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IIpuka3z MunucrepcrBa KyJabTypbl P® ot 30 nexadps 2014 r. N 2477
"O0 yTBep:KIeHMH THIIOBBIX 0TPAc/JIeBbIX HOPM TPY/Aa Ha padoThl, BbINOJIHsAeMbIe B OudauoTexkax"

B cootBerctBun ¢ mynktom 2 IlpaBui pa3paboTKu M YTBEpXKACHHUS THUIOBBIX HOPM TpYyZa,
YTBEPXKACHHbIX MNocTaHoBJaeHnem IlpaBurensctBa Poccuiickoit ®epepanuun ot 11.11.2002 N 804
(Cobpanme 3akoHoaarenbeTBa Poccniickoit @enepanuu, 2002, N 46, ct. 4583), nmpukas3biBaro:

1. YTBepauTh TUNOBBIE OTPACIEBBIE HOPMBI TPyJda Ha padOThI, BBHINOJHAEMbIE B OMOIMOTEKAX,
COTJIACHO MPHJI0KEHHIO.

2. KoHTposb 3a UCHOJHEHMEM HACTOSILIEro IpHKa3a BO3JIOKUTh Ha 3aMmecTtuTens MuHuctpa
KynabTyphl Poccutickoit @enepanun H.A. Manakosa.

MunucTp B.P. Mennuckuii

3apeructpupoBano B Muntocte PO 12 mas 2015 r.
Peructpanmonsnsiit N 37244

IIpunoxenune
K nMpuka3zy MUHHCTEPCTBA KYJbTYPbI PO
ot 30 nexadps 2014 r. N 2477

Tunosbie oTpaciieBbie HOPMbI
TPyAa Ha padoThbl, BHINOJIHseMble B 0H0JIHOTeKaX

FAPAHT:

CMm. Mertoanueckne peKOMeHJAMM [0 BBEICHUIO HOPMHUPOBAaHUS Tpylda B TOCYAapCTBEHHBIX
(MyHUIIMDIANIBHBIX) YUPEXKACHUSIX KYJIbTYphl C YKa3aHUSIMH OCOOEHHOCTEN BBEIECHUS THUIIOBBIX HOPM
TpyAa B Oubanorekax, puibMopoHAaxX, 300MapKax, My3esax U APYIMX OpraHU3alusIX My3eWHOro TuIa,
YTBEpKJIEeHHbIE MUCbMOM MuHKynbTypsl Poccun ot 3 urona 2015 r. N 231-01-39-HM

1. BBoanag yactnb

TunoBsle oTpaciieBble HOPMbI TpyJa Ha palbOThI, BBHIIOJIHIEMbIE B OMOIMOTEKaX, pa3paboTaHbl B
COOTBETCTBUM C MyHKTOM 2 IIpaBun pa3paOoTKu U yTBEp:KIECHUS TUIOBBIX HOPM TPYAQ, YTBEPKACHHBIX
nocranosjennem IlpaButensctBa Poccuiickoit @enepaumu ot 11.11.2002 N 804 (Cobpanue
3akoHozarenscTBa Poccuiickoit ®enepaunn, 2002, N 46, cr.4583), B mensx peanuzaluu nyHkra 4
pasnena V Ilmana meponpusituii ("mopokHoil kapThl') "MI3MeHEHHs B OTpacisix COLMAIBHOM cdepsl,
HalpaBJieHHbIE Ha MOBBINIEHHE 3(PGEKTUBHOCTH chepbl KYIbTYphl", YTBEPKACHHOTO paclopsizKeHueM
[IpaButensctBa Poccuiickoit ®enepaunu ot 28.12.2012 N 2606-p (CoOpanue 3aKOHOJATENHCTBA
Poccuiickoit ®eneparuu, 2013, N2, cr. 137; 2014, N 19, ct.2470), w mnupeaHazHadeHBI IS
¢dopmHpoBaHUs OOOCHOBAHHBIX ONTHMAJBHBIX IOKa3aTele TPYAOEMKOCTH BBIOJHEHUS pPaboOT B
TOCYJIapCTBEHHBIX (MYHHUIIUIIAIBHBIX) OMONMHOTEKAaX, OMPEAeNICHUs IITaTHON YHCICHHOCTH PaOOTHUKOB,
BbIJJaYd HOPMHUPOBAHHBIX 33/1aHUI U COOTHOILIEHUH MEXy TUIAaHOBBIMH U JOTOBOPHBIMHU pabOTaMHU.

II. HopmaTuBHast 4acTh

1. TunoBbIe oTpacjieBbie HOPMbI TPY/AA HA PA0OTHI, BLINOJHAEMbIe B FOCY1apPCTBEHHbIX
(MyHMUIHMNAJIbHBIX) 0M0IMOTeKaX (0€3 NCM0JIb30BAHUA ABTOMATH3HPOBAHHBIX CHCTEM YIIPAaBJICHUSA
NMPoLeccammu)
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1.1. KommiiekroBanue 6ub6anoTe4yHoro gponjaa

Tadauuna 1
N n/n HanmenoBanwme mporiecca, oneparnuu. CoctaB paboThl Enununa Hopma
U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
Tekymiee KOMIUIEKTOBaHHUE OMOJIMOTEYHOTO POH 1A
[IpocMOTp KHUTOM3JATEIBCKON U KHUTOTOPTOBOM
nHpOpMAaIHN:
1 MPOCMOTP KHUTOU3JATEILCKON U KHUTOTOPTIOBOM OJIHA MO3UIIUI 2,0
nHpOpMaIu
2 pocMoTp nHbopMaIuu OYKHHUCTHYECKUX ayKIIHOHOB OJIHA TIO3UITHS 2,0
OrmpezenieHne TeMbl U BUJA JOKYMEHTA, MOJICKAIIETO OJIHA TTO3UIIHS
0TOOpY, BBISICHEHHE HEOOXOAUMOCTH MPHUOOPETEHUS JJIS:
3 JOKYMEHTOB, KHUT, MAaTEPHAIIOB 5,2
4 CTapoOIEeYaTHBIX U PYKONKMCHBIX JOKYMEHTOB 10,0
OrnpezienieHne SK3eMIUIIPHOCTH 3aKa3a: OJIHA TTO3HIIHS
5 JUTSI TIOJIpa3IeeHUI 0,89
6 UL OMOJIMOTEKY B LIETIOM 1,6
Odopmiienne 3akasa; yKazaHue dK3eMIUISIPHOCTH, OJIVH 3aKa3
CTOMMOCTH 3aKa3a, 1aThbl
KonuuecTBo 3aka3aHHbBIX Ha3BAHUM:
7 1-15 40,0
8 16 - 25 65,0
9 26 - 75 196,0
10 | 76 - 100 261,0
11 odopmiieHre 3aKa3a Ha 3apyOexHble JOKYMEHTBI OJIMH 82,0
JOKYMEHT
12 MOATOTOBKA CIHUCKA JOKYMEHTOB, MPEJIaraeMbIX K OJIHO Ha3BaHHE 26,0
MEXIYHApOAHOMY KHUTOOOMEHY; CBEpKa CITUCKA C
KaTaJloroM
13 COCTaBJICHHE KaPTOUYKHU JIJIS1 KAPTOTEKU OpraHU3alil- OJIHA KapTOYKa 6,0
MapTHEPOB; YKa3aHWE Ha3BaHUS OpTaHMU3aIlni, ajpeca,
Ha3BaHMsI OOMEHHBAEMBIX TOKYMEHTOB
Pabota B aBromaTusnpoBannoii cucreme (AC):
14 | BBOA 3aKa3a TEKyIIEro KOMILJIEKTOBaHUS B 0a3y TaHHBIX OJ/IHO Ha3BaHUE 4,6
AC
15 peIaKTUpOBaHWE BBEICHHBIX B 0a3y TaHHBIX CBEIACHUH O 0JIHO Ha3BaHME 2,5
3aKase
16 | BBIBOJX HAa MPUHTEP JTAHHBIX TEKYIIErO0 KOMIUIEKTOBAHUS; OJUH 1,6
pacneyarka JIOKYMEHT
17 | BegeHue peectpa nocTaBIMKOB B AC OJIHA MO3UIUS 8,3
BeneHnne kapTOTE€KH TEKyIIEro KOMIUIEKTOBAHUS:
18 COCTaBJICHHE KAPTOUYKH, YKa3aHUE aBTOpA, 3arjlaBusi, OJIHA KapTOYKa 4,5
BBIXOJIHBIX JIAHHBIX, PETUCTPAIIMOHHOTO HOMEpa
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19 | nepeHeceHue CBEIEHNH O 3aKa3e HA KAPTOUKH; yKa3aHUE OJIHA KapTOYKa 1,0
AK3EMILIIPHOCTH 3aKa3a, paclpeesieHue Mo CTPYKTYPHBIM
MOApPa3ACIICHUSIM
20 | moxOop KapTOYKH 1O aihaBUTY ISl PACCTAHOBKH B 0JIHA KapTOYKa 0,4
KapTOTEKY TEKYIIEro KOMIIJIEKTOBAHMUS
21 paccTaHOBKa KapTO4YkH B ajipaBuTe haMUIUii aBTOPOB, OJIHA KapTOYKa 1,0
3arjaBUil B KAPTOTEKY TEKYIIEr0 KOMIIJIEKTOBAHUS
OdopMieHne MOAMMCKN HA IEPUOANICCKHUE U3TaHUS:
22 BBIOOp HA3BaHUs MEPUOAUYECKHUX U3JTaHHUM JIJIS IOMMUCKU | OHO Ha3BaHUE 2,7
23 | cOOp 3asBOK OT MOApa3IeIeHN OMOTHMOTEKH IS OJIHA 3as1BKa 1,5
MOJNKCKH HA IEPUOANYECKUE U3TaHUS
24 CBEpKa pacreyaTKu CIIMCKOB YCIOBHO 3aKa3aHHbIX OZIHO Ha3BaHUE 1,7
MEePUOINYECKHUX U3JaHHUI ¢ KapTOTEKOH 3aKa30B, BHECEHUE
W3MEHEHUH B pacCnevyaTKu CIIUCKOB
25 CBEpKa 3aKa3a TEeKYIIero rojia Ha MepuoInYecKue U3JaHus | OJTHO Ha3BaHHE 2,4
C TIOJAMMUCKON MPEBITYIIETO TOa JIsl BBISBICHUS
M3MEHEHUN B HA3BAHUSX; BHECEHHE N3MEHEHUN JaHHBIX
26 | cBepKa BBIXOJHBIX JaHHBIX BIIEPBbIE 3aKa3bIBAEMBIX OJIHO Ha3BaHUE 13,5
3apyOeKHBIX MEPUOINYECKUX U3JIaHUH C
oubnmorpadguyecKuMy CIpaBOYHUKAMH U APYTHMU
MH(OPMALIMOHHBIMU UCTOYHHKAMU
27 | odopmiieHHE 3aKa3a HA TOMKCKY; MTOACYET CTOUMOCTH OJIVH 3aKa3 8,4
MOJMKUCKH C yYETOM JOCTaBKH; 3aIIOJTHEHNE KBUTAHITUH
aboHEMEHTa Ha IEPHOINICCKOE H3aHHE
28 | cocTaBi€HUE PErHMCTPAIIMOHHON KapTOUKH JUIsl KAPTOTEKH | OJHa KapTouKa 4,5
MEPUOIUYECKUX U3IAHUM
Pabota B aBToMaTu3npoBanHoM pexkume (AC):
29 | BBOJ 3aKa3a Ha MEPHOANUYECKUE U3JIaHUs B 0a3y JaHHBIX OJIHA KapTOYKa 3,5
30 | BBIBOJ Ha 9KpaH PErUCTPAMOHHON KapTOUKH, pacrieyaTka | OJHa KapToyka 1,8
31 KOPPEKTHUPOBKA 3aKa3a: BbIBOJ HA SKPaH CIIMCKa OJIHO Ha3BaHUeE 1,8
MEPUOINYECKUX U3/IaHHI; BHECEHUE N3MEHEHUN
[ToaroroBka JTOKyMEHTAlMU JUIsl 3aKYIIKH U3JaHUM:
32 AyKIIMOHHAs TOKYMEHTALHS OJIUH 480,0
KOMILJICKT
33 JOKYMEHTalus Il KOTUPOBOK OJIUH 400,0
KOMILJICKT
34 JIOTOBOP / KOHTPAKT OJIUH 240,0
KOMILJICKT
35 COCTABJICHUE TEXHUYECKOr0 3aJaHus IS ayKIIMOHA OJIUH 240,0
KOMILJICKT
36 COCTaBJIEHUE CBOIHBIX TAOJIUII U CIIMCKOB WU3JaHUN I OJIUH 360,0
TaMOXHH, COTIPOBOAUTEIILHON JOKYMEHTAITUH JJIS KOMILJIEKT
MEXYHApOAHOTO MoYTaMTa
[Tepenucka ¢ KHUTOTOPTOBBIMHU OpTaHU3AMSAMHU U
W3JIaTeNbCTBAMU, OMOIMOTEKAMU, TAPUTEIISIMU:
37 COCTaBJICHHE, IT€UaTh TEKCTA MUChMa (3ampoca, OJIHO MUCBMO 10,2
MPETEH3HH ), PETUCTPALUS B KHUT€ UCXOSIINX
JOKYMEHTOB (ITOCTaHOBKa JIaThl, IOPSAKOBOTO HOMEpA,
yKa3aHue HauMEHOBAHUS OpPraHu3aluu, KpaTKoe
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CoJIep’KaHue MUChMa)

38

COCTaBJICHHE, TIeUaTh 0JIar0JapCTBEHHOTO IMHChMa,
peructpanust B kaure Jlapo OubImoTexu

OAHO ITMCBMO

11,0

39

COCTaBJICHHE, I1€YaTh IMCbMa Ha NIPEABAPUTEIbHBIN
00CUeT U3/1aHuil, NOArOTOBJICHHBIX K TPHOOPETECHUIO

OAHO ITMCBMO

5,2

40

oopmienue, oTpaBKa 3aKaza U3AAOIIUM OpPraHU3alUsIM,
pacrpoCTpaHUTEINSIM

OJJWH 3aKa3

3,1

41

aTpuOyIIUs U COCTABICHHUE 3aKIIOYCHHUSI JIJIsl SKCIIEPTHOU
KOMHUCCHH MPU NOKYIKE TOKYMEHTa

OJWH
JOKYMCHT

360,0

JlokoMIekToBaHue OMOIMOTEYHOro POoHA!

42

nepenucka ¢ JluccepraiioHHBIMU COBETAMMU:
cocTaBlieHHe, Ha0Op TeKCcTa MUChMa (3arpoca, MPeTeH31N)
B CJIydae OTCYTCTBHS 0053aTEIbHOTO IK3EMILISIpa
JOKyMeHTa B GOH/IE

OJHa 3as1BKa

20,0

43

MOJIy4eHHue 3as8BKH Ha MPHUOOpETEeHNE JOKYMEHTOB OT
MOJIpa3/ICJICHUI

OJHa 3as1BKa

2,6

44

CBepKa 3asBKU ¢ "ba3oi qaHHbIX 3aKaza'

OJHO Ha3BaHHC

2,0

45

IIPOCMOTP KAPTOTEKHU HEYAOBJIETBOPEHHOIO CIIPOCA;
aHaJIM3 OTKA30B JUIS BBISBICHUS OTCYTCTBYIOIIUX
JIOKYMEHTOB

OJINH
JOKYMEHT

3,0

46

cocTaBJicHHE OMOIMOTpadUIeCcKON 3aMnCH; yKa3aHue
KOJINYECTBA 3K3EMILISIPOB U CUTIIOB MOIpa3ieICHUN

0JlHa KapTo4Ka

3,6

OT060p AICKTPOHHBIX M3AAHUN IS AIICKTPOHHON
6ubmmorexu (3b):

47

ot0Oop (aitna 1Mo cnuckam npeioxenuit 1 b,
IIpOBEpKa Ha JTy0JIeTHOCTh, MPOBEJICHUE CBEPKHU 3aITUCH C
AN1eKTpOoHHBIM KartanoroM (OK)

OJHO Ha3BaHHC

3,0

48

MPOBEPKA JIETUTUMHOCTU Pa3MELIEHUs FIEKTPOHHOTO
nokymenTa B Ob

OJHO Ha3BaHHC

10,0

OT160p cereBbIX ynaneHHbIx pecypcoB (CYP):

49

MPOCMOTP KHUTOU3AATEIBCKON U KHUTOTOPTOBOI
uHpopMauu

OJIMH pecypc

2,0

50

OIIpEZIECIIEHUE TEMBI pecypca, COCTaBa, YCIOBUN JOCTYTIA,
CO3/IaHH€ NEPBUYHOM 3aMKCH B NTaCIOpPTE pecypca

OJIH pecypc

90,0

51

opranusanus MpoBCACHUA TCCTOBOT'O JOCTYIIA K CVYP

OJIMH pecypc

860,0

52

3aIMOJIHCHUC JINCTAa TCCTUPOBAHUA

OJIH pecypc

420,0

33

BKJIIOUCHUEC 3asBKH B BHCKTpOHHHﬁ YKa3aTCJib 3aKa3a

OHa KapTO4YKa

0,26

OT60p NOKYMEHTOB M3 OOMEHHBIX ()OHTOB OMOIHOTEK JIJIst
JIOKOMIIJIEKTOBAHUSL:

54

MPOCMOTP CIHCKOB, KAPTOTEK, KaTAIOTOB OOMEHHBIX
¢boHI0B 6MOAMOTEK, OTOOP HYKHBIX JTOKYMEHTOB, CBEpKa C
KaTaJIoraMH ¥ KapTOTeKaMH CBOEH OMOIHOTEKH;
COCTaBJIEHHE CITUCKA Ha JOKYMEHTBI, OTOOpaHHBIE B
obmeHHOM (hoHTTe

OJIHO HA3BaHUE

3,2

Komuuecto JOKYMCHTOB, BKIIFOYCHHBIX B CIIMCOK:

55

1

3,6

56

2-10

37,4

57

11-25

87,7

58

26-50

197,0
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CocrapneHre onepaTuBHOrO (TEKYILEro) rmiaHa
KOMIUIEKTOBAHHUSL:
59 | ompexaeneHue MEPONIPUATHI IO (HOPMUPOBAHHUIO €TUHOTO OJIVH TLJIaH 1044,0
(dboHIa HA TEKYUIUil rO/l, OTBETCTBEHHBIX UCIIOJHUTENEH,
KOJIMYECTBEHHBIX TIOKa3aTenel oobema GoHaa
(moctymuieHue, BIOBITHE ), ICTOYHUKOB MOCTYTICHUS,
CMETBI PacX0JI0B
Odopmienne njaaHa KOMIUIEKTOBaHUS B hopMe:
60 TalJIuI oJ1Ha Tabimua 2,6
61 | xapToTeku 0JIHa KapTO4Ka 2,6
Pabota B aBTOMaTH3upoBanHoM pexxume (AC):
62 | BBOJ IJIaHa KOMILJIEKTOBaHUS B 0a3y gaHHbIX AC OJIVH ILJIaH 1,1
63 | KoppeKkTHpoBKa 0a3bl JaHHBIX; BHIBOJI HA KPaH; BHECEHUE OJIUH 1,6
H3MEHEHHUHI JTOKYMEHT
1.2. IlpueM U y4yeT MOCTYNUBIIMX JOKYMEHTOB
Taoauma 2
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
1 PacnakoBka / ymakoBka u3JlaHui OJHAa ITayka 2,5
2 Pa36op n10KyMEeHTOB 1O BHUIaM, sI3bIKaM, HICTOYHHUKAM OJIHO Ha3BaHHE 1,0
IIOCTYIUICHHUS
3 [IpoBepka oTcyTCTBUS OpaKOBaHHBIX SK3EMIUISIPOB OJIVIH 1,0
AK3EMILISIP
[Iprem 1OKyMEHTOB, MOCTYIUBIINX C COMPOBOIUTEIBHBIM
JOKYMEHTOM:
4 IIpUEM JOKYMEHTOB I10 CONPOBOAUTENBHBIM MaTepraiam OJIVIH 2,8
(JTUCT perucTpanuu, cYeT, HakJIaaHasl, KOMus 4eKa, akT), AK3EMILISP
mo0op ux 1o andaBUTy aBTOPOB WM 3arjaBui,
SKCIEIUIMOHHBIM HOMEPaM, CBEPKa C CONPOBOIUTENBHBIM
JOKYMEHTOM, ITPOCTaBJICHHE LIEHbI Ha U3JaHUH, [TOJICYET
qrcia YK3eMIUIIPOB, 0011el CTOMMOCTH
5 IIPUEM PYKOIIUCHBIX KHUT, IOCTYIUBLINX C OIVIH 30,0
COIIPOBOJUTENIBHBIM IOKYMEHTOM JIOKYMEHT
IIpueM guccepranmii:
6 MOCTYIUBIIUX C CONPOBOIUTENIBHBIM ITMCHEMOM U3 OJUH 21,0
JliccepTallMOHHBIX COBETOB JOKYMEHT
7 MOCTYIUBIIUX C CONPOBOIUTENIBHBIM ITMCHEMOM U3 OJUH 6,6
IKCIEUIIIHI JIOKYMEHT
8 npueM aBTopedepaTroB IuccepTaIuii, TOCTYIUBIINX C OJIVH 1,3
COIIPOBOJUTENIHBIM IUCHbMOM U3 DKCIEANIINN JIOKYMEHT
[Iprem TOKyMEHTOB, MOCTYMUBIIUX 0€3
COIIPOBOJUTENIBHBIX JOKYMEHTOB:
9 MPOBEPKa Ha AYOJIETHOCTD; MPOBEICHUE OIICHKU OIH 3,1
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IIOCTYIJICHUH, KHUT'€ Y4€Ta HOBBIX MOCTYIUICHUI

JJOKYMEHTOB JOKYMEHT
10 | cocraBieHHe aKTa Ha IPUEM JOKYMEHTOB OJIHO Ha3BaHUe 1,0
[Tpuem pyKONIMCHBIX KHUT, TOCTYMUBLINX 0€3
COIPOBOJUTENIbHBIX JOKYMEHTOB:
11 COCTaBJICHHME aKTa Ha IPUEM PYKOIUCHBIX KHUT U OJVH 0,1
JJOKYMEHTOB JOKYMEHT
12 | npoBepka Ha HaTM4YKe OJU3KUX IO BPEMEHH U TEMaTHUKE OJIHA 3aIUCh 10,8
PYKOIHMCHBIX KHUT U TOKyMeHTOB B pougax HUOP mo
ci1y>)keOHOMY, ali)aBUTHOMY, YYETHOMY KaTaJory
[IpoBenenue 3KCepTU3bI U OLIEHKU PYKOIMCHBIX KHUT U OJIMH
JIOKYMEHTOB: JIOKYMEHT
13 | opauHapHOi 600,0
14 MOBBIIIEHHOMN CJIOKHOCTH 1200,0
15 | Ha MTHOCTpaHHBIX A3BIKAX 1200,0
16 | kaprorpaduveckoro Marepuaia 1200,0
17 MY3bIKAJIbHOT'O COZICPKAHUS 1200,0
18 | pykonuceil ¢ rpaBiopaMu U U30MaTepuataMu 1200,0
19 | mpoBeneHue NepBUYHON aTPUOYIIMU JOKYMEHTOB (PEIKHX OJVH 10,0
Y IICHHBIX KHHT), 0TOOP B COOTBETCTBUU C MPOhHIEM JIOKYMEHT
KOMIUIEKTOBAHUS U paclipeiesieHue 1o noapoHiam u
KOJUIEKIIUSM
20 | mpocTaHOBKA IITEMIIENsI Ha 000pOTE TUTYIBHOTO JIUCTA U OJWH 0,26
Ha 17-i cTpaHuIe JOKyMEHTa JK3EMILISIP
21 MIPOCTAHOBKA PETUCTPALIMOHHOTO HOMEpPAa Ha JOKYMEHT OJVH 0,26
HK3EMILISIP
22 HAKJIEMBaHUE HA JTOKYMEHT METKH JJIsI YCTPOMCTB OJIUH 1,2
pagnovacTOTHON HIeHTU(PUKAIIUYU OOBEKTOB, AK3EMILISP
aKTyaln3alusi METKU
23 | HakJIeMBaHME IITPUX-KOJa HA 000POT TUTYIBHOI'O JIUCTA U OIVH 0,26
00JI0KKHU HK3EMILISIP
24 BHECEHHUE pa3MeTKH 1o GoHIaM Ha U3TaHUe OJIUH 0,26
HK3EMILISIP
CBepka OCTYNMUBIIMX JOKYMEHTOB ¢ KAPTOTEKOU
TEKYIIEr0 KOMIIJIEKTOBaHMUSI:
25 | MOMCK KapTOYKHU B KAPTOTEKE TEKYILErO KOMIUIEKTOBAaHUA, | OJHA KapTOYKa 0,52
CBEpKa KapTOUKH C TJOKYMEHTOM, BHECEHHE OTMETOK
26 | cocTaBieHHUE CNIMCKA PETMCTPALMOHHBIX HOMEPOB HOBBIX OIVH 0,36
MOCTYIUIEHUH JJI U3TOTOBJICHMSI IEYaTHON KapTOUYKU JIOKYMEHT
PaGora B aBToMatu3upoBanHoii cucteme (AC):
27 | cBepKa JOKyMEHTA C yKa3aTeJIeM 3aKa3aHHbIX U3JaHuM, OJIHO Ha3BaHUE 3,0
BHECEHUE OTMETOK
28 | mpoBepKa Ha AyOJETHOCTb MOCTYNUBLIMX M3AaHUH B 0a3e OIVH 1,6
naHHbIX AC JIOKYMEHT
29 | perucTpanys HOBBIX MOCTYIUIEHHH B 6a3e qaHHbIX AC OIVH 9,1
JIOKYMEHT
30 | npueM U perucTpanus pyKONUCHBIX KHUT, IPOCTABIICHUE OJIMH 3,6
OTMETKH B PETUCTPALIMOHHOM >KypHaJIe HOBBIX JIOKYMEHT

[Ipuem u peructpanus KypHaJIOB U razer:

15.11.2018

Cuctema 'APAHT
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31 | moxbopka KypHaJIOB U Ta3eT 1o andaBuTy Ha3BaHU, OJIMH 0,94
MOMCK PErUCTPAIIMIOHHON KapTOUKH B KAPTOTEKE JOKYMEHT
MOAMMUCHBIX U3JIaHUN, OTMETKA HOMEPA, JAThl MOTYYEHUS
W3J1aHus

32 | npocTaBI€HHE HITEMIIENS HA KypHaJIE OJIMH XYypHal 0,2

33 MPOCTABJICHUE IITEMIIEIIS Ha ra3eTe OoJlHa raszera 0,16

34 perucTpanusi HOBBIX MOCTYIUICHUH B 0a3e qaHHbIX AC OIH 2,6

JOKYMEHT
[Ipuem u perucTpainus CeTeBbIX yJAICHHBIX PECYPCOB
(CYP)B AC:

35 MIPOBEPKA JOCTYIMHOCTH pecypca (Iprem) OJINH pecypc 30,0

36 | opopmileHHE CONTPOBOIUTEILHOM TOKYMEHTAIIUH (aKT OJIUH pecypc 10,0
rprueMa)

37 | BBenenue 3amucu B peectp yuera CYP OJIUH pecypc 4,8

38 BBEJICHME 3anucu B peectp nacnoptoB CYP OJIUH pecypce 3,7

39 MOAr0TOBKA cBedeHuM 1 caiita o CYP OJIUH pecypce 20,0
AJIMUHHUCTPUPOBAHUE CETEBBIX YIAJICHHBIX PECYPCOB B
aBToMatu3npoBaHHOM pexkume (AC)

O06paboTka 3anuceil 1y BeAeHUsT HHPOPMAITUOHHBIX
MTOMCKOBBIX CEPBUCOB:
40 | TOKyMEeHT OJIHO Ha3BaHUE 4,0
41 maket/b /] OJIHO 10,0
HAaUMEHOBAHUE

43 akTyanu3auus ceepennii o CYP OJIHO Ha3BaHHE 6,0

44 | cO0Op CTaTUCTHKHU O cocTaBe u 00 ucrnoap3oBannu CYP OJIHO Ha3BaHUE 0,3
[Ipuem u 00paboTKa IEKTPOHHBIX U3/IaHUMN AJIs
OnexktpoHHoM 6ubnmuoTeku B AC:

45 | mpoBepka kauecTBa (pailyioB, perucrpanus 3JeKTPOHHOTO OJIMH 9,3
nokymenTa B OK, nepenaua (aiinos Ha cepBep JOKYMEHT
@opMHpOBaHUE aKTa IepeJadl HOBBIX IOCTYIUJICHUN B
JPYTHUE NOIPa3CIICHUS:

46 | B AC uepe3 mporpammy JQUCTIETUYEPU3ALNH U3TAHUI OJVH 0,15

AK3EMILISIP
47 | B py4HOM pEXKUME OJIVIH 2,0

AK3EMILISIP

Benenue "Kauru cymmapHoro yyera"

Pa36op 1okyMeHTOB 1O BUIaM, OTPACIsIM 3HAHUH, OJIHA 3aIUCh

SI3bIKaM; MOJICUET YKcia JOKYMEHTOB, 3aIIUCh PE3yJIbTaTOB

MoJIcUeTa 10 yCTaHoBJIeHHOH ¢opme B "Kuury

CyMMapHOro ygera"

KonnyecTBo T0KyMEHTOB B MapTUX NOCTYIIJICHUM:

48 1 0,6

49 |2-50 30,8

50 | 51-250 150,0

51 BBOJ] CTATUCTHYECKHX JaHHBIX B 6a3y naHHbIX AC OJIHA NapTUs 3,1

52 | moacYeT MOoCTpaHUYHO IO MO3ULIUSM JIaHHBIX, OJ/IHA TTO3UIIUS 1,6
MIEpEHECEHNE UTOTOB Ha CJIEYIONIYIO CTPAHUILY

53 CBepKa (pMHAHCOBBIX JOKYMEHTOB OT/eNa ¢ (PMHAHCOBBIMH OIVH 1,46
JOKYMEHTaMU OyXTrajTepuun JOKYMEHT

15.11.2018 Cuctema TAPAHT 7/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

54 odopMIIeHHE COTTPOBOTUTEILHBIX JOKYMEHTOB (CUET, OJVH 13,0
HaKJIaJHasl, aKT) JJIs nepejjadn B OyXrajaTepuio JIOKYMEHT
55 | odopmiieHrEe HHBEHTAPHON KHUTH, HyMEpAalHUs JIUCTOB, 0JlHa CTpaHuLa 0,88
MIPOCTaBJICHHE HOMEpPa B MHBEHTApPHON KHUTE
56 | 3ammch JOKyMEHTOB IO YCTAaHOBJICHHOH (opme B OJIUH 2,8
MHBEHTapHYIO KHUTY, IPOCTaBJI€HHE HHBEHTApPHOTO JOKYMEHT
HOMEpA Ha IOKYMEHTE
57 | npoBeeHHE UHAMBHUAYAJIBHOTO y4eTa JOKYMEHTA 110 OJVH 1,0
aKTOBOM CHUCTEME, TPOCTABICHHE HHBEHTAPHOI'O HOMEpa JOKYMEHT
Ha JIOKYMEHTE
58 MPOBEJICHUE UHMBUAYAJIBHOTO y4€Ta C MPUMEHECHUEM 0JIHa KapTOYKa 4,7
YUETHOTO KaTajiora: cCocTaBlieHue OuOimorpaduaeckoro
OMMCaHUs JOKYMEHTA; YKa3aHHe 1IeHbl, HHBEHTAPHOTO
HOMEpa, roj/ia MOCTYIUICHUsI, HoMepa 3anucu B "Kuaure
CyMMapHOro y4dera'", yiciia MOCTYIHUBIINX IK3EMILISIPOB,
UX pacupeieIeHHe 1o MoApa3IeIeHUIM
59 | dukcupoBaHue B KypHalle PETUCTPALIUU KapTOUYEK OJIHA 3aIlHCh 0,3
YUETHOr'0 KaTajlora MHBEHTapHOI0 HOMEpa, IIEPBOro CjIoBa
3ariaBus
60 | mpocTaBieHUE UHBEHTAPHOTO HOMEPA HA JJOKYMEHTE OJINH 2,6
JIOKYMEHT
61 perucTpanys NaTeHTOB B HyMEPalMOHHOW KHUTE OIVIH 0,3
JIOKYMEHT
62 | mpueM aKTOB Ha BBHIOBIBILIME JTOKYMEHTBI OT CTPYKTYPHBIX OJIMH aKT 8,7
IIO/Ipa3JIeJICHNI; BHECEHHE 3anKcH B "KHUre cymmMapHOTo
yuera" (2-1 yacTh); MPOCTABICHHE HOMEpPA aKTa
HckinroueHne JOKyMEHTa MO aKTy U3 YYETHBIX (GopM: OJIMH
JOKYMEHT
63 | ”HBEHTapHOM KHUTHU 1,4
64 | ydeTHOro Karajora 0,88
65 | onMcH HHBEHTapHBIX HOMEPOB 1,0
66 MCKITIOYEHHE BBIOBIBIITUX JJOKYMEHTOB M3 0a3bl JAHHBIX OJIUH 1,0
AC JOKYMEHT
67 | moramieHMe MUHBEHTAapPHOTO HOMEpA U LITEMIIETS OJIUH 0,5
O61OIMOTEKN HA TOKYMEHTE JIOKYMEHT
68 MOAIINBKA aKTOB OJINH aKT 0,26

IIpumeuyanue: mnpu paboTe ¢ JOKYMEHTAaMM Ha HHOCTPAHHBIX S3bIKaX K HOpME BpEMEHH
pUMEHsIeTCs MoBBIIatoNHi koddduument 1,15.

1.3. budmmoreynast 00padoTka 10KyMeHTOB. Opranu3anusi  BeJeHHe KaTaJIoroB

Tabauna 3
N n/n HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enununa Hopma
U3MEPEHUS BPEMEHU,
MUH.
1 2 3 4
15.11.2018 Cucrema TAPAHT 8/190
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Pabora ¢ meuaTHOI KapTOYKOM:

(dbopMHpOBaHHE KOMITJICKTA MEYaTHBIX KAPTOYECK HAa OCHOBE
MalIMHOYUTaeMO# OnborpadudecKoii 3ammucu

OJlHa KapTO4YKa

1,25

p3360p KOMIIJICKTA NI€YATHBIX KapTOYCK

OJIHa KapTO4YKa

0,42

moAOOp MEYaTHBIX KapToUeK 1Mo aidaBuTy GamMuauit
aBTOPOB WJIM 3arJIaBUi Ui PACCTAHOBKHU B CITY>KEOHYIO
KapTOTEKY

OJlHa KapTO4YKa

0,43

pacCTaHOBKA KapTOUEK B CIY)KEOHYIO KApTOTEKy

0JIHa KapTO4Ka

0,96

9]

non6op1<a IEYaTHBIX KAPTOYEK K TOKYMCHTaAM

OJIHa KapTO4YKa

0,52

CBCpKa MOCTYIIMBIIMX NOKYMCHTOB C KaTaJIOTaMHU:

IIPOBEPKA M0 KATaJIOI'y IOBTOPHOCTH JOKYMEHTA;
IIEPEHECEHNUE C KaTaJI0)KHON KapTOUKU OMOIMOTEYHOT O
mudpa, MOJHOro UHJAEKCA

OJIHa KapTO4Ka

1,9

IIOHMCK B CJIY)K€6HOM KaTaJorce CBOAHOro OrnucCaHusi,
BHCCCHHUC OTMCTOK

0JlHa KapTO4Ka

2,6

o(hopmIIeHHE TTIeYaTHON KapTOYKH, HAlICAaHHE
WHBEHTAPHOTO HOMEpa, Mu(pa u Jpyrux OMOIMOTEYHBIX
OTMETOK

OJlHa KapTO4Ka

0,68

[Ipunucka ny0neToB:

CBEpKa JOKYMEHTa Ha AyOJIETHOCTb 110 CIY)KEOHOMY,
as1(haBUTHOMY, YIETHOMY KaTaJIOTy

OAHO Ha3BaHHC

0,94

10

IIPUIKCKA y0ieTa B KaTajor: NpoCTaBIeHUE
WHBEHTAPHOTO HOMEPA; MepeHeceHne mudpa Ha JOKYMEHT

OJHO Ha3BaHHC

2,42

[Tpunrcka mpoaoKAIONIUXCS U3TaHNN

11

MTOVCK B PETUCTPAIMOHHON KapTOTEKE KAPTOUKH HA
W3JIaHuE; CBEpKa €€ C OPUTHHAIIOM; BHECEHHE
OUOJIMOTEYHBIX OTMETOK

OJJHO Ha3BaHHC

0,84

12

MOKCK B KAaTaJIOre KapTOYKU; OTMETKA MOCTYIIIICHUS
COOTBETCTBYIOIIETO BHIITYCKA; TPOCTABICHHE
WHBEHTapHOTO HOMepa, mudpa, BHECEHUE IPYTUX
OMOIMOTEYHBIX OTMETOK

OJHO Ha3BaHHC

3,1

®dopmupoBanue oubnnorpaduyeckon 3anucu

CocraBieHne 0OCHOBHOM OuOarorpaduueckoif 3amucu npu
OTCYTCTBHH M€YaTHOW KapPTOUKH B JJOKYMEHTE
(03HaKOMIIEHHE C IOKYMEHTOM; COCTaBJIEHHE OMMCAHUS;
BHeceHHe OUOIMOTEYHON OTMETKH)

OJHO Ha3BaHHC

KoanuecTBO 31€MEHTOB ONMCAHUS:

13

1-4

0,42

14

5-6

5,2

15

7-9

6,2

16

10-13

7,2

17

14 -19

8,2

18

20 -27

9,2

19

COCTaBJIeHHE OCHOBHOMN OuOnorpaduyeckoit 3anmcu ¢
MTOMOIIBI0 MaKeTa KapTOUYKH, HAleYaTaHHOTO B KHUTE;
IIPOCMOTP M3JaHUS; CBEPKA C MAKETOM KapTOYKH

3,5

20

COCTaBJIEHHE JJ0OABOYHOTO OMHMCAHMS K OCHOBHON
6ubnuorpaduyeckoit 3anucu

OJlHa KapTOouKa

1,9

21

15.11.2018

O3HAaKOMJICHHE C TOKYMCHTOM, COCTABJICHHUC

Cuctema 'APAHT

OINH

3,5
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aHAJIMTUYECKOU 3aIIMCH

JIOKYMEHT

22

COCTaBJICHUE CCHUIOYHON KapTOYKHU K OCHOBHOM
oubmorpaduueckoil 3anucu

OJlHa KapTO4YKa

1,26

dopmupoBanue 6uOIMOrpaPUIECKOi 3aUCH PyKOTTMCHOM
KHUTH

CocraBieHne 0OCHOBHOM OMOIHOrpaduuecKoil 3amucu
(o3HaKOMIIEHHE C JOKYMEHTOM; COCTaBJICHNE, OTIMCAHNUE,
POCTAHOBKA OMOIMOTEYHON OTMETKN):

OJHO Ha3BaHHC

23

cpez[Heﬁ CJIOKHOCTHU

600,0

24

HOBBIIIEHHON CIIOKHOCTU

1200,0

25

Ha HHOCTPAHHOM A3BIKC

1200,0

26

KapTorpaguueckoro Mmarepuaia

1200,0

27

MY3BbIKAJIbHOTO COACPIKAHUA

1200,0

28

nopaboTKa ycTapeBIINX 3aMUCeil, He COOTBETCTBYIOIINUX
COBPEMEHHBIM apxeorpapuuecKuM HOpMaM: TaTHPOBKA
pyKonucel o BOJASHBIM 3HAKaM; POCHHUCH COJIEpKaHUs
COOPHUKOB HETIOCTOSIHHOTO COCTaBa; BHECEHUE
JOTIOJTHUTENBHBIX CBEJICHUN C YUE€TOM JOCTUKEHUN
COBpPEMEHHOM ncropuorpaduu

OJHO Ha3BaHHC

300,0

PenakTupoBanue OubamorpaduuecKom 3ammcu:

29

ITPOBCPKaA MPAaBUIIbHOCTHU 3JICMCHTOB 3allMCHU HAa KAPTOYKC

0JIHA KapTOYKa

1,0

30

oopmieHHE KapTOUKH 115 TyOIMPOBaHUS HA
MHOKHTEIHHOM armapare; IpOCTaBJICHUE UHICKCOB,
mudpoB, OMOIUOTEUHBIX IOMETOK, OIIPEICICHUE 1
yKa3aHUe TUPaXa KapTOUeK

OJlHa KapTO4YKa

3,2

I'pynnoBas 00paboTKa JOKYMEHTOB

OTOOp OMHOTHUITHBIX IOKYMEHTOB, MOJIEKAIIUX
IpymnnoBoi 00paboTKe; cocTaBleHHe 001IeH
XapaKTEPUCTUKU HA KOMILJIEKT TOKYMEHTOB

OJlHa TpyIIa
JIOKyMEHTOB

Komuuecto JAOKYMCHTOB B I'pYIIIIC:

31

1-9

39,0

32

10-15

60,0

33

16 - 30

106,0

34

IMPOBEpKa MPaBUJIbHOCTU COCTABJICHUA XAPAKTCPUCTUKHN HA
KOMIUJICKT JOKYMCHTOB

OJIHa
XapaKTCPUCTHUK
a

13,0

Pexaranoruzamus (3aMeHa KaTaJ10XKHbIX KapTOLICK)I

35

CBEpKa KapTOYKH C IOKYMEHTOM; UCIIPABIICHUE CTAPOTO
O6ubarorpaduuecKoro OnucaHus; COCTaBJICHHE HOBOTO
OIMCAHUS; TIepeHeceHne mudpa, HHBEHTAPHOTO HOMEPa,
OMOIMOTEYHBIX ITIOMETOK

OJlHa KapTOouKa

17,4

HO,ZIFOTOBKa K HTHACKCUPOBAHWIO TOKYMEHTOB JIJI1
KaTaJIOIr'OB:

36

Mo00p KapTOUYKH K JOKYMEHTY, CBEPKa M BIIOKEHUE B
JIOKYMEHT

OHa KapTO4YKa

0,5

37

03HAaKOMJICHUE C JOKYMEHTOM; YCTaHOBJICHUE TEMATUKH;
pacrpeiesieHre 1Mo OTPacysiM 3HAHUS (10 TEMATUKE)

OJHO Ha3BaHHC

0,88

38

15.11.2018

MMpOCMOTP MHOCTPAHHBIX HBHaHHﬁ, MNEepeBOJA NaHHBIX HA
PYCCKUH S3BIK

Cuctema 'APAHT

OJHO Ha3BaHHC

0,37
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CI/ICTeMaTI/IBaL{I/Iﬂ JOKYMCHTOB!

39

cucTeMaTu3alusa JOKyMEHTA C UCIIOIb30BaHUEM HHIIEKCOB
[I€YaTHOM KapTOUYKH MIIM MAKeTa KapTOYKH,
HAIle4YaTaHHOT'O B U3JIaHUH, O3HAKOMIICHHE C JOKYMEHTOM,
IIPOBEpPKA COOTBETCTBUS UHIEKCOB TabIMLaM
KJ1accu(UKaLuy, IPUHATHIM B ONOJIMOTEKE, IPOCTABICHUE
MHJCKCA HA JOKYMEHTE

OJHO Ha3BaHHC

2,6

40

CHCTEMaTH3alus JOKYMEHTOB IIPH OTCYTCTBUU ITEYATHOM
KapTOUYKH U MaKeTa KapTOYKHU B U3JAHUU; 03HAKOMJICHUE C
JOKYMEHTOM; OTIpe/ICJICHNE HHJIEKCA 110 TadJIuIam
KJIaCCU(UKALIUHU, TIPUHATHIM B OMOJIMOTEKE; IPOCTABIICHUE
WHJICKCA Ha IOKYMEHTE

OJHO Ha3BaHHC

4,7

41

oIpeziesIeHHe aBTOPCKOTO 3HaKa JIOKYMEHTA [0 aBTOPCKUM
Tadmam

OJHO Ha3BaHHC

0,62

42

mugpoBKa JOKyMEHTa Ipu (hOPMATHO-MHBEHTAPHOM
paccTaHoBKe: onpeenenue popmara J0KyMeHTa,
Hanucanue mudpa

OJHO Ha3BaHHC

0,42

43

peIaKTHPOBAHUE KTaCCU(DHUKAIIMOHHOTO HHJIEKCA;
IIPOBEPKa NPABUJIBHOCTH UHJEKCA, aBTOPCKOr'0 3HAKA

OJHO Ha3BaHHC

0,88

44

COCTaBIJIEHHE KAPTOUKH aJI(PaBUTHO-TIPEIMETHOTO
Kartajiora (Ha HOBYIO TeMaTHKY); HallUCAHUE HAa KAPTOUKe
MHJIEKCA, Ha3BaHUs KaTajlora U KapTOTEKH, B KOTOPBIX
OTPa)KaIOTCs JOKYMEHTHI; YKa3aHUE CCBUIKM U OTCBUIKH,
CBSI3U MEXKAY OT/ACIbHBIMH PyOpUKaMu

0JlHa KapTo4Ka

2,0

Hpe,[[MeTI/BaI_[I/IH JAOKYMCHTOB!

45

MpeIMETU3alNs JOKYMEHTOB C UCIIOJIb30BAHUEM PYOPUK
Ne4aTHON KapTOUKU; IPOBEPKa COOTBETCTBUS PyOPUKH
MI€YaTHON KapTOYKH MPEAMETHOMY KaTajory

OJJHO Ha3BaHHC

2,6

46

peAMEeTH3alus TOKYMEHTOB IIPH OTCYTCTBHUU TTEYaTHON
KapTOYKH; 03HAKOMJICHUE C JOKYMEHTOM, OIPE/ICIICHHE
pyopuku

OJHO Ha3BaHHC

4,6

47

COCTaBJIEHHE HOBBIX MPEIMETHBIX PYOPUK U MOJIPYOPHK;
MIEpeHECEeHNE Ha KapTOUKH CITY>KEOHON KapTOTEKH

OHa KapTO4Ka

1,3

48

pelakTUpOBaHUE MPEMETHON pyOpPHKH; MpOBEpKa
MPaBWJILHOCTH NMPEAMETHON pyOpUKHU, TOUHOCTH
HaIMCaHus

OHa KapTO4Ka

0,88

Opranu3zanus angaBUTHOTO KaTauora:

49

moa0opKa KapTOUKH Mo andaBuTy (pamMunuii aBTOPOB UITU
3arjJaBUi JJIsl paCCTAHOBKH B aj()aBUTHBIN KaTajor

OHa KapTO4YKa

0,36

50

paccTaHoOBKa MPeIBAPUTENBHO TOJJOOPAHHBIX KAPTOUEK B
an(aBUTHBIN KaTaJIOT

OHa KapTO4YKa

0,36

51

PECAAKTUPOBAHUC aJI(I)aBI/ITHOI‘O KaTaJjiora; rmpoBcpKa
PaCCTaHOBKHU KAapTOYCK, MMPaBUJIIbBHOCTHU J106aBO'-IHI)IX )51
CCHIJIOYHBIX KaPTOUCK; UCITPABJICHUC OIIMOOK

OHa KapTO4Ka

0,88

52

HalKCaHue pa3fenuTens Ul an(aBUTHOrO KaTauora,
yKa3aHue OYKBBI, CJI0Ta

OINH
pa3aeNuTENb

0,88

53

15.11.2018

paccTaHOBKa pa3jenuTeneil B aapaBUTHBIA KaTajor:
nmoAOOpKa pa3euTeNeH 1Mo angaBUTy, MOUCK MECTa
pa3aenuTensi, yCTAaHOBKA, 3aKPETICHUE CTePIKHS

Cuctema 'APAHT

OJIUH
pasnenuTenb

0,36
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Opranuzanus CUCTEMaTUYECKOro KaTajiora:

54 | mogbopka KapTOUYKH 110 MHACKCAaM, BHYTPH pasjesia o 0JIHA KapTOYKa 0,42
andasuty hamMUIHii aBTOPOB WIIH 3arJIaBUH TSI
paccTaHOBKH B CUCTEMAaTHUECKHUI KaTajor

55 | paccTaHOBKa IPEIBAPUTEIHLHO MOAOOPAHHBIX KAPTOUYCK B OJIHA KapTOYKa 0,42
CUCTeMaTUYECKUI KaTajior

56 | pegakTUpOBaHHE CUCTEMATUYECKOTO KaTajora: mpoBepka 0JIHA KapTOYKa 0,88
MPaBUIILHOCTH HAIIOJIHEHHUS Pa3/IeNIOB KaTajaora mno
COJIEP>KaHUI0, UHACKCAIIMH U PACCTaHOBKE; UCIIPABIICHUE
OIHOO0K

57 aHaJIM3 CUCTEMAaTUYECKOIr0 KaTajora: UCIIpaBICHUE OJIHA KapTOYKa 5,2
WHJICKCOB, BHECEHNE N3MEHEHUH B ali()aBUTHBIN KaTajaor

58 | HanMcaHMe pa3AenuTeNs Uil CHCTEMAaTHUECKOT0 KaTaunora: OJIUH 2,6
yKa3aHHWE HAaMMEHOBAHMsI pa3jienia, mojipasiesa u Ipyrux pasaenuTenb
OTMETOK

59 | paccraHOBKa pa3jenuTesel B CHCTEMAaTUYECKUM KaTaJlor: OJVH 0,42
moa0opKa Mo UHJEKcaM, IOUCK MeCTa, YCTaHOBKa, pa3aenuTenb
3aKPEIUICHUE CTEPHKHS
Opranu3zaiys npeIMeTHOro Karajora:

60 | mombopKa KapTOYeK 1O MPEAMETHBIM pyOpHUKaM, BHYTpH 0JlHa KapTo4Ka 0,42
pyOpuk no andasuTy haMuIil aBTOPOB UIIH 3arjaBuil

61 paccTaHOBKa MPEIBAPUTEIIBHO TIOJJOOPAHHBIX KAPTOUCK B OJIHA KapTOYKa 0,42
MIpeIMETHBIN KaTajaor

62 | pemakTHpOBaHUE MPEIMETHOTO KaTajuora: IpoBepKa OJlHA KapTOYKa 1,0
MPABUIILHOCTH CCBIJIOK, OTCBUIOK, pyOpHK

63 HAIMCAaHUE PA3IEIUTENS JUIsl IPEAMETHOIO KaTajora, OJIUH 2.3
yKa3aHue PyOPHKHU, OTCHUIKU, CCHUIKU pasienuTenb

64 paccTaHOBKA pa3fEeNUTENs B IPEAMETHBIN KaTaJor, TOUCK OJIUH 0,42
MeCTa, YCTAaHOBKA, 3aKPETUICHUE CTEPIKHS pa3zenuTenb
Opranuzanys HyMepalMoOHHOTO KaTajaora HOpMaTUBHO-
TEXHUYECKON JJOKYMEHTAIUU:

65 | moxbopka KapTOYKU MO BUJIAM JIOKYMEHTOB, YCIOBHBIM OJIHA KapTOYKa 4,3
1M (POBBIM 0003HAUECHUSAM, AN(PABUTY COKPALIEHHBIX
Ha3BaHWM CTpaH, JTATUHCKOMY aji(aBUTy (MHOCTPAHHBIX
CTaHJApTOB), IO HOMEpPaM JOKYMEHTOB

66 | paccTaHOBKA MPEIBAPUTENLHO MMOIOOPAHHBIX KapTOUYEK B OJIHA KapTOYKa 0,41
KaTaJior

67 | pemakTupoBaHHe Karajora (IpoBepKa MPaBHUILHOCTH OJIHA KapTOYKa 32
oubnuorpaduuecKux ONMMCaHu, pacCCTaHOBKH,
UCIpaBIIEHUE OITNOOK); BHECEHUE TOTIOTHEHUH U
W3MEHEHUH B KaTaJlor (OTMEHA, 3aMEHAa, N3MEHEHU,
MIPOJICHNE CPOKA JCHCTBHS C YKa3aHUEM UCTOYHHUKA)

68 | HamMCaHME U PACCTAHOBKA pa3JENUTENEH OIVH 1,3

pa3zenuTenb

Opranuzanys 1 BeJIEHHE JIeKTPOHHOIO KaTajlora:

69 | cBepka MOCTYNUBIIUX IOKYMEHTOB Ha 1yOJE€THOCTh B OIVIH 1,6
3JIEKTPOHHOM KaTaJlore JIOKYMEHT

70 MPUIMKCKA MPOJOJHKAIOIINXCS U3JaHUM B DJIEKTPOHHOM OIH 1,6
Karajuore JOKYMEHT
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®opmupoBanue OMOIHOrpapUUECcKO 3aUCH IS
3NIEKTPOHHOTO KaTauora; BBOJ B 0a3y JaHHBIX;
3al0JIHEHHE COOTBETCTBYIOIIMX MOJICH:

OJHa 3a1ucChb

71 MPY HAIMYHUKM MaKeTa e4aTHON KapTOYKHU 0,36
72 | OpHU OTCYTCTBUM I1I€YATHON KapTOUKU 0,42
73 COCTaBJICHUE aHAJIMTUYECKOM 3alMCH 3,5
74 COCTaBJIEHUE JOOABOYHBIX M CCHUIOYHBIX OITMCAHUI OTHO 0,88
ONMCAHUE
75 | penaktupoBaHue OuOIMorpaduuecKoit 3anucu B 6aze OJTHO 1,3
nanaeIX AC; BHECEHHE U3MEHEHUH OonHcaHue
76 | BBOA MepeyHs MPEAMETHBIX PYOPHUK apr(pMETHKO- oJIHa pyOpuka 0,36
noruyeckux yctpoicts (AJIY) k cuctemaTnyeckoMmy
KaTaJory U TeHepaJIbHOM CIPaBOYHOMN KapTOTEKe
77 | BBIBOJ Ha KpaH OuOnmmorpaduyeckux 3anucen 0JTHA 3aIHCh 0,83
78 | pemakTupoBaHHE PYOPUK; HAIOJHEHHUE Pa3esioB 0JIHA 3aIHCh 3,0
W3patue kapTouek U3 KaTrajioros
W3bsiTHE KapTOUKH HA UCKIIIOYCHHBIE U3 OMOINOTEYHOTO 0JlHa KapTO4Ka
(dhoHIa JOKYMEHTBI:
79 | andaBuTHOrO Karajgora 0,52
80 CHCTEMaTH4YECKOTO KaTajiora 0,56
81 | mpeameTHOro Karajuora 0,56
82 HYMEPAIMOHHOTO KaTajora 0,42
83 | uzpsaTHE OMOIHOTpadUUECKON 3aIIMCH U3 DIIEKTPOHHOTO 0J1HA 3aIlMCh 0,84
Karajora
TexHuueckas 06paboTKa TOKYMEHTa
HakneuBanue Ha TOKyMEHTE JIMCTKa CPOKa BO3BpATa, OJIUH
KapMallika, spJbIKa: JOKYMEHT
84 | mucToK cpoka BO3Bpara 0,42
85 | xkapmamek 0,42
86 | spabIK 0,26
Hanucanue mudpa Ha JOKYMEHTE U SpJIbIKE: OJIMH
JOKYMEHT
87 | Ha MOKyMeHTe 0,26
88 | Ha ApnbIke 0,36
89 | mepenecenue HOpMATHOTO U CUCTEMATHIECKOTO MIN(POB C OJIH 1,6
KapTOYKH HA JOKYMEHT JOKYMEHT
90 oopMIIeHHE KApPTOYKH ISl THPAKUPOBAHUS OJIHO Ha3BaHUE 1,0
91 BHECEHHME U3MEHEHUI B KAPTOUYKE I10CIIE TUPAXKUPOBAHUS OJIHO Ha3BaHUeE 0,42
92 | pacnpeneneHre KaTajJ0KHbIX KAPTOUYEK Ha HOBBIE OJIHA KapTOYKa 0,42
MIOCTYIUIEHUS IO CTPYKTYPHBIM MOJPA3AEICHUAM M10CIE
TUPAKUPOBAHUS
93 | 3amosHeHHe KHHKHOTO opMyIisipa: ykazaHue mudpa, OIVH 0,88
MHBEHTapHOI0 HOMepa JIOKyMeHTa, GaMIIUU U KHIDKHBIH
WHUIIMAJIOB aBTOPA, €r0 Ha3BaHMUsI, LIEHBI, TOJla U3JaHus dhopmysap
94 | 3amoyiHeHHE KapTOYKU UHJMKATOpa Ha JOKYMEHT, OJINH 0,88
HaIpaBJIIeMbIil B KHUTOXpaHEHHE: YKa3aHHe WHMKATOP
WHBEHTapHOTO HOMEpa, aBTOpPa U 3aryiaBus, mudpa
paccTaHOBKU
95 | 3amosiHeHuE NiepeaaTOYHON BEOMOCTH Ha NApTHUIO HOBBIX OJIHa 0,42
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MOCTYIUJIEHU BEJOMOCTb

Pa6orta B AC

BriBos Ha 3KpaH ydeTHBIX (OpM; pacreyaTka: onHa dopma
96 JIMCThI MHAUBUAYAIBHOTO yueTa JOKYMEHTOB 0,05
97 repelaToyHas BEJOMOCTh HOBBIX MOCTYIUICHUI 0,05
98 | xapTouka c OubHMorpaduIecKoii 3aMUChIO ISl Y9€THOTO 0,05

Karajora
99 | kHIWKHBIH GopMyIsIp 0,05
100 | kapTouka MHIUKATOpPA 0,05

[Ipumeuyanue: K HOpMaM BPEMEHU MIPUMEHSIOTCS MOBBIIIAIONINE KOOPDUITUSHTHI:

- IPU COCTaBJICHUH OMOIMOrpaUIecKOTro OMMCAHNUS Ha JJOKYMEHT, Ha TUTYJIBHOM JIHCTE KOTOPOTO
YaCTUYHO OTCYTCTBYIOT JIaHHBIE JUIst Oubnuorpaduueckoi 3amucu - 1,13;

- mnpu OubnmoreuHoir  oOpaborke: KHHOPOTOPOHO TOKYMEHTOB - 1,21; HOTHBIX,
KapTorpaduueckux, uzomsgaHuii - 1,15, cmenuanbHBIX BHJOB HAyYHO-TEXHHYECKOW IUTEPaTyphl H
nokymeHTaiuu - 1,10;

- mpu paboTe C JOKYMEHTaMH Ha HHOCTPAaHHBIX SI3bIKaxX, MPU OpraHU3aluud U BEACHUU
KpaeBeIuecKoro kartajora (KapTOoTeKH) M OMOJIMOTEYHOTO KaTajora Ha MHOCTpaHHOM si3bike - 1,15. Ha

sI3bIKax CcTpaH Aszuu u Adppuku - 1,5.

1.4. PaGora ¢ dpongom

1.4.1. PaGoTa no npueMy 10KyMeHTOB

Taoauua 4
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTh Enununa Hopma
U3MEPEHUS BPEMEHU,
MUH.

1 2 3 4
[IpyueM NOKyMEHTOB B CTPYKTYPHBIX IOAPA3IEICHUAX
IIpueM nOKyMEHTOB U3 OTAEIa KOMIIJIEKTOBAHMS, CBEPKA C | OJIHA MTapTUs
CONPOBOAUTEIBHBIM MATEPUATIOM
KoanuecTBo 3K3eMIUISIPOB:

1 1-25 14,4

2 26-75 37,2

3 pErucTpanys HOBBIX NOCTYIUIEHUN NEPUOJUIECKAX OJUH 0,26
W3/IaHUM, IPOCTABIEHUE OTMETKHU B PETUCTPALUOHHOU JOKYMEHT
KapTOTEKe

4 IIPOBEpPKA I'OIOBOI0 KOMILJIEKTA KYPHAJIOB U ra3eT Ha OJIMH HOMEP 1,0
HaJu4ue HOMEPOB

5 IIPOBEPKA 3aMKCH HA IEPBOM HOMEPE '0JTI0BOTO OJINH HOMEp 5,0
KOMILIEKTA: mudpa, HOMEPOB, OTCYTCTBYIOIIUX HOMEPOB,
MeCAIIEB
3anuce HoMepa B TONOrpaduuecKyro ONUCh, TPUI0KEHUS OJIMH HOMEp
Y CIIEHUAJIbHBIE BBITYCKH:

6 Ha PYCCKOM SI3BIKE; 1,0

7 Ha MHOCTPAHHBIX S3bIKAX 2,0
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8 MPOCTABJICHHUE IITEMIIENISI CTPYKTYPHOTO TOIpa3ieiIeHuUs OJIUH HOMEP 0,26
Ha JIOKYMEHTe
[Ton6op TOKYMEHTOB JUIsl pACCTAaHOBKU B (DOHJE:
9 moAOOpKa JOKYMEHTOB I10 KJIaCCU(PUKAIIMOHHBIM OIH 0,52
MHJIEKCaM, aBTOPCKOMY 3HAKY JOKYMEHT
10 | moxOopka TOKyMEHTOB 1O (hopMaTy, UHBEHTAPHBIM OJIMH 0,92
HOMepaM, MupaM pacCTaHOBKU JOKYMEHT
11 no00pKa JOKYMEHTOB 110 aliaBUTY Ha3BaHUM, T0J1aM, OIVIH 0,48
HOMEpaM, pazjieliaM, opsAKOBOMY HOMEpPY JOKYMEHT
12 | nonbopka cnenBuI0B HOPMAaTUBHO-TEXHUYECKON OJIUH 0,36
JOKYMEHTAIMH 10 KJIaccaM, MOAKIaccaMm, IpyImnam, JOKYMEHT
MOJIrpyInaM, MHBEHTAPHBIM HOMEpam
PaccranoBka 6ubmmoTeyHoro GpoHma:
13 | paccraHOBKa TOKYMEHTOB Ha CTEJUIaXKax B OJINH 0,52
crcTeMaTUYeCcKH-al(aBUTHOM MOPSIKE JOKYMEHT
14 | paccraHOBKa JOKYMEHTOB Ha CTEJJIaXXax B (POpMaTHO- OJIUH 1,3
WHBEHTAPHOM INOPSIIKE JOKYMEHT
15 paccTaHoOBKa JOKYMEHTOB MO andaBUTy Ha3BaHUM, TOAAM, OVH 0,63
HOMEpaM, pazjiesiaM, opsAKOBOMY HOMEpPY JOKYMEHT
paccTaHOBKAa HOPMAaTUBHO-TEXHUYECKON IOKyMEHTAallUU OJIUH
10 KJ1accaM, MoJKjaccam, rpynmnam, NoArpymnmnam, JOKYMEHT
MHBEHTAPHBIM HOMEpam
KonngecTBo TOKYMEHTOB B TOA0OpKe:
16 1-5 0,52
17 ]6-10 5,2
18 11-15 0,88
19 | paccraHOBKa JOKYMEHTOB Ha CTEJIaXXax B (POpMaTHO- OJIMH 5,00
cHCTeMaTUYeCKOM U al(aBUTHOM MOpsKe (IPEeIMETOB U JOKYMEHT
MaTepuasoB rpauku) B BUTPUHAX U MIKaax ¢ y4eTOM
KOMIUIEKCHOTO XpaHEHHUsI PYKOIIUCHBIX U CTAPOIIEYaTHBIX
KHUT
20 | paccraHOBKa JOKYMEHTOB Ha MUKPOHOCHUTEIISX B OIVIH 3,0
MHBEHTAPHOM M HyMEPALMOHHOM TMOPSIKE JOKYMEHT
MIPOBEpKa MPABUIIBHOCTH PACCTaHOBKU JJOKYMEHTOB B MaccuB QoHJa
OTJENbHBIX MaccuBax (oHJa
KonnuecTBo npoBepsieMbIX JOKYMEHTOB:
21 1-200 26,1
22 | 201-305 42,0
23 | 306 -400 57,0
24 | 401 - 600 88,0
25 nepemMenieHue (MepeHeceHne) JTOKYMEHTOB Ha CBOOOTHBIC OJTHA IIOJIKA 4,0
MecTa
OdopmieHne MoNOYHBIX pa3eNInTeNe; HalucaHue OJTMH
TIOJIOYHBIX Pa3/ieIuTeNeH: pa3fenauTenb
26 | 1u1d cucTeMaTHYecKOl paccTaHOBKHU QoHJa 3,6
27 | nast popmaTHON paccTaHOBKHU (OHIA 2,6
28 JUTst anipaBUTHOM paccTaHOBKHU (OHAA 2,6
29 | n1st HyMepalurOHHOM paccTaHOBKH (poHa 2,6
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IIpumeyaHue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MOBBIIIAIOIINE KOI(PPUITUCHTHI:

- mpy ToAOOpPE M pacCTaHOBKE KUHO-, POTO-, POHOTOKYMEHTOB - 1,2;
- HOT, KapTOorpapuIecKux, N30M3AaHul -1,5;

- Ipu paboTe ¢ TOKyMEHTaMU Ha HHOCTPAHHBIX s3bIKax - 1,15;

- Ha s3bIKax crpaH Asuu u Adpuku - 2,0.

1.4.2. Pabora nmo coxpannoctu poHjaa

Tabanna S
N /i HaumenoBanue nporecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEeHUs BpPEMEHU,
MUH
1 2 3 4
ITpoBepka 6ubaMoTeUHOTO (hOHA:
1 HaIMCaHUE KOHTPOJIHHOTO TaJIOHA HAa JIOKYMEHT: YKa3aHue OJIH TaJIOH 0,88
Ha HEM MHBEHTAapHOI0 HOMepa, mudpa, hamunuy,
MHUIIMAJIOB aBTOPA, 3arjaBus, rojja, MecTa u3JJaHus, 1IeHbI,
MeCTa XpaHEeHHUsI
2 MapKUpOBKa KOHTPOJIbHBIX TAJIOHOB: YCTAHOBKA, I'/1€ OJIMH TaJIOH 0,26
YUYTEH JaHHBIM JOKYMEHT (Y4eTHBIH KaTajor, UHBEHTapHas
KHMIa); IPOCTABJIEHUE ONIO3HABATEJILHOIO 3HAKa
ITon6Gopka KOHTPOJIBHBIX TAJIOHOB: OJIUH TaJOH
3 110 ”HBEHTAapHBIM HOMEpaMm 0,21
4 1o andasuty paMuInii aBTOPOB WJIM 3arIaBHii 0,31
5 0 KJIaCCU(DUKAITMOHHOMY UHEKCY 0,52
6 CBEpKA KOHTPOJIbHBIX TAJIOHOB ¢ UHBEHTAPHOM KHUTOM, OJIVH TaJIOH 0,21
OTMETKA [TPOBEPKU Ha TAJIOHE U B KHUTE
7 CBEpKa KOHTPOJIbHBIX TAJOHOB C YYETHBIM HIIH OJWH TaJOH 0,26
asi(haBUTHBIM, TOTIOTpaQUUECKUM KaTajloraMu, OTMETKa Ha
TaJOHE U B KaTajore
8 aHau3 GOpMbl MHIUBUIYyaJIbHOTO yU€eTa; BhIABICHHE OJIUH 1,3
JJOKYMEHTOB, HE IPOIIEIIINX IPOBEPKY JOKYMEHT
9 COCTABJICHUE KaPTOYKH HA JOKYMEHT, HE MPOLIECAIINN OIVH 0,83
IIPOBEPKY JIOKYMEHT
10 | noMCK NOKYMEHTOB, HE NPOLIEANINX IPOBEPKY, MO OJINH 3,6
Pa3IMYHBIM YYETHBIM (opMamM, KapTOTeKaM, KypHajam, JIOKYMEHT
KHIKHBIM TTOJIKaM
CocTaBlieHHe CIIMCKA HEIOCTAIOIMUX B (DOHJI€ JOKYMEHTOB | OJMH CIIHCOK
Koa1uecTBO TOKyMEHTOB B CIIMCKE:!
11 1 0,78
12 | 2-10 8,3
13 11-25 19,3
OT6O0p JOKYMEHTOB JIJIsl U3BSITHS U3 (DoHIA
ITpocMOTp AOKYMEHTOB Ha IpeAMET U3bATUS U3 GOHIA: OJINH
JIOKYMEHT
14 | HempoUIBbHBIX 3,1
15 yOJIETHBIX 1,6
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16

yCTapeBIINX 0 COJACPKAHUIO

3,1

17

BCTXUX

0,88

18

MaJIOUCIIOJIb3YCMbIX, HCHUCIIOJIb3YCMbIX

2,6

HOI[I‘OTOBKa JOKYMCHTOB K aKTUPOBAHHIO:

19

no00pKa TOKYMEHTOB B ITapTUH 110 IPUYNHAM U3bSATHS,
CBEpKa C KHIKHBIM (hOPMYIISIPOM

OJIMH
JIOKYMEHT

0,36

20

Mo100pKa KHIKHBIX (DOPMYIIIPOB HA JOKYMEHTaX B
MOpsIKE MHBEHTAPHBIX HOMEPOB, alaBuTa, KypHAJIOB -
10 TOJJaM U HOMepaMm

OJIUH
bopmynsp

0,42

CocraBiieHne CIIMCKA K aKTy BBIOBITHUSA (TIepeaaun);
noJicueT obueil cyMMbl; 0pOpMIIEHUE aKTa

OJWH aKT

KomnnuectBo JOKYMCHTOB B CITMCKC!:

21

1

0,78

22

2-10

7,8

23

11-25

19,3

IToaroroBka JAOKYMCHTOB B IICPCILJICT:

24

0TOOp TOKYMEHTOB JIJIsl TIEPEIIeTa; IPOBEpKa COCTOSHUS
JIOKYMEHTA; 3aroJiHeHue (CBepKa) KHUKHOTro (hopMyIspa

OJWH
JAOKYMCHT

3,4

25

moAOOpKa KOMILIEKTOB, CBSI3bIBAHUE B IMAYKH;
odopmIiIeHHe JOKYMEHTOB JIsl IepeIayil B MepeIuieT

OJWH
JAOKYMCHT

2,6

26

MoATOTOBKA JOKYMCHTOB K BOCCTAHOBJICHUIO: HOZI60p
AOKYMCHTA, aHAJIOTUYHOTO ITOBPCIKIACHHOMY, O(I)OpMJ'IeHI/IC
3dKa3a Ha KOIMMPOBAHUC

OJWH
JAOKYMCHT

2,6

27

IIPUEM 3aKa3a I0CJIe KOMPOBAHMUs, IIPOBEPKA KAYECTBA
KOMUH, MOATOTOBKA JOKYMEHTA K MEPEIUIETY

OJINH
JIOKYMEHT

0,83

28

MIpUEM JTOKYMEHTOB U3 NepeIieTa: CBepKa MOCTYIUBIIMX
U3 NeperuieTa JOKyMEHTOB C KHHKHBIM (POPMYIISIPOM;
IIPOBEpKa KayeCTBa IepeIuIeTa; BOCCTAHOBIICHUE 3arJIaBUs;
HanucaHue mudpa Ha spiblke, KOpelKe JOKYMEHTa

OJIMH
JOKYMEHT

5,2

[TonmuBka ra3zeT u TOHKHX KYpPHaJIOB:

29

ornpejeneHue Gpopmara, BIOKEHHE KOMIUIEKTA KypHAJIOB B
ManKy Hy»KHOTO ¢opmara, 3aBsi3bIBaHNE; BEIHECCHHE
mudpa, Ha3BaHUs, roJja U3/IaHKsI, HOMEpPa )KypHAJIOB Ha
00JI0KKY M KOPEIIOK NanKu

OJIHa I1aIlKa

13,0

30

packiazika ra3et Mo Ha3BaHHIM: MPOKaIbIBaHUE,
BJIO)KCHHE B KAPTOHHYIO 00JI0KKY (TIATKY), MIPOITHYPOBKA;
odopmiieHne 0010KKkH (Ha3BaHUE, TOJI, HOMEP, MECSII)

OJIHa I1aIlKa

9,4

Menkuit peMoHT doHaA:

31

MOJKJIEMKA TOKYMEHTA, KAPMAILIKOB, SPJIBIKOB;
BOCCTAHOBJICHUE 3arjlaBUN

OJIHa I1aIlKa

4,2

PCCTaBpaLII/ISI KOPCHIKOB!

32

ornpezaeneHue oo0beMa paboThl; yIaIeHHe CTaporo
KOpEIIKa, TOAr0TOBKAa KOJIEHKOpa (00pe3Ka, MOAKICHKa);
MPOIINBKA 0JIOKA JOKYMEHTA, MOAKJIeHKa HOBOTO
KOpeEIIKa, pa3MeleHne N0 Pecc

OJIUH KOPCIIOK

60

PCCTaBpaI_II/ISI CTpaHUII:

33

ornpezeneHue oobema paboThl; mojakielka pororpaduii,
KapT, YePTEkKEW; BOCCTAHOBJIICHUE YaCTEN CTPAHMI]

OJIHA CTpaHULA
(ctp.)

10

Ob6ecnpuinBanue GoHaA:
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34 | obecnpuMBaHue OH/IA C IIOMOIIBIO MBLIECOCA; OJlHa 12,0
o0ecrnieueHre paboyero MecTa TEXHUYECKUMHU CPEICTBAMU; MEpOIoJIKa
MpOBeIeHNE 00ECIBIITMBAHUS; 3aHOC TEXHUIECKUX CPEJICTB
B MECTa XpaHEHUS
35 | pyuHoe obecnpiTBaHuE QoHIA; OOecTieueHne padoUuero OJlHa 9,4
MeCTa TEXHUYECKHUMH CPEICTBAMU; 3aHOC TEXHUYECKHIX MEpOIoJIKa
CpPEICTB B MeCTa XpaHEHUs
IIpumeyaHue: K HOpMaM BpeMEHH MMPUMEHSIOTCS MOBBIIIAOIMKE KO3()PUIIUEHTHI:
- IIPU py4HOM oOOecHblIMBaHUU (OHJIAa HOTHBIX, KapTorpapuueckux, U30U3AaHUN, AUCCepTalui -
1,2;
- Ipu obecnbUTMBaHUM (POHAA ¢ TOMOIIbIO TbLIecoca -1,3.
1.4.3. Uzyuenune 6ubamoTeynoro gponaa
Taoauuma 6
N n/nt Haumenosanue mporuecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
[MonroroBuTenpHas padoTa 1Mo U3y4EHUIO OMOIUOTEIHOTO
dhonpa:
1 COCTaBJICHHE IJIaHa pabOThI 110 U3yYEHUIO OMOIMOTEYHOTO OJIMH IUTaH 214,0
¢donna (yactu Gonma)
2 MO/ITOTOBKA HHCTPYMEHTAPUS 110 U3YUECHHUIO oJlHa Tabauna 6,3
6ubIMoTeYHOro (POHA; COCTABIEHUE TAOIUIBI IO
Pa3IMYHBIM acCMEKTaM H3Y4eHUSs
3 noadopka 6ubmuorpaguueckux mNocoouid, OJIHO Toco0ue 20,0
WH(POPMAIIMOHHBIX CIIHUCKOB /IS TIPOBEICHHS PaOOTHI 1O
M3Y4eHHI0 OMOnmoTeyHoro Ggoxaa
4 MOArOTOBKA MHCTPYKTaXa JUIsl MPpOBeIEeHUs padoT 1o OJIUH 83,0
n3yyeHuro OubanoredyHoro o MHCTPYKTaX
bubnuorpaduyeckoe uzydenue 6ubInoTeqHoro Gpoxaa
O3HakoMIJIEHHE C coJiep:kaHreM OubInorpaduuecKoro OJIHO TIOcOOue
noco0usi, THGOPMAITMOHHOTO CIIUCKA JJIsl IPOBEICHUS
paboThHI O M3ydeHnto Oubanorevynoro Goxga
KonnyecTBo Ha3BaHU# B MOCOOHH:
5 1-25 15,7
6 26 - 50 34,0
7 51-100 68,0
CBepka KapTOUKH KaTajora ¢ Oubauorpadpuaeckum OJIHA KapTOYKa
OTIMCaHHWEM JIOKYMEHTA, YKa3aHHOTO B IIOCOOWH; BHECCHHE
OTMETKH O HAJIMYMU JIOKYMEHTa B (DOHJIE:
8 asi(haBUTHBIN KaTaJIor 0,26
9 CHCTEMATHYECKHUM KaTajaor 0,42
10 | cocraBienue 6ubnMorpaduyeckoro onucaHus Ha 0JIHa KapTO4Ka 2,6
OTCYTCTBYIOIINE B OMOIMOTEKE TOKYMEHTHI
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IMPOCMOTP HAIIOJITHCHHA CUCTCMATHUYCCKOI'0 KaTajaora B
PA3JIMYIHBIX ACIICKTaX (HO OTpacC/isIM 3HAHHA, BUIAM,
FOI[aM); COIIOCTABJICHUE MMOJTYYCHHBIX JAHHBIX C TCMATHKO-
THUITIOJIOTHYCCKUM (HCpCHCKTI/IBHHM) IIJIaHOM
KOMIIJICKTOBAHUA; YTOUHCHUC, BHCCCHUC KOPPCKTHUB B
IIJIaH KOMIIJICKTOBaHUA

OJlHa KapTO4Ka

KomnuuectBo KapTO4CK B SAIIUKC!

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0

Craructuueckoe u3ydeHrue OnOJIMoTeqHoro GoHma:

14

3aroJIHEHNE CTATUCTUYECKUX TabuIl (110 COCTaBy,
NUHAMHUKE U CTEIEHU UCIIOIb30BaHUA OUOIMOTEYHOTO
(doHa) HA OCHOBAHUH YYETHOH TOKYMEHTALIUU

oJlHa Tadimna

19,3

15

pacder rnokasaresieil KHUroo0ecneueHHOCTH,
00paImmaeMoCT!, YATAEMOCTH

OJINH
IoKa3aTeiib

2,0

16

CIUIOIIHOM MPOCMOTP JOKYMEHTOB Ha CTeJUIaXax, IOICYET
M0 KHKHBIM (POpMYJIsipaM WIIM JINCTKAaM CpOKa BO3Bpara
KOJIMYECTBA KHUIOBbIIAY

OJUH
JOKYMEHT

0,84

17

MapKHPOBKa HEUCIIOIB3yeMO YacT (oHIa B
3aBUCHMOCTH OT MIPUYKH, BBI3BABIIMX HU3KYIO
o0paraemMocTh

OJWH
JAOKYMCHT

0,26

18

3aroJIHEHME TaOINIBI HHTEHCUBHOCTH HUCIOIb30BAHUS
oubmmoTeyHoro Goxa

oJHa Tadiuna

50,0

CocraBieHre u aHanu3 TabIUI IO U3YYEHHUIO
6ubnnoreynoro Ghonaa

Cocrasiieaue TaOJINIBL:

19

M0 COCTaBY, Pa3BUTHUIO U HCIIOIH30BAHUIO OUOIMOTEYHOTO
dbonga

oJHa Tabiuna

63,0

20

IO CTETMEHU HCIIOIb30BaHMs (POH/A B Pa3IMYHBIX aCMIEKTax
(B oTpacieBom, Mo BUIaM U3AaHUIN)

oJHa Tabiumna

68,0

21

Mo 00bEeMy HEHCIIOIb3yeMOI M MaJoCIpaIiiBaeMoi 4acTi
(dhoHIa ¥ MpUYMHAM €€ HAKOTUJICHUS

oJHa Tabiuna

63,0

AHanm3 Ta0IUIIbL;

oJHa Tadimma

22

10 COCTaBY, Pa3BUTHUIO U HCIIOIH30BAHUIO OUOIHOTEYHOTO
dbonga

oJHa Tabiumna

56,0

23

0 CTETMEHU UCIIOIh30BaHMs (POH/A B Pa3IMYHBIX aCTIEKTax
(B oTpacieBom, 1Mo BHIaM U3AaHUIN)

oJiHa Tabiuna

56,0

24

10 COCTaBY U BEJIMYMHE HEUCIIOJIB3YEMOU U
MaJIoCIpalIuBaeMoi yacTi GoHa U IPUYMHAM ee
HAaKOILICHUs

oJiHa Tabiuna

60,0

25

COCTAaBJICHHUE ILIaHa MEPOIIPUATHHN U TPCIIIOKEHUHU 1O
pe3yjibTaTaM N3YyUCHUA (I)OH,Z[a

OJIVIH IIJIaH

161,0

IIpumeuyanue: BpeMs NMPOBEIACHUS MHCTPYKTaka B HOPMY BpEMEHM HE BXOJUT; Npu pabore ¢
JOKYMEHTaMU Ha MHOCTPAHHBIX S3bIKaX K HOpMaM BPEMEHM NPUMEHSETCS MOBBIIAIOMNNA KO3 OULIUEHT

1,15.

15.11.2018
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1.5.1. PaGoTa ¢ ynrarejiemM

Taoauna 7

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

3anuck yuTaTessi B OMOIHOTEKY:

MIPOCMOTP AOKYMEHTOB yuTaTens (macmnopr,
YA0CTOBEpPEHHUE, TOPYUUTEIHCTBO); MPOBEPKA HATUUHS
YYETHO-PETUCTPAIIMOHHON KAPTOUKH YUTATEIS

OJJVH YHUTAaTCJIb

1,7

3armoHeHue (HOPMYyIIsIpa YUTATEINSI, YIETHO-
PErUCTPAIIMOHHOM KapTOYKH, YUTATEIHCKOTO OUjIeTa

OIHUH YUTaTCJIb

2,0

03HAKOMJICHUE YUTATEIISI C IPABHIIAMH TIOJb30BaAHUS
OMOJIMOTEKOM, pacmookeHreM (PoH/1a, CITPaBOYHBIM
anmapaTom

OIHUH YUTaTCJIb

5,0

MIOUCK M PACCTaHOBKA YYE€THO-PETUCTPALIMOHHBIX KapTOYEK
1o andaButy GaMuIni YuTaTENCH

OJlHa KapTO4YKa

0,26

[lepeperucrpanus yntatenei

MOUCK (hopMyJisipa (PETUCTPANMOHHON KAPTOUKH)
YUTaTess; BHECCHHE U3MEHEHUN B HUX U YMTATEIbCKUI
owier (yTOUYHEHUE aHKETHBIX JTAHHBIX, HOBOTO
YUTATEIBCKOTO HOMEPA, JaThl IEPEPErucTpalum)

OIHUH YUTaTCJIb

12,0

3anuck (epeperucTpaiys) yntareiei B
ABTOMATHU3HPOBAHHOM PEKUME:

HaOOp Ha KJIaBUAType CBEACHUI 0 uyuTaTene: haMuims,
HMsI, OTYECTBO, XapaKTEPUIYIOIINE €ro MPU3HAKU
(ob6pa3zoBaHue, CIENIMATBLHOCTD, MHAs! HHYOpPMAIIHST), KO

OJVH YUTaTCJIb

6,0

OCYILIECTBIIEHHE KOHTPOJIS 32 BO3MOKHBIM HAJTMYUEM
JAHHBIX O YUTaTeNe, 3aucaBIIUMCs B OMOIHOTEKY (paHee
3anMcaH, JIMIIEH NpaBa MoJIb30BaHuUs)

OIHWH YUTaTCJIb

1,0

odopmIleHrEe KO/Ia YUTATeNs C KOHTPOJIBHBIM Pa3psioM U
CPOKOM T0JIb30BaHMS YATATEIHLCKUM OUJIETOM Ha OCHOBE
BBIAHHOHN HH(OpMAIIH

OJVH YUTaTCJIb

0,52

BBIBCJICHUC HA ITPUHTED CBeHeHI/Iﬁ O 3alucaBIICMCs
YUTaTCJIIC B BUAC 6HaHKa, BBIPC3aHUC OJ1aHKa ¥ BKIEHKa
€ro B YATATEIbLCKHI OUjIeT

OIHUH YUTAaTCJIb

13

PaboTa nucneryepckoii CiryskObl:

10

MIPUEM YUTATEIbCKOro TpeOOBaHUSI; TPOBEPKa
MPaBUIILHOCTH 3aIIOJIHEHUS TPeOOBaHUM, YTOUHEHHE MECTa
XpaHEHMs JOKYMEHTOB; OTMETKA B IUCIIETYEPCKOM CETKE,
nepeaaya TpeOOBaHNs B KHUTOXpaHEHUE

OJTHO
TpeGoBaHue

0,73

Brimonnenue TpeboBanuii moTpeduTenei, Bpiaya
JTOKYMEHTOB U3 OCHOBHOI'O KHUTOXPAHEHUS:

11

NoJTy4eHre TpeOOBaHMIA, perucTpanus, Moa0opKa ux 1mo
mudpam

OJTHO
TpeboBaHUE

3,0

15.11.2018
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12

MOWCK JIOKYMEHTA, HAHECCHHE OTMETKH Ha TPeOOBaHUH,
KHIDKHOM (OpMyJIsipe, AUCTIETYEPCKON CeTKe

OJTHO
TpeboBaHUE

5,0

13

YCTAHOBJICHUC MCCTA HAXOKIACHUA HEHAlJICHHOT' O
JOKYMCHTA IO CIIPaBOYHBIM KapTOTCKAM, KaTaJlioramM

OJTHO
TpeboBaHUE

7,0

14

BblJJa4a JOKYMCHTA U3 OTACIIa KHUT'OXPaHCHHUA
MOTPEOUTEITI0; OTMETKA Ha KHIDKHOM (hopmyIisipe,
TpeOOBaHUH

OJIUH
JIOKYMEHT

2,0

15

IIPUHATHE JOKYMEHTA OT OTPEOUTES; TIOUCK KHUKHOTO
dbopmyinapa, TpeGOBaHuUs; TOTallIeHHEe OTMETKH O BblJlaye

OJWH
JOKYMCHT

3,0

Bbmaqa KOMIIJICKTOB TOKYMCHTOB BO BPCMCHHOC
I1I0JIB30BAaHUEC MOAPA3ACIICHUAM OMOJINOTEKH:

16

odopmIIeHHE 3aIBKU Ha KOMILJICKT JJOKYMEHTOB,
repelaBaeMblil B CTPYKTYPHOE MOIpa3AielieHUue

OJJHa 3asBKa

5,0

17

MoI00p JOKYMEHTOB B KOMILJICKTHI; HAIIMCAHUE BTOPOTO
HK3EMILIsApa KHIHDKHOTO opMyIisipa (MHIUKATOPa)

OJWH
HJOKYMCHT

40,0

Bbigaua KOMIUIEKTOB JJOKYMEHTOB; OTMETKA Ha KHUKHOM
dbopMyIsape (MHIUKATOPE) NaThl BbIAAYH, TAHHBIX
MI0JIPA3/IeJICHUs, MOJTYYaIOIIEer0 KOMITJICKT

OJINH
JOKYMEHT

KommuectBo JAOKYMCHTOB B KOMIIJICKTC!:

18

25

6,8

19

50

13,5

20

200

108,0

[Tonyyenne KOMIIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX
NOJIpa3/ieNIeHuil; MOMCK KHUKHOTO (hopMyIisipa
(MHIMKATOp); MOralIeHne OTMETKH O BblJIaye, BJIOKEHUE
€ro B JOKYMEHT

OJINH
KOMIIJIEKT

KommuectBo JOKYMCHTOB B KOMIIJICKTC!

21

25

6,8

22

50

13,5

23

200

108

O6CJ'IY)KI/IB8.HI/IG YHUTATENIEH B UNTAJIBHOM 3aJIe:

24

IMPOBCACHUEC KOHCYJIbTAllUU, 6606)11)1 C YUTATCIIEM Yy
KaTaJIOTOB, KapTOTCK, KHUKHBIX ITOJIOK, HH(bOpMHpOBaHHC
YUTATCJIA O HOBBIX IMMOCTYIIJIICHUAX

OJIHa
KOHCYJIbTAIuAd

5,0

[TonGop AOKYMEHTOB B MOACOOHOM (DOH/I€ YUTATHLHOTO
3aJia; epeaava Ha kadeapy BhIIauH:

OJIMH
JIOKYMEHT

25

110 TpC6OBaHI/IIO UUTaTCIIA

2,0

26

110 YCTHOMY 3alpocy

1,7

27

I10 ONIPEJEIICHHON TeME

3,1

[Ton6op TOKYMEHTOB 10 y4eOHOM MporpaMme Ha
OCHOBaHUU MaKeTa KOMILJIEKTa JOKYMEHTOB, BbI1aBa€MbIX
CTY/IEHTaM; 10100p Y4eOHHKOB MO (haKyJIbTeTaM, Kypcam,
rpymnaM; cBepka KHIKHBIX (QOPMYJISIPOB C Ha3BaHUEM
KHWI, THBEHTApHBIMU

OIIMH
KOMIIJICKT

HOMepaMu

Komuuecto JOKYMCHTOB B KOMIIJICKTC!

28

10

2,7

29

20

5,4

30

40

10,8

15.11.2018
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31 | BbIIaya JOKyMEHTa: CBEPKa BbIIaBAEMOT'0 IOKYMEHTA C OJIMH 2,0
YUTATEIbCKUM TpeOOBaHHEM; [IPOBEPKA HATMYUUS CTPAHULL; JOKYMEHT
BHECEHHE 3aIIMCH HA YUTATEIbCKOM TpeOOBaHUU
(KOHTPOJBLHOM JIUCTKE); BIOYKEHNE B YUTATEIIHCKUM OUJICT,
paccTaHOBKa, OTMETKA KHUTOBbIIaY1
32 | monydeHue JOKYMEHTA: CBEpPKa €ro ¢ TpeOoBaHUEM OJVH 2,0
(KOHTPOJIBHBIM JIUCTKOM); IPOBEPKA COXPAHHOCTH JOKYMEHT
JOKYMEHTA, HaJIM4Us CTPAHUII, BHECEHUE OTMETKH O
IIpUeMe
33 MOJy4eHUE JOKYMEHTA, 3aKa3aHHOTO YUTATEJIEM B OT/IEJIC OIVH 0,5
KHUTOXPaHEHHUs JOKYMEHT
34 | mepenava IOKyMEHTa, CAAHHOTO YMTATENIEM, B OT/IEI OJIMH 1,0
KHUTOXPaHEHUS JIOKYMEHT
OT10op 1 nepegada JOKyMEHTOB HA KOTIUPOBAaHHE: OJIUH
JIOKYMEHT
35 0TOOp JOKYMEHTOB (OTIEIBHBIX CTATEH) IS Iepeiadn Ha OJIMH 5,0
MUKPO(DUIBEMUPOBAHNE U KOMUPOBAHUE JIOKYMEHT
36 | moAroTOBKA TOKYMEHTOB K KOMMMPOBAHUIO; 0O(hopMIIeHNE OJIUH 3,0
3aKa3a; perucTpalus B y4eTHBIX opmax JIOKYMEHT
37 | nomyuyeHue MUKpo(puiIbMa U KOIIUHU; IPOBEPKa OJIVH 3aKa3 5,0
MIPABIJILHOCTH BBITIOJIHEHUS 3aKa3a
OO6cnyxuBaHNe ynuTaTenel Ha aDOHEMEHTE:
38 | moxbop TOKYMEHTOB IJI1 PEKOMEHIAIUU YUTATENSAM OJIUH 5,0
JIOKYMEHT
Bblgaua 10KyMEHTOB YMTATENIO, IOUCK (popMyItsipa OJIMH
quTaTeNsl, yKa3aHUue CPOKa BO3BPATa, MPOBEPKa HATMYUS JOKYMEHT
CTpaHull; 00CITyKHBaHHE:
39 | B3pocibIX 2,7
40 neTen 32
41 | npoBeneHue H6ecesbl ¢ yuTaTENEM, HHPOPMHUPOBAHUE O OJIUH YUTAaTEIb 5,0
HOBBIX MOCTYIIJICHUSIX
ITonydyeHne nOKyMEHTa OT YNTATENS, BHECEHUE OTMETKHU O OJINH
IpreMe; MPoBepKa HaJINUUs CTPAHULL; BIOKEHUE JIOKYMEHT
KHIKHOTO (opMyIisipa; 00CIy)KHBaHUE:
42 | B3poCHbIX 1,8
43 JeTen 5,0
44 | mpoJuleHHE CPOKa MOJIb30BaHUs JOKYMEHTOM; ITOMCK OJINH 3,0
(dbopMyIispa ynTaTelNs; BHECEHHE OTMETKU O MPOJJICHUH bopmysap
CpOKa I0JIb30BAHHUS
Co3naHue Konui JOKYMEHTOB 1O 3alpOcaM YATATEIICH:
45 | KOHCYJBTALMS YATATEIIEH MO BEIOOPY MapaMeTpoB OJlHa 5,0
KOIMPOBAHUS KOHCYJIbTaIs
46 | co3gaHMe IEKTPOHHON KOIIMYU C OpUTHMHAIIA OJIHA CKaH- 0,15
KOTIHSI
47 | coznanue OyMa)KHOW KOMMHU C OpUTHHAJIA 0JTHa CTpaHUIIa 0,15
48 CO3J]aHue KOIUU C MUKPOhOpM OJIH KaJIp 0,5
49 | meyatb OyMaXKHBIX KON TOKyMEeHTOB U3 Ob OJIMH JIUCT 0,08
50 | co3maHue 3JIEKTPOHHOMN (HOTOKOMMHU C OPUTHHATA OJIUH KajJp 5,0
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IIpumeyaHue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MOBBIIIAIOIINE KO PUITUCHTHI:

- Ipu 00CITy’)KHBaHUM yuTaTeseil KUHOHOTOPOHONOKYMEHTaMH - 1,2;

- HOTHBIMH, KapTOrpaduuecKuMu, U30U3JaHusIMu - 1,15;

- criellMaIbHBIMM BUJJAMH HAyYHO-TEXHUUYECKON JINTepaTyphl U JOKyMeHTauuH - 1,1;
- Ipu paboTe ¢ JOKYMEHTaMHU Ha HHOCTPAaHHBIX s3bIKax - 1,15;

- mpu paboTe ¢ JOKYMEHTaMH Ha si3bikax Aszun u Adpukwu - 1,5.

