrteamm HasBaHue
3anofiHeHne y4eTHOM OOpMbl BBOLMMOro AOKYMEHTa (C y4eTOM

10 BPEMEeHU Ha nouck aHHoTauum B "IHTepHeTe", nHoekca bbK B 0OHO 20
SN1eKTPOHHOM Kartanore) Ans KOHBePTUPOBaHUS B MPOrpaMmbl 414 Ha3BaHue ’
paboTbl C "roBOPSAWMMUN KHUramn"

11 KOHBepTI'/'IpOBaHI/Ie B Nporpammbl Ans paboTbl C "roBOPSLLMMY 100 M6 4.1
KHUramm
KoHBepTupoBaHue ayanoLoKyMeHTOB C KpUNTO3alWmMTom ¢ canta
opraHusauum-napTHepa B Nporpammbl 4ns paboTbl ¢ "roBopawmmm
KHUrammn":

12 ?npeueneHme HaJ'IVI‘-II/IS'I' LOKYMEHTa B MporpamMme 4ns paboTbl ¢ OLHO 0,05

rOBOPAWMMM KHUraMU Has3BaHue

13 |ckaumBaHme OOKYMEHTOB C canTa 1 M6 0,2

14 [pasapxusmpoBaHne LOKYMEHTOB 1 M6 0,2
3anonHeHue y4eTHOM OopMbl BBOAMMOrO OOKYMEHTA (C y4eTOM

{5 [BPEMEHI Ha NONUCK aHHOTaLNM B "HTepHeTe", nHoekca bBK B 0LHO 03
SNEKTPOHHOM KaTasnore) 4515 KOHBEPTUPOBAHUS B NPOrpaMMbl 4115 HasBaHue ’
paboTbl C "roBOPAWMMUN KHUramn"

16 [<OHBEPTMPOBAHNE B MPOTPaMMbI A1 paboTbl C "roBOPAWMUMM 100 M6 4.1

KHUrammn"




MonaroToBka crnvcka HoBbIX MOCTYNNEHUI (dbopMaT OOKYMEHTA):

" .| OAHa
17 [BbIrpy3ka kaTtanora nporpammbl ans paboTbl C "roBOPSLUMMY KHAraMK 4,0
BbIrpy3ka
18 BbIrpy3Ka 13 goanna 4OKYMEHTOB, MOCTYMNUBLIMX 32 ONpPeaeeHHbIN onHa 500
BPEMEHHOW UHTepBan (Mecsu, keapTan, ron) BbIrpy3ka ’
OLWH
yoaneHue NWHUX MHPOPMaLMOHHbIX NONEN B CANCKE HOBbIX crnmcok
19 g 10,0
NoCTynneHuin (150-200
Ha3BaHWi)
- OAWH
20 |konuposaHue paina ns goopmata bl AC B chopmat nokymeHTa CHNCOK 1,0
1 npeobpasoBaHne AOKyMeHTa B doopMaTte AOKYMeHTa ANs 40 K6 6.0
nocnenyouwero pasmeLleHns Ha canTte ’
O3ByuymBaHue cnucka HOBbIX MOCTYMEHWNI CUHTE3aTOPOM peyn:
" " OluHa
22 [BbIrpy3ka KkaTtanora nporpammbl ons paboTbl C "roBOPSIUMMUN KHATaMK 4,0
BbIrpy3ka
3 BbIrpy3ka u3 parnna cpopmata b1 AC 0okyMeHTOB, NOCTYNMUBLIKX 32 ooHa 20.0
onpeneneHHbIn BpeMeHHOM NHTepBan (Mecsau, keapTan, ron) BbIrpy3Ka ’
o4 [YRANEHNE NUWHNX NHJOOPMALNOHHbIX MONER B CNMUCKE HOBbIX OAWH 100
NOCTynneHuin Cnuncok ’
(150-200
o Has3BaHWi
25 |konuposaHue doaina ns goopmata bl AC B bopmat ookymeHTa OnH ) 1,0
cnmcok
o6 npeobpasoBaHne OKYMEHTa B popMaTte OOKYMEHTa B hopMmy, 40 K6 6.0
yLOOHYI0 ANS 03ByYMBAHNS CUHTE3ATOPOM peyn ’
27 [pasbueka OOKyMeHTa B oopMaTte AOKYMEHTa Ha NpeanoXeHuns 40 K6 80,0
03By4MBaHMEe OOKYMeHTa B NporpamMMe Ans YTeHUs BCNyX TeKCTOBbIX
28 ’ " " 40 K6 3,0
cpainos ("Banabonka" n opyrue)
OAWH
- - crnmcok
29 [pa3meLleHne 03ByYEHHOr o Cnncka HOBbIX MOCTYMIEHUI Ha calTe (150-200 15,0
Ha3BaHW)
30 [<OHBEPTMPOBAHME 03BY4EHHOrO CIMCKA B NPOrpamMMbl ANs paboTbl C OLWH 10
"roBopAWNMN KHUramm" CNnCcoK ’

3.6. PaboTa c dooHgom. PaboTa no
npnemMy 0OKYMEHTOB
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Hopma

N EavHuua
/i HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl naMEpeHIs BpeMeHU
MVH.
1 2 3 4
[Mpuem OOKYMEHTOB B CTPYKTYPHbIX NOApa3aeneHnsax
Mprem LOKYMEHTOB U3 OTAeNa aBTOMaTM3MPOBaHHOK 06paboTku
JOKYMEHTOB M OpraHu3aumm Katanoros, cBepka ¢ 0lHa napTus
COMPOBOAUTENbHBIM LOKYMEHTOM:
1 |1 - 25 ak3emMnnapos 10,0
2 |26 - 75 ak3eMnnsapoB 30,0
3 perMCTpaum9HosuxruxnynneHmmnepmounﬁeCKmxmsuaHmm, OOWH 0.5
NpocTaBNeHNe OTMETKMN B PErMCTPALMOHHON KapToTeke DOKYMEHT
4 |POCT@BNEHNE WTEMNENs Nnn OTMETKa CTPYKTYPHOro OLWH 0.5
noapasfaeneHuns Ha JOKyMEHTe JOKYMEHT
Monbopka LOKYMEHTOB A1 pacCTaHOBKW B pOHAE
Monbopka OOKYMEHTOB MO BUOAM U3OaHWIA: OANH
OOKYMEHT
5 [nnockoneyaTHble n3gaHuns 0,07
6 |penbedHO-TOYEYHbIEe N30aHNS 0,08
7 |'roBopswme" KHUrM Ha KkacceTtax 0,1
8 |M3pmaHus Ha ONTUYECKMX OUCKax 0,07
9 |n3paHusa Ha gonew-kaprax 0,07
10|penbedHo-rpadmyeckmne nocobus 0,08
11 |TakTUNbHbIE pyKOOENbHblE N34aHNS 0,1
12|{nonbopka KOMMNNEKTOB pPeNbeHO-TOYEYHbIX KHUM MO HA3BaHMAM OAnH 2,0
KOMMNAekT
13 nonbopka LOKYMEHTOB MO KNACCMGMKALNOHHBIM UHOEKCAM, OLWH 0.3
aBTOPCKOMY 3HaKy DOKYMEHT
Monbopka Nepnoanyeckmx N3gaHuin no andasmTy Ha3BaHUSIM, OOWH
ronam, Homepam: DOKYMEHT
14 [nnockoneyaTHble n3gaHuns 0,07
15|penbedHO-TOYEYHbIE N30aHNS 0,08
PacctaHoBka 61bnmoTe4yHoro gooHaa
paccTaHoBKa JOKYMEHTOB Ha CTefnaxax B CMcTeMaTnyecko- OLWH
ancasnTHOM Nopsaake: DOKYMEHT
16 |nnockonevyaTHble n3gaHnsg 0,08
17 |penbedHO-TOYEeYHbIE N30aHNSA 0,11
18|"rosopswme" KHUrn Ha kaccertax 0,1
19 (M3paHnsa Ha ONTUYECKUX AncKax 0,1
20 (n3paHunsa Ha o new-kapTax 0,1
21 [penbedHo-rpaduryeckme nocobus 0,11
22|TakTUNbHbIE pyKOOeNbHble N3naHus 0,11
PaccTtaHoBKa nepmoanyeckmx n3gaHunin o andpasmTty Ha3BaHWi, OOWH
ronam, HomMepam: DOKYMEHT
23 |nnockone4vyaTHble 3aaHuns 0,1
24 |penbedHO-TOYeYHbIe N34aHUs 0,13




packnagka ra3et no Ha3BaHusM, npokasbiBaHME OblPOK, B/IOXEHNE

25 [B KapTOHHY0 06710XKY (Namnky), NPOLWHYPOBKa, 0HOPMNEHNE ofHananka | 10,0
060K (Ha3BaHWe, roa, HOMep, MecsLl)
[MpoBepka NpaBnNbHOCTM pacCTaHOBKN OKYMEHTOB B OTAE/bHbIX Maccus
maccmsax ooHaa: doHpa
26|1 - 200 DoKyMeHTOB 30,0
27(201 - 400 nokymeHTOB 60,0
28 [nepemeLieHne (NepeHeceHne) LOKYMEHTOB Ha CBOBOAHbIE MecTa o4Ha nonka 5,0
OdbopmneHure, HanmcaHe NoNoYHbIX pasgenuTenein: OANH
pasgenutenb
29|0ng cuctemMaTtnyeckom pacctaHoBku ooHaa 4,0
30 (ong andpaBMTHOM paccTaHOBKM (poHaa 3,0

3.7. PaboTa c dpoHagom. PaboTa no
COXpaHHOCTU poHAa
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Hopma

N EanHuua
/i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl msmepeHMHBpeMeHM
MVH.

] 2 3 4
MpoBepka 6bNMoTEYHOro hoHaa:

HanncaHme KOHTPOJIbHOro TanoHa Ha AOKYMEHT; yKa3aHue Ha HEM —

1 [MHBEeHTapHOro HoMepa, Wwndpa, Pammnmm, MHMLMaNOB aBTopa, TAOH 2,0
3arnasus, roga, Mecta nsgaHus, LeHbl, Mecta XpaHeHus

5 [0TMETKa 0 MPOBEPKE AOKYMEHTA Ha dopmynspe, KOHTenHepe, OLWH 02
06510XKe AOKYMeHTa LOKYMEHT ’
MNMonbopka KOHTPOJbHBIX TANOHOB: ORNH

TanoH

3 |N0 UHBEHTapPHbLIM HOMepam 0,8

4 |no andgoasnTy doamMnnnin asTopPoB UNK 3arnasui 0,13

5 [no knaccuprkaumoHHOMY NHOEKCY 0,1

6 CBepKaKOHTpOﬂbHHXTaﬂOHOBCMHBeyTapHOMKHMFOM;OTMeTKa OLNH 0.5
MNPOBEPKU HA TaNIOHE U B MHBEHTAPHOWN KHUre TanoH
CBepKa KOHTPObHbIX TAIOHOB C YYETHbBIM UM anddaBUTHbLIM, —

7 |Tonorpadunyecknum katanoramm; oTMeTKa NpoBepKX Ha TanoHe 1 B Aok 0,5
Kkatanore

8 NPOCMOTP (POPMbl MHAMBMAYANBHOIO YY4eTa, BblABNEHMe OOKYMEHTOB, |  OAMH 0.5
He npoweawmnx NPoBePKn LOKYMEHT

9 |cocTaBneHme KapTOYkM Ha OOKYMEHT, He NpoLeAwmni NPoBepKy OAnH 1,0

[OKYMEHT

10 [OMCK ROKYMEHTOB, HE MPOWEALIMX MPOBEPKM, MO PA3NN4HbLIM OLWH 50
yY4eTHbIM dhopMaMm, KapToTekaMm, XypHanam, KHUXHbIM Nokam LOKYMEHT ’
CocTaBneHue cnucka HegocTawmx B 0OHAE LOKYMEHTOB: Cﬁﬁng

11|1 BOKYMeHT 1,0

12|2 - 10 1OKyMeHTOB 10,0

13|11 - 25 pokymeHTOB 22,0
OT60p LOKYMEHTOB ANS U3BATUS M3 pOHAA
[MpocMOTp OOKYMEHTOB Ha NpeaMeT U3bAaTva U3 PoHAaa: OAnH

LOKYMEHT

14 |HenpoPnIbHbIX 0,7

15({nybneTHbIX 0,3

16 [ycTapesBlmnx No coaepXxaHuo 0,7

17 [BeTXnx 0,2

18 [Manoncnonb3yembix, HEMCMNONb3YEMbIX 0,5
MogroToBka OOKYMEHTOB K akTUPOBAHWIO:

19 nonbopka LOKYMEHTOB B MapTuK MO NpUYnHam U3bsTus; cBepka ¢ OLWH 0.08
KHUXHbIM (0OPMYNSPOM LOKYMEHT ’
nonbopka KHUXHble OOPMyNsipbl HA AOKYMEHTOB B MOPSiAKe —

20 |nHBEHTapPHbIX HOMEPOB, angasnTa, XypHabHble - M0 roaam u 0,07

cpopmynap

HOMepaMm

CocTaBneHue cnucka K akTy BblbbiTMS (Nepenayn), noacyeT obuyto




CYMMY, ODOPMNIEHME aKT:

U4dVIH aK

21|11 DOKYMEHT 1,0

22|2 - 10 DOKYMeHTOB 10,0

23|11 - 25 0OKyMEeHTOB 24,0
MonrotoBka AOKYMEHTOB Ha ByMaXHbIX HOCUTENSIX ONs nepenneta
OT60p LOKYMEHTOB ANS NepenneTa; NpoBepka COCTOSHME OLWH
JOKYMEHTa; 3anoHeHue (CBepka) KHUXHOro goopmynapa: DOKYMEHT

24 |nnockoneyaTtHble LOKYMEHTbI 2,0

25|penbedHO-TOYEYHbIE JOKYMEHTbI 3,0

26 nonbopka KOMMNEKTOB, CBA3bIBAHWE B MAYKW; 0OpPMIIEHNE O4WH 05
JOKYMEHTOB ON4 nepenayv B nepennet DOKYMEHT
MogroToska K pectaspaunn "roBopawmx” KHAr Ha KacceTtax u
JOKYMEHTOB, 3arnnCaHHbIX HA ONTUYECKMX OMCKaX:

57 0oT6Op AOKYMEHTOB ANs pecTaBpaumnn, NpoBepKa COCTOSIHNA OOWH 30
OOKYMEHTA, 3anofiHeHne (cBepka) KHUXHOro goopmynspa OOKYMEHT ’
NOLroTOBKA LOKYMEHTOB K BOCCTAHOBNEHWIO; NoAbopKa AOKYMEHTOB, N

28 |aHanornyHbIX NOBPEXAEHHOMY; ODOPMSIEHNE LOKYMEHTOB A4 ,D,OKcMeHT 0,5
nepenayv Ha pecraspaumio
PecTtaBpaumns nnockoneyaTHbIX U penbeHO-TOYEYHbIX JOKYMEHTOB:

29 [nepenneTHble paboThbl OAnH 90,0

DOKYMEHT
BOCCTaHOB/IEHUE OTAE/NbHbIX NOBPEXAEHHbIX CTPaHWL, onHa

30|HaneyaTaHHbIX PeNbedHO-TOYEYHbIM WPUX TOM (CKaHMPOBaHMe, CTngmua 30,0
pacrno3HasaHue, pefakTnposaHue,
pacrnevaTtka Ha 6palineBckoM NpuHTepe)

MENKUIA PEMOHT (NoAKNenkKa HafopBaHHbIX CTPaHUL, NepenneTa,

31|TUTYNbHbIX NNCTOB, KAPMAaLLKOB, SP/IbIKOB, 3aMeHa MNPy >XMHHOI O OAnH 2,0
nepenneta) AOKYyMEHT
PectaBpauns 0oKyMEHTOB, 3annCaHHbIX Ha ayamnokacceTax:

BOCCTaHOB/IEHNE NOBPEXAEHHOro JOKYMEHTa C aHanornyHoro Ha onHa

32 [cneumanbHoM 060pyn0BaHNM B 3aBUCMMOCTU OT TEXHUYECKOTO onegauvm 5,0
ocHaleHus

33 MENKUA PEMOHT (3aMeHa HenpaBUbHbIX CKNEEK, NogKknenka pakopaa,l OauH 50
9TUKETOK Ha goyTnspax) OOKYMEHT ’
BoccTaHoBneHWe yTpayeHHbIX / NOBPe X AEHHbIX JOKYMEHTOB,
3anncaHHbIX HA ONTUYECKMX OMNCKaX:

34 [ckaHMpoBaHWe gucka ctTaHaapTHbIMK CpeacTBaMum oaovH guck| 2,0

35|CK@HIPOBAHME NOBPEXAEHHOrO ANCKA C CMONb30BaHNEM ofuH anck| 20,0
cneumanbHOro NporpamMMHoro obecneyeHns

36 [3arpy3ka obpasa gucka B aBToMaTtuyeckuin onybnmkatop oovH guck| 3,0
KpaTHoe BocnpounseeneHne AUCKOB: OOWH AncK

37 [TekcToBble channbl 0,3

38|3BykoBble gpannbl 3,0

39 Bnoeo dphannbl 6,0
[MpoBepka kayecTBa KOMWIA: OOWH AncK

40 [TekcToBble (hannbl 1,0




41

3BYKOBbIE (paiinbl

5,0

42

BMOEO (pannbl

5,0

[Mpuem OOKYMEHTOB rnNocne pectaspaumnu:

43

cBepKa NMOCTYNMBLUNX LOKYMEHTOB C KHUXHbBIM OOPMYNSIPOM,
NpoBepKa KayecTBa LOKYMEHTOB; BOCCTAHOB/IEHWNE 3ar naBus,
HanucaHue wmudpa Ha Spnbike, Kopewke JOKYMeHTa

O4uH

1,0
LOKYMEHT

Ob6ecnbinuBaHne oHaa:

44

obecnbinneaHune ¢poHOa c NoMOoLWbIO NMblNnecoca; obecneyeHne
pa60qeﬂ)MeCTaTeXHMHeCKMMMCpeﬂCTBaMMZHHﬂeCOCOM,paGOHMM
CTOﬂMKOM,CTpeMﬂHKOM,BeﬂpOM;HpOBeﬂeHMGO6eCHHHMBaHM9;
3aHeCeHne TeXHN4YeCKmnx cpencTB Ha MeCTa XpaHEeHUA

oHa

15,0
Meponoska

45

py4Hoe obecnbinuBaHne dooHaa; obecneyeHne paboyero mecta
TEXHNYECKMMIU CPEACTBaMU: CTPEMSIHKOMN, paboynM CTONMKOM,
Tenexkol, BepoM, TPSNKamm; NPOTNPKa, 3aHECEHNE TeXHUYECKUX
CPEeACTB Ha MecTa XpaHeHus

OoOHa

10,0
Meporoka

3.8. PaboTa c dooHaoM. lNepeson

OOKYMEHTOB B UnpoBon popmaT

Tabnuua 49



Hopma

N EaovHuua
/i HanmeHoBaHuMe npouecca, onepaumn. Coctas paboThbl MaMEpeHAs BPEMEHMW,
MVH.
1 2 3 4
OumdppoBka LOKYMEHTOB, HanevyaTaHHbIX PeNbedHO-TOYEYHbIM
WPNA TOM:
1 |ckaHupoBaHMe 1 pacno3HaBaHve penbedHO-TOYEYHOro TekcTa |o4Ha cTpaHuual 2,0
2 |coxpaHeHue paina B TEKCTOBOM doopMarte oOvH painn 0,5
PepnakTupoBaHue 0TCKaHMPOBAHHOro Matepuana B TEKCTOBOM
DenaKTope: ofHa cTpaHuua
3 |Xy[4OXeCTBEHHbIN TeKCT 5,0
4 |TEXHUYECKIE 1 ApyTre CreLnanbHbIe TeKCTb (HOTHas 3anuchb, 40.0
MartemaTuka, MeauumnHa, XmMns) ’
Oundpposka OOKYMEHTOB, 3aMMCaHHbIX HA MArHUTHOW NeHTe:
5 |nepeBon aHanoroson 3annucu B LMGPOBON doopmart ofHa 3anucb 6,0
6 0bpaboTka 3anncu Ha MarHUTHOM NEHTE Ha KaTyLKax; OAVH 4Yac 180.0
pecTaspaums 3ByKa 3By4YaHus
2 obpaboTka 3anuncy Ha MarHUTHOWM NeHTe Ha KacceTe; OLWH Yac 90.0
pecTaBpaumns 3Byka 3By4YaHuS ’
OumndopoBka fOKYMEHTOB, 3aNMCaHHbIX HA rpamMniacTuHKax:
MOAroTOBKA rpamnnacTUHKM K 3anncu gooHorpammbl; yaoaneHume
8 |Mblnn C NOBEPXHOCTU rpaMniacTUHKN, CHATUE CTaTUYECKOro onna 12,0
anekTpuyecTea rpamnnactinka
g [2anuce doOoHOrpammbl rpamMnnacTUHKN C UCNONb30BaHNEM onHa
3BYyKOBOro pegakropa dooHorpamma
O6paboTka 3anncaHHoO OOHOrPaMMbI: OAHa
poHorpamma
10|nOCTOSIHHOE aMNINTYAHOE CMelleHne 5,0
{1 [yRaneHme Wen4kos u NOTPECKUBAHWUIA C MOMOLLbIO NnarnHa 100
aBTOMAaTUYECKOr0 HAX0XAEHMS 1 yOaneHns nonobHbIX WeNYKOoB ’
12|ycTpaHeHne OOHOBbIX LWYMOB 10,0
obecrneyeHne Ka4eCTBEHHOTO 1 ECTECTBEHHOI O 3BY4YaHUS C
13 [ucnonb3oBaHMEM aKkBanamnsepos (rpagonyeckoro, 10,0
naparpagonyeckoro, napameTpuyeckoro)
14 |HopmMannaauns CBOMNCTB 3ByKOBOro Matepuana 5,0
{5 [M0AroToBKa O6pa6OTaHHPIZ ooHOrpammbl K 3anmcu Ha auckax; olHa 0.0
paspeska 3ByKOBOro paina Ha Tpeku dooHorpamma ’
3anucb NOArOTOBMIEHHOrO ayanoMarepmana Ha guck (C y4etom
16 |BO3MOXHOCTUM KOHBEPTMPOBAHNA MaTtepuana B oopmar OOVH ONCK 12,0

ayaunogpanna)

3.9. O6cny>xnBaHme NoJsib3oBaTesien
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Hopma

N EaovHunua
/i HanmeHoBaHMe npouecca, onepaummn. Coctas paboThbl naMEpeHIs BPEMEHMU
MVH.

] 2 3 4
3anncb nonb3oBaTtenen B GnbnnoTeky:

NPOCMOTP AOKYMEHTOB NONb30BaTeNs (MacnopT, YNEeHCKMn buner,

1 CTyﬂeHHeCKMM6MﬂeT,CﬂpaBm306MHBaﬂMﬂH?CﬂAH03peHMDL O4VH 2.0
npoBepKa Hann4ns y4eTHO-perncTpaumoHHOM KapToUKK nonb3oBaTe’ib
nonb3oBaTens
3anonHeHne y4eTHO-permcTpaumoHHbIX 4OKYMEHTOB O4VH
nonb3oBaTtens: doopmynsp

2 |dbopmynsp Ha BymMakHOM HocuTene 5,0

3 |9N1eKTPOHHbIN oopMynsp 4,0

4 |peruvcrtpaunoHHasa kapToyka 5,0

5 [TpaHCcnopTHbIA NNCT 6,0

6 |noroBop obcnyxmBaHus (2 ak3emnnsipa) 7,0

7 |TeTpanb peructpauuu nonb3osarenem 1,0
03HAKOMJIEHWNE C NpaBunammn Nonb3oBaHns GUONNOTEKON, —

8 |cnpaBoyHbIM annapaToMm, HanM4nem Spyrux oTAeNnoB, NepeyHem 20,0
npenocTaBnseMbIX yCnyr ronbsosarens

9 paccTaHOBKa permcTpaumoHHbIX KApTOYeK Nonb30oBaTenei B onHa 10
KapToTeKy KapTouyka
[Mepepernctpaunsa nonb3osaTenemn
[Monck 1 BHECEHNE NBMEHEHUI B y4ETHO-PErMCTpauUmMOHHbIE
JOKYMEHTbI NONb30BaTENS:

10|cbopmynsp Ha BymaxxHOM HocUTeNe OANH 1,0

popmynsp

11 [3N1eKTpPOoHHbIN hopmynap OANH 1,0

popmynsp

12 |perncrpaumoHHas kaproyka oAna 1,0

KapTouyka
13 |TpaHCnoOpTHbIA NNCT OLWH NNCT 1,0
14 |noroBop 06cnyXnBaHUS oauvH porosop| 1,0

3.10. CtaunoHapHoe obcnyxmBaHue
nosib3oBaTesnen
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Hopma

N EaovHuua
HanmeHoBaHuMe npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHuns
MVH.
1 2 3 4
O6cnyxunBaHme Nonb3oBaTenei B otaenax aboHeMeHTa: obwero n
HOTHO-MY3bIKa/lbHOrO:
NHGOOPMUPOBAHKE MOJIb30BaTENEN O HOBbIX MOCTYNNEHUAX
1 opmmp y ogHa becepa| 5,0
6ecena c NONb3OBATENEM Y BbICTABOK
Monbopka LOKYMEHTOB U3 choHAa oTAENA ANS BblAAYM
Nonb30BaTeNio:
OAWH
2 (M3paHug, HanevyaTtaHHble pefibePHO-TOYEYHbIM WPNG TOM 3,0
JOKYMEHT
" " O,D,V'H
3 ['roBopswme" KHUrM N MysbikanbHble NPOM3BELEeHNS Ha KacceTax 3,0
NOKYMEHT
4 N30aHNS Ha LMAPPOBbLIX HOCUTENAX MHCbopMaunn (GUCKK, g neLw- OoAuH 10
KapTbl C KPUNTO3aWWNTON) DOKYMEHT ’
OLWH
5 [rpamnnacTuHkn A 1,0
HOKYMEHT
o OLWH
6 [HOTHble n3paHua (nnockonevyaTHble U No cucteme bpanns) 2,0
IOKYMEHT
- |43AaHMS, HanevaTaHHbIe NOCKONeYaTHbIM, B TOM YiCre OLWH 10
YKPYMHEHHbIM, WPNJ TOM HOKYMEHT ’
3BYKOBblE (paiinbl N3 6asbl 4aHHbIX "roBOPAWMX" KHUF C o
g °Y ® . A PAL oOvH painn 15,0
KpUNTO3awmnTomn
3anncb 3BYKOBbIX (parioB "roBopAwmx" KHUM C KPUNTO3alWwmnTom Ha
9 |new-kapTy Nonb30BaTeNs C NpeasapuTeibHOM NOAroTOBKOM oOVvH pann 10,0
(ouncTKON) o new- KapTbl NONb30BATENS
npenocTaBneHne Nonb30BaTesNto HOTHbIX U My3blKabHbIX -
10|0LOKYMEHTOB 4115 NpenBapuTeibHOro NPourpbiBaHns, OKYMEHT 2,0
NPOCNyLWMBaHNS B MOMELLEHUN OTaena y
[MpoBepka [OKYMEHTOB Nepen Bblaayen / npuemMom Ha OOVH
COOTBETCTBUE N OTCYTCTBME OePEKTOB: IOKYMEHT
11 |n3paHug, HaneyataHHble penbeHO-TOYEYHbIM WPUI TOM 1,0
12|"rosopswme"” KHUrm n My3sbikalbHble NPON3BEAEHUS HA KacceTax 3,0
13 N30aHNS Ha LMAPPOBbLIX HOCUTENAX MHCbopMaunn (GUckn, gonet- 10
KapTbl C KPMNTO3AWWUTOMN) ’
14 (rpaMnnacTuHkn 1,0
15|HOTHbIE N3oaHua (NnockonevyaTHble U No cucteme bpanns) 1,0
{g[13AaHMA, HANeYaTaHHbIe MNOCKONe4aTHbIM, B TOM Y1CTe 08
YKPYMHEHHbIM, WPUJ TOM ’
{7[BbIAAYA AOKYMEHTOB MONb30BATENHO, 0TMETKA O BbIAAYE B OLWH 07
KHUXHOM ¢popmynsipe NOKYMEHT ’
OLWH
OTMmeTKa 0 Bblaaye / npuemMe LOKYyMEHTOB:
HOKYMEHT
18|B py4yHOM pexunme 1,0
19 (B aBTOMaTU3NPOBAHHOM pexXunme 0,7
~n|[lPVEM DOKYMEHTOB OT NONb30BATENS, MOUCK U BKNaAKa KHUXHOro OAWH ‘N




[4V)

doopmynspa DOKYMEHT
[MpoaneHune cpoka nonb30BaHUS OOKYMEHTaMN: OANH
DOKYMEHT

21|B py4HOM pexume 2,0

22 |B aBTOMaTU3NPOBAHHOM pexunme 0,7
KoHcynbTaums nonb3oBatens: oARa

KOHCYNbTauus

23|no paboTe ¢ KapTOYHbLIM KaTanorom 5,0

24 |no paboTe C 9NEeKTPOHHbLIM KaTasniorom 7,0

25|no akcnnyartauum Tud noMarHMTOPOHOB, TUG No Neww-nneepos 10,0
OT16op 1 Nnepenaya Ha BOCNPOU3BEAEHNE B CNeLmnaibHOM
doopmMaTte coparMeHTOB MNAOCKONEeYaTHbIX TEKCTOBbIX M HOTHbIX
JOKYMEHTOB (N0 3anpocy Nnonb3oBaTens):

26 npvem 3anpoca oT Nonb3oBaTens, noadopka LOKyMEHTOB, OOVH 50
opopmneHne 3akasa JOKYMEHT ’
NoAroToBKa OOKYMEHTA K BOCMPOU3BeOEHMIO (MOUCK, 3aKnagka

27 |pparMeHTOB, OLleHKa BO3MOXHOCTM CKaHMPOBAHUS TEKCTA, onRa 2,0
py4Horo Habopa HOTHOI 3anucy no cucteme bpaiins) cTpariua
O6cnyxunBaHMe NONb30BaTENEN B YATANbHOM 3ane:

o8 NHCOPMMPOBaHNE O HOBBIX MOCTYNNeHMsX; becena c onHa 6ecena 5.0
NONb30BaTENEM Y BbICTABOK, TEMATUYECKNX KHMUXHbBIX MOOK
Mounck HOKYMEHTOB MO 3anpocy Nofb30oBaTens B N0ACOOHOM OOVH
dooHpe: DOKYMEHT

29(no Bngam nagaHum 3,0

30|no onpeneneHHomn Teme 4,0
lMpoBepka [OKYMEHTOB Nepeq Bblaayern / n(pueMoM Ha OOVH
COOTBETCTBUE M OTCYTCTBUE AEEKTOB: DOKYMEHT

31|n3naHusa, HanevyataHHble penbeHO-TOYEYHbIM WPU TOM 1,0

32|"roBopswme" KHUrM Ha kacceTtax 4.0

33 N30aHNS Ha LMAPPOBbLIX HOCUTENAX MHpopMaunn (GUCKn, gonet- 10
KapThbl) ’

54 [1388HVS, HANe4aTaHHbIE NNIOCKONe4aTHbIM, B TOM 4ncne 08
YKPYNHEHHbIM WPNG TOM ’

35|TaKkTUnNbHbIE PYKOOENbHbIE N34aHUS 1,0

36 [penbedHo-rpaduryeckme nocobus 1,0

37 BblAa4ya JOKYMEHTOB MNOMb30BaTeNio, 0OTMETKA O Bblaaye B OOVH 07
KHUXHOM dhopmynspe DOKYMEHT ’
OtmMeTKa 0 Bblgaye / npueme OKYMEHTOB: OANH

DOKYMEHT

38 (B py4yHOM pexume 1,0

39 B aBTOMATU3NPOBAHHOM peXMME 0,7

40 npuem OOKYMEHTOB OT NOfb30BaTeNs, MOUCK U BKNaaka KHUXHOro OLWH 10
doopmynapa JOKYMEHT ’
KoHcynbTaumsa nonb3oBaTtens: OAHa

KOHCYNbTauus

41|no paboTe C KapTOYHbLIM KaTanorom 7,0




42|no paboTe C 9NEeKTPOHHbLIM KaTaniorom 8,0
43|no akcnnyartauum Tug noMarHMTOPOHOB, TUd Nod Nelw-nneepos 10,0
44 |10 BKCMNyaTALMN 8AANTHBHBIX TUP NTOTEXHUYECKNX CPELCTB 1 20,0
nporpamm
45|10 dKCnyaTaunm KOMMbIOTEPHOW TEXHUKMN 1 MPOrpPaMMHOro 0.0
obecneyeHuns ’
PaboTa ¢ yteuom:
46 |npefBapuTenbHas 3anucb Nonb30BaTeNs K YTeuy OLHa 3anncb 1,0
47 |novck, odhopmeHe LOKyMeHTa ANS BblAaym Nonb30BaTento OAnH 5,0
JOKYMEHT
onoHa
48 |YTeHune TekcTa cTpaHuua 5,0
(doopmart A4)
4g|TPOUNTLIBAHINE TEXHMYECKOrO 1 APYTUX CMIELMANbHBIX TEKCTOBHA | | ooy o o 6.0
MarHUTHYIO NEHTY / UMPpoBbIE HOCUTENN
OT160p 1 Nnepenaya Ha BOCNPOU3BEAEHNE B CNeLnanbHOM
goopmate hparMeHTOB MI0CKoneYyaTHbIX JOKYMEHTOB (N0 3anpocy
nonb3o0BaTens):
50|PVeM 3anpoca oT nonb3osatens, nonbopka NOKYMEHTOB, O4VH 50
odoopMNeHne 3akasa LOKYMEHT ’
51 (noarotoBka OOKYMEHTA K BOCNPOU3BE4EHNIO OAHa 2,0
cTpaHuua

3.11. BHecTaunoHapHoe obcny>xmBaHume
rnonb3oBaTeneu
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Hopma

N EanHuua
/i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl msmepeHMHBpeMeHM
MVH.
1 2 3 4
HanomHoe obcnyxumBaHne nonb3oBaTenei:
1 |npuem 3akasa OT Nonb3oBaTens no TenedoHy, opopmneHne 3akasa :iKV:; 4,0
Mownck n3 poHaa komnnekTa 4OKYMEHTOB: OAnH
KOMMNEeKT
o [13AaHNS, HanevaTaHHbIe penbedHO-ToYEeYHbIM WPUPTOM (10-15 KHUr 15.0
N3 KOMMNIEeKTa) ’
3 ['roBopsawme" kHUrn Ha kacceTtax (5 HasBaHuWN) 10,0
4 N30aHNS Ha LM POBbLIX HOCUTENAX MHCbopMaunn (GUCKN, g neLw- 6.0
KapTbl) (5 Ha3BaHWi) ’
5 |oTMeTKa 0 BblOaye OOKYMEHTa B KHUXHOM doopMynsape OAnH 0,7
LOKYMEHT
OtMmeTKa 0 Bblgaye / npuemMe LOKYMEHTOB B (oOpMynsipe OLWH
nonb3oBaTens: LOKYMEHT
6 (B py4YHOM pexume 1,0
7 (B aBTOMaTuU3NpOBaHHOM pexunme 0,7
noAroToBKa AOKYMEHTOB K OTNpaBKe; COPTUPOBKA MO BUAAM U3LaHWNA,
8 |ynakoBka, odpopMneHmne TpaHCNopPTHOro NUCTa, Norpy3Ka; ;Zﬂg; 15,0
cornacoBaHuve C rnosib3oBartenem rno tenedoHy, nocTaska 3akasa
g [TPVIEM HOKYMEHTOB OT NONb30BATENS; BbIrPY3Ka, PACNAKOBKA, MOMCK OLWH 80
N BKNagka KHUXHoro coopmynsipa 3akas ’
[MpoBepka OOKYMEHTOB nepes OTNpaBkor / NPUEMOM Ha COOTBETCTBME|  OAMH
N OTCYTCTBME AEEKTOB: LOKYMEHT
10 |n3paHug, HanevyataHHble penbeHO-TOYEYHbIM WPUI TOM 1,0
11|"rosopswme" KHUrn Ha kaccertax 6,0
12 N30aHNS Ha LMPPOBLIX HOCUTENSX MHADOPMaLUMK (BNCKK, o nelw- 10
KapTbl) ’
[MpoaneHune cpoka Nob30BaHUS OOKYMEHTaMu: OANH
LOKYMEHT
13|B py4HOM pexume 2,0
14|B aBTOMaTN3NPOBAHHOM pexXunme 0,7
O6cnyxwueaHue nonb3oBaTtenel B 6M6NMOTEYHbIX MYHKTax:
NOLAroTOBKA M 3aK/IO4EHNE [oroBopa Mexay 6nbnnoTekom um
15|opraHmsauveit, roe 6yoeT oCcywecTBNSTbCS BHECTALUMOHAPHOE OANH 300,0
obcnyxunsaHme fiorosop
OdhopmneHne popmynsipa bnbAMOTEYHOro NyHKTa: ORNH
popmynap
16 (B py4HOM pexunme 7,0
17|B aBTOMaTn3npoBaHHOM pexXunme 6,0
18oq)opMHeHmenanKm<:J10KymeHTaM|/|(uorosop,uosepeHHOCTbHa oOHa 15.0
NONYyYEHNE KHUT, OTYEThI) nanka ’
19COCTaBneHmecxeMblpa3memeHv|s|6V|6n|/|0Tequ|xnyHKTosno onHa 120.0
TeppuTopuam cxema




cocTaBneHune rpagrka obMeHa OOKYMEHTOB, HAXOOAWMXCS B

O4uH

20 20,0
OB NNOTEYHBIX MYHKTaX rpadpumk
o1 |cOCTaBNEHME NNaHa METOAMYECKO NoMowm 6ubnmoTekapam- O4VH 60.0
o6LeCcTBEHHUKAM nnaHa ’
Bblgaya LOKYMEHTOB B GMONNOTEYHbIN MYHKT:
MogroToska u pacneyartka cnmcka 4OKYMEHTOB, MpedHa3HAYEHHbIX OAWH
NS BblAa4n 6MbNMoTEYHOMY MYHKTY: crnmcok
22|20 nOKyMeHTOB 30,0
23|40 noKkymMeHTOB 60,0
241100 pokyMeHTOB 120,0
Monbopka M3 poHAa Mo CNncKy / 3asiBKe KOMMIEKTOB LOKYMEHTOB OLWH
pas/InyYHbIX POPMAaTOB: DOKYMEHT
25|n3paHus, HanevataHHble penbeHO-TOYEYHbIM WPUI TOM 3,0
26 "rosopswme" KHUrn Ha Kkaccertax 2,0
07 N3naHnsa Ha UM@POBbIX HOCUTENAX MHApopMaLumK (BUCKU, donew- 10
KapThbl) ’
og [130aHWSI, HANe4aTaHHbIEe NN0CKONEe4aTHbIM, B TOM 4ncne 10
YKPYMHEHHbIM WpUg TOM ’
Csepka LOKYMEHTOB CO CMUCKOM / 3aBKOW 1 NpoBEpPKa AOKYMEHTOB OLWH
nepeL Bbloayer Ha COOTBETCTBUE N OTCYTCTBME AEeEKTOB: DOKYMEHT
29|n3paHus, HanevataHHble penbeHO-TOYEYHbIM WPU TOM 1,0
30["roBopsawme" KHUrM Ha KacceTax 6,0
31 N3naHnsa Ha UMgPOoBbIX HOCUTENAX MHApopMaLumK (BUCKKU, donew- 10
KapThbl) ’
30 [130aHWS1, Hane4aTaHHbIe NNI0CKONEe4aTHbLIM, B TOM 4ncne 08
YKPYMHEHHbIM WpPUg TOM ’
53 |COPTVPOBKA NO BAAM n3naHum, oTMEeTKa O BblAaye LOKYMEHTa B OLWH 10
KHUXHOM ¢popmynsipe DOKYMEHT ’
OTMeTKa 0 Bblaaye AOKYMEHTOB: OANH
JOKYMEHT
34 |B py4yHOM pexume 1,0
35 (B aBTOMaTU3NPOBAHHOM peXxunme 0,7
36 |paccTaHoBKa KHUXHbIX QDOPMYNAPOB B KAPTOTEKY MHAMKaTopa OAnH 1,0
popmynap
57|MOArOTOBKa LOKYMEHTOB K OTMPABKeE; YNaKkoBKa, COCTaBNEHNe onmey, OLWH 30,0
norpyaka KOMNNexkT
38|oTMeTka 06 oTNpaBKe 3akasa B XypHane perncrpaumm OAHa 2,0
3anuncb
39 [onoBeweHne aboHeHTa 06 oTnpaske 3akasa OnViH 1,0
aboHeEHT
MNpuemM DOKyMEHTOB 13 BMBNNOTEYHOr0 NYHKTA:!
40 [pacnakoBska nocblnKn1, COPTUPOBKA AOKYMEHTOB MO BUAAM U3OaHUI OoAna 3,0
nocbinka
[MpoBepka Bo3BpaLleHHbIX [JOKYMEHTOB HA COOTBETCTBUE, OLWH
KOMMNNEKTHOCTb, OTCYTCTBUE LEeEKTOB: DOKYMEHT
41 |n3paHus, HanevataHHble penbeHO-TOYEYHbIM WPU TOM 1,0




42

"rosopswme” KHUrv Ha Kkaccertax

6,0

N30aHNS Ha LM POBbLIX HOCUTENAX MHCbopMaunn (GUCKn, gonet-

43 1,0
KapTbl)
44 [13PaHNA, HANEYATAHHbIE MNOCKONEeYaTHbIM, B TOM Y1cne 08
YKPYMHEHHbIM Wpng TOM ’
45 |COPTVIPOBKA IOKYMEHTOB M0 B1AAM n3naHum, NonCK 1 BKknaagka OLWH 10
KHUXHbIX pOpMynsipoB JOKYMEHT ’
OTMeTKa 0 Nnpreme AOKYMEHTOB: OANH
JOKYMEHT
46 (B py4YHOM pexunme 1,0
47|B aBTOMaTnU3MpPOBaHHOM peXunme 0,7
48 [onoBeleHe aboHeHTa 0 NprvemMe AOKYMEHTOB ORNH 1,0
aboHeHT
49 |oTMeTKa 06 06MeHe NOKYMEHTOB B AHEBHMKE OTAeNa OAHa 1,0
3anuncb
3aoyHoe 06cnyxmBaHne Nonb3oBaTtenen
OdbopMneHne 0OKyMEeHTOB Ha 06cnyXmBaHne aboOHEHTOB:
50|PVIeM 3asiBku OT aboHeHTa Ha obcnyXusaHme, NOAroToBka nakeTa onHa 5.0
JOKYMEHTOB K OTrnpaske 3asBka
OdpopmneHne chopmynsipa aboHeHTa: OHVH
doopmynap
51 (B py4yHOM pexume 6,0
52|B aBTOMaTN3NPOBAHHOM peXunme 7,0
Bblgaya 0OoKyMeHTOB aboHeHTaM
Monbopka 3 choHaa no 3akasdy aboHeHTa AOKYMEHTOB Pa3finyHbIX O4VH
bopmMartos: DOKYMEHT
53 |n3naHunsa, HanevyataHHble penbeHO-TOYEYHbIM WPUI TOM 3,0
54 ("roBopswme" KHUrM Ha kacceTtax 2,0
55 N30aHNS Ha LM POBbLIX HOCUTENAX MHCbopMaLnn (GUCKn, gonet- 10
KapTbl) ’
5 [130aH1S, Hane4aTaHHbIE NN0CKONe4aTHbIM, B TOM 4ncne 10
YKPYNHEHHbIM WPNG TOM ’
Csepka LOKYMEHTOB CO CMUCKOM U MpoBepKa OKYMEHTOB nepes OLWH
BblOa4yei Ha COOTBETCTBME U OTCYTCTBME OePEKTOB: JOKYMEHT
57|13paHuna, HanevyataHHble peibeHO-TO4YEeYHbIM WP TOM 1,0
58|"roBopswme" KHUrM Ha kacceTtax 6,0
59 N30aHNs Ha LM POBbLIX HOCUTENAX MHApopMaunn (GUCKN, goneL- 10
KapTbl) ’
60|/13AaHNS, HaneuaTaHHbIe NNOCKONEeYaTHbIM, B TOM 4Mcne 08
YKPYNHEHHbIM WPNG TOM ’
61|0TMeTKa 0 Bblgaye OKYMEHTa B KHUXHOM ¢popmynsipe OAnH 0,7
DOKYMEHT
OTMmeTKa 0 Bblaaye AOKYMEHTOB: ORVH
LOKYMEHT
62|B py4YHOM pexume 1,0
63 |B aBTOMATU3NPOBAHHOM peXunme 0,7




64 |paccTaHoBKa KHUXHbIX (DOPMYNSPOB B KAPTOTEK oA 1,0
pMynAap P y bopMynsp ;
65| MOArOTOBKA AOKYMEHTOB K OTMPABKE; yNakoBKa, CoCTaBNeHNe onmey, OAWH 30.0
norpyska KOMMNeKT ’
onHa
66 [0TMeTka 06 oTNpaBKe 3akasa B XypHane perncrpaumm 2,0
3anncb
OLWH
67 |onoBelweHne aboHeHTa 06 oTNpaBke 3akasa 1,0
aboHeHT
MNpuem DOKyMEHTOB OT aBOHEHTOB:
6g|TPVIEM LOKYMEHTOB; COPTMPOBKA NOCHINOK MO aapecam, 0TMeTKa 0 oOHa 20
npueme B XypHarne perucrpaumm nocbinka ’
y onHa
69 |pacnakoBka NocblNkn, COPTUPOBKA OOKYMEHTOB MO BUAAM U3LaHUIA 3,0
nocbinka
[NpoBepka Bo3BpallEeHHbIX 4OKYMEHTOB Ha COOTBETCTBME, OLWH
KOMMNEKTHOCTb, OTCYTCTBME AEEKTOB: LOKYMEHT
70|n3paHns, HanevyaTaHHble penibeHO-TOYEYHbIM WPUXP TOM 1,0
71|"roBopswme" KHUrM Ha KacceTax 6,0
2o |13AAHMA Ha UM POBBIX HOCUTENAX MHApOPMaLMK (OUCKK, g neL- 10
KapThbl) ’
g |13AaHNSE, HAanevaTaHHbIe NNOCKONevaTHbIM, B TOM d1cne 08
YKPYNHEHHbIM WPUG TOM ’
24 |COPTVPOBKa AOKYMEHTOB MO B/AAM n3naHum, NoUCK 1 Bknaagka OLWH 10
KHUXHbIX oOpMYyNsipoB LOKYMEHT ’
OLWH
OTMeTKa 0 NpreMe LOKYMEHTOB:
DOKYMEHT
75|B py4YHOM pexunme 1,0
76|B aBTOMATU3NPOBAHHOM peXxunme 0,7
OLWH
77 |onoBelweHne aboHeHTa 0 NpueMe OOKYMEHTOB 1,0
aboHEHT
onHa
78|oTMeTKka 06 06MeHe [OKYMEHTOB B AHEBHUKE OTAenNa 3annCh 1,0

