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OO0 yrBepKAeHHHA THIOBBIX OTPAC/IEBBIX HOPM
TpYAA HAa paboThl, BLIHOJIHAEMbIe B GUOHOTEKAX

B cootercTBuH ¢ riyHkToM 2 [IpaBmi pa3paboTku U yTBEpXKIeHHS THOOBLIX
HOpPM TpyJa, YTBEDXAEHHBIX mnoctaHoBieHueM IlpaButenncrsa Poccuiickoit
Deneparun ot 11.11.2002 Ne 804 (Cobpanue 3axoHozaTenbcTsa PoccHAckoH
Depeparmu, 2002, Ne 46, cT. 4583), npHKa3 bl Ba:
1. VIBepauTh TMIIOBEIE OTPACEeBEe HOPMEI TPYa Ha paboThbl, BEINONHAEMBIE
B 6U61HOTEKAX, COTIIACHO NMPHIIOKEHHIO.
2. KoHTponp 3a HCIONHEHMEM HACTOALUETO MPUKa3a BO3NOXKUTL Ha

3aMecTUTeN Muductpa Ky isTypsl Poccnlickoif ®enepanun H.A. Manaxosa.
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ITpunoxeHnue
K npHKasy MUHHCTEpCTBa KYIIBTYPHI
Poccuiickoit denepaiiun

orpexalpootar. e A58 ¥

THunosble OTpacieBbie HOPMBI TPYAa HA padoThI,
BLINOJIHSEMBIC B OHONHROTEKAX

I. BBognast yacrthb

TuUnoBbIE oOTpacieBble HOPMBI TpyJa Ha paboThi, BBINOJHAEMbIE B
6ubnuoTekax, pa3paboTaHBl B COOTBETCTBHH ¢ IyHKToM 2 IlpaBun paspaGoTku u
YTBEpXKIEHHS  THIOBBIX HOPM  TpyJda, YTBEPKACHHBIX  MOCTAHOBICHUEM
ITpaButenscrBa Poccuiickoit ®enepauun ot 11.11.2002 Ne 804 (CobOpanue
3aKkoHoJaTenbcTBa Poccuiickoit Pepepauun, 2002, No 46, cr. 4583), B uemax
peannsauuy nyHkta 4 pasgena V Ilnana MmeponpusaTtHii («J0pOXHOH KapThi»)
«M3MeHeHHs B OTpaciusx COLMaIbHON c¢ephl, HampaBlieHHBlE Ha [OBBIIIEHHE
3bdexTuBHOCTH  cdepsl  KYIBTYPBI»,  YTBEPXKAEHHOTO  pacHOpKEHHEM
IlpaButenscrBa Poccuiickoit @enepamun ot 28.12.2012 Ne 2606-p (Cobpanue
3akoHOHarenscTBa Poccuiickol ®epepaiyn, 2013, Ne 2, c1. 137; 2014, Ne 19,
cT. 2470), N npeaHa3HAa4YeHH A1 (POPMHUPOBAHHA OOOCHOBAHHBIX ONTHMANBHBIX
nmokaszaTesNied  TPYNOEMKOCTH  BBINONHeHHs  paboT B rocyJapCTBEHHBIX
(MyHuUMDANBEHEIX) OUONHOTEKAX, OTIPEASNEHUA WTATHOW YUCIIEHHOCTH PaOOTHHUKOB,
BBIOAYH HOPMHPOBAaHHBIX 3aJaHMii M COOTHOUICHHH MeXIy IUIAHOBHIMH M

HOTrOBOPHBIMH paﬁoTaMpl.
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I1. HopmMaTHBHAK YaCTh

1. TunoBsie OTpacneBble HOPMBI TPYAA HA pabOTEL, BEIOJHASMBIC B FOCYAaPCTBEHHBIX
(MyBRunHNAIBABIX) OnOMMOTEKaxX (63 HCNONb30BaHKA ABTOMATH3KPOBAHHEIX CHCTEM YNpaBReHUS

OpoLiecCaMH)

1.1. Kommaekroranue 6ubnuoreutHoro goraa

Tabnuua 1
Ne Eaunnua Hopwma
w/ Hanmexosanne npounecca, onepanuu. Cocras padorns u3MepeHNs BpeMeHH,
MHH.
1 2 3 4
Texymee koMnnekToBanue OHOMIoTeYHOrO PoRIa
IpocmoTp KHHTOM3ATENIbCKOH H KHHIOTOpProBOH
BEHGOpMATIHY:
1 |mpocmotp KHHIOH3/IaTEIIBCKOM " KHHTOTOProBOM | OHA MMO3UIUA 2,0
HHDOPMAITHH
2 | mpocMOTp HHpOPMALMH OYKHHHCTHYECKUX ayKLIHOHOB OZIHA MTO3ULUA 2,0
Onpenenenne TeMbl H BUAA OOKYMEHTa, MOUIEXKALIErO | ONHA MO3HLMA
0T60pY, BHIICHEHHE HEOOXOANMOCTH IPHOOPETEHUA 1A
3 | NOKYMEHTOB, KHHT, MRTCPUATIOB 5,2
4 | cTraponeqaTHBIX U PYKOTIHCHBIX JOKYMEHTOB 10,0
OnpenencHue 3K3EMIUIPHOCTH 3aKasa; OJiHa MO3ULHA
S |{md noRpa3feneHuit 0,89
6 | 11a OHGMHOTEKH B LieJIOM 1.6
OdopMienne 3axaza; YKa3aHue K3eMIUIAPHOCTH, CTOMMOCTH | OXHMH 3aKa3
3aKaza, JaThl
KonuuecTBo 3aKa3aHHBIX Ha3BaHHi:
7 ]1-15 40,0
g 116-25 65,0
9 (26-75 196,0
10 176 - 100 2610
11 |odopMmienne 3akaza Ha 3apyDeKHBIE RAOKYMCHThE OJUH 82,0
AOKYMEHT
12 [nogrotoBka cnmMcka HOKYMEHTOB, NpelUlaraeMbIX K| OJIHO Ha3BaHHE 26,0
MEXIOYHApOIHOMY KHHrooOMeHy, CBepka CIHCKAa €
KaTajoroM
13 [cocTapnenne KapTOYKH AAS KapTOTeKH OpraHm3alyi- | OlHAa KapTouKa 6,0
MAPTHEPOB, YKa3aHHe Ha3BaHMA OpraHM3amMii, azpeca,
Ha3BaHUA 0OMEHUBAEMBIX JOKYMEHTOB
PaGora B aBroMaTu3upoBaHHO# cucreme (AC):
14 | BBOA 3aKa3a TEKYLUETO KOMIVIEKTOBAHHUSA B §a3y JaHHEIX AC | 0OHO Ha3BaHHUE 4,6
15 | penaxTHpoBaHHe BBEJCHHBIX B 0a3y HaHHBIX CBEeACHHUH 0| OQHO Ha3BaHHE 2,5
3aKase
16 |BBIBOA HA TNPUHTED AAHHBIX TEKYIETO KOMIUIEKTOBAHHSA, OOUH 1,6
pacrneyarka JOKYMEHT
17 | Benenue peecTpa NocTaBIIUKOB B AC ONHA MO3UIUA 8.3




N Hopma
o Eaunuia
/o Haumenosanne mpouecca, onepauuy. Coctas padoTsl H3MEDeHHs BpPEMEHH,
P
MHH.
1 2 3 4
BeacHue KapTOTCKH TEKYLIETO KOMIUIEKTOBAHHS:
18 |cocTaBneHHe KapTOYKH, YKazaHHe aBTOpa, 3arylaBHs, | OAHA KApTOYKa 4,5
BEIXOHHEIX JAHHBIX, PETHCTPALIHOHHOTO HOMEpa
19 |mepeHeceHue cBefeHMit 0 3akale Ha KapTOUKH; yKa3aHHE | OJJHA KapTOyka 1.0
3K3EMIUIAPHOCTH 3aKasa, PacNpelcicHHe Mo CTPYKTYPHBIM
noAapa3icNeHUAM
20 |moabop kaproukd 10 andaBHTy LIS PACCTAHOBKM B | OOHA KAPTOUKa 0,4
KapTOTEeKY TeKYIIEro KOMIIEKTOBaHHA
21 |paccraHOBKa XapTouku B andasute ¢amMunHit apTOpOB, | OOHA KAPTOYKA 1,0
3arfaBiil B KAPTOTEKY TEKYIIET0 KOMIUIEKTOBAHHS
OdopmneHHe NOANHCKH HA NEPHOANYECKHE H3TAHUSA:
22 | BoIfop HA3BaHHA NEPHOAHHMECKUX H3TAHHH 1A TOANHCKH O/IHO Ha3BaHHUE 2,7
23 | cOop 3aABOK OT MOApa3AecHUil OMONHOTEKN AN NOANMCKY | OAHA 3adBKa LS
Ha HEpUOAHYECKHE H3JaHUA
24 |cBepka pacnedaTKH  COMCKOB  YCJIOBHO  3aKA3aHHBIX | OJIHO HAa3BaHHE 1,7
NEPUOAHYECKHX H3DAHHH ¢ KapToTekoil 3aka3os, BHeceHHe
H3MEHEHRH B pacnevaTKy CIUCKOB
25 {cBepKa 3akasa TeXYyLIero roja Ha NepHOLHYSCKHE H3LAHHUA C | OJHO Ha3BaHHE 24
MOANACKOH MpeapIayIuero roaa A BBIABICHUS H3MEHSHHH
B HA3BaHHAX; BHECEHHUE H3MCHEHUH JaHHBIX
26 |cBepKa BBIXOJAHBEIX JAHHEIX BIEPBHIE  3aKa3bIBAEMEIX | OHO Ha3BaHHUE 13,5
3apyOexHbIX NEPUHOSHIECKHX n3Aauui c
6ubnuorpapudeckuMH  CPaBOYHHKAMH H  JpYTHMH
HHGOPMAlMOHHBIMI HCTOYHHKAMHA
27 jopopMnenne 3akaza Ha [OANHCKY; MOACYET CTOUMOCTH| OZRMH 3aKa3 8.4
TOANHCKA ¢ YYETOM JQCTaBKH; 3alONHEHHAC KBMTAHIIHW
aboHeMeHTa Ha NEPUOAHYECKOE H3JaHHe
28 | cocTaBneHHe pPETHCTPALMOHHON KapTOYKH AN KapTOTEKH | OJHA KapTodka 4.5
NepHOIHYECCKUX H3TaHHH
Pabota B aBTOMaTH3UpOBaHHOM pexume (AC):
29 {BBOJA 3aKa3a Ha NEPHOIHYCCKHE H3JAHHA B 0a3y AaHHBIX OJIHA KapTO4Ka 3,5
30 | BBIBOA Ha 3KpaH perHCTPalHOHHON KapTOvKH, pACMIEHaTKa OJHA KapTOuKa 1,8
31 {koppeKkTHpOBKA 3aKa3a: BHIBOA HA OKpaH CHOHCKA| OHO HA3BAaHHUE 1.8
NCPUORHYECKUX H3AAHAH; BHECEHHE U3MEHERUH
[MoaroToBka AOKYMEHTALMH JUIS 3aKYTIKH H3JaHHH:
32 |ayknuoHHAA TOKYMEHTalLlHA OIMH KOMIIEKT 480,0
33 | moKyMeHTauus 4711 KOTHPOBOK OIHH KOMIIIEKT 400,0
34 | noroBop / KOHTpaKT OJHH KOMIUIEKT 240,0
35 | cocTaBNneHUe TEXHUYECKOTO 3aJaHus JJIA ayKIIHOHA OJIUH KOMILJIEKT 2400
36 {cocTaBneHHe CBOAHBIX TaONHIl U CNHCKOB H3NAHHH JUId | OIHH KOMILICKT 360,0

TAMOMXHH, COHpOBOﬂHTBJIbHOﬁ
MEXAYHADOAHOTO NovdTaMTa

AOKYMEHTALHAHK VIR




N Hopma
o Eaununa
i HaumeHoBannAe npouecca, onepanun. CocraB paboTsi w3meperys BpeMeHH,
MHAH.
1 2 3 4
Mepenucka ¢  KHHIOTOPTOBBIMH  OpraHU3ALUAMH M
H3JaTeJbCTBaMH, OHONHOTEKAMH, AAPUTEAAMMU:
37 | cocrapneHUe, 11€4aTh TEKCTA THChMa (3amlpoca, PEeTeH3KU), | OOHO MHUCHMO 10,2
PETHCTpaALNA B KHATEC HCXOAMIINX AOKYMEHTOR (IOCTAHOBKA
Jatbl, NOpPAAKOBOTO HOMepa, YKa3aHHe HaHMEHOBAaHHA
OpraH{3alllH, KpaTKO¢ COASPXKaHHE NHCEMA)
38 |cocTtaBnenHne, TeyaTe  OMArogapcTBEHHONO  NHCHMA,| OXHO MHCHMO 11,0
pericrpalusa B kuure apos 6uGaAHOTEKH
39 |coctapneHue, nevaTh NUCHMa Ha NpeABapHTENbHEIH 00CUYeT | OOHO NHCEMO 52
H3JaHuH, MOATOTOBJICHHBIX K IPHOOPETEHHIO
40 | opopMmreHHe, OTNpaBKa 3aka3a H3AAIOIINM OPTraHH3aLHAM, | ONHH 3aKa3 3,1
PACTIPOCTPAHUTENIAM
4] |aTpubynua M COCTABEHHUE 3aKMIOUCHHUA I SKCHEPTHOH OIHH 360,0
KOMHCCHH IIPH NTOKYNKE JOKYMEHTa JOKYMEHT
Hoxommiexktosanre dubmoreanoro dhonaa:
42 |nmepemucka ¢ JIHccepTallHOHHBIMM COBETAMH: COCTaBJICHHE,| OIHA 3a5BKa 20,0
Habop TeKkcTa MNHCbMa (3ampoca, NPETCH3HH) B Clyvae
OTCYTCTBHA 00f3aTENBHOTO 3K3EMIUIApa JOKYMEHTA B oHae
43 |monydeHHe 3adBKH HA NPHOOPETCHHE JOKYMEHTOB OT| OJHA 3a4BKa 2,6
noapa3aeIcHHiA
44 | cBepka 3aaBKH ¢ «ba30il JaHHBIX 3aKa3a» OIHO HA3BAHHE 2,0
45 | MpocMOTP KapTOTEKH HEYAOBICTBOPEHHOrO CIpOCA; aHAIH3 OHH 3,0
OTKa30B JUIA BLIBIEHHS OTCYTCTBYFOLIUX AOKYMEHTOB AOKYMEHT
46 |cocrapieHne OuGamorpaduyeckoit  3amuWcH;  yKalaHue | OJIHA KapTOUKa 3,6
KOJIMYECTBa 3K3EMILIAPOB M CUIJIOB OAPA3AEICHUA
OtOop  SMEKTPOHHBIX  H3JAHMH AN DACKTPOHHOH
6ubnuotexu (3b):
47 | otOop ¢aiina no cnucKaM mpeioxeHuH aas Ob, npoBepka | oAHO HazBaHue 3,0
Ha AYONETHOCTh, IIPOBEACHHE CBCPKH  3alHCH C
AMEKTPOHHBIM KaTanoroM (3K)
48 impoBepka  ACTHTHMHOCTH  PasMEIIEHHS  BJICKTPOHHOTO | OHO HA3BaHHE 10,0
JOKyMeHTa B 3B
Or0op ceTeBbix ynaneHHbIX pecypcos (CYP):
49 1 apocMoTp KHHMOH3AaTeNbCKOH H KHHIOTOProBOH | OJHH pecypc 2,0
HHpoOpMalHH
50 jonpegenenye TEMBI pecypca, COCTaBa, YCHOBMH HOCTIyNa,| ONHH pecype 90,0
CO3JaHHe IEPBHYHON 3aIUCH B NACHOPTE pecypea
51 |opraHy3auus NPOBEACHHA TECTOBOTO focTyna K CYP OJIHH pecype 860,0
52 |3anonneHHe THCTA TECTHPOBAHHAS OJIHH pecype 420,0
53 | BKMOYeRHe 3a9BKH B ISKTPOHHBIH yKazarens 3aKaza OlHA KapTo4Ka 0,26

Ot6op mokyMeHTOB U3 OOMEHHBIX GOHAOB GHOMHOTEK Ia
JIOKOMILIEKTOBAHMA:




N Hopma
) Eaunnnuna
o/ HaumeHnoBanne npouecca, onepanuu. Cocrae paGorsl H3Mepenus BpEeMEHH,
MHH.
1 2 3 4
54 | npoCMOTP CMHCKOB, KAPTOTEK, KAaTaNoror OOMEHHBIX (POHIOB | OZHO Ha3BaHUE 3,2
6ubnuorek, 0TOOP HYKHBIX JOKYMEHTOB, CBepKa ¢
KaTaJloraMB M KapToTekamMu  cBoell  Oubanorexw;
COCTABJICHHE CIOHCKA Ha JOKYMEHTH, OTOOpaHHbIE B
0o6MeHHOM GoHAe
KonuyecTBo AOKYMEHTOB, BKJIHOUEHHBIX B CIIHCOK:
5511 3,6
56 12-10 37,4
57 |11-25 87,7
58 126 - 50 197,0
CocTaBneHHe ONEpPaTHBHOIO (Texkyiero) nj1ana
KOMILIEKTOBAHMS:
59 |onpenencHue MeponpuATHE MO (OPMHUPOBAHHI) EIWHOrO| OJMH IIaH 1044,0
doHma Ha TeKYLIMH roi, OTBETCTBEHHBIX HCIONHHATENEH,
KOJIMYECTBEHHBIX nokasareneit o0Bbema donpa
(moCTYINEHHEE, BBIOBLITHE), HCTOYHHKOB NOCTYIUICHHUA, CMETH
PacxoioB
OdopMienne miaHa KOMIUIEKTOBaHUS B Gopme:
60 | rabnun olna Tabnuua 2,6
61 | kapToTeku OfHA KapTouKa 2,6
Pabora B aBTOMaTH3HpOBaHHOM pexnme (AC):
62 | BBOA MnaHa KOMIUICKTOBAHUA B a3y JaHHBIX AC OIHH MJ1aH 1,1
63 | koppexkTHpoBKa 0a3bl OaHHBIX;, BHIBOA Ha 3KpaH; BHECEHHE OAHH 1,6
H3IMEHEHHH JOKYMEHT
1.2. [IpueM ¥ y4eT NOCTYMUBIIKX KOKYMEHTOR
Tabnuua 2
Ne Enunnua Hopma
HauMeHnoBaHue npouecca, onepanun. Cocras padoThl BpeMeHH,
n/n H3MEpEeHHS
MHH,
2 3 4
Pacnaxorka / ynakoBka H3JaHUii 0JIHa fauKa 2,5
2 [Pa3bop RmOKYMEHTOB MO BHEaM, $3bIKaM, HCTOYHHKAM | OJHO Ha3BAHUC 1,0
TOCTYIUICHUS
3 |ITpoBepka OTCYTCTBHS OpaKOBAHHBIX 3K3¢MILLAPOB OAMH 1,0
IKIEMILITAD
[IpEeM AOKYMEHTOB, NOCTYIHBIIHX C COMPOBOAWTENHHBIM
JOKYMEHTOM!
4 |mpHeM AOKYMEHTOB N0 CONPOBOAMTENLHEIM MaTepHaIaM OJMH 2,8
(MHCT perucTpalMH, CYeT, HakNajHad, KOMMA ueKa, aKkT),| 23K3eMIAp

noabop ux mo andaBUTY AaBTOPOB MM  3arNaBHii,
IKCIEOHUNOHHBIM HOMEPAM, CBEPKA ¢ CONPOBOAUTENLHBIM
JOKYMEHTOM, NPOCTaBJIeHHE LEHBl Ha H3NaHHH, MOACYET
UHCIa IKIEMIAIPOB, OOLECH CTOUMOCTH




Hopma
Ne Eauanua
HaumeHoBaRHe npouecca, onepannn. Cocras padorsi BpeMenH,
n/n H3MepeHHSA
MHH.
1 2 3 4
5 |npuem PYKOIIHCHBIX KHHT, HOCTYITHBIINX c OIUH 30,0
CONPOBOJAUTENEHBIM AOKYMEHTOM JAOKYMEHT
[Ipuem auccepraumi:
6 | MOCTYNMHBILHX C CONpPOBOAHTENBHBIM IIHCEMOM M3 | OMH JOKYMEHT 21,0
JIHCCEPTAIMORHEIX COBETOB
7 |OOCTYNUBIUHX C  CONPOBOMUTENBHBIM  [HCBMOM M3 | OJHH JOKYMEHT 6,6
SKCTIETULHA
8 [mpuem aBTopedepaToB mHccepTaUMil, MOCTYNHBIDHX ¢ | OZHH NOKYMEHT 1,3
COIPOBOJMTEILHEIM THCEMOM K3 3KCIICIHIMH
Tipuem JOKYMCHTOB, NOCTYTHBIIEX 6e3
COTIPOBOAHTENBHEIX JOKYMEHTOB!
9 lmpoBepka HA  AyONETHOCTh, [POBEASHWE  OUEHKH | OAMH AOKYMEHT 3,1
JOKYMEHTOB
10 {cocraeicHue aKTa Ha IIPHEM JJOKYMCHTOB OJHO Ha3BaHHUe 1,0
IlppeM  pYKOMMCHBIX  KHHT,  IOCTYNHBIHX  Oe3
CONPOBOIHTENBHBIX IOKYMEHTOB:
11 |cocraBneHHe akta Ha TIpHEM PYKOIMCHBIX KHHUT H | OOHH JOKYMEHT 0,1
JOKYMEHTOB
12 |nposepka Ha BanH4ue OAM3KHX O BPEMEHH H TEeMATHKe| OIHA 3aIlHCh 10,8
PYKOMMCHBIX KHUr U jJokyMeuroB 8 ¢oumax HUOP no
cayxeGHOMY, anpaBUTHOMY, YYETHOMY KaTaory
[IpoBencHUE IKCTIEPTH3BI B OUCHKH PYKOMUCHBIX KHHUI H | OJTUH AOKYMEHT
AOKYMEHTOB:
13 | opaurapHoit 600,0
14 |mOBEILICGHHOH CIIOXKHOCTH 1200,0
15 |HA HHOCTpPAHHEIX A3BIKAX 1200,0
16 |kaprorpadpuueckoro Matepuana 1200,0
17 {My3BIKANBHOTO COACPHKAHMA 1200,0
18 |pyxomuceii ¢ rpaBliopamMit B H3OMaTepHaiaMK 1200,0
19 |npoBeneHne neppHYnOH aTpOYHN JOKYMEHTOB (pEAKUX H | OAHH AOKYMEHT 10,0
HEeHHBIX KHHI), oT60p B cooTBeTCTBAM ¢ mnpoduneMm
KOMIIIEKTOBAaHHA H paclpefeneHne no noxGoHaM U
KOJUIEKUUAM
20 )mpocraHOBKa IuTEMnens Ha o0OpOTE THTYIBHOrO JHMCTA H OoUH 0,26
Ha | 7-# cTpaHULE NOKYMEHTa IKIEMIVISAP
21 | EpOCTaHOBKA PErHCTPALOHHOTO HOMEPA HA JOKYMEHT OJHH 0,26
IKIEMILIAP
22 [HakneuBaHuWe Ha JOKYMEHT METKH Jif YCTpO#CTB OIVH 1,2
paauo4acTOTHOH uaeHTHhUKaHH o0BeKTOB, | IK3IEMILLAD
AKTYaNH3alHuad METKH
23 |HaxjieHBaHMe INTPUX-KOAa Ha 06OPOT THTYJALHOrO JIHCTA H ONHH 0,26
OONOKKH SK3EMILLIP
24 ) BHeccHHE pa3MeTkn o GoHLaM Ha U3KaHHue ONKH 0,26

IKIEMILIAAP




HopMma
Ne Eananna
o/n Haumenosanne npounecca, onepanuu. Cocras padoTol H3Mepenus BpeMeHH,
MHH.
1 2 3 4
CBepka MOCTYNHBIIHX JOKYMEHTOB €  KAPTOTEKOH
TEKYLIEro KOMILIEKTOBAHHUA:
25 |nmoMCK KapTOuYKH B KAPTOTEKE TEKYILUEro KOMIUIEKTOBAHHA, | OAHA KapToukKa 0,52
CBEpKa KApTOUYKH ¢ JOKYMEHTOM, BHECEHHE OTMETOK
26 |[cocraBleRHe CNMCKa PErMCTPAlUOHHBIX HOMEPOE HOBBIX | OZMH HOKYMENT 0,36
HOCTYINEHUH MUl H3rOTOBICHHSA NeYaTHOH KapTOYKH
PaGota 8 aBTOMaTU3HpOBaHHO# cHcTeMe (AC):
27 |cBepka mokymeHTa ¢ yKazaTeleM 3aKa3aHHBIX H3MaHHM, | OJHO Ha3BaHHE 3,0
BHECEHHE OTMETOK
28 luposepka Ha RyGNETHOCThH TMOCTYMUBIUMX H3AaHMH B 6aze | OAMH ZOKYMEHT 1,6
JaHHBIX AC
29 |perucTpanus HOBBIX MOCTYIUICHHH B 6a3¢ AaHHBIX AC ONUH AOKYMCHT 9,1
30 |opueM u perucTpauus PYKOMHCHBIX KHHT, NPOCTaBJICHHE OJIHH 3,6
OTMETKM B PeTUCTPAllHOBHOM  XypHajle  HOBEBIX HOKYMEHT
MOCTYTUIEHHH, KHUTE YY€Ta HOBBIX NMOCTYIUIEHHH
[IpreM u perscTpailus XyPHAIOB M raser:
31 |nonGopka XKypHaNOB K ra3eT no ajidaBUTy Ba3BaHHI, IOUCK | ONHH JOKYMEHT 0,94
PETUCTPAlMOHHON KAPTOYKH B  KapTOTEKE NOAMUCHBIX
H3AaHHH, OTMETKA HOMEpa, JaThl HONYyYeHHI H3JaHHA
32 | mpoctaBieHHE INTEMITIC/IS Ha KypHae OJHH XypHaJ 0,2
33 | mpOCTAaBNEHKE IITEMIIENA HA TA3ETe OIlHA Ta2€eTa 0,16
34 | perucTpauss HOBBIX IIOCTYIIEHHI B 6a3e gaHHbIX AC OJHH NOKYMEHT 2,6
[MpreM u perucTpanus CETEBBIX YAANEHHBIX PECYPCOB
CVP)B AC:
35 |npoBepka DOCTYIHOCTH pecypca (npnem) OIHH pecype 30,0
36 |odopMiaeHHe COMPOBOMUTENBHON JOKYMEHTAamHH (aKkT| OHAHH pecype 10,0
npuemMa)
37 | BBeAeHHE 3aMHCH B peecTp yuera CYP OIMH pecype 4,8
38 |BBeaeHue 3anucH B peecTp nacnopros CYP OJHH pecype 3,7
39 [nmoarotoBka ceenenuii ana caiita o CYP OJHH pecypc 20,0
AJMHHMCTPHDOBaHHE CETEBBIX YIANCHHBIX pPECYPCOB B
ABTOMATH3UPOBAHHOM pesknme (AC)
O6paboTka 3anmucedt and BeaeHHs HHEGOPMALHOHHBIX
MNOUCKOBBEIX CEPBHCOB:
40 | soxymeHT OJIHO HA3BAHHE 4,0
41 {naker/B]] OdHO 10,0
HAHMEHOBAHUE
43 | axTyamuzauus ceeaexudi o CYP OJIHO Ha3BaHHE 6,0
44 | c6op cTaTUCTHKH 0 cocTaBe H 00 ucnonpzopaHnu CYP OJIHO Ha3BaHHE 0,3
[IlppeM wu o06paboTka S3NEKTPOHHBIX H3JaHWb s
DNEeKTPOHHON OHGIHOTEKH B AC:
45 |mposepka Kauyecrsa ¢afinop, pervcrpalHi SNEKTPOHHOTO | OAHH AOKYMEHT 9,3

nokyMeRTa B DK, nepenaga daitnos Ha ceppep

@QopMHpOBaHHE aKTa NEpeladd HOBEIX NOCTYIUICHHH B
JOpYTHE HOAPa3ACICHHA !




Hopma
Ne Eannnua
w/n HaumenopaHHe npouecca, onepanun, Cocras padorsl H3MepenHs BpEMeEHH,
MHH.
1 2 3 4
46 {8 AC 4epe3 nporpaMMy JUCIETYCPH3ALHH M3NaHUH OaNH 0,15
SKIEMILIAP
47 |B py4HOM pEXHME OAMH 2,0
SK3EMILIAP
Beaenue «KHHIM cyMMapHOTO yUETa)
Pa3bop HoxyMEeHTOB O BHA2M, OTpacisM 3HaHHH, A3bIkaM; | OJHa 3aTKCh
IIOACYET YUCNA JOKYMEHTOB, 3alIHCh PE2YIETATOR MOJCUETa
110 YCTAHOBIEHHOMN Gopme B « KHUTY CYMMApHOTO yUeTay
KonnyecTBo NOKYMEHTOB B IAPTHH NOCTYNJICHHUIA:
48 |1 0,6
49 12-50 30,8
50 |51-250 150,0
51 |BBOJ cTaTHCTHYECKUX HaHHBIX B 0a3y maHHbIX AC OIHA MapTHA 3,1
52 |moacyeT NOCTPaHHYHO MO MOZULHAM JAHHBX, NepEeHECCHNe | OgHa NO3ULKSA 1.6
HTOrOB Ha CIICAYIOIYIO CTPaHHILY
53 |cBepka (PUHAHCOBBIX JOKYMEHTOB OTACNA ¢ (PUHAHCOBBLIMHU | OJUH JOKYMCHT 1,46
JOKYMEHTaMH OyXraJTepHu
54 |odopMacHHe COMPOBOAUTENBHBIX JOKYMEHTOB (CUET, | OOWH AOKYMEHT 13,0
HaKnaJHas, akT) JJid nepefad B Gyxrantepuio
55 |odpopmnerne HHBEHTApHOH KHHTH, HyMepaLus JHCTOB,| OJIHA CTPAHHIA 0,88
MPOCTABNEHHE HOMEPa B HHBEHTAPHOM KHHTE
56 |samHce OOKYMEHTOR 110 YCTAaHOBICHHOW QopMe B[ OXHH ZOKYMEHT 2,8
HAHBCHTapHYIO KHUTY, MPOCTABJICHUE HHBESHTAPHOTO HoMepa
Ha JOKYMEHTE
57 |mpobeneHME MHIAMBHAYAIBHOTO Y4€Ta JOKYMEHTA TIO | OHUH HOKYMEHT 1,0
aKTOBOH CHCTEMe, MPOCTaBJIeHHe HHBEHTAPHOIO HOMEPA Ha
JOKYMEHTE
58 |nmpoBeneHue HHAMBHAYaNBHOTO Y4eTa C TNPUMEHEHHEM | OJHa KapTOYKa 4,7
YYETHOTO Katainora: cocrapineHHe OuGnporpadguyeckoro
ONHCaHHA NOKYMEHTA; YKAa3aHHE LIEHBE], HHBEHTAPHOTO
HOMepa, roja NOCTYIUIEHHs, HOMepa 3amiHcH B «KHure
CYMMapHOTQ y4YeTa», YHCAa MMOCTYMHBLIMX SK3eMIUIAPOB,
UX pacHpeAcNCHHE N0 MOAPa3aeACHHSIM
59 | puxcupoBaHHE B JKypHale pETHCTPAOHH KAapTOueK | OIHA 3AMHCH 0,3
YYETHOTO KaTajora HHBEHTApHOIO HOMEPA, NEPBOIO CII0BA
3arJiaBus
60 |npocTapneHHe HHBEHTAPHOIO HOMEpA Ha JOKYMEHTE OOHH HOKYMEHT 2,6
61 | perucrTpanus NaTeHTOB B HYMEPALHOHHOH KHUTE OIHH JOKYMEHT 0,3
62 |npueM axKTOB Ha BEHIOLIBIIHE NOKYMEHTHI OT CTPYKTYPHBIX OJHH aKT 8,7
noApazieneHuil; BHecenne 3amucH B «KHUre cyMmapHoro
ydeTay (2-1 YacTh); TPOCTABICHHE HOMEPA aKTa
HckmoueHne nokyMeHTa 1O aKTy U3 YUeTHEIX hopM: OJIMH TOKYMEHT
63 |nHBEeHTApHOM KHHIH 1.4
64 | yueTHOTO KaTanora 0,88
65 | oNHCH HHBEHTAPHBIX HOMEPOB 1,0




Hopma
Ne Exnvnua
HaumenoBanne nponecca, onepanun. Cocras padoThl BpeMeHH,

n/n H3IMCPEHHA

MHH.

1 2 3 4
66 | HekmoYeRHe BRIORIBIINX JOKYMEHTOB U3 0a3el qaHAbX AC | OIHH NOKYMEHT 1,0
67 |morameHme  HHBEHTAPHOTO  HOMEpa M IITEMIENS | OUH NOKYMEHT 0,5
HUONHOTEKN HA AOKYMEHTE

68 |mnomnMBKa akTOB OJMH aKT 0,26

IIpuMeuanue: mpu paboTe ¢ MOKYMEHTaMH Ha HMHOCTPAHHEBIX S3bIKAX K HOPME BPEMEHH
NpHMEHAECTCA MOBBINIAIOMMAH ko3¢ puuueHT 1,15,

1.3. bubnuoreunas 06paborka gokymMeHToB. OpraHu3anus i BACHUE KaTATOTOB

H3JaHHE, CBepKa €€ ¢ OpUTHHANOM, BHECEHHE
OuONHOTEUHRIX OTMETOK

Tabmaua 3
N Hopma
[ HaumeHnosanue npolecca, onepauun. Cocras Eaunnna
n/n padoTnl H3MepeHHn BpeMeHH,
MHH.
1 2 3 4
PaboTa ¢ me4aTHOH KapTOYKOii:
1 |dopmupoBaHHe KOMIUIEKTA MEYATHBIX KapTo4eK Ha| OAHA KapTodKa 1,25
OCHOB¢ MAIIMHOYHTacMOi GHOIHOrpaQHIeCKol 3aIHCH
pa3bop KOMIUIEKTA MEeYAaTHBIX KapTodek OJHA KAPTOUKa 0,42
3 |moabop medYaTHBIX Kaprodek no andapury qaMuiMii| oxHA KAPTOYKa 0,43
aBTOPOB HITH 3alJIaBHH A/ PACCTaHOBKH B cNyxeOHYIO
KapTOTEKY
4 |paccTaHOBKA KAPTCUYEK B CIYIKEOHYIO KapTOTEKY OIHA KAPTO4YKa 0,96
5 |nonfopka NEUaTHRIX KapTOUeK K JOKYMEHTAM OJIHA KapTo4ykKa 0,52
Csepka NOCTYIIHBIINMX JOKYMEHTOB C KaTaJIOTaMH:
6 |mpoBepka IO KATANOTy IOBTOPHOCTH JIOKYMEHTa;| OAHA KapTO4Ka 1,9
NIEPEHEeCeHNE ¢ KAaTAIONKHOW Kaprouxku OubnuoreuHoTO
wHdpa, TOJHOTQ HHACKCA
7 |monck B cayxeOHOM KaTajore cBOJHOrO ONMHCAHHUA; | OJHA KapTouka 2,6
BHECCHHE OTMETOK
8 |ojopmmerne  nedaTHOM — KAapTOYKM,  HANHCaHHe| OIHa KapTo4dka 0,68
HHBEHTapHOTO HOMepa, tmdpa H Apyrux 6HGIOTeYHbIX
OTMETOK
Tlpunucka nybneTos;
9 |cBepka JOKYMeHTa Ha IyONeTHOCTH IO COyKeOHOMY,| OOHO HAa3BaHHE 0,94
andaBUTHOMY, YUYeTHOMY KaTaJOTy
10 |mpunmcka  myOGnera B Katanor: TpOCTaBIeHHe | OXHO Ha3BaHHE 2,42
HHBEHTApPHOr0 HOMEpa; nNepeHeceHHe IMuppa Ha
JOKYMEHT
[lpunucka NPOACIKAIOMHXCS U3NAHHH:
11 |mOHCK B perncTpalMOHHOH KapTOTeKe KapTOYKH Ha| OHHO Ha3BaHHE 0,84
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Ne HaumeHnopanune npouecca, onepauuu. Cocras Equunua Bl[.)l:wl:::::l,
n/n padoThI HIMEpEeHHH MHIL
1 2 3 4
12 |moMcK B KaTanore KapTOYKH; OTMETKA MOCTYMIEHWA | OAHO HAa3BaHUE 3,1

COOTBETCTBYIOLIETO BBINYCKA, ApoCTaBieHUE

HHBEHTApHOTC HOMEpa, MNIM(ppa, BHECCHUE JAPYTHX

ORGIHOTEUHBIX OTMETOK

dopmupoBaHHe 6HOMHOrpadHIECKOH 3aITHCH

CocraBienue OCHOBHOH OuOimmorpadruyeckoil 3amucH| OJHO Ha3BaHHE

HpU OTCYTCTBHH NEYaTHOH KapTodk# B AOKYMEHTE

{03HaKOMNIEHUE ¢ AOKYMECHTOM; COCTABJCHHUE OMHCAHHUA,

BHeCeHHE OHOIHOTCHHOH OTMETKH)

KoniyecTBo 35ieMEHTOB ONHCAHHS:
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
18 120-27 9,2
19 |cocraBnenne ocnoBroil Gubnnorpaduueckoil 3anmucH c 3,5

MOMOLIBIO MaKeTa KAPTOYKH, HAN¢UaTAaHHOIO B KHMIC

IIPOCMOTD H3AAHHSA; CBEPKA C MAKETOM KapTOUKH
20 |cocraBreHHe A00aBOYHOrO OINWCAHHA K OCHOBHOH| oOAHa KapTOuKa 1,9

SubidorpadpuaecKoN 3anucy
21 |o3HakoMaeHUE c AOKYMEHTOM; COCTaBNCHUE | ONAMH AOKYMEHT 3,5

AHAJIHTHYECKOH 3anHCH
22 |cocTaBiaeHHe CCBUIOYHOH KapTOUKHM K OCHOBHON [ 0AgHa kapTodka 1,26

onbmorpadmdeckoif 3anncu

dopMHpoBaHHe 6ubnorpaduyeckoit 3aMHCH

YKOTTHCHOH KHUIH

CocraBnenre ocHoBHOHW Oubnnorpaduueckoil 3anuck | OAHO Ha3BaHKHE

(o3HAaKOMTEHHE ¢ AOKYMENTOM; COCTABJICHHE, OITHCAHNE,

NPOCTAHOBKA OHOIHOTEUHOH OTMETKH )
23 |cpenHeil cnokBEOCTH 600,100
24 | noBbIIEHHOMH CAOXKHOCTH 1200,0
25 | Ha HHOCTPaHHOM f3bIKE 1200,0
26 | kapTorpaduyeckoro MaTepHaia 1200,0
27 | My3BIKANBEHOIO CONEPKAHMA 1200,0
28 |mopaboTka ycTapeBmHuX 3anmceii, He COOTBETCTRYIOIMX | OXHO Ha3BaHHE 300,0

COBPEMEHHBIM apXeorpapuyeckuM HopMaM: AATHPOBKA

PYKOIHCel 10 BOAAHBIM 3HAKAM; POCHHCH CORECpPXaHHS

COOPHHKOB ~ HENOCTOAHHOrO  COCTaBa;  BHECEHHE

JAOTIONIHUTENBHBIX CBEACHUH C YYeTOM JOCTHXKEHHIt

COBPEMEHHOH HCTOpHOTpaguu

Penaxrupopanue Subnnorpaguyeckoii zanucu:
29 |mpoeepka nNpaBMABHOCTH JJEMEHTOB 3alUCH Ha] OJHA KapTOuKa 1,0

Kapro4ike
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Ne
n/n

Haumenosanne nponecca, onepaunn. Cocras
paboThi

Exnunua
H3MepeHus

Hopma
BPEMEHH,
MHH.

2

3

4

30

opopMIIeHHE KapTOMKH AN OyONHpOBaHHMA  Ha
MHOJHMTEIIBHOM annapate; NpPocTaBleHHE WHIEKCOB,
mubpos, OUOMHOTEUHBIX MOMETOK, ONpeAcNieHHe M
yKa3aHue THpaxa KapToueK

OJHA KapPTOYKa

3,2

I'pynnosas 06paboTka JOKYMCHTOB

Orb6op  ONHOTHNHBIX  ACKYMEHTOB,  MOJUICKAIMHX
rpynnoBoi obpabotke; cocTaBieHHEe  obuieit
XapaKTEPUCTUKH Ha KOMILICKT AOKYMEHTOB

OJTHA TPYIINa
JOKYMEHTOB

Koan4ecTB0 JOKYMEHTOB B Ipynie:

31

1-9

39,0

32

10-15

60,0

33

16 - 30

106,0

34

IIpOBEPKa TNIPABHNBHOCTH COCTABJICHHA XapaKTCPHCTHKH
Ha KOMIIJICKT JOKYMCHTOB

OOHA
XapaKTEPHCTHKA

13,0

Pekaranoruzaius (3aMeHa KaTAN0KHBIX KapTOUuek):

35

CBEepKa KapTOUKH ¢ JOKYMEHTOM; HCMpaBleHHE CTaporo
oubmuorpadudyeckoro onHcanus; COCTABJICHHE HOBOIO
OMHCAHKYA; NepeHeceHHe mnudpa, HHBEHTAPHOTO HOMeEDA,
6uGAHOTEYHBIX TOMETOK

QIOHa KapTodKa

17,4

IloaroToBka K WHASKCHPOBAHHIO JOKYMCHTOB ANd
KaTAJOrOB:

36

ﬂOﬂGOp KapTO4YKH K JOKYMCHTY, CBCPKa H BAOXKCHHC B
JOKYMCHT

OIHA KapTodYKa

0,5

37

03HAKOMJICHHE ¢ JOKYMEHTOM; YCTAHOBIEHHE TEMATUKH;
pacHpeliclieHle N0 OTPACIAIM 3HAHH (110 TEMATHKE)

O0OHO Ha3BaHHE

0,88

38

OpPOCMOTP MHOCTPAHHBIX HM3JAHHUH, NEPEBON JAHHEIX HA
PYCCKHE A3BIK

OJHO Ha3BaHHC

0,37

CucTeMaTH3aIUA JOKYMCHTOB.

39

CHCTeMaTH3alMsd  OOKYMEHTA ¢  HCMOJb30BAHHEM
HHOEKCOB TEYaTHOH KAapTOYKH WIM MakeTa KapTOYKH,
HAME€YAaTAHHOTO B  HM3JAaHHH, O3HAKOMIIEHHE C
OOKYMEHTOM, T[IpOBEpPKa COOTBEICTBHA  HHJCKCOB
tabnuuaM KnaccHQUKaLUHH, HPHHATHIM B OuGmnorexe,
NPOCTAaBJICHHE HHAEKCA Ha TOKYMEHTE

O0JHO Ha3BaHHE

2,6

40

CHCTEMATH3ALHSE JOKYMEHTOB NIPU OTCYTCTBHH HEYaTHOH
KapTOYKH M MAaKeTa KapTOYKH B H3JAHHH; O3HAKOMJECHHE
¢ AOKYMEHTOM; OINpeleNieHHe HHACKCAZ Mo TabHuaM
KnaccHpuKanmH, NPHHEATBIM B 6ubmotexe;
NPOCTaBICHAE HHACKCA HA IOKYMEHTE

OAHO HA3BAHHE

4,7

41

onpeleNeHHe aBTOPCKOTO  3HaKa
ABTOPCKHM TabHLam

JOKYMCHTa 11O

O0AHO Ha3BaAHHE

0,62

4?2

mudpoBka MOKYMEHTa TNpH  (HOpMaTHO-HHBEHTAPHOM
paccTaHoBKe: onpeleneHre ¢dopmaTta JOKYMEHTA,
HanHCaHue U dpa

OOHO HA3BaHNE

0,42

43

PCHAKTHPOBAHHE KH&CCHCI)HK&HHOHHOFO HHICKCA,
MPpOBEpKa INPABHIIBHOCTH HHECKCA, ABTOPCKOI'O 3HAKA

OJHO Ha3BaHHC

0,88
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Ne
n/n

HauMeHoBanHe npouecca, onepaunuy, Cocras
padoTbl

Eaunana
HIMEPEHHA

Hopma
BpeMeHH,
MHH.

2

3

4

44

COCTABJICHHE KapTO4KK andaBUTHO-TPEAMETHOTO
KaTajiora (Ha HOBYIO TEMATHKY); HallHCAHHE Ha KapPTOUKe
MHIOEKCA, Ha3BaHHA KATANOra W KapTOTEKH, B KOTOPBIX
OTPaKAXTCA AOKYMEHTBE;, YKa3aHHe CCBUIKH U OTCHUIKH,
CBSI3H MEXAY OTACIIBHBIMH pYOpHKaMHK

OJH4 KapTO4Ka

2,0

IIpeameTH3aKs AOKYMEHTOB!

45

NpeAMETH3AIHA JOKYMEHTOB C HCTIOIh30BAHHEM PYOPUK
MEeYaTHOH KapTOUKH; HpOBEPKA COOTBETCTBHA PyOpHKH
NIeYATHOM KAPTOYKH NpeAMEeTHOMY KaTANory

ONHO Ha3BaHHC

2,6

46

npeAMeTH3anAA JOKYMEHTOR TIPH OTCYTCTBHH NMEYaTHOH
KapTOYKH; O3HAKOMIIEHHE ¢ NOKYMEHTOM, OMpEACNCHHE
pYOpHKH

OoHO Ha3BaHHE

4,6

47

COCTAB/JICHHE HOBBIX [PESAMETHBIX pYOPHK U noApyOpHK;
NepeHECEHHE Ha KAPTOUKH CITykeOHOH KapTOTeKH

OIHA KapTOYKa

1,3

48

PENaKTHPOBAaHHE TpPEAMETHOH pyOpHKH; IIpoBEpKa
NPaBUABHOCTH  TPCAMETHOH  pYOPHKH, TOYHOCTH
HaNHCAHHS

OJTHA KapToyKa

0,88

Opranusanus aadaBUTHOTO KaTajora:

49

noadopka KapTouku mo andapuTy ¢aMuianii aBTOpOB
HJIM 3aTTIaBHii JUTA PACCTAHOBKY B aah)aBUTHBIA KaTaaor

OlHA KapTouKa

0,36

50

paccTaHOBKa NMpeABapATENBHO MOAOOPaHHBIX KapTOUeK B
angaBUTHBIN KaTajor

OJHA KapTOUKa

0,36

51

pelaKkTApOBaHHE &I(pAaBHTHOTO KaTadOra; IpPOBEpKa
pacCTAHOBKH KapToueK, MpPaBHIBHOCTH JO0ABOYHBIX U
CCBUIOUHBIX KapTOUEK; HCTIPABNCHHUS OIIMGOK

OIHA KapTouKa

0,88

52

HaNUCAHUEC pa3fennTeNs And andaBHTHOrO Karanora,
yKasaHHe GyKBHI, cjiora

OOHH pa3sacinuTelIb

0,88

53

pacCTaHOBKA pasAenuTeNci B andaBHUTHBIE KaTasor:
noabopka pasmeaMTencii mo andaBHTy, MOUCK MecTa
pasfeluTeNs, YCTAHOBKA, 3aKpellieHHe CTEPKHS

OJHH pasaACnuTC/IB

0,36

Opraﬂmaumr CHCTCMaTHYICCKOro Katajaora:

54

noabopka KapTOYKH MO HHAEKCAM, BHYTPH pasiena To
andapury (GaMHIHH aBTOpOB MM 3arfiaBHH  4as
pacCTAHOBKH B CHCTEMATHUECKHH KaTalor

OZIHA KapTO4Ka

0,42

33

paccTaHOBKA MpeABAPUTENLHO MOAOOPAHHEIX KAPTOYEK B
CHCTEMATHYECKHH KaTanor

OZIHa KapTouKa

0,42

56

peAaKTHPOBAHHE CHCTEMATHUECKOTO KATANIora: IPOBEpKa
NPABUIBHOCTH HAMONHEHHS pPAa3OeioB Karanora o
COIEPIKaHHIO, HHACKCALMY H PACCTAHOBKE; HCIIPABACHHUE
OLIH0OK

OIHA KapTouKa

0,88

37

aHAJIM3 CHCTCMATHYECKOTO KaTalnora: HCIpaBNeHHE
HHICKCOB, BHECCHHE H3MCHCHHH B aipaBUTHLIA KaTanor

OlHa KapTOYKa

5,2

58

HaNHCAHHE  pasfeNuTeNs A CHCTEMATHYECKOro
KaTajgora:  yKasaHHe — HAWMCHOBAHMA  paslena,
nojapasena i APYrux OTMETOK

OJIHH pa3AenuTeNh

2,6
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Hopma
Ne Haumenopanne npouecca, onepantu. Cocran Eanamma Bpemeny
n/n padorTnl H3IMEPEHH ?
MHH.
1 2 3 4
59 |paccTanoBKa  pasAcnuTeNed B CHCTEMAaTHuYECKHH | OJIMH pasACinTCb 0,42
KaTator; noaGopka IO HHIEKCAM, TOHCK MECTa,
YCTAHOBKA, 3aKpENNCHHE CTEPKHS
Oprasuzalys IpeAMETHOTO KaTajlora:
60 {nonbopxa xapTouek no NpeAMETHBIM pyOpuKaMm, BHYTPH | OHA KapTodKa 0,42
pyOpuk no andaruty dpamMuHil aBTOPOB WK 3aryaBuil
61 |paccTaHOBKA HpeABapUTENLHO NOACOPAHHEIX KapTOYeK B| OfHA KapToyka 0,42
NpeAMETHHIA KaTanor
62 |pemakTHpOBAHHE [IPEAMETHOTO KaTalora: MHpoBepKa| OOHA KapToyka 1,0
OpaBHIBHOCTH CCBUIOK, OTCHUIOK, pyOpHK
63 |HanucaHWe PpasfENUTENA LI TPEAMETHOTC KAaTalora, | OJHH pa3AcIuTENb 2,3
yKazaHHe pyOpUKHU, OTCHUIKH, CCBUTKH
64 |paccraHoBKa pasAenMTENs B IpeAMETHBIH KaTa/or, | OMUH pa3fcauTEND 0,42
HOUCK MECTA, YCTAHOBKA, 3AKPCIUICHHE CTCPIKHA
OpraHuzaums HyMepallUOHHOTO Karanora HOPMAaTHBHO-
TEXHUYECKOH JOKYMEHTALIHY:
65 |nombopka KapTOYKH MO BHJAAM AOKYMEHTOB, YCIOBHBIM | OIHA KapTOYKa 4,3
uudpoBeIM 0003HAYECHHAM, anpaBHTY COKPALICHHBIX
Ha3BaHMil CTpaH, NATUHCKOMY andaBUTy (MHOCTPaHHBIX
CTaHAAPTOB), 0 HOMEPaM AOKYMEHTOB
66 |paccTaHOBKa NpeJBapHTENbHO NOJOOPaHHEIX KAapTOUeK B| 0JHA KapTodKa 0,41
KaTajior
67 |penakTHpoBaHHWE Karanora (MpoBepKa NPABMIBHOCTH | OJHA KapTOUKa 3,2
6ubnuorpagmuaecKux OIHCaHHIA, PAcCTaHOBKH,
Henpapnedne  owWHOOK), BHeCeHHWE JIONONHEHMH H
M3MCHEHHIK B KaTalor {(OTMCHA, 3aMeHa, H3MEHEHH4,
NPOJICHHE CPOKA ACHCTBHS € YKA3aHUEM HCTOYHHKA)
68 |BamMcaHHE H pacCTaHOBKa pa3fie/IMTENCH OJHH pa3sAcHTENb 1,3
OpraHuzaliig 4 BeIeHHE MEKTPOHHOTO KaTalora;
69 [cBepka MOCTYNMHBIIMX HOKYMEHTOB Ha AYONETHOCTH B| OJHH JOKYMEHT 1,6
3NEKTPOHHOM Katajore
70 |mpunHcKa NPOACKAIOLIMXCA H3LAHUA B DIEKTPOHHOM | OAHH AOKYMEHT 1,6
KaTanore
QopmupoBanue  OubOnmorpadudeckoit  3ammcH s OJIHA 3aMHCh
NEKTPOHHOTC KaTtanora; BBoX B 0azy MaHHBIX;
3ano/IHEHHE COOTBETCTRYIOIIMX NONEH:
71 |npH HaIM4YMH MaKkeTa NEYaTHOH KapTOYKH 0,36
72 | npn oTCYTCTBHM neYaTHOM KapTOYKH 0,42
73 | cocTaBlleHEe AHAJIMTHYECKOR 3aMHCH 3.5
74 | coctaBeHHe A0OABOYHBIX H CCHUIOYHEBIX OIACAHKH OJHO OMHCaHHE 0,88
75 |penakTHpoBanue OuOamorpaduuyeckol 3anucu B Oase| OAHO ONHCaHHE 1,3
JaHueIX AC; BHeCCHHE H3MEHECHMH
76 {BBOD mepeyHA MNPeOMETHHIX pyOpuk apHdMernko-| oama pyOpuka 0,36

noruueckux ycrpoiicts (AJIY) k cHcTeMaTHueCKOMY
KaTaJlory H reHepalbHOH CIIPABOYHOH KapTOTEKE
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Hopma
Ne Hanmenonanue npouecca, onepaunn, Cocrap Eaununa Bpevenn
n/n pa6orb H3MepeHHs ’
MHH,
1 2 3 4
77 |BHBOM HA 3Kpan SuGaroTpaduyecknx 3anucei OIHA 3aMHCh 0,83
78 |penaxTHpopaHmne pyOpHK; HalIOMHEHHAE PA3IENOB OHA 3alHch 3,0
U3baTHe XapTOUYeK ¥3 KaTaNoros
U3bATHE KAPTOYKH HA UCKIMIOYEHHBIE U3 OUOIMOTEYHOrO{ OmHA KapTOYKa
thoHAa NOKYMEHTHL:
79 | andaBUTHOTQ KaTajora 0,52
80 |cHcTeMaTHuecKkoro Karanora 0,56
81 | mpeaMerHOro Katagora 0,56
82 | HymepanHoHHOIO KaTajaora 0,42
83 |u3paTe OuOMHorpadUyecKol 3AMKUCH U3 ACKTPOHHOTO OHa 3afnUch 0,84
KaTajaora
Texnuueckas o6paboTka JOKYMeHTa
Haknenpanne Ha HOKYMEHTE JMCTKA CPOKa BO3BpaTa,| OJAHH AOKYMEHT
KapMalllka, SpJblKa:
84 |mHcTOK CpoKa Bo3BpaTa 0,42
85 | kapmamex 0,42
86 |spibik 0,26
Hanncanue mudpa Ha JOKYMEHTE H APIHIKE: OJIHH JIOKYMEHT
87 |Ha nokyMmeHTe 0,26
88 |Ha apnbixe 0,36
89 | neperecedne GOPMATHOIO ¥ CHCTEMATHYCCKOTO IMUGPOR [ OJAMH KOKYMEHT 1,6
¢ KApTOUYKH HA JOKYMEHT
90 {otopmienne KapTOIKH U1 THPAKHPOBAHHA 0JHO Ha3BaHHe 1,0
91 |BHeceHHE H3MEHEHHI B KAPTOUKE MOC/IC THPHKUPOBAHHUSA |  OZIHO HA3BaHHE 0,42
92 |pacnpeneneHne KaTalOKHBIX KapTO4eK Ha HOBBIC| OJHA KapTOYKa 0,42
TNOCTYNACHASA N0 CTPYKTYPHBIM MOAPA3AENCHUAM MOCHS
THPAKHPOBAHUS
93 |samonHeHue KHHXKHOTO QOpMyJNdpa: yKazaHde wWHQpa,| OJHH KHHKHEIH 0,88
HHBEHTApHOI'O HOMEpa JNOKYMeHTa, (aMHIHH # opmynsp
HHUIHAJIOB aBTOPa, €0 HA3BaHHUs, LIEHBI, I0Ja H3AaHU
94 [3anojlHeHHe¢ KApTOUKH HHOMKATOpa Ha JOKYMEHT,| OZMH HHIHKATOp 0,88
HanpaBaAeMbIiH B KHHATOXPaHECHHE: yKazaHue
WHBCHTApHOTO HOMepa, aBTOpa M 3arfaBus, Wndpa
paccTaHOBKHU
95 {3amoiHEHHE MNEPENaTOYHOH BEAOMOCTH HA [ApTHIO| OAHA BEAOMOCTH 0,42
HOBBIX TIOCTYTEHHI
Pa6otaB AC
BriBog Ha 5KpaH y4YeTHBIX GOpM; pacnedarka: oaHa popMa
96 | AHCTH! HHAMBHAYANBHOTO Y4eTa ZOKYMEHTOB 0,05
97 | nepemaToYHas BeIOMOCTL HOBBIX HOCTYICHUH 0,05
98 | kapTouka ¢ dubnuorpaduyecKol 3aNMCEI0 A YUETHOTO 0,05
KaTajora
99 | kauxHEI dopMynap 0,05
100 | kapTouKa HHAKKAaTOpa 0,05
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TIpaMeYaHKe: K HOpMaM BPEMEHH IPAMEHSIOTCA OBHIIAIOIIHE KO3 OHUMEHTRI:

- Opu cocTasicHUY OHOMUOrpadHYecKoro OMHCAHHA HA JOKYMEHT, HA THTYNILHOM JIHCTE
KOTOPOTO Y2CTHYHO OTCYTCTBYIOT AaHHEIE s Subnuorpaduyeckod samuen — 1,13;

- npu OGubmuoreunoit o6paborke: kuHOpOTOPOHOAOKYMEHTOB — 1,21; HOTHBIX,
Kaprorpadyeckux, H3ousfanui — 1,15, crelHaTbHBIX BUXOB HAYYHO-TEXHH4YECKOH JNIHTEPATYpPhl H
JoxyMeHTauuu — 1,10;

- npu paboTe ¢ NDOKYMEHTaMH Ha WHOCTPAHHBLIX A3BIKAX, NPH OPTAHU3ALUMH ¥ BEACHUH
KPaeBEIUECKOTo KaTanora (KapToTeK) H GubIHOTEUHOro KaTanora Ha HHOCTPaHHOM A3bIke — 1,13,
Ha A3bIKaX CTpaH A3vu B Adpuxy — 1,5.

1.4. Pabora ¢ pormoM
1.4.1. PaboTa no npueMy JOKYMEHTOB

Tabnuua 4
Hopma
Ne HaumenobanHe npouecca, onepannn. Cocras Eannuna BpeMent,
n/n padoTLI HIMEPCHHA MHEL
1 2 3 4
[MprieM RAOKYMEHTOB B CTPYKTYPHBIX NOAPA3ACTECHUIX
ITpreM HOKYMEHTOB H3 OTAeNa KOMIUIEKTOBAHHSA, CBEpPKa OfHa NapTH
C CONPOBOAUTENbHBIM MATEPHANIOM
KonnuecTBo 9K3eMIISIpOB:
1 (1-25 14,4
2 126-75 37,2
3 |peructpanvs HOBBIX NOCTYIUIEHUN NEPHOAWYECKUX ;| ONMH JOKYMEHT 0,26
M3JaHNi, APOCTABNEHAC OTMETKH B PErHCTPALIMOHHON
KapToTexe
4 |npoBepka TOAOBOIC KOMIUICKTA JKYPHANOB H raser Ha OIOUH HOMEP 1,0
HAJIIUHE HOMEPOB
S |nmpoBepxa 3anmucH  Ha IICPBOM HOMEpE I'OIOBOIO OJIHH HOMED 5,0
KOMILIEKTa:  IUHQpa, HOMEPOB, OTCYTCTBYIOLIMX
HOMEPOB, MecAlIeB
3amuck  HOMEpa B TONOTpaUuecKkyl>  ONHCH, ONUH HOMEDP
TIPHIOXKEHHUS ¥ CTICLAANIbHEIC BRITYCKH:
6 |Ha pYCCKOM A3BIKE; 1,0
HA HHOCTPAHHBIX A3BIKaX 2,0
8 |mpocTaBieHHe MITEMNENS CTPYKTYPHOTO NMOAPa3AeNeHs ONHH HOMEp 0,26
Ha HOKYMEHTE
[Tonbop AOKYMEHTOB AJI1 pacCTaHOBKH B (POHJE:
9 (noabopxa JNOKYMEHTOB TO  KHaccHOHUKAUMOHHBIM | OJHH JOKYMEHT 0,52
UHJEKCAM, aBTOPCKOMY 3HAKY
10 {mopbopxa noxyMeHTOB noO ¢opmaTy, HHBEHTApHHIM | OZUH HOKYMeEHT 0,92
HOMEpaM, IBHdpaM paccTAHOBKY
11 )nonbopka AOKyMEHTOB 1o anpaBHTy Ha3BaHMH, FojaM,| ONHH JOKYMEHT 0,48
HOMEPAM, Pa3fieNaM, NOPSIIKOBOMY HOMEPY
12 nombopka CNCHBHAOB  HOPMATHBHO-TEXHUYECKOH | ONUH AOKYMEHT 0,36
JOKYMEHTALMH 110 KhaccaM, MNOAKNaccaM, TIpyIiam,
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Ne HaunmeHnoBaHHe npoliecca, onepaunu, Cocras Eaunuiza Bg::’::;l
n/n paboTsl HIMEpEnns ’
MHUH.
1 2 3 4
NoATpyNaM, HHBEHTAPHBIM HOMEpaM
Paccradogka OubauoTeynoro Goxaa:
13 |paccranoBka  JOKYMEHTOB  HAa  CTeJUIakaX  B| O/JMH AOKYMEHT 0,52
CHCTEMATHYECKH-a(aBHTHOM NIOPAIKE
14 |paccraHoBKa NOKYMEHTOB HA CTe/laxax B QOPMATHO-{ OAMH AOKYMEHT t,3
HHBEHTAPHOM NOPAAKE
15 |paccranoBka ROKYMEHTOB MO an(aBUTy Ha3paHHi,| OIMH AOKYMEHT 0,63
rojlaM, HoMepam, pasjeniaMm, NopPaIKOBOMY HOMEDY
PaccTaHOBKAa HOPMATHBHO-TEXHHYECKOH JOKYMCHTALMH | OAMH JOKYMEHT
MO KJaccaM, ToAKIaccaM, TIpynfiaM, [ONIpynnam,
HHBEHTapHBIM HOMepaM
KonugecTBo JOKYMEHTOB B Ion0OOpKe:
16 {1-5 0,52
17 16-10 5,2
18 111 -15 0,88
19 |paccTaHOBKA MOKYMECHTOB HA CTEJIakax B OPMATHO-| OJHH JOKYMEHT 5,00
CACTEMATHYECKOM H a(aBUTHOM mopaike (NpeAMETOB
H MarepHasioB rpadukn) B BUTPHHAX M mKkadax ¢
YIETOM KOMIUIEKCHOTO XpaHeHWs pPYKONHCHBIX H
CTapoIeYaTHLIX KHHI
20 |paccranoBka JOKYMCHTOB HAa MHKPOHOCHTENSX B[ OJHH NOKYMEHT 3,0
MHBECHTAPHOM U HYMEDALHOHHOM MOPASIKES
ApPOBEpKAa MpPaBHIBLHOCTH PAacCTaHOBKH JOKYMEHTOB B| MAacCHB OHAa
OTACNBHEX MaccHBax $oHAa
Konu4yecTso HpoBEPAEMBIX AOKYMEHTOB:
21 11-200 26,1
22 1201 - 305 42,0
23 1306 - 400 57,0
24 1401 - 600 88,0
25 |nmepeMemieHne  (NEpPeHECEHHE)  AOKYMEHTOB  Ha OJHa MOAKA 4,0
c8000HBIE MECTA
O¢opmnenne nonodHeIX pasnendTenci; HANUCAHUE | OUH Pa3/IC/IHTEND
NOJIOYHBIX pasfenuTenei:
26 | g CHCTEMATHYECKOH PAaCCTAHOBKH (oHpa 3,6
27 | nns popmaTHOH paccTaHOBKH (onza 2,6
28 | nns andasvtHON paccTaHoBKHM POHIA 2,6
29 | ana HymepauHoHHOR paccTaHoBKH (oHA 2,6

Fpumevanue: K HOpMaM BPEMEHH IIPUMEHAIOTCS OBRILIAIONIHE KOIPPHIIUEHTHL:
- npu noadope ¥ paccTaHoBKE KAHOGOTOPOHOHOKYMEHTOB ~ 1,2;

- HOT, KapTorpaguyeckux, uzouznanuit - 1,5;

- npu pafote ¢ AOKYMEHTAMH Ha HHOCTPAHHBIX A3bIKaX — 1,15;

- Ha A3bIKaxX cTpaH A3Hd U Adpuku — 2,0.
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1.4.2. PaGota o coxpannocTH ponaa

Tabnnua 5
Hopma
Ne HanmenoBanne npouecca, onepaunn. Cocran Eaunnua BpeMenn,
n/n paboThI H3MepeHHUn MHE
1 2 3 4
IIpoeepka Onbnuoreynoro ponga:
1 |HammucanWe KOHTPOJABHOTO TalOHA HA JOKYMEHT: OJHH TAIOH 0,88
yKa3aHHe HAa HeM HHBECHTAPHOIO HOMepa, mudpa,
dbaMuMy, MHHLMAIOB aBTOpa, 3arjlaBHsA, roja, MecTa
U3JaHHA, HEHBl, MeCTa XpaHeHHS
2 |mapKHpoBKa KOHTPOJIBHBIX TaJOHOB. YCTAaHOBKa, TIJE OJHH TAIOH 0,26
YYTeH JaHHBOE  JOKyMeHT {Y4YeTHBIH  KaTaior,
HHBCHTapHas KHHTa); TIPOCTABJICHAE OMO3HABATENBFHOTO
3HaKa
Hon6opka KOHTPOJILHBIX TATOHOB: OJINH TANIOH
3 | mo HHBeHTApHBIM HOMEpaM 0,21
4 | nmo andasuTy HaMUIKI ABTOPOB MK 3aTMIABHI 0,31
5 [no wiaccnpuKaHOHHOMY HHACKCY 0,52
6 |cBepka KOHTPONBHBIX TAJIOHOB ¢ MHBCHTApHOH KHHTIOM, OJIHH TaJIOH 0,21
OTMETKa NPOBEPKH HA TAJOHE U B KHATE
7 |cBepka KOHTPOJNBHBEIX TANOHOB C YYETHHIM HIH OJIHH TaJIOH 0,26
angaBATHBIM, TONOTPadHUECKHM KaTaNOraMH, OTMETKA
HA TAJIOHE U B KaTAJIOre
8 jaHanu3 (QOpPMBI WHAUBHIYaAbHOTO Y4ETa; BHIABNCHHE| OAWH JOKYMEHT 1,3
JOKYMEHTOB, HE MPOLICIIIHX MPOBEPKY
0 |cocTaBneHHE KapTOYKM Ha AOKYMEHT, HE NpOLIENIIHi | OAWH JOKYMEHT 0,83
NPOBEPKY
10 [nmomck JOKYMEHTOB, He NPOWEMUNX MPOBEPKY, MO| OAMH JOKYMEHT 3,6
Pa3IMgHLIM YYETHBIM GOpPMaM, KapTOTEKaM, XypHAIaM,
KHPDKHEBIM [10JIKaM
CoctaBneHne chnucka HejocTalOmux B (oHAe OJIHH CIHCOK
JOKYMEHTOB
KonugecTBo JOKYMEHTOB B CIIHCKE:
11 |1 0,78
12 {2-10 8.3
13 {11-25 19,3
Or0op NOXYMEHTOB 1151 H3BATHA U3 oHpa
[IpocMOTp HOKYMEHTOB HA NIPSAMET U3BATHSA M3 oHMA; OIMH JOKYMEHT
14 | HenpoduIBHBIX 3,1
15 | nybnernsix 1,6
16 |ycTapeBUIHX N0 COACPKAHUIO 3.1
17 |BeTxHX 0,88
18 | MamoOKCIOABL3YEMBIX, HEHCTIOAB3YEMBIX 2,6
[oaroToBka AOKYMEHTOB K aKTHPOBAHHIO!
19 |nombopka AOKYMEHTOR B MApPTHH MO NPAYHHAM H3BATHI, | OJWH JOKYMEHT 0,36
CBepKa ¢ KHHKHBIM opMyaapomM
20 |nmoabopka KHHXKHBIX (OpMynSpoB Ha JOKYMEHTax B| omMH GopMyasp 0,42

NIOpsifiKe MHBEHTAPHBIX HOMEPOB, alpaBHTa, SKyPHAIOB -
MO rojaM ¥ HoMepaM
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Ne
o/n

HaumeHnoBanne npouecca, onepanuu, Cocran
paborbl

Equnanna
H3mepe}ma

HopMma
BPCMEHH,
MHH

2

3

4

CocraBnenye CHWCKA K aKTy BBIOBITHS (Tepepatu);
noacyer obieii cyMMBL; oopMIIEHHE aKTa

OIHH aKT

KonuyecTBO JOKYMEHTOB B CHUCKE:

21

1

0,78

22

2-10

78

23

11-25

19,3

[loaroroska JOKYMCHTOR B NCPONACT.

24

oTOOp JOKYMCHTOB 4 NEPEIIeTa; POoBepKa COCTOAHHS
BOKYMEHTA; 3aNONHSHHAE (CBEPKA) KHMXHOTO GopMyaIpa

OJHH IOKYMEHT

34

25

noaGopka  KOMIUICKTOB, CBA3BIBAHHE B Ak,
oGOPMIICHHE TOKYMEHTOB TS NIEPeNayl B neperier

ONHHE NOKYMCHT

2,6

26

MOATOTOBKA JOKYMEHTOB K BOCCTAHOBNEHMIO: moabop
DOKYMEHTa, AHANOTWYHOTO NOBPEKICHHOMY;
odopMIICHHE 3aKa3a Ha KOMMHPOBaHHe

OOMH JIOKYMEHT

2,6

27

IIpueM 3aKasa 1Hocle KOMHPOBaHHA, TPOBCPKA KavecTea
KOHHﬁ, OOArOTOBKA JOKYMECHTA K NEPETLIETY

OOVH JOKYMCHT

0,83

28

NpUEM JZOKYMEHTOB U3 NepeIlieTa: CBepKa NOCTYNUBIIAX
M3 nepemiera JOKYMEHTOB C KHHXKHBIM (hOpMYIApPOM;
NpOREpPKA  KadecTBA  MEPEINIETa;  BOCCTAHOBICHUE
3arjiaBMsg;, HamucaHue mmMpa Ha SPHBIKE, KOpPEIIKE
AOKYMEHTA

OAMH AOKYMECHT

5,2

TMonuiueka ra3er H TOHKMX XYPHANOB:

29

onpefeneHne GopMara, BIOKEHHE KOMILIEKTA XKYPHANIOB
B ITANKy HY)XHOrO ()opMara, 3aBA3bIBAHVC; BBIHECCHUE
mudpa, Ha3BaHNU4, roJla H3AAHHA, HOMEPa JKYPHAIOB Ha
06JI0XKY H KOPELIOK Nanky

OJHa manka

13,0

30

packiajka TraseT 1O Ha3BaHMAM: [IpOKalBIBaHHE,
BIOXCHHE B KapToHHyl0  ofjoxky  (nanmky),
NpOLIHYPOBKa; O(opMIeHHe 0o6MOXKKH (Ha3BaHHME, Ioj,
HOMEp, MECALI)

0OHa Harka

9.4

MenkHrii peMOHT oHzA:

31

NOAKNEHKA JOKYMEHTA, KapMAallKOB, APABIKOB;
BOCCTAHOBJICHHE 3ariaBHii

OIHaA narka

4,2

PecTaBpaliis KOpeIIKoB:

32

onpenencHue obbemMa paboTe; yAaaneHHe CTAporo
Kopellka, TOAroTORKa KojleHKopa (00pe3ka, mogknetka);
npounpka OJloka JOKYMEHTAa, MOAKACHKA HOBOIO
KOpeLlKa, pa3MeLIeHHE O] npece

OIMH KOPEILOK

60

Pectaspauud cTpanun;

33

onpeaenacHue obvema paboTel; moawieiika gororpaduii,
KapT, Yeprexeii; BOCCTAHOBICHHE YacTeH CTpaHHL

OJHa CTpaHHLa
(c1p.)