1.5.2. BuyTpennsisi padora

Ta6auna 8
N n/mt Haumenosanue mpouecca, onepanuu. CoctaB pabOThI Ennnauna Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4
ITonroToBka K Bblj1aye:

1 paccTaHoBKa (hOpMYJISIpOB UuTaTeaen (1o cpokam, OJIUH 15,0
HOMepaM, andaBuTYy) dhopmysap

2 MI0JIBEICHUE UTOTOB paboThI 3a MPOILIEIIIN I€Hb, €)KEHEBHO 9,2
BHECEHUE 3aIIMCH B JIHEBHUK

3 o100p JOKYMEHTOB I10 MPeIBapUTEIbHBIM 3aKa3aM OJIUH 3,0
yuTaTeIeH U IIaHaM YTEHUSI JIOKYMEHT

4 MIPOCMOTP HOBBIX MOCTYIJICHUH JUIsl PEKOMEHIALINH OVH 2,0
YUTATEISIM JOKYMEHT

5 IIPOCMOTP U MOIMOJHEHUE KHUKHBIX BBICTABOK, AIIMKOB OJIMH 3,0
cBOOOHOrO BbIOOpA KHUT, TEMAaTUYECKUX TOJIOK U JIOKYMEHT
CTEeJUIaXKEN

6 MO/ITOTOBKA pabovero Mecra €)KEJTHEBHO 10,0
Pabota ¢ hopmynsipoM yuTaTes:

7 aHanu3 GOpMYISIPOB YUTATENIEH, BISIBICHNE OJIMH 4,3
YUTATEIbCKUX HUHTEPECOB dhopmyIsap

8 COCTaBJICHHE KapTOUKH JUIsl KAPTOTEKU YNTATEIBCKUX 0JIHa KapTO4Ka 0,86
MHTEPECOB; COCTABJICHHE CIMCKA YUTATEIbCKUX UHTEPECOB

9 3amuch B GOpMyIisipe YuTaTelis 0 pe3yibTaTax aHajau3a OJIHA 3aIlNCh 3,6
YTEHUs 32 ONPEJICTICHHbII Nepro

10 | 3anmch B IHEBHUKE OMOIHOTEKAps O TUHAMUKE UTEHUS U OJ1HA 3aIlNCh 9,2
MHTEpecax yuTaTess (TpyIIbl yuTaTenei)
Pabota ¢ unTaTensimMu, He BO3BPATUBILIUMH JOKYMEHTHI B
CpPOK:

11 MOUCK (hOPMYJIISIPOB UUTATENEH, HE BO3BPATUBIINX OIVH 1,0
JIOKYMEHTBI B CPOK dhopmysap

12 | HanucaHMe OTKPBITOK-HAIIOMUHAHUI O BO3BpaTe OIVH 2,0
JJOKYMEHTOB; OTMETKa JAaThl HAIIOMUHAHUS Ha (popmyisipe dhopmyIsap

13 | onoBeuieHue (1o TeiaeoHy) yuTaTessi, He BO3BPATUBILIETO OJIUH 4,0
JOKYMEHT B CPOK; OTMETKA JJaThl HAIOMUHAHUS B bopmysip
hopmymsipe
ObecnieueHre KOHTPOJIS 32 CPOKAMHU BO3BPATa IOKYMEHTOB
B AC:
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14 | BBIBOJ Ha MIPUHTEP CHHCKA YUTATENICH 1 ADOHEHTOB- OJIUH CIIMCOK 0,16
3aJJOJDKHUKOB

15 COCTaBJICHHE CIIHCKA 3aJ0KHUKOB OJIUH CITUCOK 0,16

16 | pacrieyaTka Ha MPUHTEPE HATIOMUHAHKS AOOHEHTaM U OJINH CITMCOK 2,2
YUTATENSIM O CPOKE BO3BpaTa (aapec, Ha3BaHUs B3SThIX
JIOKYMEHTOB)

17 U3bATHE U3 0a3bl TaHHBIX CBEACHUI O 3aHSITOCTH OJIHAa 3aIliCh 0,4
BO3BPAIICHHBIX JOKYMEHTOB
OdopmiieHre NOMCKa 33JJ0JPKHUKOB Uepes3 CyI:

18 | konupoBaHue hopMyssipa UMTATENS; YTOYHEHUE aBTOPA, OIVIH 2,7
Ha3BaHUs, NTHBEHTAPHOI'O HOMEPA, LIEHBI JJOKYMEHTA, HEe JOKYMEHT
BO3BPAIIICHHOI'O B CPOK; [IEPEUNCIIEHNE TOCIIOLUIMHBI 32
oopMieHrEe UCTIOIHUTEIbHBIX HAAMUCEH; TepechlIKa
JieJia B CyJI:

19 | nonyuenue u opopMieHHE TOKYMEHTOB U3 HOTApUAIbHOM OJIUH 2,7
KOHTOpBI (IIPOCTaBJIEHUE HOMEPA PaCYETHOI'O CUETA, JIOKYMEHT
HOMEpPA UCIIOJIHUTEJIbHONW HA/IITUCH)

20 | cocTaBlieHHE aKTa Ha OIJIaTy Yepe3 Cy.l YTePSIHHBIX OJIMH 2,7
JIOKYMEHTOB JOKYMEHT
[IpriemM TOKyMEHTOB B3aMEH YTE€PSHHBIX:

21 | mOMCK YMTaTEIbCKOrO (GOPMYJIApa; BHECEHHE OJIUH 5,0
COOTBETCTBYIOIIEH 3arucu B YOPMYIISIP, TETPAAb yueTa JOKYMEHT
KHUT, IPUHATBIX B3aMEH YTEPSHHBIX

22 MIPOCMOTP AOKYMEHTA, IPEAJIaraeMoro B3aMeH OVH 2,0
YTEPSHHOTO JIOKYMEHT
Pabora ¢ oTkazamu:

23 | yuer u KiaccuduUKalms 0TKa30B: OTMETKA Ha JIMCTKE OJIHO 1,6
YUTATENILCKOTO TpeOOBAHUS IPUUYMHBI OTKa3a TpeOoBaHUe

24 | paccTaHOBKA YMTATEIbCKUX TPEOOBAHUI B KapTOTEKE OJIHO 0,32
"HEeyI0BJIETBOPEHHBIN cripoc” TpeOoBaHUE

25 aHaJIN3 OTKAa30B, COCTABJIEHHE CBOJIKH OTKAa30B B OJIVH OTKAa3 1,0
OTpacieBoM paspese (110 MPUYMHAM O0TKa3a U MepaM UX
JIMKBUJIALIUU U TIPEAYIPEKACHHUS)

26 | cocraBneHue 6UOIHOrpagUUECKOro ONMUCAHHS Ha OJIHO 2,0
JIOKYMEHTBI, UMEIOIIIe HanOoJIbIIee YUCIO OTKAa30B, U oubaunorpaduy
neperaya KapTOYKH B OT/AE] KOMIUIEKTOBAHUS €cKoe

OINMCaHNE
1.5.3. BHecTannonapHoe o0ci1y:KnBaHue
Tadauua 9
N n/n HaumenoBanue nporiecca, oneparuu. CoctaB paboThl Enununa Hopma
W3MepeHus BPEMEHH,
MUH.
1 2 3 4
Opranuzanyst OuOIMOTEUHBIX TYHKTOB, IEPEABHKHBIX
OoubIMoTEK:
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1 3aKJIIOYEHHE JI0TOBOPa MEXy OMOIHOTEKON 1 OJIMH JIOTOBOP 270,0
opranmsaiuei, rae 0OyJaeT OCyIECTBISThCS
BHECTALIMOHAPHOE 00CTYKHUBAHHE
2 odpopmiienne hopmyssipa OMOINOTESIHOTO IMTYHKTA OJIH 13,5
bopmysip
3 odopMIIeHHE TIAITKH C IOKYMEHTaMH (J0ToBOpa, OJIHA TarkKa 13,5
JIOBEPEHHOCTHU Ha MOJydeHHEe KHUT, GopMyIspa
OMOJMOTEYHOTO ITYHKTA, OTYETOB U JPYTUX JTOKYMEHTOB)
4 COCTaBJICHHE CXEMBI pa3MelIeHUs OMOIMOTEYHBIX ITYHKTOB OJlHa CXeMa 126,0
Ha TEPPUTOPHUU TOPOJIa, paliOHa
5 coctaBiieHHE rpaduka oOMeHa JOKYMEHTOB, HAXOASAIIMXCS | OJUH rpaduk 18,0
B OMOIMOTEYHBIX MyHKTAX, NEPEABIKHBIX OMOIMOTEKaxX
6 COCTaBJIEHHE [UIaHA METOIUYECKON ITOMOILU OIVIH IIJIaH 46,0
OnOIMOTEKAPSIM-00IIECTBCHHUKAM
7 odopmiieHre 00BSBICHHS O IHAX U yacax paboThl OJIHO 12,0
OMOJIMOTEYHOTO TYHKTA, IEPEIBIKHON OMOINOTECKH 00BsBIICHHE
[TonGop KOMIUIEKTOB JOKYMEHTOB JIJIsl OMOIMOTEYHOTO
MYHKTA, MIePeIBUKHON ONOINOTEKN
[TonOopka KOMITJIEKTa TOKYMEHTOB OJIUH
KOMILJIEKT
KonnuecTBo T0KyMEHTOB B KOMIUIEKTE:
8 10 15,0
9 30 45,0
10 100 148,5
11 BBIJIa4a JOKYMEHTa B OMOJIMOTEYHBIN MYHKT; OTMETKA B OJINH 2,0
KHIDKHOM (popMyJIsipe JaThl BbIIa4H, HOMepa MyHKTa JTIOKYMEHT
12 | 3anuck B hopmyiisgspe OUOIMOTEYHOTrO MyHKTA JaThl OJIHA 3aIIUCh 1,0
BBIJIAYU JIOKYMEHTOB, KOJIMUECTBA BBIJAHHBIX U
BO3BpAIIICHHBIX B CTAIMOHAP TOKYMEHTOB
13 | paccraHOBKa KHMXKHBIX (DOPMYJISIPOB B KAPTOTEKY 3a OIVH 0,4
pa3JeNuTeIeM CUTIIbl ONOIMOTEYHOT O IIYHKTA, KHIDKHBIH
NepeBIKHON OMOIMOTEKH, BHYTPH 10 andaBUTy bopmysip
(dhamunnii aBTOpoB
14 | mpueM TOKyMEHTOB U3 OMOIMOTEYHOIO TyHKTA, OJIMH 1,6
NepeBMKHON OMOIMOTEKH: TPOCTABICHHE OTMETKHU O JOKYMEHT
npueme; BIOKeHHE (OopMyIsipa B JTOKYMEHT
1.6. O6cayxuBanue mo MexoOndanoTeuHomy adonementy (MBA)
Tadauua 10
N n/n HanmenoBanwme mporiecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUs BpEMEHH,
MUH.
1 2 3 4
O6cyxuBanne yntateneit oudamorexu mo MBA:
1 perucTpanms yuTaTesns, noas3yromerocss MBA OJIMH YUTAaTElb 1,35
2 3aroJHeHre OJIaHKa-3aKa3a, MPOCTABIICHHUE OJIMH 3aKa3 2,2
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PEruCTpaiiOHHOI0 HOMEpPA, 1aThl

YTOYHCHUC YKa3aHHBIX YUTAaTCICM CBGI[CHI/If/i (6]
3aKa3aHHOM JJOKYMCHTC, LCJIU 3allpoca, UCTOYHUKA,
OTKYyJa IIOJYUYCHBI CBCACHUSA

OJHH 3aKa3

1,6

bubmmorpaduueckas nopaboTka 3akas3a; yToOUHEHHUE
OoubMorpauUeCKuX CBEICHHIA:

110 CIIPABOYHBIM U3 JaHUAM

27,0

W

IIpH TIOMOIIIHW ABTOMATU3UPOBAHHBIX CPCACTB

0,22

[IPOBEPKa HAIMYKS 3alpaliiBacMOro JOKyMeHTa B
OoubamoTekax ropoaa, 00JacT, pETUOHA, B TOM YHCIIE TIO
CBOJHBIM KaTajioram

OJIMH
JOKYMEHT

10,2

HampalieHHe OJlaHKa-3aKa3a ¢ MPOCTaBICHHONW OTMETKOMN
(mrremmneniem) "B ropose HeT" B oTpaciaeBoi,
YHUBEpPCAJIbHBIA HEHTP WK B OMOIMOTEKY (Opran
nH(OpMaIINK) MO JAHHBIM CBOJHBIX KAaTaJIOTOB

OJJWH 3aKa3

0,27

3anuch CBEJCHUI O HampaBieHuH 3aKaza o MbBA
(HammeHoBaHWE OMOJIMOTEKH, JaTa) HAa 0OOPOTHOM
CTOpOHE 0JIaHKa 3aKa3a

OJJHa 3a1ucChb

1,4

nomenieHue O61aHka-3akasza B "KapTtoreky 3ampocoB
yurareneit no MBA" 3a paznenurens "3anpocsl no MBA,
HarpaBJIeHHbIE B Ipyrue 6ubauorexku”

OJTHO
TpeboBaHuE

0,32

10

IIpueM JOKYMEHTa, pUciIaHHoro no MbA; BckpsiTue
OaHIepoiIH, IPOBEPKa COCTOSIHUE TOKYMEHTA, OTMETKa
JaThl IOJyYEHUS U Ha3BaHUS OMOIMOTEKH, BbICTIABIIEH
JOKYMEHT, HHBEHTApPHOI'0 HOMEPA, CPOKA I0JIb30BaHUS;
IepecTaHOBKa OJIaHKa-3aKa3a U3 pas3zena KapTOTEeKU
"3anpocsl o MBA, HanpaBiieHHBIE B ApyTHE
6ubanorexkn" B paznen "llomyuennsie no MBA n3nanus”

OJWH
JAOKYMCHT

3,8

11

HU3BCUHICHUC YUTATECIA O MMOJYYCHHUU 3aIIPOIICHHOIO
HOKYMCHTA U CPOKE ITOJIb30BAHUSA UM

OJHO
N3BCIICHUC

1,35

12

BbIJIaYa YHATATEITIO MOTYICHHBIX T0 MBA TOKyMEHTOB B
YUTAIEHOM 3aJie (B CIy>KeOHOM MOMEIIEHUU OUOIHOTEKN );
CBEpKa BBIJJaBAEMOT0 JIOKYMEHTA ¢ OJJAaHKOM-3aKa30M;
MPOBEPKa HAUYUS CTPAHUI] M COCTOSHUS JJOKYMEHTA;
OTMETKA BBIIAYN

OJIMH
JOKYMEHT

1,0

13

IIPUEM JIOKyMEHTa OT YMTAaTelIs B YNTAIILHOM 3aJie; CBEpKa
JTOKYMEHTA C 4acThI0 OJIaHKa-3aKa3a, MPOBEpKa
COXPaHHOCTH JJOKYMEHTa; BHECEHUE OTMETKH O IPHEME;
MOMENICHNE TIOKYMEHTA B CIEIHATbHO BBIICICHHOE MECTO
(3aKpbITHIH MIKa()

OJIMH
JIOKYMEHT

0,5

14

u3BJIeYeHHE OJIaHKa-3aKa3a U3 KapTOTEKH, 3alKCh
CBelleHU 00 oTIpaBKe U3/1aHus (JaTa, HOMEp MOYTOBOTO
OTIIpaBJICHUS ); IEPECTAHOBKA JIMCTKA U3 pazjiena
"ITonyaennbie no MBA u3nanus" B pasnen
"BosBpaiiennas nureparypa’

OIHWH JUCTOK
TpeOoBaHUS

1,0

15

MOJITOTOBKA K OTIIPABKE JOKYMEHTOB B OMOIMOTEKY-
boHmoaepKaTETh 3aKa3HON OAHIEPOJIBIO; YITaKOBKA
OaHIepoIIi; B3BEIIMBAHUE €€; HAKJIIEMBAaHHE MapKH (€CIu
HET IICHTPAIN30BAaHHON OIUIATHI IEPECHUIKH); HAIIMCAHHE

OJINH
JIOKYMEHT

3,6
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aapeca, COCTAaBJICHUC OIMMCU

16

pa60Ta C OTKazaMu

OAHH OTKa3

1,03

17

cooOImIeHne B OT/Ie] 00CTy)KMBaHUS O TIOJTYYEHUHU OTKa3a
(mara, mpu4HMHa)

OJIMH OTKAa3

1,35

O6cyxuBanne aboHeHTOB 10 MBA

IIpuem 3aka3oB:

18

[pU OTCYTCTBHH HOMepa abOHEHTa Ha OJTaHKe-3aKa3e
MIPOBEPKa MO KapTOTeKe a0OHEHTOB, a0OHUPYETCS TN
JIaHHAasi OpraHu3anus

OAHH OTKa3

1,0

19

opraHu3zanys abOHUpPYeTCs: IPOCTaBICHUE HOMEpPa Ha
OllaHKe-3aKa3e; CBepKa ajipeca, Ha3BaHMs OpraHU3aluy,
damunnn oTBeTCTBeHHOTO 0 MBA ; BHECeHHEe N3MEHEHU I
B KapTOYKHU

OJIMH OTKAa3

3,6

20

HEepBUYHOE OOpalieHne a0OHEeHTa B TEKYILEM Iofy:
IIPOCTABJICHHE B KAPTOUKE Io/1a 00palleHus, 1aThl

OJIMH OTKa3

3,6

21

odopmiieHre aboHeHTa (OpraHu3aIs paHee He
aboHUpOBajach): MPUCBOCHUE AOOHEHTY HOMEPA;
3aroJIHEHNE KapTOUKHU perucrpanuu abonenta MbBA u
paznenurens (popmynsp); ykazaHue MOTHOTO
HaWMEHOBAaHUS OMOIMOTEKH, TOYTOBOTO aapeca,
tenedoHa, hpaMUuINK, UMEHH, OTYECTBA OTBETCTBEHHOTO
JIUIA, TAThl OTKPBITHS H HOMEepa abOHEHTa

OIVH a0OHEHT

5,0

22

PaCCTAHOBKA PCTUCTPAIUOHHBIX KAPTOYUCK B KAPTOTCKY

OJIHa KapTO4YKa

0,32

23

oopmieHHE M3BeIIeHUS TSt A0OHEHTA (CTaHIapTHOE
M3BEIIEHUE 00 OTKPHITUM a0OHEMEHTA); 3aIIPOC
HEJOCTAIOUINX CBEJCHUH ISl KAPTOTEKU TUIIOBBIM
IINCBMOM

OJITHO
HA3BEIIEHNE

1,6

24

IIpOBEpKa MPAaBUIBLHOCTH 3aMIOJHEHUS OJlaHKa-3aKa3a,
3aJI0JKEHHOCTH aDOHEHTa, IPOCTaBIeHHEe Ha obopoTe 1-if
yacTu OJaHKa-3aka3a (CTp. 2) CBOETo IITeMIeNs U JaThl
MoJTydeHus 3aKasa B pyopuke "CiykeOHbIe OTMETKH
O6ubnuotekaps" Npu BBIOJHEHUN U NTEPEHAIPABICHUN
3aKasa B CTpOke "paiioHa, ropoja”

OJIuH OJaHK-
3aKas

3,8

25

nepeavya Ha y4acTOK paboThl ¢ OTKa3aMHU HEMPABUIBHO
0(OpMJICHHBIX 3aKa30B (HET MMeYaT, MOANNCH,
Hepa3zoopurBO 0POpPMIIEHHBIE, HE Ha S3bIKE OPUTHHANA) U
3aKa30B a00OHEHTOB-3a10JKHUKOB

oIvH OJaHK

0,43

26

mdpoBKa 3aKa30B aOOHEHTOB; MOAOOpKa OJTaHKOB-
3aKa30B 10 aI(aBUTY; TPOBEPKA HATHYHUS JOKYMEHTA 110
KaTajory

0oIUH OJaHK

2,7

27

MOJITOTOBKA JJOKYMEHTA K BbIJJaue: CBepKa JJOKyMEHTa C
OJ1aHKOM-3aKa30M; POBEPKa HAJTMYUS CTPAHHUI] U
COCTOSIHUS IOKYMEHTA; [IPOCTaBJICHHE Ha OJlaHKe-3aKa3e
(;muneBoit cropone 1-it u 3-i wactu ctp. 1, 5) mudpon
JIOKYMEHTA; yKa3aHUEe MHBEHTAPHOTO HOMEPA, KOJINYECTBa
JOKYMEHTOB, JJaThl BbI1a4H; Ha 00OPOTHON CTOpOHE 2-i
yacTu (cTp. 3) mpocTaBlieHHE MITeMITENs] ONOINOTEKH C
Ha3BaHUEM U TIOYTOBBIM aJIpECOM, yKa3aHHE CPOKa
BO3Bpara, BIOKeHHE 2-i yacTH OJlaHKa-3aKa3a B

OJIMH
JOKYMEHT

1,4
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BbIJIJaBa€MbIN JOKYMEHT; IPOCTaBIIEHUE HOMEPA
OaHJIepOIH BHU3Y

28 | mocTaHOBKa 3aKa3a Ha ouepeb (B cilydae 3aHATOCTH OJIMH 3aKa3 1,6
n3/ianus); aDOHEHTY OTIPAaBKa N3BEUICHUS

29 | mepenaya u3aHus Ha KoMpoBaHUe (IIpH 3aKas3e Ha OJIVH 3aKa3 2,7
(dbparMeHT M3JaHUs: CTaThs U3 )KypHaJIa, COOPHUKA)

30 OTMpaBKa JOKYMEHTOB a0OHEHTaM: yIaKOBKa OaHICPOIIH; OJVH 2,5
B3BEIIMBaHNE; HAKJIIEMBAaHUE MAapKH; HAITUCAHUE aJIpeca; JOKYMEHT
COCTaBJICHHE OMHICH

31 paccTaHOBKa OJaHKOB-3aKa30B (1-s1 4acTh) Ha BBIJJTAHHBIE OJIMH 0,32
JIOKYMEHTHI (BbICIIaHHBIE) B KAPTOTEKY O0CITY)KMBaHUS JIOKYMEHT
aboHeHTOB B pa3znen "Beinannbie 1o MBA m3nanus”

32 | bubnmorpaduueckas 10pab0OTKa HEBBITOTHEHHBIX 3aKa30B; OJIMH 3,2
YTOYHEHHE OMOIMOTpadUIeCKIX CBEICHUH 110 JOKYMEHT
CIPABOYHBIM M3JAHUIM

33 | BbISIBJICHHE HAIMYUS 3aIIpallliBaeMoOro JJOKyMEHTa B OIVIH 10,2
O6uOIMOTEKaX Topoja, pernoHa JIOKYMEHT

34 | opopmiieHHe 3aKa3a K IEpPEHANIPABIICHUIO B PYTHE OJIVH 3aKa3 2,7
OuOIMOTeKH; yKa3aHue Ha 000pOTHOM cTopoHe 1 -it yacTu
OnmaHka-3aka3za (CTp. 2) MPUYUHBI U IATHI
nepenanpanienus (mremmnens "Her B Oubnnoreke, HET B
O6ubnmoTekax roposa...");0TMETKH O IPOBEPKE MO
CIPAaBOYHBIM U3JAHUSIM, CUTJIBI OUOIHOTEK-
dboHIOIEpKATENCH IO CBOJHOMY KAaTaJIOTy

35 | ornmpaBka aOOHEHTY M3BEIIECHUS O IIepeHanpaBIeHUH OJTHO 1,6
3ampoca ¢ yKkazaHueMm OMOJIMOTEKH, Ky/la OH OTIPABIICH M3BEIICHUE

36 | peructpanus oTKa3a B y4eTHBIX (popmax; oTIpaBKa OJIMH OTKa3 3,6
aboHeHTy OyaHKa-3aka3a (3-10 4acTh) B cilydae
HEBO3MOXXHOCTH BBITMOJIHEHUS C OTMETKOM O MPUUYUHE
OTKa3a B COOTBETCTBYIOIIEH pyOpHKe

37 | npueMm MOKyMEHTA, BO3BPAIIEHHOTO aODOHEHTOM; OJIH 3,2
MOJTy4eHHE Ha MOYTe, BCKPBITUE OaHIepOIN; TPOBEpKa JOKYMEHT
COCTOSIHMS IOKYMEHTa; U3BJIeUeHHE OIaHKa-3aKa3a 13
KapTOTEeKH 00CIykMBaHUs aDOHEHTOB, yKa3aHUE Ha HEM
JlaThl BO3BpaTa JOKYMEHTA, IepecTaHOBKa OJaHKa-3aKka3a
B pazzeln "Bo3BpalenHas qureparypa”

38 obecrieueHre KOHTPOJISA 3a CPOKAMH TTOJTb30BAHUS OIVH 1,6
JOKYMEHTaMHU: BBISIBJICHUE JIOJDKHUKOB, HallpaBlieHUE JOKYMEHT
HANIOMWUHAHUI
Brimonuenue pador B AC:

39 | popmupoBanue 6a3bl JaHHBIX 00 AOOHEHTAX IO 0oIH a0OHEHT 5,4
COOTBETCTBYIOLIEH (hopme, BBOA HH(OPMAIIMHA O HOBOM
aboHEeHTe

40 | mouck B Oa3e JaHHBIX CBEJCHUN 00 a0OHUPOBAHUH OJIuH a0OHEHT 3,6
OpraHu3aIiK; BHECCHNE N3MEHEHUH

41 | BBoJ MH(OpMAIMH O IPHEME 3aKa30B OT A00OHEHTOB OJIMH 3aKa3 0,27

42 | BBOJ MH(OpMAINK O NTEpEeHANPaBICHNUH 3aKa3a, BBIBOJI HA OJIH 3aKa3 1,6
MIPUHTEP U3BEUICHMSI O IIEpEeHaNpaBIeHUH 3aKa3a

43 BBOJI IAHHBIX O ITOCTAHOBKE 3aKa3a HAa 04YePE/ib; OJIH 3aKa3 1,6
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cooOnieHne abOHEHTY

44

perucTpanys BblIaHHBIX a6OHeHTy JOKYMECHTOB,
IIPOCTABJICHUC CPOKA BO3BpaTa

OJIMH
JIOKYMEHT

2,7

45

yJIaJICHUE U3 MacCHBA JIAHHBIX O BO3BPAILICHHOM
JIOKYMEHTE

OJIMH
JIOKYMEHT

0,16

46

o0ecrieyeHrne KOHTPOJIS 32 CPOKAMH BO3BpaTa JOKYMEHTA!
MOMCK ¥ OTOOP TaHHBIX B MaMTH MalIUHBI O
3aJJ0JDKHUKAX; BBIBOJI HY)KHOHM MH(pOpMAIK Ha IPUHTED;
pacrneuaTka COHMCKOB C YKa3aHHeM ajpeca aboHEeHTa

OOVH a0OHEHT

2,7

1.7. MaccoBas padorta

Taoauna 11

N o/

HanmMeHnoBaHue mponecca, orncpanmu. Cocrasn pa6OTI>I

Enununa
WU3MEPEHUS

Hopwma
BPEMEHH,
MUH.

2

3

4

IToaroroBka MaccoBBIX MepOHpI/IHTI/Iﬁ

OrmpezienieHne TeMbI, COCTaBa ayJIUTOPUU, OTBETCTBEHHOTO
32 MEPONPUATHE B 11€JIOM; COCTaBJICHHE TIJIaHA TIOATOTOBKH
MEPOMPUSITHS, BOIIPOCOB JJIsI 0OCYXKIACHUS; IPUTIIALIICHUE
KOHCYJIbTaHTOB, JIEKTOPOB; MOAO0PKA TOKYMEHTOB 10
TeME MEPONPUITHS; OpTraHU3aIlUs BEICTABKH JIUTEPATYPHI,
ab00MOB; OMIOBEIIIEHUE YUTATENEH O MEPOTIPUSTHH Uepe3
aduim, myOIUKalMK B TI€YaTH, IO paauo, TeIEBUICHUIO;
BBISIBIICHUE BBICTYNAIOLIUX; I€YaTh U PACIPOCTPAHEHUE
MIPUTJIACUTENLHBIX OUJIETOB; MOJTOTOBKA TOMEIIICHHUS;
MPOBEACHUE COBEIIAHUS 10 UTOTaM MOATOTOBKH U
MIPOBEACHUST MEPOTIPUATHS, 0(OPMIICHHE MPOTOKOJIA!

OJIHO
MEpONpUsITHE

—

quTaTCiIbCKas KOH(I)epeHI_II/ISI

4900,0

[\

.]'II/ITepaTypHO-Xy,I[O)KeCTBCHHHﬁ BCUCP, BEUCP OTpaCHCBOﬁ
KHUTH, TUCITYT

3340,0

BCYCP BOIIPOCOB U OTBCTOB, YCTHBIﬁ KypHaJl

2600,0

KJIyO 110 HHTEpecaM

2600,0

JETCKUM YTPEHHUK

3900,0

N || W

BUKTOPHHA, KOHKYPC, UTPa-NyTEeIIECTBHE

3900,0

OpPaHI/ISaHHH KHHKHBIX BBICTABOK

CocraBnenue mjiaHa OpraHu3aluy U MIPOBEACHUS
BBICTaBKH; BBISIBJICHHE U 0OTOOp JOKYMEHTOB; MOATOTOBKA
COTPOBOJAUTEIHHON TOKYMEHTAIINU K BHICTABKE; CO3/JaHUE
XyJI0)KECTBEHHOT'O TPOEKTA; MOHTaXX BBICTABKU;
opranuzanus HHHOPMAIIMOHHO-PEKIAMHON pabOTHI IO
MOMYJISIPU3AIINH BBICTABKHU; MO/IBEIEHHUE UTOTOB PabOThI

TeMmaTnueckue BEICTaBKH 001IEOMOIMOTEYHOr0 MacITada,
opranusyeMble Ha (GOoHIaX OMOIMOTEKN

OJIHa BbICTaBKa

KomnnyecTBO DKCIIOHATOB:

1-50

560,0
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8 51-100 1120,0

9 101 - 200 2240,0
BrIcTaBKM 110 ONIpEECIICHHON OTPACIy 3HAHUM UIIU TEME,

OpraHu3yeMsble:
Ha (oHae OMOIMOTeKH OJIHA BBICTAaBKa
KosnnyecTBo 3KCIIOHATOB:

10 1-50 310,0

11 51-100 940,0

12 101 - 200 1920,0
Ha QoHze oTaena OJTHA BBICTABKA
KonnyecTBo 3KCIIOHATOB:

13 1-25 180,0

14 |26-50 360,0

15 | 51-100 720,0
BricTaBky, NOCBSILIEHHBIE KU3HU U 1€ATEIbHOCTH 0JlHa BbICTaBKa
BBIJIAIOIINXCS JIIOAEH
KonnyecTBo 3KCIIOHATOB:

16 1-10 47,0

17 11-25 110,0

18 |26-50 210,0
BbicTaBKkM Ha MoJKax creuiaxen 0JIHa BBICTABKA
KonnyecTBo 3KCIIOHATOB:

19 1-5 25,0

20 [ 6-10 44,0
BrIcTaBKM HOBBIX ITOCTYIUICHUN OJ/IHA BBICTABKa
Ko11uecTBo 9KCIIOHATOB:

21 1-25 40,0

22 126-50 72,0

23 | 51-100 160,0
Pexnama 6ubnuorexu; paboTa Mo NpUBJICUYCHHIO
YUTATEJIEeH:

24 MOATOTOBKA PEKJIAMHOTO COOOIIEHUS B M€YaTh, IO PaIHo, oJHa 420,0
TEJEBUACHUIO 0 paboTe OMOIMOTEKH, 0COOCHHOCTSIX myOIuKanms,
(YHKIIMOHUPOBAHMS Pa3IMYHbIX [TOIpa3/IeIICHUH, OJIHO
HOMEHKJIAType YCIYT, IPEAOCTaBIsEMbIX OUOINOTEKON cooO1ieHne

25 MOATOTOBKA IJIaKaTa O ACSITEIIbHOCTH OMOIMOTEKH (BBIOOD OJVH TIJIaKaT 210,0
TEMBI, OTIpeIeTICHUE CoiepKaHus U POPMBI, caya B
reyarb)

26 | opraHu3anus SKCKypCHH; IpreM U 0(popMIICHHUE 3asIBKH, OJIHa 52,0
YTOYHEHHE TeMbI SKCKYPCUH M COCTaBa SKCKYpPCAaHTOB 9KCKYpCHs
BrlsiBIIeHHE TOTEHIMAIBHBIX TOTpeduTeneit OnbInoTeyHo-

MH(OPMALIMOHHBIX YCIYT OMOINOTEKH:
27 | mIpOCMOTp IPECCHI OJINH 6,8
JIOKYMEHT
28 | mpocMOTp U aHANU3 JOKYMEHTOB KOHKYPUPYIOIUX (prupm OIVH 52,0
JIOKYMEHT

29 | BeneHHE KAPTOTEKHU MOTPEOUTEIHCKOTO PhIHKA OJIHA KapTOYKa 1,3

30 | BcTpeuH ¢ pyKOBOAUTEIIMH (GUPM, OpTaHU3ALIHIA, OJIHO 210,0
peIIpUATHH MEpONpUsITHE
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31 cOOp M MOATOTOBKA MAaTEPUAIIOB 1715l UH()OPMAIIHOHHBIX OJIMH OyKJIeT 7680,0
OykJ1eTOB (0OIINX, TIO OTACIBHOMY IPOEKTY)
32 | pa3zpaboTka au3aiiHa 1 MakeTa HH(HOPMAIIHOHHBIX OJIMH OYyKJIeT 14400,0
OYKJIETOB
33 obecrieueHrne KOHTPOJIS KaueCTBA TOTOBBIX OJIMH OYKIIET 20,0
MH(POPMaIMOHHBIX OYKJIETOB
34 | moabop CyBEHUPHOM MPOTYKIIHH OIHO 1440,0
MEpPONPUSATHE
35 MOJIrOTOBKA pa3AaTOYHBIX MAaTEPUATIOB MEPOTIPUITHUS OJHO 480,0
MEpPONPUSATHE

pabote

IIpumeyanue:

- BpeMs OpraHM3aluy BBICTABOK JIMTEPATYPbI, IPOBEACHUE MAaCCOBBIX MEPONPUATUIN U IKCKYPCUH B
HOPMY BPEMEHHU HE BXOJIUT;
- K HOpMaM BPEMEHH MPUMEHSIOTCS MOBBIIIAIONNE KOAPOHUIHMEHTHI: IPU OpraHU3aluu BbI€3THON
BBICTaBKM - 1,1; Mpu 3KCIOHMpPOBAHMM Ha BBICTABKE JIMTEPATypbl HA MHOCTPAHHBIX s3blKax - 1,6, mpu

C IOKyMEHTaMH Ha si3bikax As3uu u Adpuku - 2,0.

1.8. CnpaBouHas u uHpopMauMoOHHAas padoTa

Taoauma 12
N n/mt Haumenosanue mporuecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
VYdeT NoCTYNMBIINX BTOPUYHBIX TIOKYMEHTOB (KapTOYEK)
CymMapHbIil y4eT KapTouek B KypHasle NOCTYIUIEHUN U OJlHa TapTus
BBIOBITHSI B PETHCTPALIMOHHBIX KapTOTEKaX
Yucio NOCTYNMBIINX KapTOUYEK:
1 1-110 19,0
2 111 -220 63,0
3 221 - 600 160,0
4 BBISIBJICHHE HEBBITIOJHEHHBIX 3aKa30B; COCTABIICHUE OJIMH 3aKa3 4,5
3asiBKM HA HEBBINTOJIHEHHBIE 3aKa3bl
Opranuzanus cnpaBoyHo-O0ubnmorpaduyeckoro anmnapara
(CBA)
[TpocMoTp U 0TOOP JOKYMEHTOB U3 TEKYILIUX
MoCTyIIeHnH Juis BKIoueHust B CbA, B Tom uuncie
KpaeBeAUYECKUM KaTaJor:
5 KHUTa OoJIHa KHUTa 32
6 CcOOpPHUK OJTHA CTaThA 2,7
7 KypHaI OJIHA CTaTbs 2,7
8 rasera OJ[HA CTaThs 1,6
9 o6ubnuorpaduyeckoe nocodue 0JIHA 3aIHCh 0,5
10 | meronuch KHWXKHBIX, )KYPHAIBHBIX M Fa3€THBIX CTATEN OJIHA 3aIUCh 0,83
11 TIPUKHIDKHBINA OMOIMorpaduaeckuii Ciucox 0JTHA 3aITUCh 0,5
Cocraiienue 6ubarorpaduyecKoi 3anucu 0JIHA 3aIUCh
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KonmaecTBo snemenToB 6nbnmorpaduueckoil 3anmucu:

12

1-4

3,2

13

5-6

0,5

14

7-9

6,0

CocraBnenne AHHOTAallMU, U3Y4YCHUEC NJOKYMCHTA,
HaITMCaHUEC TCKCTA:

oJHa
aHHOTAIHUA

15

AHHOTHPOBAHUC KHUT

260,0

16

AHHOTHPOBAHUE CTATEU

156,0

17

aHAJTMTHYECKasi POCIHUCH KYPHAIbHBIX, Ta3€THBIX CTaTEeH,
COOpHHKOB, OMOIMOTpaPUIECKIX TTOCOOHIA:
O3HAKOMJICHHUE C COJICPKAHUEM H3/IaHUs; COCTABIICHHE
AHAJIMTUYECKOM pOCIIUCH

OJIMH
JOKYMEHT

3,8

ITpocMOTp nOCTYNUBIIMX UH()OPMAITMOHHBIX (BTOPUUYHBIX )
JIOKYMEHTOB U UX 0TOOp 111 BKItoueHust B CbA
(mepBUYHBINA OTOOP)

[IpocMoTp MHGOPMAITMOHHOTO U3JaHUs (B TOM YHUCIIE
KapTOYKH) U 0TOOp M3 HUX JOKYMEHTOB JJIsl BKIIIOUCHUS B
CBA; cucremaTu3zanus KapToYeK MO TUTIAM KaTaJoroB U
KapTOTEK; MPOBEPKa UHJEKCOB; PACCTAHOBKA KAPTOUYKHU

OJlHa KapTO4Ka

Yucno KapTO4YCK:

18

1-10

18,0

19

11-100

165,0

20

101 -300

490,0

ITpocmoTtp u oT60p Kaprouek B CBA ¢ 1eibio u3bATus Win
nepeMenieHus (BTOpUYHBIN 0TOO0D):

21

U3BATHE U3 KaTaJIOTOB U KapTOTEK KapTO4yeK Ha
JIOKYMEHTBI, CIUCaHHbIE U3 (OH/Ia; TPOCMOTP
KpaeBeI4ecKUX, OMOarorpaguueckux u
(hakTorpaduueCcKux KapTOTEK, U3BATUE U3 HUX KAPTOUYEK
Ha JIOKYMEHTBHI, IIOTEPSIBIINE IEHHOCTD, TIEPEBEJCHUE
KapTOUYeK B apXMBHbIE KApTOTEKHU (YHUUTOXKEHUE);
BHECEHUE OTMETKHU B KypHAJIE yueTa U PETUCTPALIMOHHOM
KapTOTEKe

OHa KapTO4Ka

1,5

OpraHu3aius reHepaIbHOTO CHCTEMAaTHYECKOTO KaTaiora
(I'CK):

22

MPOCMOTP U 0TOOp MOKyMeHTOB s BKitoueHus B ['CK;
odopmIiieHre KapTodyeK

OJIMH
JIOKYMEHT

2,7

23

HaImMCaHUC U paCcCTaHOBKA Pa3aCIUTCIIA

OINH
pa3aeNuTENb

1,7

Penaktuposanne I'CK:

24

uckimoueHue u3z I'CK KapTO4YCK Ha JOKYMCHTHI,
YCTAapCBUINX HUIIN HCHpO(bI/IJ'II)HBIX, MEPEBCIACHUC UX B
APXUBHYIO 9aCTb (I/IS’B}ITI/IG); ACTAJIN3alus pasgcjioB

OHa KapTO4YKa

1,5

25

HAMMCaHWE HOBBIX pa3AeiIUTENeH

OINH
pa3aeNuTENb

1.4

Opranusanys KapTOTEKH MEPCOHAINN:

26

OTpesieNIEHUE U COCTABIIEHUE TIEPEYHsI JIUL, CBEJIEHUS O
KOTOPBIX OTPaXKal0TCs B KAPTOTEKE; IIPOCMOTP
MH(OPMALIMOHHBIX U3IaHUN, TEPBUYHBIX IOKYMEHTOB;

OINH
JOKYMEHT

1,5
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0TOOp TOKYMEHTOB JIJIsl BKIIIOUEHHSI B KAPTOTEKY
27 TeXHUYECKas U CofiepKaTeabHas 00padoTKa JOKYMEHTOB OIVH 2,7
JUIS BKJIFOUEHUS B KAPTOTEKY; paCCTaHOBKA KapTOYEK I10 JOKYMEHT
andasuty dhamMuiInii aBTOPOB U MO BUJAM JIOKYMEHTOB
28 | HamUCaHUE U PACCTAHOBKA pa3zeiiuTeNnei OJIMH 1,4
pa3zenuTenb
Opranmsanus pakrorpaduueckoii kaproreku (DK):
29 | ompeneneHue npeaMeTa, 00bEKTa U OCHOBHBIX MPU3HAKOB OJIMH 2,7
s otpaxenus B OK; mpocMoTp 10OKyMEHTOB U OTOOD ISt JIOKYMEHT
BkitoueHus B OK; 3anecenre 0ToOpaHHBIX CBEIEHUH Ha
KapThl UH(HOPMALIMOHHOT'O MAaCCHBA C BHECEHHUEM
COOTBETCTBYIOLIMX OTMETOK B IIOMCKOBBI MacCUB
(hakTorpadmyecKoi KapTOTEKH
30 | penaktupoBanue ®K; nmpoBepka NpaBUIbHOCTH BHECEHUS OJIUH 1,6
CBEICHMI U yKa3aHUM 00 UCTOYHHMKAX WH(OpMaLIUU JIOKYMEHT
31 HaIlMCAaHUE U PACCTAaHOBKA pa3eiuTelei OJIH 1,4
pa3enuTenb
Opranu3zaiys TeMaTHYECKUX MaroK ra3eTHBIX BBIPE3OK:
32 | mpOCMOTp ra3eTHHIX BHIPE30K, CUCTEMATHU3AIIS X OJIHa BBIpE3Ka 2,5
33 odopMIICHHE BBIPE30K ISl XPAHCHUS B TEMATHICCKHIX OJ/IHa BBIpE3Ka 3,2
Mankax; KpaTkoe OMMcaHue UCTOYHHUKA, HAKJIEHBAaHUE Ha
KapTOYKH
1.8.1. CnipaBouHo-0néanorpaguyeckoe 00cayKuBaHue
Taoauna 13
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MepeHus BpPEMEHH,
MUH.
1 2 3 4
[Tpuem OubnMorpaduyeckux 3anpocoB:
1 npueM OubIMorpapuuecKkoro 3arnpoca; yTOUHeHUE TEMBI, OJIMH 3aIpoc 0,43
LIEJIEBOTO U YUTATEIBCKOI0 Ha3HAYEHUS, TIOJTHOTHI
HCTOYHUKOB, TUIIOB, BUJOB U XPOHOJIOTMYECKUX PaMOK
3aIpoCcoB
BrinosiHeHue cripaBok
BrinonHenue remMaTuyeckoi CripaBKu; MOUMCK U OTOOP 0JIHA CIIpaBKa
JIOKYMEHTOB; COCTaBJICHHE OUOIMOTrpaduIecKoro
OIMCaHUS
IInceMEHHO; KOJIMYECTBO UCTOYHHUKOB!
2 1 3,0
3 2-5 15,0
4 6-10 30,0
Y CTHO; KOJIMYECTBO HCTOYHUKOB:
5 1 2,0
Brimonnenue aapecHo-o6ubauorpaduueckon CripaBKH;
YCTAHOBJICHHE HAJIMYHUS HJIM MECTA HAXOXICHUS
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JOKYMEHTA WM €T0 4acTu B poHAe OMOIMOTEKH

HI/ICBMGHHO; KOJIMYECTBO HCTOYHUKOB:

1

2,0

~

2-5

12,0

6-10

24,0

Y cTHO; KOTHYECTBO UCTOYHHUKOB:

1

1,5

Brimonnenue yrounstoniei 6ndanorpapuueckoii CrpaBKH,
yCTaHaBIMBAOUIEH U (MJIH) YTOYHSIOMIECH 3JIEMEHTEHI
O6ubnuorpaduyeckoro onucanus, KOTOpble OTCYTCTBYIOT
WJIM MCK)KEHBI B 3aIIPOCE YUTATEIIS

OJTHA CIIpaBKa

HI/ICBMGHHO; KOJIMYCCTBO HCTOYHHUKOB:

10

1

2,7

11

2-5

14,0

12

6-10

27,0

YCTHO; KOJINYCCTBO HCTOYHHUKOB:

13

1

1,6

Brinonnenue gaxrorpaduueckoit cipaBkH,
YCTaHABIIMBAIOIICH KOHKPETHBIE CBEICHUS O TE€X WU
MHBIX 00BEKTaX, COOBITHUAX, MPOIleccax, TaTax

OJiHa CIIpaBKa

HI/ICBMGHHO; KOJIMYCCTBO HCTOYHUKOB:

14

1

2,7

15

2-5

13,5

16

6-10

2,7

yCTHO; KOJIMYCCTBO NCTOYHHUKOB!

17

1

1,6

Koncynbramnus y cripaBouHo-0ubnuorpaduyeckoro
ammapara:

18

npoBesieHne Oecelbl 0 CO3aHUU B UCTIOIh30BaHUHT
CIPAaBOYHOTO ammnapara, o MEeTOUKe
O6ubnorpaduueckoro momucka

OJIHa
KOHCYJIbTAIuAd

4,2

Benenue (I)OHI[a BBITTOJTHCHHBIX CITPABOK:

19

oTOOp crpaBku It POH/IA, PA3TOKEHUE 10 TTATTKaM
(koHBepTaM); oopMIIEeHHE CITPABKH

OJTHA CTIpaBKa

4,2

20

COCTAaBJICHHUEC KAaPTOUKHU JIA apXHBa, YKa3aHUC
MOpAAKOBOI'O HOMCpPA, TCMbI, 1aThl BbIJa4U; TIOCTAHOBKA
KapTOYKH B KAPTOTCKY apXWBa BBINTOJIHECHHBIX CIIPABOK

OJIHA KapTOYKa

2,7

PaboTtsl B pexxume AC:

21

dhopmupoanne ['CK; BBoa B 0a3y JaHHBIX aHATUTHYECKOMN
POCIIHCH Ta3€THO-)KYPHAIBHBIX CTaTel, COOPHUKOB

OJTHA KapTOYKa

2,0

22

TTOUCK U 0TOOp OMOIMOTrpadUeCKuX 3ammucei mo
YCIOBUSIM

0JlHa KapTOuKa

2,7

23

BBIBOJ] Ha 3KpaH Oubnuorpadudeckoil 3anucu uim
OTJIENPHBIX U3 Hee CBEJCHMI; pacreuaTka

OHa KapTO4YKa

1,6

15.11.2018
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N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

BrisiBnenne nHopMaMoHHbIX MOTpeOHOCTEN
CHEIMATUCTOB METOJIOM aHKETUPOBAHUS:

orpeJieieHue KOHTHHIEHTa NoTpeduTenei nupopmanuu;
pa3paboTKa 3asBOK JIJIsl ONpeAeIeHUs HHPOPMAIIMOHHBIX
MOTpeOHOCTEH (3aMPOCOB); pacchUIKa (PACIIPOCTPAHCHHE)
3asBOK; 00pabOTKa MOJYYCHHBIX 3asBOK; COCTABIICHHE HA
0a3e MOTYYCHHBIX JAHHBIX KAPTOTEKHU KOHTHHIEHTA
notpedurenel nHGopMaIuu 1 X HHPOPMAITMOHHBIX
nmoTpeOHOCTEH (3a1IpOCcoOB)

OJIMH
oTpeOuTETh

34,0

BrisiBnenue naopMaoHHbIX TOTpeOHOCTEH
CIEIMAIMCTOB Ha OCHOBE aHaJIn3a [JIJAHOBO-OTYETHON
JIOKYMEHTaIUU:

0TOOp, 3yUeHHE, aHATTN3 OTYETHBIX JIOKYMEHTOB;
(dbopMUpOBaHHE TEMATHKHU CIPABOYHO-MH(POPMAITHOHHOTO
00CITY)KMBaHUS B Pa3HBIX PEKHMAX

OJUH
OTYETHBIN
JIOKYMEHT

24,0

pacnpezeieHne TeMaTUYeCKuX pyoprK HHGOPMAIIMOHHBIX
noTpeOHOCTEH M0 MOAPa3/ICICHUSM, YIaCTBYIOIIIM B
CIPaBOYHO-MH(GOPMAITMOHHOM O0CITY>KUBaHUH

oJlHa pyOpuKa

2,7

3akiroueHne ¢ abOHEHTaMH JI0TOBOpa Ha
MH(pOpMaLMOHHOE 00CTYKUBAHUE!

aHaJIW3 TAHHBIX O 3aMHTEPECOBAHHOCTH a0OHEHTOB B
MH(GOPMALIMOHHOM 00CTY>)KMBaHUU U PEKUMaxX
n30MpaTeabHOr0 PacHpOCTPAHEHUS U PETPOCIIEKTUBHOTO
TIOMCKA; 3aKJIIOYEHUE U IEPECMOTP AOrOBOpa

OJTUH JIOTOBOP

2300,0

dopMUpoBaHUE CETH AOOHEHTOB CUCTEMBI
n3buparenpHOro pacnpocrpanenus naopmarmu (MPN):

orpezeNieHue KOHTUHTeHTa aboHeHTOB cucteMbl P,
BBISIBJIEHWE TUIMOBBIX U MHANUBUYaIbHBIX 3aIIPOCOB
aOOHEHTOB; U3y4YeHHe, KIacCUPUKALINS, UHACKCUPOBAaHUE
3aIpOCOB; BBEAECHUE JJAHHBIX O 3aMPOCax B aJIPECHYIO
KapTOTEKY

OJIUH a0OHEHT

34,0

TloaroroBka curHajJnLHOIO oIoBenieHus B cucteme MPU

BrrsiBrienue, mpocMoTp ¥ OTOOp MaTepHasIoB U3 TEKYITHX
MOCTYIUIEHUH; pacnpeziesieHe 0TOOpaHHbBIX MaTepHajioB
U3 TeKYIIMX MOCTYIUIEHUH 110 a0OHEHTaM

OJHO
OITOBCIIICHUEC

KommaectBo IMPOCMOTPCHHBIX JOKYMCHTOB!

1-2

3,0

3

3.4

12,0

5-10

32,0

[ToaroroBka mogOOPOK CUTHAIBHBIX OMOBEIICHUHN B
cucreme UPU

3amonHeHne OlaHKa-3aKa3a Ha THPAKUPOBAHUE,
pEerucTpalmio NOCTYMUBIINX KOMUN, TPOBEpKa HX
KauecTBa U SK3EMILUIIPHOCTH; 3aII0JTHEHUE

OIHO
OIIOBEIIEHNE

15.11.2018
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CONPOBOAUTENILHON JOKYMEHTAUU

KommuectBo 3aIIPpOCOB!

1-2

14,0

10

3.4

17,0

11

5-7

21,0

12

8-10

25,0

[Tpocmotp u 0TOOp TOKYyMEHTOB i BBosia B AC

[TpocMoTp MaccuBa NOCTYMUBIIMX JTOKYMEHTOB; OTOOP
JOKYMEHTOB COOTBETCTBYIOIIEH TEMATHKU M BBEJICHHE B
0a3y nanabix AC

OJIUH
JIOKYMEHT

OT60p NEepBUYHBIX JOKYMEHTOB:

13

1-50

290,0

OT0OOp BTOPHYHBIX JOKYMEHTOB:

14

1-50

110,0

15

MOJIrOTOBKA KAPTOUKH [T pabounx kaprorek MPU

OJHO
OIMKMCaHUuC

2,7

16

OAroToBKa Tpadaperos ¢ kaproukamu UPU s
THPa>KUPOBAHMS

oauH Tpadaper

1,4

KoppekTupoBka BbIXOJHBIX TaOyJIsIrpamMm:

17

OCHOBHOM PsiJT

OJHa 3aIIiCh

2,7

18

BCIIOMOTaTeIbHBIN YKa3aTeJb

OJHa 3aIIiCh

1,6

19

pEeAAaKTUPOBAHUE BBIXOIHBIX TAOyIArpaMM U oopmiieHue
JOKYMEHTOB

OJJHa 3a11ucChb

4,2

20

paspeska, pacreuarka noJ00pOK Ha OTJCIbHbBIC OMUCAHUS

OJHO
OIMMCAHUC

1,6

Koppekruposka cucremsr MPU 1o pesynpraram ananmsa
KapT 00paTHOM CBs3U

O6paboTka 1 aHaIu3 KapThl 0OPaTHOM CBSI3H; BHECEHUE
OLIEHKH CUTHAJILHOTO OTOBEIICHUS B YUETHYIO KapTy
aOOHEHTa; KOPPEKTUPOBKA CHCTEMBI HA OCHOBE aHAJIHM3a
KapT 00paTHOI CBsI3U

OJTHA KapTa

KonmuecTBo kaprt:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Briaua TOKyMEHTOB 1O 3apOCy:

25

BBISIBIIEHHE U OTOOP JOKYMEHTOB (M3JaHMs) TI0 3aIpocCy B
CIPaBOYHO-MH(POPMATMOHHOM (QoHJIe, 0hopMIIEHHE
BbIJIa4YM JOKYMEHTOB B YCTaHOBJIEHHOM MOPSIJIKE

OJINH
JIOKYMEHT

1,4

['pynnoBoe Oubnuorpapuyeckoe nHOOPMHUPOBAHHE:

26

(hopMHUpOBaHKE COCTaBA IPYIIHI ADOHEHTOB

OIMH a0OHEHT

720,0

27

YTOUYHEHUE TEMBI, COINIACOBAHUE NCTOYHUKOB
nH(pOpManuu, BUJI0B JOKYMEHTOB

OJJHa T€Ma

3,6

28

COCTaBJICHUC pCFHCTpaHHOHHOﬁ KapTOYKH

OJHa KapTO4Ka

1,6

[TonGopka 1oKyMeHTOB a1l ”HGOPMAIIUH; COCTAaBICHHUE U
HalKMCaHUe ONOBEIICHHUS; OTIIPABKa OTMOBEIIECHUS; 3aKCh B
KapTOYKW MH(OpMAIMKU; aHaJIU3 KapThl 0OPaTHOM CBSI3H

OJlHa KapTouKa

IIrcbMEHHO; KOJUYECTBO U3IaHUM:
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29

1-5

12,0

30

6-10

24,0

Y CTHO; KOJIUYECTBO U3JaHUM:

31

1-5

12,0

OnepatuBHOE HHPOPMHUPOBAHUE T10 3aMPOCY:

32

(dhopMupoBaHHE CETH A00OHCHTOB, BBISIBIICHUE THITOBBIX U
WHMBUAYAIBHBIX 3alIPOCOB OTpedUTENeit

OOVH a0OHEHT

4.4

33

W3Yy4eHHE, KIacCH(PHUKAIUs 3alIPOCOB; BBEJACHHUE JaHHBIX O
3arpocax B aJIpECHYIO0 KApTOTEKY

OJIMH 3a1poc

6,3

Harnucanue 0030poB U CIIpaBoOK

BrisBiieHre 1 0TOOP UCTOYHHUKOB; 00pabOTKa M aHAIIU3
0TOOpaHHBIX IOKYyMEHTOB; HalMCaHUE TeKCTa 0030pa
(cripaBKM); MOJITOTOBKA PYKOMHKCH K TICUATH

OJIMH
ABTOPCKUH
(aBT.) IUCT

0630p (crpaBka) MO MEPBUYHBIM UCTOYHHKAM:

34

Ha PYCCKOM SI3bIKE

5400,0

35

Ha MHOCTPAHHOM A3bIKC

7200,0

36

0030p (crpaBKa) M0 BTOPUIHBIM UCTOYHHKAM

4100,0

Opranusanys 1 IpoBEeJCHNE YCTHBIX OHOIMorpaguyeckux
0030pOB HOBBIX MOCTYILICHHUH

OT60p HOBBIX OCTYILICHUH MO 3apaHee 0OBIABICHHOMN
TEMaTUKE; CUCTEMATH3AIMSI HCTOYHUKOB 10 TEMaM,
MIPOCMOTP U aHAJIH3 JIOKYMEHTOB; TIOJJ00pKa
oubamorpadguuecKkux ONMucaHui, KpaTKUX aHHOTAITHH,
pedepaToB Ha OTOOpPAHHBIC HCTOYHHUKH; ITOJATOTOBKA
pykonucu 6ubauorpaduyueckoro o63opa

OJIMH 0030D

Komuuecto MMPOCMOTPCHHBIX U OTO6paHHBIX JAOKYMCHTOB!

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

IlogroroBka OIOJIIIETEHS HOBBIX HOCTyrIJleHI/Iﬁ

YTouHeHue (onpeesneHrne) TeMaTHYeCKUX IPaHull TIOUCKa
1 0TOOpa JOKYMEHTOB; CO3aHne pyOpHUKaTopa
OroJIeTeHs; BBISBIEHUE U OTOOP IOKYMEHTOB B MacCHBE
TEKYIUX MOCTYIJIEHUH UCTOYHUKOB UH(OpMAIIUH;
noAOOpKa aHHOTAIWH, peepaToB, UX CHCTEeMaTH3AIUS

OIlHA
OIOJUIETEHD

Komuuecro IMPOCMOTPCHHBIX JOKYMCHTOB!

41

1-37

60,0

42

38-60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranmsanus u npoeaenue "Jlus nandopmarun':

46

OIIpeZIeTICHNE TEMbI; COCTaBJICHHE TIIaHA TIPOBEICHS,;
BBISIBIIEHHE U JIOCTaBKa JJOKYMEHTOB M3 COOTBETCTBYIOIINX
nojipaziesieHnit OMOIMOTEKH; TPOCMOTP U OTOOP
JOKYMEHTOB; NPUTJallleHHe CIeUaTuCTOB-
KOHCYJIbTaHTOB; IIOATOTOBKA BHICTABKHU JIUTEPATYPHI;
OTIOBEIEHHE 3aMHTEPECOBAHHBIX OpPraHU3alui 1

OJIHO
MEpONpUsTHE

640,0
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CHEIHAIMCTOB; 0(hOpMIICHUE BHICTABKH, HAITMCAHUE
KpaTKUX aHHOTAIIM{; OpraHu3alms cOopa 3assBOK Ha
JIOKYMEHTBI, UX BbIJ]a4a, KOHCYJIbTHPOBAHHUE, JCKYPCTBO
o6ubnmorpadoB; MpoBeeHNE aHATN3a MEPOTIPUSITHS

Opranuzanus u noaroroska "J{us oubmuorpadun", "Aus
nocodus":

47

YTOYHEHHE TEMBI; COCTAaBIICHHE TUIaHa; 0hopMIIeHHE
BBICTaBKU-IIPOCMOTPA; MOATOTOBKA 0030pa; MOATOTOBKA
KOHCYJIBTAIINH; COCTABJICHUE U HATMCAHUE OOBSBICHUS;
COCTaBJICHHE U HAITMCaHHE NMPUTIACUTENbHBIX MTHUCEM, UX
pacchlIKa; MpUralieHue 3aMHTEPECOBAHHBIX JIUI] 10
paauo, no TesnedoHy, JUIHO

OJIHO
MEpOnpUsTHe

1940,0

Opranuzanus u npoeaenue "JlHs cnenuanucra”

Omnpenenenue Temsl "J{Ha criennanucra” ¢
3aWHTEPECOBAHHBIMU OpPraHU3aIUSIMHU, POPMBI
MIPOBEJICHUS (CTallMOHAPHAS, BBIC3THAS ), OTBETCTBCHHOTO
3a MEpPOIPUATHE B 1EJIOM; COCTABJICHUE IJIaHA
MEPOIPUATHS, TPOTrPAMMEI IIOMCKA U 0TOOpa
WHGOPMAIIMOHHBIX MaTEPHAJIOB; MOJITOTOBKA OTKPHITHIX
MIPOCMOTPOB ¥ TEMATUIECKUX BBICTABOK JIUTEPATYPHI 110
CHEeNUaIbHOCTH, OubIrorpagudeckue 0030phl; 3aKa3
JIEKIIUU, KWHO(HIIEMA; OTIOBEIICHUE 3aMHTEPECOBAHHBIX
OpraHu3aIyii; opopMIICHHE BEICTABKH; OPTaHU3aIUs
JexKypcTBa OMOIMOrpadoB, KOHCYILTAHTOB-
CHEIHNATMCTOB; O0eCTIeUeHUE BhIIAUM U3/IaHUHN WU X
KOITUH BO BpeMsl MEPOIIPUSTHS WM HETTOCPEICTBEHHO
MocJie Hero; IEMOHCTPAIUs BHICTABKH; aHATTU3
pesynbTaToB "JlHs cnienmanucra'

OJIHO
MEpPONpUITHE

Yuco conyTCTBYIOIIMX MEPOIPUSITHH:

48

1-2

1940,0

49

2600,0

50

3500,0

51

|| W

4
-6
~ 8

4600,0

I[Ipumeuanue: Bpems unpoBeneHus "Ius wunbopmanuu", "JlHa cneumanucra”, "JlHsS
6ubnauorpadguu" B HOpMy BpEMEHH HE BXOJIUT.

1.8.3. Undpopmanuonnas padbora

Taoauna 15

N o/

HanmenoBanue nponecca, orncpamnuu. CocraB pa6OTLI

Enununa
U3MEpPEHUS

Hopma
BPEMEHU,
MUH.

2

3

4

ITonroToBka nomynsipHbIX OMOIMOTrpaguuecKuX NOCOOU i

Br160op TeMbI ocoOust; BRISBICHHE U OTOOP JOKYMEHTOB,
(dhopMupoBaHHE pa3AeioB MTOCOOUS; AHHOTHPOBAHHE
JIOKYMEHTOB; TI0100pKa (hakTorpaduyecKoro Marepuania,

15.11.2018
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WITIOCTPALI; HAITMCAHUE TEKCTa; COCTABICHUE
BCIIOMOTaTEeNIbHBIX yKa3aTelei; KOHCYIbTAUH Y
CIELMAINCTOB HAa PA3JIMYHBIX dTarax paboTsl;
00CYXKIeHUE PYKOIIMCH Ha 3acelaHiH Hay4IHO-
METOAMYECKOTO (PEAaKIIMOHHOI0) COBETa; J0PadOTKa
PYKOIIMCH 10 3aMEYaHHUsIM; Ca4a PYKOITUCH B I1€YAaTh:

1 COCTaBJICHHE MOIYJIIPHOTO Oubimorpaduyeckoro OJIUH aBT. JIUCT 13500,0
yKasarels, yTeBOIUTEINs, CIIPABOYHHKA
2 IIOITOTOBKA KOMMEHTapUeB, IPUMEUYaHHUI MOy pHO- OJIMH aBT. JIUCT 5400,0

MPOCBETUTEIBHOTO XapaKTepa, He TPEOYIOIHNX
CIELMAIBHBIX HCCIIEJOBAHUI

3 [IOAITOTOBKA KOMMEHTapUeB, IPUMEUaHU Hay4HO- OJIMH aBT. JIUCT 10800,0
MCCIICIOBATEIILCKOTO XapaKTepa

[TonroToBka peTpOCHEKTUBHBIX HAYYHO-BCIIOMOTATEIbHBIX
O6ubanorpaduueckux ykasaremneii:

4 BBIOOp TEMBI; CO3/1aHNE ABTOPCKOTO KOJUICKTHBA; OJIMH aBT. JIUCT 9720,0
pa3paboTKa HHCTPYKTUBHO-METOMUECKUE MATCPUAIIOB;
BBISIBIIEHHE U OTOOP TOKYMEHTOB; paboTa Haj
Ooubrorpaduueckoii 3aMChI0; AaHHOTUPOBAHUE;
oubnmorpaduueckas rpynnmupoBKa; COCTaBICHUE
BCIIOMOTATEIIbHBIX YKa3aTellei; 00CYyKICHUE PYKOIIUCH
yKa3zaTells Ha 3aceaHUU HaAy9HO-METOUIECKOTO
(penakIMOHHOT0) COBETA; I0OPa0OTKA 110 3aMCUaHHSIM;
cllaya pyKOIHCH B TIeYaTh; COCTABJICHUE
O6ubnuorpaduyeckoro ykasarenis 1o akTyaJbHOU TeMaTHKe
C XPOHOJIOTHYECKHM OXBAaTOM OT 2-X 110 5-TH JIeT U
aHHOTAIMSIMH, MTOSCHSIONUMU Ha3BaHUS

Cocrasnenue 6ubimuorpaduueckoro ykazaresis 1o
KOMILUIEKCHBIM M MEXOTPACIIEBBIM IpobiieMaM 001Iero u
PETHOHAIBHOTO COJICPKAHHSI C XPOHOJIOTHYECKUM OXBAaTOM
1-2 roja, ¢ aHHOTAUSIMH, NOSCHSAIOUIMMHU Ha3BaHMSL:

5 Ha PYCCKOM SI3bIKE 9720,0

6 ¢ BimoueHneM ot 30% 1o 40% oObema myOnukaruii Ha 11000,0
MHOCTPAHHBIX SI3bIKaX

7 COCTaBJIEHHE aHHOTUPOBAHHOTO OnbImorpaduyeckoro OJIVH aBT. JIUCT 18800,0

yKa3aressi MHOTOOTPAacIeBOr0 COAECPKAHUS C
XpoHoJIornYeckuM oxBatoM 110 100 ner u Gornee,
TpeOyIOIIEro CIJIOIIHOTO MPOCMOTPa JOKYMEHTOB,
CJIO’KHBIX OnOIMorpauyeckux pa3blCKaHuH, yueTra Bcex
nepen3aHuil myOIuKauil 1 UX XapaKTepUCTUKU IIyTeM
CIINYEHUS] TEKCTOB

[ToaroroBka aHaIMTUYECKOTO 0030pa

BrisBiienne u oTO0p JOKYMEHTOB JIJIs1 0030pa; MOATOTOBKA | OJWH aBT. JIUCT
pyOpukaropa npenmMera 0030pa; U3yuyeHHE U OLEHKa
JIOKYMEHTOB; CCTEMaTH3allisl MaTepuasa; COCTaBICHHE
TEKCTa aHATMTHYECKOro 0030pa; 00CyXIeHUE PYKOITUCH
Ha 3aCeaHUH HayYHO-METOJANYECKOTO0 (PEIaKIIHIOHHOTO)
coBeTa, 1opaboTka 0030pa Mo 3aMeYaHusIM; cjaua B
1eyaTh:
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110 PYCCKHUM IICPBUYHBIM UCTOYHUKAM

9720,0

110 CMCIIAHHBIM IICPBUYHBIM UCTOYHHUKAM

10800,0

110 MTHOCTPAHHBIM NICPBUYHBIM HCTOYHHUKAM

12400,0

IToaroToBKa aHAIMTUYECKON CIIPaBKHU:

Brigasienue u OT60p JOKYMEHTOB JJIs1 aHAJUTUIECCKOM
CIIpaBKH, U3YYCHHUEC, aHAJIN3, OLICHKA U CUCTCMATU3allud
HX; COCTAaBJICHUC TCKCTa CIIPpaBKU

OJHH aBT. JIUCT

5200,0

ITonroroBka pedeparuBHOro 0630pa

BrrsiBiieHue u 0T00p TOKYMEHTOB JIJIsl peepaTHBHOTO
0030pa, U3y4eHHUE U aHAIIU3 UX; peeprUpOBaHIC
WCTOYHHUKOB; CHCTEMATH3aIlUsl TEKCTOB aHHOTAIHIA,
COCTaBJICHHE TeKCcTa pedepaTUBHOTO 0030pa; 00CyKIeHUE
0030pa Ha 3acelaHuu HaAyYHO-METOAMYECKOTO
(penakiMoHHOT0) COBETa; 1opaboTKa 0030pa 1Mo
3aMEYaHUsIM; cllaua B IIeYaTh:

OJHH aBT. JIUCT

12

110 PYCCKUM UCTOYHUKAM

5200,0

13

110 CMCIIIaHHBIM UCTOYHHKaAM

6480,0

14

110 HHOCTPAHHBIM HCTOYHHUKAM

7300,0

CocraBieHue 3kcnpecc-uHpOopMaLuu:

15

BBISIBJICHHUC U OT60p Marcepuaia 1o TeM€E, CUCTCMAaTHU3alHA
€0 U IOoJAroToBKa JJIsd 11€4aTu

OAHH aBT. JIUCT

3840,0

Cocrapnenue 6ubaMOrpaduuecKoil 3ammucH, aHHOTAIIHH,
pedepara

CocraBnenue 6ubanorpaduyueckoil 3anucy: u3y4eHue u
aHaJIN3 IOKYMEHTA; COCTABJIEHUE 3ar0JIOBKa ONUCAHUS;
MIPOBEPKA 3aMKCH, BHECEHUE UCTTPABICHUI

OJHa 3aIIiCh

KonnuecTBo anemMenToB 610aMorpaduyeckoro onucaHus:

16

1-4

3,2

17

5-6

5,4

18

7-9

6,4

CocraBneHue AHHOTallK; U3YYCHUC U aHaJIU3 JOKYMCHTA,
HalmMCaHUEC TEKCTAa aHHOTaIlluu:

OJIHa
aHHOTalus

19

AHHOTHPOBAHUC KHUT

270,0

20

AHHOTHPOBAHUE CTATEU

160,0

21

cocTaBlieHHe pedepaTa: U3ydeHUE U aHAJIU3 JOKYMEHTa,
Ha KOTOPBIN cocTaBisieTcs pedepar; HallMCaHUE TEKCTa;
BHECEHUE MCIPABICHUN

OJWH aBT. JIUCT

5920,0

AHamuTHYECKasi pOCITUCH KyPHAITbHBIX, Ta3€THBIX CTATeH,
cOOpHUKOB, OMOIMOrpaduuecCKUX NOCOOUH:

22

O3HAKOMIJICHUE C COACPKAHUCM HU3JIaHUA; COCTABJICHUC
AHAJIMTHYCCKOI'O OIMMCAaHus Ha CTAaThIO

OJHa CTaThA

3,6

Hozmepxcxa caiitTa OMOJIMOTEKHU U OTACIIbHBIX ITPOCKTOB!

23

BEPCTKaA CTpaHUIL caﬁTa, pasMEIICHUE ITOATOTOBJICHHOT'O
MaTcpurajia B COOTBCTCTByIOIJ_II/Iﬁ pa3acit caiita

OJWH aBT. JIUCT

300

[Ipumeuyanue: HoOpMa BPEMEHHU Ha COCTaBJICHHE OMOIMOrpaduueckoro mocoous naHa U3 pacueTa
paboThl aBTOPCKOTO KOJUIEKTHBA.

1.9. HepeB())l u nepepaﬁoTKa NEYATHBIX TEKCTOB ¢ HHOCTPAHHBIX SI3LIKOB Ha pyCCKI/Iﬁ 1 C PYCCKOT0
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Ha HHOCTPAHHBIEC A3BIKH

15.11.2018

Tadauua 16
N n/n HanmenoBanwme nporiecca, onepainuu. CoctaB padoThI Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
IlepeBo TEKCTa ¢ MHOCTPAHHBIX SI3IKOB HA PYCCKHM SI3BIK
UreHue opurrHaia; aHallu3 TeKCTa; pa3MeTKa ero ¢ OJIMH aBT. JIUCT
BBISIBIICHUEM TPYIHBIX TEPMUHOB, FPAMMATHUYECKUX
KOHCTPYKLHUH, JIGKCHUECKUX 000POTOB, LIEXOBBIX U
YKaprOHHBIX TEPMHHOB:
1 MOJIHBIN TMChbMEHHBIN MEPEBO/T OVH aBT. JIUCT 2580,0
2 COKpalleHHbIH TUChbMEHHBIN niepeBoa oT 30% 1o 50% OJIMH aBT. JIUCT 1620,0
o0BbeMa TeKcTa
3 BBIOOPOYHBIN MUCEMEHHBIH MTEPEBOA OJIMH aBT. JIUCT 1520,0
[lepeBo TeKCTa ¢ pycCKOro s3bIKa HA MHOCTPAHHbIE
SI3BIKU
4 TOJIHBIN TMCbMEHHBIN MEPEBO/T OVH aBT. JIUCT 5160,0
TepMuHnonornyeckas paboTa pu BbIITIOJIHEHUN
MMCBMEHHOT0 MepPeBO/JIa:
5 OTBICKAaHUE OTMEUYEHHBIX B OpUTHHAJIE HE3HAKOMBIX WU OJIMH TEPMHUH, 18,1
HEMOHSTHBIX TEPMUHOB U COKPAILIEHUH B CJIOBAPHO- COKpallleHHE
CIPaBOYHOH JINTEPATYpPE; MOIO0PKA COOTBETCTBYIOIIETO
TEPMUHY 3KBUBAJIEHTA; paciin(poBKa COKpALICHUS
KoHcynpTanus nepeBoaunKa co ClienuaaicTaMu:
6 BBISICHEHHE MTPaBUIILHOTO U3JI0KEHUS YacTel TeKCTa 1o OJlHa 36,2
MaJIO3HAKOMOM TEMATHUKE; YTOYHEHHE COOTBETCTBUS KOHCYJIbTALIHS
NIepeBOJIa OPUTHHATY
CocraBienue Oubanorpauyeckoro ONMCcaHus:
7 cocTaByieHHe OuOIMorpaduuecKoro ONucaHus repeBoaa OJTHO 60,0
10 IAHHBIM, B3SITHIM C THUTYJIBHOTO JINCTA NIEPEBOJA ONMCAHHE
BrisBrienne ommooK 1 BHECEHNE U3MEHEHUH B TEKCT
IIepeBOJia M0CIIE eYaTaHus:
8 IIPOBEPKA NPABUIIBHOCTH PACIIOJIOKEHUS OTIIEYATAHHOTO OJIVH aBT. JIUCT 200,0
TEKCTA; CBEPKA C PYKOIIHUCHIO; MPAaBKa
Texuuueckoe opopmiIeHrEe IepeBOIOB:
9 BIUCHIBAHUE B TEKCT MEPEBO/Ia CUMBOJIOB U BCTAaBOK Ha OJTHO 2,0
MHOCTPAHHOM $I3BIKE BIIMCHIBAHHE
10 | BKJIeMBaHUE PUCYHKOB, Ta0nu1l, hopmyn OJIHA BKJIEHKA 3,0
IlepeBoJ 3aroj10BKOB cTaTEN M TOKYMEHTOB:
11 MEepPEBO/I U 3aMKUCh 3ar0JI0BKA OINH 120,0
3aroJI0BOK
IIpumeyanue:

- HOpPMBI BPEMEHHU IpeyCMaTpUBAIOT BBINOJIHEHHE MEPEBOJIOB C MHOCTPAHHOTO SI3bIKAa WJIM Ha
MHOCTPaHHBIN, KOTOPBIH Yy MEPEBOUMKA SBISIETCS OCHOBHBIM (110 00pa30BaHUIO MU IPUMEHEHHIO);
- IIpY BBIITOJIHEHUH IIEPEBOAOB C JIPYTUX SI3bIKOB WJIM HA JPYrue MOMHUMO OCHOBHOI'O K HOpMam
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BpPEMEHH MPUMEHSETCS OB Koappurment 1,1.

1.10. UccaenoBaTennbckas padora

Taoauua 17

N o/

HaumenoBanue nporecca, onepaiuu. Cocras paboThI

Enununa
U3MEpPEHUS

Hopma
BPEMEHH,
MUH.

2

3

4

Pa3paboTka nporpamMmbl (TEXHHYECKOTO 3aJaHU)
WCCIIETOBAHUS

ObocHOBaHME aKTyaJIbHOCTH TEMBI, BBISIBJICHUE U
000CHOBaHKE MPOOIEMHON CUTYaluu, POPMYINPOBAHHUE
11€JIM, 33/1a4 U TUIIOTE3bl UCCIICOBAHNS; HAIMCAHUE TEKCTa

oJlHa
nporpamma

HccnenoBanue HOCUT:

OnepaTuBHBIN XapakTep

38250,0

MAJIOTAXKHBIN (pa3BeIbIBATEIIbHBIN) XapaKTep

21600,0

Pa3pa60TKa MCTOAHNKH MCCICAOBAaHHNA

Pa3paboTka (HanmucaHue) TEKCTa METOIHYECKUX
JOKYMEHTOB 110 IPOBOAUMOMY HCCIIEIOBAHUIO, alpodaluu
COCTAaBJICHHBIX JOKYMCHTOB, YTOUHCHHEC U IIOpa6OTKa
METOJIMYECKOTO UHCTPYMEHTApPHUsI, COCTaBIICHUE
OKOHYATEJIbHOTO BapHaHTa JJOKYMEHTA:

OJIHa
MCTOAHMKA

METOAMKA ITPOBEACHUS UCCIIEIOBAHNS, HOCAILLETO
ONEPATUBHBIN, SMIINPUYECKUN XapAKTED

28000,0

METOMKA MPOBEACHUS UCCIICIOBAHMS, HOCSIIIETO
MJIOTAXHBIN (pa3BebIBATEIbHBIN) XapaKkTep

15600,0

PazpaboTka uHCTpyKIIUK 110 00pabOTKE TOKYMEHTAIIUH
(MCXOHBIX JAHHBIX ), TOJTYYEHHON B XOJI€ UCCIIeIOBAHUS:

oJHa
UHCTPYKLHUS

W

pyuHas o6paboTka

15600,0

MallMHHas 00paboTka

20400,0

PazpaboTka npeaniaHOBBIX U TUIAHOBBIX JIOKYMEHTOB
MEPCIIEKTUBHOTO Xapakrepa:

pa3paboTKa KOHIIETIIMA OCHOBHBIX HANPABIEHUN Pa3BUTHS
OMOIMOTEYHOTO JieNla B PeTHOHE HA MEPCIEKTUBY

OJWH aBT. JIUCT

13050,0

KOHIeNTyaabHOe o0ecnieueHrne 6ubamorpaguueckux
U3aHU; 000CHOBAHKE aKTYaIbHOCTH TEMBI,
YUTATEIHCKOTO U [IEIEBOr0 Ha3HAYEHUS TOCOOHS, eTo
CTPYKTYPHI (CXEMBI), BIPAOOTKA METOAMYECKIX
MIPUHLUIIOB U PEIICHUN ISl pACKPBITUS TEMBI; HAITUCAHHUE
TEKCTa

OJWH aBT. JIUCT

11220,0

COCTaBJICHHE MPOTHO3a (MIPEANIaHOBBIN TOKYMEHT),
CBSI3aHHOTO C TIEPCTICKTUBAMH PA3BUTHSI OMOINOTEK;
HaIUCaHue TEKCTA

OJWH aBT. JIUCT

13050,0

10

pa3paboTKa IeIeBBIX MporpamMm (JJisi ceTh OMOJIMOTEK UITH
OJTHO¥ OMOIMOTEKN); TUATHOCTHKA CUTYaIlH, BHEITHUX U
BHYTPCHHUX BIUSHHIA Ha (QYHKIIMOHUPOBAHHE U Pa3BUTHE

OJWH aBT. JIUCT

15200,0
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OoubroTek (0IHOM OMOIMOTEKH); BRIpAOOTKA
PEKOMEH/IAllNH, PEIICHHS, HAIMCAHUE TEKCTA

CocrapicHue CBOJAHBIX KaTaJIOI'OB KHHUKHBIX IIaMATHHUKOB:

11

pa3pa60TKa IIPOCIICKTA; BBIABIICHHUE JOKYMCHTOB -
KHWXXHBIX MTaMATHUKOB; HAYYHOC OIMMCAHUC UX;
COCTAaBJICHHE CITPABOYHOI'0 allrapara; HalilmCaHUE TECKCTa

OJHH aBT. JIUCT

18200,0

OpraHI/I3aHI/IOHHaH pa60Ta 110 IIPOBCACHUIO MCCIICIOBAHU A

12

CO3/JaHUE UCCIIEI0BATEIHCKOr0 KOJIJIEKTUBA; COCTABJICHHE
paboyero mjaHa NpoBeACHUS UCCIIEeI0OBaHUS,
COTJIACOBAHUE €T0 C UCTIOTHUTEIISIMU; OTIPE/ICIICHNE
mIomaaky (0a3bl) UCCIIEIOBAHUS; TIEPEIIHCKA C HUMU;
MPOBEJICHUE UHCTPYKTAXKEHN, CCMUHAPOB, COBEILIAHUM,
KOHCYJIbTAIINI

OJHO
HCCICIOBAaHUC

7140,0

13

oubmmorpaduueckas mpopaboTKa TEMbI UCCIICIOBAHHUS,
pabota B apXxuBax, U3y4eHUE HOPMATHBHO-TEXHUUECKOU
JOKyMEHTaIuu, nHGopmanuu 00 aHamorax u JIpyrux
MaTEepHAJIOB, OTHOCSIIMXCS K pa3pabaThIBaeMON TEMe

OJWH aBT. JIUCT

1200,0

O6paboTka 1osy4eHHON HHPOpMAIIH:

14

cOop u 00paboTka HHGOPMAIIMK HA OCHOBE TIEPBUYHBIX
MCXOJHBIX TAHHBIX (CTATUCTUYCCKHUX JAHHBIX, OTYCTOB,
TUTAHOB, CIIPABOK, MATEPUAIIOB KOMaHIMPOBOK)

OAHH aBT. JIUCT

7800,0

15

aHann3 00paboTaHHON HH(pOpMaUK

OJWH aBT. JIUCT

5200,0

IToaroroska MaTCpHraJIOB 110 UTOI'aM HaquOﬁ pa6OTBIZ

16

HAIMMCAHUEC HAYYHOTO OTUCTA; [TIOATI'OTOBKA PYKOIIMCHU K
ICYaTu Ha PA3JIMYHBIX dTallax pa6OTBI

OAHH aBT. JIUCT

13200,0

17

HaIlMMCaHUEC MPOMCIKYTOYHOI'O OTUYCTA (CHpaBKI/I) 0 X0I€
HUCCICIOBaHU

OJWH aBT. JIUCT

6400,0

ITonroToBka u HanmucaHWe TEKCTA CTATbU B COOPHUK
Hay4YHBIX TPY/AOB, IPaKTHYECKOE 1ocodue,
poeCCHOHATIBHYIO MPECCyY; MOJArOTOBKA PYKOIIHUCH K
MeYaTy Ha pa3JInYHbIX dTanax paboThl:

18

CTATbs TCOPECTHICCKOI'O XaPAKTCPa

OJWH aBT. JIUCT

15200,0

19

CTaTbs NPUKIIAJHOTO, MPAKTHYCCKOTI'O XapaKTepa

OJWH aBT. JIUCT

9200,0

20

HaIllMCAaHKUE OKJIaa [0 UTOraM Hay4HOI'0 MCCIIEJOBaHNUs;
MO/ITOTOBKA PYKOIHUCEHN Ha pa3IMyHbIX dTanax paboThl

OJWH aBT. JIUCT

6700,0

21

pa3paboTKa peKOMEHIAINH, UHCTPYKIIUU IO BHEIPEHUIO
MaTepHUaIOB HAYIHOTO MCCIICIOBAHUS;, HAIIMCAHUE TEKCTa,
MOATOTOBKA PYKOIHUCH K TIeUaTH Ha Pa3IUYHbIX dTarmax
paboThI

OJWH aBT. JIUCT

14100,0

IIpumeyanue:

- HOpMa BpEMCHHU Ha COCTABJICHUC IMpOrpamMm, MECTOOUK, I/IHCprKHI/Iﬁ J1aHa Ha I/ICCJIe}IOBaTeHBCKI/Iﬁ
KOJUICKTHUB;

- Yachl TPyA03aTpaT PaCHPEnEIIAIOTCI MEXTY UCIIOJIHUTEIAMU B 3aBUCUMOCTH OT UX HArpy3KH;

- B MPOLIECC MOATOTOBKM PYKOMMCHU K TEYAaTH BXOMST: cllada PYKOMHCH HAyYHOMY DPENaKkTopy,
00CyX/IeHUE B OTJIEJIe, HAYYHOM COBETE, TOPa0OTKa PYKOTIHCH.
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Taoau

ua 18

N o/

HaumenoBanue nporuecca, onepanuu. CoctaB paboThl

Enununa
U3MEpPEHUS

Hopma
BPEMEHHU
MUH.

2

2

3

4

ITonroToBKa METOAMUYECKOTO MOCOOUS, PEKOMEH Jalui

[IpuHnunuansHO HOBasi pa3pabOTKA TEMBI:

HU3Y4YCHUC TEMBI, BBISIBJICHUC U aHAJIN3 JOKYMCHTOB I10
TEMC, YTOYHCHUC YUTATCILCKOI'O U LICJICBOTO HA3HAUCHUA
HOCO6I/I$I, peKOMCHﬂaHHﬁ; COCTaBJICHHUC IIPOCIICKTA,
HalmMCaHUC TCKCTa

OJHH aBT. JIUCT

15300,0

Monudukanus panee pazpaboTaHHON TEMBI:

BBISIBJICHHE U U3YYE€HUE HOBBIX JIOKYMEHTOB U
HaKOIUICHHBIM OMOIMOTEeKaMHU OIIBIT IO TeMe ocoous,
pEeKOMEHIalluii; YTOUHEHHUE IPOCIIEKTa, BHECEHUE
U3MEHEHMH B CTPYKTYPY TEKCTa B COOTBETCTBUU C
JOCTUKEHUSIMH OMOJINOTEYHONU TEOPUU U NPAKTUKH;
MIOJIFOTOBKA PYKOMMCHU K OOCYKJIEHUIO; 10paboTKa 110
WUTOTaM OOCY>KIEHUS

OJWH aBT. JIUCT

8670,0

Pa3paboTka 1OKyMEHTOB, periaMeHTHPYIOIINX
NEeSATEIbHOCTh OMOTUOTEK, TTOJIOKEHUN, HHCTPYKIIHUM,
MIPOEKTOB MOCTaHOBJICHUM, YCTAaBOB, 3aKOHOIaTEIbHBIX
aKTOB

HpI/IHI_[I/IHI/IaJ'IBHO HOBas TCMa.

BBIABJICHUC, U3YUCHUC U aHAJIU3 HeﬁCTBYIOHIHX
JOKYMEHTOB I10 TeM€E, HallUCaHUE TEKCTa MPOeKTa
JOKYMEHTa, 00CyX/1eHue, anpodanys B OnbInoTekax, Ha
3acelaHui Hay4YHO-METOAMUYECKOTO COBETA; I0paboTKa
JOKYMCHTA, MOATIOTOBKA K YTBCPIKICHHWIO

OJWH aBT. JIUCT

17340,0

Mouduxkanus paHee pa3pab0TaHHOIO JOKYMEHTA:

aHaJIM3 ¥ OIIeHKa JOKYMEHTa; IOUCK U OTOOpP HOBBIX
JEUCTBYIOIMX JIOKYMEHTOB I10 TEME; BHECEHHE
M3MEHEHMS B TEKCT JOKYMEHTa; 00CYX/IeHHE Ha
3acelaHuu Hay4YHO-METOJMUYECKOr0 COBETA; 10paboTKa 110
uToraMm oOCYX/I€HUs; TOATOTOBKA K YTBEPKACHUIO

OJWH aBT. JIUCT

7650,0

Pazpabotka yduetHbIx dhopM, TaOIHI], 0OPA3IOB:

yTOUHEHHE MpeIMeTa, 00bEKTa, COAECPIKAHUS YUeTHOU
¢dbopMbI, TabnULbL, 00pasla; oT00p moka3aTenen,
cucTeMaTHh3anus ux, pa3paboTka MakeTa yueTHOU (popMBl,
Ta0IUIIEI, 00pa3iia; o0CyKICHHE Ha 3aCeTaHNN HAyIHO-
METOAMYECKOI'O COBETA; MOATOTOBKA K YTBEPXKICHUIO

OJWH aBT. JIUCT

7650,0

CocraBnenne peKoOMeHIaIMi IO BHEAPESHUIO
pErIaMeHTUPYIOIUX JTOKYMEHTOB B PAKTHUKY:

pa3paboTKa METOMYECKUX PEKOMEH 1A, HHCTPYKITUH,
IJIAHOB M0 BHEAPEHUIO HOPMATUBHOW IOKYMEHTALINUH;
IMOATOTOBKA PYKOITMCH K II€YaTH

OJWH aBT. JIUCT

14025,0

[ToaroroBka NMCbMEHHON KOHCYJIBTALIMU, METOAUYECKOTO
HHUCHhMa:

15.11.2018
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BBISIBJICHHE U aHAJIU3 JIOKYMEHTOB TI0 TEME; U3y4eHUE U
0000111eHHE OTbITa padOTHl OMOJIMOTEK; HAMMCAHUE TEKCTa
KOHCYJIbTAIIMH, METOIMYECKOTO MIChMa; MMOATOTOBKA K
00CYXIICHUIO Ha 3aCeIaHuU HaAyYHO-METOAMYECKOTO
coBeTa; opaboTKa 1o uToram oOCYKICHHUS; c1a4ya B
1eYaTh

OJWH aBT. JIUCT

8670,0

[TonroroBka 0030pa AEATEIBHOCTH OUOINOTEK O
OIIpeAeTICHHON TeMaTHKe:

yTOYHEHHE TEMBI 0030pa; ONpeaesieHHe XPOHOIOTUIECKUX
T'PaHMUIL; BBISIBICHUE IOKYMEHTOB, OTOOpP, IIPOCMOTP H
aHaJIN3; HAIMCAHUE TEKCTa; MOATOTOBKA PYKOIIHUCH K
00CYXIICHUIO Ha 3aCe/IaHuU HaAyYHO-METOAMYECKOTO
COBETA; J0pabOTKa PYKOIUCH TTOCIIE 00CYKICHUS

OJWH aBT. JIUCT

9180,0

Penien3upoBanue Hay4yHbIX, METOAHUYECKHUX,
MH(OPMAIIMOHHBIX MATEPHAJIOB:

YTCHUC PCUCH3UPYEMOI'0O MaTCpHralia; OLCHKA €ro B LCJIOM,
OTACIBHBIX IlaCTeI‘/’I, YCTAHOBJICHUC COOTBCTCTBUS
YUTATCIbCKOMY U ICJICBOMY HA3HAYCHUIO, HAYUYHBIM U
MCTOANYCCKUM Tpe6OBaHI/I$IM

OJWH aBT. JIUCT

783,0

10

HalmMCaHUC PCLCH3NU

OJWH aBT. JIUCT

1305,0

IToaroroBka JICKIUH, KOHCYJIbTAllUU

PazpaboTka mana JeKuuu, KOHCYIbTAIluH, TOI00pKa
MaTepuala, U3y4eHue ero; COCTaBJIEHUE CIIUCKA
JIMTCPATYPHI K JICKIWH, KOHCYJIbTAllUK, HAITUCAHUEC TCKCTA:

OJTHA JICKIIHS,
KOHCYJIbTALIHS

11

TNICpBHUYHAS JICKII U

1566,0

12

IIOBTOpHAA JICKIMA, C YHETOM HOBOI'O MaTcpuajia

313,2

13

ICPBHUYHAA I'pyniioBast KOHCYJIbTallus

1305,0

14

MOBTOPHAs TPYIIIOBasi KOHCYJIbTAIHSI C YYETOM HOBOT'O
Marepuaa

522,0

15

IIPOBEACHUC yCTHOI\/'I I/IH,ZLI/IBI/II[yaJIBHOﬁ KOHCYJIbTalluUN

OJHa JICKIIUA,
KOHCYJIbTallus

16

OTBECT HA MUCbMO

OJHO ITMCBMO

162,0

[IpoBeeHne NPAKTUKYMOB, CTAXKHUPOBOK

[Tpaktukym (7-10 nHel): onpeaeneHne TEMBbI, 3aJJaHNs,
YIpaXHEHUS; COCTaBJIeHHE rpaduka 1 yTOUHEHHE CPOKH
ITPOBEJICHUS 3aHATHUI:

OIVH
MIPAaKTUKYM

17

IPYNIIOBON NPAKTUKYM

2295,0

18

VHJIMBUTYQJIbHBIA TPAKTUKYM

2160,0

CraxupoBka (7 - 10 gHeit): yToUHeHHE CPOKOB
MPOBCACHUA CTAXKUPOBKHU; BBIABJICHUC JIUTCPATYPHI 11O
M3y4aeMOMY BOIIPOCY; COCTaBJIEHHUE IPOIPaMMBbI U
rpaduka CTaXHUPOBKH C yUETOM COCTaBa ClylIaTeNei;
3aKJIFOUYEHUE O TPOXOKIACHUH CTAXKUPOBKU:

oJlHa
CTaXHUPOBKA

19

IPYIIIOBast CTAXKUPOBKA

2805,0

20

HHAWBUAYAJIbHASA CTAXKUPOBKA

2349,0

[IpakTuka CTYJE€HTOB BBICIIUX U CPEAHUX CHEIUATbHBIX
y4eOHBIX 3aBeICHUM:

21

MOATOTOBKA W OpraHM3allysl MPAKTUKU CTyaeHTOB (10 30
JIHEel); pa3paboTKa MIaHa MPaKTHKH, COTIACOBAHUE €T0 C

OJHa IMpaKTHUKa

4860,0
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PYKOBOJIUTENEM MPAKTHKH (IIPEJCTaBUTENIEM YUeOHOTO
3aBeJlIeHus1); COCTaBJIeHHE rpaduka moceeHus
CTPYKTYPHBIX IOJIpa3Aei€HUI; OpraHn3aius
MPAKTUYECKHUX 3aHATUHN; TIOJIBEJICHIE UTOTOB IIPAKTHUKH;
COCTaBJICHHE XapaKTEPUCTHKH MPAKTHKAHTOB
[IpakTHueckue 3aHsITHSL:

22 | mOArOTOBKA MPAKTUYECKOIO 3aHATHUS; COCTABICHUE OJIHO 3aHATHE 1050,0
3aJlaHus 10 BBHIIIOJHEHUIO N3y4aeMOoro OMOIMOTEeYHOTO
IpoLecca, KOHTPOJIbHBIE BOIPOCHI, TEMATUUECKUN CIIMCOK
JUTEPATyphl K 331aHUI0; HAITHCAHUE TE3UCOB
CocraBnieHre yaeOHON IPOrpaMMBbl:

23 ompeJieJIeHUE COCTaBa CIyllIaTesield; COCTaBICHUE 0JIHa 5733,0
TEMaTUYECKOro MIaHa, YTOYHEHHE MOPSIKa U3YUCHUS; nporpamma
OIpeziesICHUE MOCIIEI0BATEIbHOCTH U3JI0KEHUS TEMBI,

BbIJIEJICHHE OCHOBHBIX BOIIPOCOB; COCTABJICHHE CITUCKA
JUTEPaTyphl [10 TEMaM [IPOrPaMMbl; HAIMCAHNUE TEKCTA;
oOCy>KJieHHe MPOrpaMMbl Ha 3aCelaHuU HAy4YHO-
METOJINYECKOTO COBETA

[Tocemenue OMOMMOTEK, BbIE3IbI B KOMAHIUPOBKH C
L[EJIbI0 U3yYEHUs pabOThI M OKa3aHUsI METOIUYECKOM
MTOMOIIH:

24 MOATOTOBKA K KOMaHIUPOBKE; YTOUYHEHUE CPOKOB U 1IEJIH OoIIHa 5742
KOMaHAUPOBKH, 03HAKOMIIEHUE C UMEIOIIUMUCS KOMaHJIUPOBKa
JOKYMEHTaMH U MaTepHallaMH MPEIbIYIINX BHIC3I0B U
nyOJIMKalui B IeYaTu; COCTaBJIEHHE MPOrpaMMBbl (IL1aHa)

KOMAaHIUPOBKH

25 cocTaBJieHHe UH(POPMAIIMOHHOTO OTYeTa (CIIPaBKU) O OIUH OTYET 1050,0
MPOBEACHHON paboTe: CBEJICHHI O MECTe BbIe3/1a, IEIX U
CpoKax KOMaHJIUPOBKH, 00BEKTaX MOCEIIEHNs, aHATIU3
COCTOSIHUS pa0OTBhI 110 TEME BbI€3/1a, BHIBOABI U
MIPEJIJIOKEHUS B aJipec OMOINOTEKU

26 COCTaBJIEHHE aBaHCOBOT'O OTYETA; 3alI0OTHEHHNE OTUETHOT'O OJIMH OTYET 40,0
0J1aHKa CO BCEMU NMPUIIOKEHUSIMU; c/laua B OyXTaJaTepHIo

27 | moArotoBKa MH(OPMALIUU MO pe3yJIbTaTaM KOMaHIUPOBKHU OJlHa 105,0
(YCTHO) B CEKTOpE, y 3aBEIYIOLIET0 OT/IEIOM, Ha HAy4HO- uHpopManus
METOJINYECKOM COBETE, 3aCEJaHNH TUPEKIIUN

28 | MOArOTOBKA OTYETHOI'O MaTepuaia Mo pe3yibraTamMm OJlHa 500,0
KOMaHAMPOBKH I pa3MeEIIeHUs Ha caiiTe nHpopManus

29 | pa3paboTKa 1 cOCTaBJIEHNE YYEOHBIX MJIAHOB U IPOrpaMM OJIUH 1200,0
CHCTEMBI JIOIOJIHUTEIBHOTO MPO(ECCHOHATBEHOTO nevaTHBIN
obpazoanus ([II10) B oTpacnu JIUCT

30 | cocraBieHne paboO4UX MPOrpaMM 110 BHOBb BBOJIUMBIM OIVH 1800,0
TVCIUTUTAHAM, aKTyaJTH3alysl JeHCTBYIOIIUX MTPOrpamMM MeYaTHBIN

JMCT

31 pa3paboTKa METOJUYECKHX MaTEPUaJIOB 110 KOHTPOIIIO OIVIH 360,0
3HaHUI 00yUaIOIIMXCs; COCTAaBICHNE TOKYMEHTOB I10 nevaTHBIN
TUTAaHUPOBAHUIO Y4eOHOT O Ipolecca JIUCT

32 | pa3zpaboTka y4yeOHO-ITPOrpaMMHOM TOKYMEHTALUH JUIsI OJIMH 1800,0
MIpOBeJICHUS] 00pPa30BaTEIHLHOTO MPOIIECCa, METOANUECKUX MeYaTHbBIN
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pa3paboTOoK MO MPUMEHEHHUIO HOBBIX HH(POPMAITHOHHBIX JUCT
TEXHOJIOTUH B y4eOHOM mpoIiiecce

33 | pa3paboTKa HOPMATHUBHBIX JOKYMEHTOB, OJIMH 3600,0
pEerJaMeHTHPYIOIIUX BCE BUAbI 00pa30BaTeIbHOM JIOKYMEHT
JEATEIILHOCTA B OMOIINOTEKE

34 COCTABJICHHE M IMOJTOTOBKA K U3/IaHUIO YUYCOHBIX OIVH 1800,0
porpamm, NocoOuit, CaMOCTOATENILHO UM COBMECTHO C MeYaTHBIN
JPYTUMHU MO/Ipa3IeIeHUsIMU ONMOINOTEKH JIUCT

35 y4acTHeE B CCIIUATM3UPOBAHHBIX COBETaX OMOIMOTEKU: OJIVH OKJIAaza 2400.0
MOJITOTOBKA ISl IPO(eCCHOHATBHOM MevYaTn MyOIuKaIuii OJIHO 1200.0
1 MaTepUasoB BBICTYIUICHUH Ha KOH(GEPEHIIHIX coob1eHue

36 | moaroroBka Kk obcyxaeHuto yueonsix nporpamm 10 OJIHO 2400,0
3acejaHusIM YUeHOro COBETa 3aceaHue

37 COCTABJICHHE KAJbKYJISIMHU LIEH Ha TUIaTHBIE YCIYTH OJINH 120,0

JIOKYMEHT

38 | opraHusanus mIaTHOro oOy4eHus 1o JoroBopam Ha OJIUH o (akty
OKa3aHUe TUIaTHBIX 00Pa30BaTEIbHBIX YCIYT C JOKYMEHT 3aTpavyeHHoro,
IOPUANYCCKUMH U QU3MYCCKUMU JINIIAMU BpEMEHU

39 MOATOTOBKA JOKYMEHTOB K JIULEH3UPOBAHUIO U OVH 12000,0
aKKpeIUTAINH, CBSI3aHHBIC C pealln3anuei OMOInoTeKon JOKYMEHT
oOpazoBarenbHbIX porpamm JI10

40 MOJArOTOBKA MaTEPHUAIOB JJISI 3aHATUN B TIUCTAHIMOHHOM OJIMH Yac 240.,0
hopme 3aHATUH

41 | moAroTOBKAa Y4€OHBIX U YI€OHO-METOAMYECKIX OJlHa 1800,0
MaTepUasoB ISl UX pa3MelleHus: B UHHOPMAIMOHHO- nporpamma
TEJIEeKOMMYHUKalMOHHOU ceTH "MHTepHeT" n ux
CBOEBPEMEHHOE OOHOBJICHHE

42 opranmzaius yueOHOro mnpoiecca A 00yqaromuxcs o o/Ha 42420,0
nporpamMmmaM poQecCuOHAITBHON MEePENOArOTOBKU nporpamma
OMOIMOTEYHBIX KaIPOB: OpraHu3alus 00pa3oBaTeIbHOTO
nporecca, yaeOHo-MeToinyeckas paboTa; Hay4yHo-
MeToIm4eckas pabora

43 opraHu3aius y4eOHOro mporecca JJisg 00yJaromuxcs mo OJIHa 21210,0
MporpaMMaM MOBBIIIEHUS KBaTU(PUKAIIMU OUOIHMOTEYHBIX nporpamma
KaJIpOB: opraHu3alys o00pa3oBaTeIbLHOTO Mpoliecca,
yueOHO-MeToaudeckas paboTa; HayYHO-MeTOINnYeCcKas
paborta

IIpumeuanue:

K HOpMC BpPCMCHU TIpHU COCTABJICHHUU JOKYMCHTOB,

PErIIaMCHTUPYIOINHUX ACATCIILHOCTD

pecnyOIMKaHCKUX, KpaeBbIX U 00JIaCTHBIX OMOIMOTEK, IPUMEHSETCs MoBbIIaomui kospduuuent 1,15;
- BpeMsl IIPOBE/ICHUS JIEKIIMH, KOHCYJIbTAIMH, TPAKTUKYMOB, CTQ)KUPOBOK, IPAKTUKH, TPEOBIBAHUS
B KOMaHJAMPOBKE U MPOBEACHUS HH(OpPMALIUU IO €€ pe3yIbTaTaM B HOPMY BPEMEHHU HE BXOJUT.