3.12. BHyTpeHHAa paboTa
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Hopma

N EaovHunua
/i HanmeHoBaHMe npouecca, onepaummn. Coctas paboThl msmepeHMHBpeMeHM
MVH.
1 2 3 4
MoaroToBska K Bblaave:
1 |nonseneHme ntoros paboThbl 32 NpolWenWnii AeHb, 3anncb B exennesHo| 15,0
OHEBHUKE
2 |pacctaHoBka oopMyspOoB Nob3oBaTener no cpokam, no angpasnTy OANH 1,0
cpopmynsp
3 non6opKaﬂpKymeHTosqoanaMmsnaHmMnonpeuBapMTeanuM OLWH 10
3akasaMm nonb3osarenem NOKYMEHT
[MpoCMOTpP HOBbIX NOCTYNNEHWNA AN PeKOMeHOaLUMW NONb30BaTENSAM: OANH
HOKYMEHT
4 [raseTbl 50
5 [XypHarnbl, HanevyaTaHHble NaockoneYyaTHbIM WPNJ TOM 15,0
6 [XypHanbl, HaneyaTaHHble penbeHO-TOYEYHbIM WPUIP TOM 5,0
7 |KHWUrW, HanevyaTaHHble Na0CKoneyYyaTHbIM WP TOM 5,0
8 |KHUrK, HaneyaTaHHbIE penbedHO-TOYEYHbIM WP TOM 2,0
9 |ayovosuayanbHble N30aHMs HA aHaNorosbiX U LM POBbLIX HOCUTENAX 2,0
{0 [POCMOTP 11 MOMONHEHME KHUXHBIX BLICTABOK, MO/OK 1 cTennaxenm, OLWH 50
OTKPbITbIX 4158 CBOOOAHOro NOCTyNa nosib3oBaTenein NOKYMEHT ’
11|noarotoBka paboyero mecta exegHeBHo| 15,0
PaboTta c goopMynsipoM NonbL3oBaTens:
12aHanmsq:)opMynﬂposnonbsoBaTenem,BmeneHmeqmaTeanKmx O4VH 0.0
NHTEepecoB doopmynsap ’
133ar||/|0|:Bcpopmynvﬂpenom:.30|3aTen;|ope3yanaTaxaHan|/|3at4TeH|/|9| O4VH 30
3a onpeneneHHbIn nepuoa doopmynap ’
14 |cocTaBneHne KapToTekn YNTaTEeNbCKUX NHTEPECOB oAHa 3,0
KapToyka
{5 [3@MMCb B AHEBHMKE 6ubnmoTekaps 0 AMHAMUKE YTEHUS U MHTepecax onHa 20
nonb3oBaTenei (rpynnbl NoONb3oBaTenen) 3anncb ’
PaboTa ¢ nonb3oBaTtensimu, He BO3BPATMBLIMMY AOKYMEHTbI B CPOK:
1g[MPOCMOTP 1 oTHOpP HOPMYNAPOB NONb3oBaTeNEl, He BO3BPaTUBLINX O4VH 20
LOKYMEHTbI B CPOK doopmynap ’
3BelweHre nonb3oBaTens, He BO3BPATMBLLENO JOKYMEHTbI B CPOK; O4VH
OTMeTKa AaTbl HANOMUHAHUSA B (POPMYNSipe NoNb30BaTEeNS: dopmynsp
17|ycTHO (No TenedoHy) 3,0
18 |NMCbMEHHO Yepes NoYTOBOE OTAENEHNE UTN SNTIEKTPOHHYIO NOYTYy 3,0
{g|yBanetue n3 6a3bl JaHHbIX CBEAEHWI O 3aHATOCTY BO3BPALLEHHbIX O4VH 0.7
JOKYMEHTOB NOKYMEHT
MprveM [OKYMEHTOB B3aMEH YTEPSHHbIX:
o0 |PPOCMOTP 11 OLIEHKa NOKYMEHTa, MPEeAN0XEHHOr0 B3ameH OLWH 3.0
yTepsAHHOro OOKYMEHT
51 [32MMCb O 3amMeHe AOKyMeHTa B doopmynape nonb3oBaTtens, B OLWH 2.0
TeTpanu yyeta LOKYMEHTOB, MPUHATLIX B3AMEH YTEPSAHHbIX IOKYMEHT

PaboTa c oTkazamu:




3ano/HeHne KapToUKK Ha 0TKa3 C yKasaHWeM NpuymHbl, pacctaHoBka| oaHa 40
KapTo4ek B KapTOTeKy 0TKa3oB KapToyka ’
23 |aHann3 0TKa3o0B, NoAroTOBKa Crvcka Ha IOKOMMNIeKToBaHMe gooHaa [oguH otkas| 8,0

22

3.13. O6cny>xmnBaHune no
MexobnbnmoteyHomy aboHemeHTy (MBA)
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Hopma

N EavHunua
HanmeHoBaHMe npouecca, onepaummn. Coctas paboThl BPEMEHMW,
n/n n3mepeHuns
MVH.
] 2 3 4
O6cnyxunBaHne MHAMBUAYaNbHbIX NONb3oBaTene bubnnoTekm no
MBA:
O4VH
1 |peructpaumsa nonb3osartens, nonb3yrowerocs MBA 2,0
nonb3oBaTe’ib
2 |3anonHeHne bnaHka-3akasa 0OVH 3akas3s 3,0
YTOYHEHUe yKa3aHHbIX N0fib30BaTeNeM CBeleHUI O 3aKa3aHHOM
3 |[DOoKyMeHTe, uenax 3anpoca, UCTOYHUKE, OTKyAa MNOyYeHbl OOVH 3aka3 2,0
ceBegeHus
Bubnuorpaduyeckas nopaboTtka 3akasa; yTOYHEHNE
Bubnmnorpadnyecknx ceeneHuii: ORNH 3akas
4 |no cnpaBOYHbIM N34aHMSAM N3 ooHAa BB NNOTEKN 10,0
5 |npv noMowwm BHYTPEHHMX 1 BHEWHWX 623 AaHHbIX 5,0
g |TPOBEPKA HANMYMS 3anpawnBaemMoro A0KyMeHTa B 6ubnuoTtekax, B O4VH 120
TOM YnCNe MO CBOAHbLIM KaTanoram LOKYMEHT ’
3anucb cBegeHun o0 HanpaeneHuy 3akasa no MbA (HanmeHoBaHve
7 |6bubnuoTtekn, nata); oTnpaska 3akasa B 6MbNMOTEKY, MMEIOLLYIO OOMVH 3aKas3 2,0
3anpalumBaembli JOKYMEHT
nepemMeleHne bnaHka-3akasa B KAPTOTEKY 3anpoCoB
8 [nonb3oBateneit no MBA 3a pazgenutens "3anpockl o MBA, OAHO 0,5
HanpaBneHHble B Apyrve 6mbnnotekun” Tpebosatine
O4VH
9 [npuem gokyMmeHTa, npucnaHHoro no MBA 4,0
LOKYMEHT
{0 [13B€LUEHME MONBb30BATENSA O NONY4EHNI 3AMPOLIEHHOTO O4VH 2.0
[OKYMEHTa 1 cpokax ero nonb30BaHUS nonb3oBaTterb
BblAa4ya nosfb3oBaTtento NonyyeHHblx No MBA 0oKyMeHTOB B
11|4nTanbHOM 3ane; cBepka BbloaBaeMoro 4OkKyMeHTa ¢ 6naHKoM- uoiJ;::HT 2,0
3aKkasoM, NpoBepKa COCTOSHUS LOKYMEHTA, OTMETKa O Bblaaye
npveM OOKYMeHTa OT NoNb30BaTens; CBepka AOKYMeHTa C
» 6naHKoM-3akasa, NPoBepKa COCTOSHUS LOKYMEHTA, 0TMETKa 0 O4VH 10
nprvieme, NoMeLleHne JOKYMEHTa B CrieumanbHO BbloeNneHHoe NOKYMEHT
MEecTO
n3eneveHne GnaHka-3akasa n3 KapToTekun, oTMeTka 0b oTnpaske
{3|[BOKYMEHTa (nata, HOMep NOYTOBOrO OTNPAaBNEHNS); NepecTaHoBKa| OANH NMUCTOK 15
nuctka ns pasgena "lonydyeHHble no MBA nspgaHns" B pasaen TpeboBaHus ’
"BosBpaleHHas nutepartypa”
MOLAroTOBKA LOKYMEHTOB K OTMpaBke B 6ubnmoteky
14 |poHponepxaTenb; ynakoska 3akasa, NpocTaBneHune wramna OLWH 3aKka3s 5,0
"MoyTta cnenbix", HaNUcaHne agpeca, CoCTaBfEHNE ONUCK
paboTa c oTKkazamu; Npu NoyYeHnn n3eeLeHns ob otkase nnm
3a4epkke BbiMONHEHMS 3anpoca ykasaHune B bnaHke-3akase Ha
15 060pPOTHOI CTOPOHE NPUYNHBI U AATbl 0TKa3a, NepecTaHoBKa ero OLVH 33Ka3 4.0

n3 pasaena "3anpockl o MBA, HanpaBneHHbIe B Apyrue
6ubnuotekn" B pasgen "Otkasbl no MBA"; coobuieHne B oTaen
obcny>XnBaHMs 0 NONyYeHUn oTkasa (aara, npuynHa)




O6cnyxmnBaHme aboHeHToB No MBA: cBepka no kapToTeke
aboHeHTOB HOMepa aboHeHTa Ha bnaHke- 3akase opraHm3auum

OpraHusauns aboHupyeTcs:

O4VH 3aKa3

npocTaBneHne HoMepa Ha 6naHke-3akase, cBepka afpeca,

16 |HasBaHusa opraHusaumm, pammnum oteeTcTBeHHoro no MbA 4,0
(BHECEHME U3MEHEHNIA B KAPTOYKM)
ABOHEHT 0bpaTuiCs B TEKYLWEM roay BriepBble: 0o4VH aboHEeHT
{7[MPocTaBneHme B kapTouke roaa obpalleHns, natbl, 00OPMNEHNE 10
aboHeHTa ’
OpraHusauusi paHee He aboHMpoBanach: 0o4VH aboHEeHT
NpUCBOEHME abOHEHTY HOMEpPA, 3aMn0/IHEHNE KapTOYKU/
peructpauun aboHeHTa MBA n popmynsip, ykasaHune nonHoro
18 [HanMeHoBaHNS opraHn3aumm, NOYTOBOIro agpeca, TenedoHa, 6,0
doamnnnmn, UMeHN, 0TYECTBa OTBETCTBEHHOIO NULA, AaThl
OTKPbITUS U HOMepa aboHeHTa
onHa
19 [paccTaHoBKa perncTpaunoHHbIX KapTOYeK B KapTOTeKY 0,5
KapTouka
20 ogoopMeHne nsBeleHns ons aboHeHTa 06 OTKPbITUM OLHO 20
aboHeMeHTa (3anpoc HeJoCTaWmX AN KAPTOTEKN CBEAEHNIA) n3eeuleHne ’
NpoBepka NpaBW/IbHOCTM 3anofIHeHUst bnaHka-3akasa,
oauH 6naHk-
21 [3aponxeHHocT aboHeHTa; NpocTaBneHne Ha obopoTe bnaHka- 33Ka3 5,0
3akasa Wwramna u gatbl NoNyyYeHns 3akasa
50 WwndopoBka 3aka3oB aboHeHTOB; Nnoabopka 6naHKoB- 3aka3oB N0 | OAWH BnaHk- 30
andaenTy, NPoOBEPKA HANNYNSA OOKYMEHTOB MO Katanory 3akas ’
NOOroTOBKA JOKYMEHTA K Bbloaye; cBepKa OOKyMeHTa ¢ 61aHKOM-
3aKkasoM, NpoBepka COCTOSHNSA OKYMEHTa; NpoCTaBneHNE Ha
6naHke-3akase Wwugpa JOKYMEHTa, UHBEHTAPHOIro HOMepa,
23 [konuyecTBa OOKYMEHTOB, AaTbl BblAayn, wtemnens GubnmoTteku ¢ uo?(;l:gm 2,0
Ha3BaHWEM M NOYTOBbLIM aAPECOM; yKa3aHne cpoka Bo3BpaTa;
BNIOXEHMe YacTn 6naHka-3akasa aboHeHTa B BbloaBaAEMbIl
IOKYMEHT, MpocTaBneHme Homepa 6aHoeponm
24 [nocTaHoOBKa 3akasa Ha o4Yepenb; OTNpaBka aboOHEHTY M3BEWEHNS | OAMH 3aka3 2,0
25|nepepnada n3gaHua Ha KonuposaHue 0OVH 3akas3s 3,0
oTnpaBka AOKYMEHTOB abOHEHTaM; ynakoBKa 3akasa,
26 |npocTtasneHue wramna "lNMoyta cnenbix", HaNMcaHue agpeca, 0OVH 3akas 5,0
COCTaB/ieHne onucu
paccTaHoBka 61aHKOB-3aKa30B Ha BblAaHHbIE JOKYMEHTbI B
27 [kapToTeky obcnyxumnsaHus aboHeHTOB B pasaen "BblaaHHble no OANH 0,5
" HOKYMEHT
MBA napgaHus
NPUHATME OOKYMEHTOB, BO3BPALIEHHbIX aBOHEHTaMun; BCKPbITE
o8 H6aHOeponn, NpoBepka COCTOSAHUS IOKYMEHTA, yKa3aHne Ha OAWH 40
6naHke-3akase gaTbl BO3BpaTa AOKYMEHTa, NepecTaHoBKa HOKYMEHT ’
6naHka-3akasa B pasnen "BosBpalleHHas nutepaTypa”
og[AHaNM3 CPOKOB NONb30BAHNS ,EI,OKyMeHT?B, BbISIBNEHME OLWH 2.0
IONXXHNKOB, HaNpaBneHne HanoMMHaHWIA LOKYMEHT
paboTa c oTkasamu: ykasaHue B 6naHke-3akase npuymHbl 1 gathbl
30(0T@38; PErncTpaLns 0Tkasa B y4eTHbix doopmax; pacctaHoBKa OLVH 0TKA3 4.0

nucTa TpeboBaHMs B KApTOTEKe 0TKa30B; OTNpaBka aboOHEHTY




| ||/|3|3eu4eHV|9| 00 oTkase

3.14. MaccoBa4 paboTa
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Hopma

N EonHuua
/i HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl n3MEpEHIS BPEMEHMU
MUH.
1 2 3 4
MoarotoBka MaccoBbiXx MEPONPUSATNIA
OnpeneneHve TeMbl, cocTasa ayauTopun, OTBETCTBEHHOIO 3a
MEponpuATME B LENOM, COCTaBNeHe nnaHa NnoaroToBkuy
MeponpuaTMS, BONPOCOB AN 00CYXAEHMS, NPUTr naweHne
KOHCYNIbTAHTOB, NEKTOPOB, Noabopka AOKYMEHTOB MO TEME O04HO
MEepPOoNpUATISA; OPraHM3aumns BolCTaBky NNTepPaTypbl, ONOBELWEHNE (MeponpusTne
NoNb30oBaTENEen 0 MEPONPUSTM Yepesd adouwn, KaHanbl CBA3N;
BblSIBNEHME BbICTYNAOWMX; NOArOTOBKA MOMELLEHWS; NPOBEAEHME
COBELaHNs Mo nToram NOAroTOBKM 1 NPOBEAEHNS MEPONPUATUS:
1 |yuTaTtenbckaa KoHgepeHuus 4800,0
2 ([nMTepaTypHO-XyO00XeCTBEHHbI BeYep, Be4ep KHUru, gucnyT 3600,0
3 |Beyep BOMPOCOB M OTBETOB, YCTHbIN XYypHan 3000,0
4 |knyb no nHTepecam 3000,0
5 (neTckuin yTpeHHuK 3600,0
6 [BUKTOPMHA, KOHKYPC, Urpa-nytelecreme 3600,0
OpraHusaums KHUXHbIX BbICTaBOK
CocTaBneHue nnaHa opraHm3aumm n NpoBeAEHNS BbICTABKY;
BblSIBNIeHNE 1 0TOOP LOKYMEHTOB; MOArOTOBKA CONPOBOANTENbHOA onHa
[OKYMEHTaLMN K BbICTABKE; MOHTAaX BbICTaBKWN; OpraHn3aums
MHE OPMaLIMOHHO-PEKIAMHOI PaboThbl MO Nonynspu3aumm BoicTasKka
BbICTaBKW; NoaBeAeHe NToroe paboTbi:
7 |nnaHa BbICTaBKM 600,0
8 [BbiCTaBku NO rOTOBOMY MnaHy 360,0
9 (onepaTunBHbIX BbICTABOK HOBbIX MOCTYMNNEHUI 120,0
Peknama 6nbnunoteku; paboTta no NpMBNEYEHMIO NONb30BaTENEN:
NOLAroTOBKA PEKIaMHOro coobleHunst B cpencTBax MaccoBoii
nHdopmaumn, aons pasMelleHns Ha cainte Gubnnmoteku, noprane
10cneumaanblx6|/|6nv|0TeK,HaaBTovmopopMaTopeopa60Te OLHO 300.0
6nbnnoTekn, 0COBEHHOCTAX PYHKLMOHMPOBAHMS Pa3NYHbIX cooblweHune ’
nogpasneneHunin, HoMeHknaType ycnyr, npegocTaBnsiembiX
61bnNMoTEKOI, N OPYroin HGopMaLUn
11 NOLAroTOBKA Nnnakarta o AesaTenbHoCTM 6mbnnoTeku (Bolbop TeEMbI, ofnH nnakat| 300.0
onpeneneHve cogepxaHusa n oopmbl)
MonrotoBka bykneTta o bubnmnoTteke: 0OWH BykneT
12|04MH NUCT, OBYXCTOPOHHSASA neyatb (popmat A4) 600,0
13|nBa nucta n bonee 1200,0
14 |[OPranmsauns 9KCKypCuia no 6VI6J'II/IC1TeKe; npuem n opopmneHne onHa 60.0
3asBKW, YTOYHEHNE TEMbI 9KCKYPCUIA 1 COCTaBa 9KCKYPCaHTOB 3KCKypcus
BbisiBneHne noteHumnanbHbIx Nonb3oBaTtenei 6ub nnmoTeyHo-
NHOPMAaLIMOHHBIX ycnyr 6ubnunoTtekun
15|npocMoTp npecchl n "MIHTepHeT "-pecypcos OAnH 8,0
LOKYMEHT
cbop 1 aHanM3 nHopMaLmMm 0 KOHKYPEHTOCNOCOBHOCTH OLWH on

1




6rnbnnoTekn LLOKYMEHT oY
onHa
17 [BeneHune kapToTekn NoTpebnTenbCcKoro pbiHka 0,3
KapToyka
18 |BCTpeun c npeacTaBnTenaIMm OUpM, opraHn3aunin, NpeanpusaTuia OAHO 120,0
MeponpuaTme

[MpumevaHwve:

- BPEMSI NPOBEEHMNS MACCOBbLIX MEPOMNPUATUIA, BbICTABOK NMTEPaTypPbl U 9KCKYPCUiA B HOPMY
BPEMEHM HE BXOAUT;

- NpW opraHn3aLmnmn Bble3aHOM BbICTABKM K HOPMaM BpeMeHU NPUMEHSETCS NOBbIWatoLWniA
Koadp puumneHT 1,1.

3.15. CnpaBo4Haa n nHPopMaLMOHHa4
paboTa. OpraHm3ayunsa cnpaBoyHoO-
bunbnnorpadmnyeckoro annapata (CBA)
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Hopma

N EavHuua
/i HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl naMEpeHIs BpeMeHU
MVH.

1 2 3 4
MpocMoTp 1 0TOOP AOKYMEHTOB M3 TEKYLWMX MOCTYMNEHWIA ONS
BkNtoyeHus B CBA:

1 [nnockonevaTHble KHUIMM Ha ByMaXXHbIX HOCUTENSX ofHa KHUra 4,0

2 |nnockoneyvyaTHble KHAMM Ha ONTUYECKUX HOCUTENSAX OLHa KHUra 6,0

3 |cTaTbu M3 NNockoneyaTHbIX COOPHMKOB, XYpPHANoB ofHacrtatba| 3,0

4 (ctaTbn U3 raset OJHa cTaTbs 2,0

5 |penbeHO-ToYEeYHbIE KHUTN ofHa KHura 6,0

6 |cTaTbu M3 penbedHO-TOYEYHbIX COOPHMKOB, XYPHaNoB ofHa ctaTtbs 4,0

- (aYAMOBN3yaNbHbIE N3AAHNS HA aHANOTOBbIX 1 LMo pOBbIX OLHA KHUra 6.0
HOCUTENsaX

8 |cTaTby 13 3BYKOBbIX COOPHMKOB, XYypHaNoB odHacrtatba| 5,0

9 6unbnuorpadpuryeckme nocobus, B TOM YACNE HA ONTUYECKUX onHa sanvch| 0.7
HOCUTENsaxX

10|neTonncu KHNXHbIX, XYPHaNbHbIX U ra3eTHbIX cTaTen ogHa 3anucb| 1,0

11 [NPUKHUXHble BB NMorpaguyeckmne CnMcku ogHa 3anuce| 0,7

12 I'IpOCMOIp n 0T60OpP AOKYMEHTOB 13 BHewWwHMx b nepnoanyeckmnx onHa cratbs| 6.0
n3naHuin ons sknoyeHns B CHA:

13 |cocTaBneHne 6ubnmorpadomnyeckor 3anmcu ogHa 3anucek| 4,0
CocTaBneHvne aHHOTaUMI, N3yYeHne OOKYMEHTA, HannucaHue onHa
TekcTa: aHHoTauus

14 |aHHOTMPOBaHME KHUT 120,0

15|aHHOTMpOBaHMe cTaTen 60,0
aHanuTmyeckas poCnmncb XypHasnbHbIX, Fa3eTHbIX CTaTeN,

16 [cbopHMKOB, BB nMorpadryecknx Nnocobuii; 03HaKOMEHME ¢ ﬂOiﬁ::HT 4,0
cofepXaHueM n3gaHus, CoOCTaBneHne aHannMTUYeCcKon pocnmncu
cucTemMaTumaaums Kaptoyek Ha oTobpaHHble ans BkaoyeHns B CBA onHa

17|00KYMEHTbI M0 TMMNaM KaTanoros 1 KapTOTeK; NPpoBepKa MHOEKCOB, Kapﬂqua 2,0
paccTaHOBKa KapTOYKK
OpraHusaums TeMaTmnyeckmx cnpaBoyHbix b1

1g[mPOCMOTP, oT6op 1 cucTeMaTM3auns JOKYMEHTOB ANS BKIOYEHMS B OLWH 100
B, BBOO MHpOpMaLum DOKYMEHT ’
penaktTuposaHvne B1: BHeceHne B 6ubnmorpacnyeckyto 3anmcb

19 [DOMNONHEHWIA U UBMEHEHWIA; UCKITIOYEHME 3anucu Ha BblObIBLINE oQHa 3arnuncb 1,0
LOKYMEHTbI

20 (BBOA HOBbIX PybpurK oAra 1,0

pybpuka
OpraHusaums nonHoTekcToBbix BJ:

51 [MPOCMOTP, oTbop 1 NpeaMeTU3aumsa LOKyMEHTOB OS5 BKIOYEHMS B OLWH 100
b4 OOKYMEHT ’
Beon B B L1 6ubnuorpadpuryeckux aanmceii ninockoneyaTHbIX
- OfLlHa 3anncb

22 [npy Hannyn 3anucu B 3N1eKTPOHHOM KaTanore 2,0




23 [npwu cocTaeneHnn HoBol Bubnuorpadouyeckoit 3anucu 6,0
24 |npwn [ONoNHNTENbHOM noucke nHgopmauum B "MIHTepHeTe" 10,0
o5 |CKAHMPOBAHINE TEKCTA JOKYMEHTA C PaCno3HaBaHNeM; onOHa 6.0
ncnpaeneHne ownbok cTpaHuua ’
penaktuposaHue bll; BHeceHne B 6ubnmorpacmyeckyto 3anmcb
26 [00N0THEHMA N UBMEHEHWI; UCK/TI0YEHMEe 3anncn N TeKcTa n3gaHusa |o4Ha 3anucb 1,0
Ha BblObIBIUNE OOKYMEHTbI
OpraHusaums KapToTeKM NepPCoHaNuiA:
onpeneneHne n cocTaBneHne nepeyHs nuu, CBEAeHNS 0 KOTOPbIX
57(0TP@XaloTCA B KAPTOTEKE; NPOCMOTP NHGOOPMALMOHHbBIX N3OaHUIA N OOWH 0.0
NEePBUYHbIX 0OKYMEHTOB; 0TOOP AOKYMEHTOB A5 BKNOYEHUS B DOKYMEHT ’
KapTOTeky
TeXHUYeckas n cogepxatenbHas obpaboTka JOKYMEHTOB ONs
28 [BKNIOYEHMS B KAPTOTEKY; pacCTaHOBKa KapTo4yek no andpasuty OANH 3,0
doamnnunin aBTopos 1 MO BUAAM OOKYMEHTOB floKymMenT
- oOuH
29 |[metanusauunsa pasnenos; HannucaHme 1 pacctaHoBKa pasgenurtenen 2,0
pasgenutenb
30 pe,D,aKTI/IpOI?:aHVIe KapTOIeKVI; BHECEHWE NCNPaBNEHNN, OOWH 10
DOMNONMHEHWI, UBMEHEHWIA DOKYMEHT
OpraHusaums dpaktorpapmyeckon KapToTeku:
onpeneneHve npeameta, 06 bekTa U OCHOBHbIX NPU3HAKOB ONs
51|0TP@XeHNs B KaPTOTEKE; IPOCMOTP U 0TO60P NOKYMEHTOB ANS OOWH 30
BK/IIOYEHNS B KAPTOTEKY; 3aHECEeHMe 0TOBpaHHbIX CBeAEeHWU Ha OOKYMEHT ’
KapTO4Ykn MHPOPMaLIMOHHOrO Maccmea
30 |PEABKTMPOBAHME KAPTOTEKM; IPOBEPKA NPaBUIbHOCTY CBELEHUA 1 OLWH 20
ykasaHuii 06 MICTOYHMKAX MHCDOpMaLMK; BHECEHME NCMPaBNEHWIA JOKYMEHT ’
o OOWH
33 |HanuncaHne n pacctaHoBKa pasnenmrenen 2,0
pasgenutenb
OpraHusaums TeMaTUyeckmx Nanok ra3eTHbIX BbIpe3ok:
ofHa
34 [NpoCMOTpP 1 cucTemaTmnsauns ra3eTHbIX BbIPpe30K 3,0
Bblpe3ka
35 0bOpMNEHME BbIPE3OK A5 XPAHEHNS B TEMATUYECKNX Nankax; oOHa 4.0
KpaTkoe onncaHmne McToYHmnKa Bblpe3ka

3.16. CnpaBo4Haa n MHPOPMaLIMOHHa4
paboTa. CnpaBo4HO-bubNnorpacdmnyeckoe
obcnyxmBaHume
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Hopma

N EovHuua
/i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl naMepeHs BPEMEHMW,
MUH.
1 2 3 4
Mprem bubnmnorpadryecknx 3anpocos:
npvem bubnmnorpadryeckoro 3anpoca; yToYHeHNe TeMbI, LENEBOIO U —
1 [ynTaTtenbckoro Ha3HavyeHus, NOMHOTbI NCTOYHUKOB, TUMOB, BUOOB U 3anpoc 1,0
XPOHONOrMYeCKMX pamok 3anpoca
BbinonHeHune cnpaBok
TemaTumyeckas cnpaeka: Nouck n oTbop NOKYyMEHTOB; COCTaBNEHNE ooHa
6ubnmnorpadn4eckoro onMcaHus: crnpaska
2 [nncbMeHHas cnpaska (1-10 MCTOYHNKOB) 10,0
3 |ycTHaga cnpaska (1 MCTOYHWUK) 2,0

AnpecHo-6ubnuorpaduyeckas cnpaeka: ycTaHOBNEHNE HANUYUs unu |  ogHa
MECTOHaX0XOEHNS OOKYMEHTA X ero Yyactu B poHae bubnuotekun: | cnpaeka

4 [nucbMeHHas cnpaska (1-10 NCTOYHNKOB) 10,0

5 |yctHas cnpaeka (1 ICTOYHMK) 2,0
YTouHsaOWas cnpaska: yCTaHOBNEHUE N YTOYHEHNE 3NIEMEHTOB onHa
6ubnmnorpadryeckoro onucaHus: cnpaska

6 |nncbmeHHas cnpaska (1-10 NCTOYHMKOB) 10,0

7 |ycTHas cnpaska (1 MCTOYHUK) 2,0
dakTorpaguyeckas crnpaBka: yCTaHOBNEHUE KOHKPETHbIX CBeAeHUI onHa
0 cobbITUsIX, 06beKTax, npoueccax, gatax: cnpaska

8 |nncbmeHHas cnpaska (1-10 NCTOYHMKOB) 10,0

9 |ycTHasa cnipaska (1 MCTOYHWUK) 2,0
CocTtaBneHune TemaTnyeckux 6mbnmorpagonyeckmx CrmckoB:

10 |moueK, 0TOOp M cucTeEMaTM3aums [OKYMEHTOB; COCTaB/IEHME O4VH 70
6ubnmnorpadryeckoro onmcaHus LOKYMEHT ’

11 0COOpMIEHME CNUCKA; BbIBOL HA MPYHTEP, 0TAPaBKa Mo 9NEeKTPOHHOW O4VH 10,0
noyTe, KONMPOBaHWE HA CbEMHbIA HOCUTENb NONb30BaTENS CNnNCOK

BeﬂeHMe(pOHﬂaBbMOﬂHeHHHXCHpaBOK

ooHa

12 [pernctpaums BbINOMHEHHOW CNPAaBKW B XYypHane 2,0
P paul P yp cnpaska

13 BBOJ TEMATUYECKOM CNpaBkn B 9NEKTPOHHbIA apX1B BbIMO/THEHHbIX onoHa 20
crnpaBokK cnpaska ’

3.17. CnpaBo4yHada n nHpopmMmaynoHHas
paboTa. bubnmnorpadunyeckoe
NMHPOPMUPOBaHUE
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Hopma

N EavHuua
/i HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl naMEpeHIs BpeMeHU
MVH.

] 2 3 4
BoisiBneHne nHopmMaumoHHbIX NOTPeBbHOCTER CneumanncToB
METOO0M aHKeTUPOBaHUS:
onpeneneHne KOHTUHreHTa NoTpedbuTenen MHopMaLnm;
paspaboTka 3asBOK 415 onpeneneHns MH(OPMaLMOHHbIX

1 3anpocoB; pacchbinka 3asBoK; 06paboTka NoNyYeHHbIX 3asBOK; O4VH 600
COCTaBNeHne Ha OCHOBE NONYYEHHbIX AaHHbIX KAPTOTEKN notpebutens ’
KOHTUHreHTa noTpebuTtenei nHopmaumm 1 nx MHPOPMaLMOHHbIX
3anpocos
3akntoyeHune ¢ aboHeHTaMy 40roBOpPOB Ha MHGOPMALIMOHHOE
obcnyxunBaHue:
aHanu3 faHHbIX 0 3aUHTEPEeCcOBAHHOCTM abOHEHTOB B

5 MHG OPMALIMOHHOM 0BCNYXMBAHUN 1 peXmmax n3brpaTenbHoro O4WH 90.0
pacnpocTpaHeHns U peTpoCneKkTUBHOrO NONCKa; 3aKI0YEHME 1 LOroBop ’
nepecMoTp OOroBOPOB
dopmmpoBaHme ceT abOHEHTOB CUCTEMbI N36MpaTeNbHOro
pacnpocTtpaHeHuns nHgpopmauun (MPN):
onpeneneHne KOHTUHreHTa aboHeHToB cucTembl VIPU; BbisiBneHne

3 TUNOBbIX U MHAMBUAYANbHBIX 3aNPOCOB aBOHEHTOB; N3y4YeHmne, O4WH 60.0
Knaccuukaums n nHgekcaums 3anpocos; BBOA, AaHHbIX O aboHEeHT ’
3anpocax B apecHyIo KapToTeKy
MoaroToska curHanbHOro onoseleHus B cucteme VIPU:

4 BblSIBNIeHNE, MPOCMOTP 1 0TOOP MaTepmanos U3 TEKYLUMX OLHO 20.0
NOCTYNNEHWIA; 0TNpaBka nHdopmaumm notTpebutento onoselleHne ’
rpynnosoe 6ubnuorpaguyeckoe NMHOpPMMpoBaHme

5 |dbopmumpoBaHue coctaea rpynn aboHeHTOB OANH 10,0

aboHeHT

6 YTOYHEHUe TeMbI, COrnacoBaHne UCTOYHNKOB NHCDOpMaLIMK, BUO OB onHa Tema 20.0
JOKYMEHTOB
lMonck 4OKYMEHTOB AN UHGOOPMaLMK, COCTaBNEHNE U OTNpaBka 0JHO
OnoBeLleHns: onoseleHve

7/ |nMCbMEHHO 10,0

8 |ycTHO 10,0
OnepaTnBHOE UHGOPMMPOBAHKE NO 3anpocy:

9 hopmMMpoBaHme ceT abOHEHTOB; BbISIBIEHNE TUMOBbIX U O4WH 50
NHOVBMOYANbHbIX 3aMpPOCOB aboHEeHT ’
10 [13yqeHme v Knaccugurkaumm 3anpocoB; BBOA, AaHHbIX B aAPECHYI0 oanH aanpoc| 7,0

KapToTeKky
HanuncaHne 0630poB 1 cnpaBok
BbisiBneHune n ot60p UCTOYHMKOB; 06paboTka 1 aHann3 0TobpaHHbIX| OAMH aBT.
LLOKYMEHTOB; HanucaHme tekcta ob3opa / cnpaeku: nmeT
11 [No NepBMYHBIM UCTOYHUKAM 6000,0
12 (N0 BTOPNYHBIM NCTOYHUKAM 4200,0

onoHa

ATIAATIIAL




13

Habop 1 popMaTupoBaHue TekcTa o63opa / cnpasku

Ul padrvida
(1800-2000
3HaKoB)

20,0

OpraHunsaunst n npoBeneHne YCTHbIX bubnmorpadmyeckmx 0630pos
HOBbIX MOCTYMNIEHNA

OT160p HOBbIX NOCTYNAEHU N0 3apaHee 06 bABNEHHON TEMATUKE;
cucTeMaTtnsaums UCTOYHVKOB Mo TeMaM, NPOCMOTP 1 aHanms
LOKYMEHTOB; noabopka 6ubnmorpacnyeckmx onmcaHuni, KpaTkux
aHHoTauui, pedpepaTtos Ha 0TOOPaHHbIE UCTOYHMKOB; MOArOTOBKA
pykonucu b nunorpadcpmnyeckoro 063opa; KoIm4ecTBo
MPOCMOTPEHHbIX 1 0TOBPAHHbIX LOKYMEHTOB:

04MH 0630p

14

00 50 0oKyMeHTOB

600,0

15

cBblwe 50 0OKYMEHTOB

1800,0

MoaroToBka 6t0NNeTEeHS HOBbLIX NOCTYMNNIEHWIA

OnpeneneHve TeMaTnyeckmx rpaHnL nomcka n otbopa
LLOKYMEHTOB; co3aaHue pybpukaTopa 6tonneteHs; BbiaBNeHME 1
0T60p B MaccuBe TEKYLWMX NOCTYMNEHNIA NCTOYHMKOB MHGDOpMaLINN;
nonbopka aHHOTaUMIA, peddepaToB; KONIMYECTBO NPOCMOTPEHHbIX
LLOKYMEHTOB:

OOVH
oonneTeHb

16

0o 50 noKyMeHTOB

300,0

17

cBbilwe 50 OOKYMEHTOB

600,0

MognrotoBka Tekywmx 6ubnunorpadunyeckmnx nocobui

Bbi6op TeMbl nocobus, BbisiBNeHne n oT6op 4OKYMEHTOB,
chopMuUpoBaHme pasnenos nocobus, aHHOTUPOBAHME LOKYMEHTOB,
noabopka chakTorpagomyeckoro matepuana, MnncTpauui,
COCTaBfIeHMe TEeKCTa, BCroMoraTte bHblX ykasaTenei,
KOMMbOTEPHbI HAB0P, KOHCYNbTaLWUN Y CNeunanicToB Ha
pasnnyHbIX aTanax paboTbl, 06cyxaeHme n gopabdoTka no
3aMeyaHnsaM:

OOWVH aBT.
NINCT

18

cocTaBneHume bubnnorpadonyeckoro ykasartens, katanora,
NyTEBOAUTENS, CNPaBOYHMKA

15000,0

19

NoAroToBKa KOMMEHTapWEB, MPYMeYaHunii MPOCBEeTUTENbCKOrO
XapakTtepa, He Tpebyowmx cneunanbHbIX NCCeoBaHNI

6000,0

20

NOLAroTOBKA KOMMEHTaPUEB, MPUMEYaHUIA HayYHO-
nccnenoBaTenbCckoro xapakrepa

12000,0

MonrotoBka peTPOCNEKTUBHbIX HAy4YHO-BCMOMOraTenbHbIX
6ubnmnorpaduryecknx ykasatenei:

21

BbIOOP TEMbl, CO34aHMe aBTOPCKOro KoNnekTnea; paspaboTka
NHCTPYKTUBHO-METOANYECKMX MaTepunanoB; BbisBneHne 1 otbop
LOKyMeHTOB; paboTta Hag 6mbnvorpadonyeckoin 3anncbIo;
aHHOTUMPOBaHue; bubnunorpadoudeckas rpynnMpPoBKa; CocTaBneHmne
BCrIOMOraTe/NbHbIX yKasaTenein; KOMNboTEepHbIn Habop;
obcyxaeHue n gopaboTka no 3amevaHusIM

oOwvH
aBT.JINCT

10080,0

CocTaBneHne aHHOTUPOBaHHOIO 6B Morpadonyeckoro nnn
61obnb nnorpadonYecKoro ykasaTtens no akTyanbHoOW TemaTuke ¢
XPOHONOrMYeCcKUM 0XBaTOM OT 2 A0 5 NneT:

O4WH
aBT.NCT

22

Ha PYCCKOM 513blKe

10080,0

c BktoyeHnem ot 30% 0o 40% obbema nybnvkauuin Ha

1Nenn N




o

MHOCTPAHHDbIX A3blKaX

1 £0UU,U

24

COCTaB/IEHME aHHOTMPOBAHHOIO BB MorpadonYeckoro ykasartens
MHOrOOTPaCNEBOro COAEPXaHUs C XPOHONOrMYECKUM OXBATOM O
100 ner, Tpebytowero CNAOWHOro NPOCMOTPa AOKYMEHTOB, MOMCcKa
CNOXHbIX 61O NMOrpagonyeckmx n3naHni

O4WH
aBT.INCT

21000,0

CocTtaBneHune pekoMeHaaTenbHbIx 6MbnmMorpagyeckmx Crmckos

BoisiBneHune cnpoca notpebuteneit, onpeaeneHme Temol, 0T6op
ILOKYMEHTOB, COCTaBNeHNE 04epka, KOMMbIOTEPHbI Habop,
BHECEHMWe ncnpasneHui:

O4WH CMNCOK

25

no 10 3anucen

30,0

26

cebiwe 10 3anucen

30,0

MonroToBka aHanNMTUYECKUX 0630pOB

BoisiBneHune n ot60p 4OKYMEHTOB, MOArOTOBKA pybpurkaTtopa,
N3y4yeHne 1 oLueHKa JOKYMEHTOB, cUcTeMaTtmaaums matepvana,
COCTaBNIEHME aHaNUTUYEeCKOro o63opa, KOMMNbIOTEPHLIN Habop,
obcyxaeHue n nopaboTka Nno 3ameyaHusIM:

OoOvH
aBT.JINCT

27

no nepBmMYyHbIM NCTOYHUNKAM Ha PYCCKOM A3blKe

10080,0

28

no CMelWaHHbIM NepBnYHbIM NCTOYHNKAM

12000,0

29

no nepBnYHbIM MCTOYHUNKAM Ha MHOCTPaHHbIX A3blKax

13800,0

CocTaBneHmne aKCrnpecc-mHopMaLmu:

30

BbisiBNIeHVEe 1 0TOOp MaTepmnana no Teme, cMCTeMatnsaums;
KOMMbOTEPHbI Habop

O4uH
aBT.JINCT

4500,0

CocTtaBneHue pegoepara:

31

N3y4yeHne n aHann3 OOKyMeHTa; CoCTaBNeHne TeKkcTa pedepara;
KOMMbIOTEPHbI HAbop; BHECEHUE UCTIPABNEHNI

O4uH
aBT.INCT

6600,0

3.18. Hay4yHOo-MeToamn4eckasa paboTa
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n/n

HanmeHoBaHuWe npouecca, onepaumun. Coctas paboThbl

EovHnua
n3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MonroToBka METOLAMNYECKMX NOCOOUIA, pEKOMEHAALMIA

pa3paboTka HOBOW TEMbI; M3YYEeHWE TEMbI, BbISBNEHNE U aHANN3
LLOKYMEHTOB MO TEME; YATATENbCKOE U LENEeBOE Ha3HayYeHne
nocobus, pekoMeHaaunii; CocTaBneHne NpocnekTa; HanucaHme
TekcTa

Oo4ouH aBT.JINCT

18000,0

MOAMdMKaLMS paHee pa3paboTaHHO TEMbI; BbISIBNEHWE U
N3y4YeHne HOBbIX JOKYMEHTOB 1 HAKOMNEeHHOro 6ubnnoTekamm
onbiTa No TemMe Nocobusi, peKkoMeHaaunii; yToYHEeHNe, BHECEHNE
N3MEHEHUIA B CTPYKTYPY U B TEKCT B COOTBETCTBUN C
OOCTUXEHUsIMM BB NMOTEYHO TeopUn 1 NPakTUKK; gopadoTka /
nepepaboTka TekcTa

OAVH aBT.MNCT

10200,0

Pa3paboTtka LOKYyMEHTOB, pernaMeHTUpyowWwmnx AesaTenbHOCTb
61bnnoTeK, NONOXEHWIA, MHCTPYKLMIA, MPOEKTOB NOCTAHOBEHWIA,
yCTaBOB, 3aKoHO4aTeNbHbIX aKTOB:

paspaboTka HOBOW TEMbI; BbISIBNEHME, U3yYeHne, aHanms
IeiCTBYIOWMX OOKYMEHTOB N0 TEME; HanMcaHne TekcTa npoekTa
IOKyMeHTa; 0bcyxaeHve n anpobaums nokymMeHTa B Gubnmoteke;
nopaboTka foKyMeHTa; NoAroToBKa K YyTBEPXAEHNIO

Oo4ouH aBT.JINCT

20400,0

MoOndomKauus paHee pa3paboTaHHOro 4OKYMEHTa; aHanms u
OLieHKa OOKYMEHTa; Mouck U 0TOOP HOBLIX OEeCTBYOLMX
IIOKYMEHTOB MO TeMe; BHECEHNE N3MEHEHU B TEKCT OOKYMEHTA;
obcyxaeHune n gopabotka 0OKyMEHTa; NOAroToBKa K
YyTBEPXOEHWIO

OAVH aBT.MNCT

9000,0

PaspaboTka y4eTHbix chopM, Tabnuu, 06pasLos:

yTOYHEHUE NpeameTa, 06 bekTa, CoaepXaHusi y4eTHoOM hopMmbl,
Tabnuubl, obpasua; oTbop 1 cucTemaTulauns nokasaTenem;
paspaboTka MakeTa y4eTHOI popMbl, Tabnmupbl, 06pasua;
obcyxaeHne [OKYyMeHTa; NoAroToBKa K yTBEP X AEHNIO

OAVH aBT.MACT

9000,0

CocTtaBneHune pekoMeHaaumn No BHeAPEHNIO PEr NaMeHTMPYIOLWNX
JLLOKYMEHTOB B MpPakTuKe:

pa3paboTka MeToONYEeCKMX PEKOMEHOALMA, MHCTPYKLUWIA, MNaHOB
Mo BHEAPEHUI0 HOPMATMBHON AOKYMEHTaUMK; NOAroTOBKA TeKcTa

Oo4ouH aBT.JINCT

16500,0

MoarotoBka NMMCbMEHHbIX KOHCY)'IbTaLI,VIVI, MeTOaN4YeCKNX NNCEM!