10

O6ecnplBaHue ¢OHA:

34

obecnuinBaHne  (QoOHNA ¢ OOMOWIBID  NBUIECOCA;
obecneyeHne pabouero MecTa TeXHHYECKHMH
CpPEACTBAMHU; [POBCACHHE OOCCIBUIMBaHHA; 3aHOC
TEXHHYECKHX CPEACTB B MECTA XPAHCHUA

OJJHAa MEpOIIOIIKa

12,0
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N Hopma
] Haunmenosanue npouecca, onepaunn. Cocras Eaunnuuna
n/n pabdoTsl H3MEePCHHAA BpenMent,
MHH
1 2 3 4
35 |pyunoe ofecupuniBanue ¢orna; obecneuyeHue padodero| OxHa Mepononxa 94
MECTa TEXHHYECKHMH CPEJCTBAaMH; 3aHOC TEXHHUUSCKHX
CPEeACTB B MeCTa XpaHeHHs
[TpumMeuanue: K HOpMaM BPEMEHHU NPHMEHAIOTCA MOBBILIAIOILAE KO3 IHLHEHTHL:
- npu pydyHoM ofecnbUuiHBaHMH ¢OHJA HOTHBIX, KaprorpadHy9ecKHX, H3OH3NaHHI,
aucceprauuii —1,2;
- pH obecnpUTMBaHHMA (POHAA C MOMOILBIO MbUTecoca — 1,3,
1.4.3. Usyuenne bubnuoreanoro dosaa
Ta6nuua 6
Ne H Hopma
. 2HMeHOBaHHe Npoilecca, onepaunn, Cocras Eannnna BpeMenn
n/n patoTnI H3IMepeHHs ’
MRH.
1 2 3 4
[MonrotoBurensHas pabota no H3Y4YEHHIO
Oubmaoreunoro goHaa:
! |cocraBnenne  maaHa  paloTel N0 H3YYCHHIO OUH MIaH 214,0
Gubmuoreynoro porga (dacti honaa)
2 | moAroToBka HHCTPYMEHTADHS no M3yYeHHIO [ oxHa Tabnuna 6,3
oubmaoreunoro ¢oHOa;, COCTaBlReHWe TaGmUMUBl IO
Pa3IHYHBIM acTeKTaM W3y4eHHs
3 [moabopka 6ubnuorpadryeckux nocobuit,| omHo mocoGue 20,0
HH(POPMAIIMOHHBIX CITHCKOB ANTA NMpoBeAeHUS paboTH Mo
H3yueHHI0 GubnHoTeyHoro GoxAa
4 |moATOTOBKA WHCTPYKTaXa M1 MPOBEAEHHA paboT 10| OAWH HHCTPYKTaX 83,0
H3yYeHHIO OubnHoTeyHoro Gora
babmiorpaduaeckoe nsyucHue dSubimorednoro donaa
OzHakomyieHHe ¢ cofepxaHueM OGubmmorpadmueckoro| oaHO nocofHe
nocoOus, HHGOPMALMOHHOTO CNHCKAa IS TPOBEACHHA
paboThl o u3yyeHHIo GnbnHoTeuHOro doHma
KonugecTBo Ha3Badui B mocobuu:
5 11-25 15,7
6 126-50 34,0
7 151-100 68,0
Ceepka Kaprouky xaranora ¢ OuOmuorpadMuecknM | ofHa KapTOYKa
ONMUCaHHeM JOKYMEHTa, YKa3aHHOTO B 10cO0HH;
BHECSHHE OTMETKH O HATHYAH AOKYMSHTA B OHAC:
8§ |[angasuTHBII KaTaaor 0,26
9 |cucTeMaTHYECKHH KaTalor 0,42
10 [coctarnenne Gubmmorpaduueckoro onucaHMs Ha| OJHa Kaprouka 2,6
OTCYTCTBYIOWHE B OHOIIHOTEKE JOKYMERTHI
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Hopma
Ne Hanmenosanue npouecca, orrepaunn. Cocras Eaunnua Bpemenn,
n/n paboThi H3MepeHHA ML
1 2 3 4
MPOCMOTP HANOJHEHHS CHCTEMAaTHYECKOro KaTajJora B| OJHA KapTO4Yka
Pa3IMIHBIX acleKrax (Mo OoTpaciiM 3HaHUS, BHIAM,
rofiaM); COMOCTARNEHUWE UONYYEHHBIX JAHHBIX ¢
TEMATHKO-THIIONOTHYECKUM (NePCIEKTHBALIM) MIaHOM
KOMIUIEKTOBAHNAS; YTOUHCHHE, BHECEHHE KOPPEKTHB B
TLIAH KOMIUIEKTOBAHHS
KonnuectBo KapTodeK B AIIHKE:
11 |1-500 43,0
12 |501 - 1000 85,0
13 11001 - 2000 173,0
CratucTHyeckoe H3ydeHue Oubnnorednoro Gonaa:
14 |sanofHerHe cTaTUCTHYECKHX Tabmuuy (Mo cocrtamy,| oaHa TabnHua 19,3
IMHAMHKe ¥ CTENCHW MCNONL30BaHUS OMOMHOTEUHOTO
$honna) Ha OCHOBAHKH YUETHOH HOKYMEHTAlHH
15 |pacuer nokasarenci KHHIoo0ecleYeHHOCTH, | OJHH NoKazaTeNb 2,0
0bpalzacMOCTH, YUTAEMOCTH
16 [cnmomHOH mpPOCMOTP MAOKYMEHTOB Ha CTEVIAXAX,| OMHH JOKYMEHT 0,84
TOMCYUET N0 KHIWKHBEM GOpMyNfApaM URH JTUCTKAM CPOKaA
BO3BpPAT2 KONMYECTRBA KHATOBBAY
17 |mMapkupoBKa  HEHCHONB3yeMO#H  4acTH (GOHAA B| OIHH JOKYMEHT 0,26
3aBHCHMOCTH OT TOpPHYHH, BBI3BABIIHX  HH3KYIO
obpamaeMocThb
18 {zanomHeHHe TaONMHE] HHTEHCHBHOCTH HCMONB30OBaHHA| oOaHa TaGauua 50,0
oubnuoreunoro douna
Coctapnende B aHa3 TabiMMU 10 H3YYEHHIO
6ubHoTeuHOrO GoHIa
CoctaBnenue TaOJHIBL;
19 {(mo  cocraBy, pasBHTHIO M HCIOAL3OBaHMIO | OJHA Tabnupa 63,0
ouGnuoreynoro dbouaa
20 |m0 CTENCHH MCNONB30BAaHMA (OHA2 B pasiMuUHBIX | OnHa Tabnuia 68,0
acmeKTax (B OTpacneBoM, 110 BHAAM H3AaHHil)
2] {mo obwveMy HeHcnmonb3yeMmoil M MamocnupairdBaeMoii | omHa TaGnuna 63,0
4acTH (OHIA M IPHYHHAM €€ HAKOIUICHHS
AHanu3s Tabnuuer; ofHa Tabnuua
22 im0 ©OCTaBY,  pasBMTHIO M HKCTONLIOBAHMIO | OX&Ha Tabmuiia 56,0
oubnnorevnoro gpoxaa
23 {0 cTemeHM HCIOAL30BaHMA (OHAA B pa3sMHyHBIX | oxHa Tabamma 56,0
acmexTax (B OTPAceBOM, IO BUAAM H3AAHHIH)
24 (mo coctaBy H  BeMHMUHE HEUCHONB3yeMoit M| OfHa TaOmHuA 60,0
MaJIOCNpAIINBAeMOli uYacTH ¢OHAA M OpHUYMHAM €e
HAKOIJICHUS
25 |cocTaBieHME IIAHA MEpONPHATHH K NpeIoXeHud 1o OJIMH NNaH 161,0

pe3yNIbTaTaM H3yueHHs (oHma
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[IpaMeyanue: BpeMs POBEACHUS HHCTPYKTaXa B HOpMY BpeMEHH He BXOIHT; IIpH paboTe ¢
JOKYMeHTaAMH Ha HHOCTPAHHBIX A3bIKaX K HOPMaM BpEMEHH NpPHMEHJAETCA MOBBIIAIOMIHI
ko dunuent 1,15,

1.5. O6cnyxubanne yntaTench
1.5.1. PaBora ¢ HuTarenem

Tabnuma 7
N H Hopma
] AHMEHOBAHHE NpoNecca, onepaunu. Cocrap Eannuna
n/n paoThI HIMEPEHHN Bpement,
MHH.
1 2 3 4
3anuck ydTarena B GUONHOTEKY:
1 [npocmMoTp ZJOKYMEHTOB YHTATENS (macnopr, | oauH YuTaTenkb 1,7
YIOOCTOBEpEHHE, NMOPYYHTENBCTBO); NpPOBepKa HaJHuHS
YYETHO-PETHCTPANHOHHON KAPTOUKH YHTATEN
2 |3anonHeR"e dopMynspa YHUTATENA, YYETHO- | OOWH YUTATENb 2,0
PECHCTPANMOHHON KapTOYKH, YATATENRCKOTO OHeTa
3 |[O3HAKOMJECHHE UHTATENd ¢ NpaBHIaM{d NOJB3OBAHUA | OJUH YUTATENb 5,0
GubnuoTekoil, pacronoxenneM (OHAA, CHPABOMHBIM
annapaToM
4 |moACK H  pacCTaHOBKZ  YYETHO-PETHCTPAlMOHHBIX | OJHA KapTOuKa 0,26

KapTodex No andasuty dhaMusmii untarenei
Ilepeperucrpaius yuTaTenei

5 nmouck ¢opMynspa  (peTMCTPAUMOHHON  KapTOUKH)| OHHMH YHTATE/b 12,0
YUTATENs; BHECCHUC M3MEHCHUN B HUX ¥ YHTATSNBCKUR
funer (yroYyHeHHWe AHKETHBIX JAHHBIX, HOBOTO
YHTATENABCKOre HOMepa, IaThl NepeperucTpallun)

Januck (nepepeructpanis) yuTarenei B
ABTOMATH3INPOBAHHOM PEeXHME!
6 [Habop Ha KnaBuaType CBEACHMH O 4uTaTene: GaMuiMs,| OJHMH YHTATENE 6,0

UMS, OTYECTBO, XapakTEPH3YIOUIME €ro MPH3HAKU
{0oOpazoBaHue, CNCHANBHOCTE, HHAY HHpOpMALHS), KOJ
7 |OCYLIECTBICHHE KOHTPOJIA 332 BO3MOXHBIM HalUYHeM : OJHH YHTATENb 1,0
MAHHRKIX O YHTATENe, 3alucaBmIMMCA B Oudnnorexy
{paHee 3anmHcaH, JHLICH IIPaBa MOJIB30BaHHA)

8 !odopmnenre Koga yHTaTENsA ¢ KOHTPONBHBIM Pa3paoM | OAVH YHTATENb 0,52
H CpPOKOM IIOJIb30BaHHS HHTATENbCKUM OHNeToM Ha
OCHOBC BEIAAHHON HHOOpMALMHA

O |BbiBefeHHE HA TPHHTED CBEACHHH O 3aMMCABLIEMCH | OIUH YHTATEND 1,3
yuTaTene B BuAe OaaHKa, BeIpe3aHue GaHKa U BKJICHKA
€ro B YHTATENbCKUH OuneT

Pabota pucneruepckoit cnyxObI:

10 {opueM  uurtatennckoro  TpeboBaHMA;,  npoeepxal onpHo TpeGoBanMe 0,73
IOPaBUIBHOCTH 340OMHEHUS TpeGoBaHMil, YTOYHCHHE
MecTa XpaHeHHUs JNOKYMEHTOB; OTMETK2 B
OUCOEeTYepcKodl  ceTKe, nmnepeaaya TpeOoBaHMA B
KHHTOXpaHeHHe

Boimonnenuwe TpebopaHufi moTpebureneil, BhAada
JOKYMECHTOB M3 OCHOBHOT'O KHHIOXPaHCHHS:
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Ne Hanmenopanue npouecca, onepanun. Cocras Eaunuuna ag:nf::::l,
n/n padoThl HIMEPEeHHA -
1 2 3 4
11 |nonyuenue TpeboBaHu#, perucTpauns, nondopka uX no} onHo TpeboBanue 3,0

MUppaM

12 |mouck AOKyMEHTa, HAHECEHHEe OTMETKH Ha TpebosaHui, | onHo TpeboBaHne 5,0
KHEXHOM dopMynspe, AHCHETUEPCKO CeTKE

13 |ycTaHOBNEHHE MeECTa HaxXOXKIAEHHA HeHalAeHHOro | OonHO TpeboBaHMe 7,0
NOKYMEHTaA [0 CIHPABOYHLIM KapTOTEKaM, KaTaJoram

14 |Bhimasa SHOKYMEHTZ M3 OTAENAa KHUTOXPaHeHusi | OJHMH ROKYMEHT 2,0
noTpedUTEMO; OTMETKA Ha KHWXHOM QopMynspe,

TpeOOBaHHH

15 |npunaATHE NOKYMEHTA OT NOTPEOUTENS; NONCK KHIKHOTO | OAHH HOKYMEHT 30
dopMynapa, TpeOOBaHK; NOraieHHe OTMETKH O BELAAYE
Brilaga XOMIUIEKTOB JOKYMEHTOB BO BpPEMEHHOE
HOJIL30BAHHE MOAPA3NeNeHAAM OHONHOTEKHN:

16 |odopMaenne 3adBKH HAa KOMIUIEKT AOKYMEHTOB, OJTHA 3as1BKA 5,0
nepeJaBacMblii B CTPYKTYPHOE NOApa3fieIecHHue

17 |noaBop AOKYMEHTOB B KOMIUICKTHI; HANHCAHAE BTOPOrQ | OJMH JAOKYMEHT 40,0
IK3EeMILLIPA KHHXKHOrO GOopMYIIspa (HEAMKATOpa)

Bplraya  KOMIUIEKTOB  AOKYMEHTOB;, OTMETKA Ha| ORWH JOKYMEHT
KHIDKHOM dopMynape (MHIMKAarope) gathl BLULAYH,

JaHHBIX HOAPA3JCNEHH, NT0/IYYaroero KOMILIEKT

KoJHYeCTBO JOKYMEHTOB B KOMIUICKTE!

18 |25 6,8

19 |50 13,5

20 (200 108,0
IonyderHne KOMIDIEKTOB NOKYMCHTOB OT CTPYKTYPHBIX | OAUH KOMILIEKT
noapazieneHui;  NOHCK  kHHxkHOro  dopMynsapa
(MHAUKaTOp); NOraiieHUE OTMETKH O BhIjIade, BJIOKCHHE
€ro B AOKYMEHT
KonuvecTBo JOKYMEHTOB B KOMILICKTE:

21 |25 6,8

22 |50 13,5

23 200 108
ObcnyxupaHne YuTaTE/NCH B YHTATBHOM 3aJ1¢:

24 |npoBeAcHKWE KOHCYNbTAllMH, OeceAbl C YMUTATeNeM Y onHa 5,0
KaTanoros, KapToTex, KHHXKHBIX TIONOK, | KOHCYJAbTalMA
HHGOPMHUPOBAHME YHTATENS O HOBLIX HOCTYILIEHUAX
Hopbop moxymentoB B moAcoOHOM (OHAE YMTAIBHOTC | OAWH AOKYMEHT
3aN1a; nepesfaya Ha kadenpy BhIauH:

25 [no TpeboBaHuIO UHTATENS 2,0

26 | 110 YCTHOMY 3anpocy 1,7

27 | o onpeaeneHHON TeMe 3,1

MNonGop nokymentoB mno ydeOHOH niporpamMe Ha
OCHOBaHHH MakeTa KOMILIEKTa JOKYMEHTOB,
BBLIABAEMEBIX  CTYHeHTaM; nopfop yueGHUKOB {10
dakyneTeTaM, KypcaM, TIpyINaM; CBEPKA KHHKHBIX
($bOpMyNApoB ¢ Ha3BaHWEM KHHT, HHBCHTADHBIMH

OJHH KOMIUICKT
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Hopma

Ne HaumeHoBaHHe npouecca, onepaunu. CocTas Eaununa BpeMenn,

n/o paGoTsl H3MEPEeHHA M.

1 2 3 4
HOMEpaMH
Konu4ecTBo JOKYMEHTOB B KOMIJIEKTE:

28 |10 2,7

29 |20 54

30 |40 10,8

31 |Bblmaua OJOKYMEHTQ: CBEpKa BRIOABAEMOT0 NOKYMEHTA ¢| OXHH JOKYMEHT 2,0
YUTAaTeNbCKUM — TpeGoBaHHEM; MpoBepKa  HaM4HA
CTPAHMIl, BHECEHHE 3aUHCH HA  YMTATENBCKOM
TpeGoBaHHH (KOHTPOJIBHOM JIMCTKE); BIOXKEHHE B
YHTATENbCKU ouner, PaccTaHOBKa, OTMETKA
KHHTOBBLIAYH

32 {nmoayvyeHHe IOKyMEHTa: cBepka ero ¢ TpefoBaHueM | ONWH AOKYMEHT 2,0
(KOHTPONBHBIM  JIHCTKOM);, TNpOBEPKa COXPAHHOCTH
JOKYMEHTa, HalH4usd CTpaHHll, BHECEHHE OTMETKH O
ApHEME

33 |monyueHme HOKYMEHTa, 3aKa3aHHOTO YWTaTedeM B OINUH AOKYMEHT 0,5
OTAEeNEe KHHIOX paHSHH S

34 |nmepemaya HOKYMEHTA, CHAHHOIO YHTATENEM, B OTHEN| OJHH JOKYMEHT 1,0
KHHTOXPaHEeHU
Ot160p ¥ nepenaya ZOKYMEHTOB HA KONNHPOBAaHHE: ONUH JOKYMERT

35 |oTbop AOKYMEHTOB (OTHENBHBIX CTaTei) JUIS mepeAadd | OXUH AOKYMEHT 5,0
HAa MHKpOGHIIBMHDOBAHHE H KOIIHUPOBAHHE

36 [MOArOTOBKA NOKYMCHTOB K KOMHPOBAHHIO, OQOPMIICHHE | OJIMH JOKYMEHT 3,0
3aKa3a; perucTpalus B yIeTHbIX hopmax

37 |momyuenne MHEKpodMILMa M KOIMH; TpOBEpKa OIIMH 3aKa3 5,0
NPaBHJILHOCTH BBIMOJIHCHHS 33aKa3a
OO0cnyxHBaHHe YHTaTENEH Ha aboHEMEHTE:

38 |moabop AOKYMEHTOB AJA PEKOMEHIAINY YNTATEIIAM OJUH OOKYMCHT 5,0
Brimaua AOKYMEHTOB HHTATElO, MOUCK ¢opMynapal ofWH AOKYMEHT
YHTATENs, YKa3aHHE CPOKa BO3BPATa, MPOBEpKa HAIMUHS
CTpaHAL; 00CITy)XHBAHHUE:

39 {B3pocibIx 2,7

40 | meteii 3,2

41 |mposeacHMe Oecenpl ¢ yMTaTeNneM, HHYOPMHpPOBAHHE O, OJAHH YHTATENb 5,0
HOBEBIX MOCTYIUICHHAX
[Tonyuyenne mokyMeHTa OT YHTATeNs, BHCCEHHE OTMETKH | OJMH JOKYMEHT
O TMpHCME; TIPOBEpKa HANMYMA CTPAHMLl, BIOXKEHHE
KHHKHOTO dopMynapa; o0CTyKHBaHKeE:

42 | B3pocnbIX 1,8

43 | nereit 5.0

44 |mpomneHHE CpOKa MONB30BAHHA JOKYMEHTOM; IIOMCK| OZHH GopMynsp 3,0
dopMynsipa YMTATENAA; BHECEHHE OTMETKH O MPOAJICHUH
CpOKa NOJNbL30OBaHHA
CosnanHe Konuil AOKYMEHTOB 1O 3anpocaM YHUTATeNe:

45 |KoHcymbraums vuuTarenei mo BuiGopy mapameTpoB OJHa 5,0
KOIHPOBaHHUS KOHCYJIbTaLHS
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Ne HanmenoBanne npoliecca, onepanun. Cocras Eaununa Hopma
n/n paboThl H3MEpPEeHHA BpeMeHN,
MHH,
1 2 3 4
46 | coznanne 3JIEKTPOHHOH KONHY ¢ OpUrHHANa OJIHA CKaH-KONHUs 0,15
47 | cozpanne SYMaHOH KOIMHH ¢ OPHTHHANA OIHA CTPaHHIA 0,15
48 | co3naHue KOIHE ¢ MHKPOdopM OJTHH Kajp 0,5
49 nedath HyMaXHBIX KON JOKyMeHTOB U3 Ob OAKH JHCT 0,08
50 | cozpanne 3NMeKTPOHHOH HOTOKOMHH ¢ OPUTHHANA OJMH KaJap 5,0
IIpimedanne: K HOpMaM BPEMEHH IPUMEHAIOTCS MOBBILLIAIOIINE KO3()GHLIHEHTEL;
- npu o0CTyKABaHHH YuTaTeiiell kunodoTrodhoHOZOKYMEHTAMH — 1,2;
- HOTHBIMH, KapTOIpadUYCCKHMH, H30U3gaHusMH — 1,15;
- CTICIHANBHBIMH BUIAMH HAYYHO-TEXHHYECKOH NMUTEPATYPLI U ROKYMeHTanuu — 1,1;
- nip paboTe ¢ AOKYMEHTAaMH Ha HHOCTPAHHBIX A3bikax — 1,15;
- IpH padoTe ¢ AOKYMEHTaMH HA A3uIKaX AR H Adpuxn — 1,5.
1.5.2. BayTpeHHss paGota
Tabnuua 8
Ne H Hopma
0 anMeHOBaHHe Npouecca, onepauun. Cocras Eannaunma
n/n paboThi H3MepeHus BpEMEHH,
MHH.
1 2 3 4
[Toaroroeka Kk Bblgaye:
1 {pacctanoBka ¢opMmynapoB umTatenedl (mo c¢pokaM,| omxuu Gopmymnap 15,0
HoMepaM, andaBHTY)
2 (noppeleHHe HTOTOB palOTHl 3a npolteAWHiE OeHB, ¢IKETHEBHO 9,2
BHECEHHE 3AIIHCH B JHEBHHK
3 nomfop HAOKYMEHTOB MO IpeABAPHTENBHBIM 3aKa3aM| ORWH JOKYMEHT 3,0
quTaTeNeH U M1aHaM YTCHUsS
4 |npocMOTP HOBHIX TOCTYIUICHWI{ [UIf PEKOMEHTAUWM | OIWH JOKYMEHT 2,0
YHTATENAM
5 |[npocMOTp ¥ MONONHEHHE KHWKHBIX BLICTABOK, AMKMKOB| OJUH AOKYMEHT 3,0
cBobogHOro BHIGOpA KHHF, TEMATHYECKHX IIONOK H
cTeIakeh
6 |moaroroska pabogero Mecra eXXeNHEBHO 10,0
PaboTa ¢ dopMysIapoM untaTesns:
7 |amanu3s  (opMyIApOB yHTaTeNCH, BBIABICHHE | OZHH dopMyIAp 43
YHTATENBCKUX HHTEPECOB
8 |cocraBneHHe KapTOYKM NS KapTOTEKH YHTATENBCKHX | O/JHA KapTouKa 0,86
HHTEpeCOB;  COCTABJICHHE  COMCKA  YHTATENbLCKHX
HHTEPECOB
9 |3amuch B $opMyaspe UUTATEISN O pe3ynbTaTaX aHaJIM3a 0/1Ha 3aMHuch 3,6
yTeHU4 32 OnpeefieHHEIH nepuon
10 [3amuch B AHeBHUKe OMOAHOTEKAPA O AMHAMUKE YTEHUS N OZlHA 3aNMHCH 9,2

HHTEpecax yurarens (Tpynsl yuTareneit)

Pabota c ynTarenamu, He BO3BPaTHBIIMMH JOKYMEHTHI B
CpoK:
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Ne
o/n

Hanmenosanne nponecca, onepanun. Cocras
paboTh1

Eannnna
H3MEpPEeHHA

Hopma
BPEeMCHH,
MHH,

2

3

4

11

nouck GopMynapoB uUuTaTenel, He BO3BPAaTUBIIHX
JOKYMEHTRI B CPOK

OMHH QOPMYTp

1,0

12

HAITHCAHHE  OTKPBITOK-HaMOMHHAHHA O  BO3BpaTe
JOKYMCHTOB, OTMETKa JaThl HANOMMHAHHS Ha

dopmynspe

onuH dopMynap

2,0

13

onoeeieHne  (mo  Tenedory)  uMrTaTend, — He
BO3BDATHUBINETO JOKYMEHT B CpOK, OTMETKa JaThl
HANMOMHHAHHA B GopMyIsipe

OIHH GopMyndp

4,0

ObecneyeHHe KOHTPONS 3a  CpOKaMH  BO3Bpara
JoKyMeHTOB B AC:

14

BHIBOA Ha IPUHTEDP CHHCKa vuTaTenelt H aboHeHTOB-
3aJOMKHHKOB

OOHH CITHCOK

0,16

15

COCTABJICHHE CITHCKA 3aJ0XHHEKOB

OAHH CITHCOK

0,16

16

pacneyaTka Ha NMPUHTEPE HaANoMHHAHHUA abOHEHTaM H
YUTATE/AM O CPOKE BO3BpaTa (aApec, Ha3BaHHA BIATBHIX
JOKYMEHTOR)

OIHH CITHCOK

2,2

17

u3bATHEe K3 0askl AAHHBIX CBEOSHUA O 3RHATOCTH
BO3BpALICHHBIX JOKYMCHTOB

0AHA 3aNHCh

0,4

Odopmnerine TOHCKa 33T0KHHKOB Yepes Cy1

18

KonupoBaHHe GopMyJIspa YHTATENs; YTOUHEHAS aBTOpa,
Ha3BaHHs, HHBEHTAPHOIO HOMEpa, LeHbl JOKYMEHTA, HE
BO3BPALICHHOTO B CPOK; MEPEUUCICHHE TOCMOIIHHB! 32
oopMIICHHE HCIONMHUTCABHBIX HaAlHuCel; MepechUIKa
Jena B I

OIUH JOKYMCHT

2,7

19

noiayucHHe B oopMIIeHHE  JOKYMEHTOB  H3
HOTAPHATBHOH  KOHTOpEL  (UIPOCTAaBACHHE  HOMEpa
PacueTHOrO CYeTa, HOMEpa HCMOJHHTEIBHOH HAANHCH)

OJJHH JOKYMEHT

2,7

20

COCTaBncHMe aKTa Ha ONAaTy 4Cpel Cy¥A YTCPSHHBIX
JOKYMCHTOB

OJHH JOKYMCHT

2,7

TipHem AOKYMEHTOBR B3aMCH YTCPSHHBIX:

21

MOMCK  uyHTaTeNbckoro  QopMynspa;  BHeceHHe
COOTBETCTBYIOIICH 3amucH B GoOpMyNsp, TeTpalb ydera
KHUT, OPHHATHIX B3aMEH YTePAHHAIX

OIUH JOKYMEHT

3,0

22

NpOCMOTP  JOKYMEHTa,  MpEIaragMoro  B3aMEH
YTEPAHHOTO

OJIAH NOKYMEHT

2,0

Pabota ¢ oTkazamu:

23

YIYCT H Knaccucbm(aunﬂ OTKa30B; OTMCTKA Ha JHCTKE
YHTATCIECKOrO TpGﬁOBaHHH NPHYHHE] OTKA3a

OZHO TpeboBaHHE

1,6

24

paccTatOBKa UYHUTATCALCKHX TpeﬁOBaHHﬁ B KapTOTCKC
«HEYAOBJIET BOpeHHBIﬁ CIIpOCY

omHo TpeboBaHue

0,32

25

AaHASIA3  OTKA30B, COCTaBNeHHEe CBOIKM OTKa3loB B
OTpacieBoM paspese (II0 NpHYHHAM OTKa3a M MepaM HX
JUKBYAALMY U IPECAYNpEerKIeHN )

OOHH OTKa3

1,0

26

cocrapneHne  Oubianorpaduveckoro  OINHCAaHHA Ha
JOKYMEHTEI, HMeIolie HanGonbiuee YUCNO OTKA30B, H
nepeaaya KapTouky B OTAEN KOMIUTEKTOBAHHSA

OOHO
Gubnuorpaduyec-
KO€ OMHCaHHE

2,0
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1.5.3. BuecrauuonapHoe 00caAyKHBaHHE

Tabmuna 9
Ne EamHAna Hopma
/o HanmeHoBaHHE npouecca, onepaunrn. Cocras padoThbl KaMepenus BpEMEHH,
MHH.
1 2 3 4
Oprannzauda OUONHOTEYHBIX NYHKTOB, NEPEOBHKHBIX
O6ubnuorek:
1 lsakmoueHue  moroeopa Mexay  OuOnHoTeKOM M|  OOUH KOTOBOP 270,0
OpTaHM3aLHe, roe Oynet OCYILECTBIATECA
BHECTAaLMOHAPHOE 00CTyKHBAHHE
otpopmienne gpopmynipa GHOIHOTEUHOTO NYHKTA OARH opMynsp 13,5
3 |obopMmieHne TmankH ¢ AOKyMeHTaMH  (JOroBopa, OJHA fankKa 13,5
JOBEPEHHOCTH Ha  [ONy4YeHHe KHMr, ¢opMynsapa
61O0IMOTEYHOTO AYHKTA, OTYSTOR U APYIHX AOKYMEHTORB)
4 |cocTaBNEHHE CXEMBI  pasMCIiCHUS  OHONHOTEYHEIX ONtHa CXeMa 126,0
NYHKTOB Ha TEPPHTOPHH ropofa, paiioHa
S |cocraBneHue rpaduxa obMeHa ROKYMEHTOB, | OOHH rpadHk 18,0
HaxoaAwMxcsd B OHONMOTEYHEIX MYHKTAX, NEPEABMKHBIX
oubnnorexax
6 |cocrapneHHe I1aHa MEeTOAHYECKOH MOMOLIH OINH MJaH 46,0
H6ubnroTeKapaM-obIlecTBEHHHKAM
7 |odopmncHue oO0BABACHUS O AHAX M 4acax padoThl| OAHO OOLABACHHE 12,0
6ubHOTEYHOTO IYHKTA, IEpeABHKHOK OHOMHOTEKH
[ToaGop KOMIIEKTOB HOKYMEHTOB And OubiHoTedHOro
HYHKTa, NEPEABHXKHON OHOAHOTEKH
TMoaGopka KOMILIEKTA OKYMEHTOB OMTHH KOMILICKT
Konn4ecTBO JOKYMEHTOB B KOMILIEKTE:
8 [10 15,0
9 [30 45,0
100 148,5
BBIAA4YA NOKYMEHTA B OHOMHOTEUHEIH MYHKT, OTMETKA B| OJAH HOKYMEHT 2,0
KHHXHOM QopMynispe AaThl BbIAAYH, HOMEpa YHKTa
12 |3amuce B Qopmymape OHONHOTEYHOro NYHKTa JaTsl 0JHA 3aNHCh 1,0
BEIIA4YH  OOKYMEHTOB, KOJHYECTBA  BHIJAHHBIX H
BO3BPALICHHBIX B CTALHOHAP JOKYMEHTOB
13 |paccraHoBKa KHHXKHBIX (POPMYJIAPOB B KapToTeKy 3a| OOHH KHHXXHEIH 0,4
pazmenureneM ~ cHMBl  OHONHOTEUHOrO  MYHKTA, dopmynap
nepeABmXHON OHOJMOTEKn, BHYTpPH TIO0 anQaBuUTY
thamMuii aBTopoB
14 [npuem  moxyMeHTOB M3  OHOIHOTEYHOro  NYHKTA, | OAMH DOKYMEHT 1,6

NepeaBHXHON OHOMMOTEKH: MPOCTaBJACHHE OTMETKH O
npHeMe; BIIOKeHHe HOopMYNapa B AOKYMEHT
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1.6. O6cnyxuBaHue no mexoudnuoreuHoMy abonementy (MbA)

Ta6nuua 10

HanMeHoBaHHE npouecca, oncpauHyn. Cocras paﬁoTbl

EanHuua
H3IMepeHusa

Hopma
BpEeMeEHH,
MHH.

2

3

4

O6c¢cnyxupaHue untareneii oubnuoreku mo MBA:

perucTpanHsa YnTaTesd, nonp3yiomerocd MbA

OJHH YHTATCNIE

1,35

3aMoJIHEHRE OnamHKa-3akaza,
PErBCTPAlKOHHOTO HOMEPA, AAThi

NPOCTaBIEHHE

ONHH 3aKa3

2,2

CBelleHHH ©
HCTOUHHKA,

YTOYHCHHC YKa3aHHBIX YHTATCIIeM
3aKazaHHOM JOKYMEHTC, HCIH 3anpoca,
OTKYAa MOJIYHYCHBI CBCACHHA

OIHH 38Ka3

1,6

bubmiorpadnyeckas gopabotka
Gubnuorpadguuecknx cpeaeHHi:

3axKasa, YTOMHEHUC

HO CIIPABOYHBIM H3NAHUAM

27,0

L

NPH NMOMOIOH ABTOMATH3IHPOBAHHEIX CPESACTR

0,22

HpOBEpPKA HANMYHA 3alpAliiBaEMOTo NOKYMEHTA B
GubmHoTekax ropoxa, oONacTH, PeruoHa, B TOM YHCHE 1O
CBOJHBIM KaTanoram

OIMH JOKYMCHT

10,2

HanpaBjcHHEe OnaHka-3aka3a ¢ MPOCTaRNEHHOH OTMeTKOH
(iwremneneM) «B ropoge HeT» B OTpacucBof,
YHHBEpCAAbHBI LCHTP HAM B OHOMMOTEKY (Oprad
uH(OpMAaIiNK) IO JAHHEIM CBOAHBIX KATAIOIOB

OJIHH 3aKas

0,27

3aMHACh CBeACHUH © HampaBneHHd 3akaza no MBA
{(nammenopanve OuGnuoreky, pnata) Ha obopoTHON
cTOpOHe GaHKa 3aKasa

OAHa 3annch

1,4

nomelieEve OnaHka-sakaza B «Kaprotexy 3ampocos
yurarenei no MBA» 3a pasgenurens «3anpocsl no MBA,
HanpapieHHbIE B ApyTHE OUOIHOTEKUY

oo TpeboBaHkEe

0,32

10

IpHeM ACKYMCHTA, MpHcnaHHoro no MBA,; BckpbiTHE
OaHAepoH, TMpOBEPKa COCTOAHHE AOKYMEHTa, OTMETKa
JAThl MOJY4YeHHSA M Ha3paHHs OMONIMOTEKH, BRICMABINCH
AOKYMEHT, WHBEHTApHOTO HOMEpa, CPOKa MONL3OBAHUA,
nepecTanoBka OfaHKa-3aka3a M3 pasdena  KapTOTEKH
«3anpocei no MDA, HanpaBseHHBiE B Ipyrue
oubmorexu» B pasaen «Ilonyvennsre mo MbA u3nanmnsy

OJUH JOKYMCHT

3,8

11

H3BCHICHHMC YHTATCHAA © TDOAYHUCHHH 3alpoliCHHOIO
JOKYMEHTA H CPOKE IOAB30BAHHA HM

OAHO KH3IBCIICHNE

1,35

12

BHIIAYA YHTATENIO NHOJY4YeHHBIX N0 MBA NOKyMEHTOB B
YHTAJBHOM  3an¢ (B CayxeOHOM  [TOMELUCHHH
OubnmoTexy); CBEpKa BBIGABAEMOre  JOKYMEHTa ¢
OaHKOM-3aKa30M; IIpOBEpPKa HAMMuMs CTPaHUU M
COCTOSTHUS AOKYMCHTA; OTMETKA BHIIAYH

OJIMH NOKYMEHT

1,0

13

npHeM JOKYMEHTa OT YUTaTelli B YHTAIBHOM 3alI€; CBEPKa
AOKYMEHTa ¢ 4acTel0  OnaHkKa-3akasa, IpoBepka
COXPaHHOCTH AOKYMEHTA; BHECEHHE OTMETKH O MNpHUEME;
MOMELICHHE TIOKYMEHTA B CNICUUANIGHO BELACIIEHHOE MECTQ
(3aKpbITHI ITKag)

OJIUH JOKYMEHT

0,5
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Ne
n/n

HanmeHoBaHHe nMpolecca, onepannd. Cocras paboTnl

Eauauua
H3IMEpeHHS

Hopma
BpeMeHH,
MHH,

2

3

4

14

usBicdeHHe OJaHKa-3aKasa M3 KapTOTEKH, 3alHCh
cBeneHuii 00 oTnpaBke H3MaHUA (1aTa, HOMEP MOYTOBOTO
OTHPABICHHA); IEPeCTAHOBKA JIMCTKA M3  paszena
«[lonyuennele no MDBA  wuspamua» B pasgen
«Bosspamennaa murepatrypa»

OJIUH JINCTOK
TpebopaHuA

1,0

15

NOATOTOBKA K OTNpaBKe HNOKYMCHTOB B OHOIHOTEKY-
doHmoAcpKaTENL  3aKa3lHOH  OaHACPONBIO;  YIAKOBKA
6aHepoy; B3BCIIMBAHHE €€; HAKICHBAHHUE MApKH (€CIH
HeT HEHTPAIH30BAHHOH OIUIaThl MEPECHUIKH); HAHCAHUE
afpeca; COCTABJICHHE ONUCH

OOWH OOKYMEHT

3,6

16

pabora ¢ oTKa3aMH

OJHH OTKA3

1,03

17

coofIeHre B OTAeN O6CTyKHBAaHUA O TIONYUYEHHH OTKa3a
(nata, mpruKHa)

OJHH OTKa3

1,35

O6cayxupanue aboHeHTOB 10 MBA

IlpueM 3axazos.

18

OpH OTCYTCTBHH HoMepa aboHeHTa Ha OnaHke-3akaze
IpoBEpKa MO KapToTeke aboHeHTOB, aboHMpyeTca 1M
JaHHag OpraHU3aIHs

OJINH OTKa3

1,0

19

opranuzanus abOHHpPYeTCA: NPOCTAaBISHHE HOMepa Ha
Onanke-3axase; CBEpKa aapeca, Ha3BaHUA OpPraHH3aLHH,
daMunHy OTBETCTBEHHOIO 110 MBA; BHeCeHHe H3MEHEHHH
B KAPTOYKH

OAHH OTKa3

3,6

20

nepeudHOe ofpamieHne a0OHEHTa B TEKYUIEM TORY:
NpOCTaBNIEHKE B KapTOyKe roja oGpallleHus, JaThl

OJHH OTKA3

3,6

21

opopmncHue aboHeHTa  (opraHusauMs paHee He
aboOHMpOBanach): TNPHCBOEHHE  aDOHEHTY  HOMepa;
3aMoNHEHNE KapTOYKH perucrpaunru abonentra MBA wu
pasAeIaTeNs (dopmynsap); yKa3aHHe TNIOJIHOTO
HauMCHOBaHKs  OwWOmioTexw, MOUYTOBOTO  aipeca,
Tenedora, (aMHIHH, AMEHH, OTYECTBA OTBETCTBEHHOTO
JIMLA, JATH] OTKPHITHA H HOMepa a0oHeHTa

OJHH a0OHEHT

50

22

PacCTaHOBKd PErHCTPanHOHHBIX KapTOUeK B KAPTOTCKY

OJHA KapTo4dKa

0,32

23

obopMiIeHAe H3BEIIeHH Aid aloHeHTa (CTaHJapTHOE
u3BelieHHe 00  OTKpLITHH  aDOHEMEHTA);  3arpoc
HEAOCTAIOUIMX CBEJCHHH ONs KapTOTEKM THIOBBIM
NIUCBMOM

OJHO H3BCHICHUC

1,6

24

MpoBepKa MPaBHIBHOCTH 3amONHeHHd OJaHKa-3aKasa,
33J10JDKEHHOCTH a0OHEHTa, IPOCTaBIcHHE Ha 06opote 1-it
yactu OnaHka-3aKkaza (CTp. 2) CBOEro IITEMMENst H AAThI
monydYeHHs 3axaza B pyOpuke «CnyxeGHBIC OTMETKH
6ubnuotexapsa» NpH BBHUIONHEHHH W MEPEHANpPABIEHUH
3aKa3a B CTPOKE «paloHa, ropofay

OUH OJaHK-3aKa3

3,8

25

fepefada Ha y4acTOK paloThl ¢ OTKa3aMH HETPABHILHO
OQOPMICHHBIX  3aKa30B  (HeT  MeYaTH, [OANHCH,
HepazbopunBo oQopMICHHEIE, HE HA A3LIKE OPHIMHAIA) H
3aKa30B a00HEHTOB-3aA0XHUKOB

0/AUH OJaHK

0,43
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Ne

HanMenosaHne npouecca, onepanagy. Cocras padoThl

Eannuna
H3MepPeHHsA

Hopma
BPEMEHN,
MHH.

2

3

4

26

wudporka 3akazoB aGoHeHTOR; mogbopka OnaHKOB-
3aKa30B 110 aKPaBATY; NPOBEPKa HARHYUS NOKYMEHTA MO
KaTaJIoTy

OJUH OJaHK

2,7

27

IOAroTOBKa IJOKYMEHTA K BBLAAYe: CBepKa JOKYMEHTA C
6naHKOM-3aKa30M; [OpOBEpPKa HANAYAA CTPAaHHL H
COCTOSHUA JOKYMEHTA; MpPOCTABNICHUE Ha GnaHKe-3akase
(muuepoil cropone 1-if u 3-if wactu crp. 1, 5) mudpos
JOKYMEHT?; YKa3aHHe MHBEHTAPHOTO HOMEPA, KOMMYeCTBa
JOKYMEHTOB, RaThl BEIRa4H; Ha 0GOpOTHOH CTOpOHE 2-H
YactH (CTp. 3) HpoCTaBlieHHe MTeMnens GHOMHOTEKH ¢
Ha3BaHHEM W IIQYTOBBIM aJpecoM, YKa3aHHE CpoKa
BO3BpaTa, BIOXKeHHe 2- wuacTH Gnanka-3akaza B
BbilaBaeMbifi  NOKYMEHT;  MNpOCTAaBNEHWE  HOMepa
OGaHAEeponu BHH3Y

OOHH JOKYMCHT

1,4

28

MOCTAHOBKA 3aKa3za Ha ovepeAbr (B Ciydae 3aHATOCTH
H3/aHHA); AGOHCHTY OTIIPABKA H3BCIICHHS

ONHH 3aKa3

1,6

29

nepefada M3MAHHA Ha KOmMpopauue (NpM 3akase Ha
¢ parMeHT U3AHUA: CTAThA U3 XypHANa, cOOpHHKa)

QHUH 3aKa3s

2,7

30

OTHpaBKa JOKYMEHTOB aDOHCHTaM: ymakopka GaHOepoy;
B3BEIIHBAHNE; HAKICHBAHHE MapKH; HAMHCaHHE afipeca;
COCTABJIEHHE ONHUCH

O/IMH JOKYMEHT

2,5

31

PacCTaHOBKA ONAHKOB-3axa30B (1-1 YacTh) Ha BHILAHHEIS
JAOKYMEHTH! (BBICAAQHHEEIE) B KapTOTEKy OOCIYXKHBaHUA
aboHeHTOB B pasfen «BrlganHble Mo MBA u3aaHus»

OJHH ROKYMEHT

0,32

32

bubnuorpaduyeckas AopaboTka HEBBITQIHEHHBIX
3aKa3oB; yTodHeHHEe Ombauorpaduueckux cseleHHH o
CTPABOYHEIM U3AAHAAM

OJAHH JOKYMCHT

3,2

33

BLUIBJICHUE HAIHYHMA 3aNlpallliBacMoro AOKYMEHTa B
6ubnHoTeKax ropoga, peruoHa

OIHH JOKYMCHT

10,2

34

odopMnenne 2akaza K TEPEHANpPAaBICHHIO B JAPYTHE
6ubnnoTexy; ykasanue Ha 00OPOTHOH cTopoHe 1-it yactu
Onanka-3akaza  (CTp. 2) OPHUMHBI K JATH!
nepeHanpaeneiua (rtemnentd «Her B Subnuoteke, Her B
GuOGMHOTEKax ropona..»);0TMETKH O MpOBEpKe Mo
CHPABOYHBIM U3AaHUAM, CHIJIEI OHOMMOTEK-
doHaOACPKATENE O CROTHOMY KATAJIOTY

OJIMH 34Ka3

2,7

35

otnpaka aGOHEHTY H3BEWICHUR © NepeHanpaBleHUuH
3ampoca ¢ ykasanneM OnOnnoTeKn, Kya oH OTIpaBNeH

OOHO HIBCIICHHE

1,6

36

perucTpalud oOTKasa B YYeTHbIX ¢opMax; OTIpaBKa
aboneHTy OnaHka-zakaza (3-10 w4acteh) B chiyvae
HEeBO3MOXHOCTH BBIMOMHEHHA C OTMETKOH © HpHYHHE
OTKa3a B COOTBETCTBYIONIEH pyOpHKe

OOHH 0TKAa3

3,6

37

NpHeM  JOKYMEHTA,  BO3BpAallCHHOTO  a0OHEHTOM;
IIOTydeHHe Ha Mo4YTe, BCKPHITHE OaHAEpONH; TIpOBepKa
COCTOSHMA JOKYMEHTa; H3BJCUEcHHE ONaHKa-3akasa Wu3
KapToTekn obcnyxuBaHHA aOOHEHTOB, YKa3zaHHE HA HEM
OaThl BO3BpaTa AOKYMEHTA, NEpeCcTaHOBKa OnaHka-3akaza

OIUH JOKYMEHT

32
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Hopma
Ne Eanunua
o/n HauMeHoBanue npoueccea, onepanuu, Cocras paboTsi 3mepenns BpeMeHH,
MHH.
1 2 3 4
B paszen «Bo3BpalllcHHAd JIHTEpaTypay
38 |obecneyenue KOHTPOAA 3a CpPOKaMH TNOAB30BaHUSA | OJHH JOKYMEHT 1,6
OOKYMCHTAMH: BBUIBJCHHE JOKHHKOB, HaIlpaBiCHUS
HanoMAHaHUH
Brmonnenne pabot B AC:
39 [dopmupoBanne 6Gasel jgaHHbBIX 00 aGoHeHTax no| OAMH abOHEHT 5,4
cooTBeTCTBYIONIEH (opMe, BBOA HHPOPMAUNH O HOBOM
aGoReHTe
40 {nouck B 0Oaze JaHHBIX cBeleHHH ©0 abouupoBaHuH | OfHH a0OHEHT 3.6
OpraHH3alLHH; BHECCHUE H3MEHEHUH
41 |BBOA KHHGpOPMALIKH O NpHEMe 3aKa30B 0T abOHEHTOR OIIMH 3aKa3 0,27
42 | BoA RHGOPMAIMH O MEPEHANPABICHHH 3aKa3a, BHIBOA HA OIUH 3aKa3 1,6
NpPUATEP U3BCIUEHHA O IEPECHANPaBICHAY 3aKa3a
43 |BBOA JAHHBIX O TMOCTAHOBKE 3aKa3a Ha oOdCpenp; OfHH 3aKa3 1,6
coobiienne aGOHEHTY
44 |permcTpaulusi  BHIAAHHBIX  A0OHEHTY  JIOKYMEHTOB,| OJIMH HOKYMEHT 2,7
MPOCTABNCHHE CPOKa BO3BpaTa
45 |ynaneHue M3 MaccHBa JaHHBIX O BO3BPAIICHHOM| OJHUH AOKYMCHT 0,16
IOKYMEHTE
46 |oGecnieueHne KOHTPOIS 2a CPOKAMHE BOBpATa NOKYMEHTA: | OINH aGOHECHT 2,7
OOMCK W oT00p JaHHBIX B MNaMATH MAIIHHGI ©
33I0JPKHHKAX; BHIBOA HY)XKHOH HHpOpMaluK Ha MpHHTED;
PACTIeyaTKa CIHCKOB ¢ YKA3aHHeM ajpeca abOHeHTa
1.7. Maccosas pabota
Ta6nnua 11
Ne Ennnnua Hopma
o/n HanmeHoBanme npouecca, onepauii. Coctag patoThl AMEDeHHS BPEMCHH,
P
MHH,
1 2 3 4
[loaroropka MaccOBBIX MEPOTIPHATHIA
OnpenesiceHIE TEMBI, COCTaBA AYIUTOPUH, OTBETCTBEHHOTO ORHO
32 MCPONPHATHE B LENOM; COCTaRMACHHE [UTaHa| MCpOMpHATHE

NOATOTOBKH MEPOTPHATHA, BOMPOCOBR Ml 0OCYXAEHH,
NpUIIallieHHe  KOHCYIbTAHTOB, JEKTOpoB;, mnoabopka
DOKYMEHTOB IO TEME MEpOTPUATHS, OpPraHUu3aHs
BBICTABKH  JIMTEpaTypsl,  ans0OMOB;  ONOBEILEHHE
9pTATENCH O MEPONPUATHH Yepe3 aduiuu, nyCiHKanun B
meyatd, MO  PagHo,  TENEBUACHHIO,  BHIABICHHE
BBICTYIIAIOILHX; nevarhb u pacHpoCTpaHEHHE
NPUTIACUTENLHBIX OHJIETOB; MOATOTOBKA NOMELICHHS;
NpoBeieHAE COBELUAHHA [0 UTOraM [IOATOTOBKH H
NPOBEACHHS MEPOTIPHATHA, 0GOPMICHHE IPOTOKOJIA:
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Ne Epuuuuna Hopwa
a/n Haumenosanne nponecca, onepanus. Coctap padorsl mIMepenEs Bp;::lﬂﬂ,
1 2 3 4
1 |yHTarenbckad KoHpEpeHIHA 4900,0
2 | nuTepaTypHO-XYIOXKECTBCHHBIH Beuep, Beuep oTpacieBoi 3340,0
KHHATH, AUCHYT
3 |Beuep BOIPOCOB H OTBETOB, YCTHHIMA XKYPHAT 2600,0
4 | xnyd no unTepecaMm 2600,0
5 |meTckuii yTpeHHHK 3900,0
6 | BUKTOpPHHA, KOHKYDC, HIpa-TIyTEIICCTBHE 3900,0
Oprasu3anya KEHKHBIX BHICTABOK
CoCTaBNeHHe TNJlaHA OpraHW3alM# M [POBElEeHHA
BBICTABKH; BRUIBACHHE ¥ 0TOOD NOKYMEHTOB; MOATOTOBKA
COIPOBOIMTENBHON NOKYMCHTALUUHM K BBICTABKES; CO3JAHHE
KYHOXKECTBCHHOTO  MpOEKTa;,  MOHTaX  BBICTABKH,
opraduzalia HHPOPMALHOHHO-peKNamMHOH paboThl Mo
NONYJISPH3ALAH BHICTABKH; NMOABEAECHAE HTOTOB pabOTHl
TemaTHueckHe BBICTaBKH 061meOH6MHOTeUHOrO |  OJIHA BRICTABKA
Macitaba, opraHuzyeMble Ha GoHAax GHOMHOTEKH
Koan4ecTBo 3KCOHATOR:
7 11-50 560,0
8 [51-100 1120,0
9 |101 - 200 22400
BeicTaBKM 10 ONpeneneHHOHN OTpaciH 3HAaHHI HIH Teme,
OpraHH3yeMEIE:
Ha gonge oubnnorexu O/IHA BHLICTABKa
KonnyecTBo 5KCIIOHATOB:
10 |1-50 310,0
11 |51-100 940,0
12 1101 - 200 1920,0
Ha ¢oHae oTaENa OJIHa BEICTABKA
KonHgecTBo 3KCIOHATOB:
13 |1-25 180,0
14 |26 - 50 360,0
15 [51-100 720,0
BeicTaBkH, TMOCBSIICHHBIE JKH3HH MW ACATCNBHOCTH | OJIHA BBICTaBKa
BRIAAIONUXCA MOAEH
KonnuecTpo 9KCTIOHATOB:
16 |1-10 470
17 [11-25 110,0
18 [26-50 210,06
BricTaBky Ha OAKax crennaxei OIHA BHICTABKA
KomiyecTBO 9KCIORATOB:
19 |1-5 25,0
20 |6-10 440

BricTaBxy HOBEIX NOCTYNNeHUN

OJH4 BRICTABKA

KonnuecTBo 9KCIOHATOB!
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N E Hopma

° AHHKLA

w/ HanmenosaHue nponecca, oncpanun, Cocras padorsl H3Me BpeMenH,

peHHs
MHH.
1 2 3 4

21 {1-25 40,0

22 126-50 72,0

23 (51-100 160,0
Pexnama OuOmuorexkn; palora 1Mo  NPHBICYEHHIO
qUTATENICH:

24 |noaroroBka peKJIAMHOTO COOOIUEHAS B MeYaTh, 10 PagHO, | ONHa myOHKaNHs, 420,0
TeneBHieHi0 o pabotre Oubimmoreku, ocobeHHOCTAX | OAHO coolineHHe
($YHKHHOHHPOBAHHS pa3NHHHBIX NOApa3ACICHUMN,

HOMEHKIAType YCIIYT, PENOCTaBNAEMBIX OUONHOTEKOH

25 {10ArOTOBKA MIAKaTa 0 OeATENbHOCTH OnOmoTexn (BHIGOpP |  OMWH nuaxar 210,0
TEMBI, ONpeleNeHHe ComepkaHHs H (QOpMEIL, caada B
11e4aTh)

26 |opraHsH3alus 3KCKYpCHY; NMpHeM H odopMiieHHe 3aiBKH, | OIHA SKCKYPCHS 52,0
YTOYHCHHE TeMbl SKCKYPCHH H COCTaBa SKCKYPCAHTOB
Buiasnenue NOTEHLUHAILHBIX norpeGurenei
OubnroTe HO-HHPOPMALHOHHEIX YCITYT OHONHOTEKH:

27 [npoemoTp npeccht OJI¥H JOKYMEHT 6,8

28 |[mpocMoTp M ananM3 ZOKYMEHTOB KOHKYPHPYIOIIMX GUpM | OIMH NOKYMEHT 52,0

29 |BenenHE KAPTOTEKH NOTPEOHTENBCKOTC PHIHKA OlHa KapTOUKa 1,3

30 [Bcrpeun ¢ pyxoBomuTensMH  QupPM, OpraHHA3amMiL, OIHO 210,0
NpSANPUATUR MEPONPHATUE

31 |cbop M nMOATOTOBKA MATEPHANOB AN HH(GOPMAIMOHHBLIX |  OXHMH OyKner 7680,0
OykneTos (001X, N0 OTHEALHOMY TPOEKTY)

32 |paspaborka pgu3aHHa M Makera HHGOPMAUMOHHEIX|  OJMH OYKNET 14400,0
OYKIIETOB

33 |ofecneucHue KOHTPOJA Ka4yecTBa TOTOBBIX|  ORWH Oyxier 20,0
HHGPOPMAIHOHHBIX OYKICTOB

34 | nonGop CyBEHUPHOH TPORYKIMH OJHO 1440,0

MEPOTIPHATHE
35 |NoAroTOBKA Pa3fATOUHBIX MATEPHAIOB MEPOTIPUATUS OHO 480,0
MEpONpPHATHE

[Ipumedanse:

- BpeMs OPraHM3auMH BHICTABOK NUTEPATYphl, NPOBCICHHC MACCOBLIX MEPOUPHATHH M
3KCKYPCHii B HOpPMY BPEMCHH HE BXOJHT;
- K HOpMaM BpEMEHH TNpPHMEHAIOTCA NOBHIMIAOINAE KO3(HOHULHEHTH: NMPH OpraHM3aluH
BbIC3XHOH BEICTaBKH — 1,1; NpH 3KCIOHMpOBAHMH HA BBICTABKE JIHTEPATYphl HA HHOCTPAHHBIX
s3piKax ~ 1,6, ipu paboTe ¢ JOKyMEHTaMH Ha g3bIKax Alud B Agprky — 2,0.

1.8. CnipapouHas ¥ HHpOpMaLHOHHAA paboTa

Tabnuuya 12

Hopma
e HaunmenoBanne npouecca, onepauun. Coctas padorsl Enwvua BpeMeHH
n/n i ' HIMEpenus p ’

MHH.
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1 2 3 4

YYeT NOCTYNHBIIAX BTOPHYHBIX TOKYMEHTOB (KapTOoUeK)

CyMMAapHBIM YYeT KapTO4YeK B XYPHAIC MOCTYIUICHHH H|  OIHA MapTHA

BHIOBITHS B PETHCTPALIMOHHBIX KAPTOTEKAX

Yi1cno NOCTYNHBINNX KapTOYEK:
1 §1-110 19,0
2 |111-220 63,0
3 [221-600 160,0
4 |BBIABJCHHE HEBBIOJHEHHBIX  3aKA30B; COCTaBjleHHE OIIHH 3aKa3 4,5

3a9BKM HA HCBLIIONHEHHDIC 3aKa3hbl

Opranruzanus cnpasodko-Oubanorpaduveckoro annapara

{(CbA)

[lpocMorp H oTbOp HOKYMEHTOB M3  TEKYHIHX

nocTyiuieHRH 17d BKmodeHHs B CBA, B TOM 4HCAe

KpaeBe14eckyii KaTanor:
5 |xuura ORHA KHHTA 3.2
6 | cOopHUK 0/IHa CTarhs 2,7
7 | KypHan OJIHA CTAThA 2,7
3 |raszera OJIHA CTATLA 1,6
9 | 6ubanorpaduueckoe nocodre OZHA 3aIHCh 0,5
10 |meTonMHCh KHWKHBIX, )KYPHAIBHEIX H Ma3¢THRIX CTaTel OJIHA 3ATKCH 0,83
11 | npuxsmxHbIil 6uGmorpagryecknii ciucok OIHA 3aIHCh 0,3

CocTapjerue OUONHOrpadUUIECKOl 3aNACH 0JHa 3anuch

Konuuectro anemeHToB Oubnmuorpaduueckort 3anucu:
12 |[1-4 3,2
13 15-6 0,5
14 17-9 6,0

CocraBnedne  aHHOTAUMH, H3YYeHHe  JOKYMEHTa,| OXHa aHHOTAUMA

HAMCAHHE TeKCTa!
15 | aHHOTHPOBAHHE KHHUT 260,0
16 |annoTupoBanHe cTatel 156,0
17 |ananuTYeckas POCHUCH JKYPHATHHBIX, FA2€THBIX CTarei,| OIWH JOKYMEHT 3.8

COOpHUKOB, 6ubnuorpadreckux nocoouii:

O3HAKOMJICHHE C COACPKAHHCM H3JaHHH; COCTaBleHHe

FHANUTHYECKOH POCTIUCH

[IpocMotp AOCTYMRBIUINX HH(OPMAKOHHEIX

{BTOpHYHEIX) TOKYMEHTOB U UX OTOOp N4 BKIOUCHUA B

CBA (nepsuunsbli 0rbop)

IIpocmorp nHHQOpMaMOHHOrO H3JAAHHA (B TOM 4YHCJE| OAHA Kaproyka

KapTO4YKH) K 0TOOP M3 HUX AOKYMEHTOB Ut BKIOMCHHA B

CBA; cucremarniamus KapTOueK [0 THIOAM KATAIOTOR H

KapTOTeK; HpOBEPKA HHJIEKCOB; PACCTAHOBKA KAPTOYKH

Uncno xkaprouek: '
18 [1-10 18,0
19 {11-100 165,0
20 1101 - 300 4900

IMpocmotp H o1Gop kaproyek B CBA ¢ menepio H3BATHA
AJIH NiepeMelleHns (BTOpRYREI 0T60p):
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Ne
n/n

HaumeHoBaHHe npoluecca, onepanun. Coctas paboTnl

Eauunua
H3MepeHHA

Hopma
BpeMeHH,
MHH.

2

3

4

21

U3BATHE M3 KATAJIOTOB H KAPTOTEK KapToueKk Ha
OOKYMEHTBI, CuHcaHHble #3  ¢oHlNa; NPOCMOTP
KpacBeIYECKHX, 6ubanorpaduueckux 17}
¢akTorpadHIECKHX KapTOTeK, M3bATHE H3 HHX KapTOveK
Ha JAOKYMEHTH!, IOTepsBIOME LEHHOCTb, MEPEBEIEHUE
KapTOYeK B AapXHBHHIE KapTOTeKH (YHHYTOXEHHE),
BHECEHME OTMETKH B JKypHAJIe YHeTa U PErHCTPAalHOHHOM

KapToTeke

OgHA KapTodKa

1,5

OpraanaLum l"CHepaJ'leOI‘O CHCTEMATHYECCKOIQ KaTanora
(TCK):

22

npocMOTp H OTOOp JOKYMEHTOB IR BKMoueHud B ['CK;
odopMITEHHE KapTOUeK

OIOHH JOKYMCHT

2,7

23

HAnmuCcanHue H pacCTaHOBKA pazfeluTend

OAHH pa3zacnuTENb

1,7

Pepaxtuposanne I'CK:

24

uckmodesne u3 ['CK  kaprouek Ha  JOKYMEHTHL,
yCTapeBIIUX WM HENPOQHIBHBIX, [EPCBEICHHAE MX B
apXHBHYIO YacTh (H3BATHE); ACTATH3ALHA Pa3cNioB

OIHA KapTovka

1,5

25

HaIlMHCAHUC HOBBIX p%ﬂeﬂHTeﬂeﬁ

OJHH pa3icnuTCkb

1.4

Opranu3alys KapTOTeKH NePCOHaNMIL:

26

onpejencHHe H COCTAaBICHUE NEPEeYHs JIHL, CBCICHHA O
KOTOPBIX  OTPAXaloTCA B KApTOTeKe,  HPOCMOTP
HH)OPMAUMOHHBIX M3JaHHH, NEPBHYHBIX AOKYMEHTOB;
0100p JOKYMEHTOB AJIA BKJIIOUCHHA B KAPTOTEKY

OOHH DOKYMCHT

1,5

27

TeXHHYECKasd H comep:xarenbHas oOpaboTka OOKYMEHTOB
JUISl BKJTICUCHHUS B KapTOTEKY; PacCTaHOBKA KapTOYEK MO
antaBHTy paMHIHMH aBTOPOB U N0 BUAAM AOKYMEHTOB

OOHH JOKYMCHT

2,7

28

HaITHCAHUE U PacCTAHOBKA Pa3/IcNUTENeH

OJHH pa3Cc/HT b

1,4

Opranusauus $axrorpadugeckoil kaproteku (OK):

29

olnpelencHie npeaMeTa, o0bexTa 1 OCHOBHBIX TIPU3HAKOB
ana orpaxenus B PK; nmpocMoTp HOKYMEHTOB H 0TOOpD
uig BmoyeHdd B PK; 3aHeceHHe oTOOpaHHEIX CBEAEHUI
Ha KapTel HHQOPMALMHOHHOTQ MACCHBA ¢ BHECEHHEM
COOTBETCTBYIOIIUX OTMETOK B TNOHCKOBEIE MAacCHB
daxTorpaduueckoi KapTOTEKH

OIUH JOKYMEHT

2,7

30

penaktipopanne PK; nmpobepka NpaBHIBHOCTH BHECEHHUS
CBeJleHHH M yxa3aHuH 00 HCToYHHKAX HHOOpMAIHHK

OIOHH JOKYMEHT

1,6

31

HamHCaHKE H pacCTaHOBKaA pasnenmeneﬁ

OAHH pa3sJcnuTC/Ib

1.4

OpraHusanys TEMaTHYECKHX NMANOK Ta3eTHBIX BHIPE3OK:

32

IPOCMOTP MA3€THRIX BRIPE30K, CHCTEMATH3IALNA HX

OJHa BEIPE3KA

2,5

33

odopMIIEHHE BBIPDE30K IUI1 XpaHEHHS B TEMATHYCCKHX
nanKax; Kparkoe ONHCaHHE WCTOYHHKA, HAKJIEHBAHHE HA
KapTOUKH

OHHA BBIPC3Ka

3,2
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1.8.1. CupaBouHo-0oubinorpadpuueckoe o6cnyknBaHue

Tabmuua 13

Ne Eannnna Hopwma

/s HaumeHoBanHe npouecca, onepanny, Coctas padoTh! HsMepenns BpeMeHH,

MHH.

1 2 3 4
[preM 6HOMHOrpadpHIECKHX 3ANpPOCOB:

1 |mpueM 6ubnuorpaduyeckoro zanpoca; YTOYHEHHE TEMBI, OZIHH 3aIpoc 0,43
HENEBOr0 M YHTATENIBCKOI0 HA3HAYEHHS, IOIHOTH
HCTOYHHUKOB, THUIIOB, BUAOB H XPOHOJOTHYECKHX PaMOK
3alpOCcOB
Brmonnenne cipaBok
Beinonnenne TeMaTHUeCKOH CrpaBKH; MOMCK d OTOOp| OAHA CIIpaBKa
JOKYMEHTOR; COCTABNEHHE GuGnuorpadudeckoro
ONHCAHUA
ITuceMeHHo; KOJMMYECTBO HCTOYHUKOB:

2 11 3,0

3 )2-5 15,0

4 16-10 30,0
YCTHO; KOJIHYECTBO HCTOYHHKOB!

5 11 2,0
Bemmonaerne anpecHo-OubGnHorpadmyeckod  crpaBkw;

YCTAHOBJICHHE HAIHYHA HWIH MECTA  HAXOWACHHA
JOKYMEHTa HJTH €r0 4acTH B ¢oH e Oubauoteku
ITHCBEMEHHO;, KOTHYECTBO HCTOUMHHKOR:

6 |1 2,0

7 (2-5 12,0

8 (6-10 24,0
YCTHO; KOMMYECTBO HCTOYHHUKOB:

9 il 1,5
Brmonsenue YTOWHAIOMEH ouOnurorpaduueckoit| onHa cnpaska
CMpaBKH, YycTaHARMUWBAOUWEHd #u (Mmy) yrouHsoniel
3MeMERTEl OGHONMUHOrpadMyecKoro ONUCAHHA, KOTOpbie
OTCYTCTBYIOT HJIH HCKaXEHH! B 3anpoce YuTaTens
IInCLMEHHO; KOMAYECTBO HCTOUHHKOB!

10 |1 2,7

i1 12-5 14.0

12 16-10 27,0
YCTHO; KOTHYECTBO HCTOYHHKOB!

13 )1 1,6
BrinonHenue takrorpadudeckoi CTIpaBKH,{ OAHA CIIPaBKa
yCTAHaBAHBaIOWICH KOHKPETHBIC CBEICHHS O TEX HIH
HHBIX 00BeKTax, COOBITHAX, MpoLieccax, faTax
ITHCBEMEHHO;, KOIMYECTBO HCTOYHHKOB!

14 {1 2,7

15 (2-5 13,5

16 (6-10 2,7
YCTHO; KOJTHYECTBO HCTOUHHKOB:

17 |1 1,6
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N
n/n

HaumMenoBanue npouecca, onepanan. Cocras patorsi

Enunuua
HIMepeHHs

HopMma
BpeMeHH,
MHR,

2

3

4

KoHcynpraus y  cupaBouno-OuGamorpadmieckoro

annapara.

18

npoBeAcHUe Oecellpl © CO3JaHHH M UCNONB30OBAHHH
CMPABOUHOTO annapara, o METOAMKE
Gubnuorpadpuyeckoro noucka

OlHA
KOHCY/IBTallHA

4.2

Benenne $oHaa BRINOTHEHHLIX CNIPABOK:

19

otbop cnpaBku AN (POHAA, PAICKCHHE NO MAaNKaM
{xoHBEpTaM); oOPMIICHHE CTIPABKH

OZHA CHpaBKa

4,2

20

COCTABJIEHHE  KapTOUKH [UIA  apXHBa,  YKa3aHHE
MOPAIKOBOr0 HOMEPR, TEMBI, HAaThl BHIAAYH; MOCTAHORKA
KapTOYKH B KAPTOTEKY APXHBA BHITOAHEHHDIX CHPABOK

0JIHA KApTOHKA

2,7

PaboThl B pexxume AC:

21

dopmupoBarne I'CK; BBOom B Gady  maHHBIX
aHAJIMTHYECKOH PpOCHMCH Ia3eTHO-XYPHANBHBIX CTaTeH,
c¢OOpHHKOB

OJHa KaApTOoYKa

2,0

22

mouck B orOop OHOnHorpaduueckux 3amHcell 1o
YCIIOBHAM

OJ[HA KApToUuKa

2,7

23

BHIBOJI Ha OKpaH OwnbGamorpadudeckod 3anxcH MM
OTAENBHBIX M3 HEE CBEACHHH; paciieyaTka

OIlHA KapToykKa

1,6

1.8.2. bufnmuorpaguueckoe HHGOpMHUPOBAHUS

TabGnunita 14

HanmMeHoBanne nponecca, onepaunn. Cocras padoTsi

Eaununa
H3IMEpPeHH

Hopma
BpeMeHH,
MHH.

2

3

4

Brispienne HHOOPMALHORHBIX
CHECHHATICTOB METOAOM aHKETUPOBAHHS:

notpedHOCTEH

onpenen¢HUe KOHTHHIEHTA MoTpeduTencii MHpopMaluy;
paspaloTKa 3adBOK A ONPEAENCHHA HHOPMAIHOHHBIX
notpeGHOCTEH (3aNpOCOB); pacCEUIKa (PacIpOCTpaHEHHE)
3a4B0K; 00paboTKa MOMYUEHHBIX 3aABOK; COCTABNCHHE HA
faze TNOAYYEHHBIX JHaHHBLIX KapTOTEKd KOHTUHIEHTA
notpedurteneit HRPOpMauMM H MX HHPOPMALHOHHBIX
notpebHocTel (3anpocoB)

O/JJMH NOTpeOUTENL

34,0

Brasnenue HHPOPMALIHOHHBIX norpebHOCTEH
CMEUATHCTOB HA OCHOBE AHANMM3A IUIAHOBO-OTYETHOH
JOKYMCHTALHH:

oT0Op, M3ydYeHWE, AaHATU3 OTYCTHLIX JOKYMEHTOB;
¢dopMIpOBaHHE TEMATHKM CNPAaBOMHO-HHPOPMALNOHHOTO
0BCy>XHBAHHSA B PA3HBIX PEXKHMAax

OAMH OTYeTHBIH
JOKYMEHT

240

pacnpefeneHue TEMATHUCCKUX pYOpHK HHPOPMAHOHHBIX
noTpeGHOCTEH MO MOAPa3AENCHHAM, YYacTBYIOINIUM B
CIPaBOYHO-HHPOPMALHOHHOM 0OCTY)KHBAaHHH

oaHa pybpuka

2,7

3armoueHHe ¢ A00HEHTAMH JOToBOpa Ha
uHbOpPMaHOHHOE 00CTYKHBaHHE:




37

Hopma
Ne Eanuuna
Haumenoeanue npouecca, onepanun. Cocras paGorsi BpeMenn,
n/n H3IMEPCHHA
MHM.
1 2 3 4
4 |aHanW3 JAHHBIX © 3AHHTEPECOBAHHOCTH Aa0OHEHTOB B| OIWH JOTOBOP 2300,0
HHQOPMAUMOHHOM  ODCIYXKHBAHHH H  peXHMax
H30HPATENBEHOTO PAclpPOCTPAHEHHA U PETPOCHEKTHBHOTO
NOWCKA; 3AKIOUSHAES U NEPECMOTP AOrOBOpa
dopMupoBaHHE CeTH aboHeHTOB CHCTEMBI
n3buparenbHOro pacnpoctpaderis uagopmanuu (MPH):
5 |onpemenesue xontHnrenta abonenToB cuctemui WP  oawm abonent 34,0
BEIBJICHHE THIIOBBIX H HHAMBHIYATBHBIX 3alpOCOB
abOHEHTOB; M3Y4YCHHE, KIIAaCCHOHUKAUHUs, HHICKCHPOBAHHE
3aNpoCOB; BBEACHUE IOAHHBIX O 3ampocaX B afPecHYIO
KapTOTEKY
[oaroroska cHrHaNBHOIO ONOBelleHHUA B chiecteme HPU
BrusiBiieHHE, TPOCMOTP H 0TOOP MaTEpHANOB U3 TEKYIIMX | OZHO OMOBCHICHHE
NOCTYIUIEHHH; pacnpeacncHue OToOpaHHBIX MaTepHANIOB
U3 TEKYIIHMX MOCTYTUICHAH Mo aboHeHTaM
KoaguecTBO NpOCMOTPEHHBIX AOKYMEHTOB!
6 |1-2 3,0
7 13-4 12,0
8 [(5-10 32,0
lMoaroroska nOAGOPOK CHTHANBHBIX OHOBELICHHH B
cucteMe UPU
3amonHeHne — Onadka-3akaz’a Ha  THPaXHPOBaHHE; | OJHO OMOBEILEHHE
PECHCTPALKIO MOCTYNHBIIHX KOHRWM, npoBepka uX
KauecTBa H IKIEMILTAPHOCTH; 3anoIHERHe
CONPOBOUTENBHON JOKYMEHTALIMH
KonnuecTBo 3anpocos:
9 {1-2 14,0
10 |3-4 17,0
11 [§-7 21,0
12 [8-10 25,0
[TpocMoTp 1 oTGOp HOKyMEHTOB Ui BBO#A B AC
[TpocMoTp MaccHBa MOCTYIIHMBIOHX AOKYMEHTOB; OTOOp| OOHH HOKYMEHT
OOKYMEHTOB COOTBETCTBYIOLIEH TEMATHKU U BEEACHUE B
Oa3y gaanbex AC
O160p NepBHYHLIX ZOKYMEHTOB:
13 [1-50 290,0
O160p BTOPHYHBIX JOKYMEHTOB:
14 |1-50 110,0
15 |moaroToBka kapToukw M pabouux xaprorek VPU OJHO ONHCaHHue 2,7
16 |momroroBka TpadapetoB ¢ kaproukaMH HPU  ana onuu tpadaper 14
THPAXKUPOBAHHS
KOoppeKTHPOBKA BRIXOMHBIX TabyNArpaMM:
17 |ocHOBHOH paX 0JIHA 3alHCh 2,7
18 |scnoMmoraresnbHbil yKa3arelh OJIA 3aMHCh 1.6
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Hopma
Ne Ennnnua
w/n HauMenoeanne npouecca, onepauun. Coctas paGors H3MepeHHst BpeMenH,
MHH.
1 2 3 4
19 |pemaxTHpOBaHHE BHIXONHBIX TalynsrpaMM H 0OpMICHHUE OJIHA 3aNHCh 42
OOKYMEHTOB
20 | paspesxa, pacrniedaTka IOAGOPOK Ha OTAEbHBIC ONACAHNAS | OAHO OMHCAHME 1,6
Koppexrupogka chcrembnl UPU no pesyasraram aHaimnsa
KapT oOpaTHO# CBA3H
O6paboTka U aHANU3 XapTel OOpaTHOM CBA3W; BHECEHHE OHA KapTa
OUEHKH CHTHAJIBHOTO OIOBCUICHHS B YUYETHYIO KapTy
aboHeHTa; KOPPEKTUPOBKA CHCTEMBI Ha OCHOBE aHAIH3a
Kapt o6paTHOi CBA3ZR
Konmu4ecTBo Kapr:
21 (1-7 70,0
22 18-10 75,0
23 J11-15 80,0
24 |16-20 85,0
Boigaua JOKyMEHTOB 1O 3aIpoCy:
25 |BBBBIEHEE H 0TOOp HOKYMEHTOBR (M3AaHHA) MO 3a0pOCy B{ OJMH AOKYMEHT 1.4
cnpaBouHO-NHpOpMaMoHHOM  doHAe,  odopMmIeHHE
BBIIAYH JOKYMCHTOB B YCTAHOBJICHHOM TIOPAJIKE
I'pynnosoe 6ubnnorpaduyeckoe uHPopMHpOBaHHE:
26 | hopmupoBaHKE COCTaBa IPYNILI aB00HEHTOB OfuH abOHEHT 720,0
27 | yTouHeHuUe TEMEI, COTacOBaHHE HCTOYHHKOB 0/IHA TEMA 36
uHGOPMAIIHH, BHIOB TOKYMEHTOB
28 |cocTaBinenHe PErUCTPAMOHHONK KapTOUYKN OfIHa KapTouKa 1,6
IMonbopka soxkymMeHTOB A1 HHOOPMAUH; COCTABICHHE H | OJHA KApTOYKa
HANHUCAHME OIOBEIIEHHS;, OTIIPABKA OTOBEILEHUS; 3AIHCh
B KapTOYKH HHGOPMALHH; aHANH3 KapThl 0O0paTHON CBA3M
[TicpeMeHHO; KOMHYECTBO H32HHI:
29 |1-5 12,0
30 16-10 24,0
YCTHO; XOJHYECTRO H3NAHWIA:
31 |1-5 12,0
OneparrBaoe HHGOPMHPOBAHHE 110 3aIIPOCY:
32 |popmupopanue ceTH a0OHEHTOB, BEIAB/ICHHE THIIOBBIX H| OAMH aGOHEHT 44
HHIAHBHAYAJIBHBIX 3allpOCOB NOTpeOuTENeH
33 |u3ydcHHE, KNACCHPHKALMA 3AIPOCOB; BBEICHAE AHHEIX O  OfHH 3a1poc 6,3
331pPOCAX B AJPECHYIO KAPTOTEKY
Hanncanne 0630poB H CHpaBOK
Bousntenne # orbop mcrounukor; oOpaloTka W aHaIH3 | OJHH aBTOPCKHMIA
OTOOpaHHEIX JOKYMEHTOB; HallMcaHHe TeKkcTa 0030pa {aBT.) MHCT
(COpaBKM); MOATOTOBKA PYKONUCH K IEYaTH
Q630p (cnpaBKa) MO NEPRUUHEIM KCTOUHUKAM:
34 !Ha pycckoM A3bIKE 5400,0
35 [HA HHOCTPAHHOM A3BIKE 7200,0
36 | 0630p (cripaBKa) O BTOPHYHBIM UCTOYHHKAM 4100,0
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No

HaunmernoBauue npouecca, onepaunu. Cocras paGorst

Fanauua
H3IMEpeRHs

Hopma
BPEeMEHH,
MHH.

2

3

4

OpraHu3aliys 4 MpoBeACHUE YCTHBIX SHOMHOTpaduIecKux
0030p0OB HOBBIX OCTYIIICHHIH

O100p HOBRIX MOCTYRNEHUH Mo 3apaHee oOBLABICHHOI
TEMATHKE; CHCTEMATH3ALKA MCTOYHUKOB II0 TeMaM,
OpOCMOTp B aHanHl  JOKYMEHTOB;  noadopka
OubmuorpaguueckHX ONUCAHUI, KPATKHX aHHOTALMH,
pedepatoB Ha 0OTOOpaHHEIC HCTOYHHKH, MNOATOTOBKA
pykonrch ubarorpaduydeckoro o63opa

oAvH 0630p

KonnuecTo MPOCMOTPEHHBIX U 0T06paHHbIX
JOKYMEHTOR:

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

Toarotoska O10LIETEHS HOBBIX NOCTYIUICHAH

YroudeHue (onpeAcneHne) TEMaTHUYCCKUX MPaHUll NOHCKa
u  orhopa  AOKYMEHTOB; co3faHHe pyOpuxaropa
O1onneTeHA; BBIABICHHE U OTOOP AOKYMCHTOB B MacCHBE
TEKYIIHX HOCTYIUICHHH HCTOYHUKOB  HMHQpOpMAaluy;
noRGOpKa AHHOTAMH, pedepaToB, NX CHCTEMATH3ALHS

OllHA OIONNETCHE

KonuuecTBo NpOCMOTPEHHBIX JOKYMEHTOB:

41

{-37

60,0

42

38-60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranusauua 1 npoBeacuue «JIna nndopManumny;

46

pripefescHne TeMbl, COCTABJiEHWE TIlaHa NPOBEICHH,
BLIABNCHUE U AOCTABKa AOKYMEHTOR H3 COOTBETCTBYIOUIHX
oapazAaencHuil  OufnmotexH; nApocMOTp M oTBOpP
MOKYMEHTOB; IpUrialieHue CNCUHAMHCTOR-

OHCYJABTAHTOB; HOATOTOBKA BRICTABKM JIHTECpATYpHI;
NOBEIICHHE  3aHHTEPECOBAHHBLIX  OpraHmsaluii U
NEOUANKCTOB; O(POpPMIICHHE  BBICTaBKH; HAaNNCaHHE
PATKUX aHHOTALWMK; opranusaups cOopa 3a4BOK Ha
TOKYMEHTB!, WX BblJaua, KOHCY/IBTHPOBAHHE, ACKYPCTBO
prOnuorpadoB; NpoBeIeHHe AHAIN3A MEPONPHATHA

OIHO
MEPpOIIPHATHE

640,0

Oprannzauus n noaroroeka «Jlng 6udbanorpaguuy», «JHa
ocoOHUsI»:

47

YTOUHECHHE TEMBI; COCTABICHHE INaHa; oopMiteHue

BLICTABKH-IPOCMOTPA; TIOroToBKa 0630pa; NOArOTOBKA

KOHCY/bTALHHK; COCTABNICHHE M HAMUCAHHUE OOBABNCHUS,

COCTABJ/ICHHE H HAIMCAHUE IPHITACHTENBHEIX HHCEM, HX

PAcCBUIKa; NPHITIALICHAE 38HHTEPECOBAHHBIX JIHL IO
a[(HO, [TO TENEPOHY, JIHUHO

OJHO
MEpONIPUATHE

1940,0

Opraﬂnsaunﬂ H NTpOBEACHAC ((ﬂH}I CIICHRATHCTA»
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HauMeHoBanHe nponecca, omepauuu, Coctap pabornl

Enxanuna
A3MEPEHHA

Hopma
BpeMenH,
MHH.

2

3

4

Omnpemenenne  Tembl  «JIlHA  cmeuwamHcra» ¢
3AUHTEPCCOBAHHBIMH OpraHu3aLUsIMH, dbopMbl
IpOBeNCHHA (CTaHOHApHAsA, BbIC3AHAY), OTBETCTBEHHOIO
3a MEpONpHATHE B LEIOM; COCTABICHHE ILIaHA
MEPONIPHATHS,  NporpaMMbl  mowmcka d  orbopa
AH(OPMAIIHOAHBIX MATEPHAIOB; NOATOTOBKA OTKPEITHIX
NPOCMOTPOB ¥ TEMATHYCCKNX BBICTABOK NHTEPATYph! 10O
cnelansHocTH, Oufmiorpadmueckne oO30pHI;, 3akas
AeKUMH, XAHO(WILMa, ONOBEUICHHE 3ARHTEPECOBAHHBIX
opraHu3auuii; odOpPMICHHE BHICTABKY; OpraHu3alds
AEKYPCTBA Gudnmnorpados, KOHCYJNbTaHTOB~
CHELHAIUCTOB; O0ecnedeHHe BHIJAYM U3JAHHHA HIH HX
KONHH BO BpeMs MEpONPHATHA HIH HENOCPeNCTBEHHO
nocie  HEro,  JeMOHCTpalldd  BBICTaBKH,  aHaiH3
pe3yabTaToB «JIHs cnenuanmcTay

OIHO
MEPOMPHUATHE

YHcio COMYTCTBYIOUIHK MEPOTIPHSTHIA:

48

1-2

1940,0

49

2600,0

50

3500,0

51

3-4
5-6
7-8

4600,0

[Mpumeyanue: BpeMs npoBeaenus «JIus undbopmaumm», «Jus coeunamdacta», «JlHA
Oubmmorpa¢um» B HOpMY BPEMEHH HE BXOJIHT.

1.8.3. Hadopmauuonnas pabota

Tabnuua 15
Ne Ennauna Hopua
. HanMerHoBanHue npouecca, onepanui. Cocras paboTsI HaMe BpEeMEHH,
penns
MMH,
1 2 3 4
[loaroToska nonyaspHeix OuOMHOrpadHYecKUX nocoOH
BriGop TeMbl 110c0o0HA; BRIABACHHE B OTOOP JOKYMEHTOB,
(GOpPMHpOBaHHE pasAcnoOB NMOCOOMA; aHHOTHUPOBAHHE
JOKYMEHTOB; noabopka dakrorpaduueckoro marepuana,
WULIOCTPALMi;  HAHCAHWE  TCKCTA;  COCTABIICHHE
BCIIOMOTATENIBHBIX  YKAa3aTeneil;  KOHCYNBTALMM Y
CNEeLMANACTOB  Ha  PasiHYHBIX  JTanax  paboTsl;
o0CyXKIeHHe  PYKOIIMCH Ha  3acelaHMK  HayuyHoO-
METOAMYECKOTO (pEAAKLUOHHOIO) CoBeTa, AopaboTka
PYKOIHCH MO 3aMECYAHAAM; C/1a4Ya PYKONHCH B NeYarh:
1 |[cocraBnenue NONYAAPHOro Subnuorpadpueckoro | OOUH aBT. JIUCT 13500,0
yKazaresid, MyTeBOAUTENA, CIIpaBOYHUKA
2 |moaroropka KOMMEHTApHEB, NpPHMEYaHHH NONYJISpHO-| OXHMH aBT. JHCT 5400,0

MPOCBETHTEIGHOrO  XapakTepa,  He
CIENHANBHBIX HCCISAOBAHHI

TpeOyIoImux
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HanmenopanMe npouecca, onepauun, Coctas paGoTnl

Eauuuua
H3IMEpPEHHA

Hopma
BpeMeHH,
MHH.