1.12. PaGoTbl HAYyYHO-OPraHU3AIMOHHOI0 XapaKTepa

Taoauna 19

| No/n |

HanmenoBanme nporiecca, oneparuu. CoctaB paboThI

Ennuunna

Hopma \
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U3MepeHus

BPEMEHU,
MUH.

2

3

4

[TonroToBka u npoBeeHUE TEOPETUUECKOH, HaydHO-
MPAKTUYECKON KOH(EPEHIINHN, TEMATHYECKOTO CEMUHapa

Omnpenenenne cocTaBa OPrKOMUTETA U Y4aCTHHKOB
KOH(epeHIMH, CeMUHapa; (OPMHUPOBAHUE U YTBEPIKICHHE
MIPOrPaMMBbI U TIPUTIACUTEIHLHOTO OUIIeTa;
OpTraHU3aIMOHHBIC MEPOTIPHUSITHUS (TEKYILAsi CBSI3b C
y4aCTHUKAMH, PACChIIKA MaTEPHAJIOB); MOATOTOBKA K
W3JITAaHHUIO TE3UCOB; BEIPAOOTKA MPOEKTa PEKOMEHIAIIHIA;
(hMHAHCOBO-XO3SIICTBEHHOE 0OecTeueHNe KOH(EePEHITNH,
cemuHapa (0(OpMIICHHUE TJIATSKHBIX JJOKYMECHTOB,
BCTpCYa YHYaCTHUKOB, PEruCTpaiusd, pasMCuiCcHUuC B
TOCTHHHIIE); aHAJIU3 U OlICHKA paboThl KOH(DepeHIuH,
CEeMHHApa; MOJIBEJICHUE HTOTOB

OJIHO
MEpONpUsTHE

KommuectBo YYaCTHHUKOB!

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

[ToxroToBka u MpoBeIcHHE CEMUHAPA, METOINYECKOTO
JTHS1, 3ace/lanus "Kpyraoro croja'

OrnpenenieHne y4aCTHUKOB, PYKOBOJIUTENS, CPOKOB U
MecTa MPOBEICHUS CEMUHAPa, METOJUYECKOTO JHS,
3aceanus "Kpyrioro crosa'; onpeaeneHue KOHTUHIEHTa
Y4aCTHUKOB; pa3paboTKa MporpamMmmbl; HH(HOPMaLMOHHOE
obecrnieueHure (TeKyIias cBsA3b ¢ yYaCTHHUKAMU, PACChUIKa
MaTepHuasoB); BEIPAOOTKA MIPOEKTa PEKOMEHIAIIHA;
W3/1aHKE U PACChUIKa MPOrPaMMBbl; PETUCTpaALUs
Y4aCTHUKOB; aHAJIU3 U OIIEHKa CEMMHApa, METOIUYECKOTO
JIHs, 3acelaHus "KpyrJaoro crosa'

OJIHO
MEPOIIPUATHE

Komuuecto YYaCTHHUKOB!

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

|||

151 - 450

8270,0

[ToaroroBka 3aceaHuil peIKOJICTUH:

YTOYHEHHE CPOKA U TTOBECTKH 3acelaHus; 0TOop
MaTepHuasoB JiJisi 00CYXKICHUS U TIOJITOTOBKA UX IS
KOIIMPOBAHUS; OTPE/IEIICHNE OMMOHEHTOB (PEllEeH3EeHTOR);
OTOBEIIECHHE O 3aCEJaHUH YJICHOB PEIKOJIJIETMU; PACChIIKA
MaTepuasoB MO MOBECTKE 3aceaHus; opopMIIeHHE
MPEJI0KEHU N, BICKA3aHHBIX YYACTHUKAMM 3aCEIaHMs

OIHO
3aceaHue

560,0

Opranuzanus 3ace1lanuii MpoOJIEMHBIX KOMUCCHH,
COBETOB, TBOPYECKHUX KOJUIEKTUBOB:

OTIpeJIeIeHUE TIOBECTKH JHS U CPOKA MPOBEICHHS
3ace/laHusl, yTOYHEHHE COCTaBa yYaCTHUKOB; OJrOTOBKA
JTOKYMEHTOB, OPTaHH3AIMOHHBIC MEPOTIPHSTUS
(onoBemieHue 0 3acelaHuy, OI00P MAaTEPHAJIOB);

OJIHO
MEpONpUsTHE

940,0
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o opMIIEHHE TPOTOKOJIA ¥ PEIICHUS

10 | pa3paboTka MaKkeTa Mpe3eHTAIUHU JJISI MEPOTIPUATHUS oJiHa 600,0
MIPE3CHTALIMS

11 MOJIrOTOBKA MPE3CHTALIMU JJIs1 MEPOTIPUSATUS oHa 600,0
MIPE3CHTALIMS

IMpumeuanmue:
- NIpUA NPOBEIACHUU MEPONPHUATHI Ha MEXKIYHAPOJHOM YpPOBHE K HOPME BPEMEHHU IIPUMEHSETCA

noBbIIIaIIHN K03 dunuent 2,0, Ha dhenepabHOM ypoBHE - 1,85;

- B HOpMY BPEMEHHU HE BXOJHUT BpeMs IPOBEICHUS KOHPEPEHIINH, CEMUHAPA, METOIMYECKOTO JHS,

3acefaHus "Kpyrioro croja" u Bpems, CBSI3aHHOE C U3JJaHHEeM MaTepHalioB KOHPEPEeHIIUU, CEeMUHApa.

1.13. PenakTupoBanue pykonucei

Taoauma 20

N o/

HanmMeHnoBaHue mponecca, orncpanmu. Cocrasn pa6OTI>I

Enununa
MU3MEPEHUS

Hopwma
BPEMEHHU,
MUH.

2

3

4

Pe,[[aKTI/IpOBaHI/Ie HAaYYHBIX 1 MCTOAUYCCKUX MATCPHAIIOB

[IpoBepka u ucnpapieHUE PYKOIHUCH B ITPOLIECCE
MIOJITOTOBKH €€ K Ie4aTu; o0ecredeHne COOTBETCTBHS
TEKCTa HayYHBIM U JINTEPATYPHBIM TpeOOBaHUSIM, hopme 1
L[€JIEBOMY HA3HAUYEHUIO U3/1aHUs, COIVIACOBaHUE BHOCUMBIX
WCIPABJIEHUH C aBTOPOM; JOpabOTKa PYKOIUCH:

pelakTupoBaHue MOHOTpaduii, COOpPHUKOB HAyYHBIX
TPYJOB, HAYYHBIX OTYETOB, MPAKTUUYECKUX OCOOUH

OJWH aBT. JIUCT

2840,0

pEAaKTUPOBAHUE METOAMUYECKUX MATEPUAIIOB:
WHCTPYKTUBHO-METOIMUECKUX TTHCEM, PEKOMEHIAITHH,
KOHCYJIbTaIlHi, 0030pOB IeATENHHOCTH OUOIHOTEK

OJWH aBT. JIUCT

2500,0

pEeIaKTHPOBAHUE IOKYMEHTOB, PETJIaAMEHTUPYIOITNX
NEeSATEILHOCTh OMOTMOTEK: YCTaBOB, MOJOKEHHM,
MHCTPYKIUHI

OJWH aBT. JIUCT

2400,0

PEeAAKTUPOBAHUE CTATUCTUUECKUX TaOIUL], YUETHBIX (HOpM,
00pasIos

OJWH aBT. JIUCT

1980,0

pelIaKTHPOBaHKE MaTePHAIOB KOH(GEPEHIIHIA: JOKIAI0B,
COOOIIEHU

OJWH aBT. JIUCT

1050,0

PenaktupoBanue nomnynsgpHoro 0ubinorpapuieckoro
ocoOusi, peTPOCTIEKTUBHBIX HAyYHO-BCIIOMOTATENIbHBIX
yKazaTenei, 0030poB, CIIpaBoK, pedepaToB, AHHOTAIIUN:

pelaKkTUpoBaHKE MOMYJISAPHBIX OuOIMorpaduyeckux
ocoOmii: TeMaTnyecknux OndIuorpapuuecKux
yKazareynen, CIpaBOYHUKOB

OJWH aBT. JIUCT

2640,0

pEeNaKTHPOBAaHUE PETPOCIIEKTUBHBIX HAYYHO-
BCIIOMOT'aTeJIbHBIX YKa3aTeIen

OJWH aBT. JIUCT

2100,0

penaKkTUpOBaHKE aHATUTHYECKUX 0030pOB, CIIPABOK,
aHHOTAalMH, pedepaToB, CBOAHBIX pedepaTuBHBIX 0030pOB,
aKcTpecc-uHdopmaui

OJWH aBT. JIUCT

1080,0
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penaktupoBanue onbIrorpaguuecKon 3anucu

OJHa 3a11ucChb

4,6

KOHTPOJIbBHOC PCAAKTHPOBAHUEC

OJHa 3aIIiCh

6,2

noBbInaoImi kKoddduuuenr 1,1.

1.14. BcnomorareJibHO-TeXHMYeCKasi padora

HpnMeanne: IIpu pEAAKTUPOBaHHMH CMCEIIAHHOI'0O TEKCTAa K HOPME BpPEMCHU IIPUMCHACTCA

Taoauma 21
N n/n HanmenoBanwme nporiecca, onepainuu. CoctaB padoThI Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4
MarmmHonucHbie paboThI
[Tonyuyenue opuruHana ajas neyaTaHus 1 03HaKOMJIEHHE C
HUM, HabOp
[leyaranue Texcta 0€3 BEpTUKAIBLHOTO rpadieHus OJIHA CTpaHULA

MalIMHOIHUCHO
ro TEKCTa
Pa3meps! nHTEpBAIIOB:!
1 2 13,4

2 1,5 17,6

3 1 22,0
[lewaranue Texcta Ha popmaTkax 6€3 BEpTHUKAIBHOTO OJIHA CTpaHULA
rpadieHus MAaIIMHOIIUCHO

ro TEKCTa
Pa3mepsl HHTEpBaJIOB:

4 2 17,6

5 1,5 20,8
[ledyaTanue TekcTa ¢ BEpTUKAIBHBIM I'padiieHueM OJIHA CTpaHuLa

MaIIMHOIUCHO
ro TEKCTa
Pasmeps! nHTEpBAIIOB:!

6 2 17,6

7 1,5 21,0

8 1 28,0
[leyaranue TekcTa Ha popmaTKkax ¢ BEpTUKAIbHBIM OJlHa CTpaHuIa
rpadeHuem MAaIIMHOIIUCHO

ro TeKCTa
Pa3mepsl HHTEpBaJIOB:

9 2 17,6

10 1,5 22,0
CunTka 1 KOppEKTUPOBKA TEKCTA MOCJIE N€YaTaH!s Ha
MaIlIMHKE:

11 IIPOBEPKA IPABMIIBHOCTH PACIIOIOXKEHHUS OTIIEYaTaHHOTO OJlHA CTpaHuLa 4,4
TEKCTa, CBEPKa C pPYKOIIMCHBIM; KOPPEKTUPOBKA MalIMHOMHUCHO
MaIIMHOIIMCHOIO TEKCTa ro TEKCTa
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12 | cuuTKa, KOPPEKTUPOBKA U BEPCTKA OJIHA CTpaHuLa 4,4
MaINIMHOMUCHO
ro TEKCTa
13 HaKJICMBaHUE MTPABOK OJIHa IIpaBKa 1,4
MarmuHonucHbIe paboThl, BHIIOIHAEMBIC B
aBTOMATHU3HPOBAHHOM PEKHUME
BBoj marepuana B KOMIbIoTEp: 0JIHA CTpaHUIA
14 | Habop TekcTa ¢ ImcTa 11,0
15 | Habop 6ubamorpaduuecKoro OnucaHus 14,0
BbiBos1 MaTepuana Ha SKpaH: 0JIHA CTpaHuLA
16 | mpaBKa TEKCTa Ha KOMIIbIOTEPE, BEPCTKA TEKCTa 8,6
17 | penaktupoBanue 6n0OIMOrpaguuecKoro onucaHus 2,7
18 | BBIBOJI TEKCTa HA IPUHTEP; pacreyarka OJIHA CTpaHULA 1,6
19 BBIBOJI ()OpM TaOIHI] HA SKPaH oJ1Ha Tabimua 11,0
20 | HamoJIHEHWE TAOJHII COIePIKAHNEM 0JIHa TabnuIa 1,6
Hactpoiika TexHu4ecKoro 000py10BaHus U TEXHHUECKOE
CONPOBOXKJACHUE MEPOIIPUATUI:
21 HACTpPOIKa TEXHUYECKOTO 000PYI0BaHHUS JIJIsl POBEACHUS OIHO 120,0
MEPOIPUATHI, B TOM YUCIIE TPAHCIUPYEMBIX 110 CETH MEpPONpPUSITHE
"UnTepuer"”
22 | TEXHUYECKOE COIPOBOXKIECHUE MEPONIPUATUI OJIHO 300,0
MEpPONpPUSITHE
23 | mpoBeaeHHE ayaHo / BUICO3aMUCH B (POTOCHEMKH OJTHO 300,0
MEPOTPUATHI MEPONPUSITHE
24 | obpaboTka ayauo / Buneo / hoToMaTrepuanon OJIUH HOCUTEb 420,0
nHpopmanuu
25 pa3paboTka paznuunbix 0a3 qanHbix (bJ]) s Begenus onHa b/ 28800,0
IIPOEKTOB
26 | HanucaHWe MHCTPYKLMH IO UCII0JIb30BaHUIO b/l MPOEKTOB | OIMH aBT. JIUCT 18000,0
27 | Texanueckas noanepxka b/ mpoekTon o/iHa PyHKIHUS 4800,0
28 | TeCTMpOBAaHUE HOBBIX CUCTEM U BEPCHI MPOrPaMMHOIO oJ1Ha PyHKIUSA 1800,0
obecrieueHus / MpOrpaMMHO-aNTIapaTHOTO KOMIIEKCa,
HCMOJIb3yEeMOr0 IPU pean3aluy IpoeKToB U padoTte
I0/Ipa3JIeJIeHUs
29 | TecTHpOBaHUE MPOTPAMMHOT0 oOecreueHus / oniHa QYHKITUS 1800,0
MIPOrpaMMHO-AIIAPaTHOr0 KOMIUIEKca
30 | cocraBieHMe IJIaHa TECTUPOBAHUS TPOIrPAMMHOTO OJIMH IlJIaHa 2400,0
obecrieueHurs / MpOrpaMMHO-aNTIapaTHOTO KOMIUIEKCa
31 MIPOBEpPKa COOTBETCTBUS pa3padOTaHHOTO MPOTrPaMMHOI0 o/iHa QYHKIUS 480,0
oOecrieyeHus / MporpaMMHO-aNapaTHOr0 KOMILIEKCa
TEXHUYECKOMY 3aJIaHUIO0
32 | omeHKa MpOrpaMMHOT0 obecreueHus / MporpaMMHO- OJIHO 25500,0
anmnapaTHOro KOMILJIEKca MIPOrpaMMHOE
o0ecrieyeHue
33 COCTaBJICHHE AJITOPUTMA TECTUPOBAHUS IPOTPAMMHOTO OIVH 8400,0
obecreyeHus / IporpaMMHO-aNnapaTHOTO KOMIUIEKCa QITOPUTM
34 CO3/IaHUE TECTUPYIOLIETO CKPHUIITA I MPOBEICHUS OJIMH CKPHUINT 600,0
Harpy304HOr0 TECTUPOBAHUS MPOTPAMMHOTO 00ECTICYCHHS
/ IpOrpaMMHO-aNMapaTHOro0 KOMIUJIEKca
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35 | npoBeJeHNE Harpy304YHOI0 TECTUPOBAHUS TPOrPAMMHOIO OJIHO 480,0
oOecniedeHus / MporpaMMHO-aIapaTHOr0 KOMILIEKCa Harpy3o4Hoe
TECTUPOBAHUE
36 | aKcnepTHas OLIEHKAa IPOrPaMMHOT0 O0ecrieueHusI, o/Ha 2400,0
MOJITOTOBJICHHOTO B IPYTUX OpraHU3aLUsiX/ JKCIIEpPTHU3A
MIPOrpaMMHOANNapaTHOTO KOMILJIEKCa
37 | co3maHue aNropuTMa KOHBEPTUPOBAHUS PabOUHMX TabIUIY 0JIHa OTpaciib 2400,0
6ospioro 6ubmuoreunoro karanora (bbK) BBK
38 HaIMCaHWe KOHBEPTEpa I MpeoOpa3oBaHus pabodumx OJIHa OTPACIIb 4800,0
tabmun BBK B aBTOMaTn3npoBaHHy0 HHPOPMALMOHHYIO bBK
CUCTEMY JIMLIEH3UPOBAHUS OTAEIBHBIX BUIOB
nesrenpHocTH" (AUC JIOM) (nHTerpanus 6uGIMoTedHbIX
JTAHHBIX )
39 | mpeobpa3zoBaHKHE METOANYECKHUX JTaHHBIX AIEKTPOHHOTO OJIHO 1440,0
Karajora Jiis nepeaadu KOHBEPTHPOBA
HHE

I[Ipumeuyanue: mpu HaOOpPE TEKCTa HA KOMITBIOTEPE C JIATUHCKUM IMIPU(TOM K HOPME BPEMEHHU
MIPUMEHSETCS MOBBIIaronui kodddumuent 1,3.

1.15. PaGoTa mo opranu3anum Tpyaa U ynpaBJieHUIO

Taoauma 22
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
[TnanupoBaHue paboTh
CO6op, aHanu3 UCXOAHOU MH(OPMAIUK; OTIpeIeTICHUE OJIVH TIJIaHa
OCHOBHBIX 3aJ1a4 I'0Jja, YTOUHEHUE CPOKOB BBIITOJIHEHUS
3aJJaHul, HaucaHue 00bICHUTEILHOM 3aIMUCKY;
MOJITOTOBKA MPOEKTA IJIaHa K 00CYXIEHUIO Ha BCEX
YPOBHSIX, TOpa0OTKa MOCJE 00CYKIEHUS; IPECTaBICHUE
IJIaHA HA COIVIACOBAHUE U YTBEPKACHHE:
1 iaHa OuOJIMOTEKH 6240,0
2 IJIaHa KOMIUIEKca / yIpaBlIeHUs 4800,0
3 IJIaHA OTJIENa, CEKTOpa 2740,0
4 VHJIMBHIyJIbHOTO TIJIAaHA 370,0
E>xenHeBHBIN yueT paboThl B CTPYKTYPHBIX
MO/Ipa3JICICHUSX
5 CTaTUCTUYECKUI YUET 3alMCaBIINXCS OJ1HA 3aIlNCh 2,8
(mepeperucTpupoBaBIINXCS) YUTATENEH
6 CTaTUCTUYECKUI YUET KHUTOBBLJ1a4, TOCEIIEHUI 0JIHA 3aIMCh 8,6
7 y4yeT nH(popMaMOHHO-O0nbImorpaduyeckoit paboTsl Mo OJ1HA 3aIlNCh 2,7
YCTaHOBJICHHOU (hopme
8 y4eT BBIITOJIHEHHBIX CIIPaBOK OJIHA 3aIIUCh 2,7
ExenHeBHBIN yueT aOOHEHTOB, TTOJIB3YIOIITHXCSI
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nporpaMMaMu MBA:

CTAaTUCTUYCCKUN yueT aOOHEHTOB, Mojb3yromuxcsi MBA

OJHa 3aIIiCh

2,7

CTaTUCTUYCCKHUM YUCT MOJYUCHHBIX 3aKa30B, BBIJJAHHBIX
JOKYMCHTOB

OJHa 3a11ucCh

9,8

11

CTATUCTUYECKHI YUeT 3aKa30B, [IEPCHANPABICHHBIX B
apyrue OMOIMOTEKH

OJHa 3aIIiCh

2,7

12

3amuch UTOTOB PaboThl B "JIHEBHUK pabOTHI"
MoIpa3ieNIeHUs OMOITNOTEKH

OJHa 3aIIMCh

3,2

13

WH/IMBUYyAJIbHBIA YUET: eXKEeTHEBHOE 3aII0JTHCHUE JIUCTKA
ydeTa Tpy103aTpar Wik THEBHUKA paboThl OMbImoTeKaps

OJHa 3aIIiCh

15,0

CBOJIHBIN CTAaTUCTUYECKUH ydeT 1o OUOIMOTEKE

Ywuciio unuTaTesaeii, KHUTOBBIIAY, OCEIICHMI; TTOABEACHHS
HUTOTOB CTATUCTUYECKHUX JaHHBIX [0 OMOJIMOTEKE:

OJHa 3a11ucChb

14

MECAL]

528,0

15

KBapTaj

792,0

16

rof

1080,0

Cratuctuueckuii yuet B pexume AC:

17

BBO/JI CTATUCTHUYCCKHUX NAHHBIX C KOHTPOJIbHOI'O JINCTA

OOHH JIMCT

0,16

18

CBOJIHBIM CTaTUCTHUYCCKHUN yUeT M0 OMOInoTeKe (YHCIIo
YUTATEJICH, KHUTOBBIJAY, TOCEIICHHI)

oJHa Tadiuna

0,27

ITonBeneHYE UTONOB CTATUCTUYECKUX JTAHHBIX 10
ounobImnoTeKe:

oJHa Tadiuna

19

MECAL]

0,27

20

KBapTal

0,27

21

roJg

0,27

CocraBJiieHHE OTYETOB:

22

IIPUEM IIJIAHOBO-OTYETHBIX JOKYMEHTOB OT CTPYKTYPHBIX
MOAPA3ACIICHAN C TPOBEPKOM MOJHOTHI COCTABA;
COCTaBJIEHHE CBOJIHOM TabJIMIIBI OCHOBHBIX IOKa3aTesel

OJVH
JTIOKYMEHT

60,0

CocraBjicHHE aHAITMTUYECKOI0 OTYETA: aHAIU3
ACATCIIBHOCTHU nonpawenem&ﬁ n 6I/I6HI/IOTCKI/I, OTMCTKa
N3MCHEHHUH 3a roa, HarmMCaHue TCKCTa, MPCACTABJICHUC HA
COTJIACOBAHUC U YTBCPKIACHUC!

OJWH OTYECT

23

oTyeT OMOIMOTEKH! 3a TO

3980,0

24

OTYCT OTACIIA, CCKTOpA 3a I'0Jg

1320,0

25

I/IH,Z[I/IBI/I,HyaJIBHHﬁ OTUYCT 3a 1o/

586,0

Cocrapnenue (UHAHCOBBIX OTUYETOB 00 OTUIATE MO BUAM
TJIATHBIX YCIIYT:

OJIVH OTYET

26

3a Mecsl]

510,0

27

3a KBapTajl

840,0

Otuer Nepea YUTATCIAMH U HACCIICHUCM

28

OIPCACIICHUC CPOKaA IMPOBCACHUA OTUCTA, TIOBECTKU OHA,
OIIOBCHICHHUEC O JHC OTUYCTA I-II/ITEITG.]'IGI\/'I, HACCJICHUA, BBIITYCK
CTCHI'a3CThI, O(bOpMJ'IeHI/Ie IpoTOKOJIA, 3aMEUaHuil 1
HpelIJ'IO)KeHI/II\/’I qHTaTeHefI, HaCCJICHUs, COCTABJICHHUC IIJIaHA
HX peajin3ann

OJIHO
MEpONPHUITHE

1580,0

IlogroroBka IMPON3BOJACTBCHHBIX COBeIIaHUM

OrnpenenieHne MOBECTKU JIHS, Kpyra YYaCTHUKOB,
MIOITOTOBKA CIPABKHU, IPYTUX MEPONPUATHH, TPOEKTa

OIHO
COBEIaHNUE
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pelICHUs, OITOBCUIICHNEC YYaCTHUKOB COBCIIAHMA,
IoATr0oTOBKA ITIOMCIICHHUA !

29 | coBemanue pabOTHUKOB OMOINOTEKH 320,0
30 COBEIIaHNE paOOTHUKOB OT/IeIIa 2640
31 COBEIIAHKE M0 UTOTaM MPUHSATHIX PEIICHUH C LETbI0 OIHO 27,0
OLICHKU WX PE3yJIbTaTOB, IPOU3BOJACTBEHHBIC COBEIIAHUS COBEIIaHUE
110 UTOTaM rojia
32 | omepaTUBHOE COBEILAHUE (JUIs pEIICHUS TEKYIIHUX OJIHO 60,0
MIPOM3BOJICTBEHHBIX 3a/1a4) COBeIllaHUE
Opranu3annoHHO-ONepaTHBHA padoTa:
33 JTOKyMEHTaIbHOE 0(OpPMIICHHE peKruMa pabOThI OTACIIA OJVH 360,0
(coctaBnenue rpaduka paboThl, OTITYCKOB JIOKYMEHT
34 obecrieueHre KOHTPOJIS 3a BBITIOJHEHUEM OJIHO 3aJaHue 15,0
MIPOM3BOJICTBEHHOT'O 33/IaHUsI K KAYECTBOM PabOTHI
35 obecrieueHre KOHTPOJIS 32 UCTIOJTHEHUEM OVH 15,0
YIPaBJICHYECKOTO PEIICHUsI, PUKa3a, yKa3aHus JOKYMEHT
JTUPEKTOPA, 3aMECTUTEIS TUPEKTOPA, 3aB. OTAEIOM
36 | 3akIOYCHHE, TPOIJICHUE JIOTOBOpa ¢ hUpMaMHu, OJIUH JOTOBOP 840,0
MPEeANPUATHIME, OpraHU3aIUSIMU, YACTHBIMU
MpEeANPUHIMATEISIMU
37 COCTABJICHHE KAJIbKYJISIMU LIEH Ha TUIaTHBIE YCIYTH OJVH 3340,0
JIOKYMEHT
38 BBIIIMCEIBAHUE CUCTa, KBUTAHIIUHN OJIMH 13,4
JIOKYMEHT
39 | cBepka oOIIaThl CUETOB OJIH 13,8
JIOKYMEHT
Jlenonpon3BoiCTBO:
40 MPUEM U PETUCTPALUS BXOIALIEH KOPPECTIOHICHIIUN OJIUH 15,0
JIOKYMEHT
41 KOIMPOBaHUE / CKAHUPOBAaHUE JOKYMEHTOB OIVH 15,0
JIOKYMEHT
42 | ornpaBka / mosnydeHue pakCoBbIX KON IOKYMEHTOB OJIMH 30,0
JOKYMEHT
43 obecrieueHre KOHTPOJIS 32 CBOEBPEMEHHBIM HCTIOJIHEHHUEM OJIH 15,0
JIOKYMEHTA JOKYMEHT
44 cHUCTeMaTu3alys U MOJIIIMBKA HCIIOJIHEHHBIX IOKYMEHTOB OJIMH 30,0
B COOTBETCTBUU C HOMEHKJIATYpOH el JIOKYMEHT
Pa6ora B pexxume AC:
45 | peructpaius BXoAsIeld KOPPECIOHICHIINHN: OJIHA KapTOYKa 15,0
46 obecrieueHre KOHTPOJIS 3a UCTIOJITHEHHEM JIOKYMEHTA: OJIHA 3aIUCh 7,0
BBIBOJ] Ha 3KPaH KOHTPOJIbHOW KapTOUYKU; BBOJ B HEE
nHpopmanuy 00 UCTIOTHEHUH
47 | peleHue X035UCTBEHHBIX BOMPOCOB (T0/1a4ya 3asBOK Ha OJIUH BOMPOC 30,0
yCTpaHEHHUE HeUCIpaBHOCTEN pabounX MOMEIIeHNH], 3aKa3
Y MOJIy4eHHUE KaHILIEMSIPCKUX TOBAPOB U IPYTUX
MaTEepUaJIoB CO CKJIaJIa)
B3anmMogeiicTBre MeX1y CTPYKTYPHBIMU
NOApa3ACICHUSIMU:
48 COCTAaBJICHHE 3aITPOCOB, TPEOOBAHMI, MOSCHUTEIBHBIX OJINH 20,0
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3allMCOK

3aIHUCOK U CITY>)KEOHBIX 3aITUCOK JIOKYMEHT

49 rojiava 3amnpocoB, TpeOOBaHUM, MTOSCHUTEIBHBIX 3aITMCOK OJINH 25,0
Y CJIY>)KEOHBIX 3aIlMCOK B IIeUaTHOU hopme JIOKYMEHT

50 rmojiava 3amnpocoB, TpeOOBaHUM, MTOSCHUTEIBHBIX 3aITMCOK OJINH 10,0
1 CITy»KeOHBIX 3alHCOK B 3JICKTPOHHOM (hopme JOKYMEHT

51 obecrieueHre KOHTPOJIS 32 UCIIOJIHEHUEM 3aIlPOCOB, OJIMH 40,0
TpeOOBaHUH, OSICHUTEIIBHBIX 3aITMCOK U CIY)KEOHBIX JIOKYMEHT

BPEMCHH HC BXOIUT.

IIpumeuanue: BpeMsl IPOBENEHUS OTUETA ME€PE] YUTATEISIMU, HACEIECHUEM, COBELLIAHUN B HOPMY

2. TunoBble oTpacjieBble HOPMbI TPY/AA HA PadOThl, BHINOJIHAEMbIE B TOCY1apCTBEHHbIX
(MyHHIMNIAJIBbHBIX) 0H0JIMOTEKAX (HA OCHOBE ABTOMATH3UPOBAHHBIX CHCTEM YIIPABJIEHUS

MPoLeccamMu)

2.1. KomnjiekToBanue ()oH10B

Taoauna 23
N n/mt Haumenosanue mporuecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEpeHus BPEMEHH,
MUH.
1 2 3 4
1 npueM 1 oTOO0p A7 POHI0B HOBBIX MOCTYIUIEHU, OIVH 3,6
MOJIYYEHHBIX IO COMPOBOIUTEIHHOMY JOKYMEHTY - JIUCTY JIOKYMEHT
roCy/1IapCTBEHHON PEruCTpaluu
2 TeXHH4YecKas 00paboTKa JOKYMEHTOB OIVIH 4,5
JOKYMEHT
3 BBOJ IOKYMEHTOB B 06a3y naHHbIX (BJI) OJIVIH 4,5
JOKYMEHT
2.2. bubsauorpadguyeckoe onucaHue U HHIACKCHPOBAHNE IOKYMEHTOB
Tao6anna 24
N n/n HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enununa Hopma
U3MEpEHUs BPEMEHH,
MUH.
1 2 3 4
1 (dbopMupoBanue 6ndbauorpaduuecKoi 3anucu Ha OJIHA 3aIUCh 18,0
JOKYMEHTBI Ha PYCCKOM SI3bIKE (OnucaTenpHas
KaTaJoru3anus)
2 ¢dbopmupoBanue 6ubimorpaduyeckoi 3anucu Ha OJ1HA 3aIlNCh 27,0
JIOKYMEHTBI Ha THOCTPaHHBIX €BPOMEHCKUX A3BIKAX U
s3bpIKax HapoaoB Poccum, kpome pycckoro (onucarenbHast
KaTaJIOTM3aIlns)
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3 dbopmupoBanne 6nbIMorpadrUecKoi 3amucu Ha OJIHA 3aINCh 60,0
CTaporeyaTHble KHUTH U PYKOIUCH (OnucaTeNbHas U
coJiepKaTesIbHasi KaTaJoru3aius)

4 WHJIEKCUPOBAHUE TOKYMEHTOB (COJepKaTeIbHas OJlHAa 3aIliCh 18,0
KaTaJIOru3alus)

5 (dhopMupoOBaHKE aBTOPUTETHOM 3anvcy (Ha UMEHa JIHII, OJIHA 3aIUCh 30,0
HaMMEHOBAHMI OpraHu3anui)

6 (dhopMupoBaHHEe TaHHBIX B (DOHIOBOH 3amuCH 0JIHA 3aITUCh 5,0

2.3. Pabora ¢ kaTajoramm
Tabauua 25
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4

1 pa30op KapTOYEK JIJIsi PACCTAHOBKH B aJIpaBUTHBIE OJIHA KapTOYKa 0,2
KaTaJjoru
PegakTupoBanue reHepaibHOro an(aBUTHOTO KaTajlora: 0JIHA KapTOYKa

2 KataJor - ctapbiid psag (o 2000 roga); 1,0

3 KataJyior - HOBbIH psz (¢ 2000 roga); 0,5

4 KaTaJIOT - UHOCTPAHHBIEC EBPONECICKUE A3BIKU U SI3BIKH 1,0
HaponoB Poccun, kpoMe pycckoro

5 paz0op KapTOYEK ISl paCCTAaHOBKHU B CUCTEMATHYECKUE OJIHA KapTOYKa 0,3
KaTajoru

6 penakTHpoBaHue [ eHepaIbHOro CHCTEMATHUECKOTO 0JlHa KapTO4Ka 0,5
karasora (I'CK)

7 penaKTUpOBaHNE OpPUTHHATI-MaKeTa OMoInorpaguIecKux OJIHA KapTOYKa 0,3
3anuceif (b3) Ha 01HOYACTHBIE JOKYMEHTBI

8 penakTHpOBaHUE OpUrnHan-MakeTra b3 Ha MHOroyacTHble | OJlHA KapTOYKa 0,45
JOKYMEHTBI

9 PENAKTUPOBAHUE 3aIMCEN HAa €AMHULIBI XPAHEHUS B OJIHA 3aIHCh 5,4
nporpamMMHoe obecrieuenuu (I10) o u3BenieHusM o
BHECEHUU U3MEHEHUI B KaTaJlOTH, OJYyYEeHHBIM U3
TexHoJsiornueckoro ornena (TO)
Penaktuposanue b3 perpokonsepcuu B [10 OJ1HA 3aIlNCh
(xoHTpOJILHBIE TTOJIA (hopmara 1 Tekcta b3):

10 | penakTupoBaHNe KOHTPOJIBHBIX MoJiei popmaTa 5,4

11 penaktupoBaHue Tekcra b3 5,4

12 | penaktupoBanue 6nbanorpaduueckux 3anuceit (b3) B [10 | onna 3anuch 54
(BBenenue ungexco bBK B B3 perpokxonsepcun)

13 ¢dbopmupoanue b3 B 10 ¢ ncnonb3oBaHreM CBOTHOTO OJIHA 3aIUCh 12,0
Kartajora Oubnuorek Poccun

14 | penaktupoBanue b3 Ha MHOrogacTHble ToOKyMeHTOB B [1O OJIHA 3aIUCh 12,0
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Tadauua 26
N n/n Haumenosanue npouecca, onepauuu. CoctaB padOThI Enununa Hopwma
U3MEpEeHUs BpPEMEHU,
MUH.
1 2 3 4
[ToaroroButenpHas pabora:
1 IIOAIrOTOBKA pabo4MX MecT 0JTHO pabouee 5,0
MECTO
2 IIOJIy4YEHHUE JOKYMEHTOB C BBICTABKH HOBBIX ITOCTYIIJICHUN OJIHA IapTUs 16,0
(mpu ydacTum 4-X 4eJI0BEK) (100
JJOKYMEHTOB)
3 IIPUEM HOBBIX MTOCTYIJIEHUH B POrpaMMe Mepeaadn OJIHa TapTus 12,0
(100
JIOKYMEHTOB)
O06paboTKa HOBBIX NOCTYIJICHUI:
4 MIePBUYHBII pa300p HOBBIX MOCTYIIJICHHMA OJIHa TapTus 26,0
(100
JIOKYMEHTOB)
5 pa30op JOKYMEHTOB ISl ONIPE/ICIICHUS PACCTAHOBOYHBIX OJIHA NapTHUs 1,0
mudpoB (100
JJOKYMEHTOB)
6 IpeBapuTesIbHas CUCTEMAaTU3alUsl IOKYMEHTOB OJlHa MapTus 1,0
IpYyNIIOBOK 00pabOTKHU ISl ONPEACTICHHS TOIOYHOTO (100
MHJEKCa JIOKYMEHTOB)
HIndpoBka 10KyMEHTOB: OJIMH
JIOKYMEHT
7 c nByms mmdpamu (1- "BUpTyasIbHBINH") 1,0
8 6e3 mudpa 1,8
9 JIOCBLITBI 3,6
10 | BBO# mudpa 0,5
HIndpoBka T0KyMEHTOB I'pyNIIOBONH 00pabOTKHU: OJIMH
JIOKYMEHT
11 | mpenBapuTenpHas cucTeMaTu3anus (BBOJ MHJIEKCa 1,0
otpacnu 3HaHus no tabnunam bBK B8 OK)
12 JeTanbHasi CUCTEMAaTU3aIusl (BBOJI IMMOJIOYHOTO UHICKCA 1,0
BBK B OK)
13 | oOpaboTKka JOKYMEHTOB Ha HHOCTPAHHBIX €BPOMENCKUX OJIUH 3,6
SA3BIKAX JOKYMEHT
14 | oOpaboTKa JOKYMEHTOB Ha HAIMOHAJIBHBIX SI3bIKAX OIVIH 4,5
Hapos10B cyObekToB Poccuiickoit denepannu JOKYMEHT
15 | mpuem u obpabotka fokymeHnToB X VIII - XIX BB. OIVIH 8,0
JOKYMEHT
16 | mpuem u 06pabOTKa OTEUECTBEHHBIX MTEPUOUUECKIX OIVH 1,8
W3JIaHUH U3 3aJ1a TEKYIIUX MePHOAMYECKUX U3TaHUI JOKYMEHT
(3TTIN)
17 | npueM u 06pabOTKa HHOCTPAHHBIX MEPUOIUUECKUX OJINH 1,8
n3panuy n3 3TIIN JIOKYMEHT
18 nepemuppoBKa JOKYMEHTOB OIVH 27,0
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JOKYMEHT
19 BBOJI Oap-Kojia JokymeHTa B DK OIVH 2,6
JOKYMEHT
20 | mepenaya 1okyMeHTOB B Gona 6udimmoreku (Ob) OJIHA MTapTHUS 26,0
(100
JIOKYMEHTOB)
OO6cmyxuBanue yntaresneii 1 abonenTos B Ob:
21 | BeImoJHEHHE TPEOOBAHMIA, TOCTYIHUBIINX I10 OJIHO 1,0
AJIIEKTPOHHOMY 3aKa3y TpeboBaHue
22 | B3aMMOpacueT cO CTPYKTYpPHBIMH [10APA3IEICHUSIMU OJIHA IapTus 14,0
OMOIMOTEKH (100
JJOKYMEHTOB)
23 paboTa ¢ 3aJ10J5KEHHOCTBIO OVH 1,8
JIOKYMEHT
CoxpaHHOCTb (DOH/IOB:
24 | mOAroTOBKA JOKYMEHTOB HA MUKPO(QUIbMUPOBAHUE U OIVIH 5.4
CKaHUPOBaHUE JIOKYMEHT
25 nepenavya JOKyMEHTOB Ha MUKPO(UILMUPOBAHUE U OJIHa TapTus 16,0
CKaHMPOBaHUE (20
JJOKYMEHTOB)
Caepka (honaa ¢ anekTpoHHbIM Kataiorom (9K): OJVH
JIOKYMEHT
26 OJIHOYACTHBIE IOKYMEHTOB 1,8
27 MHOI'OYaCTHBIE IOKYMEHTOB 3,6
28 | mpoBepKa JIOCTyMa K 3JIEKTPOHHOMY Pecypcy OJINH 5,4
JOKYMEHT
IlepeBoa 1okyMeHTOB B i(poBoii (hopmar:
29 | mpueM / mepeaaya nevyaTHbIX U31aHUM U3 OTIeNa OIVH 0,9
(boHmoaepxKaTesns 1o aBTOMaTU3UPOBAHHON MTPOrpaMMe JIOKYMEHT
nepenaqy
30 | cBepKa MOJTYYEHHBIX TOKYMEHTOB C 3JIEKTPOHHBIM OIVH 3,3
KaTaJoroM U pacrpeseseHue 3aKaalok ¢ MMeHeM (aiina JIOKYMEHT
110 NEYaTHBIM OPUTHHAJIAM
31 paclpeielIeHHe IIeYaTHBIX JOKYMEHTOB MEXKIY OJIHA IapTus 55,0
orneparopamu ckaHupoBaHust (40 TOKYMEHTOB)
32 CKaHUPOBAHME MEYATHBIX IOKYMEHTOB B IMOJHOLBETHOM OJIHA CTpaHULA 0,33
pexuMe
33 | KOMUPOBAHME ONIEPATOPOM JIEKTPOHHON KON OJIHa 30,0
OTCKaHMPOBAHHOT'O JOKYMEHTA Ha CEPBEP JOKYMEHT
34 00paboTKa JIEKTPOHHON KOMTUU OTCKAaHUPOBAHHOTO OJIHA CTpaHULIA 2,5
U3/1aHus
35 | xonupoBaHue oneparopoM o0pabOTKU TOTOBOM OJIUH 30,0
NEKTPOHHON KOITMM OTCKaHUPOBAHHOTO U3JaHMs C JOKYMEHT
paboueil cTaHIIMKN Ha CEpBEp
36 | Bepuduxanus (mpoBepKa ¢ MOMOIIbIO J0Ka3aTeIbCTB) U OIVH 10,0
KOHTPOJIb KauecTBa 00pabOTaHHBIX IEKTPOHHBIX KOTTHUN JOKYMEHT
NIeYaTHBIX W3JJaHUN
37 pacmno3HaBaHue TekcTa u coznanue [1J]{D-daitnos OJIUH 35,0
AIEKTPOHHBIX KOMUN MEYaTHBIX U3JaHUI JIOKYMEHT
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38

KOMUPOBaHUE pacno3HaHHbIX [1/][D-¢haitnoB 2IeKTpOHHBIX
KOIIM MMEeYaTHBIX U3AaHUI B TEXHOJOTUYECKYIO MAIKYy JJIs
JAIbHENIIEH 3arpy3Ku Ha CepBep

OJIUH
JIOKYMEHT

6,0

2.5. O0cay:KuBaHue NHOTOPOJHUX A00HEHTOB B LIEHTPe IMCTAHIUOHHOTO oOpa3oBanus (L11O)

MBA
Tabauna 27
N o/ HanmenoBanwme nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
1 MIOAITOTOBKA pabo4Mx MecT 0JIHO pabouee 4,2
MECTO
2 IIPOCMOTP 3JIEKTPOHHOM MOYTHI, 03HAKOMJICHHE C OJIHO 26,0
NOCTYNUBUIMMHU COOOIICHUSIMU cooO1nieHue
3 perucrpanusi abOHCHTOB 0/IH a0OHEHT 4,5
4 IIPUEM 3aKa30B OT A0OHEHTOB Yepe3 OJIMH 3aKa3 2,7
aBTOMATHU3MPOBAHHYIO CUCTEMBI [TOpTajia yIpaBIeHUsS
nononaurenbHoro odcayxusanus (Y/10)
[IpoBepka 1o 371EKTPOHHOMY KaTaJIOTy HaJIMYHs OJIUH
JOKyMeHTa B (OHAX, IpOcTaBiieHHEe MK dpa Ha OJIaHKe - JOKYMEHT
3aKase:
5 6e3 oubsmorpaduaeckoit 10padbOTKH 3,6
6 ¢ Oubamorpaguueckoil 1opaboTkon 17,0
7 IIpUEM TOKYMEHTOB OT OTJIeN0B (hoHAOAepKaTenel OJIUH peiic (13 9,0
®b)
8 MOATOTOBKA U 0()OPMIICHHE TOKYMEHTOB K BbIJaue OJVH 2,7
JOKYMEHT
9 (hopMupoBaHKE KATBKYJISIIUU Ha OIUIATY YCIYTH Ha OJIHA CTpaHUIIA 1,0
BbIJIa4y KOIMU JIOKYMEHTa I10 3a1pocy aOOHEHTa
10 | mpoBepka NOCTYIJIEHUs TUIaTeXa 10 BUJaM OILIAThI OJIHA 3asBKa 1,0
11 perucTpanys Bpl1ayu JOKYMEHTOB B AaBTOMATU3UPOBAHHOMN OIUH 1,8
CHCTEME JIOKYMEHT
12 | orpaBka GaHzaeponeit OJlHa 4,4
0aHepoiIb
13 | cocraBneHre ONUCH MOATOTOBIEHHBIX K OTIIPABICHUIO OJIHa 3aIllCh 2,7
Oanepoeit
14 TpaHCIIOPTHPOBKA OaHIepoJiel B TOApa3AeiCHIE OJIHA TapTHUs 9,0
OTIIPABKH 3aKa3HbIX OaHIeposieit
15 MpHEeM TOKYMEHTOB, BO3BPAILLEHHBIX a0OHEHTaMU OJUH 2,8
JOKYMEHT
16 | pabGoTta ¢ oTKazaMu OJIMH OTKa3 2,7
17 | opranuM3anus u BeIeHUE KapTOTEK 0JIHa KapTO4Ka 1,0
/omnH OlaHK-
3aKa3
18 | pacmeyarka quccepTaliy U3 IMEKTPOHHON 6a3bl OJIMH JIUCT 1,0
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JICCepTaIii 1Mo 3aKa3y aOOHEHTa
19 KOHTPOJIb 32 MOTAIICHUEM 3a10JKEHHOCTH OJIMH a0OHEHT 14,0
20 | MOMCK HEMOJIYyYSHHBIX OaHIepoIeH OJIHA 55,0
OaHAEepOITh
21 BO3BpAT OINTMOOYHO 3aCIaHHBIX JOKYMEHTOB oHa 3,5
0aHaepoib
22 CIIPaBKH M KOHCYJIbTAIIUU 00 YCIIOBUSX 0OCITY >KHMBaHUS o/lHa 9,0
abOHEHTOB, 10 paboTe ABTOMATU3UPOBAHHON CUCTEMBI KOHCYJIbTAIUS
0 u MBA
2.6. CnipaBo4Ho-0n01uorpaguyeckoe 006Cay;KMBaHue
Taoauma 28
N n/nt Haumenosanue mpouecca, onepanuu. CoctaB pabOThI Ennnauna Hopma
U3MEpEHUS BPEMEHH,
MUH.
1 2 3 4
Brinonnenue ycTHbIx Oubinorpaduyeckux CrpaBokK:
1 MIOJIFOTOBKA pab0o4MX MeCT €)KEJTHEBHO 13,0
2 €KECTHEBHBIM CTATUCTUYECKUH y4eT CIIPaBOYHO- €XKECTHEBHO 13,5
6ubanorpaduueckoro o0CIyKUBaHUsI YUTaTENEH
3 M3y4YEHUE OTPULIATEIIbHBIX OTBETOB Ha OIVIH 13,5
6ubnuorpaduyeckue 3ampockl C LEeNbo BBIBIECHUS Opaka | OTpULaTEIbHbI
i
OTBET
4 IIPHEM 3arpoca Ha BhINOJIHEHHE Oubauorpadguueckoi OJIMH 3aIpoc 10,0
CIPaBKU
5 oopMIIeHHE KOHTPOJILHOTO JIUCTKA MMOJIh30BATENS OJVH 1,0
110JIb30BaTENb
6 TeMaTH4ecKas ycTHasi Oubinorpaduyeckas crpaBka 0JIHA CIIpaBKa 17,0
7 aJipecHasl yCTHasl CIpaBKa OJIHA CITpaBKa 8,0
8 yTOUHsIOIIas ycTHas Oubnuorpaduyeckas cupaBka OJIHA CIIpaBKa 18,0
9 (dakTorpaduyeckas yctHas oubimorpadudeckast crpaBka OJIHA CTIpaBKa 15,0
Koncynpranuu: OJlHa
KOHCYJIbTaIs
10 | Gubnauorpaduueckas 10,0
11 OpHEHTHpYOIIas 6,0
12 BCIIOMOTaTeIbHO-TEXHUUECKas 3,0
13 oubnuorpaduueckas/ dhakrorpaduyeckas crpaBKa OJIHA CTIpaBKa 12,0
BrinoHenne nucbMeHHbIX OnOrorpaduuecKux CIpaBoK:
14 | npueM u perucTpanus NMCbMEHHOIO 3a1Ipoca B OJIMH 3aIIpoc 3,0
OpraHU3alMOHHOM Tpynne
15 | gucneruepusanysi NMCbMEHHBIX 3arpocoB B rpynie CbO €KETHEBHO 60,0
16 | perucTpanus 3ampoca B )KypHaJI€ y4eTa IMCbMEHHBIX OJIHA 3aIUCh 3,0
cnpasok rpynnsl CbO
[TuceMenHas TemMaTuyeckas CpaBKa:
17 | rematnueckas cupaBka 1-0il CTENEHU CI0KHOCTH: 10 25 OJIHA CIIpaBKa 1200,0
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Ha3BaHUii, ¢ MPOCMOTPOM OUGIHOTpaduyecKux
HMCTOYHUKOB
18 | TemaTnueckas cupaBKa 2-0il CTEIIEHU CII0)KHOCTH: CBBILIIE 0JlHA CIIpaBKa 2900,0
25 Ha3BaHUM, C TPOCMOTPOM OMOIHOTpadUIECKUX U
TEKCTOBBIX NICTOYHUKOB
19 | nuceMeHHas yTouHsomas oudauorpaduyueckas crpaBKa OJIHa CITpaBKa 360,0
20 | nuChMEHHAas aJgpecHas CpaBKa OJIHa CITpaBKa 120,0
21 | nuceMenHas (akrorpaduyeckas cupaBka 0JIHA CIIpaBKa 360,0
[TuceMeHHBIE KOHCYIBTAIUH: oJlHa
KOHCYJIbTaIUs
22 | oubauorpaduueckas 480,0
23 OpUEHTHUPYIOIIAs 480,0
24 KOHCYJIbTAIUS-KJIUIIE 240,0
PenaktupoBaHue BBIMOJIHEHHBIX MMCbMEHHBIX CIIPABOK:
25 | agpecHas NMCbMEHHAs CIIpaBKa 0JIHA CIpaBKa 9,0
Temarnueckas TUCbMEHHAs CIIPaBKa: 0JlHA CTIpaBKa
26 1-ii cTeneHu CiI0KHOCTH 18,0
27 2-H CTENIEHH CIIOKHOCTH 48,0
28 | yTouHsIOIIasi MMCbMEHHAs CIpaBKa 0JIHA CIIpaBKa 8,0
29 (hakTorpaduyeckas MUCbMEHHAs CIIpaBKa OJIHa CITpaBKa 8,0
30 | perucTpanus BbIIOJHEHHON MMCbMEHHON CIIPABKU B OJIHA 3aIUCh 3,0
TpyIIIe CIPaBOYHO-ONOIMOrpadnIeckoro 00CITyKUBAHHS
(CBO) B )xypHale y4eTa MHUCbMEHHBIX 3alPOCOB
31 pPErucTpanys BbIIOJHEHHON TMCbMEHHOM CIIPABKH B OJIHA 3aIIUCh 2,0
opranuzanronHou rpynne CbO
32 | obopmieHue u nepenava / OTIpaBIeHUE OTBETA 3aKa3YUKy | OJIMH 3aIpocC 12,0
BupryanpHas cipaBouHas ciayxoa:
33 | BUpTyasibHas TeMaTHYECKasl ClIpaBKa 0JIHA CIIpaBKa 18,0
34 | BupTyasibHas agpecHas CpaBKa OJIHA CIIpaBKa 7,0
35 | BupTyasbHas yTOYHSIOLIAs CIIpaBKa OJIHA CIIpaBKa 18,0
36 | BUpTyalbHasi OPUEHTUPYIOIIAs CIpaBKa 0JIHA CIIpaBKa 6,0
37 | BuptyanbHas akTorpaduueckas cupaBka 0JlHA CTIpaBKa 15,0
38 | oopmiieHne oTBEeTa HA 3aMPOC YUTATEIIS OJTHO TTUCHEMO 6,0
39 | momosHeHUe apXuBa BBINOJHEHHBIX cripaBok ("bassl OJIHA CIIpaBKa 11,0
3HaHUN"
40 CKaHupoBaHUe AOKyMeHTOB u3 GpoHaoB ChO mo 3akazam OJIHA CTpaHULA 3,0
10JIb30BaTENIEN
Koncynbranuu: OJlHa
KOHCYJIbTaIs
41 6ubnanorpaduueckas 10,0
42 | opueHTHpYyOLIAs 10,0
43 KOHCYJIbTAIUSI-KJIUIIIE 5,0
44 KOOpAMHALIMSA U JUCIIETYEPU3ALIHS] BBIIIOJHEHUS OJIHO ITMCHEMO 12,0
BHUPTYaJIbHBIX CIIPABOK
bubnuorpaduueckoe oOydueHne Moib30BaTeNei: OJIHa
KOHCYJIbTaIs
45 METOIMYecKast 10,0
46 TeEMaTH4IecKas 15,0
47 | monroroBka 6mbmmorpaduueckoro 063opa / 00yJaromero OJTHO 2400,0
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MEPOIPUSATHS 10 METOANKE (OPMUPOBAHUS
oubnuorpaduueckoii 3aucu, padboThl ¢ KaTaJIOTaMH, 110
METOAMKE OMOIHOrpadUuecKoro OnucaHus,
oubMorpaguIecKUMU UCTOYHUKAMU (HOPMUPOBAHHS
CIHCKA JIUTEPATYPHl K HAY4HOH padoTte

MEpOIPUITHE

48

npoBeacHUe oubauorpaduyeckoro 0630pa / 00ydaromero
MeponpusTHs (110 MyHKTY 39)

OJIHO
MEpONPUITHE

60,0

DKcKypcuu 1o GoHIaM U CIIPaBOYHO-
oubmmorpaduueckomy anmapary (CbA) IIBC:

oJHa
IKCKYpCHS

49

IIOATOTOBKA

480,0

50

IIPOBCACHUC

60,0

Benenue cipaBodH0-0nOIHorpaduyeckoro anmapara:

51

BEJICHUE apXMBa BBIIIOJHEHHBIX CIPABOK B AJIEKTPOHHBIN
pexuM

OJiHa CIIpaBKa

8,0

52

BBOJ] KapTOoTeK B 6a3y naHHbIX (B/])

OJIHa KapTO4YKa

6,0

BricTaBounas pabora:

OJIHa BbICTaBKa

53

pa3paboTKa IiaHa OpraHU3alyuy U SKCIIOHUPOBAHHS
TEMaTU4YeCKON BBICTABKU

2160,0

54

IIOAT0OTOBKA COHpOBOl[I/ITeJIBHOﬁ AOKYMCHTAllUU K
BBICTABKC, OTUKCTAKY

360,0

55

MOHTAaX BbICTaBKH

480,0

56

JCMOHTAaXX BBICTaBKH

240,0

57

cosnanue apuil, OObIBICHHIA, TPOTPAMM JIJIsl IPOBEACHUS
BBICTABOK

60,0

HpnMeanne: npu pa60Te C JOKYMCHTAaMHU Ha HWHOCTPAHHBIX eBpOHeﬁCKHX A3bIKAX M A3bIKaX

Hapo10B Poccuu, kpome pycckoro, K HoOpMaM BpEMEHHU MTPUMEHSETCs MOoBbIIatonui kosddurment 1,15.

2.7. HoTHbIe M31aHUA M 3BYKO3aIIUCH

Tabauna 29
N n/n Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEHUS BPEMEHH,
MUH.
1 2 3 4
®opmupoBanue 6ubIMOrpaduUecKon 3arnucu:
1 Ha TpaMMO(]OHHBIE MIACTUHKH (IPaMILJIaCTUHKH) Ha OJIVH JINCK 140,0
PYCCKOM sI3bIKE (OMMcaTeNIbHAs KaTalOoTH3aIHsl)
2 Ha I'PaMIUIACTUHKY HAa THOCTPAHHBIX €BPONEHCKHX S3bIKaX OJVH JUCK 180,0
U s3bIKax Hapos10B Poccun, KpoMe pycckoro
(omucaTenbHas KaTajJoru3aius)
3 Ha ay/IMOJIMCKAaX HA PYCCKOM sI3bIKE (OmucarenbHas OJIVH JIUCK 160,0
KaTaJoru3anus)
4 Ha ayIMOJUCKAX Ha HUHOCTPAHHBIX €BPOIECUCKUX SI3bIKAX U OJIVH JIUCK 220,0
si3pIKax HapoAoB Poccum, kpome pycckoro si3bika
(onucaTenpHas KaTajgoru3anus)
5 Ha quckax ¢opmarta ayauodaiaoB (onucareabHas OJIH JTUCK 480,0
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KaTaJIOru3alus)
6 Ha HOTHBIC M3IaHKS HA PYCCKOM SI3bIKE (OMUcaTeIbHas OJVH 132,0
KaTaJoru3anus) JOKYMEHT
7 Ha HOTHBIC U3JJaHUSI HA THOCTPAHHBIX €BPONEHCKUX OIH 140,0
A3bIKax M s3bIKaX HapoJoB Poccuu, kpoMe pycckoro JOKYMEHT
(ommcarenbHast KaTAJTOTHU3AIIHS)
CnpaBouHo-Oubanorpaduyeckoe o0CayKuBaHUE B
YUTAJIBHOM 3aJIe
Brinonaenue yctHol 6nbanorpaduueckoi CripaBKu:
8 MIPHEM 3arpoca Ha BHIMOJTHEHHE OnbIuorpaduaeckoi OJIMH 3a1poc 6,0
CIPaBKHU
9 TeMaTH4ecKas ycTHas Oubanorpapuieckas crpaBka OJTHA CITpaBKa 20,0
10 | yctHas agpecHas bubnuorpaduueckas cupaBka OJIHa CITpaBKa 12,0
11 | yrounsitomas yctHas 6ubauorpaduyeckast cripaBka 0JIHA CIIpaBKa 22,0
12 | pakrorpaduueckas ycrHas obubnuorpaduueckas cripaBKa 0JIHA CIIpaBKa 18,0
Koncynpramnuu: oJlHa
KOHCYJIbTAlLIUSI
13 oubmorpaduyaeckas 10,0
14 | opueHTHpYyIOLIast 3,0
15 BCIIOMOT'aTEeIbHO - TEXHUYECKas 6,0
Brinonnenue nucbMeHHbIX OuOIrorpaduyecKux CIpaBoK:
16 | npuem u peructpanus 3anpoca B KHUT€ y4yeTa OJIHa CITpaBKa 15,0
IIMCbMEHHBIX OMOIHorpauyecKux CrpaBoK
17 | u3ydeHue 3arpoca, yCTaHOBJIIEHUE WIH YTOUHEHHE 0JlHA CIpaBKa 900,0
3JIEMEHTOB Oubmorpaduyeckoi 3anucu
Benenune cipaBouHo-0nOrorpaduyeckoro amnmapara:
18 odopMmIIeHHEe KapTOUYKHU I KAPTOTEK OJIHA KapTOYKa 16,0
19 | co3nanue 6ubauorpaduueckoit 3anucu (b3) Ha craThu no OJIHA 3aIlHCh 8,0
MY3BbIKE U3 JIOKYMEHTOB, HE COOTBETCTBYIOIIUX MPOPUITIO
20 BEJICHUE KapTOTEK OJIHA KapTOYKa 1,0

2.8. Pabora c qurepaTypoii mo 0M0IM0TeKOBeIeHUI0, 0MOauorpadgoBe/IeHHI0 H KHUTOBeIeHUI0

Tadauua 30
N n/n HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enununa Hopma
U3MEPEHUS BPEMEHH,
MUH.
1 2 3 4
O0paboTka HOBBIX OCTYIICHUH B IPOTPaMMHOM
obecnieuennu (I10):
1 MIPHEM HOBBIX TOCTYIUIEHUH OT€YECTBEHHBIX TOKYMEHTOB OJIH 0,5
B JIMCIIETYEPCKOM MpOorpaMme rnepeaadn JTOKYMEHT
2 MIPHEM HOBBIX MOCTYIUIEHUH HA MHOCTPAaHHBIX OJIUH 1,0
€BPOTEHCKUX s3bIKaX U s3bIKaxX HapoaoB Poccun, kpome JOKYMEHT
PYCCKOro
3 odopMIIeHHE KapTOYKH Ha JIOKYMEHT Ha PYCCKOM SI3bIKE OJIHA KapTOYKa 8,0
JUISL KaTajoroB u kaprotek obmnacreit (OBJI)
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4 oopmieHre KapTOUKU Ha JOKYMEHT Ha MHOCTPaHHBIX OJIHA KapTOYKa 10,0
eBPOIEHCKUX S3bIKaX U s3bIKax Hapos10B Poccuu, kpome
pycckoro, s kataioros u kaprorek ObJI
5 AHaJIMTUYECKOE onucaHue JoKyMeHToB B [10 OJlHA CTaThs 12,0
OO6ciyXMBaHUE MOJIb30BaTeNEH; BUPTYyaIbHas CIIPaBOYHAS
ciyxoa:
6 npreM Oubsmorpapuueckoro 3anpoca YUTaTess OJIMH 3aIpoc 3,0
7 BHUpTYyasbHasi TEMaTUYECKas CIpaBKa 0JIHA CIIpaBKa 54,0
8 BUPTYaJIbHAs aJipecHas CIpaBKa OJIHa CITpaBKa 18,0
9 BHUpTYyasbHasl YTOUHSIONIAs CIIPAaBKa 0JIHA CIIpaBKa 26,0
10 | BupTyanpHas pakTorpaduueckas crpaBKa OJIHa CITpaBKa 20,0
11 oopmMiieHre OTBETa Ha 3aPOC YUTATEIS OJIHO MMHCHMO 10,0
12 | nononHeHue apXuBa BHINOJIHEHHBIX clipaBok ('baza OJlHa CIpaBKa 10,0
3HaHU"
13 €KECTHEBHBIM CTATUCTUYECKUI y4eT CIIPABOYHO- €XKETHEBHO 12,0
6ubanorpaduueckoro o0CIyKUBaHUsI YUTATENEH

2.9. O6padoTKa ONTHYECKUX KOMIIAKT-IMCKOB B 00pa30BaTe/bHBIX JIEKTPOHHBIX pecypcax (O9P)

Taoauma 31
N n/mt HaumenoBanue mporuecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEPECHUS BpEMEH,
MUH.
1 2 3 4
1 MOJIyYEeHHUE U JOCTaBKa ONTUYECKUX KOMITAKT-IUCKOB OJIHA NapTus 30,0
JIOKYMEHTOB
(100 guckoB)
2 MIPUEM HOBBIX IOCTYIJIEHUH ONTUYECKUX KOMITAKT- OJlHa MapTus 60,0
JTUCKOB JIOKYMEHTOB
(100 nmuckoB)
3 CYMMapHBIH y4eT KOMIAKT-IUCKOB (110 YCTaHOBJIEHHOMN OJIHA MMapTUs 7,0
bopme) JJOKYMEHTOB
4 VHJIMBUTYQIbHBIA Y9€T KOMITAKT-HUCKOB 0JIHA 3aITHCh 1,0
5 TeXHHYecKass 00paboTKa ONTHUECKUX KOMITAKT-IUCKOB OJIH 2,0
JTOKYMEHT
6 mgpoBKa TOKyMEeHTOB B Moyie [10 OIUH 1,0
JTOKYMEHT
2.10. PaGora ¢ uynTareasiMmu
Tadauua 32
N n/n HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enununa Hopma
HU3MEPEHUS BpPEMEHHU,
MUH.
1 2 3 4
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3anuck monp30BaTens B OnOIMoTeKy, pabora ¢ YuTaTeNIeM
B YHTAJILHOM 3aJIe:

MOATOTOBKA pabOYMX MECT MOJIb30BaTeNeh U
00CITy’)KMBAIOIIETO MepCOHaA: MPOBEPKA TEXHUIECKOTO
COCTOSIHUSI CETEBOTO OOECIICUCHUS U TTapKa
BBIYHCIIMTENLHON TeXHUKH; BKIroueHne 11K

onuH IIK

2,0

MPUHATHE Mep IO JUKBUAauu cooeB B padorte I1K, B
paboTe ceTH, OTCYTCTBHS JOCTYyIA K 0a3e TaHHBIX
MOJIb30BaTeNeiH; MHPOPMHUPOBAHKUE COOTBETCTBYIOLIHX
ciyx0 0 cO0sX; MPOBEpKa HEUCTIPABHOM TEXHHKH;
¢bukcamyst cO0EB B TETpaIH yueTa ¢ yKa3aHHEM XapaKTepa
HEHMCIPAaBHOCTH M BpEMEHH Hauasia c0os; rmocie
YCTpaHEHUs HETIOJIAZKU OTMETKA BPEMEHH €€ yCTpaHEHUs!

OJIUH cOOM

10,0

IIPOCMOTP AOKYMEHTOB uuTaTels (macmnopr,
yJI0CTOBEpEHHE, IOPYUUTENBCTBO), IPOBEPKA HATTMYUS
Y4ETHO-PETMCTPALIMOHHON KapTOYKHU YATATEIS

OIHUH YUTaTCJIb

3,0

3arojiHeHue (GopMyJsipa YuTaTess, yueTHO-
PETUCTPAIIMOHHON KapTOYKH, YNTATEIHCKOTO OMyIeTa

OJINH
KOMIUIEKT

5,0

O3HAKOMJICHUE YUTATENs C IPABUIIaMU 110JIb30BAHUS
OuOIMOTEKOH, pacmoiokeHrneM (OH/a, CIPABOYHBIM
anmnapaTrom

OAHMH YHMTaTCJIb

6,0

110100p U paccTaHOBKa 110 HOMepaM OUJIETOB, ajipaBUTy
(damunuil ynutaresneil y4eTHO-perucTpallMOHHbIX KapTOUeK

0JlHa KapTO4Ka

2,0

OCYILIECTBIICHUE KOHTPOJIS 32 BO3MOKHBIM HAJIMYHEM
JAHHBIX O YATATENIEC KaK HapyLIUTeNe, (JUIIEH IpaBa
10JI30BAaHUS); BeJICHHE (M PEryJsIpHBIN MPOCMOT))
KAapTOTEKH YUTaTeNeH-HapyILUTENen

OIHUH YUTaTCJIb

0,5

[lepeperncrpanus yuTaTesen:

MOUCK (hopMyJIsipa (PErucTpaMOHHON KapTOUKH)
YUTATENs; BHECEHHE U3MEHEHUI B HUX U B YUTATEIbCKUE
Ounersl (yTOUHEHHE aHKETHBIX JJAHHBIX, HOBOTO
YUTATEIBCKOTO HOMEPA, AaThl IEPEPETUCTPALIUN) C
BEJICHUEM KapTOTEKU HAY4YHbBIX TEM U TEKYIUX U3MEHEHUN
(moxy4yeHue 3BaHUi, MyOJUKalLlUHU, 1aphl)

OHa KapTO4Ka

2,0

3anucek (epeperucTpaiirs) yntaresieii B
ABTOMATHU3MPOBAHHOM PEKUME:

cheMKa (pOTOKaMepoH JJIsl YUTATEIbCKOro Oniera

OINH
OCETUTEINb

0,5

10

odopMmIIeHrEe KO/Ia YUTATENs C KOHTPOJIbHBIM Pa3psioM U
CPOKOM TOJIb30BaHUSI YUTATEIBCKUM OMIIETOM, HA OCHOBE
BBIAHHON MH(pOpMaIUN

OINH
OCETUTEINb

0,4

11

BbIJIaua Ha MIPUHTEP CBEACHHI O 3aITUCABIIEMCS YUTATEIIEe
B BHJI€ YMNTATENLCKOTO OHjeTa

OJWH
IHOCCTUTCIIb

0,4

12

HaOOp Ha KJIaBUAType CBEACHUI 0 uyuTaTene: haMuims,
M3, OTYCCTBO, XapaKTCPUIYIOIIUEC €TO ITPU3HAKH
(oOpa3zoBaHue, CIENHATBLHOCTD), KOJI, HOMEP
YUTATEIHCKOTO OmIeTa; porochemMka

OJWH
IIOCCTUTCIIb

2,0

13

OCYIIIECTBICHHE KOHTPOJIS 32 BO3MOKHBIM HATUIHEM
JAHHBIX O YATATEJIe, 3aMcaBieMcs B On0InoTeKy (paHee

OJIUH
MOCETUTEIIb

2,0
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3anucaH, JIMIIEH [1paBa M0JIb30BaHUs)

14 oopMIIeHHE YUTATEIIBCKOTO OMJIeTa C HOMEPOM U CPOKOM OJIUH OuJeT 1,0
I10JIb30BAHUS YUTATEIbCKUM OMIIETOM Ha OCHOBE
BbIJIaHHON MH(OpMauu

15 | Bbaya Ha IPUHTEP CBEIECHUMN O 3alMCABILIEMCS YUTATENE OIVIH 5,0
IIPOBE/IEHUE PAIMOYACTOTHON UJIEHTU(DUKALIUU HOCETHUTENb
YUTATENILCKOTO OMIIeTa; MPOBEACHUE ICHEKHOTO
B3aMMOpacueTa ¢ I0JIb30BaTENIEM Yepe3 Kaccy
VY naneHHas 3anKCh: OJIUH

IIOCETUTEINb

16 CBEpKa JaHHBIX PETUCTPAIMOHHON KapTOUYKH, 2,0
CKaHMPOBAHHBIX KOIMHUH C MACIOPTa U IPYTUMHU
JOKYMEHTaMH I10JIb30BaTeIsl M [TOITBEPKACHUE 3asIBKU

17 | opopmiierne noroBopa-odepThl Ha MPEIOCTABICHUE 3,0
J0CTyNa K 3JEKTPOHHBIM pecypcaM OUOINOTEKH

18 | Habop Ha KJIaBUATypE NaHHBIX, JJIS 3all0JIHEHUS JIOTOBOPA,
BBIBOJ] IOTOBOPA Ha MPUHTEP, NOJIKCH JIULA,
3aKJIFOYABIIETO J0TOBOP

19 odopMIIeHHE BXO1a-BbIX0/1a YUTATENS K3 OMOJINOTEKHU: OVH 2,0
CKaHHUPOBAHKE NOCTOSTHHOI'O YUTATEILCKOTO Ouera, IIOCETUTEIb
Bb1J1a4a KOHTPOJIBHOI'O JINCTKA
Brinonnenue TpeboBaHui 0JIb30BaTENEH, BblJaUa
JOKYMEHTOB M3 CIIEUAIN3UPOBAHHOIO (JOHAA:

20 | mosydyeHue TpeOOBaHUS HAa JOKYMEHT U3 OCHOBHOTO OJIHO 1,0
XpaHeHHUs1, MPOBEpKa MPaBUIILHOCTH 3aMOJTHEHUS TpeGoBaHue
TpeOOBaHUs, perucTparus

21 | pa3bop TpeboBaHuUl IO ApycaM, pacchlIKa IO OJIHO 10,0
ITHEBMOIIOYTE TpeOoBaHUE

22 | mosydyeHue TpeOOBaHMS Ha JOKYMEHT; IIPOBEpKa OJIHO 10,0
MPaBUIBHOCTH 3aMIOJHEHUS TPEOOBaHUS; pErUCTpaIys, TpeGoBaHue
nopaboTka TpeboBaHuUsl; MoA0op 1o mudpam B
CIeMAIU3UPOBAHHOM (hOHJIE

23 | moAroToBKa U 0OpPMIIEHHE OTKA30B U M€pEeHANpaBICHHUI; OJIHO 5,0
OTIIpaBKa TpeOOBAHUH C OTKa3aMM U MEepeHAIPaBIiEMbIMU TpeGoBaHue
TpeOOBaHUSIMHU

24 | mouck 10KyMeHTa B (JOHJIE, OTMETKA Ha TpeOOBaHUH, OJIUH 5,0
KHIJKHOM (OpMYJIsipe, AUCTIETYEPCKON CeTKe JIOKYMEHT

25 | TpaHCIIOPTHPOBKA / TOCTaBKa M3AaHUS U3 POHIA B OJINH 8,0
YUTATBHBIN 3271 JIOKYMEHT

26 | TpaHCIIOPTHPOBKA / TOCTaBKa M3AaHUS U3 (POHIA B 45,0
YUTAJBHBIN 3aJ1 (YAaJleHHOE XPaHUIIUIIIE)

27 | ycTaHOBKa MeCTa HaXO0X/IEHUS HEHAHIEHHOTO JOKYMEHTa OJINH 5,0
o 0azaM u GaHKaM JTaHHBIX, CIIPABOYHBIM KapTOTEKaM, JOKYMEHT
KaTajoram

28 | BBLAAYa JOKYMEHTA U3 CHELUAIN3UPOBAHHOTO (hOHIA OJINH 1,5
YUTATENI0; OTMETKA Ha KHIKHOM (popmyitsipe / JOKYMEHT
TpeOOBaHUM; 3aMHUCh JOKYMEHTOB B YUTATEIbCKYIO
KapTOYKH (BKJIATHOM JIUCT); OTMETKA B KHUTE 3aKa30B;
OTMETKA O BBIJaue B aBTOMATU3UPOBAHHON CHCTEME
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(U3MeHeHue cTaTyca U3J1aHus) IIyTeEM CUUTBIBAHUS IITPUX-
KOJia IOKyMEHTa

29

MpUEM TOKYMEHTA OT YUTATENS; IOUCK KOHTPOJIBLHOIO
JIMCTKA MOJIb30BaTeNs, TPeOOBaHUI; MPOBEPKa
COXPAaHHOCTH JOKYMEHTA; MOTAIIEHUE OTMETKH O BbIIAUE
Ha KOHTPOJIbHOM JIUCTKE MOJIB30BATENS; MOTAIICHUE
BBIJJa4YM B aBTOMAaTU3UPOBAHHOM cUCTEME (M3MEHEHHE
cTaTyca U3aHus) MyTEeM CUYUTHIBAaHUS IITPUX-KOJIa
JIOKYMEHTa

OJIUH
JIOKYMEHT

1,5

30

BbIJIa4a JOKYMEHTa U3 3Kcro3uuu Mysest kKuura (MK)
COTPYJHUKY CEKTOpa XpaHEHHUs JUIsl BbIJAUl YUTATENIO;
CHSITHE BUTPUHBI C OXPAHBI 10 3BOHKY Ha IYJIbT OXPAHBI;
BCKPBITHE BUTPUHBI; BHIEMKA KHUTH U3 BUTPUHBI,
3aKpBITUE BUTPHHBI; IOCTAHOBKA BUTPUHBI HA OXPaHY;
¢ukcarys Beyiaun B "XKypHaine Beijaun' MaTepHalioB H3
skcno3umu MK

OJIMH
JOKYMEHT

40,0

31

IPUHATUE TOKYMEHTa OT YATATeNsl; IOUCK 3aIlCH B
"XypHane Bblaaun"; norameHue OTMETKU O BbLAAYE;
CHSITUE BUTPUHBI C OXPAHBI 110 3BOHKY Ha MYJIT OXPaHbl;
BCKPBITUE BUTPHUHBI; BO3BPAT KHUTU B BUTPUHY (MOHTAX);
[IOCTAHOBKA BUTPUHBI HA OXPaHy

OJIUH
JOKYMEHT

30,0

32

npueM TpeboBaHmii OT ynTaTeneit B Hayuno-
uccienoBarensckom otaene pykonuceit (HUOP),
IIPOBEPKA KAYECTBA UX 3aIIOJIHEHUS; POCIIUCH B KHUTE
peructpanuu TpedoBaHui

OJIVH pa3 B
JIEeHb

30,0

33

03HaKOMJIEHUE C TpeOOBaHUEM, YTOUHEHHE MECTa
XpaHeHUs 10 TonorpaduyecKoMy yKa3aTelo; BbIeMKa
eIVHUI] XpaHeHus (€1.Xp.) U3 KapToHa, pa3MEIICHHUE B
KapTOHE KapThI-3aMEHUTEIS; POBEPKA COOTBETCTBUS
mmdpa U 3arojioBka Ha 00JIOKKE U B TPEOOBAHUH;
MpoBepKa (HPU3MUECKOTO COCTOSIHUS €11.XP.; ohopmieHne
JIMCTAa UCIIOJIb30BaHUA, 3aII0JJHCHUEC KHUTHU BbIJa4l

eUHALIA
XpaHEHHUst

3,0

34

IPOBEpPKaA JINCTAXKA €A.XP. IPHU BblAa4UC, YCTAHOBJIICHUC
HAJIMYHOI'O JIUCTAKa C 3allUChIO B 3aBCPUTCIIBHOM JINCTC U
Ha O6J'IO)KK6, OTMCTKA B 3aBCPUTCIILHOM JINCTC O IPOBCPKE

OJHWH JIUCT

0,2

35

IIPOBEpKa JIMCTa)ka MpH BblJ1ade ¢ nepeoopMIeHHEM
3aBEPUTEIBHOTO JIUCTA C YKa3aHHUEM BCeX 0COOEHHOCTEH
XpaHAIMXCS B €.Xp. JOKYMEHTOB

OJWH JIUCT

0,3

36

IIPOBEPKA JIMCTaXa I0CJIE€ BO3BPALICHUS €11.XP. U3
YUTaNBHOTO 3aJ1a (43) nin ot coTpyaHukos; ais OL,
¢doto, aBTOrpaoB, KOJIEKIIUOHHBIX IOKYyMEHTOB -
o0s13aTenbHa

OJHWH JIUCT

0,2

37

HyMepalus ¥ NepeHyMepanus JUCTOB IPU BbIJIaye €1.XP.
JUISL KCTIOJIb30BAHUS C COCTABJICHHEM Pa3BEPHYTOTO
3aBEPUTENHHOTO JINCTA C BBIHECEHHUEM BCEX 0COOCHHOCTEH
JTOKYMEHTOB

OJHWH JIUCT

0,3

38

mM@poBKa 00JI0KEK el1.XP.; CBEPKa 3arojioBKa el Xp. C
onucelo; npocrasieHue mrammna HMOP u ero 3anonnenune

eIUHHUIIA
XpaHEHUs

2,2

39

odopmiieHre 00J10KeK (0T PYKH): pa3IMHOBKA

eIMHALIA

6,0
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MOBEPXHOCTHU OOJIOXKKH; HAIICAaHUE Ha OOJIOKKE XpaHCHHS
HauMEHOBaHUA (POH[A, 3ar0JI0BKA €/1.XP., KpallHUX JaT,
KOJINYECTBA JINCTOB U IOKYMEHTOB B COOTBETCTBHUH C
OIHCBIO

40 | mpueM U TPaHCIIOPTHUPOBKA €1.Xp. U3 43 B XpaHWINLIE U U3 €IMHULA 15,0
XpaHuiauia B 43 XpaHEHUsI

2.11. Bblgaya KOMILIEKTOB AOKYMEHTOB BO BPEMEHHO€ IIOJb30BaAHUE NNOAPA3aCJICHUAM OHOINOTEKH

Tabanna 33
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEeHUs BpPEMEHU,
MUH.
1 2 3 4
1 odopmIIeHHE 3asBKH /aKTa Ha KOMIUICKT JIOKYMCHTOB, OJlHa 3asBKa, 30,0
NepeaBaeMblii B CTPYKTYPHOE IOJIpa3/ieIeHue aKT
2 110100p AOKYMEHTOB B KOMILJIEKThI; pEruCTparus OIVIH 10,0
BBIJIAHHBIX JJOKYMEHTOB B YUETHBIX (hopmax KOMILJIEKT
3 BbI/1aya KOMIUIEKTOB JOKYMEHTOB; OTMETKA Ha KHH)KHOM OJIUH 5,0
bopmyssipe (MHAMKATOPE) JaThl BbIAAYM, JAHHBIX KOMILJIEKT
M0/Ipa3/IeJICHNUs, TIOJIYYaloUIero KOMIUIEKT; OTMETKA B
KHHUT'€ BbIJIa4YM JaThl BbIIaYM, JAHHBIX M1OApa3IeICHHUS,
MIOJIYYaIOIEr0 KOMIUIEKT; OTMETKa B AKTe nepeaadn
4 MOJIyYEHUE KOMILJIEKTOB JJOKYMEHTOB OT CTPYKTYPHBIX OIVH 18,0
M0/Ipa3IeJIeHNI; TOUCK KHMXKHOTO (hopMyJispa KOMILIEKT
(MHIMKATOpA); MOTalleHne OTMETKH O BblAaye, BIOXKEHHE
€ro B JIOKYMEHT; pOBepKa, (PU3NIEeCKOro COCTOSTHUS,
IIEpPECUET JIMCTOB, CBEPKA C AKTOM Iepeladn; MOraleHue
OTMETKH O BBIJIau€ B KHHUTE BBIIa4H; MIepeaada
JOKYMEHTOB Ha COPOCKY

2.12. O0cay:kuBaHue MOJIb30BaTe e JOKYMEHTAMHU B YUTAJIBLHOM 3aJie, 3aj1e ¢ THOPUIHBIM
00cJIy’;KMBaHHMEM, 3aJIe 3JIEKTPOHHBIX pecypcoB, 3aJie ""UHTepHeT", 3a/1e ciennaau3upoBaHHOIO
otaeua. [lpuem 3aka3zoB no resedgony u3 ropoaa

Tabanna 34
N n/n HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enununa Hopma
W3MepeHus BpPEMEHH,
MUH.
1 2 3 4
OO6cyXuBaHMe MOJb30BaTeNe OMOIMOTEKH:
1 MIPOBE/IEHNE KOHCYIbTALUMHU, OECe/Ibl C YUTATENIEM TI0 OJIMH YHUTAaTENb 3,6
MpaBWiIaM 00CITYKHUBAaHUS B YUTAIBHOM 3aJI€ U
IIPEIOCTABIIIEMBIX yCIIyrax, 10 UCIOIb30BaHUIO
crpaBOYHO-OHOIMOTpaduueckoro anmnapara u (HOHIOB,
AJIEKTPOHHBIX PECYpcOB, HH(HOPMUPOBAHNUE YUTATETIS O
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HOBBIX INOCTYINJICHUAX

2 KOHCynbTauu 1o padore ¢ [1K B unranpHOM 3aie, 1o OJIMH YUTaTEIb 2,0
paboTe B 3JEKTPOHHOM OMOIMOTEeKE

3 IIPHEM 3aKa30B MOJIb30BaTeNIel Ha U3JaHUSI U3 OCHOBHOTO OJIMH 3aKa3 1,0
KHUTOXPAHWIUINA; TPOBEPKA MPABUIBHOCTHU 3alOTHEHUS
TpeOOBaHUs; PETUCTPALIUs

4 MIPUEM 3aKa30B 110 TeeGOHy U3 ropojaa OJIMH 3aKa3 5,0

5 II0JIy4YEHHUE IOKYMEHTA, 3aKa3aHHOI'0 YUTATENIEM B OJIMH 0,9
CHelHaIM3UpOBAaHHOM (DOH/IE / YMTATIHLHOM 3aJie JIOKYMEHT

6 paccTaHOBKA W3/IaHU Ha OPOHEMOJIKaX YUTATHHOTO 3aja, OJVH 0,4
MOCTYNUBIIMX U3 KHUTOXPAHUJIUINA MO 3aKa3aM JIOKYMEHT
I10JIb30BaTEICH

7 mo00p AOKYMEHTOB Ha OpOHENOJIKe, 3aKa3aHHbIX U3 OJIUH 0,47
OCHOBHOI'O KHUTOXpaHWINILA; Iiepeaada Ha Kadeapy JIOKYMEHT
BBIIAYU

8 MoI00p JOKYMEHTOB B MTOJACOOHOM (DOH/IC YUTATHLHOTO OJINH 2,0
3ana; nepeqada Ha kadeapy BblIauu JIOKYMEHT

9 110100p AOKYMEHTA B XpAHEHUU CHELUAIN3UPOBAHHOIO OJIUH 10,0
¢donma; oTMeTKa Ha TpeOOBaHUM; IepeIaya TOKyMEHTa Ha JOKYMEHT
Kadenpy BblIauu

10 o opMIIeHHE BBIJJAHHOTO JIMCKA OIH OUCK 5,0

11 perucrpanus B KOMIBIOTEPHOUN TporpaMme, mpocyeT OJVH 9,0
JMCTOB M (PU3MYECKOTO COCTOSIHUS IOKYMEHTA JIOKYMEHT

12 YCTaHOBKA MECTa HAaX0/ICHUsI HEHANIEHHOTO IOKYMEHTA OVH 22,0
0 CIIPABOYHBIM KapTOTEKaM, KaTajoraM, perucTpamus JTIOKYMEHT
OTKa30B

13 | nonbop YUTATENbCKUX KAPTOUYEK AJIs BIIMCHIBAHUS OJIHA KapTO4Ka 10,0
JIOKYMEHTOB Ha TEKYIIUN JI€Hb; MOJIMUCAHUE KAPTOUEK Y
3aB. OTJeJI0M O aomycke B otaen HAOP

14 BblJIaya JOKYMEHTA YUTATENI0: CBEPKA BBIIABAEMOI0 OJIUH 1,8
JIOKYMEHTA C YATATEIHLCKUM TpeOOBaHUEM; MPOBEPKA JIOKYMEHT
HAJINYMS CTPaHUILl / KaJJpoB MUKpO(UIbMA, MUKPOQHIL,
coJiepKaHue KOMIIAKT JIUCKA; CAUTHIBAHUE IITPUX-KO/1a
(pu 3NIeKTPOHHOM 3akase) B Moayine "mupkymsus” JK;
OTMETKa KHUTOBBIJJaYd Ha KOHTPOJILHOM JIUCTKE

15 | npuem TOKyMEHTa OT YUTATENs: CBEPKA €r0 C OJINH 1,5
TpeOoBaHUEM (KOHTPOJIBHBIM JIUCTKOM), IPOBEPKA JOKYMEHT
COXPAHHOCTH JIOKYMEHTa, HAIMYMS CTPAHUI] / KaJPOB
MUKpPOQUIbMa, MUKPO(HUIL, COAEpKAHUE TUCKA,
CUMUTBHIBAaHUE IMITPUX-KO/a (TIPU DIIEKTPOHHOM 3aKas3e),
BHECEHHE OTMETKH O MpHEME Ha KOHTPOJHbHOM JIMCTKE

16 | mepenaya / TpaHCIIOPTHPOBKA / TOCTaBKa JIOKYMEHTA, OIVH 1,0
CIAHHOTO YHUTATEJIEM, B CIICIIUATTU3UPOBAHHBIN (HOHI; JOKYMEHT
OTMETKa O B3auMopacyeTe 00CITyKUBaAHUS U
KHUTOXPAHCHHS

17 | BeISICHEHHE IO TOBOY 3aKa3a U MPOJIEHHE CPOKa OJIMH 3aIIpoc 1,0
10JIb30BAHUS JOKYMEHTaMU 1O TesnedoHy

18 BBISICHEHHE 110 IMOBOY 3aKa3a U MPOJJICHUE CPOKa OJIVH 3a1poc 2,0
MOJIb30BAaHUS IOKYMEHTAMU T10 3JIEKTPOHHOM mouTe
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19 | obecrieueHrEe KOHTPOJISI 32 CPOKAMHU TTOTH30BAHUS OJIMH 3a1Ipoc 0,8
JIOKYMEHTaMU U3 OTJIeNIa XpaHeHus
20 | mpoJuleHHE CPOKA MT0JIb30BAHUS JJOKYMEHTA: IIOUCK Ha OJIUH JIEHb 30,0
KapTOYKH; BHECEHNE OTMETKHU O MPOJJICHUH CPOKa
M0JIb30BaHUS; TPOAJICHHUE IO TeNePOHYy
21 MPOBEpKa 33/I0JKEHHOCTH YATAJIbHBIX 3QJI0B OTIIENY OIVH 5,0
XpaHEHUs; CBEpKa NPEAbSIBICHHOMN 3a10/)KEHHOCTHU C JOKYMEHT
JIOKYMEHTAIMell YNTAIBHOTO 3a1a
22 | paboTa ¢ 0TKa3aMu; KOHTPOJIb CPOKOB MOCTYIIJICHUS OJIMH OTKa3 0,8
OTKa30B; IPOBEpKa 000CHOBAHHOCTH OTKA30B; y4eT
OTKa30B
Brigaua konuu TOKyMEHTa U3 AIEKTPOHHON OMOIHOTEKH,
peaM30BaHHON B cCTEME 3alIUIIEHHOTO MPOCMOTPA, IO
3arpocy Nojab30BaTelIs:
23 odopMIIeHHE 3aKa3a Ha KOTMPOBAHUE OJIVH 3a1poc 2,0
24 | pacrieyaTka JOKYMEHTOB I10 3aIIpOcaM MO0Jb30BaTeNeH OJIUH JIUCT 1,0
25 3JIEKTPOHHOE KOIUPOBAHUE: ITOUCK JIOKYMEHTA, OJIVH 3a1poc 10,0
COXpPaHEHHOTO MOJIb30BaTEIeM; poBepKa (aia s
KOIMPOBAHUSA, JIEKTPOHHOE KOIMPOBAHKE; POBEPKA,
BbIJ1aya HOCUTEJIS [10JIb30BATENIO; IO 3apoCy
MIOJIb30BATEJIS - 3aMKCh HA ONTUYECKUI KOMITaKT-TUCK
OnbIMoTeKH
2.13. BuyTpenHsisi padora
Tabauua 35
N n/n Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
IToaroroBka K Bbl1aye JOKYMEHTOB:
1 MIpOBEpKa OPOHENOJIOK C OTJI0KEHHBIMU JOKYMEHTaMU (110 | Ha OJIMH J€Hb 10,0
HOMEpaM YHUTATENbCKUX OMIIETOB, 10 CPOKaM)
2 cOpocka IOKyMEHTOB (TI0 CpOKaMm) OJIUH 0,2
JOKYMEHT
3 paccTaHoBKa (POpMYIISIpOB YUTaATENEH (IO CpOKam, OJTH 0,3
HOMepaM, anaBuTy, Udpam); paccTaHOBKa bopmysip
KOHTPOJIbHBIX JIMCTKOB MOJIb30BaTeNel 0 HOMepam
4 MO/IBEJICHUE UTOTOB PabOTHI 32 IPOIIE I IEHb; Ha OJUH JC¢Hb 12,0
BHECEHUE 3alMCH B IHEBHUK / JIUCTHI yUeTa
5 o100p JOKYMEHTOB I10 MPEIBAPUTEIbHBIM 3aKa3am OJIH 10,0
qyuTaTesael u niaHaMm YTeHHs JTOKYMEHT
6 IIPOCMOTP HOBBIX MOCTYIJIEHUH JUIsI PEKOMEHIALINH OIVIH 3,0
YUTATEIISIM JIOKYMEHT
7 POCMOTp (TpoBEpKa MPAaBUIBLHOCTU PACCTAHOBKHU ) KHUT Ha OJIVH JICHb 5,0
OTKPBITOTO J0CTyMna B 43
8 MPOBEpKa HAJIU4us onuceit B yntaibHoM 3aie HUOP Ha OJIHY 60,0
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HEZIEII0
9 3aII0JJHEHUE JIMCTOB 3a0JKEHHOCTH Ha OJUH JI€Hb 5,0
10 | mpoBepKa BbIIaHHBIX U3aHUII 110 JINCTaM 33J0>KEHHOCTH OJIMH 1,0
JIOKYMEHT
Pa6ora c oTkazamu:
11 | yuer u knmaccuukanmst OTKa30B: OTMETKA Ha JINCTKE OJIMH OTKa3 0,2
YUTATEJIbCKOTO TPeOOBAaHUS MPUUMHBI OTKa3a
12 | mpoBeneHue NMoMcKa JOKyMEHTa, OTCYTCTBYIOIIETO 110 OJIMH 40,0
HEYCTaHOBJICHHOMN MPUYNHE JIOKYMEHT
13 | paccraHOBKA YMTATEILCKUX TPEOOBAHUI B KAPTOTEKE 0JIHa KapTO4Ka 0,3
"HEeyIOBJIETBOPEHHBIN cripoc”
14 aHaJii3 OTKa30B, COCTABJICHHE CBOJIKH OTKAa30B (110 OJIHa CBOJIKA 16,0
MpUYKMHAM 0TKa3a U MepaM X JTUKBUIALNU U
TIPEAYTIPEKACHUS)
15 | cocraBnenue Oubrorpaduyeckoro ONMUCaHus Ha OJlHA KapTOYKa 2,4
JTOKYMEHTBI, UMEIOIIME HanOOJIbIIIEe YHCIO OTKA30B;
nepeiaya KapTOUKH B OT/I€T KOMIUIEKTOBAHUS
16 | cocraBneHne KapTOTEKU OTKA30B, IPOBEPKA U MOUCK T10 OJlHA KapTOYKa 54,0
dbonay, oTMEeTKa B GOpMYIISipe U B KAPTOTEKE OTKA30B IO
pe3ysibTaTaM NpoBEPKHU
2.14. O6cayxuBanue mo Me:xx0udanoreqynomy adonementy (MBA). O6caykuBanue mo
MeKIYHAPOAHOMY Me:kOnOamoTedanomy abonementy (MMBA)
Tabauua 36
N n/n Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEHUS BPEMEHH,
MUH.
1 2 3 4
[Ipuem 3aka3oB:
1 peructpaiysi abOHEHTOB B ABTOMATU3UPOBAHHON CHCTEME OJIMH 3aKa3 10,0
2 IIPUEM 3aKa30B OT 3apyO0exHbIX aDOHEHTOB B OJIMH 3aKa3 5,0
aBTOMaTU3MPOBAHHON CHUCTEME: pacreyaTka OJiaHKa-
3aKasa; mu@poBka
3 oopmieHne 3aKka30B MO HUPKYISAIHH OJIMH 3aKa3 5,0
4 MOJIy4eHHe TOKyMEHTOB; 00paboTKa B OJINH 5,0
aBTOMATHU3MPOBAHHOW CHUCTEME JIOKYMEHT
5 paboTa c 0TKa3aMH: U3MEHEHHUE CTaTyca B CUCTEME, OJIMH OTKa3 3,0
yKa3aHHe MPUYMHBI 0TKa3a, U3BelleHne a00OHEeHTa 00
OTKa3ze
Brimaua 10KyMEeHTOB:
6 oopmiIeHHEe TOKYMEHTOB K BblJIaue OJINH 5,0
JIOKYMEHT
7 OTIIpaBKa: B3BEIIMBaHKUE OaHAEepOIIei; HaKJIeHBaHHE OIVH 7,5
a/JIpeCHON ATUKETKU U IITPUX-KOJA; POCTABICHUE OaHzepoIb
reyaTel; yImakoBKa
8 COCTABJICHHE MEXIYHAPOIHOTO CIUCKA (5 YK3eMIUISIPOB) OJINH CITMCOK 6,0
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9 oopmieHre JOKYMEHTOB Il TAMOXKHU OJIMH 5,0
JIOKYMEHT

10 | cocraBineHHE crIMCKa Ha3BaHUM, OTIPABISEMBIX OJIMH CIIMCOK 10,0
JTOKYMEHTOB

11 | paboTa ¢ 3a0IKEHHOCTBIO: COOOIIeHNE AO0OHEHTY O OJTHO TMHCHMO 5,0
3aJIep’KKe TOKyMEHTa; paboTa ¢ JIMCTaMU 3aJJ0JKEHHOCTH
O6cnyxuBanue yntareneit mo MBA (MexyHapoIHbII
aOOHEMEHT):

12 | nmpuem 3aka30B: MPOCTaBIeHHE HOMEPA OUOIMOTEKH, Ky1a OJMH 3aKa3 5,0
HaNpaBJSIeTCs 3aKa3, HOMEp 3aKasa; neyaTh OJIaHKa-3aKas3a

13 OTIPABKa 3aKa30B B MEXKIYHAPOHbIC OUOINOTEKH OJIMH 3aKa3 7,0

14 | pabota c oTKazaMu OJIMH 3aKa3 3,0

15 | momyueHue NOKYMEHTOB Ui yUTaTeneil: opopmieHue OJIUH 15,0
KapTOYKH, KOJIMYECTBO MOTYYECHHBIX SK3EMILISIPOB; JOKYMEHT
MIPOCTaBJICHHE JaThl BO3BPATa; 3alOJHEHHE JIeKIapaluu
JUTSI YATATETIS

16 | Bo3BpaT JOKyMeHTOB U3 U3: mpoBepKa BCEX IIYHKTOB OJUH 5,0
JieKJIapaluy; nepejaya JOKYMEHTOB Ha OTIIPaBKY JOKYMEHT

17 OTIMpaBKa: B3BEIIMBaHKE OaHIEpOJIeH; HaKICHBaHUE OJVH 7,5
a/IpeCHON ATUKETKU U IITPUX-KOJA; IPOCTABIECHUE OaHzepoiIb
reyarei; ymakoBKa
O6cnyxuBanue yutarenen 6ubnuoreku no MBA:

18 | mosyueHue 3akas3a U3 YNTAIBHOIO 3aj1a OJIMH 3aKa3 3,0

19 3aroJIHeHre OJIaHKa-3aKasa; MPOCTaBICHUE OJUH OJIaHK 2,0
PErucTpaliiOHHOrO HOMEPA, AAThl

20 YTOUYHEHUE YKA3aHHBIX YUTATEIIEM CBEICHHUM O OJIUH 3,0
3aKa3aHHOM JIOKYMEHTE, 1IeJIU 3allpoca, UICTOYHHKA, JTIOKYMEHT
OTKY/1a MOJTYYEHbI CBEACHUS

21 oubnuorpaduueckas 1opaboTKa 3aKa3a; yTOUHEHUE OJIMH 3aKa3 20,0
O6ubnuorpaduyeckux cBeIeHH; yu€T MOTyUYeHHbIX U
0TpaboTaHHBIX TPEOOBAHUI

22 | mpoBepKa HaJIW4us 3alpalliiBaeMoro J10KyMEHTA B OIVH 8,0
O6ubanoTexax ropoaa, o0J1acTy, peruoHa, CTPAaHbl, MUpPA, B JIOKYMEHT
TOM YHCJIE 110 CBOJHBIM KaTaJloram

23 | 3aKa3 U3aHus MO NEKTPOHHOU MOYTE, 3aMOTHAETCS OJIH 7,0
ANIEKTPOHHBIN OJIAHK WJIH B BHJIE IPOU3BOJIBHOTO MUCHhMA JIOKYMEHT

24 | 3amuch CBEICHMI O HaMpaBJIeHUH 3aKka3a mo MbA OJIMH 3aKa3 3,0
(HammeHoBaHWE OMOIIMOTEKH, JaTa) HA 0OOPOTHOM
CTOpOHE OJlaHKa-3aKa3a

25 | nomemenue OraHka-3akasa B "Kaproreky 3ampocoB OJIUH OJIaHK 1,0
gurareneil mo MBA" 3a paznenurenem "3anpocsl no MBA,
HalpaBJIEHHbIE B Ipyrue 6ubanorekun”

26 | moJiydeHHE TOKYMEHTa OT YMTATEeNs B YUTAIBHOM 3aJI€; OJIH 5,0
CBEpKa JIOKyMEHTa ¢ OJJaHKOM 3aKasa, IpoBepKa JIOKYMEHT
COXPAHHOCTH JIOKYMEHTa, BHECEHHE OTMETKH O Tiepeiayue B
COOTBETCTBYIOIIHI OT/JIET B KHUTE PETUCTPAIUH;
MOJIy4YeHUE JOKYMEHTAa, NpuciaHHoro no MBA;
pacneuaTka 6aHIepOIH, MPOBEPKa COCTOSHUSA JOKYMEHTA,
OTMETKA JaThl OJyYEHUS ¥ Ha3BaHUS OMOIHMOTEKH,
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BBICJIABIICH JOKYMEHT, MHBEHTApPHOI'O HOMEpa, CpOKa
MOJIb30BaHUS; TIEpeCTaHOBKa OJlaHKa- 3aKa3a U3 pas3jena
kapToTeku "3arpockl 1o MBA, HanpaBieHHbIE B Ipyrue
oubmmorexku" B pasaen "[lonydennsie mo MBA n3nanus"

27

BblJ]aua Mony4yeHHbIX 1o MBA U3 untanbHOro 3aia;
CBEpKa BBIJIJaBAEMOI'0 JOKYMEHTa C OJJaHKOM-3aKa30M;
MPOBEpPKA HAJIMYUS CTPAHUI] U COCTOSIHUSA TOKYMEHTA;
OTMETKa BBIJIAYH

OJWH
JOKYMCEHT

1,0

28

nepeaaya u3IaHus 1Mociie BO3BpaTa U3 YMTAIBHOTO 3ajia Ha
MUKpodribMupoBaHue (M/(})

OJHO U3JaHHEC

5,0

29

BO3BpAT U3JAHUS MTOCIE MUKPOPHIbMUPOBAHNS,
mpocTaBieHue mudpa M/}

OJIHO U3JaHUE

5,0

30

MOJIOTOBKA K OTHPABKE IOKYMEHTOB B OMOIHOTEKY-
(bonmoepKaTeNh 3aKa3HOI OaHAEPOIIbIO; yIaKOBKa
OaH/IepoIu, B3BELIMBaHKE €€, HAKJICUBaHHE MApKH (€CIIH
HET [[CHTPAIM30BAHHOMN OILIATHI IEPECHUIKH ); HAITMCAHHUE
azipeca, COCTaBJICHUE OTIHCH

OJHH 3aKa3

12,0

31

paboTa ¢ 0TKa3aMH - P TOTYYSCHUH OT OMOITHOTEKH -
dbonmoaepxkarens U3BEUICHUS 00 OTKa3e U 3a/IEPIKKE
BBIIIOJIHEHUS 3aIIpOca: YCTaHOBKA OJlaHKa 3aKa3a C
yKa3aHUEeM IPUYMHBI U JaThl OTKa3a B KapToTeKy "OTka3bl
no MBA"

OJJWH 3aKa3

6,0

32

cooOLIeHNe B 0TI 00CTY»KMBAaHUS O MOJYYSHUU OTKa3a
(nara, npu4nHa)

OAHH OTKa3

2,0

O6cnyxxuBanue aboHeHToB Mo MBA:

33

MoJIy4yeHue 3aKka3a: aDOHEHT 00paTHIICs B TEKYILIEM IOy
BIIEPBbIE: TPOCTABIIEHHE B KAPTOUKE rojja 0OparieHus,
JaThl

OJIMH OTKAa3

0,5

34

odopmiieHre aboHeHTa (OpraHU3aIHs paHee He
a0OHMPOBAJIACh): perucTpalus abOHeHTa B
ABTOMATHU3HPOBAHHOW CUCTEME; 3aKTIOUEHHE JOTOBOPA;
COTJIACOBAHUE C IOPHIUIECCKUM OTAEIIOM

OJIUH a0OHEHT

12,0

35

PaCCTaHOBKA PCTUCTPATHMOHHBIX KAPTOUCK B KAPTOTCKE

0JIHa KapTOYKa

8,0

36

A0CTaBKa Tpe60BaHHfI B CIICHHUAIIU3UPOBAHHBIC (I)OHI[BI

OJIHO
TpeOoBaHuE

10,0

37

J0CTaBKa U BO3BpAT JIOKYMEHTOB B CIEIIUAIU3UPOBAHHBIC
hoHIBI

OJIMH
JIOKYMEHT

10,0

38

g poBKa 3aKa30B aOOHEHTOB, MOI00p OJIaHKOB-3aKa30B
110 anaBUTy, TPOBEPKA HATHYHS JOKYMEHTA IT0 KaTaJIOTy

OJWH 3aKa3

4,0

39

OTIIpaBKa JOKYMEHTa abOHEHTaM: yIakoBKa OaHAepoIIH,
B3BEIIMBaHKE, HAKJICMBaHNE MApKU, HAMICAHUE aJpeca;
COCTaBJIEHHE OIMCH, TPAHCIIOPTUPOBKA B TPYIIITY
OTIIPaBKU

OJWH 3aKa3

12,0

40

oubmmorpaduueckas 10paboTKa HEBBIMOJIHEHHBIX 3aKa30B;
yTOUHeHHe Onbirnorpadu4eckix CBEACHHI 1Mo
CIPAaBOYHBIM U3JAHUAM; YUET MOIYICHHBIX U
OTpabOTaHHBIX 3aKA30B

OJWH 3aKa3

20,0
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Tadoauua 37
N n/n HanmenoBanwme nporecca, oneparnuu. CoctaB paboThI Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
1 peIKCIIO3UIHS (KOPPEKTUPOBKA Pa3/iesIOB TEMATHUKO- OJMH AKCIOHAT 96,0
9KCIIO3ULIMOHHOIO IUIaHA, BISBICHUE MaTEpUANIOB IS
AKCTIIOHUPOBAHUS, MTOA00D)
2 3aM€Ha OTJEIbHBIX SKCIIOHATOB IO YCIOBHUAM XPAHEHUS OJIH 3KCIIOHAT 80,0
(BBIsSIBIIEHUE, OTOOD)
3 MOHTAaX, JICMOHTAaX OJVH dKCIIOHAT 24,0
4 AHHOTUPOBAHKME HOBBIX KCIIOHATOB OJIVH DKCIIOHAT 12,0
5 peaKTHpOBaHUE U 3aMeHa (Tiedath, opopmiieHue) OJIH 3KCIIOHAT 18,0
AHHOTALMKN ¥ SKCIUIMKAIHUN B SKCIIO3ULIMHU
I[pumeuyanue: paboOTHl ONMUCHIBAIOT KOMIUICKTOBAHHE, Yy4eT, COXPAaHHOCTh HEKHHKHBIX
MaTtepuanoB My3est KHUTH.
2.16. CnipaBouyHasi 1 uHpoOpMALMOHHAsA padoTa
Taoauma 38
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
VY4er nocTynMBIIMX BTOPUYHBIX TJOKYMEHTOB (KapTOUYEK):
1 BBISIBJICHNE HEBBINIOJIHEHHBIX 3aKa30B; COCTABIICHUE Ha OJHY 840,0
3asiBKM Ha HEBBIITOJIHEHHBIE 3aKa3bl HEJIeII0
Opranu3zanus cnpaBoyHo-O0ubimorpaduyeckoro anmnapara
(CBA):
2 cocTaByieHHe OnOarorpaduIecKoit 3anucu OJIMH 2,3
JIOKYMEHT
[TpocmoTp 1 oT60p KapTouek B CHA B 1eNsIX U3BATHS WIH
nepeMenieHus (BTOpUYHBIN 0TOO0D):
3 U3bATHE U3 KaTaJIOr0B U KApTOTEK KApTOUEK Ha OJIHO Ha3BaHUE 1,0
JIOKYMEHTBI, CHUCaHHbIE U3 (OH/Ia; TPOCMOTP
KpaeBeI4eCcKUX, OMOIrorpaguuecKkux u
(hakTorpadmueCKux KapTOTEK; U3BITHE U3 HUX KaPTOUYEK
Ha JIOKYMEHTBI, IOTEPSIBIINE IEHHOCTD, IIEPEBECHUE
KapTOUYKU B apXMBHBIE KapTOTEKHU (YHUUTOXKEHUE);
BHECEHHUE OTMETKHU B XKypHAJIe yueTa U PErUCTPALIMOHHON
KapTOTEKe; U3bSITHE U3 KaTaJoroB U KapTOTEK KapTOUYeK Ha
JOKYMEHTBI, CIIMCaHHbIE U3 (OHAA
Opranuzanyst KapTOTEKH MEPCOHATNN U TEMATUYECKON
KApTOTEKH:
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4 OTpeJIeJICHUE U COCTABIICHUE MEPEYHS JIULI, CBEJICHUS O oJlHa 15,0
KOTOPBIX OTPAXKAIOTCS B KAPTOTEKE; MPOCMOTP KapToTeKa
WH()OPMAIIMOHHBIX U3IaHUN, ICPBUYHBIX JIOKYMECHTOB,
0TOOp JOKYMEHTOB JIsl BKIIFOUEHHUS B KAPTOTEKY;

COCTaBJICHUE aHAJTUTHYECKOI0 aHHOTUPOBAHHOTO
OoubMorpaduueckoro OnucaHus TOKyMEHTa

5 MPOCTABJICHHE KBATH(PHKALMOHHBIX HHJIEKCOB, 000D OJlHa 4,0
KapTouek Mo uHaeKkcaM (andaBuUTy) U pacCTaHOBKA KapToTeKa
KapTOUYKH B MH()OPMAIIMOHHBIA MAaCCHB

6 TEXHHYECKas U coJiepKaTenbHast 00padoTKa JOKYMEHTOB OJIMH 3,0
JUIS BKJIFOUEHHUS B KAPTOTEKY; PACCTAHOBKA KAPTOUYKH 110 JOKYMEHT
andasuty dhamMuiInii aBTOPOB U MO BUJAM JIOKYMEHTOB

7 TEXHUYECKOE peJaKTUPOBaHUE KapTOTEK: MPOBEpPKa OJlHA KapTOYKa 2,0
COOTBETCTBUS CTPYKTYPBI, COACPKAHUSA U 0(OPMIICHUS
KapTOUYeK B COOTBETCTBUU C TPEOOBAHUSIMU JAHHON
KAapTOTEKH; 3aMEHa BETXUX KapTOUeK U pa3aeauTene

2.17. IKCKYpCHOHHAS 1eSITeJIbHOCTh
Ta6auna 39
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4
DKCKypCHSs O HKCIIO3UIIUU MY3€s KHUTU:

1 0030pHast SKCKypCHs o/Ha 60,0

9KCKYpCHs

2 AKCKYpPCHSI ¢ TOI00POM U TTOKA30M KHUT o/Ha 300,0

9KCKYpCHs
2.18. IIpoexT "AnTUNIaruar"
Taoauma 40
N n/n HaumenoBanue nporiecca, oneparuu. CoctaB paboThl Enununa Hopma
W3MepeHus BpEMEHHU,
MUH.