BbISIBNEHME N aHann3 OKYMEHTOB MO TEME; U3yyYeHune n
0606uieHne onbiTa paboTbl 6MHNNOTEK; NOArOTOBKA TEKCTA;
obcyxaeHune n gpopabotka TekcTa

Oo4ouvH aBT.JINCT

10200,0

Monrotoeka 0630poB oessTensHOCTN BUbNMoTek no
onpeneneHHoOn TemaTtuke:

onpeneneHne TeMbl 1 XPOHOOrMYecKnx rpaHu 063opa;
BblSIBNIEHNE, MPOCMOTP, 0TOOP 1 aHanM3 AOKYyMEHTOB MO TEMe
0630pa; noaroToBka TekcTa; obcyxaeHune n gopabotka TekcTa

OAVH aBT.MNCT

10800,0

PeLeH3npoBaHmne Hay4HbIX, METOANYECKUX, NHPOPMALIMOHHBIX 1
LpYyrux matepunanos:

YTEeHVe peLeH3NpPyeMoro MaTepuana; oLueHka ero B LieJioM,




OTOENbHbIX YacTewn; yCTaHOBNEHNE COOTBETCTBUA HATATEIbCKOMY

9 oavH asT.imct| 900,0
N LUeneBoMy Ha3Ha4YeHUIo, Hay4YHbIM 1 METOOMNYECKUM
TpeboBaHNsaM
10 |HanucaHve peueH3uun oauH ast.imeT| 1500,0
[MoarotoBka nekuunin, KOHCY NbTaunm
PaspaboTka nnaHa nekuum, KOHCynbTaumm, noabopka
nMTepaTtypbl, COCTaBNIEHNE CNUCKA NUTepaTypbl K NeKLmu,
KOHCYNbTauun, NoAroToeka Tekcra:
11 |nepBryHasa nekums onHa nekumsa | 1800,0
12|noBTOpPHAs nekuuns, c y4eTOM HOBOro matepuana ogHa nekumsa | 360,0
onHa
13 |nepBrYHasa rpynnosas KOHCYNbTaUmMs 1500,0
KOHCynbTauns
{4 [NOBTOPHAs rPyNNOBas KOHCYbTALMS C y4ETOM HOBOrO onHa 300,0
matepuana KOHCYNbTauns
ofHa
15|ycTHaa nHanemnayanbHasa KOHCynbTauns 600,0
KOHCYNbTauns
[NpoBeneHne NpakTUKyMOB, CTaXXMPOBOK
OnpepneneHve TeMbl, 3a4aHnsa NpakTUKyMa, CTaxunposku (7-10
OHewn), BbiIBNEHe nuTepaTypbl N0 n3yvyaemomy BOMpocy,
COCTaB/ieHue rpagouka NnpoBegeHNs 3aHATUA, NOAroToBKa
3aK/i0YEeHNS 0 NPOXOXAEHUN NPaKTUKyMa, CTaXUPOBKN:
. - OOWH
16 |NpakTUKyM (MHAMBUAYANbHbIA, FPYNNOBO) 2400,0
NpakTUKyM
onHa
17 |cTaxunposka (MHaMBUAyanbHas, rpynnosas) 2700,0
cTaxmupoBska
MpakTuka CTyAEeHTOB BbICLUMX U CPEAHUX CrieumanbHbIX YYeOHbIX
3aBefeHui:
NoAroToBKa M opraHMsaums NpakTuky cTyaeHTos (8o 30 oHen);
paspaboTka nnaHa npakTUKu, CornacoBaHue ero c
{g[PyKoBOAMTENEM NPAKTUKM; CCiCTaB)'IeHI/Ie rpadpuka noceeHuns onHa 5400.0
CTPYKTYPHbIX NoApasneneHnin; opraHndaums npakTnyeckumx npakTunka
3aHATUIN; NoaBeaAeHNe NTOMOB NPaKTUKK; COCTaBNIeHNe
XapakTepucTuk npakTUKaHToB
MoceweHne 6MbNNOTEK, Bble3 bl B KOMAHANPOBKYM C LIENbto
n3yyeHns paboTbl U OKa3aHNS METOANYECKON MOMOLN:
MNOAroTOBKa K KOMaHOMPOBKE; yTOYHEHME CPOKOB U Lenen
1 g[KOMaHAMPOBKY; O3HAKOMIIEHNE C NOKyMEHTaMI 1 MaTepuanamm onHa 660.0
npeablaywmnx Bble3f0B 1 Ny6nnkaumin B nevaTu; COCTaBneHne KOMaHOnpoBKa ’
nnaHa KoMaHaNPOBKMN
20 |cocTaBneHme oTyeTa / cnpaBky O MPOBEAEHHO paboTe oauH otyet | 1200,0
21|cocTaBneHne aBaHCOBOr0 OTYETA, 3an0/IHEHNE OTYETHOro 6naHka| oOuH OTYeT 60,0
PaboTa Hay4HO-OpraHM3aumoHHOro xapakTepa:
NOAroTOBKA M NPOBEAEHNE TEOPETUYECKNX, HAYYHO-
NpakTUYeCKUX KOHPepeHUUA; onpeneneHne coctasa
oprkoMmuTteTa 1 y4yaCTHMUKOB KOH(pepeHunn; popMmpoBaHue un 0LHO
22 |yTBEpPXAEHNE NPOrpaMMbl; OpraHn3aunoHHbIe MeEpPONPUATUS; 6000,0
mMeponpusaTne

BblpaboTKa NpPoeKTa peKkoMeHAaaLUmii; UHaHCOBO-X03SAMCTBEHHOE
obecneyeHune; aHann3 1 oueHka paboTbl KOHGEPEHLNY;




nogseneHmne nTorose

MOLAroTOBKA M MPOBEAEHNE CEMUHAPOB, KPYT /IbIX CTOMOB;
onpeneneHne cocTaea y4acTHUKOB, CpOKa 1 Mecta NpoBeaeHNS
23 [MeponpusTuii; OOPMUPOBAHME N YTBEPXAEHWE NPOrPaMMb;
nHpopmaumnoHHoe obecneyeHmne; BblpaboTka npoekTa
peKkoMeHaauuin; aHann3 1 oueHka MeponpuaTum

O4HO

3000,0
Meponpusitie

MNprmMeyaHme:

- NpY NPOBEAEHUN MEPONPUATUIA HA MeXAYHaPOLHOM YPOBHE K HOPME BPEMEHU MPUMEHSAETCS
nosbiwarowmin KoappuumeHT 2,0, Ha penepanbHOM yposHe - 1,85;

- BPEMS NPOBELEHNS NEKUMIA, KOHCY NbTaUMiA, NPakTUKYMOB, CTaXMPOBOK, MPaKTUK,
npebbiBaHMS B KOMaHAMPOBKAX, NPOBELEHUS KOHDEPEHLIMIA, CEMUHAPOB, KPYT NIbIX CTO/MOB U
BPEMSI, CBA3aHHOE C U30aHNEM MaTepuanoB KOHEepPEeHUNiA, CEMNHAPOB B HOPMY BPEMEHN He
BXOLSIT.

3.19. PegakymoHHO-n3aoaTtesibCkad
paboTa

Tabnuua 60



Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BPEMEHWU,
n/n n3mepeHns
MVH.

] 2 3 4
MoaroToBMTENbHbIV 3TanN:
yyacTue B COCTaBNEHUN TEMATUYECKOro (M30aTenbCckoro) nnaHa,

1 |nnaHa paccbinkuy; cornacoBaHne Tem U3gaHuin, aBTopoB / aBTOPCKUX |odHa Tema| 45,0
KONNEKTMBOB
obcyXaeHne C aBTOPOM TEMbI U XapakTepa 3aKkasblBaeMoro

5 |POVI3BEAEHNS, OCHOBHBIX TpeboBaHwui, K?TOprM DONXHO O4WH 30.0
yOOBNETBOPSATb NPOM3BEAEHME N YCNIOBUIA aBTOPCKOro aBT.NCT ’
BO3HarpaxmaeHus

O4WH
3 |obcyxaeHune n yTBepXaeHne nnaHa-npocnekTa n3gaHms nnax- 30,0
npocnekT
3aKniyeHne Oorosopa-3akasa (B Cnyyae BHeWHero asTopa) mexay OOWH

4 |aBTOpPOM 1 BUBNMOTEKOI C yKa3aHNeM 06 bema 1 CPOKOB NOAroTOBKM | JOroBOp- 20,0
N coayn pykonucu B peaakUMOHHbIA oTaen 3akas
cocTaBneHne Ooroeopa Ha nepenady 6ubnmoTteke npaea

5 |Bocnpon3BoanTb Npon3BeneHne B BbiIbpaHHOM BB IMOTEKON OANH 20,0
chopmare [orosop
O03HaKOM/IEHUE C aBTOPCKMM OPUrMHANOM (PYKOMUCHIO), NPUHSATHE

6 [peweHns 0 nepenaye pykonucu B NPou3BOLCTBO UK O ORNH 120,0
HeobxoanmMocTun fopaboTku aBT.meT

O4WH
7 |cocTaBneHue rpadgouka npoxoXaeHns pykonucu B otaene rpacuK 20,0
o O4WH
PenakumoHHbI aTan:
aBT.NCT
pelfakuMoHHas obpaboTka: nMTepaTypHOe, TEXHNYECKOE U

g [cneunanbHoe peaakTMpoBakine pykonuen; Habop u/mnun nepenevyaTka; 280.0
NOLArOoTOBKA M34aTeNbCKOro opurmHana (Bblbop TEXHONOM K, ’
N3roToBIEHNE 3aKasa 1 co3gaHne makeTa n3gaHus)

KOHCTPYKTOPCKO-0G0opMUTENbCKas paboTa: NpoekTMpoBaHme Bnaa
N30aHUs 1 ero CTPYKTypbl; noabopka popmarta u mapku bymarwu,

9 doopmaTa nonoc U3gaHus, rapHUTYp 1 Kernem wpudta, onpeneneHme 660.0
XapakTepa v ynucna unnocTtpauni, goopmarta opopmieHus, suga ’
06/10XXKM UK NepenneTa; NPoOeKTUPOBaHNE BHEWHEr0 0POPMIEHUS
n3naHus
NPOM3BOACTBEHHbIV 3Tan: BbIbop nonurpaduyeckori 6asbl; pacyeTt
noTpebHOCTM B MaTepuanax; CoctaBneHne npeaBapuTenbHowm

10 [kanbkynsaumm 3akasa; onpeneneHme CTOMMoCTN N3gaHuns; ms(jlﬂaHHome 360,0

pa3paboTka rpaduka NpoxoXaeHns 3akasa Ha NonnrpagoNYecKom
npennpuaTun; 3aknioyeHne 0orosopa c Tunorpaduen

Pe,ﬂ,aKTI/IpOBaHI/Ie Hay4HbIX N METOONYECKNX MaTepmnanos

MpoBepka 1 ucnpasneHne pykonucy B NpoLecce noaroToBkM ee K
neyaTu; ycTaHoBKa COOTBETCTBUSA TEKCTa HayYHbIM U NINTepaTypPHbIM
TpeboBaHuUsM, popMe 1 LeNEBOMY Ha3HaAYEHWIO U3AAHUS;

COr nacoBaHVe BHOCUMbIX UCMPaB/eHUiA C aBTOpoM; fopaboTka




pyKonucu:

11 [PeaaxTuposanve MOHOrpadouii, COOPHMKOB Hay4HbIX TPYOOB, HAy4HbIX| OAWH 34800
0TYETOB, MPaKTUYECKUX NOCOOWIA aBT.INCT ’
penakTupoBaHUe MeETOONYECKUX MaTepnanos (MHCTPYKTUBHO-

12|MeToamMYecke NucbMa, pekoMeHaaumm, KOHCy nbTaumm, 063opsl OANH 3000,0
nesitenbHocTy 6nbnmoTek) aBT.meT
pefnakTMpoBaHME OOKYMEHTOB, PpernaMeHTUpYyoWmx 4eaTenbHOCTb

13|cneumnanbHbix 6MBNMOTEK ONs cnenbix (YCTaBOB, NONOXEHUIA, aBOTHnM:CT 2940,0
NHCTPYKLMI) |

O4WH
14 |penakTypoBaHme CTaTUCTMYECKNX Tabnuu, y4eTHbIX oopM, 06pasLoB 4BT MCT 2400,0
y o O4WH

15|penakTupoBaHme MaTepuanos KoHepeHUMi (4oknanos, coobLWeHNiA) ABT MCT 1200,0
PepnakTtupoBaHue 6ubnunorpadnyeckmnx nocobuii, peTpocnekTUBHbIX
Hay4YHO-BCroMoraTe bHbIX ykasaTenei, 0630poB, CNpaBok,
pedrepaToB, aHHOTAUWN:

1g|PEAAKTMPOBAHME 6ubnmnorpadmyeckmnx Nnocobuin (TeMaTnyeckmx OOWH 30000
6ubnnorpadmryecknx ykasatenei, CnpaBo4YHNKOB) aBT.NCT ’

17peuaKTl/lpolaaHl/lepeTpocrleKTl/lBHuxHaquo--BcrlomoraTenbl-u:lx OOWH 2280.0
ykasatenen aBT.INCT
penakTMpoBaHne aHannTn4ecknx 0630poB, CNPaBoOk, aHHOTALWNA,

18|pedepartoB., cBOAHBIX pedhepaTunBHbIX 0630p0B, SKCNpecc- aBOTﬂ;:CT 1200,0
NHCpopMaLniA '

y onoHa

19 |penakTupoBaHme 6ubnnorpadonyeckmx annce 5,0

3anuncb

20|KOHTPOJIbHOE pefakTMpoBaHue OAra 7,0

3anuncb
MawwnHonumcHble paboThbl, BbINONHSEMblE B aBTOMATU3NPOBAHHOM
pexunme
Habop Ha komnbloTepe:
ofHa
cTpaHuua
21|TekcTa c nucTa (1800- 20,0
2000
3HaKkoB)
22 |bubnuorpadpuryeckoe onncaHme OAHO 5,0
onucaHune
[MpaBka Ha KOMMbOTEPE, BEPCTKA HA KOMMNbIOTEpPE:

24 |tekcTa oAna 10,0

cTpaHuua

25 [bubnnorpaduryeckoe onncaHme OAHa 2,0

cTpaHuua
ofHa

26 [BbIBOL, TEKCTA Ha NPUHTEpP, pacrnedyartka 2,0

cTpaHuua

27 [BbiBOA GoopM TaAbNML HA MOHUTOP OAna 2,0

cTpaHuua

28 [HanonHeHne Tabnuy cooepXaHnem ofina 18,0

Tabnuua




[MpumeyaHve: Npun pegakTMpoBaHUN CMEWaHHOro TeKCTa K HOpMe BPpeMEHN NMPUMEHSETCS
noBblAOWNA Ko puumneHT 1,2.

3.20. NepeBona n nepepaboTKa NevYaTHbIX
TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha

PYCCKUN N C PYCCKOro Ha MHOCTPAHHbIE
A3bIKU

Tabnuua 61



N EaovHuua Hopma
/i HanmeHoBaHuMe npouecca, onepaumn. Coctas paboThbl WaMEpeHIs BPEMEHMW,
MVH.

1 2 3 4
[MepeBon TeKCTa C MHOCTPAHHbIX 3bIKOB HA PYCCKUN A3bIK
YteHne opurnHana, aHanus TekcTa, pa3meTka ero C BbisiBIEHUEM
TPYOHbIX TEPMUHOB, FPaMMaTNYECKUX KOHCTPYKLNIA, NEKCMYECKUX |04NH aBT.INCT
060pPOTOB, LLEXOBbIX N XaHPOBbIX TEPMUHOB:

1 |MONHbIA NMCbMEHHbIN NepeBoL 3360,0

5 COKpaLlleHHbI NMCcbMeHHbI nepeBod oT 30% A0 50% obbema 3600.0
TekcTa

3 |BbI6BOPOYHbIV MMCbMEHHBIN NEPEBOA, 3120,0
[MepeBon TeKCTa C PyCCKOro A3blka Ha UHOCTPaHHbIE A3bIKU:

4 [NONHbIA NMCbMEHHbIN NepeBo, oAuH ast.nmcT| 3840,0
TepmuHonorunyeckas pabota npu BbINOMHEHUN NMMCbMEHHOTO
nepesoja:

MONCK OTMEYEHHbIX B OvaIFVIHaﬂe HEe3HaKOMbIX i HEMOHSATHbIX 0AMH TEPMUH,

5 |TEPMMHOB 1 COKPALLEHHIA B CNOBAPHO-CMPABO4HOM NMTepaType; onHO 1500.0
nonbopka COOTBeTCTBy}OLI.I,?I'O TePMUHY 9KBMBANEHTa, coKpaleHme
pacwmgpoBka cokpalleHni
KoHcynbTaums nepesoauymka co crneumannuctamu:

BbIICHEHWE npvaanbHoro N3N0XEHWS YacTen TekcTa no onHa

6 [Mano3Hakomowm TemMaTuke; yToO4YHeHne COOTBETCTBUSA Nnepesoa 2700,0
opUruHany KOHCY b Tauus
CocTtaBneHune 6nbnuorpacuyeckoro onucaHus:

7 |cocTaBneHme bubnuorpagnyeckoro onucaHus nepesoaa OAHO 720,0

onucaHue
AHanus v BHeceHve U3MeHeHN B TEKCT nepesoaa nocne
pacneyartku:

g [MPOBEPKa MPaBNIBLHOCTM PACMONOXEHNS 0TNe4aTaHHOro TeKeTa; OLMH aBT.mCT|  240.0
cBepKa C PyKOnucbio; npaBeka
TexHnyeckoe opopMneHne nepesoaos:

g [BHECEHNE B TEKCT NepeBofia CIMBOMOB 1 BCTABOK Ha MHOCTPAHHOM OLHO 3.0
A3blKe BNUCbIBaAHWNE

10 [BHECEHME PUCYHKOB, Tabnnu, GoopMyn ogoHa sctaska| 4,0
lMepeBon 3aronoBkoB cTaTen N OKYMEHTOB:

11|nepeBon 1 3anncb 3aro/i0OBKOB OnvH 12,0

3aronoBok
MNprmMeyaHme:

- HOPMbI BPEMEHU NpeaycMaTpmBatoT BbIMONHEHNE NEPEBOAOB C MHOCTPAHHOIO A3blka UNKn Ha
MHOCTPAaHHbI/, KOTOPbIA Y NepeBoaYMKa SIBNSETCS OCHOBHbIM (MO 06pa3oBaHmMio Niu
NPUMEHEHWIO);

- MPY BbINONIHEHW NEPEBOLOB C OPYrnX A3bIKOB U HA ApYyrue, NOMMMO OCHOBHOIO, K HOpMam
BPEMEHW NPUMEHSAETCH NOBbIWAOWNIA KO3Igo P rUMeHT 1,1.




3.21. PaboTa no BbINYCKY MaJIOTUPAXKHbIX
n3gaHMM cneymnasibHbIX oopMaToB
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Hopma

N EovHnua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
1 2 3 4
BocnponaseneHne nnockoneyaTHoOro 4OKyMeHTa B pefbeqgHo-
TOYEeYHOM oopmaTe
PaboTta c TeKCTOM Nnockone4yaTHoro 4okyMeHTa Ha GymaxxHOM
NN 3NEKTPOHHOM HOCUTENE:
ofHa cTpaHuua
1 [KOMMbIOTEPHbI HABOP TeKCTa BPYYHYIO (1800-2000 20,0
3HaKkoB)
0fHa cTpaHunua
2 |ckaHupoBaHWe 1 pacro3HaBaHme naockonevyaTHoro TekcTa (1800-2000 4,0
3HaKkoB)
ofHa cTpaHunua
3 |3arpyska gpanna c nnockoneyaTHbIM JOKYMEHTOM B KOMMbOTEP (1800-2000 0,5
3HaKkoB)
ofHa cTpaHuua
4 (4TeHne NNocKorneyaTHOro TekcTa u BHeCeHne NCnpaBneHnin (1800-2000 5,0
3HaKoB)
N3MEHEeHne TekcTa U3 popMarta JOKYyMEHTa B 9N1EKTPOHHbIN OAna ctpariua
5 P y P (1800-2000 1,0
doopmar
3HaKoB)
ofHa cTpaHuua
6 |4TeHMe KOHBEPTUPOBAHHOIO TEKCTA; BHECEHWE UCnpaBieHni (1800-2000 7,0
3HaKkoB)
npuBeLeHVEe TeKCTa B COOTBETCTBME Npasniam nnucbma rno OAHa cTpanvia
7 |TP ! P (1800-2000 | 13 MuH.
cucteme bpanng (26 ctpok x 30 3HaKOB)
3HaKkoB)
PacctaHoBka nopsakoBbIX HOMEPOB CTPaHWLL:
8 (B aBTOMaTn3npoBaHHOM pexXunme 0fHa onepaums 0,5
9 [nocTpaHnyHasa pacctaHoBKa B PyYHOM pexunme ofHa cTpaHuua 1,0
BbIBOO TEKCTa Ha BpaiineBckuii NpUHTEp; pacneyaTka
10 A P P PP OAVH NNCT 2,0
(OBYXCTOPOHHSASA)
PaboTa c nnockone4yaTHOA HOTHOW 3aMnnCblo:
KOMMNbIOTEPHBI HAbop (C NMcTa) HOTHOW 3anuncKu No cuctTeme
11 - ogHa ctpaHuua | 40,0
Bpanns BpyyHyto
CKaHMpoBaHWe 1 pacno3HasaHne Ha crieynanbHOM
12 o ofHa cTpaHuua 3,0
bpaiineBcKoM ckaHepe
[MpoBepka HOTHOM 3annUcK, BHECEHWE UCMPABNEHWUIA: ojfHa cTpaHuua
13|HoTHas 3anncb, HabpaHHas BPY4YHYHO 60,0
14 [HOTHas 3anucb, NONyYeHHas Co ckaHepa 20,0
NpuBeLEHNE HOTHOM 3anucyn B COOTBETCTBMUE NpaBunam 3anucu
15 - ofHa cTpaHuua 15,0
HOT no cucteme bpannga (26 cTpok x 32 3Haka)
PaccTtaHoBKa NnopsakoBbIX HOMEPOB CTPaHWLL:
16|B aBTOMaTN3NPOBAHHOM peXnme olHa onepaums 0,5
17|nocTpaHnyHasg pacctaHoBKa B PyYHOM pexunme ofHa cTpaHuua 1,0




18 |BbIBO.O HOTHOW 3anuncu Ha bpalineBckuii NPUHTEP; pacrnevaTtka o4Ha cTpaHuua 0,7
CospaHune nnockoneyaTHon 0610XKu
KoMmnbloTepHbIli Habop TeKcTa BPYUHYIO: onHa obnoxka
19|Tpn anemeHTa onucaHus (aBTop, 3arnasue, BbIXOOHbIE OaHHbIE) 3,0
20 |4eTblpe 1 bonee 31eMEHTOB ONUCAHNS 4,0
21 (ckaHMpoBaHWe 1 pacrno3HaBaHne TekcTa oaHa obnoxka 3,0
22|BHeceHue ncnpasneHnin n popmaTtmpoBsaHme onHa obnoxka 3,0
Ln3ainH 0610XKK: onHa obnoxka
23 |6e3 unntoctpaunii 1,0
24 |c nnnocTpaunamm 2,0
25 [BbIBOA 06N10XKM HA MPUHTEP; pacneyartka OfHa cTpaHuua 1,0
Co3pnaHue nuueBoit 1 060pOTHO CTOPOH NNOCKOMNEYaTHOro
TUTYNbHOIO NUCTAa:
26 [KOMMbOTEPHbI HABOP TEKCTA BPYYHYHO OANH mngbeM 10,0
27 |ckaHupoBaHWe 1 pacno3HaBaHne TekcTa OANH mg"beM 6,0
28 |BHeceHue ncnpasneHunin n popmaTtmposaHme oA ;ﬁgﬂbeM 6,0
29 [paspaboTka ousanHa TUTYNbHOro nucTa OANH LVI;TCyT"beM 1,0
30|BbIBOL TUTYNIBHOIO NIUCTA HA NPUHTEP OOVH nnucT 2,0
Co3paHue nuueBoi n 060pOTHOI CTOPOH penbedHO-TOYEYHOT O
TUTYNbHOrO NUCTa:
31 [KOMMbOTEPHbI HABOP TEKCTA BPYYHYHO OANH mganbM 10,0
32 ckaHMpoBaHMe 1 pacrno3HasaHMe NNoCKoNne4yaTHoro Tekcra OANH ;V;B/T%Hbm 6,0
33 [BHEeCeHWe ucnpasneHui ORVIH TNTYTTbHBIN 6,0
nmct
34 [13MEHEHNE TekcTa 13 doopmarTa OOKYMeHTa B 3/1eKTPOHHbIA 0aHa onepaLus 10
goopmar
35|4TeHne KOHBEPTUPOBAHHOIO TEKCTA; BHECEHME UCMNPaBNEHWI O0lHa CTpaHuua 2,0
56 MPVIBEAEHME IeKCTa B COOTBETCTBME C NpasuiaMum nucbma no 0.1Ha CTPaHMLA 6.0
cucteme bpanng (26 ctpok x 30 3HaKOB)
37 [BbIBOA TEKCTA HA BpaineBCKnin MPUHTEP OOVH nncT 2,0
BocnpouseeneHne nnockoneyaTHOM UAAKCTPaLnn B
penbeqgHo-rpadn4eckom gpopmare:
38 [ckaHMpoBaHMe NNOCKoNeYaTHOM UINCTpauUmn OAHa 1,0
nnniocTpauuns
O6paboTka unnocTpaumm: ofHa
nnnocTpaumns
39 |06paboTka roToBOro KOHTypa 10,0
40 (co3naHne HOBOro KOHTypa 60,0
41 |popmMaTumpoBaHme NnockoneyaTHoOM NNNKCTpaLmnm oAna 2,0

UnncTpaums




ooHa

42 |BbIBO S MOCKOMNEYaTHOM MANKOCTPaLNN Ha MPUHTEP 1,0
nnncTpaums
lMepeBoa nnockoneyaTHOM UNNKCTpaUnnN Ha onHa
penbedoobpasyoLyto bymary: UNncTpaumns
43 |C OBHOKPATHbIM NPOMyCKOM n3obpaxeHuns Yyepes 15
HarpesaTefibHOEe YCTPONCTBO
44|C BBYKPATHbIM nponyCKovM n3o06paxeHns Yyepes 3.0
HarpesaTefnbHOE YCTPONCTBO
[MepenneTt 0OKYMEHTOB, BOCMPOM3BEAEHHbIX PefibePHO-
TOYE€YHbIM WPUP TOM:
45 [nammHupoBaHmne 06n0XxKu oOHa obnoxka 6,0
46 [pyyHas nuctononbopka OAna 2,0
nuctononbopka
oauH 6nok (10
47 |dpanbuoBkKa py4yHas ﬂMCTOBf 0,3
48 [BblpaBHMBaHME 1 0bpe3ka Kpasi CTpaHmupbl ofHa onepauus 0,3
KpenneHne cTpaHuu: OOVH LOKYMEHT
49 |[nBYyMSA cKkpenkamu 0,3
50 [Ha nnacTnkoBom NPyXunHe 4,0
51 |TepMokneeBoe kpenneHune 6,0
50 [XECTKAsA KApTOHHAs 06n0>kKa ¢ 6yMaxXHbIMX MOKPOBHbLIMU 60.0
CTOPOHKaMM 1 NPOLWMBHBLIMU KOPELLKAMK
BocnpounseegeHune nnockoneyaTHOro 4OKyMeHTa B 3ByKOBOM
bopmare
MpenBaputenbHas paboTa Hal TEKCTOM: 1000 3HaKkoB
53 [XyL0XEeCTBEHHbIN TEKCT 5,0
54TeXqueCKmmbanpyrmecneumaanueTeKCTu(MaTemaTMKa, 100
MeanunHa, XMMns) ’
[MpounTbiBaHME TEKCTA HA KOMMbIOTEPE B CTYAUMHBIX YCNOBUSX
copssyKopexmccepOM: P . ! 1000 sHakos
55 [Xy10XEeCTBEHHbIN TEKCT 4,0
56TeXqueCKMMb4upyrmecneumaanueTeKCTu(MaTemaTMKa,
MeOuumHa, Xumms)
57|1€PE3aNNCh HAUMTAHHOTO TEKCTA Ha KOMMbIOTEP (oumgppoBka oaHa nopoxka | 50,0
3ByKa) C aHanoroBoro UCTOYHMKA B peasibHOM BPEMEHM
58 [06paboTka HaYMTaHHOro TeKcTa Ha KOMNbloTepe 04Ha [opoxka 1,5
59 [koHTpoNb 06paboTaHHON 3aNncK Ha KOMMbOTEPE oaHa gopoxka | 50,0
BocnpounseegeHune 03By4eHHOro TeKCTa C KOMMbloTepa: oLHa JopoXxkKa
60 [Ha KOMMakT-KacceTy B peasibHOM BpEMEHN 50,0
61|Ha onck 10,0
62 |My3blkanbHO-TanMepHoe 0P OpMIIEHNE 3BYKO3aAMNNCH ondHa gopoxka | 50,0
KpaTHoe BocnpoussegeHne 03BYy4YEHHbIX LOKYMEHTOB Ha
ayauokacceTbl:
63ruuHOTOBKaMaTepmanosKBocnpomsseueHmm(pacnaKOBKa onHa KacceTa 4.0

ayauokacceT, nepeMoTKa, pasMarHuiMBaHme)

KpaTHOe BOCMnpou3BeneHne ayanosanmcein Ha ctaHumm




64

CKOPOCTHOro Ay6nnpoBaHus ayamnokacceT (KoMMbloTep -
Kaccerta)

o4Ha onepauns

3,0

65

KpaTHOE BOCNPOM3BEAEHME ayano3anncer Ha cneumanbHOM
obopynoBaHuM (kacceTa - kacceTa) B 3aBUCUMOCTM OT
TEXHMYECKOr0 OCHAaLLEHNS

oZHa onepauus

5,0

66

KpaTHOe BOCNPOM3BeAeHME ayamno3annceii Ha crneumanbHoOM
obopynoBaHUM (KaTylKa - KacceTa) B 3aBUCUMOCTU OT
TeXHN4YeCKOoro ocHauweHwus

ofZlHa onepauus

5,0

67

npoBepkKa KayecTsa Konum

O0[4Ha Kacceta

5,0

odhopMNeHne ayomokacceT, ONTUYECKUX AUCKOB N KOHTENHEPOB

68

co3paHune ngeHtTudgomkartopa, onpenensaowero
npnHagne>XHoCTb KacCeTbl K AOKYMEHTY, B MNJioCKone4aTtTHOM 1
penbedHO-TOYeYHOM BapunaHTax; HakemsaHne Ha KkacceTy

o4uH
noeHTudgukartop

3,0

69

co3aHue NNoCKoneyaTHOM aTUKETKN 0N OOKYMEHTA,
3anncaHHOro Ha ayaunokacceTax (Habop TekcTa, BbiIBOA Ha
BparineBckuii NPUHTEP, pacnevyaTtka, paspesaHne nNo 3agaHHoOMY
pasMepy, HakenBaHne Ha KOHTENHepP)

OJHa 3TuKeTKa

6,0

70

co3faHune penbedHO-TOYEYHOM STUKETKN AN AOKYMEHTA,
3anncaHHoro Ha aynuokaccetax (Habop TekcTa, AusaliH, BbiIBo 4
Ha NPUHTEp, pacneyartka, paspesaHue no 3agaHHoMy pasmepy,
HakNenBaHne Ha BHY TPEHHIO CTOPOHY KPbIWKW KOHTEHepa)

OOHa 3TUKeTKa

9,0

71

packnanka ayauokacceT Nno KoMnaektam / KoHTenHepam

oZHa onepauus

1,0

co3naHme 3TUKeTKN Ha AUCKe:

72

BBO/J, B KOMMbIOTEP OCHOBHbIX CBEAEHU O JOKYMEHTE (aBTop,
3arnasuve) B cneumnanmavpoBaHHOl NporpamMme

OOWH OOKYMEHT

5,0

73

BbIBOL Ha NPUHTEP C PyHKUMER "neyvaTb Ha anckax",
pacneyarka

oZHa onepauus

2,0

74

co3naHue nnockonevyaTHoM KOHTENHEePHOW 3TUKETKN ANA
LOKYMEHTa, 3anncaHHoro Ha aucke (Habop TekcTa,
doopMumpoBaHne amnsanHa, BbiIBOL Ha NPUHTEP, pacneyaTka,
paspes3aHue no 3ajaHHOMYy pa3Mepy, pas3MmelleHne Ha BHelHe
CTOPOHE KPbIWKKN KOHTElHepa)

OHa 3TUKeTKa

8,0

75

co3faHue penbedPHO-TOYEYHOM KOHTENHEPHOW 3TUKETKN ANs
IOKYMEHTa, 3anncaHHoro Ha oucke (Habop TekcTa, BblBO4 Ha
HparineBckuin NPUHTEpP, pacnevyaTtka, pa3pesaHne no 3agaHHoMy
pasmepy, pasmelleHne Ha BHYTPEHHEN CTOPOHE KPbILWKK
KOHTernHepa)

O Ha 3TuKeTKa

10,0

ApxmBaums 03ByYEHHbIX LOKYMEHTOB:

76

obpaboTka MmaTepuana ansi KOHBEPTMPOBAHMSA

Oo4Ha OOpOoXKa

30,0

77

KOHBepTupoBaHue cannos goopmata b1 AC B popmar
ayanogoannos B 3aBUCMMOCTU OT TEXHUYECKOrO OCHALLEHNS

oZlHa [OpPOXKa

6,0

78

nepeHoc apxusa Ha cepeep

oZlHa AOpoXKa

6,0

3.22. Obcny>XnBaHme ynaseHHbIX
noJsib3oBaTenien




Tabnuua 63

aHHOTaUMW NpUKpenneHne gainnos

N Hopma
n/n HanmeHoBaHuWe npouecca, onepaumun. Coctas pabotbl  |EanHuua n3amepeHns [BpeMeHu,
MVH.
1 2 3 4
PerucTtpauunsa nonb3oBaTtenen B peXxuMe OHNamH:
1 [npoBepka 3anucu nonb3osBaTtenst B 6GubnnoTeky OOVH Nonb3oBaTenb 2,0
5 obpaboTka 1 BBOA daMUNNN, UMEHWN, OTYECTBa OOVH 3NEKTPOHHbI 50
Nonb30BaTENS N agpeca ero 3/1eKTPOHHOM NoYThl doopmynsap ’
COCTaBJIEHNE NUCbMa C YyKas3aHWeM norvHa u
3 CreHepupOoBaHHOIO CUCTEMOM Napons, NpuKpeneHue ) 0HO 3NEeKTPOHHOE 5.0
NHCTPYKLMN MONb30BaHNSA N OTNpaska ero rno sNeKTPOHHOM MUCbMO
noyTe Nosb30BaTesnto
O6cnyxunBaHme NoONb3oBaTENEN B PEXMME OHNANH:
4 '|'<0Hcyanau'|'/|;| Mo UCNOJIb30BaHUIO KlHTepaKTMBHon =y1} 0.1Ha KOHCYNbTALMA 10,0
rOBOPAWMX" KHUM C KPUMTO3aWMTOM
5 COMPOBOXAEHNE BUPTYabHON KHVIFOBbI‘,FI,a‘-IVIZ ) OLVH 3aKa3 15.0
doopMMpoBaHMe 3aKkasa Ha BUPTYyanibHOM KHUXHOM MoJke
Bbirpy3ka 13 AC HOBbIX MOCTYNNEHWI 3a ONPeneneHHbIn OAMH paitn B
dopmate PYCMAPK| 10,0
6 |nepvon spemeHn B oopmate PYCMAPK v B Buge -
ykasatens HoBbix noctynneHui (YHIT) OAMH paitn B 12,0
doopmate YHI
pasmelleHne HOBbIX MOCTYNNEeHUN LOKYMEHTOB Ha canTe OANH pavin B
. gopmate PYCMAPK| 3.0
7 |6ubnnoTekn: coagaHme 3aronoBka aHHOTaUum y
npvkpenneHne danna (oB) OANH pavn B 3.0
goopmate YHIT
pacchblfika rno aNeKTPOHHOM NoYTe yaaNeHHbIM
OJHO 3NeKTPOHHOE
8 [monb3oBaTtenam nHpopmaunm 0 HOBbIX MOCTYMEHUSX CEMO 3,0
IOKYMEHTOB
MHCOOPMaLNOHHOE COMPOBOXOEHNE canTa, nopTana u
9 |cTpaHuL B coumnanbHbIX CeTSX: co3aaHne 3arofioBka 0HO coobleHne 3,0

4. TnoBble OoTpacseBble HOPMbI Tpyda Ha
PaboThl, BbIMOJIHAEMbIE B OE€TCKUX,
lOHOLLEeCKnX bnbnmnortekax, B

bnbnnorekax Hay4Ho-
nccaenoBaTenbCKUX MHCTUTYTOB (HNAWN),
obpa3oBaTeNbHbIX y4pexgeHuni (6es
MCMNOJIb30BaHWUA aBTOMAaTU3NPOBAHHbBIX
cucTeMm ynpaBiaeHnsa npoueccamm)



4.1. KoMmnaekKkToBaHue ombnmoTteyHoro
doHAa

Tabnuua 64



Hopma

N EaonHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
1 2 3 4
Tekylwee KOMNNekToBaHNe 6GUBNMOTEYHOrO ooHAa:
o o (1 nparnc 8000
1 |NMpoCMOTP KHUroM3aaTenbCkOn N KHUIrOTOProBon MHGOopMaumnm - 980.0
HanMeHOoBaHWIN)
5 yCTaHOBNEHME TEMbI U BUOA OOKyMeHTa, noanexauwero otbopy; | (1 npaiic 8000 20
BbIICHEHE HEOOX0OMMOCTY NPUobpeTeHus HaUMEHOBaHWI) '
) (1 nparnc 8000
OnpepneneHve aK3eMnnsapHOCTM 3akasa: -
HanMeHOBaHWI)
3 (Bng nogpasneneHunn 0,5
4 |onst 6GubNMOTEKN B LLETIOM 1,0
ochopMneHne 3aKkasa; ykasaHue aK3eMnnsapHOCTU, CTOMMOCTH
04uvH 3akas 1,0
3akasa, natbl
KonnyecTtBo 3aka3aHHbIX HA3BaHWIA:
5(1-15 15,0
6 [16-25 25,0
7 |126-75 75,0
8 [76 - 100 100,0
9 |ocbopMneHune 3akasa Ha BbINUCKY 3apybeXHblX 4OKYMEHTOB oauH gokymeHT| 100,0
NOAroTOBKA CNUCKa OOKYMEHTOB, npennaraembix K
10[10A8 AOKY _ pea 0OHO HaseaHue| 26,0
MeX4yHapOoAHOMY KHArOOBMEHY; CBepKa crnmcka C katanorom
COCTaBJ/IEHNe KapTO4kM N9 KapTOTEKN OpraHmM3aunia-
11|napTHepOB; ykazaHne Ha3BaHs opraHnsaumin, agpeca, ogHa kapTtouka| 1,0
Ha3BaHNsi 0OMeHNBAEMbIX OKYMEHTOB
PaboTta B AC:
12|BBOA 3aKa3a TeKyLwero KoMnaekToBaHms B 6a3y gaHHbIx AC OIWH 3aKa3s 5,0
e0aKTMpOBaHWe BBeAEHHbIX B 6a3y AaHHbIX CBEAEHUIA O 3aKase;
13p A P A yg“ A 0OVH 3aka3s 30,0
BbIBOJ Ha 9KPaH; BHECEHNE N3MEHEHWI
BbIBOL, HA NPMHTEP AaHHbIX TEKYLEr0 KOMMIEKTOBAHUS;
14 A P PA yu OOVH 3aKa3s 1,6
pacrevarka
BeOEHMNE KapTOTEKM TEKYLWEro KOMMNNEKTOBaHMS
COCTaB/IEHNEe KapTO4kUM, yKas3aHue aBTopa, 3arnasus, BbIXO4HbIX
15 ofHa kapTtouyka| 0,5
OaHHbIX, HOMEpPa B U34aTeNbCKOM naaHe
nepeHeceHNe CBeAeHUI 0 3aKa3e Ha KapTOYku; ykasaHue
16 [3K3eMnNApHOCTY 3aKasa, pacnpenenieHne no CTPYKTYPHbIM ofHa kapTtouka| 0,3
noapasaeneHuam
paspesaHue nsgartenbCkux NnaHoB, pacrneyarTka ong KapToTeku
17 |Texywero KOMNIeKTOBaHNS, HaKNiemBaHMe Ha KaTanoXHyto onoHa kapTtouka| 1,5
KapTO4ku
nonbop KapTouky No andpaBnTy Ans pacCTaHOBKU B KapTOTEK
1g[o4 P kap ® yAnAp P y ofHa kaptouyka| 0,5
TeKyLero KOMMAeKToBaHns
acCTaHOBKa KapToyku B angpasmte dpamunnin aBTopos,
19 P P P P P ofHa KkapTouka 0,4

3arnasun B KapToTeKy TeKylwero KomMnnektoBaHms

OdpopMmneHre NoanncKn Ha Nnepruoanyeckne n3aaHums:




20

npocMoTp katanora "Pocnedatun", oT6op HasBaHus
neprmoanyeckmx n3gaHnin ons NoAnNnUCKu

OOHO Ha3BaHMe

0,8

21

cbop 3asiBKu OT noApasfneneHnin budbnnotTekn Ans NoANUCKM Ha
neprmoanyeckne nanaHms

O4Ha 3asBKa

1,5

22

cBepKa pacreydaTkii ClMCKOB YCMIOBHO 3aKa3aHHbIX
NeprvoamnyYecknx N3naHuin c KapToTEKON 3aKa3oB, BHECEHUE
N3MEHEHMs B pacrnevyaTku CrMckoB

OOHO Ha3BaHMe

1,04

23

CBepkKa 3aKa3a TeKkyuwero roga Ha nepmnogmnvyeckme n3gaHus c
noannuckomn npenbioywero roga gns ebigsBNeHMS N3MEHEHUN B
Ha3BaHWNAX; BHECEHME OTMETOK

OJ4HO Ha3BaHuMe

0,2

24

CBepKa BbIXOHbIX LLaHHbIX BNEepPBble 3aKka3blBaeMblx 3apybeXHbIX
Nepuoanyecknx nagaHuin c bnbnmnorpaduyecknmm
CNpaBOYHMKAMM 1 APYTMU UHCPOPMALIMOHHBIMU UCTOYHUKAMU

Ha oduH ron

80,0

25

ooopMeHne 3akasa Ha Nnognucky; noacyeT CTOMMOCTH
noarnnckn Cc y4eTomM O0OCTaBKuU, 3arnoHeHne KBntTaHumn
aboHemeHTa Ha nepmnogn4yeckoe n3gaHune

OOVH 3aKa3

30,0

26

cocTtaBneHmne peFI/ICTpaLI,VIOHHOVI KapTO4KM Ong KapToTekn
nepnogn4eckumnx n3naHum, npocTtaBneHme Ha KapTto4dke nHgekca,
rona, nepnogn4HoCTn, NCTOYHUKA NOCTYNNEeHNA

o[lHa KapTouka

0,5

PaboTtaB AC:

27

BBOL 3aKa3a Ha nepuonmnyeckmne n3gaHumsa B 68.3y JOaHHbIX

o[lHa KapTouka

10,0

28

BbIBOJ Ha 9KpaH PerncTpaunoHHON KapToYKK; pacneyaTka

o[lHa KapTouka

1,0

29

KOppEeKTUpOoBKa 3aKasa: BblBOA Ha 3KpaH Crnuncka nepuoamnyeckux
n30aHuin; BHECEHNE U3MEHEHWNIA

O4HO
HanMeHOBaHUN

0,3

Mepenucka ¢ KHAroTOProBbIMU OPraHN3aUmMaMm n
n3pgaTtenbcTeamum, bnbnmotekamu:

30

cocTaBneHue, Habop TekcTa nNucbMa (3anpoca, NpeTeH3nm),
perncrpaums B KHUre NCXo4aWmx 4OKYMEHTOB (MPOCTaBneHue
harTbl, NOPSAAKOBOro HoMepa, ykasaHmne HanMeHoBaHUS
opraHusaummn, KpaTkoro cogepxXaHusa nucbma)

OoAOHO NMCbMO

60,0

31

AL

ohopmneHune 3akasa "KHura - no4Ton", oTnpaeka 3akasa B
MarasuH, 0bMeHHble OOHIbI

OJ4UuH 3aKa3

3,1

JokomnnekToBaHme 6ubnMoTeyHoro ooHaa:

32

nonyyYeHne 3asiBK1 Ha NpuobpeTeHne 1OKYyMEHTOB OT
nogpasneneHuni.