2

3

4

NOATOTOBKA KOMMEHTapHeB, MpPHMEYaHWH  HAYYHO-
HCCHEOBATENBCKOTO XapaKTepa

OOHH 4BT. JIHCT

10800,0

[loaroroeka PETPOCHEKTHBHEIX Hay4HO-
BCMOMOTaTENBHEIX OubImorpaduyeckux ykazateneil:

BHIOOp TeMBI; CO3JaHHe aBTOPCKOIO  KOMJICKTHBA,
pa3paboTka HHCTPYKTHBHO-METONHYECKHE MAaTePHalOB;
BhUiBNIEEHe ¥ oT100p nHoxyMeHTom; pafora Han
OnOnuorpaguueckoi 3ATTHCBIO; AHHOTHPOBGHHUE,
oubnuorpadugecckasn [PYNIIHPOBKA, COCTABJICHHE
BCTIOMOTATENBHBIX YKazaTenelt; obGCyxAeHHe pPYKOMHCH
yKasaTelsd Ha  3aCeJaHHH  HAayYHO-METOAUHECKOTO
{pedakIMOHHOIO) COBETA; AOpalorTka MO 3aMEYAHMKSAM;
caua pyKONHCH B TIeYarh; COCTABIICHHE
OnGnuorpagH4ecKoro  ykasaTens [0  aKTyanbHOM
TEMATHKE ¢ XPOHOJOTMYECKUM OXBATOM OT 2-X A0 5-TH
JI€T ¥ aHHOTALMAMH, MOACHAIOIIUMH Ha3BaHUA

OOHH aBT. JTHCT

9720,0

Cocrasnenue  Oubmuorpadsueckoro  ykaszatens  mo
KOMILIEKCHBIM M MEXOTPacieBHM npolnemam o01Iero u
PETHOHABHOTO  COACPIKAHUA ¢ XPOHOJOTHYECKHM
oxBaroM | - 2 ropa, ¢ AHHOTAUUAMHM, MOACHIIOIUMHU
Ha3BaHHA:

wn

HA PYCCKOM fA3BIKE

9720,0

¢ BkmoucHdeM ot 30% no 40% obbema nmybsuxanuil Ha
MHOCTPaHHBIX A3bIKAX

11000,0

COCTaBIICHHE AHHOTHpOBaHHOro GHOGMHMorpadHuyeckoro
yKazarena MHOT00TpPAacjIeBoro coaepKaHus c
XPOHOJOTHYECKHM oOXBaToM Jo 100 nmer u Oonee,
TpeOyIOIET0  CIVIONIHOTO  IPOCMOTPa  JOKYMEHTOB,
CNOXHHIX OuOmMorpadmueckux paspiCKaHuH, y4€Ta BCEX
nepensaaHuil myOnukauuii 0 UX XapaKTepucTHKM MyTeM
CIIMYEHHUS TEKCTOB

OJIHH aBT, JIHCT

18800,0

HoaroToska aHaMUTHYECKOTO 00630pa

Brmpnenne 1 0100p AOKYMEHTOB [yis 0030pa; NOATOTOBKA
pyOpHKkaTopa mnpeaMera o030pa; H3YUEHHE H OLICHKa
OOKYMEHTOR; CHCTCMATH3AMA MATCPUANa; COCTaBICHUE
TEKCTA aHaTHTudeckoro o03opa; 0OCYXAECHHE PYKOMHCH
Ha 3aCeJAaHHH HAYYHO-METOAHYECKOTrO (peAaKIMOHHOTO)
coBera, AopaboTka of3opa MO 3aMevyaHHAM; cJaya B
NevyarTh:

OIHH aBT. MHCT

=]

10 PYCCKAM NEPBHYHBIM HCTOUHHKAM

9720,0

no CMEIMaHbIM ﬂepBHleBIM HCTOYHUKAM

10800,0

Mo HHOCTPpaHHBIM NCPBHYHBIM HCTOYHHKAM

12400,0

[MoaroToBka aHATHTHYECKOH CIIPABKH:

11

BeiBneHne H O0TOOp IJOKYMEHTOB IJI aHANHTHYECKOH
CNpaBKH, U3y4YCHHE, aHAIM3, OlEHKa M CHCTeMAaTH3alus
UX; COCTABACHHE TEKCIA CIIPABKH

OIOHH aBT. JIHUCT

5200,0

IToaroroeka pedepatusHOro 0630pa
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N Hopma
o Exnnnua
aln HaumeHoBanue npouecca, onepauun. Coctae padoTs Hsmepenns BpeMERH,
MHH,
1 2 3 4
BeiBnenre H 0T0Op AOKYMEHTOB [ pe(epaTHBHOrO | ORUH aBT. JINCT
ofizopa, H3yYCHHE W aHaNM3 uXx; pedepupoBaHHE
HCTOYHHKOB, CHCTEMATH3AllAR TEKCTOB  aHHOTALHUii;
COCTABJIEHUE TEKCTa pedhepaTHBHOrO 0630pa; 00CYKACHHES
of3opa Ha  3acegaHuu HAY4YHO-METOANYECKOTO
(penakuuoHHOro) copera; JopaGotka ofsopa mo
3aMCYAHHAM; C/lada B NeYaTh:
12 |00 pyccKMM HCTOYHHKAM 5200,0
13 | mo cMeInaHHbIM HCTOYHWKAM 64800
14 )00 HHOCTPAaHHBIM HCTOYHHKAM 7300,0
CocTaBlieHie IKCnpecc-HHGopMaum;
15 | BeIgBneHue u 0T60p MaTepHana MO TeMe, CHCTEMATH3ALKA |  OJUH aBT. JHCT 3840,0
€ro H MOAroTOBKA AJIS MeYaTH
CocraBnenue Oubnuorpapuueckoii samucu, aHHOTALHH,
pedepara
Cocrapnenne 6ubmiorpaduyeckoil 3anmucH: H3ydYEHHE H ORHA 3aNHCh
aHAIH3 JOKYMEHTA; COCTABJICHHE 3arojiOBKa OMHCAaHHA,
IpoBepKa 3alicH, BHECEHHE MCIIpaBJIeHH
KonuuecTBo 3neMeHTOB OnGIHorpaguIeckoro onUcaHHs;
16 11-4 3,2
17 15-6 5.4
18 |7-9 6,4
CocTagneHue anHOTALUH; U3YYEHHE U AHAH3 JOKYMEHTa, | OJHA AHHOTALUS
HARHCAHUE TCKCTa AHHOTAlMH:
19 | aHHOTHPOBABHE KHHT 270,0
20 | aHHOTHpOBaHHE CTAaTEH 160,0
21 |cocraBnenue pedepara: U3yueHHE W aHAMU3 NOKYMEHTA, | ONHMH aBT, JIHCT 5920,0
Ha KOTOpEBIA cocraBiierca pedepar; HamHcaHHE TEKCTA,
BHECEHHC WCTIPABICHUM
AHanuTHYecKad POCIHCH JKYPHANBHBIX, raseTHBIX CTaTeH,
cGopHuKoB, OHOMUMOrpadHUecKuX noCoOHI:
22 |o3HaKoMNEHHE © COAepKAHUEM H3AAHUSA;, COCTABICHUC O/IHa CTATbA 3,6
AHATHTHYECKOTO OIMMHCAHHSA HA CTATHIO
Ioanepxxka caiita OMONHOTEKH B OTACHBHBIX MPOCKTOB!
23 |BepcTKa CTpaHHUIl calTa, PasMEIECHHE MOATOTOBIEHHOrO!| OJAHH aBT. JIMCT 300
MaTepHajla B COOTBETCTBYIOWINI pa3aen caiita

TlpuMeuanye: HopMa BpeMEHM Ha coCTaBlieHHe OMOaHorpadHdeckoro nocodus naHa H3
pacuera paboTh! aBTOPCKOTO KOJIEKTHEA.
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1.9. Tlepesoa u nepepaGoTKa NEYATHBIX TEKCTOB ¢ HHOCTPAHHBLIX S3LIKOB Ha PYCCKHIl U ¢
PYCCKOro Ha HHOCTPAHHBIE A3BIKK

Tabnuna 16
Ne Eaununua Hopwma
wn HanmeHoBaHHe nIpouecca, onepauun. Cocras paGoTnl R BpEMEHH,
MHH,
1 2 3 4
IlepeBox TeKcTa ¢ HHOCTPAHHBIX A3BIKOB Ha PYCCKHIA A3BIK
UrteHne OpHTHHaNla; aHAMM3 TEKCTA; pa3METKa €ro ¢|( OJHH aBT. JTUCT
BBIABNCHHEM TPYAHBIX TEPMHHOB, TPaMMaTHYECKMX
KOHCTPYKLHH, JEKCHYeCKHX ©OOOpOTOB, LEXOBBIX H
>KaproHHBIX TEPMAHOB:
1 | nosHBI NHCBMEEHBIH HEPEBO OJIFH aBT. JIHCT 2580,0
2 |coxpamneHHBIl mHCEMCHHBIH nepeBod oT 30% apo 50% | oauH aBT. AMCT 1620,0
oObeMa TEKCTA
3 | BeIOOpOUHBIL THCEMEHHBIH NEPeBO] OJMH ABT. JIUCT 1520,0
[lepeBoa TEKCTAa ¢ PYCCKOrO A3BIKA HA WHOCTPAHHBIE
S3BIKH:
4 | MONMHEIH NHCEMEHHBIH HEPEBON OJHH 4BT. AHCT 5160,0
Tepmunosornyeckas  padora  NpH  BHIOJNHCHHH
ITHCBMEHHOTO NIepPEBOa;
5 |oTpicKaHHE OTMEYEHHLIX B OPHTHHAJIC HE3HAKOMBIX WM | OAMH TEPMHH, 18,1
HENOHATHBIX TePMHHOB M COKpallleHHH B CNOBApHO-|  COKpAlUeHHe
CIIpaBOYHOM JTHTEpaType; moabopka COOTBETCTBYIOIIETO
TEPMHHY DKBHBANEHTA; pacIlH(pOBKa COKpAIIEHHS
KoHcynpranus nepepoinKa co CieHaTHCTAMK:
6 |BHLACHCHHE NpPABHJIBHOIO U3NOXEHHA YacTel TeKcTa MO onHa 36,2
MaNO3HAKOMOH TEMATHKE; YTOYHEHHE COOTBETCTBHA| KOHCYNLTALUS
nepeBoJa OPHrHHATY
Cocrasnenne OHONHOrpadU9eCKOro ONHCAHAA:
7 )coctaBienne Oubnuorpadrideckoro ONMCaHWS NEPEBOAA| OJHO OHMCAHWE 60,0
N0 JAHHBIM, B3ATHIM ¢ THTYIBLHOTO JHCTA NEPEBOIA
Brisenenne owMOOK M BHECCHHE H3MEHEHWHA B TeKCT
NEPEBOAA NOCIE NESYATAHMS:
8 |npoBepka NMPaBMIBHOCTA PAcION0XEHHA OTIEYaTaHHOTO [ OAWH aBT. JIUCT 200,0
TEKCTa; CBEPKA C PYKONUCHIO, IpaBKa
TexHuvecKoe oopMIIeHHE IEPEBOAOB:
9 !BIHCHIBaHME B TEKCT NEPCBOAA CHMBOJIOB M BCTABOK Ha| OJIHO BITUCHIBaHHE 2,0
HHOCTPAHHOM SI3bIKE
10 | BrIeHBaHHE PUCYHKOB, Tabnul, GopMya OHa BKieiika 3,0
IlepeBon 3aroa0BKOB CTaTeH M IOKYMEHTOB:
11 |mepeBon u 3anuck 3aroNnoBKa OJ\MH 3aroNOBOK 120,0

[TprmMeyanne:

- HOPMBI BPEMEHH NMpPEAYyCMAaTPHBAIOT BBRINOJNHEHHE MEPEBOINOR ¢ HHOCTPRHHOTO A3LIKA HIIH
HAa HHOCTPaHHBIA, KOTOPRIH Yy TIEpEBOAYHKA ABNAECTCA OCHOBHBMM (MO 00pa3oBaHHKO HWIH
MPHMEHEHHIO);
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- TIPH BBHITOJHEHHH IICPEBOAOB € APYIHX A3BIKOB MM HA OpPYyrUe MOMHMO OCHOBHOTO K
HOpMaM BPEMEHH TIPHMEHAETCS NoBRILIalomMi Kkodgduuuent 1,1,

1.10. HccnenoBarenbckas pabora

Tabmuua 17

Ne

HanmenoBaHHe mponecca, onepannn, Cocras padorsl

Enuunua
HIMEpeHHa

Hopma
BpeMenH,
MHH.

2

3

4

PaspaboTka nporpaMMbl  (TEXHHZECKOTO  3aAaHHSA)
ACCIIEAOBAHAA

OOocHOBaHHE AKTYaThbHOCTH TCMBbI, BHIABICHHE M
obocHOBaHHe NpoONEeMHON CHTyauMH, (GOpMyJHpOBaHHE
UenaHn, 3ajad M THOOTE3Bl HCCIIENOBAHHS; HAINHCAHHE
TEKCTa

OHa MporpamMmMa

Uccneaopanue HOCHT:

OnepaTHBHBIN XapaKTep

38250,0

NHIOTAXHBIH (pa3BeAblBATENbHEL) XapaKkTep

216060,0

Pazpabotika METOAUKU HCCIEAOBAHKSA

PaspaGorka  (HalmHCaHHE)  TEKCTAa  METOAMYECKHX
OOKYMEHTOB [0  TIPOBOAMMOMY  HCCNEAOBAHHIO,
anpoGalliM COCTABICHHBIX JOKYMEHTOB; YTOYHEHHE H
nopaboTka METOAHYECKOTO UHCTPYMCHTApHUA,
COCTABJIEHHE OKOHYATENLHOIO BADHAHTA AOKYMEHTA!

OoHA METOLHKA

METOAMKa  TPOBefiCHWs  HCCHeJOBaHHs,  HOCAWErO
OTIePATHBHBIH, IMIHPHUECKHH XapaKTep

28000,0

METOAMKA  [POBEACHHS  HMCCICAOBAHHA,  HOCSUIETO
NHIIOTAXHEIR (pasBeAbIBATENbHEIN) XapaKkTep

15600,0

Pazpabotka uHCTpykuME mo ofpabotke AOKYMEHTALHH
{MCXOAHBIX JaHHBIX), NONYYCHHONK B XOAC NCCIICAOBAHN:

OIHA HHCTPYKLHA

Lh

py4Has obpaboTka

15600,0

ManiuaBag obpaboTka

20400,0

Paspa6oTka [pPSAIUIaHOBEIX M IUIAHOBBIX JOKYMCHTOB
NepCIeKTHRHOTO XapaKTepa:

pazpaloTka  KOHUCHIWM  OCHOBHBIX  HaNpaBICHHI
pasBuTHA OHONMHOTEYHOr0 Jenma B PETHOHE Ha
NepCneKTHRY

OAHH aBT. JHCT

13050,0

KoHUenTyalbHoe  ofiecrieueHne  GuOaHOrpaduucckux
H3AaHHit; 06ocHOBaHHE aKTyaJlbHOCTH TEMBI,
YHTATENBCKOTO W UCNEBOI0 HA3HAMEHHA MOCOOWHA, €ro
CTPYKTYpbl  {CX€MBI),  BBIpabOTKAa  METOOHYECKHX
NPUHLMIOB W penIeHHH U1 pacKPBITHS TeMBb!; HAITHCAHHE
TEKCTa

OMHH aBT. JJHCT

11220,0

COCTABIEHHE HNPpOrHosa (IpEAIUIanOBBI  JIOKYMEHT),
CBA3AHHOIO ¢ MEPCICKTUBAMM pa3sBuUTHA OHONHOTEK;
HamucaHHe TEKCTa

O/IUH aBT. JIUCT

13050,0
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Ne
n/n

HanmeHnoBaHue npouecca, onepanun. Cocras paGoThl

Eapanoa
H3IMepeHnn

Hopma
BpeMeHH,
MHH.

2

3

4

10

paspaboTKa NeNeBhIX mporpamMM (Ina cetd OubnuoTex unn
oauoil GUONMOTEKH); AUATHOCTHKA CHTYallHH, BHEIIHAX H
BHYTPCHHHX BJIHSHHHA Ha (GYHKIMOHHPOBAHHE H Pa3BHTHE
oubIHOTEK (oanoi 6ubnHoTEKH); BeIpaboTKa
PEKOMEHAAINH, DELICHH; HANHCAHHE TEKCTA

OQOHH aBT. HHCT

15200,0

CocTaBneHHe CBOJHBIX KaTANOTOB KHHXXHBIX TAaMATHHKOB:

11

pa3paboTka TNpocleKTa; BBBAEHHE [JOKYMEHTOB -
KHIDKHBIX ~ NaMATHHUKOB, HAYYHOE  OIIHCAHHE  HX;
COCTABJIEHHE CMPABOYHOTO aNNapara; HamucaHue TEKCTa

OOHH aBT. THCT

18200,0

OpranasaunoRHas paborta no NPOBEACHHIO
HCCIIEAOBAHHA:

12

CO3aHNE HCCICAOBATENBCKOrO KOMNEKTHER; COCTABICHUE
paboyero I11aHa NpOBEACHHUA HCCAeIOBAHAA,
COrNacoBaHHE €ro ¢ HUCTNONHHTENAMH; oOlpeAcneHne
wiowagky (6a3pl}) MCcieNOBaHUA, NEpPerHCKa ¢ HHMA,
NpOBENEHHEe MHCTPYKTaXeH, CeMHHApoB, COBEIIAHUH,
KOHCYNbTalHH

OOHO
HCCICNOBAHHE

7140,0

13

Gubnuorpauueckas HpopadoTKa TeMBl HCCIEAOBAHHA,
paoTa B apXuBax, H3yYcHHE¢ HOPMATHBHO-TEXHMUYCCKOMH
JOKYMEHTAaluH, HHQOpMalHMH o0 aHalnorax M HApyrHx
MATEPHANIOB, OTHOCAIIHXCSA K paspabaTsiBaeMOi Teme

OIOHH aBT, IHCT

12006,0

QbpaboTka nonydeHHoH HHGOPMaLHHA:

14

cbop u oOpaboTka HHPOpPMALHH Ha OCHOBE NMEPBHYHBIX
HUCXOOHBIX HAHHBIX (CTATHCTHYECKHUX HAHHBIX, OTYETOB,
IUTAHOB, CHPABOK, MAaTCPHAIOB KOMAHIHPOBOK)

OJIHH aBT. JIHCT

7800,0

15

aHanus 06paboTaRHOM HHPOPMALHH

OJHH aBT. MHCT

5200,0

IMoaroToBKa MATEPHAJIOB 1O HTOraM HAY4YHOUM paGoTHI:

16

HamycaRMe HAY4YHOTO OTYETa; WOATOTOBKA PYKOMMCH X
NEYATH Ha PAIUUHBIX JTanax paboTst

OJWH aBT. AHCT

13200,0

17

HaMACAHHE MPOMEXYTOYHOTO OTUCTA (Cl’lpaBKH) 0 XoAe
HCCNCTOBAHUA

OOHH aBT. THCT

6400,0

ITloaroToBKka M HamMUCaHHE TEKCTA CTATBK B COOpHUK
HAay4IHBIX TPYHAOB, NPaKTHYECKOe nocodue,
npodeCCUOHANEHYI) Tpeccy; MOATOTOBKA PYKOIHMCH K
MevyaTd Ha pa3NUYHbBIX 3Tanax paboThl:

18

CTATEA TCOPECTHYCCKOIC XapakTepa

OAOHH ABT. TACT

15200,0

19

CTaTkA NPHKIAAHOTQ, TPAKTHYCCKOIC XapakTepa

OGOUH aBT. TUCT

9200,0

20

HallHCaHHe JOKIAa MO HTOTaM HaYYHOTO UCCEAOBAHHA;
NOArOTOBK2 PYKOTIHCEH Ha Pa3IHYHbIX Tanax paboThl

O[HH aBT. THCT

6700,0

21

paspaboTka peKOMEHIAIHH, HHCTPYKIHH N0 BHEAPEHUIO
MaTEPHATIOB HAYYHOTO HCCIEHOBAHMNS, HATTUCAHKHE TCKCTA,
HOAFOTORKA PYKONHMCH K NEYaTH HA PalIHyHbIX >Tamax
paborhl

OIHH aBT. NTHCT

14100,0
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[TpumMeyanue:

- HOpMa BpPEMCHH Ha COCTaBJICHHC MNporpaMM, METOOHK,

HCCIeqoOBaTENLCKHH KOJUIRKTHB,
- Yachl TPYAO3ATPaT paclpelendioTcd MeEXay HCIONHHTEISMH B 3aBHCHMOCTH OT HX
HarpyskH;
- B TIpOLECC MOATOTOBKH pPYKOIMHCH K HEYAaTH BXOJAT: cada PYKOMHCH HRYIHOMY
penakTopy, obcyKACHNE B OTACNE, HAyYHOM COBeTe, A0paloTKa PYKOIUCH.

1.11. Meronugeckaa pabora

HHCTpYKUAH JaHa Ha

Tabnuna 18

Ne
n/n

HaumeHoBaHHe Nponecca, OMepanHH,
Coctae patorsl

Eaununa
H3MeEpeHHs

Hopma
BPEMEHH,
MHH.

2

3

4

IMoaroToBKAa METOMUYESCKOTO MOCOOHS, PCKOMCHAANM i

TpuruanuaneHO HOBas pa3paboTka TeMbI:

H3YYEHHE TEMEI, BBIABJICHHE W aHANM3 JAOKYMEHTOB MO
TeMe, YTOYHEHHE YHTATENIbCKOTO M LENEBOr0 HazHaueHus
noco0us, peKOMEHOAUuui, COCTABICHWE MPOCTIEKTa;
HaANUCAHHE TEKCTA

OIHH aBT. JIHCT

15300,0

Moandukanus panee paspaboTaHHON TEMBL

BBUSIBICHHE H  H3YYEHHE HOBBIX JIOKYMEHTOB H
HaxomNeHUpIH OHONHOTEKAMH OMNBIT 00 TeMe mocoOui,
peKOMeHJallkii;  yTOuYHeHWe  IpOCIeKTa, BHeceHHe
H3IMEHEeHHH B CTDYKTYPY TEKCT2 B COOTBETCTBHH C
NOCTHKCHHAMH OHONMHOTCYHOH TEODHM M [PaKTHKH;
MOATOTOBKA PYKOIHCH K 0OCyXneHHI0; aopabotka no
UTOraM 00CyWACHUA

OIHH aBT. JIHCT

8670,0

PazpaboTxa HJOKYMEHTOB, PETNaMEHTHPYIOHIUX
JeATeNbHOCTE OHOMHOTEK, MONOXKEHHH, HHCTPYKIHII,
MPOEKTOB NOCTAHOBJICHHUH, YCTABOB, 3aKOHONATEJIBLHBIX
aKTOB

anHU.Hl'IHaIIBHO HOBAA TCMa.

BBIABJICHHE, H3YYCHME M aHAIA3  AeHCTBYIOWMX
OOKYMEHTOB 10 TEME, HamHCAHHE TEKCTa MPOoeKTa
JokyMeHTa, ofcyxaenue, anpobauna B OubIHOTEKAX, Ha
3aCEJaHHH HAYYHO-METOAUYECKOTO coBera; Aopaborka
BOKYMEHTA; IOJITOTORKA K YTBEPKACHHIO

OAHUH aBT. NHCT

17340,0

Moaudukanus pasee pa3paboTaHHOTO JOKYMEHTA:

aHAH3 M OLEHKA JOKYMEHTAa; MOMCK H OTGOP HOBBIX
HEHCTBYIOIIUX  NOKYMEHTOB HO TeMe; BHECCHHe
H3IMEHEHHUS B TEKCT JOKYMEHTa, o0cyKienue Ha
sacelaHUH HAYMHO-METOOMUECKOTO coBeTa; JopaboTtka mo
uTOraM 06CYHAEHHUS; MOATOTOBKA K YTBEPKIAECHHIO

OJHH aBT. JIHCT

7650,0

Paspabotka yueTHbiX QopM, Tabauu, oOpa3mos:
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Ne
n/n

HauMeHoBaHME NPOLECCa, ONEPALNN.
Coctab paGotnl

Epmuna
H3IMepeHus

Hopma
BpeMeHH,
MHH,

2

3

4

YTOUHEHHE MpeAMeTa, 00BeKTa, COTEKAHHA YYETHO
dopmel, Tabnuner, ofpasna; oTGop rokazareneit,
CHCTEMATH3aUMA HX, pa3paboTka MakeTa yueTHOH QopMel,
tabnuusl, obpasna; ofCy:XACHHE Ha 3aceJaHUY HAay4dHO-
METOANUYCCKOTO COBETA; MOANOTOBKA K YTBePKACHHUIO

OJHH aBT. JIHCT

7650,0

CocraBnenne peKOMeHmauMi "o BHEAPEHHUIO
PEINAMEHTHPYIOIHX JOKYMEHTOB B MPAKTHKY:

pa3paboTka METONMYECKHX PEKOMeHIalMi, MHCTPYKLMH,
NJaHOB N0 BHEAPEHHIO HOPMATHUBHON JOKYMEHTALIMH,
MOArOTOBKA PYKONHCH K [EYaTH

OJIHH aBT, JIHCT

14025,0

IToaroroka nuceMEHHOH KOHCYJBTALHH, MCTOQHYCCKOTO
IMTHCBhMA:

BBISBNICHHE H aHANU3 JOKYMEHTOB IO TEME; H3YUCHHE H
o6ofueHre onbiTa paboThl OUGNHOTEK; HAHCAHUE TEKCTA
KOHCYAbTAUMY, METONWYECKOTO MUChMA; TMOArOTOBKA K
ofcyXAeHHI0O Ha 3aCelaHHWK  HayYHO-METOJHYECKOTo
coBeTa; JAopaboTka MmO HTOraM OOCY)KAEHMA; CAaYa B
neyars

OJHH aBT. JIHCT

8670,0

TMoaroToBka 00G30pa HeATeNnbHOCTH GubmHoTeK Mo
ONpeACTICHHON TEMATHKE:

YTOUHCHHE TeMEI 0030pa; ONpeIe/cHHe XPOHOJIOTHUECKHX
rpaHHL; BEISABJIEHHE JOKYMEHTOB, OTOOpD, NPOCMOTp H
aHanu3; HalMHCaHHe TEKCTa; NOATOTOBKA PYKONMCH K
o0CyXKIeHHI0O HA 3acefaHHH HAyYHO-METOAHYCCKOTO
COBETA; J0paboTKA PYKOIHCH TOCHE 00CYKICHHS

QIOHH 4BT. THCT

9180,0

Peuensnposaune HAYUHBIX, METOARYESCKHX,
KHQOPMALIEOBHBIX MATCPHANIOB!

YTCHHE PELICH3IHPYEMOT'QO MaTcpHana, OLEHKa €ro B HEIOM,
OTACIBHBIX yacTei, YCTAaHOBJICHHC COOTBCTCTEHA
YHUTATCNBCKOMY H MNENCBOMY HA3HAYCHUIO, HaAYYHBIM H
METOMHYCCKHM TpeﬁoBaHHﬂM

OIOHR aBT. JHCT

783,0

10

HanHCaHue pCUCH3IHH

OJHH aBT. JIMCT

1305,0

[loaroroBka Nekuuy, KOHCYNIbTALHH

Paspaborka niaHa nexkuMH, KOHCYNbTaUMH, mozbopka
MaTepuana, H3yUYeHHE €ro;, COCTAaB/eHHE  CINCKa
MUTEPATYPS! K AEKUHU, KOHCYNHTalMK;, HAHCaHue TekeTa:

OOHAa KU,
KOHCYTETAlUs

11

HNCPBHYHAA JEKUINA

1566,0

12

NOBTOPHAaA NCKUNA, C YYCTOM HOBOI'O MarcpHailia

313,2

13

NEpBHYHAA IPYNIIOBAA KOHCY/IETAITHA

1305,0

14

TOBTOPHAA TPYINOBAA KOHCYNBTALUA C YYETOM HOBOTO
MaTepHala '

522,0

15

NpoBEACHUE YCTHOH HHAMBUAYANLHON KOHCYAbTALUY

OIHA NCKHuA,
KOHCYNETaHA

16

OTBLT HA MMACBEMO

OAHO MHCHMO

162,0

IlpoBeneHue MPAKTHKYMOB, CTRXKHPOBOK
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Ne
n/m

HanMeHoOBAHUE NPOECCA, ONEPALIAH,
Cocras paGorsl

Eagunnua
H3IMEpeHUH

Hopma
BpeMeHH,
MHH.

2

3

4

Ipaxtakym (7 - 10 nHeli): onpeaenenie TeMbl, 3aJ2HN,
ynpaXKHEHHS; COCTaBICHHE rpadHKa U YTOYHEHHE CPOKH
TIPOBEACHHS 3AHATHIA:

OOMH NTPAaKTHKYM

17

TPYNIOBOH MPaKTHKYM

2295,0

18

HHAABHAYAIBHIH MPaKTHKYM

2160,0

Craxupoeka (7 - 10 pguei): yTouHeHHE CpPOKOB
TIPOBEJEHUA CT@KHPOBKH; BLUIBIICHHE JHTEPaTyphl II0
U3yJaeMOMY BOMPOCY; COCTaBNe€HHE IIpOrpaMMEl  H
rpaduka CTOXUPOBKH € YYETOM COCTaRa cCuylateneit;
3aKIOUEHHE O IPOXOKAECHHH CTAXKUPOBKH

OHa CTAXUPOBRKA

19

TPYNIOBAsA CTAXHPOBKA

2805,0

20

HHERBHAYANLHAA CTAXKUPOBKA

23490

TpakTHKa CTYIEHTOB BHICIUHX H CPEAHHX CTEIHATBHBIX
y4eOHEIX 3aBEACHHHA:

21

NOATOTOBKA M OPraHM3auMs NMPaKTHKHA CTYACHTOB (fo 30
nHel); pa3paboTka NMNaHa HPaKTHKH, COITIACOBAHHE €TI0 ¢
PYKOBOIHTENEM MPAaKTHKM (OpencTaBHTENeM YueOHOro
3aBeleHun); COCTaBIICHUE rpaduka NOCCILICHHA
CTPYKTYPHBIX noApasAcneHuH; opraHu3anus
HpPaKTHYECKHX 3aHATHI; NOABEJCHUE HTOrOB IPAKTHKH;
COCTARJIERUE XaDAKTePUCTHKY IPAKTUKAHTOR

OLHAa MPaAKTHKA

4860,0

HpaJcTﬂqecxne 3AHATHA,

22

MOJArOTOBKA NPAKTHYECKOrO0  3aHATHA, COCTaBJICHHE
3aJaHHA O BBINONHESHHIO H3ydaemoro GubiHoTednOToO
npouecca, KOHTPONBHEIE BOIPOCH!, TeMATHYECKAH CITUCOK
JUTEPATYPH K 32JaHHIO;, HANHCAHHE TE3HCOB

OJHO 3aHATHE

1050,0

Cocrapnenve y1eGHON HporpaMMBI:

23

onpefeNeHHe ~ COCTaBa  CHyllaTened;  COCTaBIEHHe
TEMATHYECKOTO IIAHZ, YTOYHCHHE TOPAAKAa HMIYUCHHSA;
ofipefiefieHUEe NOCACHOBATENLHOCTH H3JOMEHHS TEMEI,
BbI/IC/ICHHE OCHOBHBIX BOTIPOCOB; COCTAaBJICHHE CIIHCKA
JHUTEPATYphl MO TEMaM NPOrpaMMbi; HAMHCAHUE TCKCTA;
ofcy’)xneHne TporpaMMbi  Ha  3acelaHWM  HAy4HO-
METOAHNYECKOrO COBETA

OZHA OPOrpaMMa

5733,0

Iocemenne O6ubnnoTex, BHiE3ABI B KOMAHAHPOBKH C
UENbI0 M3ydeHHs paboThi W OKalaHHd METOAMYECKOd
NOMOLIH:

24

NOArOoTOBKA K KOMAHHPOBKE; YTOUHEHHE CPOKOB H Liend
KOMAHAMPOBKH,  O3HAKOMJICHHE ¢  MMEIOLIHMHCH
JOKYMCHTAMH H MATE€pPHAJIAMH NPERbLAYIUHX BBIC3AOB H
nyOMHKANHi B I€YaTH; COCTABICHHE NPOrpaMME! (IL1aHa)
KOMAHJHPOBKH

OliHa
KOMaHIHPOBKa

574,2

25

cocTaBneEe HHPOpPMAHOHHOrO oOT4YeTa (CIpaBKH) O
npoBeieHHOH paboTe: CBeAcHU 0 MeCTe BRIe3Ja, UEIAX H
CpoKax KOMAHAHPOBKH, OODBEKTaX NOCCIUCHHA, AHANM3
COCTOAHHA paloThl 10 TEME BhIE3Aa, BHIBOABI U
NpeAnoXeHHs B anpec OHOMHOTEKH

OOHH OTYET

1050,0
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HopMma
Ne HanMeHoBaHUe MPOLECCa, ONEPALHH. Enunuua
BpeMeHH,
n/n Cocras padoThbl H3MepeHHN MEHEL
1 2 3 4
26 |cocTaBiECHHE ABAHCOBOTO OTYETa; 3AIIOTHEHHE OTIETHOIO OIMH OTHET 40,0
GnaHka cO BCeMY NPUAGKERUAMY;, CJa4a B OYXTANTEPHIO
27 |moaroroska HHGpOPMALMHK MO pe3yNLTATAM KOMAaHAHPOBKH | oHA HH$pOpMaLIs 105,0
{YCTHO) B CEKTOpE, Y 3aBSAYIOILETO OTAEIOM, Ha HayUHO-
METOOMYIECKOM COBETE, 3aCeIaRHH THPEKIHH
28 |moaroToBka OTYETHOI'O0 MATepHaNa 10 pe3yNbTaTaM | oaHa HHopMalHa 500,0
KOMaHIMPOBKH /1711 pasMelleHHs Ha calite
29 | pa3paboTka K cocTaBleHHe y4cOHBIX NUTAHOB U NIPOTPaMM | OIMH MEUATHBIMR 1200,0
CHCTEMBI JOTIONIHHTEILHOTO npodeCCHOHANBHOTO JIMCT
obpazopanus ({110} B oTpaciu
30 [cocraBneHre paGouux mporpaMM MO BHOBE BBOAHMBIM | OJHH MEYaTHBIH 1800,0
HHCLIMIUTAHAM, aKTyanu3alus AeHCTBYIOIHX NPOrpaMM JIHCT
31 |pazpaboTka METOAUYECKHX MATEPHANOB MO KOHTPOJIIO| OAWH INEYATHBIH 360,0
3HaHHH OOYJAIOUIMXCA; COCTABICHHE JOKYMEHTOB MO JIKCT
IUTAHHPOBAHHIO YUeOHOro mpoliecca
32 |paspaborka ydeOHO-MpOrpaMMHON JOKYMEHTAUHH IJIA| ORUH NeYarHbli 1800,0
npoBeaeHNs 00PA3OBATEIBLHOTO NMPOLIECCa, METOAMUECKUX AHCT
pa3paboToK MO NMPHMEHEHHIO HOBBIX HHGOPMALHOHHBIX
TEXHOJOTHH B y4eOHOM NPOLECCE
33 |paspaboTka HOPMATHBHEIX AOKYMEHTOB, | OOWH AOKYMEHT 3600,0
pErNaMEHTHPYIOUIHX  BCé  BHA  obpazoBarensHolM
JEATENLHOCTH B OubnHoTeKe
34 |cocraBneHHe H NONrOTOBKZ K H3AHHK Y4YeOHBIX| ONWH HEYATHBIH 1800,0
NPOTPaMM, MOCOOHIl, CaMOCTOATENBHO WIH COBMECTHO C JHCT
JDPYTHMH NoapasaeneHHuaMH OubHoTeKu
35 |y4acTHE B CIENHMANTM3HPOBAHHBIX COBETax OHONMOTEKH:| OIMH JOKNIAN 2400,0
MOATOTOBKA 71 MpodieccHOHANBHOM NMeyaTH myOnuKaluit
¥ MaTepUaNoOB BHICTYILUICHMH Ha KOH(pepeHIHAX 0JHO coo0meHue 1200,0
36 |noarotoBka K obcyxneHuio yuebHerx mporpamm JI10 k| omHo 3acemanne 2400,0
3aceaHHAM YUeHOTO COBETa
37 |coctaBncHHE KIBKYIAHUH LICH HA TUIATHBIC YCIYTH OJUH JOKYMEHT 120,0
38 lopraHdzammaA IIATHOTO OOYYEeHHS MO JOTOBOPaM Ha| OJMH AOKYMEHT o jaxty
OKazaHM€ IUIAaTHBIX  OOpa3’oBaTeNbHBIX  yCIyr ¢ 3aTpaveH-
IOPHAHYECKEMH ¥ QDH3UYECKIMH JIHIAMH HOTO.
BPEMECHHM
39 inoAroToBKa  JAOKYMEHTOB K  JHUCH3HPOBAHHIO H| OJUH JOKYMEHT 12000,0
aKKpeAHTaLHH, CBA3aHHBIE ¢ peanuzaniel OHOMMoTEKOlH
obpazopaTenbHBIX MporpamM IO
40 |mOArOTOBKZ MATEPHANOB JUIA 3aHATHH B AUCTAHUMOHHON | ONMH 4ac 3aHATHIl 240,0
dopme
41 |moaroroBka  yuebHBIX K y4eGHO-METOHMYECKHX | OAHA MporpaMma 1800,0

MATEpHANOB HJdA HX pasMEIlCHHA B HHCl)OpMaLIHOHHO-
TCNCKCMMYHHKATHOH HOH ceTH ((I/IHTCPHQT » H HX
CBOCBPEMCHHOC 00HOBJICHHE
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Hopma
Ne HanmeHOBaHHE nIpouecca, ONEpalHH. Ennnnua
BpPEMEHH,
n/n Cocras paboTsl H3MeEpeHHA MEH.
1 2 3 4
42 )opranmzanua ydebHoro npouecca i obyvalommuxcd No| OZHa HporpaMma 42420,0
nporpaMMaM  Ipod)eCCHOHANBHOA  NEpeNnoAroTOBKH
OMONMHOTEYHBIX KaJpOB: OpraHH3anHs o0pa3oBaTENBEHOIO
npouecca, ydeOHO-Meromuyeckas paGora; HayyHO-
MeToaMyeckag pabota
43 )oprannsauus y4yebHOro mpouecca ana o0yyaloluxcs 0o | ORHA NPOTpaMMa 21210,0
nporpaMMaM NOBBIICHHA KBAIHPHKAUHH OHOMHOTEUHBIX
KaZpoB: opraHu3alus ofpasoBarTensbHOro fpomecca,
yyeOHO-MeTOAHYeCcKaA paboTa; HayIHO-METOAHYECKAS
paboTta
[Tpumeyanue:

1,15;

- K HOpME BpEMEHH MPH COCTABICHHH AOKYMEHTOB, PErJIAMEHTHPYIOIHX ACATENBHOCTE
pecnyOnHUKaHCKUX, KPAeBbIX M OONAcTHBIX GHOMHOTEK, IPUMEHACTCA HOBBILIAIOMAN KOXpOHUHEHT

~ BpEMS MPOBEACHHMA NEKIWH, KOHCYJABTALUH, TPAKTUKYMOB, CTAXHPOBOK, TPAKTHKH,
npeOLIBaHHA B KOMAHAHPOBKE H NpOBeAeHHA HHPOPMALIMH NO €€ Pe3yJIbTaTaM B HOPMY BPEMEHH
HE BXOJMUT.

1.12. PaboTel HAyYHO-OPraHU3alMOHHOTO XapaKTepa

Tabnmua 19

Ne
n/n

HaumenoBanue npouecca, onepaunn. Cocrae paGors!

Eaunuua
HIMEPEeHUR

Hopma
BpeMeHH,
MHH,

2

3

4

[MoAroToBka ¥ NPOBEACHHUE TEOPETHUYECKOH, HAYYHO-
MPAKTHUCCKOM KOH(EPEHUINH, TEMaTHUECKOTO CeMHURapa

OnpeneneHue CcOCTABA OPLKOMHMTETa H  YHACTHUKOB
KOH(pepeHIMH, ceMiHapa; GopMUpOBaHHE H YTBEPKACHHNE
NPOrpaMMbl H NPULIACHTENBHOTO ounera,
OpraHU3alMOHHEIC MEpPONpHATHA (TeKyllas CBA3b C
y4aCTHHKaMH, PpacChUIKa MAaTEPHaioB); NOATOTOBKA K
H30aHUI0 TE3HUCOB, BBIpA0OTKA NpOEKTa PEKOMEHMAIHH;
(pHHAHCOBO-XO3AUCTBEHHOE ODecmeueHHe KOH(pepeHIIMH,
ceMuHapa (odopMmseHHe IIAaTEXHBIX  JOKYMEHTOB,
BCTpeYa YYacTHHKOB, PpETHCTpauHs, pasMelleHHe B
TOCTHHMIEC), aHamM3 M olleHKa paborel KoH(bepeHIHH,
ceMUHapa; NOABEACHHUE UTOTOB

OAHO
MEpOTIPHIATHE

KonuiecTtBo y4acTHHKOB:

et

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

IloaroroBka u ApoBeOCHHE CCMHHApa, METOAHYECCKOrQ
AHA, 3aC€OaHUA «KKpYTJAOro CcToan
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Ne
nm

HawmenoBaHne npoliecca, onepaunt. Cocras paborbl

Exunnna
H3MepeHHua

Hopma
BpeMeHH,
MHH.

2

3

4

OnpeneneHne YYacTHHKOB, PYKOBOIAMTENSd, CPOKOB H
MeCTa TpPOBEACHHS CEeMHHApa, METONMYECKOro JHJ,
3aCEAaHUA «KPYIJOTO CTOJay; ONpeHeneHHe KOHTHHICHTa
YHaCcTHHKOB; paspaboTa mporpammsl; HHGOPMaLHOHHOE
obecniedcHue (TeKylias CBS3b ¢ YUACTHHKAMH, pacchLiKa
MaTepHaioB); BhipaboTKa IPOEKTa  PEeKOMEHTALHIL,
H3JAHHE H  pacchUlka  MPOTpaMMEL,  PETHCTPALHS
YYACTHHKOB; aHATH3 H OLEHKA CEMHHApa, METOOHYECKOro
JHA, 3aCeJaHHd «KPYTIIOTO CTOJIay

OJIHO
MEPONPUATHE

KonnuecTso yHaCTHHKOB:

1-50

1570,0

51-100

3980,0

101 - 130

6150,0

~1| N

151 - 450

§270,0

Hoxaroroska 3acenannii PCOKONICTHH .

o0

YTOYHEHHE CPOKZ W TIOBECTKH 3acelaHHi;, oTGop
MaTepHanoB i OOCY)KAEHMS M HOATOTOBKAa MX U
KOIHPOBAaHUsA; ONpelie/IeHHC ONMOHEHTOB (PEUCH3EHTOR);
ONOBEWIEHHE O 3aCCHaHHH  4WICHOB  PEAKOJUICTHH,;
pacchUika MaTepHanoB MO  HOBECTKE  3aceiaHus;
oopMiIeHHe NMpPelIoKEeHHH, BBICKA3aHHBIX YUAaCTHHKAMH
3aCeNaHHA

OOHO 3acCaaHHne

560,0

Oprauuzauus  3acegasuif  npoOneMHBIX
COBETOR, TROPUECKHX KOJIJICKTHBOB:

KOMMCCHI,

ONpenicNneHue NOBECTKM JHS K CpoKa MpOBSACHHS
3aCCllaHud, YTOUHEHHE COCTABAa YUACTHHKOB; NOJTOTOBKA
JOKYMEHTOB, OpraHU3aiHOHHbIE MEPONpHATUS
(omoBelmeHne © 3acenaHud, noadop MaTepuaNoB);
oopMIEHKE TPOTOKONA N PEICHUs

ONHO
MEpONPHATHE

940,0

10

paspaloTKa MaKeTa Mpe3eHTaLtI I MEePOT PHATHS

OAHa HpE3CHTalNA

600,0

11

NIOArOoTOBKA NPE3CHTALHN AJ1A MCPOIIPDHATHA

OJIHa NPE3CHTaLHA

600,0

[Tpumeuanue:

- NpUH TpPOBCACHMH MEPOIPHUATHH H2 MCKAYHAPOZHOM YPOBHE K HOPME BpEMEHH
NpHMeHAeTC NoBhitalomyil koadouuuert 2,0, ua degepancHom yposue — 1,85;
- B HOPMY BpPEMEHH HE BXOMUT BpeMs UNpOBCACHMS KOHPEPCHUMHE, CEMHHapa,
METOAUYECKOTO AHA, 3aCCIaHNns «KPYIJIOrQ CTONa» M BPEM#A, CBA3AHHOE ¢ H3AAHHEM MAaTCpHAIOB
KOH(pEPEHLHH, CEMHHapa.

1.13. PepaktupoBanue pykonnceit

Tabnnna 20
Ne HanmenoBausc npouecca, onepauun. Exnnnna Hopma
BpeMesH,
n/n Cocrag padornl H3MEpPEeHHA MIRH
1 2 3 4
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Ne
n/n

HanmeHoBanHE Npolecca, ONEePalHH,
Coctas paboTsl

Eannnoa
H3MeEPeHUA

HopMma
BpeMCHH,
MHH.

2

3

4

PemaxTHupoBaHHE HAYYHBIX H METOAUUECKHX MATEPHATOB

IlpoBepka M HcHpaBICHHE pPYKONHCH B IpoLEcce
NOATOTOBKU €€ K TedaTH; oOecmedyeHHe COOTBETCTBUS
TEKCTa HAYyUHBIM W NMTEpaTypHbM TpeGoBaHuaM, Qopme
H OEeNeBOMY Ha3HAYeHHIO M3JAaHHA, COINIacOBaHHe
BHOCHMBIX HCNpaBIeHHIi ¢ aBTopoM; JAopabOTKa
DYKOTINCH:

peNaKTUpOBaHHE MOHOTpadui, COOPHHKOB HAYYHBIX
TPY/I0B, HAYYHBIX OTUYETOB, IPAKTHUCSCKHX NMOCOOHIi

OAHH aBT. THCT

2840,0

peHaKTHPOBAHHE METOONYICCKHX MaTepHajIoB:
HHCTPYKTHBHO-METOAUYECKHX IHCEM, PEKOMEHIAIlHH,
KOHCYJBTAlHH, 0630poB AcATENLHOCTH ORONMHOTEK

OIHH aBT. THCT

2500,0

PEAaKTHPOBAaHHME  AOKYMEHTOB,  PErTIaMEHTHPYHOIIHX
OeATeNbHOCTE  OHONHOTEK:  yCTaBOB,  NOJIOYKEHHH,

MHCTPYKIMH

OOHH aBT. JIHCT

2400,0

PERAKTHPOBaHHE Tabaul,

tbopm, oOpazuoB

CTATHCTHYCCKHX YUYCTHBIX

OOHH aBT. JTHCT

1980,0

pelakTUpOBaHue MatepualoB xoHdbepeHUUH: AOKTAIOB,
co00LIeHmit -

OOHH aBT. JTHCT

1050,0

Pepaktupopanue nonyaspHoro GubGmuorpadHueckoro
NocOGHS, pPETPOCTIEKTUBHBIX HAYYHO-BCOMOraTeNbHAIX
ykasateneii, 0630poB, cparok, pethepaToB, aHHOTAIIHIA:

peNaKTHPOBaHME  MONYNApHBEIX  OHOmuorpaduueckux
nocobuii: TEMATHYECKHX Gubnuorpaduueckmx
Kazareneil, CipaBOYHHKOB

OIOHH aBT. JIHCT

2640,0

peNaKTHPOBaHHE PETPOCIEKTHBHBIX
BCTIOMOTATENIbHBIX YKazaTeneH

HayUHO-

OJAHH aBT. THCT

2100,0

PEHAKTHPOBAaHHE AHAIMTHYSCKHEX 0030poB, CHpaBOK,
aHHOTAUW#, pedeparoB, CBOAHEIX  pedepaTHBHBIX
0630poB, 3xcapecc-uadopManuii

OJHH aBT. THCT

10800

peraxkTHpoBanue SnbmuorpagHuecKoi 3anucH

0AHa 3alHCE

4,6

KOHTPOJIBHOC PCAAKTHPOBAHHE

OAHA 3allHCh

6,2

[puMeyanne: NpH pelAKTHPOBAHMH CMEMIAHHOrO TEKCTa K HOPME BPEMEHH TIPUMEHAETCA
NOBBIIAWHI ko3gdunneHT 1,1,

1.14. BecnoMorarensHo-TeXHHYECCKas paboTta

Ta6mmna 21
Ne HanMmeHoBaHHe nponiecea, oMepanyy. Epunnua Hopma
BpeMeHH,
n/m Cocras paGorni H3MEpPEHHSA HH
1 2 3 4

MampHOnUCHBIE paboTHl

IonyyeHue opHrHHaNa A1 NeYaTaHHS M O3HAKOMJICHHE C
HuM, Habop
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Hopma

Ne HanMmenosanue npomecca, onepamun. Eanuuna BpemenH

n/n Cocras paGorsi HIMEpPEHHSA ’
MHH.
1 2 3 4
[Teyaranne TekcTa 0e3 BepTHKaNbHOTO rpaduieHns 0flHa CTpanuLa
MAITHHOMHCHOTO
TEKCTA
Pasmepr! HHTEpBaNIOB:

1 (2 13,4

2 11,5 17,6

3 |1 22,0
Ileyaranue Tekcta Ha Qopmarkax Oe3 BEPTHKANBHOIO | OJfHA CTpaHHIa
rpajieHAs MALTHHOTIHCHOTO

TEKCTA
PazMmepsl HHTEPBAJIOB:

4 12 17,6

S 113 20,8
[MeyaraHue TEKCTa ¢ BEPTUKANBHBIM rpaduicHUEM QJlHa CTpaHHIA

MallRHORKCHOTO
TEKCTa
Paszmepn! MHTEPBAIOB:

6 |2 17,6

7 11,5 21,0

g8 |1 28,0
Meuaranue TexcTa HA (QopMaTkax ¢ BEPTHKATHLHBIM [ OJIHA CTpPaHWLIA
rpadieHHEM MAaLIHHOMHCHOTO

TEKCTA
Pasmepr! BHTEPBANIOB:

9 (2 17,6

10 ;1,5 22,0
CunTKa M KOPPEKTHPOBKAa TEKCTa MOCAE NEYaTaHWs Ha
MaHINHEKE:

11 |mpoBepka NpaBHIBHOCTH pacnoJOKEHHS OTNEYATaHHOIO| OfHA CTpAaHHIA 4,4
TEKCTA, CBEpKAa ¢  PYKONHCHBIM; KOPPEKTHPORKA| MAIIMHOMUCHOIQ
MAHIHHOMHACHOTO TEKCTA TEKCTa

12 [cuMTKa, KOPPEKTHPOBKA M BEPCTKA OJlHa CTpaHHUa 4.4

MALIMHOTIMCHOTO
TEKCTa

13 | HaxneWBaHue IPaBOK OJIHa NPaBKa 1,4
MampHonuCHbIE padoTHL, BBIMOJIHAEMBIC B
ABTOMATH3MPOBARHOM DEXUME
BBoa MaTepnana B KOMIBIOTED: OJHa CTpaHULa

14 1Habop TeKcTa ¢ ANCTa 11,0

15 {Habop GuGaHOrpadyecKoro OMHCAHHA 14,0
BriBon MaTepmaa Ha SKpaH: OJHA CTPAaHNLA

16 !nmpaBka TekcTa Ha KOMITBIOTEPE, BEPCTKA TEKCTA 8,6

17 |penaxtuposaune 6ubimorpapuueckoro OnACaHus 2,7

18 [BEIBOA TEKCTa HA NIPHHTEP; pacleuaTka 0/THa CTpaHUL@A 1,6

19 ‘sriBOR dopmM TabNUU HA SKpaH onHa Tabmuna 11,0
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Hopma
Ne HaunmenoBaHHE npouecca, ONePalHH. Eauunima
BpeMenH,
n/i Coctab padoThl H3MepeHHs MHEL
1 2 3 4
20 ) nanoNHeHHe TabNHI CONEPKAHAEM onHa Tabnuua 1,6
HacTpolika TeXHHYeckoro o00opyHoOBaHUSA H TEXHHUYECKOE
COMPOBOXIAEHHE MEPOIIPHATHI:
21 |HacTpoiika TeXHHYeCKOre o0OpyAOBaHHA RIS MPOBEIEHHA OJIHO 120,0
MEpONPUATHIL, B TOM YHCHAE TPAHCIHPYEMBIX TO CETH| MCPONPHATHE
«HuTepHeT»
22 | TEXHHYECKOE COMPOBOKACHUE MEPOTIPUATHIH OJTHO 300,0
MEPOTIPHATHE
23 |mposenmenHe ayauo / BHAeO3anHCH H  (OTOCHEMKH OHO 300,0
MEPONPHATHIH MepOnpHATAE
24 |obpabotka ayano / Buaeo / poToMaTepuanos OIHMH HOCHTEIND 420,0
undopmanun
25 |paspaGotka pasnnunslx 0a3 mawHbeix (BJ]) ans BemeHus onxa BJ1 28800,0
IPOEKTOB
26 |HanmcanKke HHCTPYKIMI 1o ucnonb3obanuio BJ] npoexroB | OAMH aBT. NHCT 18000,0
27 |Texuuueckas nonmepxkka bl npoekros oJHa HYHKHUA 4800,0
28 |TecTHpoBaHHE HOBBIX CHCTEM H BEpCHil NMporpaMMHOro | oxHa GyHKOHS 1800,0
obecrmeueHus / IporpaMMHO-aNNapaTHOTO KOMILUIEKca,
HCMONE3YEMOTO TIPH  peayu3alMi npoekToB u pabote
NOApa3AeNneHus
29 TecTHpOBaHHE NpOTpaMMHOTO obecneyenus /| oana pyHKUHA 1800,0
TIPOrPaAMMHO-ANNApaTHOIO KOMITJIEKCa
30 (cocraBneHMe 1UIaHA ~TECTHPOBAHHA  NPOTPaMMHOTO OIHUH IIaHA 2400,0
obecnieycHus / MporpaMMHO-alMmapaTHOro KOMIUICKCA
31 |mpoBepka COOTBETICTBHS pa3paboTaHHOrO NPOrpaMMHOre| OJAHA (YHKIHS 480,0
obecneueHus / MpOrpaMMHO-aNNapaTHOTO KOMIUIEKCA
TEXHHYCCKOMY 3aJaHHIO
32 |oueHka mporpaMMHOro obecrne4eHus / NPOTPaMMHO- OJTHO 25500,0
alNapaTHOTO KOMIUIEKCa NPOrpaMMHOe
obecneueHne
33 |cocTaBneHue anropuTMa TECTHPOBAHHA TPOrPaMMHOTO|{ OAHH aJTOPHTM 8400,0
obecneyeHns / nporpaMMHO-aNIapaTHOrQ KOMILIEKCA
34 ico3maHue TECTHPYIOIICTO CKPUNTA AJAA NPOBEAEHHs|  OIWH CKpUOT 6000
Harpy304Horo TECTHPOBAHUSA NPOTpaMMHOI0
obecrieueHus / porpaMMHO-aNNapaTHoro KOMILIEKCa
35 |mpoBeneHHe Harpy3ouMHOTC TECTHPOBAHWA MPOTPaMMHOIO | OAHO HAIPY30YHOE 480,0
obecrieueHns / MporpaMMHEO-aNnapaTHOre KOMILIEKCa TECTHPOBAHHE
36 |okcmepTHas OLEHKA TNporpaMMHOro  ofecnedcHus, | OfHa IKCMEPTH3A 2400,0
HOATOTOBJICHHOTO B IIPYTHX OPraHU3alMAX/ MporpaMMHO-
aNnapaTHOro KOMIUIeKCa
37 |cozmaHne ayiropuTMa KOHBEPTHpOBaHHUsS paboumx Tabmul ; onHa otpacns BBK |  2400,0

gonbioro SGaHoTeuHOrO Katanora (BbK)
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Hopma
No Hanmenosanue npoiecca, onepanny. Exnnnna
BpeMeHH,

n/n Cocras paborTn H3IMEPEHUS M
1 2 3 4
38 |nanucanwe KOHBepTepa MA NpeobpazopaHus pabounx | ogHa otpacas bBBK ¢ 4800,0

tabnui, BEK B aBTOMAaTH3HpOBaHHYIO UHGOPMAMHOHHYIO

CHCTEMY NUUEH3POBaRUA OTRENHHBIX BHJOB

aestenbocT» (AUC JIOR) (uuTerpanns OubnuoTeyuHpIx

JAHHBIX )
39 nmpeofpa3oBaHu¢ METOJMUYECKUX MHAHHBIX BACKTPOHHOTO OJTHO 1440,0

KaTaIora s nepeaadu KOHBEPTUPOBAHHE

IlpuMeuanue: npu HaOOpe TEKCTa HAa KOMIBIOTEPE € JIATHHCKMM ILOpH(TOM K HOpMeE
BPEMEHH NMPUMEHACTCA MOBBINAIOWIN koypuument 1,3.

1.15. PaboTa no opranu3ailiu Tpy2a H YIPaBICHUIO

Tabnmma 22
Ne Eaunnua Hopua
n/n Hanmenobanue nporiecca, onepaunu. Cocras pabornl u3Mepennn BPCMCHN,
MHH.
1 2 3 4
ILrannpoBanue paGoTe
Coop, amanmu3 MCXOAHOH HWHGOpPMalUH; ONpPEACNICHHE OIMH NJIaHa
OCHOBHBIX 3aa4 roja, YTOYHEHHE CPOKOB BBINOJHEHUS
3adaHul, HANMHCAHHE OOBACHHTENBHOM 3AITHCKH;
NOATOTOBKA NpOeKTa IUaHa K OOCYXIEHHIO Ha BCEX
ypoBHsX, AopaboTka nocie 06CYyXIOeHUs; NPEACTaBieHHE
NJIaHA HA COTNACOBAHHUE U YTBEPXKJCHUE!
1 [nmaua 6ubmoTeKn 6240,0
2 |nnaHa KoMIUlexca / yHpaBacHUS 4800,0
3 |nnaHa otTnena, ceKTOpa 27400
4 | HHAMBHAYANBHOTO IUIAHA 370,0
ExeHEeBHBIH yyer  paboTh B CTPYKTYPHBIX
HOApa3AeIeHUIX !
5 |craTuctHueckuit yder 3aMHCABINHXCSH OJIHA 3aIHCh 2.8
(mepeperucTpUpOBABILHXCA) YHTaTeNeH
6 |crardcTHUecKuil y4eT KHHIOBBLAAY, IOCEILeHH OJIHA 3aITHCh 8,6
y4er uHbpopManHoHHO-6nbimorpaduyeckoii paborel 10 OHA 3aMHCh 2,7
YCTaHOBIEHHOH GopMe
8 | Y4ET BHINOIHEHHBIX CMIPABOK OJIHA 3aTuCch 2,7
ExenHeBHBIf  ydyeT — abOHEHTOB,  HOJB3YIOLIMXCS
nporpamMMaMi MBA:
9 [craructryeckuit yaet aboneHToB, nonp3yromuxca MBA OJIHA 3aIlHCh 2,7
10 jcrarHcTHYECKUl YYeT MONy4eHHEBIX 3aKa30B, BBLIAHHEBIX OJHa 32MTHCH 9.8
JOKYMEHTOB
11 |cTaTHCTHYECKMH YYeT 3aKa30B, NCpeHaNpaBleHHBIX B OJHA 3anHch 2,7
anyrue OUOIHOTEKH
12 |3anuce wuTOoroB paGotel B «JHeBHHUK  paboTei» OJIHA 3ATHCH 3,2
nogpasgeneHns OubMoTeKu
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Hopma
Ne Eaunnnua
Wit HanmeHoBaHnHe nponecca, onepauun. Cocras padoTnl HIMEpEHHS BPEMEHH,
MUH.
1 2 3 4
13 |unaMBHAyaIBHLI y4eT: €KEHHCBHOS 3AMONHEHKE NUCTKAa|  OJHA 3aMHChH 15,0
yueTa TPYAO3aTpaT HiIH AHEeBHUKA paGoThl OCHONHOTEKADS
Croappii cTaTucTHUECKHH y4ueT no GudanoTeke
Unicsno yutatenei, KHUTOBBIAAY, IOCEINEHNH; TO{BEICHAE OHHa 3a0HCH
HUTOrOB CTATHCTHYCCKUX JAHHBIX MO OHONHOTEKE:
14 |mMecdir 528.0
15 |kBapran 7920
16 |roa 1080,0
CraTHcTHUecKuH yueT B pexume AC;
17 |BBOX CTATHCTHYECKHX JAHHBIX ¢ KOHTPOJIBHOTO JIHCTA OIWH JIHCT 0,16
18 |cBommbli cTaTHCTHYeCKHH yder mo OuOnmotexke (9mcino) oxaHa TabmHaia 0,27
ypTareel, KHUroBsImad, NocemeHuil)
lNoaBeacHUe HTOTOB CTATHCTHYCCKHX JaHHBIX Mo} oAHA Tabiunua
dubmauoreke:
19 |mecsn 0,27
20 | xpapTan 0,27
21 |rox 0,27
CocTaBneHne OT9ETOB:
22 |opueM IUIaHOBO-OTYETHBIX JAOKYMEHTOB QT CTPYKTYPHBIX { OOMH JOKYMEHT 60,0
mogpazneniecHufi ¢ NpoBepkOH  NMONHOTBI  COCTABa;
COCTaBACHUE CBOJHON TabNHIBl OCHOBHEIX ToKa3aTesnet
CocraBlleHHE  AHAIHTHYECKOrO  OTHYETA: aHamm3 OOHH OTHET
DeATENPHOCTH MOoApasneneRud W OHOMUOTEKH, OTMETKA
H3MCHEHUH 3a T'Ofl, HAIIMCAHHE TEKCTa, MpeACTaRICHHE Ha
COTNIaCOBAHYUE ¥ YTBEepPKAcHYE!
23 | oryer GHOAHOTEKH 34 roj 3980,0
24 |ot4er oTHENA, CEKTOPA 32 TOR 1320,0
25 | HHAHBHAYANBHBIR OTHET 38 rojt 586,0
Cocrapnende PUHAHCOBBIX OTUETOB 00 omaTe no BHAAM OJUH OT4eT
IJIATHEIX YCIIYT:
26 [3a Mecsn 510,0
27 |3a KBapran 840,0
OT4eT nepen HHTATENIAMH H HACCICHHEM:
28 |onpenencHHe CpOKAa NPOBEACHHA OTUYETA, [IOBECTKH AHA, OLHO 1580,0
ONOBEIICHHE O JHE OT4eTa uquTarenell, HAceneHUd,| MCpPONMpHATHE
BBIIYCK CTEHTa3eTHl, 0QOpMIIEHHE MPOTOKOJIA, 3aMedaHHi
B TpeIJIOKEHNH vWTaTenell, HaceneHuA, COCTABICHUE
I1aHA HX peau3alHu
[oaroToBka NpoKH3BOACTECHHBIX COBEIIAHMH
OmpepeneAne TOBECTKA  JHA, KpPyra YYacTHHKOB,| ODHO COBELLAHHE
HNOATOTOBKA CHPaBKW, APYTUX MEpONPHATHH, MpoeKTa
pellleHHus,  OIOBELIEHHC  YYaCTHHKOB  COBCILAHHA,
NOATOTOBKA AOMEIEHH:
29 | coBeimanne paboTHHKOB GUOIHOTEKH 320,0
30 | coBemanue pabOTHHAKOB OTHENA 264.,0
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Hopma
Ne Eanuuua
i HanmenoBanne mpouecca, onepaunn. Cocras pabornbl H3Mepenus BpeMenH,
MiH.
1 2 3 4
31 jcoBemanne TO HTOTAM IPHHATBHIX pelICHMHA ¢ NEIBIO | OZHO COBEIMAHKE 27,0
OLUCHKU HX PE3yNbTaToOB, MPOH3BOACTBCHHEBIE COBEILAHUSA
IO HTOTaM rozia
32 |onepartHBHOE COBEIMAHHE (AN pEIIEHHA TEKYIIHX | OOHO COBCLIAHHE 60,0
MPOH3BOACTBEHHBIX 3aa4)
Opragu3alEORH0-0NepaTiHBHas paboTa:
33 | ROKYMEHTanbHOS odopMIcHHE pexxuMa paboTel oTaAena| OHUH JOKYMEHT 360,0
(cocTanierHe rpaduka paboTH, OTIYCKOB
34 | oBecnevenne KOHTPOIA 3a BHIIOJIHEHHEM |  OJHO 3aaHHE 15,0
IPOM3BOACTBEHHOTO 3aaHMA U Ka4eCTBOM paboThi
35 |obecneucnuc KOHTPOIA 3a ACTOMHEHUEM | OIMH AOKYMEHT 15,0
YOPaBIeHYCCKOTO  pellieHHs,  NpUKa3a,  YKa3aHHA
OUPEKTOpA, 3AMECTHTENS ARPEKTOPA, 3aB. OTACIOM
36 |sakmroyeHue, MNpOJNICHHE Joropopa ¢  (HPMaMH,| OJIHH JZOTOBOD 840,0
NpeAnPHATHIMYA, OpraHv3anusaMH, JaCTHBIMH
TpeANPHHIMATEIIAMH
37 |cocTaBRcHHE KanbKy UMY LeH Ha INATHEE YCIyTH OJIMH AOKYMEHT 3340,0
38 |BRMMCHIBABHE CUETA, KBHTAHIEH OJIMH JOKYMEHT 13,4
39 [cBepka onnarsl cueToB OJIHH JOKYMEHT 13,8
Jenonpou3BoACTBO:
40 |npuem H perucTpauus BXOIAIeH KOPPeCIOHAEHIHH OIHH AOKYMEHT 15,0
41 |xonupoBaHHe / CKAHUPOBAHUE AOKYMCHTOB OJIUH JOKYMEHT 15,0
42 |oTnpaBka / noxyuerHe $HaKcOBBIX KOMHH JOKYMEHTOB OIHH JOKYMEHT 30,0
43 |obecneuenne KOHTPOIIA 32 CBOEBPEMEHHBIM HCIIOIHEHUEM |  OMTHH JOKYMEHT 15,0
OOKYMEHTa
44 |cacTeMaTH3alMA H MOAUIHBKA MCTIONHCHHAIX JOKYMEHTOB | OJMH HOKYMEHT 30,0
B COOTBETCTBHYU ¢ HOMCHKIATYpOil Aes
Pa6ota B peskume AC:
45 |peructpauus BXoafAimeii KOppeCIIOHASHIHH: OJBA KapTOYKa 15,0
46 |obecriedeHne KOHTPOJA 3a HCIIOJNIHEHHEM JOKYMEHTA: OZHA 3aITHCh 7.0
BBIBOJ Ha 3KpaH KOHTPONLHOH KAapTOYKH; BBOI B Hee
HH(popMaLIMU 00 HCTIONHEHHH
47 |penieHHE XO3SHCTBCHHBIX BONPOCOB (MoJada 3asBOK Ha|  ONMH BOMPOC 30,0
yCTpaHEHHE HeHCNpaBHOCTeH pabodux moMelieHuii, 3axkas
¥ TOdydeHHe KaHUCMAPCKHX TOBApOB M JAPYIMX
MaTepHAaNnoB CO CKNajaa)
BsaumoneficTBre MEXIY CTPYKTYPHBIMH
MOAPA3ACICHUAMU:
48 |[cocTaBlneHHe 3anmpocoB, TpeboBaHHMI, NOACHHTENIBHBIX [ OAHH JOKYMEHT 20,0
3AMUCOK B CYMEeOHBIX 3a0HCOK
49 (moma4a 3ampocoB, TpeOOBaHUH, MOACHUTENBABIX 3AIIHCOK | OMVH JOKYMEHT 25,0
1 ci1yxeOHBIX 3alHCOK B NeyaTHOH dopMme
50 |moma4a 3anmpocos, TpeGOBaHMIA, OACHUTETBHBIX 3AIIHCOK | OJHH HOKYMEHT 10,0

M CIIyKeOHBIX 3aIMCOK B YAEKTPOHHOH dopme
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Hopma
Ne Eaunnna
Hanmenopanue npouecca, onepaunu, Cocras patorsi BpEMCHY,
n/n H3MEpeHHA
MHH.
1 2 3 4
51 |obecmeueHne KOHTPONA 3@ MCHOOJHEHHEM 3alpOCOB,| OAHH AOKYMEHT 40,0
TpeOOBanHHA, NOACHHUTENBHBIX 3aNACOK #  CIyXeOHBIX
3AIACOK

IpumesaHue: BpeMs NPOBENEHMS OTHETA NEPE] YHTATENSAMH, HACENEHHEM, COBEUaHUl B
HOPMY BPEMEHH HE BXOIUT.