1 2 3 4
OdopmiieHre 1 y4eT JOKYMEHTOB Ul OKa3aHHsl YCIyT:

1 MTOJIy4EHHUE U IIPOBEPKA IOTOBOPOB, 3aKJIFOUEHHBIX C OIVIH 60,0
(U3MYECKUMU JIMIIAMHU, YUTATEISIMHA OUOTNOTEKH, IO JOKYMEHT
OKa3aHUIO YCIYT, CBSI3aHHBIX C UCIOIb30BAHUEM
AJIEKTPOHHBIX pecypcoB (DP) u 3MeKTpOHHBIX OUOIHOTEK
OBb)

2 BBITPY3Ka peecTpa U3 aBTOMATU3UPOBAHHOM CUCTEMBI O OJIMH PEECTp 15,0
c(hOpMUPOBAHHBIM JIOTOBOPaM, 3aKIIOUYECHHBIM C
(U3MYECKUMU JIMIIAMU, YUTATEISIMA OUOITMOTEKH, T10
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OKa3aHMIO YCIIYT, CBSI3aHHBIX C UCTOIb30BaHueM JP u Db

3 CBEpKa JaHHBIX MO MOCTYNMUBIIKUM JIOTOBOpPAM, OJIHa CBEpKa 40,0
3aKJIFOYCHHBIM ¢ (DU3UYECKUMH JIUIIAMH, YATATEISIMH
O1OIMOTEKH, IO OKA3aHUIO YCIIYT, CBA3aHHBIX C
ucnosbs3oBanueM OP u Ob, ¢ peecTtpoM, BEIIPYKEHHBIM U3
ABTOMATHU3HPOBAHHON CUCTEMBI

4 IIPUEM 3asiBKU OT IOPUIMUECKOTO JIMLA Ha 3aKII0YEHHE OJIMH 15,0
JIOTOBOpA 110 OKa3aHUIO YCIYT, CBSI3aHHBIX C JOKYMEHT
ucrnonb3zoBanueMm JP u Ob

5 MOATOTOBKA TEKCTa JIOrOBOpa MO OKAa3aHUIO YCIIYT, OJIUH 15,0
CBSI3aHHBIX C UCNOJIb30BaHueM JP u Db JTIOKYMEHT

6 COTJIaCOBaHUE JOTOBOPA MO OKA3AHUIO YCIIYT, CBSI3aHHBIX C OJIMH 300,0
ncnoab3zosanueMm OP u Db JIOKYMEHT

7 perucTpanms I10ropopa no OKa3zaHuIo YCIyT, CBA3aHHBIX C OJINH 60,0
ucnoab3zosanueMm OP u Db JIOKYMEHT

8 3aIoTHeHHUE TpeOOoBaHMsI Ha 0popMIIeHHE (PUHAHCOBOTO OJIH 30,0
JOKYMEHTA K JIOTOBOPY MO OKa3aHUIO YCIIYT, CBA3AHHBIX C JOKYMEHT
ucrnonb3zoBanuem JP u Ob

9 MpoBepKa 0POPMIIEHHOTO (PMHAHCOBOTO JOKYMEHTA K OJIUH 15,0
JIOTOBOPY Ha OKa3aHHE YCIYT, CBA3aHHBIX C JOKYMEHT
ucnonb3zoBanueMm JP u Ob

10 | noamucaHue TOKyMEHTA IO OKAa3aHUIO YCIIYT, CBA3aHHbIX C OJIUH 960,0
ucnoab3zosanueMm OP u Db JIOKYMEHT

11 | BHeceHue B peecTpbl yUeTa IEPBUYHBIX JaHHBIX O OJIUH 30,0
JIOTOBOPE 110 OKA3aHUIO YCIIYT, CBSI3aHHBIX C JTOKYMEHT
ucrnonb3zoBanueMm JP u Ob

12 | ckaHupoBaHHE OPOPMIIEHHOTO JOKYMEHTA Ha OKa3aHUe OJIMH 30,0
YCIIYT, CBSI3aHHBIX C Ucnojib3oBaHueM JP u Ob JOKYMEHT

13 | oTripaBKa 0 3JEKTPOHHON MTOYTE IOPUANYECKOMY JIUILY OJIHO 40,0
CKaHMPOBAHHOM KOIMHU JOKYMEHTA Ha OKa3aHUE YCIYT, coo01IeHne
CBSI3aHHBIX C Hcronb3oBanueMm JP u Ob

14 MOJArOTOBKA TEKCTA IOKYMEHTA O BHECEHUU U3MEHEHUH B OJIUH 60,0
3aKJIIOYEHHBIHN IOrOBOP HA OKa3aHMUE YCIIYT, CB3aHHBIX C JTIOKYMEHT
ucnonb3zoBanueMm OP u Ob

15 MOATOTOBKA TEKCTa IIEHOBOTO MPE/JIOKEHUS Ha OKa3aHUe OIINH 60,0
YCIIYT, CBSI3aHHBIX C Mcnojb3oBaHueM OP u Ob JIOKYMEHT

16 MOATOTOBKA TEKCTA aKTa K JOTOBOPY 00 OKa3aHUU yCIYT, OJIMH 60,0
CBSA3aHHBIX € ucnonb3oBanueMm DP u Db JIOKYMEHT

17 | mpoBepka JaHHBIX HA OPUINATIEHOM caliTe OJIHA 3aKyIKa 20,0
rocyJapCTBEHHBIX 3aKYMOK O MPOBEAECHUU TOPrOBOU
3aKyMKU Ha OKa3aHUE yCIyT, CBA3aHHBIX C
ucrnons3zoBanuem OP u Db

18 COXpaHEHWe JOKYMEHTAIMH C O(PUITHAIBHOTO caiTa oauH dain 15,0
TOCY/IapCTBEHHBIX 3aKYIOK 10 OOBSIBICHHON TOPTOBOMA
3aKyIKe Ha OKa3aHUE YCIYT, CBSI3aHHBIX C
ucrnons3zoBanuem OP u Ob

19 | npoBepka JOKyMEHTAllMM TOProBOM 3aKyIIKM HA OKa3aHUE OIVH 40,0
YCJIYT, CBSI3aHHBIX C UcTioyib3oBaHueM OP u Ob JIOKYMEHT

20 | moAroTOBKA 3asBKHU JJIsl yU4acTHsI B OOBSIBICHHOM TOPrOBOK | OJHA 3asiBKa 150,0
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3aKyIKe Ha O(UIMaIbHOM caliTe TOCYIapCTBEHHBIX
3aKYMOK T10 OKa3aHUIO YCIIYT, CBA3aHHBIX C
ucroip3oBanmueM DP u Db

21 BU3HPOBAHUE 3a5BKM B COOTBETCTBUM C PETIIAMEHTOM OJVH 360,0
O6ubnMoTeKH JOKYMEHT

22 MOATOTOBKA TEKCTa JIOroBopa it 0(hOPMIICHHS TI0 OIVH 70,0
OKOHYAHUIO TOPTOBOH 3aKyNKHU Ha O(UlIMaIbLHOM caiTe JOKYMEHT
roCy/1IapCTBEHHBIX 3aKYIOK 110 OKa3aHUIO YCIYT,
CBSI3aHHBIX C Hcnosb3oBanueMm JP u Db

23 | pa3MmelleHuE 3a9BKU Ha O(hULIMaIbHOM caiiTe OJ/IHA 3asBKa 40,0
rOCYy/IapCTBEHHBIX 3aKYTMOK

24 | yyacTue B TOProBOM 3aKyIKe Ha O(UIIMAILHOM caiiTe OJIHa 3aKyIIKa 120,0
rOCy/IapCTBEHHBIX 3aKYIOK 110 PErJIaMeHTY IEKTPOHHOU
TJIOLIA/IKU

25 MOATOTOBKA TEKCTOB IOKYMEHTOB B COOTBETCTBUU C OVH 360,0
TpeOOBaHUSMU PETIIAMEHTA TIPOBEACHHS TOPTOBOU JOKYMEHT
3aKYIIKH 110 OKa3aHUIO yCIYT, CBSI3aHHBIX C
ucnosb3oBanueM OP u Ob

26 (dhopMUpOBaHKE TIJIATEKHOTO TOKYMEHTA B OyXTaiaTepcKoi OJVH 30,0
nporpamMme 1o TpeOoBaHUIO Ha 0popMIIeHHE (PUHAHCOBOTO JIOKYMEHT
JOKYMEHTA K JOTOBOPY MO OKa3aHUIO YCIIYT, CBS3aHHBIX C
ucnosb3oBanueM OP u Ob

27 | BBIBOJ Ha MeuaTh U3 OYXralaTepcKoil mporpamMmbl OJIUH 7,0
c(OPMHPOBAHHOTO TJIATEKHOTO TJOKYMEHTA JIOKYMEHT

28 repeaya MakeTa IJIaTeKHbIX JOKYMEHTOB Ha NOANMCAaHUE OJIMH MaKeT 30,0
B OyXTanTepuio

29 | hbopmupoBaHHE €KETHEBHOTO OTUETA O PAOOTE MO MPOEKTY OJIH 60,0
Y BBITIOJIHEHUH YCITYT, CBA3aHHBIX C UCIMOJIb30BaHUEM DP u JIOKYMEHT
Ob

30 | KOHTPOJIb CPOKOB BBINIOJHEHUS YCIIYT, CBA3aHHBIX C OIVH 30,0
ucnosb3oBanueM OP u Ob JOKYMEHT

31 KOHTPOJIb UCIIOJTHEHUS (PMHAHCOBBIX 00513aTEIbCTB MO OIVH 30,0
JIOTOBOPY Ha OKa3aHHUE YCIIYT, CBA3aHHbIX C JTIOKYMEHT
ucnonb3zoBanueMm OP u Ob

32 | cBepKa MCIOIHEHUS 00s3aTENbCTB MO 3aKIF0YEHHBIM OJIUH 60,0
JIOTOBOPAM Ha OKa3aHUE YCIIYT, CBSI3aHHBIX C JOKYMEHT
ncrnons3oBanueM OP u Ob

33 | KOppEeKTUPOBKA JaHHBIX B peecTpax yuera 00 UCTIOTHEHUH OIVH 40,0
YCIIOBUH JOTOBOpPA MO OKA3aHHUIO YCIYT, CBSI3aHHBIX C JOKYMEHT
ucnonb3zoBanueMm JP u Db

34 HarpaBJieHHE IOPUIUIECKOMY JIUITY COOOIIECHHUS IO OJTHO 30,0
9JIEKTPOHHOH T0YTe 00 UCIIOTHEHUHN YCIOBHUI IOrOBOpa O | cooOIIeHne
OKa3aHMIO YCIIYT, CBSI3aHHBIX C UCMOJb30BaHneM JP u Ob

35 (dbopMHUpOBaHUE TTaKeTa JOKYMEHTOB IS HAPaBJICHUS OJIMH ITaKeT 40,0
OPUTMYECKOMY JIUITY TTOUYTOBBIM OTIIPABICHUEM

36 BbIJ]a4a OPUTHHAJIOB 3aKIOYEHUN U KOMILJIEKTOB OJIUH 60,0
JIOKYMEHTOB 3aKa3uMKaM Ha PyKH JTOKYMEHT

37 MOJrOTOBKA KOMILJIEKTa JOKYMEHTOB I10 JOTOBOPAM C OIH 60,0
TIOJIHOCTHIO BBIMTOJTHEHHBIMH 00513aTEIbCTBAMU OKA3aHUS KOMILJIEKT
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YCIIYT, CBSI3aHHBIX C Hcnoib30BanuemM OP u Db, s
nepeiayu B OyXraJlTepuio

38

COCTaBJIEHUE PEeCTpa KOMILJIEKTOB JOKYMEHTOB,
XpaHALIMXCS B apXUBE U / WK TIepeIaBaeMbIX B
OyXranTepuio

OJIH peecTp

60,0

39

cocTaBJieHHe U 0OPMIICHHE apXUBHOM MANKH OPUTHHAIOB
JIOKYMEHTOB

OJHa IIaIIKa

30,0

40

CO3JJaHUE aPXUBHOMU JJICKTPOHHON KOIMH JOKYMEHTOB C
MIOJIHOCTBIO BBIIIOJHEHHBIMU 0053aTeJIbCTBAMH OKa3aHUs
YCIIYT, CBSI3aHHBIX C Hcnojb30BanuemM OP u Db,
NIePEABAEMBIX B OyXTaJITepUIO

OJWH
JOKYMCEHT

40,0

41

nepesada JJOKyMEHTOB B OyXTalTepuIo 110 peecTpy
KOMILJIEKTOB JOKYMEHTOB

OJIH PeecTp

40,0

42

(bopMHpOBaHKE OTYETOB O pe3yJbTaTax paboTHI 11O
MPOEKTY OKa3aHUs YCIYT, CBA3aHHBIX C UCIIOJIH30BAHUEM
OP u Ob

OJWH
JAOKYMCHT

1200,0

NudopmannonHnas nojaepkka mojab3oBaTeset mo
OKa3aHMIO YCIIYT, CBSI3aHHBIX C UCTOJIb30BaHneM JP u Ob:

43

TereOHHbIE KOHCYNIBTALUU IO OKAa3aHUIO YCIIYT,
CBSI3aHHBIX C Mcnoab3oBanueM DP u Ob, mis
OPUIMYECKUX U (PU3UIECKUX JIUIT

OJHMH 3BOHOK

40,0

44

COCTAaBJIEHUE COOOILIECHUI B OTBET HA BXOIALIIUE
ANEKTPOHHBIEC MUChMA 110 OKA3aHUIO YCIYT, CBSI3aHHBIX C
ucroip3oBanmueM DP u Db

OIHO
coo0IIeHnEe

180,0

45

(dbopMHpOBaHKE CIUCKA KJIMEHTOB [l IPOBEICHUS
MacCOBOM PACCHUIKH 10 3JIEKTPOHHOH MOYTE MO MPOEKTY
OKa3aHusl yCIIyT, CBSI3aHHBIX C Mcnonb3oBanueM OP u Ob

OZlHa pacChbllIKa

1920,0

46

MOATOTOBKA JOKYMEHTOB JJIsl IPOBEACHUS MAaCCOBOM
PACCBHUIKH 10 MPOEKTY OKa3aHUsI YCIYT, CBA3aHHBIX C
ucrnoip3oBanueM OP u Ob

OJlHa pacChbllIKa

600,0

47

MIPOBEJIEHUE MACCOBOM PaCCHIIKU IO MPOEKTY OKa3aHUs
YCIIYT, CBSI3aHHBIX C Mcnojb3oBaHueM OP u Ob

OJHa pacChlJIKa

90,0

OcyliecTBIIEHHE YCIIYTH TPEAOCTaBICHHS 10CTyMa K OP u
Ob:

48

perucTpanysi HOBBIX / aKTUBAIHS / J€aKTUBAIUS paHee
paloTarouX IPUINUECKUX / GU3NUECKUX JIHIL B
ABTOMAaTU3UPOBAHHON CHUCTEME

OJJHa 3a11ucCh

30,0

49

(hopMUpOBaHHE COOOIIEHUS TTPEICTABUTEIIO
FOPUTMYECKOTO JIUIA C TAHHBIMU JJISI aKTUBAIIMH JIOCTYTIa
kK OP u Db

OJHO
CcOo00IIIeHnE

30,0

50

KOHTPOJIb 32 OKa3aHUEM YCIIYT, CBSI3aHHBIX C
ucrnons3zoBanueMm OP u Db, s opuaudyeckux u
¢busnveckux i ¢ P u Db, BKiIro9ass MOHUTOPUHT
HApYUIEHUS [IPABUII OKA3aHUSI YCIIYT

OJTHO
IOpUANYECKOE /
buznueckoe
JIULO

60,0

51

KOPPEKTHUPOBKA JaHHBIX O OPUANYCCKUX JIUIAX B
aBTOMaTI/I3I/Ip0BaHHOI>'I CUCTEMC

OJIHA 3aIUCh

30,0

52

BHECEHHE U3MEHEHUM B CIIMCOK IOPUAMYECKUX JIUII,
pa3MENICHHBIN Ha cailTe MPOEKTa

OJHa 3a11ucChb

30,0

Ocy1iecTBIIEHHE YCIYTU POBEPKU TEKCTOBOTO JJOKYMEHTA
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Ha HaJU4Ke 3aMMCTBOBAHMI U3 JOKYMEHTOB B cocTare Db:

53 BHECEHHUE B PEECTP yUueTa MEPBUYHBIX IAHHBIX O OJVH 15,0
IIOCTYIMBIIEM JOKYMEHTE Ha OKa3aHHUE YCIYTU IPOBEPKU JOKYMEHT
TEKCTOBOI'0 IOKyMEHTa Ha HaJM4Yue 3aMMCTBOBAaHUN U3
JIOKYMEHTOB B cocTane Ob

54 | KOppEeKTHPOBKaA JJAHHBIX B peecTpe yuera 00 dTanax OJVH 15,0
BBITIIOJTHEHUS 3aKa3a [10 OKA3aHUIO YCIYT'H POBEPKHU JOKYMEHT
TEKCTOBOI'0 IOKyMEHTa Ha HaJU4Yue 3aMMCTBOBAHUHN U3
JIOKYMEHTOB B cocTane Ob

55 | pacnpeneneHue JOKYMEHTOB 110 IKCIEPTaM ISl OKa3aHUs OJVH 40,0
YCIIyTH IPOBEPKHU TEKCTOBOI'O IOKYMEHTA Ha HAJIM4ue JOKYMEHT
3aMMCTBOBAaHUM U3 JOKYMEHTOB B cocTaBe Ob

56 | mepenaua JJOKyMEHTa SKCIIEPTY Ul OKa3aHHsl yCIyTrH OJIUH 15,0
IIPOBEPKU TEKCTOBOT'O JOKYMEHTA Ha HAJIU4HE JIOKYMEHT
3aMMCTBOBaHUI U3 JOKYMEHTOB B cocTaBe Db

57 | nomyuyeHue u 00pabOTKa IKCIIEPTOM JOKYMEHTa Ha OJIUH 40,0
OKa3aHMe yCIYT'H IPOBEPKH TEKCTOBOIO JOKYMEHTA Ha JOKYMEHT
HaJM4ue 3aMMCTBOBaHUI U3 IOKYMEHTOB B cocTtase Db

58 | U3y4eHHE FKCHEPTOM CTPYKTYpPBI, COCTaBa, COJIEPHKAHUS OJIVH 180,0
JOKYMEHTA /1151 OKa3aHUs YCIYry MPOBEPKH TEKCTOBOTO JIOKYMEHT
JIOKYMEHTa Ha HAJIMYMe 3aMMCTBOBAaHUI U3 TOKYMEHTOB B
cocrase Db

59 | npoBepka 3KCHEpPTOM JOKYMEHTA Ha HAJIMYUE TPUEMOB, OJVH 180,0
MPEMSTCTBYIOUINX PACIIO3HABAHUIO TEKCTA JIOKYMEHT
aBTOMATHU3MPOBAaHHOW CUCTEMOM M OKA3aHUIO YCIYTH
MIPOBEPKU TEKCTOBOTO JOKYMEHTA Ha HaJIU4He
3aMMCTBOBAaHUN U3 JOKYMEHTOB B cocTase Ob

60 | mpoBeJeHNE SKCIIEPTOM NEPBUYHOM MPOBEPKHU TOKYMEHTA OIVIH 60,0
C MCIOJIb30BaHUEM aBTOMATHU3UPOBAHHON CUCTEMBI JOKYMEHT

61 00pa0boTKa 3KCIEPTOM OTYETa aBTOMATU3UPOBAHHOM OJIUH 480,0
CHUCTEMBI O IEPBUYHOM MPOBEPKE TOKYMEHTA C LIEJIBIO JOKYMEHT
VCKJIIOYEHUS] KOPPEKTHBIX 3aUMCTBOBAHHM

62 | aHAJIM3 DKCIIEPTOM HEKOPPEKTHBIX 3aMMCTBOBAaHUH, OJIUH 600,0
00Hapy>KEHHBIX B JTOKYMEHTE JOKYMEHT

63 aHaJIN3 CIIPaBOYHO-OMOIMOTrpadueckoro amnmnapara OJIH 480,0
JIOKYMEHTA, BKJIK04asi CBEpPKY UCTOYHHMKOB, YKAa3aHHBIX B JOKYMEHT
CIIMCKE JINTEPATYPhI

64 | popMupoBaHHe TEKCTa SKCIIEPTHOTO 3aKIOYECHUS 110 OIVH 120,0
UTOTY MPOBEIEHHOM MPOBEPKU JOKYMEHTA C YUETOM JIOKYMEHT
JAHHBIX OTYETa aBTOMATU3UPOBAHHOM CUCTEMBI

65 | mpoBepka TEKCTa 3aKJIFOUEHHS Ha MPEIMET COOTBETCTBUS OIVIH 15,0
YCTAHOBJICHHBIM TPEOOBAHUSAM K PE3YJIbTaTy OKa3aHUS JOKYMEHT
YCIIyTH MIPOBEPKU TEKCTOBOTO TOKYMEHTA Ha HAJIU4Me
3aMMCTBOBAaHUH U3 JOKYMEHTOB B cocTaBe Ob

66 aHaliu3 COJICP)KAHUS PE3YIITATOB MPOBEPKH, YKA3aHHBIX B OIVH 60,0
3aKJIIOYEHUHU, KOPPEKTUPOBKA (POPMYIUPOBOK JOKYMEHT

67 | BBIBOJ Ha Ie4yaTh UTOrOBOI (POPMBI 3aKJIFOUEHHUS O OJUH 15,0
pe3yJIbTaTy POBEIEHHOM MPOBEPKH TOKYMEHTA C YYETOM JOKYMEHT
JAHHBIX OTYETa ABTOMATU3HPOBAHHON CHCTEMBI
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68 MOAIMCAHUE 3aKJIFOUECHUS OJINH 240,0
JIOKYMEHT
69 | ckaHupoBaHHE OPOPMIICHHOTO 3aKITFOUCHUS OJIMH 30,0
JIOKYMEHT
70 | KOPPEKTUPOBKA B PEECTPaxX yUeTa JaHHBIX O BHINOJIHEHUU OIVIH 40,0
0053aTeTILCTB MO JOTOBOPY M OKAa3aHUIO YCIYT'H MPOBEPKHU JOKYMEHT
TEKCTOBOI'O JJOKYMEHTAa Ha HAJIMUKE 3aMMCTBOBAHUMN U3
JIOKYMEHTOB B cocTaBe Jb
71 COCTaBJICHHE JIOTIOJTHEHUS K 3aKJIFOUEHHUIO TI0 Pe3yJIbTaTy OJIHO MUCHBMO 120,0
OKa3aHMs IPOBEPKHU TEKCTOBOT'O JIOKYMEHTA Ha HAJTMUUE
3aMMCTBOBAaHUU W3 TOKYMEHTOB B cocTaBe Db
72 | cOop 1 00pabOTKa CTATUCTUYECKHX JAHHBIX IO MTPOEKTaM OJIMH 3a11poc 240,0
73 ¢ ucnoJsipbzoBanueM OP u Ob
74 | mpoBeneHUE MPOBEPKHU KadecTBa (aiiinos B Ob o/IvH (hain 40,0
75 3arpyska (aitnoB ans BkiItoueHus B Db ¢ mpocTaHoBKoOH onuH (ain 30,0
IIpU3HAKa JOCTyIa
76 | pe3epBHOE KonupoBaHue PaitnoB Ob OZIHO 60,0
KOIMUPOBAHUE

2.19. Oka3zanme ycJayr yjajeHHbIM 0Jb30BaTeIsIM, B TOM YHCJIe YNTATEJIIM ONOJINOTEKH,

NOCPe/ICTBOM OHJIAIiHOBBIX AaBTOMAaTH3HPOBaHHbIX cepBHucoB (OaAC)

Taoauna 41
N n/n HaumenoBanue npouecca, onepauuu. CocraB paboTsl Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
1 TeneQOHHbIE KOHCYJIbTALlMU 10 OpPraHU3alMOHHBIM OJIMH 3BOHOK 30,0
BOMpocaM 0(hOpMIIEHUS U MPEIOCTABIECHUS YCIYT Yepe3
OnAC
2 COCTaBJICHHE COOOIICHHI B OTBET HA AJNEKTPOHHBIC MUChMa OJIHO 180,0
nosib3oBareneit OnAC cooOuieHne
3 nepeHanpaBjieHue coOOIIEeHHH B MoIpa3ieeHue, OJIHO 15,0
OTBETCTBEHHOE 3a OKa3aHue KOHKpeTHOH ycimyru B OnAC coo0IIeHne
4 KOHTPOJIb U 00pab0TKa NOJTy4eHHBIX 3aKa30B B ONAC OJIMH 3aKa3 20,0
5 npoBepka 3aka3oB B OTAC Ha COOTBETCTBHE MPAaBHIIAM OJIVH 3aKa3 30,0
IIPEIOCTABIICHUS YCIYT
6 KOHTPOJIb 32 MOCTYIUIEHUSIMU CPEJICTB MO OIUIAYE€HHBIM OJIHA yciIyra 60,0
3aka3zaM B OnAC
7 KOPPEKTHPOBKA CTAaTyca 3aKa3a, 3aKpbITHE 3aKa30B OJIMH 3aKa3 30,0
8 MTOATOTOBKA aKTa CBEPKM 34 OTYETHBIN MTEPUOJ O OIVIH 60,0
MIOCTYIUIEHUSX CPEJCTB M0 OIIa4eHHbIM 3aka3aMm B OnAC JOKYMEHT
9 MOJIITMCAHUE CBOJIHBIX OTUYETHBIX TOKYMEHTOB OINH 300,0
JOKYMEHT
10 | dbopMupoBaHue Makera JOKYMEHTOB ISl HAIIPaBJICHUS OJIMH ITAKET 30,0
IIOYTOBBIM OTIPABICHUEM
11 (hopMHUpOBaHKE €KETHEBHOTO OTYETA O HOBBIX 3aKa3ax U OJWH OTYET 60,0
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BbINOJHEHUH yciyTr B OnAC

12 (hopMHUPOBaHKME UTOTOBBIX OTYETOB O pe3yjIbTaTax paboThI OJWH OTYET 1500,0
10 MIPOEKTY, C ACTATU3ALMEN 110 KaXKJI0U OTAEIbHON
yciyre
Perucrpanus nosnp3oBaTeneil B pexuMe OHJIANH:

13 | mpoBepKa 3amucy MOIb30BaTENSI B OUOINOTEKY OJIMH 1,0

M0JIb30BaTENb

14 | obpaboTka u BBOA (haMWIINU, UMEHH, OTYECTBA OJIMH 2,5

M0JIB30BATENS U aJipeca ero 3JIeKTPOHHON MOYTHI AIIEKTPOHHBIN
bopmysip

15 COCTABJICHHE MMMCbMA C YKa3aHUEM JIOTHHA U OJIHO 2,5
CT€HEPUPOBAHHOT'O CUCTEMOMN MApOJIsl, IPUKPEIIICHUE JJEKTPOHHOE
WHCTPYKLMHU MOJIb30BaHUS M OTIIPABKA €ro 110 MUCHEMO

AJICKTPOHHOM MOYTE MOJIH30BATEIIO
OO6cnykMBaHUe NOJIb30BaTENel B PEKMME OHJIANH:

16 | Beirpy3ka u3 OnAC OTYETHBIX JaHHBIX 3a OIPEJIECTICHHbII oZMH (haiin 5,0
1IepUOJI BpEMEHH
17 | pa3melieHre HOBBIX MOCTYIICHUM IOKYMEHTOB Ha caiiTe o/lMH (haiin 1,5

OMOIMOTEKH: CO3aHKe 3aroI0OBKa aHHOTALIUH;
npuKperuieHue (ainos

18 pacchlIKa MO 3JIEKTPOHHOM MOYTE YAAJICHHBIM OIHO 1,5
I0JIB30BATEIISIM HHPOPMAITMOHHBIX COOOIICHUI 3JIEKTPOHHOE
MUCHEMO
19 | uHGOPMAIIMOHHOE COTIPOBOXKICHHUE CaiTa, opTajia u OIHO 1,5
CTPaHMI] B COIIMAIIBHBIX CETSIX: CO3/IaHHUE 3ar0JI0BKa coo0rIeHne

aHHOTAIlMU; IPUKperieHne ¢aiina(oB)

3. TI/lHOBble OTpaC.HeBble HOle)l prna Ha paﬁoTbl, BLBINNOJIHACMBIC B Cﬂelll/[aﬂl/l3l/[p0BaHHle
OMOJIMoTEeKAX IJIs1 MHBAJIU/IOB 10 3PEHUI0

Hopwmbr Tpyna pa3paboTaHbl Ha OCHOBHBIE BHJBI pabOT, BBITOJIHSAEMBIX B CIICIUAIN3APOBAHHBIX
O6ubnuorekax Uil HWHBAIMAOB 10 3pPEHUIO: KOMIUIEKTOBaHME M ydeT OubnmoreyHoro (oHJa;
6ubanoreyHast o0paboTKa JOKYMEHTOB; OpraHU3allis U BEJACHHUE KaTaloroB, popmMupoBaHue 0a3 TaHHBIX,
B TOM uMcie 0a3 JaHHBIX 3BYKOBBIX (hailnoB; paboTa ¢ (GOHIOM M OOecleyeHue ero COXPaHHOCTH;
CTallMOHAPHOE W BHECTALIMOHAPHOE OOCIYy)KMBaHWE TIOJNH30BATENIEH; MaccoBasi, CIpaBOYHAs U
uHpOpMallMOHHAs paboTa; HayyHO-METOJHMYECKas W pelaKUMOHHO-U3JaTeNbcKas paboTa; BBITYCK
MaJIOTHPAKHBIX M3/IaHUH CHIETIaIbHBIX ()OPMATOB.

[Ipu BbImonHeHMH pabOT CIAOOBUIAMIMMU M HE3PSYMMHU  CIEHUAINCTAMHU  JIEUCTBYIOT
MOTPaBOYHbIE KOAGDUITMESHTHI: s CIIa00BUIAIINX - 1,5; mys He3pssuux - 2,0.

3.1. KomniiekroBanue 6M0,140T€4HOr0 (poHIa

Taoauua 42
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboTh Enununa Hopma
U3MEpeHus BpPEMEHH,
MUH.
1 2 3 4
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Tekymiee kommIeKToBaHUe OMOIMOTEUHOTO (hOH !

IIPOCMOTP KHUTOU3AATENbCKON M KHUTOTOPTOBOM
nH(popManuy (aHHOTUPOBAHHBIX TUIAHOB BBIITYCKa
JUTEpaTyphl, IPOCIEKTOB, CATOB U3AATENbCTB U
M3JIAI0IUX OpraHu3aiuil)

OJIHA TTO3UIUS

0,5

OIpeZIeJICHUE TEMbI U BHJIAa JOKYMEHTA, TTO/JIekKAIETO
0TOOpY, BEISICHEHHE HEOOXOIUMOCTH MTPHOOPETEHUS,
CBEpKa C 3JICKTPOHHBIM KaTaJIOTOM

OJINH
JOKYMEHT

6,0

OHpeI[eJ'IeHI/IC OK3CMINIIPHOCTH 3dKa3a:

OJIHA TTO3UIUS

(O8]

JUISL TTIOApa3IeJICHUI

1,0

N

UL OMOJIMOTEKY B LIETIOM

2,0

oopmIleHHE 3aKa3a: COCTABICHUE IOTOBOPa, 0hOpMIICHHE
MPUIIOKECHHUS K JOTOBOPY; YKa3aHHE IK3EMIUISIPHOCTH,
CTOMMOCTH 3aKa3a; COCTABJICHUE TEXHUYECKOTO 3aJ[aHHs

OJJWH 3aKa3

45,0

MOJIrOTOBKA K ITPOBECHUIO TOPTOB: COCTABICHUE CIIMCKA
TpeOOBaHUH K y9aCTHUKAM KOHKYpCAa; OMOBEICHHUE
YYaCTHHUKOB KOHKYpCa O CpOKE MPOBEICHMSI; HallCaHue,
perucrpanms 1 pacchbuika MCbMa B U3/1aTeNbCTBA U
U3Jal0IIKe OpraHu3aluu

oJHa
nporeaypa

200,0

PaboTa B aBTOMaTH3MPOBAaHHOM pPEKHUME:

BBOJ] 3aKa3a TEKYIIET0 KOMILJIEKTOBaHUS B 0a3y TaHHBIX
aBromatusupoBanHoi cuctemsl (bl AC); ykazanue
AK3EMILIIPHOCTH 3aKa3a, paclpeesieHUe Mo CTPYKTYPHBIM
110/1pa3IeJICHUSIM

OAHO Ha3BaHHC

3,0

penaktupoBanue BBeneHHBIX B B/] AC cBenenuii o 3akase;
BBIBOJ] Ha 3KPaH; BHECEHNE U3MEHEHUN

OJJHO Ha3BaHHC

6,0

BBIBOJl HAa TIPUHTEP AAHHBIX TCKYIIECTO KOMIIJICKTOBAHM,
pacrieyaTKa

OJJHO Ha3BaHHC

1,0

BC)IGHI/IG KapTOTCKU TCKYIICTO KOMITJICKTOBAHU A

10

COCTAaBJICHUC KAPTOUKHU; YKA3aHUC aABTOPA, 3arjlaBus,
BBIXOJHBIX JaHHBIX, HCTOYHUKA KOMIIJICKTOBaHUA

OHa KapTO4Ka

3,0

11

pa3pe3Ka U3AaTCJIbCKUX IJIaHOB, paClICYaTOK JJId
KapTOTCKU TCKYILICTO KOMIIJICKTOBAHUSA,; HAKJICUBAHNEC Ha
KaTaJIOKHBIC KaAPTOYKHU

OHa KapTO4Ka

2,0

12

mo100pKa KapTouek 1o angaBUTy; pacCCTAaHOBKA B
KapTOTEeKY TEKYIIEro KOMIUIEKTOBAHHUS

0JlHa KapTO4Ka

1,0

OdopmiieHre MOIMMCKN HA IEPUOINICCKIEC U3IaHMUS:

13

pocMoTp Kartanoros "Pocneuatu"; or00p nepuoanueckux
W3IAHUM U1 TOAIUCKU

OJTHA TTO3UILINA

0,5

14

cOOp 3asBOK JJIsl HOJMUCKU OT CTPYKTYPHBIX
MOpa3/IeJICHUI

OJlHA 3asBKa

1,0

15

ohopmIIeHHE 3aKa3a Ha MMOIHCKY; MOJCYET CTOMMOCTH
MOJIMTUCKH C YYETOM JIOCTaBKH; COCTaBJIEHUE JIOTOBOPA,
odopMmIIeHHEe TPUIIOKEHUS K JOTOBOPY

OJIVH 3aKa3

300,0

16

COCTABJICHHE PETUCTPALIMOHHON KAPTOUKH AJI KApTOTEKU
MePUOINYECKUX U3/IaHHN; YKa3aHue WHJEKca, To/1a,
MEPUOIUYHOCTH, HICTOYHUKA MOCTYIUIEHUS], CTPYKTYPHOT'O
TTOApa3ACIICHHS

OHa KapTO4YKa

6,0

PaboTa B aBTOMaTH3MPOBAaHHOM PEKHUME:
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17 | BBOA 3aKka3a Ha nepuoanyeckue nzganus B b1 AC 0JIHa KapTO4Ka 3,0
18 KOPPEKTHUPOBKA 3aKa3a; BbIBOJ] HA SKPaH CIIMCKa OJIHa TIOIpaBKa 0,3
MEPUOINYECKUX U3/IaHNI; BHECEHUE N3MEHEHUN
JlokomIuIeKTOBaHHE OMOJIMOTEYHOTO (POH/IA:
19 | npuem 3asBOK Ha MPUOOPETEHUE TOKYMEHTOB OT OJlHa 3asiBKa 3,0
CTPYKTYPHBIX IOJIpa3IeIICHUI
20 cocTaByieHHe OuOIMorpadUuecKor 3anrucH; yKa3zaHue OJIHA KapTOYKa 3,0
KOJIMYECTBA K3EMILISIPOB U CUTJIOB MOAPa3/IeICHUN
21 BKJIFOYEHUE 3a8BKU B KAPTOTEKY JOKOMIUIEKTOBAHUS OJIHA KapTOYKa 0,3
22 | IpOoCMOTp KapTOTEKU HEYOBIETBOPEHHOIO CIIPOCa; OJIMH 2,0
aHaJIM3 0TKa3a JUIs BBISIBJICHHUS OTCYTCTBYIOIIMX JOKYMEHT
JIOKYMEHTOB; BKIIFOUUTH UX B KAPTOTEKY
JTIOKOMITJIEKTOBaHUS
CocTaBiieHHE ONIEpaTUBHOIO IJIaHA KOMIIJIEKTOBAHMSI:
23 onpe/ieleHUe KOJTMYECTBEHHBIX TTOKa3aTelie o0bema OJIVH IJIaHAa 1200,0
¢doHaa (mocTyIuIeHNe, BEIOBITHE), OTPACIEBOTO COCTABA,
VMCTOYHUKOB MOCTYIICHUS, CMETHI PACX0JIOB
Odopmienue niaaHa KOMILUIEKTOBaHUS B hopMe:
24 TaOJIHIL oJiHa Tabiuna 5,0
25 KapTOTEKU 0JIHA KapTOYKa 3,0
PaboTa B aBTOMaTH3MPOBAaHHOM PEKHUME:
26 BBOJI, I1aHa KomiuiekToBanus B bJ] AC OJIVH IJ1aH 30,0-
120,0
27 | koppektupoBka bJl; BBIBOJ Ha SKpaH; BHECCHHE OJlHA TIOTIPaBKa 0,3
W3MEHECHUU
3.2. [Ipuem, BbIOBITHE M y4eT JOKYMEHTOB
Tadimua 43
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
[IpueM nocTynuBIMIKMX JOKYMEHTOB:
1 MpueM JOKYMEHTOB IO COMIPOBOIUTENHHBIM IOKYMEHTaM OJlHa TapTus 5,0
(HaxmagHasi, akT); MOAOOpKa TOKYMEHTOB IO KOMILJIEKTaM,
angaBUTy aBTOPOB U 3arjaBUi, YKCIICTUIIMOHHBIM
HOMEpaMm; CBEpPKa C COMPOBOUTEIBHBIM IOKYMEHTOM;
MIPOCTaBJIEHHE LIEHBI HA JOKYMEHTE, MOJICYET YKCclia
HK3EMIUISIPOB, OOIIYI0 CTOMMOCTb
[Iprem 1oKyMeHTOB 6€3 COMPOBOAUTEIBHBIX TOKYMEHTOB:
2 noI00pKa JOKYMEHTOB 110 KOMIUIEKTaM, ajpaBUTy OIVH 10,0
aBTOPOB M 3arjaBuil; IPOBEJCHNUE OIIEHKY JOKYMEHTOB JTOKYMEHT
3 COCTABJICHHME AKTa HA IPUEM JIOKYMEHTOB OJIMH aKT 5,0
4 IIPOCTaBJICHHUE LITEMIIENS HA TUTYJIBHOM JIMCTE U Ha 17-11 OIVH 0,6
CTpaHUIIe JOKYMEHTa Ha OyMa)XHOM HOCHUTEJIE, KaKIOM JOKYMEHT
KOHTEHepe "roBopsiliel" KHUTM Ha KacceTax,
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KOHTeWHepax (pien-kapT, ONTHYECKUX M KECTKHUX JIUCKOB
CBepka MOCTYNHUBIIMX JOKYMEHTOB C KapTOTEKOMH
TEKYIIEro KOMIIJIEKTOBaHMSI:

5 CBEpKa MOCTYMUBIIIETO JOKYMEHTA C KAPTOUKOH U3 OJIHA KapTOYKa 1,0
KapTOTEKH TEKYIIET0 KOMIJIEKTOBAHUS; IIOUCK KapTOUKH,
BBITIOJTHEHNE HAa KAPTOUKE OTMETOK

6 YCTAHOBJICHUE KapTOUKH 32 pa3AeIUTeNb "'BbhIOJIHEHHbIE 0JIHA KapTOYKa 0,5
3aKa3bl"
PaGota B aBTOMaTU3MPOBAHHOM PEXKHUME:

7 co3nanue B bJ] AC 3anucu o HOBOW OpraHu3aluu- 0JIHA 3aITUCh 2,0
MIOCTABIIIUKE

8 nouck 3anucu B B[ "3aka3"; BHeceHne OTMETOK O 0JIHA 3aIUCh 0,6
BBHITIOJTHEHUH 3aKa3a

9 MpOBEpKa Ha yOIETHOCTh MOCTYNHUBIINX JOKYMEHTOB B OJINH 2,0
b AC JIOKYMEHT

10 | peructpauus HOBbIX noctyrieHuil B B[ AC OJIUH 3,0

JIOKYMEHT

11 MOJNKCKA Ha IPOAOJDKAIOIINECS U3JaHNs; BBIIIOJIHEHUE B | OJIHO Ha3BaHUE 2,0
PETUCTPAIMOHHOM KapTOUKe OMOIMOTEYHBIX OTMETOK

12 | koppektupoBka 3anuceii B bJ{ AC; BbIBOA 3anucu Ha OJIHa IIOIIpaBKa 0,3
SKpaH; BHECEHUE N3MECHEHU I
[Ipuem u peructpanus *KypHaJIOB U razer:

13 | nonbopka xKypHaJIOB U razer 1o ajagpaBuTy Ha3BaHUI; OJIUH 1,0
MOMCK PETrUCTPAIIMIOHHON KapTOUYKH B KApPTOTEKE JOKYMEHT
MOJNKCHBIX NEPUOANYECKUX U3AaHUI; OTMETKA HOMEDPA,
JIaThl MOTYYEHUs] JOKYMEHTA

14 | mpocTaBieHHe HITEMIIENS Ha KypHaJe, Tra3eTe OIVIH 0,5

JOKYMEHT

Pabota B aBTOMaTU3MpOBAaHHOM PEXKHUME:

15 OTMETKA O PErUCTPALMH NIEPUOAUYECKUX U3aHUN B b/] OJHA 3aIUCh 0,5
AC (HOMep, KOJIMYECTBO IK3EMILISPOB, OTJIEN XPAHEHNUS)
BeneHne KHUIM CyMMapHOTO y4era:

16 BBIJICJICHHUE IOKYMEHTOB I10 BUaM, OTPACIIAM 3HAHUS, OJIHA NapTus 10,0
MOJICYET YHUCJIa JOKYMEHTOB; 3aIIUCh PE3yJIbTaTOB
M0JICUEeTa 110 YCTAaHOBJIEHHON (hopMe B KHUTE€ CYMMapHOTO
yuera (KCY)

17 MOJCYET MOCTPAHUYHO N0 MOo3UIUsAM JaHHbIX KCVY; OJIHA TTO3UITH 2,0
MIEpEHECEHNE UTOTH Ha CIIEIYIONIYIO CTPAHUILY

18 | cBepka (pMHAHCOBBIX JOKYMEHTOB OT/IeNa C (PMHAHCOBBIMU OIVH 2,0
JIOKYMEHTaMU OyXrajtepuu JIOKYMEHT

19 | odopmiieHHE CONPOBOAUTENBHBIX TOKYMEHTOB OIVH 15,0
(HakmagHas!, aKT) JJIA Tepefadn B OyXraaTepHro JIOKYMEHT
PaboTa B aBTOMaTH3MPOBAHHOM pPEXKHUME:

20 | BBog craructudeckux nanHbpix KCY B B/ AC (roa, Homep OJIHA TapTHUs 6,0
KCYV, HoMEp cOnpOBOANTENBHOIO JOKYMEHTA, HUCTOUHUK
KOMIUIEKTOBAHMSI, UCTOYHUK (PMHAHCUPOBAHUS, UUCIIO
Ha3BaHUM, YKCIIO IK3EMIUISIPOB, TUIT U3/IaHUN, CyMMa)

21 pacneuatka KCVY Ha npunrepe OJIHA CTpaHuLA 1,0
Benenve nHBEHTapHOM KHUTH:
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22

oopmMieHre MTHBEHTAPHOW KHUTH; HyMEpalus CTPaHHII,
IIPOCTaBJICHUE HOMEPA B MHBEHTAapPHON KHUT'E

OJIHA CTpaHUIA

1,0

23

3aMmch JOKYMEHTOB 10 YCTaHOBJICHHOH opme B
WHBEHTAPHYIO KHUTY; BHECEHHE OUOIMorpaduuecKux
CBEJICHMIA Ha HOBBIC TIOCTYILJICHUS; TPOCTABJICHUE
WHBEHTAPHOTO HOMEpa Ha JOKYMEHTE,
UICHTH(PHUKAITMOHHOTO (CHCTEMHOT0) HOMEpa Ha KeCTKOM
JIACKE

OJWH
JOKYMCEHT

10,0

PaboTa B aBTOMaTH3MPOBAHHOM PEXKHME:

24

co3manue onbarorpadguuecKoil 3anucy Ha OCTYITHBIITHIA
nokyMeHT B "MuBentapHoi kaure" bl AC

OJWH
JOKYMCHT

15,0

25

pacreyaTka MHBEHTAPHOM KHUI'M Ha IPUHTEPE

OJTHA CTpaHHUIA

1,0

BrIObITHE TOKYMEHTOB:

26

COCTaBJICHHUEC I'OJO0BOI'O I1JIaHa Ha BI)I6I)ITI/I6; YKa3aHue
KBapTaJia, HOApa3aCcJICHUA, BUId JOKYMCHTOB, KOJIUYCCTBO

OJHH ITJIaH

2160,0

CocraBiieHre aKTOB CITMCAHUS:

27

npueM GopMyIIsIpOB, CIIMCKOB BBIOBIBIINX JOKYMEHTOB OT
CTPYKTYPHBIX ITOAPA3ACICHAN; PETUCTPALMS aKTa

OJHH aKT

10,0

28

MOKCK 110 MHBEHTAPHOMY HOMepy Oubmorpadudeckoit
3aIlMCH B AJIEKTPOHHOM KaTaJlore; ONpeesieHIe
KOd(pHIIMEHTA LIEHBI, F0J1a IOCTYIUICHUS U BHECCHUE JIJIS
CIIMCAHMsI TOTIOJTHEHHI B OnOInorpaduueckyro 3ammch

OJHa 3aIIiCh

0,5

29

IIPY OTCYTCTBUU 3aITUCH B JICKTPOHHOM KaTaJIOTe
BBEJICHHUE BCeX s (hopMupoBaHus Oubanorpaduueckoi
3aIMCH CBEJICHUH ¢ (OpMyIIsipa WM U3 CIIHCKA aKTa

OJJHa 3a1ucChb

3,0

30

BHECEHHUE 3aIIMCHU B aKTE CIIMCAHUS K HHBEHTapHOMY
HOMEPY JOKYMEHTa HOMEPa BBHIOBIBIICH KHUTH U3
KOMIUIEKTa pelbe)HO-TOUYEHUHOTO TOKYMEHTA

OJJHa 3aI1ucChb

0,2

31

MIPOBEpPKa WHBEHTAPHBIX HOMEPOB, I'0J1a TOCTYIUICHUS,
Kod(duIlMeHTa IeHbI BBIOBIBIIETO JOKYMEHTA

OJJHa 3a11ucCh

3,0

32

pacrieuaTka CIUCKa BBIOBIBIIMX JOKYMEHTOB B
andaBUTHOM TOPSAKE AJS yJAIECHUS HHBEHTAPHBIX
HOMEPOB M U3BSITHSI KAPTOUEK U3 CHCTEMBI KAPTOYHBIX
KaTaJIoroB OMOIHNOTEKH

OJJHa 3a11ucCh

3,0

33

3aMuch O BHIOBIBIIMX U3 IEHCTBYIOIIUX (POHIOB
O6UOIMOTEKH JJOKYMEHTaX B COOTBETCTBYIOIIUX Ipadax 2-i
gactu KCVY (nara, Homep akTa, KOJIMYECTBO, CYMMa,
coJiepKaHue, MPUYUHBI BBIOBITHS)

OJJHa 3a11ucCh

3,0

34

WCKJIFOYCHHE IOKYMEHTA T10 aKTy U3 YUYETHBIX popM
(MHBEHTApPHOU KHUTH)

OJIUH
JOKYMEHT

4,0

35

MOTaNICHHEe NHBEHTAPHOTO HOMEpa M IMITEMIIEIIs
OMOIMOTEKH HA TOKYMEHTE

OJIUH
JOKYMEHT

0,5

36

IIOAIINBKA aKTOB

OJWH aKT

0,5

I[Ipumeuyanue: mpu paboTe C [MOKYMEHTaMH Ha WHOCTPAHHBIX S3bIKaX K HOPME BPEMEHU
MPUMEHSETCS MOBBITIArONTNH KodhdummenT 1,2.
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Tabauna 44
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MepeHus BpPEMEHH,
MUH.

1 2 3 4
ITpuemM 10OKyMEHTOB:

1 IIPUEM MAPTHU JOKYMEHTOB; IPOBEPKA SK3EMILIIPHOCTH OJlHa MapTus 5,0
10 COIIPOBOAUTEILHOMY JIOKYMEHTY; 3aIIUCh B KHUTE
yuera

2 IIOAITOTOBKA JOKYMEHTOB K MHAEKCUPOBAHUIO U BBOJY B OJIUH 0,7
3JIEKTPOHHBIN KaTajor JOKYMEHT

3 IIPOCMOTP U BBISBICHUE aHAJIOTMYHBIX U3/IaHUW HA APYTMX | OJIHA 3aIUCh 0,2
BUJIAX HOCUTEJIEH B JIEKTPOHHOM KaTajore

4 IIPOCMOTP AOKYMEHTOB Ha HHOCTPAHHBIX U HAllMOHAIbHBIX OIVIH 30,0
A3bIKAX; IEPEBOJ JUIs ONMCAHMsI CBEACHUIN HA PYCCKUIM JOKYMEHT
SI3BIK
dopmupoBaHre OUOIMOrpaPUIECKO 3arucu
PexaTtanoruzanus:

5 CBEpKa KapTOUeK C JIOKYMEHTOM; UCIIPaBJIEHUE CTAPOro OJlHa KapTOyKa 7,0
OouborpadguuecKoro OMMcaHus; COCTaBICHIE HOBOTO
OIMCaHMsL; IepeHeceHne mudpa, THBEHTaPHOTO HOMEPA,
OMOIMOTEYHON TOMETKH
CucremaTu3anus J0KyMEHTOB:

6 CHUCTEMAaTH3alMsl TOKYMEHTOB C HCIIOJIb30BaHUEM OJIMH 2,0
MEeYaTHOM KapTOYKH WJIM aHaJiora Ha IpyroM BUJE JIOKYMEHT
HOCHUTEJIS; IPOBEPKa COOTBETCTBUS MHJEKCOB TabIHIIaM
KJIacCU(PUKALIMH, IPUHATHIM B OMOJIMOTEKE; MPOCTaBICHUE
MHJEKCa Ha JOKYMEHTE

7 CUCTEMaTHU3alUs JOKYMEHTOB IIPH OTCYTCTBHUH I1€YAaTHON OIVIH 10,0
KAapTOUYKH MJIM aHAJora Ha JPYrOM BUIE HOCUTES; JOKYMEHT
MIPOCMOTP ITUKETKU U3JaHMsI, IPOCTYIIMBAHNE KACCETHI /
aucka / ien-kapThl; YTeHHE CBEICHUH, HallMCaHHBIE
penbepHO-TOYEUHBIM IPUPTOM, AJI1 yTOUHEHUS aBTOpa,
Ha3BaHMsI, BBIXOAHBIX JAHHBIX, COAEPIKAHUS; ONIPEEIICHNE
MHJeKca 1Mo Tabauiam KinaccuuKaluy, IPUHATHIM B
O6ubIMoTEKe, MPOCTABICHNE MHCKCA HA JIOKYMEHTE

8 OITpEJIEIICHNE aBTOPCKOTO 3HAKA IOKYMEHTA 10 aBTOPCKUM OJIVH 0,2
TabauIam JOKYMEHT

9 IIPOBEPKA IPABUIBHOCTH U UCIIPABIICHUE OIVIH 3,0
KJ1acCU()MKALMOHHOTO MH/IEKCA U aBTOPCKOTO 3HAKa, JOKYMEHT
YKa3aHHBIX HA TUKETKE "TOBOPAIIEH' KHUTH

10 | onpeneneHne MHAEKCOB IPOU3BENECHUN, 3alIUCAHHBIX Ha onHa rer- 5,0
¢nem-kapte (o1 4 10 8 Ha3BaHUM), 1151 POPMUPOBAHUS KapTa
KaTaJIOXKHOTO Hndpa

11 ornpezeneHue gopmara, KOJIHMuecTBa OpailieBCKuX 1 OJIHO Ha3BaHUe 5,0
IJIOCKOIIEYATHBIX JIUCTOB, XapakTepa NPUII0KEHUH,
penbedHO-TOUCYHBIX U3JIAHUN U pelibepHO-TpadhUIECKUX
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nocooum

12

OIIpECIICHUE U NIEPEUNCIICHHE MAaTEPHAJIOB,
HCIIOJIb30BAaHHBIX IPU CO3JaHUN TaKTHIIBHBIX
PYKOJENbHBIX U3IaHNI; IEPECYET KOJIUYECTBA CTPAHULL,
IIPUJIOXKEHUH, BBISIBIIEHUE IPYTUX XapaKTEPHBIX
0c00EHHOCTEH JOKYMEHTOB

OJHO Ha3BaHHC

5,0

13

IepecyeT NPUIIOKEHHUM, BBIIBIICHUE IPYTUX XapaKTEPHBIX
0c00EHHOCTEH MIIOCKONEYaTHOro JOKYMEHTa

OJHO Ha3BaHHC

3,0

HpeI[MeTI/I?)aI_[I/IH JOKYMCHTOB!

14

MIpEeIMETHU3aLHs JOKYMEHTOB C HCIIOJIb30BaHHEM PYOPHK
Ie4aTHON KapTOUKU; IPOBEPKA COOTBETCTBUS PyOPUKH
[I€YaTHON KapTOYKH NPEAMETHOMY KaTajory

OJHO Ha3BaHHC

3,0

15

MPEIMETU3AIUS JOKYMEHTOB ITPU OTCYTCTBUY IT€YaTHOM
KapTOYKH; 03HAKOMJICHHE C JOKYMEHTOM, OTIpe/IeTICHHE
pyOpuKu

OAHO Ha3BaHHC

6,0

16

COCTaBIJICHHE HOBBIX MPEIMETHBIX PYOPHK U MOIPYOPHK;
NepEHECCHNE Ha KapTOYKH CIIy)KeOHOH KapTOTEKH

0JlHa KapTO4Ka

2,0

17

penakTUpOBaHKUE MPEIMETHOW PYOPHKH; IIPOBEPKa
MPaBWJIBHOCTH MPEAMETHON pyOpPHKH, TOYHOCTH
HaIMCaHUs

0JlHa KapTo4Ka

1,0

IIpumeyanue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MTOBBIIIAIOIINE KO UITCHTHI:
- IpU COCTaBJIeHUU OMOIMOrpauyeckoro OMMCaHUS HAa JOKYMEHTE, Ha TUTYJIbHOM JIUCTE, Ha

KOTOPBIX YaCTUIHO OTCYTCTBYIOT JaHHBIE JIJIsi Oubnurorpaduueckoit 3anucu - 1,2;

- pu 6uOIMOTEYHOM 00paboTKE HOTHBIX U3JaHuH - 1,5;
- IpH paboTe C TOKyMEHTaMU Ha MHOCTPAHHBIX s3bIKax - 1,2.

3.4. Opranu3anusi ¥ BeJleHHe KaTajJoroB

Tabauua 45
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
Opranu3zanys an@aBUTHBIX KaTalOTOB (IJIOCKOMEYaTHBIX
KHWT, HOT, TPaAMIJIACTHHOK):
1 moa0opKa KapTouek 1o andaBuTy (haMuIuii aBTOPOB UITH OJlHa KapTOYKa 0,2
3ariaBUil ISl paCCTAaHOBKHU
2 paccTaHoOBKa MPeIBAPUTENHHO MOJOOPAHHBIX KapTOUEK 0JIHA KapTOYKa 0,3
3 peIaKTUPOBAHKE KaTajlora; MpoBEpPKa pacCTaHOBKHU OJIHA KapTOYKa 0,5
KapTOUeK, MPaBUILHOCTU JOOABOUHBIX U CCHUIOYHBIX
KapTo4eK, UCIpaBJIeHNE OMIMOOK
4 HamucaHue pa3JeuTeNs s KaTanora, ykazanue OyKBbl, OJINH 0,6
ciora pa3zenuTenb
5 paccTaHOBKa pa3jieiuTenell B KaTauore; moadopka OJINH 0,3
pazaenurens no andaBUTy; TOUCK MECTa pa3IeIUTeNs; pasaenuTenb
MIPOCTABJICHHUE PA3ACIUTEIS
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6 MIPOBEPKA PACCTAHOBKH Pa3IeIUTEIICH; UCTIPABIICHUE OJIMH 0,3
o1nO0K pa3zenuTenb
OpraHM3alys CUCTEMaTHYECKOIo Karajgora
IJIOCKONEYATHBIX KHUT

7 110100pKa KapToUueK 110 UHJEKCaM, BHYTPH pa3/elia 1o 0JlHa KapTO4Ka 0,3
andasuty dpamMuInii aBTOPOB WX 3arIaBHM IS
paccTaHOBKH

8 paccTaHOBKA MPEBAPUTENILHO MOTOOPAHHBIX KAPTOUEK 0JIHa KapTO4Ka 0,3

9 peIaKTUPOBAHUE KATaJIOTa; MPOBEPKa MPABUIIBHOCTH 0JlHa KapTOYKa 1,0
HAIIOJIHEHUS Pa3/IeoB KaTajora o Colep>KaHulo,

WHJICKCAI[MN U PACCTaHOBKE, UCIPaBIICHUE OMIHMOOK

10 | pexnaccuduKaiys Karaiaora; UCIpaBIeHUE HHICKCOB, 0JIHa KapTO4Ka 6,0
BHECEHUE HCIPaBJICHU B adaBUTHBIN KaTaaor

11 HAaIlUCAHME pa3/IeIUTeNs I KaTajlora; yKa3aHue OIVIH 0,5
HAaUMEHOBAHMSI pa3jiesna, moapa3aena i HHbIX pa3enuTenb
pasaenuTenei

12 paccTaHOBKA pa3/eUTENCH B KaTajior; Moa00pKa 1o OVH 0,3
MHJIEKCaM, TIOMCK MECTa, MOCTAHOBKA Pa3ieJInTeNs pa3JenuTenb

13 MPOBEpPKa PaCCTAaHOBKHU pa3/IeIUTENICH, UCTIPaBICHUE OJVH 0,3
OIHO0K pazenuTenb
Opranu3zaiys CUCTeMaTUYECKUX KaTanoroB (''roBopsmux"

U penbe(hHO-TOUCUHBIX KHUT, KHUT 110 MY3bIKE U HOTHBIM
W3JIaHKUAM Pelibe(PHO-TOYEUHOr0 MpHQTa):

14 | nonbopka kapTouek, oPOpPMIIEHHBIX ABYMs HIpudTaMu 0JIHA KapTO4Ka 1,0
(TIocKoneyaTHbIM U peabe(hHO-TOUEUHBIM), 110 HHIEKCAM,

BHYTpH pazjena mno andaButy ¢paMuinii aBTOPOB WK
3ariaBuil ISl paCCTaHOBKHU

15 | paccraHOBKa peaBAPUTENHHO MOAOOPAHHBIX KapTOUEK, OJIHA KapTOYKa 4,0
0(OPMIIEHHBIX IBYMs HIpHUPTAMU

16 | pemnakTupoBaHME KaTayora; IpoOBepKa MPaBUIbBHOCTU OJIHA KapTOYKa 0,5
HaIOJIHEHUS Pa3/IeJioB KaTajora o CoJIep>KaHulo,

WHJIEKCAIlMN U paCCTaHOBKE KapTOUYEK, UCIIPABIECHUE
(01115 (703

17 | pexnaccudukarys kaTaaora; UCIpaBlIeHUE HHIEKCOB, OJIHA KapTOYKa 6,0
BHECEHUE HCNPABJICHUI B aj(aBUTHBIN KaTajaor

18 HAIMCaHUE PA3IEIUTENS U KaTaJlora; yKa3aHue OIUH 1,0
HAaMMEHOBaHMsI pa3Jiena, oapasaena pa3zenuTenb

19 | paccraHOBKa pa3zaenuTesel B KaTauore; Noa0opka mo OJINH 0,3
MHJIEKCaM, TIOUCK MECTa, MOCTAHOBKA pa3esInTesl pazzenuTenb

20 | mpoBepKa pacCTaHOBKHU Pa3AeIUTENIE, NCIIPABICHHE OJINH 0,3
o1nO0K pa3zenuTenb
Pabota ¢ makeToM MI0CKONEYaTHOMN KaTaloXKHON
KapTOYKU:

21 MIPOYUTHIBAHUE HE3PSIUEMY PAOOTHUKY TEKCTa OJIHO Ha3BaHUE 12,0
IJIOCKONIEYaTHON KapTOYKH

22 BHECEHHE B MAKET IMJIOCKOIMEYATHOW KapTOUKH OJHO Ha3BaHME 12,0
o6ubnuorpaduyeckoit 3anMcu peabePpHO-TOUSUHBIM
mpuTOM

23 | mepeHeceHHe JaHHBIX O (ailyiax ¢ )KeCTKOro JHcKa Ha OJIHO Ha3BaHUE 4,0
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KaTaJIOKHBIC KaPTOYKHU

24 | penakTUpOBAaHKE JIEMEHTOB OMOIMOTrparUIecKOi 3amncH, OJIHA 3aIUCh 0,3
BBITTOJIHEHHOH pebe(hHO-TOUCUHBIM HIPUPTOM;
UCIpaBJIEHUE OMIHUOOK
Opranu3anys Tonorpau4eckoro Karajaora:

25 | noxbopka KapTOUYeK M0 CTPYKTYPHBIM MOIPA3ACIECHUSAM OJIHA KapTO4Ka 0,2
(otaenam-GOoHI0AEPIKATEIISIM )

26 | nonbopKa KapTOUYEK 110 MHBEHTAPHBIM HOMEpam OJIHA KapTOYKa 0,2

27 | paccTaHOBKa IIPEJIBAPUTENBHO M10100PAHHBIX KapTOUEK 0JIHa KapTOYKa 0,2

28 | perakTHpOBaHME KaTajuora; IpoBepKa NpaBUIbHOCTU 0JIHa KapTO4Ka 0,3
paccTaHOBKM KapTOYEK U Pa3JeuTeel; HCTIpaBlIeHHE
OLIMOKHU

29 | HanucaHue pa3aenuTeNis s KaTtajaora; moCTaHOBKA OJIH 0,3
paszenuTens B KaTajaor pa3enuTenb
W3bsTHE N3 KapTOUHBIX KaTaJaoroB (aagpaBUTHOTO,
CUCTEMAaTUYECKOr0, TONOrpa)uuecKoro) KapTouek Ha
UCKJIFOUYEHHbIE U3 OMOIMOTEeYHOro (POH 1A JOKYMEHTHI:

30 | perucTtpanus aKta Ha COMCAaHUE B KHUT'€ y4eTa OJIMH aKT 3,0

31 MTOWCK KapTOYKH (OCHOBHOM, T0OABOYHOM); 3aYepKUBAHUE | OJHA KAPTOUYKa 1,5
CIHMCHIBAEMOT'0 HHBEHTAPHOI'0 HOMEPa, MHBEHTapHOTO
HOMEpa CIHMCHIBAeMOI KHUTH M3 KOMIUIEKTa peinbedHO-
toueyHoro mpudra (PTUI) B cooTBeTCTBYIOIIEM
MHBEHTAaPHOM HOMEpE; yAaJIeHUE KapTOUKU

32 | moacYeT KOJMYECTBA U3BATHIX KAPTOUEK U3 CUCTEMBbI OJIHa KapTOYKa 0,9
KAapTOYHBIX KAaTAJIOTOB U KapTOTEK; 3aMKCh B KHUTY y4yeTa
IlepeagpecoBKa TOKYMEHTOB:

33 | peructpanus aKta nepejadr JOKyMEHTa B KHUTe yyeTa OJIVH aKT 3,0

34 | NOMCK KapTOYKH, UCIIPABIIEHUE MECTA XPaHEHUS OJIHA KapTOYKa 3,0
JJOKYMEHTA; BO3BpallleHuEe KapTOUYKHU B KaTaJIor
Texnuueckas 06paboTKa JOKYMEHTOB:

35 | HakJeMBaHHE KapMAIIKOB Ha JOKYMEHT Ha OyMa)KHOM OJIMH 1,0
HOCHTEJIE; HalMCAaHNE Ha KapMalllke HHBEHTapHOTO KapMariek
HOMEpA, MECTA XpPaHEHUs

36 | HanucaHMe MIM(pa HA OOJI0XKKE, TUTYJILHOM JINCTE OJIUH 0,8
JOKYMEHTA JOKYMEHT

37 | BJIOXeHHE KHIDKHOTO GopMyJisipa B KapMalleKk, KOHTeHHep OIVIH 0,1

bopmysip

38 IIPOBEpKa U UCHpaBiIeHHe MH(pa Ha ITUKETKAX OJUH 0,5
ayJMOBU3yaJIbHBIX JOKYMEHTOB Ha aHAJIOTOBBIX U JOKYMEHT
U (POBBIX HOCUTEISAX

39 | cocraBieHME MJIOCKONIEYaTHON 3TUKETKU HA OJINH 5,0
ayJIMOBHU3yaJIbHbIE JOKYMEHTbI Ha aHAJIOTOBBIX U JIOKYMEHT
UG POBBIX HOCUTEISX; MPOBEPKA 3aMHCH, UCIIPABICHHUE
olnOO0K; pacreyaTka

40 | moxOopKa JOKYMEHTOB [0 MECTY XpaHEHUS; Iepeiaya OIVH 1,0
JIOKYMEHTOB C KaTaJ0KHBIMHU KapTOUYKaMH U KHH>KHBIMH JIOKYMEHT
(dbopmyssipaMu B OTJIEINbI- (DOHJI0IepIKATEIH

41 OTMETKa B KHUTE y4eTa O Nepeaye NapTuu TOKYMEHTOB OJIHA TaApTHUs 3,0
Opranu3anus 1 BeCHHE 3JIEKTPOHHOI O KaTajora
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®opmupoBanue u BBoa B b/l AC 6ubnnorpaduueckux 0J1Ha 3aIllCh
3anucen
[limockoneyaTHpIX U3JaHUN:
42 | npu OTCYTCTBHM NEYATHOM KapTOUKHU U aHAJTOTUYHBIX 6,0
3alMCeN B JJIEKTPOHHOM Karajore
43 | Ipu HaTUMYKUK NI€YATHOM KapTOUYKHU WM aHAJIOTUYHBIX 4,0
3anucel B QJIGKTPOHHOM KaTajore
44 | mpu IOTIOJHUTENHHON paboTe ¢ aHHOTaKeH (ITOUCK 15,0
aHHoTaruu B "MHTEpHETE", pelakius aHHOTAITIH )
PenbedHO-TOUCUHBIX U3AAHUI:
45 0€e3 BBOJ1a aHHOTAIlUH 4,0
46 | mpu TONOJIHUTENHHON paboTe ¢ aHHOTALUEH 15,0
47 U3IaHUH Ha KacceTax 4,0
48 U3IaHUH HA ONTUYECKUX IUCKAX 5,0
49 | m3nanmii Ha Quieni-kapTax 15,0
50 C )KECTKOI'O JUCKa 35
51 | penpedHO-TpaduuecKkux nocoOui 7,0
52 TaKTUJIbHBIX PYKOJEIbHBIX U3IaHUN 25,0
53 COCTaBJICHUE aHAJIMTUYECKOM 3alMCH 0JIHA 3aITHCh 5,0
54 | pocnuch cofepxaHus COOPHUKOB, HalleuaTaHHBIX OJIMH COOPHHK 25,0
penbedHO-TOYSYHBIM MpHU(TOM
55 COCTaBJICHHUE JOOABOUYHBIX U CCHIJIOYHEIX OIMCAHUN OJIHO 1,0
OMKCaHUE
56 | pemaktupoBaHue OMOIMOrpadUUSCKUX 3aMUCEH; MPOBEpKa OJIHA 3aITUCh 1,0
ITPaBWJIBHOCTH 3JIEMEHTOB 3aIIMCEN; BHECEHHE N3MEHEHUN
57 COCTaBJICHHE W BBOJI B 3JIEKTPOHHBIN KaTaJIOT HOBBIX OJIHAa 3aIliCh 0,5
pYOpUK, NOAPYOPUK, NEPCOHATHUN
58 | BbIBOJ OuOIMorpaduueckux 3anuceil Ha FKpaH 0JIHA 3aIHCh 15,0
dopmaTHpoBaHHUE U paclieyaTKa KapTOdeK U YUETHBIX
bopm
dopmaTHpOBaHUE U pacleyaTKa KapTOYeK: 0JIHa KapTO4Ka
59 | ocHOBHas Juis an(aBUTHOTO KaTajora 2,3 Cex.
60 | mobaBouHast 115 a(aBUTHOTO KaTajora 1,0
61 CCBIJIOYHAs 715 alihaBUTHOTO Kartajora 1,0
62 | nus TonorpauyecKoro Karajaora 0,7
63 | popmaTupoBaHue U pacriedaTka MakeTa KapTOUKH OJINH MakeT 1,5
(nyockomneyaTHast 3aIUCh) JUIsSl CHCTEMATHUECKOT O KapTOUYKU
Kartayora "roBopsAnMx" U penbe(HO-TOUSUHBIX
JIOKYMEHTOB
64 | pacredyaTtka KHHXHBIX (POPMYJIISIPOB OIVH 0,2
dhopmysap
65 | onpezaeneHue dK3EMIUBIPHOCTH (110 KOJIMYECTBY KHUT B OJIHO Ha3BaHUE 0,7
KOMIUIEKTE) U pacrieyaTrka GopMyJsipoB JUIsl U3AaHUM,
HareyaTaHHBIX pebe(HO-TOYSUHBIM IIPUPTOM
PeTpocnekTHBHOE MOMOJIIHEHUE 3JIEKTPOHHOTO KaTaJlora:
66 | mouck B anaBUTHOM KaTajore IIOCKONEeYaTHBIX KHUT OJIHA KapTO4yKa 0,2
kaptouku Juist BBoAa B b/l AC
67 BBOJI CBEJICHHI C TJIOCKONEYaTHOM KapTOUKH B OJIHO Ha3BaHUE 2,0
COOTBETCTBYIOLIHE MOJIs1 Onbimorpaduyeckoil 3anucu B
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bBJI AC
68 MTOMCK I10 YYETHBIM JIOKYMEHTaM M TOIOTpaduuecKoMy OJIHO Ha3BaHUE 2,0
KaTajory CBEJICHUM, OTCYTCTBYIOIIMX B IJIOCKONEYaTHON
KapTOYKe; BBOJ| HAMJICHHBIX CBEICHUI B
COOTBETCTBYIOLIHE M0JIs1 Onbimorpaduyeckoii 3anucu B
BJI AC
69 | mpoBepka NpaBUJILHOCTH OMOIMOTpadUUeCcKOM 3anucu OJIHO Ha3BaHUE 0,5
70 | Bo3BpaT B an()aBUTHBIN KATAJIOT TUIOCKOTICUYATHBIX KHUT OJIHA KapTOYKa 0,2
0TpaboTaHHOW KapTOUYKU
N3bsTie 6ubnuorpadguueckoi 3aMCH U3 JIEKTPOHHOTO
Karajora:
71 perucTpanys aKTa Ha ClIMCaHue JOKYMEHTOB B KHUIE OJIMH aKT 3,0
yudera
72 | u3BATHE U3 JIEKTPOHHOTO KaTaora OudImorpaguaeckux 0JIHA 3aITUCh 3,0
3anucel Ha UCKIIIOUEHHBIE U3 OMOIMOTeYHOro oHaa
JIOKYMEHTBI
73 | moJCYeT KOJIMYECTBA U3BATHIX U3 AIEKTPOHHOTO KaTalora OJIHA 3aIlHCh 0,1
3alMCeN; 3alUCh B KHUTY y4eTa
3.5. ®opmupoBanue 0a3 JaHHBIX 3BYKOBBIX (ailiioB
Tabauua 46
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
KoHnBepTrpoBanue ayinog0KyMEHTOB C KpUIITO3AIINUTOM €
KECTKOT'O TUCKA B IPOrPaMMBI JIJIsl pabOTHI €
"rOBOPSAIIMMU KHUTAMH'":
1 olpeziesieHNue HaJTM4MsI TOKYMEHTa B IIporpaMMme st OJIHO Ha3BaHUE 0,05
paloThI ¢ "rOBOPSIIMMH KHUTaMU'"; U3MEHEHHE HaCTPOEK
IIPOrpaMMbl JiJIsl paboThI € "TOBOPSAITMMHI KHUTaMu"
2 3alI0JIHEHUE KOP3UHBI JJOKYMEHTAMU OJITHO Ha3BaHUE 0,04
3 CO3JJaHUE IPOMEKYTOUYHOM MaNKH JIsl KOHBEPTUPOBAHMS OJIHA TaIKa 1,0
4 KOHBEPTUPOBaHHE OTOOPAHHBIX JTOKYMEHTOB B OJIHO Ha3BaHUE 0,03
MIPOMEXYTOUHYIO ANKy
5 KOHBEPTHUPOBAHUE IOKYMEHTOB U3 IPOMEXYTOUHOM MANKK | OJJHO Ha3BaHUE 0,08
B [TPOrpaMMBbl JiJIsl paboThI € "TOBOPAITUMHU KHUTaMU"
KouBepTupoBanue ayainog0KyMEHTOB C ONTHYECKUX
JICKOB B TIPOTPaMMBI Il Pa0OTHI € "TOBOPAIIMMU
KHUTaMH "'
6 MOUCK JIOKYMEHTOB B ITpOrpamMmax Juist paboTsl ¢ OJIHO Ha3BaHUE 0,05
"rOBOPSIIMMHA KHUTaMH'"
IloaroroBka JOKyMEHTa K KOHBEPTHPOBAHUIO:
7 KOIIAPOBAHKE JOKYMEHTA C JINCKA OJIMH Yac 0,12
3BYYaHUs
8 KOHBEPTHPOBAHUE JOKYMEHTA BCIOMOTaTEIbHON OJINH Yac 1,1
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IIpOrpaMMon

3By4YaHUs

IIpHU OTCYTCTBHUH Ha3BaHUA JOKYMCHTA O3BY4YHMBAaHUEC
Ha3BaHUA CPCACTBAMU

OJHO Ha3BaHHC

2,0

10

3aroJHeHHe y4eTHOU (POpMBI BBOJIMMOTO TIOKyMEHTa (C
y4€TOM BPEMEHU Ha NouCK aHHoTauuu B "MHTepHere",
nHpekca bBBK B anekTpoHHOM Kataiiore) jist
KOHBEPTHPOBAHUS B IIPOTPaAMMBbI JJisi pabOTHI C
"rOBOPSIIMMHA KHUTaMH'"

OJHO Ha3BaHHC

2,0

11

KOHBEPTUPOBAHUE B MMPOTPAMMBI JIJIsi pabOTHI C
"roBopsAIIMMHA KHUTaAMu'"

100 M6

4,1

KonBepTupoBanue ayinoJ0KyMEHTOB C KPUIITO3AIUTON C
caiiTa opraHu3alMu-MapTHEPA B IPOTPAMMBI JIJIsl pa0OTHI C
"rOBOPSIIMMHU KHUTAMU'":

12

onpe/ielICHUEe HAIMYUS IOKYMEHTA B Iporpamme JJist
paboThl ¢ "rOBOPSIIUMH KHUTAMU'"

OJJHO Ha3BaHHC

0,05

13

CKAUMBAaHME TOKYMEHTOB C CanTa

1 M6

0,2

14

Pa3apXuBUPOBAHHUEC JOKYMCHTOB

1 M6

0,2

15

3aroJHEHNE y4eTHON (POpMbI BBOJIMMOTO IOKYMEHTA (C
y4€TOM BPEMEHHU Ha MOUCK aHHOTauuu B "MHTepHeTe",
unjekca bBBK B anekTpoHHOM Kartanore) s
KOHBEPTHPOBAHUS B MPOTrpamMMBbl AJis pabOTHI C
"roBopsAIIMMHA KHUTaAMU'"

OJHO Ha3BaHHC

0,3

16

KOHBEPTUPOBAHUE B MPOTPaAMMBI JIJIsi pabOTHI C
"roBopsAIMMHA KHUTaAMU'"

100 M6

4,1

[ToaroroBka crnucka HOBBIX MOCTYIIEHUH (hopmart
JIOKYMEHTA):

17

BBITPY3Ka KaTajora mporpamMMmsl Jijist paboThI €
"roBopsAIIMMHA KHUTamMu'"

OJIHA BBITPY3Ka

4,0

18

BBITpYy3Ka U3 (paityia JOKyMEHTOB, MMOCTYIHUBIINX 32
oTpesieNIeHHbI BpEMEHHON UHTepBal (Mecsll, KBapTal,

roJ)

OJIHA BBITPY3Ka

20,0

19

yJaJIeHue JTUIIHUX HHPOPMALMOHHBIX MOJIEH B CIIUCKE
HOBBIX ITOCTYIUICHUN

OJIMH CIHCOK
(150-200
HA3BaHUI)

10,0

20

konupoBanue ¢aina u3z popmara b1 AC B popmar
JOKYMEHTa

OJINH CITMCOK

1,0

21

npeoOpa3oBaHue JOKYMEHTa B opMaTe TOKyMEHTa IS
MOCTIeTYIONIETr0 pa3MeIleHus Ha caiite

40 Ko

6,0

OSBy‘-II/IBaHI/Ie CIIMCKa HOBbLIX HOCTyrIJ'IeHI/Iﬁ CHUHTE3aTOPOM
pedn:

22

BBITPY3Ka KaTajora nporpaMmMsbl IJsi paboThI ¢
"rOBOPSIIMMHA KHUTaMH'"

OHa BBIT'PY3Ka

4,0

23

BBIrpy3Ka u3 ¢aitna popmara bJI AC 10kyMeHTOB,
ITOCTYINHBIINX 3a ONPEACIICHHbI BPEMEHHON HHTEPBAII
(Mecsin, KBapTas, roj)

OHa BBIT'PY3Ka

20,0

24

YAQJICHUEC JIMIITHHUX I/IH(l)OpMaHI/IOHHBIX IIOJICH B CITMCKE
HOBBIX HOCTyHHeHI/Iﬁ

OJIVH CIIMCOK

10,0

25

kormpoBanue (aiina u3z popmara b/ AC B popmar
JIOKYMEHTa

(150-200

Ha3BaHUN)

1,0
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OJIUH CIIUCOK
26 | npeoOpa3oBaHue JOKyMEHTa B (hopMare TOKYMEHTa B 40 Ko 6,0
dhopMy, yIO0OHYIO JUIsl 03BYYHBAHUS CHHTE3aTOPOM P
27 | pa3OuBKa noKymMeHTa B (hopmaTe TOKYMEHTA Ha 40 Ko 80,0
PEUIOKEHUS
28 | 03ByuMBaHME JOKYMEHTA B IIPOrpaMMe JUIsl UTEHUS BCILYX 40 K6 3,0
TekcToBBIX (haitsioB ("bamadonka" u npyrue)
29 | pa3MmelieHHE 03BYUYEHHOI'O CIIMCKAa HOBBIX IIOCTYIICHUN HA | OAMH CIIMCOK 15,0
caiTe (150-200
Ha3BaHUN)
30 | KOHBEpPTUPOBAaHHE O3BYYCHHOI'O CIIMCKA B IIPOTPaMMBI A1l | OAMH CIHMCOK 1,0
paboThI ¢ "rOBOPANTMMH KHUTaAMU"
3.6. Pabora ¢ pongom. Padora no npuemy J0KyMeHTOB
Ta6auna 47
N /i Haumenosanwue mporiecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
U3MEpEHUs BpPEMEHHU,
MUH.
1 2 3 4
[TpreM TOKyMEHTOB B CTPYKTYPHBIX MOAPA3IeIICHHISIX
[Tpuem 1OKyMEHTOB U3 OT/eNIa aBTOMAaTU3UPOBAHHON OJTHA MapTHUs
00pabOTKH JOKYMEHTOB U OpraHU3allMK KaTaloroB, CBEpKa
C COTIPOBOMTEIHHBIM JOKYMEHTOM:
1 1 - 25 sx3eMIIsIpoB 10,0
2 26 - 75 5K3eMIUISIPOB 30,0
3 perucTparysi HOBbIX MOCTYIIJICHUH EPUOIUUECKUX OJIUH 0,5
W3JIaHHUH, TIPOCTABJIIEHUE OTMETKH B PETHCTPAMOHHOM JOKYMEHT
KapTOTeKe
4 MIPOCTABJICHUE IITEMIIENSI I OTMETKA CTPYKTYPHOTO OJIVIH 0,5
M0JIpa3/ieIeHus] Ha JOKYMEHTE JOKYMEHT
ITonOopka TOKYMEHTOB /1JIsl paCCTaHOBKH B (OHJIE
[TomGopka TOKYMEHTOB 10 BHIaM H3/IaHUI: OJTMH
JOKYMEHT
5 IUIOCKOIICUYATHBIC U3IaHUS 0,07
6 penbedHO-TOYSYHbIE U3/1aHUS 0,08
7 "ropopsye’ KHATK Ha KacCeTax 0,1
8 U3JaHUS Ha ONTHYECKUX JTUCKAX 0,07
9 n3/1aHus Ha Quieni-KkapTax 0,07
10 | penbedHO-TpaduuecKue nocoous 0,08
11 | TakTUJIbHBIE PYKOJIEIbHbIE N3JaHHS 0,1
12 | monbopka KOMIUJIEKTOB pelibe(PHO-TOUEUHBIX KHUT 110 OJUH 2,0
Ha3BaHUSIM KOMILJIEKT
13 | nonbopka JOKYMEHTOB M0 KilacCU(PUKAIMOHHBIM OIVIH 0,3
MHJIEKCaM, aBTOPCKOMY 3HAKy JOKYMEHT
[Togbopka nepuoanuecKuX U3AaHUK 1O andaBUTy OJIMH
Ha3BaHUM, TOaM, HOMepaMm: JOKYMEHT
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14 IUIOCKOIIEYaTHBIE U3IaHUS 0,07
15 penbedHO-TOUCYHBIC U3TaHMS 0,08
PaccranoBka 6ubnroreynoro ¢honaa
paccTaHoOBKa JOKYMEHTOB Ha CTEJIaXax B OJIMH
CHUCTeMaTH4YecK0-aa(haBUTHOM IMOPsIJIKE: JIOKYMEHT
16 IUIOCKOIIEYaTHBIE U3IaHUS 0,08
17 | penpedHO-TOUCUHBIC U3TAHUS 0,11
18 | "roBopsimue" KHUT'M Ha KacceTax 0,1
19 U3aHUS Ha ONTUYECKUX JUCKaAX 0,1
20 | uznmanus Ha QuienI-KapTax 0,1
21 | penbedHO-rpaduuecKue mocoous 0,11
22 TAKTWIbHBIE PYKOJEIbHbIC U3IaHUs 0,11
PaccranoBka nmeproanyecKuX U3AaHUN 10 anaBUTy OJINH
Ha3BaHMI, roJlaM, HOMepaM: JIOKYMEHT
23 IUIOCKOIICYaTHBIC U3JIaHUs 0,1
24 | penbeHO-TOYCUHBIC H3TAHUS 0,13
25 | packiajka ra3er 10 Ha3BaHUAM, IPOKAJIBIBAHUE JBIPOK, OJIHA ITalKa 10,0
BJIO’KEHHUE B KAPTOHHYIO 00JIOKKY (TAmKy), IPOIIHYPOBKA,
odopmiieHne 0010KKkH (Ha3BaHUE, TOJI, HOMEP, MECSII)
[IpoBepka mpaBUIBHOCTH PACCTAHOBKH JJOKYMEHTOB B MaccuB GoHJa
OTJIETIbHBIX MaccuBax (PoH/A:
26 1 - 200 TOKyMEHTOB 30,0
27 201 - 400 toxymeHTOB 60,0
28 | mepemelieHue (IEpeHECEHNE) IOKYMEHTOB Ha CBOOOIHbIE OJ1Ha TIOJIKa 5,0
MecTa
Odopmiienne, HanmMCaHUE MOJTOYHBIX pa3IeTUTENCH: OJIH
paszenuTenb
29 | mid cucteMaTHYecKoi pacCTaHOBKHU (OHJA 4,0
30 | o andaBuTHON paccTaHOBKU (OHIA 3,0
3.7. Pabota ¢ pongom. Padora no coxpannoctu ponjga
Tadiuuna 48
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEeHUs BpPEMEHH,
MUH.
1 2 3 4
IIpoBepka 6ubaMoTeyHoro Gonaa:
1 HamucaHue KOHTPOJIHHOTO TAJOHA Ha IOKYMEHT; YKa3aHue OJIUH TaJOH 2,0
Ha HEM MHBEHTApHOT0 HOMepa, mudpa, pamunumy,
WHUIMAIOB aBTOpPA, 3arfiaBus, T0/1a, MECTa U3/aHuUs, IICHBI,
MeCTa XpaHEeHHUs
2 OTMETKa O MPOBEPKE JTOKyMEHTa Ha popMyJIsIpe, OJIUH 0,2
KOHTEHepe, 00JI0KKE TOKYMEHTa JOKYMEHT
IToGopka KOHTPOJIBHBIX TAJTOHOB: OJIMH TaJIOH
3 110 UHBEHTApHBIM HOMEpam 0,8
4 1o ayipaBuTy pamMuIMil aBTOPOB WITH 3arjaBuid 0,13
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5 0 KJIACCU(DUKAIIMOHHOMY MHJICKCY 0,1
6 CBEpKa KOHTPOJIbHBIX TAJJIOHOB C MTHBEHTAPHOW KHUTOM; OJWH TaJOH 0,5
OTMETKA [IPOBEPKU HA TAJIOHE ¥ B MHBEHTApPHON KHUTE
7 CBEpKa KOHTPOJIbHBIX TAJIOHOB C YUETHBIM HUJIH OJIUH TaJOH 0,5
as(haBUTHBIM, TOTIOrpapHUECKUM KaTaJoraMu; OTMETKa
IIPOBEPKH Ha TAJOHE U B KaTaJIore
8 IPOCMOTP (OPMBI UHANBUAYAIBHOTO yU€Ta, BbISBICHUE OJIUH 0,5
JJOKYMEHTOB, HE IPOLIEIIINX TPOBEPKU JOKYMEHT
9 COCTaBJICHHE KAPTOYKH HA JIOKYMEHT, HE MPOIIEAIINI OIVH 1,0
IIPOBEPKHU JOKYMEHT
10 | moMCK JOKYMEHTOB, HE MPOIIEIIINX TPOBEPKH, IO OJVH 5,0
Pa3IMYHBIM YUYE€THBIM (opMaM, KapTOTEKaM, KypHaam, JOKYMEHT
KHUKHBIM I10JIKaM
CocTaBiieHHE CIIMCKA HEOCTAOMIUX B (DOHJI€ JOKYMEHTOB: | OJMH CIIMCOK
11 1 ToKymMeHT 1,0
12 | 2 - 10 n1oKymMeHTOB 10,0
13 11 - 25 noKyMeHTOB 22,0
OT100p TOKYMEHTOB JJIsl U3BATHA U3 HOHIA
[TpocMOTp AOKYMEHTOB Ha TPEAMET U3bATUS U3 POHIA: OJIUH
JOKYMEHT
14 | HempoMIBbHBIX 0,7
15 TyOJIeTHBIX 0,3
16 | ycrapeBIIMX IO COIEPIKAHUIO 0,7
17 BETXHUX 0,2
18 | MaJIOMCIOJIB3YEMBIX, HEUCIIOJIb3YEMBIX 0,5
IloaroroBka JOKYMEHTOB K aKTUPOBAHUIO:
19 | nonOopka JOKyMEHTOB B MAapTHH 110 IPUYUHAM U3BSATHS; OIVH 0,08
CBEpKa C KHIKHBIM (OpMYJIISIpOM JIOKYMEHT
20 | mogOopka KHMKHBIE (hOPMYJIISIPBI HA IOKYMEHTOB B OIVH 0,07
MOPsAJIKE MHBEHTapHBIX HOMEPOB, al(aBUTa, )KypHaIbHbIE bopmysap
- 110 TO/IaM U HOMepam
CocraBiieHne cycKa K akTy BbIOBITHUS (TIepeaayn), OJIVH aKT
M0JICUET O0IIYI0 CYMMY, O(OpPMJICHHE aKT:
21 1 TOKyMeHT 1,0
22 | 2-10 1OKyMeHTOB 10,0
23 11 - 25 noKyMeHTOB 24,0
[ToaroroBka TOKyMEHTOB Ha OyMa)KHBIX HOCUTENISX JUIS
nepernseTa
OT60p TOKYMEHTOB /JIsl IEPEIJIeTa; MPOBEPKa COCTOSHUE OJIUH
JIOKYMEHTA; 3alI0JJHEHUE (CBEpKa) KHUKHOTO popMyIisipa: JOKYMEHT
24 TUIOCKOTIEYaTHBIE IOKYMEHTBI 2,0
25 | penbeHO-TOYEUHBIE JOKYMEHTHI 3,0
26 | mombopKa KOMILJIEKTOB, CBA3BIBAaHUE B TTAYKU; O()OPMIICHHE OIVH 0,5
JOKYMEHTOB JUIsl IEpEAAaydu B NEPEIIIET JOKYMEHT
IloaroroBka k pectaBpanuu "roBopsmux" KHUT Ha
KacceTax U JJOKYMEHTOB, 3allICAHHBIX Ha ONITUYECKUX
JUCKaXx:
27 0oTOOP IOKYMEHTOB JJIsl pecTaBpalliu, IpoBepKa OIVH 3,0
COCTOSIHUS JIOKYMEHTA, 3all0JTHEHHE (CBEPKa) KHIKHOTO JOKYMEHT
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dhopmyIspa

28

MOATOTOBKA JOKYMEHTOB K BOCCTaHOBJICHUIO; MTOJ00PKa
JIOKYMEHTOB, AHAJIOTMYHBIX TTOBPEKIECHHOMY;
odopmileHre JOKYMEHTOB JUIsl Iepe/ladll Ha PeCTaBpaInio

OJINH
JOKYMEHT

0,5

PecTaBpariyst I0CKOMEYaTHBIX U Pebe(hHO-TOYCUHBIX
JOKYMEHTOB:

29

neperieTHbIe paboThI

OJIMH
JIOKYMEHT

90,0

30

BOCCTAHOBJICHHE OTICJIbHBIX OBPEXKICHHBIX CTPAHMUIL,
HareyaTaHHBIX pebe(hHO-TOYSUHBIM IPHPTOM
(ckaHMpOBaHMe, pacloO3HABaHNUE, PEAAKTUPOBAHUE,

OJIHA CTpaHUIIA

30,0

pacrieuaTka Ha OpailJIeBCKOM MPUHTEPE)

31

MEJKUN peMOHT (MOAKIJIeHKA HaJOPBAHHBIX CTPAHMUII,
NepervieTa, TUTYJIbHBIX JIMCTOB, KAPMAIIIKOB, SIPJIBIKOB,
3aMeHa MPYKUHHOTO MeperieTa)

OJIUH
JOKYMEHT

2,0

PGCTaBpaHI/IH AOKYMCHTOB, 3alIMCAHHBIX Ha
Ay OKaACCCTaX:

32

BOCCTAHOBJICHUC MTOBPCIKACHHOI'O JOKYMCHTA C
AHAJIOTMYHOI'O Ha CIICHUAJIBHOM O60py,I[OBaHI/II/I B
3aBUCHUMOCTH OT TCXHHUYCCKOI'O OCHAIICHUA

0JIHA OTleparus

5,0

33

MEJKUH peMOHT (3aMeHa HEMPaBUIIBHBIX CKJICEK,
MOJIKJICHKA paKop/ia, STUKETOK Ha PyTsipax)

OJIUH
JIOKYMEHT

5,0

BoccTraHoBneHue yTpaueHHBIX / TTOBPEKICHHBIX
JIOKYMEHTOB, 3alIMCAaHHbIX HA ONTUYECKUX JUCKAX:

34

CKaHHUPOBAHUC JUCKA CTAHAAPTHBIMH CPCACTBAMUA

OJIVH JTUCK

2,0

35

CKaHMPOBAHUE MOBPEXKACHHOTO IUCKA C UCIOJIb30BAHUEM
CHENUAIHFHOTO MPOrPAMMHOTO 00eCTIeYeHUs

OJIUH JUCK

20,0

36

3arpys3ka 06138.33 JMCKa B aBTOMaTHYECKHUI )Iy'6J'II/IKaTOp

OJIUH JUCK

3,0

KpatHoe Bocipou3BeieHHE JUCKOB:

OJIVH JTUCK

37

TEKCTOBbIE (hailiIbl

0,3

38

3BYKOBBIE (pailsIbl

3,0

39

BHJI€0 (haliIbI

6,0

IIpoBepka KauecTBa KOIMIA:

OJIUH JUCK

40

TEKCTOBBIE (paitsIbl

1,0

41

3BYKOBBIE (pailiibl

5,0

42

BUJIEO (haiisbl

5,0

HpI/IeM AOKYMCHTOB ITIOCJIC pECTaBpallnuun:

43

CBEpKa MOCTYNMUBIINX JOKYMEHTOB C KHUKHBIM
dhopmynsipoM, MPOBEPKaA KauecTBa TJOKYMEHTOB;
BOCCTAHOBJICHHE 3arjaBusl, HaMmMcaHue mudpa Ha sipIbIKe,
KOpeIIKe JOKYMEHTa

OJINH
JIOKYMEHT

1,0

Ob6ecnbuinBanue GoHaA:

44

00eCIbUINBaHUE (bOH)Ia C IIOMOIIIBIO IIBIIIECOCA,

obecrneucHUe pa60qero MCCTa TCXHUYCCKUMU CPCACTBAMMU:

MIBIECOCOM, paOOYNM CTOIMKOM, CTPEMSHKOM, BEAPOM;
MpoBe/IeHNE 00ECTBIIIMBAHNS; 3aHECECHNE TEXHUUECKUX
CPEJICTB Ha MECTa XpaHEHHsI

OJlHa
MEpOToJIKa

15,0

45

py4Hoe obecnpTBanue poHa; obecrieueHue padbouero
MeCTa TeXHUYECKHMH CPEJICTBAMH: CTPEMSIHKOM, pado4nm

oJTHa
MEpOIIOJIKa

10,0
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CTOJIMKOM, TEJIC)KKOH, BEAPOM, TPSIITKAMU; POTUPKA,
3aHECCHUE TEXHUYECKUX CPEACTB HAa MECTa XPaHCHUS

3.8. PaGora ¢ ¢ponaom. IlepeBoa noxkymeHTOB B iu(poBoii popmar

Tabauna 49
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
HU3MepeHus BpPEMEHH,
MUH.