OOHa 3asBKa

0,3

33

cocTaBneHme bubnnorpagonyeckoin 3anmcu; ykasaHme
KOJIMYeCTBa 9K3EMMJISIPOB W CUT Nbl N0 Apa3aeeHNI

o[lHa KapTouka

3,0

34

BK/MIO4YEHNE 3asBKN B KapPTOTEKY OOKOMMNIEKTOBAaHUA

O[Ha KapTouka

0,26

35

MPOCMOTP KapTOTEKM HEeYyOBNETBOPEHHOrO CNpoca; aHanma
OTKa30B O/ BbISIBNIEHNS OTCYTCTBYIOWMX NOKYMEHTOB,
BK/IIOYEHME B KAPTOTEKY NOKOMMNIEKTOBAHUS

OOVH OOKYMEHT

3,0

OT60p DOKYMEHTOB U3 0OMEHHBIX POHA0B BUONNOTEK ANS
IOKOMMNNEKTOBAHUS

MpocMOTp CNNCKOB, KaPTOTEK, KaTanoros 0OMeHHbIX OHL0B
6nbnnoTtek, oTOOP HYXHbIX LOKYMEHTOB, CBEPKA C Katanoramu u
KapToTekamu cBoei 6ubnnoTekun; cocTaBneHme cnmucka Ha
LOKYMEHTbI, 0TO6paHHbIe B 06MEHHOM dhoHae

OOWH OOKYMEHT

Konnyectso JOKYMEHTOB, BK/TIOYEeHHbIX B CMUCKW:




361 ' 50

37(2-10 7,8
38[11-25 16,0
39(26-50 32,0
CocTaBneHune onepaTnBHOro (TeKylero) niaxa
KOMMNNeKToOBaHMA:

onpeneneHve MeponpuaTuii No PopMmMpPoOBaHUIO eanHOro ooHaa
Ha TeKywWwu roq, OTBETCTBEHHbIX UCNONTHUTENEN,

40 [KoNMYeCcTBEHHbIX NoKasaTenen odbbema poHaa (NocTynneHue, OOVH nnaH 480,0
BblObITME), OTPACNEBOro cocTaBa, UCTOYHUKOB MOCTYMNNEHNS,
CMeTbl pacxonos

OdbopmneHre nnaHa KOMNNeKToBaHUs B popme:

41 [tabnuy ogHaTabnuua| 2,6

42|kapToTeku oOHa kapTtouka| 2,6
PaboTta B AC:

43 (BBOA NNaHa KOMMNNEKToBaHMs B 6a3y naHHbix AC OOVH nnaH 1,1
K KTUPOBK bl A@HHbIX; BbIBOL HA 9KpaH; BHECEeHune

44| OPPEKTVIDOBKA 0asbi na A P oavH gokymeHt| 30,0

N3MEHEeHUN

4.2. llpnem n y4yeT NOoCTYNUBLLNX
OOKYMEHTOB

Tabnuua 65



Hopma

N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
] 2 3 4
[MprvieM OKYMEHTOB, NOCTYNUBLINX C CONPOBOAUTENbHBIM LOKYMEHTOM
[MprvemM noKyMEeHTOB MO COMPOBOAMTENbHLIM MaTepuanam (cyer,
HaknagHas, Konus 4yeka, akT), nogbopka ux no angasnTy aBTOPOB onHa
WNn 3arnasui, aKCrNegnLMOHHbIM HOMepaM, cBepka C napTNS
COMPOBOAUTENbHBIMU OKYMEHTaMU, NPOCTaBNeHME LeHbl Ha P
n3paHumn, NOACYET YNCna 9KIEMNNAPOB, 0OLWer CTOUMOCTU
KonnyectBo 0OKYMEHTOB B NapTuUK:
11 4,0
2 2-50 8,9
3 51 -250 43,3
Mprem LOKyMEeHTOB, NOCTYyNMBWUNX 6€3 CONPOBOANTENbHbIX
JOKYMEHTOB:
noLnbop LOKYMEHTOB Mo andpaBmTy oamMunInii aBTopPOB MW 3arNaBuii; oOuVH
4 \npoBepka Ha AybneTHOCTb; NPOBEAEHME OLEHKN [OKYMEHTOB; DOKYMEHT, 3,1
COCTaBJ/IeHNe aKkTa Ha NpueM LOKYMEHTOB OLWH aKT
KonnyectBo 0OKYMEHTOB, BK/IIOYEHHbIX B aKT:
51 0,36
62-5 2,1
716-10 3,7
8 NpOCTaHOBKA WTeMNens Ha TUTYNbHOM NnucTe 1 Ha 17-i cTpaHuue o4uH 05
OOKyMeHTa OOKYMEHT ’
cBepka NoCTynMBLIMX OOKYMEHTOB C KAPTOTEKOM TEKyLero
KOMMNNEeKToBaHUS
g |OMCK KAPTOUKM B KAPTOTEKE TEKYLUEro KOMMNEKTOBaHS, CBEPKa OLWH 3.0
KapTOYKM C LOKYMEHTOM, BHECEHME OTMETOK DOKYMEHT ’
OLWH
10|0oT60P NEpPBOro aK3eMnnsipa, BOXEHNE KapTOYKM B JOKYMEHT 0,5
DOKYMEHT
" " onHa
11|nocTaHoBKa KapToyku 3a pasnenutens "BbinonHeHHble 3akasbl 0,3
KapTouka
PaboTta B AC:
- OAWH
12|npoBepka Ha oyb6NeTHOCTb MNOCTYNUBWNX N3AaHW B 6a3e faHHbix AC 1,0
DOKYMEHT
o OLWH
13 [perucTpaums HoBbix NOCTYNNeHui B 6a3e naHHbix AC 3,0
DOKYMEHT
Mprem n pernctpaums XypHanos v raser:
nonbop XypHanoB 1 ra3eT No andgaBnTy HA3BaHWIN, NONCK -
14 |pernctpaumoHHOM KapTO4YKM B KapTOTEKE NOAMNUCHBLIX N3OaHWUMN, OKYMEHT 2,0
OTMEeTKa HoMepa, AaTbl NONyYeHUs N3naHuns y
OLWH
15|npocTaHoBKa WTemMnensa Ha XxypHane 0,1
XypHan
onHa
16 [npocTaHoBKa WTeMnens Ha rasete A 0,5
rasera

BeneHue "KHuru cymmapHoro yyeta":




pa3bop 4OKYMEHTOB MO BuaM, OTPACNAM 3HAHWUIA, A3blkaM, NoacyeT

ymucna LOKYMEHTOB, 3anncb pe3ynbTaTos nogcyera no OANH 2,0
YCTAHOBNEHHON hOpPME B KHUIY CyMMapHOro yyeTa AOKYMEHT
KonnyectBo 4OKYMEHTOB B NapTun NOCTYNNEHWNIA:
171 2,0
18|12 - 50 6,8
19151 - 250 42,0
20 BBOJ, CTATUCTUYECKMX AaHHbIX "KHUrm cymmapHoro yyeta" B 6asy onHa 3.0
naHHbix AC napTus ’
51 [TOACHET NOCTPAHNYHO NO NO3NLIMAM AAHHbIX KHurn cymmapHoro onHa 3.2
y4yeTa, NnepeHeceHne NToros Ha CrneaytoLyo cTpaHumuy no3mums
oo [CBEPKA JOVHAHCOBbIX JOKYMEHTOB OoTAena ¢ oUHaAHCOBbIMU OLWH 50
LOKYMeHTaMmu byxrantepum NOKYMEHT ’
3 ocbopMneHne conpoBOaAUTENbHOMO JOKYMEHTA (CYeT, HaknagHas, OLWH 30
akT) ons nepenayn B byxrantepuio DOKYMEHT ’
o4 odoopmneHve VIHBeHTaPHOVI KHUIW, HymMepaumns N1UCToB, MPOCTaBneHne| oaHa 0.88
HOMepa B MHBEHTapPHOW KHUre CTpaHuua
o5 [3@MNCb IOKYMEHTOB MO yCTaHOBNEHHOW pOpMe B MUHBEHTAPHYIO OLWH 0,88
KHUry, NpOCTaBNeHNe NHBEHTAPHOIro HoOMepa Ha JOKYMEHTE DOKYMEHT
o [MPOBEAEHME MHANBMAYaNbHOTO y4eTa LOKyMEeHTa no akToBOM OLWH 3.0
cUCTeMe, MPOCTaBNeHNEe UHBEHTAPHOro HoMepa Ha OOKYMEHTe JOKYMEHT
npoBefeHne NHANBMAYyanbHOro yyerta c npMeHeHNeM y4eTHOro
KaTanora; coctaBneHme bubnmorpagomnyeckoro onncaHns GOKYMeHTa,
27 |yka3aHue LeHbl, NHBEHTapPHOro HoMepa, roga nocTyrnyieHus, Homepa Ka(r))f:?ma 3,0
3anncu B KHUre CyYMMapHOoro yyeTa, yncna nocTynusLInX
3K3eMNNApoB, UX pacnpeneneHune no nogpasneneHnam
og[3@MNCb B XXypHane PerncTpaunm kapTo4ek y4eTHoro karanora oOHa 10
WHBEHTAPHOr0 HOMepa, NepBOro C/oBa 3arnasus 3anuncb
O4WH
29 [npocTaHOBKA UHBEHTAPHOro HOMepa Ha JOKYMEHTe 2,6
DOKYMEHT
o OLWH
30 |peructpaums naTeHToB B HyMepaumnoHHOM KHUre 0,3
LOKYMEHT
NoNy4YeHne akToB Ha BblObIBLIME LOKYMEHTbI OT CTPYKTYPHbIX
31|noapasneneHunt, BHeceHe 3anucy B KHUre cyMmmapHoro ydeta (2-9 | O4WH akT 1,0
4yacTb), MPOCTaBNEHNE HOMEPA aKTa
OAWH
32 |ucknoYeHne 4OoKyMeHTa no akTy U3 y4eTHbIX popM 3,0
DOKYMEHT
OLWH
33 [uckntoyeHune BbIObIBLINX AOKYMEHTOB 13 6a3bl gaHHbiX AC 2,0
DOKYMEHT
54 |MOrALEHNE NHBEHTAPHOTO HOMEPA 1 LTeMNeNs 6ubnmoTekn Ha OAWH 0.3
DOKYMeHTe LOKYMEHT
35|noawmnBka akToB OAnH 3,0
LOKYMEHT

MNpumeyaHne: npy paboTe ¢ LOKYMEHTAMMN HA MHOCTPAHHBIX 513blkax K HOPME BPEMEHMU
npUMeHsaeTCs NosblWakowmin KoagopuumeHT 1,15.




4.3. bubnnoteyHaa obpaboTka
NoKyMeHTOB. OpraHm3aunsa n eegeHue
KaTaJioros

Tabnuua 66



Hopma

N EovHuua
HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MVH.
1 2 3 4
PaboTa ¢ neyaTHOI KapTOYKOIA:
1 [paszbopka koMnnekTa nevyaTHblX KapTovek ofHa kapTtouyka | 0,42
nonbopka neyaTHbIX KAPTOYEK MO andgpaBnTy pammnnnii asTopos
2 P o P ® y P ogHa kaptouyka | 0,36
UNW 3arnasunii QNS paccTaHOBKW B CNyXeOHY0 KapToTeky
3 |paccTaHoBKa kapToyek B CNny>XebHyo KapToTeky ofHa kaptouyka | 0,36
4 \nonbopka neyaTHbIX KAPTOYEK K OOKYMEHTaM ofHa kaptouyka | 0,52
CBepka NoCcTynmBLINX JOKYMEHTOB C KaTanoramu:
NpoBepKa Mo Katanory NnoBTOPHOCTM AOKYMEHTA, NepeHeceHne
5 |c kaTanoxHou KapToykn BB NMOTEYHOr O Wndpa, NONHOro ofHa KkapTouka 1,9
nHoekca
Mouck B cNy>xebHOM KaTanore CBOAHOMO ONucaHuns, BHECEHWE
6 ofHa KkapTouka 2,6
OTMETOK
obopMNeHMEe NeYyaTHOM KapTOYKn, HaNnMcaHne NHBEHTAPHOI O
7 op o P P ofHa kapTtoyka | 0,68
HOMepa, Wwnudopa n MHOM nHgopmMauumn
Mpunncka oybneTos.:
cBepka AOoKYMeHTa Ha AybneTtHoCTb No cnyXebHoMm
8 P y Ay y y OOHO HaseaHue | 0,94
antaBnTHOMY, y4eTHOMY Katanory
npunmcbiBaHmne 6neTa B Katanor: npocrasfneHune
9 P ay P oAOHo Ha3saHue | 0,84
WHBEHTApHOro HoMepa, NepeHeceHne Wwngpa Ha JOKYMEHT
[Mpunucka NpoaonXawwWwmxcs N3gaHuia:
MOWUCK B PErMCTPaLMOHHON KapTOTEKE KAapTOYKN Ha U3gaHue,
10 P pall P P A OonHO HaseaHune | 0,84
CBepka ee C OpUrmHanom, BHeceHne 6ubnnoTeyHbIX 0TMETOK
MOWUCK B KaTanore KapTo4yek, 0TMEeTKa NOCTYNNEHNS
11 |cOOTBETCTBYIOWENO BbiNyCKa, NPOCTaBNEHNE NHBEHTAPHOIO OLHO Ha3BaHve 3,1
HOMepa, W1 pa, BHECEHME APYrnx 6MbNNOTEUYHbIX OTMETOK
dopmmpoBaHme bubnmorpagomnyeckoi 3anmcu
CocTtaBneHune 0CHOBHOM 6ubnmorpacryeckon sanucu npm
OTCYTCTBMM NeYaTHOM KapPTOYKM B OKYMEHTE (03HAKOMJIEHME C
OLHO Ha3BaHve
IOKYMEHTOM, COCTaBNIEHNE ONUCaHUS, BHECEHNE BUBNNOTEYHbIX
OTMETOK)
KonnyectBo 3neMeHTOB ONNUCaHNS:
12|11 -4 0,42
13|5-6 5,2
147 -9 6,2
15/10-13 7,2
16|14 -19 8,2
17120 - 27 9,2
COCTaB/ieHMe OCHOBHOI Bbnnorpadnyeckor 3anmcm ¢
{g[OMOLIbIO MAKETa KAPTOUKM, HANe4aTaHHOro B KHUre; IPOCMOTP 20.0
n3naHus, CBepka C MakeToM KapTO4Ykn, BHECEHNE UBMEHEHNS U ’
[OMNONHEHNS
cocTasneHne 006aBOYHOro onmncaHms K OCHOBHOW
19 oJHa KapTouka 1,9

6ub nmnorpadnyeckon sannucu




20

O3HaKOMJIeHMEe C LOKYMEHTOM, COCTaB/IeHNe aHannTnyeckom
3anuncun

OOVH OOKYMEHT

10,0

21

CoCTaBJIEHNE CCbINIOYHOWN KAPTOYKU K OCHOBHOW
6ubnmnorpadmryeckor 3anncu

o[lHa KapTouka

0,52

PenakTupoBaHune 6nbnunorpadonyeckoi 3anmncu:

22

NpoBepKa NPaBWIbHOCTY 3/IEMEHTOB 3aMNMCK Ha KapToYKe

o[lHa KapTouka

1,0

23

0hopMNeHNE KapToukm ans ny6nmpoBaHms Ha MHOXUTENbHOM
annapare; NpocTaBneHne NHAEKCOB, WG POB, OMONNOTEYUHbIX
NOMETOK, ONpeneNeHne n ykasaHue Tmpaxa KkapToyek

0[Ha KapTouka

1,4

"pynnoBasi 06bpaboTka NOKYMEHTOB

OT60p 0AHOTUMHBIX 4OKYMEHTOB, MOANEXalMX rpynnoBoi
0bpaboTke; cocTaBneHune obwel xapakTepUCTUKN Ha KOMNIeKT
LLOKYMEHTOB

ofHa rpynna
NOKYMEHTOB

KonnyecTBo LOKYMEHTOB B rpynne:

24

1-9

39,0

25

10-15

60,0

26

16 - 30

106,0

27

NpoBepKa NPaBWIbHOCTW COCTaBNEHUS XapakTEPUCTUKUN Ha
KOMMNEKT LOKYMEHTOB

o4Ha

XapakTepucTumka

13,0

PekaTanormnsaums:

28

CBepKa KapTO4KU C LOKYMEHTOM; NCMpaB/IEHNE CTaporo
6mnbnnorpacnyeckoro onucaHns; CoctTaBneHne HoBOro
OMMCaHUst; NepeHeceHne wngpa, MHBEHTAPHOr0 HOMEPA,
61 NNOTEYHBIX MOMETOK

o[lHa KapTouka

5,7

MogroToBka kK NHOEKCMPOBaHNIO JOKYMEHTOB OJ1A4 KaTaloros:

29

nonbopka KapToYkM K OKYMEHTY, CBEpKa 1 BNOXEHNE B
LOKYMEHT

OOVH OOKYMEHT

0,5

30

O3HaKOMJ/IEHUE C LLOKYMEHTOM; YCTAHOBMIEHNE TEMATUKW;
pacrnpegneneHne no oTpacnsam 3HaHuga (Mo TemaTuke)

O0OHO Ha3BaHMe

0,88

31

NMPOCMOTP NMHOCTPAHHbIX n3paHum, nepeson OaHHbIX HaA p}/CCKI/II7I
A3bIK

OANH OOKYMEHT

0,37

Cucrtematusaums OOKYMEHTOB:

32

cucTematmaaums LOKyMeHTa C UCrnob30BaHMEM MHAEKCOB
MeyaTHOM KapTOoUKM U MaKeTa KapTOuKK, HaneyaTaHHOro B
n3naHun, 03HAKOMNEHME C OKYMEHTOM, NPOBEpKa
COOTBETCTBMS UHAEKCOB Tabnuuam knaccudpukauum, NpUHATbIM
B 6B NMOTEKE, NPOCTaBNEHNEe MHOEKCa Ha AOKYMEHTE

OOVH NOKYMEHT

2,6

33

cucTeMaTmaaums 4OKYMEHTOB MPU OTCYTCTBUM NeYaTHOM
KapTO4KM 1 MakeTa KapTouYkM B M3LaHUN; O3HAKOMNEHNE C
LLOKYMEHTOM, onpeaeneHne niaekca no tabnvuam
Knaccudoukaumm, NpuHATLIM B 6MbnrnoTeke, npoctaBneHme
MHOEKCa Ha BOKYMEHTE

OOVH OOKYMEHT

2,0

34

onpeneneHne aBTOPCKOro 3Haka AOKYMeHTa Nno aBTOPCKUM
Tabnuuam

OOVNH OOKYMEHT

0,3

35

WcppoBKa [OKYMEHTA Npu POPMaTHO MHBEHTAPHOM
paccTaHoBKe; onpeaeneHne popmarta LOKYMEHTA, HannucaHue

wndppa

O4WNH OOKYMEHT

0,42




penakTMpoBaHue kKnaccuukaumoHHOro MHaeKca; nposepka

36 OOVH OOKYMEHT 0,5
NpaBuIbHOCTM UHIEKCa, aBTOPCKOro 3Haka
cOoCTaBNeHue KapToukn andasmMTHO-NPeaMEeTHOro kartanora (Ha
HOBYIO TEMATUKY); HANUCaHWe Ha KapToyke nHaekca, Ha3gaHme

37|kaTanora u KapToTekn, B KOTOPbIX OTPaAXATCH OOKYMEHTbI, ofHa KapTouka 2,0
yKasaHue CCbIfIKU U OTCbINIKW, CBA3b MeXAY OTAEe/IbHbIMU
pybpurkamm
lMpeomeTnsaums LOKYMEHTOB:
npeamMeTn3aumnst LOKYMEHTOB C UCMOIb30BaHNEM PybpuK

38 |neyaTHOM KapTOYKK; MPOBEPKA COOTBETCTBUS PyOPUKK 04HO Ha3BaHue 2,6
nevyaTHOW KapTOYKM NpeaMeTHOMY KaTanory

39 npe,uMeTv_lsaumq JOKYMEHTOB NpPu OTCYTCTBUN NeYyaTHOW OLHO Ha3BaHMe 3.0
KapTOY4KM; 03HAKOMJIEHME C OKYMEHTOM, OnpeaeneHne pyoprkm

40 |COCT@BNEHNE HOBbIX MPEAMETHbIX py6E)vn< 1 noopybpwk; 0.1Ha KAPTOUKA 15
NepeHeceHne Ha KapToUKM CyXebHOo KapToTekm

41 [PERaKTUPOBaHME npeumeTToM pybpuku; npoBepka 0.1Ha KAPTOUKA 5.0
NPaBUNbHOCTb NPEAMETHOWN PyOprKK, TOYHOCTb HANNCaHUS
OpraHusauns andaBnTHOro Kkatanora:

42 no,u60p|<va KapTO4ku Mo angoaBuTy cpanmlilVl aBTOPOB NN ofHa kapTouka | 0,36
3arnasuii oNns paccTaHOBKYW B aNi(paBUTHbIN KaTanor

43 paCCTaHOBKav npeaBapuTenbHO NOA0OPaHHbBIX KAPTOYEK B oaHa kapTouka | 0,36
andasnTHbIV KaTanor
pefnakTupoBaHue anpaBnTHOro katanora; npoeepka

44 |paccTaHOBKM KapTO4ek, NPaBMabHOCTU 00OABOYHbIX U onOHa kapTtouyka | 0,88
CCbINOYHbIX KapTOYeK, ucnpasneHmne owmbok

45 HanucaHve pasgenntens Ans angpasMTHOroO Kartanora, OLWH 0.88
ykasaHue bykBbl, cnora pasgenutenb ’
paccTaHoBKa pa3fenuTens B angaBuTHbINA Katanor: nogbopka

46 [paspoenutensa no andgpasnTy, NOUCK MecTa pasaenutens, pasﬁsanHTenb 2,0
NOCTaHOBKA, 3aKpenneHne CTepXHs
OpraHusaums cuctemMaTnyeckoro katanora:
nonbopka KapToyku No MHAEKcaM, BHYTpY pasaena no

47|andgpasuty doammnnini asTopoBs UK 3arnasuii 4na paccTaHOBKU B | oaHa kaptoyka | 0,42
cuctemaTunyeckuinn katanor

4g [PACCTaHOBKA npevnBaleTeano nonobpaHHbIX KAPTOYeEK B onHa kapTouka | 0,42
CUCTEMaTNYeCKUn katanor
pefnakTMpoBaHMe CUCTEMATNYECKOro KaTtasnora: nposepka

49 NpaBW/IbHOCTY HAMOJIHEHNS pa3aenos kartanora rno onHa kapTouka | 0,88
COOEepXaHuo, NHOeKcaunm N pacctaHoBKe, ucnpasneHne
ownbok

50 peknaccuukaumns CVICTeMaTI/I'-IveCKOFO KaTanor:a: nucnpasneHue oana kaprouka | 10,0
WHOEKCOB, BHECEHME U3MEHEHWIA B a/IpaBUTHbIN KaTanor
HanucaHve pasgenntens Ans CUCTeMaTnyeckoro Kkaranora:

51 |yka3aHne HanMeHoBaHWA pasnena, nogpasgena v gpyrux OANH 1,0

o pasgenurtenb

pasgenutenen
paccTaHOBKa pasfenutens B cuctemMaTmnyecknin Katanor:

52 |nopgbopka no nHaekcam, NoucK MecTa, NoOCTaHOBKA, OANH 2,0

pasgenurtenb

3aKpenneHne CTepxHs




OpraH n3auunsa npeaoMeTHoOro Kkartanora:

nonbopka KapTo4yku No NpeaMeTHbIM pybpurkam, BHYTpy pybpurk

53 o - ofHa kapTtouyka | 0,42
no angpaBuTy oaMnnii aBTopoB UK 3arnaBui
accTaHoBKa npenBapuTeibHO NoA0bpaHHbIX KApTOYeK B
54p - beasap AoDP P ofHa kapTtouyka | 0,42
npeaMeTHbIN KaTanor
efaKTMpoBaHMe NpeaMeTHOro Kkatanora: nposepka
55 pea P pea PoBep ofHa KkapTouka 1,0
NPaBUbHOCTU CCbINOK, OTChINOK, PyOpuK
5 |Hanncaxne pasaennTens Ans npeAMeTHOro katanora, OLWH o3
ykasaHue pybpukin, 0TCbINKK, CCbINKK pasgenutenb ’
57|PaCCTaHoBKa pasnenuTens s npeaMeTHbIV KaTanor, NomcK O4WH 20
MecTa, NOCTaHOBKa, 3aKpenneHne CTEPXHS pasgenutenb ’
OpraHnsauns HyMepaunoHHOro Kkatanora HopMaTMBHO-
TEXHUYECKOWN AOKYMEHTaUNN:
nonbopka KapToyky No BuAaM AOKYMEHTOB, YCIOBHbIM
NppoBbIM 0603HAYEHMAM, aNchaBUTY COKPALLEHHbIX HA3BaHNI
58| ®p P y patl 0fHa KapTouka 43
CTpaH, NnaTUHCKOMY andasuTy (MHOCTPaHHbIX CTaHZ4APTOB), N0
HOMepaM LOKYMEHTOB
accTaHoBKa npenBapuTeibHO NoA0OpPaHHbIX KAPTOYEK B
59p peABap A05p P ogHa kapTtouyka | 0,41
KaTanor
penakTupoBaHue Katanora: nposepka npasuibHOCTU
6mnbnuorpagunyeckux onucaHuin, pacCcTaHoBKM, UCNpaBneHne
60 |ownboK; BHECEHME LOMONHEHUA U UBMEHEHWIA B KaTanor ofHa KkapTouka 2,6
(0TMeHa, 3aMeHa, U3MeHeHus, NPoANeHe cpoka AenCcTBUS C
yKasaHueMm UCTOYHUKA)
OLWH
61 [HanucaHne n pacctaHoBKa pasfenntens 1,3
pasgenutenb
OpraHusauns 1 BeeHne 3N1eKTPOHHOro katanora:
cBepKa NOCTYNMBIUNX OOKYMEHTOB Ha Oy6NeTHOCTb B
62 P y AOKY Ay OOVIH OOKYMEHT 1,6
9NEeKTPOHHOM KaTanore
APUNUCBLIBAHME NPOLONXAIOWMNXCA U3OAHWIA B 9NEKTPOHHbIN
63 X oA . A P OOVH OOKYMEHT 1,6
KaTanor
dopmmpoBaHme bubnmorpacryeckon sanucu ans
9NEKTPOHHOro Katanora; BBo4 B 6a3y faHHbIX; 3anoIHeHne 0ZlHa 3anncb
COOTBETCTBYIOWNX NONEen:
64 |Nnpu HaNM4YMM MakeTa NevyaTHOM KapTo4ku 0,36
65 |Mpy OTCYTCTBUM NEYATHON KapTOYKMK 0,42
66 [cocTaBneHne aHanMTn4ecKom 3anmcu 3,5
67 |cocTaBneHne 0o6aBOYHbIX 1 CCbINIOYHbIX ONUCAHNIA ogHo onucaHune | 0,88
efakTnpoBaHme bubnunorpadomnyeckoi aanmcy B 6ase faHHbIX
68 P 'Ef P < pac A 0OHO onucaHue 1,3
AC; BHECEHME U3MEHEHWIA
BBOA NepeyHst npeameTHbIX pybpuk AJTY Kk cucteMaTnyeckom
69 P pPea 1BIX PYOPUK A y ogHa pybpuka | 0,36
KaTanory v reHepanbHOM CPaBOYHON KapToTeke
70|BbIBOA Ha aKpaH Brnbnunorpadounyecknx 3anuncen o4Ha 3anncb 0,83
71 [penakTmpoBaHune pybpuk, HanoNHeHNe pasaenos ojnHa 3anucb 7,5

N3batue KapTto4ek n3 Katanoros

N3baTue KapToUKmM Ha NCKNIOYEHHbIE N3 BBNNOTEYHOrO hoHAa
JLOKYMEHTbI:

oJlHa KapTouka




72|angoaBuTHOro Karasnora 0,42

73|cuctemMaTnyeckoro karanora 0,36

74|npeoMeTHOro karanora 0,36

75 |HymMepaunoHHOro kartanora 0,42

g |13PATME 6ubnmnorpadryeckor 3annucu N3 31eKTPOHHOro I — 2.0
karanora

TexHunyeckast obpaboTka LOKYMeHTa

HaknenBaHne Ha [OKYMEHT NMUCTKa CpoKa BO3BpaTa, kapMallka,

ApAbIKA: OOVIH OOKYMEHT
77|nncToK cpoka Bo3BpaTta 0,42
78 |kapmaluex 0,42
79|9pnblk 0,26

HanucaHnue wndpa Ha SOKYMEHTE U Ap/blKe: OOVH OOKYMEHT
80 [Ha nokymeHTe 0,26
81 |Ha apnbike 0,36
82 nepeHeceHne POPMaTHOrO 1 CUCTEMATNYECKOrO Wwngopa ¢ OANH AOKYMEHT 3.0

KapTOYKM HA OOKYMEHT
83 opopMneHne KapToukn AN TUPaXXpoBaHUa: onpeneneHne n OLHO Ha3BaHVe 10

yKasaHue tupax
84 [KoppekTMpOBKa KapTo4KM Nocne TupaxmnposaHus oOHO Ha3BaHue | 0,42
85 pacnpefeneHne KatanoXHblX KapTO4YeK Ha HOBble NOCTYMNNEHNS oaHa kapTouKa | 0,42

MO CTPYKTYPHbIM NogpasnefieHnsaM nocne TMpaxmposaHus

3anosiHeHne KHNXHOro goopmynsapa: ykasaHue wmgopa, -

86 |nHBEHTapHOro HoMepa ,l?,(o)KSM)e/HTg, qg/ammnmm n MquDL?manos OH;Z;:I;;K:;M 0,88
aBTOpa, ero Ha3BaHus, LieHbl, roga n3aaHns

3anosHeHwue K?pTO‘-IKVI NHONKaTopa Ha OOKYMEHT, —

87 [HanpaBnsaembli B KHUrOXpaHeHue: yka3aHne MHBEHTapHOro MHAVKATOD 0,88

HOMepa, aBTopa 1 3arnasus, Wwnudpa paccTaHOBKN
88 3anonHeH|/|evnepeJ1aTqu0|7| BEOOMOCTIW Ha NapTUO HOBbIX oavH aokyMeHT| 0,15

NOCTyNnNeHuin

PabotaB AC

BbiBO4 Ha aKpaH y4YeTHbIX hOpM, pacrneyarTka: onHa goopma
89|nncToB NHAMBMAYANbHOMO yyeTa AJOKYMEHTOB 0,05
90 |nepenaTo4yHO BE4OMOCTU HOBbIX MOCTYMNEHUI 0,05
g1 |K@pTOuKM C 6ubnuorpadnyeckoit 3anncbto 4Nns y4eTHoro 0.05

Kkatanora
92 |[KHUXXHOro cpopmynapa 0,05
93 [kapTo4kM nHamMkKatopa 0,05

[NpnmMeyaHve: K HopMam BpeMeHM NPUMEHSIOTCS NOBbIWAoWMe KO3 PULIMEHTbI:

- Npu cocTasneHnyn 6Gnbnnorpacpuyeckoro onucaHns Ha JOKYMEHT, Ha TUTY/IbHOM NIuCTe

KOTOPOro YaCTUYHO OTCYTCTBYIOT AaHHble Ans bubnuorpadpuryeckoit 3anucu - 1,13;

- Npy 6BUbnMoTevHo 0bpaboTKe: KNHOGOTOPOHOLOKYMEHTOB - 1,21; HOTHBIX,
KapTorpadouyeckunx, naonsgaHum - 1,15, cneumanbHbIX BULOB HAY4YHO-TEXHUYECKOM
nnTepartypbl 1 gokymeHtauum - 1,10;




- Npu paboTe C AOKYMEHTaMM Ha MHOCTPaHHbIX A3blKax, MPX OpraHn3auUnmn 1 BeJeHUm
KpaeBen4yeckoro katanora (kapToteku) n 6MbnMoTeyHoro katanora Ha MHOCTPaHHOM SI3bIKe -
1,15.

4.4. PaboTa ¢ dbooHOOM

4.4.1. PaboTa no npnemy gOKyMeEHTOB

Tabnuua 67



Hopma

N EavHuua
/i HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl naMEpeHIs BPEMEHWU,
MVH.
1 2 3 4
1 (Mpuem DOKYMEHTOB B CTPYKTYPHbIX NoApasaeneHusx:
o [PVEM HOKYMEHTOB 13 OTAENA KOMNNEKTOBAHNS, CBepKa C onHa naptus| 90,0
COMPOBOAUTENbHBLIM MATEPMASIOM
5 [PErucTpaums HoBbIx NOCTYNNEHWN nepmonquecmx N3naHni, OLWH 0.4
NPOCTaBNEHME OTMETKM B PErMCTPALMOHHOM KapToTeke JOKYMEHT
4 |POCT@BNEHNE WTeMNens CTPYKTYPHOro NOAPa3AeNeHms Ha OLNH 0.26
NOKYMeHTe DOKYMEHT
Monbop AOKYMEHTOB A1 PACCTAHOBKU B (OOHAE:
5 nonbopka LOKYMEHTOB MO KNACCMGMKALNOHHBIM UHOEKCAM, OLWH 0,52
aBTOPCKOMY 3HaKy DOKYMEHT
6 |nonbopka AOKYMEHTOB Mo oopMaTy, MUHBEHTAPHbLIM HOMEpPaM OANH 0,36
LOKYMEHT
7 nonbopka Nepnoanyeckmx n3gaHnii No andoaBnTy Ha3BaHNAM, OLWH 05
rofam, Homepam JOKYMEHT
nonbopka crneusnaoB HOPMATUBHO-TEXHNYECKOWN LOKYMEHTALMN NO
8 |[knaccam, nogknaccam, rpynnam, nogrpynnam, UHBEHTapHbIM uo?(%:m 0,36
HOMepam
PacctaHoBka 6ubnnote4yHoro poHaa:
g [PACCTaHOBKA AOKYMEHTOB Ha CTENNAaXax B CMCTEMATNHeCKM- OLWH 052
ancgasMTHOM nopsake DOKYMEHT ’
1o [PaccTaHoBKa AOKyMEHTOB Ha CTennaxax e doopmaTtHo- OLWH 13
NHBEHTAPHOM nopsake LOKYMEHT
11 paccTaHoBKa Nepnoanyecknx n3gaHum no andpasnuty Ha3saHui, OAOVH 0,52
rofam, Homepam JOKYMEHT
PaccTtaHoBka HOpMaTMBHO-TEXHNYECKOM AOKYMEHTauUn rno —
Knaccam, nogknaccam, rpynnam, noarpynnam, MHBEHTapHbIM
HOMEpaM DOKYMEHT
KonuyectBo 0OKyMEeHTOB B noabopke:
12|11-5 0,52
1316 -10 5,2
14|11 -15 0,88
PaccTtaHoBka [OKYMEHTOB HA MUKPOHOCUTENSIX B MIHBEHTAPHOM U OLWH
HyMepauOHHOM rnops ake: JOKYMEHT
15 [POBEPKa NPaBMbHOCT PACCTAHOBKM AOKYMEHTOB B OTAE/bHbIX OLWH 05
mMaccmsax gooHaa OOKYMEHT ’
16 |nepenBnxeHne (nepeHeceHne) 0OKYMEHTOB Ha cBODBoaHbIE MecTa OANH 0,4
[OKYMEHT
17 odoopmneHve l‘IOﬂOl-IHbIX pasnenutenei; HanucaHme NooYHbIX O4WH 10,0
pasnenutenen pasnenutenb

MNpumMeyaHne: K HopMaM BpeMEHU NPUMEHSIOTCS NOBbIWatoLWme KO3 PULMEHTDI:

- Npy nogbope 1 paccTaHoBKE KMHOPOTOGOHOOOKYMEHTOB - 1,2;




- Npu nonbope 1 paccTaHOBKE HOT, KApTOrpaduyeckunx, naonspaHui - 1,5;

- Npy paboTe ¢ 4OKYMEHTaMM HA MHOCTPaHHbIX S3blkax - 1,15.

4.4.2. PaboTa no coxpaHHOCTM POH A

Tabnuua 68



Hopma

N EanHuua
/i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl msmepeHMHBpeMeHM
MVH
1 2 3 4
MpoBepka 6bNMoTEYHOro hoHaa:
HanncaHve KOHTPO/IbHOro TasioHa Ha OOKYMEHT, yKkasaHne Ha HeM
1 [MHBEeHTapHOro HoMepa, Wwndpa, Pammnmm, MHMLMaNOB aBTopa, Toaivcl): 3,0
3arnasus, roga, Mecta n3gaHus, LieHbl, Mecta XxpaHeHus
MapKUpPOBKa KOHTPOJIbHbIX TANOHOB: YCTAHOBKA, e y4YTeH AaHHbIN
2 |LOKYMEHT (y4YeTHbI KaTanor, MUHBeHTapHas KHura), npoctasneHme ::ﬂg; 8,0
ONo3HaBaTesIbHOro 3Haka
MNMonbopka KOHTPO/bHBIX TANOHOB: ORNH
TanoH
3 |0 UHBEHTapPHbLIM HOMepam 0,1
4 |no andgpasnTy doamMnnnin asTopoB UMK 3arnasui 0,1
5 |no knaccuprkaumoHHOMY NHOEKCY 0,1
6 CBepka KOHTPO/IbHbIX TA/IOHOB C UHBEHTAPHOW KHUIOM, OTMETKa OLWH 2.0
NPOBEPKN Ha TaNlOHEe N B KHUre TasnoH
- CBepkKa KOHTPO/bHbIX TA/IOHOB C YYETHbIM NN andgoasuTHbIM, OLNH 30
Tonorpagpuyecknum katanoramm, OTMETKa Ha TasioHe 1 B Karanore TanoH ’
8 NPOCMOTP (POPMbI MHOMBUAYANBHOrO y4yeTa, BbiaBNIeHNEe OOKYMEHTOB, | OAWH 3.0
He npoweawme NPoBepPKU DOKYMEHT
9 |cocTaBneHune KapTOYkM Ha AOKYMEHT, He NpoLehWniA MPoBepKn OAnH 3,0
DOKYMEHT
10[MOVICK OKYMEHTOB, HE MPOWEAIWNX MPOBEPKY, MO PA3NN4HLIM OLWH 0.0
yYyeTHbIM (pOpMaM, KapToTekaM, XypHanam, KHUXHbIM Mosikam DOKYMEHT ’
CocTaBneHue cnucka HegocTawmx B 0OHAE LOKYMEHTOB OAVH
cnmcok
KonnyectBo 0OKYMEHTOB B CMUCKE:
11]1 0.78
12|12-10 8,3
13|11 -25 19,3
OT160p OOKYMEHTOB ANS U3BATUA N3 ooHAA
[MpocMOTp OOKYMEHTOB Ha NpeaMeT U3bAaTua U3 ooHaa: OAnH
JOKYMEHT
14 (HenpoUNbHbIX 3,1
15({ny6neTHbIX 1,6
16 |ycTapeBlmnx No cogepXxaHuto 3,1
17 |BeTXunx 0,88
18 |mManoncnosb3yeMbix, HEUCMNONb3yeMblX 2,6
[MoaorotoBka OOKYMEHTOB K aKTMPOBAHUIO:

19 nonbopka LOKYMEHTOB B MapTUK NO NpUYMHaM U3bSTUS, CBepKa C OOWH 036
KHUXHbIM (DOPMY NSIPOM DOKYMEHT ’
20 nonbopka KHUXHbIX OOPMYNISAPOB Ha AOKYMEHTbI B MOpPsAKe OLWH 0.42
MHBEHTAPHbIX HOMEPOB, angasnTa, XypHarbl - M0 rogam n Homepam |QopMmynsap ’

COCTaBJ/IEHME CrmMcKa K akTy BblObITUS (Nepenayn), noacyeT obwer




cpencTtB B MECTA XPaHEeHUA

CYMMbl, OCPOPM/IEHNE aKTa; NoralweHne NHBEHTAPHOr0 HoMepa U OOWH aKkT
wTemnenst 6GubNMoTEKN HA AOKYMEHTE; NOAWMBKA aKTOB
KonunyectBo [OKYMEHTOB B CMMCKE:

211 0.78

2212-10 7,8

23(|11-25 19,3
MoaroToBka OOKYMEHTOB B NepennerT:

o4 0oTHOp NOKYMEHTOB ANS NEPenneTa; NpoBepKa COCTOSIHNS AOKYMEHTA;| OOWUH 30
3anofiHeHne (cBepka) KHUXHOro dpopmynspa OOKYMEHT ’

o5 nonbopka KOMMNNEKTOB, CBSA3KA B NAaYKn; 00OPMEHNE AOKYMEHTOB OOWH 26
ONns nepenayv B nepennet LOKYMEHT
MOOrOTOBKA JOKYMEHTOB K BOCCTAHOBNEHUO: Moabop OOKYMEHTa, —

26 |[aHanorn4yHoOro NoBpeXxaeHHoMy, opopM/ieHMe 3akasa Ha [LOKYMEHT 10,0
KONUpoBaHue

57|PVeM 3aKasa nocne KoNMpoBaHKs, NpoBepka Ka4ecTsa KOMWIA; O4VH 7.0
NoAroToBka AOKYMEHTa K nepenneTty LOKYMEHT
NpveM OOKYMEHTOB 13 NepeneTa; ceepka NocTynuBLINX N3

og|EPENIeTa LOKYMEHTOB C KHIXHbIM dOOpMYNSiPOM, NpoBepKa OLWH 20
KayecTBa NepenneTta; BOCCTAHOBNEHME 3ar NaBust; HanucaHme wnudgopa | AOKyMeHT ’
Ha ipnblke, Kopewke JOKYMeHTa
MopowwnBka ras3eTt v TOHKMX XYPHaN0B:
onpeneneHve popmara, BNoXeHne KoMNnekTa XypHanos B nanky onHa

29 |Hy>XHOro dpopmara, 3aBsi3blBaHuNe; BbiIHECEHWE Wndopa, Ha3BaHUS, 3,0
roga ns3faHus, HOMEpPOB XYypPHanoB Ha 06/10XKY U KOPELWOK nanku nanka
packnanka raseTtbl N0 Ha3BaHUSAM, MpoKabiBaHME, BIOXEHME B

30 [kapTOHHY0 0610XKY (Manky), NPOLHYPOBKA, 0 opMieHne 0610XKN ;élnHKaa 5,0
(HasBaHwue, rog, HoMep, MecsL)

Menkui peMoHT choHaa:

31 FIO,IJ,KJ'IeI7IVKa ROKYMEHTa, KapMallikoB, Sip/IbIKOB, BOCCTaHOBNEH e oOHa 2.0-5.0
3arnasuii U NHO PEMOHT nanka
Ob6ecnbinueaHne oHaa:
obecnblnnBaHne ooHaa ¢ NOMOLLbIO Mbinecoca; obecnevyeHne

30 paboyero Mecta TEXHNYECKUMM CPEACTBAMM: MbINECOCOoM, paboynm onHa 120
CTONIMKOM, CTPEMSIHKO, BEJPOM; NPOBEAEeHNE 06ECNbINMBaHNS, mMepononka ’
3aHeCeHne TeEXHN4YeCKnx cpencTs B MECTA XPaHEHUA
pyyHoe obecnbinuBaHne dooHaa; obecneyeHne paboyero mecta

33 TGXHI/I‘-IGC!(VIMVI cpencTBaMu: CTPEMSIHKON, paboynM CTONNKOM, onHa 9.4
TEeNEeXKOW, BeOPOM, TPANKaMK; NPOTMPKA, 3aHECEHNE TEXHMYECKUX  [Meponoka

MNpumMeyaHne: K HopMaMm BpeEMEHN NPUMEHSAIOTCS MOBbIWAOWME KO3 PULMEHTHI:

- Npu py4HoM obecnbinuBaHMn ooHaa HOTHbIX, KAPTOrpaduUYecknx, naonsnaHui - 1,2;

- Npy obecnblNnBaHMM ¢ NOMOLbIO Nbinecoca - 1,3.

4.4.3. N3yyeHmne tmnbnmorteyHoro poHaa




Tabnuua 69



Hopma

N EovHuua
/i HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl n3MEpEHIS BPEMEHMU
MUH.

1 2 3 4
MonorotoBuTenbHas paboTa no nly4eHuo 6udNMoTeyHoro poHaa:

1 |cocTasnenue nnaxa paboTbl MO N3y4yeHnto bubnnoteyHoro poHaa omuH nnan | 10,0
(4yacTtu cooHpa)

5 NOLArOTOBKA MHCTPYMEHTApMS Mo N3yYeHnio 6ubnmoTeyHoro qooHaa; o4Ha 10.0
cocTasneHne TabnuLbl Mo PasfiMyHbIM acnekTaM N3yyYeHus Tabnuua ’
nonbopka bubnunorpadpmyeckmnx Nnocodbuin, NHEPOPMaLIMOHHbIX

3 |cnnckoB ons npoBeaeHus paboTbl MO N3YyYeHMIO BB NNOTEYHOrO n(;)c%%?ne 10,0
dooHpa

4 [TPOBEAGHME MHCTPYKTaXA ANA NPOBEASHNS paboT No N3y4YeHunto OOVH 10.0
6nbnuoTeyHoro gooHaa MHCTPYKTaXx ’
Bubnuorpaduyeckoe nsyyeHne 6nbnnoteyHoro poHaa
O3HakomneHue ¢ cogepxaHmem bubnunorpaduyeckoro nocobums,

MHG OPMALIMOHHOO crncka Ans NpoBeAeHns paboTbl N0 N3YYEHUIO OAHO
6nbnmoTeyHoro gooHaa nocobue
KonuuecTtBo Ha3BaHuii B nocobuu:

511-25 15,7

6 |26 - 50 34,0

7 (51-100 68,0
Ceepka kapToyky kaTanora ¢ 6ubnunorpadunyecknm onnucaHmem
IOKYMEHTa, yKa3aHHOro B Nocobum; oTMeTKa 0 Hanm4ymm JOKyMeHTa Kagﬂgfka
B poHAOe:

8 |andhasuTHbIN KaTanor 2,0

9 |cucTemaTtuyeckuin katanor 5,0

{p|cocTaBnenme 6unbnnorpadpnyeckoro onmcaHns Ha oTCyTCTBYOWME B o4Ha 26
6nbnuoteke AOKYMEHTbI KapTouyka ’
MpOCMOTP HANONHEHNSI CUCTEMATUYECKOrO Katanora B pasnyHbIX
acnekTtax (No oTpacnsiM 3HaHus, BUAam, rofam 1 opyrvm acrnektam); onHa
COMOCTAaB/IEHNE NOJTYYEHHbIX AAHHbIX C TEMATUKO-TUMONOr NY4ECKNM capTouKa
(NepcneKkTUBHbLIM) NIAHOM KOMMIEKTOBAHNS; yTOYHEHWNE, BHECEHNE
KOPPEKTUB B NaH KOMMNNEKTOBAHNS
Konunyectso kapToyek B AlWMKE:

11|11 -500 43,0

12{501 - 1000 85,0

13{1001 - 2000 173,0
Cratnctmnyeckoe nayyeHme 6ubnmoTeyHoro ooHaa:
3anoJsiHeHMe cTaTUcTmyecknx Tabnuy (Mo coctasy, AMHAMUKE U onHa

14CTeHeH?MCHOﬂb3OBaHMﬂ6M6HMOTGWKNO(DOHﬂa)HaOCHOBaHMM Tagimua 10,0
YYETHOW LOKYMEHTaumm

15pacqun0Ka3aTene|7|KHmroo6ecnequHocm,o6pamaeMocw|, OOVH 4.0
4YNTAEeMOCTM nokasaTesnb
CMJIOWHOWM NPOCMOTP LOKYMEHTOB Ha CTennaxax, noacyeT no —

16 |KHMXHbIM OOPMYNIipaM UM NUCTKaM cpoka Bo3BpaTa Ko/imyecTsa [LOKYMEHT 0,84

KHUroseblgad




17[Mapkmpoeka Hencnonb3yemoi YacTn qooHaa B 3aBUCMMOCTHU OT OOVH 0.6
MPWYMH, BbI3BaBLIMX HN3KYIO 06pallaeMocTb LOKYMEHT ’
1g[3anonHeHme TabNnLbl UHTEHCUBHOCTU NCMONb30BaHUS ooHa 500

6ubnnoteyHoro poHaa Tabnunua ’
CocTaBneHue n aHann3 Tabnumu No nsyyeHumo 6 NMOTEYHOro
doHpa
CocTtaBneHue Tabnumupi:
19|no cocTasy, pas3BUTMIO U NCMONb30BaHUIO BUHGNNOTEYHOro hoHaa Ta%a';ia 63,0
5p|M0 CTeMNeHy nenonb3osanms PoHAa B pa3nnyHbIX acnekTax (B onHa 68.0
OTpacnesoM, Mo B1OaM N3OaHWIA U NHBbIM acnekTam) Tabnuua ’
1|0 06bemy HENCNoNb3yeMO U ManocnpallBaeMon YactT ooHaa n o4Ha 63.0
NPUYMHAM ee HaKOMeHUS Tabnuua ’
AHanus Tabnuupi:
22|no cocTasy, Pa3BUTUIO U UCMONb30BaHNIO BUONMOTEYHOro hoHaa Ta%aﬁla 56,0
53|M10 CTeMeHy nenonb3osanms dooHIa B pa3nnyHblX acnekTax (B onHa 56.0
OoTpacneBoM, MO BUAAM U3OaHWA U MHBbIM acrnekTam) Tabnuua ’
54|10 COCTaBY 1 BENUUNHE Hencnonb3yemoi 1 Manocnpalwmnsaemor oQHa 60.0
4yacTu PoHOa U NPUYMHAM ee HaKOoMNeHns Tabnuua ’
o5 COCTaBJieHNe nnaHa MeponpuaTuii peann3aunm NpennoXeHum no ook nnad | 161,0
pe3ynbTaTam ulyyeHus poHaa

MNprmMeyaHme:
- BpeMs NpoBeAeHNsa NHCTPYKTaxa B HOPMY BPEMEHM HE BXOAUT,

- Npu paboTe C 4OKYMEHTaMM HA MHOCTPaHHbIX SA3blkax K HOPMaM BPEMEHU NPUMEHSIETCA
noBbIWarwWmin Koap puumeHT - 1,15.