2. THHOBHIE OTpAc/IeBbIE HOPMBI TPYA2 Ha pabOTHI, BRIMTOMHAEMBIE B FOCYAAPCTBEHHBIX
(MyHHIMDUIBHEIK ) ONONMROTEKAX (HAa OCHOBE ABTOMATH3HPOBAHHLIX CHCTEM YIIPABNEHHS

NpoLieCCaMmt)

2.1. Komnnexropanue GoHa0B

Tabmuna 23
Ne Eaunnua Hopma
Hanmenosanne npouecca, onepauun. Cocras padoTsl BPEMEHH,
n/n H3IMEpEeHNn
MHH,

1 2 3 4

1 |nmpueM u otbop Anst (OHAOB HOBHIX MOCTYIUISHHH, [ ONUH NOKYMEHT 3,6
AONYUCHHRIX TIO COTPOBOAHTEIBHOMY JOKYMEHTY —

JIHCTY TOCYAAPCTBEHHOM perHCTpaluu

TexHH4YecKaa obpaGoTka JOKYMEHTOB OHH JOKYMEHT 4,5

BBOA JOKyMeHTOB B 6a3y gaHHEBIX (BJ) OJHH JOKYMEHT 4,5

2.2. bubnuorpadHuecKoe ONUCARUE K HHACKCHPOBAHHE JOKYMEHTOR
Tabnuua 24

Ne Exnnnua Hopma

HaumenoBanne npouecca, onepanan. Cocras paboTnl BpeMeHH,
n/n HIMepenus

MHH,

1 2 3 4

1 | dopmupoeanue  Onbaumorpaduveckofi  zanuMcH  Ha OIHA 3aIKCH 18,0
JOKYMEHTHl Ha  PYCCKOM  sA3blKe  (OmHcareibHas
KaTaJorKH3atius)

2 | dopmupoBanne  OubmHorpaduueckoit  3amucH  Ha OAHA 3alTHCh 27,0
JIOKYMEHTEl H2 HHOCTPaHHBIX €BpONEfcKNX A3bIKaX H
I3bIKaX  Hapoxoe  Poccmm,  xpoMe  pycckoro
(omucaTenbHAdA KATATOTH3ALMS)

3 | opmupopanne  OuOnmorpadmueckod  3anmcw  Ha 0/IHA 3aIHCh 60,0
CTAPONCUATHBIE KHHTH H DPYKONHCH (OMUCATCNIbHAA H
COZCpPXKATEIbHAS KATANOTH3a1MA)

4 |BHHEKCHpOBaHHE JOKYMEHTOB (coaepxaTenpHas OIHa 3aMHCh 18.0
KaTajoru3anng) ’
dopMEpOBaHHE  ABTOPHUTETHOI 3a0MCH (HA HMEHA JIHI, O/IHA 3aTUCE 30 0
HaHMeHOBAaHUH opraHu3anui) ’

6 | dopMupoBaHHe NaHHLIX B GOHFOBOH 3aN¥CH 0JHa 3aNHCh 5,0
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2.3. PaGora ¢ karanoraMy

Tabnvna 25
N HanMeHOBAHNE NPOLECEA, ONEPA C 6 Eannuna S
a/n P , onepanun. Coctas paGoTbl H3MepeRus BPEeMEHH,
MHH.
1 2 3 4
1 |pa3bop kapTouexk mnd paccTaHOBKH B andaBHUTHBIC | OJHA KapTOYKa 0.2
KaTanory
PenakTHpoBaHHE reHepajbHOTO ANGaBHTHOTO KATAIOra; 0/IHA KapTO4Ka
2 | xaranor - crapsli psag (a0 2000 roaa); 1,0
3 | xatanor ~ HOBHIH paf (¢ 2000 roga), 0,5
4 | xaTanor - HWHOCTPAHHBIC €BPONCHCKHE A3BIKU H A3BIKH 1,0
HapoAaoB PoccHy, KpoMe pyccKoro
5 | pazbop kaproyek Mg pacCTaHOBKM B CHCTEMATHUYECKHE | oOJHA KapTouka 0,3
KaTaJIors
6 | pemaxTHpoBaHHe  ['€HepaJbHOIO  CHCTEMATHYECKOTO | OAHA KAapTOYKA 0,5
karanora (I'CK)
7 | pemakTHpOBaHHE OpHIHMHAj-MakeTa OHOAHOrpaguYecKkux | oJHa KapToyka 0,3
zanuceit (B3) Ha OOHOYACTHHE AOKYMEHTHI
8 | pemaktnpoBanue opHrHHaJ-Makera b3 Ha MHOro4acTHEIE | OIJHA KapTOuka
JOKYMEHTH! 0,45
9 | penakTapoBaHHe 3amHcell Ha CIUHHLLI XPaHEHHA B 0/IHa 3alKCh 5,4
aporpaMMioe obecneueHuH ([10) no wu3BemIeRUsM o©
BHECEHHH H3MEHCHMHl B KATANOTH, NOJYYEHHBIM U3
Texgonorucckoro oraena (TO)
Penaxrupopanne B3  perpoxonBepcmn B TIO OJIHa 3aIIUCh
(xoHTpOABHBIE NosA Popmata K TekcTa b3):
10 | penakTupoBaHue KOHTPONBHBIX noneH dhopmata 54
11 | penaxtupoBanue Texcra b3 5.4
12 | peaaxtupoBanue Oudnuorpaduueckux zanuceii (b3) B OJHA 3aIuCh
11O (pBeneune uuzackcos bbK 8 b3 perpokonpepcnu) 5,4
13 | dopmuposanue b3 B [10 ¢ McnonbioBaHHEM CBOJHOTO OIHA 3AIMUCE 12,0
Katanora 6nbanorek Poccun
14 | pepaxtupoBanne B3 Ha MHOTOYACTHBIE JOKYMEHTOB B OHA 3aIHCE 12,0
no
2.4. Pabota ¢ poHzOM
Tabnnua 26
Ne Eaunnua Hopma
HanmeHoBanne nponecca, onepanui, Cocrap paGoTel BpeMeHH,
n/n H3MEPEeHN
MHH.
1 2 3 4
Ioarorosuteasas pabota:
1} noaroroBka pabounx MecT oaHo paboyee 5,0
MeCTO
2 | nojiydeHue  JOKYMEHTOB €  BbICTaBKM  HOBHIX | onHa naptus (100 16,0
HOCTYIUIEHRH (pH y4acTHH 4-X YENIOBEK) JOKYMEHTOB)
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N E Hopma
g AHHALA
/s HanmenoBanue npouecca, onepamin. Cocrap padoTsl KsMepenus BpEMeHH,
MHH.
1 2 3 4
3 | npueM HOBBIX MOCTYIVIEHHH B MPOrpaMMe Nepetadn onHa naptus (100 12,0
JOKYMEHTOB)
O6paloTka HOBBIX NOCTYIIEHHH!
4 | nepBAYHbI pa300p HOBHIX NOCTYILIEHH onHa maptus (100 26,0
HOKYMEHTOB)
5 | pasbop AOKYMEHTOB U OTpeAcieHHs pacCTAHOBOYHBIX | oxHa nmapti (100 1,0
mHQpoB JOKYMEHTOR)
6 | npenBapUTENbHAR CACTEMATH3AIUS JOKyMeHTOB | oaHa maptus (100 1,0
rpynnoBol o0paloTKi IS onpedeNneHHs IONOYHOTO JOKYMEHTOB)
HHAEKCA
lilugpoBka ROKYMEHTOB: OJUH AOKYMEHT
7 | ¢ AByMa mmdpamu (1- «BHPTYATbHBIN?) 1,0
8 [ 6es mudpa 1,8
9 | mochnb 3,6
10 | pBox wndpa 0,5
HIndpoBka AOKYMEHTOB rpynmnoBoH o6paboTKH: OJMH JOKYMEHT
11 | npensapuTenbHasd CHCTEMaTH3auus (BBOA  WHACKCA 1,0
otpaciu 3HaHHA no tabmunam BBK B 3K)
12 | meranpHas CHCTEMATH3auud (BBOA MONOYHOTO HHACKCA 1,0
BBK B 2K)
13 | oOpaGoTka JOKYMEHTOR HA WHOCTPAHHBIX €BPONEHCKHUX | ONHMH JOKYMEHT 3,6
A3BIKAX
14 | oOpaGoTka MOKYMEHTOB Ha HalMOHANLHBIX A3BIKAX | OJAWH JOKYMEHT 4,5
HaponoBs cyObekToB Poccutickoit ®@enepaunu
15 | npuem u oGpabotka noxymenToB X VIII — XIX 8B, OAKH NOKYMEHT 8,0
16 | npueMm u 00pabOTKAa OTEYECTBEHHBIX NEPHOMHYCCKHX | OXMH AOKYMEHT 1,8
M3JaHAR W3 3ana TEKYIIHX UNCPHOAHUCCKHX H3AaHMIt
(3TTI)
17 {npueM B 00paboTKa HHOCTPAHHBIX TEPHOAAUYCCKUX | OAUH HOKYMEHT 1,8
u3ganui w3 3TTIU
18 | nepenmdpoBKa IOKYMEHTOB OUH JOKYMEHT 27,0
19 [ BBOA Dap-koja nokymenTa B 2K OJHH AOKYMEHT 2,6
20 | nepenaya nokyMeHnToB B houz Subnnorexn (PhH) onHa maptus (100 26,0
JOKYMEHTOR)
O6cnyxunpanne ynrareneit H abonenros B Ob:
2] | BemosHenue TpebopaHHiA, HOCTYNHBLINX no | ogHo TpebopaHHe 1,0
ICKTPOHAOMY 3aKa3y
22 | B3aUMOpacYeT €O CTPYKTYPHBIMH HofApa3feneHHaMH | oxHa naptus (100 14,0
GubioTeKy JOKYMEHTORB)
23 | pabora ¢ 3aH0JKEHHOCTBIO OJHH JOKYMEHT 1,8
CoxpauBocTs GOHAOB:
24 | moATOTOBKA HNOKYMEHTOB Ha MHKPOOHIGMHpPOBAHHE H | OAHH AOKYMEHT 5,4
CKAHAPOBaHUE
25 | nepeaadya NOKYMEHTOB HAa MHKpOQHIBMHpOBaHHE M | ojHa maprtui (20 16,0

CKaHHpPOBZHHC

JOKYMEHTOR)
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Hopma
Ne Eaunnna
n/n HauMenosanue npouecca, onepanum. Coctas paGornl IMepenns BpeMEHH,
MHH,
1 2 3 4
Csaepxa $oBAa ¢ 3NeKTPoHHBM KaTanoroM (IK): OJHH JOKYMEHT
26 | ONHOYACTHBIC AOKYMEHTOB 1,8
27 | MHOrO4acTHbIC TOKYMECHTOB 3,6
28 { npoBepKa JOCTYNHA K NIEKTPOHHOMY pecypey OfHH JTOKYMEHT 5,4
IlepeBoa moKyMeHTOB B LnbpoBoil hopmar:
29 | mpuemM / mnepejadya IEeYaTHBIX M3OaHHH H3 OTHENA | ONHH JOKYMEHT 0,9
doHmOACPKATENS 110 ABTOMATH3HPOBAHHOH NporpaMme
nepeaay
30 {cBepKka TONYYCHHBIX MNOKYMCHTOB C DBICKTPOHHBIM | OXWH JOKYMEHT 33
KaTajJoroM ¥ pacnpejeiicHie 3aKkiafox ¢ mmeHeM baiina
O NI€YaTHLIM OPHTHHAIAM
31 | pacnpemeneHne  NEYaTHBIX  JOKYMEHTOB  MEXKAY OJHA MapTug 55,0
oneparopamMu ckanuposalus (40 JOKyMEHTOB)
32 | ckaHWpOBAHHE MEYATHEIX JOKYMCHTOB B NMONHOLBETHOM | OJHA CTpPaBHLa 0,33
peKnMeE
33 | komnMpoBaHHe ~ ONEpATOPOM  WIEKTPOHHOH  KONMH { OAHA JOKYMEHT 30,0
OTCKAHHPOBAHHOTO JOKYMEHTa Ha CepBep
34 | oOpaGoTka DBNEKTPOHHOM KONHW OTCKRHHPOBAHHOTO | OJHA CTpaHWLA 2,5
H3AAHNSA
35 | xonHpoBaHne  onepartopoM  ©o0paboTkM  roTOBOHM | OAHH AOKYMEHT 30,0
3MCKTPOHHOI KOMWH OTCKAHAPOBaHHOTO M3JAHHA C
paboueii CTaHIMK Ha cepBEP
36 | pepudukanvg (MpoBepKa ¢ NOMOLIBIO AOKA3aTENbCTB) W | OOUH JOKYMEHT 10,0
KOHTPOJIb KauecTBa 0OpaboTaHHBIX DIEKTPOHHLIX KOTIHH
MEYATHBIX U3JAHUH
37 | pacno3naBanue TekcTa W cosmanue IIJ®-paiinop | omumH AOKYMEHT 35,0
IMEKTPOHHBIX KONUH [IEYAaTHRIX H3JAHHMH
38 | konrpoBanue PacIIO3HAHHBIX [I®-paiinos | OA¥H JOKYMEHT 6,0
3NCKTPOHHBIX ~ KONMUM  MEYaTHRIX  M3MAHHH B
TEXHOJOTHYECKYH) NTANIKY SIS JanbHEHINEH 3arpy3ke Ha
cepBep
2.5. O6cny:;xupaHie HHOTOPOHUX aGOHEHTOB B LIEHTPE AUCTAHLHOHHOTO 00pasoBaHHA
(IO0) u MBA
Tabnnua 27
N E Hopma
_ | HanmeHoBanHe npouecca, onepanun. Cocras padoTsl AHHHIA BpEMEHH,
n/n H3IMeEpeHUA
MUH,
1 2 3 4
1 | noaroToBka paGouHX MeCT onHO paboygee 42
MECTO
2 | mpocMOTp 3NMEKTPOHHOH MMOYTHI, O3HAaKOMIEHHE ¢ | ORHO coobmeHHe 26,0
AOCTYMHBIUUMHA COOOIEHHAMH
3 | peructpaiiis abOHEHTOB oanH abOHEHT 4,5
4 | npuem 3aKa30B oT abOHEHTOB qepes OJIHH 33Ka3 2,7
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Hopma
Ne Exununna
a/n HanMenoBanue npouecca, onepanun. Coctas padoTbI H3Mepenns BpeMeHH,
MHH.
1 2 3 4
AaBTOMATU3HPOBAHHYI) CHCTEMEB! MOpPTaJia YIPABIACHUA
JOTIONHATENBHOTC 0bciyxuBanu (Y J10)
[ipoBepka 10 3/7EKTPOHHOMY KATAIOTY HaMMVUA | OOUH AOKYMEHT
IOKyMeHTa B poHmax, npocraenenye uddpa Ha OGnanke
— 3aKaze:
5 { 6es Gubmuorpadudeckoii fopaboTku 3,6
6 | c Gubnuorpaduueckoit JopaboTkoi 17,0
7 | mpHeM ZOKYMEHTOB OT OTAENOB (poHIOACpKaTeneh OJHH pefic 9,0
(u3 ®b)
8 | moaroToBka H 0OPMIECHIHE NOKYMEHTOR K BhLOAYE OJIMH JOKYMEHT 2,7
9 | dopMupoBaHHe KaJIBKYJALWH HAa ONNATY YCIYI'H Ha | OJHA CTpaHHALA 1,0
BhIIAYY KOMHH JOKYMEHTA Mo 3anpocy aboHeHTa
10 | mpoBepka NOCTYIIICHASA [UIATEXKA HO BUAAM OILIATH! OJIHa 3aABKa 1,0
11 | peructpanus BEIIAYH JIOKYMEHTOB B { OIUH AOKYMCHT 1,8
ABTOMATH3HPOBAHHOH CHCTEME
12 | ornpaBka Ganaeposiet onHa banzepons 4.4
13 | cocTapaeHHE ONMHMCH MOATOTOBICHHBIX K OTIPABICHUIO OJTHa 3alHCh 2,7
Hangeponei
14 | TpancnoprapoBka Ganneponei B MOApa3AciiCHUE OZHA MapTHA 9.0
OTOPABKH 3aKa3HbIX Oanneponeit
15 | npreM JOKYMEHTOB, BO3BPAINCHHEIX aDOHEHTaMH OAMH JOKYMEHT 2,8
16 | paborta ¢ oTkazaMu OIHH OTKa3 2,7
17 | oprauu3augg i BeAeHHE KapToTeK OxHa KapTo4yKa 1,0
fonmy Gnank-
3aKa3
18 | pacneuaTka  JHMccepTalMH M3 SNEKTPOHHOH Ga3sbl OJIUH JIHCT 1,0
JUccepTalLMH 110 3aka3y aGOHEHTa
19 | koHTpONE 3a NOTAIlleHHEM 3a0/KEHHOCTH OJHH a0OHEHT 14,0
20 | nosck HEMONYYCHHBIX GaHAepoeii ofiHa GaHACPOIb 55,0
21 | ro3Bpar oKGOUHO 3aCHAHHBIX JOKYMEHTOB ofHa OaHACpOIb 3,5
22 | cnpaBKH M KOHCYJAbTaUUH 00 YCIOBHAX 0OCITYXKHBaHHA OHA 9,0
abOHEHTOB, N0 pabOTe ABTOMATH3HPOBAHHON CHCTEMBI | KOHCYIHTALHUA
IO u MBA
2.6. CnpasoyHo-6nubauorpaduueckoe 0bCnyxiBanue
Tabnuna 28
Ne Enunauna Hopma
HauMenoBaHue nipouiecca, onepanuH, Cocras padoThl BpEMEHH,
n/n H3IMEpeHus
MHH,
1 2 3 4
BrinonHeHHe YCTHBIX Gubinorpagpnueckux cnpaBok:
1 | moaroToBka pabo4ux MecT €XKEIHEBHO 13,0
2 | exxegHeBHBIH CTaTHCTHYECKHH yuer CIpPaBOYHO- eXXenHEeBHO 13,5

6ubnuorpagpuueckoro obcmyxuBaHns ynTaresneh
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Hopma
Ne Ennunua
i HanmeHoBanu¢ nponecca, onepaunn. Cocras padoTsl MIMepeHNs BpPE¢MeHH,
MUH,
1 2 3 4
3 | usyuenne OTPUILATSIBHBIX OTBETOB Ha OAKH 13,5
OubmorpaduyecKne 3anNpockl ¢ Ue/IbI0 BEIABACHNA Opaka | OTpHLATE/IbHBIH
OTBET
4 | npueM 3ampoca Ha BEINOJHeHHe OuOmuorpaduveckoi OJHUH 3aNpoc 10,0
CIPABKH
5 | odopmierHe KOHTPOIHHOIO JIHCTKA MONB30BATENA OIIUH 1,0
MONB30BATENb
6 | remaTHueckad ycTHas OubnIHorpaduueckas cpaBka O/IHA CIIpaBKa 17,0
7 | anpecHas ycTHAs clpaBKa OJIHA CHpaBKa 3,0
§ | yroumsroiasn yctHas Gubnuorpadudeckas cnpaska OJIHA CIIpaBKa 18,0
9 | dhakrorpabuyeckad ycTHas Gubnnorpaguyeckas cmpaBka |  0jJHa CIpaBKa 15,0
Koncynprannm: OonHa
KOHCYNIBTaLUs
10 | bubauorpadmueckas 10,0
11 | opHenTHpYIOIIAs 6,0
12 | BcmoMoraTenbHO-TEXHHIECKas 3,0
13 | 6ubnuorpaduueckas/ dpaxrorpaduveckas copapka 0JlHa CHpaBKa 12,0
Brmonseuue NHChMEHHBIX Oubmorpapuueckux
CTPaBOK;
14 | npueM ¥ perucrpauMa NHCBMEHHOrO 3ampoca B ONHH 3a11poC 3,0
OpraHu3aUMOHHOH rpyne
15 | mucneruepusaung MHCEMEHHEBIX 3aNpocoB B rpynne ChbO €KeAHEBHO 60,0
16 | perncTpanmsa 3anpoca B SKypHale yuyeTa NHCBMEHHBIX 0/1Ha 3afHKCh 3,0
cnpaBok rpynns CbO
IlicpMeHHas TEMaTHYECKas CIpaBKa:
17 ! remaTHuecKasq crpapka 1-0#i CTeneHu CnoXnocT: a0 25 OZHA CMpaBKa 1200,0
Ha3BaHMi, ¢ npocMOTpoM  Oubnuorpagpmueckmx
HCTOYHHKOB
18 | TeMaTHuecKan cripapka 2-0H CTETIEHH CNOXHOCTH: CBHILIE |  OJIHA CTIpaBKa 2900,0
25 Ha3BaHH#, ¢ npocMoTpoM OuGMHOTpadHUECKUX H
TEKCTOBBIX HCTOUHHKOB
19 | nucbMeHHas yTouHsiowas Gubimorpadudeckas cupaBka OfiHA CIIpaBKa 360,0
20 ) myucpMeHHadq afpecHas CrpaBka OIHA CTpaBKa 120,0
21 | miceMeRHas dakTorpaduueckas cnpaska OJHa cIpaBKa 360,0
IHCEMEHHBIC KOHCYIBTALIHH: onmHa
KOHCYABTalMs
22 | 6ubnuorpaduueckas 480,0
23 | opHeHTHpYIOWAs 480,0
24 | KOHCYNbTAIMA-KIHIIE 240,0
PeaakTHpoBaHWE BBUIONHEHHBIX MHCHMEHHEBIX CIPABOK:
25 | apgpecHasa NHCHMEHHRAs CIPARKa OfHA CIpasKa 9,0
TeMaTHueckad MHCbMEHHAA CIIPABKA! OHa cTIpaBKa
26 | 1-#i cTENeHH CHOKHOCTH 18,0
27 | 2-ii cTeneHH CNOXKHOCTH 48,0
28 | yTouHsIOmAN NTHCHMEHHAS CpaBKa OJHa CIpaBKa 8,0
29 | dakrorpaduyeckas MCEMEHHAs CTIpaBKa 0JHa CTIpaBKa 8.0
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N Hopma

[ Eannnna

o HanmenoBanne npouecea, onepaukn. Cocras padoTnl mymepenHs BPCMEHH,

MUH.
1 2 3 4

30 | perncTpauMg BBIMONHEHHOW NHCHEMEHHOU chpaBkd B OfHA 3aMuch 3,0
rpynoe cnpaBoduHo-OHOmorpadHyeckoro 00cyKHBaHHA
(CbO) B xypHane ydera HHCBMEHHBIX 3aHPOCOB

31 | perucTpailHg BBIUIONIHCHHON NHCEMEHHON CHpaBKH B 0JIHA 3aIHCE 2,0
opraHmsaunoHHoi rpynne CbO

32 |odopMnenHe W TiepeAada / OTHPaBIEHHE OTBETA OJHH 3aNpoc 12,0
3aKA3YHKY
BupTtyanpnas cripaBousas cayxoba:

33 | supTyanbHas TSMATHUCCKAs COPABKa OfHA CIPaBKa 18,0

34 | BupTyansHas agpecHad ClpaBKa OJtHa CTIpaBKa 7,0

35 | BUpTyanbHas YTOYHSAIOWIASA CTIPABKA OJIHa CTIPaBKa 18,0

36 | BupTyanbHas OpHEHTHPYIOWIAS CIpaBKa OJHA CTIPaBKa 6,0

37 | supTyansHas dakTorpaduuecKas Cpapka 0JHa cOpaBKa 15,0

38 | obopMiIeHHE OTBETA Ha 3aIPOC YHTATENST OJHO ITHCEMO 6,0

39 | momonHeHHe apXuBa BBINOIHEHHBIX CNpaBoK («baskl OZIHA CIIpaBKa 11,0
3HAHHI»)

40 | ckaumposanne AoxyMeHTOB W3 QonaoB CBO mo 3akazam OZHA 3,0
nonp30oBarTeneh CTPaHHINA
Kosnicynbrammu: ofHa

KOHCYNbTalus

41 | 6ubnmorpaduueckas 10,0

42 | opHeHTUPYIONIAS 10,0

43 | xoHCYmBTANS-KIWIIE 5,0

44 | kOOpAHHAUHA W  JACTIETYCPH3ALMA  BBHOIOJHEHHWS |  OOHO MACEMO 12,0
BHPTYAIBHBIX CIIPABOK
buGmaorpaduieckoe 00yJeHHE ITOAB30BATENCH: OlTHa

KOHCY/IbTaUMs

43 [ MeToaMyecKas 10,0

46 | TemaTHYECKad 15,0

47 | noarotoska OubGmmorpagnrueckoro ob3opa / obydatomero | ogno meponpustue  2400,0
MEPONPHUATHS no METOUKE bopMupoBaHUn
oubnuorpaduueckoii 3anucH, paboThl ¢ KaTanoraMu, no
METOJHKE 6ubmiorpadnueckoro ONMCaHHSA,

GubnuorpaduueckuMH HCTOYHHKAMH  (hOPMHPOBAHHA
CNHCKA JITEpaTyphl K Hay4HOH paboTe

48 | nposenenue Oubanorpaduyeckoro o63opa / obyvaromwero OIHO 60,0
MEpONPHATHA (IO MYHKTY 39) MEPOTNPUATHE
DKCKypcHH 0o $onIaM H CNpABOYHO- | OAHA IKCKYPCHA
Oubmorpapuyeckomy annapary (CbA) LibC:

49 ) noaAroToBKa 430,0

50 | mpoBeaeHue 60,0
Benenue cripapo4Ho-0nGmiorpadhueckoro anmnapara:

51 | Benenue apx¥Ba BHINOJIHEHHBIX CPABOK B JMECKTPOHHBIA |  ONHa cOpaBka 8,0
PEXUM

52 | BBon KapToTex B Gasy AaHHbIX (B OAHa KapTOHKa 6,0

BricraBounas pabota.

OAHA BLICTABKA
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Hopma
Ne Eannnna
Haumenosanue nponecca, onepaunn, Cocras pabornl BpeMeEHH,
n/n HIMEpPeHHN
MHH.
1 2 3 4
53 ! pazpaCoTka @naHa OpPraHM3aliUM K OKCMOHHPOBAHHS 2160,0
TEMaTHYECKOH BHICTaBKH
54 | moaroToBka  COMPOBORUTENBHONM  JOKYMEHTAUHH K 360,0
BHICTABKE, YTHKETAXKY
55 [ MOHTaX BBEICTABKH 480,0
56 | ACMOHTaX BLICTABKH 2400
57 [cozmanue adumimn, oOBABNEHMIl, mnporpaMM IS 60,0

MPOBCACHH BEICTABOK

1,15.

[Mpumeuanue: mpu paboTe ¢ TOKYMCHTAMH Ha HHOCTPAHHBIX €BPONEHCKIX S3bIKAX H A3bIKAX
HapoaoB Poccnn, kpoMe pycckoro, K HOpMaM BPEMEHH NPHMEHSETCS MOBBIIAIOMHN KO3)PHIHCHT

2.7. HoTHBIE U3jaHUA M 3BYKO3AIHCH

Tabnmina 29
Ne Eannnna Hopma
HanmenoBanse npouecca, onepaunu. Cocras padoTsi BpEMeHN,
n/n H3IMepeHus
MHH.
1 2 3 4
®opMupopanHe OubnHorpapuIecKoil 3aNHCH:
1 | Ha rpaMMmodoOHHBIE MNACTHHKH (IPaMIIACTHHKH) Ha OJIUH JMCK 140,0
PYCCKOM A3bIKe (ONMCcaTeNbHAS KATANOIH3alus)
2 |Ha TpaMINIaCTHHKH Ha HHOCTPAHHBIX €BpPONEHCKHX OJIHH JHCK 180,0
A3BIKAX W A3bIKAX HapONOB POCCHH, KPOME pYCCKOTo
(orKcaTeapHAsA KaTaaorusaun)
3 | Ha aynuoducKax HAa pYyCcCKOM f3blke (OMHCATeabHas ONIAH JUCK 160,0
KaTaJ0TH3alHs)
4 | ua aynHoauckax Ha HHOCTPAHHBIX €BPOUEHCKHX A3BIKAX OHMH AUCK
H sA3bIKaX HapoloB Pocchy, KpOMe pYCCKOro A3biKa 220,0
(onucarenbHad KaTATOrH3alHg )
5 |Ba nuckax ¢opMata aymuogaiiop (onmMcaTeAbHAR OMH UCK 4800
KaTaJOrH3alus)
6 | Ha HOTHBIC W3JAHUA HA PYCCKOM s3bike (OonmUcaTenbHas | ORHH HOKYMERT 132,0
Katanoruszauus)
7 | Ha HOTHBIE W3JAHUA HA MHOCTPAHHBIX CBPOHEHCKUX | ONHH JOKYMEHT 140,0
A3bIKAX W A3BIKaX HapoaoB Poccmu, kpome pycckoro
(omHcaTenbHAsA KaTaIOrH3alus)
Cnpapouno-6ubnvorpaduueckoe  obcnyuBaHHe B
YHTAJLHOM 3a11¢
BeinonHenve yeTHoil Onbnuorpadyuteckoid cipaBkH:
8 | npmeM 3ampoca Ha BHINONHEHHe OuGaAMorpadHueckoi OJIMH 3a1Ipoc 6,0
CTIPaBKH
9 | TemaTuyeckas ycTHas GuGnuorpaduueckas cnpabka OZIHa CIIPaBKa 20,0
10 | yctHas appecHas 6udnuorpaduueckas cpaBka OJiHA CIpasKa 12,0
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N Hopma
® Eannuna
Haumenoranne npouecca, onepannu. Coctas paGoTsl BpeMenH,
n/m H3MepeHns
MHH.
1 2 3 4
11 ) yrounsiomas ycruas 6ubnnorpadnieckas cnpaBka OIlHA CIIpaBKa 22,0
12 { dbakrorpadudeckas ycTHas Subnnorpaduueckas cnpaBka OJiHa CIIPABKa 18,0
KoHcynmbrauuu: onaa
KOHCYJIbTALHSA
13 | Onbmiorpaguyeckas 10,0
14 | opueHTHpYIOIIAA 3,0
15 | BcmoMOrareNsHO - TEXHAYCCKAS 6,0
BrmosnHeHne NTUCBMEHHBIX oubmuorpaduueckux
CIPaBOK:
16 'mpueM ® perucrpanud s3anpoca B KHHIe yuera | OJHA CIpaBKa 15,0
NACEMEHHBIX OHOIHOrpaPHUSCKHX CIpaBoOK
17 | u3y4eHue 3anpoca, yCTaHOBJICHHE WK YTOUHCHHC OJiHA CTIpaBKa 900,0
MeMeHTOB Gubnunorpaduyeckoit sanucu
Benenvie cipapouno-OuGnkorpadbuyeckoro annapara:
18 | opopMnerne KapTOUKH AIS KAPTOTEK OHA 16,0
KapTodka
19 | cosnanue Gubnuorpaduyeckoit sanucu (b3) Ha craTeH Mo OHa 3aNHCh 8,0
MY3bIKE U3 OKYMECHTOB, HE COOTBETCTRYIOIUMX NPOGHITIO
20 | BeneHHe KapTOTEK ollHa 1,0
KapToykKa
2.8. Pabora ¢ smreparypolt mno OubnmorekoBenenuo, OuOIMOrpadoBescHHIO H
KHUTOBEACHHUIO
Tabnuna 30
Ne Eanunua Hopma
o/ Haumenopanue npouecca, onepanun. Cocras paGoTnl —— BpeMeHH,
MHAH.
1 2 3 4
ObpaboTka HOBBIX NOCTYIUIEHHH B MPOrpaMMHOM
obecnevenuu (J10):
1 | npreM HOBBIX MOCTYINIEHHI OTEYECTBCHHEIX JOKYMEHTOB OJIHH 0,5
B JUCMIETHEPCKOU mporpaMMe nepejaiu JOKYMEHT
2 jOpHeM  HOBBLIX  IIOCTYIUIEHHMH HAa  HHOCTPaHHBIX OIUH 1,0
eBPONEHCKHUX A3BIKaX H A3bIKax Hapoaos Poccuu, kpome JAOKYMEHT
PYCCKOTO
3 | odopmaeHHe KapTOYKM HA HOKYMEHT H2 PYCCKOM S3bIKE OnHa 8,0
VT KaTaioros H Kaprotek obnacre (ObJ1) KapTovka
4 | opopmiieHne KapTOUK# HA JOKYMEHT HA HHOCTPZHHLIX OIHA 10,0
eBpONeHCKUX A3BIKAX W A3bIKax Hapoaos Poccuu, kpome KapTouxa
_pyccKoro, And Kataoros H kaptorek ObJl
S | AHanuTHYECKOE onHcanue fokymeHuTos B [10 0JiHa CTaThsl 12,0
O6cnyxuBanne nonk3oBarenei; BHPTYanbHas
cnpasovHas cayxba:
6 | npuem GnGnnorpahuIECKOro 3anpoca YHTATENA OMH 3alpoc 3,0




67

Ni Hopma
1] Exununa
HanmMeHnoBanHe npouecca, onepauun. Cocrap paGoThl BpEMeEHN,
n/n H3MepeHHn
MHH.
1 2 3 4
7 | BupTyanpHasd TeMaTHYECKast COpaBKa OZIHa CTIpaBKa 54,0
8 | BupryansEas agpecHas crpapka 0JHa CIIPAaBKa 18,0
9 | BupTyaneHas yTOUHMIOIIAS ClIpaBKA OJIHA CNIpaBKa 26,0
10 | BupTyanbHas gakrorpadmyeckas ciupaska 0lHa ClipaBKa 20,0
11 | obopMiieHHe OTBETA Ha 3aNPOC YHTATENS OJIHO MHCHMO 10,0
12 | mononuerue apXvBa  BHIIONHEHHEIX cHpaBoK («basa| ozaHa cmpaska 10,0
IHAHUD))
13 | exemHeBHBIH  CTATHCTHYECKHH  ydYeTr  CHpaBOYHO- €XeJHEeBHO 12,0
onGarorpaguyeckoro obCcIyKHBaHHS YHTATENEH
2.9. O6paboTKa ONTHYECKHX KOMIAKT-AHCKOB B 00pa3zoBaTe/ILHEIX AEKTPOHHEIX pecypeax
(O3P)
Tabnnna 31
M Ennnnna Hopwa
o/t HanmenopaHBe npouecca, onepaunn, Cocras patornl uIMepennn BpPeM¢H,
MHH.
1 2 3 4
1 | mony4YeHHe M JOCTABKA ONTHYECKUX KOMIIAKT-AUCKOB OJtHa MapTHI 30,0
IOKYMEHTOB
{100 auckoB)
2 | mpueM HOBBIX TIOCTYMJECHMA ONTUMECKHX KOMIMAKT- 0JHa NapTHA 60,0
IHCKOB JOKYMEHTOB
(100 auckoB)
3 | cyMMapHBIi YYeT KOMIAKT-AHCKOB (110 YCTaHOBJIEHHO# OJlHa IapTHA 7,0
dopme) JIOKYMEHTOB
4 | UHAMBHAYAJIBHBIH YYET KOMIIAKT-THCKOB 0JHAa 3aMHCE 1,0
5 | Texnuyeckad odpaboTKa ONTHYECKHX KOMIAKT-IHCKOB OJHH AOKYMEHT 2,0
6 | umdporka poxyMenToB B Moayse 1O ONWH JOKYMEHT 1,0
2.10. Pabora ¢ yHTaTENAMM
Tabmuua 32
Ne Eaunnna Hopwma
a/n HanmeHoBanue npounecca, onepanin. Cocrap padoThl mIMepenHn BpeMEHH,
MMHH,
1 2 3 4
3anucy mone3oBatens B OmbOnmorexy, pabota ¢
YUTATEJIEM B YHTANBHOM 3a51¢:
1 | moarotoeka  palodHXx  MecT  MOAB3OBATENEH U oaux ITK 2,0

0OCIYXHBAIOINIETO NEPCOHANA: MPOBEPKA TEXHHYECKOTO
COCTOAHKA CETEBOTO ofccmeyeHna W napka
BEMHCAHTENBHOH TeXHHKY;, BKmoueHHe [TK
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Ne
n/n

Haumenoranne nponecca, onepauni. Coctap paGoThi

Eanuuna
U3IMEpenns

Hopma
BPEMeHH,
MHH.

-t

2

3

4

TpHUHATHE Mep ho JmKeujauuu cboes B pabote [IK, B
pafoTe ceTH, OTCYTCTBHA JocTyna K Oase JaHHBIX
nop30BaTeNeH; HHGOPMHPOBAHME COOTBETCTIBYHOLHUX
cnyx0 o c6oAx; INpOBEpKa HEHCNPaBHOH TEXHUKH;
(rKcannsa cOoeB B TETPaLH y4uera ¢ YKazaHHEeM XapakTepa
HEUCMPABHOCTH H BpeMeHW Havama ¢0od; nocne
YCTpaHCHHS HEMOJIAAKH OTMETKA BpEeMEHH e yeTpaHEeHHS

oAun ¢Ooit

10,0

NPOCMOTP JOKYMEHTOB YHTATE)A (macmopr,
YAOCTOBEPSCHHE, MOPYUHTEILCTBO), HPOBEpKa HAIHYHA
€THO-PETHCTPAIIMOHHOH KapTOUKH YHTATENS

OJHH YHTATCINE

3,0

3aMoIHEHAE dopmymsipa YHTaTEN, YUeTHO-
PErUCTPALIHOHHOMN KapTOYKH, YHTATEIHCKOro OUIeTa

O0JHH KOMIUICKT

5,0

03HAKOMJIEHHE YMTaTeNd ¢ MPABHIAMH IOJB30BaHHA
Ooubnuorekol, pacronoxkeHueM (OHOA, CNPABOYHBIM
anmapaToM

OAHH YHTATENE

6,0

noaGop M paccTaHOBKa Mo HoMepam GuieTor, andaputy
dbaMunuit unTaTenei YHETHO-PETHCTPAIHOHHBIX
KAPTOYEK

0JHA KapToYiKa

2,0

OCYUIECTBIICHHE KOHTPOMS 3a BO3MOXKHBIM HAIHYUEM
JAHHBIX 0 4YUTATe/]e Kak HapylluTene, (NHIIEH MpaBa
NMONL30OBAHHA); BeJieHNe (U PerylsipHBIi  OPOCMOTD)
KapTOTEKY YHTATENneH-HapyHTEASH

OHHH YHTATC/Ib

0,5

[lepeperncTpanud yuTarenei:

noucKk  ¢GopMynspa  (perHCTPAllHOHHOH  KAapTOYKH)
YHTATENA; BHECCHAE H3MEHEHHI B HUX B B UHTATENbCKHE
Ounerel  (YTOUHCHHE AHKCTHBIX JIAHHBIX, HOBOIO
YUTATENECKOTO  HOMEpa, AaThi MNEpPeperucIpailuv) ¢
BeOeHHEM KapTOTEKH HAyYHBIX TeM H  TeKyIIHX
H3MeHeHuH (MoayYeHue 3BaHKH, NyOaHKaLuy, Aapsl)

OJIHA KapTOo4dKa

2,0

3annck (nepeperucrpanusi) yHTaTesneH B
ABTOMATH3HPOBAHHOM DEXHME:

CHEMKa (POTOKAMEpOH ANis YHTATENLCKOTO Onnera

OJHH NOCETHTCIDL

0,5

odopMIICHNE KOAA YHTATENS ¢ KOHTPONBHEIM PazpsiioM H
CPOKOM MOJb30BAHHA YHTATENILCKEM GHIIETOM, HA OCHOBE
BbIOaHHOH HHPOPMAaHK

OOHH TOCETHTENE

0.4

11

BhIJIaYa HA IPUHTEP CBEACHHH O 3AMHCABIIICMCA YHTATENE
B BHJE YHTATENRCKOTO OMIeTa

OJHH TOCETHTEND

0.4

12

nabop Ha KnaBuaType CBelcHH O uurarene: aMummd,
UMs, OTYECTBO, XapakTCPHU3YIOIHE €roc  MNPH3HAKH
{obpasopanue, CHeHaNBHOCTD), Kox, HOMED
YUTATENBCKOro Guiera; PoTocheMKa

OOHH ITOCCTHTEND

2,0

13

OCYLUECTBJICHHE KOHTPONA 3a BO3MOXHBIM HAJIHYHEM
DaHHBIX © uHTaTene, 3alpcaBlieMcs B OHOMMOTEKY
(paHee 3anKCcaH, JIMILEH NMPaBa I0Nb30BAHHA)

OIOHH NMOCCTHTEND

2,0

14

ohopMITEHHE UHTATENBECKOrO OWIeTa ¢ HOMEPOM H
CPOKOM NONB30BAHKA YHTATENbCKUM OHIETOM Ha OCHOBE
BBIAAHHOI HHpOpMaLH

OAHH OUIeT

1,0
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Ne
n/n

HaumenoBsanue npouecca, onepanuu. Cocras padorbi

Exuanna
A3MEpeHUud

Hopma
BPEeMCHH,
MHH.

2

3

4

15

BbIJa4a HA NPHHTEP CBCACHHUH O 3aMHCABLICMCS YHTATEIC
NPOBEACHUE PaTHOYACTOTHOM HaeHTRGHKALUI
quTatenbeKoro  Guiera;  mpoBeNeHHE  ACHEXHOTO
B3aUMOpacueTa ¢ MoAb30BATENEM Yepe3 Kaccy

OJHH NOCETHTCNE

5,0

Y nancHuas 3anuch:

ONHH NMOCCTHTENL

16

CBepKa  HaHHBIX perHcTpauHoHHOI KapTOUKH,
CKAHHPOBaHHBIX KONHH ¢ Tacmopra U APYIUMH
JOKYMEHTaMH MOJb30BATE/A H NOATBEPKACHAE 3adBKH

2,0

17

opopmnenne Joropopa-ohepThl Ha INpPEROCTAaBICHHE
JOCTYIA K NIeKTPOHHBIM pecypcaM GHOIHOTEKH

3,0

18

Haﬁop Ha KIAaBHATYpe QRQaHHBIX, JUIA 3aIlQJIHEHHA
A0TO0BOpa, BBIBOA JOTOBOPA HA IIPHHTED, MOAINHCE JIHIA,
JAKJIIOYABLICTO A0TOBOD

19

odopmiieHne BXoAa-BEIXONA YHTaTens w3 OUbnHoTeKH:
CKaHMPOBaHHE MOCTOXHHOrO YHMTATENLCKOro Ounera,
BhIIaya KOHTPOJTBHOTO JINCTKA

OAHH TIOCETHTENE

2,0

Brmonaerne TpeOoBaHmMii moxb3oBaTenel, BbLAAYa
JAOKYMEHTOB M3 CIeUHANTA3HPOBaHHOro GoHaa:

20

nonydeHde TpeboBaHHs Ha JOKYMEHT U3 OCHOBHOTO
XpaHeHHd, TPOBEpPKA  MpPABHABLHOCTH  3ANOJHEHHS
TpeGOBaHUs, perucTpauus

oano TpeboBanue

1,0

21

pazbop TpeboBamHMii mno fApycaM, pacchUlKa 1O
IHEBMOIIOUTE

oaHO TpeboBanne

10,0

22

nonyvenve TpeboBaHMA HA JOKYMEHT, NpOBEpKa
NPaBHALHOCTH 3aNONHEHUA TpeOOBaHUA, pErUCTpaiud,
nopaborka TpeOomanms; noadop no wmudpaMm B
COENHMATH3HPOBAHHOM (oHzE

0AHO TpeboBaHYE

10,0

23

NoAroToBKa 4 OQOpMIICHHE OTKA30B M NepeHanpaBlIeHui;
OTHpaBKa TpeGoBanuit c OTKa3aMH H
nepeHanpapngeMbIMH TpeOOBAHUAMH

oIHO TpeboBaHHe

5,0

24

MOMCK AOKyMeHTa B (hoHAe, O0TMeTka Ha TpeGoBaHUH,
KHHXHOM bopMyJape, JUCTIETYEPCKOM CEeTKe

OJHH JOKYMCHT

5,0

25

TPAaHCIIOPTHPOBKA / J0OCTaBKa H3JaHUA H3 (oHNMa B
YUTANBHBIHA 341

OJMH JOKYMCHT

8,0

26

TPaHCHOPTHpPOBKAa / HOCTaBKa H3AaHus W3 ¢oHda B
YHTAILHBIH 327 {YIAICHHROS XpaHuafiie)

45,0

27

YCTaHOBKA MECTa HaX0KACHHA HEHalICHHOrO JOKYMEHTA
no HasaM u GaHKaM AAHHBIX, CIPABOYHBIM KAPTOTEKAM,
KaTajoram

OAVH JOKYMCHT

5,0

28

BbIaYa JOKYMEHTA H3 CICHHaNH3upoBaHHoro donma
YHTATeMO; OTMETKAa Ha KHIWKHOM  ¢opmynape /
TpeGOBaHMH; 3alMCh JOKYMEHTOB B UYHTATENLCKYIO
KapTOYKH (BKIAAHON NHCT); OTMETKA B KHHTE 3aKa3OB,
OTMETKAa O BLAaYe B ARTOMATHIUPOBAHHON CUCTeMe
(u3MeHeHHe craTyca H34aHHA) IYTEM CHUHTHLIBAaHHA
IUTPUX-KOAa JOKYMEHTA

OJHH JOKYMCHT

1,5
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Ne
nn

HaumenoBanne npoeuecca, onepanid. Cocras padorsl

Exnunua
H3MEPCHHNA

Hopma
BpeMeHH,
MHH.

2

3

4

29

OpUEM JOKYMEHTA OT YHMTATENS; NOUCK KOHTPONLHOTO
nAMCTKa  Tone3oBarens,  TpeOoBanmii,;  mposepka
COXPAHHOCTH JMOKYMEHTA; MOTAICHUE OTMETKH O BblIa4e
Ha KOHTPOJBHOM JIHCTKE [IONb30BATENs; IOTallICHHE
BEIJAYH B ABTOMATH3HPOBAHHOH CHCTEMe (U3MEHCHWE
CTATYCa M3JAHMA) IYTeM CYNTBIBAHHA LITPUX-KOAA
JOKYMEHTA

OOHH JOKYMCHT

1,5

30

BALIAYA JOKYMEHTA W3 JKCHO3UIMU My3es KHura (MK)
COTPYAHMKY CEKTOpa XpaHCHHS AJA BBLIA4YH YHTATEJNIO,
CHATHE BUTPHHBI ¢ OXPaHB! 110 3BOHKY HA NMYJBT OXPAHEI;
BCKPBITHE BHTPHHEBI;, BBIEMKA KHHTH H3 BHTPHHBI;
3aKpBITHE BHTPHHEL, NOCTAHOBKA BHTPUHE Ha OXpany,
duxcanus Brinaun B «XypHane BELAaYH» MATepHANIOB U3
skcrosuiu MK

OAHH JOKYMCHT

40,0

31

NPHHATHE AOKYMEHTA OT YATATeNs; MOHCK 3alHCH B
«KypHarnie Bbla4M»; NOraileHHe OTMETKH O BBIJAYE;
CHSTHE BUTPHHBI C OXPaHB! 110 3BOHKY Ha NYJAbT OXPaHbl;
BCKDBITHE BHTPHHBI; BO3BPAT KHHIH B BHTPHHY
(MOHTaX); MOCTAHOBKA BUTPHHBI HA OXPAHY

OJHH JOKYMCHT

30,0

32

npueM TpeOGoBaHudi oT uyMrarenei B HayuHo-
HecnenosarenbekoM  otaene  pykonucen (HHAOP),
IpoBepka KadecTBA UX 3aNONHEHHR; POCHHCH B KHUTE
perncTpannn TpebopaHmi

OIHH pa3 B ICHE

30,0

33

O3HaKkoMJICHHE ¢ TpeboBaHHEM, YTOUHEHHE MecTa
XpaHEHHA MO TomorpadHUecKOMy YKa3aresnid; BhIEMKa
CAMHML XpaHCHHs (E4.Xp.) Y3 KapToHa, pa3MelleHWE B
KapTOHE KAapTHI-3AMCHHUTENA; MpPOBEpKka COOTBETCTBHA
mudpa M zaronoska Ha obnokke W B TpeGOBaHHH,
poBepKka UBHYECKOro COCTOAHMA €7.Xp.; ohopMuerue
JTACTA HCTIOJIL30BAHNA, 3aNI0JIHEHNE KHUTH BELIAYH

eOqUHHLA
XpaHeHHs

3,0

34

ApOBEpKa JHCTAXKA €A.Xp. IpH Bbia4e, YCTAHOBICHHE
HAJIMYHOTO JIUCTAXA C 3AMUCBI0 B 3aBEPHTEILHOM JIMCTE
M Ha OO0M0XKe, OTMEeTKa B 3aBEPHTENLHOM JIHCTE O
HpPOBEpKe

OOHH AHCT

0,2

35

NIPOBEPKA JIMCTAXA IPH BBIAYE C MNEPeOHOpPMICHHEM
3aBEPHTEMBHOTO ARCTA € YKazaHHeM BeeX ocobeHHocTed
XPAHALMXCS B €L XP. JOKYMEHTOB

OOHH HHCT

0,3

36

ApOBEPKA JINCTaXa [MOCTE BO3BpalleHHA €A.Xp. H3
yrTansHoro 3ana (U3) wma or corpymnukos; mas OLl,
tboro, aBTOrpadoB, KONINEKHHOHHBLIX HOKYMEHTOB -—
o0aA3aTenbHa

OIHH JIHCT

0,2

37

HyMepauua ¥ IepeHyMepalys JIMCTOB Hpd BhIAYe €. XP.
A ACTIONAB3OBAHMA C COCTABJCHHEM pPa3sBEPHYTOTO
3aBEPHTENBHOTO  JTHCTA € BBIHGCCHMEM  BCEX
0c0OeHHOCTEN TOKYMEHTOB

OIHH JIHCT

0,3
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Hopma
Ne Enuduua
i Hanmenopanue npouecca, onepapun. Coctas paGorh: AIMEpenNS BpPeMEHH,
MHH.
1 2 3 4
38 | mu¢ppoBKa OOIOKEK €N.Xp.; CBEPKa 3aroJioBKa ei. Xp. ¢ eaHHHUIA 2,2
onuchlo; mnpocrasieHne wraMma HHOP wu  ero XpaHeHHA
3al0JMHECHHE
39 | obopmnenre obmoxek (OT pyKH): pasAWHOBKA eqUHHIIA 6,0
TIOBEPXHOCTH  00nOXKM; HamucasHe Ha  o0noxke XpaHeHns
HaUMEHOBaHUA (OHIa, 3aroNoBKa ¢H.Xp., KpaliHHX JaT,
KOJNH9EeCTBA JIHCTOB B JOKYMEHTOB B COOTBETCTBHH C
QIHCHIO
40 ) mpueM B TPAHCTIOPTHPOBKA en.Xp. H3 U3 B XpaHUNMIE H e RHHHLIA 15,0
u3 xpasaanma B 43 XpaHeHus
2.11. Bpimaya KOMIUIEKTOB JOKYMEHTOB BO BPEMEHHOE TMOMAB30BaHHE MOApa3AeICHHIM
6ubnnoTexku
TatOmuna 33
Ne Ensuauuna Hopma
HaumeHoBanHe nponecca, onepanun. Cocras padoTsl BpeMeHH,
n/n H3MEpPEHHS
MHH.
1 2 3 4
1 | obopmnenne 3adBKu /akTa Ha KOMIUIEKT AOKYMEHTOB, | OIHA 3aiBKa, aKT 30,0
fepenaBaeMblii B CTPYKTYPHOE NOJIpasAe/IeHHE
2 | nombop DHOXYMEHTOB B KOMIUIGKTHI, PETHCTPANus | OXHH KOMIUIEKT 10,0
BBINAHBBIX JOKYMEHTOB B YYETHBIX (hopMax
3 | BBIAaYa KOMILICKTOB JOKYMEHTOB; OTMETKA Ha KHMXHOM | OIHH KOMIUICKT 5,0
dopMynape (MHaukarope) JaThl BbIAAYM, JAHHBIX
noApa3fieNieAua, I[ONYYAIOIWEero KOMIUIEKT; OTMETKa B
KHHTE BBLAAYM JAThl BbiJayl, AAHHLIX NOApa3AciacHuUs,
HONY4aIOLIEro KOMINIEKT; OTMETKA B AKTe Nepefayu
4 | nony4yeHHE KOMIUIEKTOB HNOKYMEHTOB OT CTPYKTYPHBIX | OJMH KOMIDIGKT 18,0
noApazfieNeHnid;  MOHCK  KHIDKHOTO  (opMynspa
(MBANKaTOpa); MOTAIICHHEe OTMETKH O Bblaue, BAOXEHHE
ero B MOKYMEHT; IpOBepKa, (PU3HUECKOro COCTOSHHA,
[iepecyerT JIUCTOB, CBEPKa ¢ AKTOM IepeaYi; oTaleHHe
OTMETKH © BbAaYe B KHHIC BbIJAYH; M[epedavya
JOKYMEHTOR Ha cOpocky

2.12. ObcnyxuBaHue MONL30BATENEH JOKYMEHTAMH B YHTAILHOM 3aj1¢, 3aJ1¢ ¢ THOPHAHBIM
o0ciy:KnBaHueM, 3ale IEKTPOHHBIX pecypcos, 3ane «WATepHeT», 3ame CIeNHaIM3HPOBAHHOTO
otaena. [Tpuem 3axa30B no TenedoHy U3 ropojsa

Tabauna 34
Hopma
Ne HanmeHnoBanne npouecca, onepannn. Cocrae padoTnl Eummna BPEeMeHH,
n/n H3IMepeHHR
MHH.
1 2 3 4
Ob6cnyxkuBanye nonp3osareneh SubnuoTexn:
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Na
n/n

Hanmenonanue npouecca, onepauus. Coctas paboTnl

Eaunuua
H3IMEPCHHA

Hopma
BpeMeHH,
MHH,

2

3

4

nposBelcHHe KOHCYNbTAlHH, Oeceabl ¢ uMTaTenaeM 10
npaBMilaM  OOCHY)KMBaHMA B YHTAJLHOM 3ale M
NPeNOCTaBASEMBIX  YCHYraXx, M0  HCHOJb30OBAHHIO
CrpaBoYyHO-OHOMHOTpadHueckoro annapata W (OHAOB,
SNEKTPOHHBIX pPeCypcoB, HH(POPMHPOBAHHE YHTATENA O
HOBBIX NOCTYN/ICHHAX

OJHH YHTATCINEB

3,6

KOHCyNbTalmu no pabore ¢ [IK B untamsHoM 3ane, mo
paGoTe B NMEKTPORHOH GHONHOTEKE

OOHH YHTATENE

2,0

TIPHEM 3aKa30B NOJMB30BATENEH Ha M3JaHKs H3 OCHOBHOTO
KHHIOXPaHIIHING; NMPOBEPKa NPABHILHOCTH 3alONHEHHS
TpeGOBAHHSA; pErHCTPaLIKA

OJHH 3aKa3

1,0

IIPHEM 3aKa30B 10 TeeORy B3 TOpOAa

OIHH 3aKa3

5,0

NOJNyYeHHe HAOKYMEHTa, 3aKa3aHHOTO 4YHTaTeneM B
CHeUHANH3HPOBAHHOM GOHIE / HHTAJBEHOM 3aJ1e

OJIMH JOKYMEHT

0,9

PACCTAaHOBKA M3NAHUM Ha OpoHENMONKaX  YUTANBHOTO
3a5a, MOCTYAMBINHMX W3 KHUTOXpaHHMANA 10 3aKasaM
nonep3oparesnei

ONIUH NOKYMEHT

0,4

noabop AOKYMEHTOB Ha OpoHenonke, 3aka3aHHBIX H3
OCHOBHOTO KHMTOXpaHWIMILZ; nepefavya Ha Kadeapy
BbLIKAYH

OHHH DOKYMCHT

0,47

noaGop INOKYMEHTOB B MOACOOHOM (OHAE YHTaNbHOIO
3aJ1a; nepeiada Ha Kadeapy BeIa4YH

OJHH NOKYMCHT

2,0

noaGop AOKYMEHTA B XPAHEHHU CICUHATU3HPOBAHHOTO
donna; oTMeTKa Ha TpeOOBaHHH; Reperaya JOKYMeHTa
Ha Kadeapy BhAAYH

ONHH ROKYMEHT

10,0

10

OtbOpMJ'leHHe BBLIAHHOIO AHCKa

OOHH QHCK

5,0

11

PerHCTpalis B KOMIOBIOTEPHOH nporpamme, NpocyeT
JUCTOB H YU3HYECKOTO COCTOAHHS JOKYMEHTa

ONHH NOKYMCHT

9,0

12

YCTAHOBKA MeCTa HAXOWASHHs HEHANHIEHHOTO JOKYMEHT2
0O CHOPABOYHBIM KAPTOTEKAM, KATAROTaM, pPerucTpauus
OTKa30B

OJHH JOKYMCHT

22,0

13

noabop HHTATENLCKMX KapTO4eK [Uif BIOHCHLIBAHHA
AOKYMEHTOB Ha TeKyWHH JeHb; MOANHCAHHE KApTOYeK Y
38B. OTAENIOM 0 Aonycke B oraen HUOP

0JIHa KapTOuKa

10,0

14

BBIAAUa NOKYMEHT2 YHTATECNIO: CBEpPKAa BBLIABAEMOTO
JOKYMEHTA ¢ YHTATEABCKHM TpeQoBaHHeM; NpoBepka
HAMYUA CTPaHULl / KaApOoB MHUKPOQHALMA, MUKpOQHLI,
COACPXAHUE KOMIIAKT AMCKA; CYHTHIBAHHE WITpUX-Koja
{npH 3MEXTPOHHOM 3aKa3e) B MOAYJE «IMPKyIsuss» JK;
OTMETKA KHUTOBBIAAYH HA KOHTPOJALHOM JIMCTKE

OAHH ROKYMEHT

1.8

15

npHeM JOKYMEHTa oOT 4HMTATeNd: CBepKa €ro ¢
TpeGoBaHHeM  (KOHTPONBHBIM  JIACTKOM), TIPOBEpKa
COXPAaHHOCTH JOKYMEHTA, HANHYHsA CTPaHHL / KaupoB
MHKPOGQHIEMA,  MHKpOGHLI, COACpXKaHHE  JHCKa,
CYMTHIBAHHE IITPHX-KoAa (MpH 3JIEKTPOHHOM 3aKase),
BHECEHHE OTMETKH O MpPHEME Ha KOHTPOIBHOM JIUCTKE

OIOHH OJOXYMEHT

1,5
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Hopma
Ne Eaunnna
a/n Hanmenonanue npouecea, onepanun. Cocrap paéornl n3mMepents BpeMeHH,
MHH.
1 2 3 4
16 | nepepava / TpaHCTIOPTHPOBKA / HOCTaBKA INOKYMEHTA, | OJMH JAOKYMEHT 1,0
CNAHHOTC YHTATeNieéM, B CHeNHANH3HpOBaHHBIH (oHn;
OTMETKA O  B3zagMopacuere  o0OCIY)KMBaHHSA U
KHHTOXPAaHEHHUA
17 | BBIACHEHHME MO NOBOAY 3aka3a W IIPOANIEHHE CpOKa OHH 3aMpoc 1,0
TIONIb30BAHMS JOKYMEHTAMA 110 TenedoHy
18 | BoLACHeHMe mO NOBOAY 3aKasa M MPOATIEHWE CpoKa OJIMH 3anpoc 2,0
N10JIB30BaHHA JOKYMEHTaMH O 3EKTPOHHOH [0YTE
19 | obecnevenne KOHTPOAA 3a CpOKaMH MOJAB30BaHHA OJHH 3aMpoc 0,8
JOKYMEHTAMH H3 OTHACNHA XPaHeHus!
20 | mpoaneHHe cpoka IMOAb30BaHMS AOKYMEHTAa: TOHUCK | Ha OIHH AE€Hb 30,0
KapTOYKH; BHECeHHEe OTMETKH O MPOANEHHH CpoKa
IOJIB30BAHHS; TIPOICHHE 110 TenedoHy
2] | npoBepka 3aA0KCHHOCTH YHTAIBHEIX 3al0B OTAENY | OAMH OOKYMEHT 5,0
XPaHEHUA; CBEPKa TNPEXLABNCHHON 3aM0MKEHHOCTH ¢
JIOKYMEHTALUCH YMTANbHOTO 3453
22 | pabota ¢ OTKa3aMH; KOHTPOJIb CPOKOB MOCTYIJICHHA OJHH OTKa3 0,8
OTKa30B; IpoBepka 00OCHOBAaHHOCTH OTKa3OB; Y4YeT
OTKa30B
Bbifada KONMUM GOKYMEHTa W3 3JieKTponHoH OnbnanoTex,
peaNH30BaHHON B CHCTEME 3AIUHILEHHOTO IIPOCMOTPA, 1O
3aIpocy NoJb30BaTeNs:
23 | oopmnenue 3aKaza HA KOMUPOBAHHE OJIHH 3a1poc 2.0
24 | pacrneyaTka JOKYMEHTOB MO 3alIpocaM noib3oBaTenci ONNH JIUCT 1,0
25 | 3NeKTpoHHOE  KONMHMpOBaHHE:  MOHCK  JOKYMEHTa, OIHH 3anpoc 10,0
COXPaHCHHOTrO0 MNONB30BaTENEM; MNpoBepka daiina ana
KOIMPOBAHHA, 3NEKTPOHHOE KOMHPOBAHHE, NPOBEpPKA,
BbIIAYA  HOCHTENS  MNONB3OBATENIO; MO  3ampocy
NOJNB30BaTeN — 3alUCh HAa ONTHYECKHH KOMIAKT-OHCK
6nbanorexu
2.13. Buytpennss pabota
Tabmuua 35
Ne Exnnana Hopma
HanMenoBanse nponecca, onepauum. Cocras padorni BpeMeHH,
n/n H3IMEpeHHR
MHH.
1 2 3 4
[ToaroToBKka K BEIgAY€ TOKYMEHTOR:
1 | mpoBepka OpOHEMONOK C OWIOKEHHBLIMH JOKYMEHTAMH |  HA OJHH JEHb 10,0
(1o HOMepaM YHTATENBCKHX DUIIETOB, 0 CPOKaM)
2 | c6pocka DOKYMeHTOB (O cpokam) OJHH NOKYMCHT 0,2
3 | paccranoBka dopMyngpoB uuTarencii (Mo cpokaM, | OAMH GOpPMYIAp 0.3
HOMeEpaM, andraBuTy, mudpam); PacCTaHOBKa
KOHTPOJILHBIX JIMCTKOB HOAL30BATEINCH 110 HOMepam
4 | momeenenwe wurtoroB paGoTH 3a MNpolledinuit JOeHb; | Ha OJUH JEHb 12,0

BHECEHHE 3aNIHCH B AHEBHHK / TUCTHI ydera
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Hopma
Ne Exunnua
wn HauMeHoBanHe npouecca, oflepauin. CocTas paboTbi MIMeperms BpPEMEHH,
MHH,
1 2 3 4
5 | mopbop ROKYMCHTOB MO MNpEABAPUTCNBHBIM 33Ka3aM | OOHH AOKYMEHT 10,0
yHTaresieil ¥ NNaHaM YTeHHA
6 | mpocMOTp HOBBIX NOCTYNACHHH /i peKOMeHAauuH | OAHH JOKYMEHT 3,0
YUTATEISM
7 | npocMoTp (mpoBepka NpaBHJIBHOCTH PacCTAHOBKH) KHHI |  HA OIHUH J€HB 50
OTKPRITOrO AocTyna B U3
8 | mpoBepka Hannumns onHceH B uuTansRoM 3ane HUOP HA OJHY HENENO 60,0
9 | 3anoNHEeHUE JUCTOB 38J0/KEHHOCTH Ha OJ{H A¢Hb 5,0
10 | npoBepka BBIAAHHBIX H3TAHKH fio AUCTaM | OJWH BOKYyMEHT 1,0
3aA0KEHHOCTH
Pabota ¢ oTKazaMK:
11 | yder M KJIaccHpUKaUMi OTKa30B: OTMETKA HA JIMCTKE OJHH OTKa3 0,2
YHTATENBCKOTO TpeGOBaHUA NPHYHHE] 0TKa3a
12 | npopeAcHKE MOMCKA AOKYMEHT4, OTCYTCTBYIOMEro 1O | OAMH HOKYMEHT 40,0
HEYCTaHOBJICHHOH IPHYHHE
13 | paccTaHOBKAa 4YHTATENBCKUX TpeOOoBaHMI B KaproTeke | oIHa kapTouka 0,3
{HEYAOBJIETBOPEHHBIN CTIPOCY
14 { ananu3 OTKa3oB, COCTaB/€HHE CBOJAKH OTKazoBp (mo O/IHA CBOAKA 16,0
NpAYMHAM OTKA3a M MepaM HWX JHKBAAALMH M
ApeAynpexacHu)
15 | cocrapnenne Oubnuorpaduueckoro onvcasus Ha | oaHa Kaprouka 24
JOKYMEHTHI, HMEIOLIHE HauOONbIIee YHCIO OTKAa30B;
niepeia4a KapTOUKH B OTAENH KOMIIIEKTOBaHHA
16 | cocTapAeHMe KApTOTEKH OTKa30B, MPOBEpKa K IOKUCK O | OfHA KapTOuKa 54,0

¢donny, otMeTKka B GOPMYJISIPE H B K2PTOTEKE OTKA30B O
Pe3yABTATAM [IPOBEPKH

2.14. O6cnyxupanue no Mexbubmnoreynomy aboHemeHTy (MBA). OOcnyxupaHue no
MexayHapoaHoMy MexOubanoTeuHoMy aboneMeHTy (MMBA)

Tabnnua 36
Hopma
Ne Eauunua P
HanmenoBanne npouecca, onepamiu, Coctas patoThl BpEeMeHH,
n/n RIMepeHHs
MHH.
1 2 3 4
ITpuem 3axazos:
perucrpauns abOHEHTOB B AaBTOMATH3HPOBAHHON CHCTEME OZIMH 3aKa3 10,0
2 |mpmem 3aka3oB oOf 3apyOexupix aGOHEHTOB B OAWH 3aKa3
ABTOMATH3HPOBAHHOH CHCTEMe: pacneyarka OGnaHka- 5,0
3aKa3a; IHPpPOBKA
3 ! opopMienHe 3aKa30B MO MUPKYNSILIHH ONINH 3aKa3 3,0
NONYYCHHE JOKYMEHTOB; obpabotka B| OHUH AOKYMCHT 5.0
4BTOMaTH3HPOBAHHOH cHCTEME ’
5 |pabota ¢ oOTKazaMM: U3BMEHEHHE CTAaTyca B CHCTEME, OOHMH OTKa3
ykazaHHe TNpPHYUHBI OTKa3a, H3BClIcHHe aboHeHTa 006 3.0

OTKase
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Hopma
Ne Eaununa
o/ HanmeHoBaHHe MpoLccca, oniepanui. Cocrap paboThi H3MepenHs BpeMeHy,
MHH.
1 2 3 4
Brigava JOKYMEHTOB:
oopMIIEHHE JOKYMEHTOB K BELAAYE OONH JOKYMEHT 5,0
OTTIpaBKa: B3BelliMBanWe Oandeposiedi; HakIeWsaHHe | oauH GaHAepone
afipecHOM OJTHKETKH M WITPHX-KOAA; MPOCTABIICHHE 7.5
neyaTeil; ynakobka
8 |cocraBnenue MEKIAYHAPOAHOTO CIIHCKA|  OJHH CIHCOK 6.0
(5 3K3eMILIAPOB) ’
otopMienne JOKyMEHTOB 1l TAMOXHH OAHH NOKYMCHT 5,0
10 |cocraBnenne  cnmHcka ~— HasBaHMH,  OTNPaBISEMBIX [ OAMH CITHCOK 10.0
JOKYMEHTOB ’
11 |pabota ¢ 3amOMKEHHOCTBIO: c000IMeHHe abOHEHTY O]  OAHO MHCBMO 5.0
3aflepXKKe JOKYMeHTa; pabota ¢ JIHCTaMH 3300 KEeHHOCTH ’
Obcnyxkupanue uwrarteneit nmo MBA (mexcmynaponnsii
aboHeMenT):
12 |npueM 3aKa3oB: npocTraBldeHHe HoMepa OHONMHOTEKH, Kyla OIMH 3aKa3 5.0
HaIlpaBIseTCs 3aKa3, HOMEp 3aKa3a, nevarh 6naHKa-3aKasa '
13 OTIIpaBKa 3aKa30B B MeXKAyHapoAHbIe SHOMHOTEKH ORHH 3aKa3 7,0
14 | pabota ¢ oTkasamu ONUH 3aKa3 3,0
15 |monyueHue AOKYMEHTOB ANA uurarenci: odopmicHHe)| OAWH AOKYMEHT
KapTOUYKH, KONHYeCTBO TNOMYYECHHBIX 9SK3EMILIAPOB; 150
NpOCTaBieHAE AATHl BO3BpaTa; 3aMONHCHAC JeKlapaliH
N YHTATENA
16 |Bo3BpaT JMOKYMeHTOB U3 U3: npoBepka BCeX MYHKTOB{ OAWH AOKYMEHT 50
JEKJIApaLlny; nepeaya JOKYMEHTOB Ha OTHPaBKY ’
17 |oTtnpaBka: B3pelIMBaHHE OaHzeposiel; HaknenBaHHe | oxmH GaHaEepoJb
agpecHOW OSTHKETKH ¥ WTPHUX-KOJA, M[POCTaBjicHUE 7,5
neyareif; ynakoBka
ObcnyxuaHue uyntarencii 6ubmiorexu no MBA:
18 | moayueHue 3aKkaza U3 YHTAILHOTO 3aJa OJIMH 3aKa3 3,0
19 | 3amonnenne Onanka-3akaza; IpOCTaBIEHHE ONHUR ONaHK 2.0
PErUCTPALIHOHHOIO HOMEpa, RATH!
20 | yTouHeHHE  YKa3zaHHBIX  YHTATeNeM CBEJeHHH O | O/JHH JOKYMEHT 3,0
32aKA3AQHHOM JOKYMEHTe, LENH 3anpoca, HCTOYHHKA,
OTKYJa [TOJTyYeHbI CBEACHHSA
21 | bubnwmorpaduueckas nopaborka 3akasa; YTOUHCHHE OJIUH 3aKa3 20,0
dubnmorpadgvueckux cpenenul; yuéT NOMYMEHHBIX M
otpaboradHpx Tpeboanuii
22 | mpoBepka HaMW4MA 3aNpalIdBacMOro IAOKYMEHTa B | OJHH JOKYMEHT 8,0
6ubnuorexax ropoja, oGnacTH, pernoHa, CTpaHsl, MUpa,
B TOM UHCJIE N0 CBOAHBIM KaTaaoraM
23 [3aka3 H3maHWA [0 DBACKTPOHHON MOYTE, 3AMONHACTCA | OMHH AOKYMEHT 7,0
SIEKTPOHHBIA OJIAHK WIIH B BHJIE MPOHBONBHOIO MHCHMA
24 |sanuck CBeOCHWH O HampaBieHdn 3akasa no MBA OIMH 3aKa3 3,0

(HanmeHOBaHHe OGHOMHMOTEKH,
cTopoHe OllaHKa-3aKaza

nata) Ha obopoTHOH
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Ne
n/n

Hanmenopanue npouecca, onepanuu. CoctaB padoTsb

Enunnua
H3MepeHHA

Hopma
BpEMEHH,
MHH.

2

3

4

25

noMenieEue Onanka-3axkasa B «KaproTeky 3ampocop
yutatenci no MDBA» 3a pasaennreseM «3anmpochl [0
MBA, nanpasneHHbIE B Ipyrue GHONHOTEKA)

OIH ONaHK

1,0

26

MONYYEHNEe NOKYMCHTA OT YMTATENs B YUTAJNBHOM 3ane;
cBepka JOKYMEHTa ¢ OJaHKOM 3akasza, IIpOBepKa
COXPAaHHOCTH HOKYMEHTA, BHECEHHE OTMETKH O nepenaye
B COOTBETCTBYIOIMH OTAEN B KHHTE PErHCTPALHH;
HONy4YeHHe JOKYMECHTa, IMpHciIaHHoro mnmo MBbDA;
pacneyaTka Oanpepona, ApOBEpKa COCTOAHUS
JOKYMeHTa, OTMETKa JaThl NOIYYeHHS H HasBRHHA
OubimmoTekH, BBICAABIICH HOKYMEHT, HHBEHTApHOTO
HOMepa, CpoKa TMOIb30BAHHSA; NEpPECTAHOBKA OnaHka-
3aKa3a M3 pasjeNia Kaprorekn «3ampocel no MDA,
HanpapleHHBle B JApyrue Oubmmoteku» B pasgen
«Ilomyyennbie o MBA uspanus»

OJHH JOKYMEHT

5,0

27

BhIaya nodyueHHbX no MDA W3 uwnTambHoro 3aia;
CBEpKa BBIABAEMOTO JIOKYMEHTA ¢ OJNAaHKOM-3aKa30M;
NPOBEPKA HANTHUHA CTPAHHLl ¥ COCTOSHUA HOKYMEHTA,
OTMETKA BBLIAYH

OOWH JOKYMCHT

1,0

28

nepegaya W3AaHUs MOCKe BO3BpaTa U3 YUTATBHOTO 3aa
HA MUKpoGUIEMUApOBaHHE (M/d)

OJHO H3TAaHHC

5,0

29

BO3BpaT  HM3JaHHA MOCHE  MHEKPOPHIBEMHpPOBAHHA,
IpOCTaBICHHE HPpa M/P

ONHC H3JaHHE

5,0

30

NOATOTOBKA K OTIPaBKE NOKYMEHTOB B OMOMHOTEKY-
doHnoAEpKaTEND 3aKkasHOH Oamraeposbio; YNaKoBKa
GanzmeponH, B3BelIHBAHHE €€, HaKJIEHBaHWEe MapKu (ecan
HET HEHTPANH30BaHHOH ONIIATEl NEPECEUTKH); HANMCAHHE
anpeca, COCTABNCHUE ONMHCH

OJHH 3aKa3

12,0

31

paboTa ¢ OTKazaMH — HpH NOAYUeHHH OT OHOMMHOTEKH-
doHNoRepKaTeNd W3BCHIEHHS 00 OTKa3le WM 33AEPXKKe
BBITOJIHGHUA 3alpoca; YCTaHOBKa ONaHKa 3aka3a ¢
yKa3aHWeM TIpHYMHBI M JaThl OTKa3a B KapTOTEKY
«O1xasel no MBA»

OJHH 3aKa3

6,0

32

coobenne B oTaeN 00CTyKUBAHHA O IOJYUECHHH 0TKa3a
(ata, mpU4HHA)

OAHH OTKa3

2,0

Obcayxupanne aboHeHTOB 110 MBA:

33

NoxyueHne 3akasza: aboHeHT o6paTniics B TEKYLIEM rOXY
BUEPBHIE: IPOCTABMEHHE B KAPTOYKE ToAa ofpauieHns,
JATHI

OOHH OTKa3

0,5

34

opopmneane abomeHTa (opraHM3alldsi paHee He
aboORMpOBaNach): perucTpanus aGoHeHTa B
ABTOMATUIUPOBAHHOH CHCTEME; 3aKMOYEHHC AOT0OBOPA;
COIIACOBAHHE ¢ IOPHIHYECKHM OTAETOM

OJHH aboHeHT

12,0

35

PACCTAHOBKA DETHCTRAITHOHHLIX KaPTOYCK B KAPTOTEKE

OHA KapTOUKa

8,0

36

JIOCTABKA TpeOOBaHHH B CIEHANA3IHPOBARHEBIE POHJIBI

0ZiHO TpeboBaRHe

10,0

37

HOCTABKA H BO3BPAT JOKYMEHTOB B CII€LHAIN3HPOBAHHBIE
(oAb

OOHH AOKYMCHT

10,0
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Hopma
Ne Eannnua
HaumeHoBanne nponecca, onepaunu. Cocrap paéornl BpeMEHH,
n/n H3MEpEeHHSA
MHH.
1 2 3 4
38 | umdposka 3akazoB aboHeHTOB, oG0P OnaHKOB-3aKa30B OJIMH 3aKa3 4,0
no aildpaBuTy, NPOBEpPKAa HAMUYHA JOOKYMCHTa IO
KaTajory
39 | ornpaBka nokyMeHTa aboHeHTam: ynakoeka GaHaeposiH, O/IHH 3aKa3 12,0
B3BeLIYBAHUE, HAKIEHBAHUE MApKU, HaMHcaHHe aJpeca;
COCTaBJIEHHE ONMCH, TPAHCIIOPTHPOBKA B TIpymmy
OTHPABKU
40 | bubmuorpaduveckas  mopaboTka  HEBBHIONHEHHBIX OJMH 3aKa3 20,0
3aKa3oB; yTouHeHUe OCubmuorpaduueckux ceeleHHH no
CNPAaBOYHLIM  M3AaHMAM;  Y4&T  NOMYYESHHHIX W
OTpaboTaHHBIX 3aKa30B
2.15. PaBoTa ¢ mocTogHHOI 3Kkcnozuuueil Mysed KHAUTH
Tabmuua 37
Ne Eannnna Hopma
HanmenoBanHe npouecca, onepanun. Cocras padors BpeMeHH,
n/n H3MepEeHHA
MHH,
1 2 3 4
1 | peokcnosunus (KOPPEKTHPOBKA Ppa3sfAeIoOB TEMATHKO- |  OJHH SKCIIOHAT 96,0
IKCITO3HIHOHHOIO IUIAHA, BBIABNECHHE MATEPHAJIOB IS
9KCHOHHPOBAHHUA, IoA6op)
2 | 3aM€HA OTACNBHEIX JIKCITIOHATOB MO YCAOBHAM XPAHEHUA OIIHH JKCIoHaT 80,0
{BpisiBJICHHE, OTOOD)
3 | monTax, nemoHTaK OAWH IKCIIOHAT 24,0
4 | aHHOTHpOBAHHE HOBBIX 3KCIIOHATOB OJZIMH 3KCIIOHAT 12,0
5 | pemakTHpoBanMe u 3aMeHa (nevarb, ohopMacHHE) OIMH 3KCcNoHAT 18,0

aHHOTAIHH U PKCIUTHKAILMH B 3KCHO3HUMH

anMeanHC: paﬁo'rbl ONHUCHIBAIDT KOMILICKTOBAHUC,

Marepuanos My3es KHHIH.

2.16. CnpapoyHaa u uHpopManuouHas pabora

YHET, COXPaHHOCTh HCKHIKHBIX

Tabnuna 38
Hopma
Ne Ennuuua p
HaumenoBanne nponecca, onepanus. Coctap padorl BpeMeEHH,
n/n HIMEpPeHHA
MMH,
1 2 3 4
Yuer NocTYNUBIUWX BTOPUYHEIX JOKYMEHTOR (KapTOUeK):
1 | BBABJICHME HEBBIMONHEHHBIX 3aKA30B; COCTaBNicHWE | Ha OAHY Hedeslo 840,0
3asBKH HA HEBBIMOJHEHHBIE 3aKa3hl
Opranuzauns CIpaBO4HO-OHONHOrpapUUIeCKOro
annapara (CbA):
2 | cocraneHHe Gubnuorpapuyeckoi 3anucy OJHH NOKYMEHT 2,3

HpocmoTtp H orbop kaprovek B CBA B umenax m3nATHA
HITY NepeMeLUcHHA (BTOPHYHEIH oTGOp):
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Hopma
Ne EanHanna
o/ HaumeHnoBaHHe nponecca, onepaunn. Coctas paboThy H3mMepeHs BpeMeHH,
MHH.
1 2 3 4
3 | HIBATHE M3 KaTajiorOoB M KApTOTeK KapTOYeK Ha | OJHO HasBaHKE 1,0
IOKYMEHTHI, CHHCaHHBIE B3  GoHAa;  HPOCMOTP
KpaeBeUecKHX, 6ubnuorpadnyecknx H
daxTorpapHIecKUX KapTOTEK; UIBATHE M3 HHX KAPTOYEK
Ha JIOKYMEHTHl, NOTepABIIHE LEHHOCTb, MNepeBeleHHe
KAPTOYKH B AapXHBHHIE KapTOTeKH (YHHYTOXEHHE);
BHECEHHE OTMETKH B JKYpHAJIC YUeTa H PerHCTPALHOHHOH
KapTOTeKe; H3BATHE H3 KAaTANOrOB H KapTOTEK KapTouek
HA JOKYMEHTHI, CIIHCRHHEIE 13 dhoHAZ
Opraruzanys KapTOTEKH NEPCOHANMH ¥ TeMaTHYeCcKOoH
KapTOTEKH:
4 | ompelenceHVE U COCTABIIEHHE MEPEdHs JIKL, CBEACHMA O | OXHa KapTOTeKa 15,0
KOTOPBIX  OTPAXalOTCA B KapTOTeKe;  MPOCMOTP
HHQOPMAIIHOHHEIX M3JAaHHH, MEPBUYHBIX HOKYMEHTOB,
oT6Op [HOKYMEHTOB JUI# BK/IIOYEHHS B KapTOTEKY;
COCTaBNCHHE AHAIMTHYECKOTO AHHOTHPOBAHHOTO
OHOMMOrpagpH4ecKOro ONUCAHAA JOKYMEHTA
5 | npocraBneHHe KBaNHQHKALMOHHBIX HWHACKCOB, nMoabop | OIHa KapTOTeKa 4,0
Kaproyek no nuaexcam (andaBuTy) M paccTaHOBKA
KapToykd B WHOOPMaUWOHHLIH MacCHB
6 | Texnuuecxas U cojepxarenvHas ofpaboTka JOKYMEHTOB | ONHH HOKYMEHT 3,0
JUIA BKIIOYEHHS B KapTOTEKY; paccTaHOBKAa KApTOUKH 110
anpaButy (paMHINIA aBTOPOB M HO BHAAM NOKYMEHTOB
7 | TeXHHYECKO€ pEOAKTHPOBAHHE KapTOTEK: NPOBEpPKA | OIHA KapTouka 2,0
COOTBETCTBUS CTPYKTYPBI, COTEPXaHHS B OPOPMICHHA
KapTou¢k B COOTBCTCTBHH ¢ TpeGOBAHUAMH OaHHOM
KapTOTeKH; 3aMeHa BETXHX KapTodeK H pa3JennTenei
2.17. DKCKypCHOHH25A JESTENBHOCTD
Ta6nana 39
Ne Exunnna Hopma
HaumenoBauHe npoiuecca, onepauun, Cocrap paGoTsl BpEMeEHHU,
n/n H3MEpEeHHA
MUH.
1 2 3 4
DKCKYpCHS 110 FKCTIOIHLHH MY3es KHUTH:
1 | ob3opHas axcKypcHs OJIHA HKCKYPCHA 60,0
2 | 3KCKypcHS ¢ NOAOOpOM H NMOKa30M KHHI OJIHA IKCKYPCHS 300,0
2.18. TIpoeKT «AWTHIAArUATY
Tabmaua 40
Ne Ennnuna Hopma
Haumenosanue nponecca, onepanun. CocTap paborni BpeMeHH,
/N HIMEPEHHA
MHH.
1 2 3 4

Odopmierne ¥ yUeT JOKYMEHTOB JJIl OKA3aHUA YCIYT:
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Ne
n/n

Haunmenosanue npoiecca, onepanui. Coctap paborbl

Eaunnua
H3MEpeHnA

Hopma
BpEMeEHH,
MHH,

2

3

4

noNydeHre H NpOBEPKa AOTOBOPOB, 3aKMIOYEHHBIX C
$U3nYeCKUMA MIAMK, WYHTatelIMu OnOnnoTekH, no
OKa3aHNI0 YCIIYT, CBA3AHHABIX C HCHONB30OBAHUEM
MEKTPOHHBIX pecypcoB (OP) n anexTpounbix Gubmotek
(3B)

OJHH JOKYMCHT

60,0

BEITPY3Ka PEecTpa M3 aBTOMATH3HPOBAHHOI CHCTEMB! IO
¢hOPMHPOBAHHBEIM  AOTOBOPAaM,  3aKIIOYCHHBIM ¢
GU3NYECKHMH JTHLAMH, UYUTATeNAMUH OubmuoTekn, mno
OKAa3aHUIO YCAYT, CBA3aHHBIX ¢ HCNONb30BaHHeM DP u Db

OJHH peecTp

15,0

cBepKa JMaHHBIX MO  MOCTYNHBIIMM  JOTOBOpaM,
3aK/IFOYCHHBIM ¢ (U3UYCCKHUMH JIUIIAMH, YHTATENAMH
OMONMHOTEKH, MO OKA3aHUK YCIYT, CBA3aHHBIX C
ucnonb3oBaHuem JP u 3B, ¢ peecTpoM, BHITPYXKEHHBIM
H3 aBTOMaTH3HPOBAHHOH CHCTEMBI

OlHa CBEpKa

40,0

NpHeM 3ajBKH OT IOPHAMYECKOro JIMHA Ha 3aKiiovYeHHe
IOrOBOpa MO  OKAa3aHHI  YC/IYr, CBA3AHHBIX ¢
ucnonp3osaeM DP u b

OOHH JOKYMCHT

15,0

MOArOTOBKA TEKCTA JIOTOBOPa MO OKA3AHHIO YCIIYT,
CBA3aHHBIX ¢ UCIIONB30BaHHeM DP u Db

ONHH NOKYMCHT

15,0

COMIACOBaHHE JNOTOBOPA MO OKAZAHHIO YCIIYr, CBA3AHHBIX
¢ ucnonbs3osanueM OP u Db

OOHH JOKYMCHT

300,0

perucTpauus A0roBopa Mo OKa3aHHIO YCIyT, CBA3AHHEIX ¢
HcnonsiosauueMm 3P ¥ OB

OOHH JOKYMCHT

60,0

3anojiHeHHe TpeOoBaHUA Ha oQopMieHHe ($HHAHCOBOrO
JOKYMEHTa K JOroBOpPY [0 OKa3aHHIO YCIYT, CBA3AHHBIX C
HenojiszopanueM JP u 36

OIHH AOKYMCHT

30,0

opoeepka OQOPMNIEHHOTO (UHAHCOBOTO AOKYMEHTIA K
OOTOBOPY Ha  OKAa3aHUE  YCAyr, CBA3aHHBIX C
uenojiezosanueM JP u 26

OHH AOKYMCHT

15,0

10

TOAMMCAHHE JOKYMEHTA MO OKA3aHWIO YCAYT, CBA3AHHBIX
¢ Henons3osauneM 3P u OB

OJHH JOKYMCHT

960,0

11

BHECEHHE B pecCTphl y4YeTa NepBUYHBIX JAHHBIX ©O
AOTOBOPE 1O  OKA%aHUIO  YCAYr, CBA3AHHEIX ¢
ucnons3oBanyeM JP u 3b

OJIMH JOKYMEHT

30,0

12

ckaHupoBaHi¢ OGOPMICHHOTO NOKYMEHTa Ha OKazaHHe
YCIYT, CBA3AHHBIX C Hcnoab3oBaHveM DP u Db

OJHH AOKYMEHT

30,0

13

OTNPaBKa TIO MEKTPOHHOH IOYTE HOPHAWYECKOMY JIHIY
CKaHAPOBAaHHOH KONHH AOKYMEHT2 Ha OKa3aHHE YCIYT,
CBA3AHHBIX C HCNOALI0OBAHHEM DP H Db

OMIHO coodlueHne

40,0

14

MOATOTOBKA TEKCTa JOKYMEHTa O BHECCHHH U3MEHEHHH B
3AKJIOYCHHBI AOTOBOP HA OKA3aHHe YCIYT, CBA3AHHEBIX ¢
HenonbsoBaluem 3P 0 3b

OJHH JOKYMEHT

60,0

15

TIOATOTOBKA TEKCTa LIEHOBOIO NMPEIIOKEHUA HA OKa3aHue
YCIIYr, CBSI3aHHBIX ¢ HCIIONb30BaHueM JP u Ob

OAHH JOKYMEHT

60,0

16

MIOATOTOBKA TEKCTA AKTa K AOroBopy o6 oKasaHHH YCHYT,
CBA3AHHBIX ¢ HCMOAR30BaHUeM DP u Db

OJUH JOKYMCHT

60,0
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Ne
n/n

Hanmenosaune npoilecca, onepauun, Coctan patoTni

Eaununa
H3MepeHHS

Hopma
BpeMeHH,
MHH.