1 2 3 4
OnmdpoBka TOKYMEHTOB, Halle4aTaHHBIX PeIbeHO-

TOYEYHBIM MIPUPTOM:

1 CKaHMPOBAHUE M PACIIO3HABAHKE PEIbe(PHO-TOUCTHOTO OJlHa CTpaHuLa 2,0
TEKCTa

2 coxpaHeHue (¢aiiia B TEKCTOBOM Gopmare o/IvH (hain 0,5
PenaktupoBanue 0TCKaHUPOBAHHOT'O MaTepuaia B OJlHA CTpaHUIA
TEKCTOBOM PEIAKTOPE:

3 XYJI0)KECTBEHHBII TEKCT 5,0

4 TEXHUYECKUE U IPyTUE ClELMATIbHbIE TEKCThI (HOTHAs 40,0
3anMch, MaTeMaTHKa, METUITHA, XMHUSI)

OnudpoBka TOKyMEHTOB, 3alIMCAHHBIX HA MATHUTHOM
JICHTE:

5 NIepEeBOJ aHAJIOrOBOH 3anucu B MdpoBoil popmar 0JIHA 3alHCh 6,0

6 00paboTKa 3arucu Ha MarHUTHOM JIGHTE Ha KaTYIIKaXx; OJIVH Yac 180,0
pecTaBpalus 3ByKa 3BYYaHUs

7 00paboTKa 3armucu Ha MarHUTHOM JIGHTE Ha KacCeTe; OJIMH Yac 90,0
pecTaBpanus 3ByKa 3BYYaHUs
OnudpoBka TOKYMEHTOB, 3alMCAHHBIX Ha
IpaMILIaCTUHKAX:

8 MOArOTOBKA IPaMILJIACTUHKH K 3aIIUCH (POHOTPaMMBbI; OJIHa 12,0
yJaJIeHUE MBUTK C TOBEPXHOCTU I'PaMIUIACTUHKHU, CHATHE rpaMILIaCTUHK
CTaTMYECKOT'0 3JIEKTPUYECTBA a

9 3anuch (POHOTrPaMMBbI TPaMILIACTUHKHU C HCITIOIb30BaHUEM OJlHa
3BYKOBOT'O peJJaKTOpa ¢dboHOrpamMma
O6paboTka 3anucanHOi (OHOTPAMMBI: OJTHa

¢doHorpamMma

10 MOCTOSIHHOE aMIUIUTYTHOE CMENIEHUE 5,0

11 | ynanenue mieNYKOB ¥ MOTPECKUBAHUI C TOMOIIBIO 10,0
IJIariHa aBTOMAaTUYECKOT0 HaXOKICHUS U yIaIeHUs
10JTOOHBIX IIETYKOB

12 | yctpaHeHue (pOHOBBIX IIIyMOB 10,0

13 o0ecreyeHrne KaueCTBEHHOTO M €CTECTBEHHOI'O 3ByYaHHsI € 10,0
WCIIOIB30BaHUEM dKBajaiizepoB (rpaduyueckoro,
naparpaguueckoro, napaMeTpruuecKoro)

14 | HOpManM3anys CBOMCTB 3BYKOBOI'O Marepuaia 5,0

15 | moaroroBka oOpaboTaHHOMN (HOHOTPAMMBI K 3aIHCH HA OJTHa 20,0
JMCKax; pa3pe3ka 3BYKOBOTO (aiijia Ha TpeKu ¢doHorpamMmma

15.11.2018 Cucrema 'APAHT 97/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

16 | 3amuch MOATOTOBJICHHOTO ayJuoMaTepuala Ha JUCK (C OJIH JIUCK 12,0
Y4€TOM BO3MOXXHOCTH KOHBEPTUPOBaHMs MaTepHuasa B
dbopmart ayanodaiina)
3.9. O0cay:kuBaHue MOJb30BaTe el
Ta6anna 50
N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopwma
U3MEpEeHUs BpPEMEHHU,
MUH.
1 2 3 4
3anuch noJsib3oBaTeseil B OMOIMOTEKY:
1 IIPOCMOTP AOKYMEHTOB I10JIb30BaTeNs (MAacopT, YWICHCKUN OIVIH 2,0
Ouser, cTyieH4ecKuil OusIeT, crpaBKka 00 MHBAIUIHOCTH H0JIb30BaTENb
I10 3PEHHUIO), IPOBEPKA HATMYUSI YUETHO-PETUCTPALIMOHHOM
KapTOYKH I10JIb30BaTEs
3anojaHeHHe y4eTHO-PErUCTPAllMOHHBIX JOKYMEHTOB OJIUH
110JIb30BaTEIS: bopmysip
2 bopmysip Ha OyMa)KHOM HOCHTEIE 5,0
3 ANEKTPOHHBIN HOpMYIISIp 4,0
4 perucTpalnoHHas KapTo4ka 5,0
5 TPAHCIOPTHBIH JIUCT 6,0
6 JIOTOBOp 00CITy>KUBaHMsI (2 HK3eMILIsIpa) 7,0
7 TETPaJlb PETUCTPALIMU NOJIb30BATEIICH 1,0
8 O3HaKOMJICHHUE C MPaBUJIAMHU MOJIb30BaHUS OUOINOTEKOH, OJINH 20,0
CIPaBOYHBIM anmnapaToM, HAIMYUEM JIPYTUX OT/AEJIOB, 10JIb30BATENh
IIEPEYHEM MPENOCTABISIEMBIX YCIYT
9 paccTaHOBKA PErUCTPALIMOHHBIX KapTOYeK MOoJIb30BaTeNle | OJHa KapTouka 1,0
B KAPTOTEKY
[lepepeructpaiiysi monbp3oBaTenei
[Touck 1 BHECEHHE U3MEHEHUH B YYETHO-
PETUCTPALlMOHHBIE JOKYMEHTHI I10JIb30BaTEIs:
10 | popmymsip Ha GymMa)kHOM HOCUTETIE OJINH 1,0
bopmysip
11 ANEKTPOHHBIN (HOPMYIISp OJUH 1,0
bopmysip
12 | perucrpanioHHast KapTOYKa OJIHA KapTOYKa 1,0
13 | TpaHCIIOPTHBIN JUCT OJIMH JIUCT 1,0
14 JIOTOBOP OOCITYKUBAHHS OJIVH JIOTOBOP 1,0
3.10. CrannonapHoe 00C/Iy;KUBaHHME MOJIb30BaTe el
Tabauua 51
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboThI Enunanna Hopwma
U3MEpEeHUs BpPEMEHU,
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MUH.
1 2 3 4
OO0cmykuBaHUE TIOJIL30BaTENCH B OT/IeaX aOOHEMEHTA!
001Iero 1 HOTHO-MY3bIKAJILHOTO:
1 WH(pOPMHUPOBAHUE TIOJIB30BATENICH O HOBBIX o/Ha Oecena 5,0
IIOCTYIUIEHUSX; Oeceia C M0JIb30BaTENIEM Y BEICTABOK
[TonGopka nokymeHTOB U3 (OHA OTIENA Ul BbIAAYU
110JIb30BATENIO:
2 W3JlaHusl, HaleyaTaHHbIe peabeHO-TOUeYHBIM HIpU(TOM OJIVH 3,0
JOKYMEHT
3 "roBopsiiye" KHUTM U My3bIKaJIbHbIE TPOU3BEACHUS HA OJVH 3,0
KacceTax JOKYMEHT
4 M3/1aHus Ha MUQPPOBBIX HOCUTENSIX HHGOPMAIIUU (TUCKH, OJIH 1,0
¢ren-kapThl ¢ KPUNTO3AIMIUTOMN) JIOKYMEHT
5 rpaMIlIaCTUHKU OVH 1,0
JIOKYMEHT
6 HOTHBIC U3AaHUs (TJIOCKONEYaTHBIEC U 10 cucTeme bpaiins) OJVH 2,0
JOKYMEHT
7 W3/laHusl, HalleyaTaHHbIE TUIOCKOIIEYaTHBIM, B TOM YHCIIE OJIUH 1,0
YKPYIMHEHHBIM, MIPU(TOM JIOKYMEHT
8 3BYKOBBIE (hailyibl U3 0a3bl JaHHBIX "TOBOPSIIUX" KHHT C oZMH (haiin 15,0
KPHUIITO3AINTON
9 3aIMCh 3BYKOBBIX (aifyioB "TOBOPSIINX" KHHT C oMH (aiin 10,0
KPHUIITO3AIIUTON Ha (hJenI-KapTy HOJIb30BaTeNs C
MIpeIBAPUTENILHOM MOATOTOBKON (OUUCTKOM) (hiemi- KapThl
10JIb30BATENS
10 MPEIOCTABIICHUE TTOJI30BATEN0 HOTHBIX U MY3bIKaJIbHBIX OJINH 2,0
JOKYMEHTOB ISl IPEBAPUTEIBLHOTO IPOUTPHIBAHUS, JOKYMEHT
MIPOCIYIIMBAHUS B IOMEIIEHUH OT/ela
ITpoBepka JOKYMEHTOB Mepe]l Bbljaueli / mpueMoM Ha OJIMH
COOTBETCTBHUE U OTCYTCTBHUE 1€(DEKTOB: JOKYMEHT
11 U3/IaHMs, HareyaTaHHble penbe(HO-TOUEUHbIM HIPpU(TOM 1,0
12 | "roBopsimue" KHUTH U My3bIKaJIbHBIE IPOU3BEICHUS HA 3,0
KacceTrax
13 M3/1aHus Ha MUQPPOBBIX HOCUTENSIX HHPOPMAIIUH (TUCKH, 1,0
(rem-KapThl C KPUNTO3AIIUTON)
14 | rpaMIUIaCTUHKH 1,0
15 HOTHBIC M37aHus (TUIOCKOTIEYaTHBIC U 110 cucTeme bpaiis) 1,0
16 | n3nanus, HareyaTaHHbIE INIOCKONIEYaTHBIM, B TOM YHCIIE 0,8
YKPYIHEHHBIM, HIpU(TOM
17 | BbIIaya TOKYMEHTOB I10JI30BATEII0, OTMETKA O BBIAAUE B OJINH 0,7
KHIDKHOM (opMmyJisipe JIOKYMEHT
OTMeTKa 0 BbIJ1aue / MpueMe JOKYMEHTOB: OJINH
JIOKYMEHT
18 | B py4HOM pexume 1,0
19 | B aBTOMAaTU3UPOBAHHOM PEKUME 0,7
20 | IIpuem 1OKYMEHTOB OT MOJIb30BaTENIs, IOUCK U BKJIAJIKa OJUH 1,0
KHIDKHOTO (popMyIisipa JOKYMEHT
[IponnieHne cpoka noJab30BaHUs JOKYMEHTAMMU: OJIH
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JIOKYMEHT
21 B PYYHOM PEXKUME 2,0
22 | B aBTOMaTU3UPOBAHHOM pPEXHUME 0,7
Koncynbranus nonb3oBaTes: OJlHa
KOHCYJIbTAIIHSI
23 | no paboTe ¢ KapTOYHbIM KaTaJIOrOM 5,0
24 | mo paboTe ¢ AIEKTPOHHBIM KaTaJIOTOM 7,0
25 | mo skcmryaTauuu TH(GIOMarHuToOPOHOB, TH(IO(IIEII- 10,0
JIeepoB
OT10op 1 nepegaya Ha BOCIIPOU3BEICHHE B CIIELUAIBHOM
¢dbopmate GpparMeHTOB MJIOCKONIEYATHBIX TEKCTOBBIX U
HOTHBIX JJOKYMEHTOB (I10 3alpOCy MOJIb30BATENs):
26 | mpueM 3ampoca OT MMOJIb30BaTeNs, MOJ00PKA JOKYMEHTOB, OJIUH 5,0
odopmiieHne 3aKa3a JOKYMEHT
27 | moAroTOBKa JOKYMEHTA K BOCHPOU3BEIEHUIO (TIOUCK, 0JlHa CTpaHuLa 2,0
3aKiaaka (parMeHToB, OlEHKAa BOZMOXKHOCTH
CKaHMPOBAHUSI TEKCTA, PyYHOT0 Ha0Opa HOTHOM 3aIKCH 10
cucteme bpaiins)
OO6ciyXuBaHME MMOJIB30BATENICH B YUTAITHHOM 3aJI€:
28 | undopMHupoBaHKE O HOBBIX MTOCTYIUICHUAX; Oecera ¢ onHa becena 5,0
MOJIb30BATEJIEM Y BBICTABOK, TEMATHUECKUX KHUKHBIX
TIOJIOK
[Touck 1OKYMEHTOB 110 3alpOCy N0JIb30BATENS B OJIH
noacoOHoM GoHe: JIOKYMEHT
29 110 BUAAM U3aHUI 3,0
30 110 ONIPEIETIEHHON TEME 4,0
[TpoBepka JOKYMEHTOB Mepe/ Bblaaueli / IpueMoM Ha OJIH
COOTBETCTBHUE U OTCYTCTBHUE 1€(DEKTOB: JOKYMEHT
31 U3/IaHMs, HareyaTaHHble penbeHO-TOUEUHbIM HIPU(TOM 1,0
32 "ropopsiye" KHUTH Ha KacceTax 4,0
33 M3/1aHus Ha MU(PPOBBIX HOCUTENSIX HH(POPMAIIUH (TUCKH, 1,0
(ren-kapThl)
34 | u3gaHus, HaleyaTaHHbIE MIJIOCKONIEYATHBIM, B TOM YHCIIE 0,8
YKPYIHEHHBIM IIPUPTOM
35 TAKTUJIbHBIE PYKOJEIbHBIE U3IaHUS 1,0
36 | penpedHO-Tpaduueckue mocoous 1,0
37 | BeIIaya JOKYMEHTOB IOJIb30BATEI0, OTMETKA O BbIIaU€ B OJIH 0,7
KHIKHOM (hopmyrisipe JTOKYMEHT
OtMmeTKa o BbIIaue / mpuemMe JOKyMEHTOB: OJTH
JIOKYMEHT
38 B PYYHOM PEXUME 1,0
39 | B aBTOMAaTH3MPOBAHHOM PEKUME 0,7
40 MPUEM JIOKYMEHTOB OT TMOJI30BATENSA, MONUCK M BKJIAJIKa OJWH 1,0
KHIDKHOTO (opMyTsipa JIOKYMEHT
Koncynpramnus nonp3oBarens: OJlHa
KOHCYJbTaIus
41 110 paboTe C KapTOUYHBIM KaTaJlOrOM 7,0
42 | mo paboTe ¢ AIEKTPOHHBIM KaTaJIOTOM 8,0
43 | mo skcmmyaTauuu THGIOMAarHuToOPOHOB, TH(IO(IIEII- 10,0
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IIJIEEPOB
44 10 DKCILTyaTalluy aIallTUBHBIX TU(HIOTEXHUUECKUX 20,0
CPEICTB U NIPOrpamMm
45 10 AKCIUTyaTallid KOMIBIOTEPHON TEXHUKHU U 20,0
MPOrpaMMHOT0 00ecTeueHus
Pabora ¢ urernom:
46 | npenBapuTenpHas 3alMCh MOJb30BATEINS K UTEIY 0JIHA 3aIIUCh 1,0
47 | mouck, ohopmIIeHUE TOKYMEHTA JJIsl BbIIa4l OJVH 5,0
T10JIb30BATENIO JIOKYMEHT
48 | uTeHHE TEeKCTa OJIHA CTpaHUILIA 5,0
(bopmatr A4)
49 | NpOYUTBIBAHNE TEXHUYECKOTO U APYTUX CIIELUATBHBIX 1 000 3HaKOB 6,0
TEKCTOB HA MATHUTHYIO JICHTY / IU(PPOBbIE HOCUTEIU
OTt0op 1 mepegaya Ha BOCIIPOU3BEICHHE B CIIEIUAIIEHOM
(dbopmate GpparMeHTOB MJIOCKOIIEYATHBIX JOKYMEHTOB (110
3a1pocy nojab30BaTels):
50 | mpuem 3ampoca OT MOJIB30BATENs, TOA00PKaA JOKYMEHTOB, OJINH 5,0
odopmiieHre 3aKa3a JOKYMEHT
51 | noaroroBka JOKYMEHTa K BOCIIPOU3BEACHUIO 0JIHA CTpaHuIA 2,0
3.11. BHecTanmuoHapHoe 00cC/Iy:KUBaHUE MOJIb30BaTe el
Tadauua 52
N n/n HaumenoBanue nporiecca, onepanun. CoctaB paboTh Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
HagoMHoe o6ciykrBaHN€e MOJIb30BATENCH:
1 IIPUEM 3aKa3a OT MOJIb30BaTels MO TeNeony, OJIMH 3aKa3 4,0
oopMIIeHHE 3aKa3a
[Touck u3 poHma KOMIUIEKTa JOKYMEHTOB: OJIUH
KOMILJIEKT
2 W3J/laHusl, HalleyaTaHHbIE peIbe(HO-TOUEUHBIM HIpU(TOM 15,0
(10-15 kHHUT U3 KOMIUJIEKTA)
3 "roBopsiiye" KHUTH Ha KacceTax (5 Ha3BaHUM) 10,0
4 U3aHus Ha HU(POBBIX HOCUTEISAX HHPOPMALIUU (JUCKH, 6,0
¢raem-kapthl) (5 Ha3BaHMI)
5 OTMETKa O BbIJaue JOKyMEHTa B KHHXHOM (opMyJisipe OJIMH 0,7
JIOKYMEHT
OTMmeTka 0 BbIJIaue / MpueMe JOKYMEHTOB B (hopMyIisipe OJINH
T10JIb30BATENS: JIOKYMEHT
6 B PYYHOM PEKUME 1,0
7 B aBTOMaTH3UPOBAHHOM PEKUME 0,7
8 MTOATOTOBKA JOKYMEHTOB K OTIIPABKE; COPTUPOBKA IO OJIVH 3aKa3 15,0
BUJIAM M3JaHUH, YIaKOBKa, 0(OPMIIEHHE TPAHCIOPTHOTO
JIUCTA, MOTPY3Ka; COrNIaCOBAaHUE C MOJIb30BATENEM 110
TesneoHy, TOCTaBKa 3aKasa
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9 IIPUEM JOKYMEHTOB OT I10JIb30BaTElsl; BHITPY3Ka, OJIMH 3aKa3 8,0
pacrnakoBKa, MOUCK U BKJIJKa KHIKHOTO hopmyrisipa
[IpoBepka JOKYMEHTOB Iepe]l OTIPABKOH / IPHEMOM Ha OJIMH
COOTBETCTBHUE U OTCYTCTBHUE 1€(DEKTOB: JIOKYMEHT
10 | u3nanus, HaneyaTaHHbIE PeIbePHO-TOUCYHBIM MpU(TOM 1,0
11 "roBopsiiiye" KHUTHU Ha KacceTax 6,0
12 | u3ganus Ha UGPOBBIX HOCUTEISIX HHpOpMaIUU (IUCKH, 1,0
¢en-kapThl)
[Ipoanenue cpoka moyib30BaHUs JOKYMEHTAMHU: OJIUH
JOKYMEHT
13 B PYYHOM PEXKUME 2,0
14 | B aBTOMAaTU3UPOBAHHOM PEKUME 0,7
OO6cinyxuBaHue noyb30BaTeNeil B ONOIMOTEUHBIX
MyHKTaX:
15 | moaroToBKa M 3aKJIIOUYEHHUE IOTOBOPA MEXKy OMOIMOTEKON | OJIMH JOTOBOP 300,0
Y OpraHM3aluei, rae OyaeT OCyIecTBIAThCS
BHECTAI[MOHAPHOE 00CITYKUBAaHUE
Odopmnenne Gopmyssipa OMOIUOTEYHOTO MYHKTA! OJIMH
dhopmysip
16 | B py4HOM pexume 7,0
17 | B aBTOMAaTU3MPOBAHHOM PEKUME 6,0
18 odopmIleHHE TTalKU C TOKYMEHTaMH (J10roBop, OJIHA TarkKa 15,0
JIOBEPEHHOCTh Ha MOJYYEHHE KHUT, OTYETHI)
19 COCTaBJICHHE CXEMbI pa3MeIIeHUs OMOINOTEUHBIX TYHKTOB OoJlHa cXeMa 120,0
110 TEPPUTOPUSIM
20 | cocraBieHue rpaduka oOMeHa JOKYMEHTOB, HAXOAIUXCA | OJIUH rpaduk 20,0
B OMOJMOTEYHBIX MYHKTAX
21 COCTaBJICHHE TUIaHA METOINYECKON TOMOIIH OJIMH IIJIaHAa 60,0
O6ubIMoTeKapsM-00IIeCTBEHHUKAM
Brigaya 10kyMeHTOB B OMOIMOTEUHBIN MYHKT:
IlonroroBka n pacreyaTrka CMCKa JOKyMEHTOB, OJINH CIIMCOK
IIpeIHa3HAYEHHBIX JIJIs BbIJA4l OMOJIMOTEYHOMY ITYHKTY:
22 20 TOKYMEHTOB 30,0
23 40 TOKyMEHTOB 60,0
24 100 1OKyMeHTOB 120,0
[Tox6opka u3 ¢onHma MO CIUCKY / 3asIBKE KOMIUIEKTOB OJTH
JOKYMEHTOB pa3JIMyHbIX (popMaTOB: JOKYMEHT
25 | u3naHus, HaneyaTaHHbIE PeIbePHO-TOUSYHBIM MIpU(TOM 3,0
26 | "roBopsmue" KHATH HA KacCeTax 2,0
27 | u3naHus Ha HUPPOBBIX HOCUTEINAX UH(OPMAIMU (JIUCKH, 1,0
(rem-kapThl)
28 | u3naHus, HaleyaTaHHbIE MIOCKONIEYaTHBIM, B TOM YHUCIIE 1,0
YKPYIHEHHBIM IIPUPTOM
CBepka TOKYMEHTOB CO CITMCKOM / 3asIBKOW U IPOBEpKa OJINH
JIOKYMEHTOB TepeJ Bbljaueil Ha COOTBETCTBUE U JIOKYMEHT
OTCYTCTBHE JI€(PEKTOB:
29 | u3naHus, HareyaTaHHbIE pelbePHO-TOUCUHBIM MIPU(TOM 1,0
30 "roBopsinye’ KHUTM Ha KacCeTax 6,0
31 n3aHKus Ha HUQPOBBIX HOCUTEISIX HHPOPMALIUU (JTUCKH, 1,0
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¢en-kapThl)

32 H3IaHKS, HalledaTaHHbBIC INIOCKOIIEYAaTHBIM, B TOM YHCJIC 0,8
YKPYIHEHHBIM HIPHPTOM
33 COPTUPOBKA MO BUJAM M3AaHUN, OTMETKA O BblJaye OIH 1,0
JOKYMEHTa B KHIDKHOM (hopMyJisipe JOKYMEHT
OTtMmeTKa 0 Bbl1aye TI0KYMEHTOB: OJIMH
JIOKYMEHT
34 | B py4HOM pexume 1,0
35 B ABTOMATU3UPOBAHHOM PEKUME 0,7
36 | paccTaHOBKa KHWXHBIX (DOPMYJISIPOB B KAPTOTEKY OJIMH 1,0
WHJIMKaTOpa dhopmysap
37 | HOArOTOBKA JOKYMEHTOB K OTIIPABKE; yIIaKOBKa, OJIUH 30,0
COCTaBJICHHE OMUCH, MOTPy3Ka KOMIUICKT
38 | orMeTka 00 OTIpaBKe 3aKa3a B KypHaJIe PErUCTpaluu 0JIHA 3aITUCh 2,0
39 | onoBenienne aboHEeHTa 00 OTIPaBKE 3aKa3a 0/IH a0OHEHT 1,0
[Ipriem TOKyMEHTOB U3 OMOINOTEYHOTO MYHKTA:
40 | pacmakoBKa MOCBUIKH, COPTUPOBKA IOKYMEHTOB 110 BUJIaM | OJHa IOCBLIKa 3,0
U3JIaHuN
[IpoBepka BO3BpallleHHbIX JOKYMEHTOB Ha COOTBETCTBUE, OJIUH
KOMIUIEKTHOCTB, OTCYTCTBUE A€(PEKTOB: JIOKYMEHT
41 W3JIaHKs, HareyaTaHHbIe penbe()HO-TOUCYHBIM NIPU(TOM 1,0
42 "roBopsiniye" KHUT'M Ha KacceTax 6,0
43 | m3maHus Ha TUQPPOBBIX HOCUTEISAX HH(OpMAIHH (IMCKH, 1,0
(haen-kapThl)
44 | u3naHus, HalleyaTaHHbIE MIOCKONIEYaTHBIM, B TOM YHCIIE 0,8
YKPYIHEHHBIM IIPUPTOM
45 | copTupOBKa JOKyMEHTOB 10 BUJIaM U3JaHUM, IOUCK U OJIUH 1,0
BKJIaJIKa KHHJKHBIX ()OpPMYJISIPOB JIOKYMEHT
OtmeTka 0 mpreMe JOKYMEHTOB: OJIMH
JOKYMEHT
46 | B py4YHOM pEKUME 1,0
47 | B aBTOMaTU3UPOBAHHOM PEXKHME 0,7
48 | onoBenieHre aDOHEHTA O MPUEME JOKYMEHTOB 0JIUH a0OHEHT 1,0
49 | otmeTka 00 0OMEeHE TOKYMEHTOB B JIHEBHHKE OTJeNa 0JIHA 3aIUCh 1,0
3aouHoe 00CTyKHBAHHUE MOJIb30BaTENICH
OdopmiieHre JOKYMEHTOB Ha 00CITy)KUBaHUE a0OHEHTOB:
50 MpUeM 3asiBKH OT aOOHEHTa Ha 00CITy)KMBaHUE, OJIHA 3asBKa 5,0
IIOJITOTOBKA MAKETa JOKYMEHTOB K OTIIPaBKE
Odopmnenne popmysipa aboHEHTa: OJTH
bopmysip
51 B PYYHOM PEXHME 6,0
52 | B aBTOMAaTHU3MPOBAHHOM PEKUME 7,0
Bbiiaua JOKyMeHTOB a0OHEHTaM
[Ton6opka u3 ¢orma 1Mo 3akazy aboHEHTa JOKYMEHTOB OJTH
pa3nuYHbBIX (HOPMATOB: JOKYMEHT
53 W3J1aHusl, HaleyaTaHHbIE pelbeHO-TOUCUHBIM MIPU(TOM 3,0
54 | "roBopsimue" KHUTH Ha KacceTax 2,0
55 | m3nanus Ha MUAPOBBIX HOCUTEISIX HHPOPMaNUU (TUCKH, 1,0
¢en-kapThl)
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56 W3IaHKS, HalledaTaHHbBIC INIOCKOIICUAaTHRIM, B TOM YHCJIC 1,0
YKPYIHEHHBIM IIPUPTOM
CBepka JOKyMEHTOB CO CIIMCKOM M ITPOBEPKA JJOKYMEHTOB OJIMH
nepe]l Bbllayeil Ha COOTBETCTBUE U OTCYTCTBUE J1e(DEKTOB: JIOKYMEHT
57 | u3naHus, HaeyaTaHHbIE PeNbe(PHO-TOUCUHBIM HIPU(PTOM 1,0
58 "roBopsiye" KHUTY Ha KacCceTax 6,0
59 | u3nanus Ha MUAPOBBIX HOCUTENSIX HHPOpMaIUU (IUCKH, 1,0
¢en-kapThl)
60 H3IaHKS, HalledaTaHHbBIC INIOCKOIIEYaTHBIM, B TOM YHCJIC 0,8
YKPYIHEHHBIM HIPHUPTOM
61 OTMETKa O BBIJIa4Y€ JIOKYMEHTA B KHHYKHOM (OPMYIIsipe OJVH 0,7
JOKYMEHT
OTtMmeTKa 0 Bbl1aye TOKYMEHTOB: OJIUH
JIOKYMEHT
62 | B py4HOM pexuMe 1,0
63 B ABTOMAaTU3UPOBAHHOM PEKUME 0,7
64 | paccTaHOBKA KHUYKHBIX (JOPMYJISIPOB B KAPTOTEKY OIVIH 1,0
dhopmysap
65 | HOAroTOBKA JOKYMEHTOB K OTIIPAaBKE; yIIaKOBKa, OJIUH 30,0
COCTaBJICHHE OMUCH, MOTPy3Ka KOMIUIEKT
66 | oTMeTka 00 OTIpaBKe 3aKa3a B KypHAJIC PErUCTpaIliU 0JIHA 3aITUCh 2,0
67 | omoBenieHre abOHEHTa 00 OTIIPaBKe 3aKa3a OJIMH aOOHEHT 1,0
[TpreM TOKyMEHTOB OT aOOHEHTOB:
68 | mpueM JOKYMEHTOB; COPTHPOBKA MOCHUIOK I10 aJipecam, OJIHa TIOCHUIKA 2,0
OTMETKA O MpUEME B )KypHaJIe perucTpauu
69 | pacmakoBKa MTOCBUIKH, COPTUPOBKA JJOKYMEHTOB I10 BUJIaM | OJIHA MOCKIIKA 3,0
U3JaHUuU
[IpoBepka BO3BpalleHHBIX JOKYMEHTOB Ha COOTBETCTBUE, OJIMH
KOMILIEKTHOCTh, OTCYTCTBHE J1€(DEKTOB: JOKYMEHT
70 | u3naHus, HarleyaTaHHbIE pelbeHO-TOUEUHBIM IPUPTOM 1,0
71 "roBopsilye’ KHUTH Ha KacceTax 6,0
72 | u3naHus Ha UMQPOBBIX HOCUTENAX UHPOPMAIMH (IUCKH, 1,0
¢enr-kapThl)
73 | u3naHus, HalleyaTaHHbIE MJIOCKOTIEYaTHBIM, B TOM YHCIIE 0,8
YKPYIMTHEHHBIM HIpU(TOM
74 COPTUPOBKA IOKYMEHTOB IO BHIaM U3JIaHUHN, TOUCK U OJIVH 1,0
BKJIaJIKa KHIDKHBIX ()OPMYIISIPOB JOKYMEHT
OtmeTka 0 mpreMe JOKYMEHTOB: OJINH
JIOKYMEHT
75 | B py4HOM pexume 1,0
76 | B aBTOMaTU3MPOBAHHOM PEKHME 0,7
77 OTIOBEIICHHE a0OHEHTA O IPHEMe JJOKYMEHTOB OJIH a0OHEHT 1,0
78 | orMeTka 06 0OMEHEe JOKYMEHTOB B IHEBHUKE OT/Ieja 0JIHA 3aINCh 1,0
3.12. Buyrpennss padora
Tadiauuna 53
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N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopwma
U3MEpEeHus BpPEMEHHU,
MHUH.

1 2 3 4
IloaroroBka x BeLIaYE:

1 MOJIBEICHNE UTOTOB pabOoTHI 3a MPOLIEIIINN I€Hb, 3aIHCh €KETHEBHO 15,0
B JIHEBHUKE

2 paccTaHoBKa (hOpMyIISIpOB MOJIL30BATENECH 110 CPOKaM, 110 OJVH 1,0
andaBuTy hopmyisip

3 noAOOpKa JOKYMEHTOB 110 BUJIaM M3JaHUM 1O OJIMH 1,0
IIpeIBapUTEIIbHBIM 3aKa3aM I0JIb30BaTeNeH JOKYMEHT
[IpocMOTp HOBBIX MOCTYIIIIEHUH ISl pEKOMEHAALINN OJIMH
110JIb30BaTEIISIM: JOKYMEHT

4 rasernl 5,0

5 KYpHaJIbl, HalleyaTaHHbIE [JIOCKONEYaTHbIM HIPUPTOM 15,0

6 XKYpHaJIbl, HalleuaTaHHbIE PeJIbePHO-TOUESUHBIM MIPUPTOM 5,0

7 KHUTH, Hare4yaTaHHbIe TIIOCKONCYaTHBIM MPU(TOM 5,0

8 KHUI'H, HareyaTaHHble pebe(HO-TOUEUYHbIM HIPUPTOM 2,0

9 ayJAMOBU3yaJIbHBIC M3/IaHUS HA aHAJIOTOBBIX U IH(POBBIX 2,0
HOCHTEJISAX

10 | mpocMOTp M MONOJHEHUE KHUKHBIX BHICTABOK, ITOJIOK U OIVIH 5,0
CTeJUIaXKeH, OTKPBITHIX Ul CBOOOJHOIO AOCTYMA JOKYMEHT
10JIb30BaTEIEN

11 MOATOTOBKA paboyero Mecra €KE€IHEBHO 15,0
Pabota ¢ popmynsipoM nmosib30BaTes:

12 | aHanu3 GpopMyssipoOB MOJIb30BATENEH, BHIIBICHHUE OJIUH 20,0
YUTATEIbCKUX HUHTEPECOB bopmysip

13 | 3anuck B hopmyIisipe MOIB30BATENS O Pe3yIbTaTax OJIMH 3,0
aHaJIM3a YTEHMsI 3@ ONIPEJICIICHHBIN NIEpUOJT bopmysip

14 | cocraBieHrne KapTOTEKH YNTATEITHLCKIUX HHTEPECOB OJIHA KapTOYKa 3,0

15 | 3anuch B 1HEBHUKE OMOIMOTEKAps O JUHAMUKE UTEHUS U 0JIHA 3alHCh 2,0
WHTEpecax Mojb3oBareyiel (Tpymibl MoJIb30BaTeseH)
Pabota ¢ nosip3oBarensMu, He BO3BPATUBLINMU
JIOKYMEHTBI B CPOK:

16 | mpocMmoTp U 0T6OP PopMyYIIPOB MONB30BATENEH, HE OIVH 2,0
BO3BPATUBIINX JOKYMEHTHI B CPOK dhopmysap
W3Bemenne noabp30BaTeds, HE BO3BPATUBILETO JOKYMEHTBI OJIUH
B CPOK; OTMETKA J1aThl HAIIOMUHAHUS B QOpMYJIsipe bopmysap
10JIb30BATEJS:

17 | yctHO (110 Teneony) 3,0

18 MHCHMEHHO Yepe3 MOYTOBOE OTIAEIECHUE WIIH DJIEKTPOHHYIO 3,0
OYTY

19 yaajieHue u3 0a3bl TaHHBIX CBEACHUH O 3aHATOCTH OJIMH 0,7
BO3BPAIICHHBIX JOKYMEHTOB JOKYMEHT
[IprieM TOKyMEHTOB B3aM€EH yTE€PSHHBIX:

20 | mpOCMOTp M OLIEHKA JOKYMEHTA, IPENTIOKEHHOTO B3aMEH OIVH 3,0
YTEPSHHOTO JIOKYMEHT

21 3aIUCh O 3aMEHE JOKYMEHTa B (pOpPMYJIsipe MOJIb30BaTes, OIVIH 2,0
B TETPaJu y4yeTa JOKYMEHTOB, IPUHATHIX B3aMEH JOKYMEHT
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YTEPSHHBIX
Pa6ora c oTkazamu:
22 | 3amoJHEHHE KapTOUYKU Ha OTKAa3 C YKa3aHWEM IPUYUHBI, OJIHA KapTOYKa 4,0
paccTaHOBKA KapTOUEK B KAPTOTEKY OTKA30B
23 aHaJIM3 OTKAa30B, IOATOTOBKA CIIUCKA Ha OJIMH OTKa3 8,0
JOKOMITJIEKTOBaHHUE (poHaa
3.13. O6cay:xkuBanue no Mex0ubdIuoTeuHoMy adonementy (MBA)
Tadauua 54
N /i Haumenosanwue mporniecca, onepanuu. CoctaB paboOThI Enuanma Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
OO6cny)KuBaHN€ UHANBHUIYAJIbHBIX [10JIb30BaTENEH
6ubnmorexku no MBA:
1 perucrpanus noub3oBaress, nojib3yomerocs MBA OIVIH 2,0
M0JIb30BATENb
2 3arloJHeHNe OJIaHKa-3aKa3a OJIMH 3aKa3 3,0
3 YTOYHEHHE YKa3aHHBIX [10JIb30BATEIEM CBEJIECHUH O OJIMH 3aKa3 2,0
3aKa3aHHOM JIOKYMEHTE, IIeJIX 3apoca, UCTOUYHHUKE,
OTKY/JIa OJTYYEHbI CBEICHMUSI
bubnuorpaduueckas nopaboTka 3aka3a; yTOUHEHHUE OJIMH 3aKa3
O6unbarorpauuecKux CBeICHUNI:
4 110 CIPAaBOYHBIM U3JaHUAM U3 QoHIa OMOIMOTEKH 10,0
5 TIPU TTOMOIIIM BHYTPEHHUX U BHEIIHUX 0a3 JaHHBIX 5,0
6 [IPOBEPKA HAJIM4YK 3alIpallliBaeMOro JOKYMEHTa B OIVH 12,0
OMOIMOTEKAaX, B TOM YHCJIE 10 CBOAHBIM KaTaloraM JIOKYMEHT
7 3aluCh CBEJEHUI O HapaBlieHU! 3aka3a no MbBA OJHH 3aKa3 2,0
(HammeHoBaHWE OMOIMOTEKH, /1aTa); OTIIPaBKa 3aKa3a B
O6UOIMOTEKY, UMEIONIYIO 3alpalINBAEMbIi TOKYMEHT
8 nepeMeleHre 0JlaHka-3akaza B KapTOTEKy 3alpocoB OJIHO 0,5
nonb3oBareneit mo MBA 3a paznenutens "3anpock! mo TpeboBaHue
MFBA, HanpasneHHble B Apyrue 6u0anorexku”
9 IpueM JOKYMEHTa, puciIaHHoro no MbA OJUH 4,0
JOKYMEHT
10 | u3BelIEeHUE TOJIB30BATEINS O MOJYYEHUHN 3aITPOIIEHHOTO OIVH 2,0
JOKYMEHTa M CpOKax €ro noJjb30BaHus 10JIb30BATEIb
11 BBIJ[a4a MOJIH30BATENIO MOTyYeHHbIX 10 MBA nmoxymeHTOB OJWH 2,0
B YMTAJIBHOM 3aJI€; CBEPKa BbAABAEMOT0 JOKYMEHTA C JOKYMEHT
0J1aHKOM-3aKa30M, IIPOBEPKA COCTOSIHUSI TOKYMEHTA,
OTMETKA O BblJIaye
12 | npuem TOKyMEHTa OT IOJIb30BaTENs; CBEPKa JOKYMEHTA C OIVIH 1,0
OJaHKOM-3aKa3a, MPOBEpPKa COCTOSHUS IOKyMEHTA, JOKYMEHT
OTMETKa O MpueMe, MoMeIIeHNe JOKYMEHTa B CIIelUaIbHO
BBIJIEJIEHHOE MECTO
13 M3BJICUCHHE OJaHKa-3aKa3a U3 KapTOTEKU, OTMETKA 00 OJIMH JTUCTOK 1,5
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OTIIpaBKE JOKYMEHTA (JaTa, HOMEP [TOYTOBOTO
OTIIpaBJICHUS ); IEPECTAHOBKA JINCTKA U3 pa3jiena
"ITonyaennbie no MBA u3nanus" B paszuen
"BosBpatiennas nureparypa’

TpeOOBaHUS

14

MOJITOTOBKA JOKYMEHTOB K OTIIPaBKE B OMOIMOTEKY
donmoAEpKATEIb; YIIAKOBKA 3aKa3a, IPOCTABICHUE
mramna "[louta ciensix", HanMcaHue aapeca,
COCTaBJICHHE OIHCH

OJJWH 3aKa3

5,0

15

paboTa ¢ 0TKazaMu; MpH MOJTYICHUH U3BEIIEHUs 00 OTKa3e
WJIM 3a/Iep>KKe BBITIOJIHEHUS 3allpoca yKa3zaHue B OJaHKe-
3aKa3e Ha 00OOPOTHOM CTOPOHE MPUYHHEI M JaThl 0TKA3a,
MepecTaHOBKa €ro u3 paszjena "3amnpockl 1o MBA,
HarpaBJieHHbIE B ipyrue oubnuoreku" B paznen "OTkasbl
o MBA"; coobiienue B oTaen 00cayKUBaHUs O
II0JIYYE€HUH OTKa3a (J1aTa, IpU4uHa)

OJJWH 3aKa3

4,0

O6cnyxxuBanue aboHeHTOB 110 MBA: cBepka 1o kapToTeke
a0OHEHTOB HOMepa abOHEeHTa Ha OJIaHKe- 3aKa3e
OpraHu3aIu

Opranu3zanus aboHUpyeTCs:

OJHH 3aKa3

16

IIPOCTABICHUE HOMEpa Ha OJlaHKe-3aKa3e, CBepKa azpeca,
Ha3BaHUs OpraHu3aunuu, GaMuiInyu OTBETCTBEHHOTO 110
MFBA (BHeceHHe U3MEHEHHI B KAPTOUKH)

4,0

AOoHeHT O6paTI/IHC${ B TCKYHIICM I'Oly BIICPBBIC:

OJIUH a0OHEHT

17

MIPOCTABJICHHE B KAPTOUKE rojia OOpaIieHHs, AaThl,
odopmiieHne aboHEeHTa

1,0

Opranu3zanys panee He aDOHUPOBANIACK:

OIVH a0OHEHT

18

IpUCBOEHNE a0OHEHTY HOMEPA, 3al0JIHEHUE KapTOUKU
peructpauuu abonenta MBA u opmysp, ykazanue
MOJTHOT'O0 HAMMEHOBAHUS OPraHU3alMy, IIOYTOBOTO ajpeca,
tenedoHa, hpaMUIuy, UMEHHU, OTYECTBA OTBETCTBEHHOTO
JIMIIA, 1aThl OTKPBITUSI K HOMEpa aODOHEHTa

6,0

19

PaCCTAHOBKA PCTUCTPATUOHHBIX KAPTOUCK B KAPTOTCKY

OHa KapTO4YKa

0,5

20

odopmIleHHEe U3BEIICHUS 11 a00OHEHTA 00 OTKPBITUH
aboHeMeHTa (3arpoc HEAOCTAIOIIUX JUISI KAPTOTEKH
CBEJICHUN)

OJHO
HU3BCIICHUC

2,0

21

MIPOBEpKa MPABUILHOCTH 3allOTHEHUS OJIaHKa-3aKasa,
3aJI0JDKEHHOCTH a0OHEHTA; MPOCTaBIeHUE Ha 000poTe
OlaHKa-3aKa3a IITaMIa 1 1Tkl TOJyUYeHHUs 3aKa3a

OJIuH OJaHK-
3aKas

5,0

22

g poBKa 3aKa30B aOOHEHTOB; MoAOOpKa OJaHKOB-
3aKa30B MO an(aBUTy, NPOBEPKa HATMYUS JOKYMEHTOB 110
KaTaJory

oIuH OJaHK-
3aKas

3,0

23

MOATOTOBKA TOKYMEHTA K BbIIaye; CBepKa JOKyMEHTa C
0JIaHKOM-3aKa30M, TIPOBEPKA COCTOSIHHS JIOKYMEHTA;
MpoCTaBJIeHHE Ha ONaHKe-3aka3e mudpa T0KyMeHTa,
WHBEHTApPHOTO HOMEpa, KOJTMIeCTBA JOKYMEHTOB, JTaThI
BBIIAYH, IITEMIIEI OMOIHOTEKN C HA3BAHHEM U ITIOYTOBBIM
aJIpecoM; yKa3aHHe CPOKa BO3BPATA; BIOKCHHUE YaCTH
OnaHka-3aka3a abOHEHTA B BBIJABACMbBIN JOKYMEHT,
MIPOCTaBJICHHE HOMEpa OaHIEPOITH

OJINH
JIOKYMEHT

2,0
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24 | mocTaHOBKA 3aKa3a Ha O4Yepe/ib; OTIpPaBKa a0OHEHTY OJIMH 3aKa3 2,0
W3BEILEHUS
25 | mepenava M3/1aHus HA KONMPOBAHUE OJIMH 3aKa3 3,0
26 OTMpaBKa JOKYMEHTOB a0OHEHTaM; yIlaKOBKa 3aKa3a, OJIMH 3aKa3 5,0
npocrasienue mrammna "lloura cnensix", HanMcaHue
ajipeca, COCTaBJICHUE ONUCU
27 | paccraHOBKa 0JIaHKOB-3aKa30B Ha BbIJAHHbBIE JIOKYMEHTHI B OJIUH 0,5
KapTOTEeKy OOCITy>)KHUBaHUSI a0OHEHTOB B pa3/iell JOKYMEHT
"Brergaggeie 1o MBA u3manus"
28 | mpuHSATHE TOKYMEHTOB, BO3BPAIICHHBIX A00HEHTAMU; OIVIH 4,0
BCKpBITHE 0aH/IepOIIH, POBEPKA COCTOSHUS JOKYMEHTA, JIOKYMEHT
yKa3aHue Ha OJIaHKe-3aKa3e JaThl BO3BpaTa JOKYMEHTa,
nepecTaHoBKa OllaHKa-3aka3a B paszzaen "Bo3BpamieHHas
nureparypa'
29 | aHanM3 CPOKOB MOJIB30BAHUS JOKYMEHTOB, BBISIBIICHUE OJIH 2,0
JOJDKHUKOB, HaIllpaBJIEHUE HAIIOMUHAHUI JIOKYMEHT
30 | pabora c oTKa3aMH: yKa3aHHe B OJaHKe-3aKa3e MPUYUHBI U OJIMH OTKa3 4,0
JaThl 0TKa3a; PErUCTPaIis OTKa3a B YYETHBIX (popmax;
paccTaHoBKa JuCcTa TpeOOBaHUS B KAPTOTEKE OTKA30B;
OTIpaBKa aOOHEHTY M3BEIIEHHsI 00 OTKa3e
3.14. MaccoBas padora
Tabauua 55
N n/n HaumenoBanue nporecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
IlonroroBka MaccoOBBIX MEPONPUATHN
Onpenenenue TeMbl, COCTaBa ayJUTOPUH, OTBETCTBEHHOT'O OJIHO
32 MEPOIPHUATHE B LIEJIOM, COCTABIEHHE IIJIaHA MIOATOTOBKU | MEPOIPUATHE
MEPOIPUATHSL, BOIIPOCOB JIJIs1 00CYXKACHHUSI, TPUTIIallIEHuE
KOHCYJIbTAaHTOB, JIEKTOPOB, IOJ00pKa JJOKYMEHTOB 10 TEME
MEPOIPUATHS; OPraHU3aLlKs BHICTABKHU JIUTEPATYPBI,
OTIOBELICHHE T0JIB30BATENEN O MEPOIPUATHHN YEPE3
auIIM, KaHAJIbl CBA3H; BBISIBICHUE BBICTYMAIOIINX;
MIOITOTOBKA MTOMEILEHUS; IPOBEJCHHUE COBEIIAHNUS I10
UTOraM MOJTOTOBKU U MPOBEICHUS MEPOIPUSITHSL:
1 YHUTaTeNIbCKask KOH(epeHuus 4800,0
2 JIUTEPaTypHO-XY/I0KECTBEHHBIN BeUep, Beuep KHUIH, 3600,0
JUCIYT
3 BeUYep BONPOCOB U OTBETOB, YCTHBIN JKypHAII 3000,0
4 KIIy0 110 MHTEpecam 3000,0
5 JETCKUW YTPEHHUK 3600,0
6 BUKTOPHHA, KOHKYPC, UTPa-NyTEeIIECTBHE 3600,0
Opranu3anys KHUKHBIX BBICTABOK
CocTaBiieHre TUIaHa OpraHu3ally U IPOBEICHUS 0JIHA BBICTAaBKa
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BBICTaBKH; BBISIBJICHHE U OTOOP JOKYMEHTOB; MOATOTOBKA
COIPOBOUTENILHOM IOKYMEHTALIUU K BHICTABKE; MOHTAX
BBICTaBKH; OpraHU3aIys HHPOPMAIIMOHHO-PEKIaMHON
paboThI 10 MOMYSPU3ALUU BBICTABKH; MOJBEACHNE
WUTOTOB pabOTHI:

I1JIaHa BBICTaBKH

600,0

o]

BBICTABKH 110 TOTOBOMY ILJIAHY

360,0

OINCPATUBHLIX BBICTABOK HOBBIX HOCTYHJICHI/Iﬁ

120,0

Pexnama 6ubnmorexu; paboTa 1o mpuBJICUYECHUIO
110JIb30BATEIIEH:

10

MOJITOTOBKA PEKJIAMHOT'O COOOIIEHHUS B CPECTBAX
MaccoBo HH(GOpPMAIIUH, IS pa3MEIISHUS Ha cailTe
OMOJIMOTEKH, TTOPTAJIC CIIEIUATBLHBIX OMOIMOTEK, Ha
aBTonmH(OpMATOpE 0 paboTe OMOINOTEKH, 0OCOOCHHOCTSIX
(GYHKIIMOHUPOBAHUS Pa3IMUHBIX MO/Ipa3ICICHUN,
HOMEHKJIATYPE yCIyT, MPEOCTABISAEMBIX OUOITHOTEKOM, U
Jpyroii HPOpMAUU

OJIHO
cooO1ienue

300,0

11

MOJTOTOBKA IIJIaKaTa O ACATeIbHOCTH OMOIOTeKH (BBHIOOD
TEMBI, ONPEJICIICHUE COJICPKAHUS U POPMBI)

OJUH IlJIaKaT

300,0

ITonroroBka Oykiera o GubIHOTEKE:

OJIMH OYKJIET

12

OJIMH JIUCT, IBYXCTOpOHHSS nieuats (popmat A4)

600,0

13

IIBa JIHCTa U OoJiee

1200,0

14

OpraHu3aIys SKCKypCHil 1o OMOIMOTEKE; IPHEM U
odopmileHrE 3a8BKH, YTOUHEHUE TEMbI SKCKYpPCUH U
COCTaBa 3KCKYPCAaHTOB

OJIHa
OKCKYpPCHsL

60,0

BrlsiBreHNE TOTEHIIMAIBHBIX TI0JIb30BaTENEH
610IMOTeYHO-MH(POPMAITMOHHBIX YCIyT OMOIHOTEKHU:

15

pocMoTp nipeccel U "MHTepHeT "-pecypcoB

OJVH
JIOKYMEHT

8,0

16

cOop u aHanu3 HHPOPMAIUH O KOHKYPEHTOCIIOCOOHOCTH
OuOIIMOTEKH

OJVH
JIOKYMEHT

8,0

17

BCIACHUC KapTOTCKU HOTpe6I/ITeJ'ILCKOFO PBIHKA

OHa KapTO4YKa

0,3

18

BCTPEUH C MPEACTaBUTENAMU GUPM, OpraHU3aIui,
NPEANPUATHI

OJIHO
MEPONPUATHE

120,0

IIpumeyanue:
- BpeMs TPOBEICHUS MAaCCOBBIX MEpPOTPHUSTHHA, BBICTABOK JHTEPATYphl U IKCKYPCHH B HOPMY
BpPEMEHU HE BXOJINT;
- TpU OpTraHU3aIlMH BBHIC3THONH BBICTABKM K HOPMaM BPEMEHU IPHMEHSETCS ITOBBIIIAOIINI
ko3 unument 1,1.

3.15. CnpaBounasi 1 uHGopmMauroHHasi padora. Opranusanus cpaBoYHo-OMOIMOrpaduIecKoro

annapara (CBA)
Tab6auua 56
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboThI Enunanna Hopwma
U3MEpEeHUs BpPEMEHU,
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MUH.
1 2 3 4
[TpocMOTp ¥ 0TOOP AOKYMEHTOB U3 TEKYLIUX HOCTYIUICHUH
g BxiroueHus B CBhA:
1 IJIOCKOTEYaTHbIE KHUTH HAa OYMa)KHBIX HOCHUTEIISX OJIHa KHUTA 4,0
2 IIJIOCKONICYATHBIC KHUTM HA ONTUYECKUX HOCUTEIISX OJIHA KHUTa 6,0
3 CTaThH U3 IJIOCKONEYATHBIX COOPHUKOB, )KYPHAJIOB OJIHA CTAThA 3,0
4 CTaThU U3 ra3er OJIHA CTaThs 2,0
5 penbedhHO-TOUCYHBIC KHUTH OJlHa KHUTA 6,0
6 CTaThU U3 pesibe(hHO-TOUYCUHBIX COOPHHUKOB, )KYPHAJIOB OJIHA CTaThs 4,0
7 ayJIMOBU3yaJIbHbIC M3/IaHUS HA aHAJIOTOBBIX U IM(POBBIX OJlHa KHUTa 6,0
HOCHTEJISIX
8 CTaThU U3 3BYKOBBIX COOPHUKOB, KYPHAJIOB 0JIHA CTAThs 5,0
9 oubnorpadudeckue Nocodus, B TOM YHCIIC Ha OJIHA 3aITUCh 0,7
ONTUYECKUX HOCUTEISAX
10 | meronucu KHWXKHBIX, )KYPHAJIbHBIX M FA3€THBIX CTATEU 0JIHA 3aIIUCh 1,0
11 MIPUKHUKHbBIE OUOIMorpaduyecKkue ClucKu OJIHA 3aIUCh 0,7
12 | mpocMOTp ¥ OTOOP TOKYMEHTOB U3 BHEITHUX b/] OJIHA CTaThsl 6,0
MePUOINYECKUX U3AaHui 1715 BKiroueHus: B ChA:
13 cocTaByieHHe OUOIMorpaduuecKor 3anucu OJIHA 3aIUCh 4,0
CocraBiieHne aHHOTaIUH, U3y4eHHE JOKYMEHTa, oJlHa
HalMCaHUe TEKCTa: aHHOTaUs
14 AHHOTUPOBAHUE KHUT 120,0
15 | aHHOTHpOBaHUE cTaTeN 60,0
16 AHAJIMTUYECKAsl POCIIUCH )KYPHAJIbHBIX, TA3€THBIX CTATEM, OJINH 4,0
cOOpHUKOB, OMOIHOrpadUIECKUX TOCOOUH; 03HAKOMIICHNE JTIOKYMEHT
C COACPKAHUEM U3AAHUsI, COCTABICHUE AaHATTUTUYECKON
pocnucu
17 | cuctemaru3anus KapToyek Ha OTOOpaHHbIE IS 0JIHa KapTO4Ka 2,0
BKitoueHusi B CBA 1OKyMEHTBI O TUIIAaM KaTajloroB U
KapTOTEK; NPOBEPKA MHJIEKCOB, PACCTAHOBKA KaPTOYKHU
Opranu3zaius TeMaTHYecKux crnpaBodHbix b/
18 | mpocMoTp, OTOOP U cUcTEMATH3ALUS TOKYMEHTOB IS OJIUH 10,0
BKJItoYeHus B B/, BBoJ1 MHpOpMauu JOKYMEHT
19 | penaktupoBanue b/I: BHecenue B Oubnnorpapuyeckyro OJ1HA 3aIlMCh 1,0
3aMKCch JOTOJHEHNH U U3MEHEHU; HCKIIIOUEHHUE 3aIIUCH
Ha BBIOBIBIINE JOKYMEHTBI
20 | BBOJ HOBBIX pyOpUK 0JiHa pyOpuKa 1,0
Opraausanys noaHOTeKCTOBbIX B/I:
21 IPOCMOTP, OTOOP U MpPeAMETH3ALMS JOKYMEHTOB JUIsI OIVH 10,0
BKJIHOYEHUS B BJ[ JIOKYMEHT
Bgox B b/] Oubnuorpapudeckux 3anuceit OJ1HA 3aIlNCh
IJTOCKONEYaTHRIX U3JaHUN:
22 | IpM HAJIWYKHU 3aIIUCU B DJIEKTPOHHOM KaTajlore 2,0
23 | mpu cocTaBIeHUH HOBOM OMOIHOrpaduuecKoi 3amucu 6,0
24 | mpH IOTMOJIHUTEIHLHOM MOMCKE HHPOPMAIIH B 10,0
"NnTepuere"
25 CKaHUPOBAHME TEKCTA IOKYMEHTA C PACIIO3HABAHUEM; OJIHAa CTpaHULIA 6,0
UCTPABJICHUE OMIHNOOK
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26 | penakrupoBanue b/[; BHecenue B OnOmmorpahuIecKyro OJIHA 3aIHCh 1,0
3aMuch JOMOJHEHUN U U3MEHEHHI; HCKIIIOUEHUE 3aITUCH U
TEKCTa U3JJaHMs HAa BBHIOBIBIINE JOKYMEHTHI
Opranuzanysi KapTOTEKH NEPCOHAIHIA:

27 ONPEACIICHUE U COCTABIICHUE NIEPEYHS JIUL, CBEACHUS O OJIMH 20,0
KOTOPBIX OTPAXKAIOTCS B KAPTOTEKE; MPOCMOTP JOKYMEHT
MH()OPMAIMOHHBIX U3aHUN U TICPBUYHBIX JIOKYMECHTOB;
0TOOp AOKYMEHTOB JUIsl BKJIIOUEHHSI B KAPTOTEKY

28 TeXHUYECKas U coiepKaTeIbHas 00paboTKa JOKYMEHTOB OIVH 3,0
JUTSI BKJIFOUEHUSI B KAPTOTEKY; pacCTaHOBKA KapTOUYEK MO JOKYMEHT
andasuty dhamMuiInii aBTOPOB U MO BUJAM JIOKYMEHTOB

29 | meranuzainus pas3esioB; HAMKMCAHUE U PACCTAaHOBKA OJIMH 2,0
paznenurenei pa3fenuTenb

30 | pemakTupoBaHHE KAPTOTEKU; BHECEHUE UCITPABICHUH, OJINH 1,0
JIOTIONTHEHU, N3MEHEHU I JIOKYMEHT
Oprannzanus paxTorpaduvecKkoil KapTOTEKH:

31 ompeeeHue IpeaMera, 00beKTa 1 OCHOBHBIX IPU3HAKOB OVH 3,0
JUTSL OTPAKEHUS B KAPTOTEKE; MPOCMOTP U 0TOOP JOKYMEHT
JOKYMEHTOB JIJIsl BKJIIOUEHHS B KAPTOTEKY; 3aHECCHHE
0TOOpaHHBIX CBEJICHHUI Ha KAPTOYKU HH(POPMAITMOHHOTO
MaccuBa

32 | penlakTHpPOBAHUE KAPTOTEKU; IPOBEPKA TPABUIIBHOCTH OIVIH 2,0
CBEICHMI U yKa3aHUI 00 UCTOYHHKAX WH(OPMALIUU; JOKYMEHT
BHECEHME MCIPABJICHUN

33 HAIlMCAaHUE U PACCTAHOBKA pa3leIUTENEN OJIUH 2,0

pasienuTenb
Opranuzanys TeMaTUYeCKHX TMaroK ra3eTHHIX BBIPE3OK:

34 | mpoCMOTp M CUCTEMATU3AIIMS Ta3€THBIX BBIPE3OK OJIHA BBIpE3Ka 3,0

35 | opopmiieHrE BBIPE3OK ISl XpPAHEHUS B TEMAaTHUYECKHUX OJIHa BbIpE3Ka 4,0
Mankax; KpaTkoe OMMCaHue UCTOYHUKA

3.16. CnpaBouHas u uHpopmaunoHHas padora. CnpaBouHo-0udanorpapuueckoe 00cayKuBaHue

Taoauma 57
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboTh Enununa Hopma
W3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
[Tpuem O6ubnmorpaduyeckux 3anpocoB:
1 npueM Oubimorpaduyeckoro 3anpoca; yrouHeHHe TeMBI, OJIMH 3aIIpoc 1,0
IIEJIEBOTO U YATATEIHCKOTO HA3HAYEHUS, TOTHOTHI
MCTOYHUKOB, TUIIOB, BUJOB M XPOHOJIOIMYECKUX PaMOK
3armpoca
Brinonnenue cnpaBok
TemaTtuueckas cripaBKa: IOUCK U OTOOP JOKYMEHTOB; OJTHA CITpaBKa
cocTaBlieHHe OMOIOrpapuuecKoro OnuCaHus:
2 nucbMeHHas crpaBka (1-10 HCTOYHUKOB) 10,0
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ycTHas ciupaBka (1 HICTOYHUK)

2,0

AnpecHo-0nbnHrorpadguyeckas cripaBka: yCTaHOBJICHHE
HAJIMYUS WIA MECTOHAXOXKICHHUS IOKYMEHTA WUJIH €T0
yacTH B (hOHE OMOTNOTECKH:

OJiHa CIIpaBKa

nucbMeHHas crnpaska (1-10 nctouHukoB)

10,0

ycTHas cipaska (1 HICTOYHUK)

2,0

VToYHSsIOIIAs CIIPaBKa: YCTAHOBJICHUE U YTOUHECHHE
9JIEMEHTOB OUOIMOrpadnIecKOro ONUCAHUS:

OJiHa CIIpaBKa

nucbMeHHas crpaBka (1-10 HICTOYHUKOB)

10,0

ycTHas cupaBka (1 HICTOYHUK)

2,0

daxkrorpaduyueckas crpaBka: yCTaHOBJIEHNE KOHKPETHBIX
CBEICHMIA 0 COOBITUAX, 00BEKTAX, MpoIeccax, qaTax:

OJiHa CIIpaBKa

nucbMeHHas crpaBka (1-10 BICTOYHUKOB)

10,0

ycTHas crpaBka (1 uCTOYHUK)

2,0

CocraBieHne TeMaTHIeCKuX ONOIrorpapuaecKux
CIIMCKOB:

10

MTOWCK, OTOOP M CUCTEMATH3AIUs JIOKYMCHTOB;
cocTaByicHHE OUOIMOrpadUueCcKOro ONMUCaHUS

OJINH
JIOKYMEHT

7,0

11

o(opmieHne criMCcKa; BEIBOJ HA TIPUHTEP, OTIIPABKa 110
JIEKTPOHHOM NIOYTE, KOIMPOBAHUE HA CHEMHBII HOCUTEIb
I10JIB30BATENS

OJINH CITMCOK

10,0

Benenue (I)OHI[a BBIIIOJIHCHHBIX CITPABOK!

12

pEerucTpanys BeIIIOJHEHHOM CIPABKHU B JKypHAJIe

OJTHA CIIpaBKa

2,0

13

BBOJ TEeMaTUYECKOM CIIpaBKH B SHCKTpOHHBIﬁ apxXuB
BBIITOJTHCHHBIX CIIPAaBOK

OJiHa CIIpaBKa

2,0

3.17. CnpaBouyHas u uHpopMannoHHas padora. buéamorpadguyeckoe unpopmupoBanue

Taoauma 58
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
U3MepeHus BpEMEHH,
MUH.

1 2 3 4
BersBrienue nHpopMaMoHHbIX TOTPeOHOCTEH
CHEIHAIMCTOB METO/IOM aHKETUPOBAHUSI:

1 orpeJieieHue KOHTHHIeHTa NoTpeduTenei nupopmanuu; OJINH 60,0
pa3paboTKa 3asBOK JUIsl OIpeesieHns HH(OPMalMOHHBIX OTpeOUTENH
3allpOCOB; PAcChUIKa 3asBOK; 00pabOTKa MOITYYEHHBIX
3asiBOK; COCTaBJICHHE HAa OCHOBE MOJIYYEHHBIX TAHHBIX
KapTOTeKH KOHTHHI€HTa OTpeOuTene HHPOPMALUU U UX
MH(OPMALIMOHHBIX 3aPOCOB
3akiitoueHue ¢ abOHEHTaMH JI0TOBOPOB Ha
nH(OpMaIMOHHOE 00CTyKUBAHUE!

2 aHaJIM3 JIaHHBIX O 3aMHTEPECOBAHHOCTU a0OHEHTOB B OJIMH J0TOBOP 90,0
MH(OPMALIMOHHOM 00CTYKUBAaHUHU U PEXKUMAX
M30MpPaTENFHOTO PACIPOCTPAHEHUS I PETPOCHEKTHBHOTO
MIOMCKA; 3aKJII0YEHUE U IEPECMOTP AOTOBOPOB
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dopmupoBaHUE ceTH A00HEHTOB CUCTEMBI
n3bupareapHOro pacnpoctpaneHus nadpopmaruu (MPN):

orpejieNiecHue KOHTUHTeHTa aOOHEeHTOB cucteMbl P,
BBISIBIICHUE TUIIOBBIX M MHJIUBUAYAIbHBIX 3alIPOCOB
aO0OHEHTOB; U3yUYCHHE, KIACCU(PUKALINS U UHICKCAIIHS
3apoOCOB; BBOJI JaHHBIX O 3aIIPOCAX B aPECHYIO
KapTOTEKY

OOVH a0OHEHT

60,0

IToaroroBka curHajgpHOro ornosenicHusa B cucteme MPU:

BBISIBJICHHE, TPOCMOTP M OTOOP MAaTEpPHAIIOB U3 TEKYILIHUX
MOCTYIUICHUH; OTIPaBKa WH(POPMAIMK TOTPEOUTENIO

OJIHO
OIIOBEIIICHHUE

20,0

rpymnmoBoe oubanorpaduueckoe HHGOpMUPOBaAHUE

W

(dhopMHpOBaHKE COCTaBa TPy aDOHEHTOB

OOVH a0OHEHT

10,0

YTOYHEHUE TEMBI, COINIACOBAHUE UCTOYHUKOB
nH(OpMAIINY, BUIOB JTOKYMEHTOB

OJdHa TEMa

20,0

ITouck AOKYMCHTOB IJId I/IH(bOpMaI_[I/II/I, COCTaBJICHHUC U
OTIIpaBKa OITOBCIICHMA:

OJITHO
OIIOBEIICHHUE

IIMCBMCHHO

10,0

YCTHO

10,0

OnepatuBHOE HHPOPMHUPOBAHUE T10 3aIIPOCY:

q)OpMI/IpOBaHI/Ie CCTU a6OHeHTOB; BBISIBJICHHC TUIIOBBIX M
WHAWBUAYAJIbHBIX 3aIIPOCOB

OJIUH a0OHEHT

5,0

10

U3y4eHUE U KIacCH(UKAIMK 3aIIPOCOB; BBOJI IaHHBIX B
aJIPECHYIO KapTOTEKY

OJIMH 3aIIpocC

7,0

Hanucanune 0630poB u cripaBok

BrisiBnenue u oT00p HCTOYHUKOB; 00pabOTKa M aHATIU3
0TOOpaHHBIX IOKyMEHTOB; HalKlcaHue TeKcTa 063opa /
CIIpaBKH:

OJWH aBT. JIUCT

11

110 ICPBUYHBIM HCTOYHUKAM

6000,0

12

110 BTOPUYHBIM UCTOYHUKAM

4200,0

13

Habop U hopmMaTUpOBaHHUE TEKCTa 0030pa / CIIpaBKU

OJlHa CTpaHuIa
(1800-2000
3HAKOB)

20,0

Opranu3anus 1 poBeJieHHe YCTHBIX OMOIrorpaduuecKkux
0030pOB HOBBIX MOCTYIJIEHUI

OTO0p HOBBIX MOCTYIUIEHUH 110 3apaHee 00bsIBICHHON
TEMaTHKe; CUCTEeMaTH3aIMs HCTOYHUKOB TI0 TEMaM,
MIPOCMOTP U aHAJIM3 IOKYMEHTOB; OJ00pKa
oubnorpaduueckux OMucaHui, KpaTKUX aHHOTAIUH,
pedepaToB Ha OTOOpaHHBIE HCTOYHUKOB; ITOATOTOBKA
pykomnucu 6ubarorpadguyeckoro 0630pa; KOJIMUECTBO
IPOCMOTPEHHBIX U OTOOPAHHBIX IOKYMEHTOB:

0JIiH 0030p

14

110 50 TOKYMEHTOB

600,0

15

cBblle 50 TOKYMEHTOB

1800,0

[ToaroroBka OrOJITIETEHSI HOBBIX MOCTYIIJICHUN

OmnpeneneHne TEeMaTHYECKUX TPaHUII TIOUCKA U 0TOOpa
JOKYMEHTOB; CO3/[aHue pyOpHuKaTopa OroJuIeTeHs;
BBISIBIIEHHE U OTOOP B MACCHBE TEKYIINX MOCTYIUICHUH
MCTOYHHUKOB MH(POPMALIUH; T0A00PKa aHHOTALUH,
pedepaToB; KOIMUECTBO MPOCMOTPEHHBIX JOKYMEHTOB!

OJWH
OIOJUIETEHD
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16

10 50 TOKYMEHTOB

300,0

17

cBbile 50 TOKYyMEHTOB

600,0

[TonroroBka Tekymmx 6uoIMorpaguuecKkux nocoOuit

Br160p TeMbI mocoOusi, BBISIBIICHHUE U OTOOP TIOKYMEHTOB,
(dbopMHUpOBaHUE Pa3IEIIOB MOCOOHS, aHHOTHPOBAHUE
JOKYMEHTOB, ITOJI00pKa (pakTorpaduueckoro marepuara,
WLTIOCTPAINA, COCTABIICHUE TEKCTA, BCIOMOTaTEeIIbHBIX
yKaszaTeJei, KOMIbIOTEPHBIH Ha00p, KOHCYIbTAIlH Y
CICUAIMCTOB HA PA3IMYHBIX dTarax paboThl, 00CYXKICHUE
1 10paboTKa M0 3aMEYaHUSIM:

OJWH aBT. JIUCT

18

COCTaBJICHUEC 6I/I6J'II/IOFpa(1)I/I‘IeCKOFO yKa3aTteii, KaTajora,
IIYTCBOAUTCIISA, CIIPABOYHHKA

15000,0

19

[IOJIrOTOBKA KOMMEHTApUEB, IPUMEUaHHH
IIPOCBETUTENIBCKOTO XapaKTepa, He TPEOYIoHIX
CIELIMAJIbHBIX MCCIIEJOBAHUMN

6000,0

20

IMOoATOTOBKAa KOMMCHTAPHCB, HpI/IMeLIaHI/Iﬁ HAay4YHO-
HCCJICHOBATCIILCKOI'O XapaKTEpa

12000,0

[ToaroToBKa PETPOCIIEKTUBHBIX HAYYHO-BCIIOMOTaTEIIbHBIX
O6ubanorpaduuecKux ykasatenen:

21

BBEIOODP TEMBI, CO3JaHIE aBTOPCKOTO KOJUICKTHBA,
pa3paboTka HHCTPYKTUBHO-METOMUECKUX MATCPHAJIOB,
BEISIBJICHHE U OTOOp JOKYMEHTOB; paboTa HaJl
OoubMorpaduueckoii 3aMChI0; AaHHOTUPOBAHUE;
oubnmorpaduueckas rpynnmupoBKa; COCTaBICHUE
BCIIOMOTATeNbHBIX yKa3aTelei; KOMIbIOTePHBIH HAOOD;
o0cyxieHne u 10paboTKa Mo 3aMeYaHUusIM

OJWH aBT.JIMCT

10080,0

CocraBiieHne aHHOTUPOBAHHOTO OUOIHOTrpaduIecKoro
uu 6MoOMOIHOrpadUIECKOTO yKa3aTes M0 aKTyalIbHOM
TEMaTUKEe C XPOHOJIOTHUECKUM OXBATOM OT 2 710 5 JIeT:

OJWH aBT.JIUCT

22

Ha PYCCKOM SA3BIKC

10080,0

23

¢ BrirodeHueM oT 30% 1o 40% oObema myOauKaIuii Ha
WHOCTPAHHBIX S3bIKaX

12600,0

24

COCTaBJICHHE aHHOTHPOBAHHOTO OMOIMOrpapuuecKkoro
yKa3zaTeJsi MHOTOOTPACIIEBOI0 CO/IEPIKAHUS C
XpoHoJIoru4eckuM oxsaTom 110 100 net, Tpedyromiero
CILIOLITHOT'O IPOCMOTpPA IOKYMEHTOB, IIOMCKA CIIOXKHBIX
6ubamorpadguueckux U3gaHui

OJWH aBT.JIMCT

21000,0

CocraBneHue PCKOMCHAATCIIbHBIX 6I/I6J'II/IOl"pa(I)I/I‘-ICCKI/IX
CITMCKOB

BrsBrienue cripoca norpedurenei, onpeaeaeHue TeEMBbI,
0TOOp JOKYMEHTOB, COCTAaBIIEHUE OYEpPKaA, KOMIIBIOTEPHBIN
Ha0op, BHECEHUE UCITPABIICHHIA:

OJJH CIITMCOK

25

no 10 3anucent

30,0

26

cBoite 10 3anuceit

30,0

IloaroTroBka aHAIUTHYECKUX O630p0B

BrisBienue u oT00p JOKYMEHTOB, MTOJATOTOBKA
pyOpuKaTopa, U3y4eHHe U OIICHKa JOKYMEHTOB,
CHCTEMaTH3allHs MaTeprala, COCTaBICHUE
aAHATUTUYECKOTO 0030pa, KOMITBIOTEPHBIN HA0Op,

OJWH aBT.JIMCT
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o0CyXKJeHre U TopaboTKa M0 3aMCUaAHUSIM:

27

110 ICPBUYHBIM UCTOYHHKAM Ha PYCCKOM A3BIKE

10080,0

28

110 CMCIIAHHBIM IIEPBUYIHBIM UCTOYHUKAM

12000,0

29

110 ICPBUYHBIM HCTOYHHKAM HAa HHOCTPAHHBIX SA3BIKAX

13800,0

Cocrasiienue sxcnpecc-uHpopMaluu:

30

BBISIBJICHHE U OTOOp MaTepuania 1o TeMe, CHCTeMAaTH3aIlus;
KOMITBIOTEPHBIN HAOOP

OJWH aBT.JIMCT

4500,0

Cocrasnenue pedepara:

31

M3y4YEHUE U aHAJIN3 JOKYMEHTA; COCTABICHUE TEKCTa
pedepara; KOMIBIOTEPHBIN HAOOP; BHECCHUE UCTIPABIICHUIN

OJHH aBT.JIUCT

6600,0

3.18. HayuHo-meToau4yeckasi padbora

Taoauua 59

N o/

HaumeHnoBanue Impouecca, orncpamnuu. Cocrasn pa6OTBI

Enununa
MU3MEPEHUS

Hopwma
BPEMEHHU,
MUH.

2

3

4

IToaroroBka METOIUYECKUX TTOCOOMH, pEKOMEH,TAIIHIA:

pa3paboTKa HOBOW TEMbI; U3YYCHHUE TEMbI, BBISIBJICHHE U
aHaJu3 JOKYMEHTOB I10 TEME; YUTATEIBCKOE U LIEIEBOE
Ha3Ha4YeHHE 110co0usl, pEKOMEHAALNN; COCTaBIEHUE
MPOCIIEKTA; HAITMCAHUE TEKCTA

OJWH aBT.JIMCT

18000,0

Mo uUKaIMs paHee pa3paboTaHHOW TEMBI; BBISBICHHE U
M3y4eHHE HOBBIX JOKYMEHTOB U HAKOIJICHHOTO
OMOIMOTEKaMH OIIbITA TI0 TEME TTOCO0H S, PEKOMEHIAIN;
yTOUHEHHE, BHECEHUE U3MEHEHUH B CTPYKTYPY U B TEKCT B
COOTBETCTBHH C JIOCTIKECHUSIMU OMOIMOTEYHON TEOPUH U
IPAKTUKH; opaboTKa / mepepaboTKa TeKcTa

OJWH aBT.JIMCT

10200,0

Pa3paboTka 1OKyMEHTOB, periaMeHTHPYIOIINX
JesITeIbHOCTh OMOIMOTEK, OJ0KEHUH, HHCTPYKIUHA,
IIPOCKTOB HOCTaHOBHeHHﬁ, YCTaBOB, 3aKOHOJATCIIbHBIX
aKTOB:

pa3paboTKa HOBOW TEMBI; BEISBICHHE, U3YUYCHUE, aHAITN3
JEHCTBYIONUX TOKYMEHTOB 10 TEME; HAMCaHUEe TEKCTa
MPOEKTa JOKYMEHTA; O0CYKJIeHNEe U anpoOaIus
JOKyMeHTa B Ou0nroTeke; qopaboTka JOKYMEHTa;
MTOJITOTOBKA K YTBEPIKIACHHUIO

OJWH aBT.JIMCT

20400,0

Moaudukaims panee pa3pabOTaHHOTO JOKYMEHTA; aHAIIU3
Y OIICHKA JIOKYMEHTA; TTIOMCK ¥ OTOOP HOBBIX
JEHCTBYIONUX TOKYMEHTOB IO TEME; BHECCHHE
M3MEHEHUH B TEKCT IOKYMEHTa; 00CYXAeHUE U T0padOoTKa
JIOKYMEHTA; TIOJITOTOBKA K YTBEPKACHUIO

OJWH aBT.JIUCT

9000,0

Pazpabotka yueTHbIX (hopM, TabIuI, 00pa3IoB:

YTOYHEHHE MPEeIMETa, 00BEKTa, COACPKAHMS YICTHON
(dbopMbI, TabNUIIBI, 00pasiia; 0TO0p U CHCTeMAaTU3AIIUS
MOKa3aTeeil; pa3paboTka MakeTa Y4eTHOU (POpPMBI,

OJWH aBT.JIMCT

9000,0
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TabIUIIBI, 00pa3ia; 00CyKIeHUE TOKYMEHTa; TOATOTOBKA
K YTBEPXKICHUIO

CocraBiieHne peKOMEHJaluil 110 BHEAPEHUIO
pErIaMeHTHPYIOMIUX JOKYMEHTOB B TPAKTHKE:

pa3paboTKa METOUIECKIX PEKOMEH AN, HHCTPYKIIHA,
IIJJAHOB IO BHEAPEHUIO HOPMAaTUBHOW JOKYMEHTALUU;
MOJrOTOBKA TEKCTA

OJWH aBT.JIUCT

16500,0

HOI[I‘OTOBKa INUCHbMCHHBIX KOHCYJIBTaL[I/If/'I, MCTOAUYCCKUX
IIMCEM:

BBISIBJICHHE U aHAJIU3 IOKYMEHTOB TI0 TEME; U3y4eHUE U
0000111eHHE OIBITa pa0OTHI OMOJIMOTEK; MOATOTOBKA
TEKCTa; 00CYKIeHNE U TopaboTKa TEKCTa

OJWH aBT.JIHUCT

10200,0

[ToaroroBka 0630pOB IEATEILHOCTH OMOIUOTEK 11O
OINPEJICTICHHON TEMATHKE:!

OIIpEJICIICHUE TEMbI U XPOHOJOTHUYECKUX TPaHHIl 0030pa;
BBISIBJICHHE, TPOCMOTP, OTOOP M aHAIH3 JIOKYMEHTOB 10
TeMe 0030pa; MOJrOTOBKA TEKCTA; 00CYKICHUE
0pabOTKa TEKCTa

OAHH aBT.JIUCT

10800,0

PeuensupoBanue Hay4HbIX, METOAUYECKUX,
MH(GOPMAIIMOHHBIX M IPYTUX MaTEPUAIIOB:

YTCHUC PCUCH3NPYEMOI'O MAaTCpUaJia; OLICHKA €TI0 B LCJIOM,
OTACIBHBIX tIaCTGI‘/'I; YCTAaHOBJICHUC COOTBETCTBUA
YUTATCIBCKOMY U LICJICBOMY HA3HAYCHUIO, HAYUYHBIM U
METOJUYCCKUM Tp€6OBaHI/IHM

OAHH aBT.JIUCT

900,0

10

HaIlTMCaHUEC PCLICH3UN

OJWH aBT.JIUCT

1500,0

[ToaroroBka JIEKIIHUI, KOHCYJIbTALlUN

Pa3paboTka niaHa JeKunu, KOHCYJIbTALlUU, TOJ00PKa
JIUTEPATYpPBl, COCTABIEHUE CIIUCKA JIUTEPATYPHI K JIEKIIUH,
KOHCYJIbTAllMM, ITOATOTOBKA TCKCTA!

11

TNICpBHUYHA JICKI U

OJJHa JICKIIHA

1800,0

12

IIOBTOpHAA JICKIMA, C YHCTOM HOBOI'O MaTcpuajia

OJIHa JICKI U

360,0

13

NEpBHUYHAA I'pyIlIioBast KOHCYJIbTallus

OoIHAa
KOHCYJ'II)TaHI/ISI

1500,0

14

MOBTOPHAs TPYIIIOBasi KOHCYJIbTAIMSI C Y4ETOM HOBOT'O
Marepuaa

OJJHa
KOHCYJIbTallusd

300,0

15

YCTHad UHAWBUAYAJIbHAA KOHCYJIbTAIlUA

OJJHa
KOHCYJIbTalls

600,0

[IpoBeeHne NPAKTUKYMOB, CTAXKHPOBOK

Omnpenenenne TeMbl, 3ajaHNs IPAKTUKYMa, CTaXXUPOBKH
(7-10 nHeit), BoISIBIEHUE JIUTEPATYPHI 110 U3YYAEMOMY
BOIIPOCY, COCTaBlIeHUE rpaduka MpoBEAECHUS 3aHIATUH,
MO/ITOTOBKA 3aKJIFOUEHHUS O MMPOXO0KICHUH NPAaKTUKyMa,
CTa)KUPOBKHU:

16

MPAKTUKYM (MHIAUBUAYAIbHbBIN, TPYIIIOBOM)

OJIUH
PAKTUKYM

2400,0

17

CTaKMpPOBKa (MHAUBUyaIbHasl, TPYIIIOBast)

o/Ha
CTOKUPOBKA

2700,0

[TpakTHKa CTYZEHTOB BBICIINX M CPEIHUX CIIEIUATIBHBIX
y4eOHBIX 3aBEICHUN:
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18

IIOArOTOBKA U OpraHMU3alysl IPAKTUKU CTyIeHTOB (10 30
IHe); pa3paboTKa I1aHa MPaKTHKH, COTJIACOBAHUE €T0 C
PYKOBOJIUTENEM MPAKTHKH; COCTAaBJICHUE Tpaduka
MIOCEIIEHUS CTPYKTYPHBIX MOAPa3AeICHUNA; OpraHu3aus
IIPaKTUYECKUX 3aHATUHN; TIOJIBEEHIE UTOTOB IIPAKTHUKH;
COCTaBJICHHE XapaKTEPUCTHK NPAKTUKAHTOB

OJlHa IMPpaKTHUKa

5400,0

[Tocemenue OMOIMOTEK, BHIE3/IbI B KOMAaHAUPOBKH C
LEJIbI0 U3yYeHHs1 pabOThl M OKa3aHUSI METOIUYCCKOM
TIOMOIITH:

19

MOATOTOBKA K KOMaHMPOBKE; YTOYHEHUE CPOKOB H IIeJIeH
KOMAaH/IUPOBKH; O3HAKOMJICHUE C JIOKYMEHTAMH U
MaTrepuagamMH IPeIbIAYIINX BbIC3I0B U MyOIHKAIUNA B
TeYaTH; COCTABJICHHE TJIaHA KOMAHIUPOBKH

oJlHa
KOMaHJIMPOBKa

660,0

20

COCTaBJICHHE OTUYETAa / CIIPABKU O MPOBEACHHOM paboTe

OJWH OTYECT

1200,0

21

COCTABJIEHHE aBAaHCOBOI'O OTYETA, 3alI0OJHEHUE OTYETHOTO
OaHkKa

OAHH OTYCT

60,0

Pa6oTa HAaYYHO-OPraHNU3allMOHHOI'O XapaKTCpa:

22

MIO/ITOTOBKA U IIPOBEJEHUE TEOPETUUECKHUX, HAYYHO-
IIPAKTUYECKUX KOH(DEpEeHLUil; onpeaeseHue cocTaBa
OPTKOMUTETA M YYACTHUKOB KOH(EPEHIINH;
(bopMHUpOBaHKE U YTBEPIKIECHUE TPOrPaMMBbI;
OpTraHU3aIMOHHBIC MEPOTIPHSTHS; BEIPAOOTKA MPOEKTa
pexoMeHAalui; (GHUHAHCOBO-XO035HCTBEHHOE 00ECIIEUEHUE;
aHaJIU3 U OLIEHKA paboThl KOH(EPEHINH; T0ABEICHNE
UTOTOB

OJIHO
MEpPONpUITHE

6000,0

23

IMOATOTOBKA M NPOBCACHUC CEMUHAPOB, KPYIJIbIX CTOJIOB;
oTpesieNIeHUe COCTaBa YYaCTHUKOB, CPOKA U MeCTa
MIPOBEJICHUS] MEPONPUATUI; (HOPMUPOBAHHE U
yTBEPXkKJACHHUE MTPOrPaMMBbl; HHPOPMAITMOHHOE
obecrieueHure; BpIpabOTKa MPOEKTa PEKOMEH Al ; aHATU3
1 OLICHKAa MEPOTIPUSTHIA

OJIHO
MEPONPUATHE

3000,0

IMpumeuanmue:
- TIpU TIPOBEJCHWUU MEPOIPHUATHH Ha MEXKIYyHApPOJAHOM YPOBHE K HOpPME BPEMEHHU NPUMEHSETCS
noBbInaoIMi koddduuuent 2,0, Ha penepaabHOM ypoBHE - 1,85;
- BpeMsI IPOBEJICHUS JICKIMI, KOHCYJIbTAINi, TPAKTUKYMOB, CTAXHPOBOK, TPAKTHK, TPEOBIBAHUS B
KOMaHJIUPOBKaX, IPOBEJICHHUA KOH(EepeHLUH, CeMHHApOB, KPYIJIBIX CTOJOB M BpEMs, CBSI3aHHOE C
U3JJaHHEM MaTepHaioB KOH(PEPEHIINH, CEMHHAPOB B HOPMY BPEMEHHU HE BXOISAT.