4.5. Obcny>XnBaHme Yntatenen

4.5.1. PaboTa c YntaTenem

Tabnuua 70



Hopma

N EovHnua
HaumeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHu
n/n n3mepeHuns
MVH.

] 2 3 4
3anucb yitatens B GubnmoTeky:

NPOCMOTP OOKYMEHTOB yuTatens (nacnopT, yoOCTOBEpPEHUe,

1 NOPY4YMTENLCTBO); NPOBEPKA HANMNYNSA YH4ETHO-PErNCTPALMOHHOM OOWH 50
KapTOYKM YaTaTens; Bblaaya aHkeTbl 45 3an0NHEHNS yutaTenb ’
NoNb3oBaTeNnem ¢ NoapPoOHbLIM NOSICHEHMEM MO 3aMONHEHNIO NONEN

5 3anofiHeHne oopMynapa YiaTaTens, y4eTHO-pPeErncTpaumoHHoO O4WH 50
KapTOYKK, YaTaTenbckoro buneTa yutaTenb ’
O3HaKOMMEeHWe ymtaTens ¢ npasunamm nofb3oBaHNs

3 6nbnnoTekom, pacnonoXxeHnem ooHaa, CNPaBoOYHbIM annapaTtom, O4VH 50
3NEeKTPOHHbIMK pecypcamu (ay ANOKHUramu, yaanéHHbiMu 6asamm yutaTenb ’
JaHHbIX, guckamu, dounbMorpadguen)

4 nonbopka u paccTaHoBka no andgasnTy doamMmnunin YntTatenei o4Ha 0.26
YYETHO-PEerncTpaunoHHbIe KapTOUKK KapTouka ’
Mepepernctpauns yntatenen:

5 nouck cpopmynsipa (pernctTpaunoHHOM KapToukn) yutaTens, OOWH 120
BHECEHWNE N3MEHEHWUI B HUX U YuTaTenbckuii bunet yntatenb ’
3anunchb (nepeperncTpaumns) yntatenen B aBToMaTu3NpoBaHHOM
pexunme:

Habop Ha KnaBmaType CBe4EHWUA 0 YntaTene: amunns, Nms,

6 |0T4YeCTBO, XapakTepuaylowme ero npmaHakm (obpasosaHue, qmﬁgr:nb 6,0
crneumanbHOCTb U MHblEe NPU3HaKN), KoL
KOHTPO/Ib 3a BO3MOXHbIM HANMYMEM OAHHbIX O YATaTene,

7 |3anucaslemcs B 6ubnnoTteky (paHee 3anucaH, NulIEH npaea qm?gr:nb 1,0
NoNb30BaHNSA)
obopMNeHME KOAa YiTaTENS C KOHTPO/bHbBIM PaspsaoM U CPOKOM

8 |NoNb30BaHUS YATATENLCKMM BMNETOM HA OCHOBE BblOaHHOW OANH 0,52

yutaTenb
MHGoopmaLnm

g [BbIBOA Ha MpuHTep CBEAEHMI O 3anncaBLIEMCS YuTatene B Buae OOWH 13
6naHka, Bblpe3aHune 6naHka 1 BKneka ero B Yntatenbckuin bunet | uutartenb ’
PaboTta oucneTtyepckoi cnyxobi:

NPVEeM YiTaTenbckoro TpeboBaHuns; NpoBepka NPaBnIbHOCTY

10|3anonHeHns TpeboBaHWs, yTOYHEHE MECTa XPaHEHNS Tpeggngme 2,0
JOKYMEHTOB; OTMETKa B ANCNETHYEPCKOW
ceTke, nepenava TpeboBaHNs B KHUFrOXpaHeHue
BbinonHeHune TpeboBaHuii noTpedbutenei, Bolaadya 4OKYMEHTOB U3
OCHOBHOIO KHUIOXPaHEHNS:

11 |nony4eHune TpeboBaHus, peructpauns, nogdbopka mx no wmudpam OAHO 3,0

TpeboBaHme

1o [MOVCK ROKYMEHTE, OTMETKa Ha TpeboBaHUM, KHUXHOM OLHO 50
doopMmynspe, ANCNETYEPCKON ceTke TpeboBaHme ’

{3|yCTAHOBNEHNE MECTa HAXOXAEHNS HEeHanOeHHOro 4OKyMeHTa no OLHO 20
CrnpaBoYHbIM KapTOTEKAM, KaTasnoram TpeboBaHme ’
BblOaya OOKYMeHTa 13 0Thena KHUroxpaHeHus notTpebutento; OOWH




OTMeTKa Ha KHUXHOM doopMmynsipe, TpeboBaHus

LOKYMEHT

15

MPUHSATE OOKYMEHTa OT NOTPebunTens; NoNck KHUXHOro
hopmynsapa, TpeboBaHns; NnoraweHme 0TMETKN O BblAauu

OOVH
LOKYMEHT

3,0

Bblnaya KOMMNNEKTOB JOKYMEHTOB BO BPEMEHHOE MO/b30BaHme
nogpasneneHnam bubnmoteku:

16

OPOPMIEHNEe 3a8BKN HA KOMMNNIEKT OOKYMEHTOB, Nepenasaemblil B
CTPYKTYpHOE noapasmeneHue

O04Ha 3asBKa

5,0

17

nonbop LOKYMEHTOB B KOMMNEKTbI; HANMcaHne BTOPOro
aK3eMnnspa KHUXHOro goopmynspa (MHaukaropa)

OOMH
LOKYMEHT

40,0

Bblgaya KOMNNEKToOB AOKYMEHTOB, OTMeTKAa Ha KHUXHOM
hopmynspe (MHAMKaTope) AaThl Bblaaym, OaHHbIX
noapasneneHns, nonyyarowero KoMnaekT

O4WH
LOKYMEHT

KOﬂquCTm)ﬂOKYMeHTOBBKOMHﬂeKTeZ

18

25

6,8

19

50

13,5

20

200

108,0

MonyyeHne KOMNNEKTOB OKYMEHTOB OT CTPYKTYPHbIX
noapasneneHunii; NOUCK KHUXHOro popMynsipa (MHaukatopa),
noraweHne 0TMeTKM O Bblaaye, BNOXEHNE ero B OKYMEHT

oaunH
KOMMNeKT

KOﬂquCTm)ﬂOKYMeHTOBBKOMHﬂeKTeZ

21

25

6,8

22

50

13,5

23

200

108

OGCﬂyXMBaHMeHMTaTeﬂeﬁBHMTaﬂbHOM3aﬂeI

24

NpoBeLEHNE KOHCY NbTauuii, 6ecel ¢ YaTaTENsIMX y KaTanoros,
KapTOTeK, KHUXHbIX NMOJMIOK; NHZ OPMUMPOBaHME YATATENEN O HOBbIX
NOCTYMNNeHnsx, o paboTe 3NEeKTPOHHOrO KaTtasnora, CTaHUmm
camoobcnyXusaHus, o paboTe ¢ aN1eKTPOHHBIMU pecypcamu
yhaneHHblx 6a3 faHHbIX, 0 BO3MOXHOCTSIX paboTbl B INYHOM
KabuHeTe Ha cainTe 6UbNMoTeKN, 0 NObL3OBAHNMN AETCKOWA
KOMHaToun

OoA4Ha
KOHCYNnbTaUuA

10,0

Monbop LOKYMEHTOB B NOACOOHOM HOHAE YATANBHOrO 3ana,
nepenaya Ha kagpenpy Bbloayu:

O4VH
LOKYMEHT

25

no TpeboBaHuIo YnTaTens

3,0

26

Mo YCTHOMY 3anpocy

3,0

27

Nno onpenenieHHon Teme

3,5

Moabop AOKYMEHTOB MO y4ebHOI NporpamMMe Ha OCHOBaHUN
MakeTa KoMMniekTa AOKYMEHTOB, BblAaBaeMbIX CTyAeHTaM, noabop
y4ebHMKOB NO goakynbTeTaMm, Kypcam, rpyrnnam; cBepka KHUXHbIX
ChOpPMYISIPOB C HAa3BaAHWEM KHUT, UHBEHTAPHbIMW HOMEpPaMu

Oo4uH
KOMMNNeKkT

KOHMHGCTM)HOKyMeHTOBBKOMHﬂeKTeZ

28

10

4,0

29

20

8,0

30

40

16,0

31

BblAaya LOKYMEHTa: CBepKa BblLaBaeMoro 4OKYMeHTa C
4ynTaTENbCKUM TPeboBaHMEM; MPOBEPKA HANMYMS CTPAHNLL;
BHECEHME 3anncy Ha YnTaTenbckom TpeboBaHUN (KOHTPOIbHOM

Oo4uH

AN IR EAL

2,0




ﬂI/ICTKe), BNOXEHNE B YNTATENbCKUN 6I/IﬂeT; pacCTaHOBKa, OTMETKa
KHUTroBbloa4dn

HLUKYMCH |

Bblgaya LOKYMEHTOB: CBEpPKA BbloaBaeMblii JOKYMEHT C
4ynTaTENbCKUM TPebOoBaHMEM; MPOBEPKA HANTMYME CTPAHNL;
CKaHMpPOBaTb YATATENbCKUIA BUNEeT; CKaHNPOBaTb BblAaBaeMble
KHWUM; OTMETKA KHUrOBblAayy; OTMETKa CTaTUCTUKY
MoCeLaemMoCcTn:

NPUHSATE OOKYMEHTA: CBepKa ero ¢ TpeboBaHmeM (KOHTPONbHbIM

OAVH
32|n1McTKOM), NpoBEpKa COXPAHHOCTM AOKYMEHTA, HAaNn4msa CTpaHuL, [IOKYMEHT 2,0
BHECEHWe OTMETKW O npueme
530Ny 4EHNE NOKYMEHTA, 3aKA3aHHOrO WMTaTenemM B otaene OLWH 05
KHUrOXpaHeHNs LOKYMEHT
34 N€PEAAYA NOKYMEHTA, CAGHHOTO YMTaTeneM, B oTaen O4VH 10
KHUrOXpaHeHUs JOKYMEHT
OT160p 1 Nnepenaya 4OKYMEHTOB Ha KOMMPOBAHUE:
35 0T60p OOKYMEHTOB (OTAENbHbIX CTATEN) ANA Nepenayn Ha O4VH 50
MUKPOPUbMUPOBAHUE 1 KOMMPOBaHWE HOKYMEHT ’
36 |MOArOTOBKa IOKYMEHTOB K KOMMPOBAHMIO, odoopMIieHVe 3aKasa, O4VH 30
perncTpaums B y4eTHbIX chopmax LOKYMEHT ’
57|M0NyqeHme MUKPOOMbMa 1 KOMWK, NpoBepKa NPaBuibHOCTU OLVH 33Ka3 5.0
BbIMNOJIHEHNS 3aKa3a
O6cnyxuBaHue yntarenen Ha aboHemeHTe:
38|nonbop OOKYMEHTOB O/ peKOMeHaaUun YyntaTensim OANH 5,0
IOKYMEHT
Bbloaya [OKYMEHTOB YnTaTeNto, MOUCK oopMynspa yutatens, -
yKasaHue cpoka BO3Bpara, NpoBepka Hanmyns CTpaHuL;
JOKYMEHT
obcnyxunsaHme
BbloaTb 4OKYMEHTOB: CBEpKa Bbl4aBaeMOro OKyMeHTa C
yntTaTenbCckum TpeboBaHneM; NPOBEPKA HANNYNS CTPaHUL;
CKaHMpPOBaHWE YntTaTenbckoro buneTa; ckaHnpoBaHme
BblaBaeMOoW KHUIMN; pacrneyaTka KOHTPO/IbHOro IMCTKa C
yKasaHneM cpoka Bo3BpaTa v Cnmcka BblAaHHbIX KHUM; OTMeTKa
KHUIrOBbl4A4YN; OTMETKa CTaTUCTUKN NOCeWaeMoCTL:
39 [B3pOCbIX 2,7
40 (peTen 3,2
41 [POBEAEHME 6ecenbl C YynTaTenem, NHPOPMNPOBAHME O HOBbIX O4VH 5.0
NOCTYNNEHMAX yuTtartenb
[Mony4yeHne OOKYMeHTa OT YMTaTens; BHeCEHNE OTMETKM O -
npvieme, NpoBepKa Hannyns CTpaHuL, BNOXEHNE KHUXHOMO
hopmynsapa; 06cnyXmBaHme: flokymMenT
42 B3pOChbIX 1,8
43 |peTenn 5,0
44 [TPOANEHNE CPOKA NO/1b30BAHNST AOKYMEHTOM; MOUCK gopmynspa O4VH 30
ynTaTenNs; BHECeHNe OTMETKU O NPOANEHNN CpoKa NONb30BaHUS doopmynsp ’

ﬂpleeanl/le: K HOpMaMm BpeMeHU NPUMEHSATCSA NoBbiWwarwWwme KO3 PULNEHTDI:

- Npy 06CcnyXMBaHMN YnTaTene KNHOPOTOPOHOAOKYMEHTAMM - 1,2;




- Npn 06CNyXMBaHUM YnTaTeNein HOTHbIMKU, KAapTorpaduyeckumm, nsonspaHmamm - 1,15;

- Npy 06CcnyXMBaHMM YnTaTenel cneunanbHbIMU BUAAMN HAYYHO-TEXHUYECKOWN NMTEpaTypbl U
JokymeHTaumm - 1,1;

- Npu paboTe C [OKYMEHTaMM Ha MHOCTPaHHbIX A3blkax - 1,15.

4.5.2. BHyTpeHHAd paboTa

Tabnuua 71



Hopma

N
/n HanmeHoBaHme npouecca, onepaumn. Coctae paboTbl  |EOuHMLA N3MEpeHns [BpeMeHN
MVH.

1 2 3 4
MoaroToBska K Bblaave:
accTaHoBKa OOpPMYNiSpOB YnTaTenen (No cpokam,

1 P opmynsp ( P 04VH coopmynsap 1,0
HOMepaMm, andoasuTy)
acCTaHOBKa COAHHbIX JOKYMEHTOB B 0OHLE OTKPbITOro

2 P A oKy (hoHA P OOVH OOKYMEHT 2,0
jocrtyna
acCcTaHOBKa COAHHbIX OKYMEHTOB B DOHLE OCHOBHOIMO

3 P AOKY (hoHA OOVH OOKYMEHT 3,0
XpaHeHus
noaBeAeHne NToroe paboTbl 3a NPOLEAWWNA OeHb,

4 P P a A eXeJHEeBHO 15,0
BHECEHWE 3anucn B JHEBHUK
noLbop LOKYMEHTOB MO NpeaBapuTENbHbIM 3aKkasam

5 P - y peABap OOVH OOKYMEHT 3,0
yuTartenem n nnaHam YTeHus
NPOCMOTP HOBbIX MNOCTYMN/IEHWNIA NS peKoMeHaaumn

6 P P y AnA P fAad OOVH OOKYMEHT 2,0
yntaTenam
NPOCMOTP U NOMOJSIHEHWNE KHUXHbIX BbICTABOK, SLWNKOB

7 |cBOHOAHOrO BbIGOPA KHUF, TEMATMYECKMX MOMOK W OOVH OOKYMEHT 3,0
cTennaxem

8 |noarotoBka paboyero mecta eXeOHeBHO 10,0
PaboTa ¢ doopMynsipoM yntatens:
aHanuna popmynspbl YATaTENEN, BbISBIEHNE YATATE/IbCKNE

9 opmynsp 0OVH dhopMmynsp 4,3
NHTEepechl
COCTaB/IeHNEe KapTO4YKM NS KapTOTEKN YNTATENbCKNX

10 [MHTepecoB; cocTaB/ieHNe cnncka YmtTaTenbCkux MHTEPecoB |  O4Ha KapToyka 0,86
-1 3anucb
3anncb B oopMynsipax (UHbIX JOKYMEHTax) o peadynbTarax

11 popmynspax ( A ¥, ) 0 pesy ofHa 3anucb 3.6
aHanusa 4TeHus 3a onpeneneHHbl nepros
3anncb B OHEBHMKE BMONMOTEKAPS O ANHAMMKE HYTEHMWS U

12 o 0JHa 3anucb 9,2
NHTepecax ymtatens (rpynnbl YaTaTenen)
PaboTa c uutatensmMu, He BO3BPaTUBLIMMA JOKYMEHTbI B
CPOK:
NpocMoTp 1 0TOOP POPMYNAPOB YMTaTENEN, HE

13 P P P bopmynsp 04VH dhopmynsap 1,0
BO3BPATMBLWMNX LOKYMEHTbI B CPOK
HanmcaHve OTKPbITOK-HANOMUHAHWI O BO3BpaTe

14 i o4vH doopmynsp 6,0
JOKYMEHTOB; OTMeTKa AaTbl HANOMUHAHWS Ha PopMynispe
onoseLleHne (No TenedoHy, aNeKTPOHHOM NoyTe)

15 [unTartens, He BO3BpATMBLUETO OOKYMEHTbI B CPOK; OTMETKa 0AuH doopmynsp 5,0
0aTtbl HANOMUHAHNSA B OpMynsape
KoHTponb 3a cpokamu Bo3BpaTa LOKYMEHTOB B
aBTOMaTU3NPOBAHHOM peXunme:
BbIBOL Ha NPUHTEP MO YCNOBUSAM CNNCKA YnTatenen n

16 P proy onHa 3annucb 0,16
aboHeHTOB-3a40/1KHNKOB

17 |cocTaBneHune cnncka 3a40/1XKHNKOB oJHa 3anucb 0,16
pacnevartka Ha NpuHTepe HanoMMHaHUs aboHeHTaM n

18|umTaTensam o cpoke Bo3Bparta (afpec, Ha3BaHUs B3ATbIX ofHa 3anucb 2,2




JOKYMEHTOB)

N3bgaTme n3 6asbl JaHHbIX CBEOEHUM 0 3aHATOCTH
19 oOHa 3anncb 0,4
BO3BpaLlEHHbIX LOKYMEHTOB

OdbopmneHre noncka 3a80/1KHUKOB Yepes CyA:

CHSITWUE KOMnK ¢ oopMyfsipa YiTaTens; yToyHeHme aBtopa,
Ha3BaHWUS, NHBEHTAPHOrO HOMEPA, LieHY AOKYMEHTA, He

20 (B03BpaLlleHHOro B CPOK; NepeyncneHne rocnolimHbl 3a OOVH LOKYMEHT 2,7
opopmneHne NCNOTHUTENbHbBIX HAANWUCEN; Nepenaya nena
B CyL
nony4yeHne n ogoopMieHne LOKYMEHTOB U3 HOTapuanbHOM

21 |KOHTOpbI (NMPOCTaBNEHNE HOMEP PACYETHOrO cyeTa, HOMep OOVH LOKYMEHT 2,7

NCMONHUTENbHON HAAMMUCK)

COCTaB/IEHME aKTa Ha onnaTy Yepes cya yTepPsSHHbIX

22 OOVH OOKYMEHT 2,7
JOKYMEHTOB (MPUN0XEHNE K aKTy - (OOPMyNnsap ymtaTens)
[Mpuem OOKYMEHTOB B3aMeH YTEPSAHHbIX:
MOMCK YMTaTEeNbCKOro popmynsapa; BHeceHne

23 |cooTBeTCTBYIOWEN 3anucy B opMynsap, TeTpaib yyeta OOVH OOKYMEHT 10,0
KHWI, NPUHATbIX B3aMeH YTepPsHHbIX

24 |NpoCcMOTP AOKYMEHTa, NpeanaraemMoro B3aMeH yTepsaHHOro| OAuH OOKYMEHT 2,0
PaboTa c oTkazamu:

o5 V4T 1 Knaccmgoukauusa oTkasos: OTMETKa Ha NUCTke OHO TpeBoBAHNE 16

YNTaTEJIbCKOIro Tpe6OBaHI/I$| NPUYNHY OTKa3a

paccTaHoBKa YATATENbCKUX TPebOoBaHM B KAPTOTEKY
"HeyO00BNeTBOPEHHbIV cnpoc”

26 onHo TpeboBaHme 0,32

aHannm3 0TKa30B, COCTaBeHne CBOOKN OTKA30B B

27 |oTpacnesoM paspese (No NnpuymHam oTkasa u Mepam nx OOVH OTKa3s 1,0
NUKBMAAUMN 1 NpeaynpexXaeHns)
cocTaBneHume bubnnorpagomny4eckoro onncaHmsa Ha 04HO

28 |[0OKYMEHTbI, UMetoLwme Hanbonbliee YNCNo 0TKa3oB., 1 bubnunorpadgpuyeckoe| 2,0
nepenaya KapTouyku B 0TAeN KOMMIEKTOBAHNS onncaHue

4.5.3. BHecTaumnmoHapHoe obcny>XnBaHume

Tabnuua 72



Hopma

N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3MepeHns
MUH.
] 2 3 4
OpraHunsaunsi 6nb NMOTEeYHbIX NMYHKTOB, NepeaBMXHbIX OB nnoTek:
1 3aKk/I04eHne Jorosopa Mexay 6mbnnmoTekom n opraHnsaumen, roe o4uH 5700
OyLeT OCylWeCTBNATLCA BHECTAUMOHAPHOE 06CnyXBaHme LLOroBop ’
OOMVH
2 |locbopmneHune coopmynapa 6MbNMOTEYHOro NyHKTa A 13,5
cpopmynsp
0ChOpMNEHNE NaNKU ¢ LOKYMEHTaMn (LOroBop, LOBEPEHHOCTb Ha
3 [0PoP ROKY (a P, AOBED ooHananka| 13,5
NoNy4YeHne KHUI, (OOpPMynsapoB 6MOGNMOTEYHOrO NYHKTA, OTYETOB)
COCTaB/IEHME CXEMbI pa3MelleHNst BB NNOTEYHbIX MYHKTOB Ha
4 P o w y ooHacxema| 126,0
TeppuTOopuM ropoaa, parioHa
5 [cocTasnerve rpacomka obmMeHa LOKYMEHTOB, HAXOASLUMXCS B OOVH 18.0
61O NMOTEYHbIX NYHKTaXx, NepenBuXHbIX bubnnoTekax rpacuk ’
COCTaB/eHMe NnaHa MeTo4MYECKO noMoLwm 6ubnmoTekapam-
6 A . P OOVH nnaH 46,0
obecTBeHHUKaM
2 ogoopMmieHne 06 bABNEHUS 0 AHSX N Yacax paboTbl 6BUONNOTEYHOrO OLHO 120
NyHKTa, NepenBuXHoi b nnotekm o6 bsBneHne ’
Monbop KOMMNIEKTOB AOKYMEHTOB AN151 BUBIMOTEYHOr0 NYyHKTA,
nepenBuXHon 6ubnnoTekun
OOMH
Monbopka koMnnekTa LOKYMEHTOB
KOMMNEKT
KonnyecTBo LOKYMEHTOB B KOMMNEKTE:
8 |10 15,0
9 130 45,0
10{100 148,5
11 [ppiRava nokymenTa B 61O NNOTEYHDBIN MYHKT, OTMETKA B KHUXXHOM O4VH 50
hopMynsipe natbl BblAayv, HoMepa nyHKTa LOKYMEHT ’
3anncb B popMynsp GubnmMoTeyHoro nyHKTa Aatbl BblAaum onHa
12|0OKYMEHTOB, KONNYeCcTBa BblAAaHHbIX 1 BO3BPALLEHHbIX B CTaUNOHap 3aMNCh 1,0
LOKYMEHTOB
paccTaHoBKa KHUXHbIX (DOPMYNSAPOB B KAPTOTEKY 32 pasfenmrenem OOWH
13 [curnbl BB NMOTEYHOrO NYHKTA, NepenBUXHOM BUONNOTEKN, BHYTPU | KHUXKHbINA 0,4
no angoasuTty pamunnii aBTopos doopmynsp
NpUeM AOKYMEHTOB 13 BB NMOTEYHOrO NyHKTA, NepenBuXHOW —
14 |6nbnnoTekn: NpocTaBieHne 0TMETKM O NPUEME, BNIOXEHNE 1,6
LOKYMEHT

bopmMynspa B LOKYMEHT

4.

6. Obcny>XxmnBaHue Mo

MexbnbnmoteyHomy aboHemeHTy (MBA)

Tabnuua 73




Hopma

N EavHuua
HaumeHoBaHmne npouecca, onepaunn. Coctas paboThbl BpEeMeHU
n/n n3mepeHns
MVH.

] 2 3 4
O6cnyxunBaHue untatenei 6ubnmotekm no MBA:

OLWH

1 |peructpaumsa umtatens, nonb3ywouwerocad MBA 1,35

ynTartenb
3anonHeHne bnaHka-3akasa, NpocTaBfeHne PerncTpaunoHHOro

2 OOVH 3akas| 2,2
Homepa, faThbl
YTOYHEHWE YKa3aHHbIX YNTaTENEM CBEAEHUI O 3aKa3aHHOM

3 OOWH 3aka3| 1,6
DOKYMEHTe, Lienn 3anpoca, UCTOYHMKE, OTKy4a NonyyYeHbl CBELEHNS
Bubnuorpaduryeckas gopaboTtka 3akasa; yTOYHEHNe
Bubnnorpadryecknx ceeaeHuii:

4 (no cnpaBOYHbIM N3OAHNSAM 27,0

5 [npu nomowm aBTOMaTU3NPOBaHHbIX CPEACTB 0,22

6 NpoBepka Hanmyme 3anpalmBaeMoro gokyMeHTa B bubnnortekax OLWH 102
ropoga, obnacTu, pernoHa, B TOM 4nicne no CBOOHbIM KaTanoram OOKYMEHT ’
HanpasneHne 6naHka-3akasa ¢ NPOCTaB/IEHHOW OTMETKOWA
(wtemnenem) "B ropone HeT" B 0TpacneBon, yHMBEPCabHbIA LEHTP

7 oauH 3akas| 0,27
nnu B GnbnnoTeky (opraH nHpopmaumm) No AaHHbIM CBOAHbIX
KaTanoros

8 3anucb CBeAEHUIM 0 HanpasneHun 3akasa Nno MbA (HanmeHoBaHue ogHa 14
6ubnnotekun, naTta) Ha 06opoTHOI CTOPOHe BnaHka 3akasa 3anucb ’
nomelweHne 6naHka-3akasa B "KapToTeky 3anpocoB yntatenei no

" " O,D.Ho
9 IMBA" 3a pasgenuntenem "3anpocbl no MBA, HanpaBneHHbIE B 0,32
\ TpeboBaHne
apyrve 6nbnmoTeku
npvem LOKYMEHTOB, NpucnaHHbix no MBA; pacneyatka 6aHaeponu,
NpoBepKa COCTOSHMSA LOKYMEHTOB, OTMETKA OaTbl MONYYEHNS 1

10Hasaava6V|6n|/|0TeKV|,BucnaBLueVlﬂ,OKymeHTu,MHBeHTapHoro OLWH 38
HOMepa, Cpoka Nonb30BaHNs; pa3aMecTuTb BnaHk-3akas 13 pasgena | LOKyMEHT ’
kapToTekn "3anpocbl No MBA, HanpaBneHHble B apyrve
6ubnuotekn" B pasnen "MonyyeHHble no MBA napaHns”

{1 |onoBeweHe YTaTens 0 NoNy4eHNI 3aNPOWEHHOro AOKYMEHTa U 0LHO 135
CpOKe NoNb30BaHUSA UM N3BeLEHNE ’
BblOaya ynTaTtesnto nonyyeHHblx no MBA LOKYMEHTOB B YATaNbHOM

123ane(BcnyxeGHOMn0MemeHmm6|/|6nv|0TeK|/|);CBepKaBbl,uaBaeMoro O4VH 10
IOKyMeHTa ¢ 6naHKkOM-3aKka30M, NpoBepka HaNNynst CTpaHuL 1 DOKYMEHT ’
COCTOSIHME OOKYMEHTA, OTMEeTKa Bblaauu
Npuem OOKYMEHTA OT YATaTENS B YATANIbHOM 3an€e; CBepKa

13 |BOKYMEHTa C YacTbio 6naHka-3akasa, NpoBepKa COXPaHHOCTM OOWH 05
DOKYMEHTa, 0TMeTKa 0 NpMeMe, NoOMeLLEHNe 4OKYMeEHTA B DOKYMEHT ’
crneunanbHO BblAENEHHOE MECTO (3aKPbIThIA WwKad)
n3pneyeHne 6naHka-3akasa n3 KapToTeku, 3anicb cBeaeHuin 06 —

14_0TnpaBKe|/|3J1aHv|s|(uaTa,HomepnhoosoroompaBnequ); MCTOK 10
nepecTaHoBka nuctka n3 pasgena "lNMonyyeHHble no MBA nagaHuns" 10e60BaHS ’

B pasaen "BosspalleHHas nutepartypa” P
NOLAroTOBKA K OTNPaBke AOKYMEHTOB B 6UBNMoTeKy-
dooHOoaepXxaTtenb 3aka3How baHaeposblo; ynakoka 6aHoeponu, OLWH oo

1 C




B3BeWWBaHWE ee, HaknensaHne Mapku (eCl'II/I HET LI,eHTpal'II/I3OBaHHOI7I
onnarthbl neperanM), HanncaHne agpeca, cocrtasneHmne ornncun

LOKYMEHT

16

paboTa c oTKkazamu; Npy Noy4eHnr ot 6ubnnoTekn-
hoHOoLepXxaTens n3seweHns 0b otkase unm aagepxke
BbIMONHEHMS 3anpoca: N3BNe4YeHne n3 kapToTekn bnaHka- 3akasa,
yKasaHue NpuymHbl 1 gaTbl 0Tkasa Ha 060pOTHOI CTOPOHE,
nepectaHoBka 13 pasaena "3anpocbkl no MBA, HanpaBneHHbIE B
apyrue 6ubnuotekn" B pasaen "Otkasbl no MBA"

OJ4VH OTKa3

1,03

17

coobueHne B oTaen obcnyXmBaHus o NoyYeHnn oTkasa (aarta,
npuynHa)

O4WH OTKa3

1,35

O6cnyxuneaHme aboHeHToB no MBA

[Mpuem 3akas30s.:

18

npu oTCyTCTBUM HOMepa aboHeHTa Ha BnaHke-3akase nposepka no
KapToTeke aboHeHTOB, abOHMPYeTCS N naHHas opraHn3aums

Oo4dWnH OTKa3

1,0

19

opraHusauns aboHnpyeTcsi: NpocTaBneHne HoMepa Ha bnaHke-
3akase, CBepka afpeca, Ha3BaHus opraHmsauuun, pammnmm
oTBeTCTBEHHOr0 No MBA, BHECEHNE N3MEHEHUIN B KAPTOUKMN

O4VH OTKa3

3,6

20

nepBuYHoe obpatlleHre aboHeHTa B TeKYLWEM rofy: NpocTaBneHve B
KapTouke rog obpalleHus, naty

O4WH OTKa3

3,6

21

ochopMneHne aboHeHTa (opraHm3auns paHee He aboHMpoBanach):
npucBoeHne aboHEHTY HOMepPA, 3anoJIHEHNE KapTOoYKM PerncTpaumnm
aboHeHTa MBA v pasgenutens (popMynsip), ykazaHme noaHoro
HanMeHOoBaHMs 6B NMOTEKKN, NOYTOBOrO agpeca, TenedoHa,
oamunmm, UMeHU, 0TY4ECTBA OTBETCTBEHHOMO NUUA, AaTbl OTKPbITUS
N HoMepa aboHeHTa

OOVH
aboHeHT

5,0

22

paccTaHoOBKa PerncTpaumoHHbIX KapTo4ek B KAPTOTEKY

ofHa
KapToyka

0,32

23

0doopMeHne N3BeLeHns ans aboHeHTa (CTaH,EI.apTHOG n3peueHune
06 OTKpPbITUA a6OHeMeHTa); 3anpoc HepocTawWwmMx cBeLeHNn ons
KapToTekn TMnoBbiM MNCbMOM

O4HO
n3selweHmne

1,6

24

NpoBepKa NpaBuIbHOCTY 3anoNHeHMs bnaHka-3akasa,
3a001XEeHHOCTM aboHeHTa, NpocTaBneHne Ha obopoTe 1-i yacTu
6naHka-3akasa (CTp. 2) CBOEro WreMnens n gatbl NoayyYeHns 3akasa
B pybpuike "CnyxebHble 0TMeTKM Brbnnotekaps” npw BbINONTHEHUN U
nepeHanpasB/ieHn 3akasa B CTPOKe "paioH, ropon”

OOVH
onaHk-
3akas

3,8

25

nepenava Ha yyacTok paboTbl C 0TKa3aMu HenpasuibHO
0POPMNEHHBIX 3aKa30B 1 3aKa30B abOHEHTOB- 3a40/1KHIKOB

oauH 6naHk

0,43

26

wncppoBka 3aka3os aboHeHTOB; Noabopka 61aHKOB- 3aKka3oB Mo
andaeunTy, NPoBepKa Hann4Msa LOKyMeHTa no kaTtanory

o4vH 6naHk

2,7

27

NOAroToBKa LOKYMEHTA K Bblaaye: CBepka AOKyMeHTa ¢ 61aHKOM-
3aKa3oM, NPoBepKa HANN4YNS CTPaHWL, 1 COCTOSIHUS LOKYMEHTA,
npocTaBneHve Ha BnaHke-3akase Wwugpa 4OKyMeHTa, ykasaHue
MHBEHTAPHOro HOMEepa, KONMYecTBa LOKYMEHTOB, AATbl BblAauu;
npocTaBneHve Wwremnens 6ubnmoTekmn ¢ Ha3aBaHWEM Y NMOYTOBbLIM
afpecoMm, ykasaHue cpoka Bo3Bpara, NpocTaB/ieHne Homepa
6aHoeponu BHN3Y

OOVH
LOKYMEHT

1,4

28

NoCTaHOBKa 3aKkasa Ha o4Yepeb (B Cnydae 3aHATOCTU M3AaHUS);
oTnpaBka usselleHNs abOHEHTY

O VH 3aKa3

1,6




nepenadya n3gaHnya Ha KkonmposaHme (I'Ipl/l 3aKkase Ha (pparmMeHT

29 OOWVH 3aKa3s 2,7
n3paHns: ctaTbs U3 XypHana, cbopHumka)
oTnpaBka AOKYMEHTOB abOHEeHTaM: ynakoBka baHaeponu,
30 [B3BelWwMBaHWE, HaKlenBaHe Mapku, HanucaHve agpeca, OANH 2,5
DOKYMEHT
cocTasneHue onucu
paccTaHoBka 6n1aHkoB-3aKka3oB (1-9 4acTb) Ha BblAaHHbIE
31|0OKyMeHTOB (BbiCNaHHbIE) B KAPTOTEKY 006CNyXMBaHMS abOHEHTOB B OAnH 0,32
pasgen "BoigaHHble no MBA nanaHusa" AOKYMEHT
bubnunorpaduryeckas gopaboTka HEBbIMNONHEHHbIX 3aKa30B;
32 |yTouHeHme 6ubnmorpadmyeckmx cBeaeHnii No CrNpPaBoYHbIM D,O(I)(cl\I:ZHT 3,2
N30aHNAM
33 |BEIABNIEHME HANMYMS 3ANPAWNBAEMOrO AOKYMEHTa B 6ubnuotekax OLWH 10.2
ropona, pernmoHa DOKYMEHT
0ChOpMNEHME 3aKasa K NepeHanpaBneHnto B opyrme 6ubnmoTeku;
q4|YKa3aHNe Ha 060pPOTHOI CTOPOHE NPUYMHBI U AaThbl ot 3akaa| 2.7
nepeHanpaBneHns, 0OTMETKM O NPOBEPKE MO CNPABOYHbLIM U3OAHUSM,
curnol 6BnbnnoTek- gooHOoaepxartenei no CBOLHOMY KaTtanory
35[0 TNPaBka abOHEHTY M3BELEHNS O NepeHanpasieHmn 3anpoca ¢ OLHO 16
ykasaHuem 6ubnmoTekn, B KOTOPYIO OH HanpaBneH n3peleHne ’
pernctpaumns otkasa B y4eTHbIX oopMax; oTnpaska aboHEHTY
36 |[bnaHka-3akasa B cnyyae HEBO3MOXXHOCTM BbINONHEHUS C OTMETKOM 0|0AuH oTkas| 3,6
NpuYMHe oTKasa B COOTBETCTBYHOWEN pybpurke
NpUeM AOKyMeHTa, BO3BPALLEHHOr0 abOHEHTOM; MONyYeHne Ha
noyte, pacneyartka 6aHoeponu, NpoBepka COCTOSHMS LOKYMEHTa,
47|13BNeqeHe 6naHka-3akasa U3 KapToTekn 06Cny XBaHUS OLWH 32
aboHEHTOB, yKka3aHue Ha HeM faTbl BO3BpaTa LOKYMEHTA, LOKYMEHT ’
nepectaHoBka 6naHka-3akasa B pasnen "BoaspalleHHas
nutepartypa"
3g|KOHTPO/b 32 CPOKAMV NONb30BAHMS ,D,OK}/MeHTOB, BbISIBNIEHME OLWH 16
[OMXHVKOB, HanpasneHne HarnoMUHaHUN DOKYMEHT
BeinonHeHune paboTt B AC:
39 dopMupoBaHme 6asbl faHHbIX 06 abOHEHTax N0 COOTBETCTBYHOWEN OLVH 54
hopme, BBOL MHCpOPMaLMM O HOBOM abOHEHTE aboHeHT ’
40|MOVCK B 6a3e naHHbIX cBeneHni 06 aboHMPOBaHMN OpraHM3aumy; OOVH 36
BHECEHWNE U3MEHEHWI aboHEeHT ’
OLWH
41 (BBOA MHCDOPMALIMM O MpMEME 3aKka30B 0T abOHEHTOB 0,27
aboHeHT
42|BBOA NHOOpMaLLMKM O NepeHanpasneHnn 3akasa, BbiIBO4 Ha MPUHTEpP OLVH 16
N3BELEeHNs 0 NepeHanpasneHn 3akasa aboHeHT ’
43|BBOA AaHHbIX 0 MOCTAHOBKE 3aKa3a HA O4epenb; coobLeHune OLWH 16
aboHeHTY aboHeHT ’
44 |PETVICTPALINS BBIAAHHDIX abOHEHTY OKYMEHTOB, MPOCTaBNEHNE OLWH 07
cpoka Bo3Bparta JOKYMEHT
O4WH
45 |ynaneHve n3 Mmaccvea OaHHbIX O BO3BPALWEHHOM LOKYMEHTE 0,16
LOKYMEHT
KOHTPOJIb 3a CpOKaMm BO3BpaTa AOKYMEHTa: MOMCK U 0TOOP AaHHbIX —
46 (B naMaATV MaWnHbI 0 3a40/1XHUKAX, BbIBOA, HYXXHOW MHGpopMaLmMK Ha ABOHEHT 2,7

NPVHTEp, pacrneyaTka CrMCKOB C ykasaHneM agpeca aboHeHTa




4.7. MaccoBas paboTa

Tabnuua 74



Hopma

N EonHuua
HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
] 2 3 4
MogroToBka MaccoBbIX MEPOMPUATUN
OnpepeneHve TeMbl, COCTaBa ayamTopun, 0OTBETCTBEHHOIO 3a
MeponpuaTre B LENOM, COCTaBneHne nnaHa noaroTosku
MEpPONPUSATIS, BONPOCOB AN 006Cy X AeHMS, NpuUr naweHne
KOHCYNbTAHTOB, NEKTOPOB, Noabopka AOKYMEHTOB MO TEME
MEpPONpUATIA; OPraHM3aumns BoiCTaBky NnTepaTtypbl, anbb0oMoB;
OMNOBELLEHVEe YnTaTenen o MeponpuaTn Yepes agouiuu,
nybnukaumm B nevatu, No paano, TENEBUOEHNIO, Yepes O0LHO
9NEKTPOHHYIO PACCbINIKY; BbISBNEHNE BbICTyNnatowmx; nevaTb u MeponpusaTme
pacnpocTpaHeHne NpurnacuTenbHbIXx GUNeToB, N3roToBAEHNE
PEKBU3NTOB, KyKO/, eKkopaumi, KOCTIOMOB; MOAroToBka
NoMelleHns; NpoBeaeHMe COBELWAHNS No NTOraM NoaroTOBKN U
NpoBeAEeHMS MEPONPUATUIA, OPOPMIEHNEe NPOTOKONA,
cocTaBneHne 1 onybnnMkoBaHme MTOroB NPoOBeAEHHbIX
MEPONPUATUNA:
1 |uutaTtenbckaa KoHgepeHuus 4900,0
5 NNTEepaTypHO-XyLOXECTBEHHbIN BEYep, Beyep 0TpacneBom KHUMn, 3340.0
auenyT
3 |Beyep BOMPOCOB M OTBETOB, YCTHbIN XYypHan 2600,0
4 |kny6 no nHTepecam 2600,0
5 |meTckunin yTpeHHuK 3900,0
6 [BUKTOPMHA, KOHKYPC, Urpa-nytelecreme 3900,0
7 |BbICTaBKM AETCKOro TBOPYECTBA 2280,0
g [MTePaTYPHO-MO3HABATENIbHOrO 3aHATNS AO 30 yenosek 1800.0
(rpynnoBoro) ’
9 |ypoka TBOpYecTBa (MacTep-knacca) 960,0
10 |komaHOHon nrpbl-kBecTa (cabiwe 30 Yenosek) 4800,0
11 [kBecTa ong ogHom rpynnbl o 30 Yenosek 2400,0
OpraHnsaunst KHUXHbIX BbICTABOK
CocTaBneHue nnaHa opraHm3aumm u NpoBeAEHNS BbICTABKY;
BbiiBNEHNE U 0TOOP [OKYMEHTOB; NOArOTOBKA CONPOBOAUTENBHON
JOKYMEHTaLMM K BbICTABKE; CO34aHNE XyL0XECTBEHHOI0 NPOEKTa;
MOHTaX BbICTaBKW; OpraHm3aums NHGOPMaLMOHHO-PEKTAMHON
paboTbl MO NONyNspM3aunn BbICTaBKW; NoABEeAEHNE UTOroB paboThl
TemaTtunyeckune BbicTaBku 06webnbnnoteyHoro macwraba, onHa
opraHuayemble Ha poHaax bubnnoTekn: BbICTaBKa
KonnyecTtBo aKCnoHaToB:
12|11 -50 560,0
13151 -100 1120,0
14]101 - 200 2240,0
BbicTasku no onpeneneHHom oTpacnun 3HaHUi Unn Teme,
opraHusyemble
R P onHa




Ma YPURLE UVUJIVIV | SRV

BbiCTaBKa
KonnyecTtBo 3KCnoHaTOB:
15]1 - 50 310,0
16(51 - 100 940,0
17({101 - 200 1920,0
ogHa
Ha dooHoe oToena BbICTABKA
KonnyecTtBo aKCnoHaTOB:
18(1-25 180,0
19|26 - 50 360,0
20(51-100 720,0
BbicTaBku, MOCBSIWEHHbIE XN3HN U 0EATENbHOCTU BblOAOWMNXCS oOHa
nogen ("nepcoHanmn") BbiCTaBka
KonnyecTtBo aKCnoHaTOB:
21(1-10 47,0
22|11 -25 110,0
23|26 - 50 210,0
BbicTaBku Ha nonkax ctennaxemn oAra
BbiCTaBKa
KonnyecTtBo 3KCnoHaTOB:
241 -5 25,0
2516 -10 44,0
BbICTaBKM HOBbIX NOCTYNNEHWIA oAHa
BbiCTaBka
KonnyecTtBo 3KCnoHaTOB:
261 -25 40,0
27|26 - 50 72,0
2851 -100 160,0
Pa3paboTka 1 anpobaunsi NporpamMm 3aHATWIA N TPEHUHIOB (BbIOOP
TeMmbl, Noabop nuTepaTypbl, COCTaBNEHME NNaHa 3aHsaTuiA, noabop OAHO
MaTepuana, aHanu3 NpoBedeHHbIX 3aHATWIA, HopaboTka): sanAThe
29 |MaccoBoe 3aHATHne 3000,0
30 |rpynnoBoe 3aHsaTHE 1500,0
31 |nHaomBuayanbHoe 120,0
[MpoBeneHme 3aHATUA (NOAroTOBKA, peneTuums, NpoBeaeHme, 0OHO
ybopka NoMeLeHns ): 3aHaTHE
32|MaccoBoe 3aHATue 300,0
33 |rpynnoBoe 3aHATNe 210,0
34 nHonBuayanbHoe 90,0
Wrpbl-kBeCTbl (MUTEpaTypHble, NPOOPUEHTALNOHHbIE, ofHa urpa-
TeMmaTunyeckue) KBecTa
NOOroTOBKA Urpbl-kBecTa: Bbibop TeMbl, Nogbop nutepatypbi,
HanncaHne cueHapus, N3roToBMEHNE KOCTIOMOB 1 AeKopaunii,
nonbop npeaMeTHOro psaaa, cocTaBneHmne nonoxeHns ob mrpe-
35 |kBecTa; paccbinka npurnalweHuii n cnucka nutepartypsbl, coop 300,0

3asBOK; 3aKyrnka npu3os; opopMIeHne N nevyatb CEPTUIPUKATOB U




rpamoT, NyTeBbIX MMCTOB; 0DOPMNEHNE BbICTABOK AETCKMX paboT,
paboTa XopKn KOHKYpca B pamMkax KBecTa, penetTuumm

npoeeneHne: noaroToeka NOMEeLLEHNI CTaHLUWUNA, nposeneHne nrpbl-

36 480,0
KBecTa, ybopka noMeweHuns
Peknama 6nbnunoteku; pabota no NpMBReYeHUO YyitaTenei:
NOAroTOBKA PEKIaMHOro cooblleHunst B nevatb, No paguo, onHa

37 TenesnageHuo o pabote 6BNMOTEKN, OCODEHHOCTSIX nybnukaums, 490.0
P YHKLMOHMPOBAHMS pas3NYHbIX NoapasaeeHunin, HoMeHknaType O0HO ’
ycnyr, npenoctaBnsieMblx 6G1bnmoTekoi coobuieHne

NOAroTOBKa Nnakarta o AesaTenbHoCTM 6mbnnoTeku (Bolbop TeMbI,

38 oaunH nnakart| 210,0
onpeneneHve cogepxaHmsa n opMbl, caaya B nevyatb)

59 |CPraHu3aums SKCKYpCUI; NpueM 1 opopMeHne 3asBku, onHa 50
YTOYHEHME TeMbl 3KCKYPCUI U COCTaBa SKCKYPCaHTOB 9KCKypcus ’
BbisiBneHne noTeHumanbHblx NoTpebutenein 6udbnnoTeyHo-

MHG OPMALIMOHHbIX YyCnyr G nnoTeku:
OLWH
40 [npocMOTp npeccl A 6,8
JOKYMEHT
41 [npoCMOTpP 1 aHann3 OKYMEHTOB KOHKYPUPYIOLWMX onpM OANH 52,0
P P y ypvipy P [OKYMEHT ;
onHa
42 [BeeHne KapTOTeEKN NOTPedbuTenbCKoro pbiHKa 1,3
KapTouka
43 [BCTpeumM C pykoBoaMTeNaMm copmpm, opraHnsaumnia, npeanpuaTnm OAHO 210,0
P Py PM, Op ,» npeanp MeponpusTHe ;

MNprmMeyaHme:

- BPEMSI OpraHmn3aLmn BbICTaBOK NTepaTypbl, NPOBELEHNE MACCOBbLIX MEPOMPUATUIA 1
3KCKYPCWIA B HOPMY BPEMEHMN HE BXOAUT;

- K HOpMaMm BPEMEHM MPUMEHSAIOTCA NOoBbIWaowme Ko PULUNEHTbI: NpU OpraHm3aunm
Bble34HOM BbICTaBKMN - 1,1; Npn 3KCMOHMPOBAHUM HA BbiCTaBKe NuTepaTypbl HA MHOCTPAaHHbIX
a3blkax - 1,6.