2

3

4

17

NpoBepKa  HAHHBIX  Ha  OpuOMaBHOM  cafiTe
rOCYMApCTBEHHBIX 3aKYMOK O MPOBSACHUH TOProsoi
3aKYDKM Ha  OKasaHHE€  YCJIYT, CBfI3aHHBIX €
ucnoan3zoBanueM OP u Ob

OJHa 3aKyIIKa

20,0

18

COXpaHeHHe IOKyMEHTauuu ¢ ouunuanphoro calita
rOCYOAPCTBEHHBIX 3aKYNOK MO OOGBABICHHON TOProBoi
3aKynKe Ha  OKa3aHHe  YCNyr, CBA3aHHBIX C
ucnoJp3oBainem 3P v Db

oauH daiin

15,0

19

NpoBepKa JOKYMEHTALHH TOProBOi 3aKyKH Ha OKa3aHHe
YCIYT, CBA3AHHBIX ¢ HCIONb30BaHHeM JP u 3b

OHMH JOKYMEHT

40,0

20

[IOATOTOBKA 3adBKH M y4yacTHAd B 0OBABIEHHOM
TOPropo#t  3aKymke Ha  odMuMaTLHOM  caiite
TOCYJapCTBEHHBIX  3aKYMOK MO  OKAa3aHUI  YCHyT,
CBA3AHHBIX ¢ HCTIONB30BaHHEM OP 1 OB

OIHA 3a4BKa

150,0

21

BU3HPOBAHHE 3aiBKH B COOTBETCTBHH C pPeriiaMeHTOM
oubnuorexu

OJHH OOKYMCHT

360,0

22

MOATOTOBKA TEKCTA JAOTOBOp2 st OQOPMIICHHR MO
OKOHYAaHHIO TOProBoil 3aKyTIKH Ha oduHLMANbHOM calite
TOCYBApPCTBEHHBIX  3aKyMmOK MO  OKAZAHMIO  YCIyF,
CBA3ZHHBIX ¢ HCnonp3oBanueM OGP u 5b

OJHH JOKYMCHT

70,0

23

pasMEUICHHE  3a9BKM HAa  OQUUMANBLHOM  caiiTe

roCyAapcTBEHHBIX 3aKYHOK

OJHa 3adBKa

40,0

24

VYacTHEe B TOPrOBOH 3aKynke Ha OHIMANBHOM caiiTe
rocyJapCTBEHHBIX 3aKYIOK 110 PerJaMeHTy 3NEeKTPOHHOH
NAOLIATKH

OHA 3aKYIIKa

120,0

25

NOATOTOBKA TEKCTOB JOKYMEHTOB B COOTBETCTBHH ©
TpeGOBaHUAMHM  pErMaMeHTa MPOBEAEHHS  TOProBOM
3aKYIKH [0 OKa3aHHK  YCJIyr, CBA3AHHRIX ¢C
HenoaszoBanueM P u Db

OIHWH HOKYMCHT

360,0

26

dopmuporanue MAATEXHOrO BOKYMEHTA B
Oyxranrepckof  nporpamMme no TpeboBaHHIO HA
odopmnenne (PHHAHCOBOrO NOKyMEHTa K JOTOBOPY MO
OKa3aHKIO YCIIYT, CBA3AHHBIX ¢ HCTIONb30oBaHKeM OP u Db

OIHH DOKYMCHT

30,0

27

BBIBOJ Ha nevars M3 GyxranTepckoit mporpaMMEI
cGOpMHPOBAHHOI O MUIATEXHOIO JIOKYMEHTA

OAMH JOKYMEHT

7.0

28

nepeaaia naKkeTa MNaTeXKHBIX JOKYMCHTOB Ha
NOANMHCAHUC B 6)’me8le0

OOHH MaKeT

30,0

29

dopMHpOBaHHe eKelHeBHOro oTduerta o pabore Mo
NPOeKTY W BBIIONHEHHH  YCIYr, CBA3aHHBIX ¢
uenoas3opanneM 2P u Db

OAHH NOKYMEHT

60,0

30

KOHTPOJb CPOKOB BBLIMONHEHHA YCIYT,
HCNonb3oBandaeM 3P u 3b

CBA3AHHBIX C

OIAHH JOKYMECHT

30,0

31

KOHTPONIb MCHONHEHHAA (HHAHCOBBIX 00A3aTENBCTB 10
DOrOBOPY HAa  OKa3aHHe  YCNyr, CBA3aHHBIX ¢
Hcnone3oBanueM 3P u 3b

OJHH AOKYMEHT

30,0
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Ne
n/n

HauMenoBaHHe npouecca, onepanun. Cocras paboTbl

Eannuia
H3IMEpeHuH

Hopma
BpEMEHH,
MHH,

2

3

4

32

CBEpKA MHCIONHEHHSA O0A3aTENBCTE MO  3aKIIOYESHHBIM
OOroBopaM  Ha  OKasaHHe  YCNyr, CBS3aHHBIX C
HenoneszoBanueM OP v 3b

OOHH MTOKYMCHT

60,0

33

KOppEKTHpOBKa JAaHHEIX B  peectpax ydera o0
HCTIOTHEHUH YCIOBUH AOTOBOpa MO OKAa3aHUIO YCIYT,
CBA3AHHBIX ¢ HCHOJb30BafHeM OF v Db

OIHH DOKYMEHT

40,0

34

HalipaBlicHNE IOPUAMYECKOMY JHUY COOOImeHHs 1o
MEKTPOHHON MouTe 00 HCIONHEHMU YCIOBUH OroBOpa
MO 0Ka3aHWIO YCAYT, CBA3AHHEIX ¢ MCTIONL30BaHKHeM P u
2b

OJHO COOOMEHHe

30,0

35

dbopMHpOBaHUEe [aKeTa AOKYMEHTOB JUI1 HANpPaBIEHHA
HOPHAHYCCKOMY JIMILY [TOYTOBBIM QTIPaBICHHEM

OJHH TIAKeT

40,0

36

BBlIAYa  OpPHCHHAIOB JAKIOYCHHH H  KOMIIGKTOR
JOKYMCHTOB 3aKa34HKaM Ha DYKH

OAHH NOKYMEHT

60,0

37

MOATOTOBKA KOMIUIEKTa JOKYMEHTOB 110 JOTOBOpaM ¢
MONHOCTBIO BHINONHEHHBIMH 0043aTeNIbCTBAMM OKA3AHHA
YCIYr, CBA3AHHBIX ¢ HCNoOAb30BaHHeM OP B 32b, ans
niepeaayn B OYXTaITEpHIO

OOHH KOMITICKT

60,0

38

COCTABMCHHE  peecTpa  KOMIUISKTOB  JOKYMEHTOB,
XpaHAmuXcs B apxubBe H / HIH NepenaBacMEBIX B
Oyxrantepuio

ORHH peecTp

60,0

39

cocTaBieHne H  odopmienue
OPUTHHAJIOB JOKYMEHTOB

APXMBHOH  TIATIKH

OJHa manKka

30,0

40

CO3/IaHME ApPXHMBHOW IIEKTPOHHOM KOMMH JNOKYMEHTOB ¢
NOAHOCTBIO BBIMOMHEHHEIME 0043aTe/IbCTBAMH OKa3aHKA
YCIYT, CBA3aHHBIX ¢ Mcronb3oBagmeM 3P u OB,
nepenasaeMelX B Oyxrairepuio

OAUH JOKYMEHT

40,0

41

nepenada MOKYMEHTOB B OyxXTantepHio 10 peecTpy
KOMIUIEKTOB JOKYMEHTOB

ONMH peectp

40,0

42

dopMHpOBaHHE OTYETOB O pe3ynsTartax paboTel mo

NPOEKTY OKa3aHUA YCIIYT, CBA3aHHBIX ¢ HCNOAL30BAHHEM
3P u 3b

OIUH JIOKYMEHT

1200,0

HudopManoHHad noafiepkKa NONB20BaTeNel  mo
OKa3aHHIO YCAYT, CBA3AHHBIX C HCHONB30BaHHEM DP H
Jb:

43

TemeOHHEIE KOHCYIBTAHM TI0 OKa3aHHKY  YCNyT,
CBA3aHHBIX ¢ Hcnosp3oBanneM DP uw 2B, g
IOPHAHYECKHX H QH3HYECKHX JIUIL

OJHH 3BOHOK

40,0

44

COCTaBNICHHE COOOLIEHHII B OTBeT HA BXOOAIIHE
IEKTPOHHBIE MHCEMA N0 OKA3aHHIO YCIIYT, CBA3AHHLIX ¢
ucnoyp3osanueM 3P u 3b

OZIHO COOOILICHHE

180,0

45

GOPMHpPOBAHHE CHHCKa KIHEHTOB JUIS NpOBEACHHSA
MacCOBOH pacCHUIKH M0 3NEKTPOHROH NOYTE MO MPOEKTY
OKa3aHHus yCIyT, CBA3aHHLIX ¢ HCnoab3oBanueM DP u Db

OIHa pacCeUIKa

1920,0

46

NOArOTOBKA HAOKYMEHTOB JUI MPOBEACHHA MacCOBOM
PacChUIKU MO TNPOEKTY OKA3aHWA YCNYr, CBA3AHHEIX C
Hcnonk3oBanueM DOP u 3B

OJHa pacCBUIKa

600,0
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No
n/n

HanmenoBanne npouecca, onepaunn. Coctas paGoTsr

Eannauna
H3IMEpCHHS

Hopma
BpPEMEHH,
MHMH.

2

3

4

47

NpOBE/ICHHE MACCOBOM PAacChUIKH MO NMPOEKTY OKa3aHHsA
YCJyT, CBA3aHHBIX ¢ HCMOAb30BaHHeM OP u Db

OIHa PacchUIKa

90,0

OcyiecTsieHne YOIy NPeRocTaBieHus Aoctyna Kk IP
u9b:

48

perucTpanys HOBBIX / aKTHBaHWA / ACAKTHRAUHA paHee
paCoTatolIdX IOPUANYSCKUX / ¢U3MYECKHX IHU B
ABTOMATH3MPOBAHHO#H CHCTEME

0JHA 3aITHCE

30,0

49

tdhopMHpOBaHHE co0bIIEHHS npeACTABHTENIO
FOPHAMHECKOTO AN C JAHHBIME AJI8 aKTHBALWH JOCTYNA
K 5P u 5b

OAHO coo0lieHue

36,0

50

KOHTPOJIL 32  OKasaHWeM  YCIyr, CBA3AHHBIX ¢
Acmoie3oBandeM 3P ® 3b, anA  IOpUAHYUCCKUX U
dm3pueckux nu ¢ 3P u Db, BKmMowan MOHWTOPHHI
HapyIUeHHs TPAaBHJI OKa3aHHs YCIyT

OJHO
IOpPAANYECKOE /
dpusnueckoe
JIHIO

60,0

51

KOPPCKTHPOBKA JAaHHBIX O HPHIMYCCKHX JHUEX B
anmmamaﬂponaﬂﬂoﬁ CHCTCMC

OIHa 3anHuch

30,0

52

BHECCHHE H3MEHECHWH B CHHCOK MOPHIMYECKHX MU,
pasMEIEHHABIA Ha CaliTe NPOeKTa

OIHA 3allHCEh

30,0

OcyllecTBA€HHEe  YCIYTH  TIPOBEPKH  TEKCTOBOTO
JOKYMEHTA Ha HATMYHE 3aHMCTBOBAHUH U3 JOKYMCHTOB B
coctaee DOb:

53

BHECEHHE B PpeecTp YYeTa MEepBHYHEIX JaHHBIX O
MOCTYIIHBIIEM HOKYMEHTE Ha OKa3aHHE YCIYTH MPOBEPKU
TEKCTOBOTO ACKYMEHTA Ha HAIHYHE 32UMCTBOBABMA M3
JOKYMEHTOB B cOCTaBe Ob

O0HH QJOKYMCHT

15,0

54

KOPPEeKTHPOBKAa AaHHBIX B peecTpe ydera o0 sranmax
BBIMONHCHAA 33Ka3a MO OKAa3aHKIO YCAYTH MPOBEPKH
TEKCTOBOTO AOKYMCHT2 Ha HaJHYUC 3aUMCTBOBAHHUI H3
JOKYMEHTOB B cocTase b

OIHH NOKYMCHT

15,0

55

pacnipefeneHye JOKYMEHTOB N0 3KCHepTaM Jiis OKa3aHus
YCIYTH TPOBEPKH TEKCTOBOIO HOKYMEHTA Ha HaTH4He
3aMMCTBOBaHMI M3 JOKYMEHTOB B coctase Ob

OOHH NOKYMCHT

40,0

56

nepenayvya AOKYMEHTa OKCIEPTY Uil OKasaHHA YCIYru
NpPOBEPKH  TEKCTOBOrO  JOKYMEHTA Ha  HalHuHe
3aUMCTBORAHMIT U3 JOKYMEHTOB B cocTare b

OAHH JOKYMEHT

15,0

57

nonyuenne n oOpaboTka oKcneproM AOKYMEHTA Ha
OKA3aHAE YCIYId MPOBEPKH TEKCTOBOrO AOKYMEHTa Ha
HAJIMYHE 32NMCTBOBEHHH H3 OKYMEHTOB B cocTase Db

OJHH JOKYMCHT

40,0

58

H3YYECHHE IKCICPTOM CTPYKTYpHI, COCTaBa, COAEPKAHNA
JOKYMEHTa JJis OKa3aHHA YCIYTH MPOBEPKH TEKCTOBOTO
DOKYMCHTA HA HANHYHE 3aUMCTBOBAHHNH U3 AOKYMCHTOB B
cocrane Ob

OIIMH AOKYMEHT

180,0

59

[IPOBEPKA IKCIIEPTOM AOKYMEHTA Ha HAIU4HE NPHEMOB,
NPEeNSTCTBYHOLIMX Pacno3HAaBAHUIO TEKCTA
ABTOMATH3UPOBAHHOH CHCTEMOH ¥ OKa3aHKIO YCIYTH
NPOBEPKH  TEKCTOBOTO  JIOKYMEHTZ HAa  HaIHYHE
3aUMCTBOBAHAH U3 JOKYMEHTOB B cocTake Ib

OAUH AOKYMCHT

180,0
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Hopma
Ne Eaunnua
HanmenopaHue npouecca, onepauni, Coctas padorni BpeMenH,
n/n H3MepeRun
MHH.
1 2 3 4
60 | mpoBemeHHE ~ 3KCNIEPTOM  MEPBUYHOH  NPOBEPKH | OAHH OOKYMEHT 60,0
IOKYMEHTA ¢ MCIOOJB30BAHHEM aBTOMATH3HPOBAHHOH
CHCTEMBL
61 | obpaboTka OJKCIIEPTOM OTYETa ABTOMATH3HMPOBaHHOM | OJHMH JOKYMEHT 480,0
CHCTeMB! O TICPBHYHON MpoOBEpkKe ROKYMEHTA C UEIBIO
HCKITIOYCHHSA KOPPEKTHHIX 3aUMCTBOBaHUH
62 | aHanH3 3KCHCPTOM HEKOPPEKTHBIX 3aHMCTBOBAHMMH, | OJUH AOKYMCHT 600,0
0o0HApyECHHBIX B JOKYMCHTE
63 | apaau3  cmpaBouHO-OMONMorpaguteckoro  anmapara | OZMH LOKYMEHT 480,0
JOKYMEHTA, BKIIOYas CBEPKY HCTOYHHKOB, YKa3aHHBIX B
CIUCKE TUTEPATYPH!
64 | popMHpOBaHHE TEKCTa JKCHEPTHOTO 3aKIIOYCHHUA [10 | OAHMH JOKYMEHT 120,0
HTOrY NPOBEACHHOH NPOBEPKH AOKYMEHTA € YHUETOM
JAHHEIX OTYETa aBTOMATH3IHPOBAHHOH CHCTEMEI
65 | NpoBepKa TEKCTa 3aKNIOYEHHA Ha MMPEAMET COOTBETCTBHA | OXHMH JOKYMEHT 15,0
YCTAHOBJNCHHBIM TpPeCOBAHWAM K pe3ydbTaTy OKa3aHud “
YCIYTH TNPOBEPKH TEKCTOBOIO AOKYMEHTA HA HANHYHC
3aHMCTBOBAHUH W3 AOKYMEHTOB B cOCTaBe 3b _
66 | aHammM3 coAep KaRus PE3yNbTATOB MIPOBEPKH, YKA3aHHEIX | OOUH AOKYMEHT 60,0
B 3aKTIOYEHUH, KOPPEKTHPOBKA HOPMYITHPOBOK
67 | BEIBOA Ha MEYaTh HMTOrOBOH (JOPMBI 33KNIIOYEHHS N[O | OJUH JOKYMEHT 15,0
pe3yNbTaTy NPOBEICHHON IPOBEPKH JOKYMEHTA € YYeTOM
HDAHHBIX OTYETA ABTOMATH3UPOBAHHOW CHCTEMBL
68 | nonmucanue 3aKMIOYEHHS OAHH JOKYMEHT 240,0
69 | ckanapoBaHue OQOPMIECHHOIO 3aKTUCHHS OIUH JOKYMEHT 30,0
70 | xoppekTHPOBKA B peecTpax y4eTa AAHHBIX O BBUTOJAHEHHH | OAUH JOKYMEHT 40,0
o0M3aTeNECTE MO JOrOBOPY M OKA3AHHIO  YCIYIH
NPOBEPKH  TEKCTOBOTO  AOKYMCHTa HAa  HaIHIHE
3aHMCTBOBaHHH H3 OKYMEHTOB B cocTase Ob
71 | cocTapieRue QONONHEHMA K 33KIMIOUCHUIO MO pe3yNbTaty OJIHO TIHCBMO 120,0
OKa3aHHA NMPOBEPKH TEKCTOBOTO AOKYMCHTA HAa HAJIMYHE
3aUMCTBOBaHUN U3 AOKYMEHTOB B cocTase Ib
72 | cBop u 00paboTKa CTATHCTHYECKUX JAHHBIX N0 MIPOSKTaM OIMH 3a1poC 240,0
73 | ¢ ucnons3osanueMm OP u Db
74 | mpoBeaeHne NpoBepkU KavecTsa Gaiinos B Db OoguH thaiin 40,0
75 | sarpy3ka daitnos g BmoYeHAs B OB ¢ nmpocTaHoBKO#H oauH aiin 30,0
NpU3HAKa JOCTYNA
76 | pesepBHOe KonupoBarue daiinos b OIHO 60,0

KOMHPOBAHUC
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2.19. Okaszanwe ycayr yAaleHHbIM MONL30BATENSM, B TOM YHCIIE YATATeNAM OHONHOTEKH,
NOCPEACTBOM OHIAliHOBLIX aBTOMAaTH3HPOBaHHBIX cepeHCOB (ONAC)

TaGanna 41
Ne Exunnna Hopwma
HaumeHnosanme nponecca, enepannu. Cocras padornl BpeMeEHH,
n/n HIMepeHus
MHH,
1 2 3 4
1 | TenedpoHHBIC KOHCYNBTAlMH [0 OPraHH3aLHOHHBIM OJUH 3BOHOK 30,0
BONIpocaM OQOPMIICHHS H NPEJOCTABNEHHA YCIYT 4¢pes
OQnAC
2 { coctaBneHHe coOOWMEHUH B OTBET HA INCKTPOHHBIC | OMHO COOOIEHHE 180,0
nucpMa nons3opareneit OnAC
3 | mepeHampakiacHHe coofiieHHEE B HOApasnencHEe, | 0JHO coolileHHE 15,0
OTBETCTBEHHOC 32 OKa3aHHe KOHKpeTHOM yeayrd B OnAC
4 | koHTpOJH U 06paboTKa MOIYUECHHBIX 3aKa30B B ONAC OJTHH 3aKa3 20,0
5 | mposepka 3aka3oB B OnAC Ha COOTBETCTBHE MpaBHjIaM OJIHH 3aKa3 30,0
NpeROCTaBleHUs yeayr
6 | KOHTPONL 32 MOCTYTUICHUAMH CPEACTB HO ONNaYEHHBIM OIHA yCHuyra 60,0
3axasaM B OnAC
7 | xoppektupoBKa cTaTyca 3aKa3a, 3aKPhITHE 3aKa30B OJIMH 33Ka3 30,0
8 | moaroToBka aKTa CBEPKM 33 OTYETHOTO MEPHOA © | OJHH ROKYMECHT 60,0
NOCTYIUIEHHAX CpPeACTB N0 OMIAYCHHbIM 3aKazaM B
OnAC
9 | noanmucanue CBOIHBIX OTYETHBIX JOKYMEHTOB OJMH JOKYMEHT 300,0
10 } popMEpoBaHHE mnakeTa NOKYMEHTOB JUIA HANpPABIEHHS OJTHH TIaKeT 30,0
MOYTOBGIM OTIPABICHHEM
11 | popmupoBanue exeHEBHOro OTYETA O HOBBIX 3aKazax H OIMH OTUYET 60,0
BHINOAHCHUH YCIyr B OnAC
12 | popMHpOBaHME HTOTOBBIX OTYETOB O pPe3ynbTaTax OJIHH OTYET 1500,0
paboTBl DO MPOEKTY, € JeTanusanuedl 1o Kaxaoi
OTHEJILHOH ycnyre
PerucTpalius nosip3oBaTencii B pexkAMe OHJalH:
13 | npoBepka 3anucu nojassosarend B 6ubmuorexy OJIMH 1,0
N0JAb30BaTeNb
14 | obpabotka w® BBOm (QamunuM, HMEHH, OTHecTBa OOvH 2,5
TOAB30BATENA 1 a[peca ero 3/1eKTPOHHOH ModTH ANCKTPOHHBIH
Gopmynsp
15 | cocraBnenHe TNHUCBMa ¢  yYKasaEMeM  JIOTHHA H OIHO 2,5
CTCHEPUPOBAHHOIO CHCTEMOM TMapojs, NpPHKPEMIICHHE EKTPOHHOE
HHCTPYKLUHR TIONb30BaHUA M OTNpaBka €ro o IHCHMO
3NEKTPOHHON 1OYTE NONB30BATENO
O0cnyXHBAHHE NONB3OBATENEH B PEXXHME OHJIANH:
16 | Boirpyska u3 OnAC OTYCTHBIX NAHHBIX 33 ONMpeaeNeHHbIH ouH (aiin 5,0
TEPHOJ BPEMEHH
17 | pasMEIICHKHE HOBLIX MOCTYNACHWH JOKYMEHTOB Ha calite onnH daiin 1.5
6uGnuoTekd:  CO3NAHWE  3arONOBKa  aHHOTALUH;
npukpenneHue haiinor
18 | pacceiika MO  JJIGKTPOHHOR  MoYTe  YAAIEHHBIM OAHO 1,5
MIOB30BaTesAM HHOOPMALHOHHBIX COO0MIeHM IEKTPOHHOE

TTHCBMO
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Ne Eanumia Hopwma
HanmenoBsanne npouecea, onepauun. Coctas paGornl BpeMEHH,
n/o HIMEpPCHRR
MMH,
1 2 3 4
19 | unopManHOHHOE CONPOBOXKACHHME caiita, mopTaia H OAHO 1,5
CTpaHuN B COLUHAINBHBIX COTAX: CO3ITAHHC 3arojioBKa COQ0INeHHe

aHHOTALUH; NpUKpenncHue Qaiina(op)

3. TunoBele oTpacieBbic HOPMBI TPYAa Ha paGoOThI, BHIMOIHAEMBIC B CIICLUHAIM3HPOBAHHBIX
O6HOaHOTEKAX U HHBAIMJOB MO 3PEHHAIO

HopMel Tpyma paspaGoTaHel Ha OCHOBHEIE BHABl pa0oT, BLIIONHAEMBIX B
CTICUMATH3UPOBAHHBIX OUOAMOTEKaX I/ HHBANMIOB [0 3PEHHIO: KOMIUIEKTOBaHHE M y4eT
oubmuotedHoro ¢oHpa; OubimoredHads o6paGoTka AOKYMCHTOB; OpraHHM3allus M BelcHHe
Karajoros, gopMHposanue Ga3 NaHHBIX, B TOM 4uclae 0a3 naHHBIX 3BYKOBBIX (aiino; paboTa ¢
tdoHnoM H obecriedeHHe €T0 COXPAaHHOCTH; CTALMOHAPHOE M BHECTALMOHApHOE OGCIyXMBaHHE
MONH30BATENEH; MaccoBad, cupaBouHas ¥ HHbOpMAUUOHRad pafoTa;, HAyIHO-METOQMYECKAd H
PeIaKUHOHRO-A3ATENECKAs paloTa; BEIYCK MAIOTHPAXKHEIX U3KAHUH CIIEMANBHLIX GOpMaTOB.

Tpu BomonHeHRH# paboT cnaGoRMASIMKMU K HE3PAYUMH CHEUMANVCTaMH  AeHCTBYIOT
NONMPaBOYHbIE KodQduueHTs: AN crabopuaamux — 1,5; ang wespaunx — 2,0.

3.1. KoMnnekropanne 6uGnnoTeuHoro oA

Tabnuua 42
Ne Hanmenonanue npouecca, onepanuu. Cocras Epnunna BI::BE::;,
n/n paboTsr HIMEPEHHA MM
1 2 3 4
Texymee koMIUIexToBaHHE OHOIHOTEUHOTO oHAA:
1 [npocMOTp  KHHTOM3HATENbCKOM U KHATOTOPTOBOH |  OfIHA HO3HLHA 0,5
HHGopMallMH (AHHOTHPOBAHHBEIX IUIAHOB  BBHITYCKA
JIUTEPATYPHl, TPOCICKTOB, CAHTOR M3IATENECTB H
H3JAI0IHX Oprasu3aluii)
2 | ompenencHue TEMEI M BHAA AOKYMEHTA, NMOJJIEKAIIETO | OXHH AOKYMEHT 6,0
0T6OpY, BBIACHEHHE HeOOXOZHMOCTH INpHOOPETEHHS,
CBEPKA C 3IEKTPOHHBIM KAaTAIOroM
QnpeneneHue 5K3eMIUBIPHOCTH 3aKasa: OflHa NO3HLHA
3 | mna nogpaspeneHuit 1,0
4 | png 6GnOMHOTEKN B LIETOM 2,0
5 | opopmnenue  3akasa: COCTABJICHHE  JIOTOBOPA, OIUH 3aKa3 45,0
odopMneHHe TIPHIOKEHHS K JOrOBOPY;  YKa3aHMe
9K3IEMILIAPHOCTH, CTOMMOCTH 3aKa3a; COCTAaBJIEHHE
TEXHHYECKOTO 33JaHHS
6 | moaroToBKa K HNpPOBEACHHIC TOPIOB: COCTAaBJCHHE oJlHa 200,0
cnucka  TpebosaHWil K yYacTHHKaM  KOHKypcCa; npoLeaypa
OMOBENIEHHE  YYaCTHHUKOB  KOHKypca O  CpOKe
MpOBEAEHHs; HANHCAHHE, PETHCTPAlHA M PACCBLIKA
NHChMa B H3JIaTeNbCTBA H H3AAIOINHE OpPTaHH3alHH
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Ne

HanmenoBanue npotecca, onepauun, Coctap
paborhi

Exuaunna
H3MepeHHA

Hopma
BpeMEnH,
MHH.,

2

3

4

PaGoTa B aBTOMaTH3HPOBAHHOM peXXHME!

BBOJ 3aKa3a TEKYIUEro KOMIMIIEKTOBaHHA B 0a3y JaHHBIX
aBToMaTusupoBaHHO#N cucreMbl (BJl AC); ykazanue
IK3EMIUIIPHOCTH  3aKa3a,  paclpenesieHHe 1o
CTPYKTYPHBIM HOApa3feacHUsAM

OIOHO Ha3BaHHE

3,0

pefaKkTHposanne BBeJAeHHBIX B Bl AC csenenmii o
3axa3€; BLIBOJ HA JKPaH; BHECEHHE U3MEHEeHUH

ONMHO Ha3BaHUE

6,0

BBIBOH, Ha TIIPHHTEP HAAaHHBIX TEKYIUETO
KOMIVICKTOBAHUA, paclcyaTka

OJHO Ha3BaHHC

1,0

Benenue KapTOTCKH TCKYIICTO KOMIUICKTOBAHAA,

10

COCTABJICHNC KapTOYKH, YKa3anHc aBTopa, 3ariasiA,
BBIXOJHBIX HaHHBIX, HCTOYHHKA KOMILJICKTOBaAHHAA

OlIHA KapTOYKa

3,0

11

pa3pe3ka HN3IOATCABCKHX TUIAHOB, pacneqdarox pmnus
KapTOTeKH TCKYUWEro KOMIACKTOBANUA, HAKNCHBapue
Ha KaTanokHbIC KapTOUKH

OIHAa KapTOdYKa

2,0

12

nogbopka KapToyek Mo andaBuTy; pacCTaHOBKA B
KapTOTEKY TEKYINEro KOMILIEKTOBAHUA

OfIHA KapTOuKa

1,0

Oq)OPMJ'ICHHe NOANMHCKH Ha NCPHOINYICCKHE H3NAHAA!

13

IPOCMOTP KaTaJloroB «Pocmevaru»; otbop
HNEPHOMYCCKHX H3JAaHUHA U1 NONMHCKU

OoAdHa NO3HIHA

0.5

14

cOop 3aABOK ANA MOANKCKA  OT
nojapasaesicHui

CTPYKTYPHBIX

OoHa 3a9BKa

1,0

15

opopMIeHHE 3aKa3a Ha MOAMHCKY; MOACYET CTOMMOCTH
MOANKCKH ¢ YYETOM HOCTABKH; COCTAB/ICHHE AOTOBOPA,
0hopMIICHHE TPHIOKESHHUSA K JOTOBOPY

OOHH 33Ka3

300,0

16

COCTABJIEHHE  PErHCTPALHOHHON  KapTOYKH
KapTOTEKH  NEPHOIMYECKHX  H3JaHMIi;
HHIEKCa, roaa, NEPHOAHMIHOCTH,

NOCTYIUIEHHA, CTPYKTYPHOrO NoApazaencHus

hity b2}
yKa3aHHe
HUCTOYHHKA

0JdHAa KapTodKa

6,0

Pafota B aBTOMATH3HPOBAHHOM PEKUME:

17

BBOJ 3aKa3a Ha nepuoauyieckue uznanns 8 Bl AC

OJ(H2 KAPTOUKa

3,0

18

KOPPeKTHPOBKA 3aKa3a; BBIBOJ HA JKPaH CITHCKA
NIEPHOJHYECKHX H3NAHHI; BHECCHHE H3MEHEHHI

OIHA OHpaBKa

0,3

JoxoMmnnekrosanue GudanotTeuHoro Gpoxaa:

19

npHeM 3a1BOK Ha NpHoOpercHHe HOKYMEHTOB OT
CTPYKTYDPHBIX MOApa3aeNeHui

OOHA 3a4BKa

3,0

20

cocTaBlicHHe Oubmuorpadmueckodl 3amicH; ykasaHue
KONHYECTBA 3K3EMIUIAPOB M CHIVIOB IOfipa3aeNeHuii

OJHa KapTO4Ka

3,0

21

BKIHYCHHE 3aABKH B KAPTOTCKY AOKOMINICKTOBAHAA

OIHA KapTOovKéa

0,3

22

NPOCMOTP KapTOTEKH HEYAOBMETBOPEHHOTO CIpoca;
aHanmM3 OTKasa [UI1  BBIABIEHHS OTCYTCTBYIOIIHX
JOKYMEHTOB;,  BKIIOYHTL HX B KapTOTEKY
JNOKOMILTEKTOBAHUSA

OIMH JOKYMEHT

2,0
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Hopma
Ne HanMeHnoBaHHe npouecca, onepauns, Cocras Ennanna
n/n patoThI HIMEpPEHNA BpEMeHH,
MMH.
1 2 3 4
CocTaBieHUe ONEepPATHBHOIO M1aHA KOMIUIEKTOBAHUSA:
23 | ompegeneHne KOJMYECTBEHHBIX MoKasareneh of0nema ONHH IJIaHA 12000
¢doHAa (MOCTYIIEHNE, BHIOBITHE), OTPacleBOro COCTasa,
HCTOYHHKOB IOCTYIUICHHA, CMETHI PAacX0/I0B
OdopmieHHe I1aHA KOMIIEKTOBAHKS B opMe:
24 | a6 onHa tabmuna 5,0
25 | xapTOTEKH 0JIHa KapTo4Ka 3,0
PaboTa B aRTOMATH3UPOBAHHOM PEHHME:
26 | pBox nnaHa KoMiekrtoeannd B bl AC OIIVH TJIaH 30,0 -
120,0
27 | xoppektuposka BJ/l; BHIBOA Ha 23KpaH; BHECEHHE | OIHA IONPABKa 0,3
H3IMEeHEHUH
3.2. Tlpuem, BBIOBITHE H YUET JOKYMEHTOB
Tabmua 43
Ne HanmeHoBaHHe nponecca, onepaunn. Cocrap Enxnnnna Hopma
n/n paboTBI H3MepeHHs BpeMCHH,
MHH,
1 2 3 4
[TpreM MOCTYNHBIKX TOKYMCHTOB:
1 | npuem JOKYMEHTOB no COMPOBOAHTENBHBIM OJIHA NMapTHA 5,0
IOKyMeHTaM (HaknmajaHad, akT); NoAabopka JOKYMEHTOB
Mo KOMIUIEKTAM, aJ{paBHTY aBTOPOB W 3arfiaBuii,
IKCTIEAHIHOHHBIM HOMEpaM; CBEepKa c
CONPOBOOUTENLHEIM AOKYMCHTOM; NPOCTARICHUE LeHB!
Ha JOKYMEHTE, MOACUET YHCNA SK3EMIULIPOB, O0Ly1o
CTOUMOCTD
Ilpuem  moxyMeHTOoB  6€3  CONMPOBOAHTENBHBIX
JOKYMEHTOB:
2 | noabopka ZHOKYMEHTOB IO KOMILICKTaM, an(aBHTy | ORHH JOKYMCHT 10,0
aBTOPOB H 3arlaBHii; NPOBEJEeHHE OLECHKY AOKYMEHTOB
3 | cocTaBneHHe aKTa Ha OPHEM JOKYMEHTOB OIMH AKT 5,0
4 | mpoCTaBNEHHUE WITEMNENA HA THTYJIBHOM JIUCTE W HA 17- | OOWH JOKYMEHT 0,6
i crpaHuHe AOKYMeHTa Ha OyMaXXHOM HOCHTEIle,
KaXXI0M KOHTeiiHepe «roBopAliei» KHHIH Ha Kaccerax,
KOHTeHHepaX (¢ueln-KapT, ONTHYECKHX M XKECTKHX
IMCKOB
Cepka HOCTYNHBLOIMX MJOKYMEHTOB C KapTOTEKOH
TEKYUIErO KOMIUICKTOBAHHUA:
5 | ceepka MOCTYNHBUIETO AOKYMEHTa ¢ KapTOYKOH M3 | OJHA KapTodKa 1,0

KapTOTEKH TEKYIUETO KOMILICKTOBaHHA,
KapTO4YKH, BEINMONHCHHC Ha KAPTOYKE OTMCTOK

TMOHCK
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N Hopma
3 Hanmenosanue npoueccea, oncpaunun. Cocras Eanunua Bpemenn
n/n paboTnl HIMEPeHHUs ’
MHH.
1 2 3 4
6 | ycraHoBnEeHHe KapTO4YKH 3a paspenuTeNb | OXHA KapTOouka 0,5
«BpINoNMHEHHEIE 3aKa3bD»
PaboTa B aBTOMaTH3HPOBAHHOM PEKHME:
7 |cosmanue B B/l AC 3anncH o HOBOH OpraHu3aliH-~ OJlHA 3aMUCh 2,0
MOCTaBLIHKE
8 | mouck zammcu B BJ[ «3aka3»; BHeceHHE OTMETOK O OJ/IHA 3aMHCh 0,6
BBITIOJIHEHHMH 3aKa3a
9 | npoBepka Ha AyONETHOCTH MOCTYNMUBINAX JOKYMEHTOB B |  OAHH JOKYMCHT 2,0
B AC
10 | perncrpauus HoBbix nocrymiennii B b AC OJHH AOKYMEHT 3,0
11 | noanncka Ha Npoac/IKalOIINECs H3JAHHS; BHIIONHEHHE | OJHO Ha3BaHHE 2,0
B PETHCTPAIIMOHHON KapTouke OHONIHOTEYHBIX OTMETOK
12 | koppexTHpoBKa 3anuceii B bJl AC; BpIBoA 3amucH Ha | OAHA MONpaBKa 0,3
9KpaH; BHECCRUE H3MECHCHHH
IlpHeM u perHcTparns SKyPHAIOB U ra3er:
13 | monGopka >KypHanoB H razer no anpaBuTy Ha3BaHWH; | OAHH JOKYMEHT 1,0
NOUCK PErHCTPAHOHHON KapTOYKH B  KapTOTeKe
TOANUCHBIX  NEPUOAMYECKMX  W3jaHuwi; OTMeTKa
HOMEpa, JATHI NOTY4SHUS NOKYMEHTa
14 | mpocTaBneHMe MITEMIENS HA KYpHAIE, ra3eTe OJMH NOKYMCHT 0,5
PaboTa B aBTOMaTH3HPOBAHHOM pPEXHME!
15 | oTMETKA O perucTpalHy NePUOAMYECKHX H3aaHUH B b]] OJHa 3allHCh 0,5
AC (HOMep, KONHYECTBO O3K3eMILUIPOB, OTAEN
XpaHeHHs )
BeaeHue KHUTH CyMMapROTO y4eTa:
16 | BHIAENCHME NOKYMEHTOB MO BHIAM, OTpAciaM 3HAHHSA, O/IHa MapTHA 10,0
MOACUET WHUCIIA JOKYMCHTOB, 3alliCh Ppe3YJIbTAaTOB
MOJCUCTa MO YCTAHOBAEHHON ¢opMe B  KHHWTE
cymMapHroro yueta (KCV)
17 | noacuer mocrpanuuHo No nosuuusM AaHueiXx KCV; | oaHa nosmums 2,0
HEepPEeHeCeHue UTOMH Ha CHEeNYIOMYIO CTPaHHAIY
18 | cBepka  PUHAHCOBBIX  JOKYMEHTOB  OTAENa ¢ | OJMH JOKYMEHT 2,0
GHHAHCOBBLIMH JOKYMEHTaMH CyxXranrepun
19 | odopmnenne CONPOBOJHTENBHBIX OOKYMEHTOB | ORMH JOKYMCHT 15,0
(HaKnmaHadA, aKT) ANA NEPEAAYH B OVXTanTepuo
PaGoTa B aBTOMATU3MPOBAHHOM PEXHAME:
20 | eBoa crarmcrrueckux gadHelx KCY B BA AC (roa, OIHA TApTHA 6,0
Homep KCVY, HOMep CONPOROIMTENEHOIO MOKYMEHTA,
HCTOYHHK KOMILIEKTOBaHHS, HCTOYHHK
(hHHAHCHPOBaHHS, 4HCHO HA3BaHHH, YHCIO
SK3EMILIAPOB, THI U3JaHHii, CYMMa)
21 | pacmeuarka KCY Ha npHHTEpe OJIHA CTPAHHLA 1,0

Bezaenne HHBEHTAPHOM KHHIH:
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Ne
n/o

HanmeHoBanHe nponecca, onepaiun, CocTap
patoTnI

Esnnnua
H3IMEpPEHHUR

Hopma
BpeMeHH,
MHH.

2

3

4

22

odopMicHHEe  HHBCHTAPHOH  KHHUIH,  HyMEpauus
CTPaHHUL, MPOCTABJIICHHE HOMEPA B HHBEHTApHOH KHHTE

OQAHA CTPaHHUA

1,0

23

3anuCh JOKYMEHTOB IO YCTaHOBIEHHOH d¢opMe B
HHBEHTAPHYIO KHUTrY, BHEceHue Ombnnorpaduueckux
cBelcHHH HA HOBEIE NOCTYIUIEHHS; TMPOCTABJIEHHE
MHBEHTAPHOTO HOMepa Ha BOKYMEHTE,
UACHTHPHKAIIHOHHOTO {cucremMHoOro) HOMepa
Ha XECTKOM JHCKE

OHUH TOKYMCHT

16,0

PaboTa B aBTOMATH3MPOBAHHOM pEXKUME;

24

CO3/aHHE Oubnuorpadguueckoit 3aMHCcH Ha
HNOCTYNMUBIIKH AOKYMeHT B «VIHBeHTapHOH KkHure» Bl
AC

QHHH DOKYMEHT

15,0

25

pacreyaTka HHBEHTAPHOU KHUTY HA IPHHTEPE

QIHa CTpanyuua

1,0

BrIObITHE JOKYMEHTOR:

26

COCTaBJICHHE TrOAOBOTO NJI&HA Ha BBIﬁBITPIe; YKa3aHue
KBapTtaja, nogpasacncHM, BHIA JOKYMCHTOB,
KOMHYCCTBO

OJHH IINaH

2160,0

CocTaBncHHE aKTOR CITHCAHHS

27

npueM (GOpPMYNIPOB, CIIHCKOB BBIOBLIBIINX TOKYMEHTOB
OT CTPYXTYPHBIX NOAPA3AENSHYR; PETHCTPAIKSA AKTa

OIHH aKT

10,0

28

TIOMCK 110 MHBEHTapHOMY HoMepy GuGnuorpadudeckoi
3allHCH B JCKTPOHAOM  Katajore;  ONpefieNiecHHe
Kod(pPULMEnHTa NeHsl, TOAA TOCTYIVICHHS H BHECCHHE
AN CINHCAHHA JAONOAHEHHH B OuOMHOrpadHUecKylo
3JaHKCE

OHa 3aIllHCE

0,5

29

NP OTCYTCTBMM 34NMCH B ONIEKTPOHHOM KaTajiore
BBEJICHUE BCEX Anst dopmupoBaHHA
Oubnuorpaduueckol 3amucu cBexeHuii ¢ dopmynapa
HJIM H3 CITHCKA aKTa

0JHa 3AMTHCH

3,0

30

BHECCHHE 3AHCH B aKTe CIMCAHHA K HHBEHTAPHOMY
HOMepY JHOKYMeHTa HoMepa BHIOBIBIIEH KHHUTH M3
KOMILTEKTA PesbeHO-TOUEYHOr0 JOKYMEHTa

OAHa 3aIluch

0,2

31

NPOBEPKa MHBEHTAPHBIX HOMEPOB, rofa MOCTYIICHHA,
K03t H1MeHTa UEeHE BEIOBIBIIErO JOKYMEHTA

OfHa 3allHCh

3,0

32

pacmeyarka CHAWCKAa BHIOBIBIHIMX  JOKYMEHTOB B
anhaBUTHOM TMOPAIKE A VIANCHUS WHBCHTAPHBIX
HOMEPOB M H3BATUA KapTOYeK H3 CHCTEMBI KapTOYHBIX
KATANOrOB OHOAHOTEKU

ONHA 3aMHCh

3,0

33

3aNACh O BHRIOBIBLUMX N3 ACHCTBYOMUX GOHIOR
GUGIHOTEKN DOKYMEHTAX B COOTBETCTBYIOUMX rpadax
2-#t vact KCV (para, HoMep akTta, KOTHYECTBO, CyMMa,
coAepKaHHe, IPHFIHHBI BEIOBITHSA)

0JHAa 3allHCE

3,0

34

HCK/IIOYEHHEe JAOKYMEHTa MO aKTy H3 y4eTHBIX (opM
(MHBEHTApPHOMN KHHIH)

OOMH JOKYMEHT

4,0
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Ne HaumenoBanue nponecca, onepaunn. Cocrap Enunnna Bl::bf::laﬂ
n/n padoTsl H3MepeHus ?
MHH,
1 2 3 4
35 | moraileHre  HHBEHTAPHOTO  HOMEpa W IUTEMIIENA | OIWH AOKYMEHT 0,5
OHOMHOTEKH HA NOKYMEHTE
36 | momIIKWBKA aKTOB OOMH KT 0,5

[TpuMeuanve: npu paboTe ¢ JOKYMEHTAMH Ha HHOCTPAaHHBIX fA3BIKaX K HOPME BpEMEHH
MPAMEHAETCA MOBBIIAIOIUA Koapduunenr 1,2.

3.3. BubnuoTeuHaa oGpaboTka JOKYMEHTOB

Taonuna 44

HanmMenoBanue nponecea, onepanuu. Coctap
paGoTht

Equnnna
H3MEpeHUs

Hopma
BpEeMeEHH,
MHH.

2

3

4

[IpreM TOKYMEHTOB:

npHeM IIAPTHH NOKYMEHTOB; HpoBepKa
SKIEMIVISPHOCTH MO COMPOBOAMTENBHOMY AOKYMEHTY;
3aIHCh B KHUTE YUeTa

OJHA NapTHs

5,0

NOJArOTOBKA JOKYMEHTOB K HHICKCHPOBAHHIO H BBOAY B
ANEKTPOHHEBIN KaTanor

OOHH JOKYMEHT

0,7

HPOCMOTP M BBHIABNCHHE AHANOTHYHBIX W3ZaHUl Ha
APYTHX BHJAX HOCHTENCH B SNCKTPOHHOM KaTalOre

OJHA 3aluCh

0,2

OpOCMOTP  JOKYMSHTOB  HAa  HHOCTPAaHHLIX  H
HalHOHANBHBIX 3BIKAX; MEPEBOA IS ONHCAHHA
CBEIICHMI HA PYCCKUI SI3BIK

OdHH JOKYMCHT

30,0

dopmupoBarne GuOIHOTpapHYECKOR 3aITHCH

Pexatanoruzaums:

CBEPKa KapTo4yeK ¢ AOKYMCHTOM; HCHpaBleHHE CTaporo
Oubnuorpadguyeckoro ONHCaHHA, COCTABICHHE HOBOTO
ONNCAHHA; IIepeHeceHHe LIH(pa, HWHBSHTAPHOTO
HoMepa, 6HONIHOTEYHOH TOMETKH

04Ha KapToiKa

7,0

CucTeMaT3auus JOKYMCHTOB!

CHCTEMATH3aUHs  JOKYMEHTOB  C HCIOAB30BaHUEM
NeyaTHOH KAPTOUKM HAM aHanora Ha JpyroM BHIE
HOCHTEIS; IpOBePKa COOTBETCTBHUSA MHACKCOB Tabmniiam
KinaccHpuKaluy, NPAHATEIM B oubnuoreke;
NPOCTABJICHHE HHAEKCA Ha JOKYMEHTE

OAHH AOKYMCHT

2,0
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Ne
/N

Hanmenosanne npouecca, onepannn. CocTap
paboTbl

Eaununa
H3IMEpeHHS

Hopma
BpeMeHH,
MHH.

2

3

4

CHCTEMATH3aIHsd  AOKYMEHTOB IIPH  OTCYTCTBHH
ne4aTHOH KapTOYKH WM aHaiora Ha ApPYroM BHIE
HOCHTENS; OpPOCMOTP 3THKETKH H31aHHUA,
MpPOCIYIIHBAHNE KacceTsl / Jgucka / Quem-kapTsi;
YTeHHE CBEACHHWIl, HaHCaHHbIe PpPenbeHO-TOYCYHBIM
mpu)ToM, I YTOMHEHHS aBTOpa, Ha3BaHu,
BLIXOJHBIX  JaHHBIX, CONEPKAHHSA;,  ONpeaesieHHe
HHAeKca no TadnuiaM KiaccHpUKAUMK, NPHHATHIM B
H6ubnuoTexe, NpocTaBicHAE UHACKCA HA JOKYMEHTE

OJHH JOKYMEHT

10,0

onpejieNieHie aBTOPCKOTO 3HAKa JOKYMEHTa 1o
ABTOPCKAM TaliunaMm

OBMH IOKYMEHT

0,2

NPOBEPKA IPaBHJILHOCTH H HCOIPABICHUE
KIACCHPUKALMOHHOTO WHIEKCa U aBTOPCKOrO 3HAKA,
YKA3aHHBIX HA ITHKETKE «rOBOPALIEH» KHATH

OLHUH JOKYMCHT

3,0

10

onpeneneHie HHASKCOB HPON3BENEHNiT, 3alHCAHNBIX HA
dnen-kapre (o1 4 o 8 HazBanuit), Ang dopMUpOBaHUA
KaTanomKaoro nmdpa

ofHa ¢neni-kapTa

5,0

11

onpeneneHne ¢opMmara, KonHyecTBa OpailineBckux U
IVIOCKOTIEYATHBIX JIMCTOB, XapaKTepa DPHIOKEHYI,
pesbeHO-TOYEUHBIX  W3JaHUil M pembedHo-
rpadugecknx nocobuii

OJHO Ha3BaHUe

5,0

12

ONpefeNicHHE K TICPeYNCICHHE  MaTepHANOB,
ACTIONG30BAHHLIY NP CO3NAHHK  TAKTHIBHBIX
PYKOIENIEHBIX H3AaHMUIL; MepecyeT KoJHYecTBa CTPAHHL,
MPUIOKEHHH, BBIABACHME IPYTMX  XapaKTEPHEIX
0COOEHHOCTEH JIOKYMEHTOB

OJHO HA3BAHUEC

50

13

MmepecyeT  OPUAOCKEHHH,  BHIABNCHHE  JAPYTHX
XapakTepHBIX  OCOOEHHOCTEH  ILIOCKOIEYATHOTO
JAOKYMEHT2

O0AHO Ha3BaHHE

3,0

Hpcmemsauuﬂ HTOKYMCHTOR!

14

NpeaMETH3AUUA  OOKYMEHTOB ¢ WCTIOAB30BAHHEM
pyOpHK neuaTHOM KapTOYKW; TPOBEPKAa COOTBETCTBHA
pyOpHKH NMeYaTHOH KAPTOUKH NPEAMETHOMY KaTaaory

O0JHO HA3BaHHEC

3,0

[

npeaMeTH3auMs  JOKYMCHTOB  UpPM  OTCYTCTBHH
neyaTHoll KAapTOYKH; O3HAKOMIEHHE ¢ AOKYMEHTOM,
onpenencHue pybpuku

O0AHO HasBaHHE

6,0

16

COCTABJICHHE  HOBBIX  MPEeOMCTHBIX  PYOpUK U
noApyOpHK; MepeHECCHUE Ha KApTOUKH cayxeOHOil
KapTOTEeKH

OJHA KapTOUKa

2,6

17

PeNaKTUpOBaHWe TpeaMeTHOH pyOpHKH; MpoBepKa
NpaBHIBHOCTH  NpeaMeTHOH  pyOpHkH, TOYHOCTH
HalHcaHHA

oxHa KapTodka

1,0

[Tpumeyanue: K HOpMaM BPEMEHH NPHMEHAIOTCA NOBBILIAIOMHE KOIPDAUHEHTR:




Ha KOTOPBIX YACTHYHO OTCYTCTBYIOT HaHHble Ana Gubmuorpaduueckoi sammucy — 1,2;
- npu 6ubnuoTeyHON 06padoTKe HOTHBIX H3AaHui — 1,5;

92

- TIpH COCTaBJIcHUH OUONMHOTpadUUecKoro OMHCAHHS HA AOKYMEHTE, HA THTYJILHOM JIHCTE,

- npy paboTe ¢ AOKYMEHTAMH Ha HHOCTPAaHHBIX A3bIKax — 1,2,

3.4, Opraun3anus 4 BeACHUE KATANIOTOB

Tabmuua 45
Ne HaumenopaHue nponecca, onepaunn. Cocran Eaununa Hopwma
n/n patoThi n3MepeHns BpeMen,
MHH.

1 2 3 4
Oprasuzanus andaBUTHLIX KaTajoroB
{TTOCKONCYATHBIX KHHUT, HOT, IPAMILIACTHHOK):

1 | monGopka kaprodek no andaBHTy (paMMIIME aBTOpPOB | onHa KapTOYKa 0,2
HJIH 3arJIaBHH VT pacCTaHOBKH

2 | paccTaHOBKa MPeABapHTeNBHO NOAOOPaHHAIX KapTOUueK 0/1Ha KapTovka 0,3

3 | pemaxTypoBaHWe KaTanora, IPOBSPKA paccTaHopxu | ORHA KapToUKa 0,5
KapTOUEK, TNpPaBHIBHOCTH AO0ABOMHBIX U CCBLIOYHBIX
KapTOueK, HCMPaBIeHAE OMUO0K

4 | HamMcaHMe pa3sACTHTENS JUIA  Karanaora, yKasaHHe OIUH 0,6
OYKBHI, Cy10Ta pasJenuTenb

5 | paccranoBka pazgenureneii B Katajore; noaQopka ONHH 0.3
pa3sIeniTeNd 00 an(asuTy; MOHCK MECTa Pa3AcIUTENS; Pa3ACTHTCIE
OPOCTaBJICHYE Pa3iennTeNs

6 | npoBepka pacCTAHOBKH pasAeNHTeNcH; HCIpaBICHHE O0AHH 0,3
ouboK pasaCIuTCIb
OpraHu3alHa CHCTEMATHYECKOTO Karanora
IIIOCKONIEYATHBIX KHUT

7 | nonbopka KapTodeK 110 MHAEKCaM, BHYTPH pasfieNla o | OAHAa KapTodxa 0,3
andasury QaMunmnit aBTOPOB HWAHM 3arNaBuMi A4
PacCTaHOBKH

8 | pacctarOBKA NpeABAPHTEIbHO ITOMAOOPAHHBIX KAPTOUEK OHa KapToika 0,3

9 | pemakTHpoBasie Katanora, NpoBepKa NpaBEABHOCTH | OAHA KapTouka 1,0
HANIOIHEHWs. pa3fieflOB  Karanora MO COAEpXaHHIo,
MHACKCALlUN U pacCTaHOBKE, HCOPABJICHHE OIIHOOK

10 | pexnaccudpmukanua katanora; HCIpaBieHHE HHACKCOB, | OIHA KapTOUKa 6,0
BHECEHHE HCIIPaBAeHMIl B andaBuTHLIH KaTtaior

11 | panucadne pasAenuTeNs ANA  KATANora;, ykasaHue OIUH 0,5
HaWMEHOBaHHA  pasfefa, noapasjiena M dHBIX pazIenuTe b
pasaennrenei

12 ) paccranoBka pazzenMrTenedl B Kataior; nojnbopka mo OAMH 0,3
AHJEKCaM, MMOHCK MECTa, IIOCTAHOBKA Pa3AeHTeNs PasiennTes

13 | mpoBepka pacCTAHOBKH pa3AcnHTEncH, HCIpaBIeHHE OHH 0,3
OIIHGOK pasacnurenb
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N Hopma

e HanmenoBaHHe pouecca, onmepauun. Cocras Exsnnua

n/n padoThI H3MepenHsA Bpemend,

MMH.

1 2 3 4
Oprannzauus CHCTEMATHYECKHX KaTainoros
{«roBopAmUX» H peNbePHO-TOYCUHbIX KHHT, KHNT IIO
My3bIKC MW HOTHBIM H3JAaHHAM pelbeHO-TOYEUHOro
mpH$Ta).

14 | mopbopka kapTouek, opOpMICHHBIX ABYMs IIPHQTAMK | OJHA KAPTOUKa 1,0
(MIOCKONMEYAaTHBIM H  PENBbePHO-TOUCYHBIM), IO
HHOCKCaM, BHYTPHM pasacna no aidaBUTy ¢aMHInit
ABTODOB HJIH 3arJIaBMi JUis pacCTaHOBKK

15 | paccranoBka nipeBapuTeNnsHO NOJ00OpaHHBIX KapTOuek, | OLHA KapTodka 4,0
ohopMaeHHBIX IBYMS mpudTamMu

16 | penakTHpoBaHMEe KaTanora;, NpOBEpKa INPABWIBHOCTH | OAHA KapTouka 0,5
HAllOIHEHUA Ppa3fe/oB KaTajiora 10 COASPKAHHIO,
HHAEKCAllHM M PACCTAHOBKE KapTOUeK, WCNpaBIeHHe
oHboK

17 | pexnaccudHKkaug KaTajora;, HCIpaBleHHe HHIEKCOB, | OAHA KapTouka 6,0
BHECCHHE HCMPABNCHUN B aNhaBUTHHI KaTaIor

18 | HamucamWe pasnenHTeNs ANA  KaTajgora;, yKazaHHe OJHH 1,0
HAHMEHOBaHHA pa3jea, MoApasaecaa pasgenHTens

19 | paccraHOoBKa pasaenuTelniell B Katanore; noabopka o OnMH 0,3
HHAEKCAM, MTOHCK MECTa, MOCTAHOBKA pasAc/IUTEN pasaciuTE]b

20 | mpoBepka pacCTaHOBKH pasi€NHTe]eH, HCHPABIECHUE OZMH 0,3
oIHOOK PasacimTeNb
Pabora ¢ MaKeTOM [UIOCKONEHaTHOH KaTanoXHOH
KapTOYKH:

21 | mpouynTEIBaHHE  He3pAueMy  pafOTHHKY  TeKcTa | OJHO Ha3BaHHE 12,0
TIOCKONSUYATHOH KapTOYKH

22 | BHECEHHE B MAaKeT [IUIOCKONCYaTHOH  KapTouku | OJHO HasBaHWe 12,0
ouGmuorpadpudeckoif  sanmucu  penbedHO-TOYCUHEBIM
pHpTOM

23 | nepenecenne AaHHBIX 0 Qaiax ¢ KECTKOro OHCKa Ha ( OAHO Ha3BaHHE 4,0
KATaJ0KHbIC KAPTOYKH

24 | pemakTHpoBaHHE 3NIEMEHTOB  OubGnuorpadHueckoi OJlHa 3aMucCh 0,3
3aIUCH, BLIIONHEHHOH pebeHO-TOYEUHBIM IPHPTOM;
HCIIpaBJICHHE OLHOOK
Oprauuzanus TonorpadhHYecKoro Katajaora:

25 | nombopka KapTOYEK IO CTPYKTYPHBIM NMOAPA3ACHEHUAM | OJHA KapTO4YKa 0,2
(oTaenamM-hOHAOACPKATEINAM)

26 | noabopika KapToueK o HHBEHTAPHBIM HOMEpaM OJHA KapTo'Ka 0,2

27 | paccTaHOBKa NPEOBAPHTENBHO NOAOOPaHHBIX KapTOYeK O/1Ha KapTouka 0,2

28 | pemakTHpOBaHHE KaTalora; MPOBEPKAa NpPaBHILHOCTH | OAHA KapTO4Ka 0,3
PacCTaHOBKH KapTOYeK H pasaciuTenei; HCMpaBieHHe
OIUHOKH

29 | HamHcaHWe pasleNMTeNd ANA KaTauora; MOCTaHOBKA OJIHH 0,3

A3ACIMTCIA B KaTaJior

pazfendTens
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Ne

Hanmenosanue npouecca, onepaunn. Cocrae
paGornl

Eauuuna
H3MEpeHns

Hopma
BPEMEHH,
MHH,

2

3

4

H3tAtHEe H3 KapTOUHBIX Karaaorop (andasHTHOrO,
CHCTEMATHYECKOTO, TOMOIpadHIECcKOro) KapTo¥eK Ha
HCKMOUEHHBIE W3 SHOAHOTEUHOTO $OHIA JOKYMEHTEL:

30

PEruHCTpaniAa aKTa Ha CHHCAHHE B KHHUI'C yHCTa

OQIHH aKT

3,0

31

HMOUCK KapTOuKH {0cHOBHOH, nobasouHoi);
3a4epPKHBAHHE CHHCHIBASMOTO WHBEHTAPHOTO HOMEpa,
HHBEHTAPHOI0 HOMEpa CHHCHLIBaGMOH KHHTH U3
KOMIUIEKTa penbedro-Todeunore wpudra (PTILH) B
COOTBETCTBYIOIIEM HHBEHTAPHOM HOMEpPE; YAAICHUC
KapTOUYKH

OOHa KapToiKa

1,5

32

NOACMET KOJHYCCTBA HIBATHIX KAPTOYCK H3 CHCTCMEI
KapTO4YHBIX KATAJIOIOB H KApTOTCK, 38I0HCh B KHHTY

y4era

OJAHA KapTO4Ka

0,1

[lepeampecoBKa JOKYMEHTOR:

33

PErucTpaliiig akTa repecjavy 10KYMCHTA B KHHI'C Y4CTa

OOHH QKT

3,0

34

NOHCK KapTOoYKH, HCIIPABJICHHE MECTa XpaHCHHA
JOKYMEHTA, BO3BPAICHHE KApTOYKH B Karalior

0JHA KapToydKa

3,0

Texundeckas odpaborka JOKYMEHTOB:

35

HaKNeHBAHHE KApMAMIKOB HAa AOKYMEHT Ha OyMa’KHOM
HOCHTeNE, HAMUCAHHE HAa KapMAallKe WHBEHTAPHOTO
HOMEpa, MeCTa XpaHCHHA

OJHH KapMaillckK

1,0

36

HallMcaHHe MHQpa Ha o010XKKe, THTYNEHOM JHCTE
JBOKYMEeHTa

OIOHUH ZOKYMCHT

0,8

37

BIOXKEHHUE
KOHTEAHED

KHHXHOI)

dhopMysipa B KapMalliek,

OuH dopMynsp

0,1

38

NpoBepKka H HCOpaBicHHEe WH(pPa Ha O3THKETKAX
AyIHOBH3YANBHEIX [JOKYMEHTOB Ha aHAJOIOBBIX H
UH(POBBIX HOCHTENAX

OJJHH JOKYMCHT

0,5

39

COCTABNEHHE  TUIOCKOMEYATHON ~ 3THKETKH  Ha
ay[HOBH3yaNbHEIE IOOKYMEHTHI Ha aHAJIOTOBBLIX H
IH(QPOBBIX HOCHTENAX; MPOBEPKA 3AITHCH, HCTIPABICHAS
olnboK; pacredaTka

OJHH HOKYMEHT

3,0

40

HoaGopKa TOKYMEHTOB MO MECTY XpaHSHHS; mnepeaaya
JOKYMCHTOB C KATaNOKHBIMH KapTouKaMHy
H KHH)KHBIMU dopmynspaMu B OTAENEI-
dhongoaepxaTenu

OJHH NOKYMCHT

1,0

41

OTMETKa B  KHHTE
AOKYMEHTOB

YucTa O nepenavde HapTHH

OJiHA [IApTHA

3,0

OprasHzalus H BeACHHE NCKTPOHHOrO KaTajlora

@®opmuponanne u 3o B Bl AC Subnuorpadudecknx
januceii

OJHA 3aNHCh

IMnockonevyaTHBIX H3AAHHI:

42

NIPA OTCYTCTBHH HEYATHOW KapTO9KH H aHANOTHUHBIX
3anucefl B 7eKTPOHHOM KaTajore

6,0
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Ne Hanmenosanue npouecca, onepauun. Cocrae Eananna Hopma
n/n paborsl H3IMEpEeHHN BpemMent,
MHH.
1 2 3 4
43 | IpH HaIW4YHH NeyaTHOH KapTOYKK MM aHANOTHYHBIX 4,0
3anuceif B ANMEKTPOHHOM KaTanore
44 | npu IOMOJHHTENLHOH pabore ¢ amHoTanMed (MOMCK 15,0
aHHOTAUNM B «AHTEpHETE», PSAAKLINS AHHOTAMH)
PenbedHo-TOUSHHBIX HIAAHNMI:
45 | 6e3 BBOZRA AHHOTAITHH 4,0
46 | npu JonoaHUTENBHOH paboTe ¢ aHHOTALHeH 15,0
47 | uapanuii Ha Kaccerax 4,0
48 | m3panuii Ha ONTHYECKHX JUCKAX 5,0
49 | m3panmii Ha Qureln-Kaprax 15,0
50 | ¢ xecTrOrO AMCKA 3,5
51 | penvedHo-rpaduueckux nocobui 7,0
52 | TaKTHABLHBIX PYKOAENBHBIX H3AaHMI 25,0
53 | cocTaBneHne aHAMUTHYECKOH 3aTHCH OJIHA 3aNuCh 5,0
54 | pocnuck  coAepkaHud COOPHHMKOB, HANEYAaTaHHBIX | OJHMH cOOpHHK 25,0
penbedHO-TOUeYHbIM IPHPTOM
55 | cocrapienue N0GABOYHBIX H CCBINOYMHBIX ONHCAHKRH OIHO ONHCAHHE 1,0
56 | peaakTHpOBaHHE oubnuorpadutdeckux  3amuceii; OJIHA 3anuch 1,0
NpoBepka  MPAaBUNBHOCTH  MEMCHTOB  3amHceif;
BHECCHHE H3MEHEHHI
57 | cocTapneHue H BBOA B ONCKTPOHHBIH KaTadoT HOBBIX OJ1HA 3aNHCh 0,5
pyOpUK, MOAPYOPHK, HEPCOHANHI
58 | priBOZ OHOMHOrpadHUecKuX 3amucell HA FIKpPaH OJHa 3aINCh 15,0
dopMaTHpoBaHHe M pacmedYaTKa KapTOUeK H YYETHBIX
thopm
opMaTHpOBaHHE H paclieyaTKa KapToyek: OJIHA KapTovKa
59 | ocHoBHas a1 andaBUTHOrO KaTanora 2,3 cek.
60 | mobGaBounad nis andaBHTHOTO KaTtaiora 1,0
61 | ccputounas A anaBUTHOTO Karanora 1,0
62 | ang TonorpagHuecKoro karajora 0,7
63 | jopMaTHpoBaHHe H pacMevaTKka MaKeTa KapTOWKH OIHH MaKeT 1,3
(mnockoneyaTHas 3alHCh) JUIA  CHCTEMATHUECKOTO KapTOYKH
KaTalora «roBopsAluX» U PelbeHO-TOYCHHBIX
IOKYMEHTOB
64 | pacmeyaTka KHHKHBIX GOpMyNapoB OJHH dopMynsap 0,2
65 | onpeacaeHUE IKIEMIUIAPHOCTH (IO KOJTHYECTBY KHHUT B | OAHO Ha3BaHMe 0,7
KOMILIEKTE) B pacrevatka GopMyNsSpoB s H3NaHHM,
HANEYATAHHBIX PEeNbehHO-TOYCHHBIM MpHGTOM
PeTpocnekTHBHOE MOMONHEHHE MEKTPOHHOTO
KATAJIora;
66 | mouck B andaBUTHOM KaTalOTe MIOCKOMEYATHBIX KHHT | OAHa KapTo4ka 0,2

KapTo4kH a4 BBoaa B B AC
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Hopma
Ne HanmeHoBanune nponecca, onepauuu. Cocras Exnsnua Bpemeny
n/n paboTsi H3MepeHHsa !
MIH,
1 2 3 4
67 | BBON CBeINeHHWII ¢ IIIOCKOTIeYaTHOH KapTOUKH B | OJHO Ha3BaHHE 2,0
COOTBETCTBYIOIIME IO OHOMHOrpadUUecKol 3aImucH
B bJl AC
68 } mOHCK NO YYETHBIM NOKYMEHTaM ¥ ToNOTpadrucckoMy | OAHO Ha3BaHUC 2,0
Karanory CBCACHH, OTCYTCTBYIOIIMX B
TUIOCKOTIEYaTHOH  KapTouke;  BBOA  HaMJACHHBIX
cBeJeHuH B COOTBETCTRYIOLIME nons
ouGmuorpaduueckoit 3anucu B Bl AC
69 | npoeepka npaBAIbHOCTH bubnuorpaduyeckoil 3anncu OJHO HA3BaHHE 0,5
70 | posspat B anaBUTHHI KaTaNor IJIOCKONEYATHRIX KHUF |  OJHA KapTouKa 0.2
OTpabOTAHHOH KapTOYKH
Hsbatue 6rdmuorpaduueckoii 3aMHCH u3
ANIEKTPOHHOTO KaTaJIora;
71 | perucTpanmms axkTa Ha CIWCAHWE JOKYMEHTOB B KHUTIE OIUH aKT 3,0
ydera
72 | m3natue H3 NMEKTPOHHOrO KaTasnora OJHa 3aMHCh 3,0
6ubnuorpaduueckux 3amHceii Ha HCKMIOUSHHBIE M3
6ubnnoTeyHOro GoHaa JOKYMEHTb
73 | moacdeT KOJAMYECTBA HU3BATBIX H3  2IEKTPOHHOIrO OJHA 3alHCh 0,1
KaTajlora 3aliceii; 3anMch B KHATY yYera
3.5. ®opmuposanue 6a3 NaHHEBIX 3BYKOBEIX (alIoB
Tabnuua 46
Ne HaumeHoBaHHe Npouecca, onepauun, Coctas Eaunnua Hopua
n/n padoTns H3MeEpenus BpeMeHH,
MHH.
1 2 3 4
KousepriipoBaHue ayAHOHOKYMEHTOB c
KPHNTO3ALIHUTOH ¢ JKECTKOTO AMCKA B MpOTpaMMEl T
paboTH ¢ «TOBOPALIMMH KHHTAMHY!
1 | onpeaencHre nanuyuA NOKYMEHTa B NpOrpaMMe And | OAHO HA3BaHME 0,05
paboThl ¢ «TOBOpSLIMMH KHHTAMH»; H3MCHCHHE
HAaCTPOEK MporpaMMbl s paloThl ¢ «TOBOPAIIHMH
KHUTAMH»
2 | 3al0JITHEHHE KOP3HHEI ACKYMEHTAMH OJIHO HA3BaHue 0,04
3 | co3manue TPOMEXYTOUHOM Nanku s oflHa Manka 1,0
KOHBEPTHPOBAHHUA
4 | KOHBEpTHpOBaHUE  OTOOpaHHEBIX  JOKYMEHTOB B ( OAHO Ha3sBaHUE 0,03
MPOMEXKYTOUHYIO TANKY
5 | KOHBEpTHpPOBaHHE JOKYMEHTOB U3 MPOMEXYTOMHOH | OJHO Ha3BaHHe 0,08
HariKH B NpOrpaMmbl [nid paboThl ¢ «rOBOPAILHMH
KHUTAMH
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Hopma
Ne HanmMeHoBaHHe Hponecca, onepanun. Cocrap Exnnuna BpeMeln
n/n paboThl H3IMEPEeHHA ’
MHH.
1 2 3 4
KoHBepTHpOBaHHE ayAMOJOKYMEHTOB C ONTHYECKHX
OMCKOB B mporpamMmsl mas paloTel ¢ «TOBOPAUIUMH
KHHTaMuy:
6 | moMCK JOKYMEHTOR B mporpaMmax JAns paGoThl ¢ | ONHO HA3BaHHE 0,05
«TOBOPAIHMH KHUTAMHY
[IOArOTOBKA JOKYMEHTA K KOHBEPTHPOBAHMIO:
7 | KONMpPOBAHHE JOKYMEHTA C JAHCKA OVH yac 0,12
3ByvaHns
8 | KoHBepTHpPOBAHHE  OOKYMEHTa  BCIIOMOTaTclbHOHU OAHH Hac L1
nporpaMmoi 3BYy4aHHA
9 ) nOpw OTCYTCTBHM HasBaHHf JOKYMeHTa O3BYuHBapRHe | OAHO Ha3BaHHC 20
Ha3BaHHs CPeACTBAMH
10 | 3amonHenne y4derHoif GopMBI BBOAHMOro AOKyMeHTa {¢ | OAHO Ha3BaHHE 2,0
Y4YETOM BPEMEHH Ha IIOHCK aHHOTauuH B «HTepHeTey,
ungexca DBBK B 3nekTpoHHOM  Karanore) Ans
KOHBEPTHPOBAHHA B MpOTpPaMMBl 11  padoTH C
«TOBOPAIIHMH KHHTAMH»
11 | koHBepTHpOBaHHEe B mnporpaMMbl AIA  paboTHl ¢ 100 M6 4,1
«COBOPALIAMH KHHATAMMY
Konpeptupopanue ayIHONOKYMEHTOB c
KPHATO3alHTOR ¢ calta opraHu3auHM-NapTHepa B
nporpaMMs! Ui paboTh ¢ «POBOPAIEMH KHHAMH»:
12 | ompeaencHue HANHYMS NOKYMEHTa B MporpaMMe OAs | OJHO Ha3BaHUE 0,05
paboTH C «TOBOPALIAMYH KHHraMu»
13 | ckaunBaHne ROKYMCHTOR C caiiTa 1 M6 0,2
14 | pasapXuBHpPOBAaHHE JOKYMEHTOB 1 M6 0,2
15 | sanonseHne yueTHOH QopMBI BBOAHMOro AOKYMeHTa (¢ ;| OHHO HAa3BaHHC 0,3
y4€TOM BpEMEHH Ha NMOMCK AHHOTAUUH B «AHTepHETEY,
mHaekca BBK B  meKTpoHHOM  Katalore) Ans
KOHBEPTHPOBAaHHS B NporpaMMBl s paGoTel ¢
«rOBOPAIHMH KHHIaAMH»
16 | konBepTHpoBaHue B RNpOrpaMMbl A% paboTHI ¢ 100 M6 4,1
«TOBOPSIIUMH KHHTaMH»
ITonroroBka cnHMcka HOBBIX TIOCTYIUICHHH (¢dopMar
JOKYMEHTA):
17 | BHITpY3ka KaTajlora TpPOTPaMMbI i paboTHl ¢ | OMHA BHIrpy3ka 4,0
«TOBOPALLIUMH KHUTAMHY
18 | Boirpyska u3 aiiia JOKYMEHTOB, NOCTYNHBLIHX 3a | OfIHA BHIIPY3KA 20,0
ONpeeNeHHBIH BPEMEHHOM HHTEPBaAN {(MecdH, KBapTan,
roA)
19 | ynanenne numAnX MHGOPMAUMOHHBIX TMONEH B CHHCKE OIHH CIIHCOK 10,0

HOBBIX NTOCTYTIICHHE

(150-200
Ha3BaHHH)
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Ne HanmenosaHHe npouecca, onepaunn. Cocras Eannuna :::32:::1,
n/n paborsl H3MeEpeHna MM,
1 2 3 4
20 | xonuposaune daiina uz dopmara BJI AC B dopmar OJHH CITHCOK 1,0

AOKYMEHTA
21 | npeobpazoBanue qoKyMeHTa B hopMate JOKYMEHTa 1iA 40 K6 6,0
NOCNENYIOWEro pa3Melliehus Ha cafite
O3ByunBaHHe CIHCKAa  MOBBIX NOCTyNIEeHNH
CHHTE32TOPOM peun;
22 | BHIrpy3Ka KaTalora mporpaMMmel ana pabGorel ¢ | OAHA BRIIPY3ka 4.0
«TOBOPSIIUMH KHHTAMH
23 | Beirpyska u3z ¢aiina ¢opmara BJl AC  nokyMeHTOB, | 0AHa BBITpYy3Ka 20,0
MOCTYIIHBIIMX 33 ONPEACNECHHBIH BPEMEHHOH HHTEpBan
(Mecsn, KBapTal, ron)
24 | ynanenne NMUUIHUX HWHGPOPMAIMOHHBIX MOJEH B CIUCKE OJTHH CITHCOK 10,0
HOBBIX MOCTYILIEHHH
25 | komupoBanue daiina n3 dopmara Bl AC B popmaT (150~200 1,0
JOKyMEHTA HA3BaHUM)
OJIMH CITHCOK
26 | npeobpasoBaHne fokymeHTa B dopMaTe IOKYMEHTa 40 K6 6,0
B GopMy, ymoGHYIO AN O3BYYHBaHHA CHHTE3aTOPOM
peun
27 | pazbusxa nokyMmeHra B ¢opMare AOKYMEHTa Ha 40 K6 80,0
TIpe JUTOKEHHSA
28 | 03BydMBaHHE IOKYMEHTa B NpOTPaMMe AAs YTCHHA 40 K6 3,0
BCAYX TEKCTOBBIX <haiijior («banaGonka» u apyrue)
29 | pa3Meilenye O3BYYCHHOTO CIHCKA HOBBIX TIOCTYIICHMH OJIUH CITHCOK 15,0
Ha caiiTe (130-200
Ha3BaHKH)
30 | xOHBEPTHpOBAHKHE O3BYYEHHOTO CIIMCKA B HPOTPAMMBI OJUH CITUCOK 1,0
s paGOTEI ¢ «rOBOPSILEMY KHATAMIY
3.6. Pabora ¢ poraoM. PaboTa mo npaeMy A0KyMEHTOB
Tabanna 47
Ne Hanmenosanne npouecca, onepannn. Cocrap Eannnoa Hopma
n/n paboTnl H3MepeHna BpeMenh,
MHH.
1 2 3 4
[premM DOKYMEHTOB B CTPYKTYPHBIX NOAPA3AEACHHIX
[TpueM AOKYMCEHTOB M3 OTASNA ABTOMATH3HPOBAHHOMH oJHa napTHs
00paboTKH AOKYMEHTOB H OpraHM3alHH KaTanoros,
CBEPKa C CONMPOBOMUTENLHBIM JIOKYMEHTOM
1 | 1-25 skzemmnsgpos 10,0
2 | 2675 aK3eMILIIPOB 30,0
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Hopma
Ne Hanmenosanue npouecca, onepauun, Cocras Eauuuna Bpemenn,
n/o padoThl H3MepenRHs -
1 2 3 4
3 | perucTpauMs HOBBIX NOCTYIUICHHH TEPHOIMYECKHX | ONHMH AOKYMEHT 0,5
H3JaHWH, MPOCTaBICHHE OTMETKH B PETHCTPAllHOHHOH
KapTOTeKe
4 | gpocTaBNeHMe IITEMNENd WIM OTMETKa CTPYKTYPHOIC | OIWH AOKYMEHT 0,5
TIOZpa3ieIeHHA Ha AOKYMCHTE
IMoaGopka ZOKYMEHTOB U1 pacCTaHOBKH B (POHIE
[ToaGopxa DOXYMEHTOB 1O BHAAM W3NAHUI: OJIHH JTOKYMEHT
5 | mmockoneyaTHbie H3AAHASL 0,07
6 | penpedHo-ToUedHBIE H3AKHS 0,08
7 | «roBopamue» KHHTH HA KacceTax 0,1
8 | u3naHuA Ha ONTHYECKHX AHCKAX 0,07
9 | nu3nauus Ha Queln-kaprax 0,07
10 | pensedHO-TpadHUECcKHE MOCOOHs 0,08
11 | TAKTHABHLIC PYKOACIBHEIC U3AAHHS 0,1
12 | nonbopka KOMIUISKTOB peNbedHO-TOUSHUHBIX KHUT 110 | OJIWH KOMILTEKT 2,0
Ha3BaHHSM
13 | mogbopxa AOKyMeHTOB MO KiHacCHGUKALMOHHLIM | ONMH ROKYMEHT 0.3
WHJIEKCAM, aBTOPCKOMY 3HAKY
Tonbopka nepHODMYECKMX H3JaHUM 1O an(aBuTy | OOHH JOKYMEHT
HAa3BaHHSM, FOAaM, HOMEPaM:
14 | mnockoneyatnnie H3faHus 0,07
15 | penpedHO-TOUCUHBIE H3NAHAA 0,08
Paccranoska 6ubnnotednoro dbonia
paccTaHOBKa  JOKYMEHTOB Ha  CTEN@Xax B | OXMH AOKYMEHT
CHCTEMAaTHYECKO-AT()ABUTHOM NOPSIKE:
16 | niockoneyaTHble H3JAHUA 0,08
17 | penpedHO-TOUCHHBIC H3NAHNA 0,11
18 | «roBopAImMe» KHHTH Ha KacceTax 0,1
19 | H3manus Ha ONTHYECKHX AMCKax 0,1
20 | n3nanua Ha QueHI-KapTax 0,1
21 | peavedHO-rpaduteckre nocobus 0,11
22 | TakTHIBHBIE PYKOIENLHbIC H3JAHKA 0,11
PaccraHOBKa NEpHONHYECKHX H3JaHHH MO amaBHTY | OAUH HOKYMEHT
HA3BaHHIi, roaM, HOMepaM.
23 | maockoneyaTHhE H3JaHHA 0,1
24 | peapedHo-TOYSYHBIE H3TAHMS 0,13
25 | packnanka razer No Ha3BAHHUAM, MPOKAIBIBAHKES AbIPOK, OIHA laIKa 10,0