3.19. PenakumoHHo-u3xaTebCKast padbora

Taoauua 60
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
HU3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
[ToaroToBuTENbHBIN ATAIL:
1 y4acTHE B COCTABJICHUH TEMAaTHYECKOTO (M3aTEIHCKOTO) OJlHa TEMa 45,0
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IJIaHAa, TUIAHA PACChUIKH; COTJIaCOBAaHUE TEM U3JIaHUM,
ABTOPOB / aBTOPCKHUX KOJUICKTHBOB

00CyXJIeHHE C aBTOPOM TEMBI U XapaKTepa 3aKa3bIBaEMOT0
MIPOU3BE/ICHNUS, OCHOBHBIX TPEOOBAHU, KOTOPBIM JOKHO
YAOBJIETBOPATH POU3BEICHUE U YCIIOBUM aBTOPCKOTO
BO3HArpakJeHus

OJWH aBT.JIMCT

30,0

00CYXKJICHUE U YTBEPXKICHHUE TUIAHA-TIPOCIIEKTA U3TaHUS

OJIMH IlJIaH-
ITPOCIICKT

30,0

3aKIII0YCHHE JIOTOBOpa-3akasa (B Cllyyae BHEIIHETO
aBTOpa) MEKIY aBTOPOM M OMOJIMOTEKON C yKa3aHUEM
00beMa M CPOKOB TIOATOTOBKU U CJIA4U PYKOITHUCH B
pEIaKUMOHHBINA OTHEN

OJIMH JIOTOBOP-
3aKas

20,0

COCTaBJICHHE JIOTOBOpA Ha Mepeaady OMOIMOTeKe mpaBa
BOCIIPOU3BOIUTH IMPOU3BEICHNUEC B BEIOPAaHHOM
oubimoTekoi hopmare

OJIMH JIOTOBOP

20,0

03HAKOMJICHHUE C aBTOPCKUM OPUTHUHAIIOM (PYKOTHCHIO),
MIPUHSATHE PEILIeHUs O Mepeiaye PYKOMKUCH B IPOU3BOJICTBO
WM O HEOOXOAMMOCTH 10pabOTKHU

OJWH aBT.JIMCT

120,0

COCTaBJICHHUC FpaQ)I/IKa MMPOXOKIACHUA PYKOIIMCH B OTACIIC

0JIUH rpaduK

20,0

PenakiimoHHbIlN JTam:

OJWH aBT.JIMCT

penaKIiroHHas 00paboTKa: TUTEPATypPHOE, TEXHUIECKOE U
CTeNMaNIbHOE PeaKTUPOBAHHUE PYKOIHCH; HA0Op H/HITH
nepereyarka; moAroToBKa M3/1aTeIbCKOTO OpUTrHHANA
(BBIOOp TEXHOJIOTMHU, U3TOTOBJIEHUE 3aKa3a U CO3JaHHE
MakeTa W3JJaHusl)

780,0

KOHCTPYKTOpPCKO-0(opMUTENbCKas paboTa:
MIPOEKTUPOBAHKE BU/IAa U3AAHUS U €T0 CTPYKTYPHI;
nondopka opmara u Mmapku Oymaru, popmarta 1mosuoc
U3JIaHNs, TApHUTYP U Keruiel mpudra, onpeaeneHue
XapakTepa M yHclia WITocTpanuii, opmara opopmieHus,
BUJa 00JI0KKHU MIIH MEperuieTa; MPOeKTHPOBaHUE
BHEUIHET0 0(hOpMIICHUS N3JaHUS

660,0

10

MIPOM3BOJICTBEHHBIN ATal: BHIOOP MOIUTrpaduueckoi 6assl;
pacuet noTpeOHOCTH B MaTepuaax; COCTaBICHHUE
IIPEJBAPUTEIILHON KalbKYJISIMY 3aKa3a; ONpeAeICHNe
CTOMMOCTH W3/1aHus; pa3paboTka rpaguka mpoxoxIeHus
3aKa3a Ha MOJIUrpaduIecKOM MPeIPUITHH; 3aKII0UYCHHUE
JI0TOBOpa ¢ Tunorpadueit

OJHO U3JJaHHUEC

360,0

PeHaKTI/IpOBaHI/Ie HAaYYHBIX 1 MECTOAUYCCKHUX MaTCPHUAIOB

IIpoBepka u ucnpaBiIeHUE PYKOIIUCH B ITPOLIECCE
MOATOTOBKHU €€ K NeYaTH; yCTaHOBKA COOTBETCTBUS TEKCTa
HAYYHBIM U JIUTEPATyPHBIM TpeOOBaHUAM, POpMe U
1L[€JIEBOMY Ha3HAUYEHHUIO U3/IaHUs; COTIIACOBaHNE BHOCHUMBIX
WCIPABJICHUH C aBTOPOM; JOPAOOTKA PYKOIIUCH:

11

penakTUpOBaHUE MOHOTpaduil, COOPHUKOB HAyUHBIX
TPY/IOB, HAYYHBIX OTYETOB, MPAKTUYECKUX MTOCOOUI

OJWH aBT.JIMCT

3480,0

12

PEAAKTUPOBAHUEC METOJUUCCKHUX MAaTCPUATIOB
(MHCTPYKTUBHO-METOUYECKHE MMUCbMa, PEKOMEH/IAllNH,
KOHCYJIBTAIIMH, 0030PBI AEATEILHOCTH OMOITNOTEK)

OJWH aBT.JIMCT

3000,0
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13 | perakTupoBaHHE JOKYMEHTOB, pEriIaMEHTUPYIOIINX OJIVH aBT.JIUCT 2940,0
JEeSITeNIbHOCTD CIIEHUATbHBIX OMOINOTEK JIJIS CIICMBIX
(ycTaBOB, NOJIOKEHUH, HHCTPYKIMI)
14 | penakTUpOBaHUE CTATUCTUYECKUX TAOJIHUII, yUCTHBIX GOPM, | OJIMH aBT.JUCT 2400,0
00pasIos
15 peIaKTUPOBaHNE MAaTEPHAIIOB KOH(PEPEHIINH (IOKIaI0B, OJIMH aBT.JIUCT 1200,0
COOOIICHNH)
PepaktupoBanue Oubamorpapuueckux mocooui,
PETPOCIIEKTUBHBIX HAYYHO-BCIIOMOTaTeNbHBIX yKa3aTeleu,
0030pOB, CIIPABOK, pedepaToB, AHHOTAIIHIA:
16 | penaktupoBaHue OMOIHOrPaPUISCKUX TTOCOOUI OJIVH aBT.JIUCT 3000,0
(TemaTrueckux oubnmMorpaduyeckux ykasarene,
CIIPAaBOYHUKOB)
17 | penakTupoBaHHE PETPOCIEKTUBHBIX HAYYHO- OJIVH aBT.JIUCT 2280,0
BCIIOMOTaTeNbHBIX yKa3aTenen
18 | perakTupoBaHHE aHATUTUYECKUX 0030pOB, CIIPABOK, OJIMH aBT.JIUCT 1200,0
aHHOTalu#, pedepaTtoB, CBOJIHBIX pedepaTUBHBIX 0030POB,
sKCIpecc-uHGOpMAITHiA
19 | penakrupoBanue OuOIMorpaduieckux 3anucei OJIHA 3aIUCh 5,0
20 | KOHTPOJIbHOE PEJAKTUPOBAHUE OJIHA 3aIUCh 7,0
MarmmHonucHbIe paboThI, BHITIOIHSAEMBIE B
aBTOMATHU3HPOBAHHOM PEXKHUME
Habop Ha KoMmbIOTEpE:!
21 TEKCTAa C JIUCTa OJIHAa CTpaHHULIA 20,0
(1800-2000
3HaKOB)
22 | bubnuorpaduueckoe ornrucaHue OJIHO 5,0
ONHCaHUe
[IpaBka Ha KOMIIbIOTEPE, BEPCTKA HA KOMIIBIOTEPE:
24 TEeKCTa OJIHA CTpaHULA 10,0
25 | bubnuorpaduueckoe onucaHue OJIHA CTPaHUIIA 2,0
26 | BBIBOJI TEKCTa Ha MPUHTEP, pacnevarka 0JIHA CTpaHuIa 2,0
27 | BeIBOJ (OpM TAOJIUI] HA MOHUTOP OJIHA CTpaHULA 2,0
28 HaroJHEHHE TaOIuIl CoIepKaHUEM olHa Tabiuna 18,0

I[Ipumeuyanue: TpH pPEJAKTHPOBAHWU CMEIIAHHOTO TEKCTa K HOPME BPEMEHH NpPUMEHSETCS
HOBBIIAIONIINNA KO3 duument 1,2.

3.20. ITepeBoa 1 mepepadoTKa MEYATHBIX TEKCTOB C HHOCTPAHHBIX A3BIKOB HA PYCCKHI U € PyCCKOI0

Ha UHOCTPAHHBIC A3BIKHA

Tabauua 61
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboTh Enununa Hopma
U3MEpeHUs BPEMEHH,
MUH.
1 2 3 4
IlepeBoa TEKCTa ¢ MHOCTPAHHBIX SI3IKOB HA PYCCKHM SI3BIK
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Urenue opuruHaia, aHajau3 TeKCTa, pa3METKa €ro ¢ OJIMH aBT.JIUCT
BBISIBIICHUEM TPYIHBIX TEPMUHOB, TPAMMATHYECKUX
KOHCTPYKIUH, JISKCHUECKUX 000OPOTOB, IIEXOBBIX H
YKaHPOBBIX TEPMHHOB:
1 IIOJIHBII MMCbMEHHBIN NTEPEBOJT 3360,0
2 COKpallleHHBIN mucbMeHHBIN niepeBoj oT 30% mo 50% 3600,0
o0beMa TeKCTa
3 BBIOOPOYHBIN MMCEMEHHBIH NTEPEBOA 3120,0
[TepeBoa TEKCTa C pyCCKOTO sI3bIKa HA HHOCTPAHHbBIC
SI3BIKH:
4 TOJIHBIN TMCHbMEHHBIN MEPEBO/T OVH aBT.JIUCT 3840,0
TepmuHomornyeckasi paboTa Mmpu BBITTOJIHEHUU
MMHUCbMEHHOTO IePeBO/IA:
5 MOUCK OTMEUYEHHBIX B OPUTHHAJIE HE3HAKOMBIX WJIN OJIH TEPMUH, 1500,0
HETIOHSATHBIX TEPMHUHOB U COKPAIIICHUH B CIIOBAPHO- OJIHO
CIIPaBOYHOM JIUTEPATYPE; MOI00PKA COOTBETCTBYIOIIETO COKpaIieHue
TEPMHHY SKBUBAJICHTA, paciin(poBKa COKpaICHHUMA
Koncynpranus nepeBoaurka co CrieluagIuCcTaMu:
6 BBISICHEHUE MPABUILHOTO U3JI0KEHUS YaCTeH TEKCTa 1O oHa 2700,0
MaJI03HaKOMOW TEMAaTHKE; YTOYHEHUE COOTBETCTBUS KOHCYJIbTAIIHS
MIepeBOJIa OPUTHHATY
CocraBnenrue 6u0JIMOrpaGUIecKoro OMMCaHus:
7 cocTaBJieHHE OMOIMOTPadUIECKOT0 OITUCAHMS ITEPEBOIA OJTHO 720,0
OIMCaHHE
AHan3 U BHECEHHE U3MEHEHU B TEKCT MEPEBOAA MOCIIE
pacrneyaTku:
8 IIPOBEPKA IPABUIIBHOCTH PACIIOJIOKEHUS OTIIEYATAHHOTO OJIVH aBT.JIUCT 240,0
TEKCTa; CBEPKa C PYKOMHCHIO; MpaBKa
Texandeckoe ohopmiIeHHE TEPEBOIOB:
9 BHECEHHE B TEKCT NIEPEBOIA CUMBOJIOB U BCTaBOK Ha OIHO 3,0
WHOCTPAHHOM SI3bIKE BIIMCHIBAHHE
10 | BHECEHUE PUCYHKOB, TaOIUIL, HOPMYIT OJIHA BCTaBKa 4,0
IlepeBop 3arog0BKOB cTaTel U JOKYMEHTOB:
11 MEePEBO/I U 3aITUCh 3ar0JIOBKOB OJIMH 12,0
3aro0JIOBOK

IIpumeyanue:

- HOPMBI BpEMCHU IMPEAYCMATPUBAIOT BBIMMOJHCHUE NIEPEBOAOB C MHOCTPAHHOI'O sA3bIKA HJIM HaA
MHOCTPaHHBIN, KOTOPBIN Y MEPEeBOJUMKA SBISETCS OCHOBHBIM (110 00pPa30BaHUIO MU IPUMEHEHUIO);

- IIpY BBIIIOJHECHHHU NEPEBOJOB C APYTIUX A3BIKOB WMJIKM HA APYruc, mMOMHMMO OCHOBHOI'0, K HOpMaM
BpPEMEHH NPUMEHSETCs MoBbIIamuil koappurment 1,1.

3.21. PaboTa 1o BhINYCKY MAJOTHPAKHBIX M3aHUI ClleNHATbHBIX ()OPMATOB

Tabanna 62
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboThI Enunanna Hopwma
U3MEpEeHUs BpPEMEHU,
15.11.2018 Cuctema TAPAHT 120/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

MUH.
1 2 3 4
Bocnpoussenenue miockoneyaTHoOro JOKyMeHTa B
penbedHO-ToueyHOM (hopmare
Pabora ¢ TeKCTOM MJI0CKONEYaTHOIO TOKYMEHTa Ha
OyMa)KHOM WJIM DJIEKTPOHHOM HOCHUTEJIE:
1 KOMITHIOTEPHBIN HA0OP TEKCTa BPYUHYIO OJIHa CTpaHHULIA 20,0
(1800-2000
3HAKOB)
2 CKaHHUPOBAHUE U PaCIIO3HABAHUE INIOCKOIEYAaTHOIO TEKCTA | OJHA CTpaHHIa 4,0
(1800-2000
3HAKOB)
3 3arpyska (Qaiisa ¢ IIocKone4aTHbIM JOKYMEHTOM B OJlHa CTpaHuIa 0,5
KOMIIBIOTEP (1800-2000
3HAKOB)
4 YTEHHE MIOCKONIEYaTHOIO TEKCTA U BHECEHHUE OJIHA CTpaHHULIA 5,0
HCIIpaBJICHUI (1800-2000
3HAKOB)
5 U3MEHEHME TeKCTa u3 (hopMarta JOKyMEHTA B 3JEKTPOHHBIM | OJJHAa CTpaHULla 1,0
dopmar (1800-2000
3HAKOB)
6 YTEHUE KOHBEPTUPOBAHHOT'O TEKCTA; BHECEHUE OJIHA CTpaHULA 7,0
WCIIpaBJICHUI (1800-2000
3HAKOB)
7 MIPUBE/ICHNUE TEKCTa B COOTBETCTBHE MTpaBWJIaM IUChMA 110 | OJJHA CTpaHHIla 13 muH.
cucteme bpaiins (26 ctpok x 30 3HAKOB) (1800-2000
3HAKOB)
PaccTaHoBKa NOPSAKOBBIX HOMEPOB CTPAHMIL:
8 B aBTOMATH3UPOBAHHOM pEXUME OJIHA onepanus 0,5
9 IIOCTPAaHUYHAsl PACCTAHOBKA B PYYHOM PEKUME 0JIHA CTpaHuLa 1,0
10 | BbIBOJ TeKcTa Ha OpaiiyIeBCKUI MPUHTEP; pacrieyaTrka OJIMH JIUCT 2,0
(IByXCTOPOHHSIS)
Pabora ¢ miiockoneyaTHOW HOTHOM 3aIUCBIO:
11 | komOberoTepHBIN HAOOP (C IMCTa) HOTHOM 3aIUCH 11O OJlHa CTpaHuIa 40,0
cucreme bpaiins BpydHyro
12 | ckaHHpOBaHME U PACIIO3HABAHUE Ha CIIEUATbHOM OJlHa CTpaHuIa 3,0
OpailJIeBCKOM CKaHepe
[IpoBepka HOTHOM 3aNMCH, BHECEHUE UCITPABICHUMN! OJIHA CTpaHULA
13 | HOTHas 3anUCh, HAOpaHHAs! BPYYHYIO 60,0
14 | HOTHas 3anUCh, NOJIYYEHHAs CO CKaHepa 20,0
15 | npuBeneHnEe HOTHOM 3alMCH B COOTBETCTBUE MPAaBUIIAM OJlHA CTpaHuLa 15,0
3anucy HOT 1o cucreMe bpaiins (26 ctpok x 32 3HaKa)
PaccTaHoBKa NOPSAKOBBIX HOMEPOB CTPAHMIL:
16 | B aBTOMAaTU3MPOBAHHOM PEKUME OJIHA onepanus 0,5
17 | noctpaHnYHas paCCTAHOBKA B PYYHOM PEKHUME OJIHA CTpaHUIA 1,0
18 BBIBOJ] HOTHOI 3anucu Ha OpaiiieBCKuil MpuHTED; OJIHA CTpaHULIA 0,7
pacrneuaTka
Co3aHue MmiI0CKoneyaTHOH 00JI0KKH
KommnbrorepHsiii Habop TeKCTa BPYUHYIO: OJTHa 00JIOXKKA
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19 | Tpu snemeHTa onucanus (aBTOp, 3arjiaBUe, BHIXOJHBIC 3,0
JTAHHBIC)
20 | gerbIpe u OOJIEE FITEMEHTOB ONMCAHUS 4,0
21 CKaHUPOBAHME U PACIO3HABAHUE TEKCTA 0JTHa 00JIOKKA 3,0
22 | BHECEHHUE UCIIpaBiIeHU U (HOPMATHPOBAHHE 0JTHa 00JIOXKKA 3,0
Jln3aiin 00I0XKKY: 0JTHA 00JI0XKKA
23 0€3 WLTFOCTPAIHIA 1,0
24 | c WIIIOCTpALUSIMHU 2,0
25 BBIBOJ] O0JIOKKHM Ha MPUHTEP; pacredarka OJIHA CTpaHUIIA 1,0
Coznanue nmuueBoil 1 000pOTHON CTOPOH
IJIOCKOTMIEYATHOTO TUTYJIBHOTO JINCTA!
26 | KOMIIBIOTEPHBI HAOOP TEKCTA BPYYHYIO OJVH 10,0
TUTYJIbHBIN
JUCT
27 | cKaHMpOBAaHME U PACIIO3HABAHUE TEKCTA OJIUH 6,0
TUTYJIbHBIN
JIUCT
28 BHECCHHE MCIPABJICHUH U (popMaTHpOBaHUE OJVH 6,0
TUTYJIbHBIN
JUCT
29 | pa3paboTka Iu3aifHa TUTYIBHOTO JTUCTA OJINH 1,0
TUTYJIbHBIN
JIUCT
30 | BBIBOJ TUTYJIBHOIO JIUCTA HA IPUHTEP OJIUH JIUCT 2,0
Coznanue nuueBoil 1 000pOTHON CTOPOH pelibedHO-
TOYEYHOI'O TUTYJIBHOTO JIUCTA:
31 | xoMObIOTEpHBIN HAOOP TEKCTA BPYUHYIO OJIMH 10,0
TUTYJIbHBIN
JIUCT
32 | cKaHMPOBAHKE U PACIO3HABAHUE IJIOCKOIEYAaTHOI'O TEKCTa OJIMH 6,0
TUTYJIbHBIN
JIUCT
33 BHECEHUE UCIIPABICHUI OJIUH 6,0
TUTYJIbHBIN
JIUCT
34 M3MEHEHNe TeKCcTa U3 hopMaTa JOKYMEHTA B DJIEKTPOHHBINA | OJTHA OTIEpAIIHs 1,0
¢dopmar
35 YTEHHE KOHBEPTHUPOBAHHOTO TEKCTa; BHECEHHE OJIHA CTpaHULA 2,0
HCIIpaBICHUN
36 | mpuBeneHUE TEKCTa B COOTBETCTBUE C MPaBUJIaMU MHCbMa | OJHA CTpaHHIla 6,0
o cucreme bpaiins (26 ctpok x 30 3HaKOB)
37 | BBIBOJ TEKCTa Ha OpalJIeBCKUI MPUHTEP OJIVH JIUCT 2,0
Bocnpoussenenne miockoneyaTHOW NLIIOCTPaLY B
penbedHOo-Tpaduueckom Gopmare:
38 CKaHUPOBAHHE MIIOCKONEYATHON MIUTFOCTPALIMHI o/lHa 1,0
WJUTIOCTpanus
O6paboTka UILTFOCTpAITUH: OJTHa
WJUTIOCTpaIus
39 | o6paboTka roTOBOr0 KOHTYpa 10,0
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40 | co3gaHue HOBOTO KOHTYpa 60,0
41 (hopmaTHpOBaHKE IOCKONIEYATHOW WILTFOCTPAITUN oJiHa 2,0
WJUTIOCTpAIUs
42 BBIBO/I INTIOCKOMNEYaTHON WJUIFOCTPALIMKM HA TIPUHTEP oHa 1,0
WJUTIOCTpAIUs
IlepeBon miIockoneyaTHOM WIIIOCTPALMU Ha OJIHA
penbedoobpasyromnyro Oymary: WJUTFOCTPAITHS
43 C OJTHOKPATHBIM MPOITYCKOM U300paKEeHUSI uepes 1,5
HarpeBaTebHOE YCTPONUCTBO
44 | c ABYKpaTHBIM IIPOITYCKOM H300paXeHHUs Yepe3 3,0
HarpeBaTebHOE YCTPONUCTBO
[eperuieT TOKyMEHTOB, BOCIIPOU3BEICHHBIX pelbedHO-
TOYEYHBIM MIPUPTOM:
45 | nTaMMHUPOBAHKUE OOJIOKKU 0JIHa 00JIOKKA 6,0
46 pyuHas JIMCTOMOI00PKA oHAa 2,0
JUCTONOI00PK
a
47 | danpioBKa pydHas oauH 6710k (10 0,3
JIUCTOB)
48 BBIpaBHHUBAHHME M 00pe3Ka Kpasi CTPAHUIIBI OJIHa oneparus 0,3
Kpennenue crpanui: OJVH
JIOKYMEHT
49 | nByMsl CKpenKamMu 0,3
50 | Ha MJIACTUKOBOW MPYKUHE 4,0
51 TEPMOKJICEBOE KPEIUJICHUE 6,0
52 | xecTKas KapTOHHas 00JI0%Ka ¢ OyMa>KHBIMU TOKPOBHBIMU 60,0
CTOPOHKAMH M MPOIIMBHBIMH KOPEITKAMH
Bocnpoussenenue miockoneyaTHoro JOKyMEeHTa B
3BYKOBOM opMaTe
[IpenBaputenbHas paboTa HaJ| TEKCTOM: 1000 3HaKoB
53 XYJI0’KECTBEHHBIN TEKCT 5,0
54 | TeXHUYECKUH U IpyrHe ClieluaibHble TEKCThI 10,0
(MaTemaTuKa, METUITMHA, XUMUST )
[IpounThIBaHHE TEKCTa HA KOMIIBIOTEPE B CTYAMMHBIX 1000 3HakoB
YCIIOBUSIX CO 3BYKOPEXKHUCCEPOM:
55 XY/10’)KECTBEHHBI TEKCT 4,0
56 | TEXHUYECKHUH U IpYTHe CIIEHNATbHBIE TEKCTBI
(MaTeMaTuka, MEAMIIMHA, XUMHUSI)
57 repe3anuch HAYMTAHHOTO TEKCTA HA KOMITBIOTEP OJIHA JOPOXKKa 50,0
(oumdpoBKa 3ByKa) C aHAJIOTOBOT'O UCTOYHUKA B PEaTbHOM
BpEMEHU
58 | 06paboTKa HAUMTAHHOTO TEKCTA HA KOMIIBIOTEPE 0JIHA TIOPOXKKa 1,5
59 KOHTPOJIb 00pa00TaHHOM 3aITMCH HA KOMITBIOTEPE OJTHA TOPOXKKA 50,0
BocnpounsBeneHne 03By4eHHOI0 TEKCTA C KOMIIBIOTEPA: 0JIHA TIOPOXKKa
60 | Ha KOMIIAKT-KACCETY B PEAIbHOM BPEMEHH 50,0
61 Ha TUCK 10,0
62 | My3BIKaJIbHO-TaliMepHOE 0(OopMIIEHUE 3BYKO3aITUCH 0JIHA TIOPOXKKa 50,0
KpaTtHoe Bocnipon3BeieHNE 03BYYEHHBIX TOKYMEHTOB Ha
ayJMOKaCcCEThI:
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63

IMOATOTOBKA MaTCpHUaJIOB K BOCIIPOU3BECACHHNIO (paCHaKOBKa
AyJIMOKaCCCT, IICPEMOTKA, pa3MaFHI/ILII/IBaHI/Ie)

OJHa KaCccC€Ta

4,0

64

KpaTHOE BOCIIPOM3BEICHHIE ayIM03aMNCEeH HAa CTaHIUH
CKOpPOCTHOTO AYOJIMPOBAHUS ayJHOKACCET (KOMITBIOTEP -
KacceTa)

0JIHA OTleparus

3,0

65

KpaTHOE BOCIIPOM3BEICHHUE ayIM03aINCEH Ha
CHeIMaIbHOM 000pyI0BaHNH (KacceTa - KacceTa) B
3aBHCUMOCTH OT TEXHUYECKOTO OCHAICHHS

OJIHA omeparus

5,0

66

KpaTHOE BOCIPOM3BEICHUE ayIH03alnucel Ha
CHeIHaIbHOM 000pyI0BaHMH (KAaTYIIKA - KacCeTa) B
3aBHCHMOCTH OT TEXHUYECKOT0 OCHAILICHUS

OJIHA omeparus

5,0

67

MPOBEpPKa KaueCTBa KOMHIA

OJHa KacCE€Ta

5,0

odopmIleHHEe ayTUOKACCET, ONTUYECKUX TUCKOB U
KOHTEHHEPOB

68

CO31aHuC I/II[eHTI/I(I)I/IKaTOpa, OIIPEACIIAIOIICTO
MNPHUHAIJIC)KHOCTb KAaCCEThI K JOKYMCHTY, B
IIJIOCKOIICYaTHOM H peﬂbe(bHO-TO‘le‘lHOM BapHUaHTax;
HAKJICUBAHUC HA KAaCCCTY

OJINH
UIEHTU(DUKATO
p

3,0

69

CO3/IaHUE TUIOCKONIEYaTHOW 3TUKETKH JJISl TIOKYMEHTA,
3alMCaHHOr0 Ha ayauoKacceTax (Habop TeKcTa, BBIBOJ Ha
OpaiiJieBCKUil IPUHTEp, pacneyarka, pa3pe3aHue 1Mo
3aJJaHHOMY pa3Mepy, HaKJIeMBaHHE Ha KOHTEHHEp)

OJHa 3THUKCTKa

6,0

70

CO3JIaHHE PEIbEPHO-TOYCUHON ITUKETKHU JJIS IOKYMEHTA,
3aMMCcCaHHOTO Ha ayJauokacceTax (Habop TeKcTa, Mu3aiiH,
BBIBOJI HA TIPUHTEP, pacleyaTka, pa3pe3aHue Mo
3aJJaHHOMY pa3Mepy, HaKJIeMBaHWEe Ha BHYTPEHHIOO
CTOPOHY KPBITIKU KOHTEWHEpa)

OJHa 3THUKCTKa

9,0

71

packiazika ayIMoKacceT N0 KOMIUIEKTaM / KOHTeHHepaM

0JIHA OTlepalus

1,0

CO3JIaHM€E dTUKETKHU Ha JUCKE:

72

BBOJI B KOMITBIOTEP OCHOBHBIX CBEJICHHUI O TOKYMEHTE
(aBTOD, 3ariaBue) B CIEUAIU3UPOBAHHOM MTpOrpaMMe

OJVH
JIOKYMEHT

5,0

73

BBIBOJ] Ha IpUHTEp ¢ QyHKIMEH "mevyars Ha Juckax",
pacredarka

OHa orepanus

2,0

74

CO3JIaHUE TIIOCKOIIEYAaTHOW KOHTEMHEPHON dTUKETKH JJISt
JIOKYMEHTA, 3alMCAaHHOT0 Ha JuCcKe (Ha0op TeKCTa,
(dbopMupoBaHue qu3aiiHa, BEIBOJ HA IPUHTEP, pacleyaTka,
pa3pe3anue 1o 3aJJaHHOMY pa3Mepy, pa3MENIeHUE Ha
BHEITHEN CTOPOHE KPBIIIKU KOHTEHHEpa)

OJHa 3THUKCTKa

8,0

75

co3aaHue perbePHO-TOUeUHON KOHTEHHEPHOU STUKETKU
U1l TOKYMEHTA, 3alMCaHHOTO Ha JAHucKe (Habop TekcrTa,
BBIBOJ] Ha OpaiiIeBCKHI MPUHTEP, pacrieuaTka, pa3pe3aHue
I10 3aJJaHHOMY pa3Mepy, pa3MeELICHUE Ha BHYTPEHHEH
CTOpPOHE KPBIIIKHA KOHTEIHepa)

OJIHa DTUKETKA

10,0

ApXI/IBaI_[I/ISI O3BYUYCHHBIX JJOKYMCHTOB!

76

00paboTKa MaTepuaa JJisi KOHBEpTUPOBAHUS

OJTHA TOPOXKKA

30,0

77

KoHBepTHpoBaHue Qaitno popmara b/ AC B popmar
ayano¢ailyioB B 3aBUCUMOCTH OT TEXHHUUYECKOTO
OCHAILIEHUS

OJTHA JTOPOXKKA

6,0

78

TNCPCHOC apXrBa Ha CCPBCP

OoHa JOPOXKKaA

6,0
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3.22. O6caykuBaHue yAaJeHHBIX M0JIb30BaTeeil

Tadauua 63
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpEMEHHU,
MUH.
1 2 3 4
Peructpaius nonap3oBaTesel B peKUMe OHJIANH:
1 MIPOBEPKA 3aIMKCH MOJIH30BaTENS B OMOIHOTEKY OJVH 2,0
110JIb30BATENb
2 00paboTKa 1 BBOJ (haMUJINU, HMEHH, OTYECTBA OJIH 5,0
MOJIb30BATENS U aJIpeca €ro JIEKTPOHHON MOYThI 3JIEKTPOHHBIN
dbopmysp
3 COCTABJICHHE MHChMA C YKA3aHUEM JIOTHHA U OJIHO 5,0
CT€HEPUPOBAHHOTO CUCTEMOM MapOoJIsl, IPUKPETIICHUE ANEKTPOHHOE
MHCTPYKLMU NIOJIb30BAaHUS M OTIPABKA €ro 110 MIUCBMO
AIIEKTPOHHON MOYTE MOJIH30BATEIIO
OO0cny)XMBaHUE TOJIH30BATENICH B PEXKUME OHJIANH:
4 KOHCYJbTAIUS 110 UCIOJb30BaHUI0 MHTEpaKTUBHOU B/{ oIHAa 10,0
"roBopsAMUX" KHUT C KPUITO3AIIUTON KOHCYJIbTalUs
5 COINPOBOXKACHUE BUPTYaJIbHOM KHUTOBBIJAYH: OJIMH 3aKa3 15,0
(hopMupoBaHHe 3aKa3a Ha BUPTYAJTbHON KHIKHOM TOJIKE
6 BbITpY3Ka U3 AC HOBBIX IIOCTYIUIEHUH 32 ONPEAEICHHBIN OJIuH (aiin B 10,0
nepuof Bpemenu B popmate PYCMAPK u B BUne ¢dopmate 12,0
yKa3zaTess HOBbIX noctyruienuit (YHIT) PYCMAPK
oJluH (haiin B
dbopmate YHII
7 pa3MeILEeHUE HOBBIX MOCTYIUIEHUM TOKYMEHTOB Ha CauTe OJIuH (aiin B 3.0
OMOIMOTEKU: CO3/IaHKE 3aTr0JI0BKa aHHOTAIIUU dbopmare 3.0
npukpemieHue aiia (oB) PYCMAPK
oJluH (ailn B
dbopmate YHII
8 pacchlIKa 1Mo IEKTPOHHOU MOYTE YAaIEHHBIM OJTHO 3,0
MOJIb30BATENSAM HHPOPMAITH O HOBBIX MOCTYIUICHHUSIX AJEKTPOHHOE
JIOKYMEHTOB MICBMO
9 MH(OPMAIIMOHHOE COMPOBOXKIEHUE caiiTa, mopTaia u OJIHO 3,0
CTpaHUIl B COLIMAJIbHBIX CETAX: CO3/IaHUE 3ar0JI0BKa cool1eHne
aHHOTAIlMU TpUKperUieHne (haiaoB

4. TunoBble oTpacjeBble HOPMbI TPY/Aa HA padoThl, BbINOJIHSIEMbIe B IeTCKUX, OHOIIECKUX
Onbéanorexax, B 0M0JIMOTEKAX HAyYHO-UccaeAoBaTebCKUX HHCTUTYTOB (HUH), 00pa3oBaTenbHbIX
yupe:xkaeHui (0e3 ncrnoJib30BaHus aBTOMATH3HPOBAHHBIX CHCTEM YIIPABJICHHUS NIPOLeccaMu)
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Tabauua 64
N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
Tekymiee kommieKkToBaHue OMOIMOTEUHOTO (hOH !
1 MIPOCMOTP KHUTOU3JIATEIBCKON U KHUTOTOPTOBOM (1 mpaiic 8000 980.0
uHdopManuu HAaUMEHOBAaHMI
)
2 YCTAHOBJICHUE TEMbI U BUJa JOKYMEHTA, MOJJICKAIIETO (1 mpatic 8000 2.0
0TOOpY; BBISICHEHUE HEOOXOAUMOCTH MPUOOPETCHUS HaUMEHOBAaHMI
)
Onpenenenne sK3eMILIIPHOCTH 3aKa3a: (1 mpaiic 8000
HalMEHOBAHUM
)
3 JUIS1 TIOJIpa3ieSICHUI 0,5
4 JUIst OMOIHOTEKH B IIEJIOM 1,0
odopmIleHHE 3aKa3a; yKa3zaHUe SK3EeMIUISIPHOCTH, OJIMH 3aKa3 1,0
CTOMMOCTH 3aKa3a, AaThl
KonnuecTBo 3aKa3aHHbBIX HA3BaHMIA:
5 1-15 15,0
6 16-25 25,0
7 26-75 75,0
8 76 - 100 100,0
9 oopmieHre 3aKa3za Ha BBIMHMCKY 3apyOeKHbIX OIVH 100,0
JIOKYMEHTOB JIOKYMEHT
10 IOJArOTOBKA CIIUCKA JIOKYMEHTOB, MPEJIaracMbIX K OJIHO Ha3BaHHE 26,0
MEXTyHapOAHOMY KHUTOOOMEHY; CBEpKa CIIUCKA C
KaTajorom
11 COCTaBJICHHE KapTOUKH ISl KAPTOTEKH OpraHU3aIlHii- OJIHa KapToyKa 1,0
MapTHEPOB; YKa3aHHE Ha3BaHUs OpraHu3alui, ajpeca,
Ha3BaHMsI OOMEHMBAEMBIX JOKYMEHTOB
Pa6ora B AC:
12 | BBOA 3aKa3a TEKyIIEro KOMILJIEKTOBaHUS B 0a3y TaHHBIX OJIMH 3aKa3 5,0
AC
13 | penakTupoBaHUE BBECHHBIX B 0a3y NaHHBIX CBEJCHUNI O OJIMH 3aKa3 30,0
3aKa3e; BbIBOJI HA 3KpaH; BHECEHUE U3MEHEHUIT
14 | BBIBOJ HA MPUHTEP JAHHBIX TEKYIIETO KOMITJICKTOBAHHUS; OJIMH 3aKa3 1,6
pacrneuaTka
BEJICHNE KAPTOTEKU TEKYIIEr0 KOMIUIEKTOBAHUS
15 COCTABJICHHE KapTOUYKH, YKa3aHUE aBTOPA, 3arjaBHusl, OJIHA KapTO4YKa 0,5
BBIXOJHBIX JJAHHBIX, HOMEpa B U3JaTeIbCKOM TUIaHe
16 | nepeHeceHue CBENEHNH O 3aKa3e HA KAPTOUKH; yKa3aHUE OJIHa KapToyKa 0,3
AK3EMILIIPHOCTH 3aKa3a, paclpeiesieHue Mo CTPYKTYPHBIM
10/Ipa3IeJICHUSIM
17 | pa3pe3aHue U3AaTEIbCKUX IJIAHOB, pacrieyaTka Jjs OJIHa KapToyKa 1,5
KapTOTEKH TEKYIIETO0 KOMILJICKTOBaHMS, HAKIIEUBaHUE HA
KaTaJOXKHYIO KapTOUKH
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18

MoI00p KapTOUYKH O an(aBUTy AJIs PACCTAHOBKHU B
KapTOTEKy TEKYIIET0 KOMIUICKTOBAHHUS

0JlHa KapTO4Ka

0,5

19

paccTaHOBKa KapTOUKH B andaBuTe paMHUIUil aBTOPOB,
3arjJaBuid B KAPTOTEKY TEKYIIET0 KOMIUIEKTOBAHUSI

0JIHa KapToyKa

0,4

OdopMieHne MOAMMCKN HA IEPUOINYCCKHUE U3TAaHUS:

20

npocMoTp karajnora "Pocneyaru", or00p Ha3BaHUS
MIEPUOINICCKUX M3JIaHUH JJIs1 TIOJITHUCKH

OJJHO Ha3BaHHUC

0,8

21

cOOp 3asBKH OT MOAPA3/ICIICHUN OMOTUOTEKH JIsI
MOJIMACKHU Ha MIEPHOINYCCKHE U3TaHUsI

OJIHa 3asBKa

1,5

22

CBCpKa pacCric4yaTKu CIIMCKOB YCJIOBHO 3aKa3aHHBIX
MNEPUOANYCCKUX I/IS,I[aHI/Iﬁ C KapTOTeKOﬁ 3aKa30B, BHECCHUC
HN3MCHCHUA B PACIICUATKH CIIMCKOB

OJJHO Ha3BaHHUC

1,04

23

CBCpPKa 3aKa3a TCKYLICI'o roJga Ha NICPUOJUICCKHUEC U3 TAHU
C HOI[HI/ICKOﬁ IpEaAbIAYIICTO roaa AJisd BIABJICHUA
U3MEHEHUH B Ha3BaHUAX, BHCCCHHUEC OTMCTOK

OAHO Ha3BaHHC

0,2

24

CBEpKa BBIXOJIHBIX JIAHHBIX BIIEPBHIC 3aKa3bIBAEMBIX
3apyOeXHBIX MEPUOMYECKUX U3aHUI C
OoubnmorpadguyecKuMu CIIPaBOYHUKAMH U APYTHMH
UH()OPMAIIMOHHBIMU UCTOYHUKAMHU

Ha OJHUH I'oJ

80,0

25

oopmieHne 3akaza Ha MOJMUCKY; IOJCUYET CTOMMOCTH
MOJIMUCKH C yYETOM JOCTaBKH, 3aI0JTHEHUE KBUTAHIIUN
aOOHEMEeHTa Ha MEPUOJMUECKOe U3JAaHHE

OJJWH 3aKa3

30,0

26

COCTaBJICHHUC pCFHCTpaHHOHHOﬁ KapTO4YKHU I KapTOTCKU
MEPUOANYCCKUX H3IIaHHfI; IMPOCTABJICHUC HA KAPTOUYKE
HHJCKCA, Iroga, NCPUOJUNIHOCTH, UCTOYHHUKA ITOCTYIIJICHUA

OJ[Ha KapTO4Ka

0,5

PaGora B AC:

27

BBO/I] 3aKa3a Ha NICPUOANICCKUC U3JIAaHUS B 633y JaHHBIX

0JIHa KapToyKa

10,0

28

BBIBOJI Ha 5KpaH peFHCTpaHHOHHOﬁ KapTO4YKH, pacCricdyaTKa

OJlHa KapTO4Ka

1,0

29

KOPPECKTHPOBKA 3aKa3a: BEIBOJ HAa OKpaH CIIMCKa
NEPUOANYICCKUX PI3I[aHPII>i; BHECCHHE M3MECHEHUN

OJTHO
HanMeHOBaHUN

0,3

[Tepenucka ¢ KHUTOTOPTOBBIMU OPTaHHU3AIUSIMU H
H31aTeNbCTBAMH, OMOIHOTEKAMM:

30

cocTaBJIeHHe, HabOop TeKCTa MUchMa (3ampoca, peTeH3un),
perucTpanys B KHUIe UCXOAALINX TOKyMEHTOB
(pocTaBiieHUE TaTHI, MOPSAKOBOTO HOMEpa, YKa3aHUe
HaMEHOBAaHMS OPTaHU3aLUHU, KPATKOTO COJCPKAHUS
MHCHMA)

OJHO ITUCHMO

60,0

31

odopmiienue 3akaza "Kuaura - mouroit", orrpaBka 3akasza B
Mara3uH, 0OMEHHBIE (POH]IbI

OJWH 3aKa3

3,1

JlokomIuiekToBaHue OMOIMOTEYHOTO (hOH/IA:

32

MOJTy4YeHHeE 3asBKU Ha IPHOOpPETEHHE TOKYMEHTOB OT
MTOAPA3ACIICHHMN.

OJIHa 3asBKa

0,3

33

cocTaBlieHHe OMOaMorpaguecKoil 3arucH; yKkazaHue
KOJIMYECTBA K3EMIUISIPOB U CUTJIBI MTO/Ipa3 e IeHui

OJlHa KapTOo4Ka

3,0

34

BKJIFOYCHUC 3asIBKU B KAPTOTCKY JOKOMIIJICKTOBAHUSA

OJlHa KapTO4Ka

0,26

35

MMPOCMOTP KaPTOTEKHU HEYAOBJICTBOPECHHOI'O CIIPOCA,
AHAJIN3 OTKAa30B IJIs BBIABJIICHUSA OTCYTCTBYIOIIHUX
JOKYMCHTOB, BKJIFOUCHUEC B KAPTOTCKY JOKOMIIJICKTOBAHUW

OJIUH
JIOKYMEHT

3,0

OT60p TOKYMEHTOB M3 OOMEHHBIX (DOHJIOB OUOIHOTEK ISt
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JOKOMIIJICKTOBaHW A

HpOCMOTp CIIMCKOB, KapTOTCK, KaTaJIOI'OB OOMEHHBIX

¢boHI0B OMOAMOTEK, OTOOP HYKHBIX JIOKYMEHTOB, CBEpKa C

KaTajoraM M KapTOTeKaMH CBOEH OMOIMOTEKH;
COCTaBJICHHE CITMCKA HA JOKYMEHTBI, OTOOpaHHBIC B
obMmeHHOM (hoHIe

OJIMH
JIOKYMEHT

KomnuectBo JOKYMCHTOB, BKJIFOUCHHBIX B CIITMCKHU:

36

1

5,0

37

2-10

7,8

38

11-25

16,0

39

26-50

32,0

CocraBneHre onepaTuBHOrO (TEKYILEro) rmiaHa
KOMILICKTOBAHUSI:

40

OTIpe/IeTICHUE MEPOTIPUATUH TI0 (POPMUPOBAHHIO STUHOTO
(doHa Ha TEKYIIUH TO/I, OTBETCTBCHHBIX HCIIOJIHUTEIICH,
KOJIMYECTBEHHBIX TIOKa3aTeneli oobema GoHaa
(mocTyrmeHue, BHIOBITHE), OTPACIIEBOTO COCTaBA,
HMCTOYHUKOB MIOCTYIUICHUS, CMETHI PACXOJIOB

OIHH IIJIaH

480,0

Odopmienue naaHa KOMILUIEKTOBaHUS B hopMe:

41

TadJIuI

oJ/1Ha Tabimna

2,6

42

KapTOTEKH

OJIHA KapTOUYKa

2,6

PaGora B AC:

43

BBOJ] IJIaHA KOMIJIEKTOBaHUs B 06a3y gaHHbIx AC

OIHH IIJIaH

1,1

44

KOPPEKTHUPOBKA 0a3bl JaHHBIX; BEIBOJ HAa KPaH; BHECEHUE
U3MEHEHUN

OJINH
JIOKYMEHT

30,0

4.2. llpuem H y4eT NOCTYNUBIINX IOKYMEHTOB

Taoauna 65

N o/

HaumenoBaHue rnponecca, ornepamnuu. CocraB pa60TBI

Enununa
U3MEpPEHUs

Hopma
BPEMEHU,
MUH.

2

3

4

[Iprem NOKyMEHTOB, IOCTYIIUBIIUX C COIPOBOIUTEIBHBIM
JIOKYMEHTOM

IIprem TOKyMEHTOB IO COMPOBOANUTENBHBIM MaTepraiam
(cueTt, HakJIaJHasl, KOMKA YeKa, aKT), HoJ00pKa UX IO
an(aBUTy aBTOPOB WJIN 3arJIaBHH, SKCIIETUIIIOHHBIM
HOMEpaM, CBepKa C COMPOBOIUTEIbHBIMU TOKYMEHTAMH,
IIPOCTaBJICHHE LIEHBI HAa U3JaHUH, [TOJICYET YUCIIa
AK3EMIUISIPOB, OOIIEH CTOUMOCTH

OIHa IMapTUA

Komuuecto JOKYMCHTOB B ITAPTHHU:

1

4,0

2-50

8,9

51-250

43,3

[Ipuem TOKyMEHTOB, MOCTYMUBIIUX 0€3
COMPOBOJAUTENBHBIX JOKYMEHTOB:
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4 no00p JOKYMEHTOB 110 aj(aBuTy (paMuinii aBTOPOB WK OJIMH 3,1
3arylaBui; MpoBepKa Ha AyOJETHOCTb; IPOBEACHUE OLICHKU JIOKYMEHT,
JJOKYMEHTOB; COCTaBJIEHHE aKTa HA IIPUEM JOKYMEHTOB OJIUH aKT
KonnyecTBo TOKYMEHTOB, BKIFOUEHHBIX B AKT:
5 1 0,36
6 2-5 2,1
7 6-10 3,7
8 IIPOCTAHOBKA IITEMIIENSI HA TUTYJIBHOM JIUCTE U Ha 17-i OIVIH 0,5
CTpaHMIIE JOKYMEHTa JIOKYMEHT
CBEpKa IOCTYNUBIIUX JOKYMEHTOB C KapTOTEKOU
TEKYIEro KOMIUIEKTOBaHMsI
9 ITOMCK KapTOUYKH B KAPTOTEKE TEKYILEr0 KOMIUIEKTOBAHHUS, OJIUH 3,0
CBEpKa KapTOUKH C JIOKYMEHTOM, BHECEHUE OTMETOK JIOKYMEHT
10 | oTOOp mepBOro FK3EMILISIPA, BIOKEHHE KAPTOUKH B OJIUH 0,5
JOKYMEHT JIOKYMEHT
11 MOCTAHOBKA KapTOYKHU 3a pa3fenauTtens "BoinolHeHHbIE OJlHa KapToyKa 0,3
3aKa3bl"
Pa6ora B AC:
12 | mpoBepka Ha AyOJIETHOCTH MOCTYMUBIINX M3AaHUH B 0a3e OIVIH 1,0
maHHbIX AC JIOKYMEHT
13 | peructpanus HOBBIX MOCTYIUIEHUH B 0a3ze qaHHbIX AC OJIUH 3,0
JIOKYMEHT
[Ipuem u peructpaiys KypHaJIOB U ra3er:
14 moa0op KYPHAJIOB U ra3eT Mo andaBuTy Ha3BaHUMN, TOUCK OVH 2,0
pErucTpaliMOHHON KapTOUKU B KApTOTEKE MOAMMCHBIX JIOKYMEHT
W3/IaHUM, OTMETKA HOMEPA, JaThl OJYyYEHUs U3JaHUsI
15 | mpocTaHOBKa IITEMIIENS HA )KypHaJIe OJIVH JKypHAJI 0,1
16 | mpocTaHOBKA IITEMIEINS Ha Ta3eTe OJIHA rasera 0,5
Benenune "Kuuru cymmapsoro yuera':
paz00p TOKYMEHTOB IO BUaM, OTPACIISIM 3HAHUM, S3bIKaM, OJINH 2,0
MIOJICYET YUCJIa JOKYMEHTOB, 3allMCh PE3YJIbTAaTOB JIOKYMEHT
MOJ/ICYETA [0 YCTAaHOBJIEHHOU (pOpMe B KHUT'Y CyMMapHOTO
ydera
KonnyecTBo T0KYMEHTOB B TApTUU NOCTYIIJICHUN:
17 1 2,0
18 |2-50 6,8
19 |51-250 42,0
20 | BBOJ CTaTUCTHYECKUX AaHHBIX "KHUTM cymMMapHOro OJIHA IapTUs 3,0
yuera" B 0a3y gaHHbIX AC
21 MIOJICYET NTOCTPAHUYHO IO MO3ULMAM AaHHbIX KHuUrn OJIHA ITO3ULIUS 3,2
CYMMapHOT0 y4eTa, IepeHeCeHHe UTOTOB Ha CIEAYIOLIYIO
CTpaHHILY
22 | cBepka (MHAHCOBBIX TOKYMEHTOB OT/e)1a ¢ GPUHAHCOBBHIMU OIVIH 5,0
JOKYMEHTaMH OyXTalTepuu JIOKYMEHT
23 | opopmIieHHE COPOBOIUTENBHOIO JOKYMEHTA (CUET, OJIMH 3,0
HaKJIaHasl, aKT) Ul Nepeiadn B OyXraJlTepuo JIOKYMEHT
24 | opopmieHHE HHBEHTAPHON KHUTH, HyMepalus JINCTOB, OJIHA CTpaHMULa 0,88
IIPOCTaBJIEHNE HOMEpPA B MHBEHTAPHON KHUTE
25 3aMuCh JOKYMEHTOB 10 YCTAHOBIICHHOU (hopme B OIVH 0,88
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MHBEHTapHYIO KHUTY, IIPOCTaBJIEHUE UHBEHTApPHOI O JIOKYMEHT
HOMEpAa Ha IOKYMEHTe
26 | mpoBeaeHUE UHIMBUIYaJIbHOTO yU€Ta JJOKYMEHTA 110 OJIUH 3,0
aKTOBOH cucTeMe, MPOCTaBIEHNE UHBEHTAPHOIO HOMEpa JOKYMEHT
Ha JIOKYMEHTE
27 | npoBeleHUE UHIMBUIYAIBHOTO yU€Ta C MPUMEHECHUEM OJlHa KapToyKa 3,0
YUETHOTO KaTajiora; CocTaBlieHre OnOImorpaduaeckoro
OIMCAaHMs JOKYMEHTA, YKa3aHUE LIeHbl, THBEHTApPHOT'O
HOMeEpa, rojia NOCTYIUIEHUS, HOMEpa 3allUCH B KHUTE
CYMMapHOT0 yueTa, 4Yucja MOCTYHUBIINX IK3EMIUIAPOB, UX
pacnpeesieHre 1o NoApa3AeIeHUIM
28 | 3amMch B XKypHaJle PETUCTPALUU KapTOYEK YUYETHOIO 0J1HA 3aIlNCh 1,0
KaTaJlora MHBEHTapHOI0 HOMEpa, IEPBOro CJI0BA 3araBHsl
29 | mpocTaHOBKAa MHBEHTApPHOTO HOMEpPA Ha JOKYMEHTE OIVIH 2,6
JIOKYMEHT
30 | perucTpanus NaTEHTOB B HyMEPALMOHHON KHUTE OIVIH 0,3
JIOKYMEHT
31 MI0JIyYE€HUE aKTOB HA BBIOBIBLINE JOKYMEHTHI OT OJIMH aKT 1,0
CTPYKTYPHBIX MOApa3/ieseHuii, BHeceHue 3anucu B Kuure
CYMMapHOro y4dera (2-s1 4acTh), IPOCTaBICHHE HOMEPA
aKTa
32 | UCKIIIOYEHHE JOKYMEHTA 10 aKTy U3 YUETHBIX (popm OIVIH 3,0
JIOKYMEHT
33 HCKJIFOYEHHE BBIOBIBIINX TOKYMEHTOB U3 0a3bl JaHHBIX AC OJINH 2,0
JIOKYMEHT
34 | moramieHre UHBEHTApPHOTO HOMEpa U LITEMIIENS OJIUH 0,3
OUOIMOTEKH Ha TOKYMEHTE JIOKYMEHT
35 MOJIIIINBKA aKTOB OJIUH 3,0
JIOKYMEHT

I[Ipumeuanue: npu paboTe C JOKYMEHTaMH Ha HWHOCTPAHHBIX S3bIKaX K HOpPME BPEMEHU

OpUMeHseTCs NOBbIIAIMi koddduuuenr 1,15.

4.3. bu6.auoreunasi 06padoTka 10KyMeHTOB. Opranu3anus u BeJleHue KaTajJoron

Tabauna 66
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboTh Enununa Hopma
U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
PaboTa ¢ neyaTHON KapTOYKOM:
1 pa3z0opKa KOMIUIEKTa MeYaTHbIX KapTOUeK OJIHA KapTOYKa 0,42
2 noI00pKa MeYaTHbIX KapTo4eK Mo ajadaBuTy GaMuanii OJIHA KapTO4yKa 0,36
aBTOPOB WJIM 3arJIaBUi U1 PACCTaHOBKHU B CITYEOHYIO
KapTOTEKY
3 paccTaHOBKA KAPTOYEK B CIY)KEOHYIO KAaPTOTEKY OJIHA KapTO4YKa 0,36
4 moA0OpKa MeYaTHBIX KAPTOUCK K JOKYMEHTaM OJlHA KapToyKa 0,52
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CBCpKa MOCTYIIMBIIMX NOKYMCHTOB C KaTaJIOTaMU:

IIPOBEpPKa I10 KaTaJoTy IOBTOPHOCTH JJOKYMEHTA,
MEPEHECEHUE C KaTAI0KHOM KapTOYKH OMOIMOTEIHOTO
mu¢pa, MOJHOTO HHACKCA

OJ[Ha KapTO4Ka

1,9

IIOHUCK B CJIy)Ke6HOM KaTajorce CBOAHOTO OIIMCaHusAl,
BHECEHUEC OTMCTOK

0J/IHAa KapTOUyKa

2,6

ohopMIIeHHE TTIEYaTHON KapTOUKH, HAlICAaHHE
WHBEHTAPHOT'O HOMepa, Mudpa 1 HHOU HHPOPMAITUT

OJ[Ha KapTO4Ka

0,68

[Tpunucka ny0neToB:

CBEpKa JOKYMEHTa Ha AyOJIETHOCTb 110 CIY)KEOHOMY
a(paBUTHOMY, YUETHOMY KaTajory

OJJHO Ha3BaHHUC

0,94

MPUITMCBIBAaHUE Ty0JieTa B KaTajor: MpOCTaBlICHHE
MHBEHTAPHOI'O HOMEpA, NepeHeceHre Mudpa Ha JOKYMEHT

OJJHO Ha3BaHHUC

0,84

[Ipunrcka npogoKarOMUXCsl U3 IaHAN:

10

MTOMCK B PErUCTPAIMOHHOMN KapTOTEKE KapTOUYKU Ha
W3JIaHuEe, CBepKa € C OPUTUHAIIOM, BHECCHHE
OUOJIMOTEYHBIX OTMETOK

OAHO Ha3BaHHC

0,84

11

MOKCK B KAaTaJIOTe KapTOUYECK, OTMETKA MOCTYIUICHHUS
COOTBETCTBYIOIIETO BBIYCKa, IPOCTABICHUE
WHBEHTapPHOTO HOMepa, mudpa, BHECEHUE IPYTUX
OMOJMOTEYHBIX OTMETOK

OAHO Ha3BaHHC

3,1

dopmupoBaHre OMOIMOrpaGUIECKO 3arucu

CocraBieHne 0OCHOBHOM OMOIHOrpadMuecKoil 3armcH mpu
OTCYTCTBHH MEYATHOW KAPTOUKH B JOKYMEHTE
(03HAKOMIIEHHE C JIOKYMEHTOM, COCTABJICHHE OITMCaHMS,
BHeCEHHUE OUOIMOTEYHBIX OTMETOK)

OJJHO Ha3BaHHUC

KomnmgecTBo 371€eMEHTOB OIMCAHUS:

12

1-4

0,42

13

5-6

5,2

14

7-9

6,2

15

10-13

7,2

16

14 -19

8,2

17

20 -27

9,2

18

COCTaBJICHHE OCHOBHOM OMOIMOrpaduueckoi 3anucu ¢
MIOMOIIBIO MaKeTa KapTOUKH, HAlleUaTaHHOTO B KHHUTE;
MIPOCMOTP U3JJaHUS, CBEpKa C MAKETOM KapTOUKH,
BHECEHHE U3MEHEHHUS U JIOTIOJIHEHHS

20,0

19

COCTaBJIEHHE JJ0OABOYHOTO OMHMCAHMSI K OCHOBHON
6ubnuorpaduyeckoit 3anucu

OJ/THAa KapTOUYKa

1,9

20

O3HAaKOMIJICHUE C TOKYMCHTOM, COCTaBJICHUEC
aHAJIUTUYECKOH 3aIucu

OJIMH
JIOKYMEHT

10,0

21

COCTABJICHHME CCBHIJIOYHON KapTOYKH K OCHOBHOM
6ubnuorpaduyeckoit 3anucu

OJ/THAa KapTOUYKa

0,52

PegaktupoBanue Oubanorpapuueckoi 3anucu:

22

IPOBEPKaA MPAaBUIIBHOCTHU 3JICMCHTOB 3aIllMCHU HAa KaPTOYKE

0JTHA KapTO4YKa

1,0

23

oopmieHne KapTouKu s 1yOIMpOBaHUs Ha
MHOKUTEIFHOM arapare; MpOCTaBICHUE HHIIEKCOB,
1 @poB, OUOINOTEYHBIX TOMETOK, ONIPE/IeICHUE U
yKa3aHHe TUPaXka KapTo4eK

OJlHa KapTOo4Ka

1,4
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I'pynmoBas 00paboTKa JOKYMEHTOB

OT60p OAHOTUIHBIX TOKYMEHTOB, MOJUIEKAIINX OJlHA TpyIIIa
TpyIIOBON 00paboTKe; COCTaBIeHHE O0IIeH JOKYMEHTOB
XapaKTePUCTHKU Ha KOMIUIEKT JIOKYMEHTOB

KoanuecTBo T0KyMEHTOB B IpynIie:

24 1-9 39,0

25 10- 15 60,0

26 16 - 30 106,0

27 | mpoBepKa MPaBWJILHOCTH COCTABJICHUS XapAKTEPUCTUKU HA o/lHa 13,0
KOMIUJIEKT JIOKYMEHTOB XapaKTEPUCTUK

a
Pexaranoruzanms:

28 | cBepKa KapTOYKH C IOKYMEHTOM; UCIPaBIEHUE CTAPOrO 0JIHa KapToyKa 5,7
OoubMorpaguuecKoro OMMCaHus; COCTABICHIE HOBOTO
OTMCaHUs; IepeHeceHue mudpa, MHBEHTapHOTO HOMEPa,

OMOIMOTEYHBIX IOMETOK
[loaroroBka K MHJIEKCHPOBAHUIO TOKYMEHTOB JJIsl
KaTaJoroB:

29 | nonbopKa KapTOUKU K JOKYMEHTY, CBEPKa U BIOKEHHE B OIVIH 0,5
JIOKYMEHT JIOKYMEHT

30 03HAKOMJICHUE C JOKYMEHTOM; YCTaHOBJICHUE TEMATHKH, OJIHO Ha3BaHHE 0,88
pacnpejiesieHre o OTpacisiM 3HaHus (10 TeMaTHKe)

31 IIPOCMOTP MHOCTPAHHBIX U3JaHUH, IEPEBOJI JAHHBIX Ha OIVIH 0,37
PYCCKHI SI3BIK JIOKYMEHT
CucremaTn3anus J0KyMEHTOB:

32 cucTeMaTu3anus JOKyMEHTa C UCIIOJIb30BaHUEM UHIEKCOB OJVH 2,6
MeYaTHOW KapTOUYKU UM MaKeTa KapTOYKH, JIOKYMEHT
HaIreyaTaHHOTO B U3/IaHUH, 03HAKOMIIEHHE C JOKYMEHTOM,

IIPOBEpPKa COOTBETCTBUS MH/IEKCOB TabJIMIIaM
KIaccupUKalnU, IPUHATHIM B OMOTHOTEKe, MPOCTaBICHHE
MHJIEKCa Ha JOKYMEHTE

33 CUCTEMaTU3alMsA JOKYMEHTOB IIPU OTCYTCTBHUHU I1I€YaTHOMN OIVH 2,0
KapTOUYKU U MaKeTa KapTOUKHU B U3JaHUU; 03HAKOMJIEHUE C JIOKYMEHT
JIOKYMEHTOM, OTIpejieNieHre HHAeKca M0 Ta0Iuiam
KJIacCU(PUKALIMH, IPUHATHIM B OMOJIMOTEKE, TPOCTABIICHNUE
WHJIEKCa HAa IOKYMEHTE

34 ONpeeICHNE aBTOPCKOr0 3HaKa JIOKYMEHTA MO aBTOPCKUM OJVH 0,3
Tabnuam JIOKYMEHT

35 | mmdpoBKa 1o0KyMeHTa MpHu (HOpMaTHO HHBEHTAPHOM OIVH 0,42
paccTaHoBKe; onpeaenenue popmara J0KyMeHTa, JIOKYMEHT
Hanucanue mudpa

36 penaKkTUpoBaHUE KIIaCCU(DUKAIIMOHHOTO UHICKCA; OINH 0,5
MIPOBEPKA MPaBUILHOCTH MHJIEKCA, aBTOPCKOTO 3HAKA JIOKYMEHT

37 | cocraBieHHe KapTOUKH anpaBUTHO-TIPEAMETHOTO KaTajlora | OJHa KapTouka 2,0
(Ha HOBYIO TEMATHKY); HaIMCaHUE Ha KapTOUKe MHJIEKCA,

Ha3BaHME KaTajora U KapTOTEKH, B KOTOPHIX OTPa)KaroTCs
JIOKYMEHTBI, YKa3aHUE CChUIKH U OTCBUIKH, CBSI3b MEXKY
OTJIENbHBIMU pyOpUKaMu
[Ipenmern3anus TOKYMEHTOB:
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38

MIPEeIMETHU3aLHUs JOKYMEHTOB C HCIIOJIb30BaHHEM PYOPHK
[e4aTHON KapTOUKU; IPOBEPKA COOTBETCTBUS PYOPHKHU
I1€4aTHON KapTOUYKHU NPEAMETHOMY KaTajory

OJJHO Ha3BaHHUC

2,6

39

MPEeIMETH3alUs JOKYMEHTOB ITPU OTCYTCTBUY IT€YaTHOM
KapTOYKH; 03HAKOMJICHHE C TOKYMEHTOM, OTpe/IeTICHNE
pyOpuKu

OOHO HAa3BaHHC

3,0

40

COCTaBJIEHHE HOBBIX MTPEIMETHBIX PYOPHK U MOJIPYOPHK;
NepeHECCHNE Ha KapTOUKH CIIyKeOHOH KapTOTEKH

0JlHa KapTO4Ka

1,5

41

peIaKTUPOBAHUE MPEAMETHON pyOPUKHU; TPOBEPKA
MPAaBUIBLHOCTH MPEIMETHON PyOPUKH, TOYHOCTD
HaIlUCaHUs

OJ[Ha KapTO4Ka

5,0

Opranuzanus anaBUTHOTO KaTajora:

42

oI00pKa KapTOUKH 110 aa(aBUTy GpaMUINi aBTOPOB WU
3arjaBui ISl pacCCTaHOBKH B ayi()aBUTHBIN KaTajor

OJ[Ha KapTO4Ka

0,36

43

paccTaHOBKa MPEBAPUTEIILHO MOI0O0PAHHBIX KAPTOYCK B
ahpaBUTHBIN KaTaJIOT

OJ[Ha KapTO4Ka

0,36

44

PCAAKTUPOBAHUC aJI(I)aBI/ITHOFO KaTajiora, IpoBCpKa
PaCCTaHOBKH KapTOYCK, ITPAaBUJILHOCTU I[O621BO‘IHI)IX n
CCBIJIOYHBIX KapTO4YCK, UCIIPABJIICHUC OIInOOK

OJ[Ha KapTO4Ka

0,88

45

HaIKMCaHUE pa3feauTens Uil an(aBUTHOIO KaTauora,
yKa3aHue OYKBbI, CJI0ra

OJWH
PpasaciInTClib

0,88

46

paccTaHOBKA pa3/enuTens B al(aBUTHBIN KaTaJor:
moa0opKa pa3aenuTes 1o andaBUTy, MOUCK MecTa
pazzenurens, IOCTaHOBKA, 3aKPETJICHUE CTEPKHS

OJWH
pasaciInTeClib

2,0

OpraHmaum{ CUCTEMATHYCCKOI'O KaTajiora:

47

mo0opKa KapTOUKH MO UHAEKCaM, BHYTPH pa3fiena Mo
andaButy paMUIUN aBTOPOB WUITU 3arjaBUi IS
pacCTaHOBKH B CUCTEMAaTUUYECKUI KaTaJlor

OJlHa KapTOo4Ka

0,42

48

paccTaHOBKa MPEIBAPUTEIHHO MOJ00PAaHHBIX KApPTOUYEK B
CHUCTEMAaTUYECKHUM KaTajaor

0JIHa KapToyKa

0,42

49

PETAKTHPOBAHUE CHCTEMATHIECKOTO KaTajiora: mpoBepKa
MIPaBIJILHOCTH HAIIOJIHEHUS Pa3IeNioB KaTalora mo
COJICPKaHUIO0, MHICKCAIIMH U PACCTAHOBKE, HCIIPABIICHHE
OIINOOK

OJIHa KapToyKa

0,88

50

peKnaccupUKaIys CUCTEMAaTHYECKOr0 KaTajlora:
HCIIPABJIEHNE UH/IEKCOB, BHECEHUE U3MEHEHM B
as(paBUTHBIN KaTaJIOT

0JIHa KapToyKa

10,0

51

HaIMMCaHUC pa3ACIUTECIII IJI1 CUCTEMATUUCCKOT O KaTajiora:

yYKa3aHHE HAaUMEHOBAHMs pa3/ieNa, IoApa3eia U IPYrux
pasuenurenei

OJIUH
pa3eauTeNb

1,0

52

pacCTaHOBKa pasaACIMTCIIA B CHCTEMAaTHUCCKUM KaTaJIor:
no;[6op1<a 10 UHACKCaM, ITIOMCK ME€CTa, TIOCTaHOBKaA,
3aKPCIJICHUEC CTCPIKHA

OINH
pa3aenuTeNb

2,0

Opranu3zanys NpeaMeTHOro Karajaora:

53

mo00pKa KapTOUKH IO MPEAMETHBIM pyOpUKaM, BHYTPH
pyOpuk mo andaButy haMuIni aBTOPOB WJIN 3arjlaBUN

OJlHa KapTOo4Ka

0,42

54

paccTaHoOBKa MPeIBAPUTENBHO TOJJOOPAHHBIX KAPTOUEK B
MPEIMETHBIN KaTajior

OJlHa KapTOo4Ka

0,42

55

PCAAKTUPOBAHUC MTPCAMCTHOI'O KaTaJiora: IpOBCPKa

OJlHa KapTO4Ka

1,0
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MPABUILHOCTH CCBUIOK, OTCBUIOK, PYOPHK

56 HaMMCaHue pa3AeauTeNs AJisl IPEAMETHOIO KaTajora, OIH 2,3
yKa3aHue pyOPUKH, OTCBUIKH, CCBUIKH pa3esInTeNb
57 paccTaHOBKA pa3JeIUTENs B MPEAMETHBIN KaTajior, TOUCK OIVH 2,0
MECTa, IOCTAHOBKA, 3aKPEIJICHUE CTEPIKHS pa3esInTeNb
Opranu3zanys HyMepaloOHHOIO KaTajlora HOpMaTUBHO-
TEXHUYECKON JTOKYMEHTAIIUU:
58 | noxbopKa KapTOYKU IO BUJAM JIOKYMEHTOB, YCIOBHBIM 0JIHa KapToyKa 4,3
u(poBbIM 0003HAYEHUSM, al(haBUTy COKPAIICHHBIX
Ha3BaHUI CTpaH, TATHHCKOMY ali(haBUTY (MHOCTPAHHBIX
CTaHJIapTOB), 10 HOMEpaM JIOKYMEHTOB
59 | paccTaHOBKA MPEIBAPUTEILHO MOJA00PAHHBIX KAPTOUYCK B OJlHa KapTOo4yKa 0,41
Karajaor
60 | pemakTupoBaHUE KaTajyora: MPOBEpKa MPaBUILHOCTH OJ/IHA KapTOUyKa 2,6
OoubmrorpaduUecKkux ONMMCaHui, pacCCTaHOBKH,
HCIPaBJIEHUE OLINOOK; BHECEHUE JOMOJIHEHUH U
M3MEHEHUH B KaTajor (OTMEeHa, 3aMeHa, H3MEHEHUS,
MPOJIJICHNE CPOKA JICUCTBUS C YKAa3aHHEM HCTOYHUKA)
61 HaMMCaHUE U PacCTaHOBKA pa3euTENs OVH 1,3
pa3esnuTeNnb
Opranu3zanys u BeICHHUE JIEKTPOHHOIO KaTajiora:
62 | cBepKa MOCTYNUBILIUX JOKYMEHTOB Ha 1yOJIE€THOCTh B OIVIH 1,6
AIIEKTPOHHOM KaTajore JIOKYMEHT
63 MPUIMKUCHIBAHUE MPOIOJDKAIOIINXCA U3JJaHUN B OVH 1,6
AJIEKTPOHHBIN KaTauaor JIOKYMEHT
dopmupoBanue 6MOIHOrpapUUecKon 3armucH s OJIHA 3aIlNCh
AJIEKTPOHHOTO KaTajora; BBOJ B 0a3y JaHHBIX; 3all0JIHEHUE
COOTBETCTBYIOIUX IOJIEH:
64 | OpM HAJIMYUU MaKeTa NeYyaTHON KapTOUYKU 0,36
65 | IpH OTCYTCTBHM II€YaTHON KapTOUYKU 0,42
66 COCTaBJICHUE aHAIUTUYECKOM 3alMCH 3.5
67 | cocraBieHue 100aBOYHBIX M CCHIJIOYHBIX ONMUCAHUN OJIHO OMHMCaHue 0,88
68 | penaktupoBaHue 6ubIMOrpaduueckoit 3anucu B 6aze OJIHO OIIMCaHHE 1,3
nanueiXx AC; BHECEHNE U3MEHEHUHI
69 | BBOA mepeuHs npeaMeTHbIX pyopuk AJIY k 0JlHa pyOpuKa 0,36
CUCTEMATUYECKOMY KaTaJjory ¥ Fr€éHepaJlbHOW CIIPaBOYHOU
KapTOTEKe
70 | BBIBOJ Ha 9KpaH 6uOanorpaduyeckux 3anuceu 0JIHA 3aINCh 0,83
71 | penaktupoBaHHe pyOpHK, HAITOJHEHHUE Pa3JIeoB 0J1HA 3aIMCh 7,5
W3bsaTHe KapTOUeK U3 KaTaJoroB
W3baTne kKapTOYKK Ha UCKIIIOUEHHBIE U3 OUOIMOTEYHOTO 0JIHa KapToyKa
($hoH/1a JOKYMEHTBI:
72 | andaBUTHOrO Karajora 0,42
73 CHCTEMATHYECKOr0 KaTajaora 0,36
74 | IpeaMETHOro Karajora 0,36
75 | HyMepalMOHHOIO Karajaora 0,42
76 | u3bsaTHE OMOMMOTpadIEeCKO 3aTTUCH U3 AIIEKTPOHHOTO OJTHA 3aITUCh 2,0
Karajora
Texandeckas 00pabOTKa TOKYMEHTa
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HaknenBanue Ha TOKYMEHT JIMCTKA CPOKa BO3BPATa, OJIMH
KapMallika, spiblKa: JIOKYMEHT
77 | AMCTOK CpOKa BO3Bpara 0,42
78 KapMaliek 0,42
79 | ApabIK 0,26
Hanwucanue mmdpa Ha JOKYMEHTE U SIpIIbIKE: OJIUH
JIOKYMEHT
80 | Ha MOKyMeHTe 0,26
81 Ha SIPJIbIKE 0,36
82 | mepeHeceHne GOPMATHOTO U CHCTEMATUYECKOTO mudpa ¢ OJIMH 3,0
KapTOYKH HA JOKYMEHT JIOKYMEHT
83 odopmIIeHHE KapTOUYKHU JJIs1 TAPAKUPOBAHHUS OJIHO Ha3BaHUE 1,0
omnpesieNIeHUE W YKa3aHue TUPAK
84 | KOpPEKTUPOBKA KAPTOUKH IOCIIE TUPAKUPOBAHUS OJIHO Ha3BaHUE 0,42
85 pacrpeieIeHHe KaTaIOAKHbBIX KAPTOYEK HA HOBBIE OJlHa KapTOo4yKa 0,42
MOCTYIUICHHUS TIO CTPYKTYPHBIM MOIpa3AeTICHUSIM MOCIe
TUPAKUPOBAHHS
86 | 3amonHeHue KHIHKHOTO opMyIisipa: ykasaHue mudpa, OJVH 0,88
MHBEHTapHOI'0 HOMEpa JIOKyMEHTa, (aMUINU U UHUIAJIOB KHUKHBIH
aBTOpa, €r0 Ha3BaHMsl, LIEHBI, FOJ1a U3JaHUS dbopmy1sip
87 | 3amoJiHeHHE KapTOYKW MHIUKATOPA HA IOKYMEHT, OJIH 0,88
HaMpaBJIIEMbIil B KHUTOXpAaHEHHUE: YKa3aHHE WHUKATOP
MHBEHTapHOI'0 HOMEpa, aBTOPA U 3aryiaBusl, HHUPpa
pacCTaHOBKH
88 | 3amosiHEeHuE nepeaaToyHON BEJOMOCTH Ha APTHUIO HOBBIX OJIMH 0,15
NIOCTYIUICHUH JIOKYMEHT
Pa6ora B AC
BbIBoJ1 Ha 5KpaH y4eTHBIX OpM, pacneyaTka: oJiHa Gopma
89 | IMCTOB MHJMBUYaJIbHOIO y4€Ta JOKYMEHTOB 0,05
90 | nepenaToyHON BEJOMOCTH HOBBIX MOCTYIUIEHUN 0,05
91 KapTO4KH ¢ 6ubnuorpaduyeckoi 3anuchio i y4eTHOTO 0,05
Karajora
92 | kHMXKHOTO opMyIsipa 0,05
93 | KapTOUYKM UHAMKATOpa 0,05

[Ipumeuyanue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MOBBIIIAIOMINE KO3 (DULIUEHTHI:

- TIpU COCTaBJIEHNH OMOIMOrpauuecKoro OMMCaHNus Ha JJOKYMEHT, Ha TUTYJIBHOM JIMCTE€ KOTOPOTO
YaCTUYHO OTCYTCTBYIOT JJaHHBIE JUIs Oubnuorpaduueckoit 3amucu - 1,13;

- ipu OubIMOTEUHOM 006padoTKe: KHHOPOTOPOHOJOKYMEHTOB - 1,21; HOTHBIX, KapTOrpapUuecKux,
n3on3sianuii - 1,15, cnenuanbHBIX BUIOB HAYYHO-TEXHUYECKON JTUTEPATYphl U JOKyMeHTanuu - 1,10;

- mpu paboTe ¢ JOKYMEHTaMH Ha HWHOCTPAaHHBIX S3bIKax, IPU OPraHU3aLUU U BEACHUU
KpaeBeIueCcKoro KaTajora (KapToTeKH) U OMOIMOTEYHOTO KaTajaora Ha MHOCTPAHHOM si3bIKe - 1,15.

15.11.2018
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N o/ HaunmenoBanue nporecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
1 [IpriemM TOKYMEHTOB B CTPYKTYPHBIX MOJpa3AeICHUIX:
2 MPUEM TOKYMEHTOB U3 OT/ieJIa KOMILJIEKTOBAHMSI, CBEpKa C OJIHA NapTUs 90,0
COIIPOBOJUTENILHBIM MAaTEPHAJIOM
3 perucrpanusi HOBbIX MOCTYIJICHUN NEPUOANIECKUX OJVH 0,4
W3/1aHUH, IPOCTABIEHUE OTMETKU B PETUCTPALIMOHHON JIOKYMEHT
KapTOTEKe
4 IIPOCTaBJIEHHUE LITEMIIENS CTPYKTYPHOTO MOAPA3IEIECHUS OJIMH 0,26
Ha JIOKYMEHTE JIOKYMEHT
[Ton6op TOKYMEHTOB JUIsl pACCTAaHOBKH B (DOHIE:
5 moA00pKa JOKYMEHTOB 0 KJIacCU(PUKAIUOHHBIM OJIUH 0,52
MHJIEKCaM, aBTOPCKOMY 3HAKy JIOKYMEHT
6 mo00pKa JOKYMEHTOB 10 (hopMaTy, UHBEHTapHBIM OJVH 0,36
HOMeEpaM JIOKYMEHT
7 oa0O0pKa MEePUOMYECKUX U3JaHH 1o andaBUTy OJIUH 0,5
Ha3BaHMSIM, FoJlaM, HOMEpaM JIOKYMEHT
8 11o100pKa CIEelBU0B HOPMAaTUBHO-TEXHUUECKON OJIUH 0,36
JOKYMEHTAIMH 10 KJlaccam, MoJIKJIaccaM, rpyIam, JIOKYMEHT
MOArpyNIaM, HHBEHTapHbIM HOMEpam
PaccranoBka 6ubmmoTeyHoro Gpoxmaa:
9 paccTaHOBKA IOKYMEHTOB Ha CTEJUIAXKaxX B OJVH 0,52
crcTeMaTHYecKH-al(aBUTHOM MOPSIKE JIOKYMEHT
10 | paccraHOBKa JOKYMEHTOB Ha CTEJJIaXXax B (hOpMaTHO- OIVIH 1,3
VMHBEHTAapHOM NOPSIKE JIOKYMEHT
11 paccTaHoOBKa MEPUOJUYECKUX U3JaHU 10 andaBUTy OJIVIH 0,52
Ha3BaHMM, rogam, HOMepaM JIOKYMEHT
PaccranoBka HOpMaTUBHO-TEXHUYECKOM TOKYMEHTALIUN OJIUH
II0 KJIaccaM, MoJKiIaccaM, rpynnam, NoArpymnmnam, JIOKYMEHT
MHBEHTapHBIM HOMEpam
KonnuecTBo T0KyMEHTOB B 0JI00pKeE:
12 1-5 0,52
13 16-10 5,2
14 11-15 0,88
PaccraHoBka 1OKyMEHTOB Ha MUKPOHOCHUTEISAX B OJIUH
MHBEHTAapHOM U HYMEPALIMOHHOM MOPSJIKE: JIOKYMEHT
15 | mpoBepka nIpaBUJIbLHOCTH PACCTAaHOBKU JJOKYMEHTOB B OJIUH 0,5
OTJeNBHBIX MaccuBax (oHa JIOKYMEHT
16 | nepenBuxeHue (epeHeceHne) TOKYMEHTOB Ha CBOOOIHbIE OIVIH 0,4
MecTa JIOKYMEHT
17 | odopmiieHHE MTOJIOUHBIX pa3eNuTeNei; HacaHue OIVH 10,0
MIOJIOYHBIX pa3fenuTenen pa3zenuTenb
[Ipumeuyanue: K HopMaM BPEMEHU MTPUMEHSIOTCS MOBBIIIAIONINE KOOPPUITUEHTHI:
- Ipu OA00PE U paccTaHOBKE KMHOPOTOPOHOIOKYMEHTOB - 1,2;
- pu ToAOOPE M pacCTaHOBKE HOT, KapTorpaduuecKux, N30u3aanui - 1,5;
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- Ipu paboTe ¢ JOKYMEHTaMH Ha HHOCTPAaHHBIX s3bIKax - 1,15.

4.4.2. Pabora no coxpanHoctu Gponga

Tabauua 68
N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH
1 2 3 4
ITpoBepka 6ubaMOTEUHOTO (hOHTA:
1 HalycaHue KOHTPOJIbHOTO TAJOHA HAa JOKYMEHT, yKa3aHue OJIUH TaJIOH 3,0
Ha HEM MHBEHTApHOT0 HOMepa, mudpa, pamunumu,
WHUIMAJIOB aBTOpPA, 3arjaBus, roja, MecTa U3/1aHus, LeHb,
MeCTa XpaHEeHHUS
2 MapKUpOBKa KOHTPOJIbHBIX TAJIOHOB: YCTAHOBKA, I'/I€ YYTEH | OJMH TaJIOH 8,0
JTaHHBIA JOKYMEHT (yUeTHBIH KaTajnor, HHBEHTapHas
KHMIa), IPOCTaBJICHHE ON03HABATEILHOIO 3HAKa
ITonGopka KOHTPOJIBHBIX TAJTOHOB: OJIMH TaJIOH
3 110 MHBEHTAapHBIM HOMEpaMm 0,1
4 1o andaBuTy GaMunuil aBTOPOB UITU 3ariiaBUl 0,1
) 10 KJIACCU(DUKAITMOHHOMY MHJICKCY 0,1
6 CBEpKa KOHTPOJIbHBIX TAJIOHOB C MTHBEHTAPHOW KHUTOH, OJIMH TaJIOH 2,0
OTMETKA [TPOBEPKU HA TAJIOHE U B KHUTE
7 CBEpKa KOHTPOJIbHBIX TAJIOHOB C YYETHBIM WU OJIMH TaJIOH 3,0
andaBUTHBIM, TOOTpaPUUECKUM KaTaJoraMu, OTMETKa Ha
TaJOHE U B KaTajore
8 POCMOTP (OPMBI UHAUBUAYAIBHOTO YY€Ta, BhISIBIICHUE OJINH 3,0
JIOKYMEHTOB, HE IPOIIEIIINE TPOBEPKU JIOKYMEHT
9 COCTaBJIEHHE KapTOYKH Ha JOKYMEHT, HE ITPOLIE NI OJIUH 3,0
IIPOBEPKHU JIOKYMEHT
10 | moMCK NOKYMEHTOB, HE NPOLIEANINX IIPOBEPKY, MO OIVIH 20,0
Pa3IMYHBIM YYETHBIM (opMamM, KapTOTeKaM, KypHajam, JIOKYMEHT
KHIDKHBIM TTOJIKaM
CocTaBlieHHE CIIMCKA HEIOCTAIOIMUX B (OHJIE TOKYMEHTOB | OJMH CIIHCOK
Koa14ecTBO TOKyMEHTOB B CIIUCKE:!
11 1 0,78
12 12-10 8,3
13 11-25 19,3
OT6Op NJOKYMEHTOB JIJIsl U3BITHS U3 (DoHIA
ITpocMOTp AOKYMEHTOB Ha MpeAMET U3bATUS U3 GOHIA: OJINH
JIOKYMEHT
14 | HempoUIBbHBIX 3,1
15 | nyGneTHbIx 1,6
16 | ycTapeBIINX MO COAEPKAHUIO 3,1
17 BETXHUX 0,88
18 MaJIOMCIIONb3YEMbIX, HEUCITOIb3YEMbIX 2,6
IloaroroBKa JOKYMEHTOB K aKTUPOBAHUIO:
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19 | nonbopka JOKYMEHTOB B ITAPTHH 110 IPUYMHAM U3bATHS, OIVIH 0,36
CBEpKa C KHMKHBIM (OPMYIISIpOM JIOKYMEHT

20 | moxgOopKa KHMKHBIX (POPMYIISPOB HA TOKYMEHTHI B OIVIH 0,42
HOpsAKE MHBEHTAPHBIX HOMEPOB, aji(aBuTa, KypHaJbI - 110 bopmynsp
rojaM 1 HoMepam
COCTaBJIEHHE CIIUCKA K aKTY BBIOBITHS (IIEpeaayn), OJIUH aKT
MoJicYeT 001Iel CyMMBI, 0()OpPMIICHHE aKTa; MOTallIeHUE
MHBEHTAPHOI'0 HOMepa U LIiTeMnelis OuGInoTeKH Ha
JOKYMEHTE; IOJIIIMBKA aKTOB
Koa1uecTBO TOKYMEHTOB B CIIMCKE:!

21 1 0,78

22 |2-10 7,8

23 11-25 19,3
[loaroroBKka JOKyMEHTOB B IIEPEILIET:

24 0TOOp AOKYMEHTOB JIsI IEPEIIeTa; IPOBEPKA COCTOSHUS OJVH 3,0
JOKYMEHTA; 3all0JHEeHUE (CBEpKa) KHMHKHOTO (popMymsipa JIOKYMEHT

25 | mogOopKa KOMILJIEKTOB, CBSI3Ka B MTAYKH; OhopMIIeHHE OJIUH 2,6
JOKYMEHTOB JUIsl IEpeayuu B Eeperier JIOKYMEHT

26 | MOATOTOBKA JIOKYMEHTOB K BOCCTAHOBJICHHIO: ITOI00D OJIUH 10,0
JOKYMEHTA, aHAJIOTHYHOT'O IOBPEKACHHOMY, O(OpMIICHUE JIOKYMEHT
3aKa3a Ha KOMMPOBaHUE

27 | npueM 3aka3a Iocie KOIMpPOBaHMsl, IPOBEpKa KauecTBa OJIUH 7,0
KOIUH; OJrOTOBKA JOKYMEHTA K MEpPEeIUIeTy JIOKYMEHT

28 | mpueM JOKYMEHTOB M3 IEpeIjieTa; CBepKa NOCTYNHUBIINX OJIUH 7,0
U3 MeperieTa T0KyMEHTOB ¢ KHUKHBIM (DOpMYJIIpoM, JOKYMEHT
IIpOBEpKa KayecTBa MeperuieTa; BOCCTAHOBIICHUE 3arjlaBus;
HanucaHue mudpa Ha SpIIbIKe, KOPEHIKe TOKyMEeHTa
[TonmuBKa ra3et u TOHKUX KYPHAJIOB:

29 | onpenenenue ¢popMara, BIOKEHHE KOMIUIEKTa )KypHaJIOB B OJIHa Mamnka 3,0
Nanky Hy»HOro ¢opmara, 3aBsi3bIBaHNE; BBIHECEHHE
mudpa, Ha3BaHus, Toja U3/1aHus, HOMEPOB KYpHAJIOB Ha
00JIOKKY M KOPEUIOK ManKu

30 packiiagka ra3eTbl 0 Ha3BaHUSIM, MPOKAJIbIBAHUE, OJIHA MaIlKa 5,0
BJIOXKEHHE B KAPTOHHYIO 00JIOKKY (ITanKy), MPOIIHYPOBKaA,
oopmiieHre 00JI0KKHU (Ha3BaHUE, TOJI, HOMEP, MECSIIT)
Menkuii peMOHT (oHJa:

31 MOAKJIENKA TOKYMEHTA, KAPMAILIKOB, SIPJILIKOB, OJIHA IalKa 2,0-5,0
BOCCTAaHOBJICHUE 3arJIaBUN 1 UHOM PEMOHT
Ob6ecnbuinBanue GoHaA:

32 obecnpuTBaHue (DOH/IA C TTOMOIIBIO MBIJIECOCA; oIHa 12,0
obecrieyeHre pabovyero MecTa TeXHHYECKUMHU CPEeICTBAMHU: MEpOMoJKa
MIBIECOCOM, paOOYNM CTOJIMKOM, CTPEMSHKOM, BEAPOM;
MpoBe/IeHNE 00ECTIBIIIMBAHNS, 3aHECEHNE TEXHUYECKIX
CPEJICTB B MECTa XpaHEHUs

33 | pyuHoe obecnbiiBaHue QoHIA; oOecTieueHne paboyero OJlHa 9,4
MecTa TEXHUYECKHUMHU CPEICTBAMU: CTPEMSIHKOM, pabounm MepOIIoJIKa
CTOJIMKOM, TEJIEXKKOH, BEAPOM, TPSIIKaMH; IPOTUPKA,
3aHECEHHE TEXHUUECKUX CPEACTB B MECTa XpaHEHUs
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IIpumeyaHue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MOBBIIIAIOIINE KO PUITUCHTHI:
- IpY pyYHOM OOeCTIbIIIMBaHUM (DOH/IA HOTHBIX, KAPTOTpahUIeCcKuX, H30M31aHuH - 1,2;
- Ipu 00ECTIBUIMBAHUM C TIOMOIIBIO TIbUTEcOca - 1,3.

4.4.3. U3yuyenne 0ub1uoTe4HOr0 (poHIa

Tadauua 69
N n/n HaunmenoBanue npouecca, onepanun. CoctaB paboThI Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
[MonroroBuTenpHas padoTa Mo U3y4EHUIO OMOIUOTEIHOTO
dhonpa:
1 COCTaBJICHHE IJIaHa PabOTHI 110 U3yYEHUIO OMOIMOTEYHOTO OJIVH IJIaH 10,0
donma (dactu GoH/A)
2 MOATOTOBKA MHCTPYMEHTAPHUSI MO U3yUYEHUIO o/Ha Tabimna 10,0
OoubaroTedHoro (OH/Ia; COCTABICHUE TAOJIHIIBI 10
Pa3IMYHBIM aCTIeKTaM U3Y4YCHHUSI
3 nooopka OubIHorpaduUecKux Mocooui, 0JTHO TIocoOue 10,0
MH(OPMALIMOHHBIX CIIUCKOB JUISI IPOBEIEHUS PAOOTHI O
n3ydeHuro Onbauoredynoro Gonma
4 MIPOBEJICHUE HHCTPYKTAXKA JJIsl MPOBEACHUS padoT Mo OVH 10,0
M3Y4eHHI0 OnbnnoTeyHoro Gpoxaa MHCTPYKTaX
bubnuorpaduyeckoe nzydenue 6ubIMoTeqHoro Gpoxaa
O3HakoMJIEHHE C coJiepkaHreM OubIuorpaduuecKoro OJIHO TIocoOue
moco6usi, ”HPOPMAIIMOHHOTO CIIUCKA ISl POBEICHUS
paboThl IO U3yueHUto OubanoTevynoro Goxaa
KonnuecTBo Ha3BaHmii B mocoOuu:
5 1-25 15,7
6 26 - 50 34,0
7 51-100 68,0
CBepka KapTOUYKH Karajora ¢ 6ubanorpapuieckum OJIHA KapTO4YKa
OTMHCaHUEM JOKYMEHTA, YKa3aHHOTO B MOCOOMHU; OTMETKA O
HaJU4YNM JTOKyMeHTa B (hoHe:
8 asi(haBUTHBIN KaTaJIor 2,0
9 CHUCTEMAaTHUEeCKHUI KaTalor 5,0
10 | cocraBienue 6ubnmorpaduyeckoro onucaHus Ha OJIHA KapTO4yKa 2,6
OTCYTCTBYIOIINE B OMOIMOTEKE TOKYMEHTHI
[IpocMOTp HamoOJTHEHUS CUCTEMaTHYECKOro Karaiora B OJIHa KapToyKa
Pa3IMYHBIX acneKkTax (Mo OTpacisiM 3HAHUS, BUIaM, TOaM
U APYTUM acreKTaM); COOCTaBICHUE MOTYYEHHbIX
JAHHBIX C TEMATHUKO-TUIIOIOTUYECKUM (TIEPCTIEKTUBHBIM)
IJJAaHOM KOMIUIEKTOBAHUS; YTOUHEHNE, BHECECHHE
KOPPEKTHB B IJIaH KOMIIJICKTOBAHUS
KonnuecTBo kapTouek B sIUKe:
11 1-500 43,0
12 | 501 - 1000 85,0
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13

1001 - 2000

173,0

Craructuueckoe u3ydeHue OuoImoTeqHoro GoxHmaa:

14

3aroJIHEHNE CTATUCTUYECKUX TabuIl (10 COCTaBy,
IUHAMHUKE U CTEIEHU UCIIOIb30BAHUA OUOIMOTEYHOTO
¢oHa) HA OCHOBAHUH YYETHOH TOKYMEHTALIUU

oJ1Ha Tabiuma

10,0

15

pacder rnoka3zareieil KHUrooOece4eHHOCTH,
00panaeMocTt, YNTACMOCTH

OJWH
IIoKa3aTeiib

4,0

16

10 KHIDKHBIM (OpMYJIsipaM UJTH JIMCTKaM CpOKa BO3BpaTa
KOJIMYECTBA KHUTOBBIIAY

CIUIOIIHOM MPOCMOTpP JOKYMEHTOB Ha CTeJIaXax, OJICUET

OJWH
JOKYMCHT

0,84

17

MapKHUpPOBKa HEHCITOJIb3yeMOi JacTH (poHa B
3aBUCHMOCTH OT IPUYNH, BRI3BABIINUX HU3KYIO
o0paniaemMocTh

OJUH
JIOKYMEHT

0,26

18

3aroJIHEHME TaOINIBI HHTEHCUBHOCTH HUCIOIb30BAHUS
oubmmoTeyHoro Goxa

ojHa Tabiuna

50,0

CocraBieHre U aHaau3 TabIUL 110 U3YYEHHUIO
oubmmoTeyHoro Goxa

Cocrasiieaue TaOJINIBL:

19

10 COCTaBY, Pa3BUTHIO U MCIIOJIb30BAHHIO OMOIHOTEUHOTO
donma

o/1Ha Tabimna

63,0

20

(B O0TpacCJICBOM, I10 BUJIaM I/I3,Z[8.HI/II71 1 NHBIM aCHGKTaM)

10 CTCTICHU M CIIOJIb30BaHUS q)OHZ[a B PA3JIMYHLIX aCIICKTax

ojHa Tabiuna

68,0

21

(bOH,I[EI W IIpUYrMHaM €€ HAKOIIJICHU A

110 00bEMY HEUCIIOJIb3YEMOM U MaJIOCIIPAIlIBAEMOM YacTH

ojHa Tabiuna

63,0

Anann3 TaOIUIBL:

22

10 COCTaBY, Pa3BUTHUIO U HCIOIH30BAHUIO OUOIHOTEYHOTO
dbonga

oJHa Tabnuma

56,0

23

(B oTpacieBom, Mo BUJIaM U3AaHUN 1 MHBIM aCIIEKTaMm)

10 CTCTICHU MCIIOJIb30BAaHUA (1)0Hz[a B PA3JIMYHBIX aCIICKTaX

oJHa Tabnuma

56,0

24

10 COCTaBY U BEIUYMHE HEUCIIOJIB3yEMOU U
MaJIoCIpalIuBaeMoi yacTH oHa U IPUUNHAM €€
HAaKOILICHUs

oJHa Tabnumna

60,0

25

COCTABJICHHE TUIaHA MEPOIIPUATUMN peaIu3aluu
MIPEJIOKEHUH TI0 pe3yibTaTaM u3ydeHus GoHaa

OJIVH I1JIaH

161,0

IIpumeuanue:

- BpEMA NPOBCACHUS MHCTPYKTAXKAa B HOPMY BPEMCHH HC BXOOUT,

- mpu paboTe ¢ JOKYMEHTaMH Ha HHOCTPAHHBIX S3bIKaxX K

NOBBIIIAIOIINN K03 Puumenr - 1,15.

4.5. O0cay:kuBaHue YMTaTEJIeH

4.5.1. PaGora c yuraresiem

HOpMaM BpPEMCHHU IPUMCHACTCA

Ta6auna 70
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboThI Enunanna Hopwma
U3MEpEeHus BpPEMEHU,
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MMHH.

2

3anuch yuTarens B OMOIMOTEKY:

MIPOCMOTP AOKYMEHTOB uuTaTeNs (Iacnopr,
YA0CTOBEpPEHHUE, TOPYIHTEIIBCTBO); MPOBEPKA HATUIHS
YYETHO-PETUCTPALIMOHHON KAPTOYKH YATATEINS; BblJaya
AQHKETBI JJIs 3aII0JIHCHHUSI IT0JIh30BaTEIeM C TI0IPOOHBIM
MOSICHEHHEM MO 3a0JHESHHUIO MoJIei

OAHH YHUTATCJIb

2,0

3anoiHeHue GopMyIispa YUTaTeNsl, yueTHO-
PETrUCTPAIIMOHHON KapTOYKH, YUTATEIHCKOTO Oniera

OJWH YUTATCJIb

2,0

O3HAaKOMJICHUE YUTATENS C IIPaBUIIAMU TTOJIb30BAHUS
O6ubNIMOTEKOH, pacnoiokeHrneM (poH/a, CIPABOYHBIM
armapaToM, JIEKTPOHHBIMH pecypcaMu (ayJHOKHUTaMH,
ynanéHHbIMA 0a3aMy JaHHBIX, TUCKaMH, GriibMorpadueii)

OJWH YUTaTCIIb

5,0

moa0opKa U paccTaHOBKA MO andaBuTy haMumuii
YUTATEJICH YICTHO-PErHCTPAIIIOHHBIC KAPTOYKH

OJ[Ha KapTO4Ka

0,26

Ilepeperucrpanus unrarenei:

MOUCK (hopMyJisipa (PETUCTPANMOHHON KAPTOUKH)
YUTaTeNsl, BHECEHUE U3MEHEHUN B HUX U YUTATEIbCKUI
owrer

OJHH YHUTATCJIb

12,0

3anuck (epeperucTpaius) YntaTeneii B
ABTOMATU3HPOBAHHOM PEXKHUME:

Ha0Op Ha KJIaBHAType CBEICHUH 0 ynuTarene: paMuins,
UM, OTYECTBO, XapaKTEPU3YIOIIIE €ro MPU3HAKU
(oO6pa3oBaHue, CIENMATLHOCTD U MHBbIE TPU3HAKH), KOJ

OAHH YHUTAaTCJIb

6,0

KOHTPOJIb 32 BO3MO>KHBIM HAJINUMEM JIaHHBIX O YUTaTene,
3anucaBlemMcsi B OM0IMoTeKy (paHee 3amucaH, JUILIEH
1IpaBa NOJIb30BaHUS)

OJWH YUTaTCJIb

1,0

odopMmIIeHHE KO/1a YUTATENs C KOHTPOJIbHBIM Pa3psioM U
CPOKOM MOJIb30BaHUS YUTATEIHCKUM OMIIETOM Ha OCHOBE
BBIAHHON MH(QOpMaIIH

OAHH YHUTAaTCJIb

0,52

BBIBOJI HA IIPUHTEP CBEIEHUH O 3allMCaBLIEMCS YUTATEIE B
BUJIe OJlaHKa, BeIpE3aHUe OJaHKa U BKJIEHKaA ero B
YUTATEeNIbCKUM OniIer

OJWH YUTaTCJIb

1,3

Pabora qucneruepckoit ciryKObl:

10

MPpUEM YUTATCIIBCKOT'O TpC6OBaHI/I}I; IMpOBEpKa
IMPaBHUJIbHOCTHU 3alIOJTHCHHUA Tpe60BaHI/I${, YTOUHCHUEC MECTa
XpaHCHUA NOKYMCHTOB, OTMCTKA B I[PICHCT‘ICpCKOﬁ

OJIHO
TpeOoBaHUE

2,0

CEeTKe, Tepegaua TpeOOBaHus B KHUTOXPAaHEHUE

Brimonaenue TpeboBanuii moTpeduTenei, Briaua
JIOKYMEHTOB M3 OCHOBHOI'O KHUTOXPAHEHUS:

11

MoJTydeHue TpeOOBaHUs, PETUCTPALINSI, TOJOOPKA UX TI0
mudpam

OJTHO
TpeboBaHuE

3,0

12

MOUCK JIOKYMEHTA, OTMETKA Ha TPeOOBaHUU, KHIKHOM
dbopMyIspe, TMCIETYEPCKOM ceTKe

OJTHO
TpeboBaHuE

5,0

13

YCTAHOBJICHHUEC MECTAa HAXOXKICHUA HeHafI)IeHHOFO
JOKYMCHTA IO CIIPAaBOYHBIM KAPTOTCKAM, KaTaJIOTaM

OJTHO
TpeboBaHuE

7,0

14

BbIJIa4a JJOKYMEHTA M3 OT/IeJla KHUTOXPaHCHHS
MOTPEOUTEII0; OTMETKA Ha KHIDKHOM (popmyIisipe,

OJIMH
JIOKYMEHT

2,0
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TpeOOBaHMS

15

MPUHATHE JOKYMEHTA OT NOTPEOUTEs; MOUCK KHUKHOTO
dbopMmyIspa, TpeOOBaHMS; TOTAIICHHE OTMETKH O BBIJIAYH

OJIMH
JIOKYMEHT

3,0

Bbmaqa KOMIIJICKTOB TOKYMCHTOB BO BPEMCHHOC
IIOJIb30BAHUC TOAPA3ACIICHUAM OMOIMOTEKN:

16

odopmIIeHHE 3aIBKU Ha KOMIUJICKT JIOKYMEHTOB,
repe/laBaeMblil B CTPYKTYPHOE MOIpa3iesieHHue

OJIHa 3asBKa

5,0

17

Mo00p JOKYMEHTOB B KOMILJIEKThI; HAIMCAHUE BTOPOTO
AK3EMILISIpa KHIKHOTO (hopmyJisipa (MHANKATOPA)

OJWH
JOKYMCHT

40,0

Bbigaua KOMIUIEKTOB JJOKYMEHTOB, OTMETKA Ha KHI>KHOM
dhopmymsipe (MHAMKATOPE) AaThl BbIIAUU, JaHHBIX
MOJIPA3/ICJICHUs, TOJTyYaIOIIEero KOMITJICKT

OJWH
JOKYMCHT

KommuectBo JAOKYMCHTOB B KOMIIJICKTC!:

18

25

6,8

19

50

13,5

20

200

108,0

[Tonyyenne KOMIIIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX
M0JIpa3/ieNIeHuil; MOMCK KHUKHOTO (opMyIisipa
(MHIMKATOpa), MOralleHue OTMETKHU O BblJaue, BIOKEHHUE
€ro B JIOKYMEHT

OJWH
KOMILJICKT

KommuectBo JOKYMCHTOB B KOMIIJICKTC!