4.8. CnpaBo4yHada n nHPopmMayunoHHa4
paboTa
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Hopma

N EavHuua
/i HaumeHoBaHune npouecca, onepaunn. CocTtas paboThbl naMEpeHIs BpeMeHU
MUH.

1 2 3 4

YyeT NnoCTyNmMBWIMX BTOPUYHbBIX LOKYMEHTOB (KapTO4ek)

CyMMapHbIil y4eT KapTOYeK B XypHane nocTynneHuin 1 BblbbiTus B

PEerncTpaumnoHHbIX KapToTekax OARa napTnA

Ymucno nocTynmMBLWINX KAPTOYeEK:
1(1-110 19,0
2 1111 -220 63,0
3 1221 - 600 160,0
4 [BDISTBNEHME HEBBINONHEHHBIX 3aKA308; COCTABNEHNE 3aABKM Ha OLMH 3aKa3 45

HEBbINO/IHEHHblE 3aKas3bl

OpraHusauusi cnpaBo4Ho-6ubnunorpaduyeckoro annapata (CBA)

MpocMoTp 1 0TOOP AOKYMEHTOB U3 TEKYLWMX MOCTYMNEHWIA ONS

BktoyeHns B CBA, B TOM yncne kpaesenvyeckuin katanor:
5 |kHura oQHa KHura 3,2
6 |cbopHUK odHacTatbsa| 2,7
7 |XypHan ofHa cTaTtbs 2,7
8 |[raserta ofHa cTaTtbs 1,6
9 |6ubnuorpadcpmyeckoe nocobue ogHa 3anucb| 0,5
10|{neTonncb KHMXHbIX, XYPHaNbHbIX N Fa3eTHbIX CTaTel ofgHa 3anucb| 0,83
11 [NPUKHWXXHBIR 6B NMOrpadonyYeckmnin CNMcok ogHa 3anucb| 0,5

CocTtaBneHune 6ubnuorpacuyeckor 3anmcu 04Ha 3anncb

KonuuecTtBo anemeHTOB BMbNMorpadomnyeckol 3anmcu:
12{1-4 3,2
13|5-6 0,5
14|17 -9 6,0

CocTaBneHvne aHHOTaUmMK, N3y4YeHne 4OKYMEHTAa, HannucaHue onHa

Tekcra: aHHoTaums
15|aHHOTMpPOBAHME KHUTM 260,0
16 [aHHOTMpOBaHMe cTaTen 156,0

aHanMTMyeckas poCnucb XypHanbHbIX, Fa3eTHbIX CTaTew, _—
17CGOpHMKOB,6M6ﬂMOFpa¢WNeCKMXHOCOGMMZO3HaKOMﬂ?HMGC AOKcMeHT 3,8

cofepXaHueM n3gaHuns, CoOCTaBneHne aHanMTUYEeCKon pocnmncu

[MpocMOTp NOCTYNUBLINX MHOPOPMALMOHHBIX (BTOPUYHbIX)

LLOKYMEHTOB 1 0TOOP MX NS BKIHOYEHNS B CPABOYHO-

b6ubnmnorpadpuryeckunii annapart (NepBUYHbIR 0TOOP)

[MpocMOTP MHPOPMALIMOHHBIX U34aHUI (B TOM YMCNE KAPTOUKK) U

0TOOpP M3 HNUX OOKYMEHTOB Ons BkNoyYeHms B CBA; cuctematmnsaums onHa

KapTOYeK Mo TMnam KaTanoros 1 KapToTeK; NpoBepka UHAEKCOB, KapToyka

paccTaHoBKa KapToyek

Yucno kaprouyek:
18{1-10 18,0
19]11-100 165,0
20{101 - 300 490,0




MpocmoTp 1 0T6op kapToyek B CBA ¢ Lenbto n3batus unu
nepemMeLeHns (BTOPUYHbIA 0TOOP):

N3BbATUE N3 KaTanoros N KAPTOTEK KaPTOYEeK Ha LOKYMEHThI,
cnucaHHble N3 PoHaa; NPOCMOTP KpaeBevecKuX,
6unbnuorpaduryeckux n hakTorpadonyeckmnx KapToTek, N3bAaTme 13

OoOHa

21 |HMX KapTOoYek Ha OOKYMEHTbI, NOTEepSABIINE LLEHHOCTb, 1,5
nepeBefeHne KapToYeK B apXMBHbIE KAPTOTEKN (YHUYTOXEHUE); kaprotka
BHECEHMe OTMETOK B XYypHarne yyeta n peructpaunoHHon
KapToTeke
OpraHusauns rnaesHom cnpaBoyHor kapToTekm (ITCK):

5o |POCMOTP 1 oT60p AOKYyMeHTOB Ans BkAtoyeHus B ['CK; OLWH 57
0COOpPMIIEHME KapPTOUKU JOKYMEHT ’

O4WH
23 [HanncaHne n paccTaHoBKa pasgennTens 1,7
pasgenutenb
PenaktuposaHue ['CK:
nckntoyeHme na I['CK kaptToyek Ha OKYMEHThbI, ycTapeswme nnm

24 |HenpodunbHble, NepeBeeHne NX B apXMBHYIO YacTb (U3bsATUE); Ka%ﬂgiKa 50
heTanuamposaHuve pasgensb

25 [HanncaHne HOBbIX pasaenutenen OANH 1,4

pasnenntenb
OpraHusaums KapToTekm NepcoHanuii:
onpeneneHne n CocTaBneHne nepeyHs nnu, CBe4eHns 0 KOTOpbIX

0@ |0TP@XAIOTCS B KAPTOTEKE; IPOCMOTP NHPOPMaLMOHHbBIX N3OaHWNA, O4WH 100
NEePBUYHBIX LOKYMEHTOB, 0TOOP AOKYMEHTOB A5 BKNIOYEHMWS B DOKYMEHT ’
KapToTeKky
TexHU4Yeckas n cogepxartenbHas obpaboTka JOKYMEHTOB ONsi

27 [BKNIOYEHMS B KAPTOTEKY; pacCcTaHOBKa KapTo4yek no andpasuty OANH 2,7
doamunmii aBTOPOB 1 MO BUAAM OOKYMEHTOB AOKYMEHT

o OLWH
28 [HanncaHne n paccTtaHoBKa pasgenurenen 1,4
pasgenutenb
OpraHunzaums paktorpadmyeckon kaptoteku (PK):
onpeneneHve npeameTta, 06 bekTa u OCHOBHbIX NPU3HAKOB AN
oTpaxeHus B PK; npocMoTp AOKYMEHTOB 1 0TOOP ANS BKIIOYEHNS

29 B DK ; 3aHeceHne oTobpaHHbIX CBEAEHUIA HA KapThl ORMH 2,7
NHPOPMALMOHHOIO MaccmBa C BHECEHMEM COOTBETCTBYIOWMX AIOKYMEHT
OTMETOK B NOMCKOBbI MaccuB doakTorpagonyeckon KapToTeku

30|PEAaKTMPOBAHME ®K; npoBepka NpaBmibHOCTN BHECEHUS OLWH 16
CBELEHUI N yKasaHuin 06 MCTOYHUKAX MHCpOpMaLnK JOKYMEHT ’

o OLWH
31|HanucaHne n paccTtaHoBKa pasgenutenen 1,4
pasgenutenb
OpraHusaums TeMaTmyeckumx namnok ra3eTHbIX BbIPe30K:
onHa
32 |[NpOCMOTP raseTHbIX BbIPE3OK N NX CUCTEMATM3aUmMS 2,5
Bblpe3ka

33 0COOpPMSIEHME BLIPE30OK AN XPAHEHUS B TEMATUYECKMX Nankax; onHa 3.2
KpaTkoe onucaHue NCTOYHKKA, HaKNenBaHme Ha KapTouku Bblpe3ka
cnpaBsku Mo TeNnegoHy 0 AessTeNbHOCTN BubNnoTekn

34 (NpenocTaBneHne Nonb3oBaTensam nHcpopmaumm o pabote exenHesHo | 90,0

61 NnoTeKkn, KPYXKOB, CTYANIA, NPOBELEHNS KOHLEPTOB;




| |coeJ1v|HeHV|e C ApyrnuMm nogpasgeneHnamm 6mbnmoTekn) | | |

4.8.1. CnpaBoyHO-6mnbnmnorpadumnyeckoe
obcny>XmBaHume
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Hopma

N EaovHuua
/i HanmeHoBaHuMe npouecca, onepaumn. Coctas paboThbl WaMEpeHIs BPEMEHMW,
MUH.
] 2 3 4
Mprem bubnmnorpadryecknx 3anpocos:
npuem 6mbnnorpadomnyeckoro 3anpoca; yTOYHEHNE TEMBI,
1 (UueneBoro v YNTaATENbCKOr0 Ha3HAYEHNS, MONHOTY UCTOYHUKOB, oouH 3anpoc | 5,0
TUNOB, BUIOB M XPOHONOIMYECKMX PAMOK 3anpoCcoB
BbinonHeHune cnpaBok
BbinonHeHne TemMatrnyeckon cnpasku; NoOMCK U 0TOOP LOKYMEHTOB;
cocTaBneHme bubnnmorpagomnyeckoro onncaHms OfiHa cripaska
MMCbMEHHO; KOTIMYECTBO NCTOYHMKOB:
2 1 3,0
312-5 15,0
416-10 30,0
YCTHO; KONNYECTBO MCTOYHUKOB:
5 |1 2,0
BbinonHeHne anpecHo-6nbnnorpadonyeckoi cnpasBku;
YyCT@HOBJ/IEHME HANNYMSA NN MECTA HAXOXAEHNS [OKYMEHTA UK
ero yacTtu B poHae bubnmnoteku
MCbMEHHO; KONMYECTBO MCTOYHMKOB:
6 |1 2,0
72-5 12,0
816-10 24,0
YCTHO; KONNYECTBO MCTOYHUKOB:
9 |1 1,5
BbinonHeHne yToyHstowel 6nbnnorpadonyeckoi cnpaskiu,
ycTaHaBnmeaowemn n (Unn) yTOYHSAOWEN 3/1EMEHTHI 0Ha cnpaBka
61bnnorpadnyeckoro onucaHns, KoTopble 0TCYTCTBYIOT UK
NCKaxeHbl B 3anpoce YmtaTens
MMCbMEHHO; KONMYECTBO NCTOYHMKOB:
1011 2,7
112-5 14,0
1216 - 10 27,0
YCTHO; KONNYECTBO MCTOYHUKOB:
131 1,6
BbinonHeHne dhakTorpagyeckoi cnpaeku, ycTaHaBnvBatoLwel
KOHKPETHblE CBELEHUSI O TEX UMK NHbIX 06 bekTax, CobbITUSIX, 0QHa crpaska
npoueccax, gaTax
MMCbMEHHO; KONMYECTBO NCTOYHMKOB:
141 2,7
1512-5 13,5
16(6 - 10 2,7
YCTHO; KONNYECTBO MCTOYHUKOB:
1711 1,6

KoHcynbTaums y cnpaBo4Ho-6mbnmorpagumyeckoro annapara




18

MpoBeneHne 6ecenbl 06 opraHM3aunn 1 NCNOJIb30BAHUN
Pas3fIMYHbIX YacTel CrpaBoYHOro anmnapara, no MetToamnke
6ubnmnorpadmyeckoro nomcka

o4Ha

KOHCYNnbTaUuA

10,0

BeﬂeHMG(pOHﬂaBbMOﬂHeHHHXCHpaBOK

19

oTHOp cnpaBok 4N1s hoHaa, Ppa3noXeHne no narnkam (KoHBepTam);
ocbopMneHne cnpaeku (3anucb B TeTpandb yyeTa)

ogHacnpaeka| 0,5

COCTaBNEHME KapTOYKMN ONs apXMBa; ykasaHne nopsiaiKoBoro

o4Ha

20|Homepa, TeMbl, AaTbl BblAayu; yCTaHOBKA KAPTOYKM B KAPTOTEKY kapTouKa 2,7
apxmBa BbIMONHEHHbIX CNPaBOK
PaboTbl B pexxume AC:
doopmmpoBaHue rnaesHon cnpasoyHon kapToTeku (I'CK); BBoAg B

21 |6a3y faHHbIX aHANNTMYECKON POCMINCY Fra3eTHO-XYpPHaNbHbIX oAna 2,0
ctarteil, COOpHUKOB KapTotka

ogHa
22 [nouck 1 ot6op bmbnmnorpadomnyeckme 3anmcum no ycnosmam 2,7
KapTouyka

53 [BEIBOA HaveraH 66 nuorpadpnyeckoin 3anncy Unu OTAeNbHbIX onHa 10

CBeAeHuIn; pacnevaTka KapTouyka ’

4.

8.2. bubnunorpadunyeckoe

NHpOpMUpOBaHMe
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n/n

HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl

EnonHnua
N3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

BoisiBneHne nHopmMaumoHHbIX NOTPeBbHOCTER CneumanncToB
METOL0M aHKETMPOBaHMS:

onpeneneHne KOHTUHreHTa NoTpedbuTenen MHopMaLnm;
paspaboTka 3asBKu ANa onpeneneHns MHOPMaLMOHHbIX
noTpebHoCTEN (3anNpOCOB); pacchifika (pacnpoCTPaHnTb) 3asBKU;
obpaboTka NonyyYeHHbIX 3asiBOK; COCTaBneHne Ha 6ase
NONYYEHHbIX AaHHbIX KAPTOTEKM KOHTUHIeHTa NoTpebutenei
MHCPOPMALIMK 1 NX MHCPOPMALIMOHHbBIX MOTPEOHOCTE (3anpocoB)

0OVH
notpebuteno

34,0

BoisiBneHne nHpopmMaumMoHHbIX NOTpebHOCTER cCneumanncToB Ha
OCHOBE aHanmnaa nnaHoBO-0TYETHOM AOKYMEHTaUNN:

oT60p, M3yyeHne, aHann3 OTYETHbLIX LOKYMEHTOB M (DOPMMPOBaHME
TEMaTUKN CNPaBOYHO-MHPOPMALMOHHOr0 06CNYXMBAHNS B PA3HbIX
pexmnmax

OOVH
OTYETHbIN
OOKYMEHT

24,0

pacnpeneneHme Tematmnyeckmx pybpmk nHopMaLmMoHHbIX
noTpebHoCTeN No noapasneneHnsam, y4acTBy WM B CNPaBoYHO-
NHG OPMaLMOHHOM 06CNy XUBaAHWM

ofHa
pybpuka

2,7

3akntoyeHune ¢ aboHeHTaMy AoroBopa Ha MHPOPMaLMOHHOE
obcnyxunBaHme:

aHanu3 faHHbIX 0 3aUHTEPEeCcOBAHHOCTM abOHEHTOB B

MHG OPMaLIMOHHOM 0BCNYXMBAHUN 1 pexXmmax n3brpaTenbHoro
pacnpocTpaHeHns 1 PeTPOCNEKTUBHOMO NOWCKA; 3aK/YEHME 1
nepecMoTp Aorosopa

Oo4OunH
LOroBOP

2300,0

dopMupoBaHme ceT abOHEHTOB CUCTEMbI 3BUPaTENLHOIO
pacnpocTtpaHeHus nHgpopmauun (MPN):

onpeneneHne KOHTUHreHTa aboHeHToB cuctembl VIPU; BoisiBneHmne
TUNOBBIX N MHAMBMOYANbHbIX 3aNPOCOB aBOHEHTOB; N3Y4YEHNE,
Knaccudoukaums, MHOeKCupoBaHMe 3anpocoB; BBeAEeHWEe AaHHbIX O
3anpocax B aipeCHyI0 KapToTeKy

OOVH
aboHeHT

34,0

MogroTtoBka cMrHanbHOro onoseweHus B cucteme P

BoisiBneHne, npocMoTp 1 0TOOp Matepranos U3 TEKYLNX
NOCTYN/EHWIA; pacnpeaeneHne oTobpaHHbIX MaTeprnanos n3
TEKYLMX NOCTYNNEeHNA N0 aboHEHTaM

O4HO
onoeeuweHune

KonnuectBo NpOCMOTPEHHbIX LOKYMEHTOB:

1-2

3,0

~

3-4

12,0

5-10

32,0

Monrotoeka NoabopoOK CUrHaNbHbIX OrnoBeLeHuin B cucteme NP

3anonHeHve 6naHka-3akasa Ha TMpaxnpoBaHUe; perucTpaums
MOCTYNMBLIMX KOMWIA, NPOBEPKa UX KAYeCcTBa 1 3K3EeMMNISPHOCTK;
3anofiHeHne ConpoBOaANTENbHON OKYMEHTaLMN

O4HO
onoeeuweHune

KonunyecTtBo 3anpocos:

1-2

14,0

3-4

17,0




115-7 21,0
12|18 -10 25,0
MpocMoTp 1 0T60p OOKyMeHTOB anst BBoaa B AC
MpocMOTp MaccrBa NOCTYNUBLWIMX AOKYMEHTOB; 0TOOP AOKYMEHTOB OOWH
COOTBETCTBYHOWEN TeMaTMKM 1 BBeAeHMe B 6a3y gaHHbix AC OOKYMEHT
OT60p NEPBUYHBIX OKYMEHTOB:
13|11 -50 290,0
OT60p BTOPUYHbIX JOKYMEHTOB:
14|11 -50 110,0
15|noarotoBka kapToykm ans paboumx kaptotek IPA OAHo 2,7
onncaHue
16|noaroToBka Tpadapetos ¢ kaptoukamm NPW onsa tnpaxuposaHus OAnH 1,4
Tpadghapert
KoppekTnpoBka BbIXOOHbIX Tabynsirpamm:
17 [ocHOBHOW pang ollHa 3arnuncb 2,7
18 [BCnomMorartenbHbI ykasaTtesnb ojHa 3anucb 1,6
{g|[PEAAKTNPOBAHNE BbIXOAHBIX TabynsrpamMm 1 ooopMaeHne onHa sanmnch| 4.2
JOKYMEHTOB
20 [Hape3aHune, pacneyaTka nogdbopok Ha OTAeNbHblE ONUCAHNS OAHO 1,6
onvcaHue
Koppektuposka cuctemol IPW no pesynbTatam aHanmsa kapT
obpaTHoli cBA3M
Ob6paboTka 1 aHann3 KapTbl 06PATHOW CBS31; BHECEHWE OLEHKN
CUIrHaNIbHOrO OMOBELLEHMS B YY4ETHYIO KapTy aboOHEHTa; ofHa kapTa
KOPPEKTNPOBKA CUCTEMbI HAa OCHOBE aHanmn3a kapT obpaTHOI CBA3M
KonunyecTtBo kaprT:
2111 -7 70,0
2218-10 75,0
23|11 -15 80,0
24116 - 20 85,0
Bbloaya 0oKyMEHTOB Mo 3anpocy:
BbiSIBNEHNE U 0TOOP OOKYMEHTOB (M34aHUS1) MO 3anpocy B -
25 [cnpaBoYHO-NHpOpPMaALMOHHOM POHAOE, OCOPMIIEHNE Bblaayvy [LOKYMEHT 1,4
JOKYMEHTOB B YCTAHOB/IEHHOM Nopsake
["pynnoBoe 6mbnunorpacgmnyeckoe MHEOPMUPOBAHIE:
26 [dbopMupoBaHne coctaa rpynn aboHeHToB ORNH 720,0
aboHeHT
57 |YTOUHEHME TeMBbI, COrNacoBaHne NCTO4HINKOB NHdopmMauunm, BuabI onHa Tema 3.6
JOKYMEHTOB
28 |cocTasneHne perncTpaumoHHON KapTOYKK oana 1,6
KapTouka
Monbopka 0OKYMEHTOB AN UHPOPMALIMKN; COCTaBNEHME U onHa
HanucaHne onoBELEHNS; OTNPaBKa OMOBELEHWS ; 3arnnchb B KAPTOUKA

KapTOYKN NHCpOpMaLUN; aHanM3 KapTbl 06paTHO CBA3M

MCbMEHHO; KONMMYECTBO U3 0aHNIA:

29

1-5

12,0




30(6-10 24,0
YCTHO; KONNYECTBO U3OaHWIA:
31(1-5 12,0
OnepaTtnBHOE NHPOPMMPOBAHUE MO 3aMNPOCY:
32(popMMpOBaHmeceTma60HeHTOB,BuﬂBneHmeTmnosuxm O4VH 44
NHONBUAYAbHbIX 3aNpPOCoB NOTpebutenei aboHeHT ’
43 |V13yueHme, Knaccugomkaums 3anpocoB; BBeAeHNe OaHHbIX O onvH sanpoc| 6.3
3anpocax B aflpeCHyo KapToTeky
HanucaHue 0630poB 1 cnpasBok
BoisiBneHune n ot60p UCTOYHNKOB; 06paboTka 1 aHanus
oTOoOpaHHbIX LOKYMEHTOB; HanMcaHne TekcTa ob3opa (cnpasku); oﬂ;‘:c'iBT'
NOLAroTOBKA PyKOMUCHK K NevaTu
CocTaBneHue 063opa (cnpaBku) Mo NEPBUYHBLIM NCTOYHUKAM:
34 |Ha pyCcCKOM a3blke 5400,0
35|Ha MHOCTpaHHOM SA3blke 7200,0
36 [cocTaBneHme 0630pa (cnpaekun) Mo BTOPUYHBIM UCTOYHMKAM 4100,0
OpraHusauus n nposeaeHne yCTHbIX 6ubnmorpadnyeckmx
0630pOB HOBbIX MOCTYMNEHNI
Monbopka HOBbIX NOCTYMNEHWIA NO 3apaHee 06 bSIBNEHHO
TeMaTtuke; cucTemMaTmnsaums NCTOYHNKOB MO TeMaM, NMPOCMOTP 1
aHanm3 JoKyMeHTOoB; noabopka bubnmnorpadryecknx onnucaHui, oavH 0b630p
KpaTkue aHHoTaumn, pedbepaTtbl Ha 0TOOPaHHbIE UCTOYHUKM;
noaroToBka pykonucu 6ubnuorpaduyeckoro ob3opa
KonnyecTBo NPOCMOTPEHHbIX M 0TOOPaHHbBIX AOKYMEHTOB:
37|11-10 400,0
38(11-25 450,0
3926 - 55 500,0
40(56 - 140 600,0
MonrotoBka 610NNeTEHS HOBbLIX MOCTYMNNEHWIA
YTOo4HeHne (onpeneneHne) TeMaTnieckux rpaHuL, nomcka n otbopa
IIOKYMEHTOB; co3naHune pybprkatopa 6lonneTeHs; BbiiBNeHNe 1 onHa
0TOOP NOKYMEHTOB B MacCuBe TEKYLWMX NOCTYMNNEHNA UCTOYHUKOB B107nETeHb
nHpopmauun; nogdopka aHHoTauuUn, pedpepaTbl, cucTteMaTmaauus
nx
KonnyecTBo NPOCMOTPEHHbIX NOKYMEHTOB:
411 -37 60,0
42(38 - 60 90,0
43(61-95 180,0
4496 - 150 320,0
45(151 - 380 960,0
OpraHusauns n npoeeneHve meponpuatns "IeHb nHgopmaumn'™
onpeneneHne TeMbl; COCTaBNEHNE NnaHa NPOBeaeHUS; BbISIBNEHNE
N 0OCTaBKa AOKYMEHTOB M3 COOTBETCTBYIOWMX NoapasaeneHui
6nbnnoTekn, NPocMoTP 1 0TOOP OOKYMEHTOB; NOArOTOBKA
4 [BPICTABKM MTEPATYDbI; ONOBelUeHe 3aMHTepPecoBaHHbIX 04HO 6400

opraHusauuii u cneumannucToB; 0OPMIEHNE BbICTABKU; HanucaHme

Meponpusitie




KpaTkux aHHOTauwWiA; opraHmnsaums cbopa 3asiBOK Ha LOKYMEHTbI, UX
BblAaya, KOHCyNbTauum, AeXypcTso bubnunorpados; nposeaeHne
aHanuaa MeponpuaTUs

OpraHunsauust n noarotoeka meponpusatns "IexHb 6ubnunorpadun”,
"IleHb nocobus":

47

YyTOYHEHWE TeMbl; COCTaBneHne nnaHa; ogoopMeHne BbiCTaBKu-
MpocMOTpa; NoAroToBka 0630pa; NoAroToBKa KOHCY b TaLuK;
COCTaBNeHVe 1 HanmcaHve 06 bABNEHNS; COCTaBNEHNE U
HanucaHme npurnacuTenbHbIX MMCEM, pacchbinka ux; NnpurnaweHue
3anHTEepecoBaHHbIX AL, NO paano, No TenedoHy, MM4YHO

OOHO

1940,0
MeponpusaTme

OpraHusauns n nposeneHne meponpuatus "eHb cneunanmucra”

OnpepneneHve TeMbl C 3aUHTEPECOBaHHbIMY OpraHu3aunsMu,
JoOpMbI NPOBeAEHNS (CTauMoHapHas, Bble3fHas); CocTaBneHue
nnaHa MeponpuaTuiA, NPorpamMmbl novncka n otbopa
NHPOPMALIMOHHBIX MaTEPNanoB; NOAr0TOBKA OTKPbITbIX
MPOCMOTPOB 1 TEMaTUYECKUX BbICTABOK NUTEpaTypbl N0
cneumnanbHocTu, bubnunorpadgunyeckme 0630pbl, 3aKkas NeKUni,
KMHOPMNBbMOB; OMOBELEHNE 3aMHTEPECOBAHHbBIX OpraHn3aumnii;
0hopMNeHKe BbiCTaBKU; obecneyeHre Bblaaun N3naHuin unm nx
KOMWiA BO BPEMS MEPONPUATUS NN HEMOCPELACTBEHHO NOCNE HEro;
[EeMOHCTpauns BbiICTaBkMW; aHann3 pesynbtatos "[HS
cneunanucrta”

04HO
MeponpusaTne

Yuncno conyTCTBYHOWMX MEPONPUSTUIA:

48

1-2

1940,0

49

2600,0

50

3500,0

51

3-
5-
7 -

[oc Nl -2

4600,0

4.8.3. NHpopmMaunoHHas paboTa
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n/n

HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl

EnonHnua
N3MepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MonroToBka nonynsapHbIx 6ubnmorpagmyeckmx nocobuii

Bbibop TeMbl nocobus; BbisiBNeHne 1 0T60p LOKYMEHTOB,
hopmMmpoBaHme pasnenos nocobuns; aHHOTMPOBaHME LOKYMEHTOB;
nonbopka goakTorpaduyeckoro matepmana, MnnocTpaunii;
HanucaHne TekcTa; CoCcTaB/ieHNe BCroMOoraTebHbIX ykasaTenen;
KOHCyNbTauun y CNeumannuctoB Ha pasnnyHblx atanax paboThi;
obcyXaeHne pyKoOnucy Ha 3aceaHnm HayYHO- METOAMYECKOTO
(pelakumMoHHOro) coseTa; nopaboTka pykonucu no 3ameyaHusim;
cliaya pykonucu B nevatb:

cocTaB/ieHne NonynspHoro 6ubnnorpadoryeckoro ykasartens,
NyTeBOAUTENS, CIPaBOYHUKA

OJAVH aBT.
nmcT

13500,0

NoAroToBKa KOMMEHTapueB, NPUMeYaHuin NonynsapHo-
NPOCBETUTENBHOIO XapakTepa, He Tpebyrowmx cneumnanbHblX
nccnengoBaHuMin

O4VH aBT.
nncT

5400,0

noaroToBka KOMMEHTapmeB, HpI/IMe‘-IaHI/IIZ Hay4HO-
nccnenoBaTeNbCKoOro Xxapakrtepa

O4dWVH aBT.
nncT

10800,0

MonrotoBka peTPOCNEKTUBHbIX HAYYHO BCMIOMOraTe NbHbIX
bubnmnorpaduryecknx ykasatenei:

BbIOOP TEMbI; CO34aHMEe aBTOPCKOro KONNeKTMBa; paspaboTka
MHCTPYKTUBHO-METOANYECKMX MATEePNanoB; BbisiBNeHNE U 0TO0p
IOKyMeHTOB; paboTa Han 6nbnnorpadonyeckoin 3anmcb1o;
aHHOTUMpPOBaHue; bubnunorpaduyeckas rpynnMpoBka; CocTaBneHme
BCMOMOraTenbHbIX yKasaTenei; 06cyxaeHne pykonucm ykasatens Ha
3acefaHnn Hay4YHO-MeTOANYECKOro (pPenakLMOHHOr0) CoBeTa;
fopaboTka no 3amMeyaHusim; caada pykonucy B nevaTtb; COCTaBNeHme
6ubnmnorpadmryeckoro ykasaTens no aktyanbHON TeMaTmke ¢
XPOHO/TOrNM4YECKNM OXBATOM OT 2-X 0o 5-Tm net n adHHOTaUuusamMu,
NOSICHAIOWMMIN HAa3BaHWS ; COCTaBNeHne bubnmnorpagmyeckoro
yKkasaTensi no KOMMAEeKCHbIM U MeXOoTpacnesbiM Npobnemam obwero un
pernoHanbHoOro cogepXaHusa ¢ XpoHoormyecknm oxeaTom 1-2 roaa,
C aHHOTaunamMn, NOACHAKWNMA HA3BaAHUA:.

OOWVH aBT.
nncTt

9720,0

Ha PYCCKOM $13blKe

OJAVH aBT.
nncT

9720,0

C BKtoyeHueM ot 30% 00 40% obbema nybankaumin Ha MHOCTPaHHbIX
A3bIKaX

O4VH aBT.
nMncT

11000,0

COCTaB/IeHVe aHHOTMPOBaHHOro 6B norpadouyeckoro ykasaTens
MHOr00TPAC/EBOro CoOAePXaHns ¢ XpOHONOrMyeckmm oxsatom Ao 100
neT n 6onee, TpedyOWMIA CMOWHOro NPOCMOTPa AOKYMEHTOB,
CNOXHbIX 6B NMorpadonyeckmx pasbiCKaHuii, y4eta Bcex
nepensgaHuin Ny nMkaumin n nx xapakTepucTUKy NyTem CandyeHns
TEKCTOB

O4oWVH aBT.
nncT

11000,0

MoaroToBka aHanMTU4Yeckoro ob63opa

BbISIBNIeHNE 1 0TOOP AOKYMEHTOB AN 0630pa; NoAroToeka
pybpukaTopa npeameta 0630pa; U3yyeHne 1 oueHka OKYyMEHTOB;
cuctemMaTmnsaums MaTepuana; CoctaBneHne TeKkcTa aHanmMTnYecKoro

OOWVH aBT.




0630pa; 0bcyxaeHne pyKonucu Ha 3acefaHnm HayyHo- nmcT
MEeTOoAMYEeCKOro (pefakumMoHHOro) coseTa, gopaboTtka o63opa no
3amMeyaHuaM; coaya B nevatb:

8 [no pycckMM NepBUYHBbIM NCTOYHUKAM 9720,0

9 |no cMelaHHbIM NEePBUYHBIM UCTOYHMKAM 10800,0

10 (N0 MHOCTpPaHHbIM NEePBUYHBIM NCTOYHUKAM 12400,0
MoarotoBka aHaNUTUYECKOWN CNPaBKK:

BbISIBNIeHNE U 0TOOP LOKYMEHTOB AN aHANUTMYECKON CrnpaBKu,

11|n3y4yeHune, aHanm3, oueHka n cuctematunsaums nx; coctaBneHue oﬂ;‘::;m' 5200,0
TekcTa cnpaBku
MonrotoBka pegepaTmnBHOro o63opa
BoisiBneHune n ot60p OKYMEHTOB ANS pedoepaTuBHoro ob63opa,

N3y4yeHne n aHanu3a nx; pedpepupoBaHne NCTOYHUKOB;

cuctemMaTusaums TeKCTOB aHHOTaUM; COCTaBNeHne TekcTa OAVH aBT.
pedepaTuBHoro o63opa; obcyxaeHne ob3opa Ha 3acefaHnm HayyHo-|  NnCT
METOLMNYECKOro (peaakuMoHHOro) coeeTa; nopaboTtka o63opa no

3amMeyvyaHuaM; caaya B nevatb:

12 |N0 pyCCKMM UCTOYHUKAM 5200,0

13 (N0 cMewaHHbIM UCTOYHUKAM 6480,0

14 (N0 MHOCTPaHHbIM NCTOYHUKAM 7300,0
CocTaBneHue aKcnpecc-uHopMaLmm:

{5 [BEIfBNEHME 1 oTbop MaTepmana no Teme, CUCTeEMaTU3aLUSA €ro n OAVH aBT. 38400
NOAroTOBKAa ANS neyaTu nmcT
CocTaBneHune bubnmnorpadmryeckor 3anncu, aHHoTaumm, pegepara
CocTaBneHune bubnmnorpagmnyeckor 3anncu: ndy4eHme n aHanms onHa
NOKYMEHTa, COCTaBﬂeHl/Ie 3aronoBeka onucaHms, NpoBepka 3anucy, 3aMVCh
BHECEHWE NCMNPaBneHunin
KonnyecTtBo anemeHTOB BB NMOrpadonyeckoro onncaHms:

16(1-4 3,2

17|5-6 54

1817 -9 6,4
CocTaBneHvne aHHOTaummn; M3y4eHne N aHann3 NOKyMeHTa, onHa
HanucaHue TekcTa aHHoTauumn: aHHOoTaums

19 [aHHOTMpPOBAHWE KHUT 270,0

20|aHHOTMpOBaHWe cTaTen 160,0

1 cocTaB/ieHue pedoepara: u3yyeHme n aHannm3 oOKyMeHTa, Ha KOTOPbIV| OANH aBT. 59200
cocTaBngeTcqa pedoepart, HanucaHne TekcTa, BHeCeHne ucnpasneHumn nmcrt ’

5o [BHRNMTUYECKAS POCMINCH XYPHANBHBIX, FA3eTHbIX ctaTtei, cbopHUKOB,| 0AaHa 120.0
6ubnmnorpaduryecknx nocodbuii pocnuncb ’

53|03HAKOMNEHINE C COAEPXAHMEM N3AAHNS; COCTABNEHNE onHa 3.6
aHanMTMYeCcKoro onMcaHms Ha ctaTbio cTatbs

MNprMeyaHne: HopMa BPEMEHUN HA COCTaBneHne bubnmnorpadgmyeckoro nocobms naHa na
pacyeTa paboTbl aBTOPCKOr0 KONNEKTMBA.




4.9. NMepeBon n nepepaboTka NevyaTHbIX
TEKCTOB C MHOCTPAHHbIX A3bIKOB Ha
PYCCKUN N C PYCCKOro Ha MHOCTPAHHbIE
A3bIKU
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N EaonHuua Hopma
/i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl WaMEpeHIs BPEMEHMW,
MVH.

1 2 3 4
[MepeBon TeKCTA C MHOCTPAHHbIX A3bIKOB HA PYCCKUN A3bIK
YreHne opurnHana, aHanus Tekcra, paameTtka erovc BbISIBIEHNEM —

TPYOHbIX TEPMUHOB, FPaMMaTUYECKMX KOHCTPYKLNIA, NEKCMYECKUNX
060pOTOB, LIEXOBbIX 1 XaproHHbIX TEPMUHOB: et

1 |MONHbIA NNCbMEHHbIN NepeBoOL 1580,0

5 COKpaLleHHbI NMcbMeHHbI nepeBod oT 30% A0 50% obbema 1620.0
TekcTa

3 |BbIBOPOYHbI MMCbMEHHBI NEPeBoL, 1520,0
[MepeBon TeKCTa C PyCCKOro A3blka Ha UHOCTPaHHbIE A3bIKU:

4 [NONHbIN MUCbMEHHbIN NepeBoq, ORNH aBT. 1980,0

nmcT
TepmuHonorunyeckas pabota npu BbINOMHEHUN NMMCbMEHHOTO
nepesoja:
MONCK OTMEYEHHbIX B OPUTrMHANE HE3HAKOMbIX MW HEMOHSATHbBIX

5 |TEPMMHOB 1 COKPALLEHMIA B CNOBAPHO-CMPABO4HON NuTepaType; OBVH TEPMUH, | o 4
nonbopka COOTBETCTBYIOWMX TEPMUHY 3KBMBAIEHTOB, cokpalleHune ’
pacwngpoeka cokpalleHnn
KoHcynbTaums nepesogymka co crneumannuctamu:

BbIICHEHME NPAaBUNbHOIO U3NTOXEHUS YacTel TekcTa rno

6 [Mano3HakoMmowm TeMaTuke; yTOYHEeHne COOTBETCTBUSA Nnepesoa OAHa 36,2
opurHany KOHCYNbTauus
CocTtaBneHune 6nbnuorpacuyeckoro onucaHms:

- [cocTasnenme 6ubnmnorpadmryeckoe onncaHve nepesoaa no 04HO 108
JaHHbIM, B3STbIM C TUTYNIbHOIO NUCTa Nepesoja onucaHue
MpoBepka 1 KOpPpPeKTNPOBKA NepeBoaa nocne Habopa:

g [MPOBEPKa MPaBNIBbHOCTM PACMONOXEHNS 0TNEYaTaHHOro TeKCTa; | OAMH aBT. 2000
cBepKa C PyKOnuchbio; npaBeka nncT
TexHnyeckoe opopMneHne nepesoaos:

g [HanucaHne B TeKCTe NepesoAa CUMBONOB 1 BCTABOK HA OLHO 2.0
NHOCTPaHHOM S3blKe BNMCblBaHME

10 [ycTaHOBKa pUCyHKOB, Tabnuu, coopmyn oouvH anemeHt| 3,0
lMepeBon 3aronoBkoB cTaTen N JOKYMEHTOB:

11|nepeBon 1 3anncb 3arosioBka OnvH 10,8

3aronoBok
MNprmMeyaHme:

- HOPMbI BPEMEHU NpeaycMaTpmBatoT BbINONHEHUE NEPEBOAOB C MHOCTPAHHOIO A3blka UMK Ha
MHOCTPAaHHbI/, KOTOPbIA Y NepeBoaYMKa SIBNSETCS OCHOBHbIM (M0 06pa3oBaHmMio nin
NPUMEHEHWIO);

- PV BbINONIHEHWW NEPEBOLOB C OPYrnX A3bIKOB N HA APYrne NOMMMO OCHOBHOMO K HOpMam
BPEMEHW NPUMEHSAETCH NOBbIWAOWNIA KO3Ido P rLMeEHT 1,1.




4.10. NccnepoBaTenbckada paboTa
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Hopma

N EaovHunua
HanmeHoBaHMe npouecca, onepaummn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MUH.

1 2 3 4
Pa3paboTka nporpamMmbl (TEXHUYECKOr0 3a8aHns) UccnenoBaHms
O6ocHoBaHWe akTyanbHOCTU TEMbI, BbisSiBlieHE 1 060CHOBaHME
NpobnemMHO cnTyauumn, opMyIMpoBaHne Lenu, 3aiad u npéfﬁzama
rMnoTesbl UCCNenoBaHus; HaNucaHme TekcTa
WccnepnosaHue HoCUT:

1 [MMnoTaxHbI (pa3BenbiBaTeNbHbIN) XapakTep 21600,0

2 |npuknagHom xapakTtep 38250,0
Pa3paboTka MeToankun nccnenoBaHus
Pa3paboTka (HanucaHue) TekcTa METOANYECKNX OOKYMEHTOB MO
NPOBOAMMOMY MCCNELOBaHMIO, aMNUpMnYeckas anpobaums onHa
PENeBaHTHOCTM COCTABNEHHbIX LOKYMEHTOB; yTOYHEHME U
nopaboTka MeToaM4eckoro UHCTPYMEHTapus, cocTaB/ieHne MeToanka
OKOHYaTeNbHOro BapmaHTa OOKYMeHTa:

3 METOLVKN NPOBEAEHUS NCCNEeNO0BaHNS, HOCSILEro NMNOTaXHbIN 18000.0
(pasBepblBaTENIbHbBIN) XapakTep ’

4 METOLMKN NPOBEAEHUS NCCNenoBaHWIA, HOCSILLEro NPUKNaaHOM 33000.0
xapakTep
Pa3paboTtka MHCTpyKuumii no obpaboTke HOKyMEeHTauum (MCXO4HbIX onoHa
IaHHbIX), NONYYEHHOW B X04€e UCCNen0oBaHus: NHCTPYKLMS

5 |py4Has obpaboTka 15600,0

6 |MawnHHas obpaboTka 20400,0
Pa3paboTka npeannaHoBbIX 1 NNAaHOBbLIX JOKYMEHTOB
NepcrnekTUBHOro XxapakTtepa:

7 pa3paboTka KOHUEMNLMM OCHOBHbIX HanpasBneHuii pa3smTms OBMHEBT. | 0204
61bNMoTEYHOro Aena B PermoHe Ha nepcnekTmey nmcT ’
KoHUenTyanbHoe obecneyeHne 6mbnmnorpagouyeckmx 3gaHunii;
060CHOBaHMe akTyanbHOCTU TEMbI, YATATENbCKOE U LIeNeBoe

OOVH aBT.

8 |HasHaueHue nocobusi, ero CTPYKTYpbl (CXeMbI), BbipaboTka i 11220,0
METOOMNYECKUX MPUHUMUMOB 1 PELIEHWIA AN PaCKPbITUS TEMBI;

HanucaHue TekcTa

g [COCTaBneHe NporHo3a, CBsA3aHHOTO C NepCneKkTMBaMi passnTus OBMHaBT. | o0-0 4
6ubnnoTek; HanucaHne TekcTa nncT ’
paspaboTka uenesbix Nporpamm (ons cetu 6ubNNoTeK Nnm oaHoM
61bNMoTeKN); AMarHoOCTUKA CUTyaLMn, BHEWHNX U BHYTPEHHNX

10 [BNMSIHWIA HA PYHKLUMOHUPOBAHME U pa3BuTre 6ubnmnoTtek (0aHOw OANH aBT. 15200,0
6nbnunoTekn); BolpaboTka pekoMeHaauUnii, peleHnin; HanmcaHmne et
TekcTa
CocTaBneHune CBOOHbIX KaTanoroB KHUXHbIX NaMaTHUKOB:

11 pa3paboTka NpocneKkTa; BbisiIBNEHNE OOKYMEHTOB - KHUXHbIX O4VH aBT. 18200.0
NaMsTHUKOB; ONCAHNE U COCTaB/EHME CNPABOYHOro annaparta nmcT

OpFaHI/I3aLI,I/IOHHaFI pa60Ta no rnposeneHno nccnenoBaHnA.

co3pnaHne nccnenoBatenbCKoro KonnekTnea, CoctaBneHme
pa60l-|ero njaHa nposeneHnsa nccnenoBaHus, cornacosaHme ero c




UL HU

NOLArOoTOBKA PYKOMWUCK K MevaTn Ha pa3nnyHbix aTanax paboTbl

12|McnonHnTensmn; onpenenexHve nnowanku (6asbl) nccnenoBaHns; CCRenoBaHe 7140,0
nepenucka c HUMW; NPoBeAEHNE MHCTPYKTaxemn, CEMUHapPOB,
COBELAHWN, KOHCYNbTauuin
6ubnnorpaduryeckas npopaboTka TEMbI UCCeaoBaHMs, paboTa B
13 [@PxuBax, nsy4eHue HOPMaTUBHO-TEXHNYECKOM AOKYMeHTauuu, OJVH aBT. 1200.0
MHGopMaumm o6 aHanorax u opyrux Mmatepmanax, OTHOCAWMUXCS K nmct ’
pa3pabaTbiBaeMoil Teme
O6paboTka nonyyYyeHHom nHpopmaumm:
cbop 1 06paboTka MHGOPMALMN HA OCHOBE NEPBUYHBIX NCXOLHbIX ofH aBT
14 (naHHbIX (CTAaTUCTNYECKMX OaHHbIX, OTYETOB, NN1AHOB, CNPAaBOK, et | 7800,0
Martepuanos KOMaHOMPOBOK)
- OJVH aBT.
15 |aHann3 06paboTaHHO NHGOPMaLIMK; BbIBOAbI, PELEHNS, MPOrHO3 et 5200,0
MonroToBka Matepuanos No NToram Hay4How paboTbi:
{g[HanucaHne Hay4Horo oT4eTa; NOAroToBKa PyKOMMCH K NevaTn Ha OAMHABT. | 4500
pasfiMyHbIX aTanax paboTol nmct ’
{7|Han1caxne NpoMexxyTo4HOro oTHeTa (cnpaBeku) 0 xoge OJWH aBT. 64000
nccneposaHna nmct
MoaroToBka n HanNMcaHue Tekcta cTaTbh B COOPHMK Hay4YHbIX
TPYAOB, NpakTnyeckoe nocobue, NPoeccrMoHanbHyo NPeccy;
NOAroTOBKa PYKOMNUCH K
neyaTun Ha pasINyHbIX aTanax paboThbi:
18|cTaTbs TEOpeTnYeckKoro xapakrepa 15200,0
19|cTaTbsa NpukNagHoOro, NPakTMYeCcKoro xapakrepa 9200,0
op|H@NMcaxne nokNana no MToram HayuHoro NCCnenoBanms; OJWH aBT. 67000
NOLroTOBKA PyKOMNMCEN Ha pasnnyHbixX aTanax paboTbl nmct ’
paspaboTka pekoMeHaaumin, UHCTPYKLWIA MO BHEAPEHWIO OLVH aBT
21 |MmaTtepmnanos Hay4yHOro nccnenoBaHus; HanucaHne TekcTa,; et | 14100,0

MNprMeyaHms:

- HOpMa BPEMEHM Ha COCTaBNeHNE NPOrpamMm, MeTOANK, MHCTPYKLIMA JaHa Ha
nccnenoBaTenbCKUiA KONNEKTUB;

- yacbl Tpyno3artpaT pacnpenenstoTcs MeXAay UCNONTHUTENSAMU B 3aBUCMMOCTM OT X Harpy3Ku.