BOKEHHWE B KapToHHY©  ofnokky  (mamky),
NPOILIHYPOBKA, 0hopMIIeHUe O0NOXKKU (Ha3BaHHe, IO,
HOMeEp, MeCALl)

[TpoBepka MpaBHABHOCTH PAaCCTAHOBKH JOKYMEHTOB B
OTASABHBIX MaccHBax dhoHpa:

Maccus ¢oHIa
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Ne HauMenoBaHue npouecca, onepanun. Cocras Eananna B[];I:hl:::lau,
n/n paboTnl H3IMepeHHs
MHH,
1 2 3 4
26 | 1-200 noKyMeHTOB 30,0
27 | 201-400 moKyMeHTOR 60,0
28 | mepemeiicHie  (NICPCHECEHHE)  AOKYMEHTOB  Ha OJHA M0JIKA 5,0
cBOOOAHBIC MECTA
Odopmienne, HamHcaHUE MONOYHBIX pa3feTHTENeH: OJHH
pasJeNHTEND
29 | ang cacTeMaTHYECcKOH pacCTaHOBKH (hoHAA 4,0
3¢ | anst andaBHTHOR paccTaHOBKA Qonaa 3,0
3.7. Pabota ¢ pounom. Pabota no coxpannoctn dponga
Tabnuua 48
Ne HanmenoBanue nponecca, onepaunun. Cocras Eannuna B;I:bf::;
n/n paboThl H3MEpPEeHHR ’
MHH.
1 2 3 4
[Tpoeepka 6ubanoreurioro doHaa:
1 | HanMCaHHWE KOHTPOJIBHOIO TalOHA HAa JOKYMEHT,; OJIHH TAJIOH 2,0
yKazaHHe Ha HeM WHBEHTApHOTO HoMepa, uHdpa,
(damHIMY, MHHIWANIOB aBTOpA, 3ariaBHd, roja, MecTa
H3IaHHA, [IeHbl, MECTa XpaHeHHs
2 | OTMETKa O IpOBEpKe MAOKYMEHTAa Ha (opMmynape, | ORHH JOKYMEHT 0,2
KOHTeHHepe, 00/10KKe AOKYMEHTa
[Toabopxa KOHTPOJILHBIX TATOHOB: OJIMH TAJIOH
3 | no MHBEHTAPHBIM HOMEpaM 0,8
4 | mo andaBuTy haMHIH aBTOPOB HJIH 3arjaBHii 0,13
5 [ mo kmaccHpHKaAUMOHHOMY HHACKCY 0,1
6 | CBEpKA KOHTPONBHBIX TAIOHOB ¢ HHBCHTAPHON KHHUTOI; QOUH TANOH 0,5
OTMETKA NIPOBESPKH Ha TANIOHE ¥ B HHBCHTAPHOM KRUre
7 |ceBepka KOHTPONBHBIX TAlOHOB C YYETHRIM  HJIH OIHH TanoH 0,5
andaBUTHBM, TONOTPAPUUESCKHM KATANOraMH; OTMETKA
NPOBEPKi HA TAJIOHE H B KaTAIOre
8 |mpocmMorp  (opMBI  HHAMBHAYANbHOIO  y9€Ta, | OAHH AOKYMEHT 0,5
BBIABJCHHE JOKYMEHTOB, He NMpOLISAIHX NPOBEPKH
9 | cocraBneHue KapTOYKH HA AOKYMEHT, HE MPOUWETINUL | OJUH JOKYMEHT 1.0
NPOBEPKH
10 | momMck AOKYMEHTOB, He NpOMIEAIUNX NPOBEPKH, N0 | OJMH JOKYMEHT 5,0
pa3IMYHbIM  YYETHHIM  QopMaM,  KapTOTeKaM,
XypHanaM, KHHXHBIM TTOJIKaM
CocraBneHHe  CIOHCKa  HEAOCTAKUMX B poHAe OOHH CIIMCOK
IOKYMEHTOB:
11 | 1 mokyMeHT 1,0
12 { 2-10 gokyMeHTOB 10,0
13 | 11-25 noKyMeHTOB 22,0
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Ne HaumenoBaHue npouecca, onepauun. Cocras Enuxnua B‘::»f:::'
n/n padoThi HIMCPCHHA R, ’
1 2 3 4
Ot6op AOKYMEHTOR JUIS U3BATHA H3 PoHIa
ITpocMOTp AOKYMEHTOB Ha IIPEIMET H3bATHA H3 GoHma: | OAWH JOKYMEHT
14 | HempodHNbHBIX 0,7
15 | gybneTHBIX 0.3
16 | yerapeBmnx no cogepXanuio 0,7
17 | BeTxux 0,2
18 | MaIOHCTIONB3YEMBIX, HEHCIIQIB3YEMBIX 0,5
TloAroToBKA JOKYMEHTOB K AKTHPOBAHHIO:
19 | nopGopka MAOKYMEHTOB B MapTHH 1O MNPHYHHAM | OXMH JOKYMEHT 0,08
HIBATHA; CBEPKA C KHIKHBIM GopMyIspoM
20 | momGopka KHHAHEIE (GOpMYIApEl Ha AOKYMEHTOB B | OIUH (OpPMYIAp 0,07
NOpAfKe  MHBEHTApHBIX  HOMEpOB,  al(aBHTa,
XYPHANLHBIE - O FONAM H HOMEpaM
CocTaBlieHHe COMCKa K axkTy BBIOBITHA (Tiepenadu), OZIMH aKT
NOACYET OOLIYIO CYMMY, OGOPMIICHHE aKT:
21 | 1 moxymeHT 1,0
22 | 2-10 noxkyMeHTOB 10,0
23 | 11-25 moxyMeHTOB 24,0
IloarotoBka mOKYMEHTOB Ha OYMaKHBIX HOCHTENAX
JUIA TIeperieTa
Orbop [NOKYMEHTOB [ng [Nepemyera; IpoBepKa | OAMH HOKYMEHT
COCTOAHME  AOKYMCHTa;  3anofiHeHHe  (CBepKa)
KHIXHOTC pOopMyInspa:
24 | NIOCKONEYaTHBIE JOKYMEHTHI 2.0
25 ) penbepHO-TOYEYHBIE JOKYMEHTEI 3,0
26 | nonbopxa  KOMIUIGKTOB,  CBS3BIBAHHE B IAYKH; { OIMH AOKYMEHT 0,5
othopMIcHHAE JOKYMEHTOB /Ui NCpefayuy B Nepenner
TloarotoBka k pecTaBpallH «TOBOPALUMX» KHHI Ha
KacceTaX M NOKYMEHTOB, 3allMCAHHEIX Ha ONTHYECKHX
JACKaX:
27 jorbop HDOKYMEHTOB i PECTABPAlliH, TPOBEPKA | OOUH OJOKYMEHT 3,0
COCTOSHHSL  JOKYMEHTa,  3allolHeHHe  (CBepKa)
KHIKHOTO GopMynapa
28 | noAroTOBKAa  MOKYMEHTOB K  BOCCTAHOBJIEHMIO; | OOMH ZOKYMEHT 0,5
noxdopka JOKYMEHTOB, aHaNOTHYHBIX
NOBPEXIOEHHOMY; OGQOpMIIEHHE JOKYMEHTOB JViA
niepeaadn Ha PECTABPalHIO
PecTappalipist IAOCKONEYATHBIX W peibedHO-TOYEedHBIX
JOKYMCHTOB:
29 [ mepenneTHbIe paboTHL OTUH JOKYMEHT 90,0
30 | BoccTaHOBIEHHE OTHENBHBIX MOBPEXOCHHBIX CTPaHMl, | oOfgHa CTpaHuna 30,0
HANMEYaTaHHBIX  pPENbePHO-TOUCYHBIM  HIPHPTOM
CKAHHUPOBaHHE, PpAaclIO3HABAHHE, PCIAKTHPOBAHHE,
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Ne Hanmenosanne npouecca, onepaunn. Cocras Eannuua Hopwma
n/n paboThl H3MepeHHS BpeMent,
MHH.
1 2 3 4
pacnevarka Ha GpalIeBCKOM NpUHTEpPE)
31 | Menkuii peMoHT (nozkiefika HAaZOPBAHHBIX CTPAHUL, | ONHH JOKYMEHT 2,0
NEPeTIeTa, THTYABHBIX JTHCTOB, KapMallKOB, APJIBIKOB,
3aMeHa MPYXXUHHOTO MeperveTa)
Pecrappatius JOKYMEHTOB, 3aMHUCAHHEIX Ha
ayaHOKAcCeTax:
32 | BoccTaHOBNIEHHE  TOBPEXKIEHHOTO  OOKYMEHTa ¢ | OJHa omepalus 5,0
AHANOTHYHOTO HA CHEeUManbHOM OOOpYIOBaHMH B
3aBHCHMOCTH OT TeXHHYECKOPQ OCHALUCHHS
33 | Menxkpl pEeMOHT (3aMeHAa HENpaBWIBHBIX CKJI€EK, | OAUH JOKYMECHT 5,0
NoAKIeiiKa pakopAa, STHKETOK Ha GyTisapax)
BoccTaHoBlieHHE  yTpayeHHBIX / TMOBPEKACHHBIX
JAOKYMEHTOB, 3aTHCaHHLIX HA ONTHYECKAX BHCKAX:
34 | ckaHMpOBaHUE AUCKA CTAHAAPTHHIMHU CPEACTBAMH OIHH JTACK 2,0
35 | ckaHnpoBaHue MOBPEXAEHHOTO AWCKa c OIMH JTUCK 20,0
HCTIONB30BAaHHEM  CHEUHANBHOTO  MPOrPAMMHOTO
obecneyeHus
36 | sarpyszka oOpasa Jucka B aBToMaTideckuit nybmixarop OIUH JIUCK 3,0
KpaTHO€ BOCTIPOH3BEIEHUE AUCKOB! OJTHH AUCK
37 | TexcroBrie daiinp 0,3
38 | 3BYKOBEIE daiinkl 3,0
39 | eageo daiinb 6,0
IIposepka kauecTsa KONHii: OJIMH JHCK
40 | TexcroBsle daiinel 1,0
41 | 3BykoBbl€ Qaiinibl 5,0
42 | Buaeo daiian 5,0
[1IpreM DOKYMEHTOB NOCIE PECTaBpAIMH:
43 |cBepka mNOCTYNMBIOMX MAOKYMEHTOB C KHEDKHBIM | OJHH JOKYMEHT 1,0
dopmynapoM, NpOBEpKa KauecTBA  JOKYMEHTOB,
BOCCTAHOBJICHHE 3arjiaBHA, Hamucanue mmdpa Ha
ApJBIKE, KOpEIKe JOKYMEHTA
ObecupUBaHue GoHAA:
44 | obecnbutiBaHHe (OHAZA ¢ TNOMOILIBKO IBUIECOCA; | OJHA MEPOIOJKA 15,0
obecneyenne  pabodero  MeCcTa  TEXHHUYCCKHMH
CPEOCTBAMK:  NBUICCOCOM, paGOYHM  CTOJMKOM,
CTPEeMAHKOH, BelpoM; TpOBemcHHE OOeCTBLTHBAHHS;
3aHECCHUE TEXHHYECCKUX CPEACTB Ha MECTa XpAHEHHUA
45 | pyuHoe  obecnputmBanne  oHna;  obecnedyeHUe | OMHA MEPOTOJIKa 10,0

paGouyero  Mecra  TEXHHYECKMMH  CpeACTBAMH:
CTPEeMAHKOMH, pabouHM CTONHKOM, TEJICKKOH, BEAPOM,
TPANKaMH; MPOTHPKA, 3aHECCHHE TEXHUUCCKUX CPENCTB
Ha MECTAa XpaHCHHA
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3.8. PaGorta ¢ pongom. [leperon noxymenros B updposoit popmar

Tabmaua 49

Ne HaumeHoBaHHe npolecca, onepanun, CoctaB Ennxuua Hopma

n/n paboTbI H3IMEpEHHA BpeMeIH,
MHH.

1 2 3 4
OungpoBka IJOKYMEHTOB, HancyaTAHHBIX penbe(Ho-

TOYCYHBIM HIPH(TOM:

1 | ckaHupoBaHHe H pacHO3HABAHHC pebedHO-TOUEHHOIC | OAHA CTPAHHNA 2,0
TEKCTA

2 | coxpaHeHue taiina B TEKCTOBOM dopMarte oIuH daiin 0,5
PemaxTupoBaH#e OTCKAHHPOBAHHOrC MaTepHana B | OJHA CTPaHWLA
TEKCTOBOM PCAAKTOpE:

3 | XynoecTBeHHbIH TEKCT 5,0
TeXHWYECKHE H OPYrue CcHellMaibhble TeKCTl (HOTHaM 40,0
3aMHCh, MATEMATHKR, MCIUIMHA, XUMHT)

Oumudposka ROKYMEHTOB, 3allHCAHHBIX HA MAarHHTHOH
NIEHTE:

5 | nepeBon aHasioroBoil 3anucu B uKdposo dopmar OJIHA 3alHACh 6,0

6 | obpaboTka 3amMcH Ha MATHHTHOH JIEHTE HAa KaTYILUKAXx; OIMH Yac 180,0
pecTaBpalns 3ByKa 3BYYaHHS

7 | ofpaboTka 3amucA Ha MarHUTHOH JIeHTE€ Ha Kaccere; OOHH Yac 90,0
pecTaBpanus 3ByKa 3BYYaHHA
OundpoBka JOKYMCHTOB, 3aIIHCAHHBIX Ha
TpaMIIaCTHHKAX:

8 | moaroroBka rpaMIIACTHHKH K 3amucd (POHOrpamMMbl; onHa 12,0
yHajleHHe NBUTH ¢ MOBEPXHOCTH TPAMIIACTHHKH, CHATHE | IPaMINIacTHHKA
CTATHYECKOTO JEKTPHYECTBA

9 | 3amuce toHOrpaMMEI IpaMILIacTHHKH c oaHa
HCTIOJIb30BAHHEM 3BYKOBOTO pelakTopa (hoHOIpaMMa
OG6paGoTtka 3anucanHoil GoHOrpaMMBbL: OIHA

(dhoHOTpaMMa

10 | mocTosHHOE aMIINUTYAHOE CMELICHHE 50

11 | yraneHue MIEMUKOB H TQTPECKUBAHMA ¢ TIOMOIUBIO 10,0
[UIarHHA ABTOMATHYECKOT0 HAXOXKICHMA H YyIaleHHA
NOJOGHBIX METYKOB

12 | yctpanenne QOHOBBIX IYMOB 10,0

13 | obecneucnue KAYECTBCHHOIO B €CTECTBECHBOTO 10,0
IBYUBHUS c UCTIONB30BAHHEM JKBaNai3epoB
(rpaduuecKoro, naparpagU4ecKoro,

[apaMeTPUUIECKOro)

14 | sopmanusaiing CBOMCTB 3BYKOBOTO MaTepHaia 5.0

15 | nogroToBka oOpaboTaHHON (OHOrpaMMBI K 3amucH Ha 0fHAa 20,0
I¥MCKAX; pa3pe3ka 3BYKOBOTo (aiina Ha Tpexu tonorpamma

16 | sanuck MOATOTOBNEHHOTO ayAuOMaTepHana Ha AnCK {¢ OIMH JUCK 12,0

Y4€TOM BO3MOXHOCTH KOHBEPTHPOBaHMSA MaTepyaia B
popmar ayanodaiina)
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3.9. OGcmyxuBaHHE NONb3oOBaTeNeH

Tabmuna 50
Ne HanmeHnoBanne npouecca, onepaunu. Cocras Exununa Hopma
1)1 padoTns H3MEpPEeRns BPEMEHH,
MHH,

1 2 3 4
3anuch noib3oBaresnei B 6nbanoTexy:

1 | npocMoTp HOKYMEHTOB moib3oBaTend  (macnopr, OJIHH 2,0
YiIeHCKHH OUIIET, CTYAeHYeCKHit Ouner, chpaska 06 MONB30BATCIIE
HHBATHIHOCTH IO 3PEeHHIO), POBEPKA HATHYAA YHETHO-

PErHCTPAlHOHHOH KapTOUKH MONb30BaTENd
3anoNHEHNE  YYETHO-DETMCTPAUMOHELX HOKYMCHTOR | OMMH QOpMyNap
NONL30BATENA:

2 OpMYJISp Ha OYMa)KHOM HOCHTENC 5,0

3 | anexrponusli dopMynsp 4.0

4 ) perHcTpalnOHHA] KapTOYKa 5,0

5 | TpaHCTIOPTHLIA JIHCT 6,0

6 | aorosop oOcmyxuUBaHUA (2 3K3eMILIIpa) 7,0

7 | TeTpank perucTpalimy NoJiL3oBaTeNneH 1,0

8 | o3HakoMmenue c npaBaNaMH NIONb30BAHHSA OAMH 20,0
OnGmuoTeKol, CNpPaBOYHBIM aNmapaToOM, HATMYMEM | IONb30BaTelb
JPYTHX OTAENOB, NEPECYHEM MPeAOCTaBISeMbIX YCIIyT

9 | paccraHOBKa PErHCTPAHOHHEBIX KapTO4eK | OFHA KapTodka 1,0
[10JIB30BaTENeH B KapTOTEKY
IlepeperucTpanms nonb3oBaresiei
Ilonck 1 BHECGHHE  HM3MEHEeHWH B YYETHO-

PETHCTPAllHOHHEIE TOKYMEHTHI MONIB30BATE)IA:

10 | opmynsp Ha DyMaskHOM HOCHTENE OfHH opMynsp 1,0

11 | anexTpoHHbN dhopMyIap OAHH GopMyIAp 1,0

12 | perucTpanuosHas KapToyka 0/IHa KapTo1ka 1,0

13 | TpaHCnIOpTHBIH JIHCT OIWH JINCT 1,0

14 | noroBop 06CIyKHBaHUA OJIUH JOTOBOD 1,0

3.10. CranuoHapHoe 00CTYKUBAHWE NONL30BATENCH
Tabauua 51
Ne HanmeHoBanne nponecca, onepauun. Cocras Eapnnua Hopma
n/n paboThi H3MepeHHun BPCMEHHL,
MHH.

1 2 3 4
ObcnyxxuBanHe nonp3oBaTenell B oTacnax aboHEMeHTA:
00IIEr0 H HOTHO-MY3BIKAJIBHOTO!

1 | nadopmupoBanue nonb3oBareic 0 HOBBIX onHa Gecena 5,0

TNOCTYILICHHAX, fecena ¢ nonap3oBaTesieM ¥ BEICTABOK

[Toabopka aokymeHTOoB M3 (hoHAR OTHCHAA ANA BBLAAYH
NONB30BATENIO:
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Ne Haumenosaune npouecca, onepauun. Cocras Ennnanua Bll;l:::::;
n/m paGorni H3MepeHHA ?
MHH,
1 2 3 4
2 | H3paHu4, Hane4JaTaHHbIe penbedHO-TOYEHHBIM | OOWH JOKYMEHT 3,0
pAGTOM
3 | «roBOpALIME» KHUTH H MY3BIKANBHBIE IPOU3BCACHUA HA | OJHH JMOKYMEHT 3,0
KacceTax
4 | M3paHuA Ha UMQPOBBIX HOCHTENAX HHGOPMALUH (JHCKH, | ONHH JOKYMEHT 1,0
(em-KapThl ¢ KPUMITO3AUIHTOMH )
5 | rpaMNIACTAHKA OJH JOKYMEHT 1,0
6 | HOTHbIE H3MaHMA (TUIOCKOMeYaTHBle M TO CHCTeMe | OIMH AOKYMEHT 2,0
Bpaiinsa)
7 | u3nanns, HanevyaTaHHBIE TUIOCKONIEYATHEIM, B TOM YHCHE | OAMH JAOKYMEHT 1,0
YKPYNHEHHBIM, MIpH(TOM
8 | 3ByKkoBble (aiinbl M3 6a3bl JAHHBIX «TOBOPALINX» KHHT C oauH taitn 15,0
KPHNTO3AIWTOM
O |3amHch 3BYKOBBIX (aHIOB «rOBOPAINMX» KHUT < OMUH Qaiin 10,0
KPHUNTO3ALATOH Ha (uen-KapTy T10JIB30BaTENA
¢ IpeABapUTEIALHON TMOATOTOBKOH (ouHCTKOM) durein-
KapTHl TOJIL30BATENA
10 | mpeaocTaBncHKE TI0JIB30BATENO HOTHBIX M| OAMH HOKYMEHT 2,0
MY3BIKAIBHLIX JOKYMECHTOB ANt MNPEABAPHTENBHOTO
HPOHTPEIBAHHA, TPOCHYIUNBAHHSA B MOMEUIEHHH OTAeNa
IlpoBepka AOKYMEHTOR Hepel Bhiladel / npHeMOM Ha | OOWH JOKYMEHT
COOTBETCTBHE H OTCYTCTBHE JedeKTOoB:
11 | nanauus, HaneyaTaHHble penbeHO-TOUCUHBIM 1,0
mpH$TOM
12 | «roBopAmye» KHUTH ¥ MY3EIKANBHEIE NIPOUIRCACHUS HA 3,0
KacceTax
13 | u3maHus Ha HQPOBBIX HOCUTEMAX HHPOPMALMH (THCKH, 1,0
dreli-KapTel ¢ KPUIITO3AIIMTOMH)
14 | rpaMmnacTHHKH 1,0
15 | HOTHRIE H3AaHHA (NUIOCKOTICHATHBIE H MO CHCTEME 1,0
Bpaiins)
16 | m3ananua, HaNEUaTaHHEIC TUIOCKONEUATHRIM, B TOM YHCITE 0.8
YKPYNHEHHBIM, IIPUPTOM
17 | BelAaYa JOKYMEHTOB TIOJIb30BATEINIO, OTMETKA O BBIZA4e | OAUH NOKYMCHT 0,7
B KHH)KHOM (hopMynsape
(OTMETKA 0 BbLJa4€e / NpHEME JOKYMEHTOB: OAHH JOKYMEHT
18 | B py4HOM peknmMe 1,0
19 | B aBTOMATH3UPOBAHHOM PEIKHME 0,7
20 | IlpneM mOKYMEHTOB OT MONBL30BATENA, MOKCK M BKAAAKA | ONMH NOKYMEHT 1,0
KHIKHOro dopMyisapa
[Ipoanenne Cpoka MONL30BAHUS JOKYMEHTAMMY: OJIMH JOKYMCHT
21 | B py4HOM peXKUME 2,0
22 | B aBTOMATH3HPOBAHHOM PEKAME 0,7
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Ne HaumeHoBaHHe nponecca, onepannu. CocTan Ennauna Hopua
/o paGoTsl H3MepeHHs BpeMenn,
MHAH.
1 2 3 4
KoHcynpranus nons3oparens: oaHa
KOHCYJIbTAIHs
23 | mo paboTe ¢ KaPTOYHBIM KATATOTOM 5,0
24 | no paboTe ¢ MEKTPOHHBIM KaTaJlOroM 7,0
25 | mo skcmiyaTandn TH(pAOMarsuTodhoHOB, THRIOHIEm- 10,0
TUICEPOB
Ot0op u nepenaya Ha BOCIIPOU3BEACHHE B CIIELHAIBHOM
dopMmaTe (PparMEHTOB IUIOCKONEUATHBIX TCKCTOBBIX H
HOTHBIX JOKYMEHTOB (11O 3aIIpOCY IONb30BATEN):
26 |upweM 3ampoca OT  TIONB30BaTeNd, nOAOOpKa | ONHH AOKYMEHT 5,0
JIOKYMEHTOB, 0)OpMJIEHHE 3aKa3a
27 | moaroroBka AOKYMEHTA K BOCTIPOH3BEACHHUIO (IIOHUCK, | OOHA CTpaHHHA 2,0
3aKiagka  ¢parMeHTOB,  OLCHKA  BO3MOXHOCTH
CKaHHPOBAaHUA TEKCTa, PYYHOTO Habopa HOTHOI 3amucH
no cucreMe bpatins)
O6cnyKBaHKe NONHIOBATCACH B YHTANLHOM 3aJIC:
28 | unpopMUPOBAHHE © HOBBLIX HOCTYIUICHUAX; Oecema ¢ oyHa becena 5,0
MONMB30BaTENeM Y BHICTABOK, TEMATHYECKHX KHHMKHBIX
NOJIOK
[Tomck HOKYMEHTOB FO 3ampoCy MNONB3OBATENA B | ONWH JOKYMEHT
noaco6HoM (oHE:
29 | no BHAAM H3ZAHHI 3,0
30 | mo onpenenenHON TeMe 40
HipoBepka nOKyMEHTOB Iepea BhLTAucH / MpPHEMOM Ha | OAMH JOKYMEHT
COOTBETCTBHE H OTCYTCTBHE ACHEKTOB:
31 | m3manus, HanevyaTaHHbIE penbedHO-TOUCHHBIM 1,0
wpudToM
32 | «roBopAmMe» KHHIH HA KacceTax 4.0
33 | u3panua Ha HGPOBLIX HOCHTEIAX HRGOPMANUH (AHCKH, 1,0
JIeII-KapTEL)
34 | w3gaHus, HaneyaTaHHbIe [IOCKOMEYaTHEIM, B TOM YHCTIE 0,8
YKPYTIHEHHBIM TPH(TOM
35 | TaKTMIILHBIE PYKOAETBHBIC H3aHHS 1,0
36 | penmbedHO-rpaduueckre nocobus 1,0
37 [ BElmaYa AOKYMEHTOB MOIb30BATENI0, OTMETKA O BbIOAYE | OJMH AOKYMEHT 0,7
B KHHKHOM opMynsape
OTMETKA O BhA4Ye / IpUEME JOKYMEHTOR: OfHH IOKYMEHT
38 | B pyuHOM pesxuMe 1,0
39 | B aBTOMATH3HPOBAHHOM PEXHME 0,7
40 | mpueM HOKYMEHTOB OT MOJB30BATEILA, NOHCK M BKIIAJKA | ONHH JOKYMEHT 1,0
KHIKHOTO dopMynapa
KoHcyneTanus nonp3osartens: OJHa

KOHCYIbTALUNA
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Ne HaumenoBanmne npouecca, onepanun. CocraB Eannnna Hopma
n/n paGoThI HIMEpeHus BpeMetH,
MHH.
1 2 3 4

41 | no pabote ¢ KApTOYHEIM KaTaJIoroM 7,0

42 | mo paboTe ¢ INEKTPOHHBIM KATAJIOTOM 8,0

43 | mo axcmnyaranud TU¢IOMarHuToQOHOB, THNOdIEN- 10,0
IJIECPOB

44 |no JKCIAyaTAUMH AJANTHBHBIX THAIOTEXHUHECKHX 20,0
CPEACTB H MPOrpaMMm

45 |mo okcrlyatauyH — KOMIOBIOTEPHOH  TEXHHMKH H 20,0
HPOrpaMMHOTO 00eCTICUEHHA
Pabota ¢ yrenom:

46 | npeaBapHTeNbHAd 3alMCh NONLIOBATERS K UTELy OJjHa 3alHch 1,0

47 ) nonck, odopMNeHne JOKYMEHT2 AN BbIOAUM | OAMH JOKYMEHT 3,0
[OJIL30BATENIO

48 | YT¢HHE TEKCTa OZIHa CTpaHHLA 5,0

(dopmat Ad)

49 ) NpoUMTHIBAHUE TEXHHYECKOTO H APYTHX CIIeLHAaNbHEIX 1000 3HakoB 6,0
TEKCTOB Ha MaTHHTHYIO NIEHTY / uA¢poBble HOCHTEINIH
Otbop 1 nepenaya Ha BOCIPOM3BEACHHE B CIEIHATEHOM
dopmMate ¢parMeHTOB INOCKONMEYATHHIX ACKYMEHTOR
(mo 3anpocy NONB30BATENA):

50 | opuem  3anpoca OT  MONB30BAaTeNd, NOAGOpPKA | OOMH AOKYMEHT 5,0
JIOKYMEHTOB, O)OpMJICHHE 3aKa3a

51 | noproToBKa NOKYMEHTa K BOCTIDOH3BEACHHIO OJlHA CTpaHHLA 2,0

3.11. BrecranucHapHoe o6cnyXHBaHHE MONB30BATENCH
TaGnuua 52
Ne HanmenoBanne nponecea, onepauun. Cocrap Exnnnna Hopwma
n/n paboTei WIMEPEeHNS BpEMEHH,
MHH,

1 2 3 4
HanoMHuoe obcnyxHBaHne NOJIb30OBATENCH:

1 |npmem 3aka3a oOT noNb30BaTENs 10 TeneQoHY, OJTHH 3aKa3 4,0
othopMIIeHHE 3aKa3a
[Tonck u3 PoHAR KOMITIEKTa JOKYMEHTOB: OJIHH KOMIUIEKT

2 | u3nanud, HANEIATAHHEIE penbeQHO-TOUSIHBIM 15,0
mpudToM (10—-15 KHUAT N3 KOMITIEKTa)

3 [ «roBopaumKey KHUIY Ha KacceTax (5 Ha3BaHuit) 16,0

4 | u3naHNA Ha LRGDPOBBIX HOCUTENAX MHPOPMATUN (THCKH, 6,0
dnew-kapTel) (5 Ha3BaHUH)

5 | oTMeTka o BbiaYe AOKYMEHTa B KHWKHOM dopMynspe OJIVH JOKYMEHT 0,7
OrmeTka 0 BhIIaYe / IpHEME TOKYMEHTOB B (POPMYNSPS | OJHMH JOKYMEHT
TIONb30BATENS:

6 | B pYYHOM pexHME 1,0
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Ne HaunmeHoBaHHe npouecca, onepaunn. Cocras EawHanna B:l:::::l
n/n paboTel H3MEpeHHS ML ?
1 2 3 4
7 | B aBTOMaTH3HPOBAHHOM PEKHME 0,7
8§ | noaroToBka JOKYMEHTOB K OTIpaBKe; COPTHPOBKA 10 OJIMH 3aKa3 15,0
BHJAM H3JaHHIi, YMAKOBKa, odopMmnerne
TPaHCIIOPTHOTO JIMCTa, IMOTPY3Ka; COrnacoBaHue ¢
NONB3OBATENEM HO TeaedoHy, TOCTaBKa 3aKaza
9 | mpHeM JOKYMEHTOB OT [OJNB30BATENd; BHIMPY3Ka, OJIMH 3aKa3 8,0
pacnaKoBKa, IOUCK M BKJIAAKa KHIDKHOTO (opMmyapa
TpoBepka AOKYMEHTOB Nepes OTHPABKOH / ApHEMOM HA | OJUH AOKYMEHT
COOTBETCTBUE H OTCYTCTRHE NedeKToB:
10 | u3ganns, Hanc¢yaTaHHbIe PEIIbeHHO-TOUCYHBIM 1,0
npudroM
11 | «roBopsine» KHHTH Ha KacceTax 6,0
12 | n3manus Ha UUPPOBLIX HOCHTENAX HHbOPMaLKH (IUCKH, 1,0
dnem-KapThi)
IIponJicHRE cpoKa AOJIB30BAHHA NOKYMCHTaMH: ONUH AOKYMEHT
13 | B pyuHOM pexxume 2,0
14 | B aBTOMaTH3MPOBAHHOM PEKHAME 0,7
O6cnyxkuBaHHe moOAb3oBaTeNeli B OHONHOTEUHBIX
IMYHKTAX:
15 | moAroToBKAa M 3AKMOYECHWE  LOrOBOpa  MEXAY |  OMUH AOTOBOP 300,0
fubnuorexoit u  opraHusanuet, rme  Oyher
OCYLIECTBAATHCS BHECTALIHOHAPHOE O0CYKHBAHHE
OdopmMacHue GpopMyspa GUOAHOTECUHOrO NYHKTA: oJInH hopmynap
16 | B py4HOM pexuMe 7,0
17 | B aBTOMaTH3HPOBAHHOM PEKUME 6,0
18 | opopMneHHe manmkH ¢ JOKYMEHTaMH  (ZOroBOp, OJIHA [1anKa 15,0
AOBEPEHHOCTD Ha IIOJIYYEHHE KHHT, OTYCTHI)
19 | cocrapnenue cxembl pasMewierus OuUONUOTEYREBIX OJHA CXeMa 120,0
NYHKTOB 110 TEPPUTOPHAM
20 | cocTaBicHHE rpaduka ofMeHa  JOKYMEHTOB, OOHH rpaduk 20,0
HaxoOAHXxcs B OHOMHOTEYHBIX MYHKTaX
21 | cocTtaBnenmne MIaHA METOAHYECKOMN MOMOTIH OMH [IaHa 60,0
OubnuorekapaM-oOIeCTREHHHKAM
Belaaua JOKYMEHTOB B OHONHOTEYHEIA MYHKT:
TlogroToBxka H pacnedaTrka CIHCKa JOKYMEHTOB, ONHH CITHCOK
NPEAHA3HAYCHHBIX A8 BBIAAYM  OHOIHOTEYHOMY
TYHKTY:
22 | 20 noKyMEHTOB 30,0
23 [ 40 aoxyMeHTOB 60,0
24 | 100 noxyMeHTOB 120,0

Honbopka 3 PoHAa NO CMHCKY / 3asBKE KOMIUIEKTOB
JOKYMERTOB Pa3fIHYHbIX GOpMaTOB:

OIVH JOKYMCHT
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Ne Haumenosaxue nponecca, onepaun. Cocras Enunuua Hopma
n/m paborni N3Mepenns BpeMeHH,
MHH.
1 2 3 4
25 | u3panus, Hane4yaraHHbple penbedHO-TOUSYHBIM 3,0
uIpudhTOM
26 | «roBopsAIIHe» KHHUTH HA KacceTaX 2,0
27 | u3paHus Ha UPPOBEIX HOCHTENAX HHPOPMaLIHH (IHCKH, 1,0
(haew-xapTh)
28 | B3paHHA, HANEYATAHHBIC IUIOCKONICYATHEM, B TOM YHCAS 1,0
YKpYNHEHHBIM LIpH(TOM
CBepka JOKYMEHTOB CO CIIUCKOM / 3agBKOH M NpoBEpKa | OJHH KOKYMEHT
JOKYMCHTOB Tiepeli BblAaYell Ha COOTBCTCTBHE H
OTCYTCTBUE AEPEKTOR:
29 | uznanns, HarneyaTaHHbIe peabedHO-TOUEHHBIM 1,0
mpHpTOM
30 | «roBopsAIINe» KHATH HA KacCeTax 6,0
31 | uspanng Ha UHGPPOREIX HOCHTENSX HHGOPMALIHH (THCKH, 1,0
tnem-kapTe!)
32 | M3maHKs, HaNeYaTaHHBIC NAOCKONCYATHBIM, B TOM YHCIIC 0,8
YKPYTTHEHHBIM IIPH(PTOM
33 | coptHpoBKa MO BHJAaM H3JAHMH, OTMETKAa © BblAade | OMHH AOKYMEHT 1,0
HOKYMEHTA B KHYOKHOM opMynsape
OTMeTKa 0 BBIla4Ye JOKYMEHTOB: OJHH JOKYMEHT
34 | B py4HOM pexuMe 1,0
35 | B aBTOMAaTH3HPOBAHHOM pexXHMeE 0,7
36 | paccraHoBKa KHIDKHBIX QOPMYJIApOB B KapTOTEeKy | OAMH QopMynsap 1.0
MHAHKATOPA
37 | noaroroBka JAOKYMEHTOB K OTIpaBKe; YIAKOBKA, | OJHH KOMIUIEKT 30,0
COCTABJIEHHE OTHCH, TIOrPy3Ka
38 | otMeTKa 00 OTHpaBKe 3aKa3a B XKypHane perucTpalun OJHA 3alMuCh 2,0
39 | onogenicHue aboreHTa 06 OTIpaBKe 3aKaza OoAuH aboHEeHT 1,0
[TpreM TOKYMEHTOB B3 HUOIHOTEHHOrO NYHKTA!
40 | pacmaxoBKa MOCBUIKH, COPTHPOBKAa MAOKYMEHTOB IO | OfHA IIOCHIIKA 3,0
BHJAAM H3JaHHH
[Tposepka BO3BPALICHHBIX LNOKYMEHTOB HA { OOVH JOKYMEHT
COOTBETCTBHE, KOMIUIEKTHOCTH, OTCYTCTBHE AehEKTOB:
4] | w3nanus, HaneyaTaHHbIE penbeHO-TOUSTHBIM 1,0
wpadTOM
47 | «rOBOpANIKE» KHUTH HA KacceTax 6,0
43 | H3#aHHMs HA UHQPPOBBIX HOCHTENIX HHbOPMAIHHU (AHCKH, 1,0
dbnem-KapTe!)
44 | W30aHHA, HANeYATAHHEBIE INTOCKONEYATHRIM, B TOM YHCIIE 0,8
YKPYTHEHHbIM IpHGTOM
45 | copTHpOBKA AOKYMEHTOB I10 BHJAM H3HaHHH, MOHCK W | OOUH AOKYMEHT 1,0

BKJIAJIKE KHHXXHBIX OpMYIApOB
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Hopma

Ne HaumenoBaane npoliecca, onepapui, Cocrap Eannuna Bpemenn
n/n padoTHl H3MePeHns ’
MHH.
1 2 3 4
OTMETKA O IPHEME IOKYMEHTOB! OIUH JOKYMEHT
46 { B py4yHOM pexHME 1,0
47 ) B aBTOMATH3UPOBAHHOM PEXHME 0,7
48 | onopelieHHe a00HEHTA O NPHEME AOKYMEHTOB OJHH aGOHEHT 1,0
49 | otmetka 00 0OMeHe NOKYMEHTOB B THEBHHKE OTAENA OJIHA 3AITHCEH 1,0
3aoutoe oOCIy XHBAHNE NOAb3oBaTENNEH
Odopmnenne AOKYMEHTOB Ha o6CayKUBaHHE
aboOHEHTOB:
50 [ mpuem 3asBkH OT a0OHeHTa Ha obCiIyXHBaHHE, OJIHA 3asBKA 5,0
IOJArOTOBKA HaKeTa NOKYMEHTOB K OTIIPABKE
Odopmnenne dopMynspa aboHeHTA: ofuH GopMyIIp
51 | B py4HOM peXUMe 6,0
52 | B aBTOMATH3HPOBAHHOM PEKUME 7,0
Britada pokyMeHTOoB abOHCHTaM
IMoaGopka u3 ¢oHAa no 3akasy aboHEHTa JOKYMEHTOB | OIHH JOKYMEHT
pa3IUYHBIX GOpMaTOB:
53 | usnanns, Hane4yaTaHHEIe penbehHO-TOYEUHBIM 3,0
mpHpTOoM
54 | «roBopsAlHe» KHUIH HA KacceTax 2,0
55 | uspauma na nudpoBEIX HOCHTENAX HHGOPMALNH {TUCKH, 1,0
(aeln-KapThl)
56 | u3maHug, HANCYATAHHBIC TUIOCKONICYATHLIM, B TOM YACIE 1,0
YKPYITHEHHBIM LIPAGTOM
CeBepka JOKYMEHTOB €O  CIIMCKOM W NPOBEPKA | OOUH JOKYMEHT
JIOKYMCHTOB Iepell BHa4YeH Ha COOTBETCTBHE H
OTCYTCTBUE AeheKTOR:
57 | n3panns, Halne4YaraHHble PENBbEPHO-TOUCYHBIM 1,0
WpUPHTOM
58 | «roBopanIMe» KHATM HAa KACCeTax 6,0
59 | n3aaBus HA LEGPOBHIX HOCUTEAAX MHOPMALHU (AHCKH, 1,0
¢eLn-Kaprel)
60 | W3nanKs, HaneYaTaHHBIC NIOCKOTICYATHBIM, B TOM 9HCIIE 0,8
YKPYHHEHHBIM IPHGTOM
61 | oTMeTka 0 BBIAAYE FOKYMEHTa B KHIKHOM $OpMYIIspe OAMH JOKYMEHT 0,7
OrMeTKa O BblAa4e JOKYMEHTOB! OJUH AOKYMEHT
62 | B pyunOM pexxnme 1,0
63 | B ABTOMATH3HPOBAHHOM PEXUME 0,7
64 | paccTaHOBKa KHH)KHBIX QOPMY/LIPOB B KapTOTCKY OJUH HopMyIAp 1,0
65 | noaroToBKa OKYMEHTOR K OTNpaBKe; YHAKOBKA, | OXWH KOMIUIEKT 30,0
COCTABJICHHE OIMCH, HOIPY3Ka
66 | ormMeTka 00 oTHpaBKe 3aKa3a B KYpHAIE PETHCTPALHA OJHa 3aIKCh 2,0
67 | onopeleHue aboHEHTA 00 OTIPaBKE 3aKaza OJHH abOHEHT 1,0
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Hopma

Ne HaumenoBanue npouecca, onepanuu. Cocras Eaunnna BpeMeny
n/n paGorhi H3MEpeHHN ’
MHH.
1 2 3 4
IlpreM AOKYMEHTOB OT AG0OHEHTOB;
68 | mpueM AOKYMEHTOB; COPTHPOBKA MOCHLUIOK IO ajpecaM, | OAHa MOCHUIKA 2,0
OTMETKA O TIPHEME B XKYpPHAIC PETHCTPAlHH
69 | pacmakoBka TOCBIIKH, COPTHPOBKA MNOKYMECHTOBR HO | OJHAa MTOCHUIKa 3,0
BHAAM H3AaHMH
[Tpoeepka BO3BPAILECHHBIX JOKYMEHTOB HA | OAMH JOKYMEHT
COOTBETCTBHE, KOMIUICKTHOCTh, OTCYTCTBHE N€(EKTOR:
70 | uzmanus, HalleYaTaHHBIC peabeGHO-TOUCUHBIM 1,0
pHPTOM
71 | «roBOpAOIME» KHMIH HAa KACCETAaX 6,0
72 | U3OaHUA Ha IUQPOBRIX HOCUTENRX HHPOPMALIHH (AUCKH, 1,0
¢newm-Kaprel)
73 | u3maHus, HaN¢yaTaHHbIe MIOCKONEYaTHBIM, B TOM YHCIIE 0,8
YKPYTHECHHEIM WIPHPTOM
74 | copTHpoBKa AOKYMEHTOB IO BHAAM H3TaHHH, MOHCK H | OOHH JOKYMEHT 1,0
BKJIAJIKa KHHKHEIX (JOpMYIISApOB
Or™MeTKa 0 IpHEME JOKYMEHTOB: OJIHH JOKYMEHT
75 | B pyyHOM pexHME 1,0
76 | B aBTOMAaTH3HPOBAHHOM PSKHME 0,7
77 | onopelieHne abOHEHTA O NIPHEME JOKYMEHTOB OIMH abOHEHT 1,0
78 | otmeTka 06 0OMeHe JOKYMEHTOB B JHEBHHKE OTAENA OJTHa 3aNHCh 1,0
3.12. BaytpeHHas paboTa
Tabnuua 53
Ne HaumeHoBaHue nponecca, onepauun. Coctap Enunnna Hopma
n/n paboTel H3IMEpEeHHA BpemMenH,
MHH,
1 2 3 4
[ToaroToBKa K BBIAAYE:
1 | noaBenechHHe HTOroB pabOTBl 3a MPOLICALIMHE JEHB, €XeAHCBHO 15,0
3aIHCh B THEBHHKE
2 | paccraHOBKa (opMynapoB Noib3oBaTenedl Mo cpokaM, | oauH GopMynsp 1,0
1o angaBuUTy
3 | nmoabopka JOKYMEHTOB IO PBHEAM H3ZaHHH 1O | OJMH JOKYMEHT 1,0
NpeIBapHTesIbHBIM 3aKa3aM NoJb30BaTeNeH
IlpocMOTp HOBBLIX NOCTYIUICHHH I PEeKOMEHIAUHH | OJAUH HOKYMEHT
NOALIOBATEIISM:
4 | razersl 5,0
5 | XYpHQJIBI, HATIEYATAHHBIC IIOCKOTICYATHBIM IPHPTOM 15,0
6 | xypHan®l, Halne4aTaHHbIC peBeHO-TOYEYHBIM 5,0
mpRPTOM
7 | KHUIH, HaneYyaTaHHbIE NIOCKONECYATHRIM LPpH(TOM 5,0




112

Ne HaumenoBatne nponecca, onepamun. Cocrap Eaunnna Hopwma
n/n padoThI H3MEpeHHA BpeMern,
MHH.
1 2 3 4
8 | xHurH, HanevaTa€HHbIE PeNBEOHO-TOUSHHBIM IPHGHTOM 2,0
9 | ayauoBHM3yallbHBIE  HM3A@HUA HA  AHANOTOBHIX H 2,0
H$POBBIX HOCHTENAX
10 | npocMOTp H TIONMOJHECHHE KHHXKHBIX BRICTABOK, OJOK H | OAMH JOKYMEHT 5,0
CTeJUTaKEH, OTKPHITEIX Mg cBoOogHOro AJocTyna
nob30BaTeneH
11 ) noaroroska paboyero Mecrta ©XKCAHEBHO 15,0
PaboTa ¢ hopMyIspoM NONMB30BATENS:
12 {apannz  QopMynsapoB  nonbp30BaTeNied, BRUBNCHHE | OXHH dopMyIip 20,0
YHTATEILCKUX HHTEPECOB
13 | 3amuce B QopMynape nosb3oBaTens © pesyabTaTax | OmHH fopMyssp 3,0
aHaN}3a YTeHHA 33 ONPEAeNCHHBIN NEpHOI
14 | cocTaBIeHHE KAPTOTEKH YHTATENbCKUX HHTEPECOR OJTHa KapTouKa 3,0
15 | 2anuce B nHeBHHKe OUONMMOTEKaps 0 NHHAMHKE YTEHHA OIIHA 3aMHCh 2,0
H HHTEpecax MoIb3oBaTeNedl (rpyilnel NoNb30BaTeNeH)
Pabora ¢ monp30BaTeNIAMH,  HE BO3BPATHBIIHMH
JOKYMEHTHI B CPOK:
16 | mpocmoTp B oTOOp $opMmynapor nonszoBarencii, He | omuH HOPMYISIP 2,0
BO3BPATHBILINX AOKYMEHTHI B CPOK
UspeuieHue  nmoab3cBaTeNs, He  BO3BPATUBLICTO | OAMH GOpMyasp
OOKYMEHTEI B CpPOK; OTMETKAa JaThl HATOMHHAHHAA
B QOPMYNAPE NONL30BATENS:
17 | yetHO (110 TenedoHy) 3,0
18 | mucEMeHHO — Yepe3  MOYTOBROS  OTACNEHHE  HIH 3,0
NCKTPOBHYIO MOUTY
19 | ynanenue n3 6a3bi AaHHBIX CBeACHHE © S3AHATOCTH | OAUH AOKYMEHT 0,7
BO3BPAIICHHBIX JOKYMEHTOB
IiprieM JOKYMEHTOR B3aMeH YTePIHHBIX:
20 | npocMOTp H  ONEHKA JOKYMCHTa, [IPCHANOKEHHOIO | OJHH JOKYMEHT 3,0
B3aMCH YTEPSHHOTO
21 }3amuce ©  3aMeHe  JOKyMeHTa B GOpMyNsipe | OAWH AOKYMEHT 2,0
TIONB30BATENS, B TETPaAH y4YeTa JOKYMEHTOB, MPUHATEIX
B3aMEH YTepIHHBIX
Pabota ¢ oTkazaMu:
22 | 3anoNHEHHE KapTOYKH HA OTKa3 ¢ yKa3aHHEM NPUYHHEL, | OJHa KapToukKa 4,0
pacCTaHOBKA KapTO4YeK B KAPTOTEKY OTKA30B
23 | aHanm3 OTKA30R, NOArQTOBKA CIHCKa Ha OlIVH OTKa3 8,0

JOKOMIINICKTOBAHHE d)on,na
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3.13. ObcnyxuBanue mo Mexdudmorednomy abonementy (MBA)

Tabnuua 54
Ne HaumenoBaHne nponecca, onepanun. Coctas Exnnnna Hopma
n/n padoTnl H3IMEpeHHus BpeMet,
MMH.
1 2 3 4
OGcnyxnBaHHe  HHAMBHIAYaNbHBIX  MOJb30BaTeNeH
6udnnorexu o MBA:
1 | perucrpauus Noas30BaTENA, NoAb3ylomerocs MbA OIMH 2,0
NONB30BATEND
2 | 3amonuenne OyaHKa-3aKaza OJINH 3aKa3 3,0
3 | YTOYHCHHE YKa3aHHBIX [IO/Ib30OBATENEM CBEIEHHH © OJMH 3aKa3 2,0
3aKa3aHHOM JOKYMEHTe, LeNIX 3ampoca, HCTOYHHKE,
OTKYJa MONy4IeHbl CBEACHHS
bubmuorpapuueckas nopaboTka 3aKaza; YTOUHCHHE OJIUH 3aKa3
OuOMHorpagHIecKHX CBeACHHH:
110 CIPABOYHBIM H3JaHHAM U3 GhoHa 6ubmuoTexn 10,0
5 | mpu mOMOIM BHYTPEHHMX H BHEIIHMX 0a3 JaHHBIX 5,0
6 | mpoBepka HaNMHUHA 3anpalliMBaeMOro IOKYMEHTAa B | OIHH ZOKYMEHT 12,0
OHGIHOoTEKaX, B TOM YHCIE IO CBOJHBIM KaTaloram
7 | 3anHce cBeACHMH O HampasneHHH 3akasza mo MBA OMH 3aKa3 2,0
(nauMeHoBanHe OUONHOTEKH, AATR); OTIpABKA 3aKasa B
OGuOGIHOTEKY, HMEIONIYIO 3aNmpalliiBaeMbili JOKYMEHT
8 | mepeMemeHHe OnaHka-3akaza B KapTOTEKY 3alIpocoB | 0dHO TpefoBaHHE 0,5
mone3oBarencii mo MBA 3a pasaemurens «3anpocH nmo
MEBA, HanpapneHHble B Apyrue OHOMHOTEKHY
O | npueM AoKyMeHTa, IpHCIaHHOrO o MbA OJWH IOKYMEHT 4,0
10 | u3BemeHHe MOMB30BATENS O MOJYYCHHH 3aNpoINEHHOTO OJHH 2,0
JOKYMEHTA H CPOKaX ero Nojb30BaHus T10JIb30BATEIb
11 | BBlmava none3oBaTenio  noaydeHHeIX 1o MDA | oAHH DOKyMeHT 2,0
JOKYMEHTOB B YHTAIbHOM 3ajle; CBepKa BHLIABAEMOIO
AOKyMeHTa ¢ GiIaHKOM-3aKa3zoM, TpoBepKa COCTOSHHA
AOKYMEHTA, OTMETKA O BBIJAYE
12 | npueM A0KYMEHTA OT IIONLIOBATENA; CBEPKA NOKYMEHTA | OOWH JOKYMEHT 1,0
¢ ©OnaHKOM-3aKka3a, NMpPOBEPKA COCTOSHMA JOKYMEHTa,
OTMETIKAa O IpHEME, TOMEINEHHEe  JOKyMenTa B
CIEUHAIBHO BEIACIHCHHOE MECTO
13 | usBneuenne OGnanka-3akasa M3 KapTOTeKH, OTMETKA o0 OMH JIKCTOK 1,5
OTOpaBke JMOKYMEHTa (fata, HOMEp MNOYTOBOrO TpeGoRanHs
OTNPABACHHA); [IEPECTaHOBKa JHCTKA W3 pasjena
«llonyuenume mno MBA wuamanma» B pazjen
«Bo3sBpalieHHas auTeparypay
14 | monroToBKa HOKYMEHTOB K OTnpaBKe B OHOMHOTEKY OJHH 3aKa3 5,0
toHmoJepKaTENb; YMAKOBKA 3akaza, IPOCTaBlIEHHE
mramMna «[loyra crmensix», HanmucaHWe aapeca,
COCTABACHAE OMMCH
15 | pabota ¢ oTkazaMH; NpH ONYYEHHH H3BCLICHHS 0O OJIMH 3aKa3 4,0

OTKa3¢ HJIH 33JCpKKE BERIIIONHCHHA 3anpoca YKa3aHHC B
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Ne
n/m

HaumenoBanue npouecca, onepanun, Cocras
padoThl

EauHuna
H3MEPeHUSA

Hopma
BpeMeHH,
MHH.

2

3

4

Onanke-3aKa3e Ha 00OpPOTHOU CTOPOHE MPUUMHEL B KATHI
0TKa3a, NEepecTaHOBKA €ro M3 pasjena «3anmpochl Mo
MBA, HanpapneHHbIe B Apyrae OHOMUOTEKH» B pasuei
«OTxassl no MbA»; coobuienue B oTAEn 00CnyKHBaHHA
0 MONYYCHHH 0TKa3a (AaTa, IpHYUHA)

OOcnyxuBande aboneHtToB 1o MBA: c¢Bepka 110
kapToTeke aboHeHTOB HOMepa aloHeHTa Ha OnaHKe-
3aKase OpraHu3alluu

Opraavzauus a6oHupyeTCS:

OIHMH 3aKa3

16

IpOCTAaBJICHHE HOMepa Ha Onadke-3akase, CBEpKa
azapeca, Ha3BaHUA OpraHHu3alHH, daMunnu
otBeTcTBEHHOre 00 MDA (BHeceHue H3MEHEHHH B
KapTO9KH)

4,0

AOOHEHT 00paTHIICS B TEKYIEM FOAY BOEPBRIE!

OIOUH aOOHEHT

17

HPOCTABJICHHE B KapTOuYKe ropma olpauieHus, AATHI,
odopmnentic aboHeHTa

1,0

Opranuzauys pasee He a0OHHpOBAJIach:

OIUH ADOHEHT

18

IPHCBOCHHE a0OHEHTY HOMEpA, 3alloHEHHE KapTOYKH
peructpauns abonenta MBA u ¢opmynsp, ykasanue
NONHOr0 HAMMEHOBAHHS  OpraHu3alldd, MOYTOBOIO
aapeca, TenedoHa, (aMHIHM, HMEHHM, OTHECTBa
OTBSTCTBECHHOrO JNHUA, JaThl OTKPLITUS K HOMEpa
aCoHenTa

6,0

19

pacCTaHoOBKa PErHCTPALHOHHBIX KapTOYeK B KAPTOTEKY

OJIHa KapTo4iKa

0,5

20

othopmileHue M3BenlcHHs A aboHeHTa 00 OTKPHITHR
aboHeMeHTa (3apoc HEAOCTAIOIIAX A KapTOTEKH
CBEACHMI)

OJJHO H3BCINEHUC

2,0

21

pOBCPKa HOPaBHABHOCTH 3allO/THCHHA Onanka-3akasa,
33I0/DKEHHOCTH abOHEHTa; HpOCTAaBNICHNUC Ha 060]30'1‘8
Onanka-3aKasa LITaMna M Aatel NOTYUYCHHA 3aKa3a

OaHH OIaHK-3aKa3

5,0

22

mndpoBka 3aKa3zos abGoHeHTOB; moxbopka OnaHKOB-
3aKa30B No andasBuTy, MPOBEPKA HAMWYHMA AOKYMEHTOB
O KaTalory

OJHH OJaHK-3aKa3

3,0

23

IOAroTOBKAa JOKYMEHTA K BBIAAYE; CBEPKA JOKYMEHTA C
OnaHKOM-3aK4a30M, MPOBEPKA COCTOSHHA JIOKYMEHTa;
npocTaBlcHue Ha Onanke-3akase ummdpa ROKYMEHTa,
HHBEHTApPHOTC HOMEpa, KOJIMYECTBAa ACKYMEHTOB, JaThl
BBIAAYH, INTeMIensd OHONHOTEKH ¢ Ha3BaHHEM H
MIOYTOBBIM  @JpPEeCOM; YKazaHHE CpoKa BO3BpaTa;
BIOXeHHe  uvacTH  OfaHka-zakasa ~— aboHeHTa B
BHIAABACMBIH  [JOKYMEHT, TIPOCTABACHHE  HOMeEpa
Danaepomm

OAHH NOKYMEHT

2,0

24

MOCTAHOBKA 3aKa3a HA OuYepenb; OTHpaBka aGOHEHTY
H3BELICHUA

OHH 3aKa3

2,0
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Hopma

Ne HaumeHoBaHue npouecca, onepanun, Coctan Eaunanna
u/n paGoTnl A3MEPeHHnA BpEMeNH,
MHH.
1 2 3 4
25 | nepegaya H3ZaHHS HA KOMMUDOBaHUE OJIUH 33Ka3 3,0
26 | oTmpaBka JOKYMCHTOB alOHGHTaM; YNakoBKa 3aKasa, OJHH 3aKa3 5,0
npoctaBienue wramna «Ilouta cnenwix», HanncaHHe
ajgpeca, COCTaRJICHHE ONUCH
27 | paccTaHoBKa OJIaHKOB-33Ka308 Ha BbIZIAHHEIE | OAMH HOKYMEHT 0,5
NOKYMEHTHI B KapTOTeKy ODCNY)KHBaHWA aDOHEHTOB B
pazael «Boiaansasie no MBA n3panusy
28 | mpuHATHE HAOKYMGHTOB, BO3BpALlCHHHIX abOHeHTaMH; | OAMH ZOKYMEHT 4,0
BCKpBITHE OaHAEPOIH, NIPOBEPKA COCTOAHUA AOKYMEHTA,
yKazaHHue Ha OaHKe-3aKkase JaThl BO3BpaTa AOKYMEHTA,
nepectaHoBKa OMaHKa-3akasa B pasgen «BosspameHnas
JIUTEpaTYpay
29 | aHanu3 CpPOKOB [10ML30BAHUA NOKYMEHTOB, BHIABICHHE | OAHH JOKYMEHT 2,0
JOJKHHKOB, HANPABACHUE HATOMHHAHHUI
30 | pabora ¢ oTKa3aMu: ykazaHHe B ONaHKe-3aKa3€ NPHYHHEI OAHH OTKa3 4,0
U JATHl OTKA3a, PerucTpauus 0TKasa B YUSTHRIX (hopMax;
pACCTAHOBKA JHCTA TpeOOBaHMA B KapTOTEKe OTKAa30B;
OTHpaBKa aGOHEHTY H3BELUEHHSA 00 0TKaze
3.14, Maccosas pabota
Tabnuua 35
Hopma
Ne HaumeHoBanue npoiecca, onepauun, Cocras Eaunanna BpeMent
n/n padoThl nIMepeHus ’
MHH,
1 2 3 4
[loaroToBKa MaccoBBIX MEPONPHATHIH
OnpeaeneHue TEMBI, COCTaBa ayAHTOPHH, OIHO
OTBETCTBEHHOTO 33  MEpONPUATHS B [ENOM, | MEPONPHATHE
COCTABIEHHE IIN@HAa  TOATOTOBKM  MEPOIpPHSATHS,
BOIIPOCOB s obcyxaenus, NpHIJIALICHHE
KOHCYIIETAHTOB, JICKTOPOB, MOZ0OpKa AOKYMEHTOB IO
TEME  MEpPONpPHUATHA,  OPTaHH3aUHA  BBICTABKH
JINTEpaTyphl,  OMOBEILIEHHE  TOJb30BaTeNei 0
MEPONPHATHH 4epe3 a()HIIH, KaHabI CBA3H; BHIABIIEHUE
BBICTYHAIQIUMX; TOATOTOBKA MOMEIIEHUs; NPOBCAEHHE
COBCIIAHMA MO HTOTaM IIOATOTOBKH H TMPOBEACHUSA
MEPOTIPUATHS
1 | yHTaTEMBCKAS KOHPEPEHIHS 4800,0
2 | nuTepaTypHO-XYIOKECTBEHHBIH Beuep, Bedep KHHTH, 3600,0
JUACTIYT
3 | Beuep BONPOCOB U OTBETOB, YCTHEIN XYpHA 3000,0
4 | xnyb o uHTEpECcaM 3000,0
5 | nerckui YTpeHHHK 3600,0
6 | BUKTOpHHZ, KOHKYDC, HIPa-NIyTeLIECTBHE 3600,0

Opl"aHHBallHSI KHHXKHBIX BRICTABOK
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Hopma
Ne HauMeHoBaHHe MpoIecca, onepanun. Cocras EanHuua
n/n paboTni H3MEpeHHS PPEMENH,
MHH.
1 2 3 4
CocraBneHHe MJaHa OpraHH3ALMA | [IPOBCACHHS | OJIHA BHICTABKA
BBHICTABKH; BBHIABJICHHE HoTOOp  JIOKYMEHTOB;
NOATOTOBKA  COMPOBOAMTCNBHON JOKYMEHTALMM K
BBICTABKe; MOHTaX  BBICTABKH,  OpraHu3auus
AHGPOPMALHOHHO-PEKIaMHOM paboTei no
HONYNSPH3AHUKM  BBICTABKHM, TNOIABEACHHE  HUTOTOB
paboTsI:
7 | mraHa BHICTABKH 600,0
8 | BHICTABKH 1O TOTOBOMY ILIAHY 360,0
O | onepaTHBHBIX BHICTABOK HOBHIX MOCTYRJIEHHH 120,0
Pexnama Oubnmorexu; pabota 10 TNpPHBIEYEHHIO
TONb30BATENEH:
10 ) monroToBKa peknaMHOrO CcOOOLICHHA B CpeACTBax | OAHO coolIleHne 300,0
MaccoBO# HHQOpMalUH, IS pasMellleHHd Ha calite
OubnnoTeku, nmoprayie CNenUATBHBIX OGHOMHOTEK, Ha
asTouR(popMarope ) paboTe GuGnuoTexH,
0co0CHHOCTAX $YHKIIHOHKPOBAHHS Pa3sAHYHbIX
NOApazcNCHUI, HOMEHKNATYpe YCHIYT,
NpPEeOCTaBIIEMEIX 6nbaHoTEK O, H Ipyro#
HHpOpMALIH
11 | moaroToBka IUTaKata © JACATCNEHOCTH OHONHOTEKH OJIHH TJTaKaT 300,0
(BbIOOp TEMBL, ONpEACICHHE coAepanus i GOpMbI)
[ToaroTonka Oyxneta o OnbmoOTEKE: oJuH OyKner
12 | OAKH JHCT, IBYXCTOPOHHASA neUaTh (bopMaTt Ad) 600,0
13 | nBa aucTa U Gonee 1200,0
14 | opranusauus IKCKypcHii mo OuOaHOTEKe; NPHEM M | OJHA SKCKYpPCHA 60,0
oGOpMICHHE 3AABKH, YTOUHCHHE TEMBbl IKCKYpCHH H
COCTABA DXCKYPCAHTOB
Briseaenne TIOTeHHHANBHBIX noas3osarenei
OUOMIOTeYHO-HHPOPMALHOBHBIX YCIYT OHOIHOTEKHU:
15 | npocMoTp nipecehl  «MHTEpHET)-peCYPCOB OIMHH JOKYMEHT 3,0
16 | cbop H anann3 uadopmauun | OOHH AOKYMEHT 8,0
0 KOHKYPEHTOCOCOOHOCTH GHOmHoTeKn
17 | BEIiCHHE KapPTOTEKH NOTPEOHTENLCKOTO PhIHKA 0JiHa KapToyKa 0,3
18 | BcTpeun ¢ DpeAcCTAaBHTENIMH GHpPM, OpraHH3aLHiA, OIHO 120,0
OpEAnpUATHH MEPONPUATHE
[Tprmeyanue:

- BpEMS NPOBCHACHHA MACCOBBIX MCPONPHATHH, BBLICTABOK JMTCPATYpbl M 3KCKypcuil B
HOPMY BpeMeHH He BXOIUT;

- NIpH OpPTaHHU3alMH BBIC3THOH BLICTABKH K HODMaM BPEMEHH I[IPHMEHSeTCs NOBHINAOIHU
koxpduuuent 1,1.
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3.15. CnpaBoyHas W uadopMauuoHHaa pabota. OpraHusanus  CHPaBOYHO-
bdubnnorpaduueckoro annapara (CEA)
Tabnuua 56
Ne HaumenoBanue nponecca, onepauun. Cocras Enunnia Hopma
n/n paboThl HIMEPCHHR EpeMent,
MHH.
1 2 3 4
IlpocMotp ® 0oTOOpP [MOKYMEHTOB H3 TeKyWHX
NocTynNeHui 1 BKmodyeHns B ChA;
1 | miocKkoneyaTHbIe KHHIH Ha OyMaXKHBIX HOCHTEAX OJTHA KHHTA 4,0
2 | nnockoneYaTHbie KHHIH Ha ONTHUYECKHX HOCHTEIAX 0HA KHUTa 6,0
3 | cTaThH M3 NIOCKONEYATHHIX COOPHHKOB, XYPHAJIOB OJIHA CTATBA 3,0
4 ) cTaThH W3 Taser oJHa CTaThi 2,0
5 | penpedHO-TOUCUHBIC KHUTH OFHA KHUTA 6,0
6 | craThH 13 penbedHO-TOUSHYHBIX COOPHUKOB, KYPHAIIOB OJHA CTATHA 4,0
7 | ayAMOBH3yaNbHBIE HM3JaHHA H2 AHATOTOBBIX U OHAa KHUTa 6,0
LHGPOBBIX HOCHTENAX
8 | craTbH U3 3BYKOBHIX COOPHHKOB, XYPHAIOB OJHA CTATHA 5,0
9 | GuGimorpapaueckue nNocoOHA, BTOM 4HCIE HA OIHA 3aITHCh 0,7
ONTHYCCKUX HOCUTENAX
10 | IETOMHCH KHIKHBIX, SKYPHATBHBIX H FAa3¢THHIX CTaTeH OJIHA 3alliCh 1,0
11 | npuxHmXHBE OMOIHOrpadHIeCcKHE CIHCKH QJIHA 3aMHCh 0,7
12 | mpocMoTp u 0TOOpP IROKYMEHTOB U3 BHeHHX bJ| OJIHa CTATBSA 6,0
NePHOAHYECKHUX M3JTAHUH 1id BKmoueHH:A B CBA:
13 | cocrapaenue Gubnuorpaduyeckoii 3anucu OJHA 3aIIHCh 4,0
CocraBieHHe  aHHOTaUMil, M3YUYeHHE JOKYMCHTA, [ OXHA aHHOTaHMA
HAMUCAHHE TEeKCTA:
14 | aHROTHpOBaHHE KHHUT 120,0
15 | anroTApoBanne cTarei 60,0
16 | ananuTH4yeckas pOCHUCh JKYPHAJNBHBIX, Ta3eTHBIX | OJUH JOKYMEHT 4,0
cTateil, cOopHuKoB, OuGmuorpadudueckux nocoOHii;
O3HAKOMIICHHE ¢ COASPKAHMEM H3AAHHA, COCTABICHHE
AHATTUTHYECKOH POCIINCH
17 | cucTemaTH3anus kapTodeK Ha OTOOpaHHEIE MU | OHHA KapTouka 2,0
pmoyeHss B CBA ROKyMEHTHI MO THMaM KaTalmoroB
M KapTOTCK; MPOBEpKAa  HHAEKCOB,  pacCTAHOBKA
KapTOUKH
Oprammsaiis TeMaTHuecKx cnpapounbix bJI:
18 | mpocMoTp, 0160P B cHUCTEMATH3ANUSA AOKYMCHTOR IS |  OJUH AOKYMECHT 10,0
BKmoyeHus B B/, BROA HHpOpMaLMK
19 { pemaktupoBanue BJI: BRecenne B GuOimorpadpuyeckyro OJTHA 3aIMHCh 1,0
3amUCh  JONONHEHHH M H3MEHEHHH; HCKIMOYeHHe
3amyiCH Ha BRIOBIBIIHE JOKYMEHTEI
20 | BBOA HOBHIX pYOpHK onHa pyophka 1,0
Opranusanuda monHorexerosex B
21 { npocMoTp, oTOOp U NpeAMETH3ALUA JOKYMCHTOB AI4 | OJMH JOKYMEHT 10,0
BIIIOueHHA B B]]
Beon e B Onbmmorpajguueckux  3ammceit O[(HA 3a0HCh
IJIOCKONICYATHEIX H3AHHHA:
22 | Tpy HAJTHYHH 3alTHCH B JICKTPOHHOM KATalIore 2,0
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N Hopma
L HaumenoBaHue npouecca, onepanuu. Cocras Eanuina
W patornl H3MepeHust BpEMenn,
MHH,
1 2 3 4
23 | mpu cocrasnenHn HOBo# 6ubanorpagpuueckoit 3anncu 6,0
24 {npH DOMOMHUTENBHOM MHOHCKE HHpOpMaUMH B 16,0
«HurepHere»
25 | cKAaHHPOBAHHE TEKCTA HOKYMEHTA ¢ PACMO3HABAHHEM; | OJHA CTpaHHLA 6,0
dacnpagienye omubox
26 | penakTapoBanue bJl; BHeceHue B Oubmmorpadrueckyio OJIHa 3aIHCh 1,0
3aniCh  JONONHEHHH H H3MEHEHHH; HCKIIOYCHHE
3aMMcH U TEKCTa W3JIadiA Ha BHIOHIBLINE JOKYMEHTHI
Oprann3auyg KapTOTEKH NePCOHANHH:
27 | ompenenexnye U COCTABIICHHE NEPCUHA JIUII, CBEACHHS O | OOUH JOKYMEHT 20,0
KOTOPBIX OTPaXalOTCA B  KapTOTEKe; MNpoCMOTp
HHGOPMAIHOHHEIX H3HAHHH 74 NEPBHYHBIX
JOKYMCHTOB; OTOOp HNOKYMEHTOB AN BIJHOUCHUSN B
KapTOTEKY
28 | TexHHuecKas " cofepxareNbHas o6paboTka | OmMH AOKYMEHT 3,0
JOKYMCHTOB JIJifl BKSIOUCHHA B KAPTOTEKY; PacCTaHOBKA
KapToyek no andasuty (PaMHIAH aBTOPOB H MO BHAAM
HOKYMEHTOB
29 | aeTanMzalMsa  pasiENoB; HAMHCAHHE M PACCTAHOBKA OAHNH 2,0
pazaenurenci pa3fCIHTEND
30 | penakTHpOBaHHE KapTOTEKH; BHECSHHE WCMIPaBNEHUH, | OJHH AOKYMEHT 1,0
AONONHEHNH, H3IMEHEHHH
Opranusauys pakrorpaduueckoil KapTOTEKH:
31 | ompenenenve npeamera, o0ObeKYa KM OCHOBHBLIX | OJMH NOKYMEHT 3,0
IPH3HAKOB JUIA OTpaXCHHA B KapToTeKe; MPOCMOTD
H OTOOp MOKYMECHTOB VIl BKIIOUYEHHA B KAPTOTEKY;
3aHECEHHEe OTOOpaHHBIX CBEACHHIT HA KapPTOYKH
HHDOPMALHOHHOTO MacCHBA
32 | peXaKTHPOBAHUE KAPTOTEKH; UIPOBEPKA DPABHILHOCTH | OJMH HOKYMEHT 2,0
CBeZleHHH M ykasaHH#l 00 HCTOYHHMKaX HHGpOPMaLHH;
BHECEH#C HCIPaBIECHHMH
33 | HammrcaHKe ¥ PACCTAHOBKA pasaenuTenci OIMH 2,0
paz/eNuTeNb
OpraHuzaius TEMATHICCKHX MMaNQK Ta3¢THBIX BRIPE30K:
34 | npocMOTP M CHCTEMATH3ALMA Na3eTHHIX BHIPE3OK OJHa BHIPE3KA 3,0
35 | obopMireHHe BLIpE3OK AN XpaHEHHs B TEMATHYeCKHX | O/HA BBIpE3Ka 4,0
falKax; Kparkoe onucaHie HCTouHNIKa
3.16.  CnpaBoudan ® wundopMauHoHHas pabora. CnpaBoYHO-OnOMUOrpaduueckoe
obcayKHBaHHE
Tabnunua 57
Hopma
Ne HaumenoBanne npounecca, onepauun. Cocrab Ennnruna BpemeHn
n/n paGornr H3IMepeHHs ’
MHH.
1 2 3 4
[Ipuem Gubnuorpabuyeckix 3anpocos:




119

Ne Hanmenosaune npouecca, onepaunn, Cocras Eannuna Hopma
n/a paGoThl H3MEpCHHA BpeMenn,
MHH,
1 2 3 4
1 | mpuem Oubauorpadudeckore 3ampoca; YTOUHEHHE OIHH 3anpoc 1,0
TeMBl, HENeBOre U  YUTATEJIbCKOTO  Ha3HAYeHFA,
HOJAHOTHI HCTOYHHKOB, THIIOB, BUAOB "
XPOHOIOTHYECKHX PaMOK 3alpoca
BeInonHeHHE cpaBoK
TemaTnueckas cnpaBka: HOHCK B OTOOp AOKYMEHTOB; | OJHA CIIpaBKa
cocTapaeHie OubMorpadgUYECKoro onHcaHu:
2 { nuceMeHHaa cnpaska (110 HCTOYHHKOB) 10,0
3 | ycTHas cnipaBka {1 WCTOYHUK) 2,0
AnpecHo-Onbnuorpaguueckas cripaBKa: YCTAHOBJICHHE | OJHA CTIpaBKa
HAJIMYAS WM MECTOHAXOXKICHHUA JOKYMEHTa HIH €ro
YacTH B poHAe GHOMHOTEKH:
4 | nucpMeHHasn cnpaska {1-10 RCTOYHNKOB) 10,0
5 | yctHas cnpaBka {1 HCTOYHUK) 2,0
YToyHAOMiasA CApaBKa: YCTaHOBJIEHWE H YTOYHEHMe | OfHa CRpaBKa
1EMEHTOB ONOAMOrpadhHuECKOTO ONUCAHN:
6 | nucemennas cnpaBka (1-10 HCTOYHHKOB) 10,0
7 | yerHas cnpaBka {1 MCTOYHHK) 2,0
daxrorpaduyeckas CIIpaBKa: YCTAHOBJIEHHE | OIHA CIIPABKA
KOHKPETHBIX CBeAeHHH o CoOBITHAX, 0ObBeKTax,
npoueccax, garax:
8§ | muceMennas cripaska (1-10 mcrounukos) 10,0
9 | ycrHas cripabka (1 HCTOYHHK) 2,0
CocTapneHHe  TEMATHUSCKMX  OuOMHorpaduueckux
CIIHCKOB:
10 | mouck, oTOOP H  CHCTEMATH3aHHA NOKYMEHTOB, | OIHH OOKYMEHT 7,0
cocTaBieHHe OnbnnorpadhuiecKoro onHcaHus
11 | odopMieHue cnKcka; BLIBOX Ha MPHHTEP, OTApPABKA MO OJMH CIINCOK 10,0
MEKTPOHRON MOYTe, KOMUPOBAHME HA CBEMHBINH
HOCHTEb HONb30BATENA
Benenne GoHAA BLIIIONHEHHEIX CIIPABOK:
12 | perncTpans BRIMONHEHHOH CNPABKM B XXypHaie 0114 clipapka 2,0
13 { BBON TeMATHYECKOH CcHpaBKH B JIEKTPOHHBIN apXHB | OHHA CIPAaBKa 2,0
BBIITOJITHEHHBIX CTIPABOK
3.17. Cnparousas ¥ uHpOpMauuoHHas pabota. bubnuorpaduueckoe nHpopMIpoBaHEE
Tabnuua 58
Ne HaumeHoBaHHe Npoliecea, onepaunn. CocTan Eauauna B;le[;f::;
n/n paGoTsl HIMepeHHs ’
MHH.
1 2 3 4
BeisBneHue HHGOPMALIHOHHBIX noTpebHocTeH
CUCHUANHCTOB METOROM AHKETUPOBAHU !
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No
n/n

HanmenoBanpe nponecea, onepaunt. Cocras
paboThl

Eaupnnna
H3MepeHHA

Hopma
BPEMeHH,
MHH.

2

3

4

onpesiencHuE KOHTHHTCHTA notpedutenci
HH$popManuy; paspaboTka 3asBoK Ui oNpeleNeHus
HHPOPMALHOHHBIX  3allpOCOB;  pacChBUIKA  3adBOK;
0o0paboTKa NOJYYCHHBIX 3ajdBOK; COCTAaBJICHHC Ha
OCHOBE IOJYYEHHBIX JAHHBIX KAPTOTEKH KOHTHHICHTA
notpebuteneit uaPopMauA U HX HHOOPMAHOHHBIX
3ampoOCoOB

OAHH

notTpeduTENs

60,0

3axmoyeHne ¢ aboHeHTaMu
nHpopMalHOHHOE 06Ty KHBaHHE!