21

25

6,8

22

50

13,5

23

200

108

OO6cnmy)KuBaHNEe YUTATENeH B YUTAJILHOM 3aJIe:

24

MIPOBEJICHUE KOHCYJIbTAIINN, O€ce]] ¢ YUTATEITISIMU Y
KaTaJjoroB, KAPTOTEK, KHIKHBIX MOJIOK; HHOPMUPOBAHUE
qUTaTENICH O HOBBIX MMOCTYIUICHHSX, O paboTe
ANEKTPOHHOTO KaTajora, CTaHI[UU caMOOOCTyKUBaHUS, O
paboTe ¢ AIMEKTPOHHBIMU PECYPCAMU yIAJICHHBIX 0a3
JAHHBIX, O BO3SMOXKHOCTAX pa0dOThI B TUYHOM KaOMHETE Ha
caiite OMOJIMOTEKH, O MOIL30BAHUN TETCKOM KOMHATOM

OJIHa
KOHCYJIbTAIuAd

10,0

[TonGop AOKYMEHTOB B 1OACOOHOM (DOH/I€ YUTATHLHOTO
3aJia, mepeaaya Ha Kadeapy BeIIavuu:

OJVH
JIOKYMEHT

25

110 Tpe6OBaHI/II-O HUUTaTCIIA

3,0

26

110 YCTHOMY 3alpocy

3,0

27

I10 ONIPEJEIICHHON TeME

3,5

[TonGop noKyMeHTOB 10 y4eOHOIl mporpamme Ha
OCHOBAHMHU MaKeTa KOMILJIEKTa JOKYMEHTOB, BbI1aBaEMBbIX
CTYJEHTaM, I0/100p y4eOHUKOB 10 paKyabTeTam, Kypcam,
rpyIIaM; cBepka KHIKHBIX (JOPMYIISIPOB C Ha3BaHHEM
KHUT, THBEHTAPHBIMH HOMEPaMHU

OINH
KOMILJIEKT

Komuuecto JOKYMCHTOB B KOMIIJICKTC!

28

10

4,0

29

20

8,0

30

40

16,0

31

BbIJ]a4a JOKYMEHTA: CBEpKa BbIIaBAEMOT0 JIOKYMEHTA €
YUTATENILCKUM TpeOOBaHHEM; IPOBEPKA HATMUHS CTPAHMIL;
BHECEHHE 3aIIMCH Ha YUTATENbCKOM TpeOOBaHUU

OINH
JIOKYMEHT

2,0
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(KOHTPOJILHOM JTUCTKE), BIOKEHUE B UATATEIbCKUI OWIIeT;
paccTaHOBKA, OTMETKA KHUTOBBIIAYN

Bblaya 10KyMEHTOB: CBEpKa BbIIABAEMbIM JTOKYMEHT C
YUTATENIbCKUM TPEOOBaHUEM; IIPOBEPKA HATMUME CTPAHHUILL;
CKaHHPOBATh YNTATEIBCKUI OMIIET; CKAHMPOBAThH
BBI/IaBAEMbIE KHUTH; OTMETKA KHUTOBBIIayy; OTMETKA
CTATHCTUKY IOCELUIAEMOCTH:

32

IPUHATUE JOKYMEHTA: CBEpKa €ro ¢ TpeOOBaHUEM
(KOHTPOJIBHBIM JIUCTKOM ), IPOBEPKA COXPAHHOCTH
JOKYMEHTA, HAJIMYUS CTPAHUL, BHECEHHUE OTMETKHU O
IIpUeMe

OJIMH
JIOKYMEHT

2,0

33

MOJIYYCHHUEC JOKYMCHTA, 3dKa3aHHOI'0 YUTATCIICM B OTACIIC
KHUT'OXPAaHCHU S

OJWH
JOKYMCHT

0,5

34

nepcaada 10OKyMEeHTa, CIaHHOI'O YUTATCIICEM, B OTACII
KHUT'OXPAaHCHU S

OJWH
JOKYMCHT

1,0

Ot60p u nepenaya JOKYMEHTOB Ha KOIIUPOBAHUE:

35

0TOOp AOKYMEHTOB (OTIENbHBIX CTAaTEH) ISl Iepeayu Ha
MUKPO(DUIBEMHPOBAHKE U KOTUPOBAHUE

OJINH
JIOKYMEHT

5,0

36

MOJIrOTOBKA JJOKYMEHTOB K KOIIMPOBaHHIO, 0POpMIICHHE
3aKasa, perucTpanus B y4eTHBIX opmMax

OJINH
JIOKYMEHT

3,0

37

IIOJIYYCHHC MI/IKpO(I)I/IJ'ILMa H KOIINH, ITPOBCPKA
IMPaBHUJILHOCTU BBITTOJTHCHUS 3aKa3a

OJHH 3aKa3

5,0

OO6ciyxuBaHue ynTaresae Ha abOHEMEHTe:

38

HO,Z[60p JAOKYMCHTOB IJII pCKOMCHAAIUN YUTATCIISIM

OJINH
JIOKYMEHT

5,0

Bbiaua 1OKyMEHTOB UMTATENIO, OUCK (hopMyIsipa
yuTaTeNs, ykasaHue CpoKa BO3BpaTa, IpoBepKa HaJIUUUs
CTpaHMIL; 00CITy)KUBaHUE

OJVH
JIOKYMEHT

BI)I}laTI) JOKYMCHTOB: CB€PKa BbIAaBACMOT'0 JOKYMCHTA C
YUTATCIbCKUM Tpe60BaHI/IeM; IMMPOBEPKA HAJINYHA CTPAHUILL;
CKaHHUPOBAHUC YUTATCIBLCKOT'O 6I/IJ'I€Ta; CKaHHUPOBAHUC
BBIJIaBaeMOM KHUTH; pacliecdyaTKa KOHTPOJBbHOTO JIUCTKA C
YKa3aHUEM CpOKa BO3BpaTa U CIIMCKA BBIIAHHBIX KHUT',
OTMCTKA KHHUT'OBbLJA4YM,; OTMCTKa CTaTUCTUKHU
IIOCCIIAaCMOCTH

39

B3POCIBIX

2,7

40

nereu

3,2

41

IPOBCACHUC 6CCC,Z[BI C UUTATCIIEM, I/IH(I)OpMI/IPOBaHI/Ie )
HOBBIX IMOCTYIIJIICHUAX

OJWH YUTaTCJIb

5,0

IlonydyeHne nOKyMEHTa OT YNTATEINS; BHECEHUE OTMETKHU O
npreMe, IpoBepKa HAJIMYKS CTPAHULL, BIIOKEHHE
KHIKHOTO (opMyIisipa; 00CTy)KUBaHUE:

OJWH
JIOKYMEHT

42

B3POCIBIX

1,8

43

nereu

5,0

44

MPOUIEHUE CPOKA MOJIBb30BAHUS JOKYMEHTOM; IIOUCK
dbopmynsipa uuTaTeNs; BHECEHHE OTMETKH O MPOIJICHUN
CPOKa IOJIb30BaHUS

OJIVH
bopmynsap

3,0

IIpuMeyaHue: K HOpMaM BpEMEHH MMPUMEHSIOTCS MOBBIIIAIONINE KO DUITUECHTHI:
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- ipu 00CITy’)KMBaHUM yuTaTeNel KWHOYOTOHOHOTOKYMEHTaMH - 1,2;

- Ipu 00CITY’)KHBAaHUM YUTATENIeH HOTHBIMH, KapTOrpapUuecKUMHU, U30u31aHusaMH - 1,15;

- TIpu OOCITY)XKMBAaHWUU YHTATENICH CHEIMaIbHBIMH BUJAAMHU HAyYHO-TEXHUYECKOW JHUTEpaTyphl U
JOKyMeHTauuu - 1,1;

- Ipu paboTe ¢ JOKYMEHTaMH Ha HMHOCTPAaHHBIX s3bIKax - 1,15.

4.5.2. Buyrpenusisi padora

Ta6auna 71
N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopwma
U3MEepeHus BpPEMEHHU,
MUH.

1 2 3 4
IloaroroBka x BeIIaYeE:

1 paccTaHoBKa (popMysIsipoB yuTaresaeu (1o cpokam, OJIUH 1,0
HOMepaM, andaBuTy) dbopmy1sp

2 paccTaHOBKa CAAHHBIX JIOKYMEHTOB B (DOHJIE OTKPHITOTO OIVIH 2,0
J0CTyIa JIOKYMEHT

3 paccTaHOBKA CAAHHBIX JTIOKYMEHTOB B ()OHJIE OCHOBHOTO OJIUH 3,0
XpaHEHUs JIOKYMEHT

4 10/IBEJIEHUE UTOrOB pabOThI 3a IPOLIEIIHI JIEHb, €KETHEBHO 15,0
BHECEHHE 3aIIUCH B JJTHEBHUK

5 110100p AOKYMEHTOB IO NMPEABAPUTEIHHBIM 3aKa3aM OJIMH 3,0
qyuTaTeNel U 1aHaM YTeHHUs JIOKYMEHT

6 MPOCMOTP HOBBIX MOCTYIUICHUH JJIsI pEKOMEHIAlIN OJVH 2,0
YUTATEISIM JIOKYMEHT

7 MIPOCMOTP U MOMOJIHEHUE KHUKHBIX BHICTABOK, SIIUKOB OJIMH 3,0
CBOOOTHOT'O BBIOOpA KHUT, TEMATUYECKUX TTOJIOK U JIOKYMEHT
CTEIIaXKEN

8 MO/ITOTOBKA pabovero Mecra €)KEJTHEBHO 10,0
Pabota ¢ hopmynsipoM yuTaTes:

9 aHayn3 GOpPMYJISIpbI UNTATENEH, BBISBIEHUE YNTATEIbCKUE OIVIH 4,3
MHTEPECHI bopmynsp

10 | cocraBneHne KapTOUKH JIJIsl KAPTOTEKU YUTATEIbCKUX 0JIHa KapToyKa 0,86
MHTEPECOB; COCTABJIEHHE CIIMCKA YUTATEIBCKUX UHTEPECOB
- 1 3anuce

11 3amuch B popMynsipax (MHBIX JTOKYMEHTaX) O pe3ysbTarax OJIHA 3aIUCh 3,6
aHaJIM3a YTEHMs 3@ ONPEJIeTICHHbIIN epuoJl

12 | 3anuch B IHEBHUKE OMOIHOTEKAps O TUHAMUKE UTEHUS U 0JlHA 3alHCh 9,2
MHTEpecax yuTaTess (TpyIIbl yuTaTenei)
Pabota ¢ unTaTensimMu, He BO3BPATUBILIUMH JOKYMEHTHI B
CpOK:

13 | mpocMoTp 1 0TOOP POPMYIISIPOB UUTATENEH, HE OJIUH 1,0
BO3BPATUBILINX JIOKYMEHTHI B CPOK bopmynsp

14 | HanMcaHWe OTKPBITOK-HAIIOMUHAHUN O BO3BpaTe OIVIH 6,0
JOKYMEHTOB; OTMETKA JaThl HAMOMUHAHMS HA GOpMYyJIIsipe bopmynsp

15 onoBerieHue (1Mo Teseony, SIEKTPOHHOHN TOUTe) OJINH 5,0
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YUTATEJsl, HE BO3BPATUBIIETO JOKYMEHTHI B CPOK; OTMETKA
JaThl HAIOMUHAHUs B (opMyIisipe

opmynsp

KoHTpo:b 3a cpokamu Bo3Bpara JOKYMEHTOB B
aBTOMAaTU3UPOBAHHOM PEKUME:

16 | BbIBOJ Ha MPUHTEP 110 YCIOBUSAM CIIMCKA YUTATEIEH U 0J1HA 3aIllCh 0,16
a0OHEHTOB-33/10JUKHUKOB

17 COCTaBJIEHHE CIHUCKA 3aJ0JDKHUKOB OJIHAa 3aIliCh 0,16

18 | pacrieuaTka Ha MPUHTEPE HAITOMUHAHUS A0OHEHTaM U OJIHA 3aIUCh 2,2
YUTaTeNIsIM O CPOKE BO3BpaTa (azpec, Ha3BaHUsI B3SThIX
JTOKYMEHTOB)

19 U3BATHE U3 0a3bl TaHHBIX CBEACHUI O 3aHSITOCTH OJlHAa 3aIliCh 0,4
BO3BPAIICHHBIX JOKYMEHTOB
OdopmiieHre MOMCKa 33JJ0JPKHUKOB Uepes CyI:

20 | cHATHE KOTIUH ¢ (hOpMYJIsipa YATATENs]; YTOYHEHHE aBTOpa, OIVIH 2,7
Ha3BaHUs, NHBEHTAPHOI'0 HOMEPA, LIEHY JOKYMEHTa, He JIOKYMEHT
BO3BPAIIIEHHOI'O B CPOK; NIEPEUNCIIEHNE TOCIOLUIMHBI 32
o(opMieHHE UCTIOIHUTEIbHBIX HAAMUCEH; Tepegaya Jiena
B Cy[

21 noJyiyueHue u ohopmieHIe TOKYMEHTOB U3 HOTapHallbHON OJVH 2,7
KOHTOpBI (IIPOCTaBJIEHUE HOMEP PaCYETHOI'O CUeTa, HOMEP JIOKYMEHT
VCIIOJIHUTEJIbHOM HAAINCH)

22 | cocTaBlIeHUE aKTa Ha OIUIATy Yepe3 CyJ YTepSHHBIX OJIUH 2,7
JOKYMEHTOB (IIPUJIOKEHHE K aKTy - (popMyIsip unraresns) JIOKYMEHT
ITpreM TOKyMEHTOB B3aMEH YTepsSHHBIX:

23 | MOMCK YHUTATENbCKOTO (pOopMyIIsipa; BHECEHUE OJIUH 10,0
COOTBETCTBYIOLIEH 3anucu B GopMyIisip, TETpasib yuera JIOKYMEHT
KHUT, TPUHSTBIX B3aMEH YTEPSHHBIX

24 | mpoCcMOTp AOKYMEHTA, IPEATIAraeMOr0 B3aMEH yTEPSHHOTO OIVH 2,0

JIOKYMEHT
Pabora ¢ oTkazamu:

25 | yuer u kiaccuduKaiys OTKa30B: OTMETKA Ha JIMCTKE OJIHO 1,6
YUTATEJICKOT0 TPeOOBAHNUS IPUUMHY OTKAa3a TpeboBaHuE

26 | paccTaHOBKa YMTATEIbCKUX TPEOOBAHUH B KAPTOTEKY OJIHO 0,32
"HEeyI0BJIETBOPEHHBIN cripoc” TpeboBaHuE

27 | aHaNM3 OTKA30B, COCTABIEHUE CBOJKU OTKAa30B B OJIMH OTKa3 1,0
0TpacieBoM paspese (1o MPUYMHAM 0TKa3a U MepaM UxX
JIUKBUJIALUU U TIPEAYIPEKACHHUS)

28 | cocraBienne OubGIHOrpadUIECKOro ONMMUCaHus Ha OJTHO 2,0
JOKYMEHTBI, UMEIOIe HauOoIblIee YHCIO OTKA30B, U oubnuorpaduy
nepeiaya KapTOuKH B OT/IET KOMIIEKTOBAaHUS ecKoe

ONMCAHNE
4.5.3. BHecTauuoHapHoOe 00C/Iy;KMBaHHE
Tabauna 72
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboThI Enunanna Hopwma
U3MEpEeHus BpPEMEHU,
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MUH.
1 2 3 4
Opranuzanyst OuOJIMOTEUHBIX TYHKTOB, IEPEABIKHBIX
O6uOIMOoTEK:
1 3aKJII0YEHHE JOTOBOPA MEKIY OMOIMOTEKO 1 OJWH JIOTOBOP 270,0
opraHu3zaiueil, rjae OyAaeT OCyIIeCTBISAThCS
BHECTAI[MOHApHOE 00CTYKUBAaHUE
2 oopmienue Gpopmynsgpa OMOITUOTEIHOTO MTyHKTA OJIMH 13,5
dbopmysip
3 odopmIIeHHE TTATIKK C TOKYMEHTaMH (JI0TOBOD, OJIHA MarnkKa 13,5
JIOBEpEHHOCTh Ha MOJy4eHHe KHUT, (OPMYJIISIpPOB
OMOIMOTEYHOT O MMYHKTA, OTYETOB)
4 COCTaBJICHHE CXEMbI pa3MeIIeHNUs OMOINOTEUHBIX TYHKTOB OJIHa cXema 126,0
Ha TEPPUTOPHUH TOPOJIA, paiOHa
5 cocraBieHue rpaduka oOMeHa TOKyMEHTOB, HAXOAAIIUXCS | OJUH rpaduk 18,0
B OMOJIMOTEUHBIX MTYHKTAX, MEPEIBIKHBIX OMOIMOTEKAX
6 COCTAaBJIEHHE [UIaHA METOAUYECKON ITOMOILU OJIVH IJIaH 46,0
OnOIMoTEeKAPSM-00IIECTBEHHUKAM
7 odopmiieHre 00BSBICHHS O IHAX U yacax paboThl OJIHO 12,0
OMOJIMOTEYHOTO TYHKTA, IEPEIBIKHON OMOINOTEKH 00BSIBJIICHHE
[Toa®op KOMIIIEKTOB JOKYMEHTOB JIJIsi OMOJIMOTEYHOTO
MYHKTA, IepeJIBIKHON OMOINOTeKN
[Togbopka koMIIeKTa TOKYMEHTOB OJIMH
KOMIUIEKT
KonnyecTBO TOKYMEHTOB B KOMILICKTE:!
8 10 15,0
9 30 45,0
10 100 148,5
11 BbIJIaua JIOKYMEHTa B OMOJIMOTEUHBIN MyHKT, OTMETKA B OJIUH 2,0
KHIKHOM (popMyIisipe AaThl BbIJa4H, HOMEpa MyHKTa JIOKYMEHT
12 | 3anuck B hopmyIsap OUOTMOTEYHOTO MyHKTA JaThl BBIIAYH OJIHA 3aIHCh 1,0
JIOKYMEHTOB, KOJINYECTBA BBIJJAHHBIX U BO3BPAILICHHBIX B
CTalMOHap JOKYMEHTOB
13 | paccraHOBKa KHMYKHBIX (POPMYJISIPOB B KAPTOTEKY 3a OIVIH 0,4
pasaenuTeneM CUTIIb OUOIMOTEYHOTO TYHKTA, KHIDKHBIH
MepeIBUKHON OMOIMOTEKH, BHYTPHU O alndaBUTy bopmyIsip
(damunuii aBTOpoB
14 | mpueM TOKYMEHTOB U3 OMOIMOTEYHOTO TyHKTA, OIVIH 1,6
MepeIBIKHON OMOTMOTEKH: POCTABIIEHUE OTMETKH O JIOKYMEHT
npueMe, BJIoKeHne popmyIspa B JOKYMEHT
4.6. O0cay:xxuBanue 1o me;xx0nd.1uoreunomy abonementy (MbBA)
Tadiuua 73
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboTh Enununa Hopma
U3MEPEHUS BpEMEHHU,
MUH.
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2

O6cnyxuBanue yntateneit oudamorexku no MBA:

perucTpanus yutaress, nojp3yomerocss MBA

OAHH YHUTATCJIb

1,35

3aIllOJIHCHUC 6naHKa-3aKa3a, IIPOCTABJICHUC
PEruCTPpaiuOHHOIO HOMEpPA, JaThl

OJWH 3aKa3

2,2

YTOYHCHHUC YKAa3aHHBIX YATATCICM CBEJICHUI O 3aKa3aHHOM
JAOKYMCEHTE, LEJIH 3allpocCa, HCTOYHUKE, OTKYyAa IMOJIYYCHBI
CBCACHUA

OJWH 3aKa3

1,6

bubnuorpaduueckas nopaboTka 3aka3a; yTOUHEHHE
O6ubnuorpaduyeckux cBeICHUI:

110 CIIPABOYHBIM U3 JdHUAM

27,0

W

IIpH TIOMOIIIHW AaBTOMATU3UPOBAHHBIX CPCACTB

0,22

[pOBEpKa HAIMYKE 3aMPalIiBaeMOro JOKYMEHTA B
OubIMoTeKax ropojaa, 00JacTH, PETUOHA, B TOM YHCIIE TI0
CBOJHBIM KaTajioram

OJINH
JIOKYMEHT

10,2

HarpasjieHue OJaHKa-3aKa3a ¢ MPOCTABICHHOW OTMETKOM
(remmnenem) "B ropone Het" B oTpacieBoi,
YHHUBEPCAIbHBIN IIEHTP WK B OMOINOTEKY (OpraHn
nH(OPMAIINH) 110 TAHHBIM CBOJIHBIX KaTaJOrOB

OJHH 3aKa3

0,27

3aIlUCh CBEJICHHI O HAIIPABJIICHUH 3aKa3a 1o MBA
(HamMeHOBaHUE OUOIMOTEKH, J1aTa) Ha 000POTHOM
CTOpOHE OJIaHKa 3aKa3a

OJHa 3aIIMCh

1,4

nomenieHue Osanka-3akasa B "Kaproreky 3anpocos
yutateneit no MBA" 3a paznenurenem "3anpocsl no MBA,
HalpaBJIEHHbIE B Ipyrue 6uoanorexku”

OJTHO
TpeboBaHNE

0,32

10

MpHeM JTOKYMEHTOB, npucianHbix o MBA; pacneuaTtka
OaHepoIH, MPOBEPKA COCTOSHHS TOKYMEHTOB, OTMETKA
JaThl TIOMYYEHUS ¥ Ha3BaHUS OMONIMOTEKH, BhICTABIIEH
JIOKYMEHTBI, ”HBEHTAapPHOTO HOMEpa, CPOKa IMOJTb30BAHMS;
pa3MecTuTh OJaHK-3aKa3 U3 pasjiena KapToTekH "3ampockl
o MBA, HampaBiieHHbI€ B Ipyrue OuOInoTeku" B pa3zaen
"[Tonyuennsie no MBA u3nanus"

OJVH
JIOKYMEHT

3,8

11

OIMOBCHICHUE YUTATECIIA O ITOJTYUCHUHN 3alIPpOUICHHOTO
HOKYMCHTA U CPOKE ITOJIb30BAHUSA UM

OJHO
N3BCIICHUC

1,35

12

BbIJIaYa YUTATEITIO IMOTYICHHBIX T0 MBA TOKyMEHTOB B
YUTAIEHOM 3aJie (B CIIy>KeOHOM MOMEIIEHUU OUOIUOTEKN);
CBEpKa BBIJJABAEMOT0 JIOKYMEHTA ¢ OJJAHKOM-3aKa30M,
MIPOBEPKA HAIMYUS CTPAHUI] M COCTOSIHUE JOKYMEHTA,
OTMETKA BEIIAYN

OJIMH
JIOKYMEHT

1,0

13

IIPUEM JOKYMEHTA OT YUTATENsl B UNTAIBHOM 3aJI€; CBEpPKa
JOKYMEHTA C 4acThbIO OJIaHKa-3aKa3a, IpoBepKa

COXPAHHOCTH JOKYMEHTa, OTMETKA O NIPUEME, TIOMEIIEHNE
JIOKYMEHTA B CIIELIMAJILHO BBIJEIEHHOE MECTO (3aKpPbITHIN

mkad)

OJVH
JIOKYMEHT

0,5

14

u3BJIeYeHHE OJIaHKa-3aKa3a U3 KapTOTEKH, 3alKCh
CBelleHUi 00 oTIpaBKe U3/1aHus (JaTa, HOMEp MOYTOBOTO
OTIIpaBJICHHUS]); IEPECTAaHOBKA JIMCTKA U3 pazjiena
"ITonyaennbie no MBA u3nanus" B pasaen
"BosBpatiennas nureparypa"

OJIMH JTUCTOK
TpeOoBaHUS

1,0
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15

MOJITOTOBKA K OTIIPABKE IOKYMEHTOB B OMOINOTEKY-
bonmonepxKaTeNb 3aKa3HO OaHepOIbI0; YITAaKOBKA
OaHziepoIy, B3BELIMBAHKE €€, HAKJIEUBAaHUE MAPKU (€CIIH
HET [IEHTPAIN30BaHHON OIUIATHI IEPECHUIKN ), HAIMCaHHUE
aJipeca, COCTABICHUE OUCU

OJWH
JOKYMCHT

3,6

16

paboTa ¢ 0TKa3amu; IIPH MOJYYCHUH OT OMOINOTEKH-
dbonmoepKATEIS N3BEUICHHUS 00 OTKA3€ U 3a/ICPIKKE
BBITIOJTHEHUS 3aIpOca: U3BJIeUeHUE U3 KapTOTEeKH OJiaHKa-
3aKa3a, yka3zaHue MPUIHHBI U JaThl 0TKa3a Ha 00OPOTHOM
CTOPOHE, MepecTaHOBKa U3 paszjena "3amnpockl o MBA,
HamnpaBlIeHHBIC B Ipyrue oubmuoreku" B pazaen "OTkasbl
no MBA"

OAHH OTKa3

1,03

17

cooOmIeHne B OT/Ie 00CTy)KMUBaHUS O TIOJTYYEHUHU OTKa3a
(mara, mpuvHMHa)

OJIMH OTKa3

1,35

O6c¢ayxuBanue aboHeHToB o MBA

IIpuem 3aka3oB:

18

MIpHU OTCYTCTBUM HOMEpa abOHEHTA Ha OJIaHKe-3aKa3e
MPOBEPKA MO KapTOTEeKe a0OHEHTOB, ADOHUPYETCS JIN
JIAHHAs] OpraHu3aIys

OAHH OTKa3

1,0

19

opranusanys abOHUpyeTcs: IPOCTaBICHHE HOMEpPa Ha
OnaHKke-3aka3e, CBepKa ajpeca, Ha3BaHUsl OpraHU3aIlHH,
dbamurm oTBeTcTBeHHOTO 0 MBA, BHEeceHHe N3MEHEHMIT
B KapTOYKHU

OJIMH OTKAa3

3,6

20

HEepBUYHOE OOpalieHne a0OHEeHTa B TEKYILEM Iofy:
IIPOCTABJICHHE B KAPTOUKE rojl 0OpaleHusl, aTy

OJIMH OTKAa3

3,6

21

opopmiieHre aOOHEHTa (OpraHu3aIis paHee He
a0OHMpOBaJaCh): MPUCBOEHUE AOOHEHTY HOMEpa,
3aroJIHeHne KapToUuKu peructpanuu abonenta MBA u
pazzaenurens (hopMyssp), ykazaHHE TOJTHOTO
HaWMEHOBAaHUS OMOIMOTEKH, TIOYTOBOTO aapeca,
tenedoHa, GpaMUIUN, UMEHH, OTYECTBA OTBETCTBEHHOTO
JIMIIA, 1aThl OTKPBITUSI 1 HOMEpa aOOHEHTa

OIVH a0OHEHT

5,0

22

PAaCCTAHOBKA PCTUCTPATHMOHHBIX KAPTOYCK B KAPTOTCKY

OJlHa KapTO4Ka

0,32

23

odopmiieHre u3BeleHus A aboHEeHTa (CTaHAapTHOE
M3BEIIeHUE 00 OTKPHITUH a00OHEMEHTA); 3aIIPOC
HEJOCTArOIIMUX CBGJIGHI/Iﬁ JJI1 KapTOTCKHW TUITOBBIM
MMCEMOM

OJHO
HU3BCIICHUC

1,6

24

MpOBEpKa MPAaBUIBLHOCTH 3aMIOJHEHUS OJIaHKa-3aKa3a,
3aJI0JKEHHOCTH aDOHEHTa, MPOCTaBIeHue Ha obopoTe 1-i
yacTu OaHKa-3akasa (CTp. 2) CBOETo IITEeMIeNs U JaThl
MoTydeHus 3aKasa B pyopuke "CiyxeOHbIe OTMETKH
6ubnuotekaps" Npu BBIOJHEHUN U TIEPEHAIIPABICHUN
3aKa3a B CTpPOKe ''paiioH, ropon"

OJIUH OJIaHK-
3aKa3

3.8

25

nepenavya Ha y4acTOK paboThI ¢ OTKa3aMU HEMPABUIBLHO
0(OpMIIEHHBIX 3aKa30B M 3aKa30B AOOHEHTOB-
3aJTI0JKHUKOB

oIuH OJaHK

0,43

26

g poBKa 3aKa30B aOOHEHTOB; MoAOOpKa OJaHKOB-
3aKa30B Mo an(aBuUTy, MPOBEpKa HATUYMS JOKYMEHTA 110
KaTaJory

OIMH OJaHK

2,7
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27

MOATOTOBKA JOKYMEHTA K BbIJIa4ye: CBEpKa JOKyMEHTa C
0J1aHKOM-3aKa30M, IPOBEPKa HAJIMYUS CTPAHUI] U
COCTOSIHMS IOKYMEHTA, IPOCTaBJIEHNE Ha OJaHKe-3aKa3e
mudpa JOKyMeHTa, yKa3aHHe HHBEHTApHOIO HOMEpa,
KOJIMYECTBA JJOKYMEHTOB, JaThl BBIJIAYH; IPOCTABIICHUE
mremiesns Ou0IMOTEeKH ¢ Ha3BaHUEM U MIOYTOBBIM
aZipecoM, yKa3zaHue CpOoKa BO3BpaTa, IPOCTABICHUE
HOMepa OaHepOIH BHU3Y

OJWH
JOKYMCHT

1,4

28

[IOCTAaHOBKA 3aKa3a Ha o4yepesb (B cydyae 3aHATOCTU
W3J1aHusl); OTIIpaBKa U3BELICHUS a0OHEHTY

OJWH 3aKa3

1,6

29

nepenavya u3IaHus Ha KOMUpoBaHUE (IIPH 3aKas3e Ha
(dbparMeHT M3JaHus: CTaThs U3 )KypHAJIa, COOPHUKA)

OJWH 3aKa3

2,7

30

OTIIpaBKa NOKYMCHTOB aboHeHTaM: YIIaKOBKa 6aH,Z[epOJ'II/I,
B3BCHIMBAHUEC, HAKJIICUBAHUC MAPKU, HAITMCAHUEC aapeca,
COCTaBJICHHUC OIIMCH

OJUH
JIOKYMEHT

2,5

31

paccTaHOBKa OJaHKOB-3aKa30B (1-51 4acTh) Ha BBIJJTAHHBIE
JIOKYMEHTOB (BBICJIAHHBIE) B KAPTOTEKY OOCITYKUBAHUS
aboHeHTOB B pa3nein "Beinannbie 1o MBA m3nanus”

OJWH
JAOKYMCHT

0,32

32

oubnuorpaduyueckas 10pad0TKa HEBBINIOJHEHHBIX 3aKa30B;
yTo4YHEeHHUe OMOIorpaduuecKux CBEACHUH 110
CIPABOYHBIM H3TaHHSIM

OJUH
JIOKYMEHT

3,2

33

BBISIBJICHHC HAJIMYHUS 3alpalInBacMOro JOKYMEHTa B
OMOJIMOTEKAX TOPOJIa, PETHOHA

OJWH
JOKYMCHT

10,2

34

oopmieHne 3akaza K IepeHanpaBIeHUIO B IpyTye
6ubnMoTeKH; yKazaHue Ha 000POTHOM CTOPOHE IPUYMHBI U
JaThl IepEeHANPaBIICHNS, OTMETKH O TIPOBEPKE 110
CIPAaBOYHBIM M3/aHUSAM, CUTIIBI OMOIHOTEK-
(dbonmoaepxareneil o CBOJTHOMY KaTajory

OJJWH 3aKa3

2,7

35

OTIIpaBKa aOOHEHTY U3BEILEHHs O epeHaIPaBICHUN
3ampoca ¢ ykazaHueM OuOIMOTEKH, B KOTOPYIO OH
HanpasJeH

OJHO
HU3BCIICHUC

1,6

36

perucrpanms oTkasa B yueTHbIX (popMax; OTIIpaBKa
aOOHEHTy OJlaHKa-3aKa3a B CIIyyae HEBO3MOXHOCTH
BBITIOJTHEHUS ¢ OTMETKOM O MMPUYIUHE OTKa3a B
COOTBETCTBYIOLIEH pyOpuKe

OJIMH OTKAa3

3,6

37

MIpUEM TOKYMEHTa, BO3BPAILEHHOTO a0OHEHTOM;
MOJTy4eHHe Ha MouTe, pacnedaTka OaHaeposn, IpoBepKa
COCTOSIHUS IOKyMEHTA, U3BJICUeHHE OJlaHKa-3aKa3a 13
KapTOTEeKH 00CTykMBaHUs aDOHEHTOB, yKa3aHUE Ha HEM
JaThl BO3BpaTa JOKYMEHTA, IEpeCTaHOBKA OJlaHKa-3aKa3a B
paznein "Bo3BpaieHHas qureparypa”

OJIMH
JIOKYMEHT

3,2

38

KOHTPOJIb 3a CPOKAMHU ITOJIb30BAHHUA NOKYMCHTOB,
BBIABJICHUC TOJDKHUKOB, HAITPABJICHUC HAITOMUHAHUH

OJWH
JIOKYMEHT

1,6

Brimonuenue pador B AC:

39

dhopmupoBanue 0a3pl JaHHBIX 00 a0OHEHTaX IO
COOTBETCTBYIOMIEH hopMe, BBOJI MH(MOPMAILIUK O HOBOM
aboHEeHTe

OIMH a0OHEHT

5,4

40

MOUCK B 0a3e JaHHBIX CBeIEeHUI 00 aOOHMPOBaHUU
OpraHM3aliH; BHECEHNE N3MCHEHUM

OJIUH a0OHEHT

3,6
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41 | BBog MH(pOpMAIMK O IPHEME 3aKa30B OT A00OHEHTOB OJINH a0OHEHT 0,27
42 BBOJI MH(OpMAIIUK O TIEpEeHAINPaBICHUN 3aKa3a, BHIBOJ] Ha OJIMH a0OHEHT 1,6
IIPUHTEP U3BEUICHMSI O IIEpEHANPABICHUH 3aKa3a
43 BBOJI JIAHHBIX O ITOCTAHOBKE 3aKa3a Ha 04Yepe/ib; OJIMH a0OHEHT 1,6
cooOnieHne abOHEHTY
44 perucTpanus BbIJAaHHBIX a00HEHTY JOKYMEHTOB, OJIUH 2,7
MIPOCTaBJICHHE CPOKA BO3BpaTa JIOKYMEHT
45 yAQJIEHUE U3 MAaCCHBa JAHHBIX O BO3BPAILEHHOM OJVH 0,16
JIOKYMEHTE JIOKYMEHT
46 | KOHTPOJb 32 CPOKAMHU BO3BpATa JOKYMEHTA: TOUCK U 0/1MH a0OHEHT 2,7
0TOOp AAHHBIX B MaMSATH MAIIMHBI O 33J0DKHUKAX, BBIBOJ]
HYKHOU HH(OpMAIMK HAa IPUHTEP, pacleyaTKa CITUCKOB C
yKa3zaHueM ajipeca a0OHEHTa
4.7. MaccoBasi pa6ora
Taoauna 74
N /o HaunmenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopwma
HU3MEPEHUS BpEMEHHU,
MUH.
1 2 3 4
IToaroroBka MacCOBBIX MEPONPUATUN
OrnpezeneHne TeMbI, COCTaBa ayAUTOPUU, OTBETCTBEHHOTO OJIHO
3a MEpOIPUATHE B 1I€JIOM, COCTABJICHHE IJIaHa MOATOTOBKH | MEPOIPUSTHE
MEPOIPUATHS, BOIIPOCOB JIJIs1 O0CYKACHHUSI, TPUTTIAIICHUE
KOHCYJIbTAHTOB, JIEKTOPOB, [10100pKa TOKYMEHTOB 10 TEME
MEPOIPUATHS; OPTaHU3alNs BEICTABKHU JIUTEPATYPBI,
ab0OMOB; OIIOBEILIEHUE YUTATENIEH O MEPOTIPUSATHH Uepe3
adunm, myOoIMKaIUU B IIeYaTH, 10 Paaro, TeIEeBUICHUIO,
yepes AMEKTPOHHYIO PaCChUIKY; BbISBICHUE
BBICTYNAIOUIUX; TI€YaTh U PACIPOCTPAHEHUE
MIPUTIIACUTETLHBIX OUJIETOB, U3TOTOBJICHUE PEKBU3UTOB,
KYKOJI, IEKOpalllii, KOCTFOMOB; TOATOTOBKA MOMEIICHUS;
MPOBEACHUE COBEILIAHUSI 10 UTOTaM MOATOTOBKH U
MIPOBEJICHUSI MEPONPUATUH, 0hOopMIIEHHE TPOTOKOIA,
COCTaBJICHHE U OMYOJIIMKOBAHHUE UTOTOB MPOBEICHHBIX
MEPONPHUSTHI:
1 YUTaTEIbCKask KOH(EpPEeHIINs 4900,0
2 JIUTEPATypPHO-Xy0KECTBEHHBIN Beuep, BEUep OTpacieBoOi 3340,0
KHHTH, TACITYT
3 BEYEP BOIPOCOB U OTBETOB, YCTHBIN KypHaJ 2600,0
4 KJIyO 110 HHTEpecaM 2600,0
5 JETCKUM YTPEHHUK 3900,0
6 BUKTOPHHA, KOHKYPC, UTPa-NyTEeIIECTBHE 3900,0
7 BBICTABKH JIETCKOTO TBOPYECTBA 2280,0
8 JUTEPaTypHO-II03HABATENBHOIO 3aHATUA 10 30 yenoBek 1800,0
(rpynmoBoro)
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9 ypOKa TBOpYeCTBa (MacTep-Kiacca) 960,0
10 | komaHgHOM UTphI-KBeCcTa (cBBIIE 30 YEIOBEK) 4800,0
11 | kBecta a1 onHOM rpynisl 10 30 yenoBek 2400,0
Opranu3zanys KHIKHBIX BBICTABOK
CocraBiieHre I1aHa OpraHU3aliy U TPOBEICHUS
BBICTaBKH; BBISIBJICHHE U OTOOP JTOKYMEHTOB; TOATOTOBKA
COIPOBOUTENILHOM IOKYMEHTALIUU K BHICTaBKE; CO3/1aHHE
XYyJI0)KECTBEHHOTO ITPOEKTA; MOHTaXX BHICTABKU;
opranuzaius “HGpOpPMaIMOHHO-PEKIAMHON pabOoThI 10
MOMYJISIPU3AIIMH BBICTABKHU; MO/IBEICHUE UTOTOB PabOTHI
TemaTndeckre BBICTaBKU 00IIEOMOIMOTEYHOr0 MaciiTada, | OJHa BhICTaBKa
opranu3yeMbie Ha (OHIaX OUOIHOTEKH:
KonnuecTBo 9KCroHaTOB:
12 1-50 560,0
13 51-100 1120,0
14 101 - 200 2240,0
BrIcTaBKM 110 ONpEeIICHHON OTPaciay 3HAHUW UITU TEME,
OpraHu3yemMsble
Ha donne 6ubmmorexkn OJIHA BBICTABKa
KomnnuecTBo 9KCroHaTOB:
15 1-50 310,0
16 |51-100 940,0
17 101 - 200 1920,0
Ha ¢onne ornena 0JIHA BbICTAaBKa
KonnuecTBo 3KCNIOHATOB:
18 1-25 180,0
19 |26-50 360,0
20 | 51-100 720,0
BricTaBku, OCBSIIIEHHBIE KU3HU U 1€ATEIHLHOCTH OJlHA BBICTABKa
BBIJIAIOIUXCS Jirofe ('mepconanuu')
KosmuecTBo 3KCOHATOB:
21 1-10 47,0
22 11-25 110,0
23 | 26-50 210,0
BricTaBkM Ha nmojkax creyiaxen OJ[HA BBICTAaBKa
KonnyecTBo 3KCNIOHATOB:
24 1-5 25,0
25 6-10 44,0
BricTaBKM HOBBIX MOCTYIIIICHUHA 0JIHA BBICTABKa
KonmdecTBo 3KCOHATOB:
26 1-25 40,0
27 |26-50 72,0
28 | 51-100 160,0
Pa3pabotka u anpoOarusi mporpaMm 3aHITHIA U TPEHUHTOB | OJHO 3aHSATHE
(BBIOOp TEMBI, TOAOOP JUTEPATYPHI, COCTABICHHE IJIaHA
3aHSTHIA, TOI00P MaTepHualia, aHalu3 MPOBEICHHBIX
3aHATUH, TOpabOTKa):
29 MacCOBO€ 3aHATHE 3000,0
30 | rpynmoBoe 3aHsITHE 1500,0
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31 WHJIMBUTyaJIbHOE 120,0
[IpoBenenue 3ausATUS (MIOATOTOBKA, PEHETHUIIMS, OJIHO 3aHSTHE
MIPOBEJICHUE, YOOPKA TTOMEIICHHS ):

32 MacCcoOBOE€ 3aHATHE 300,0

33 TrPYNIOBOE 3aHATHE 210,0

34 | uHAMBUAYATbHOE 90,0
Urpei-kBecTsl (JIuTEepaTypHble, MPOPOPUEHTALIMOHHBIE, OJlHa UTpa-
TEMATHYECKHE) KBECTa

35 MOATOTOBKA UT'PBI-KBECTA: BEIOOP TEMBI, TOA00D 300,0
JIUTEpaTyphl, HAMUCAHKUE CLICHAPUS, U3TOTOBICHUE
KOCTIOMOB M JIEKOpalHii, TOA00p MPEAMETHOTO PsiJia,

COCTaBJICHHE MOJIOKECHHSI 00 UTPE-KBECTA; PaCChIIKa
MIPUTJIAIIEHUH U CTIHCKA TUTePaTyphl, COOP 3asBOK;
3aKyIiKa MPU30B; 0POPMIICHHE U TIeYaTh CEPTU(UKATOB U
IpaMoT, MTyTEBBIX JTUCTOB; O(OPMIICHUE BHICTABOK JETCKHX
pabot, paboTa KIopH KOHKypca B paMKax KBECTa,
pEeneTHIINH

36 MPOBEACHUE: TTOJATOTOBKA TOMEIICHUI CTaHITUH, 480,0
MIPOBEJICHUE UTPBI-KBECTA, YOOPKA OMEIICHUS
Pexnama 6ubnmmorexn; paboTa 1o NPUBJICUYCHHIO
YUTATEJICH:

37 MOJATOTOBKA PEKJIAMHOT'O COOOIIEHUS B TIEYaTh, 10 PAJIHO, oIlHa 420,0
TEJIEBUICHUIO 0 paboTe OMOIMOTEKH, 0COOCHHOCTSIX myOIuKanms,
(YHKITMOHUPOBAHWMSI PA3TTMYHBIX TTOIPa3/ICIICHUH, OJIHO
HOMEHKJIATYype YCIyT, MPEJOCTaBIsIEMbIX OMOIHMOTEKOM cool1eHne

38 MOATOTOBKA IJIaKaTa O AeATeIbHOCTH OHOIHOTEKH (BBIOOD OJIVH IJIaKaT 210,0
TEMBI, OTIPEJICIICHUE COJIEPKaHMs U (POPMBI, C/1aua B
reyarb)

39 OpraHu3aIys dKCKYpCHil; mprueM 1 opopMiIeHUE 3aBKH, oJIHa 52,0
YTOYHEHHE TEMbI SKCKYPCUH U COCTAaBa SKCKYPCAHTOB IKCKYpCHUS
BrisBiieHre TOTEHIIUANBHBIX TOTpeOUTENe OMOIMOTEIHO-

MH(POPMALMOHHBIX YCIYT OMOIMOTEKH:
40 | TPOCMOTp MPECCHI OJIH 6,8
JIOKYMEHT
41 MIPOCMOTP U aHAJIU3 JOKYMEHTOB KOHKYPHUPYIOIINX HrpM OIVIH 52,0
JIOKYMEHT

42 | BeneHue KapTOTEKH NOTPEOUTENHCKOTO PhIHKA OJIHA KapTOYKa 1,3

43 | BcTpeuu ¢ pyKOBOJIUTENAMH (pUpM, OpraHu3anui, OJIHO 210,0
TIPEATPUATHI MEPOTPHSITHE

IIpumeyanue:

- BpeMsI OpraHU3alMK BBICTABOK JINTEPATYpPBhI, IPOBEIECHNE MAaCCOBBIX MEPOIIPUATUI U IKCKYPCUH B
HOPMY BPEMEHU HE BXOJHUT;

- K HOpMaM BpPEMEHH MPHUMEHSIOTCS MOBBIIIA0NINE KO3PPUIIMEHTHI: PU OPraHU3aluy BbIE3JHON
BBICTABKH - 1,1; IpH SKCIIOHMPOBAHUU HA BBICTABKE JIMTEPATYPbl HA MHOCTPAaHHBIX s3bIKax - 1,0.

15.11.2018
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N o/ HaunmenoBanue nporecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEPEHUS BpEMEHHU,
MUH.
1 2 3 4
VY4er nocTynMBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOUEeK)
CymMapHbIil y4eT KapTouek B KypHasle MOCTYIUICHUN U OJlHa TapTus
BBIOBITHS B PETHCTPAIIMOHHBIX KAPTOTEKAX
Uucno nocTynuBIINX KapTOUYEK:
1 1-110 19,0
2 111 -220 63,0
3 221 - 600 160,0
4 BBISIBJICHHE HEBBITIOJTHEHHBIX 3aKa30B; COCTABIICHUE 3asBKU OJIMH 3aKa3 4,5
Ha HEBBITIOJIHCHHBIC 3aKa3bl
Opranu3zanus crpaBogHO-OMOIHOrpadrIecKoro amnmapara
(CBA)
[IpocmoTp 1 0TOOP TOKYMEHTOB U3 TEKYIIUX MOCTYIUICHHUI
1u1st BKTroueHust B CBA, B ToM 4uciie KpaeBequeCKuil
KaTaJior:
5 KHUTAa OJlHa KHUTAa 32
6 COOpHUK OJIHA CTAThSI 2,7
7 KypHaJ OJJHa CTaThbs 2,7
8 rasera OJIHA CTaThs 1,6
9 oubnorpaduueckoe mocodue OJIHA 3aITUCh 0,5
10 JIETOITUCHh KHW)KHBIX, )KYPHAIBHBIX U T'a3€THBIX CTaTEN OJIHA 3aIIHCh 0,83
11 MPUKHWKHBIN OnOnuorpaduyeckuii Cucok OJIHA 3aIUCh 0,5
CocraBnenue 6ubnanorpaduyeckoil 3anucu 0JIHA 3aIUCh
KonuuecTBo 251eMeHTOB OMOIMOTrpaguiecKoil 3ammcu:
12 1-4 3,2
13 5-6 0,5
14 |7-9 6,0
CocraBneHre aHHOTalluU, U3YYeHHUE IOKYMEHTA, OJIHa
HaIMCaHUE TeKCTa: AHHOTAITUS
15 AHHOTUPOBAHUE KHUT 260,0
16 | aHHOTHpOBaHUE CTaTeH 156,0
17 | aHanuTHUYECKasi POCIIUCH KYPHAIbHBIX, TA3€THBIX CTATEH, OJIH 3,8
cOOpHUKOB, OMOIHOTrpadUIECKUX TTOCOOUI: 03HAKOMIICHNE JIOKYMEHT
C CoJIep>KaHUEM U3JIaHUsl, COCTaBICHUE aHATMUTHYECKOU
pocucu
[TpocMoTp moCcTyNUBIIUX UHPOPMAITUOHHBIX (BTOPHUYHBIX )
JIOKYMEHTOB M OTOOp WX JIJIsI BKIFOUEHUS B CIIPABOYHO-
6ubnuorpaduyeckuii annapat (HepBUYHbIN 0TOOD)
[TpocmoTp nHDOPMAITMOHHBIX U3IaHUM (B TOM YHCIIE OJ/THAa KapTOUYKa
KapTOUYKH) U OTOOP U3 HUX JOKYMEHTOB JUIS BKIIFOUCHUS B
CBA; cucremarn3anus KapTO4eK IO TUIAM KaTaJloroB 1
KapTOTEK; MPOBEPKA UHJIEKCOB, PACCTAHOBKA KapTOYEK
Hucno kapTroyek:
18 1-10 18,0
19 11-100 165,0
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20 101 - 300 490,0
[Ipocmotp u ot60p KapTouek B CBA ¢ 111610 U3BATUS WU
nepeMenieHus (BTOPUYHBIN 0TOOP):

21 U3bITHE U3 KATAJIOTOB U KAPTOTEK KapTOYEK Ha OJIHA KapTO4YKa 1,5
JOKYMEHTBI, CTUCaHHbBIE U3 (POH/IA; TPOCMOTP
KpaeBeauecKux, Onomorpaguieckux u
(akTorpaduIecKuX KapTOTEK, U3bATHE U3 HUX KAPTOUEK
Ha JIOKYMEHTBI, IOTEPSIBIINE IEHHOCTD, TIEpEeBEICHUE
KapTOUYeK B apXMBHbIE KAPTOTEKHU (YHUUTOXKEHUE);

BHECEHHUE OTMETOK B JKypHaJIe y4eTa U PerucTpaliOHHON
KapTOTEKE
Opranu3zanus riasHoi cipaBouHoil kaproteku (I'CK):

22 MIPOCMOTP U 0TOOP TOKyMEeHTOB i BitoueHus B ['CK; OJIUH 2,7
oopmIIeHHE KapTOUKU JIOKYMEHT

23 HaMMCaHUE U PacCTaHOBKA pa3euTENs OVH 1,7

pa3esnuTeNnb
Penaxtuposanue I'CK:

24 | uckmouenue u3 I'CK kaprouek Ha JOKYMEHTHI, OJIHA KapTO4YKa 5,0
yCTapeBIINe WiIN HEPOPHUIIbHbIE, IEpeBeICHNE UX B
ApPXUBHYIO YacCTh (U3bSITHE); AETATU3UPOBAHNUE Pa3/ieibl

25 HaMMCaHWE HOBBIX pa3AeiIuTeNei OVH 1,4

pa3esnuTeNnb
Opranu3zaiys KapTOTeKH MEePCOHAINN:

26 ONpEe/ICICHUE U COCTABIICHUE TIEPEYHS JIUII, CBECHUS O OVH 10,0
KOTOPBIX OTPAXKAIOTCSA B KAPTOTEKE; IIPOCMOT] JIOKYMEHT
MH(OPMAIIMOHHBIX U3aHUN, IEPBUYHBIX JIOKYMEHTOB,
0TOOP IOKYMEHTOB JJIsl BKJIFOUEHHUS B KAPTOTEKY

27 | TexHMYECKas U cojepKaTelbHas 00paboTka JOKYMEHTOB OJIH 2,7
JUTSI BKJTFOUCHUSI B KAPTOTEKY; pacCTaHOBKA KapTOUEK MO JIOKYMEHT
andasuty dhamMunInii aBTOPOB U MO BUJAM JIOKYMEHTOB

28 | HamMCaHUWE U PACCTAHOBKA pa3jeiuTeNne OJINH 1,4

pazzieauTeNb
Opranu3zanus ¢akrorpapuyeckoit kaproreku (PK):

29 | ompeneneHue npeamMeTa, 00bEKTa U OCHOBHBIX MPU3HAKOB OJIH 2,7
it otpakeHust B OK; mpocMoTp TOKyMEHTOB M OTOOP TSt JIOKYMEHT
BKiroueHus: B OK; 3aHeceHne 0oToOpaHHBIX CBEIEHUHN Ha
KapThl THHOPMAITMOHHOTO MaCCHBA C BHECEHUEM
COOTBETCTBYIOIIMX OTMETOK B MMOMCKOBBIN MacCUB
(hakTorpaduyecKoil KapTOTEKH

30 | penaktupoBanue @K; nmpoBepka NpaBUIbHOCTH BHECEHUS OIVH 1,6
CBEJICHUH W yKa3aHHWI 00 MCTOYHUKAX WH(POPMAIUU JIOKYMEHT

31 HaIlUCAHWUE U PACCTAHOBKA pa3JeIUTEIIeH OIVH 1,4

pa3fenuTenb
Opranm3aiys TeMaTHYeCKHUX MaroK ra3eTHBIX BBIPE3OK:

32 | mpoCMOTp ra3eTHHIX BBIPE30K M UX CUCTEMATU3ALIMS 0JIHA BBIpE3Ka 2,5

33 odopMIIeHHEe BBIPE30K ISl XPAaHEHHUS B TEMAaTHUECKUX OJIHA BBIpE3Ka 3,2
Markax; KpaTKoe ONHUCAaHWe UCTOYHUKA, HAaKJIEUBaHUE Ha
KapTOUYKH

34 | cupaBk# 110 TenedoHy O AEATENbHOCTH OUOINOTEKH €KETHEBHO 90,0
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(mpenocTaBiIeHHE MOJIB30BATEISAM HHPOPMAITUH O paboTe
OMONIMOTEKH, KPY)KKOB, CTYIUN, IIPOBEICHHUS KOHIICPTOB;
COCMHEHUE C APYTHUMHU NOIPA3/IEICHUSIMI ONOIHOTEKH )

4.8.1. CnipaBouHo-0udJmorpaguyeckoe 00CayKuBaHue

Tabauua 76
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThbl Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4
[Tpuem 6ubIMOrpadIecKux 3arpocoB:

1 npueM OnbmorpaduIecKoro 3anpoca; yrouHeHHe TEMBI, OJIMH 3aIlpoc 5,0
[EJIEBOT0 U YUTATEIbCKOTO Ha3HAUEHUS, IIOJTHOTY
HMCTOYHUKOB, THIIOB, BUIOB U XPOHOJIOTHYECKHUX PAMOK
3arpocoB
BrinosiHeHue cripaBok
BrinonHenue TeMaTudeckoi CripaBKy; MOUCK U OTOOP OJIHa CIIpaBKa
JIOKYMEHTOB; COCTaBJICHHE OUOIMOrpaduyecKoro
OINMCAHUS
[TuceMEHHO; KOJTMYECTBO CTOYHHUKOB!

2 1 3,0

3 2-5 15,0

4 6-10 30,0
Y CTHO; KOJIMYECTBO HCTOYHUKOB!

5 1 2,0
Brimonuenue agpecHo-6ubnmnorpaduyeckoit CrpaBKu;

YCTAaHOBJICHUE HATUYHS WJIH MECTa HaX 0K ICHUS
JIOKYMEHTA HJIM €ro 4acTu B GoHie OMOINOTeKN
[TrceMEHHO; KOJTMYECTBO NCTOYHHKOB!

6 1 2,0

7 2-5 12,0

8 6-10 24,0
Y CTHO; KOJIMYECTBO HCTOYHUKOB:

9 1 1,5
Breimonnenue yrounstoieil Oubnuorpadudeckoii CipaBKy, | OJIHA CIPaBKa
YCTaHABIIMBAOIIEH U (UJTM) YTOUHSIOUIEH 271€MEHThI
OoubmmorpadguuecKoro onucaHus, KOTOPble OTCYTCTBYIOT
WJTH MICKQ)KEHBI B 3aIIPOCE YUTATEIIS
[TuceMeHHO; KOTMYEeCTBO NCTOYHHUKOB!

10 1 2,7

11 [2-5 14,0

12 16-10 27,0
VCTHO; KOTUYECTBO UCTOUYHHKOB:

13 1 1,6
Brimonaenue dakrorpaguieckoit CipaBKu, OJTHA CTIpaBKa
yCTaHABIMBAIOIIEH KOHKPETHBIE CBEJICHUS O TEX MJIM MHBIX
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00BEKTaX, COOBITHSIX, IPOIIECCax, NaTax

HI/ICBMCHHO; KOJIMYECTBO HCTOYHUKOB:

14

1

2,7

15

2-5

13,5

16

6-10

2,7

Y cTHO; KOTHYECTBO UCTOYHHUKOB:

17

1

1,6

Koncynbramnus y cripaBoyHo-0ubnmorpaduyeckoro
anmapara

18

[TpoBenenue Gecenpl 00 OpraHU3alUK U UCIIOIb30BAaHUN
Pa3IUYHBIX YaCTel CIIPaBOYHOIO arlapara, o METOIUKE
O6ubmmorpaduueckoro momcka

OJIHa
KOHCYJIbTallus

10,0

BGHGHI/IG (1)OHI[a BBITTOJTHCHHBIX CITPABOK:

19

oTOO0p crpaBoK Ui (OHAA, Pa3IOKEHHE 110 MarKam
(xoHBepTaMm); oopMIIEHHE CIIPABKH (3aITUCh B TETPAIb

y4eTa)

OJ[Ha CIIpaBKa

0,5

20

COCTAaBJICHHUEC KAaPTOUKHU JIA apXHBa, YKa3aHHUC
MMOpAAKOBOI'O HOMEpPA, TCMbI, 1aThl BbIAa4U; YCTAHOBKA
KapTO4YKH B KAPTOTCKY apX¥Ba BBIITOJIHCHHBIX CIIPABOK

0JIHa KapToyKa

2,7

PaGots1 B pexnme AC:

21

dbopmupoBanue raaBHO# cripaBoyHoil kapToreku (I'CK);
BBOJI B 023y IaHHBIX AHAIUTUYECKOI POCIUCH I'a3eTHO-
KYPHAJIbHBIX CTaTe, COOPHUKOB

0JIHa KapToyKa

2,0

22

MOKMCK M 0TOOp Oubimorpaduyeckue 3anucH 1o yCIOBUIM

OJ[Ha KapTO4YKa

2,7

23

BBIBOJ] Ha 3KpaH OubamorpaduyecKom 3anucy uiu
OTJIETIbHBIX CBEJICHMII; pacreyaTka

OJ/IHA KapTOUyKa

1,0

4.8.2. bubdanorpaguueckoe MHPOpMHUPOBaAHUE

Taoauna 77

N /o

HaumenoBanue nporiecca, onepanuu. CoctaB paboThl

Enununa
U3MEPEHUs

Hopma
BPEMEHU,
MUH.

2

3

4

BrisiBnenne nHpopMaMoHHbIX MOTpeOHOCTEN
CIEIMAIMCTOB METOI0M aHKETUPOBAHUS:

orpeziefieHue KOHTUHIEHTA MOTpeduTeneit HHpopMaIiy;
pa3paboTKa 3asBKU IS ONpeesieHus] UH()OPMAIIHOHHBIX
noTpedHOCTEH (3aMpOCoOB); pacchlika (pacnpoCTPaHUTh)
3asBKH; 00pab0TKa MOTyYEHHBIX 3as8BOK; COCTABICHHE Ha
0a3e MOJTyYeHHBIX JTaHHBIX KAPTOTEKH KOHTHHTEHTA
notpeduTeneil nHpopmManuu 1 UX UHHOPMAIIMOHHBIX
notpeOHoCTEH (3a1pOCOB)

OJINH
MOTpeOUTENH

34,0

BrsBrienue nHpopMaMoHHbIX TOTPEOHOCTEH
CIELUAIMCTOB HA OCHOBE aHAJIM3a IJIJAHOBO-OTUETHOMN
JOKYMEHTaIUU:

0TOOp, N3yUeHUE, aHAIN3 OTYETHBIX IOKYMEHTOB U

OINH

24,0

15.11.2018

Cuctema 'APAHT

156/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

(bopMHpOBaHNE TEMATHUKHU CIIPABOYHO-HMH(DOPMAITIOHHOTO
00CITy’)KMBaHHS B Pa3HBIX PEXKHMaX

OTYETHBIN
JIOKYMEHT

pacripesielieHue TeMaTHYECKUX PYOPHK HHPOPMAITHOHHBIX
HOTPEOHOCTEH MO OAPa3/IeICHUSIM, YIaCTBYIOIIUM B
CIPAaBOYHO-MH(GOPMAITMOHHOM O0CITY)KHBAaHUH

oJiHa pyOpuka

2,7

3akiodyeHre ¢ aDOHEHTaMH JJOroBopa Ha
MH(POPMAIIMOHHOE 00CTY)KHBAHUE!

aHaJIN3 JJAHHBIX O 3aMHTEPECOBAHHOCTH A0OHEHTOB B
MH(OPMALIMOHHOM O0CTYKUBAaHUU U PEKUMAX
M30MpPaTENFHOTO PACIPOCTPAHEHUS H PETPOCHEKTHBHOTO
MIOKCKA; 3aKIII0YEHHE U IEPECMOTP AOTOBOPa

OJIUH JIOTOBOP

2300,0

dopmupoBaHuE ceTH A00HEHTOB CUCTEMBI
n30mupaTeaIpHOro pacnpocTpanenus nHbopmamu (MPN):

onpe/ielIeHue KOHTUHTeHTa a00HEeHTOB cuctembl MIPU;
BBISIBIICHUE TUIIOBBIX M UHJIUBUAYAIbHBIX 3alIPOCOB
a0OHEHTOB; M3y4YCHHE, KIIACCU(PUKALINS, UHICKCUPOBAHUE
3apoCOB; BBEICHHUE JIAHHBIX O 3aIpOcax B aIPECHYIO
KapTOTEKY

OIVH a0OHEHT

34,0

IloaroroBka curHajbHOTO OIOBeleHus B cucteme TP

BrisiBnenue, mpocMoTp U 0TOOP MaTepHalioB U3 TEKYILIUX
MOCTYIUICHUH; pacnpeesieHue 0ToOpaHHbIX MaTepHalioB
13 TeKYIIMX MOCTYIUICHUH 110 a0OHEHTaM

OJHO
OIIOBCIICHUC

KommuectBo IMPOCMOTPCHHBIX JOKYMCHTOB!

1-2

3,0

3

3.4

12,0

5-10

32,0

[ToaroroBka moaOOPOK CUTHAIBHBIX OMOBEIICHUN B
cucreme NP1

3anosHeHHUe OJaHKa-3aKa3a Ha TUPAKUPOBAHHE,
perucrpanus MoCTYMUBIINX KOMUH, MPOBEpKa UX KauecTBa
1 DK3EMILUISIPHOCTH; 3aIIOJTHEHUE COMTPOBOAUTEIHLHON
JIOKYMEHTaIluu

OJHO
OITIOBCIICHHUC

KonmuecTBo 3anpocoB:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

IIpocMoTp 1 0T6Op NOKyMeHTOB 1 BBoJa B AC

[TpocMoTp MaccuBa MOCTYNMUBIIUX JOKYMEHTOB; OTOOD
JIOKYMEHTOB COOTBETCTBYIOIIICH TEMATUKHU U BBEICHHE B
6a3y nanHbix AC

OJVH
JIOKYMEHT

OT60p MEPBUYHBIX JOKYMEHTOB:

13

1-50

290,0

OT60p BTOPHUHBIX JOKYMEHTOB:

14

1-50

110,0

15

MOJITOTOBKA KAPTOUKH JuId pabounx kaprorek MPU

OJHO OIMMCAHUC

2,7

16

MOAroTOBKa TpadaperoB ¢ kaproukamu UPU s
TUPAKUPOBAHUS

onuH Tpadaper

1,4

KoppekTtupoBka BbIXOAHBIX TaOyIsIrpamMm:
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17

OCHOBHOW PsiJT

OJHa 3a11ucChb

2,7

18

BCIIOMOTaTEIbLHBIN YKa3aTeCib

OJHa 3aIIMCh

1,6

19

pelaKTUPOBAHKE BBIXOIHBIX TAOyIArpaMM U 0pOpMIICHHE
JOKYMEHTOB

OJHa 3a11ucChb

4,2

20

Hape3aHucC, pacricyaTka HO,Z[60pOK Ha OTACJIbHBIC
OIIMCaHHuA

OJHO OITMCaHUuC

1,6

Koppektuposka cucrembl UPU 110 pe3ynpTatam anaimza
KapT 00paTHOM CBsI3U

O6paboTka 1 aHaIu3 KapThl 0OPaTHOM CBSI3M; BHECEHUE
OIICHKHM CUTHAJIGHOTO OIOBEIICHUS B YUETHYIO KapTy
aOOHEHTA; KOPPEKTUPOBKA CHCTEMbI HA OCHOBE aHaJIH3a
KapT 00paTHOI CBsI3U

OJlHa KapTa

KommuectBo KapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Brigaua HAOKYMCHTOB I10 3aIIpOCy:

25

BBISIBIICHUE U OTOOP JJOKYMEHTOB (M3/1aHUsI) 110 3aIIpOCy B
crpaBOYHO-UH(OpMAIMOHHOM (QoH e, 0hOpMIICHHE
BBIJIaYy JOKYMEHTOB B YCTAHOBJICHHOM ITOPSIIKE

OJWH
JAOKYMCHT

1,4

I'pynnoBoe Obubnuorpaduyeckoe nHOOPMHUPOBAHHE:

26

(dbopmMHIpoBaHKE COCTaBa IPyIIl aDOHEHTOB

OIVH a0OHEHT

720,0

27

YTOYHEHHUE TEMBI, COINIACOBAHUE UCTOYHUKOB
nH(pOpMalnY, BUABI JOKYMEHTOB

OJHa TEMa

3,6

28

COCTABJICHHE PETUCTPAIIMOHHON KAPTOUKHU

0JIHa KapToyKa

1,6

ITon6opka TOKYMEHTOB JiIsl UH(OPMAIMK; COCTaBIEHUE U
HalycaHUe OMOBEILEHUS; OTIIPaBKa OMOBELICHMS; 3aIIUCh B
KapTOYKH MH(pOpMAIMK; aHAJIU3 KapThl 00paTHOM CBS3U

OJlHa KapTO4Ka

IInceMeHHO; KOMUYECTBO N3JaHNI:

29

1-5

12,0

30

6-10

24,0

VCTHO; KOIUYECTBO U3JaHMI:

31

1-5

12,0

OnepatuBHOE HHPOPMHUPOBAHUE T10 3aMIPOCY:

32

¢dopmupoBaHue ceTn aDOHEHTOB, BBISBICHHE THIIOBBIX U
WHJMBUAYAIBHBIX 3alIPOCOB OTpeduTeneit

OJIUH a0OHEHT

44

33

M3yueHHe, Kiaaccu(uKaIs 3ampocoB; BBEICHUE JAaHHBIX O
3ampocax B aJ[peCHYI0 KapTOTEKyY

OJTUH 3aIpoC

6,3

Hammcanue O630p0B 1 CIIPABOK

BrisiBnenue u oT00p HCTOYHUKOB; 00pabOTKa U aHATN3
0TOOpaHHBIX IOKYMEHTOB; HallMCcaHUe TeKcTa 0030pa
(cripaBKM); MOATOTOBKA PYKOIUCH K N€YaTH

OJIUH aBT. JIUCT

Cocranenue 0030pa (CIpaBKy) MO NEPBUYHBIM
HMCTOYHUKAM:

34

Ha PYCCKOM SI3bIKE

5400,0

35

Ha HHOCTPAHHOM SA3BIKC

7200,0

36

COCTaBJICHHE 0030pa (CIPaBKH) MO BTOPUIHBIM
NCTOYHHUKaM

4100,0
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Opranuzanus 1 MpoBeJeHUE YCTHBIX OMOIHOorpaduuecKux
0030pOB HOBBIX OCTYIICHUH

[TomOopka HOBBIX OCTYIUICHUH TI0 3apaHee 0ObSIBICHHOM
TEMaTHUKe; CUCTEeMAaTHU3allisl HCTOYHUKOB 10 TEMaM,
MIPOCMOTP M aHATU3 JJOKYMEHTOB; MOA00pKa
oubnrorpaduuecKkux ONMMCaHul, KpaTKUE aHHOTAIIUH,
pedeparbl Ha 0TOOPaHHBIC HCTOYHUKH, TOATOTOBKA
pykonucu 6ubamorpaduyeckoro o63opa

OJIUH 0030Dp

KoianuecTBo NpoCMOTPEHHBIX U OTOOPAHHBIX IOKYMEHTOB!

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

[lonroroBka Or0JI€TEHS! HOBBIX MOCTYIUIEHUN

YTouHeHue (onpeeseHrne) TeMaTHYeCKUX IPaHull TIOUCKa
1 0TOOpa IOKYMEHTOB; CO3/IaHue pyOpuKaTropa
OroJUIeTEHS; BBISIBJICHUE M OTOOP JIOKYMEHTOB B MacCHUBE
TEKYIIUX MOCTYIUICHUH NCTOYHUKOB HH(OpMAIIHH;
1oI00pKa aHHOTAIMH, pedepaThl, CHCTEMAaTH3AIIHs UX

oIHa
OIOJUIETEHD

KommuectBo IMPOCMOTPCHHBIX JOKYMCHTOB!

41

1-37

60,0

42

38-60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranuzanus u nposeacHue MeponpusaTs "JleHb
nHpopmanuu':

46

OTIpeJIeIeHUE TEMBI; COCTABJICHHUE IIJIaHa IPOBEICHUS;
BBISIBIIEHHE U IOCTaBKa JOKYMEHTOB M3 COOTBETCTBYIOIINX
nojipasiesieHnii OMOIMOTEKH, IPOCMOTP U OTOOP
JOKYMEHTOB; TIOJITOTOBKA BBICTABKH JIUTEPATYPHI;
OTIOBEIIIEHNE 3aNHTEPECOBAHHBIX OpPraHU3alNN 1
CMELUANNCTOB; OPOPMIICHHE BBICTAaBKU; HAlMCAHHUE
KpaTKUX aHHOTAIM{; OpraHu3aIms cOopa 3assBOK Ha
JOKYMEHTBI, UX BblJaua, KOHCYJIbTAIlUH, IEKYPCTBO
6ubnmorpadoB; MpoBeIeHNE aHATTN3a MEPOTIPHUSITUS

OJIHO
MEPOIPUSITHE

640,0

Opranu3zanus 1 NoAroToBka Meponpustus "/lensp
oubmmorpadun", "Jlenp mocobus":

47

YTOYHEHHE TEMBI; COCTABIIEHUE TUIaHa; 0POPMIICHHE
BBICTaBKH-TIPOCMOTPA; IMMOATOTOBKA 0030pa; MOJATOTOBKA
KOHCYJbTAIMH; COCTABJICHHUE U HAMMMCAaHUE O0BSBICHUS;
COCTAaBJICHHUEC U HAITUCAHUEC MMPUTTIACUTCIIBHBIX ITUCEM,
pacchUIKa UX; MPUTIAlIeHne 3aHHTEPECOBAHHBIX JIUIL IO
paauo, 1o Tesnedony, JINIHO

OJIHO
MEpONPHUITHE

1940,0

Opranuzanys u npoBeacHue MeporpusaTus "JleHb
cnenuanucra”

Omnpenenenne TEMBbI C 3aMHTEPECOBAHHBIMU
opraHuzanusmMu, GopMbl TPOBEICHUS (CTallHOHAPHAS,
BBIE3/[HAs1); COCTABJICHUE TUIaHA MEPONPUSITUH,

OJIHO
MEpPOMpUITHE
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MIPOrpaMMBbl IOKCKa U 0TOOPa MHPOPMAIIMOHHBIX
MaTepUaIoB; MOJArOTOBKA OTKPBITHIX TPOCMOTPOB H
TEMAaTUYECKUX BBICTABOK JIUTEPATYPHI IO CHIEIUATBHOCTH,
oubnmorpaduaeckue 0030pbI, 3aKa3 JCKIUH,
KMHO(QHIIBMOB; OTIOBEIIEHUE 3aMHTEPECOBAHHBIX
OpraHM3aLuii; opopmMiIeHHE BBICTABKH; 0OeCIICUCHHE
BBIJIAYX U3JJAHUN WM MX KOTIUH BO BPEMs MEPOTIPUATHS
WJIN HEMIOCPEACTBEHHO I0CIIE HETO; IEMOHCTPALUs
BBICTABKU; aHAJIN3 pe3ynbTaroB "JIHs cnennanucra”

Uucno conyTCTBYIOMIMX MEPOIPUSITHIA:

48

1-2

1940,0

49

2600,0

50

3500,0

51

N || W
0| N~

4600,0

4.8.3. Uudpopmanuonnas padora

Taoauua 78

N /i

HaumenoBanue nporecca, oneparuu. CoctaB paboTh

Enununa
HU3MEpEHUst

Hopma
BPEMEHH,
MUH.

2

3

4

[ToaroroBka nonyssipHbIX OMOIMOrpapuuecKuX NocoOuit

Br160p TeMbl mocoOusi; BhISIBICHHE U OTOOpP JOKYMEHTOB,
(bopMHUpoOBaHUE pa3IesIOB MOCOOMS; aHHOTUPOBAaHHE
JOKYMEHTOB; MOJ00pKa akTorpapuueckoro MaTepuaia,
WUTIOCTPALHIf; HallMCaHUE TeKCTa; COCTaBICHHE
BCIIOMOTaTENIbHBIX yKa3aTelei; KOHCYIbTalluu y
CMELUAIMCTOB Ha Pa3IMYHbIX dTanax paboThl;
00CyXJIeHUE PYKOIIMCH Ha 3aceJaHUH Hay49HO-
METOAMYECKOTO (PeAaKIIMOHHOI0) COBETa; J0padOTKa
PYKOIIHCH IO 3aMEUYaHUsIM; c/laya pyKONHCH B M1€YATh:

COCTaBJIEHHE MOIYJIIPHOTr0o Oubimorpaduyeckoro
yKa3aTellsl, TyTeBOAUTEINS, CIPAaBOYHHUKA

OJHWH aBT. JIUCT

13500,0

MOJIrOTOBKa KOMMEHTapHEB, IPUMEUaHH MOy pHO-
IIPOCBETUTENIBHOIO XapakTepa, He TPEeOYIOIMHX
CHEIMAJIBHBIX UCCIICOBAHUM

OJHWH aBT. JIUCT

5400,0

IMoATOTOBKAa KOMMCHTAPHEB, HpI/IMeanI/Iﬁ HAay4YHO-
HCCIICAOBATCIILCKOI'O XapaKTepa

OJIUH aBT. JIUCT

10800,0

[TonroToBKa peTpOCHEKTHBHBIX HAYYHO BCIIOMOTaTEIbHBIX
O6ubnuorpaduyecknx ykKasareneu:

BBIOOp TEMBI; CO3/IaHNE aBTOPCKOTO KOJUIEKTHBA;
pa3paboTka HHCTPYKTUBHO-METOMUYECKUX MAaTEpHAJIOB;
BBISIBIIEHHE U OTOOP TOKYMEHTOB; paboTa Hal
6ubnuorpaduyeckoit 3anK1cbl0; aHHOTUPOBAHUE;
oubnuorpaduueckas TpynmupoOBKa; COCTaBICHUE
BCIIOMOTATENbHBIX YKa3aTeleil; 00CyKIeHne PyKOIIUCH
yKasarens Ha 3ace/JaHi{ HayYHO-METOHYECKOTO

OJIUH aBT. JIUCT

9720,0
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(penakIMoOHHOT0) COBETa; JOPabOTKa O 3aMEUYAHHSIM;
cllaya PyKOIIHCH B TI€4YaTh; COCTABJICHUE
Ooubmmorpadguueckoro ykazaTels Mo aKTyaTbHONW TeMAaTHKE
C XPOHOJIOTHYECKHM OXBAaTOM OT 2-X JI0 5-TH JIET U
AHHOTAIUSIMH, TIOSICHSIOIIMMHU Ha3BaHUST; COCTABIICHUE
ouborpaduueckoro ykazaress 1o KOMIUICKCHBIM U
MEXOTpaciIeBbIM pobIemMaM 00IIero U pernoOHaIBHOTO
COJICp KaHUs C XPOHOJIOTHYECKHM OXBaToM 1-2 roja, ¢
AHHOTAIMSIMH, TIOSCHSIOIMMHU Ha3BAHUS:

Ha PYCCKOM SA3BIKC

OAHH aBT. JIUCT

9720,0

¢ BmoueHreM ot 30% 1o 40% o6bema myOuKaluii Ha
MHOCTPAHHBIX SI3bIKaX

OJIUH aBT. JIUCT

11000,0

COCTaBJICHHE aHHOTHUPOBAHHOT'O OMOIMOTrpaduIecKoro
yKazaTeJsi MHOTOOTPACIEBOTO COJIEPKaHUS C
XpoHoorudeckuM oxpaTom 110 100 net u Goree,
TPEOYIONIHIA CIIONMTHOTO MPOCMOTPa JOKYMEHTOB,
CIIOKHBIX OnOInorpaduyeckix pa3blCKaHHi, yueTa Bcex
Mepen3Iannii MyOJIMKAIIUN U UX XapaKTEPUCTUKU ITyTEM
CIINYEHUS TEKCTOB

OAHH aBT. JIUCT

11000,0

[ToaroroBka aHamMTUYECKOro 0030pa

BBISIBJICHUE U OTOOP JOKYMEHTOB JUIsl 0030pa; MOIrOTOBKA
pyOpukaropa npenMera 0030pa; U3yueHUE U OIICHKA
JTOKYMEHTOB; CUCTEMAaTH3aIUsl MaTEpUaa; COCTaBICHUE
TEKCTa aHATUTUIECKOTO 0030pa; 00CyKACHNE PYKOIIUCH
Ha 3aCeaHUH HAyYHO-METOJAMYECKOTO (PEIAKIIHOHHOTO)
COBETa, I0paboTka 0030pa 1Mo 3aMEeYaHusIM; caua B
Mevarh:

OAHH aBT. JIUCT

110 PYCCKHM IICPBUYHBIM NCTOYHUKAM

9720,0

110 CMCITAaHHBIM IIEPBUYIHBIM UCTOYHUKAM

10800,0

110 MTHOCTPAHHBIM NICPBUYIHBIM HCTOYHUKAM

12400,0

IToaroTroBka aHAIUTHYECKOM CIIPAaBKH:

BBISABJICHUC U 0T60p JAOKYMCHTOB IJId aHAJIUTHYECKOH
CIIpaBKH, U3YYCHUEC, aHAJIN3, OLICHKA U CUCTEMATU3alHA
HX; COCTABJICHUC TCKCTA CIIPABKU

OJHWH aBT. JIUCT

5200,0

[Toaroroska pedepaTuBHOro 0630pa

BrisiBnenue u oT00p JOKYMEHTOB JUIsl pedhepaTUBHOTO
0030pa, U3y4eHue U aHATU3 UX; pedepupoBaHue
HMCTOYHUKOB; CUCTEMATHU3alIUsI TEKCTOB aHHOTAIUH;
COCTaBJICHHE TEKCTa pedepaTuBHOTO 0030pa; 00CYyKIACHNE
0030pa Ha 3aceJaHiH HayYHO-METOAMYECKOTO
(pemakIMoOHHOT0) COBETa; T0paboTKa 0030pa 1Mo
3aMeuyaHMsIM; c/laya B MeYaTh:

OJHWH aBT. JIUCT

12

110 PYCCKUM UCTOYHUKAM

5200,0

13

110 CMCIIAaHHBbIM HCTOYHHUKaAM

6480,0

14

110 MHOCTPAHHBIM UCTOYHUKaM

7300,0

CocraBieHue 3kcnpecc-uHpopMaluu:

15

BBISIBJICHUC U OT60p Marepuraia 1o TeMe, CUCTEMAaTHU3alA
€ro U NMoAroToBKa JJIsd 11€yaTu

OJHWH aBT. JIUCT

3840,0

CocraBienue 6ubimorpaduyeckoi 3anucu, aHHOTAIUH,
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pedepara

Cocranenue 6uOMorpaguIecKoi 3anucu: n3ydeHue u
aHaJN3 JIOKyMEHTAa, COCTaBJIICHUE 3ar0JI0OBKa OMMCAHUS,
MIPOBEpPKA 3aIMCH, BHECCHHE UCTIPABICHUI

OJHa 3aIIMCh

KonnyecTBo 31eMeHTOB 6MOIMorpadguyeckoro OnucaHms:

16

1-4

3,2

17

5-6

5,4

18

7-9

6,4

CocraBnenne AHHOTAallMK, U3YYCHUEC U aHaJIU3 JOKYMCHTA,
HalmMCaHUC TCKCTAa aHHOTAIluu:

oJlHa
aHHOTAIHA

19

AHHOTHPOBAHUC KHUT

270,0

20

AHHOTHPOBAHUE CTATEU

160,0

21

cocTaBieHHue pedeparta: H3ydeHHE U aHATHU3 JOKYMEHTa, Ha
KOTOpBIH cocTaBisercs pedepar, HanucaHue TEKCTa,
BHECEHME MCIPABICHUN

OJIUH aBT. JIUCT

5920,0

22

aHAIMTUYECKAst POCIIUCH KYPHAIBHBIX, Ta3E€THBIX CTaTeH,
cOOpHUKOB, OMOIHOrpaduecKux NocoOui

OJHAa POCIIUCH

120,0

23

O3HAKOMIJICHHUEC C COACPIKAHNCM U3JaHHUA; COCTABJICHUC
AHAJIUTUYCCKOI'O OIMMCaHus Ha CTAaTbIO

OJHa CTaThA

3,6

IIpumeyaHue: HOpMa BPEMEHHU Ha cOCTaBiIeHHE OHOIMorpadguyeckoro nocodus aaHa U3 pacuera
paboThI aBTOPCKOT'O KOJJICKTHBA.

4.9. IlepeBoa 1 nepepadoTKa NEYATHBIX TEKCTOB ¢ HHOCTPAHHBIX SAI3LIKOB HA PYCCKHMI M C PYCCKOI0

HA HHOCTPAHHBIC A3BIKH

Tabauua 79
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEeHus BpPEMEHH,
MUH.

1 2 3 4
IlepeBon TEKCTa C HHOCTPAHHBIX S3BIKOB HA PYCCKUHN SI3BIK
UreHne opuruHaia, aHajau3 TeKCTa, pa3MeTKa ero C OJIUH aBT. JIUCT
BBISIBIICHHEM TPYIHBIX TEPMHHOB, TPAMMaTHYECKHIX
KOHCTPYKLIUH, IEKCUUYECKUX 000POTOB, LIEXOBBIX U
YKAPTOHHBIX TEPMUHOB:

1 ITOJIHBIA MACbMEHHBIN NTEPEBOJ 1580,0

2 COKpaleHHbII TUcbMEHHBIN niepeBoa oT 30% no 50% 1620,0
o0BbeMa TeKcTa

3 BbIOOPOYHBIN MMCbMEHHBIH NEPEBOA 1520,0
[lepeBoa TeKCTa ¢ pycCKOro si3bIka Ha MHOCTPaHHbIE
SI3BIKU:

4 TOJIHBIN TMCbMEHHBIN MEPEBO/T OJIUH aBT. JIUCT 1980,0
TepmuHonornyeckas padbora Ipu BHITOJTHEHUN
MMCBMEHHOT0 MepeBoJIa:

5 MOUCK OTMEUYEHHBIX B OPUTMHAJIEC HE3HAKOMBIX WJTU OJINH TEPMUH, 18,1
HETIOHSATHBIX TEPMUHOB M COKPALIICHUN B CIIOBAPHO- COKpalIeHHE
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CIIPaBOYHOM JIUTEPATYPE; MOI00PKA COOTBETCTBYIOIIUX
TEPMHHY KBHUBAJICHTOB, paclin(poBKa COKpAIICHHUM
Koncynpranus nepeBoaurka co CrieluagIucTaMu:

6 BBISICHEHHE IPABUIIBHOIO U3JIOKEHUS YacTei TEKCTa 10 OJIHa 36,2
MaJI03HAaKOMOW TEMAaTHKE; YTOUHEHHE COOTBETCTBUS KOHCYJbTaIUs
MIepeBOJIa OPUTHHATY
Cocrapnenre 6u0JIMOrpaGuIecKoro OnMuCcaHus:

7 cocTaBJieHHe OMOIMOTrpaduIecKoe OMMCcaHre ePeBoa 1o | OJTHO OMUCAHUE 10,8
JAHHBIM, B3ATHIM C TUTYJIBHOTO JIUCTA MEPEBOJIA
[TpoBepka u KOppEeKTUPOBKA NEPEeBO/IA Mocie Habopa:

8 MpOBEpKa MPaBUJIBHOCTH PACTIOJIOKEHUS OTIIEYaTaHHOIO OJINH aBT. JIUCT 200,0
TEKCTa; CBEPKA C PYKOIUCHIO; TpaBKa
Texuuueckoe odopMiIeHHE NTEPEBOJIOB!

9 HaIlMCAaHHUE B TEKCTE NIEPEBOJIa CHMBOJIOB M BCTABOK HA OJIHO 2,0
WHOCTPAHHOM SI3BIKE BIIMCHIBaHHE

10 | ycraHOBKa pUCYHKOB, Ta0muIl, hopmyin OJIH 3JIEMEHT 3,0
IlepeBon 3aroJ0BKOB CTaTe€l U JOKYMEHTOB:

11 MEepPEeBO/I U 3aMUCh 3ar0JI0BKa OVH 10,8

3arojIOBOK

IIpumeyanue:

- HOPMBI BPEMEHHU IPEAYCMATPUBAKOT BBIIOJIHEHUE IIEPEBOJOB C MHOCTPAHHOIO s3bIKa WJIM Ha
WHOCTPaHHBIN, KOTOPBIN Y TIEPEBOAYMKA SBIIICTCS OCHOBHBIM (IO 00pa30BaHUIO WM MPUMEHEHHIO);
- IIpY BBIIOJIHEHUH IIEPEBOJOB C IPYIUX SA3BIKOB MJIM Ha JPYrHe IIOMMMO OCHOBHOIO K HOpMam

BPEMEHHM NIPUMEHSETCS MOBbILIAIOIUN Kodpduiuent 1,1.

4.10. UccaenoBaresbckasi padora

Tabauua 80
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEeHus BpPEMEHH,
MUH.

1 2 3 4

Pa3paboTka nporpamMmbl (TEXHUYECKOTO 3aJaHUS)

HCCIIEIOBaHUS

OO0ocHOBaHME aKTyaTbHOCTH TEMBI, BHISIBJICHUE H oJTHa
000CHOBaHKE MPOOIEMHON CUTYalluu, POPMYJINPOBAHHUE nporpaMma
I€JIM, 33/1a9 ¥ THITOTE3bI HCCIIEJIOBAHUS; HAIMCAHUE TEKCTA

HccnegoBanue HOCHT:

1 MUJIOTAXHBIN (pa3BeIbIBaTEIbHBIN) XapaKTep 21600,0
MIPUKJIATHOM XapakTep 38250,0
Pa3zpaboTka METOMKHU MCCIIEJOBAHUS
Pa3zpaboTka (Hamucanne) TEKCTa METOTUIECKUX OJIHa METOJUKA
JOKYMEHTOB I10 IPOBOAMMOMY HCCJIEIOBAHHUIO,

AMITUPUYECKAs apoOaIys PeICBAaHTHOCTH COCTABIICHHBIX
JOKYMEHTOB; YTOYHEHHUE U JJOPaOOTKAa METOAMYECKOTO
MHCTPYMEHTApHsl, COCTABICHNE OKOHYATEJIbHOTO BapHaHTa
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JIOKYMEHTA!

METOJIMKH [IPOBEJICHUS UCCIICIOBAHUS, HOCSILIETO
MAJIOTAXKHBIN (pa3BebIBATEIIbHBIN) XapaKTep

18000,0

METOAMKHU MTPOBEACHUS UCCIIEIOBAHUM, HOCSALIETO
MPUKJIAJHON XapaKkTep

33000,0

Pa3paboTrka uHCTpYKIHIA 10 00paOdOTKE JTOKYMEHTAIIUU
(MCXO/IHBIX JAHHBIX ), TOJYYCHHON B XOJI€ HCCIIeI0BAHUS:

OJlHa
WHCTPYKIUS

py4Has o0paboTka

15600,0

MaliuHHas 00paboTKa

20400,0

Pa3paboTka npeAriaHOBBIX U TUTAHOBBIX JOKYMEHTOB
IIEPCIIEKTUBHOIO Xapakrepa:

pa3paboTKa KOHLEMIMH OCHOBHBIX HAIPABICHUN Pa3BUTHUS
OMOJIMOTEYHOTO JIe/1a B PErHOHE Ha MEePCIEKTUBRY

OJIUH aBT. JIUCT

13050,0

KOHIIETITyaJIbHOE obecreueHue OndamorpaduaecKux
U3JIaHKi; 000CHOBAHUE aKTYAJIbHOCTH TEMBI,
YUTATENILCKOE U 1IeJIEBOC Ha3HAuUEHHE TOCOOUs, ero
CTPYKTYpHBI (CXEMBI), BEIpA0OTKA METOAMYECKUX
MIPUHITUIIOB U PEIICHUH I PACKPBITUS TEMBI;, HAITCAHUE
TEKCTa

OJIUH aBT. JIUCT

11220,0

COCTAaBJICHUE IIPOTHO34a, CBA3AHHOT'O C IICPCIICKTUBAMUA
Pa3BUTHUA 6I/I6J'II/IOTCK; HaImMCaHueC TCKCTa

OJIUH aBT. JIUCT

13050,0

10

pa3paboTKa IeIeBbIX MporpamMm (i1 ceTu OMOJIMOTEK UITH
OJTHOY OMOJIMOTEKN); TMAarHOCTUKA CUTYAIlMH, BHEITHUX U
BHYTPCHHUX BIUSHHI Ha (QYHKIIMOHUPOBAHHE U Pa3BUTHE
6ubaroTek (01HOM OMOINOTEKH); BHIpAOOTKA
pEKOMEHJalluH, pellieHHi; HalMCcaHUe TeKCTa

OAHH aBT. JIUCT

15200,0

CocraBieHue CBOJIHBIX KaTaJIOI'OB KHHUKHBIX ITaAMATHUKOB:

11

pa3pa60TI<a IMPOCIICKTA; BBIABICHHUC JOKYMCHTOB -
KHHMXXHBIX TAMATHHUKOB, OIIMCAHUEC U COCTaBJICHUEC
CIIPAaBOYHOrO allliapara

OJHWH aBT. JIUCT

18200,0

OpranuzainonHas padboTa 1o MPOBEJACHUIO UCCIICOBAHUS:

12

CO3JIaHHE UCCIIEI0BATEIBCKOTO KOJIJIEKTHBA; COCTABICHUE
pabouero maHa MpoBeICHUS UCCIIeIOBAHMNS,
COIJIACOBAHUE €r0 C UCMOTHUTEISIMU; ONpeIeIeHNe
rromaaky (0a3bl) UCCIIEIOBAHUS; TIEPETIHCKA C HUMU;
MIPOBE/ICHNE UHCTPYKTaXKel, CEeMUHAPOB, COBEIIAHUH,
KOHCYJIbTAIII

OJHO
HUCCICIOBAaHUC

7140,0

13

oubnumorpaduueckas mpopaboTka TeMbI UCCIIEIOBAHMUS,
paboTa B apXuBax, H3y4CHHE HOPMATUBHO-TEXHIUYECKOMN
JOKyMEeHTaIuu, nHpopmanuu 06 aHanorax u Apyrux
MaTepHajgax, OTHOCSIINXCS K pa3padaThIBaeMOi TeMe

OJHWH aBT. JIUCT

1200,0

O6paboTka mosy4yeHHo HHOopMaIu:

14

cbop u 06paboTka nHGOPMAITUU HA OCHOBE MEPBUYHBIX
MCXOJHBIX TaHHBIX (CTATUCTHYECKUX AAHHBIX, OTYECTOB,
TUTAHOB, CIIPABOK, MATEPUATIOB KOMaHIMPOBOK)

OJHWH aBT. JIUCT

7800,0

15

aHayn3 00paboTaHHON MH(OPMALIUK; BBIBOJIbI, PEILICHUS,
IIPOTHO3

OJIUH aBT. JIUCT

5200,0

IToaroroBka MareprasgoB O UTOTaM HAyYHOUH paOOTHI:

16

HAIMMCAHUC HAYYHOT'O OTUCTA,; MOATOTOBKA PYKOIIHMCH K

OAHH aBT. JIUCT

13200,0
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IIC4YaTU Ha PA3JIMYHBIX 3Tallax pa6OTBI

17

HanucaHue MPOMEKYTOYHOT0 0T4YeTa (CIPaBKHU) O X0/
HCCIIEIOBaHMS

OAHH aBT. JIUCT

6400,0

[ToaroroBka v HamUcaHWe TEKCTa CTaTbU B COOPHUK
HAy4YHBIX TPY/AO0B, IPaKTUYECKOE 110co0ue,
npodeccHoHaAIbHYIO MPECcCy; MOArOTOBKA PYKOIHCH K

IICYAaTHU Ha PA3JIMYHbIX 9TallaX pa6OTHZ

18

CTaThsl TCOPETHUECKOTO XapaKTepa

15200,0

19

CTaThs NPUKIAJHOI'O, IIPAKTHUYCCKOI'0 XapaKTEpa

9200,0

20

HalmMCaHUC JOKJIaaa IO UTOraM HaydHOT' O UCCJIICIOBAHUA
IIOArOTOBKAa pYKOHHCCﬁ Ha Ppa3JIMYHbIX 3TallaX paGOTBI

OJIUH aBT. JIUCT

6700,0

21

pa3paboTka peKOMEH A, MHCTPYKIUH 110 BHEIPEHUIO
MaTEpHaJIOB HAYYHOT'O UCCIIECIOBAHNS; HAIINCAHUE TEKCTA;
IIOATOTOBKA PYKOIMCH K IIe4aTH Ha Pa3JIMYHbIX dTanax
paboThI

OJIUH aBT. JIUCT

14100,0

IMpumeuanus:
- HOpMa BpEMCHHU HA COCTABJICHUC IMPpOrpamMm, MCTOAUK, I/IHCprKIII/If/'I JaHa Ha I/ICCJIGI[OBaTeJII)CKI/If/'I

KOJIJICKTHB,

4.11. Meroanueckasi padora

- 4achl TPyAO3aTpaT PaCHpEAEISIOTCS MEKY UCIIOJHUTEIIIMU B 3aBUCUMOCTH OT UX Harpy3Ku.

Taoauna 81

N /o

HaumenoBanue nporiecca, onepanun. CoctaB pabOThI

Enununa
HU3MEPEHUs

Hopma
BPEMEHU,
MUH.