4.11. MeToandeckasa paboTa
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n/n

HanmeHoBaHuWe npouecca, onepaumun. Coctas paboThbl

EovHnua
n3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MonroToBka METOAMYECKOr0 NOCOOUS, peKkOMeHaaLMiA

MpuHUMNUanbLHO HOBas paspaboTka TeMbI:

n3ydyeHme Tembl, BbisdBieHNE N aHaNN3 JOKYMEHTOB Mo TeEMeE,
YTO4YHEHWNE YNTATENBbCKOro 1 Lienesoro Ha3Ha4eHu4 I'IOCO6I/I$I,
peKOMeHﬂaHMM; CoCTaB/ieHne npocnekTa; HanncaHme Tekcta

O4WH aBT.
NnNCT

15300,0

Moaudpukaums paHee pa3paboTaHHON TEMbI:

BbISIBNEHNE N N3YYEHNE HOBbIX JOKYMEHTOB 1 HAKOMMEHHOr 0
6ubnmnoTtekamum onbitTa Nno Teme Nocobusi, pekoMeHgaunii;
YTOYHEHME NPOCneKTa, BHECEHNE U3MEHEHUS B CTPYKTYPY U TEKCT
B COOTBETCTBUM C AOCTUXEHUAMUN BUONNOTEYHOI TEOPUN 1
NpakTUKW; NOAroTOBKA PYKONMCK K 06Cy X aeHuto; nopaboTka no
ntoram obcy X aeHus

OOWVH aBT.
NINCT

8670,0

Pa3paboTtka LOKYMEHTOB, pernaMeHTUpyowWwmnx AessTenbHOCTb
61bnnoTeK, MOOXEHWIA, MHCTPYKLWIA, MPOEKTOB NOCTAHOBNEHWIA,
yCTaBOB, 3aKOHO4ATENbHbIX akTOB

MpuHUMNUManbLHO HOBas Tema:

BbISIBNIEHNE, U3yYeHMe 1 aHaNn3 OenCTBYOWMX JOKYMEHTOB Mo
TeMe, HanvcaHve TekcTa NpoekTa JoKyMeHTa, o6cyXaeHue,
anpobuposaHue B Bubnnotekax, Ha 3acefaHum Hay4Ho-
MEeTOLMYEeCKOoro coseTa; nopaboTka LOKYMEHTa; NOAroToBka K
YTBEPXOEHWIO

O4WVH aBT.
NnNCT

17340,0

Moaundovkaums paHee paspaboTaHHOro AOKyMeHTa:

aHanm3 " oueHka goKyMeHTa; NonckKk 1 OT60p HOBbIX ,EI,GIZCTBWOLI.I,VIX
JOKYMEHTOB MO TeMe, BHECEHUNE N3MEHEHWN B TEKCT OJOKYMEHTA;
06CY)K,EI.eHI/Ie Ha 3acejaHunn Hay4Ho-MeToan4eckoro coeeta,
,D,OpaGOTKa no nToram 060y)K,D,eHI/I$|; noAroToBka K yTBepXaeHuio

OOWVH aBT.
NINCT

7650,0

Pa3paboTka y4eTHbIX popM, Tabnumu, 06pa3uos:

YyTOYHEHME NpeaMeTa, 06 bekTa, CoaepXaHNs y4eTHON hOpPMbl,
Tabnuubl, 0bpasua; oTbop nokasartenen, cucTtemaTmlaumns mx;
paspaboTka MakeTa y4eTHOI cpopMbl, Tabnnupl, 0bpasua;
obcyxAeHne Ha 3acelaHUn Hay4YHO-MEeTOANYECKOro CoBeTa;
NOAroTOBKA K YyTBEPXXOEHWNIO

OOWVH aBT.
NNCT

7650,0

CocTtaBneHune pekoMeHaaumnii no BHeAPEHNIO PernameHTUpYoLWmxX
LLOKYMEHTOB B MPaKTUKY:

paspaboTka METOANYECKMX PEKOMEHAALINIA, MHCTPYKLIMIA, NNaHOB
No BHEOPEHNIO HOPMATUBHOW OOKYMEHTauumn; NnoArotToska
PYKOMUCU K neyaTtun

OdWH aBT.
nnCT

14025,0

MogroTtoBka NUCbMEHHOM KOHCYNnbTauunnm, METOONYECKOIO NMNCbMa:

BbISIBIEHNE U aHaNn3 JOKYMEHTOB MO TEME; U3yYeHne 1
o0606wweHne onbiTa paboTbl BMBNMOTEK; HANUCAHNE TekcTa
KOHCY/NbTauun, METOANYECKOro NMcbMa; NoaroToBka K
06cyXAEeHN0 Ha 3acefaHnn Hay4YHO-MEeTOANYECKOro COBETA;
nopaboTka no ntoram obcyxaeHns; caada B nevatb

OdWH aBT.
nncT

8670,0

MNMonrotoska o63opa AesTensHOCTN BB NMOTEK NO ONpPeLeneHHON




TeMaTuke:

YyTOYHEHME TeMbl 0630pa; onpeaeneHne XpoOHONOr NYeCcKmx
rpaHunLpl; BbIIBNEHNE LOKYMEHTOB, 0TOOP X, MPOCMOTP 1 aHanus;

OLWH aBT.

8 |HanucaHune TekcTa; NoAroToBKa PyKonucy Kk 06Cy X OeHno Ha 9180,0
3acenaHny Hay4YHO-MeTOoANYEeCKOro cogeTa; gopaboTka pykonumcu e
nocne obcyXoeHns
PeueHanpoBaHme Hay4HbIX, METOANYECKMX, UHGD OPMALIMOHHbIX
MaTepuanos:

YTEHMe PeLEH3NPYEMOro MaTepmana; oueHka ero B Liefiom,

g [OTAENBHBIX yacTel, yCTaHOB/IEHNE COOTBETCTBMSA YNTATENbCKOMY |  OAWH aBT. 783,0
N LeNeBOMY Ha3HAYEHMIO, HAY4YHbIM 1 METOLNYECKUM nmeT
TpeboBaHNsaM

10 |HanucaHne peueH3uun OANH asT. 1305,0

nmeT
[MoarotoBka nekuunin, KOHCY NbTauum
PaspaboTka nnaHa nekuuii, KOHCy nbTaumii, nogbopka onHa nekuns
Martepuana, nsyyeHue ero; CoctaBneHune cnucka nuteparTypbl K KOHcy}'IbTaLI.I/I;I
nekumnn, KOHCy nbTauuu; HanucaHme TekcTa:

11 [nekums 1566,0

12 |{nekums, TemaTumyeckas Bctpeya, BebnHap, mactep-knacc 90,0

13 |nepBrYHasa rpynnosas KOHCYNbTaUmMs 1305,0

14 [M0BTOPHASA rPyNMOBas KOHCYbTaLMA C y4ETOM HOBOTO 522.0
matepvana

. y o4Ha

15|npoBeneHne yCTHOM MHOVBMAYaANbHOW KOHCY NbTauun 50,0

KOHCYnbTauuns

16|0TBET HA NMNCbMO ofHO nucbmo | 162,0

MpoBeneHne ceMMHaAPOB, y4eOHbIX KYpCOB, NPaKTUKYMOB,
CTaXMpPOBOK:
cemMmHap, y4ebHblil Kypc (2-7 OHel); onpeneneHne Tembl, OOWH

17 |[yTOYHEHMe CpoKM NPOBELEHUS, COCTABNEHNE NPOrpPaMMbl, cemMunHap, 8400,0
OMNOBELLEHNE Y4aCTHUKOB 1 BbICTYMAIOWMX y4ebHbIi Kypc
[MpakTukym (7-10 gHel); onpeneneHne TeMbl, 3a0aHns, —
ynpaxHeHust; cCocTasnexmne rpadouk U yTOYHEHME CPOKM MPAKTAKYM
NpOBEAEHMNS 3AHATUIA:

18 |rpynnoBoi npakTukym 2295,0

19 MHAMBMOYaIbHBIA NPAKTUKYM 2160,0
Craxwuposka (7 - 10 gHe); yToOYHEHME CPOKOB NPOBEAEHUS
CTaXMWPOBKW; BbISIBNIEHNE NUTEpaTypbl MO U3y4aeMOMy BOMPOCY; o4Ha
COCTaBNeHue NporpamMmbl U rpadpmka CTa> X MpoBKM C Yy4ETOM CTaXxupoBka
cocTaBsa cnywarenemn; 3ak/ilo4eHne 0 NPOX0XAEHUN CTaXUPOBKMU:

20|rpynnosas ctaxuposka 2805,0

21 [mHOvBMayanbHasa ctaxupoBska 2349,0

MpakTrka CTy4eHTOB BbICWIMX U CPEOHUX creumanbHbIX y4ebHbIX
3aBefeHun:

NoAroToBKa M opraHMsaums NpakTuky cTyaeHTos (8o 30 oHewn);
paspaboTka nnaHa npakTUKW, CornacoBaHue ero ¢
PYKOBOAMTENEM NPAKTMKKM (NpeacTaBntenem y4ebHoro

AFmiiA




22

3aBeAeHNs); CoCTaBNeHNe rpadorka NoceweHns CTPYKTYPHbIX
noapasneneHnii; opraHn3aums NPakTUYECKNX 3aHA TUI;
noLBeLeHNE NTOTrOB NPaKTUKW; COCTaBNEHMEe XapakTepucTuk
NPakTUKaAHTOB

ULHd
npakTunka

4860,0

[MpakTnyeckune 3aHATUS:

23

MOAroTOBKA NPaKTUYECKUX 3aHSATWIA; COCTaBNEHME 3a4aHns no
BbIMONHEHMIO M3y4YaeMoro 6nbnnoTeyHoro npoueccea,
KOHTPOJIbHbIE BOMPOCHI, TEMATUYECKNIA CNUCOK NTEepaTtypbl K
3a[aHuIo; HanvcaHue TesncoB

OOHO 3aHATNe

1050,0

CocTtaBneHue y4ebHon NporpamMMmbi:

24

onpeneneHve coctasa cnywarenei; cCocTaBneHne TeMaTmyeckoro
nnaHa, yToYHeHue nopsaka ulyyeHus; onpeneneHme
nocnenoBaTeNbHOCTU N3N0XEHNS TEMbI, BblAEEHNE OCHOBHbIX
BOMPOCOB; COCTAB/IEHME CNUCKA NMTepaTypbl Mo TeMam
NpOorpamMmbl; HanucaHne TekcTa; 06cyXaeHne NporpamMmbl Ha
3acelaHun Hay4HO-MeTOAMYEeCKOro coBeTa

oAHa
nporpamma

5733,0

[MocelweHne 6|/|6ﬂVIOTeK, Bble3bl B KOMaHOWPOBKWN C LUENbIO
n3ydyeHns pa6OTbI N OKa3aHUs MEeToOMN4YECKON NOMOLLN:

25

noAroToBka K KOMaHANPOBKE; YTOYHEHME CPOKOB U Lenu
KOMaHOVPOBKW, O3HAKOMJIEHNE C UMEIOWNUMUCS OOKYMEHTaMu 1
MaTepvanamu npenblaylwymx Bble3nos v nybnvkauuii B nevaTu;
cocTaBneHue nporpammbl (NnaHa) KOMaHaANPOBKM

Oo4Ha
KOMaHOnpoBka

574,2

26

COCTaB/ieHNe NHGOPMALNOHHOIo 0TYeTa (Cnpaskun) O
NpoBedeHHO paboTe; 0THYET BK/IOYAET: CBEAEHMS O MECTE
Bble3aa, Liensax n cpokax kKoMaHOUPOBKKU, 06 bekTax NoceleHmns,
aHanm3 cocTosiHMS paboTbl NO TEMe Bble34a, BbIBOAbI U
npeanoXxeHns B agpec bnbnnmotekn

OOWH OTYeT

1050,0

27

COCTaBNIEHME aBaHCOBOIro 0TYeTa, 3arnofIHEHNEe 0TYETHOro 6naHka
CO BCeEMU NpnnoxXeHnsamMn, coavya B 6yxranTepV|+o

O4WH OTYeT

40,0

28

noaroToska MHdopmaumm no pesynbtaraMm KOMaHaMPOBKMN
(YCTHO) B CEKTOpE, Y 3aBeyowero OTAENOM, HA Hay4YHO-
METOONYECKOM COBETE, 3aceaaHnm oupekumnm

onHa
NHpopMauus

105,0

MOHUTOPWHTI oeaTenbHOCTN OeTckux bubnmnoTtek Poccuiickoi
depnepauunm:

29

COCTaB/ieHne POpPM OTYETHOCTU

OdVH OTYeT

1200,0

30

pacchbinika MHOPMaUMOHHBIX NMCeM 1 OOpM oTHeTHOCTM no B
netckmx bubnmotek Poccuiickoih depepaunm

oOHa
pacchbinka

45,0

31

cHop POPM OTUETHOCTU, SNEKTPOHHbIE U TeNedOHHble
KOHCY/lbTauuM Mo BONPOCaM 3anofiHeHns (oopMm

oauH cbop

120,0

CocTtaBneHune kaneHnaps npogeccmoHanbHbIX MEPONPUATIIA
netckunx bubnmotek Poccuiickoin depepaumnm (€XXeroaHbii n
eXeKkBapTasibHbIN):

32

COCTaBJieHMe U paccbliika UHOPMaLVOHHbBIX MUCEM

exerogHas un
KBapTanbHas

120,0

33

cbop 1 0bpaboTka NONy4YEHHON MHCPOPMaLMK, BHECEHNE B
KaneHnapb NpogeccrmoHanbHbIX MEPONPUS T

exerogHas n
KBapTanbHas

1200,0

34

YTOYHEHVEe nHgopmaLum No NPoBoANMbIM MEPONPUATUAM

exerogHas v
KBapTasnbHas

200,0




O630p nybnukauuin NPoteccroHanbHoOM NPeCcchl (€XXEMECSIYHO):

35|oTH60p, NPOCMOTP 1 aHaNN3 cTaTel B XypHanax MecsiyHas 450,0

36 |uTeHne matepunana MecsiyHas 420,0

37 |HanucaHue ctatbu Mecsa4YHas 400,0

38 |coava B oTAen pasMelleHns NHopMaumn Ha cante MecsYHas 10,0
NoAroToBka (pefakTupoBaHNE) eXeroqHom CBOAHOW

39 [cTaTUCTUYECKON OTYETHOCTU CNeLMann3npoBaHHbIx BubnmnoTtek oauH otyeT | 18900,0

Poccuiickoin denepauun, paboTtarowmx ¢ MONoOaEXbo
OCYLLECTBNEHNE MOHUTOPUHIa OesATeNbHOCTH

40 [cneunannanpoBaHHbix 6ubnmoTtek Poccuiickoin ®enepaumum,
paboTatowwmx ¢ MONoAEXbIO Ans BBOLAA B 6a3y (€XXeMeCs4Ho)

Oo4Ha

NHdoopmaums 1050

MNprMeyaHme:

- K HOpMe BPEMEHM MPW COCTaBIEHUN LOKYMEHTOB, PErNaMEHTMPYOWNX OeATeNbHOCTb
pecnybnnkaHCKnx, Kpaesblx U 06nacTHbIX 6UONNOTEK, MPUMEHSIETCS MOBbIWAOLWMIA
Koadp puumeHTt 1,15;

- BPEMS NPOBELEHUS NEKLMMW, KOHCY NbTaumMK, NpakTUKYMOB, CTaXXUPOBOK, MPaKTUKW,
npebbiBaHMSA B KOMAHAMPOBKE M MPOBEAEHNS MHZDOPMALIMK MO ee pedynbTaTaM B HOPMy
BPEMEHM HE BXOAMT.

4.12. PaboTbl Hay4YHO-OPraHM3auUMOHHOI O
XapakTepa

Tabnuua 82



n/n

HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl

EnonHnua
N3mMepeHns

Hopma
BPEMEHMW,
MVH.

2

3

4

MoAarotoBka 1 NPoBeAEHNe TEOPETMNYECKON, HAyYHO-
NpPaKTNYecKoi KOHEPEHLIMN, TEMATMYECKOrO CEMUHAPA; NOUNCK
MeXAYyHapOAHbIX CNeLnanncToB; CONPoBOXAEHNE
MeXAyHapOAHbIX CNeLManmcToB B Ka4eCcTBe NEPeBOAYNKA;
MUCbMEHHBI NepeBod MHPOPMaLIMOHHBIX MaTEPManoB C PyCCKOro
Ha MHOCTPaHHbIE A3bIKU

OnpepneneHve cocTasa OPrkoMMTETA M y4aCTHUKOB KOH(pEepeHLmun,
ceMnHapa; oopMmpoBaHne 1 yTeepXxaeHne nporpammol 1
npurnacnTenbHoro GuneTta; opraHn3aunoHHbIE MEPONPUATIS;
NOLAroTOBKA K U34aHMNIO TE3MCOB; BblpaboTka npoekTa
pPEKOMeHAaaLNin; PUHAHCOBO-X035MCTBEHHOE 0becneyeHmne
KOHPepeHUmmn, CEMUHaPa; aHanu3 n oueHka paboTol
KOHgoepeHLuun, ceMnHapa; nogseneHne ntToros

0LHO
MeponpusiTue

KOHMHeCTBoyHaCTHMKOE

1-100

5670,0

101 -150

7560,0

151 -450

9300,0

MoaroToBka u NpoBeAeHe ceMnHapa, MeTOANYECKOro AHS,
3acepnaHus "Kpyrnoro ctona", sebuHapa

OnpeneneHne y4acTHUKOB, PyKOBOOMTENS, NEKTOPOB,
00KNanyMkos, cpoka 1 MecTta npoBeaeHns ceMnHapa,
METOLMNYECKOro OHS, 3acenaHuns "kpyrnoro ctona", sebuHapa;
onpeneneHne KOHTUHreHTa Y4aCTHUKOB; pa3paboTka Nporpammbi;
nHpopmaumnoHHoe obecnedeHmne; BbipaboTka npoekTa
peKkoMeHaaumnn; u3gaHne n pacchinika nporpammbl; pernctpaums
Y4YaCTHUKOB; TEXHMYECKOE CONPOBOXaeHMe BebnHapa:
obecneyeHne 3NeKTPOHHO KOMMYHUKATUBHOWM Nnowaaku,
NOAroTOBKA 9NEKTPOHHbIX NPEe3eHTaunin, KOHBEPTUPOBAHNE
Npes3eHTauni Ha 9NeKTPOHHblE NaTdOPMbl, UCTAHUMOHHAs
HacTpolika KOMMNbIOTEPHOro 060pynoBaHNS CnywaTenen,
npenaBapuTenbHoe TECTUPOBaHME 1 BeaeHne BebuHapa; aHanms u
oLeHKa ceMuHapa, MeToAn4Yeckoro gHs, 3acenaHus "Kpyrnoro
ctona", sebuHapa

04HO
Meponpusitue

KOﬂquCTBquaCTHMKOE

1-50

1570,0

51-100

3980,0

101 -150

6150,0

N[o|o| &~

151 - 450

8270,0

MogroToska 3acenaHui pegkonneruu:

YyTOYHEHMe cpoka V1 NOBECTKM 3acenaHunsi; oTbop matepuanos ons
obcy>XOeHUs M NOAroTOBKA X ANS KOMMPOBaHUS; ornpeneneHme
OMMOHEHTOB (PELIEH3EHTOB); ONOBELWEHNE O 3aceaHnm YEHOB
pPeLKONNerumn; paccholiika Matepuanos No NOBeCTke 3acenaHuns;
ogoopMieHMe NPennoXeHniA, BbiIckadaHHbIX y4acTHUKaMK

O4HO
3acepnaHune

560,0




3acenaHuns

OpraHusauns 3acenaHuii NpobneMHbIX KOMUCCUIA, COBETOB,
TBOPYECKUX KONEKTUBOB:

onpefneneHvne NOBECTKN AHS 1 CPOKOB NPOBEeAEHWs 3aceaHus,
yTOYHEHMe CcoCcTaBa y4aCTHUKOB; MOArO0TOBKa AOKYMEHTOB, 04HO

OpraH13aLUvoHHbIE MEPONPUSATUS (ONOBelLeHNe O 3aceaaHunu, MeponpusiTue
nonbop MaTepuanos); 0POPMIIEHME NPOTOKONA W PeLleHNs

940,0

[NpumeyaHwve:

- NPV NPOBEAEHNN MEPONPUATUA HA MEXAYHAPO4HOM YPOBHE K HOPME BPEMEHW MPUMEHSAETCS
nosblwaowWwmin koadp puuneHT 2,0; Ha penepanbHOM ypoBHe - 1,85;

- B HOPMY BpeMeHW He BXOAUT BpeMs NpoBeaeHNst KOHPepeHLnmn, ceMnHapa, MetToan4eckoro
IHS, 3acenaHuns "Kpyrnoro ctona" n Bpems, CBi3aaHHoe € u3faHnem matepuanos
KOHpepeHunmn, cemmHapa.

4.13. PegakTnpoBaHme pykonucewu

Tabnuua 83



Hopma

N EanHuua
HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BPEMEHWU,
n/n n3mepeHns
MVH.

] 2 3 4
PepnakTupoBaHue HayyHbIX 1 METOAMYECKMX MaTepuanos
MpoBepka v ncnpasneHne pykonucu B npoLecce NoAroToBKY ee K
neyaTun; yCTaHOBKA COOTBETCTBMSA TEKCTA HAYYHbIM N TUTEPATYPHbIM
TpeboBaHMAM, (OOPME 1 LIEIEBOMY Ha3HAYEHUIO M3aaHus,

COrnacoBaHne BHOCMMbIX UCNPaBNeHniA C aBTOPOM; fjopaboTtka
pyKOnucu:

1 [penakTuposanme MOHOrpaduii, COOPHNKOB Hay4YHbIX TPY OB, HAYYHbIX| OAWH aBT. 58400
0TYETOB, NPaKTMNYECKMX NOCOobUiA nncT ’
penakTupoBaHue MeTOONYECKUX MaTeprasnos: UHCTPYKTUBHO-

2 |METOAMYECKUNX MUCEM, PEKOMEHAALIMIA, KOHCY bTaLuuii, 0630p0B ORVH aBT. 2500,0
nesaTenbHocTn 6nbnnoTtek nner

5 [PEAaKTMPOBAHME LOKYMEHTOB, PErnaMeHTIPYIOWNX AeATENbHOCTb OAWH 8BT. | 54014
61 NMoTeEK: yCTaBOB, NOSTOXEHUIA, UHCTPYKLINIA nncT ’

OLVH aBT.
4 \penakTMpOBaHUE CTATMUCTMYECKMX Tabnuu, y4eTHbIX oopM, 06pasuos . 1980,0
. . | oounH aBT.

5 |penakTupoBaHne MaTepuanoB KOHepeHUMiA: 0OKNanoB, CoobWweHwit i 1050,0
PacwwndopoBka ayamnosanucein (Matepuanos KOHGEePEHLNA,

COBeLaHui):

6 |Habop TekcTa c ayaunodaina Oﬂ}I:I:CaTBT. 2400,0

7 |penakTupoBaHue HabpaHHOro TekcTa O.HJI{II:CE;BT. 1200,0

8 [KOHTpONbHOE penakTupoBaHve oﬂr:CaTBT' 120,0
PenakTuposaHune nonynspHoro 6ubnuorpaduyeckoro nocobums,

PEeTPOCNEKTUBHBIX HAy4YHO-BCMOMOraTenbHbIX ykasatenen, 0630pos,
CrnpaBokK, pedoepaTos, aHHOTALNN:

g [PEAAKTMPOBaHME NOMyNAPHbIX 6unb nnorpadpmyeckmx nocoobuii: OBWH aBT. | /1 g
TeMmaTuyecknx bubnmorpadmyeckmx ykasatenein, cnpaBo4YHNKOB nncT ’

10 penaKTmpo?aHme PEeTPOCMNEKTUBHbIX HAYYHO-BCMOMOraTenbHbIX OAVH aBT. | 00,0
yKkasarenen nmcT
penakTupoBaHNe aHannTnYecknx o630poB, CnpaBok, aHHOTaLMNA,

11 |pedrepaTtoB., cBOAHLIX pedoepaTunBHbIX 0630p0B, IKCNpecc- OANH aBT. 1080,0
NHCpopMaLnn o

o onHa

12 |penakTupoBaHune 6nbnnorpaduyeckon 3anmncu 4,6

3anvcb

13 [KOHTpPONbHOE penakTupoBaHue OAna 6,2

3anuncb

[MpumeyaHuve: Npu pegakTMpoBaHUM CMELWaHHOro TeKCTa K HOpMe BpeMEHN NMPUMEHSeTCS
nosblAoWNn Koadp puumneHT 1,1.




4.14. BcnoMmoratesbHO-TexXHn4Yeckas
paboTa

Tabnuua 84
Hopma
N HavnmeHoBaHue npouecca, onepaumun. Coctas EaonHnua BOEMEHN
n/n paboTbl N3MepeHNS P ’
MVH.
1 2 3 4
1 |0o3HakoMNneHune c MaTepuanom OOVH OOKYMEHT 10,0
2 |pepakTvpoBaHue maTtepuanos OOVH OOKYMEHT 12,0

[MpumeyaHue: Npu pegakTMpoBaHUM CMEWaHHOro TeKCTa K HOpMe BPpeMEHN NMPUMEHSAETCS
nosblwaoWnin koago puumneHT 1,1.

4.15. PaboTa no opraHu3sauumn Tpyaa u
yrpaBJieHNto

Tabnuua 85



Hopma

N EonHuua
HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MUH.
] 2 3 4
MnaHnpoBaHne paboTsbl
C6op, aHann3 NcxoaHoON NHopMaLun; onpeneneHme OCHOBHbIX
3ajayrona, yToyHeHue CpoKOB BbIMNOIHEHMS 3a4aHUA, HaNncaHne
006 BSCHUTENBHOW 3anMCcKkK; NOAr0TOBKA NPOEKTa NnaHa K OOVH NnaH
o6CcyXOEeHU0 Ha BCeX YPOBHSX, fopaboTka nocne obcyXaeHns;
npeLcTaBneHne nnaHa Ha cornacoBaHue 1 yTeepXxaeHue:
1 |nnaHa 6ubnunoTekun 6240,0
2 [nnaHa otgena, cekTopa 2740,0
3 [MHOMBUAOYaNbHOro nnaHa 370,0
E>xenHeBHbI y4eT paboTbl B CTPYKTYPHbIX NOAPA3OENEHMAX:
CTaTUCTUYECKUIA YYeT 3anncaBlunxcs (nepeperncTprupoBaBLLIMXCS
4 - y (nepep 1P ) o4Ha 3anucb 2,8
yntartenemn
5 |cTaTUCTUYECKUI yYeT KHUroBblAay, NoceLeHui o[Ha 3arnncb 8,6
yeT MHPOPMAaLIMOHHO-6MB Nnorpadunyeckon paboTbl No
6 y ®op ,u pac P ofHa 3anucb 2,7
yCTaHOBNEeHHON oopme
7 |y4eT BbIMONMHEHHbIX CNpPaBOK ofHa 3anuncb 2,7
ExenHeBHbI yueT aboHEHTOB, Nonb3ytowmxcs MBA:
8 |cTatmcTmyeckuin yyet aboHeHTOB, nonb3ytowmxcs MBA ofdHa 3anucb | 2,7
CTATUCTMYECKUI YYET NMONYYEHHbIX 3aKa30B, BblAaHHbIX
9 ofHa 3anucb 9,8
JOKYMEHTOB
CTaTUCTUYECKUI YYET 3aKal30B, NepeHanpaBieHHbIX B rme
10 y P P apy O Ha 3annchb 2,7
61bnmoTeku
3anucb utoru padoTbl B "JHEBHUK paboTbl" nogpasneneHms
11 P A P Apa3f o[Ha 3arnncb 3,2
61b nMoTeku
NHOMBUOYANbHbIA yYET: €XeaHEBHOE 3ano/IHEHNE NUCTKa y4YyeTa
12 Ansniy y A y olHa 3arnuncb 2,7
Tpyno3aTpart unv gHeBHKa paboTbl bnbnnoTekaps
CBOAHbIA CTATUCTMYECKWIA yyeT no 6ubnuoteke
Yucno untatenemn, KHUrosblaay, NOCEWEHU U UHON MHGOOpMaLInW;
oOHa 3anucb
nonBeneHne NTOroB CTaTUCTNYECKNX
NaHHbIX No bubnunoTeke:
13 [mecsu, 528,0
14 |kBapTan 792,0
15|ron 1080,0
CratuncTtuyeckuin yyet B pexume AC:
16|BBOA CTATUCTMYECKMX OAHHBIX C KOHTPONbHOro NucTa OOVH nncT 0,16
CBOJHbIA CTATUCTUYECKMIA yYeT no Bubnmnoteke (4MCno yntaTenen,
17 . . Ha MecsL, 120,0
KHUroBblAay, NOCEeWeHN 1 MHOM MHADopMaLIK)
MoaBeneHne NTOroB CTaTUCTUYECKUX AaHHbIX No bubnuoTeke: Ha Mecsu
18 |mecsau 0,27
19 |kBapTan 0,27
20|ron 0,27

CocTaBneHue OTYETOB:




npmem NNaHoOBO-OTHYETHbLIX JOKYMEHTOB OT CTPYKTYPHbIX

21|noapasneneHuin c NPoBepPKON NOTHOTLI COCTaBa; CoCcTaBneHne ORNH 13,0
CBOJHOW Tabnuubl OCHOBHbIX NokasaTenei AOKYMEHT
CocTaBneHne aHanMTM4YeCckoro otTyeTa: aHanu3 4esaTenbHOCTHU
nonpasaenennii u b nMoTekn, oTMeTKa M3MEHEHMS 3a roa, OLAH OTUET
HanucaHune TekcTa, NpeacTaBfeHne Ha cornacoBaHune n
yTBEPXOEHME:

22 |oTyeT BUbNMOTEKM 3a TO4, 3980,0

23|oTyeT oTOENa, CeKTopa 3arog 1320,0

24 |nHomBuayanbHbIA OTYET 3a rofq 586,0
CocTaBneHne oUHAHCOBLIX OTYETOB 06 ornnarte no BuaamM nnaTHbIX
YOnyT: OOWH OTYeT

25|3a mecsy, 510,0

26|3a kBapTan 840,0
CocTtaBneHue otyeTta ong yiataTenemn n HaceneHuns:
onpeneneHne cpoka npoBeaeHns otTyeTa, NOBECTKN OHS;

57|0NOBELUEHNE O AHE OTHeTA YNTATENeN, HACeNEHNS; BbINYCK OJHO 1580.0
CTeHraseTbl; 0pOpMIEHNE NPOTOKONA, 3aMEeYaHNA N NMPEeLN0XEHWNAMEPONPUATUE ’
yntaTtenen, HaceneHns, CocTaBneHne nnaHa nx peann3aumm
MoarotoBka NPoOM3BOACTBEHHbLIX COBELAHNI
OnpeneneHne NOBECTKN OHS, fpyra Yy4aCTHUKOB; NOAroToBKa onHO
crnpasku, 4PYrux MEPONPUATUIA, NPOEKTA PELIEHNS ; ONOBELWEHME CoBELAHME
Y4aCTHUKOB COBELLAHWNSA; MOArOTOBKA MOMELLEHNS:

28|coBewaHmne paboTHMKOB 6UBIMOTEKM 320,0

29 [coBelwaHme paboTHMKOB OTaena 264,0

30|COBELLAHME NO NTOraM NPUHSATHIX pewWweHni ¢ LUenbto OLLEHKUN NX OJHO 7.0
pes3ynbTaToB, NPON3BOACTBEHHbIE COBELWAHNS MO UToram roga coBsellaHne

51 |0nepaTueHoe coselanme (NS peweHns TekyLwmx OLHO 550
NPON3BOACTBEHHbIX 3a4ay) coBellaHne ’
OpraHunsaunoHHas (onepaTtusHas) paboTa:

30 |ROKyMEHTanbHoe ogoopMieHNE pexuma paboTbl oTaena OOWH 268.0
(cocTaBneHue rpadgpmka paboTbl, OTNYCKOB U OPYrnX LOKYMEHTOB) LOKYMEHT ’

33 obecneyeHne KOHTPONS 3a BbINOMHEHMEM NPON3BOACTBEHHOIO O0LHO 44
3a[aHu1s 1 Ka4ecTBOM paboThbl 3afaHue ’
obecneyeHne KOHTPONS 3a UCMOJIHEHNEM YNPaBNEHYECKOro N

34 [pelweHuns, npykasa, ykasaHusa oupekTopa, 3aM. AnpekTopa, 3as. ,D,OK')D/.MeHT 8,8
oTOEe/IOM

45[3@KN04eHNe, MPOANEHNe A0roBopa ¢ doupmamim, NpeanpuUaTUSIMN, OOWH 8400
opraHu3aumsMm, 4acTHbIMU NPeanPUHUMATENSAMU 0OroBsop

36 [cocTaBneHune KanbKynaumm LeH Ha nnaTHble YCIyru OANH 3340,0

JOKYMEHT
37 [BbiINUCbIBaHME cYeTa, KBUTaAHLNK OAVH 134
LOKYMEHT
38|cBepka onnaTbl CHETOB OANH 13,8
OOKYMEHT

JlenonponssoacTBo:




o uLVIH
39 |npuem n perncTpauus BXoaswen KOppecnoH4eHUMM LOKYMEHT 5,6
40 obecrneyeHne KOHTPONS 32 CBOEBPEMEHHBIM NCMONHEHNEM O4VH 5.6
[OKyMeHTa DOKYMEHT
41 [CVCTEMATU3ALNA 1 NOAWNBKA NCMONHEHHbIX IOKYMEHTOB B O4WH 5.6
COOTBETCTBMW C HOMEHKNaTypown nen DOKYMEHT
Pabota B pexume AC:
perncTpaumns BXo4sWen KoppecnoHaeHumn: BBoA B 6a3y AaHHbIX
42 KOHTPONbHOW KaPTOUYKM (4aTta NoCTynneHns, UHAEKC OOKYMEHTa, onHa 76
KOPPECNOHAEHT, AaTa, MHAEKC NOCTYNMBLIEro JOKYMEHTa, KpaTkoe | KapTouka
colepxaHuve, pe3onouns, KoMy HanpaseH)
obecrneyeHne KOHTPONS 3a NCMONHEHNEM NOKYMEHTa: BbiBOA Ha
43 [aKkpaH KOHTPONbHOI KapTOYKM, BBOL B HEE MHGDOpMaLmMmn 06 ofgHa 3anucb| 4,6
NCNONHEHNN

MNpumMeyaHne: BpeMs NPoOBEAEHNS OTHETA NepPen YntaTensiMm, HaceneHneM, CoBelaHnin B
HOPMY BPEMEHW HE BXOAMT.

4.16. Obcny>XnBaHme yaganaeHHbIX
noJsib3oBaTenien

Tabnuua 86



Hopma

rDln HanmeHoBaHme npouecca, onepaumn. Coctas paboTbl  |EOuHMLA N3MEPEHNs [BpEMEHN,
MVH.
1 2 3 4
PerncTtpauus nonb3oBaTtenen B peXxmme OHNamH:
1 [npoBepka 3anucu nonb3osBaTtens B 6ubNnoTeky OJWH NoNb3oBaTerb 1,0
5 obpaboTka 1 BBOL hamMmnnm, UMEHU, OTYECTBA OOVH 3NEKTPOHHbIN o5
nonb3oBaTens U agpeca ero aNeKTPOHHOM NoYThl doopmynsap ’
COCTaBJ/IeHNe N1cbMa C ykasaHueM nornHa u
3 CreHeprpoBaHHOIro CMCTEMO Napons, npukpenneHme ) OLHO 3N1eKTPOHHOE 05
NHCTPYKLMN NONb30BaHNSA N OTNpaska ero rno 3NeKTPOHHOM MMUCbMO
no4yTte nosib3oBaTento
O6cnyxunBaHme Nonb3oBaTenei B pexmme oHNamH:
4 [KOHCYNbTaLNS MO UCMONb30BAHNIO NHTepakTueHom b1 0.4Ha KOHCYbTaLNS 5.0
KHUWT
5 COMPOBOXAEHNE BUPTYyanbHOM KHI/IFOBbILD,aLlI/IZ ) OLMH 3aKa3 7.0
doopMupoBaHMe 3akasa Ha BUPTYyarbHON KHUXHOWM Nonke
Bbirpy3ka 13 AC HOBbIX MOCTYMNNEHUI 32 ONPeneNeHHbIR
6 |mepuo4 BpeMeHU B BUAE yKa3aTens HOBbIX MOCTYNNEHUN OOVH goann 5,0
(YHIT)
pas3MelleHne HoBbIX MOCTYM/IEHN OOKYMEHTOB Ha cainTe
7 |6ubnmnoTekn: coapaHme 3aronoBka aHHOTauum OOVH oann 1,5
npukpenneHne ganna(os)
paccblnika rno 3N1eKTPOHHON NoYTe yaaneHHbIM
8 [nonb3oBaTensM MHopMaLmMm O HOBbIX MOCTYMIEHUSAX OAHO i’;i';;%omoe 1,5
JOKYMEHTOB
NHJOOpMaLNOHHOE COMPOBOXAEHNE canTa, noprana u
9 [cTpaHuy B coumanbHbIX CETSAX: CO34aHMe 3aroioBka 0JHO cooblueHne 1,5
aHHOTauuun npukpenneHne goamnnos
PaboTa c cainTom oTnena 6ubnnoteku
PaboTa c HoBOCTSIMM OTL€ena:
10 NOAroToBKa Matepuana kK nybnvkaumm (npecc-penms, nocT- OLVH nevaTHbIA mneT| 1050.0
penns, ctaTbs)
11|pa3mMeLleHre HOBOCTU Ha canTe 04Ha HOBOCTb 10,0
12 |pa3melleHne HOBOCTY B COLMATIbHBIX CETSAX 04Ha HOBOCTb 10,0
13 onjpaBKa HOBOCTHOI0 COOOLWeEHMS ANs pasMelleHns Ha 0LHO CooBILEHMe 10,0
canTax napTHepoOB
14|nonbop nnnocTpaumnm K HOBOCTM ogHa unncTpaums 5,0
PaboTa c ooToranepeeii otaena:
15|dpoTocbemka ofHa cbemka 30,0
16|nonbop choTorpacouii ogHa jpoTorpadous 3,0
17 obpaboTka ooTorpadouii C NOMOLLbIO rpadonyeckoro oaa dotorpacpust | 15,0
penakrtopa
18 |co3naHne gpoToranepeu odHa cpotoranepea | 15,0
19 |nobaBneHune nognucer K poTorpacomam ofHa ¢poTorpadus 2,0

PaboTa ¢ NONHOTEKCTOBLIMM MaTepranamu,
6unb nuorpadnyeckuMm cnmckamm Ha canTe:




chopMaTUpoBaHne Matepmanos ans nybavkaumm (nepesos

20 oOVH MaTepuan 20,0

B Apyrne dpopmartbl, LefeHne Matepuana Ha 4acTu)
obaBneHve onmcaHns K matepuany (aHHoTauus,

21 A puany ( 4 0OVH mMaTepuan 10,0
Kntoyesble cnosa) - 1000 3HakoB

22|3arpyska martepuana Ha BHEIWHNA cant oOVH MaTtepuan 15,0

onHa
23 |0bHOBNEHME crincka Nybnmkauunin cCoTpyoHUKOB oTaena bubnunorpadgpuyeckas| 2,0
3anuncb

PenakTtupoBaHune n o6HOBNEHNe nHopMaummn Ha canTe:

24 |pepakTMpoBaHne Matepmnanos oJHa 3anncb 2,0

CospaHne popMbl 3N1IEKTPOHHbBIX ONPOCOB (3KCMnpecc-
ONpOC, OHNarH aHKeTMpPOBaHUe):

25|co3naHuve 1 pa3melleHne BONpocoB Ha canTe 0JVH BONpPOC 6,0

26 [co3naHue cTpaHuubl onpoca 1 gobasneHune koaa ¢ canta ofHa cTpaHuua 15,0
CospnaHue HOBbIX pa3fenioB Ha canTe:

27|co3paHuve OOVH pasgen 15,0

PepnaktupoBaHue 1 06HOBNEHNE MHG OPMALIMOHHOMO
KOHTEeHTa Ha canTe:

28 [penakTmpoBaHme ctaTemn, pasMeLleHHbIX Ha canTe 04Ha HOBOCTb 10,0
nouck 1 oTbop MHpopMaumm ons peaakTMpoBaHns

29 ctatuctunyeckom b1 20,0

30 |o6HoBREHME 3anuceli b 0JlHa 3anucb 5,0

31 [BHeceHune HoBbIx 3anucen B bl ofHa 3anucb 10,0
O6paboTka [OKYMEHTOB ANS 3arpy3Ku Ha CanT:

32 |penakTmpoBaHne n goopMaTtupoBaHue TekCTa JOKyMeHTa OOVH aBT. NUCT 60,0

33 KOHBe[V)TVIpOBaHI/Ie OOKYMEHTa U3 04HOro gpopmarta B 0.AMH JIOKYMEHT 10,0
apyrown gpopmar

34 3arpyska Ha BHelHWe pecypchbl OOVH OOKYMEHT 15,0

35|pasmelleHre Ha canTe oTaena OOVH OOKYMEHT 10,0
3anofiHeHne CcTpaHuubl 0TAeNa B coumanbHbIX CETAX:

36 [nounck n oT6op HOBOCTEN HA BHELHMX pecypcax 04Ha HOBOCTb 24,0

37 |cocTaBnieHne aHHOTauum K HOBOCTAM 0QHa HOBOCTb 15,0

38 [pa3meLleHne NnocTa Ha CTpaHuue oTaena 04Ha HOBOCTb 5,0

4.17. OnpepeneHne
KHUroobecne4yeHHoCTM y4ebHoro
npouecca B 6a3e gaHHbIX AC
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Hopma
N EovHnua
HanmeHoBaHue npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MVH.
] 2 3 4
1 MOWCK onpeaeneHHon gucumnanHbl y4ebHOro npouecca B Mooy ne ofHa 10
"KHuroobecneyeHHOCTb" auncumnnmHa ’
nouck B 6a3e naHHbix AC OKYMEHTOB, MOAXOAAWMX AN15 BbIOPAHHOM onHa
2 (amcumnnmHbl (OCHOBHOWM CMUCOK), B P€XUMe NPOoCTOro u AVCLMANMHA 10,0
pacWwypeHHOro nomcka
MNPOCMOTP KaXOoro AOKyMEeHTa no BCEM napameTpam ans
3 onpeneneHns HeobxoANMOCTM BKHOYEHWNS €ro B CNIUCOK, 0TOOP OOWH 60.0
BblOpaHHbIX JOKYMEHTOB (0o06aBneHme K MMEOLMMCS NONAM eLle DOKYMEHT ’
OLHOro nong "gucumnnunHa")
4 nprcoeanHeHne 0TobpaHHbIX JOKYMEHTOB (OCHOBHOW CMUCOK) B ofHa 50
moayne "KHuroobecneyeHHOCTb" K ONpeLeneHHOoN ancumninHe ancumnnmHa ’

5. TunoBble oTpacsieBbie HOPMbI Tpyda Ha
PaboOThbl, BbIMOJIHAEMbIE B AETCKUX,

IOHOLWEeCKnXx bnbnmnorekax, B

bubnmnotekax HNW, obpasoBaTesnbHbIX

ydypexaeHunn (Ha ocHoBe
aBTOMATU3NPOBAHHbIX CUCTEM
yrnpaBJieHUd npoLeccamu)

5.1. KomnnektoBaHune poHO0B

Tabnuua 88
Hopm
N EovHuua opMa
HaunmeHoBaHme npouecca, onepauun. Coctas paboThbl BPEMEHU
n/n N3MepeHns
MUH.
1 2 3 4
npuem n otbop AN POHLOB HOBbIX MOCTYMNAEHWIA, NOYHYEHHBIX MO -
1 |conpoBoAuTENbHOMY OOKYMEHTY - IMCTY rOCyAapCTBEHHOM OKYMEHT 3,6
pervcTpauunm y
OLWH
2 |TexHunyeckasi 0bpaboTka NOKYyMEHTOB 4,5
LOKYMEHT
3 |BBOL LOKYMeEHTOB B 6a3y naHHbIx (B/1) OAnH 4,5
NOKYMEHT




5.2. bubnnorpadunyeckoe onncaHue um
NMHOEKCNPOBaHNE NOKYMEHTOB

Tabnuua 89
Hopma
N EanHuua P
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3MepeHns
MVH.
1 2 3 4
1 hopmMmpoBaHme 6ubnmorpacy4eckoin 3anncu Ha LOKYMEHThbI Ha onHa 180
PYCCKOM S3blke (onucaTtenbHas katanornsaums) 3anuncb ’
hopmMmpoBaHme 6ubnmorpacyeckon 3anucu Ha LOKYMEHThI Ha onHa
2 |MHOCTpaHHbIX EBPOMENCKUX A3blkax N A3blkax HapoaoB Poccuinckom 3aMnCh 27,0
denepauunm, KpoMe PyccKoro (onucaTtenbHas katanornsaums)
oOHa
3 [MHOekcmpoBaHMe LOKYMEHTOB (CodepXaTtenbHas katanormsauus) 3aMnCh 18,0

5.