OOTrOBOPOB  Ha

AHATTH3 JAHHEIX O 3aHHTEPSCOBAHHOCTH alOHECHTOB B
HHOOPMAMOHHOM  OOCNMY)XMBAHHM H  PeXHMaXx
H3GHpPATEIILHOTO pacnpocTpaHeHHs H
PETPOCTIEKTUBHOTO MOHCKA; 3aKIMIOUCHHE H IIEPECMOTP
JAOTOBOPOB

OIHH JOI0OBOD

90,0

CeTH aBOHEHTOB
pacnpocTpaHeHHuA

CHCTEMBI
HH(pOpMALHH

bopmupoBanue
U30HUpaTeLHOTO
(UPH):

OIpEACIICHHE KOHTHHIeHTa aGoHEeHTOB cHeTeMBl YIPH;
BEISIBNIEHME THHOBBIX M HHIAMBHAYANbHEIX 3alPOCOB
aGoHEHTOB; H3y4eHHe, KiaccubHKauns U HHIASKCAURS
3allpocoB; BBOI JI@HHBIX O 3aMpocax B aJpecHyo
KapTOTEKy

OIMH aboHeHnT

60,0

IMoaroToBxa CHTrHAIBHOIO ONOBCINIEHHS B CHCTEME
HPH:

BBIABIECHHE, MHpOCMOTp H OTOOp MAaTepHAIOB M3
TCKYIMX MOCTYyINeHMH; oTnpabka HHpOpPMAUNH
noTpeOUTEIO

O0OHO
OTIOBECHICHHEC

20,0

rpynnoBoe Oubnuorpadnyieckoe nHGOPMHUPOBIHHE

$OpMHUPOBAHUE COCTABA PN aDOHEHTOB

OoAHH abDOHEHT

10,0

YTOYHEHHE  TeMbl,  COIJIAaCOBaHHE
HHGOPMALIMH, BHIOB JOKYMEHTOB

HCTOYHHKOB

0AHAa TEMA

20,0

[Touck AOKYMEHTOB AnS HHGPOPMALUHA, COCTABIIEHHE U
OTIpaBKa ONOBEIICHHS:

OAHO
ONOBCIUCHHES

MHCEMEHHO

10,0

YCTHO

10,0

OnepaTHBHOE HHOOPMHUPOBAHHE MO 3AMPOCY:

(opMupoBaHHEe CeTH aOOHEHTOB; BBIABICHHE THMOBEIX
H HHAMBHIYAJNBHEIX 3aITPOCOB

OIMH abOHEeHT

5,0

10

H3YYEHHE H KNacCH(PHUKAIIUM 3apOCOB; BBOJ AAHHLIX B
aJIPECHYIO KapPTOTEKY

OJIFTH 3aITpOC

7,0

Hanucanue 0630poB 1 cripabBok

BrianeHue v 0100p HCTOYRUKOB; 06padoTKa ¥ aHaNu3
0T0o0paHHBIX AOKYMEHTOB; HaNKCaHHe TekcTa o63opa /
CTpaBKH:

OJHH aBT. THCT
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Ne
n/n

Haumenosanue npouecca, onepanun, Coctas
paboThI

EavHALIA
H3MEPCHHA

Hopma
BPeMeNHH,
MMH.

2

3

4

11

¢ NEPBHYHLIM HCTOUHHKAM

6000,0

12

¢ BTOPHYHLIM HCTOYHHKAM

4200,0

13

Habop ¥ ¢popMaTHpOBaHHE TEKCTa 0030pa / CIIpaBKH

OHHa CTPaHMLA
(1800-2000
3HAKOB)

20,0

Opranuzauns U NPOBEACHHE YCTHBIX
Sudnnorpadmuecknx 0030pOB HOBHIX NOCTYIUICHHH

OT16op HOBBIX MOCTYIUIEHHH 110 3apaHee 00BLABNEHHOM
TEMATHKE; CHCTEMATH3aLMs HCTOYHHKOB IO TEMaM,
NPOCMOTP M @HAIA3  JOKYMEHTOB; oadOpKa
fubnuorpapuuecknx omucanuii, KpaTKuxX AHHOTALUH,
pedeparos Ha oToOpaHHBIE UCTOYHHKOB; MOATOTOBKA
pyxonmucu Oubsamorpadguicckoro 0630pa;, KOIHYESCTBO
NPOCMOTPEHHAEIX K OTOOPaHBEIX JOKYMEHTOB!

onuH 0030pa

14

40 50 JOKYMEHTOB

600,0

15

cBhile 50 AOKYMEHTOB

1800,0

Togroroska GHOMICTEHA HOBBIX IIOCTYHJ'IBHHﬁ

OnpenelneHne TEMaTHYECKHUX IPaHHUL OMCKa H oT0opa
AOKYMEHTOB; co3flaHHe pybpuxaropa OIOJUICTEHS;
BBIABNCHHE H OTOOD B MACCHBE TEKYLUMX MOCTYILIEHHH
HCTOYHHKOB MHopManuy; monbopka aHHOTaLHM,
pedepatoB; KOMHYECTBO NPOCMOTPEHHEIX JOKYMEHTOB!

oflHa BIOJIIeTeHE

16

J0 50 HOKYMEHTOB

300,0

17

cBEILIE 50 ZOKYMEHTOB

600,0

IToaroroska Tekymux Subnuorpadpnueckux nocodbuit

BruiGop Tembl nocobus, BoseleHve U oT0Op
JOKYMEHTOB, (OpPMMpOBaHMEe pa3genos nocodud,
aHHOTHPOBaHUe KOKYMEHTOB, noxbopka
¢paxrorpaduyeckoro  Marepuasna,  MINIOCTpauMid,
COCTABJICHHE TEKCTa, BCMOMOTATENBHHIX YKasaTened,
KOMIBLIOTEPHBIH Halop, KOHCYNBTAllUH y
CHIEUHANUCTOR HA pa3slIW4YHBIX 9Jranax paboTsl,
obcyxnenne H AopaboTKa 0 3aMEaHUAM

OAMH aBT, IACT

18

COCTABICHUE 6ubnnorpaduueckoro yKaszatens,
KATaNora, MyTeBORUTENS, CIIPABOUHHKA

15000,0

19

NOATOTOBKA KOMMEHTapHER, NpHMEYaHH
NPOCBETUTENBCKOTO  XapakTepa, He Tpebyiommx
cnenHafbHbI UCCHeJ0BalHi

6000,0

20

NOATOTOBKA KOMMEHTapHeB, IpHMEYaHHH HaydHo-
HCCIIEAOBATEALCKOTO XapaKTepa

12000,0

Toaroroska PETPOCTICKTHBHEIX Hay4HO-
BCIIOMOTATENBHEIX GubIHOTpaduueckux ykazateneii:
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Ne
nn

Hanmenosanue npoiecca, onepantu. Cocran
paborsl

Eaunnua
HIMEPCHAN

Hopma
BpeMEHH,
MHH.

2

3

4

21

BRIOOp TEMBI, CO3AaHHE aBTOPCKOTO KOJUIEKTHBA;
paspaboTka HHCTPYKTHBHO-METOAUYECKHX
MaTEpHANOB; BbiABACHHE U oT6Op NOKYMEHTOB; paboTa
Han OGubaumorpadHveckoll 3anHCHIO;, AHHOTHpPOBAHME;
Oubnnorpaduveckas  IPYNIHUPOBKA;  COCTABJICHHE
BCHOMOTATENBHEIX  YKasaTenel;  KOMNBIOTEPHBIH
Habop; obcykaenne u JopaboTka mo 3aMeYaHHiIM

OQIHH 4BT.JTHCT

10080,0

CocraBnenue aHHOTHPOBaHHOrO GuGmorpaduveckoro
wim  Onobdubnuorpapnueckoro  ykazatens  no
aKTYaNbHOH TEMATHKE ¢ XPOHONIOTHUECKHM OXBAaTOM OT
2 1o S nert:

OOHH aBTJIHCT

22

HA PYCCKOM S3BIKE

10080,0

23

¢ BxmoucHHeM oT 30% no 40% obnrema nmyGrmuxannit
Ha UHOCTPaHHBIX A3BIKaX

12600,0

24

COCTABJICHME AHHOTUPOBAHHOTO Ombnuorpagmyueckoro
yKazaTens MHOT0OTPACIICBOTO COnEpKaHMs
¢ XpoHONOrHYeckuM oxeatoM g0 100 ner, Tpebyrommero
CIUIOMIHOTC MPOCMOTPa AOKYMEHTOB, IOHCKA COKHBIX
OnOnnorpadudeckix H3gauni

OJHH aBT.JUCT

21000,0

Cocrapnenue
fubnuorpaprHeckux CHUCKOB

PCKOMCHIATCIIEHBIX

BeiaacHHE cnpoca noTtpeOuTencd, omnpeaencHHe
TeMbl, OTOOp HOKYMEHTOB, COCTaBJIECHHC OHEpKa,
KOMIOBIOTEPHBIH Habop, BHECCHHE UCTIPARJICHHIA;

OJHH CITHCOK

23

no 10 zanuceit

30,0

26

ceeie 10 zamuceti

30,0

TToAroToBKa aHAHTHYECKHX 0030poOR

BoiaBnenne u  or0op JOKYMEHTOB, TMOATOTOBKA
pyOpukaTropa, W3Y4eHHME U OUCHKA JOKYMEHTORB,
CHCTEeMAaTH3aLHA MarepHaia, COCTABJICHUE
aHaIUTHYeCKoro 0030pa, KOMNEBIOTepHBIH  Habop,
obcyxaeHre 1 A0paboTKa N0 3aMeYaHusAM:

OJMH aBT.JIHCT

27

110 NEPBHYHBIM HCTOYHHKAM HA PYCCKOM A3BIKE

10080,0

28

IO CMEIIAHHBIM TCPBHYHEIM BCTOUYHHKAM

12000,0

29

0 NEPBHYHEIM HCTOYHHKAM Ha HHOCTDAHHBIX A3BIKAX

13800,0

CocrapneHne sxcnpecc-HHGOpPMALHH:

30

BhIABIEHHe H  oTOop Marepuana 1o
CHCTEMaTH3AiiMs; KOMIBIOTEPHBIH Habop

TEME,

OJHH aBT.NHCT

4500,0

Cocrasnenne pedepara:

31

H3Yy4eHHEe H AHAIH3 AOKYMEHTa; COCTABAEHHE TEKCTA
pedepata;  koMneloTepHBI  Halop;  BHeceHHe
HCpaBNCHUH

OJHH ABT.JIUCT

6600,0
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3.18. Hay4yHo-meroaudeckas paGota

Tabnnna 539

HanmeHoBanue npouecca, onepaunu, Coctan
patoTEH!

Enunnna
H3MEpeHHSA

Hopma
BpeMeHH,
MHH.

2

3

4

TloaroToBka METOAHYECKHX NOCOOUI, peKOMEHAAIIHI:

paspaGoTKa HOBOW TEMEI, H3YYCHUE TEMBI, BLIABICHHE
¥ aHamu3 JOKYMEHTOBR MO TEME; YHTAaTelIbCKOE H
LENEBOE  HAa3sHA4YCeHHe Hoco0MA,  PeKOMEHallmii;
COCTABJICHHE NIPOCIIEKTa; HAHCAHHUE TEKCTA

OJIUH aBT.MUCT

18000,0

Momudukauma  paHee  paspa0OTaHHOM  TEMBEI;
BBIABREHUE M H3YYEHHE HOBBIX JOKYMEHTOB H
HaKoIUICHHOT0 OHONHOTEKaMH oOnblTa IO  TeMe
nocobus, pekoMeHJaiui; YTOUHEHHE, BHECEHHE
H3MEHEHHH B CTPYKTYPY K BTEKCT B COOTBETCTBHH ¢
JOCTHIKEHHUAMH OHONUOTEYHOH TEOPHH H TNpPaKTHKH;
nopaboTKa / epepaboTka TeKcTa

OJHUH aBT JIACYT

10200,0

PaspaboTtka  JOKYMEHTOB, PEriaMeHTHPYIOLINX
JEATENBHOCTD OMONMUOTEK, MONOKEHMI, HHCTPYKIIHUM,
NPOEKTOB NOCTAHOBJICHHI, YCTaBOB, 3aKOHOJATEILHBIX
AKTOB:

paspaboTka HOBOM TeMBI; BBLIABNCHHE, H3YUEHHE,
aHanu3  ACHCTBYIOIIMX  JIOKYMEHTOB IO TeMe;
HanHCaHHe TEKCTa MpPOoeKTa ROKYMEHTA; 00CYKAeHHe H
anpofatis  aokymeHTa B OHGmHoreke;, popaborka
JIOKYMEHTa; IOATOTOBKA K YTBEPKIACHHIO

OAHH aBT.JIHCT

20400,0

MomudHKauusg panee pa3paCOTAHHOTO JOKYMEHTA;
aHANTU3 H OLICHKA JIOKYMEHTAa; MOHCK H OTOOpP HOBBIX
OCHCTBYIOIOMX JOKYMEHTOB II0 TeMe; BHECEHHE
H3MEHEHHIt B TEKCT JOKYMEHTa, OOCYXKICHHE H
JopaboTka JOKYMEHTA; HOATOTOBKA K YTBEPKACHHIO

ONVH aBT.THCT

9000,0

PaspaboTka y4eTHBIX ¢opM, Tabimn, 0dpasyos:

YyTOYHeHHE MpeaMera, 00beKTa, cOOepKaHHd yYIeTHOM
(opMe1, Tabmuuer, 06pa3na; oTO0p W CHCTEMATH3AINA
nokaszateneii; paspaboTka MakeTa yueTHO#l (OpMEI,
tabnuupl,  ofpasna;  oOCyKaeHMEe — JNOKYMEHTA,
HOATOTOBK2 K YTBEDAICHHIO

OOHH aBT.JINCT

9000,0

CocTaBneHHe  pEeKOMCHJAUMH MO0  BHEAPCHHIO
perIaMeHTHPYIOUINX JOKYMEHTOB B NIPaKTHKE:!

paspaoTka METOAMYECKUX pEKOMEHJAlMiA,
HHCTPYKUHH, IUIAHOB IO BHEAPEHHK) HOPMATHBHOH
AOKYMEHTAlHH; HOATOTOBKA TEKCTA

OIOHH aBT,JIHCT

16500,0

IToxroroska NUCHMEHHBIX KOHCYNBTalHiH,
METOIHYECKHX THCEM:!

BEIIBJICHHE H aHAMH3 JOKYMEHTOR MO TeMe; H3YUCHHE
H obobmenue onnita paboTel GHONHOTEK; MOATOTOBKA
TEKCTa; 00CYKIeHHE H AopaboTKa TeKcTa

OJWH aBT.JIMCT

10200,0
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N Hopma
0 HaumenoBanue nponecca, onepanun. Cocras Eavuuna
n/n padoTnI H3MepeHus Bpemern,
MHH.
1 2 3 4
IToaroTroBrka o0630poB AearensvHOCTd OuOMHOTEK NO
ONpeNeIeHHONH TEMaTHKE:
8 | onpemesneHue TEMBI H XPOHOJOTHYECKMX [I'DAHHMIl | OAHH ABT.JIUCT 10800,0
o630pa; BBIBJICHHE, HNPOCMOTP, OTOOp H  aHaM3
JOKYMCHTOB 10 TeMe o0030pa; DIOATOTOBKA TeKCTa;
o0cyxIeHue U 1opaboTia TEKCTa
Penensuposanue HaY4HBIX, METOANHECKHX,
HHPOPMALIMOHHBIX U APYTHX MAaTEPHAIIOB:
9 | 4yTeHHEe penCH3UMPYEeMOro MaTepHala; OLUSHKA €ro B | OJHH aBT.JIMCT 900,0
LOENOM, OTOENBHEBIX 9acTeid; YCTAHOBIICHHE
COOTBETCTBHSA YHTATENIBCKOMY H HEACBOMY
HA3SHAYEHHIO, HAYYHBIM H METOAMYSCKHM TPeOOBaHHAM
10 | HamucaHHe pelleH3uH OJHH aBT.JIUCT 1500,0
ToaroTosxa nekuwi, KOHCY BTN
Pazpaborka NaaHa JEKUMH, KOHCYNBTALHH, NOOOOpKa
JUTEPATYphl, COCTABJICHHE CNHCKAa  JIHTEPATYphl
K JIEKIIHH, KOHCYJIbTALIHH, MIOATOTOBKA TCKCTA:
11 | nepBivHAS JIEKIHSA OIHA JEKIHA 1800,0
12 | moBTOpHas JEKINA, C YIETOM HOBOTO MaTepHala OHHA JIEKIUS 360,0
13 | mepsYYHAs rPyNNOBAsY KOHCY/IETALHS OIHa 1500,0
KOHCYIbTalMs
14 | moBTOpHAA rPYNNOBas KOHCYALTAHKS ¢ YIETOM HOBOTO 0/JHa 300,0
MaTepHAIa KOHCYJIbTAUHS
15 | yeThag MHAKBHAyaAIbHAS KOHCYIBTAIIANA onHA 600,0
KOHCYNIBTAINUS
[IpoBeneHHe MPaKTHKYMOB, CTAXHPOBOK
OnpenencHue TEMBL, 3a7aHus NpaKTHKyMa,
CTaXHPOBKR (7-10 nueit), BLIABIEHHE NHTEPATYPHl HO
H3Y9a€MOMY  BOIIPOCY,  COCTABJICHHE  IpajHKa
NpPOBEACHAS 3aHATHH, HOArCTOBKA 3aKIICYECHHS O
IPOX0AKASHHH NPAKTHKYMa, CTAXXHPOBKH:
16 | npakTuKyM (MHAUBHIYaNbHEIA, TPYNNOBOH) OIINH NMPAKTHKYM 2400,0
17 | craxxupoBka (MHAMBHIYaNbHad, TPYRNOBadA) OJIHA CTAKUPOBKA 2700,0
[lpakTHka  CTYACHTOR  BBICIOMX W CPEOHHUX
CNEeNMANBHBIX VIeOHBIX 3aBeIeHHMIl:
18 | moaroroBka M OpraHW3alyg NpPAKTHKH CTYAEHTOB (X0 | OOHA NIPaKTHKA 5400,0

30 nueii); paspaboTKa IUTaHa NPAKTHKH, COIVIACOBaHHUE
€r0 C PYKOBOAMTENEM TIPaKTHKH; COCTAaBJICHHE
rpaduxa mocelieHHs CTPYKTYPHBIX NOApa3feNeHHil;
OpraHM3alda TNPaKTHUECKHX 3aHNTHH; NoaBeneHue
HTOrOB TNPAKTHKK, COCTABJICHHE  XapaKTEPHCTHK
MpPaKTHKAHTOB
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Ne
n/n

Hammenosanne nponecca, onepanun. Cocras
paboThi

Eanauna
HIMepeHHs

Hopma
BPEMERH,
MHH.

2

3

4

[loceinenne GHOMHOTEK, BHIC3IAB B KOMaHAMUPOBKH ¢
LENBI0 H3YYeHHd paCoTHl U OKa3saHHd METOOHMYECKOH
TMTOMOLIIH:

19

AOATOTOBKA K KOMaHAHPOBKE; YTOUHEHHE CPOKOB H
nened KOMaHIHPOBKH; O3HAKOMIICHHE ¢ JOKYMEHTAMH
H MaTepuajaMH NPeIbIIyLIMX BBIE3AOB M MyOuiuKanui
B NeYaTH; COCTaB/ICHUE NUIAHA KOMAHAMPOBKH

0oJHa
KOMAHTHPOBKA

660,0

20

COCTaBJICHHE OTYETA / CIIPaBKH O MPOBEICHHOMN paboTte

ONHH OTYET

1200,0

21

COCTaBJICHHE  aBAHCOBOTO  OTYeTa, 3aHONHCHHE
OTYETHOTO OJIAaHKA

OHH OTYCT

60,0

PaboTa HayuHO-OpraHU3aMOHHOTO XapaKrepa:

22

MIOAYOTOBKA H TIPOBEAEHHE TEOPETHISCKUX, HAydHO-
NPaKTHYeCKUX KoH(epeHumit; onpelnencnue cocrasa
OprKkOMUMTETa M YYAaCTHHKOB  KoH(epeRuuu;
dopMupoBaHne 4 YTBEPKACHUE IPOrPaMMBI;
OpTaHU3ALMOHHBIE MEPOTIPHATHA; BRIPafOTKA HMPOEKTa
PEKOMEHIALHH, (PHHAHCOBO-XO3AHCTBEHHOE
obecnievenre; aHAIA3 U OLieHKa paboTel KoHdepeHnny;
MOABEAECHHE HTOTOB

ORHO
MEpOnpHUITHE

6000,0

23

NOArOTOBKA M NPOBEACHHE CEMHUHAPOB, KPYTIBIX
CTOJIOB; OMpeNeeHUe COCTaBa YYACTHHKOB, CpoKa M
MECTa NPOBEACHHA MEPONpPHATHI; dOpMHpOBaHHE H
YTBEPXKACHHE NpOTpaMMBEI; nHbopMalHoOHHOES
ofecrieuenne; BEIPAbOTKA NPOEKTAa PEKOMEHAALMH;
aHanM3 B OLCHKa MEPOIIPHATHI

OIHO
MEPOTIPHATHE

3000,0

[Mpumevanne:
- TpH TPOBEACHHU MEPONPUATHH HAa MEXAYHApOAHOM YPOBHE K HOPME BPEMCHH

TpuMeHseTcs nossimatomuit koabdunnenr 2,0, Ha deaepansrom yposse — 1,85;
- BpeMsi TPOBEJIEHHMS JEKIMH, KOHCYJIBTAlMH, NPaKTHKYMOB, CTaXKUPOBOK, TPAKTUK,
npeOhIBaHUA B KOMaHJHPOBKaX, NPOBEACHAS KOHpEepeHIIMH, CEMHHAPOB, KPYTTILIX CTONOB H BPEMA,
CBA3aHHOE C H3JAHHEM MAaTepPHATOB KOH(EpeHIuii, CEeMHHAPOB B HOPMY BPEMEHH HE BXOJAT.

3.19. PepakuuoHHO-H3AaTeNbCKast pabota

Tabmuua 60
Ne HanMmeHoBaHHE¢ Opouecca, onepains. CocTap Exunnua Hopua
n/n pabothi H3MepeHus BpEMCtH,
MHH.
1 2 3 4
TToaroToBUTENLHLIN >Tan:
1 | yqactne B COCTaRJICHHH TEMATHHECKOTO OHA TEMa 45,0
(u3garenbexoro) Hiaxa, fiaHa pPacCBUIKY,
COTJIaCOBAHHE TeM W3HAaHWHA, aBTOpOB / aBTOPCKHX
KOJIAEKTHBOR
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Ne
n/n

HanmenoBaHue npolecca, onepaun, Cocras
padoTnI

Eanauna
H3MEPEHHA

Hopma
BPEeMeHH,
MHH.

-

2

3

4

ofcyxaeHde ¢ aBTOpOM TeMbl H  XapakTepa
3aKa3bIBAEMOTQ MPOU3BEACHHUS, OCHOBHBIX TpeGOBaHMIA,
KOTOPBIM JOJDKHO YIOBIETBOPATb NpPOH3BELEHHE H
YCJIOBHH aBTOPCKOrO BO3ZHAIPAXKAEHHUA

OJIHH aBT.JIUCT

30,0

o0Cy)KIEHHEe H  YTBEpXKACHHE  IUIaHA-NpOCHEKTa
H3[aHUsA

OJUH ILIaH-
HPOCTIEKT

30,0

3aKIIIOUCHHE AOTOBOpAa-3akasa (B CIyyae BHEUIHErO
aBTOpA) MEXY aBTOPOM H OuOAHOTEKOM ¢ yKazaHHEM
obbeMa ¥ CpPOKOB MOJArOTOBKM W CHAYH PYKONHCH B
PEAAKUMOHHBIA OTOEN

OIHH AOTOBOD-
3aKas

20,0

COCTaBJIcHHE AOTOBOPA Ha nepenavy Hubnnoreke npasa
BOCTIPOM3BOAMTL  [POM3BEACHUE B BLIOpPAaHHOM
oubauotekoii bopMate

OAHH JOTOBOP

20,0

O3HAKOMIICHHE C ABTOPCKHM OpHUTHHANOM
{pYKOIIHCBLID), FpPHHATHE peHIeHHd O Mnepenade
PYKOIIMCH B IIPOH3BOACTBO HIH © HEOOXOAMMOCTH
aopaboTKH

OIOHH aBT.NHCT

120,0

COCTaBneRUue rpadHKa NPOXOKACHHS DYKOMHCH B
OTHENE

OAHH IpadHk

20,0

PenakuyoHHbIH 3Tam:

OIHH ABT.JJHCT

penakIHoHHAs obpaboTka: IUTEPATYPHOE,
TEXHHYECKOE H CIIENHAJIBHOC PCOAKTHPOBAHHE
pykomHcH; HaGOp H/MIM [epenedarka; MOOATOTOBKA
M3FATEeNIECKOr0  OpHrHHana (BeIOOp  TEXHONOTHUH,
W3TOTOBJICHHE 3aKa3a U CO3AHHE MAKeTa H3JaHus)

780,0

KOHCTPYKTOPCKO-0hopMHUTENbCKas paboTa:
NPOEKTUPOBAHUE BHIA H3JAHUA W CT0 CTPYKTYphL;
noabopka ¢opmara u Mapku Gymard, gopMmara nojoc
M3JAHHA, TApHUTYp | Kermeli wmpudTa, onpelencHue
XapakTepa M 4Mcaa  uumocTpauui,  dopmara
oopmicHua, BHAA OONOXKKH HAH  DNepeniera;
NPOEKTHPOBAHHE BHELITHETO OQOPMIIEHHS H3JAHHS

660,0

10

NPpOM3BOJACTBEHHEIH JTanm: BeIGOp Honurpaduyeckoi
Gaspl; pacyer nNOTpPeOHOCTH B MarcpHaax;
COCTABJICHHE MpeNBApHTENBHON KanbKyMAlMU 3aKa3a;
ONpefcicHHE CTOMMOCTH  H3faHHs;  paspaloTka
rpaprka MpPOXOXAEHHA 3aKa3a Ha MOMUrpadHUecKoM
OPCANPHATHH; 3aKIIOUEHHUE JOTOBOPa ¢ THHOrpadguei

OIOHO H3JAaHHE

360,0

Pe.I[aKTHI)OB&HHe Hay4dHBIX H MCTOIHYCCKHX
MaTCpHAJIOB

IlpoBepka H HCIpaBNeHHE PYKONHCH B MPONECCe
NOATOTOBKM €€ K IeYaTd; YCTaHOBKa COOTBETCTBHS
TEKCTA HAYYHBIM H JIHTEPAaTYpHBIM TpeGOBaHHIM,
dopMe H  UENCBOMY  HA3HAYEHWIO  H3NAHUA,
COTJIACOBaHHE BHOCHMBIX HCIIPABICHHI ¢ aBTOPOM;
A0paboTKa PYKOMHCH:
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Ne HanmMeHoBaHHe npounecca, onepauud. Cocras Eaunnna B:I:nleau,
n/n patoThI H3MEPEHHS ML
1 2 3 4
11 { pemakTupoBaHue MoOHOTpadmii, COOPHHKOB HaydHHIX | OOWH aBT.JIUCT 3480,0
TPY/IOB, HAYYHBIX OTYETOB, NPAKTHYECKUX Nocobuil
12 | pemakTHpOBaHHE METOUHYECKHUX MATEpUaNIOB | OAMH aBT.JIHCT 3000,0
(FHCTPYKTHBHO-METOANYECKHE HCHMa,
PEKOMEHJAIIHH, KOHCYNbTAlHH, 0030pE! AeATeNBHOCTH
OHONHOTEK)
13 | penaktupoBaHHE HMOKYMEHTOB, pPErJIAMEHTHPYIOWNX | ONHH aBT.JIHCT 2940,0
JCATCNIBHOCTE CHEHHANBHEIX OUOAMOTEK A CNEHBIX
(ycTaBoB, OJNOKEHUH, HHCTPYKLU)
14 | peAaKTHPOBAHHE CTATHCTHYSCKUX TaONML, YUYETHBIX | OOMH aBTJIMCT 2400,0
OpM, 06pazuos
15 | penaxTHpoBaHUe MaTepHAIOB KOH(epeHIUH | OOMH aBT.JIHCT 1200,0
(moxnagoB, cooOIICHHI)
Penaktuposanne  Oubnuorpaduyeckux  mocoOmii,
peTpPOCNEKTHBHEIX Hay4YHO-BCIOMOIaTEIbHBIX
ykazateneif,  oO3opoB,  cmpaBoK,  pedepaTos,
AHHOTALMI:
16 | penaxtupoBanue  OmGnuorpaduyeckux  nocobuii | OAMH aBTJIUCT 3000,0
(tematudecxkux  Oubanorpaduyeckux  ykasareieH,
CHPAaBOYHHKOB)
17 | penakTupoBaHue PETPOCHIEKTUBHEIX HAy4YHO- | OIWH aBT.JIHCT 2280,
BCTIOMOTATENILHBIX YKa3aTee
18 | pepakTHpoBaHHEe aHAIMTHHECKHX 0030poB, CHpaBOK, | OAMH aBT.JIHCT 1200,0
aHHOTauuil, pedeparoB, CBOAHBIX pedepaTHBHBIX
0030poB, 3KcHpecc-HHGOopMaLUi
19 | penaxTpoBanue OubnMoOrpaduuecknx 3annuceit OJiHA 3aNuch 5,0
20 | KOUTPONLHOE PEAAKTHPOBAHHE OJlHa 3aMuUCh 7,0
MamuaonHCHEIE paboTsl, BBEIIOJMHAECMEIC B
ABTOMaTH3HPOBAHHOM PEIKHME
Habop Ha koMnBIOTEpE:
21 | Tekcta c nucTa OJIHa CTpaHHLA 20,0
(1800-2006
3HAKOB)
22 | oubmmorpadudeckoe ONMHCAHHE OJIHO ONHCaHHE 5,0
[lpaBka Ha KOMIBIOTEPE, BEPCTKA HA KOMIBIOTEPE:
24 | Tekcra OJIHA CTpaHHLA 10,0
25 | Gubnuorpaduveckoe onucaHue OJIHA CTpaHHUA 2,0
26 | BBIBOJ| TEKCTA Ha IPUHTED, paclicyaTka OJIHa CTPAHMLA 2,0
27 | sbiBon opM TAONHI HA MOHHTOP OJIHA CTPAHHLA 2,0
28 | nanonmenne TabnHL conEPKAHUEM oana Tabauua 18,0

[TpuMevanre: NpH peNaKTHPOBAHHU CMEINAHHONO TEKCTA K HOPME BPEMEHH NPHMEHSETCH
noBBIIaKIHE koG dHumeHT 1,2.
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3.20. ITepesoa H nepepaloTKa MEYATHEIX TEKCTOB ¢ HHOCTPAHHBIX SI3LIKOB HA PYCCKHI H €
PYCCKOTO HA HHOCTPAaHHbIE A3BIKH

TabGmaua 61
Ne Hanmenosanue npouecca, onepanun. Cocras Eaunnua B;I:bf:::l,
n/n paGoTnl HIMEpEeHHRA MM,
1 2 3 4
Tleperon TekcTa ¢ MHOCTPAHHBIX A3LIKOB HA PYCCKHMH
A3BIK
Urtenune OpHIHHANA, aHAMW3 TEKCTA, PA3METKa €ro C{ ONHH aBT.JHCT
BBUIBJICHHEM TpPYJIHBIX TEPMHHOB, TPaMMATHYECKHX
KOHCTPYKIHH, JIeKCHYECKHX oO0OpOTOB, LEXOBBIX H
ARPOBBIX TEPMUHORB:
1 | nonuwlil nUCHLMERHBIH TIEPEBO 3360,0
2 | coxpameHHbIi nHChMeHHsIH nepeeod oT 30% mo 50% 3600,0
00beMa TeKCTA
3 | BeIOOpOYHBIH NHCBMEHHBIH NEPEBOA 3120,0
[Teperoa TexkcTa ¢ PYCCKOro A3bIKa HA HHOCTPAHHBIE
A3BIKH:
4 ) moJHBIH NHCHMCHHEBIH NEPEBO] OJHH aBT.JIHCT 3840,0
Tepmunonoruyeckas  paboTa TpH  BHINOJHEHWH
TTHCEMEHROTO NIEPEBOIA;
5 | NoHCK OTMCYCHHEIX B OPHTHHANC HE3HAKOMBIX HIH | OJUH TCPMHH, 1560,0
HEMOHATHbIX TEPMHHOB H COKpalleHHWH B CIOBapHO- 0HO
CHpaBOYHOIA JaMTeparype; nonGopka COKpailleHHe
COOTBETCTBYHOILIETO TEPMHHY 9KBHUBAJICHTA,
paciin$poBKa COKpallCHUH
KoHcynbpranus nepeBoadnKa co ClenAaniuCTaMi:
6 | BrIACHEHHE NPAaBHNBHOrO H2NOKEHHA YacTed TeKera 1o OJIHa 2700,0
MaNO3HAKOMOH TEMaTUKe; YTOHHCHHME COOTBETCTBUSA | KOHCYNbTAUHA
NepeBOAa OPUTHHANLY
CocraBnenne 6ndbnuorpapHyeckoro OHUCaHus:
7 | cocraBneHue Oulbnuorpadugeckoro ONNCAHUA | OLHO ONUCAHHE 720,06
NepeBosia
AHanu3 M BHECCHHE H3MEHEHMHl B TEKCT INepeBoia
NOCe pacneyaTKu:
8 | npoBepka NpPaBHJIBHOCTH PacmoNOXKEHHS | OXHH aBT.JHCT 240,0
OTHEYATAHHOTO TEKCTA; CBEPKA C PYKOMHCHI); MPABKA
Texnnueckoe odopMieHIE MEPEBONOB:
9 | BHEeCeRHE B TEKCT MEPEBOJA CHMBOJIOB H BCTaBOK Ha OIIHO 3,0
HHOCTPAHHOM A3bIKE BITHCHIBAHHUE
10 | BHeceHue pricyHkoB, Tabmun, GopMyi OJHA BCTAPKa 4,0
TlepeBon 3aroNOBKOB CTaTel H JOKYMEHTOB:
11 | nepeBOn K 3alHCh 3ar0JI0BKOB OIHH 3ar0T0BOK 12,0

[Tpumeyannue:

- HOPMBI BPEMEHH NMPeJyCMAaTPUBAOT BBINOIHEHHE NEPEBOACE ¢ HHOCTPAHHOIO A3bIKA WIH
HA HHOCTPAHHBIA, KOTODBIH y mNepeBOaYUMKA HABAACTCA OCHOBHBIM (0 0Opa3oBaHHIO HIH
HIPHMCHEHUIO);
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- NPH BBITOJHEHHH NEPEBOHOB ¢ APYIHX A3BIKOE HIH HA JpyrHe, MOMHMO OCHOBHOTO, K

3.21. PaboTa no BBIIYCKY ManOTHPaXHbIX U3JAHUH cnelualbHBIX POpMATOB

Tabmuna 62
Hopma
Ne HanmenoBanue npouecca, onepanun. Cocras Exnunna 5 ehl:elm
n/n paboThi N3IMepeHns P ’
MMH.
1 2 3 4
Bocnponspenenne MOCKONEYaTHOTO JOKYMEHTa B
penbedHO-TOUeUHOM hopMaTe
Pabota ¢ TEKCTOM IUIOCKOMEYATHOrO HOKYMEHTa Ha
OYMaXKHOM WIH JJIEKTPOHHOM HOCHTENE:
1 | KOMIBIOTEpHEIT HA0Op TEKCTa BpYIHYIO OJHa CTPAHHLA 20,0
(1800-2000
3HAKOB)
2 | ckanMpoBaHHe H pacNO3HABaAHHE MJIOCKOMEYaTHoro | OAHA CTpAHHLA 4.0
TeKCTa (1800-2000
3HAKOB)
3 |sarpy3zka dajina ¢ MIOCKONEYATHHIM HOKYMeHTOM B { ONHA CTpaHHua 0,5
KOMITBIOTEP (1800-2000
3HAKOB)
4 |ureHHe  INOCKOHEYaTHOTO  TEKCTa W BHECeHWe | OAHA CTpaHHIA 5,0
HCTIpaBNeHUH (1800-2000
3HAKOB)
S | usMeHecHHE TeKCTa H3 ¢opMaTa JoKyMeHTa B | OHHA CTpaHHLA 1,0
3NMECKTPOHHBIH (opmat (1800-2000
3HAKOB)
6 |uyreHMe  KOHBCPTHUPOBAHHOTO  TEKCTa,  BHecende | OAHa CTpaHHIA 7,0
HCIIpaBJICHMI (1800--2000
3HAKOB)
7 | npHBeAeHHE TEKCTa B COOTBETCTBHE NMpaBHJaM ITHChMa | OAHA CTpaHHLA 13 mMuH.
1o crcTeme Bpaiins (26 cTpok x 30 3nakos) (1800-2000
3HAKOB)
PaccraHoBKa MOPSIKOBBIX HOMEPOB CTPAHHLI:
8 | B AaBTOMATH3HPOBAHHOM PEKHME OJHA onepanus 0,5
9 | nocTpaHdyBas pacCTaHOBKA B PYUHOM DEXHME 0/IHA CTPAHULIA 1,0
10 | BrIBOA Tekcta Ha OpaiineBCkuii MPHHTEP; pacredarka OIHH JIACT 2,0
(ABYXCTOPOHHSS)
PaboTa ¢ MIOCKONMEYaTHOW HOTHOM 3aUChIO:
11 | xoMoetoTepHBii Habop (¢ NHCTA) HOTHOH 3amMCH [0 | OXHA CTPAHHUILA 40,0
cucteme bpating Bpyunyio
12 | ckanHpoBaHUE H PpacNO3HABAHHE HA ClNELMaTbHOM | OIHA CTPAHHIA 3,0
OpaiiJIeBCKOM CKaHepe
TIpopepka HOTHOI! 3aUCH, BHECEHHE HCIIPABRJIEHHUI: OJHa CTpaHHLia
13 | noTHAs 3aMiCch, HAOpAHHAS BPYYHYIO 60,0
14 | HOTHAA 3anmuCh, ITOTYICHHAS CO CKaHepa 20,0
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Np HaunmeHnoBanue npouecca, onepannd. Cocras Eaunnna Bf)[:hf::;’
n/n padoThi H3MEpPCHHA MR,
1 2 3 4
15 | npuBeaeHWe HOTHOU 3anKCH B COOTBETCTBHE NpPaBUIaM |  OJHA CTPaHMLA 15,0

3amMCcH HOT Mo cucTeMe Bpaitna (26 crpok x 32 3naka)
PaccTaHOBKa MOPAAKOBBIX HOMEPOB CTPAHHIL:
16 | B aBTOMATH3HPOBAHHOM PEXKHME OIlHA ONepallis 0,5
17 | nocTpaHn4HAas PACCTAHOBKA B PYYHOM PEXHME OJIHa CTPAHHLA 1,0
18 | BbIROA HOTHOH 3amUCH Ha OpaineBckHit NPUHTEp, | OAHA CTpaHHNA 0,7
pacrieqaTtka
CozgaHpe mIockoneyaTnod obnokkn
KoMnetotepHslii Hafop TeKCTa BpYYHYIO: ofHa obnoXka
19 | Tpu sneMeHTa ONuCaHHS (aBTOP, 3alABHE, BBIXOAHLIC 3,0
JIaHHBIE)
20 | ueTslpe H Doinee IMEMEHTOB ONMHCAHUS 4.0
21 | ckaHHpOBaHHE H PACIIO3HABAHHE TEKCTA OJlHa 00OJIOXKKa 3,0
22 | BHeceHue ucnpapnenuii u dopmarupoBanue OJiHa O0NIOXKKa 3,0
Tinzaits 06I0XKKH: oftHa 00NI0XKKa
23 | 6e3 vumoCTpaLHi 1,0
24 | c pnumocTpanuaMu 2,0
25 | BRIBOA OGMOKKH HA IPHHTED; PACASUATKA OJIHA CTPaHHLA 1,0
Coznanne  juueBoit 4 oOopoTHOH  cTOpOH
[IOCKOTIEUATHOIO THTYABHOTO JIHCTA:
26 | xOMDBIOTEPHEIH HA0OP TEKCTA BPYUHYIO OIUH THTYNBHbIA 10,0
JIACT
27 | cKaBMpOBaHME M PACHO3HABAHHE TEKCTA OJUH THTYNBHEIH 6,0
JMCT
28 | BHeceHHe HenpaBIeHHI U PoOpMaTHPOBAHUE OJMH THTYNIBHBIH 6,0
JHCT
29 | paspaboTka Ou3aiiHa THTYNLHOTO JIACTA OJIMH THTYJTbHBIH 1,0
JUCT
30 | BEIBOA THTYJILHOIO INCTA HA [IPHHTED OJUH JTHCT 2,0
Cosnanne naueBod H o0OPOTHOM CTOPOH penmbedHO-
TOUYEYHOI'O THTYNIBHOTO JIHCTA!
31 | koMmBIOTEpHBLE HaGOP TEKCTa BPYUHYIO OJWH TUTYNBHBIH 10,0
JIUCT
32 | ckaHWpoBaHME W PpAcIO3HABAHME ILIOCKONEYaTHOro | OAHH THTYMLHBIH 6,0
TEKCTA JIACT
33 | BHCCCHHME HCTIPABACHHUIA OJUH THTYNBHBIH 6,0
JHCT
34 | u3MeHeHHe TekcTa W3 Qopmara HOKYMEHTAa B | OXZHA ONepauys 1,0
HNeKTPoHHBI dopmar
35 |ureHHe  KOHBEPTHpPOBAHHOTO  TEKCTA;  BHECEHME | OAHA CTpaHHLA 2,0
HCTIPABJICHHH
36 | mpuBemeHHe TEKCTa B COOTBETCTRHE C NpaBWIaMU | ONHa CTpaHHila 6,0

nnchbMa no cucteMe bpaitns (26 crpox x 30 3HaKOB)
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Hopma

Ne HaumeHnoBanHe nponecea, onepaund. Cocrap Eannnna BpeMent,
n/n paboTsi H3MEPCHHA -
1 2 3 4
37 | BHIBOA TEKCTA HA OpaiiNeBCKUI NPRUTED OJHH JIHCT 2,0

Bocnponsseneyue IIOCKONEYaTHOH HLMIOCTPAlMH B
penbedHo-rpahudeckoM popmare:
38 [ ckaHUPOBaHHUE INIOCKOTICYATHON HILTIOCTPallHH oJHa 1,0
HILMOCTpaLys
O6paboTka WLTIOCTPALHH: ofHa
HJUTIOCTpanns
39 | obpaboTKa roTOBOTO KOHTYpa 10,0
40 | coznanue HOBOrO KOHTYpa 60,0
41 | ¢opmaTHpOBaHHE MIOCKONECYATHOH HIUTIOCTPALIUH OHa 20
HITIOCTPauHs
42 | BHIBOJ MAOCKONEHATHON HIUTHOCTPAIKK Ha IPHHTEP OaHa 1,0
ALTIOCTPanus
Ilepeon  nnockonedaTHOH — WIUMIOCTpaLMH — Ha 0aHa
_penbedoobpazyronryio GyMary: HIIAOCTPanHA
43 ¢ OZHOKpPAaTHBIM TNPONYCKOM uU3o0paxeHus depes 1,5
HArpeBaTeNIbHOE YCTPOHCTBO
44 |¢ JBYKpaTHBIM IIPOMYCKOM H300paxeHHsA vepes 3,0
HarpeBaTeabHOE YCTPOHCTBO
[MepenneTr AOKYMEHTOB, BOCHPOK3IBENSHHEIX penbedHO-
TOUEYHbIM DIPHPTOM:
45 | naMaHAPOBAHAE 00JIOKKH OfiHa 0GMOXKa 6,0
46 | pyuHas nucronoabopka OnHA 2,0
JHCTONOAOOPKA
47 | (anpuoBKa pyqHas oauH 6noK 0,3
(10 mucToB)
48 | BoipaBHMBaHNE B 00pe3Ka Kpasi CTpaHnLbl OJ{Ha OTiepanys 0,3
Kpennenue ctpanan: OJIMH JOKYMEHT
49 | ABYMA CKpENKaMi 0,3
50 | Ba MIACTHKOBOI NpyKHHE 4,0
51 | TepMoKIeeBO€e KpeMIeHHE 6,0
52 !xecTKaa xapToHHas o0noxkka ¢  OyMaxHBIMH 60,0
TIOKPOBHBIMK CTOPOHKAMH H NPOIIHBHEIME KOPEIIKAMH
BocnponsBeneHHe HIOCKOMEYATHOr¢ JOKYMEHTA B
3BYKOBOM (hopMare
IIpensapurenbHas paboTa Hall TEKCTOM: 1000 3HaxkoB
53 | XyAoXeCTBEHHBIH TEKCT 5,0
54 | TexHudeckuifi W OpYrHe  COEUMANBHEIE  TEKCThI 10,0
{MaTeMaTuKa, MEJIUIKHA, XVIMHUS)
IlpounTEIBAHHE TEKCTAa Ha KOMNBIOTEpPE B CTYAUBHBIX 1000 3naxos
YCIIOBHAX CO 3BYKOPEXKHCCEPOM:
55 | XyEOXKECTBEHHBIH TEKCT 4,0
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Ne
n/n

Haumenopanue npouecca, onepaunu. Cocras
paboThl

Eaunnua
H3MepeHHA

Hopma
BpeMeHH,
MHH.

2

3

4

56

TeXHHYCCKUH H APYIrue  ChneldalbHBIC  TCKCThL

(MaTeMaTHKa, MEIHLIHHA, XUMHS )

57

nepe3anichk HAYHTAHHOIO TEKCTa Ha KOMIBIOTep
(oundpoBka 3ByKa) C AHAIONOBOTO HCTOYHHKZ B
pEeATLHOM BPEMEHH

OZIHA JIOPOKKA

50,0

58

006paboTKa HAUNTAHHOTO TEKCTA Ha KOMIIBIOTEpE

OJIHA AOPOXKa

1,5

59

KOHTpoJIb 00paboTaHHoH 3allucH HAa KOMIBIOTEPE

OJHA JOPOKKA

50,0

BOCHPOH3BCI[€HHB O3BYMCHHOI'O TCKCTa ¢ KOMIIBHOTCPA!

OJHA TOpPOXKKa

60

Ha KOMIIAKT-KacCeTY B pCallIbHOM BpEMEHH

50,0

61

Ha JHCK

10,0

62

My3BIKANIbHO-TaliMepHOE 0hOpPMACRHE 3BYKOZAHCH

OJIHA JIOPOIKKA

50,0

Kpa'moe BOCIIPOH3BCOCHUEC O3BYYCHHBIX JNOKYMCHTOB
Ha ayJHOKaCcCCTRL

63

HOArOTOBKA ~ MarepHajloB K
{pacnaxoBka ayJHOKacceT,
a3MarHHYMBaHHE)

BOCIIPOH3BEAEHHIO
nepeMoTKa,

OJHA KacceTa

4,0

KpaTHOE BOCIIPOM3BEJCHHE ayAHO3aMHCeld Ha CTaHIHH
CKOPOCTHOIO AYONHpOBaHHS ayAHOKACCET (KOMIBIOTED
— KacceTa)

OIHa Olepalns

3,0

65

KpaTHOC  BOCMPOM3BENCHHE  ayAHo3amuced  Ha
cneunansHOM 00opyAoBaHHH (KacceTa — KacceTa)
B 32BHCHMOCTH OT TEXHHYCCKOTO OCHAIICHHSA

OJHa ofepanng

5,0

66

KparHOE  BOCOIPOM3BEACHHE  aynWolanucedl  Ha
CHENUAIBHOM 00OPYROBaHHH (KaTYIIKA — KacceTa)
B 3aBHCHMOCTH OT TEXHHYECKOTO OCHAILCHHS

OAHAa onepalng

5,0

67

MPOBEpKA Ka4eCTBa KOITHHA

OTHA KacCeTa

5,0

odopMACHUE AayAMOKacCeY, ONTHYCCKUX JMCKOB WU
KOHTEHHEpOB

68

cO37aHne HOeHTAHKATOPA, OTIpE AENAIOIETO
NPHHALAEKHOCTh  KacCeThl K OOKYMEHTY, B
IOCKOMEYaTHOM H penbedHO-TOYSHUHOM BapHAHTAX;
HaKJIEHBAHHE HA KacCeTy

ONUH
HAEHTHPHKATOD

3,0

69

CO3JaHHE IIOCKONEYAaTHON STUKETKH JNA JOKYMEHTa,
3aMCaHHOTO HA ayauoKacceTax (Habop TeKCTa, BBIBOA,
Ha OpaiileBckuil NMpHHTEp, pacneyarka, paspe3aHue Ho
33JAHHOMY pa3sMepy, HaKICHBaHHE Ha KOHTeHHep)

OJHa ITHKCTKA

6,0

70

CO3aHHe  peNbedHO-TOYEYHOM  STHKETKM  [UIst
NOKYMEHTa, 3anicaHHOro Ha aynuoxaccetax (HaGop
TeKCTa, AM3aiiH, BBIBOJ, HA MPHHTEp, pacnevarka,
paspezaHue Mo 3aJaHHOMY pasMepy, HAKICHBaHHE Ha
BHYTPEHHIOIO CTOPOHY KPHILIKY KonTehnepa)

OAHa 3THKCTKA

9,0

71

PacKilagKa ayaJHOKacceT Mo KOMILUICKTaM / KOHTeﬁHepaM

OfIHA OTCpaIMS

1,0

CO3JaHMe STHKETKH Ha JHCKE,
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Hopma
Ne HaunmeHoBaHHe npouecca, omepannH. Cocras Eananna Bpemeny,
n/n paboThl HIMEPEHHA MHIL
1 2 3 4
72 | BBOA B KOMIIBIOTEP OCHOBHBIX CBEAEHMH O NOKYMEHTE | OAMH HOKYMEHT 5,0
_(aBTOP, 3arTIaBHE) B CNENHANHIHPOBAHHON porpaMme
73 | BbIBOA H2 mpUHTEp ¢ QyHKUHWeEH «nevaTs Ha NUCKAxX», | OHA ONepauus 2,0
_pacrevarka
74 | co3maHMe IUIOCKOMEUYATHON KOHTEHHEPHOH OSTHKETKH | OJHA 3THKETKA 8,0
g OKYMEHTA, 3alUcaHHore Ha gucke (Habop Tekcra,
dopMupoBanue  AusadiHa, BHBOA Ha  IPHHTED,
pacrmevarka, paspesaHHe IO 3agaHHOMY pasMmepy,
pasMeIieHHe Ha  BHEIIHCH  CTOpPOHE  KpPBIWKH
KoHTelHepa)
75 | cosmanme penbedHO-TOUCHHOM KORTEHHEPHOH STUKETKM |  OfHA YTHKETKA 10,0
OAs. BOKYMEHTA, 3alIACAHHOT0 Ha Jucke (Habop TeKcTa,
BHIBOZ Ha OpalineBcKMBt NpHHTEP, pacleyarka,
pa3pesaHue Mo 3afaHHOMY pa3Mepy, pa3sMeLIeHHe Ha
BHYTPeHHEH CTOPOHE KPBILIKH KOHTeHHepa)
ApXHBaUKs 03BYYEHHBIX JOKYMEHTOB:
76 | o6paboTka MaTepraia I KOHBEPTUPOBAHUS OJHA JOPOXKKA 30,0
77 | xonseptuposanue ¢aitnos popmara Bl AC B dopmar | OHAHA AOPOKKA 6,0
aynHodpaiinoB B 33aBHCHMOCTH  OT TEXHHYECKOTO
OCHAIEHUS
78 | meperoC apxnBa Ha Cepeep O4Ha IOPOXKa 6,0
3.22. ObcnyxuBanue yIANCHHBIX I0JIb30BATENEH
Tabnuua 63
Ne Ennunoa Hopma
o/ Hanmenosanue npoitecca, onepanuu. Coctas paGoThi MM eHHs BpeMeHH,
p
MHH.
1 2 3 4
Pernctpaund none3oBarencii B pexHMe OHNaliH:
1 | mpoBepka 3amHCH MOJB30BaTENA B OHONHOTEKY ONMH 2,0
NoAL3IOBATENb
2 |obpaboTka ¥ BBOA GaMWIHH, HMEHH, OTYECTBA OHOHH 5,0
NONB30BATENA U aJipeca ero ECKTPOHHOH MoUYTh 3JICKTPOHHBIN
dopmynsp
3 |cocraBneHne mnHCEMAa ¢ yKasaHHEM JIOTHHA H OIIHO 5,0
CT¢HCPHPOBAHHOIC CHCTEMOH Oapoid, NPUKpENICHHE INEKTPOHHOE
HHCTPYKIMH [MONB3OBaHMA MW OTHpaBka ero 1o THCBEMO
NIEKTPOHHOM TIOYTE T10JIb30BATEINIO
O6cnyxuBaHue MOJIB3OBATENEH B pe)KUME OHJIANH!
4 | KOHCYNBTAUA MO HCHONL30OBAHHIO HHTepaKTHBHOH BJI oIHA 10,0
«TOBOPSLINX>» KHAT ¢ KPHATO3ALIHTOM KOHCY/TbTalHS
5 | conpoBoxaeHHe BHPTYaIbHOMH KHHTOBbIIAYH: OJIUH 3aKa3 15,0
dopMupoBanKe 3aKa3a Ha BUPTYansHON KHIDKHO nonke




134

Hopma
Ne Exnnuua
HanmenoBanHe npouecca, onepaunn, Coctas paboThi BpeMeHH,
n/n N3MEpPEeHUS
MHH.
1 2 3 4
6 | BHIpy3ka 3 AC HOBBIX TIOCTYIUICHHH 32 ONPeACNCHHBIH oauH daiin B 10,0
nepuon BpemeHn B ¢opmare PYCMAPK u B BHIE dbopMate
yKazaTens HOBBIX nocTynieHui (YHIT) PYCMAPK
OHH (aiin B 12,0
dpopmare
YHII
7 | pasMElICHHE HOBBIX MOCTYIUICHUH JOKYMEHTOB Ha cailTe OIMH (aiin B 3,0
OHONMHOTEKH: CO3JaHMe  3aroJIOBKa  aHHOTAalMH ¢dopmate
npukperuienne daiina (oB) PYCMAPK
o daiin B 3,0
dopmare YHIT
8 | paccelika 10  SNEKTPOHHON  MOYTE  YARNCHHBIM OIHO 3,0
NONAb30BATC/IIM HHQOPMallMH O HOBBIX INOCTYIIEHHAX 3IEKTPOHHOE
LOKYMEHTOB HCBMO
9 | undopMailOHHAOE CONPOBOICHHE caiita, TIopTana H | OoxHO coobinerue 3,0

CTpaHHL B COUMAIBHBIX CETAX: CO3JAHHE 3aroNOBKa
AHHOTALIMY OPHKpeIUieHre $ainop

4. TunoBEle OTpacneBbie HOPMBI TPyZa Ha PaGoTEl, BHINONHSEMBIE B JETCKHUX, FOHOIECKAX

6ubmotekax, B Oubnnorexax HayuHo-vccnenoBaTenbeknx uacTUTYTOB {(HMM), 06pazosatenpHbIxX

yupexneHnii (6e3 HCnoNp30BaHNA aBTOMaTH3HPOBAHHEIX CHCTEM
YIPABJICHHA POLECCAMH)

4.1. Komnnexrosanue 6uO1noTevHoro goxnga

Tabnuna 64
N Hopma
® HaumenoBanne npoiiecca, onepalus. Exunnpa
n/n Cocras paborni H3Mepennsn BpeMenH,
MHH,

1 2 3 4
Texymee xoMmIekToBaHue OnONHOTEuHOTO BoHAA:

1 [mpocMotp  KmuromsmatenbckoR u xHErotoprosoif | (1 mpatic 8000 980.0
HHGOpMALHH HaUMEHOBAHHi)

2 |ycTaHoBieHHEe TeMBI H BHIAa HOoKyMeHTa, nmomiexamero| {1 mpaiic 8000 2.0
0TOO0PY; BBUICHEHHE HEOOX0IUMOCTH TIPROOPETCHHS HAUMEHOBAHHIA )
OnpesencHnre dK3EMINAPHOCTH 3aKa3a: {1 npaiic 8000

HadMEHOBaHHIT)

3 | ana mogpasneneHui 0,5

4 | nnst GUOAHOTEKH B LETOM 1,0
ojpopMiacHHe  3aKaza;  yKazaHHe  JK3CMIDIIPHOCTH, ONWH 3aKa3 1,0
CTOMMOCTH 3aKa3a, AAThl
KonnuecTBo 3aKa3aHHbIX Ha3BaHui:

5 |1-15 15,0

6 [16-25 25,0

7 [26-75 75,0

8 176-100 100,0
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Hopma

Ne HanMeHoBaHHe IpoLecca, ONepanHH, EauHnua BpeMeny

n/n Cocras padorsl H3IMEPEHHA _— ’

1 2 3 4

9 lodopmmeHme 3axaza HAa  BBIMCKY  3apyOeKHBIX | OAKMH HOKYMEHT 100,0
JOKYMEHTOB

10 [moaroToBka CIHCKAa JOKYMEHTOB, NpelaraeMblX K| oaHo HazBaHMe 26,0
MEXAYHAPOOHOMY KHHTOOOMEHY; CBEepKa CIIHCKA ¢
KaTaJloroM

11 |cocTaBieHHE XapTOYKHK JNs KAPTOTEKH OpraHu3anuii-| oOJHA KapTouxa 1,0
MapTHEpPOB; YKa3zaHHWE HA3BaHUA OpraHW3AUMH, azapeca,
Ha3BaHUsA OOMEeHHBAEMEIX JOKYMEHTOB
Pa6ora B AC:

12 |BBOA 3aKa3a TeKyLIEro KOMIUIEKTOBaHUA B Ga3y JaHHBIX OIUH 3aKa3 5,0
AC

13 | penakTHpoBaHME BBEACHHBIX B §a3zy JaHHBIX CBEAEHHMH O OJUH 3aKa3 30,0
3aKa3e; BBIBOJ Ha 3KpaH; BHECCHHE U3MEHERMH

14 |BEIBOA HA NPUHTEP AAHHBIX TEKYLIETO KOMIICKTOBAHHA, OJUH 3aKa3 1,6
acreyarka
BeJEHHE KapTOTEKH TEKYILETo KOMILIEKTOBAHHSA

15 |coctaBmeHHe KapTOYKH, YKa3aHHE aBTOpa, 3arjaBHf,| OJHA KapTO4Ka 0.5
BBIXOJHBIX JAHHBIX, HOMEpPA B H3[IATENbCKOM IIJIaHe

16 |nepedecenne cBeAeHUN © 3aKa3ze Ha KapTOYKN, YKA3aHHE| OJHA KapTOuKa 0,3
IK3EMILTAPHOCTH 3aKasa, pacnpeaeneHue no
CTPYKTYPHBIM OIpa3Ac/ieHUAM

17 |paspe3aHHe H3OATENBCKHX IUIAHOB, pacneuaTka JIf| OJHA KapTouKa 1,5
KAPTOTEKH TEKYLIEr0 KOMIIIEKTOBaHHA, HAKJIEHBAHHE HA
KaTAIOKHYK) KapTOYKH

18 !noabop xaproukm mno andaBUTy ANA PACCTAHOBKH B| OAHA KapTOUKa 0,5
KapTOTEKY TEKYIIEro KOMIUICKTOBAHHA

19 |paccTraHoBKa KapToukH B andaBMTe (GaMHIHIi aBTOPOB,| OAHA KapTOYKa 0,4
3araaBuii B KAPTOTEKY TEKYLIErO KOMIUICKTOBAHHS
OdopMieHRE TOANHCKH HAa IEPHOAHYECKHE H3AAHUA:

20 [npocmotp karanora «Pocnewarm», orGop RasBaHMA| ONHO Ha3BaHHE 0,8
NEPHOAUYECKHX U3JAHUH JUId NOAMHCKH

21 |c6op 3adBKM OT mnoapasfeteduit Oubnuorekd mas OJHa 3asBKa 1,5
HOAIMCKH Ha NEPHOJHYECKHE H3JAHUS

22 |cBepka pacmeyaTKH CHOHCKOB  YCMOBHO  3aKa3aHHBIX | OOHO Ha3BaHHE 1,04
NCPHOOMYECKAX H3JaHWH C  KapTOTeKoil  3aKasos,
BHECEHHE H3MEHEHHUS B PACIICUATKH CITHCKOB

23 | ceepka 3aKa3a TeKyIero roja Ha NeproAvdecKue W3GaHvA | OAHO HAa3BaHUE 0,2
C MOANMCKOH NpPEABIAYIIErc roja A8 BEIABACHHA
WU3MCHCHHH B Ha3BaHUSIX; BHECEHHE OTMETOK

24 !cBepka BBIXOAHBIX JAaHHBIX BOEPBBIE 3aKa3bIBAEMBIX Ha OJUH rog 80,0
3apyOeKHBIX HNEPHOAMUECKHX H3IaHHH c
OoubnuorpadprdeckuMi  CrpaBOUHUKAMKM B JAPYTUMH
HHGOPMALIHOHHBIMH HCTOUHHKaMU

25 [odopMiaeHHe 3aKasa Ha IOAMNHCKY; MOACYET CTOHMOCTH OJMH 3aKa3 30,0

NOATNHCKH ¢ YYCTOM JOCTABKH, 3anOIHEHUWE KBHTaHIHUH
abOHeMeHTa Ha NCPHOTHYCCKOE H3JAHNC
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Hopma
Ne HaumeHoBaHne NpoLecca, ONCpannH., Eaunnua BpeMeny
n/n CocraB paGoTst H3MepeHRAs HE ’
1 2 3 4
26 |cocTaBiieHHE PETHCTPALMOHHON KapTOYKH IS KAPTOTEKM | OJIHA KapTOyKa 0,5
NEPHOAHYECKHX H3AaHMil; MPOCTABJIEHHE Ha KapTOUKe
HHIEKCA, Noa, NEPHOAHYHOCTH, HCTOYHHKA NOCTYIIEHHSN
Pa6ota B AC:
27 | BBox 3aKa3a Ha MepHOAMYECKHE H3aHNUS B 6a3y TaHHBIX OlIHa XapTOyuKa 10,0
28 | BpIBOA Ha SKpPaH PETHCTPALMOHHOM KAPTOUKH; pacneyaTka | OMHA KapTOtKa 1,0
29 |KOpDpEKTHPOBKA 3aKa3a: BRIBOJI Ha O9KpaH CIMCKa OIHO 0,3
[IEPHOAMYECKUX M3JAHNT,; BHECCHHE U3MESHEH U HaUMEHOBaHWi
Ilepenucka ¢ KHHUTOTOPrOBBIMH OpPTaHU3AUHAMH H
H3ATENBCTBAMH, OHOIHOTEKAMH:
30 |cocraBneHue, Habop TexcTa mHMceMa  (3ampoca,|  ONHO NMHCBMO 60,0
NpeTeH3ud), PerucTpalus B  KHUTE  HCXOIAIIMX
JOKYMEHTOB (MPOCTABJIeHHE JaThl, MOPAAKOBOrO HOMepa,
yKazaHH¢  HAHMEHOBAHHS  OpPTaHU3alHH, KPaTKOro
COACPXaHHs NHCBMa)
31 |odopmnenue 3akaza «Knura — nouroli», OTIpaBka 3aKkaza OZIMH 3aKa3 3,1
B Mara3muH, 0OMeRHBIC GOHIBI
JoxoMIEeKTORaHUE OHOMHOTEUHOTO GOHAA:
32 |monyuchHde 3adBKH Ha MNPHOOPETEHHE IOKYMEHTOB OT|  OZHa 3aiBKa 0,3
noapasaeseHHH,
33 |coctaBncHHe OHOmMorpadHyYeCcKoll 3almCH; YyKazaHME| OJHA Kaprodka 3,0
KOJHYECTBA PK3EMIUIAPOB M CHIJILI MOApasIeIeH it
34 | prmouenne 3aBKH B KAPTOTEKY AOKOMILIEKTOBAHHA 0AHA KapTOHka 0,26
35 |mpocMOTp KAapTOTEKH HEYAOBIETBOPEHHOTO CIpOCa; | OAHH JAOKYMEHT 3,0
aHAMH3 OTKAa30B JUIA  BBIABJICHHA OTCYTCTBYIOLIMX
JOKYMEHTOB, BKIIIOUCHUE B KAPTOTEKY HOKOMIUICKTOBAHHA
Ot16op A0KYMEHTOB H3 0OMEeHHBIX GoHAOB GHOMMOTEK IS
JOKOMILIEKTOBaHMS
IIpocMOTp CIIUCKOB, KapTOTEK, KaTajJoroB OOMCHHBIX | OHMH JOKYMCHT
donmoB OHOMHOTEK, OTOOP HYKHBIX JOKYMEHTOB, CBEpPKa
C KaranoraMn M KapToTekamu cpoell OGubnmorekw;
COCTAaBJICHHE CNMCKA HA JOKYMEHTH, oTo0paHHbie B
ofMerHoM doHze :
KonnyecTBO JOKYMEHTOB, BKIIIOYEHHBIX B CITHCKH:
36 |1 5,0
37 12-10 7.8
38 [11-25 16,0
39 126 -50 32,0
CocraBnieHue — omepatMBHOro  (TEKylIero)  IjaHa
KOMILJIEKTOBAHHSL:
40 [onpeneneHHe MEPONPHATHI MO (GOPMHPOBAHHIO €MUHOTO OJMH NNaHa 480.,0

doHma Ha TeKywWHH roa, OTBETCTBEHHBIX HCIONHUTCNEH,
KOJIUYECTBCHHBIX nokazareeht obpemMa ¢$onga
(mocTynienue,  BHIOBITHE),  OTPAacHEBOTO  COCTaBa,
HCTOYHUKOB NOCTYNNICHHSA, CMETHl PACXOIOB
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Hopma
Ne HaunmeHoBaHHE NpoOMEcca, oNepalHH, Eaununa
BpeMeHH,
n/n CocTab paoTbt H3MEpeHHA MEH.
1 2 3 4
Odopmierue MiaHa KOMIUICKTOBaHHA B GopMe:
41 |Tabman oxHa Tabanna 2,6
42 |xaproTexn OJiHa KapTo4Ka 2,6
PaGora B AC:
43 |BBOJA IL1aHA KOMIUIEKTOBAaHKA B 0a3y AaHHEIX AC OIWH MIaHa 1,1
44 |koppekTHpOBKA 6a3sl JaHHBIX; BRIBOJ Ha 9KpaH; BHECEHHME | ORUH AOKYMEHT 30,0
U3MEHEHHIH
4.2. IlpueM H yueT NOCTYNUBIIMX JOKYMEHTOB
TatGmuma 65
Ne Ennunna Hopma
o/ Haumenoeanne nponecca, onepauuu, CocraB paGothl H3Mepennn BpPEMEHH,
MHH.
1 2 3 4
[Tprem nOKYMEHTOB, NOCTYIIUBILAX ¢ CONPOBOANTENBHBIM
AOKYMEHTOM
IlpreM HOKYMEHTOB IO CONMPOBOAHTENEHEIM MaTepHaaM OJIHA TAPTHA
(cuer, HaknagHas, KOmMA 4cka, akT), noadopka HX MO
angaBUTy AaBTOPOB MJM 3arfiaBuil, 3KCNECAHLMOHHEIM
HOMepaM, CBEepKa C CONPOBOAHTENbHBIMH HOKYMEHTaMH,
NPOCTaBIICHHE NEHB Ha H3JaHWH, MOACYeT YHCHIa
IK3EMILIIPOB, OOIIeH CTOMMOCTH
KomuecTso JOKYMEHTOB B TTapTHH:
1 i1 4,0
2 12-50 8,9
3 [51-250 43,3
IMpuem JOKYMEHTOB, MOCTYIHBIIHX Oe3
COMPOBOIHTENBHBIX JOKYMCHTOB:
4 |mozbop AOKYMEHTOB Mo andaBUTy GaMHIHE aBTOPOB UIH | OOUH JOKYMEHT, 3,1
3arJlaBHi; MPOBEpKa Ha AyONEeTHOCTD; NPOBEIEHHE OLCHKH OJWH aKT
JOKYMEHTOB; COCTaBJICHHE aKTa Ha IpHeM JOKYMEHTOB
KonuvecTBo JOKYMEHTOB, BKIIOYEHHBIX B aKT:
5 |1 0,36
6 |2-5 2,1
7 [6-10 3,7
8 |nmpocranHoBka wrreMiena Ha THTYNBHOM JNHCTE H Ha 17-ft} OJUH AOKYMEHT 0,5
CTPAHMLE JOKYMEHTA
CBEpKa TNOCTYNHBIIUX AOKYMEHTOBR ¢  KapTOTeKO#H
TEKYIIEro KOMILIEKTOBAHUA
9 | moMCK KapTOYKH B KAPTOTEKE TCKYIIETO KOMIUICKTOBAHMUY, [ OHHMH JOKYMECHT 3,0
CBEPKa KapTOYKH ¢ JOKYMEHTOM, BHECCHHE OTMETOK
10 |oTGop mnepBoro 3K3eMIUILpa, BNOXKEHHE KapTOYKH B! OJ{H AOKYMEHT 0,5

HOKYMECHT
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Hopma
Ne Exuvnuna
HaumenoBanne npouecca, onepamun. Cocras paGoTsl BpeMeHH,
n/m H3MepeHHsA
MHH.
1 2 3 4
11 |mocTaHoBKa KapTOuxkM 3a pasfenurtens «BhIMONMHEHHBIE | oAHA KApPTOYKa 0,3
3aKa3bl»
Pabora B AC:
12 [npoeepka Ha ayONeTHOCTh IMOCTYNHBLINX H3JaHUH B 6ase| OAHH AOKYMEHT 1,0
JarHbX AC
13 | pernctpauns HOBEIX MocTynnennit B Gase nannbx AC ONIH JOKYMEHT 3,0
IlpueM B perncTpanis XypHAJIOB U Ta3eT:
14 |moafop xxypHAIOB M raser no andaBUTy Ha3BaHUH, MOHCK| ONUH AOKYMEHT 2,0
PErUCTPAUHOHHON KapTOYKH B KapTOTEKe NOANUCHBIX
H3JaH#H, OTMETKA HOMEpa, NAaThl IOJIYYeHHS U3JaHHs
15 |npocTtanoBka mMTeMIIENA Ha XKypHase OIHH KYDHAN 0,1
16 |npocTaHOBKA WITEMIICIS HA rascTe OJlHa razera 0,5
Benenne «KHUrH cyMMapHOTO yueTay:
pa3dop MAOKYMEHTOB 1O BHAAM, OTPacisM 3HAHHH, | OAWH AOKYMCHT 2,0
A3BIKAM, TIOACYUET YHCAA JOKYMEHTOB, 3alHCH Pe3yBTATOR
NOACUETA 10 YCTAHOBICHHOH (JOPME B KHUTY CYMMapHOTO
yJera
KoandecTBo AOKYMEHTOB B IAPTHH NOCTYIUICHHI:
17 11 2,0
18 |2-50 6,8
19 151 -250 42,0
20 [BBOA CTAaTHCTHYECKHMX MAAHHBIX «KHHMH CYMMapHOTO|  OfHA MapTHs 3,0
ydera» B 6a3y faHHBIX AC
21 |moAcYeT NMOCTPAHWMHO 110 MO3MIMAM JaHHBIX KHHMIH| opnHa nosuuus 32
CYMMAapHOTOQ y4eTa, IEPeHECCHUE HTOTOB Ha CICAYIOLIYIO
CTpaHHLLY
22 |cBepka GHHAHCOBBIX JOKYMEHTOB OTAE/A ¢ (PMHAHCOBBIMH [ OJUH AOKYMCHT 5,0
JOKYMEHTaMH OyXrajiTepHu
23 |odopMieHue CONPOBOAMTENHLHOIO NOKYMEHTa (Cuer,| OMNMH JOKYMEHT 3,0
HAKNAIHAA, aKT) VT Iepeliavu B GyXranTepuio
24 |obopMIICHHE HHBEHTAapHOH KHWTH, HyMepallusd JINCTOB,| OZXH& CTpaHHua 0,88
NPOCTaBIeHHE HOMEpPAa B HHBEHTAPHOI KHHTE
25 |3ammch JAOKYMEHTOB HO YCTaHOBNCHHOH ¢opMe B| OJHH AOKYMCHT 0,88
WHBEHTAPHYIO0 KHWIY, TPOCTABAEHHE WHBEHTAPHOTO
HOMEpa Ha IOKYMEHTE
26 |mpoB¢ACHHE HMHAMBHAYANBHOTO Y4era NOKYMeHTa 0| OIMH HOKYMEHT 3,0
aKTOBOH CHCTCMeE, TPOCTABICHHE HMHBEHTAPHOTO HOMEPa
Ha TOKYMEHTE
27 |OpoBencHHE MHAHBHAYATbHOTO VYETA C TNPHMEHEHHEM | OJHA KapTOYKa 3,0

YUYETHOTO Karajora; cocraenenue OubmHorpadugeckoro
OMNHCANNR JOKYMCHTA, YKalaHHMC NCHLI, HMHBCHTAPHOIO
HOMepa, rofia MOCTYIJIEHHS, HOMEpa 3amHCH B KHHTE
CYMMAapHOro y4eTa, 4HCHa MOCTYIHBIUHX 3K3¢MILIPOB,
HX pacnpe/ie/ICHHE 1O MOAPA3ICNeHUAM
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Hopma
Ne Eannnna
/i HaumeHnoBaHHe mpouecca, onepaunn. Cocras padoThl HIMEpeHEn BpEMEHH,
MHH.
1 2 3 4
28 |3anHCE B JKypHaJle PETHCTPALMH KAapTO4eK YYETHOIO OZHA 3alHCh 1,0
KATAJIOTa HHBEHTAPHOTO HOMEPA, MEPBOTO CIOBA 3aryaBus
29 |npocTaHOBK2 HHBEHTAPHOrO HOMEPA Ha JOKYMEHTE OJHH AOKYMEHT 2,6
30 | perncrpalus MATEHTOB B HYMEPAUHOHHOMN KHHTE OAHH AOKYMCHT 0,3
31 |nonyueHue axTOB HA BHIOBIBIIHE JOKYMEHTBI OT OJIMH aKT 1,0
CTPYKTYPHBIX MOJIpa3fcIeHHil, BHECEHHE 3anHcy B KHure
CyMMapHOTO ydeTa (2-1 9acTb), MPOCTABICHHE HOMEpPA
aKTa
32 |HekmoyedHe ROKYMEHTA MO aKTy W3 YYETHBIX opMm OAUH JOKYMEHT 3,0
33 |HckmouUCHHE BBIOBLIBIIMX MOKYMEHTOB H3 0a3bl NAHHBIX | OIHH JOKYMEHT 2,0
AC
34 |porameHMe UHBEHTAPHOTO HOMEpa M IUTEMNENns | OAMH JOKYMEHT 0,3
OUOIHOTCKH HA JOKYMEHTe
35 |mommuexa akToB OOHH JOKYMEHT 3,0

lpamevanue: npu pabore ¢ DOKYMEHTAMH HA HHOCTPAHHBIX A3BIKAX K HOPME BpPEMEHH
NpHUMERIETCA ToBhiaiouuit koadduuuent 1,15,

4.3, bubnnoteunas oOpaborka A0KyMeHTOB. OpraHH3allis i BEACHUE KAaTAIOTOB

Tabnuua 66
Ne Eananua Hopma
HaunmenoBanne npouecca, onepaunu, Coctap pabornl BPEMEHH,
n/n H3MepeHHA
MHH.
1 2 3 4
PaGoTa ¢ neyaTHo#l KapTo4koi:
pazbopKa KOMIIEKTA MEYATHEIX KapTOUeK OAHA KapTOIKa 0,42
2 |monbopka mevaTHBIX KapTo4ek Mo andaBuTy ¢aMuNHii| onaHa KapTodka 0,36
aBTOPOB HJIM 3arfiaBHi JJd pAcCTaHOBKH B CIyXeGHYo
KapTOTEKy
3 | paccTaHOBKa KapTOYeK B CIYXEOHYIO KapTOTEKy OJIHa KapToJKa 0,36
nog6opKa NMeYaTHEIX KapTOYeK K JOKYMEHTaM 0JIHa KapTO4Ka 0,52
CBepka DOCTYNMUBIIHX AOKYMEHTOB ¢ KaTANOTAMHA!
5 |mpoeepka 1O KAaTaNOry MOBTOPHOCTH [OKYMEHTA,| OfHA KapTOuKa 1,9
MEpeHECEHHE © KaTaloXHoH KapTodku OUGIMoTedHOro
irAdpa, NOJIIHOTO HHAEKCa
6 |moHcKk B cnyxeOHOM Karanore CBOJHOrO oOmMcarud,| omHa Kaprouka 2,6
BHECEHHE OTMETOK
7 lodopmaenue nevaTHoil KapTOUKH, HanHMcaHHe | OnOHa KapTouka 0,68
HHBEHTAPHOTO HOMeEpa, Hdpa H HHOM RHpOpPMalIHH
ITpuntucka nybnetop:
8 |cBepka moxkyMeHTa Ha JAyOieTHOCTh MO cayXeGHOMY| OOHO Ha3BaHHS 0,94
andaBHTHOMY, YHETHOMY KaTaJloTy
O InpunuceiaHne nOyGnera B KaTanor: IPOCTABJNEHHE | OOHO HA3BaHHUE 0,84

HHECHTAPDHOI'C HOMECPA, NNCPCHCCCHHE IJ.[H(PP& Ha JOKYMCHT
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Hopma
Ne Enuununa
HanmeHoBanue npouccca, onepain. Cocras padorsl BpEMEHH,
n/m H3MEpeHHsn
MHAH,
1 2 3 4
[Tpynucka MPOROIKAIOMKXCA H3IAHNN;
10 |mowck B perucTpalHOHHOH KapTOTEKe KapTOYKH Ha! OIHO Ha3BaHHE 0,84
H3JaHHe, CBEpKAa e€e ¢ OpPUrHHANOM, BHECEHHE
O6GHONIHOTEIHBIX OTMETOK
11 |mouck B KaTajore KapTo4eK, OTMETKA NOCTYIUICHHA| OJHO Ha3BaHHe 3,1
COOTBETCTBYIOMETO BHITTYCKA, NpOCTaBIeHNE
HHBEHTApPHOTO HOMepa, [HQpa, BHECEHUE JPYTHX
OHOJIHOTEUHBIX OTMETOK
®opMupoBanne bubnmorpadudeckoii 3anucH
Cocrasnenne ocHOBHON Oubanorpaduyeckoii 3aniucH mpH | OAHO HA3BaHHE
OTCYTCTBHH  IIeYaTHOH#  KapTroykH B JOKYMEHTE
(0O3HaKOMJIEHHE ¢ JIOKYMEHTOM, COCTAaBJICHHE OIHCAHHA,
BHeceHHe OHONMHOTEYHBIX OTMETOK)
KonuuecTBo 271€MeHTOR OTIHCAHHA:
12 [1-4 0,42
13 |15-6 5,2
14 |7-9 6,2
15 110-13 7.2
16 j14-19 8,2
17 120-27 9,2
18 |coctaBneHne ocrHoBHOH OnOmuorpaduueckoil zammcH ¢ 20,0
NOMOIIBK) MAKeTa KAPTOUKH, HANeUaTaHHOTO B KHHIE;
NpOCMOTp H3JaHHA, CBEPKa C MAKETOM KapTOUKH,
BHOCCHHE M3MEHCHHS U JOMONHCHUS
19 lcocrapnenne HOGABOYHOTO ONKHCaHHA K OCHOBHOH | OOHA KapTodka 1,9
oubnmorpaduueckol 3anmncu
20 | o3HAKOMIICHHE c AOKYMEHTOM, COCTABJICHHE | OAUH JIOKYMEHT 10,0
AHAJTHTHYCCKOH 3anHucH
21 lcocraBmeHde  CCHITOYHOH  KAPTOUKW K  OCHOBHOHM | OfHA KApTOYKa 0,52
oubmuorpaduueckoii sanucu
PepaxtpoBanie 6ubnuorpaduyueckoit 3amucu:
22 |mpoBepka MPABHIBHOCTH IEMEHTOB 3alIHCH HA KapTOYKe 0JHa KapTo4Ka 1,0
23 lodbopMnenne  KapTO4KH A4  OYONHpOBaHHA  HAa| OOHA KapTOYKa 1,4
MHOHTEIBHOM — aunapaTe; MNPOCTaBJeHHE WHICKCOR,
mwHdpoB, OHOMHOTEYHBIX NOMETOK, OIpeAcieHne |
YKa3aHAe THpaXa KapTodek
I'pynmnoBas 06paboTka HOKYMEHTOB
O1rbop  OJHOTHNHBIX  AOKYMEHTOB,  MOANEKAMUX OJlHa rpynna
TPYTINOBOH obpaboTtke; COCTABJICHHE ofineit JOXYMEHTOB
XapaKTEPHCTHKH Ha KOMILIEKT JOKYMEHTOB
KOJ'IH‘-ICCTBO JOKYMCHTOB B TPYNIME!
24 |1-9 39,0
25 J10-15 60,0
26 [16-30 106,0
27 !npoBepKa NpPaBHNBHOCTH COCTaBJIEHUS XapaKTEPHUCTHKU olHa 13,0

Ha KOMIUICKT JOKYMCHTOB

XapaKTepHCTHKA




141

Ne
nn

HanMeHoBaHHe Opolecca, onepannn. Cocras padoThl

Eannpua
H3MEpEHHA

Hopma
BpPEeMEHH,
MHH.