2

3

4

IToaroroBka METOAUYECKOTO HOCO6I/I$I, peKOMeHI[aI_II/Iﬁ

[TpuHnMnuansHO HOBas pa3pabOTKa TEMBI:

HU3YUCHUC TCMBI, BBISIBJICHUC U AHAJIN3 JOKYMCEHTOB I10
TEMEC, YTOUHCHUC YUTATCIIBCKOTI'O U EJICBOI'0 HA3HAYCHU A
HOCO6I/I§I, peKOMeHI[aI_[I/Iﬁ; COCTAaBJICHUC MIPOCIICKTA,
HaImuCaHUEC TCKCTa

OJHWH aBT. JIUCT

15300,0

Moudukanms paHee pa3paOb0TaHHON TEMBI:

BBISIBJICHHE U U3YYE€HHE HOBBIX IOKYMEHTOB U
HAKOIJICHHOTO OMOIMOTEKaMH OTBITA [0 TeME I0CoOus,
pEeKOMEHIaluii; YTOUHEHHE IPOCIEKTa, BHECECHHE
U3MEHEHHUS B CTPYKTYPY U TEKCT B COOTBETCTBUU C
JOCTHUKEHUSIMH OMOJIMOTEYHOU TEOPUU U MPAKTUKH;
MOJITOTOBKA PYKOMHCH K OOCYKJIEHUIO; 10paboTKa 110
uTOraM oO0CYKICHHS

OJIUH aBT. JIUCT

8670,0

Pa3paboTka TOKyMEHTOB, periaMeHTHPYIOIIHX
NEeSATETLHOCTh OMOTNOTEK, TTOJIOKEHUH, HHCTPYKIIHH,
MIPOEKTOB MOCTAHOBJIEHUH, YCTaBOB, 3aKOHOJATEIbHBIX
aKTOB

HpI/IHHI/IHI/IaJ'II)HO HOBas TEMa.
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BBISAABJICHUC, U3YUCHUC U aHAJIU3 [[eflCTBy}OI]_[I/IX
JOKYMEHTOB I10 TeMe, HAlIMCaHHEe TEKCTa MPOCKTa
JOKYMEHTa, 00CYX/IeHUE, alpoOupoBaHIe B OMOIMOTEKAX,
Ha 3acelaHiK HayYHO-METOJHYECKOT0 COBETA; 0paboTKa
JIOKYMEHTA; TIOJITOTOBKA K YTBEPIKICHUIO

OJIUH aBT. JIUCT

17340,0

Monudukanus panee pa3paboTaHHOTO JOKYMEHTA!

aHaJM3 ¥ OIICHKA JJOKYMEHTa; TIOMCK ¥ OTOOpP HOBBIX
JEeUCTBYIOIUX JOKYMEHTOB 110 TEME; BHECEHHE
M3MEHEHUH B TEKCT JIOKYMEHTA; 00CYXK/I€HNE Ha
3acelaHuu Hay4YHO-METOJMUYECKOr0 COBETA; 10paboTKa 110
uTOraM oOCYXKIEHMs; IOATOTOBKA K YTBEP)KIEHUIO

OJIUH aBT. JIUCT

7650,0

Pa3paboTka ydetHsix ¢hopM, TabawI, 00pa3Ios:

yTOYHEHHE MTPEeMETa, 00bEKTa, COJACPIKAHUS YICTHOU
(dhopMBI, TaOIIUIIEI, 00pasia; oT00p moKa3aTeeH,
crcTeMaTH3alus UX; pa3paboTKa MakeTa y4eTHOU (hOpMBbI,
Ta0JUIBI, 00pasia; 00CykKIeHUE Ha 3acelaHuU HAyIHO-
METOMYECKOTO COBETA; MOATOTOBKA K YTBEPIKICHHUIO

OAHH aBT. JIUCT

7650,0

CocraBieHne peKOMEHJalui 10 BHEAPEHUIO
perinaMeHTHPYIOUMX JOKYMEHTOB B IPAKTUKY:

pa3paboTKa METOUIECKIX PEKOMEH AU, HHCTPYKIIHA,
IJIJAHOB 110 BHEJAPEHUIO HOPMATUBHOW JOKYMEHTALUU;
IOATOTOBKA PYKOIIMCH K IICYATH

OJIUH aBT. JIUCT

14025,0

IToaroroska MMMChbMEHHOM KOHCYJIbTAallUU, MECTOANYCCKOI'O
nucbMa:

BBISIBJICHHE U aHAJINU3 JIOKYMEHTOB 10 TEME; U3yueHUe U
0000111eHHE OTbITa padOTHl OMOJINOTEK; HAMMMCAHUE TEKCTa
KOHCYJIbTAIlMN, METOIUYECKOTO MUCHhMa; MOATOTOBKA K
00CYXJIEHUIO Ha 3aCeTaHuN HAyIHO-METOAMYECKOTO
coBeTa; 1opaboTKa Mo UTOraM OOCYKIEHUS; ciaya B
IIe4yaTtb

OJHWH aBT. JIUCT

8670,0

[ToaroroBka 0630pa AeaTeIbHOCTH OUOINOTEK 1O
ONPEJIETICHHON TEMATHKE:!

YTOYHEHHE TeMbI 0030pa; ONpeeeHue XPOHOIOTHYECKUX
TpaHUIIbI; BBISIBIIEHUE IOKYMEHTOB, OTOOP UX, MPOCMOTP U
aHaJIN3; HAlMCAHKUE TEKCTa; TTOJATOTOBKA PYKOIIUCH K
00CYXKJICHHUIO Ha 3ace/laHui HayYHO-MEeTOIUYECKOTO
coBeTa; 1opaboTKa PYKOMHUCH MOCIe 00CYKIESHUS

OJIUH aBT. JIUCT

9180,0

PeuensupoBanue Hay4HbIX, METOAUYECKUX,
MH(OPMAIIMOHHBIX MaTEPHAJIOB!

YTCHUC PCUCH3NPYCMOI'0O MAaTCpUalia; OLICHKA €ro B LCJIOM,
OTACIBHBIX qaCTeﬁ, YCTAHOBJICHUC COOTBETCTBUSA
YUTATCIBCKOMY U ICJICBOMY HA3HAYCHUIO, HAYUYHBIM U
METOJNYECCKUM Tpe6OBaHI/I${M

OJHWH aBT. JIUCT

783.,0

10

HaIlMMCaHUC PCLICH3NN

OJHWH aBT. JIUCT

1305,0

IToaroroBka JIeKIIHii, KOHCYJIbTAIIAN

PazpaboTka miaHa jeKkuui, KOHCYIbTaluii, moaoopka
MaTepHasa, U3y4eHHe €ro; COCTABICHUE CIIMCKa
JIUTEPATYpHI K JICKIUU, KOHCYJIbTALlMY; HAITUCAHUE TEKCTA:

OJJHa JICKIHA,
KOHCYJIbTallus

11

JIEKIIAS

1566,0
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12

JICKIHs], TEMaTH4YecKas BCTpeya, BeOUHap, MacTep-KIiace

90,0

13

IICPBUYHAsA I'PYIIIIOBAA KOHCYJIbTAlUs

1305,0

14

IOBTOpHAsA I'pyIIioBasd KOHCYJIbTallHA C YYCTOM HOBOT'O
mMarcpuajia

522,0

15

IIPOBCACHUC YCTHOﬁ HH,HHBHI[yaHBHOﬁ KOHCYJIbTallUKU

oJlHa
KOHCYJIbTaIUs

50,0

16

OTBET HA ITUCHMO

OJHO ITMCBMO

162,0

[TpoBenenue ceMuHapoB, yueOHBIX KypCOB, IPAKTUKYMOB,
CTaXKHPOBOK:

17

ceMuHap, y4eOHbIN Kypc (2-7 nHeil); onpeneneHne TeMB,
YTOYHEHHUE CPOKU IIPOBE/ICHUS, COCTABICHUE IPOTrPAMMBI,
OIIOBEUICHHE YYaCTHUKOB U BBICTYNAIOINX

OJIUH CEMUHAp,
y4eOHBIN KypC

8400,0

[Ipaktukym (7-10 nueit); onpeneneHne TEMBbL, 3aJaHus,
VIPaXHEHUS; COCTaBJICHHE IPpadUK M YTOYHCHHE CPOKH
MIPOBEJICHUS 3aHSATHIL:

OJIMH
IPAKTUKYM

18

IPYIIIOBON PAKTUKYM

2295,0

19

VHJIMBU1YQJIbHBINA TPAKTHKYM

2160,0

CraxupoBka (7 - 10 nHeit); yrouHeHUE CPOKOB
IIPOBEJICHUS CTAKUPOBKH; BBISBIICHUE JINTEPATYPHI 1O
M3Yy4aeMOMY BOIIPOCY; COCTaBJICHHUE MPOTPaMMBbI U
rpaduka CTaXXHUPOBKH C yUETOM COCTaBa CIylIATeNEeH;
3aKJIFOUYEHHUE O MPOXOKICHUH CTAKUPOBKU:

oJHa
CTa’)KHPOBKa

20

IPYIIIOBast CTAXKUPOBKA

2805,0

21

HHAWBUAYAJIbHASA CTAXKUPOBKA

2349,0

[IpakTuka CTYJE€HTOB BBICIIUX U CPEAHUX CHELUATIbHBIX
y4eOHBIX 3aBEICHUM:

22

MOATOTOBKA U OpPTraHU3aIis MPaKTUKH CTyAeHTOB (110 30
JHEl ); pa3paboTKa MiiaHa MPaKTUKH, COTJIACOBAHUE €TO C
PYKOBOJMTENIEM MPAKTUKH (TIPEICTaBUTENIEM YUeOHOTO
3aBeJIeHHs1); COCTaBJIeHHE IrpaduKa MoCeeHnus
CTPYKTYPHBIX TTO/Ipa3/IeNICHUI; OpraHu3aIus
MPAKTUYECKUX 3aHATUI; IO/IBEICHHE UTOTOB MPAKTUKY;
COCTABJICHHE XapaKTEPUCTUK MPAKTUKAHTOB

OJIHA MPAKTHKA

4860,0

HpaKTI/I‘leCKI/Ie 3aHATHUA.

23

MOATOTOBKA MPAKTUUYECKUX 3aHATUN; COCTABIICHHUE 3a/1aHUS
IO BBITIOJIHEHHUIO N3Y4aeMOT0 OMOIMOTEYHOT0 TIpoIlecca,
KOHTpOJ'II)HI)Ie BOHpOCBI, TeMaTI/I‘IeCKI/Iﬁ CIINCOK
JTUTEPATYPHI K 331aHUI0; HAMTHCAHUE TE3UCOB

OJJHO 3aHATHUC

1050,0

CocraBieHue yueOHON IPOrpaMMBl:

24

OIIpeZICIICHUE COCTaBa CIIyIIATENIeH; COCTaBICHUE
TEMAaTUYECKOro IJIaHa, YTOYHEHUE NIOpsIKa U3YUYCHHUS;
OIIpeZEIICHUE MOCIIEI0BATEIIBHOCTH U3JI0KEHUS TEMBI,
BBIJICJICHHE OCHOBHBIX BOIIPOCOB; COCTABJICHUE CIIMCKA
JUTEpaTypHl 110 TEMaM IIPOrpaMMbl; HAITUCAHUE TEKCTA;
00CyXJIeHUE ITPOrpaMMbl Ha 3aCE€AaHUU HAYUHO-
METOJIMYECKOTO COBETA

OJHa
nporpaMma

5733,0

[Tocemenue OUOIMOTEK, BBIE3ABI B KOMAHIUPOBKH C
LIETBI0 U3yYEHHUS PaOO0THI M OKa3aHUSI METOUICCKOM
TIOMOIIIH:
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25 MOJArOTOBKA K KOMaHAUPOBKE; YTOUHEHUE CPOKOB U LIEJIH o/Ha 574,2
KOMaHIUPOBKU, 03HAKOMIIEHUE C UMEIOIIUMUCS KOMaHJAHPOBKa
JOKYMEHTaMU U MaTepHalaMH MPEIbITYIINX BbIE3/I0B U
myOIMKauil B IeYaTu; COCTAaBJICHHUE POTrpaMMBl (T1J1aHa)

KOMAaHJIUPOBKHU

26 COCTaBJICHHE HH(POPMAIIMOHHOTO OTYeTa (CIIPaBKH) O OJWH OTYET 1050,0
MIPOBEICHHON PaboTe; OTYET BKIIOYACT: CBEACHUS O MECTE
BbI€3/1a, LIEISIX U CPOKAX KOMAHIUPOBKH, 00BEKTaX
IIOCEILEHUS], AaHAJIN3 COCTOSIHUS padOThI 110 TEME BbIE3/1a,

BBIBOJIbI U MIPE/IJIOKEHUS B aJipec OMOINOTEKH

27 COCTAaBJICHHE aBaHCOBOT'O OTYETA, 3AITOJIHCHUE OTYSTHOTO OJIMH OTYET 40,0
OJIaHKa CO BCEMHU MPHIJIOKEHUSIMH, c/laya B OyXTaJITepHIO

28 MOATOTOBKA MH(OPMALIUY TIO Pe3yIbTaTaM KOMaHIUPOBKHU oHAa 105,0
(YCTHO) B CEKTOpE, Yy 3aBEIYIOIIErO OT/AEIOM, Ha HAyYHO- uHpopManus
METOJIMYECKOM COBETE, 3aCeJaHUH TUPEKIIUU
MOHMTOPUHT AEATEIBLHOCTU AETCKUX OMOIMOTEK
Poccuiickoit denepanuu:

29 | cocraBnenue GopM OTYETHOCTH OJIMH OTYET 1200,0

30 | pacchuika HH(DOPMALIMOHHBIX MHCEM U (HOPM OTUETHOCTHU OJIHa pacchlIKa 45,0
1o bJ1 nerckux 6ubnmorek Poccuiickoit denepanun

31 cO0p hOpM OTYETHOCTH, FICKTPOHHBIC U TeICHOHHBIC oJI1H cOop 120,0
KOHCYJIBTAIMH 110 BOIPOCaM 3al0JHEHUs (hOpM
Cocrasiienue kajaeHaaps npopeccuoHaIbHbBIX
MEpOIPUATHI JeTckux Oubnnorek Poccuiickoit
Ddenepanyn (€KEToIHbIN U eKEKBAPTAIbHBIN):

32 | cocTaBieHHE U pacCchulKa HHPOPMALIMOHHBIX TUCEM eXeroHas u 120,0

KBapTaJlbHas

33 cbop u 06paboTka momyuyeHHOM HH(OPMAIIUU, BHECEHHE B eXerogHas u 1200,0
KaJIeHJ1aph TPO(EeCCHOHATBHBIX MEPOTPHUITHI KBapTaJIbHAs

34 | yrounenue uH(popMaIMK IO IPOBOIUMBIM MEPOIIPUATHUAM eXerogHas u 200,0

KBapTaJIbHAs
00630p myOnukaruii npodeccuoHaIbHON PECCHI
(exxeMecsyHO):

35 0TOOp, IPOCMOTP U aHAJIN3 CTaTel B )KypHaJlax MecsA4YHas 450,0

36 | ureHue MaTepuana MeCsTYHasI 420,0

37 HamMcaHue CTaThbU MecsuHas 400,0

38 cJada B OTJEN pa3MenieHnsi HHOPMAaIK Ha CailTe MeCsTUHas 10,0

39 | moaroroBka (peJaKTUPOBAaHUE) €KETOAHON CBOIHOM OJIMH OTYET 18900,0
CTaTUCTUYECKON OTYETHOCTH CIEIIMAIU3UPOBAHHBIX
oubmmotex Poccuiickoit deneparnuu, paboTaroONINX ¢
MOJIOJIEKBIO

40 OCYILIECTBJIEHNE MOHUTOPHUHTA €SI TETbHOCTH oJHa 105,0
CHeIHaTM3UPOBAHHBIX OMOIMOTEeK Poccuiickoit uH(popManus
®denepanun, paboOTAOIMKX ¢ MOJIOAEKBIO 1T BBOAA B 06a3y
(exxeMecsIuHO)

IIpumeyanue:

K HOpME BpEMEHM IpPH COCTaBICHUH JOKYMEHTOB,

pErIaMEeHTHPYIOMIUX JIEATEIbHOCTh

pecnyOIMKaHCKHUX, KPaeBbIX M 00JaCTHRIX OMOIMOTEK, MPUMEHSETCS MOBBIIAONINA KodpduuueHT 1,15;
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- BpeMsl IPOBEICHUS JIEKIMH, KOHCYIbTAIIUH, IIPAKTUKYMOB, CTAXHPOBOK, MPAKTHKH, MPEObIBAHUS

B KOMaHJIUPOBKE 1 IIPOBCACHUA I/IH(i)OpMaI_II/II/I I10 €€ pe3yJjibTaTaM B HOpMY BPEMCHH HC BXOIUT.

4.12. PaboThl HAYYHO-OPraHN3ALMOHHOI0 XapaKTepa

Taoauma 82

N o/

Haumenosanue npouecca, onepanuu. CoctaB paboThI

Ennuuna
U3MEPEHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

IlonroroBka n npoBeAEHUE TEOPETUUECKON, HAYYHO-
MPAaKTUYECKON KOH(EPEHIINHN, TEMAaTHIECKOTO CEMUHApA;
IIOMCK MEKIYHAPOIHBIX CIELUATUCTOB; COIIPOBOXKICHUE
MEXKIYHAPOIHBIX CIEHNAIUCTOB B KAYECTBE IIEPEBOUHKA;
IIUCbMEHHBIN NIepeBOl HPOPMALMOHHBIX MATEPUATIOB C
PYCCKOTO Ha HHOCTPAHHBIE SI3bIKU

Omnpenenenue cocTaBa OPrKOMUTETA U Y4aCTHUKOB
KOH(epeHInH, ceMUHapa; (OPMHUPOBAHNE U YTBEPIKICHHE
IPOrPaMMBbI U TIPUTIIACUTEIBHOTO OMIeTa;
OpTaHU3aIIOHHBIE MEPOIIPHUSTHUS; TIOJATOTOBKA K U3IAHUIO
TE3UCOB; BBIPA0OTKA MPOEKTA pEKOMEHIalNi; (UHAHCOBO-
X035 CTBEHHOE o0OecrieueHne KoH(epeHIun, CeMUHApa;
aHaJIM3 M OIIEHKa paboThl KOH(pEPEHIIMH, CEMUHApPA;
MOJIBE/ICHUE UTOTOB

OJIHO
MEPOIPHUITHE

KonnyecTBo y4aCTHUKOB:

1-100

5670,0

101 - 150

7560,0

151 -450

9300,0

[ToaroroBka u mpoBeeHNE CEMUHAPA, METOIUYECKOTO
IIHs1, 3aceiaHus "Kpyrioro crojua', BeOuHapa

Omnpenenenne y9acTHUKOB, PYKOBOJIUTEIS, JIEKTOPOB,
JOKJIaTYMKOB, CPOKA M MECTa IPOBEIEHUs CEMUHAapa,
METOJIMYECKOTO JIHS, 3aceanus "Kpyrioro crona",
BeOMHapa; onpeieleHne KOHTUHT€HTa YYaCTHUKOB;
pa3zpaboTka mporpamMmsbl; HHGOPMAIIMOHHOE 00€CTIeUeHNE;
BbIpabOTKa NMPOEKTa peKOMEHIAINN; U3JaHNe U PACChIIIKA
IIPOTrpaMMBI; PErUCTpaLUs] YYACTHUKOB; TEXHUYECKOE
COIIPOBOJKICHUE BeOMHapa: o0ecredeHne 3IeKTPOHHOM
KOMMYHHKaTHBHOﬁ IIom@aaku, IMOATrOTOBKa 3JICKTPOHHBIX
Mpe3eHTalii, KOHBEPTUPOBAHUE MTPE3CHTAIUI Ha
AJIEKTPOHHBIE TUIaT(HOPMBI, TUCTAHIIMOHHAS HACTPOMKa
KOMIIBIOTEPHOT0 000PYX0BaHMUsl CITyIIaTeNeii,
MpeIBapUTEIILHOE TECTUPOBAHKE U BeIeHUE BEOMHAPA,
aHaJM3 M OIIEHKAa CEMHHApa, METOANYECKOro JIH,
3acemanus "Kpyrioro croya’, BeOmHapa

OJIHO
MEpPOIPUSITHE

Komuuecto YYaCTHHUKOB!

1-50

1570,0

51-100

3980,0
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101 - 150

6150,0

151 -450

8270,0

[ToaroroBka 3acelaHuil PeIKOJIETHH:

YTOYHEHHUE CPOKa U MIOBECTKU 3aCEIaHusl; 0TOOp
MaTepraIoB Ui 00CYKACHUS U TIOATOTOBKA MX JUIS
KOIIMPOBAHUS; OIPEEIICHNE ONIIOHEHTOB (PELIEH3EHTOB);
OIOBEIICHHE O 3aCeJaHUU WICHOB PEAKOJIJIETHH; PACChUIKA
MaTepUaJIoB [0 MOBECTKE 3aceaHus; 0(hOpMIICHHE
IpEeI0KEHUH, BPICKA3aHHBIX YYaCTHUKAMHM 3aCe/laHHs

OJHO
3accIaHue

560,0

Opranuzanus 3acelaHui MPOOIEMHBIX KOMHCCHH,
COBETOB, TBOPUECKHUX KOJJICKTHBOB:

OTIpe/ieTICHUE MOBECTKH JHS M CPOKOB IPOBEICHUS
3ace/laHusl, yTOYHEHUE COCTaBa yYaCTHUKOB; MOATOTOBKA
JOKYMEHTOB, OpPTraHU3aIMOHHBIE MEPOTIPUSTHS
(omoBemeHre 0 3aceaHuH, TT0I00p MaTepUAJIOB);

o opMIIEHHE TTPOTOKOJIA M PEIICHUS

OJIHO
MEpPOIPUITHE

940,0

IIpumeyanue:

- MIPU TPOBEACHUHM MEPOINPUSATHI Ha MEXKIYHAPOJHOM YpOBHE K HOPME BPEMEHU MPUMEHSETCS
noBblmarommid koddduuuent 2,0; Ha dpenepaabHOM ypoBHE - 1,85;

- B HOpMY BPEMEHH HE BXOJUT BpeMsl MPOBeJIeHUsI KOH(epeHInu, ceMrUHapa, METOIUYECKOTO JIHS,
3acemaHus "Kpyriaoro croia" v Bpems, CBSI3aHHOE C U3JJaHUEM MaTEePHAIOB KOHPEPEHIINH, CEMUHAPA.

4.13. PejakTupoBaHue pyKkonucei

Tabaunna 83
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4
PenaktupoBanye Hay4HBIX M METOJAMYECKUX MATEPHAIIOB
[IpoBepka u ucnpapieHNE PyKONHCH B ITPOLIECCe
MIOATOTOBKH €€ K II€4aTH; yCTAHOBKA COOTBETCTBUS TEKCTA
HAy4YHBIM U JIUTEPATypPHBIM TpeOOBaHUAM, pOpMe U
1L[€JIEBOMY Ha3HAUYEHHUIO U3/1aHHs, COTJIACOBAaHUE BHOCUMBIX
WCIPABJICHUH C aBTOPOM; 10pPa0OTKA PYKOIUCH:

1 penakTupoBaHre MOHOTpaduii, COOpPHUKOB HAyUHBIX OJIMH aBT. JIUCT 2840,0
TPYJOB, HAYYHBIX OTYETOB, MPAKTUUYECKUX MOCOOMI

2 PEAAKTUPOBAHUE METOANUYECKHUX MATEPUAIIOB! OJIUH aBT. JIUCT 2500,0
MHCTPYKTUBHO-METOAMYECKUX MHCEM, PEKOMEH AU,
KOHCYJbTAIHI, 0030pOB NIEATEIHHOCTH OMOINOTEK

3 PEIAaKTUPOBAHUE TOKYMEHTOB, PEIVIAMEHTUPYIOILUX OJIVH aBT. JIUCT 2400,0
JesTeTbHOCTh OMOIMOTEK: YCTaBOB, MOJIOKEHHIH,
WHCTPYKIUHI

4 pelakTUPOBAHHUE CTATUCTHUECKUX TaOJIMII, YIETHBIX OPM, | OJMH aBT. JIUCT 1980,0
00pasIos

5 pEIaKTHPOBAHUE MATEPHAIOB KOH(PEPEHIIUMN: JOKIAI0B, OJIVH aBT. JIUCT 1050,0
COOOIIIEHNI
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Pacmm¢poBka ayauosanuceit (MarepraaoB KOHGEpEHIIHiA,
COBEIIAHUH):

6 Habop TekcTa ¢ ayauodaiina OJIMH aBT. JIUCT

2400,0

|

PEAAKTUPOBAHUEC Ha6paHHOFO TEKCTa OAHH aBT. JIUCT

1200,0

8 KOHTPOJIbHOC PCAAKTHPOBAHUEC OAHH aBT. JIUCT

120,0

PenaxktupoBanue nomynsapHoro 6ubnmorpaduyeckoro
0COOWsI, PETPOCHEKTUBHBIX HAYYHO-BCIIOMOTaTeIbHBIX
yKazareneii, 0030poB, CIIPaBOK, pedepaToB, AHHOTAIIHIA:

9 peIaKTHPOBAHKE TOMYIISIPHBIX OHOIHOrpadhuuecKux OJIVH aBT. JIUCT
MoCcOOWH: TeMaTHUECKUX ONOIMorpaguuecKux ykasaresei,
CIIPaBOYHUKOB

2640,0

10 | penakTupoBaHUE PETPOCIEKTUBHBIX HAYYHO- OJIUH aBT. JIUCT
BCIIOMOTaTeJIbHbIX yKa3aTesei

2100,0

11 pEeAAKTUPOBAHUE AHATTUTUUECKUX 0030pOB, CIPABOK, OJIMH aBT. JIUCT
aHHOTalMH, pedepaToB, CBOAHBIX pedepaTuBHBIX 0030pOB,
sKCIpecc-uHGOpMAIHiA

1080,0

12 | penaktupoBanue 6ubauorpaduueckoi 3anucu 0JIHA 3aIHCh

4,6

13 KOHTPOJIbHOC PCAAKTHUPOBAHUC OJHa 3aIIiCh

6,2

HpnMeanne: Inpu pCaAaKTUpPOBAHHHU CMCIIAHHOI'O TCKCTa K HOPMEC BpPCMCHH IIPHMCHACTCA

noBbInatonmi koddduuuenr 1,1.

4.14. Bcnomorare/ibHO-TeXHUYeCKas padora

Tabauua 84
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEeHus BpPEMEHH,
MUH.
1 2 3 4
1 03HaKOMJIEHHE C MaTepHaioM OJIMH 10,0
JIOKYMEHT
2 peaaKTUPOBAHNE MAaTEPUAJIOB OJIVIH 12,0
JIOKYMEHT

HpnMeanne: Inpu pCAaKTUPOBAHUUN CMCIHIAHHOI'O0 TCEKCTA K HOPMC BPCMCHHU IMPUMCHACTCA

MOBBIMIAOIIHN K03 dunuent 1,1.

4.15. PabdoTa no opraHu3anyu TPyAa M yNpaBJeHUIO

Tab6auna 85
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB pabOThI Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MHUH.
1 2 3 4
[TnanupoBanue paboThI
COop, aHamu3 UCXOAHOU MH(OPMAITUK; ONIpeIeTICHNE OJIVH IUJIaH
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OCHOBHBIX 33]1a4 r0/ia, YTOUHEHHE CPOKOB BBITIOJIHEHUS
3aJlaHul, HallMCaHue OObSICHUTEILHON 3alHUCKH;
MOJITOTOBKA MPOEKTA IJIaHa K 00CYX/IEHUIO Ha BCEX
YPOBHSIX, 10paboTKa 1nocie o0Cy:KIeHus; IpeICTaBICHNE
IIJIaHA HAa COIVIACOBAHUE U YTBEPKACHUE:

—

1aga OuOJIIMOTEKH

6240,0

IJIaHa OTACJIa, CCKTOpa

2740,0

WHAWBUAYAJIBHOI'O IJIaHa

370,0

ExenneBHbIN yueT pabOThl B CTPYKTYPHBIX
110/1pa3JIEJICHUSX !

CTaTUCTHUYECKHUH yueT 3alMuCaBIINXCs
(mepeperucTpupoBaBIINXCS) YUTATENEH

OJHa 3aIIMCh

2,8

(9]

CTaTUCTUYECKUHN Y4€T KHUTI'OBbIAA4, HOC@IHGHI/Iﬁ

OJHa 3aIIiCh

8,6

yueT nH(OpMAITMOHHO-OHOIoTpadguuecKor padoThI IO
yCTaHOBJICHHOH (opme

OJJHa 3a11ucChb

2,7

YUCT BBITOJHCHHBIX CIIPABOK

OJHa 3a1uchb

2,7

ExenneBublil yuet aboHEeHTOB, noJib3yrommxcst MBA:

CTaTUCTHYECKHUH yueT aDOHEHTOB, nosb3ytonmxcsi MBA

OJHa 3aIIMCh

2,7

CTaTUCTUYCCKUM YUCT NOJTYYCHHBIX 3aKa30B, BbIAAHHBIX
HJOKYMCHTOB

OJJHa 3a11ucChb

9,8

10

CTAaTHCTUYCCKUH yUET 3aKa30B, IICPECHANIPABICHHBIX B
npyrue 6uOInoTeKH

OJJHa 3a11ucChb

2,7

11

3anuch UToru padotsl B "JlHEBHUK pabOTH!"
noApasaeyieHusi OnOIMOTeKH

OJJHa 3a11ucChb

3,2

12

I/IHI[I/IBI/II[yaJ'II)HHﬁ YUET: CKCAHCBHOC 3alIOJIHCHUEC JIMCTKA
yd€Ta TpyaAo3aTrpar Wik JHCBHHUKA pa6OTBI 6I/I6JII/IOTeKap$I

OJJHa 3a11ucCh

2,7

CBOJIHBIN CTATUCTUYECKUHN yUueT 1o OubamoTexe

Yucao uynTaTenei, KHUTOBBIAAY, IIOCCIICHUI 1 HHOM
nH(OpMAaIIUY; TOJIBEICHUE UTOTOB CTATUCTUYECKUX

OJJHa 3a11ucCh

MAHHBIX 10 OMOJINOTEKE:

13

MECAIL

528,0

14

KBapTal

792,0

15

roJg

1080,0

Cratuctuueckuii yuet B pexume AC:

16

BBOJ] CTATUCTUYCCKUX NJAHHBIX C KOHTPOJBHOTI'O JIMCTA

OJWH JIUCT

0,16

17

CBOJIHBIIM CTaTUCTUYECKHIA yUeT Mo OMOIuoTeKe (YHCIIOo
qUTaTeNe, KHUTOBBIAAY, IIOCCIICHNI U HHOU
uHpopMaIun)

Ha MCCsAI

120,0

HO}IBG}IGHI/Ie NUTOTOB CTATUCTUYCCKUX JAHHBIX ITO
OuOInOTEKE:

Ha MECs1

18

MECAI]

0,27

19

KBapTaj

0,27

20

roJ

0,27

CocTaBieHHE OTYCTOB:

21

IIPUEM IIJIAHOBO-OTYETHBIX JOKYMEHTOB OT CTPYKTYPHBIX
MOAPA3ACIIEHAN C TPOBEPKOM MOJHOTHI COCTABA;
COCTaBJIEHHE CBOJIHOM TabJIMIIBI OCHOBHBIX IOKa3aTesel

OJWH
JIOKYMEHT

13,0

CocraBiicHHE aHATUTUYECKOTO OTYETA: aHAIIH3
JeSTeNbHOCTH MOIPa3IeICHU U OMOIMOTEKH, OTMETKA

OJIMH OTYET
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W3MEHEHUS 3a r0J1, HallMCaHUE TEKCTa, MPEJCTAaBICHUE Ha
COTJIACOBAHUE U YTBEPKICHHE:
22 oT4YeT OMOIMOTEKH 3a TOI 3980,0
23 OTYET OTJIeNIa, CEKTOpa 3a IOl 1320,0
24 WHJIUBUYAIbHBINA OTYET 32 IOl 586,0
Cocrasiienne (PMHAHCOBBIX OTYETOB 00 OILIATE MO BHJIAM OJIUH OTYET
TJIATHBIX YCIIYT:
25 3a MecsIl 510,0
26 | 3a KBapTai 840,0
CocraBiieHue oTueTa JUisl YuTaTesae 1 HaCeJICHUSI:
27 ONpe/ICICHUE CPOKA MPOBEICHUS OTUYETa, TOBECTKH JHS; OIHO 1580,0
OTOBEIIIEHHUE O JHE OTYETAa YATATEIICH, HACEIICHHS; BBITYCK | MEpPOINpUsiTHE
CTEHra3eThl; o(hopMIIeHHE MPOTOKOJIA, 3aMEYaHUI U
MIPEeAJIOKEHUN YUTATENIeH, HACETICHUS, COCTABIICHUE TIJIaHa
WX peann3aiuu
IToaroroBka nMpou3BOICTBEHHBIX COBEIAHUN
OrmpesenieHne MOBECTKH JIHSI, Kpyra Y4aCTHUKOB; OJIHO
MOATOTOBKA CIIPABKH, APYTUX MEPOIPHUATHIA, TPOEKTa COBEILIaHUE
pelIeHus; ONOBEIICHNE YYACTHUKOB COBEIIAHNS,
MOJITOTOBKA MOMEIIEHUSI:
28 | coBemaHue pabOTHUKOB OMOJINOTEKH 320,0
29 COBEIIaHKE paOOTHUKOB OT/IeIIa 264.,0
30 COBEIIAHHE 10 UTOTAM MPUHSITHIX PEIICHUN C TETBIO OJTHO 27,0
OLIEHKH UX Pe3yJbTaTOB, MPON3BOACTBEHHbIE COBEIIIAHMUS COBEILIaHUE
110 UTOTaM roJia
31 OIIEPAaTUBHOE COBEIIAHUE (ISl PELICHUs TEKYIINX OJIHO 22,0
MIPOM3BOJICTBEHHBIX 3a/1a4) COBEIIaHNE
Opranu3zainmonHas (onepaTuBHasi) paboTa:
32 | nokyMeHTaiIbHOE 0(OpMIIEHUE pekruMa paboThl OTAEIa OIVH 268,0
(coctaBnenue rpaduka padoThl, OTIIYCKOB U IPYTUX JIOKYMEHT
JIOKYMEHTOB)
33 obecrieueHre KOHTPOJIS 32 BHITIOJHEHUEM OJTHO 3aJIaHHE 4,4
MIPOM3BOJICTBEHHOTO 33/IaHUs U Ka4eCTBOM PaOOThHI
34 | obecnieueHre KOHTPOJIS 32 UCTIOTHEHUEM OJINH 8,8
YIPABIEHUECKOTO PELIEHNUs, TPUKa3a, YKa3aHus JIOKYMEHT
JTUPEKTOPA, 3aM. TUPEKTOPA, 3aB. OTJEIOM
35 | 3akmoueHue, MpoJIJICHHE JOroBopa ¢ hpupMamu, OJIH JIOTOBOP 840,0
MPENPUATHSIME, OpTaHU3AIUIMHU, YaCTHBIMU
MpeINPUHIMATEISIMU
36 COCTAaBJICHUE KAIBKYJISIIIAM 1IEH Ha IUIATHBIE YCIYTH OJIVH 3340,0
JIOKYMEHT
37 BBINMCHIBAHUE CUETA, KBUTAHI[UU OJWH 13,4
JIOKYMEHT
38 CBEpKa OIIaThl CYETOB OINH 13,8
JIOKYMEHT
Jlenonpoun3BocTBO:
39 | mpueMm u perucTpanus BXOAAUIEH KOPPECITOHACHIUN OIVIH 5,6
JIOKYMEHT
40 obecrieueHrne KOHTPOJIS 32 CBOCBPEMEHHBIM HCIIOJHEHUEM OIVH 5,6
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JIOKYMEHTa

JIOKYMEHT

41

CUCTeMAaTH3alMsl U MOAUINBKA UCIIOJHEHHBIX IOKYMEHTOB
B COOTBETCTBUU C HOMEHKJIATYpOH JIel

OJIMH
JIOKYMEHT

5,6

Pa6ota B pexxume AC:

42

perucrpanus BXoAsIel KOppeclnoHAeHIIMN: BBOJ B 0a3y
JTAHHBIX KOHTPOJIbHOW KapTOYKH (J1aTa MOCTYIUICHUS,
WHJIEKC IOKYMEHTa, KOPPECIIOHJEHT, 1aTa, HHIEKC
MOCTYIHUBIIETO TOKYMEHTA, KPaTKOE COACepKaHue,
PE30ITIOLIHS], KOMY HaIlpaBJICH)

OJ[HAa KapTO4Ka

7,6

43

obecrieueHre KOHTPOJIS 33 UCIIOIHEHNUEM JJOKYMEHTA:
BBIBOJI Ha DKPaH KOHTPOJIBbHOW KapTOYKH, BBOJ B HEe
nHpopMauy 00 UCIIOJTHEHUN

OJHa 3a11ucChb

4,6

IIpumeuanue: BpeMsl IPOBEIECHUS OTUYETA ME€PE] YUTATEISIMU, HACEJICHUEM, COBEILIAHUN B HOPMY
BpPEMEHU HE BXOJMT.

4.16. O0caykuBaHue yAaJeHHbIX MOJIb30BaTe el

Taoauma 86
N /o HaumenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopwma
U3MEPEHUS BpPEMEHH,
MUH.

1 2 3 4
Perucrpanus nosip3oBaTenell B pe:xuMe OHJIANH:

1 IIPOBEpKa 3aMKCH NOJIb30BaTENsl B OMOINOTEKY OIVIH 1,0

110JIb30BATENb

2 00paboTka 1 BBOJ (paMUINU, UMEHH, OTUYECTBA OJINH 2,5

MOJIB30BATENS U aJIpeca €ro JIEKTPOHHON MOYTHI 3JIEKTPOHHBIN
opmysisip

3 COCTABJICHME NMMCbMA C YKa3aHUEM JIOTHHA U OJIHO 2,5
Cr€HEpPUPOBAHHOI'O CUCTEMOM MapOJIs, IPUKPEIUICHHUE 3JIEKTPOHHOE
MHCTPYKIUU MTOJIB30BAHUS U OTIIPABKA €0 M0 MIACBMO
9JIEKTPOHHOM 1OYTE MOJIb30BATEIIO
OO6ciyXuBaHKE MOJIb30BATEIIEH B PEXKMME OHJIANH:

4 KOHCYJIbTALUS 110 UCIIOJIb30BAHUIO0 NHTEPAaKTUBHOU b/I oaHa 5,0
KHUT KOHCYJbTalUs

5 COIIPOBOXAECHHUE BUPTYaJIbHOW KHUTOBBIJAUH: OJIVH 3aKa3 7,0
(dhopMHpoBaHHE 3aKa3a Ha BUPTYaAJIbHOM KHIDKHOM MOJIKe

6 BbITpYy3Ka U3 AC HOBBIX IIOCTYIIEHUH 32 ONPEAEICHHBIN OJIUH (paiin 5,0
IIEPUOJT BPEMEHH B BUJIE YKA3aTeNsl HOBBIX NOCTYIIJICHUH
(YHII)

7 pa3MelleHne HOBBIX MOCTYIUIEHUH TOKYMEHTOB Ha canTe oJluH (aiin 1,5
OUOIMOTEKU: CO3/1aHUE 3ar0JI0BKa aHHOTAIH
npukpersieHue Qaiina(os)

8 pacchUIKa Mo 3JIEKTPOHHOM MOYTE YaJIE€HHBIM OIHO 1,5
MOJIb30BATENSIM UH(OPMAIIMH O HOBBIX MOCTYIIIICHUAX JJIEKTPOHHOE
JOKYMEHTOB IIACBMO
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9 MH(OPMAIIMOHHOE COTIPOBOXICHUE CaiiTa, mopTana u OJIHO 1,5
CTpaHUIl B COLIMAJILHBIX CETAX: CO3/IaHHE 3ar0JI0BKA cool1eHue
AHHOTAIIMU MPUKpeTyIeHne (aiiaoB
Pabota ¢ caiitoM oTxnesna OMOINOTEKH
Pabora ¢ HOBOCTSIMU OT/ena:
10 | moaroroBka MaTepuana K myoJuKanuu (pecc-peinus, OJIUH 1050,0
MIOCT-PEeIIn3, CTaThsl) MeYaTHBIN JTUCT
11 | pa3menieHrne HOBOCTH Ha calTe 0JIHa HOBOCTh 10,0
12 pa3MeleHe HOBOCTH B COLIMAIBHBIX CETSIX OJIHa HOBOCThH 10,0
13 | oTmpaBKa HOBOCTHOTO COOOILEHUS IS pa3MEICHHs Ha OJIHO 10,0
cailTax mapTHEpOB coob1eHne
14 | nonbop WIIOCTpaLUK K HOBOCTU OJIHa 5,0
WJUTIOCTPAIHS
Pabora ¢ dpororanepeeii otaena:
15 | dpoTocremka 0JIHA ChEMKA 30,0
16 | monbop dhororpadmii OJIHa 3,0
¢dotorpadus
17 | o6paboTka pororpaduii c moMoIIbI0 rpadhuIecKOro OJIHa 15,0
penakropa ¢dotorpadus
18 co3nanue oTorajaepen oIHAa 15,0
¢dotoranepes
19 nobaBiieHue noanucei kK ororpadusim OJIHa 2,0
¢dotorpadus
PaGora ¢ mOTHOTEKCTOBBIMU MaTepUaIamMH,
O6unbanorpaguuecKuMy COMCKaMH Ha caiTe:
20 | popmaTupoBaHHe MaTEPHANIOB Ul MyOJIMKalUK (IEPEBOL | OAMH MaTepHal 20,0
B Jjpyrue (GopmMartsl, JeJIeHHe MaTepraia Ha 4acTu)
21 no0aBjIeHHE OMMCAHMsI K MaTeprany (aHHOTaLus, OJIMH MaTepuan 10,0
KiroueBble cioBa) - 1000 3HakoB
22 | 3arpy3ka Marepuajia Ha BHEIIHUN CalT OJIMH MaTepual 15,0
23 OOHOBJICHHE CIHMCKA MyOIMKALUN COTPYIHUKOB OT/IeNa OJIHa 2,0
oubaunorpaduy
€CKasl 3aIlHiCh
PenaktupoBanne u 06HOBJICHHE MHPOPMAIINH HA CAalTe:
24 | pelakTHpOBaHHE MaTEPHUAJIOB OJIHA 3aIUCh 2,0
Coznanne GopMbI JIEKTPOHHBIX OTIPOCOB (IKCITPECC-
OIIPOC, OHJIANTH AaHKETHUPOBAHUE):
25 CO3JIaHME U Pa3MEIIeHUE BOIPOCOB HA CalTe OJMH BOIIPOC 6,0
26 CO3JIaHUE CTPAHMIIBI OTIPOCca U T00aBICHUE KOJa C caiiTa OJIHA CTpaHUIA 15,0
CoziaHue HOBBIX pPa3zeioB HA CalTe:
27 co3JaHue OJVH pa3zieln 15,0
PenaxktupoBanue u 00HOBIEHHE HHPOPMALIMOHHOTO
KOHTEHTA Ha CalTe:
28 | perakTHpOBaHME CTaTEH, pa3MEIICHHBIX Ha caiiTe OJIHa HOBOCTb 10,0
29 | mouck ¥ 0TOOp UH(DOPMALINHU [T PETaKTUPOBAHMUS 20,0
craructuieckoil bJ[
30 oOHoBIcHUE 3anuceit B/ OJIHA 3aIH1Ch 5,0
31 BHECEHHE HOBBIX 3amnuceii B b/ OJIHAa 3aIliCh 10,0
O06paboTKa JOKYMEHTOB JIJIsl 3arpy3KH Ha CauT:
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32 | penaktupoBaHue U GOPMATUPOBAHHE TEKCTA JOKYMEHTA OJIUH aBT. JIUCT 60,0
33 KOHBEPTUPOBAHUE JOKYMEHTA U3 OJHOTO (popmara B OJVH 10,0
apyroii ¢opmar JOKYMEHT
34 | 3arpy3ka Ha BHEIIHUE PECYPCHI OJVH 15,0
JIOKYMEHT
35 | pa3melieHue Ha caiiTe OT/Aesa OJIUH 10,0
JIOKYMEHT
3anojaHeHNe CTPAHMLIBI OTAEIA B COLUATIbHBIX CETAX:
36 | mouck u 0TOOp HOBOCTEH Ha BHEIIHUX PeCypcax 0JIHa HOBOCTb 24,0
37 COCTAaBJICHMC aHHOTAIIUH K HOBOCTSIM 0JIHA HOBOCTbH 15,0
38 pa3MelIeHHe N0CTa Ha CTPaHUIIe OTieNa OJIHa HOBOCThH 5,0
4.17. Onpenenenne KHUroodecne4eHHOCTH yueOHOro npouecca B 0ase 1aHHbIX AC
Taoauma 87
N /i Haumenosanwue mporiecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
U3MEpEHUS BpPEMCHH,
MUH.
1 2 3 4
1 TOUCK OMpPEICIEHHON JUCIMIUIMHBI y4eOHOTO Tpoliecca B OJIHa 1,0
moayie "Kuuroobecne4eHHOCTh" MUCLIMILINHA
2 nouck B 6aze qaHHbIX AC TOKyMEHTOB, TOAXOISAIINX JUIS OJlHa 10,0
BBIOpAHHOW TUCIUIIMHBI (OCHOBHOM CIIHUCOK), B PEXKUME JTUCIUILTNHA
MIPOCTOr0 U PaCcIIMPEHHOI0 MONCKA
3 IIPOCMOTP KaKAOI'0 JOKYMEHTA 10 BCEM ITapaMeTpam s OIVH 60,0
ornpezeneHuss He0OXOAMMOCTH BKIIOUEHHSI €T0 B CIIUCOK, JIOKYMEHT
0TOOp BHIOPaHHBIX TOKYMEHTOB (J100aBIeHUE K
MMEIOIIMMCS TIOJISIM €111 OTHOTO TMOJIs " MUCIuIIInHA ')
4 IIPUCOETUHEHNE OTOOPAaHHBIX JOKYMEHTOB (OCHOBHOM OJlHa 5,0
cnucok) B Moayiie "KuuroodecneueHHOCTh" K JUCLATIIINHA
OIIpEAEIEHHON JUCIMILINHE

5. TunoBble oTpac/ieBbl€ HOPMbI TPpyJda Ha paﬁoTbl, BbBIITOJIHACMbBIC B 1€TCKUX, IOHOIICCKHUX
onbdanorexax, B ondamorexkax HUMU, odpasoBaTe/IbHBIX yUpeKIeHUI (HA OCHOBE
ABTOMATHU3UPOBAHHBIX CHCTEM YIIPaBJIEHHS MPOLECCAMH)

5.1. KomniekroBanue (pOHI10B

Ta6auna 88
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboTh Enununa Hopma
U3MEpEeHUs BpEMEHH,

MUH.

1 2 3 4

1 npueM u oToop 171st GOHAOB HOBBIX TIOCTYIUICHUH, OJIH 3,6

IIOJIYYEHHBIX 110 COIPOBOIUTEIBHOMY JOKYMEHTY - JIUCTY JOKYMEHT
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rOCyJAapCTBEHHOM pErucTpanyu
2 TeXHUYECKass 00pabOTKa JOKYMEHTOB OIH 4.5
JIOKYMEHT
3 BBOJI JOKyMEHTOB B 06a3y nmanHbIX (B/I) OJIMH 4,5
JIOKYMEHT
5.2. Bubdauorpajguyeckoe onucanue u HHIEKCHPOBaHNeE IOKYMEHTOB
Tadauua 89
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
HU3MEpEHUS BpPEMCHH,
MUH.
1 2 3 4
1 dhopmupoBanre OUOIMOrpaduIECcKOi 3arucu Ha OJIHA 3aITUCh 18,0
JOKYMEHTBI Ha PYCCKOM SI3bIKE (OmucaTeNbHas
KaTaJIOTM3a1lns )
2 dbopmupoBanue 6ubimorpadudeckoi 3anucu Ha 0J1Ha 3aIlMCh 27,0
JOKYMEHTBI Ha THOCTPAHHBIX €BPOMEUCKHX S3bIKAX U
s13pIKkax HapooB Poccuiickoil dexnepaiuu, Kpome
pycckoro (onucaTtenbHast KaTaJoru3alus)
3 UHJIEKCUPOBaHUE JIOKYMEHTOB (COJIepKaTelIbHAs 0J1HA 3aIllCh 18,0
KaTaJIOTM3a1us )
5.3. PaGora ¢ katanoramu
Taoauma 90
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
[ToaroroBurenpHas padora:
1 pa3bop KapToYeK AJisi paCCTAaHOBKH B alipaBUTHBIE OJIHa KapToyKa 0,5
KaTaJIOTH
PenaktupoBaHue reHepaibHOTO alihaBUTHOTO KaTaJlora: 0JIHa KapToyKa
2 Katayor - ctapbiid psag (mo 2000 roma) 1,0
3 KataJsior - HoBbIH psj (¢ 2000 rona) 0,5
4 KaTajor - ”HOCTPaHHBIEC €BPOTEHCKUE S3BIKU U S3bIKU 1,0
HaposioB Poccuu, kpome pycckoro
5 pa3bop KapToYeK JAJisi paCCTAHOBKHU B CHCTEMAaTHYECKUE OJIHa KapToyKa 0,3
KaTaJIOTH
6 penakTupoBaHue [ eHepaTbHOTO CHCTEMATHYECKOTO OJIHa KapToyKa 0,5
karasora (I'CK)
7 penakTHpoBaHUE opUrnHan-Makera b3 Ha ogHOYaCTHBIE OJIHa KapToyKa 0,3
JIOKYMEHTOB
8 penaKTUpOBaHUE OpUrnHai-mMakera b3 Ha MHOro4acTHbIE OJIHA KapTO4yKa 0,45
JIOKYMEHTOB
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9 penakTupoBaHue 3anuceit Ha enquuuibl Xpanenus B 110 mo OJIHAa 3aIIiCh 5.4
M3BEILEHUSM O BHECEHUU U3MEHEHUH B KaTaJIOTH,
MOJIYYEHHBIMH U3 TeXHoJornueckoro otaena (TO)
PenaktupoBanne oubnuorpadpudeckux 3anuceit (b3) OJIHA 3aITUCh
(xoHTpONBHBIE IOJs popmata u TekcTa b3):
10 | pemakTupoBaHUE KOHTPOJIbHBIX MOJIeH hopmara 5,4
11 penakTupoBanue Tekcra b3 5,4
12 | penaktupoBanue 6udanorpaduueckux 3anuceii (b3) B I10 0J1Ha 3aIlNCh 5,4
(BBenenue nnaekcoB bbK B b3)
13 ¢dopmupoanue b3 B 10 ¢ ncnonb30BaHrEM CBOTHOTO 0JIHA 3aITUCh 12,0
katasnora Poccuiickoit @eneparuu
14 | penaktupoBanue b3 Ha MHOrogactHele 10KyMeHTHI B 110 OJIHA 3aIIUCh 12,0
5.4. PaGora ¢ pongom
Ta6auna 91
N /i Haumenosanwue mponiecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
IToaroroBurenbHas pabora:
1 MOATOTOBKA pabOYMX MECT; OpraHu3alus pabouero Mecra: | OJHO pabouee 5,0
MOJIKJIIOUEHNE KomIbroTepa, Bxog B OPAC, nposepka MECTO
AJIEKTPOHHON MOYTHI, pPacChlIKa OTBETOB Ha 3aIpOChHI;
MOJITOTOBKA 3aj1a K paboTe: opraHu3aius pabounx MecT
YUTaTENIeH, BIaKHAsE 00pab0TKa MOHUTOpPA KOMITBIOTEPA,
CTaHILMU caMOOOCTYKMBaHUs, MOHUTOPA 3JIEKTPOHHOTO
Karajora, pacCTaHOBKa (pa3MelleHne KHUKHOTO MacCuBa,
C/IaHHOT'0 TIOCJIE MPEBLAYILEro pabovero AHs, Ha MOJIKAX
OTKPBITOIO JIOCTYTIA), 03HAKOMJIEHUE C NIEPUOJUKON U €
HOBOCTsIMHU B ceTH "MHTepHer"
2 IIOJIy4EHHUE JJOKYMEHTOB C BBICTABKH HOBBIX ITOCTYIIJICHUN OJIHA MMapTUs 16,0
(pu yuactue 4-X 4eOBEK) (100
JJOKYMEHTOB)
3 IIpUEM HOBBIX ITOCTyIUIeHUH B [IporpamMmme nepenauu; OJIHA MapTus 12,0
CBEpKa HaJIW4us KHUT B [IAPTUU C CONIPOBOIUTEIBHBIM (100
JOKYMEHTOM JIOKYMEHTOB)
O6paboTka HOBBIX NOCTYIJIEHUHN
4 [lepBuuHBI pa300p HOBBIX MMOCTYIJICHUI; TPOCTABICHHUE OJIHA MapTus 26,0
LITEMIIENS HAa TUTYJIBHON U 17 CTpaHHWIaX KHUTH; (100
aKTUBALMS U PEJAKTUPOBAHUE B DJIEKTPOHHOM KaTaJIore; JIOKYMEHTOB)
nevyatb HHBEHTApHOro N U NMpUKIEUBAHUE PAIHUOMETKU
(eIMHUYHBIE YK3EMIUISIPHI)
5 Pa36op 10KyMEHTOB 7151 OTIpeIeIeHIs] PACCTAHOBOYHBIX OIVH 1,0
mmdpos JIOKYMEHT
6 IIpeaBaputenbHas cuCTEMaTU3aLMs JOKYMEHTOB OIVIH 1,0
IpynnoBoi o0pabOTKH AJIs ONpeieTICHHs OJI0YHOTO JIOKYMEHT
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HHJEKCa
HIudpoBka TOKYMEHTOB: OJIUH
JIOKYMEHT
7 ¢ aByms mmdpamu (1- "BUpTyaIbHBIN") 1,0
8 6e3 mudpa 1,8
9 JIOCBUIBI 3,6
10 | BBOg mudpa 0,5
HIndpoBka TOKyMEHTOB I'PYyNIIOBONH 00pabOTKH: OJIUH
JIOKYMEHT
11 | npenBapuTenpHas cucTeMaTu3anys (BBOJ UHIEKCA 1,0
otpaciu 3Hanus no tabimmam bBK B OK)
12 | neranpHas cuctemMarusanus (BBOJ OJIOYHOTO UHIEKCA 1,0
bBK B OK)
13 00paboTKa JOKYMEHTOB Ha MHOCTPAHHBIX €BPOMEUCKIX OJVH 3,6
sI3bIKaX JIOKYMEHT
14 | oOpaboTka JOKYMEHTOB Ha HAIMOHAJIBHBIX SI3bIKAX OJIUH 4,5
Hapos10B cyObekToB Poccuiickoit denepannu JIOKYMEHT
15 npuem u obpabotka gokymentoB X VIII - XIX BB. OVH 8,0
JIOKYMEHT
16 | npuem u 00pabOTKa OTECYECTBECHHBIX EPHUOTUUECKUX OJVH 1,8
n3nanui u3 3TIN JIOKYMEHT
17 | mpuem u 00paboOTKa HHOCTPAHHBIX MEPHOTUIECKUX OJIUH 1,8
n3nanuit u3 3TIN JIOKYMEHT
18 nepemudpoBKa JOKYMEHTOB OJVH 27,0
JIOKYMEHT
19 BBOJ Oap-koja nokymeHTa B OK OJIUH 2,6
JIOKYMEHT
20 | mepenavya JOKyMEHTOB Ha sipyca @b B nucneruepckoit OJlHa apTus 26,0
IIporpaMme (100
JJOKYMEHTOB)
O6cnyxuBanue ynraresneit u abonenton B Ob:
21 BBITNIOJTHEHUE TPEOOBaHUH, MOCTYNUBILINX IO OJIHO 1,0
IEKTPOHHOMY 3aKa3y TpeboBaHuE
22 | B3aMMOpacueT cO CTPYKTYPHBIMH MOAPA3/IEICHUSIMU OJIHA MMapTUs 14,0
OoubIroTeKu (100
JJOKYMEHTOB)
23 | paboTa ¢ 3aJ0MKEHHOCTBIO: COCTAaBIEHUE MO Oa3e OJIH 1,8
YUTAJIBHOTO 3aJ1a CIUCKA 33JJ0JDKHUKOB; COCTaBJICHUE IO JIOKYMEHT
6a3e LeHTpaJIbHON Kadeaphl CIHCKa 3a/I0JKHUKOB,;
BBIIIEJIIEHNE U3 OOIIEr0 CIMCKA 3a00/DKHUKOB OMOJIMOTEKHN
3aJI0JKHUKOB; €KEIHEBHBIM KOHTPOJIb JIOJKHUKOB C
HallOMMHAHUEM O HEOOXOJIMMOCTH BO3BpaTa 3aJepKaHHbIX
KHUT; aHaIn3 3¢ (EKTUBHOCTH MPOAETaHHON paboThI
ObecrnieyeHrie coxpaHHOCTH (OHJIOB:
24 | mOATOTOBKA TOKYMEHTOB HAa MUKPO(UIBMHUPOBAHUE U OJINH 5,4
CKaHUPOBaHUE JIOKYMEHT
25 nepenavya JOKyMEHTOB Ha MUKPO(UIbMUPOBAHUE U OJlHA ITapTUs 16,0
CKaHUPOBaHUE (20
JIOKYMEHTOB)
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Ceepka (honaa ¢ anekrpoHHbM kKatanorom (IK): OJVH
JIOKYMEHT
26 | 01HOYACTHBIE JOKYMEHTBI 1,8
27 MHOTOYaCTHBIE JOKYMEHTBI 3,6
28 MPOBEpKa JAOCTYIA K AIEKTPOHHOMY PECYPCY OJVH 5,4
JIOKYMEHT
5.5. CnpaBouHo-0ubauorpaduyeckoe 00Cay:;KuBaHUE
Tadauua 92
N /i Haumenosanwue mporniecca, onepanuu. CoctaB paboOThI Enuanma Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
Brinonnenue yctHbix Oubnnorpaduyeckux CrpaBokK:
1 MOATOTOBKA paOOYNX MECT €KE€IHEBHO 13,0
2 €KETHEBHBIM CTaATUCTUUECKUN y4eT CIIPaBOYHO- €KETHEBHO 13,5
6ubarorpaduueckoro o0CIyKUBaHUsI YUTATENEH
3 W3Y4YE€HHUE OTPUIATENILHBIX OTBETOB Ha €KETHEBHO 13,5
Ooubamorpaduueckre 3arpockl ¢ IENIbIO BRISIBICHUS Opaka
4 MIPUEM 3aIrpoca Ha BBIMOJHEHHE OnOIMorpaduieckoit OJIVH 3a1poc 10,0
CIPAaBKHU
5 o(opmiIeHre KOHTPOIBHOTO JIMCTKA MOJIb30BATENS OJIUH 1,0
10JIb30BATENb
6 TeMaThyeckasl ycTHas oubnuorpaduyeckas cnpaBka 0JIHA CIIpaBKa 17,0
7 aJipecHasl yCTHas CIpaBKa OJIHA CTIPaBKa 8,0
8 yTOUHsIOIIas ycTHas Oubnuorpaduyeckas cupaBka OJIHA CIIPaBKa 18,0
9 ¢akrorpaduyeckas yctHas Oubauorpaduyeckas crpaBka 0JIHa CIIpaBKa 15,0
10 | opueHTHpYIOIIast KOHCYJIbTALUS OJlHa 6,0
KOHCYJIbTaIHsI
11 o6ubnmorpaduueckas / pakrorpaduyeckas crpaBka 1o OJlHa CIpaBKa 12,0
Tenedony
BrinonHenne nucbMeHHbIX OuOIrorpaduyecKux CIpaBoK:
12 | mpueM u perucTpaius MMCbMEHHOTO 3a1poca B OJIMH 3aIIpoc 3
OpraHU3allMOHHOM Tpynne
13 | gucneruepusanysi NMCbMEHHBIX 3arpocoB B rpynie CbO €KETHEBHO 60
14 | peructpanus 3amnpoca B KypHaJle yyeTa MHICbMEHHBIX OJIHa 3aIlNCh 3
cnpasok rpynnsl CbO
ITucbMeHHas TeMaTHUYEeCKas CIIpaBKa:
15 TemMaTuyecKas CripaBKa 1-0i CTENEeHM CIOKHOCTH: 10 25 OJIHa CITpaBKa 1200,0
Ha3BaHUii, ¢ MpocMOTpOM OUGIHOrpaduuecKux
HMCTOYHHKOB
16 | TemaTnueckas cupaBKa 2-0i CTENIEHU CII0)KHOCTH: CBBILIIE OJIHA CIIpaBKa 2900,0
25 Ha3BaHUM, C MPOCMOTPOM OHUOIHOrpadUIecKuX U
TEKCTOBBIX HICTOUHHKOB
17 | nuceMeHHas yTouHsromas oundauorpaduyueckas crpaBKa OJTHA CTIPaBKa 360,0
18 | nuceMeHHas aJipecHas clipaBKa OJIHA CIIPaBKa 120,0
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19 | nucemenHas ¢akrorpaduyeckas cupaBka 0JIHAa CIpaBKa 360,0
20 MUChbMEHHbBIE KOHCYJIbTAIlMU: TeMaTHYeCKas oHa 480,0
KOHCYJIbTaIlMsl, KOHCYJIbTAllUsI-KJIUIIIE KOHCYJIbTaIUs
PenaktupoBaHue BbINOJIHEHHBIX MMCbMEHHBIX CIIPABOK:
21 aJpecHas MUCbMEHHAs CIpaBKa OJlHa CITpaBKa 9,0
Temarnueckas TMCbMEHHAs! CIIPaBKa: 0JIHAa CIpaBKa
22 1-# cTeneHu CII0KHOCTH 18,0
23 2-H CTENEHH CJIOKHOCTH 48,0
24 | yrouHstonias MMCbMEHHAs CIIpaBKa OJlHa CITpaBKa 8,0
25 | gaxTorpaduueckas nMCbMEHHAs CIPaBKa 0JIHa CIpaBKa 8,0
26 | perucrpaiys BHIIIOJHEHHONW NMCbMEHHON CIIPABKU B 0J1HA 3aIllCh 3,0
rpynne CBbO B )kypHaje ydeTa NIMCbMEHHBIX 3alPOCOB
27 | peructpaiys BHIIOJHEHHONW NMChbMEHHOW CIIPABKU B OJIHA 3aIIUCh 2,0
opranuzanponHon rpynne CbO
28 odopmiIeHrE U Iepeaada/OTIPaBICHIE OTBETA 3aKa3UUKY OJIVH 3a1poc 12,0
BupryanpHas cipaBouHas ciayxo0a:
29 | BUpTyanbHasl TEMaTUYECKas CpaBKa 0JIHAa CIpaBKa 18,0
30 | BupTyanbHas aJpecHas CIpaBKa OJlHa CITpaBKa 7,0
31 | BupTyanbHas yTOUYHSIOLIAs CIIpaBKa 0JIHA CIpaBKa 18,0
32 | BUpTyaJbHasi OPUEHTUPYIOLIAs CIpaBKa 0JIHa CIpaBKa 6,0
33 odopMIIeHHE OTBETA Ha 3alIPOC YUTATENS OJHO MUCHMO 6,0
34 | nomoJHEHHE apXuBa BHINOJIHEHHBIX cripaBok ("basa OJ/IHA CIIPaBKa 11,0
3HaHU"
35 | ckanupoBanue 1okyMeHTOB U3 GhoHaoB ChO mo 3akazam OJIHA CTpaHUIIA 3,0
10JIb30BaTENEN
Koncynpranuu: o1Ha
KOHCYJIbTAIIHSI
36 METOINYECKast 10,0
37 TeMaTHYeCKast 10,0
38 JIOKQJIbHAsI KOOPJAWHALIMSA U JUCIIETUYEPU3ALINSl BBIIIOJIHEHUSA | OJHO MUCBMO 12,0
BUPTYaJIbHBIX CIPABOK
bubnnorpaduyeckoe o0yueHue nonp3oparesei
Koncynpranuu: o1Ha
KOHCYJIbTAIIHSI
39 METOINYECKasT 10,0
40 TeMaTHIecKas 15,0
41 MOATOTOBKA OMOIHOrpaduIeckoro 0030pa Mo METOIUKE OJIUH 0030pa 2400,0
¢dbopmupoBanus 6ubnuorpaduyeckoit 3anucu, paboThl C
Karajgoramu, Oubinorpapu4ecKMMI HCTOUHUKAMH
(dbopMHpOBaHHUS CIHMCKA JIUTEPATYPHl K HAYYHOU padoTte
42 | moAroToBKa M MpoBeaeHue oubauorpapuieckoro o63opa OJIMH 0030pa 480,0
110 METoAMKe Onbrorpaduueckoro ONMCaHus
43 | mpoBeaeHHE IKCKYPCHH O (POHIaM H CIIPABOYHO- OJIHa 480,0
oubnuorpaduueckomy amnmapaty (CBA) IIBC IKCKYpCHS
Benenue cipaBoyHo-6ubnorpaduyeckoro anmnapara:
44 | BeneHHUe apXHBa BBIIIOJHEHHBIX CIPABOK B AJIEKTPOHHOM OJIHa CIpaBKa 8,0
pexumMe
45 BBOJ KapTOTEK B BJ[ OJlHA KapTOoyKa 6,0
BricraBounas pabota: OJIHA BBICTABKa
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46 | pa3paboTKa MmiiaHa OPTaHU3AIUH U YKCTIOHUPOBAHHUS 2160,0
TEMaTH4YeCKON BBICTAaBKU

47 | mOArOTOBKA CONPOBOJUTENBHON JOKYMEHTALIUU K 360,0
BBICTaBKE, STUKETaXKa

48 MOHTAQK BBICTaBKHU 480,0

49 JIEMOHTAK BLEICTAaBKU 240,0

IIpumeuyanue: npu paboTe C AOKYMEHTaMH Ha WHOCTPAHHBIX €BPONEHCKHUX SI3BIKAX M S3bIKaX

HaponoB Poccuiickoit ®@enepanmu, KpoMe pycCKOro, K HOpMaM BPEMEHH NPHMEHSETCS TOBBIIAIOIINIA
ko3 Punument 1,15.

5.6. HoTHble M31aHUs M 3BYKO3aIIUCH

Ta6auna 93
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpeHus BpPEMEHHU,
MUH.
1 2 3 4
dopmupoBanue OMOIHOrpadUUecKoi 3arncH:
1 Ha TPaMIUIACTUHKU HA PYCCKOM SI3bIKE (OMHcaTeIbHas OJINH JIUCK 140,0
KaTaJIOTM3a1lus)
2 Ha rpaMIUIaCTUHKY Ha THOCTPAHHBIX €BPONEHCKUX SI3bIKAX OJINH JTUCK 180,0
U sA3bIKax HapoaoB Poccuiickoit denepanun, kpome
pycckoro (onucaTenbHast KaTaaoru3alus)
3 Ha ayIM0 KOMIIAKT JUCKE Ha PYCCKOM SI3BIKE OJIMH JTUCK 160,0
(omucaTenpHas KaTajgoru3aius)
4 Ha ayJu0 KOMIIAKT JUCKE HA HHOCTPAHHBIX EBPOIENCKUX OJIMH JTHCK 220,0
SI3bIKAx M s3bIKax HapoJoB Poccuiickoit Penepannu,
KpPOMeE PYCCKOTO si3bIKa (onucaTeIbHasi KaTalorusanus)
5 Ha MY3bIKaJIbLHOM KOMITaKT JUCKe (OmucaTenbHas OJIUH JUCK 480,0
KaTaJIOrM3alus)
6 Ha HOTHBIE U3/1aHUs HA PYCCKOM SI3bIKE (OMHCaTeNbHAS OIVIH 132,0
KaTaJjoru3anus) JIOKYMEHT
7 Ha HOTHBIE U31aHUSI HA THOCTPAHHBIX €BPONEHCKHUX OJIVIH 140,0
S3bIKax M s3bIKax HapoJoB Pocculickon Penepauuy, JOKYMEHT
KpOMe pyccKoro (onucaTenbHasi KaTaJoru3alus)
CrpaBouHO-0nbIHOrpadueckoe 00CIyKUBaHUE B
YUTAJILHOM 3aJie
Brinonnenue yctHoi 61M0iarorpaguueckoil CupaBKu:
8 MIPHUEM 3apoca Ha BHITIOJIHEHUE OnbIuorpaduieckoi OJIMH 3aIIpoc 6,0
CIPaBKH
9 TeMaTu4eckas ycTHas Oubauorpapuyeckas crpaBka OJIHA CIIPaBKa 20,0
10 | ycTHas aapecHas 6bubnunorpaduueckas cupaBka OJIHa CIpaBKa 12,0
11 yTOUHsIOIIast ycTHas Oubnuorpaduyeckas crpaBka OJIHA CIIPaBKa 22,0
12 | dakrorpaduyeckas yctHas 6ubnanorpaduueckas cupaBka OJIHA CIIPaBKa 18,0
Koncynpranuu: OJIHa
KOHCYJIbTaIHsI
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13 | bubnuorpaduveckue 10,0
14 OPUEHTUPYIOLINE 3,0
15 BCIIOMOTaTeIbHO-TEXHUUECKHUE 6,0
BrimonHeHne MuChbMEHHBIX OMOIMOrpaguecKux CIpaBoK:
16 | mpueM u perucTpaius 3anpoca B KHUTe yyeTa OJlHa CITpaBKa 15,0
MUCHbMEHHBIX OMOIMOrpauIecKrux CIpaBoK
17 | u3ydeHue 3anpoca, yCTAaHOBJICHUE UM YTOUYHEHUE OJlHa CITpaBKa 900,0
9JIEMEHTOB Oubmorpaduyeckoi 3anucu
Benenwne cipaBouH0-0MOrorpaduyeckoro amnmapara:
18 | odopmiieHHE KAPTOUKH JUISI KAPTOTEK 0JIHa KapToyKa 16,0
19 | co3manue oubamorpaduyeckoi 3anucu (b3) Ha cTaThu 1O OJIHA 3aITUCh 8,0
MY3BIKE U3 JIOKYMEHTOB, HE COOTBETCTBYIOIINX MPODUITIO
M3
20 BEJICHUE KapTOTEK OJlHa KapToyKa 1,0

5.7. PaboTta ¢ 1uTepaTypoii no 6M6IM0TEKOBeIeHUI0, OO 1uorpadgoBeIeHHI0 U KHUTOBeIeHHI0

Taoauma 94
N /o HaunmenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
O06paboTKa HOBBIX MOCTYMJICHUN B IPOrPAMMHOM
obecneuenuu (I10):
1 IIPUEM HOBBIX IIOCTYIUIEHUH OTE€YECTBEHHBIX JOKYMEHTOB OJINH 0,5
B JIUCMETYEPCKON MporpaMMe nepeaun JIOKYMEHT
2 IIPYUEM HOBBIX IIOCTYIUIEHUH HA HHOCTPAaHHBIX OJIMH 1,0
€BPOIEMCKHUX SA3bIKAX U s3bIKaxX HaponoB Poccuiickoi JIOKYMEHT
Denepannu, KpoOMe pycCKOro
3 oopmieHre KapTOUKU Ha JJOKYMEHT Ha PYCCKOM S3BIKE OJIHa KapTO4Ka 8,0
JUIS KaTaJoroB U 00JJACTHBIX KAPTOTEK C UCIIOJIb30BAHUEM
6ubnuorpaduyeckoit 3anucu
4 odopmIiIeHrEe KapTOUYKU Ha TOKYMEHT Ha HHOCTPAHHBIX OJIHA KapTO4YKa 10,0
€BPOIECUCKUX A3bIKAX U A3bIKaX HapoaoB Poccuiickoi
denepanun, KpoMe PyCCKOT0, JIJIsl KaTaJlOTOB U 00JIACTHBIX
KapTOTEK C MCHOJIb30BaHUEM OMOIHOrpaduecKoi 3arucH
5 AHAJIMTHYECKOE OMUCaHNe TOKyMEHTOB B [1O OJHA CTaThs 12,0
OO6cyxuBaHue MOJIb30BaTeNel; BUPTYyallbHas ClIpaBOYHAs
ciyxb6a:
6 npueM Oubimorpaduyeckoro 3anpoca YuTaTesst OJIMH 3aI1poc 3,0
7 BUPTYyaJIbHAs] TEMAaTUYECKasl CIIpaBKa OJIHA CIIPaBKa 54,0
8 BUpTYyaJIbHAas aipecHas ClpaBKa OJIHA CIIPaBKa 18,0
9 BUpTYyaJIbHasl YTOYHSIOIAs ClIpaBKa OJIHA CIIPaBKa 26,0
10 | BupTyanbHas axkTorpaduueckas cupaBka OJIHA CIIPaBKa 20,0
11 oopmiieHre OTBETa Ha 3apPOC YUTATEIS OJIHO ITHUCBMO 10,0
12 | momojHEeHUE apX1Ba BBHIOTHEHHBIX cripaBok ("'baza OJlHa CITpaBKa 10,0
3HaHUM")
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13 €XKECIHEBHBIM CTATUCTUYECKUH y4eT CIIPABOYHO- €XKECTHEBHO 12,0
oubmorpaduueckoro 00CIy)KUBaHUS YATATEIICH
5.8. O0padoTka onTHYeCKNX KOMNAKT-IUCKOB (OJP)
Taoauna 95
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEPEHUS BpEMEHHU,
MMH.
1 2 3 4
1 MOJYYEHHUE U JOCTAaBKA ONTUYECKUX KOMITAKT-IUCKOB U3 OJlHA NapTHUs 30,0
nucnetrdyepckoit OLIK3 JIOKYMEHTOB
(100 nuckoB)
2 MIPUEM HOBBIX MTOCTYIJIEHUA ONTUYECKUX KOMIIAKT- TUCKOB | OJIHA MapTUs 60,0
JIOKYMEHTOB
(100 muckoB)
3 CYMMapHbIi y4eT KOMIIAKT-IUCKOB (II0 YCTaHOBJIEHHOMN OJ/IHA MapTHUs 7,0
hopme) JTOKYMEHTOB
4 VHJIMBUYQJIbHBIN YYE€T KOMITAKT-JUCKOB OJIHAa 3aIliCh 1,0
5 TeXHUYECKass 00pab0OTKa ONTHYECKUX KOMITAKT-THCKOB OJIMH 2,0
JIOKYMEHT
6 mudpoBKa JOKyMEHTOB B MOyJie dKk3eMIUIsipbl [10 OJIUH 1,0
JIOKYMEHT
5.9. PabGora ¢ yurareJasamMu
Taoauma 96
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
HU3MEPEHUS BpEMEHHU,
MMH.
1 2 3 4
3anuch nonp3oBarens B OM0IHOTEKY, paboTa ¢ yuTaTeneM:
1 MOATOTOBKA pabOYMX MECT MOJIb30BaTeNeh 1 omud ITK 2,0
00CITYKMBAIOIIETO MEPCOHANA: MPOBEPKA TEXHUIECKOTO
COCTOSIHHSI CETEBOTO OOECIIeUeHUS 1 TTapKa
BBIYMCIUTEIIFHOM TEXHUKH, BKIOUYeHHe T1K
2 MIPUHATHE Mep M0 JIMKBUAauuu cooes B padote [1K, padote OJIMH cOOM 10,0
CEeTH, OTCYTCTBHS JIOCTYIA K 0a3e NaHHBIX MOJb30BaTENeH,
WH(POPMUPOBAHUE COOTBETCTBYIOIIHNX CIYKO 0 COO0sX,
MIPOBEpKa HEUCTIPABHOM 00opyoBaHus, Gukcaius cOoeB B
TeTpaau ydeTa C yKa3aHHeM XapaKkTepa HEUCIPaBHOCTH U
BpEMEHH Havasia c0osi, IocTe YCTPpaHEHHUsI HEMOIa KU
OTMETKa BpEMEHU €€ yCTPaHCHUSI
3 MPOCMOTP AOKYMEHTOB UuTaTeNs (Mmacmnopr, OJIMH YUTATECIIb 3,0
YA0CTOBEpPEHNE, TOPYIUTEIBCTBO), TPOBEPKA HATUUHS
YUETHO-PETUCTPAIMOHHON KaPTOUKH YUTATENS
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3armoHeHue (HOpMyIIsipa YUTATEINS, YIeTHO-
pPErucTpPallMOHHOM KapTOYKH, YUTATEIHCKOT0 Oniera

OJWH
KOMIIJICKT

5,0

03HAKOMJICHUE YUTATEISI C IPABHIIAMH TIOJIB30BaAHUS
OMOJIMOTEKOM, pacmookeHueM (PoH/1a, CTPaBOYHBIM
anmnapaTom

OAHH YHUTATCJIb

6,0

moA0Op M paccTaHOBKA 10 HOMEpaM OMIIeTOB, alipaBUTY
(dbamunuil ynuTareneil y4eTHO-perucTpaliMOHHBIX KapTOUeK

OJ[Ha KapTO4Ka

2,0

OCYILIECTBIIEHUE KOHTPOJIS 32 BO3MOKHBIM HAJTMUUEM
JAHHBIX O YATATeJIe KaK HapyluTele, (JIMIIEeH IpaBa
I10JIb30BAHUS); BEJICHUE (M PErYJISPHBIN IPOCMOTP)
KapTOTEKU YHTATEJICH-HAPYIIUTEIICH.

OAHH YHUTATCJIb

0,5

Ilepeperucrpanus YuTaTeIICn:

nouck ¢popmynsipa (pErucTPallMOHHONW KAPTOUKHU)
YHUTaTels, BHECEHNE N3MEHEHHI B HUX M B YUTATEIIbCKUX
ounerax (yrOuHEHUE aHKETHBIX JaHHBIX, HOBOTO
YUTATEILCKOTO HOMEpPA, JaThl IEPEPETUCTPALIIH) C
BEJICHUEM KapTOTEKU HAYYHBIX TEM U TEKYIUX U3MEHEHUI
(moxy4yeHue 3BaHUi, MyOJUKaluid, 1apoB)

OJ[Ha KapTO4Ka

2,0

3anuck (epeperucTpalus) YntaTenei B
ABTOMATU3HPOBAHHOM PEXKHUME:

cheMKa (DOTOKaMepoil I YUTATENILCKOTO OneTa u
BCTaBKa GoTorpaduu B YNTATEIHCKUHA OMIICT

OJINH
[MOCETUTEIIH

2,0

10

oopMIIeHHE KOJIa YMTATEIIsI C KOHTPOJBHBIM Pa3psaoM H
CPOKOM T0JIb30BaHMS YATATEILCKUM OUJIETOM, HA OCHOBE
BBIAHHOHN HH(OpMAIIH

OJINH
[MOCETHUTEIIHb

0,4

11

BblJla4Ya HA IPUHTEP CBGI[GHI/Iﬁ O 3alTMCaBIICMCs YU TATCIIC
B BUC YUTATCILCKOI'O ounera

OJWH
INOCCTUTCIIb

0,4

12

HaOOp Ha KJIaBUAType CBEACHUI 0 uyuTaTene: haMuims,
M3, OTYCCTBO, XaPAKTCPUIYIOIIUEC €TO ITPU3HAKH
(oO6pa3zoBaHue, CIEHATBLHOCTD), KOJI, HOMEP
YUTATEIHCKOTO OmieTa; poTocheMKa

OJWH
IHOCECTUTCIIb

2,0

13

OCYIIIECTBIIEHHE KOHTPOJIS 32 BO3MOKHBIM HaTUUHEM
JAHHBIX O YATATENIe, 3aMrcaBiieMcs B Ou0InoTeKy (paHee
3amucaH, JIMIIEH MpaBa MOJIb30BaHUs)

OJWH
IOCECTUTCIIb

2,0

14

o(opMIIeHHE YUTATENBCKOTO OUIeTa C HOMEPOM U CPOKOM
M0JIb30BaHUS YUTATEILCKUM OUIIETOM, HA OCHOBE
BBIAHHON MH(pOpMaIUn

OJIMH OWJIET

1,0

15

BbIJIaua Ha MPUHTEP CBEACHUHN O 3aIUcaBIIEMCs YUTATENe
MPOBE/ICHUE PAIMOYACTOTHON HACHTH(DUKAITNT
YUTATENILCKOTO OMIIeTa; MPOBEACHUE IEHEKHOTO
B3aMMOpacueTa ¢ T0JIb30BaTENIeM Yepe3 Kaccy; yAajJeHHas
3aIlUCh: CBEPKA JIaHHBIX PETUCTPAIIMOHHON KapTOYKH,
KOIIMH C TacropTa, ohopmMIIeHHE T0TOBOpa-o(epThl Ha
MIPEJOCTaBIIEHUE JJOCTYIIA K 3JIEKTPOHHBIM pecypcam
6ubaroTexku, Habop Ha KJIaBUAType JTaHHBIX, JJIS
3aI0JIHEHMS JI0TOBOPA, BBIBO/I IOTOBOPA HA MPUHTED,
TIOJIHCH JIMIIA, 3aKJTFOUABIIETO JOTOBOP

OJWH
IHOCCTUTCIIb

15,0

16

odopmIIeHHE BX0/1a-BBIX0/Ia YATATENS U3 OUOINOTEKU
(OCTOSIHHBIN YMTATEIbCKUIN OMIIET CKAaHUPYETCH,

OJWH
IOCCTUTECIIb

2,0

15.11.2018

Cuctema 'APAHT




ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

BBIJIACTCS KOHTPOJIbHBIN JINCTOK)

Brimonnenue TpeboBaHui OJB30BaTENEH, Bbllaya
JOKYMEHTOB M3 OCHOBHOT'O KHUTOXpaHeHus /
CIeLIMAIM3UPOBAHHOrO (POHJA!

17 | momyuenue TpeOOBaHUS HA JOKYMEHT U3 OCHOBHOTO OJIHO 1,0
XpaHEeHHUs, IPOBEPKa MPaBUIILHOCTH 3a0JTHEHUS TpeboBaHue
TpeOOBaHUs, PETUCTPAIHS

18 | momyueHnue TpeOOBaHUS HA JOKYMEHT, IPOBEPKA OJIHO 1,0
[IPABUIIBHOCTH 3aII0JIHEHUS TPEOOBaHUS, pErUCTpalys, TpeboBaHue
nopaboTka TpeboBaHus, OO0 Mo mmdpam B
CHeLIMAIM3UPOBAHHOM (DOHJIE

19 | ycraHOBKa MecTa HaXOKJEHUSI HEHalJIEHHOI'O JJOKYMEHTa OIVIH 5,0
1o 6a3am u GaHKaM JaHHBIX, CIPABOYHBIM KapTOTEKaM, JIOKYMEHT
Karajoram

20 | BBLAAYa JOKYMEHTA U3 OT/JeNIa KHUTOXPAaHEHUs / OJIUH 1,5
CHEeIMATIM3UPOBAHHOIO (POH/Ia YMUTATEII0; OTMETKA Ha JIOKYMEHT
KHWXHOM (Qopmyiisipe / TpeOOBaHUM; 3aUCh JOKYMEHTOB
B YATATEIBCKYIO KAPTOUKH (BKJIAJHOM JIHCT), OTMETKA B
KHHUT'€ 3aKa30B
Brinaua qokymenTa u3 oTaena KHUTOXpaHeHHs /

CIELUAIM3UPOBAHHOrO (DOHJIA YUTATENIO:
21 | mpuéM JOKyMEHTa OT YMTATeNsl / TOJIB30BATEIIS OJIUH 1,0
JIOKYMEHT

5.10. Boigaya KOMILIEKTOB JOKYMEHTOB BO BpeMEHHOE M0JIb30BaHMeE MOApa3ae/ieHusIM ON0JIMOTeKH

Taoauma 97
N n/n HaumenoBanue npouecca, onepauuu. CocraB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4

1 odopMIieHHE 3asIBKH / aKTa HAa KOMIUIEKT JJOKYMEHTOB, OJlHA 3asBKa, 20,0
II€pEIaBaEMbIil B CTPYKTYPHOE NOAPA3ACIECHUE OJIUH aKT

2 10100p JOKYMEHTOB B KOMITJIEKThI; peruCTparus OIVIH 10,0
BBIJIAHHBIX JOKYMEHTOB B YUETHBIX (hopmax KOMIIJIEKT

3 BblJ1a4ya KOMIUIEKTOB JIOKYMEHTOB, OTMETKA Ha KHUKHOM OJUH 5,0
bopmyssipe (MHAMKATOPE) JaThl BBLAAYH, JAHHBIX KOMILJIEKT
MO/Ipa3IeNIeHNH, MOTyYaroINX KOMIUIEKT OTMETKA B KHUTE
BBIJIaYU J1aThl BbIJAYN, JAHHBIX NIOpa3eIICHUH,
MIOJIYYaAIOIUX KOMILJIEKT, OTMETKA B aKTe Mepeaadn

4 [IOJIy4YEHUE KOMILJIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX OIVH 18,0
MO/Ipa3JIeNIeHNUi; TOUCK KHIKHOTO (hopMyIisapa KOMILJIEKT
(MHOUKATOpPA), MOTAIIEHUE OTMETKH O Bblade, BIOKEHUE
€ro B JIOKYMEHT; MPOBepKa, (PU3NIEeCKOro COCTOSTHUS,
IIEPECUET JIMCTOB, CBEPKA C AKTOM IIE€pE1aut; IOralieHue
OTMETKH O BbIJJau€ B KHUI'E BbIJIaUH
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5.11. O0cayxkuBaHue MOJb30BaTeNell JOKYMEHTAMHU B 3aJ1e ¢ THOPUIHBIM 00CIy:KHBAHHEM, 3aJ1€e
3JIEKTPOHHBIX pecypcoB, 3aJie ""UHTepHeT', 3a/1e cienuajau3upoBaHHoro oraena. Ilpuem 3aka3on no

Teseony U3 ropoaa

Tadauua 98
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEPEHUS BpEMEHHU,
MUH.

1 2 3 4

1 MIPOBEJICHUE KOHCYJIbTALlUH, Oece bl C UnTaTeNIeM 10 OJIMH YHUTATENb 2,0
npaBujiaM 00CITyKMBaHUS B 3aJI€ U MPEIOCTABIISIEMBIX
yclyrax, o MeToAuKe MoUCKa Mo CIPaBOYHO-
oubnmorpaduyueckomy anmnapaty npu U3, y KaTanoros,
KapTOTEK, KHIKHBIX TOJIOK, O BO3MOKHOCTSIX TTOUCKA U
WCIIOJIB30BaHUS SJIEKTPOHHBIX PECYPCOB;
MH()OPMHUPOBAHHE YUTATENS O HOBBIX MOCTYIIJICHHUSIX

2 KoHcynbTaruu 1o padore c [1K B 3ane, mo padore B OJIVIH YNTATEIb 2,0
AJICKTPOHHOU OMOJIMOTEKE

3 MIpHEM 3aKa30B MOJIb30BaTeNIel Ha U3aHUSI U3 OCHOBHOTO OJIMH 3aKa3 0,9
KHUTOXPAHMJINIIA

4 MOJIy4eHHUe TOKYMEHTA, 3aKa3aHHOTO YNTATENIEM B OT/IENe OJIUH 0,9
KHUTOXPaHCHHUS / CTIeIUaIM3UpoBaHHOTO (poHaa / JIOKYMEHT
YUTAJILHOM 3aJI€ OTJIeNa

5 paccTaHOBKa U3JaHUN HAa OpOHEMOJIKaX YUTAIBHOTO 3aJa, OJINH 0,3
MOCTYNUBIIMX U3 KHUTOXPAaHWINILA 10 3aKa3aM JIOKYMEHT
10JIb30BaTENIEN

6 moa00p AOKYMEHTOB Ha OpOHENOJIKe, 3aKa3aHHbIX U3 OJIUH 0,4
OCHOBHOT'O KHUTOXpaHWIHINA, TIepeaada Ha Kadeapy JIOKYMEHT
BBIIAYU

7 moA0O0p TOKYMEHTOB B MOJCOOHOM (DOHJIE YUTATIEHOTO OJIH 2,0
3ala, nepeiaya Ha Kageapy BbLAaun JIOKYMEHT

8 10100p AOKYMEHTA B XpAHEHUHU CHEIUAIN3UPOBAHHOIO OJIUH 10,0
¢donma, oTMeTKa Ha TpeOOBaHUH, TIepeava JOKYMEHTa Ha JIOKYMEHT
Kadenpy BblIaun

9 YCTAHOBKA MECTa HAaXO0K/ICHUSI HEHANJEHHOIO IOKYMEHTA OJVH 22,0
0 CIIPABOYHBIM KapTOTEKaM, KaTajoraM, PerucTpaIus JIOKYMEHT
OTKa30B

10 | BpIIaya JOKYMEHTA YATATENIO: CBEPKa BbI1aBa€MOT0 OJWH 1,8
JIOKYMEHTA C YATATEITHLCKUM TpeOOBaHUEM, ITPOBEPKA KOHTPOJIbHBIN
HAIMYUs CTPaHUI / KaapoB MUKpoduiIsMa, MUKpOhUII, JIUCTOK
coJiepKaHue JIMCKA, CANTHIBAHKUE MTPUX-Ko1a (TIpH
3JIEKTPOHHOM 3aKase) B Moayie "mupkymnsauus” DK,
OTMETKa KHUTOBBIJIaYl Ha KOHTPOJIHHOM JIUCTKE

11 MpueM JOKYMEHTa OT YUTATEINsI: CBEPKA €ro ¢ OJIH 1,0
TpeOoBaHUEM (KOHTPOJIBHBIM JIUCTKOM), IPOBEPKA JIOKYMEHT
COXPAHHOCTH JIOKYMEHTa, HAIMYMS CTPAHUI] / KaJPOB
MUKpO(]rIIBEMa, MUKPO]HUIIL, COEpKAHUE TUCKA,
CUMTBHIBAHUE IUITPUX-KOJA (TIpU JIEKTPOHHOM 3aKa3e),
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BHECEHHE OTMETKH O MPUEME Ha KOHTPOJIbHOM JICTKE
12 | mepenava / TpaHCIIOPTHPOBKA / TIOCTABKa JOKYMEHTA, OJVH 1,0
CHAHHOTO YHUTATEJIEM, B OT/I€]l KHUTOXPaHEHUS JIOKYMEHT
13 BBISICHEHHUE T10 IMOBOJY 3aKa3a U MPOJICHUE CPOKa OJIVH 3a1poc 1,0
I0JIb30BAHUS JOKYMEHTaMU 10 TesiehoHy
14 | BeISICHEHHE 1O MMOBOY 3aKa3a U MPOJICHUE CPOKa OJIMH 3a1Ipoc 2,0
T10JIb30BAHUS JOKYMEHTAMHU 10 AJIEKTPOHHOM MOYTe
15 | obecrieueHre KOHTPOJISI 32 CPOKAMHU TTOTH30BAHUS OJIMH 3a1Ipoc 0,8
JTOKYMEHTOB
16 | mpouieHne CpoKa MOJIb30BaHUs JOKYMEHTOB, ITIOMCK Ha OJIUH JIEHb 30,0
KapTOYKH, BHECEHUE OTMETKH O MPOJICHUN CPOKa
OJIb30BAaHMUS, TIPOJUICHUE TI0 TeeoHy cpoka
T10JIb30BAHUS
5.12. BuyTpennss padora
Taoauma 99
N /o HaunmenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopwma
HU3MEPEHUS BpEMEHHU,
MUH.
1 2 3 4
IToaroroBka K BelJaue JOKYMEHTOB:
1 MpOBepKa OPOHEMOJIOK C OTIOKEHHBIMH JOKyMEHTaMU (10 | Ha OJIUH JCHb 10,0
CpOKam)
2 cOpocKa JOKYMEHTOB (II0 CPOKaM) OJIMH 0,2
JIOKYMEHT
3 MO/IBE/ICHUE UTOTOB U aHallM3 pabOThI 3a MPOLIEAIIUI Ha OJUH JEHb 12,0
JI€Hb, BHECEHUE 3aITUCH B )KYpPHAJIbl CTATUCTUKHU
4 MIPOCMOTP HOBBIX MOCTYIJIEHUH JUIsl PEKOMEHIalluU OJIH 3,0
YUTATEISIM JIOKYMEHT
5 POCMOTp (TIpOBEpPKa MPABUIHLHOCTH PACCTAHOBKH ) KHUT Ha OJIUH JICHb 5,0
(hoH1a OCHOBHOT'O XpaHEHUS
ITonBenenue uToros paboTHI 3a ICHb:
6 IIpOBEpKa aHKET U 3amuceil B 0aze JaHHBIX Ha €KETHEBHO 60,0
COOTBETCTBHE KOJIOB (CEMbH) I€TEH, pOAUTENCH U APYTUX
POJICTBEHHUKOB
7 MPOCMOTP UH(GOPMAIIUU O HOBBIX MEPONIPUATHUSX, €XKEHEBHO 40,0
3aHATHUSAX, KHUKHBIX BBICTABKaX, CIIEKTAKIISAX U MPOYee TS
PEKOMEHIAIINH YUTATEIISIM
8 CUCTEMaTHU3allisl aHKET M0JIb30BaTesIeH 3aiCaHHbIX 32 €KEeTHEBHO 15,0
JI€Hb
5.13. CnpaBo4Hasi 1 HHpOPMALMOHHAs padoTa
Tadauua 100
| N o/ \ HaunmenoBanmue nporiecca, onepanun. CoctaB paboTh Enuanna Hopma \
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U3MEpPEHUS

BPEMEHU,
MUH.

2

3

4

Y4er nocTynuBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOUEK):

BbIAABJICHUE HEBBIIIOJIHCHHBIX 3aKa30B, COCTABJICHUEC 3asBKU
Ha HCBBIIIOJIHCHHBIC 3aKa3bl

Ha OJIHY
HEJIEJII0

840,0

Opranusariius CrpaBo4HO-0nOIHOrpaduyIecKoro amnmapara
(CBA):

cocTaByieHHe OuOIHOrpaduuecKon 3amucu

OJIMH
JIOKYMEHT

2,3

[Tpocmotp u ot60p KapTodek B CHA B HEIAX U3BIATHS WIH
nepeMenieHus (BTOpUUHBINA 0TOOP):

U3BATHE U3 KaTaJIOroB U KapTOTEK KapTOUYeK Ha
JTOKYMEHTBI, CIIICaHHBIE U3 (OHIA; TPOCMOTP
KpaeBeIuecKux, Onomorpaguieckux u
¢bakTorpauIecKux KapTOTEK, UIBSITHE U3 HUX KAPTOUKU
Ha JIOKYMEHTBI, IOTEPSIBIINE IEHHOCTD, IEPEBOJ KAPTOUKH
B apXMBHbIE KapPTOTEKHU (YHUUTOKEHHE); BHECEHUE
OTMETKH B KypHaJIe yueTa 1 pEerucTPalliOHHON KapTOTEKeE;
U3BATHE U3 KaTAJIOTOB M KAPTOTEK KapTOUYEK Ha
JIOKYMEHTBI, CIUCaHHbIe U3 (hOoHIa

OAHO Ha3BaHHC

1,0

Opranuzanys KapTOTEeKH MePCOHAINN U TEMaTUYECKOU
KapTOTEKH:

OIIPECIICHUE U COCTABIICHUE IIEPEYHS JIUL, CBEIECHUSA O
KOTOPBIX OTPa)aroTCs B KAPTOTEKE; IIPOCMOTP
MH(OPMALIMOHHBIX U3/1aHUMN, TIEPBUYHBIX IOKYMEHTOB,
0TOOp TOKYMEHTOB JIJIs1 BKIIIOUEHHSI B KAPTOTEKY;
COCTABJICHHE AHAINTUYECKOI0 aHHOTUPOBAHHOTO

OJIHa
KapTOTCKa

15,0

O6nbnorpaduueckoro onucaHus TOKyMEHTa

MPOCTaBJICHNE KBATU(PHUKAIIMOHHBIX HHAEKCOB, MOI00D
KapToYeK Mo uHAeKcaM (ayipaBuUTy) U pacCTaHOBKA
KapTOUYKH B WH(OPMAIIMOHHBIA MacCHB

OJlHa KapTO4Ka

4,0

TeXHUYECKas U CofiepKaTeIbHas 00paboTKa JOKYMEHTOB
JUIsl BKJIOYEHUS B KApPTOTEKY; pacCTaHOBKA KAPTOYKH 110
andaBuTy paMuINil aBTOPOB U 10 BUJAM JIOKYMEHTOB

OJIMH
JIOKYMEHT

3,0

TEXHUYECKOE PEAAKTUPOBAHUE KapTOTEK: IPOBEPKA
COOTBETCTBHS CTPYKTYPHI, COACPKAHUI U 0HOPMIICHHS
KapTOUYeK B COOTBETCTBUU C TPEOOBAHUSMU JTaHHOU
KapTOTEKH; 3aME€Ha BETXUX KapTOUYEK U pa3aeauTenen

OJlHa KapTOo4Ka

2,0

5.14. DKcKypcHOHHAas 1eSITeIbHOCTD

Taoauua 101

N /o

HaunmenoBanue nporiecca, onepanun. CoctaB paboThI

Ennanma
U3MEPEHUS

Hopma
BPEMEHU,
MHH.

3

4
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1 9KCKYpCHS 110 OMOIHOTEKE oJHa 60,0
KCKYPCHSI
2 yrIIyOn€HHAsE SKCKYPCHSI ¢ METOAUYECKHM COJIEpKAaHHEM OJlHa 300,0
KCKYPCHSI
5.15. Ilcuxosiornyeckasi MOAAeP:KKa YMTATEIeH
Ta6auna 102
N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopwma
U3MEpEeHus BpPEMEHU,
MUH.
1 2 3 4
1 IIPOBEJICHUE IICUXOJOTUYECKUX KOHCYIbTAIUM JUIsl 1eTeil u OJlHa 180,0
poJuTesel Mo BONpocaM pa3BUTHUS M YTEHUS JIeTel KOHCYJIbTaIHsI
['pynnoBeie 3aHATHA U1 pOAUTENIEH 110 BOIIPOCAM OJIHO 3aHATHE
Pa3BUTHI U YTEHUsI JETEH:
2 MOAr0OTOBKA 1080,0
3 MPOBEJICHUE 120,0
4 npodeCCHOHATbHBIE KOHCYIBTALUH JIJISI TIOJAPOCTKOB U OJlHa 180,0
CTapILEKIACCHUKOB KOHCYJIbTaIHsI
5 podeCCUOHAIBHBIC TPEHUHTH JIJIS1 TIOJIPOCTKOB U OJTHO 3aHSTHE 180,0
CTapUIEKIACCHUKOB
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