3. PaboTa c KaTanoramwu
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Hopma

N EanHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MVH.
] 2 3 4
MonrotoBntenbHas paboTa:
ofHa
1 [pa3bop kapToyek Ans pacCTaHOBKWU B anddaBUTHblE KaTtanoru 0,5
KapTouka
onHa
PepnakTupoBaHue reHepanbHOro anasmMTHOro katanora:
KapTouyka
2 |katanor - ctapbin pag (oo 2000 roga) 1,0
3 [kaTanor - HoBbIn pag (c 2000 rona) 0,5
4 KaTanor - MTHOCTPaHHble eBPOMNENCKMe A3blkn U SA3bIK1 HAPOL0B 10
Poccuu, kpome pycckoro ’
onHa
5 |pa3bop kapToyek A5 pacCcTaHOBKM B CUCTEMATUYECKUE KaTanoru 0,3
KapTouka
onHa
6 [penaktmpoBaHue ["'eHepanbHOro cuctematmyeckoro katanora (FCK) 0,5
KapTouyka
onHa
7 |penaktupoBaHue opurnHan-maketa b3 Ha ogHOYaCTHbIE JOKYMEHTOB 0,3
KapToyKa
g [PEAaKTMpOBaHME OpurHan-makera B3 Ha MHorovyacTtHble onHa 045
JOKYMEHTOB KapToyka ’
penakTupoBaHue 3annucen Ha e anHuubl xpaHeHuns B N0 no onHa
9 [M3BELWEHNSM O BHECEHUN N3MEHEHUI B KATanoru, nony4YeHHbIMA 13 3anVch 54
TexHonorundyeckoro otgena (TO)
PepnakTtnpoBaHue bubnmnorpadmnyeckunx 3anvcei (b3) (KOHTPONbHbIE oaHa
nons coopmarta un tekcta b3): 3anuncb
10 [penakTpoBaHne KOHTPO/bHbIX NONen gpopmara 5,4
11 |penaktnposaHue Tekcta b3 54
12 penakTmpoBaHue bubnuorpadguyeckux sanuceii (b3) B MO ogHa 54
(BBeaeHue nHaekcos 66K B B3) 3anuncb ’
13 dopmuposaHme b3 B MO ¢ ucnonb3osaHMeEM CBOLHOMO KaTtanora ooHa 120
Poccuitickon depepaumn 3anuncb ’
ofHa
14 |pepaktnpoBaHne B3 Ha MHOro4YacTHble LOKyMeHThI B 1O 3anvch 12,0

5.

4. PaboTa c hoHOOM
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Hopma

N EaovHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3MepeHns
MUH.
] 2 3 4
MNMonrotoButenbHas paboTa:
noarotoBka pabounx MecT; opraHmsaums paboyero mecra:
noaknyYeHne KkomnbioTepa, exon B OPAC, npoBepka anekTPOHHOM
NOYTbI, paccblfika OTBETOB Ha 3anpochl; NOAroToBKa 3ana k paboTe:
opraHunsauusi paboumx MecT YaTatenei, BnaxHasi obpaboTka 04HO
1 |MOHUTOpa KOMMNblOTEpa, CTaHUMN CaMOOOCNYXUBAHUSI, MOHUTOPA pabouee 5,0
SNEKTPOHHOro Kartasnora, pacctaHoBka (pasmelleHre KHUXHOro MecTOo
MaccuBa, COaHHOro nocne npenblaywero paboyero OHS, Ha nonkax
OTKPbITOro 4OCTyna), 03HakOMJ/IEHNE C MEPUOANKON N C HOBOCTAMU B
cetn "iHTepHeT"
NOoNyyYeHVe OKYMEHTOB C BbICTABKM HOBbIX MOCTYNAEHWIA (Npu OAHa
2 y y y naptua (100| 16,0
yyactue 4-x 4enoBsek)
[OKYMEHTOB)
NpreM HOBbIX NOCTYNNeHunin B [lporpamMmme nepenayv; ceepka OAna
3 y ! naptus (100| 12,0
HanMumsa KHUr B NapTumn C CONPOBOANTENbHBIM LOKYMEHTOM
IOKYMEHTOB)
O6paboTka HOBbIX MOCTYMNNEHWIA
MepBUYHbIA pa3bop HOBLIX MOCTYMNEHWIA; NPOCTABNEHNE WTEeMNENS onHa
Ha TUTYNbHOW 1 17 cTpaHULUAX KHUMN; aKTUBaLNS U
4 y panmu 4 naptna (100| 26,0
penakTupoBaHue B 3N1EKTPOHHOM KaTanore; nevyaTb UHBEHTAPHOro [OKyMEHTOB)
N v npukneneBaHve pagnoMeTku (e AMHUYHbIE 3K3EMMNNSAPbI) y
OL4VH
5 |Pa3bop AOKYMEHTOB ANS ONpeaeneHns paccTaHOBOYHbIX WMAPOB A 1,0
LOKYMEHT
6 MpenBaputenbHas cucTteMatTnsaums JOKYMEHTOB rpynnoBoM OAVH 10
06paboTky ONs onpeneneHns NoONOYHOro NHAeKca LOKYMEHT ’
oLVH
LincppoBka DOKYMEHTOB: A
JOKYMEHT
7 |c oBymMsa wudppamm (1- "BUpTYyanbHbIn") 1,0
8 |6e3 wudopa 1,8
9 (nocbinbl 3,6
10 (BBOL WKdppa 0,5
LndpbpoBka LOKYMEHTOB rpynnoBoi 06paboTku: OANH
' NOKYMEHT
npenBapuTenbHas cuctemMatTusaumns (BBo4 nHagekca otpacnm
11 1,0
3HaHusa no Tabnuuam bBK B 3K)
12|geTanbHasa cuctematmnsaums (BBoa nonoyHoro nHgekca 66K s 9K) 1,0
- OL4VH
13|06paboTka LOKYMEHTOB HA MHOCTPaHHbIX EBPOMENCKNX Si3blKax 3,6
LOKYMEHT
14O6p860TKaﬂOKyMeHTOBHaHauMOHaanHXﬂ3HKaXHapOﬂOB O4VH 45
cybbekToB Poccuiickon denepaunm JOKYMEHT ’
O4VH
15|nprem n obpaboTka nokymeHToB XVIII - XIX BB. 8,0
NOKYMEHT
. ~|Tpyem n obpaboTka 0Te4YeCTBEHHbBIX NEPUOANYECKMX N3OAHUIA N3 OAVH ‘o




3TV NOKYMEHT
17|Prem 1 06paboTka MHOCTPAHHbBIX MEPUOANYECKNX N3OAHUIA U3 O4VH 18
3TV [OKYMEHT ’
18 [nepewndppoBka OOKYMEHTOB ORVH 27,0
LOKYMEHT
19 BBOL Hap-kona nokymeHTta B 9K OAVH 2,6
HOKYMEHT
oAHa
20|nepenadya nokyMeHTOB Ha apyca ®b B aucnetyepckoi nporpamme [naptus (100 26,0
IOKYMEHTOB)
O6cnyxuBaHue uitateneii n aboHeHToB B P b:
. OLHO
21 [BbINONIHEHME TPeboBaHWA, NOCTYNMBLLKX MO 3NEKTPOHHOMY 3aKasy 1,0
TpeboBaHme
oAHa
22 [B3aMMopacyeT Co CTPYKTYpHbIMU NnogpasneneHmamm bubnmotekn  [naptmsa (100| 14,0
[OKYMEHTOB)
paboTa ¢ 3a40M1KEHHOCTbIO: COCTaBieHMe no 6ase YiTanbHOro
3ana cnucka 3af0/1XKHUKOB; cocTaBneHme no 6ase LeHTpanbHoM
Kadpeapbl cnvcka 3a40/1XKHNKOB; BolaeneHne 13 obuero cnmieka
23 (32,00/1KHNKOB BMONNOTEKMN 32 00MKHUKOB; €>XXEeOHEBHbIA KOHTPO b OANH 1,8
LONIXHMKOB C HAaNOMMHaHNeM 0 HeobxoAMMOCTH Bo3BpaTa AOKyMERT
3a0epXaHHbIX KHUT; aHann3 agppekTMBHOCTN NpoaenaHHO
paboThbl
ObecneyeHre COXpaHHOCTY CHOHAOB:
o4 [TOArOTOBKA AOKYMEHTOB Ha MUKPOTbMMPOBaHNE n OL4VH 5.4
CKaHupoBaHue HOKYMEHT
onHa
25|nepenaya [OKYMEHTOB Ha MUKPOOUNbMUPOBaHKE U CKaHMpoBaHue | napTtus (20 16,0
IOKYMEHTOB)
OLWH
Ceepka (poHAa ¢ aneKTPoHHbIM KaTanorom (9K):
LOKYMEHT
26 (04HOYaCTHbIE OOKYMEHTbI 1,8
27 |MHOro4yacTtHble 4OKYMEHTbI 3,6
28 |npoBepka foocTyna K a/IeKTPOHHOMY pecypcy OANH 54
HOKYMEHT

5.5. CnpaBo4yHO-bubnmnmorpadmnyeckoe
obcnyxxmnBaHue
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Hopma

N EaovHunua
HanmeHoBaHMe npouecca, onepaummn. Coctas paboThbl BPEMEHMU
n/n n3mepeHuns
MVH.
1 2 3 4
BbinonHeHne yCTHbIX 61ubnmorpadnyeckmx CnpasBok:
1 [noarotoBka pabouymx Mect eXenHeBHO 13,0
€XeLHEBHbIN CTAaTUCTNYECKUI Y4eT CNpPaBOYHO-
2 o eXenHeBHOo 13,5
6ubnmnorpadmryeckoro 06CnyXnBaHns ymtatenein
N3yyeHne oTpuLaTenbHbIX 0TBETOB Ha Bubnrorpaguyeckme
3 "% pnd pac exenHeBHOo 13,5
3anpochl C Lenblo BbisBNeHUs bpaka
4 |npuem 3anpoca Ha BbinofHeHne 6ubnnorpagonyeckon cnpasku oauH 3anpoc | 10,0
O4VH
5 (odpopmneHne KOHTPONbHOrO NMNCTKA NOSb30BaTeNs 1,0
nonb3oBaTe’ib
6 |TemaTtmyeckas yctHasa bmbnmnorpaguyeckas cnpaska ofHacnpaeka| 17,0
7/ |anpecHag ycTHasa crnpaska ogHacnpaseka| 8,0
8 |yTouHsitowas yctHas bubnuorpaduyeckas cnpaska ofHa cnpaska| 18,0
9 |hakTorpaduyeckas yctHast bubnmorpadcpmyeckas cnpaeka ogHacnpaeka| 15,0
onHa
10 [opueHTrpyowas KOHCY NbTaums A 6,0
KOHCY b Tauus
bubnunorpadpuryeckas / daktorpaduyeckas cnpaeka rno
11 pac ® pac P ofHacnpaeka| 12,0
TenegoHy
BbinonHeHne nucbMeHHbIX B1bnmorpadnyeckmx cnpasBok:
NpyveM 1 pernctpaums NMCbMEHHOro 3anpoca B OpraHM3auroHHOM
12|P P pa P P H OJWH 3anpoc 3
rpynne
13 |oucneTtyepmnsaumns NMCbMEHHbIX 3anpocos B rpynne CBO eXeaHEeBHO 60
erncTpauuns 3anpoca B XypHasne yyeta MMCbMEHHbIX CNPaBoK
14° pau P yp y P 0JHa 3anucb 3
rpynnsl CBO
lNMnucbMeHHas TemaTuyeckas cnpaska:
TemMatunyeckasa cnpaska 1-ol CTENEHM CNOXHOCTU: 40 25
15 - P A ogHa cnpaska| 1200,0
Ha3BaHWiA, C NPOCMOTPOM 61O NMOrpadoNHecKx UCTOYHNKOB
TeMatuyeckas cripaska 2-0/ CTerneHu CNOXHOCTU: CBblle 25
16 [Ha3BaHwWi, C NpoCcMOTPOM BB NNOrpacPnUYeCKnx N TEKCTOBbIX onHa cnpaeka| 2900,0
NCTOYHWKOB
17 [nucbMeHHas yTo4vHsowas bubnunorpadunyeckas cnpaska onHa cnpaeka| 360,0
18 |nucbMeHHas agpecHas crnpaska onHa cnpaeka| 120,0
19|nucbMeHHas hakTorpaduyeckas cnpaska ogHa cnpaeka| 360,0
50| MMICbMEHHbIE KOHCY bTaLMK: TEeMaTU4eckas KOHCy nbTauns, onHa 480.0
KOHCY b TaUns-Knuwe KOHCYNbTauus ’
PepnakTupoBaHue BbINONHEHHbIX MMCbMEHHbIX CrPaBOK:
21 ([agpecHasa nMCbMeHHas cnpaska ogHacnpaeka| 9,0
Tematnyeckas NUCbMeHHas cnpaska: ollHa cnpaska
22|1-1 cTeneHn CNoXHOCTU 18,0
23 |2-11 cTeNeHn CNOXHOCTU 48,0
24 |yTOYHAIOWASA NMCbMEHHas cnpaska onfHacnpaseka| 8,0
25|hakTorpadunyeckas NnMCbMeHHas crpaska ogHa cnpaeka| 8,0
A~ |PETUCTPALMS BbINONHEHHON NUCbMEHHOM cnpasku B rpynne CBOs8| . oA




“®|xypHane yyeTa NCbMEHHbIX 3aNpOCOB DHnd sdliibB oY
07 perucrpauns BbII'IPJ'IHeHHOVI NMUCbMEHHOW CNpaBKK B 0Ha 3anVCh 2.0
opraHudaumoHHon rpynne CbO
28 |ogpopmneHune n nepenava/oTnpasneHne oTeeTa 3akasymky oavH 3anpoc | 12,0
BupTtyanbHas cnpaBoyHas cnyxoba:
29 |BupTyanbHag Temartmyeckas cnpaska onfHa cnpaseka| 18,0
30 [BupTyanbHasa agpecHas cnpaska ogHacnpaeka| 7,0
31 |BupTyanbHas yToyHsaowas cnpaeka ofdHa cnpaeka| 18,0
32 [BMpTyanbHas opueHTupyowas crnpaska ogHacnpaeka| 6,0
33 |odhopMeHne oTBeTa Ha 3anpoc YmTatens 04HO NUCbMO 6,0
34 |nononHeHne apxmsa BbINONHEHHbIX cnpaBok ("basa 3HaHuin") onfHacnpaseka| 11,0
35|CKaHNPOBaHNE NOKYMEHTOB 13 doHgos CBO no 3akasam onHa 3.0
nonb3oBaTenen cTpaHuua
KoHcynbTaumn: OAna
KOHCYNbTaums
36 |MmeToanyeckas 10,0
37 [Tematunyeckas 10,0
3g|10K@NIbHAS KOOPAMHALIS 1 ANCTIETHEPU3ALIMS BbINONHEHNS onHo muesmo | 12,0
BUPTYabHbIX CNPaBOK
Bubnuorpaduyeckoe obyyeHme nonb3oBaTtenei
KoHcynbTaumm: OAHa
KOHCYNbTaums
39|meToanyeckas 10,0
40 [temaTunyeckas 15,0
noarotoeka bubnunorpadpmyeckoro ob3opa no MetToauke
41 dopMupoBaHmsa 6rnbnuorpadunyeckon aanmcu, paboTbl ¢ oavH 0630pa | 2400,0
KaTtanoramu, 6ubnnorpagonyeckumMm NCTOYHNKaM1 o OPMUPOBaHMS
cnucka nutepartypbl K Hay4Hown paboTe
4 |MOArOTOBKA 1 NpoBEAEHNe 6ubnunorpadmryeckoro ob3opa no oavH o6zopa | 480.0
MeToauke 6Bubnmnorpadgmryeckoro onmcaHus
43|TPOBEAEHNE SKCKYpPCUK MO dooHAaM 1 CrpaBOYHO- onHa 480.0
6ubnnorpadpuryeckomy annapaty (CBA) LIBC aKCKypcus
BeneHune cnpaBoyHo-6ubnmnorpadmyeckoro annapara:
44 |BeieHune apxmBa BbIMOMHEHHbIX CIPABOK B 9N1IEKTPOHHOM pexume |ogHa cnpaeka| 8,0
45|sBog kaptoTek B B oana 6,0
KapTouka
BbicTaBo4Has pabora: oAna
BbICTaBKa
46 paspaboTtka nunaHa opraHusaumm n aKCNOHNPOBaHUS 2160.0
TEMATNYECKON BbICTABKM
47|noAroToBKa COMPOBOAUTENLHON AOKYMEHTALUMN K BbICTaBKE, 3600
aTUKeTaxa
48 [MOHTaX BbICTaBKM 480,0
49 |neMoHTaX BbICTaBKU 240,0

I'Ipleeanl/le: npu pa60Te C OOKYMEHTaMn Ha NHOCTpPAaHHbIX eBpOHeIZCKMX A3blKaX N A43blKax




HapognoBs Poccuiickon ®enepaumnm, KpoMe pycckoro, K HOpMaM BpeEMEHU NpUMeHseTcs
nosblwaowWwmin koag puuneHT 1,15.

5.6. HOTHble n3gaHnAa U 3ByKO3anuncu
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Hopma

N EaovHuua
/i HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl WaMEpeHIs BPEMEHMU
MVH.

1 2 3 4
dopmmpoBaHme brubnrorpagonyeckoin 3anmcu:

1 [Ha rpaMnnacTiHkn Ha pycckom A3bike (onucartenbHas OLAH ANICK 140.,0
Katanormsaums)

Ha rpamMnnacTUHKN Ha MHOCTPaHHbIX EBPOMNENCKMX A3blKaxX U

2 [a3blkax Haponos Poccurckon denepaumm, Kpome pycckoro OOVH OUNCK 180,0
(onucatenbHasa katanornsauus)

3 [H& @yAVI0 KOMNAKT [UCKE Ha PYCCKOM A3blke (onucatenbHas T 160.0
KaTanormsauus)

Ha ayano KOMNakT AMCKE Ha MHOCTPaHHbIX €BPOMNENCKMX A3blKax U1

4 |a3blkax Hapogos Poccuitickon degepaunm, KpOMe PyCcKoro s3bika| oAuH AUCK 220,0
(onucartenbHas katanornsauus)

5 |Ha My3blkanbHOM KOMMNAakKT AUCKE (onucatenbHas katanormsaums) | OAuH AucK 480,0

g |H& HOTHbIE N3AAHMS HA PYCCKOM A3biKe (onucaTtenbHas O4VH 132.0
Katanormsauus) IOKYMEHT ’
Ha HOTHblE 3OaHUs Ha ?HOC;I'paHHbIX €BPOnemnckunx a3bikax u -

7 |a3blkax Haponos Poccuitickon depepaunm, KpOMe Pycckoro 140,0
(onucatenbHas katanorn3aums) AOKyMEHT
CnpaBo4HO-6mbnuorpaduyeckoe 06cnyXXnBaHme B YNTaNbHOM
3ane
BbinonHeHne ycTHOI 6ubnnorpadnyeckoi cnpaskm

8 |npvem 3anpoca Ha BbiNoHeHe Brubnnorpadnyeckol cnpaskm OLWH 3anpoc 6,0

9 |TemaTuyeckas yctHas bmbnuorpadgouyeckas cnpaska ogHa cnpaeka| 20,0

10|ycTHas agpecHas bubnuorpaduyeckas cnpaska ogHa cnpaeka| 12,0

11 |yTouHsilOWwas yctHaa bubnuorpaduyeckas cnpaska onHa cnpaska| 22,0

12|dbakTorpaduryeckas yctHas bubnumorpadouyeckas cnpaska ogHa cnpaeka| 18,0
KoHcynbTaumn: oAna

KOHCYNbTauus

13 |6ubnmnorpadpmyeckmne 10,0

14 |opueHTupyowme 3,0

15 [BCNOMOrarenbHoO-TexXHN4Yeckme 6,0
BbinonHeHMe nucbMeHHbIX B1bnmorpagnyeckmx cnpasok:

{g[TPVEM 1 perncTpaums 3anpoca B KHUre yueta nucbMeHHbIX onna crpaska| 15,0
6ubnmnorpadpmyeckmnx cnpaBok

1.7|/|3yl4eH|/|e3ar|poc:a,){’CTaHosnel-u/le|/|n|/|yTqueHme:anemeHTOB oaHa crpaska| 900,0
616 nmorpadpnyeckoin anmncu
BeneHune cnpaBo4Ho-6ubnmnorpadmnyeckoro annapara:

18 |odoopMneHne KapToukn ona KapToTek oAna 16,0

KapToyka

19cosnaHme6|/|6n|/|orpa¢w|Lu90K0|7|3anv|cv|(53)HaCTaTb|/|nomy3b|Ke — 8.0
N3 OOKYMEHTOB, HE COOTBETCTBYOWMX Npodouno M3

20|BeneHuve kapToTek oAna 1,0

KapTouka




5.7. PaboTa c nutepaTtypon no
bnbnnorekoBeneHuto,

bundnmnorpadoBeneHnNo N KHUTOBEOEHNIO
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Hopwma
N EovHnua P
HaumeHoBaHme npouecca, onepaunn. CocTtas paboThbl BPEMEHMW,
n/n N3MepeHns
MVH.

] 2 3 4
O6paboTka HOBbIX MOCTYNEHW B NporpaMMHoM obecnedeHun (MO):

1 [Tprem Hosbix NOCTYMNNEHWUIA OTEYECTBEHHbIX JOKYMEHTOB B O4VH 05
AnCrneTyepckor nporpamme nepenayu LOKYMEHT ’

o [PYIEM HOBBIX NOCTYNNEHWIA HA MHOCTPAHHbIX EBPONENCKNX A3blKax M OLWH 10
a3blkax Haponos Poccuinickon depepaumm, KpOMe pycckoro JOKYMEHT ’
obopMneHne KapToyKn Ha JOKYMEHT Ha PYCCKOM A3blke AN onHa

3 |kaTanoros 1 06nacTHbIX KAPTOTEK C MCMONb30BaAHNEM 8,0

- KapTouka
6ubnmnorpadpmryeckor 3anuncu
0OOpMIIEHME KApPTOYKN Ha JOKYMEHT Ha MHOCTPAHHbIX €BPONEenCcKmxX

4 |A3bIKaX 1 A3blkax Hapoaos Poccuitickon depepaunn, Kpome ooHa 100
PYCCKOro, NS Katanoros 1 06nacTHbIX KAPTOTEK C UCMONb30BaHNEM | KapToyka ’
6ubnmnorpadpmryeckor 3anncu

onHa
5 |aHanuTnyeckoe onucaHne nokymeHTos B [10 12,0
cTatbs
O6cnyxwnBaHue Nonb3oBaTenel; BUpTyanbHas cnpaBoyHas cnyxoba:
OLWH
6 |npuem Gubnuorpacdunyeckoro sanpoca YaTaTens 3,0
3anpoc
onHa

7 [BMpTyanbHasa Temartmyeckas crnpaska 54,0

crnpaska
onHa

8 [BupTyanbHas agpecHas cripaska A 18,0

crnpaska
onHa

9 [BupTyanbHasa yToyHSaoWas cnpaska 26,0

crnpaska

10 |BMpTyanbHas pakTtorpaduyeckas cnpaska oAna 20,0

crnpaska
OLHO
11 [odpopmneHme oTBeTa Ha 3anpoc ynutaTens 10,0
NNCbMO
" < onHa
12|nononHeHne apxmea BbIMNONHEHHbIX CNPaBokK ("basa 3HaHui") 10,0
crnpaska
€>Xe[HEBHbIN CTATUCTUYECKUN Y4eT CNPaBOYHO-

13 A y P o exenHesHo| 12,0

6ubnmnorpadmryeckoro 06CnyXnBaHns Ymtatenen

5.8. O6bpaboTKa oNTUYECKNX KOMMNAKT-

nnckoB (O2P)
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Hopma
N HaumeHoBaHume npouecca, onepaumn. Coctas
EonHuua namepeHns | BpeMeHn,
n/n paboTbl
MUH.
1 2 3 4
nonyyeHne n goctaska ONTUYECKMX KOMMNAKT-ANCKOB|04HA NapTus LOKYMEHTOB
1 3 30,0
n3 gucnetyepckon OLIK3 (100 gumckos)
o [PMem HOBbIX MNOCTYNNEHWIA ONTUYECKUX KOMMNAKT-  |0OHA NapTUS OOKYMEHTOB 60.0
INCKOB (100 ouckos) ’

CYMMapHbIli y4eT KOMMNakT-auUCKoB (Mo

3 - 0ofHa napTus OOKYMEHTOB 7,0
yCTaHOBNEHHOM chopMme) A P ROKY

4 MHOVBMOYaNbHbIA y4eT KOMNAKT-ANCKOB 04Ha 3anncb 1,0
TexHuyeckas obpaboTka ONTUYECKUX KOMMNAKT-

5 OOVIH OOKYMEHT 2,0
ONCKOB

6 |wndppoBKka OOKYMEHTOB B MoAyne ak3emnnsapbl MO OOWH OOKYMEHT 1,0

5.9. PaboTa c Yntatensamum
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Hopma

N EaovHuua
HaumeHoBaHue npouecca, onepaunn. Coctas paboThbl BpeMeHU
n/n n3mepeHmns
MVH.

] 2 3 4
3anncb nonb3oBaTtens B 6ubnmoTeky, pabota c yitatenem:
noarotoBka paboynx MecT nonb3oBaTtenei n o6cnyxmnBaroLwero

1 [nepcoHana: npoBepka TEXHNYECKOr0 COCTOSHNSA CETEBOMO oauH MK 2,0
obecneyeHns 1 napka BblYNCINTENBHO TEXHUKK, BKItOYeHUe 1K
NPUHSATME Mep no nukeuaaumm cboes B paboTe MK, paboTe ceTw,

OTCYTCTBMSA AocTyna k 6ase AaHHbIX NoNb30BaTeNen,

5 MHEOPMMPOBAHME COOTBETCTBYOWMX CNyX6 0 cOosix, npoBepka ommn céoit | 10.0
HeucnpaBHO 0b6opynoBaHMs, comkcaumns cboes B TeTpaam yyeta c ’
yKasaHueM xapakTepa HeMCnpaBHOCTM 1 BpEMEHW Havana cbos,
nocne ycTpaHeHWs Hernonagkm oTMeTka BpeMeHn eé ycTpaHeHus
NPOCMOTP OOKYMEHTOB ynTatens (nacnopT, yooCTOBEPEHUe, onvH

3 |nopy4nTenbCTBO), NPOBEPKA HANMNYNS YH4E THO-PErMCTPaLMOHHON aTaTens 3,0
KapTouku yntaTtens

4 3anofiHeHne oopmynapa YiTaTens, y4eTHO-perncTpaumoHHOn OLWH 50
KapTOu4Kku, YataTenbckoro buneta KOMMNNekT ’

5 O3HaKOMNIEHUE YnTaTenNs c npasunamMm Nonb3oBaHMs 6MHNMOTEKON, OLWH 6.0
pacrnonoxeHveMm ooHaa, CnpasoYHbIM annapaTom ynTaTtesnb ’

6 noabop v pacctaHoBka No Homepam 6uneTos, andasnty ammnnii ofHa 20
yntatenemn y4eTHO-perncTpaumoHHbIX KapTodek KapToyka ’
OCYLWEeCTBIEHNE KOHTPOSA 32 BO3MOXHbIM HANNYMEM AaHHbIX O —

7 |lduTatene Kkak HapywuTtene, (MMweH npasa nosfib30BaHus); BeeHune GTaTens 0,5
(v perynapHbIn MPOCMOTP) KAPTOTEKM YnTaTENeR-HapylwmnTenen.

Mepepeructpaums ymtatenemn:
nouck oopmynsapa (perncTpaumoHHOM KapToOYKn) ynTaTens,
BHECEHWNE U3MEHEHWI B HAX 1 B YATaTENbCKNX BuneTtax (yToyHeHme onHa

8 |aHKeTHbIX OaHHbIX, HOBOrO YMTaTeNbCKOro HoMepa, AaTtbl KapTOUKa 2,0
nepeperncrpaunmn) Cc BeaeHMeM KapToTEeKN HayYHbIX TEM N TEKYLWMX
N3MEHEHUIA (NoNyYeHne 3BaHuniA, Nybnukaumii, napos)
3anucb (nepepernctpaums) yatatenen B aBToMaTn3MpoBaHHOM
pexmnme:

g [CPEMKa dboToKamepow ans ymtatenbckoro bmunerta n BcTaeka OLWH 20
gooTorpadcomm B YnTaTenbCKuin bunet noceTuTenb ’
ocbopMneHne Koga YitaTens C KOHTPO/IbHbIM Pas3psaoM U CPOKOM

10 |{noNb30BaHMS YnTaTENbCKUM OMNETOM, HA OCHOBE BblOaHHOM ORMH 0,4

nocetTuTenb
NHpopmMauum

{1 [BelBaYa Ha npuHTEp CBeLleHWN 0 3annucaslweMcs yaTaTene B Buae OOWH 04
ynTatenbckoro bmunerta nocetutenb ’
Habop Ha knaBuaTtype cBeAeHWiA 0 yuTaTene: oamunns, nms,

12|0T4eCcTBO, XapakTepuayrowme ero npuaHakm (obpasosaHue, ORNH 2,0
cneumanbHOCTb), Ko, HOMep YnTaTenbckoro buneTa; PoTocbeMKA roceTuTent
OCYLeCTBNIEHNE KOHTPONSA 33 BO3MOXHbIM HANN4MeM AaHHbIX O

13|unTartene, 3anvcasliemcs B 6M6NMOTEKY (paHee 3anuncaH, NuileH OANH 2,0

nocetutenb

npasa nosib30BaHns)

O0QoOpMJIEHME YNTATENIbCKOro bunetac HOMEPOM 1N CPOKOM




14 ([noNb30BaHMa YnTaTeNbCKUM OMNETOM, HA OCHOBE BblOaHHOM oOuvH bunert 1,0
NHgopmaLunm
BblAa4ya Ha NPUHTEpP CBEAEHU O 3anncaBLEeMCcs yiTaTtene
NpoBeLEeHVE Paono4acTOTHOM MOEHTUMPUKALNN YUTATENbCKOro
buneTta; NpoBeneHNe OEHEXHOro B3anmopacyeTa ¢ Nonb3oBaTenem

15 yepes Kaccy; yaaneHHas 3anncb: ceepka AaHHbIX perncTpaunmoHHOm O4WH 150
KapTOyKK, KONUKM C nacnopTta, 0goopM/ieHne 0roBopa-opepTbl HA  |NOCETUTENb ’
npefnocTaBneHne 4ocTyna K 3NeKTPOHHbIM pecypcam bubnmnoTteku,

Habop Ha KnaBmaType OaHHbIX, 4N5 3anoNIHEHUS 0Or0BOPa, BbiIBOA
[0roeopa Ha npuHTEep, NoANNChb n1ua, 3ak4yaBlWwero orosop

16 0goOpMJIeHNE BXO4a-BbIX04a YiTaTens n3 6mbnnotTekn (MoOCTOSHHbIN oOuH 20
YATATENbCKUA BUNET CKaHMpyeTCs, BblAAETCA KOHTPOJIbHbIA MCTOK) [MoceTUTENb ’
BbinonHeHue TpeboBaHuii Nnonb3oBaTenei, Bblaada 4OKYMEHTOB U3
OCHOBHOIr0 KHUroxXpaHeHus / cneumann3anpoBaHHoro ooHaa:

{7[noNy4eHne TpeboBaHMs Ha LOKYMEHT U3 OCHOBHOIO XpaHeHus, 0OHO 10
NpoBepka NPaBu/IbHOCTM 3arnoIHEHUs! TpeboBaHUS, permcTpaumns TpeboBaHue ’
nonyyeHve TpeboBaHMs Ha OOKYMEHT, NpoBepKa NpaBMibHOCTH

18|3anonHeHns TpeboBaHus, pernctpaums, nopabortka TpebosaHus, OAHO 1,0
nonbop no wnudpam B crneumanm3mpoBaHHOM poHae TpeGosakie

19 yCTaHOBKA MeCTa Hax0oXAeHUsl HeHanaeHHOro AokyMeHTa no 6asam oOuVH 50
N 6aHKaM AaHHbIX, CNPaBOYHbIM KAPTOTEKAM, KaTanoram OOKYMEHT ’
BblOaya OOKYMEHTa U3 oTaena KHUroxpaHeHus /

20 cneumann3mpoBaHHOro oOHA4A YATATEN0; OTMETKA Ha KHUXHOM OoOMH 15
dopmynsipe / TpeboBaHUN; 3anNnCb LOKYMEHTOB B YATATENbCKYHO JOKYMEHT ’
KapTo4ku (BKNagHOM NUCT), OTMETKa B KHUre 3aKka3os
Bbigaya nokymeHTa u3 otaena KHUroxpaHeHus /
cneunannampoBaHHOro ooH4a YaTaTento:

. oOuvH

21|npméMm OoKyMeHTa OT ymtatens / nonb3osaTtens 1,0

OOKYMEHT

5.10. Bblgad4a KOMMNNEeKTOB JOKYMEHTOB
BO BpeMeHHOoe MNMoJib30BaHue
nogpa3sgeneHnam onbnnoTeku
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Hopma

N EonHuua
HanmeHoBaHme npouecca, onepaumn. Coctas paboThbl BPEMEHMU
n/n n3mepeHns
MUH.
1 2 3 4
/ onHa
L oo et 92
OLWH aKkT
5 noLbop LOKYMEHTOB B KOMNEKTbI; PErmcTpaums BbloaHHbIX OLWH 10.0
JOKYMEHTOB B YY4ETHbIX hopmax KOMMNEeKT ’
Bblda4ya KOMMEKTOB AOKYMEHTOB, OTMETKA Ha KHUXHOM hopMynsipe
3 (uHAMKaTope) AaTthbl BblAauu, AaHHbIX NOAPA3AENEHNIA, NONYYaoWmX OLWH 50
KOMMNEKT OTMEeTKA B KHUre Bblgayn AaThl BblAaun, JaHHbIX KOMMNEKT ’
nogpasneneHunin, nonyyawwmx KOMNAeKT, 0TMeTKa B akTe nepenaym
nofly4YeHne KOMMIEeKTOB AOKYMEHTOB OT CTPYKTYPHbIX
nogpasneneHunin; NOUCK KHUXHoro cpopmynsapa (MHgmkaropa), -
4 |noraweHve 0TMETKM O Bblgaye, BIOXEHNE ero B OKYMEHT; NpoBepka, KOMMTEKT 18,0

PUN3NYeCcKoro COCToAHNSA, NnepecyeT NNCTOB, CBEepKa C akTOM
nepenadn; noraweHmne OTMeTKM O Bblaadye B KHUre Bbloa4yn

5.11. ObcnyxnBaHmMe nosib3oBaTeNen
O0OKYMeHTaMu B 3aJie C rmbpunaHbIM
obcny>XmnBaHmMeMm, 3as1e 31eKTPOHHbIX
pecypcos, 3aJie "IHTepHeT", 3ane
crneunann3npoBaHHOro otaena. lNpunem
3aKa30B Mo TeJie(poHYy N3 ropoaa
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Hopma

N EovHuua
HanmeHoBaHuWe npouecca, onepaumn. Coctas paboThbl BPEMEHMW,
n/n n3mepeHns
MVH.

] 2 3 4
NpoBeAeHne KOHCynbTauun, 6ecenbl ¢ YuTaTenem no npasmnam
obcnyxunsaHums B 3ane 1 NpeaocTaBnseMbIX yCnyrax, no METoAMKe

1 [novcka no cnpaBo4HO-bubnmnorpadpryeckomy annapaty npu 43,y OLWH 20
KaTanoros, KapTOTeK, KHUXHbIX MOSI0K, O BO3MOXHOCTSAX NOUCKa n | ynTaTenb ’
NCNONb30BaHNS 3NEKTPOHHbIX PECYPCOB; UHGDOPMMPOBaHME
YynTaTENS O HOBbIX MOCTYMNNEHNSX

5 [KOHCYnbTaUMM o paborte c K B 3ane, no paboTe B 9N1EKTPOHHOW OOVH 20
6ubnuoteke ynTatenb ’
npuvem 3akasoB Nonb3oBaTenen Ha u3gaHnsa U3 OCHOBHOIO

3 OIWH 3aKkas 0,9
KHUrOXpaHunmwa
nonyyeHne OOKyMeHTa, 3aKka3aHHOro yitaTesnieM B otaene onvH

4 |KHUroxpaHeHWs / cneunanusanpoBaHHOro ooHaa / YaTanbHOM 3ane [LOKYMEHT 0,9
otgena

5 [PaccraHoeka n3naHnii Ha 6poHenonkax YiTanbHOro 3ana, ) OLWH 03
MNOCTYNMBLLNX U3 KHUFOXpaHUAMLLAa No 3aKkasam nonb3oBaTtenen JOKYMEHT ’

6 nonbop LOKYMEHTOB Ha BpOHeNnonke, 3akasdaHHbIX U3 OCHOBHOTO OLWH 04
KHUroxXpaHunuwa, nepegaya Ha kagenpy sblgayn DOKYMEHT ’

2 noLbop LOKYMEHTOB B NOACOOHOM (DOHAE YNTANbHOrO 3ana, OLWH 20
nepenaya Ha kadpenpy sbigayn JOKYMEHT ’
nonbop NOKyMeHTa B XpaHeHUn cneumannampoBaHHOro ooHAa,

8 |oTMeTka Ha TpeboBaHuW, Nepenaya 4OKYMeHTa Ha kadoeapy ,D,O(I)(J;'I\I:IIZHT 10,0
BblOauu

g |YCTaHoBKa MECTa HaxoXaeHus HeHageHHOro JOKyMeHTa no OLVH 22,0
CMpaBOYHbIM KapTOTEKaM, Katanoram, permcrpaums oTkasos DOKYMEHT
BblOaya OOKYMEHTa yMTaTeno: CBepka Bbl4aBaemMoro JOKyMeHTa C
ynTaTenbCckuM TpeboBaHneM, NPOBEPKA HANMMYMS CTPaHWLL / KaapoB OLWH

10 (MUKpodomnbma, MUKpo UL, coaepXxaHue aucka, CYiTbiBaHe KOHTpONbHbIA| 1,8
wTpux-koaa (Npuv aneKTpoHHOM 3akase) B Moayne "unpkynaumsa” NINCTOK
9K, oTMeTKa KHUroBblgaym Ha KOHTPObHOM NUCTKE
NpUeM OOKyMeHTa OT YntaTens: cBepka ero ¢ TpeboBaHvem
(KOHTPO/IbHbIM IMCTKOM), NPOBEPKa COXPaHHOCTN OOKYMEHTA, —

11 |Hannumns cTpaHuy / Kagpos MUKPOOUNbMa, MUKPOIULL, 1,0
cofepXaHue Ancka, CYUTbIBaHWe WTpux-koga (Npu anekKTPOHHOM AOKYMEHT
3akase), BHECEeHMe OTMETKMN O NpUeMe Ha KOHTPO/TbHOM NIUCTKE

1o[Mepenaqa / TpaHCNOPTMPOBKA / 4OCTaBKa AOKYMEHTa, COaHHOro OOWH 10
yntatenem, B OTAEN KHArOXpaHEeHns LOKYMEHT

{3 [BISiCHEHME NO NOBOAY 3aKa3a 1 MPOA/IEHINE CPOKA NMONb30BAHNS oauH sanpoc| 1,0
[OKYMeHTaMu rno TeneoHy

{4 [BBISiCHEHME MO NOBOAY 3aKa3aVV| npoAfieHne cpoka rnosib3oBaHns oan aanpoc| 2,0
[OKYMEHTaMM Mo 3NeKTPOHHOW noyte

15 [obecneyeHre KOHTPONS 3a CpoKamu NONb30BaHMS LOKYMEHTOB oauH 3anpoc| 0,8
npogneHue cpoka nofib30BaHUS JOKYMEHTOB, MOUCK KapTOYKMW, Ha OLMH

16 |BHECeHne 0TMETKN O NPOANEHMM CPOKa NONb30BaHUSA, NpoaieHne neHb 30,0

no TenegoHy cpoka nofib3oBaHUg




5.

12. BHyTpeHHAa paboTa

Tabnuua 99
Hopma
N EovHuua P
HanmeHoBaHMe npouecca, onepaumun. Coctas paboThbl BPEMEHMU
n/n N3MepeHuns
MUH.
1 2 3 4
[MoarotoBka K Bblaaye OOKYMEHTOB:
Ha O4OVH
1 [npoBepka BPOHENONOK C OTNOXEHHBLIMU OOKYMEHTaMM (Mo cpokam) neHb 10,0
o4uH
2 |cbpocka LOoKYMEHTOB (Mo cpokam) A 0,2
DOKYMEHT
3 nonBeaeHne NTOroB 1 aHanns paboTbl 3a Npolwealwnii AeHb, Ha O4OVH 120
BHECEHME 3anuncu B XypHanbl CTaTUCTUKN OEeHb ’
o O4uH
4 [MPOCMOTP HOBbIX MOCTYNIEHNA AN PEKOMEeH4auumn YnTaTensam 3,0
DOKYMEHT
5 NpoCMOTP (MpoBepKa NPaBuUNbHOCTU PpacCTaHOBKWU) KHUM dooHaa Ha O4OVH 50
OCHOBHOI 0 XpaHeHus heHb ’
MonBeneHne NToros paboTbl 3a AEHb:
NpoBepka aHKeT 1 3anucei B 6a3e JaHHbIX HA COOTBETCTBME KOLOB
6 - - exenHesHo| 60,0
(ceMbwn) geten, pogutenen n gpyrux poacTBEHHMNKOB
NPOCMOTP MHADOPMALMN O HOBbIX MEPONMPUATUAX, 3aHATUSAX, KHUXHbIX
7 P P Hopmau pornp exegHeBHo| 40,0
BbICTaBKax, CNeKTaknsax U npoyee ANg pekoMeHaaumm YntaTensam
8 |cuctematmsaums aHkeT nonb3oBaTenemn 3anmcaHHblX 3a AeHb exenHesHo| 15,0

paboTa

5.13. CnpaBo4Hasa n NHPOPMaLIMOHHA4
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Hopma

N EnvHnua

HaunmeHoBaHme npouecca, onepaunn. Coctas paboThbl BpeMeHu

n/n n3mepeHns

MVH.

] 2 3 4
YyeT NnoCTYyNMBLWINX BTOPUYHbBIX LOKYMEHTOB (KapTO4ek):

1 |BEIfIBNEHINE HEBLINONHEHHbIX 3aKa308; COCTaBNEHME 3asBKM Ha Ha 04HY 8400
HEBbINONHEHHbIE 3aKasbl Hegnenwo
OpraHusauus cnpaBoyYyHo-bubnmnorpaduryeckoro annapata (CBA):

y OLNH
2 |cocTaBneHne bubnuorpadunyeckon 3anncu 2,3
NOKYMEHT
MpocmoTp 1 oT6op kapTouek B CBA B Lensix u3bsatmsa nnm
nepemMeLeHns (BTOPUYHbIA 0TOOP):
N3bATUE N3 KAaTaNOroB N KapTOTEK KAPTOYEK Ha [OKYMEHTHI,
crvcaHHble U3 (poHaa; NPOCMOTP KpaeBea4yecKuXx,
6mnbnuorpacuryeckux n hakTorpadonyeckmnx KapToTek, N3bAaTme n3

5 [HVX KBPTOUKM HA AOKYMEHTBI, NOTEPSBLINE LEHHOCTb, NEPeBo. OLHO 10
KapTOYKW B apXMBHble KapPTOTEKN (YHUYTOXEHNE); BHECEHNE OTMETKN | Ha3BaHWe ’
B XYypHarne yyeta v perucTpaunoHHOn KapToTeke; n3bsatue ns
KaTanoros N KapTOTeK KapToyeK Ha JOKYMEHTbI, CNIUCAHHbIE U3
dooHOa
OpraHusauns KapToTeku NepcoHanun u TeMaTnyecKom KapToTEKW:
onpeneneHne n CoCTaBNeHe NepeYHs L, CBEAEeHUS 0 KOTOPbIX

4 [0TP@Xal0TCA B KAPTOTEKE; NPOCMOTP NHP OPMALMOHHbBIX U3OaHWUNA, onHa 150
NepPBUYHBIX LOKYMEHTOB, 0TOOP AOKYMEHTOB A5 BKOYEHWS B KapToTeka ’
KapTOTEKY; COCTaBNEHME aHANNTUYECKOr0 aHHOTUPOBAHHOMO
6nbnmnorpadnyeckoro onMcaHns LOKymeHTa
npocTaBneHne KBanmgkaunoHHbIX MHAEKCOB, NoA60p KapToyek Mo

5 |nHpekcam (anthaBnTy) U paccTaHOBKA KAPTOUKM B UHGDOPMALIMOHHbIN Ka;fgia 4,0
Maccus
TEXHMYeckas 1 cogepxatenbHas obpaboTka LOKYMEHTOB 4N

6 [BK/IOYEHWS B KAPTOTEKY; pacCTaHOBKA KapTOYKM Mo andgpasnty OAnH 3,0
doamunumin aBTOPOB 1 NO BUAAM OOKYMEHTOB AOKYMEHT
TeXHM4Yeckoe penakTnpoBaHne KapToTek: NpoBepka COOTBETCTBUS

- |CTPYKTYpbI, COAEPXaHMA 1 0bOpPMNIEHNS KApTOYEK B COOTBETCTBUN C onHa 20
TpeboBaHNAMY OAHHOM KAPTOTEKWN; 3aMeHa BETXMX KapToyek u KapToyka ’
pasnenntenen

5.14. DKCKYpCMOHHaA OeATeNIbHOCTb
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Hopma
N HavnmeHoBaHue npouecca, onepaumnun. Coctas EnvHnua BDEMEHY
n/n paboTbl N3MepeHnNs P ’
MUH.
1 2 3 4
1 |akckypcusi no 6ubnuoteke 04 Ha 3KCKypCcUus 60,0
rnybnéHHas aKCKypcus C METOANYECKMM
o P yp A 0JHa 3KCKypcus 300,0
conepXaHnem

5.15. lNcnxonormnyeckaa nognepxxka
yntaTteseun

Tabnuua 102

Hopma
N EovHnua
HanmeHoBaHme npouecca, onepaummn. Coctas paboThbl BPEMEHMU,
n/n n3mepeHuns
MVH.
1 2 3 4
1 [PPoBenerme ncuxonormnyeckmx KOHCYNbTauuin ons neten un onHa 180.0
poauTenel No BONPOCaM PasBUTUSA U YTEHUS OeTel KOHCY /b TauUmns ’
["pynnoBble 3aHATUSA ONS poouTenei no Bonpocam PasBuTus m
Py o ATIA POA P P OJHO 3aHATNE
YTEeHUS OeTen:
2 |noaroToBka 1080,0
3 [npoBeneHne 120,0
4 NpogoeccnoHanbHble KOHCYNbTaumMm Ans NoApOCTKOB U onoHa 180.0
CTapLeKNacCHNKOB KOHCY b TauUunS ’
NpodpeccuoHanbHble TPEHUHI M ANS NOAPOCTKOB U
5 PO P A ap onHo 3aHatue| 180,0
CTaplweKnacCHUKOB
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