2

3

4

Pexatanoruzausg:

28

CBepKa KapTOYKH C JOKYMEHTOM; HCIPaBJICHHE CTApOTo
onOnHorpadgUueckoro OMHCAHHMA; COCTABIEHHE HOBOTO
OTIHCAHN%, NEpPeHeCeHUe IMHpa, HHBCHTAPHOTO HOMEPa,
HubaHoTeYHBIX MOMETOK

O4Ha KapTOdKa

5,7

MogroroBka K HAHACKCHPOBAHHID NOKYMCHTOB  IOnd
KaTanoros:

29

nofbopKa KapTOYKH K JOKYMEHTY, CBEpPKa H BIIOWEHHUE B
JOKYMEHT

OJHH JOKYMEHT

0,5

30

O3HAKOMJICHHE ¢ JOKYMEHTOM; YCTAHOBJIEHHE TEMATHKH;
pacnpeneseHue 1Mo OTpacssM 3HaHHA (10 TEMATHKE)

OOHO Ha3BaHHE

0,88

31

NPOCMOTP HHOCTPAaHHBIX H3AaHMH, MepeBof JAaHHBIX Ha
PYCCKHH A3BIK

OJHH JOKYMCHT

0,37

CucreMaTH3allug OJOKYMCHTOB!

32

CHCTEMATU3ALNA JOKYMEHTA ¢ HCMOIB30BAHHEM HHAEKCOB
MeYaTHOM  KapTOuKH  HWAH  MAaKeTa  KapTOuKH,
Hale4yaTaHHOTO B H3MaHHH, O3HAKOMICHHE ¢ NOKYMEHTOM,
NpoBepKa COOTBETCTBHSA HHAEKCOB Tabauuam
KiaccupUKaLMH, MpHHATEIM B 6HOIHOTEKE, IPOCTABIEHHE
AHZEKCA HA JOKYMeHTe

QAMH JOKYMEHT

2,6

33

CHCTEMATH3AaUHA JOKYMEHTOB MPH OTCYTCTBUM NE4YaTHOMH
KapTOYKH 1 MaKeTa KapTO4dKH B M3JaHMH; O3HAKOMIICHUE ©
DOKYMEHTOM, ONpeNieicHHe WHAeKea o Ttabauuam
KAacCHQUKALIAH, TPUHATEIM B GUONMUOTEKe, TPOCTARACHHE
UHJEKCA Ha NOKYMEHTE

OZMH JIOKYMEHT

2,0

34

OIIpeAENeHNE ABTOPCKOTO 3HaKa ZOKYMEHTA 10 ABTOPCKUM
TabMHIAM

OIMH JAOKYMEHT

0,3

35

mu$ppoBKa JOKYMEHTA MpH (OPMATHO HHBEHTapHOI
paccTaHOBKe;  ONpeAclieHHE  ¢opMaTa  JOKYMEHTA,
HANKCaHHe WHdppa

OIWH JOKYMEHT

0,42

36

PEOAKTHPOBAHHE KJTaCCH[lJHKaL[HOHHOFO HHIOCKCE,
POBCPKa NPAaBHJIIBHOCTH HHACKCE, daBTOPCKOIO 3HaKa

OfHH OOKYMEHT

0,5

37

COCTABICHHE KapTOYKH anhaBHTHO-IIPE IMETHOTO
KaTanora (Ha HOBYH) T¢MAaTHKY); HallHCaHHE Ha KapTO4KE
HHJEKCA, HA3BaHHE KaTaiora M KapTOTeKH, B KOTOPBIX
OTPAXAKOTCA AOKYMEHTEI, YKA3aHUE CCBHUIKH H OTCHUIKH,
CBA3b MEXAY OTHCALHBIME PyOpHKaMH

OgHAa KapTo4iKa

2,0

[TpeaMeTH3aNNA JOKYMEHTOR:

38

ApenIMeTH3anU JOKYMEHTOB C HCTONB3OBAHMEM pyOpHK
AeYaTHOH KApTOMKH; TPOBEPKA COOTBETCTBUA PYOpHKH
HEYaTHOH KapTOUYKH NPSAMETHOMY KaTaJory

OMHO Ha3BaHHC

2,6

39

NPECAMETH3AMHA AOKYMEHTOB NpH OTCYTCTBMH NEYaTHOM
KapTO4KH; O3HAKOMIIEHHE C OOKYMEHTOM, OmpeleneHue

pyOpHKH

0/IHO HA3BAHUES

3,0

40

COCTABIICHHE HOBBIX MNpeAMETHHIX pYOpHK H moapyOpHK;
nepeHeceHHE Ha KapToUKH CiTyXkebHoH KapToTexH

0gHa KapTovdka

1,5
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Ne

Haunmenosanue mpounecea, onepawHu. Coctan paﬁOTl:l

Eapnuna
H3MepeHHR

Hopma
BPEeMEnH,
MHH.

2

3

4

41

peIaKkTHpOBaHME MpeaMETHONH  pyOpHKU, IpOBEpxa
OpaBHABHOCTE  MPEeIMeTHOH  pyOpHKHM,  TOYHOCTB
HalHCaHHA

OJH2a KapTo4Ka

5,0

QOpraHu3anns andpaBHTHOIO KAaTanora:

42

noabopka xkapTouku no andasury daMunuil aBTOPOB HIU
3arnaBdit IS PACCTAHOBKH B anaBHTHEIN KaTaior

OHA KapTOovyKa

0,36

43

paccTaHOBKA NPeABAPUTENbHO NOA00PAHHBIX KapToYeK B
andaBHTHEIN KaTanor

0J{Ha KapToyKa

0,36

a4

peJaKTUpOBaHHE aIQABHTHOrO KaTajlora; NpoBepkKa
PacCTaHOBKH KapTOYeK, NpPaBHILHOCTH JOOABOYHBIX U
CCBUTOYHBIX KapTOUYeK, HCIpaBNeHHe OMHO0K

0/1Ha KapToYKa

0,88

45

HandCaHWUe pasgenuTend and ELHQ]&BHTHOI"O KaTaqora,
YKa3zaHHe 6YKBBI, cliora

OJIMH pa3aeinTent

0,88

46

PacCTaHOBKA pa3fieNuTeNd B andaBUTHBIH  KaTanor:
noabopka pasmenHTeNs no andaBuTy, MOHCK MecTa
pasfeNuTeI, TOCTAHOBKA, 3aKpPENJICHHE CTEPXKHS

OJUH pa3iciInTeNb

2,0

Opl"aHHBaHH}I CHCTCMATHYCCKOTD KaTajlora.

47

noabopka KapTOYKH TIO HHJAEKCAaM, BHYTPH pasfena IO
andasury (QaMuIuE aBTOPOB WJIM 3ardaBuff  ana
pacCTAHOBKH B CHCTEMATHYECKHI KaTanor

OAHa Kaprodka

0,42

48

PAcCTaHOBKA NPEABAPHTENbHO MOAOOPAHHBIX KapTOueK B
CHCTEeMaTHYECKHIi KaTaJior

OTHA KapTO4Ka

0,42

49

peAAKTHPOBAHHE CHCTEMATHYECKOrO KaTajiora: NpoBEpKa
NPaBHJILHOCTH HAMOJHCHHS pa3fieioB  Karanora 1o
COJCPAHUIC, HHACKCALHA U PacCTaHOBKE, UCIPaBIICHHUE
OIIMO0K

OOHAa KapTovKa

0,88

50

pexaccuuxaius CHCTEMATHIECKOTO KaTaaora:
HCOpaBiACHHE HHACKCOB, BHECEHHE HM3MEHEHHWH B
angaBHTHEIH KaTanor

OZIHa KapTOuKa

10,0

51

HANUCAHHE  DA3JENNTENss  JIA  CHCTEMAaTHYECKOIo
KaTaJIora; yKazaHHe HauMEHOBaHWs pa3feina, NoApasiena
H OPYrHx pasaenurenci

OOHH pa3sOciHTEND

1,0

52

PaccTAHOBKa pa3fefHTCNS B CHCTEMATHUCCKHl KaTanor:
noabopka MO WHOESKCAM, HOMCK MECTa, MOCTAHOBKS,
3aKpeILIEHHe CTEPXKHA

OOUH PazdCciInTeIb

2,0

Opl'aHH3aI.IH$l NpeAMETHOTO KaTajlora.

53

noabopxa KapTO4YKH 10 HPeAMETHBIM pyOpHKaM, BHYTPH
py6puk 1o anrpasuty hamMunnit aBToOpoB WK 3alTTaBHi

OJHa KapTodKa

0,42

54

paccTaHOBKA MPENBAPHTENLHO MOZOOPAHHBEIX KApTOYEK B
NpeAMETHBIN KaTanor

OJHa KapTo4Ka

0,42

35

PeJAKTHPOBAHHE MPEAMETHOTO KaTalora: MpOBEpKa
[PaBUIIBHOCTH CCBUIOK, OTCBUIOK, PYOPHK

0/IHA KapTO4Ka

1,0

56

HamUCaHue pasAenuTens Mid NPeIMETHOTO KaTalora,
ykasaHHe pYOPHKH, OTCHUIKH, CCHUIKH

OJIHH Pa3sJCIHTENb

2,3

57

PAcCTaHOBKA pa3leNuTells B NPEAMETHBIH KaTAIOT, MOUCK
MECTa, IOCTAHOBKA, 3aKPEN/ICHHE CTEPIKHS

OJHH pasAcnUTC/IB

2,0
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Hopma
Ne Eaunnna
w/n HaumenoBanue npoiecca, onepauun. Cocras padors! H3Mepenns BpPEMEHH,
MHH,
1 2 3 4
Opranusagus HyMEpalHOHHOIO KaTalora HOPMAaTHBHO-
TEXHHYECKOH JOKYMEHTAIUK:
58 jmoabopka KapTOYKH [0 BHIAM JOKYMCHTOB, YCIOBHBIM [ OflHZ KapTO4Ka 4,3
mudpoBeiM  0Go3HaucHUAM, andaBUTy COKpPAIEHHBIX
Ha3BaHHH CTpaH, JATHHCKOMY an(aBUTy {MHOCTPAHHBIX
CTAHAAPTOB), 10 HOMEpPaM JOKYMEHTOB
59 |paccraHoBKa npeaBapUTENbHO NONOOpaHHBIX KapToueKk Bl OHA KapTouka 0,41
KaTaIor
60 |penakTHpoBaHME KaTajora: [IpoBepKa MPaBHABHOCTH | OJHa KapTOyKa 2,6
oubnnorpadudeckux ONHCaHMi, PacCTaHOBKH,
HCTpaBieHHe  OmWNOOK; BHECEHHE  JONOJHCHUA U
A3MeHEeHH# B KaTanor (OTM€Ha, 3aMEHa, H3MCHEHUA,
NpOAJICHUE CPOKA ACHCTBHA C YKa3aHHEM UCTOUYHHKA)
61 |HanHcaHHe M pacCTAHOBKA pasAC/IHTEN OJIHH pasfIcNIuTeAb 1,3
Oprasn3anHia H BeACHHE 3EKTPOHHOrO KaTanora:
62 |cBepka MOCTYNMHMBINHX JAOKYMEHTOB HA HNYONETHOCTH B| OJMH ROKYMEHT 1,6
IEKTPOHHOM KaTtalore
63 |npunucriBaHHe MPOXOIDKAIOIIUXCA H3/1aHHi B| OAMH JIOKYMEHT 1,6
JMEKTPOHHBIA KaTalor
®opmuposanne  OubGnuorpadmyeckodt  zammcH A OJIHa 3aMHUCh
JNMEKTPOHHOTO  KaTanora; BBOA B 0a3ly  JAHHBIX,
3aMOJHEHHE COOTBETCTBYIOIIMX MOJIEH:
64 | npH HAUTHYHH MAKETA MEYATHOH KapTOdkH 0,36
65 [npy oTCYTCTBHH meYaTHOW KapTOYKH 0,42
66 | coCTaBICHHE aHANTUTHYECKOH 3alHCH 3,5
67 |coctapncHHE 06aBOUHBIX H CCHUTOYHBIX OMUCAHHIA OJIHO OTUCaHHE 0,88
68 |pemakTHpoBannme OuGmmorpagmueckoii 3anuch B 0Oase| OAHO onHcaHHe 1,3
aaHHEBX AC; BHeCEHUE H3MEHEHHH
69 [BBOD nmepeuHs  nOpenMeTHRIX  pyOpuk  AJIY k| oaHna pyOpuka 0,36
CHCTEeMAaTHYECKOMY KaTaJlory H FeHepaysHOH CripaBouHOMH
KapToTexe
70 |eeBOA Ha 3kpaH GubmHorpadguyeckux 3amuceit OIlHA 3aIUCh 0,83
71 | penakTHpoBaHHe pyOpHK, HAaTIONIHEHHE Pa3AesoB O/IHA 3aITACE 7.5
M3baTHE KapTOUCK U3 KaTaJIOroB
HM3paTHE KapTOUYKH Ha HCKIIIOUEHHBIC M3 OuOMUOTeYHOro| OXHA KapTouka
dboHAa JOKYMEHTHI:
72 | andaBuTHOTO KaTanora (0,42
73 | CHCTEMATHUYECKOTO KaTanora 0,36
74 |npemmetHoro xaranora 3,36
75 |HyMepaumnoHHOrO KaTagora 0,42
76 |u3patue GubnuorpaduuecKHe 3allNCd H3 IEKTPOHHOTO OJIHA 3aITHCh 2,0

KaTajiora

Texnnueckas oOpaboTKA AOKYMEHTa

HaknenBanHe Ha ROKYMEHT JIHCTK2 CpOKa BO3BpaTa,
KapMaIliKa, SpibIKa:

OIHH JOKYMECHT
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HopMma
Ne Eaunnna
wn Haumenosanue npoiiecca, onepanun. Cocrab padoThi HIMepeHES BPEMEHH,
MHH.
1 2 3 4
77 | micTox cpoKa BO3BpaTa 0,42
78 | xapMaiex 0,42
79 JTBIK 0,26
Hanucanue mii¢pa Ha JOKYMEHTE U APIBIKE: OJHH JOKYMEHT
80 |Ha goxyMeHTe 0,26
81 lna spmeixe 0,36
82 |nmepenecenne ¢popMaTHOTO H CHCTEMATHYECKOro IWHdpa ¢| OAMH JOKYMEHT 3,0
KapTOYKH HA JOKYMEHT
83 |odopmMmnerne KapTOYKH fin | THPAKUPOBAHUA: | OJHO Ha3BaHHE 1,0
ONpeNeNCHHE K YKa3aHHE THPaX
84 |xoppexTHpOBKa KapTOUKH MOCIE THPAXKHPOBAHHS OJIHO Ha3BaHHE 0,42
85 |pacnpeneneHHe KaTaNOXKHBIX KApTOYEK HA HOBBIE| OJAHA KapToyka 0,42
MOCTYNNSHAA TIO CTPYKTYPHBIM MOApA3AENCHUAM TOCHS
TUPKUPOBAHUS
86 |zamonHeHHe KHMKHOrO GOpPMyNsapa: ykasande wHdpa,| OOWH KHHXKHEIH 0,88
HHBEHTAPHOTO  HOMepa  HOKYMeHTa, GaMHIHH H bopmynsp
HHHIIAAIOB aBTOpa, €10 Ha3BaHud, eHEI, FOJa W3TAHHA
87 |3amonHeHHe KapTOYKH HHAMKATOpPA Ha JOKYMEHT,| OJHH HHIMKATOD 0,88
HanpapAseMblii B KHHIOXPAaHEHHE: yKa3aHHE
HHBCHTAPHOTO HOMepa, aBTopa MW 3arnaBWst, wHdpa
PaccTaHOBKH
88 |zamonHeHHe mepenaTO4HOH BEXOMOCTH HA MApTHIO HOBLIX | OJMH JOKYMEHT 0,15
NOCTYNIEHUH
Pabota s AC
BriBon Ha 3kpan yueTHeIX $OpM, pacrieuarka: onna gopMa
89 |IMCTOB HHINBHAYANLHOIO y4eTa JOKYMEHTOB 0,05
90 |nepenatouHoOi BEROMOCTH HOBBIX MOCTYTUIEHWH 0,05
91 {xaprouxu ¢ OuOmiorpaduueckoli 3anMyuChHIO JUIL YY4ETHOTIO 0,05
KaTanora
92 | xauxHOrO popmynsapa 0,05
93 |xapTOUKH HHAMKATOpa 0,05

Ilpumedanre: kK HOpMaM BPEMEHH NPHMEHAIOTCS MOBBIMAONIHE KO PHIMEHThI:

- IpH cocTaBleHHH OHGJMOrpadHuecKoro onMcaHus HA JOKYMEHT, HA THTYJNBHOM JIHCTE
KOTOPOr0 YacTH4YHO OTCYTCTBYIOT HaHHEIE 1yt Oubnuorpaduueckoii sanucu — 1,13;

- npu Oubmmoreunoil oOpabotke: kuHodOTOQOHOMOKYMEeHTOR - 1,21; HOTHEIX,
KapTorpaguuecknx, m3ouzaanmii — 1,15, cnennanbHEX BHIOB HayYHO-TEXHHYECKON JINTepaTyps! |
OoKyMenTauuu — 1,10,

- npu paboTe ¢ AOKYMEHTaMH Ha WHOCTPAHHBIX f3bIKAX, NPH OPraHU3allMd ¥ BeNCHUH
KpaeBeAYECKOro KaTajaora (KapToTeku) u SHONMHOTEYHOro KaTajora Ha HHOCTPaHHOM s3kIke — 1,15,
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4.4, Pabota ¢ ponaoM
4.4.1. PaboTa no npueMy JOKYMEHTOB

TaGnuna 67
Ne Enanvua Hopma
HaumenoBanne npouecca, onepauui. Coctap padoTni BpeMeHH,
n/n N3IMepeHNs
MHH.
1 2 3 4
1 |IIpneM nOXYMEHTOB B CTPYKTYPHBIX NOApa3AENEHAAX:
2 |mpHeM ZOKYMEHTOB M3 OTHEJNa KOMIUIEKTOBAHHU, CBEpKa C|  O/HA napTHA 90,0
CONPOBONUTENLHBIM MATEPHANIOM
3 |perucrpauna HOBBIX TIOCTYIUICHHH INEPHOAMYECKUX | ONHH NOKYMEHT 0,4
H30aHui, NPOCTABICHUE OTMETKH B pETHCTPAIlHOHHOM
KapToTeKe
4 |OpOCTaBIICHHE WITEMIIENA CTPYKTYPHOTO HOAPA3JENEHHA | OOUH AOKYMEHT 0,26
Ha JJOKyMEeHTe
IoaGop AOKYMEHTOR IS PacCTAHOBKH B OHAE:
5 |nonbopka  OOKYMEHTOR IO  KiaccHpUKaUMOHHBIM | OHHWH HOKYMEHT 0,52
HHIEKCAM, aBTOPCKOMY 3HAKY
6 |noafopka IOKYMEHTOB MO (opMary, HHBCHTAPHBIM | OAWH AOKYMEHT 0,36
HOMepaM
7 |mopbopka mnepuoamdyeckux m3Jauuii 1o andaBUTy | OXHH AOKYMEHT 0,5
Ha3BaHUAM, [0JIaM, HOMEpaM
8 |moxbopxa CIICLBHIOB HOPMATHBHO-TEXHHYECKOH | OJHH JOKYMEHT 0,36
MOKYMEHTALHH 10 KJIaccaM, MOJKJIAcCaM, IpyTnam,
MOATPYTINaM, HHBEHTAPHBIM HOMepaM
PaccranoBka Gubnuorednoro ¢gonpa:
9 |[paccranoBka JOKYMEHTOB Ha CTeIIakax B| OAMH JOKYMEHT 0,52
CHCTEMATHYECKH-a1paBHTHOM HOpAAKe
10 |paccraHoBKa DOKYMEHTOB Ha CTe/iakax B (OpMaTHO-| OAHH JOKYMEHT 1,3
HHBEHTAPHOM MOPSAKE
11 |paccranoBka NEpHOAMYECKHMX M3JaHHK 10 aupaBHTY| OIMH JOKYMEHT 0,52
Ha2BaHHil, rojJaM, HoMepaMm
PaccranoBKka HOpMaTHBHO-TEXHHYECKOH HOKYMEHTALWH | OJHH HOKYMEHT
O KnaccaM, [OAKIAccaM, TpynnaM, HOArpylnam,
HHBEHTAPHEIM HOMEpaM
Konuuectro nokymenToB B noaGopke:
12 |1-5 0,52
13 [6-10 5,2
14 |11-15 0,88
PaccTaHoBKka JOKYMEHTOB Ha MMKPOHOCHTEIAX B| OAMH JOKYMEHT
HHBEHTApPHOM H HYMEPaIHOHHOM NOPSIKE:
15 [mpoBepka NpaBHMIBHOCTH pPacCTAHOBKH JOKYMEHTOB B| OIHH ZJOKYMEHT 0,5
OTAENBHBIX MaccuBaX GoHIa
16 |nepeaprxkeHne (mepeHecenue) JOKYMEHTOR Ha| OXAHH JOKYMEHT 0.4
CBODOAHBIC MECTA
17 |odopmnenne momouHBIX pasjgenmuTeNielf; HalKCaHHe | OJIUH pa3Ae/MTENb 10,0

MOJOYHBIX Pa3AcIHTENCH

FpuMedanne: K HOpMaM BPEMEHH IPHMEHAIOTCS IOBBINAIOIIHE KOI(PHUHHEHTRL:
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- Ipu noadope u paccTaHoBke KHHOoboToPOHOAOKYMEHTOB — 1,2
- Apu noadope H paccTaAHOBKE HOT, KapTorpaHIecKuxX, H30H3aaHu — 1,5;
- npu paboTe ¢ JOKYMeHTaMH Ha HHOCTPAaHHBIX A3bIkax — 1,15.

4.4.2. Pabota no coxpaHHOCTH (oHIAa

Tabauna 68
Ne Ennnuna Hopma
oo Haumenosanne npouecca, onepauun. Cocras padorTs! IIMepenHn BpeMEHH,
MHH
1 2 3 4
IIpoBepka GuGanoTedHoro Gonaa:
! {HamMcaHUE KOHTPOJBHOI( TANOHA HA HOKYMEHT, YKA3aHHE OJHH TaJIOH 3,0
Ha HeM MHBEHTAPHOTO HoMepa, muppa, daMuIHH,
HHULHAJIOB aBTOpa, 3arlaBudA, TOAa, MECTa HM3JaHuf,
IIeHb!, MECTA XpaHEHHA
2 |MapKHMpOBKa KOHTPOJNBHBIX TaJIOHOB: YCT2HOBKa, Ije OJIHH TAIOH 8.0
YYTeH  JaHHBIH  JOKyMeHT  (y4YeTHBIH  KaTajor,
UHBEHTapHas KHUra), NPOCTAB/ICHHE OMNO3HABATENHHOrQ
3HAKA
[ToaGopka KOHTPOJABHBIX TAJIOHOB: OFMH TAJIOH
3 |10 HHBERTApHBIM HOMEpaM 0,1
4 |no andaBHTY paMHIHI aBTOPOB HITH 3ar/1aBHii 0,1
S5 [mo knaccnpuKaIHOHHOMY HHICKCY 0,1
6 |cBepka KOHTPONBHBIX TAMOHOB ¢ WHBEHTAapHOK KHHIOMH, OANH TaNOH 2,0
OTMETKA IPOBEPKH HA TAIOHE M B KHHTE
7 |cBepka KOHTPOJBHBIX TAIOHOE ¢ YYETHBIM HIH OIHH TaJIOH 3,0
an(aBHTHEIM, TONOrpadHIECKHM KAaTAlOTaMHt, OTMETKE Ha
TaJIOHE H B KaTanore
8 [npocmorp ¢opMBI HHAMBMAYANBHOTO YYE€TA, BLIABNCHHE | OAHH JOKYMEHT 3,0
JAOKYMEHTOB, HE NPOIIEAIIHE TIPOBEPKH
9 [cocTaBneHHe KAapTOYKH Ha MOKYMEHT, He¢ MNpOmMeRmuii| OAUH JOKYMEHT 3,0
NPOBEPKH
10 |momck HOKYMEHTOB, HE NpOLISMIIHX HOPOBEPKY, MO | OJHH JOKYMEHT 20,0
pasnuYHBIM Y4eTHBIM ¢opMaM, KapToTeKaM, XypHalaM,
KHHKHBIM NOTIKAM
CocraBiieHHE CITHCKA HEOCTAFONMX B (POHIAC NOKYMCHTOR |  OZIHH CITHCOK
KouuecTBo AOKYMEHTOB B CIHCKE!
11 )1 0,78
12 [2-10 8,3
13 {11-25 19,3
OT16op AOKYMEHTOB U1 HIBATUS U3 honza
IIpocMoTp ZOKYMEHTOB Ha NpeAMET H3BATHA U3 (HOHIA! OIHUH JOKYMEHT
14 | HenpodHABLHBIX 3,1
15 | nyGnerHbix 1,6
16 |ycTapeBIIHX 10 COAEPKAHHIO 3.1
17 |Berxux 0,88
1§ | ManoUCIONL3yeMHIX, HEHCIONB3YEMBIX 2,6

[ToaroToBka JOKYMCHTOB K aKTHPROBAHHID!
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Ne
n/n

HanmeHosanune npoiecca, onepanun, Coctap paborni

Eananna
H3IMEPEHUS

Hopma
BpeMEHH,
MHH

2

3

4

19

nogbopka JNOKYMEHTOB B HNapTHH IO NpHYMHAM H3bATHA,
CREpPK2 ¢ KHHKHBIM GOpMYyIsIpOM

OJHH JOKYMEHT

0,36

20

nmonfopka KRWXKHBIX QOpMYJApoB Ha JAOKYMEHTHL B
NopAAKe UHBEHTAPHBIX HOMEPOB, andaBuTa, XYpHAIB! -
110 rOJaM H HOMepaMm

onuH dopmynap

0,42

COCTABNCHUE COMCKA K AaKkTy BHOBITHA (mepegaun),
noacuer obme#t CyMMEl, OQOpPMIEHHE aKTa; MOTALICHHE
MHBEHTAPHOTO HOMepa H mItemiens OuONHOTEKH Ha
AOKYMEHTE; HOAMHBKA aKTOR

OOUH aKT

Komgectso JAOKYMECHTOR B CITHCKE!

21

1

0,78

22

2-10

7,8

23

11-25

19,3

IMoaroroska JOKYMCHTOR B IICPCINICT:

24

oT0Op JOKYMEHTOB Ajs HEPEIICTa; MPOBEPKA COCTONHUS
JOKYMCHTA; 3allONIHCHAE (CBepKa) KHIDKHOTO hopMmyaspa

OJIMH JOKYMEHT

3,0

25

noaHopka KOMIUIEKTOB, CBA3Ka B [adKkH; odopMieHUE
AOKYMEHTOB Iis Miepeiadi B MEPetvieT

OAHH JOKYMCHT

2,6

26

noAroToBKa MAOKYMCHTOB K BOCCTAHOBJICHHKO: H0ﬂ60p
DOKYMCEHTA, aHANMOTHYHOIO MOBRPCHICHHOMY, ocbopmneﬁne
3aKasa Ha KONMHpOBaHHEC

OJHMH JNOKYMEHT

10,0

27

MpHeM 3akasa I10CiIe KOMHPOBAHHA, MPOBEPKA KAYeCTBa
KOMUIL; MOArOTOBKA JOKYMEHTA K MEPERACTy

OIHH AOKYMEHT

7,0

28

npHeM AOKYMEHTOB H3 IEperuieTa; CBEPKa MOCTYIHBIIHX
U3 Nepeniera ZOKYMEHTOB ¢ KHHKHBEIM (OpMyIsipoM,
NpOBEpKAa  KauyeCTBAa  MEPEINieTa;,  BOCCTAHOBACHUE
3arNiaBHA; HaNHCaHHe Mmdpa Ha SApABIKE, KOpEIIKe
JOKYMEHTA

OOHH JOKYMEHT

7,0

[Toznueka razeT # TOHKHX XKypPHAJIOB!

29

onpezencHue GopMaTa, BIOKEHHE KOMIUIEKTA XYPHATOB
B NAKY HYXHOrO (opmara, 3aBA3bIBaHME; BBIHCCCHHE
mudpa, Ha3pauus, TOf2 H3AAHHA, HOMEPOB KYPHANOB Ha
00NOXKKY H KOPEHIOK ITAIKH

OfiHa nmarkKa

3,0

30

packiafka Tra3eThl N[O  Ha3BaHMAM, [pOKallbIBaHHE,
BJIOXCHHE B KapTOHRYIO 00M0XKKY (11anKy), HPOIIBYPOBKa,
ofpopmiieHne 0610KKH (Ha3BaHHE, TOJ, HOMEP, MECAL)

0Ha DanKa

5,0

Menkuit pemonT donpa:

31

NonKIe#Kka  HOKYMEHTa,  KapMAaillKOB,
BOCCTaHOBJICHHE 3araBui B HHOH PeMOHT

SAPIILIKOB,

OHH4 IallKa

2,0-5,0

OGecnsumupanue GoHAR:

32

ofecnpinupanne Qonaa ¢
ofBecnedcHue pabouero
CpeacTBaMHu: MBLIECOCOM, pabounm CTONTHKOM,
CTpeMsHKOH, BEApOM; npoBejeHne obecnbUIHBaHHSA,
3aHECEHHE TEXHUUECKHX CPEJACTB B MECTAa XPAHCHHA

MOMOIINBI)  IBLIECOCA;
MECTa TEeXHHUYECKHAMH

OJJHA MEPOTIOIKA

12,06
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Hopma
Ne Eannnia
HaumeHoBaHHE npouecca, onepanun. Cocras padoTsl BpEeMeHH,
nm H3Mepenusn
MHH
1 2 3 4
33 |pyunoe olecnbimuBaHde ¢oHMa; obecmevcHHEe pabodero| OJHa MEPONOJka 9,4
MECTa TEXHHYECKHMH CPEACTBaME: CTpeMAHKOH, pabounm
CTONHKOM, TENEXKO, BeIpOM, TPANKAMM; INPOTHPKA,
JaHeCceHHE TEXHHIECKMX CPECTB B MECTA XPaHCHHS
TIpuMedanue: K HOpMaM BpPeMeHH [IPHMEHAIOTCA MORLIUAIONINE KOG PUIHEHTHI:
- IpH pyuHOM O0CCIBUIMBAHKY (POHAA HOTHEIX, KapTorpahpHIecKuX, u3ouananuii — 1,2;
- IpH 00ecHBUTHBaHKH € IOMOLILBIO Nbiecoca — 1,3.
4.4.3. N3yuenne dubnuoreunoro ¢pouga
Tabmuua 69
Ne EauHRIA Hopma
HanmenoBanue npouecca, onepamnu, Cocras padotnt BpPeMCHH,
n/n HIMEpeHMA
MHH.
1 2 3 4
IMoaroTosuTenbHas paboTa Mo M3y4eHNIO GHONHOTEYHOTO
donaa:
1 [cocraBaenue mnaHa paboTel N0 H3YHEHHAIO OMOITHOTEIHOIO OAKH 4N 10,0
donpga (vactu porpa)
2 | moAroToBKa UHCTPYMEHTapUs no H3Yy4eHUIO {  OmHa Tabimua 10,0
6ubmuoTeuHoro ¢oHOA; CcocTapneHHe TaOMHUEl MO
pa3JIHYHAIM ACTICKTAM H3YYCHHSA
3 |nonbopxa 6utnuorpaduueckux nocoOuil,| oxaHO mocobue 10,0
HHGOPMALIHOHHBIX CIIMCKOB AJIA TMPOBSACHUS paboThI MO
H3Y4YeHHIO OuOmoTeyHoro gouga
4 |mpoBedEHHE HMHCTPYKTaXka INA NpoBeACHHA paboT IO | OOUH HHCTPYKTAXK 10,0
H3yuyeHHIo 6HOMHOoTEUHOTO GOHAA
Bubanorpaduyeckoe usyyenne oOnGnnoreunoro gouma
OsHakomeRHe ¢ cojepxaHueM Oubauorpapmucckoro| oaHo mocobOuHe
nocobud, HHPOPMaNMOHHOTO CNHCKA AN NPOBSACHHS
paboTel o H3ydeHHo 6ubmotednoro poxaa
KosnnuecTBo HazpaHUH B mocobnu:
S 11-25 15,7
6 126-50 34,0
7 151-100 68,0
Ceepka KapTOYKH Kataiora ¢ OuOmHoOrpaduHueckuM | OAHa KapTouka
OIIHCAHHEM AOKYMCHTA, YKa3aHHOrO B IIOCOOHMM; OTMETKA
0 HAJHYHH JOKYMEHTA B (hOHJe:
8 | andaBuTHEIE KaTanor 2,0
9 |cHcTeMaTHUeCKHil KaTanor 5.0
10 [cocraeneHue  Oufnuorpaduueckoro  omdcanHs  Ha| OXHA KapTodKa 2,6

OTCYTCTRYIOWME B OubIHOTEKE AOKYMEHTHL
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Ne
n/m

HaumeHoBaHue nmpoiecca, onepanHH, CocTas paﬁo'l'bl

Eaumuna
HIMepeHHs

Hopma
BPEMCHH,
MHH,

2

3

4

TIpoCMOTp HAaNOMMEHHS CHCTEMAaTHYECKOTO Karanora B
PasIMYHBIX acieKTax (MO OTPac/sM 3HAHUA, BUAAM, FOJIaM
H JpPYTHM acTeKTaM); CONOCTABNEHHE IONYYeHHBIX
A2HHBIX ¢ TEeMATHKO-THMONOrHYECKHM {MEpCIeKTHBHEIM)
IJaHOM  KOMIUIEKTOBAHMA;,  YTOYHEHME,  BHECCHHME
KODPEKTHB B I1AH KOMIUIEKTOBaHHS

OIHa Kaprodka

KonnyecTBo KapTO4YCK B ALMHKE.

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0

CraTucTU4ecKOe HayucHue OnbnroTeuroro gonja:

14

3allONIHEHME CTATHCTHYECKMX TaOnui (1o CocTamy,
AWHAMHKE H CTENEeHH HCIONB30BaHHS OUOIHOTEHHOrO
(hoHIA) HA OCHOBAHHUM YHETHOH NOKYMEHTAHHH

ofiHa Tabnuna

10,0

15

pacueT noxaszatenei KHHIoo0eCIeyeHHOCTH,
obpalacMOCTH, HHTAEMOCTH

OIHH NMOKA3aTC/Ib

4,0

16

CINIOITHOM  MPOCMOTP JOKYMEHTOB Ha  CTEaKax,
NOACHET MO KHHXKHEIM (GopMynapaM Hilu JIHCTKaM Cpoka
BO3BpaTa KOJHYECTBA KHHIOBbLIAY

OIMH JOKYMEHT

0,84

17

MApKMPOBKA  HEHCHONMb3yeMOH  vactH  ¢QoHma B
3aBHCHMOCTH  OT MNpPHYMH, BBBBAaBIUHX  HH3KYIO
o0panaeMocThb

OAHH JOKYMCHT

0,26

18

3ANOMHEHHE TabIMiBl HHTEHCHBHOCTH HCHONB30BAHHUS
H6ubnmroreynoro PoHaa

oIHa TalHIA

50,0

CocTaBicHHE H aHamM3 TaOMMI 10  H3YYEHHIO
OnrbnmuoTeunoro poHxa

CocraBieHue TabauteL:

19

IO COCTAaBY, PA3BHTHIO U HCIOJIE30BAHUIO GHOMHOTEUHOTO
doHAa

oJHa TabIHUA

63,0

20

MO CTENCHH HCMONBL30BaHHA (OHAA B  pa3IMYHBIX
acrexTax (B OTpacneBoM, HO BHAAM H3JAHHH W HWHBIM
acheKTam)

OJHa TabMua

68,0

21

10 00bEMY HEUCTIONb3YEMOR H MANTOCTIPAIIHBAEMOH YacTH
OHJa B NIPHYHHAM €€ HAKOTUICHHUA

OJIHA TaG/Mua

63,0

AHanu3 TaOAHIEL:

22

10 COCTABY, Pa3sBHTHIO U HCHONb30BanuI0 GubnuoTeaHoro
OHAa

ofHa Tabnuua

56,0

23

0 CTENCHH HCNONL30BaHHA (OHAZ B  pasiHYHBIX
acriekrax (B OTpac/ICBOM, IO BHIAM H3RAHUNH M HHEIM
ACTIEKTaM)

OJIHA TadUIa

56,0

24

Imo COCTaBy H BCIHHHHE HCHCIIONB3yeMoii H
Manocnpamnsaemoﬁ 9acTH (1301{,[{& H  UpHYBHAM €C
HAKOIINCHHSA

0JHA TabmHua

60,0

25

COCTABJICHHE naaHa MEpONpHATHH peanHu3alug
PEANOKEHHI O pe3yasTaTam H3yveHHs GoHja

OJHH IUIAH

161,0
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IIpumevanue:

- BpeM4 NPOBEACHUSA HHCTPYKTaXKA B HOPMY BPEMEHH HE BXOUT;
- npu paboTe ¢ JOKYMEHTaMM Ha HHOCTPAHHBIX S3BIKAX K HOpPMaMm BpeMeHH NMPUMEHAETCH
nopuImarowWuii ko3geuuuent 1,15,

4.5. Obcnyxusanne unTatenei
4.5.1. Pabota ¢ umTareneM

TaGmuna 70

Ne
n/n

HaumenoBanne npouecca, onepauun. Cocras padorsl

Exunwnna
H3IMEpPEHUS

Hopma
BpEMEHH,
MHH,

2

3

4

3anuck unTaTens B OnOIHOTEKY:

TMPOCMOTY JOKYMEHTOB YHTATENS (macnopr,
YIOCTOBEpEHHE, NOPYYHTENBCTEO); IPOBEPKA HAIHYHA
YUETHO-PETHCTPALHOHHON KApTOYKH YHUTATEIA; BhLAYa
AHKETB! JiNS 3alOJIHEHUS TOAB3OBATEAEM € MOAPOCHBIM
NMOACHEHHEM [10 3aMOJIHCHHID NOJCH

OIHH YHTATCIbL

2,0

3aMONHEHHE dopMynsapa JHTATEIA, Y4eTHO-
PETHCTPALIHOHHOMN KAPTOUKH, YUTATENLCKOTO GHleTa

ONHH YHTATCHE

2,0

O3HAKOMJICHHE YHTATENA C MpPaBHIaMH MNONB3OBAHHA
OubmuoTeko#i, pacnonoxeHmeMm ¢oOHKA, CAPABOYHBIM
anmaparoM, 3TCKTPOHHBIMH PECYpcaMH  (ayJMOKHHIaMH,
yIAJIEHHBIMH Bazamu JaHHBIX, AUCKAMH,
bunpmMorpapueii)

OJHH YHTATCNTE

5,0

noabopka M paccTaHOBKa 1o andaBuHTy QaMuInil
yuTaTeNel YUSTHO-PETUCTPALIMOHHEIC KAPTOUKH

OHa KapTo4dka

0,26

IMepeperucTpalysg YuTaTENEH:

nouck  ¢opmymsipa  (PETUCTPALIHOHHONK  KapTO4KH)
YHTATENd, BHECCHHE H3MCHEHHH B HMX H YMTATENbLCKHH
ouner

OIHWH YHTaTClbL

12,0

3anuck (nepepeructTpanys) yyTaTencH B

ABTOMATH3HPOBAHHOM DEXHME!

Habop Ha KIaBHAType CBeleHHN o uMTaTene: (amuus,
HMS, OT4YECTBO, XapaKTepH3yKIUHe €ro INpH3HAKY
(obpasoBaHue, CISHHATLHOCTL M HABIE IPU3HAKH ), KOI

OOHH YHTATENE

6,0

KOHTPOME 3a BO3MOXXHBIM HallHYHEM NAHHBIX O YHTATENE,
sanHcapmeMcss B OMOJMHMOTEKY (paHee 3amucaH, JIHLIEH
Npasa MoJjib30BaHUs)

OAHH YHTaTENE

1,0

oopMIIEHHE KOJ2 YHTATENd C KOHTPOJIBHEIM PaspsaoM H
CPOKOM NONE3OBAHHAA YIRTATENECKAM OHISTOM HA OCHOBE
BBIJaHHOH HHMOpMALHA

OJIHH YHTATCHE

0,52

BEIBOA HA ITPHHTCP CBEACHMH O 3aNMHCABLUEMCS YHTATENE B

BujJe OnaHka, BEIpe3aHMe ONaHKa H BKJIEHKa €ro B
YHATATCABCKHH Ouner

OIOHH YHTATCHB

1,3

Pabota pucnetuepckoli cmymOul:

10

NMpHEM  YHTaTeNIBCKOTO  TpeGoBaHHA; IIpOBEPKa
NPaBMIBHOCTH  3aMONHCHUA TPeGOBaHHA, YTOYHEHHE
MECTa XpaHCHHS JOKYMEHTOB; OTMETKa B OHCIIETYEPCKOl

0HO TpeboBaHHE

2,0
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Hopma

Ne ExuHuna
n/n HanmenoBanue npouecca, onepanun. Cocras padornr HIMepenus BpeMeHH,
MHAH.,
1 2 3 4
ceTKe, fepenaya TpeGOBaHUA B KHMTOXpaHCHUE
Brinonnenne  tpeGopaun#i  morpeburened, Bolgaya
JOKYMEHTOB U3 QCHOBHOTQ KHUTOXpAHEHUA:
11 |nonyueHue TpeOoBaHW#A, pervcTpauls, MoA0OpKa UX o | omHO TpeGopaHMe 3,0
mdpam
12 [moMCK AOKYMEHTa, OTMETKA Ha TpeDOBaHHH, KHIDKHOM | ogHO TpefoBaHmne 5,0
dopMynApe, AucIieTYepCKol ceTke
13 [ycraHOBNEeHHE  Mecra  HaXOKIEHMA  HeHaifineHHoro | oaHo TpeboBavue 7,0
JIOKYMEHTA IO CHPABOYHBIM KapTOTEKaM, KaTaloram
14 |Belaaua  OOKYMEHTa U3  OTACNa  KHUTOXPAHEHHA | OIUH JOKYMEHT 2,0
noTpeCHTENIO; OTMETKA Ha KHiDKHOM  ¢opMyispe,
TpeGoBaHusA
15 {npmadTHe AOKYMCEHTA OT NOTpeluTeNs; NOKUCK KHWKHOTO | OJAHH JOKYMECHT 3,0
¢dopMynsapa, TpeOOBaHNA, IOTALIEHHE OTMETKH O BBLAAYM
Beimaya KOMIUIEKTOB  JOKYMEHTOB BO  BPEMEHHOE
HOJAB30BAHUE MOAPa3ACNeHUAM ODUONHOTEKH:
16 |odopmnenrie 3aSBKM HA KOMIUIEKT JOKYMEHTOB, OJIHA 3asBKa 5,0
NEPENABACMBIH B CTPYKTYPHOE MOAPa3CeHHE
17 |nopbop MOKYMEHTOB B KOMIUIEKTBI; HallUCAHHE BTOPOTO| OJHH NOKYMEHT 40,0
IK3EMILIAPA KHIKHOTO dopMynsapa (HHAMKATOpa)
Brinaya KOMINEKTOB JOKYMEHTOB, OTMETKA HA KHIXHOM | OIHH JOKYMEHT
dopMynape (MHAMKATOpE) JAThl BbiAayd, JaHHBIX
NOAPA3AENCHNS, NOTYYAIOWEro KOMIIEKT
KonmuecTRO JOKYMEHTOB B KOMIUICKTE!
18 |25 6.8
19 150 13,5
20 1200 108,0
IlonyuenHe KOMIUICKTOB AOKYMEHTOB OT CTPYKTYPHBIX | OIMH KOMIUICKT
noApasRencHuil; MOUCK KHWKHOrO  (opMmyaspa
(MHAUKaTOpa), MOralleHUe OTMETKU O BBIAAYE, BIOKCHUE
€r0 B JOKYMEHT
KonnuecTBO JOKYMEHTOB B KOMIUICKTE!
21 25 6,8
22 |50 13,5
23 1200 108
O06cnyxuBaHde YHTATENEH B YHTATBHOM 3a01¢:
24 |npoBeacHHe KOHCyAbTamui, Gecead ¢ yHTaTENnIMH Y onHa 10,0
KaTajloroB, KapTOTCK, KHWXKHBIX H0N0K; HHpOpMHpOBaHHE | KOHCYABTALHA

yHTaTeNeii o0 HOBBIX MNOCTYNICHHAX, ©O pabote
3NMEKTPOHHOIO KaTanora, CTaHILKH caMo00CTy KHBaHHS, O
paboTe ¢ IJEKTPOHHBLIMH pecypcaMH yAaleHHbX 0a3
JAHHBIX, 0 BO3MOXKHOCTAX PaboTEl B MUYHOM KaOHHETE Ha
caifte OHOANOTEKY, O NMONB3OBAHHY AETCKOM KOMHBATOH
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Na
n/n

Haunmenosanue npoiecca, onepainn, Cocras padorsl

Eannmna
H3MepeHHs

Hopma
BpEMEHH,
MHH,

2

3

4

[TonGop a0KyMeHTOB B NOJACOOHOM (ofiHe YNTAILHOrO
3aJ)ia, Iepeaaya Ha Kadeapy BbLaum:

ONHH AOKYMEHT

25

no TpeOOBaHHIO YHTATEN

3,0

26

M0 YCTHOMY 3alpocy

3,0

27

N0 ONpeIcNEHHOM TeME

3,5

[Tonbop nmokyMeHTOB 1o YyueOHOH mporpamMe Ha
OCHOBAHHH MaKeTa KOMIICKTA AOKYMEHTOB, BHUIABAEMBIX
CTYJIeHTaM, NoI00p yueGHRKOB Mo dakynbTeTaM, KypeaM,
TPyNNaM; CBepKa KHIDKHBIX (OPMYISpPOB ¢ HA3BAHHEM
KHHT, HHBEHTAPHBIMH HOMEpaMu

ONHH KOMIIEKT

Konuyectro JAOKYMCHTOR B KOMILJICKTE!

28

10

4,0

29

20

3,0

30

40

16,0

31

BhlJada MOKYMEHTA: CBEPKA BBLIABAEMOro AOKYMEHTa C
UHTATENLCKAM — TpeOORaHUWEM;  NpOBEpKAa  HAMHYMA
CTpaHHII; BHECEHHE 3aIMUCH HA YATATENECKOM TpeOOoBanun
(KOHTPOJILHOM JIACTKE), BJOXKEHHE B YHTATEALCKHIA
Ouner; pacCTaHOBKA, OTMETKA KHUTOBBIIAYH

OJAHH JOKYMCHT

2,0

Briaua AOKYMEHTOB: CBEpKa BRIAABAEMBIl JOKYMEHT C
YUTATENBCKAM  TpeOoBaHMEM;  NpOBEpKa  HaIH9HE
CTPaHHL; CKAHHPOBATh YHTATENECKAET OHieT;
CKaHHPOBAThH BEINABAaeMBbIe KHHIM; OTMETKA KHHTOBLLIAYY,
OTMETKA CTATHCTHKY HOCEIAEMOCTH:

32

OpPUHATHE JOKYMEHTa: CBepKa €ro ¢ TpefoBaHMEM
(KOHTPOJBHBIM  JMCTKOM), HpPOBEpKa  COXPAHHOCTH
AOKYMEHTa, HaMHYHA CTPaHHL, BHECEHHE OTMETKH O
nApueMe

OIMH JAOKYMEHT

2,0

33

NOMYUYCHHES OOKYMCHTA, 3aKa3aHHOro YHTatTeJIEM B OTIOCIC
KHHIOXPAHCHHA

OJHH JOKYMEHT

0.5

34

nepesada AJOKYMCEHTA, CIOAHHOIC YHTATCICM, B OTACH
KHHAUOXPAHCHHA

OJIHH NOKYMEHT

1,0

Or0op 1 nepefada TOKYMEHTOB Ha KOIHPOBasHe:

35

OTOOP JOKYMEHTOB {OTACNLHBIX CTATEH) ANIA Tlepeaavd Ha
MHKPO(HIEMHAPOBAHHE H KOITHPOBAaHUE

O0JHH JOKYMCHT

5,0

36

MOArOTOBKA JOKYMEHTOB K KOMHPOBaHHIO, O(OpMIICHHE
3aKa3a, PSTHCTPALHUs B YUETHBIX hopMax

OJHH JOKYMCHT

3,0

37

NONyYeHHe  MHKpopMIbMa W KOMKH, IpoBepka
NPaBUJIBHOCTH BHIMONHEHHS 3aKa3a

OJWH 3akKa3

5,0

ObcmyxuBaHue ynTatenei Ha aboHeMeHTE:

38

HO,E[GOP JOKYMCHTOB IJId PECKOMEHIALIHH YN TAaTCIAM

CIOHH JOKYMEHT

5,0

Beijaua JAOKYMEHTOB WYHTATEMO, NOHCK ¢GopMynspa
quTATeN, yKa3aHHe CPoKa BO3BpPaTa, NMpoBepKa HANHYMS
cTpalull, obcnyxuBanue

OTUH IOKYMEHT

Bhiaarh JOKYMEHTOB: CBEPKa BHLAABAEMOr0 AOKYMEHTA C
YMTATENBCKUM  TpeOOBaHHEM; MPOBEPKA  HATAUMA
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Hopma
Ne Exnunua
w/n HanMmeHnoBanHe opomecca, onepannn. Coctap paGoThl H3MepeHn BpEeMeHH,
MHH,

1 2 3 4

CTpaHul; CKaHHpOBaHWE  YMTaTeNbcKoro  Gunera;

CKaHHpOBaHMe  BblZAaBacMOH  KHHIHM;  pacledarka

KOHTPOJMBHOTG JIHCTKA C YKa3aHHEM CpOKa BO3Bpara H

CAMCKA BBIGAHHBIX KHNI, OTMETKA KHUPOBHIAuH; OTMETKA

CTATHCTHKH TIOCEIACMOCTH:
39 [B3pOCABIX 2,7
40 {neteit 3.2
41 |mposenenue Oeceapl ¢ uMTaTeneM, BHPOPMHpPOBAHHE ©) OAHH YHTATENb 5,0

HOBBIX OCTYTUICHHSAX

[TonydeHnue AOKYMEHTA OT MHUTATENA; BHECCHHE OTMETKH O | OIHH JOKYMEHT

npueme, TPOBEPKA HAMHYMA CTPAHHL, BIOXKCHHE

KHIDKHOTO $opMynspa; 06caykKnBaHuE,
42 | B3pOCIBIX 1,8
43 | nereh 5,0
44 |mpomreHde CpoKa MONL3OBAHHA JOKYMEHTOM; MOUCK| OXHH QOPMYILIp 3,0

dopMmynspa uMTaTENd; BHECCHHE OTMETKH O TMPOIICHUM
CpOKA NONEB30BAHHUS

IIpyMeyaHKe: K HOpMaM BPEMEHH TIPHMCHAIOTCA NOBLIIAIOWINE K0P DHIIHSHTH!:
- OpH 00CITY)XMBAHHHA YMTaTENEH KHHO(POTOPOROTOKYMEHTaMH — 1,2;
- mpd o6cnyXUBaHUY YyHTATENEH HOTHBIMH, KapTOrpadUUeCKUMHU, H3OH3ZaHUAME — 1,15;

BAIAMH  Hay4HO-TEXHHYECKOH

- 1pu  obcnyXdBaHHH uHTATENeH CHEHUATLHBEIMH

JHTEepaTYpbl H JOKYMeHTaunu — 1,1,
- TIp# paboTe ¢ NOKYMEHTAMH Ha MHOCTPAHHEBIX f3bikax — 1,15,

4.5.2. Buytpenuas paota

Tabnmuma 71
Ne Eanuuna Hopua
Haumenobanne npounecca, onepauuu, Cocras patoTni BpeMeHH,
n/m HIMEPEHNS
MHH.
1 2 3 4
TTomroToBka K Belaye:
1 |paccranoBka dopMmymipoB umTaTenc (Mo cpokaM,| OXHH GOPMYIAp 1,0
HOMepaM, aTQpaBuTy)
2 |paccraHOBKa CAARHBIX JOKYMEHTOB B (OHAE OTKPHITOrO| OMHH ACKYMEHT 2,0
ZOCTY!a
3 |paccraHOBKa CHaHHBIX AOKYMEHTOB B (DOH/AE OCHOBHOIO| OJMH AOKYMECHT 3,0
XpaHeHHA
4 |moaseneHHe HTOrOB paboOThl 3a MNPOIISALIMI IEHD, eXXeTHECBHO 15,0
BHECCHHUE 3aTIHCH B OHSBHUK
5 |nombop InOKYMEHTOB IO IpEeJBapUTENBHEIM 3aKa3aM| OOUH AOKYMEHT 3,0
YHTATENEH H IJTAHAM YTCHUS
6 |mpocMOTp HOBBIX HOCTYIUIEHHH [0S PEKOMEHJAUHH|{ OAUH AOKYMEHT 2,0

YHTATCIIAM
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Ne
nn

Hanmenoanse npouecca, onepaunn. Cocras paboTnl

ExnHnana
H3IMepeHHs

Hopma
BpeMeHH,
MHH,

2

3

4

HPOCMOTP M MMONONHEHHE KHHKHBIX BEICTABOK, SUIMKOB
cBoDOAHOIO BHIOOpAa KHHI, TEMATHUYECKHX IOJIOK H
crennaxeti

OAHH AOKYMCHT

3,0

NnoaAroToBKa @60qero MCCTa

CKCITHCBHO

10,0

Pa6ora ¢ dopMyIsipoM YHTaTENA:

ananu3 GopMyaaphl duTaTenell, BEIABICHHE YATATEIbCKHE
HHTEPECHI

OIHH (opMynap

43

10

COCTABACHHC KapTOYKH /I KAapTOTeKH YHMTaTeNbCKHX
HHTEPECOB;  COCTABNEGHHE  CHOHCKA  UHTATEBCKHX
UHTepecoB — | 3anucs

OJHa KapTo4vKa

0,86

1

januck B dopMynapax (MHBIX JOKYMEHTax) o
pe3ynbTaTax aHau3a YTSHHA 33 ONpEeNCHHEIA NepHOA

QOHa 3AMHCE

3,6

12

3auch B AHEBHUKE OUONMUOTEKApA O QHHAMAKE YTEHWS W
VHTepecax YUTaTeNs (Tpynnsl uuTartesnei)

0ana 3anHich

9,2

PaGota ¢ yuTarenaMy, He BO3BPATHBLIMMU JOKYMEHTHI B
CpOK:

13

npocMoTp M otOop  (opMyNspoR  uurarenci, He

BO3BPATHBIIMX JOKYMEHTHI B CPOK

oNMH GopMynsp

1,0

14

HAMHCAHHE OTKpBITOK-HaIIOMHHaHHﬁ o BO3BpATE
JOKYMCHTOB; OTMCTKA HATHI HAIIOMHHAHHA HA d)opmynﬂpe

oxnH dopMyIap

6,0

15

onopemienHe (Mo TenedoHy, SNCKTPOHHOH MOUTE)
YHTATENA, HE BO3BPATABIIErO JOKYMEHTH! B CPOK; OTMETKA
JaTe! HANOMUEAHKA B GopMysape

oauH GopMynsAp

5,0

Kontpone 3a cpokaMM BO3BpaTa IOKYMEHTOB B
AaBTOMAaTH3HPOBAHHOM PEXUME:

16

BHIBOJ Ha NPHHTEP HO YCIHOBHAM CIHCKA YUTATEACH M
A00HEHTORB-2a10/IKHHKOB

OJIHA 3aMHCE

0,16

17

COCTABJICHHC CTTHCKA 38 10TAKHUKOB

OOHa 3anich

0,16

18

pacneyaTka Ha NpHHTepe HanOMWHaHWA aGOHEHTaM H
YUTATENSAM O CpPOKE BO3BpaTa {Anpec, Ha3BaHUs B3ATHIX
AOKYMEHTOB)

OfHa 3anlceE

2,2

19

H3bATHE K3 ©Oasel JaHHBIX CBEAECHHH © 3aHATOCTH
BO3BPAMIEHHBIX JOKYMEHTOB

CHHA 3anINCh

0,4

OdopMicHRE HOHNCKa 3aNODKHUKOB Yepes CyA:

20

CHATHE KOMHH ¢ HopMyispa HHTaTENs; YTOUHECHHE aBTopa,
Ha3BaHHA, HHBEHTAPHOTO HOMEpa, LEeHY JOKYMEHTa, He
BO3BPALICHHOI0 B CPOK; NEPEYHCICHHE TOCMOLUIMHBL 32
oopMICHHE HCTIOTHATENBHBIX HAAMUCEH; Nepeaaya Aena
B CYA

OJHH DOKYMCHT

2,7

21

nojy4yeHde U oopMieHHE IOKYMEHTOB U3 HOTAPHANBHOM
KOHTOPH! (IIPOCTABICHHE HOMED PACHETHOrO CUETa, HOMED
HCTIOTHUTENBHOM HAAMUCH)

OI¥MH JOKYMEHT

2,7

22

COCTAB/ICHHE aKTa Ha OIUIaTy Yepe3 CYA YTePAHHBIX
JOKYMEHTOB (IIPHAOXKEHUE K AKTY - GOpMyIAp IMUTATEN)

OIUH JOKYMCHT

2,7

IIpyeM DOKYMEHTOB B3aMEH YTepAHHEIX:
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Hopma
Ne Eannuna
o/ Hanmenonanme npouecca, onepanuu. Cocrap patoThi H3Mepenns BpeMeHH,
MHH.
1 2 3 4
23 |nonck YUTATETBCKOTO dopmysapa; BHECEHHE | OMH AOKYMCHT 10,0
COOTBETCTBYIONIEH 3anucK B dopmynap, TeTpans ydera
KHHT, IPUHATHIX B3AMEH YTEPSIHHBIX
24 {mpocMOTp  AOKYMEHTA,  JNPEMNAraeMoro  B3aMCH| OAHH HOKYMEHT 2,0
YTEpPAHHOTO
Pa6ora ¢ oTKa3zamu:
25 |yyer m xnaccupukalMs OTKA30B: OTMETKA Ha JMCTKE! OFHO TpeGoBaHHE 1,6
YHTATENLCKOrO TpeOOBaHHA MPHYHHY OTKa3a
26 |pacCTaHOBKA YHTATENBCKHX TpeboBaHMii B KapTOTEKy | OOHO TpeOOBAHHE 0,32
(HEYAOBAETBOPEHHBIA CIIPOCY
27 jamanp3 OTKa30B, COCTABJICHHE CBOAKH OTKa3oB B OMHH OTKa3 1,06
OTpacieBOM paspese (0 MpHYMHAM OTKA3a U MepaMm HX
JTHKBHOALME U NPEAYIIPEXKACHUA)
28 |cocraBnenne OuOmiorpaduueckoro  onucaHHs — Ha OIHO 2,0
JIOKYMEHTBI, MMelolnde Han0oNbIIee 4YHCIO OTKa3oB, W Gubnuorpapuuec-
nepeaada KapTOuKH B OTAEN KOMIUIEKTOBAHHS KO€ ONMUCAHHE
4.5.3. BuectanuoHapHoe o0CnyKHBaHUE
Tabnuua 72
Ne Ennuuna Hopwma
HammeHoBaHHe nponecea, onepanun, CoctaB padornr BPEeMECHH,
n/n H3MepeHns
MHH.
1 2 3 4
Opraauszanis OMONMOTEUHBIX INYHKTOB, MNEPEABHIKHBIX
bubnnorek:
1 |sawmodyeHwe  moroBopa Mexay Onbavorexod ®| OImMH AOTOBOp 270,0
OpraHu3alHei, rae Oyaer OCYLIECTBIATBCS
BHECTAIIMOHAPHOE 0OCHY)KHBAHHE
odopmieHre dopmyiapa OHONHOTEUHOrO MyHKTA 0ZuH GOpMyIAp 13,5
opopmiieHHe maNKd ¢ AOKYMGHTaMH  (ZOrOROp, OJIHa nanka 13,5
IOBEPEHHOCTH Ha TNONy4YeHUe KHHUT, GOpPMYISpoB
O6HONHOTEYHOrO NYHKTA, OTHYETOB)
4 lcocraBneHHE CXeMBl  pasMelieHus  OGHOMMOTeUHBIX OJ/IHA CXeMa 126,0
OYHKTOB Ha TEPPUTOPHH Fopoaa, palioHa
5 {[cocraBneHue rpadwika oOMeHa JOKYMEHTOB, |  OAUH rpaduk 18,0
Haxo/mmxcqd B OHOMHOTEHHBIX MYHKTaX, NMEpeaBHKHBIX
OndnuoTexax
6 |cocraBneHue IiaHa METOIHYECKO NOMOLLH OJ¥H IJIaHa 46,0
HubnnoTexapAM-001LECTBCHHHKAM
7 jopopmneHue OOBABNCHHA © JHAX M vacax paborel| ogHo 0OBABICHHE 12,0

HuOAROTETHOTO ITYHKTA, NEPEeABHIKHOH CHOMHOTEKH

Tlonbop xomnnekToB HokymeHToB AnA OubNHOTEUHOTO
NYHKT4, IEpPEABIKHOI Onbanoreku

[Tonfopka KOMNEKTa ZOKYMEHTOR

OAHH KOMIVICKT

KonnuectBo JAOKYMCHTOB B KOMIIICKTE!
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Hopma
Ne HanMmenoBanue npoliecea, onepauun. Cocrap padornl Eausnua BPEeMCHH
n/n ’ ' HIMepeHus i
MHH.
1 2 3 4
g 10 15,0
9 130 45,0
10 1100 148,5
11 |BBlAava AOKyMeHTa B OMOAHOTEUHBIA MYHKT, OTMETKA B[ ONHE JOKYMEHT 2,0
KHIKHOM (opMyiidpe AaThi BbIAAYH, HOMepa MyHKTa
12 j3amuch B popmynsp OHOIHOTEIHOTO MyHKTA JaTh! BEIAAYH OIH2 3allKCh 1,0
NOKYMCHTOB, KOJIT4ECTBA BHINAHHLIX W BO3IBPAIlCHHBIX B
CTAUMOHAD JOKYMEHTOB
13 |paccTaHoBKa KHMXHBIX (OPMYNAPOB B KapTOTEKy 33| ONWH KHIKHBIH 0.4
pasgenmTeNeM  curabi  OMOAMOTEHHOTO — MYHKTA, gopmyasp
nepeBikHON Oubnuorekn, BHYIpE No andaBuHTy
AMHIIUH ABTOPOB
14 ‘npueM  NOKYMEHTOB M3  OHONHOTEHHOrO  NYHKTA, | OAMH JOKYMEHT 1,6
nepeaBkHOii  OMONMOTEKH: MPOCTABICHHE OTMETKH O
npueMe, BIoxwerHe GopMynspa B AOKYMEHT
4.6. Obcnyxupanue no MexbnbnuoreuHoMy aboHementy (MbBA)
Tabnuuna 73
Ne Envnuna Hopma
Haunmenosanue npouecca, onepaunn. Cocras paéornl BPEeMEHH,
nm U3MepeHus
MHH.
1 2 3 4
ObcnyxuBanue untatench oubmuorexu no MBA:
perucTpanus YuTarTens, noaesyomeroca MbA OIMH YHTATENH 1,35
2 |3amojyiHeHHe Gnanka-3akaza, HPOCTaBNICHHE OJIUH 3aKa3 2,2
PErHCTPALIHOHHOTO HOMEpA, JaThI
3 |yToYHeHHE  YKa3aHHEIX  YHTATCJIEM  CBSACHHH O OJHH 3aKa3 1,6
3aKa3aHHOM JOKYMEHTE, UEIH 3ampoca, HCTOYHHKE,
OTKYZa MOJNYYCHEI CBE/ICHHS
bubnuorpaduyeckads mopaGoTka 3aKaza; YTOUHCHHE
OuOorpadHIeCKHX CRESHSHHIA:
4 {10 CIIPaBOYHBIM H3NAHHIM 27,0
5 | mpH MOMOLIH aBTOMATH3UPOBAHHBIX CPEJICTB 0,22
6 [nmpoBepka HANIHYHE 3alpallMBacMOro JOKYMeHTa B| OHMH ZOKYMEHT 10,2
bubnmotexax ropona, o6yacTH, perHOHa, B TOM YHCIIE I10
CBOAHBIM KaTaloraM
7 |nanpaBneHue GnaHka-3aKasa ¢ NIPOCTABAEHHON OTMETKOM OJMH 3aKa3 0,27
(mremnenem) «B  ropome HeT» B OTpAcNeBOM,
YHMBEDCAIBHEIH LEHTp Wi B OubnnoTeky (oprad
HH$pOpMallHK) 110 AZHHBIM CBOAHBIX KAaTaJlOrOB
8 |3amAck cBeacHW#M © HanpapiaeHHH 3akazsa no MBA OJIHA 3AIIHCh 1,4

(HamMeHOBaHHe OubmuoTEKH,
CTOpoHe GaHKa 3aKasa

pata) Ha 00OpOTHOM
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Ne
nm

HaunmenoBaHue nponecca, onepauun. Coctas paborns

Eanauua
H3IMCPCHAA

Hopma
BPEMEHH,
MHH.

[y

2

3

4

noMeuenne Onanka-zakasa B «Kaprorexy 3ampocos
ynrateneii mo MDBA» 3a passenuteneM «3anpochl MO
MEA, nanpabieHHBIE B Jpyrue Gnbinorexu»

onHO TpeboBaHne

0,32

10

npueM OOKYMEHTOB, HpHcHarHbX M0 MbA; pacnedarka
Gapaepoau, MpOBEpPKAa COCTOSHHA JOKYMEHTOB, OTMETKA
OATH NONYYSHHS K Ha3BaHHAA OUONHOTEKW, BHICHABIIEH
AOKYMEHTBI, HHBEHTapHOTO HOMEpPa, CpOKa IONB30BaHHS;
pasMecTHTh ONlaHK-3aKa3 U3 pa3fiena KapToTeKH «3anpock
no MBA, HanpaBiteHHEIE B Apyrue OnOnuoTeku» B pasaen
«Tlonydennsle no MbA usnanusy

OOHH JOKYMCHT

3.8

11

OIIOBCIUCHUS YHTATENA O MNOAYYCHHH 3alPOMICHHOIC
JOKYMEHNTA H CPOKE [I0JIE30BAHHA HM

OOHO H3BCILICHUC

1,35

12

BELOAYA UYWTATENIO NOAyueHHHX o MBA noxyMeHTOB B
quTaibHOM  3ale (B chnyxeODHOM  NOMEICHHH
Oubnuorek#); CBEpKAa BBAABAEMOTO  JOKYMEHTa ¢
ONaHKOM-3aKa30M, [MPOBEpKAa HANWYMAA CTPAHAL U
COCTOAHME NOKYMEHTA, OTMETKA BhIIAYH

OJIKH JIOKYMEHT

1,0

13

IpHeM JOKYMCHTa OT UMTATENS B YHTANTLHOM 3a%e; CBepKa
JAOKYMEHTa ¢ 4acThK  OnaHKa-3aka3a, MpOBEpKa
COXPaHHOCTH JIOKYMEHTA, OTMETKA O IIpHeMe, NOMelleH e
HOKYMCHTA B CHEIHANEHO BHIACICHHOES MECTO (3aKpPHITHII

wkad)

OOUH HJOKYMCHT

0,5

14

M3BNeYEHKEe ONaHka-3aKa3a W3  KApTOTeKH, 3afHkch
cBemeHult 06 oTnpaBke w3naHuA (HaTa, HOMEP MOYTOBOTO
OTNIPABNCHHA); TIEPECTAHOBKA NHCTKaZ U3 paszena
«[Tonyuernnte mno MBA  m3pgamus» B paspgen
«Bo3BppalieHHas THTEpaTYpa»

CINH JHCTOK

TpeOoBaHus

1,0

15

NOArOTOBKA K OTOpaBKe ROKYMeHTOB B Oubmuoreky-
doHIOAEPKATEIh  3aKa3HOH OaHACpONBIO; YMaKoBKa
GaHfiepo/M, B3BEIIMBAHHE ¢€, HaKNICHBaHUEG MapkH {ecnH
HET UCHTPANU30BAHHOR OMMATHl MEepPechUIKH), HAIMUCAHKE
azgpeca, COCTaBACHHE OITHCH

OJIMH JOKYMCHT

3,6

16

paboTa ¢ OTKasaMu, NpH MNONy4YeHUH OT OUOAHOTEeKH-
douoAepKaTENL H3BCILCHHA 00 OTKale WM 3aJepiKe
BLITIONHEHUA 3aMpoca: H3BICYEHHE U3 KapTOTeKH OraHka-
3aKa3a, yKasaHHe NPUYMHEI B JaTH 0TK233 Ha 0GOpoTHOM
CTOpOHE, NIePecTaHoBKa H3 pasmena «3anpocsl o MBA,
HamnpaBieHHble B fpyrue Subimorexku» B pasaen «OTkassl
no MbA»

OAHUH OTKa3

1,03

17

coofImeHue B oTaen o0CIyXHBaHUA O HONYYEHHH OTKa3a
(nata, mMpUYKHHA)

OJHH OTKa3

1,35

O6cnyxusaHne aGoHenror mo MBA

TIpuem 3axasos:

18

OpH OTCYTCTBHM HOMepa afoHeHTa Ha OnaHKe-3aKase
npoBepka Mo KaproTeke aOoHEHTOB, aboHMpyerca au
JAHHAA OpraHu3auns

OOHH OTKa3

1,0
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Ne

HaumenoBaHue npouecca, onepauan. Coctas paborhi

Eauanna
U3IMEpEHHS

Hopma
BpeMeHH,
MHH,

2

3

4

19

opranmsaiiis aOoHMpYyeTcs: MpOCTABACHHE HOMepa Ha
OslaHKe-3aKa3e, CBEpKa aiapeca, HA3BaHMA OpraHM3aluH,
daMumK 0TBETCTBEHHOTO NO MBA, BHeCeHHE H3MEHEHHH
B KapTO4KH

OJHH OTKA3

3.6

20

nepsudHoe ofpaiieHue aboHeHTAa B TeKylieM romy:
IPOCTABJICHIHE B KAPTOUKE roj OOpalueHs, J1aTy

OAHH OTKa3

3,6

21

opopMmicHue  aboHeHTa (OpraHM3aliuid  paHee  He
aGoHHpoBajiach):  mpucBoeHMe¢  aDOHEHTY  HOMéEpa,
3aMONTHCHUE KapTOYKH perucrpaund aboHeHta MBA H
pa3nenuTens (popmynsap), yKa3aHue TOJIHOTO
HauMeHoBaHua  Oubmiorexu, mowroBOrO  adpeca,
TenedoHa, daMunMHE, MMEHH, OTYeCTBa OTBETCTBEHHOTO
JIMUA, A3THl OTKPBITHA H HOMEpA ab0HEHTa

oIHH aboHeHT

5,0

22

PacCTaHOBKA PCTHCTPALHOHHBIX KAPTOUYCK B KAPTOTCKY

OJTHA KAPTOYKA

0,32

23

obopmnenue HzBelllcHHs 11 aboHEHTa (CTaHZapTHOE
usBemieHHe 00  OTKpHITHH  aGoHEMEHTa);  3ampoc
HEJOCTAIOLIMX CBEACHHU INA KapTOTEKH THIIOBLIM
TIHCBMOM

OOHO H3BCILNCHUE

1,6

24

NpoBepKa MpaBHILHOCTH 3aroNHeHds Onanka-3akasa,
3a0JDKEHHOCTH afOHeHTa, IpoCTaBlieHHe Ha o6opoTte
1-ii yacTH Onanka-3aka3a (¢Tp. 2) cBoEro mremmens H
HATHI TOAYUeHHUS 3aKaza B pyOpuke «CnyxeOHBIE 0TMETKH
OubnuoTekaps» NpH BHINONHCHHH W NEpCHANpaBICHUM
3aKa3a B CTPOKE «paitoH, TOpoa»

OJUH ONaHK-3aKa3

3,8

25

nepezaya Ha yyacroK paGoThl ¢ OTKa3aMM HENPaBHILHO
oQOPMNICHHBIX  3aKa30B M  3aKa3oB  ab0OHEHTOB-
33J0JUKHAKOB

OJHH ONaHK

0,43

26

imudpoBka 3aKa3op aboOHEHTOB; mnoabopka OraHKOB-
3aKa30B Mo andaBuTy, NpoBEpKa HANHYAA JOKYMEHTA MO
KaTaJory

ONHH OIaHK

2,7

27

MOATOTOBKA AOKYMEHTA K BBLIAYE: CBEpKA JOKYMEHTA ¢
OnaHKOM-3aKa30M, IPOBEpPKa HAJIMYHA CTpaHHI H
COCTOAIHMA JOKYMEHTA, MPOCTaBjIeHHe Ha OnaHKe-3aKase
umdpa AOKYMEHTa, YKA3aHHE MHBCHTAPHOrO HOMEpA,
KOJIH9IeCTBA AOKYMEHTOB, JAThl BBIAAYH; NPOCTABIICHHE
mremnens OnONHOTEeKM ¢ HA3BAaHHEM W TOUTOBLIM
agpecoM, YKalaHHe CpoKa BO3BpaTa, MpPOCTABIICHHE
HoMepa OaHOepoH BHH3Y

OZHH JOKYMCHT

1,4

28

MNOCTAHOBKA 3aka3za Ha o4dYepeib (B CIy4yac 3aHATOCTH
uanauua); OTIPABKA HIBCUICHHA aGOHeHIy

OJIHH 34Ka3

1,6

29

nepejata M3JaHMA HA KONMpOBaHWe (OpM 3aka3e Ha
(dbparMEHT U3AaHH: CTaThd U3 KypHaIa, COOPHHKA)

OIKH 3aKa3

2,7

30

oTnpaBKa JOKYMEHTOB aboHeHTaM: ymakoBka GaHIeponH,
B3BeIUWBAHME, HAKJICHBAHHE MAapKH, HANMHCAHHE ampeca,
COCTABIICHWE OIHCH

OAWH TOKYMCHT

2,5




159

Ne
n/n

HanMmenoBanne npouecca, onepaunn. Cocras padboTol

Eauauna
HIMEPCHHNR

Hopma
BpeMeHH,
MHH.

2

3

4

31

paccTaHoBKa Onankor-3aka3oB (1-1 4acTs) HAa BLITAHHBIC
JOKYMEHTOB (BBICTAHHBIE) B KApTOTEKY OOCHYKHBAHUA
abonenToR B pasaen «Buiganusie mo MBA usnauusy

OJIHH JIOKYMEHT

0,32

32

6ubnuorpadudcckas AopaboTka HEBBIMTOTHEHHBIX
3aKa30B; yTouHeHnde OubOaMorpaduyeckux cpemeHHi Mo
CMpaBOMHBIM H3AAHHIM

OIHH DOKYMCHT

3,2

33

BBMBJICHHE HANMUYMA 3alpailllHBacMOro JAOKYMEHTA B
O6ubnuoTekax ropolia, pErHoHa

OJIHH TOKYMEHT

10,2

34

oQopMIeHHe 3aKka’a K IEpCHANpapNeHHI0 B JPYTHE
Oubnuotexy; ykazanue Ha 00OPOTHOI CTOPOHE NPHUYHHBI
U JaThl MEepeHANpaBleHHA, OTMETKH O TIPOBEpPKE IO
CIIpaBOYHBIM H3/1aHUAM, CHIJIBI GubnuoTek-
boproaepxarencii No CBOAHOMY KaTasnory

OAHH 3aKa3

2,7

35

oTnipaBka a0OHEHTY M3BEHICHWA © TNEPeHaNpaBlieHUH
3anpoca ¢ YKasaHueM OHONHOTEKH, B KOTOPYKO OH
HanpasJieH

ORHO H3BCUICHHE

L6

36

perHcTpamMs OTKaza B YYeTHeIX opMax; OTIpaBKa
aboHenTy OnaHka-3aKasa B cClyYae HEBO3MOXKHOCTH
BBIIIOAHEHHd ¢ OTMETKOH O MNpHYMHE OTKasa B
COOTBETCTBYOMICH pyOpHKE

OJIHH OTKa3

3,6

37

NpUeM  JOKYMEHTA,  BO3BPAalEHHOro  abOHEHTOM;
MOly4eHne Ha MOYTe, pacneyatka GaHAepoNH, MpOBEpKa
COCTOAHMA JOKYMEHTA, H3B/cYeHHe OnaHka-3aKasa U3
KapToTeky OOCIy:XHBaHHA aDOHECHTOB, YKa3aHHE Ha HEM
AaTHl BO3BpaTa JOKYMEHTA, MEpPECTaHoBKa OnaHka-3akasa
B pasznen «BosspaleHnan nuTeparypa»

OAMH JOKYMEHT

3,2

38

KOHTpOJIEs 3a CpPOKaMH  [IOJiB30BAHHA OOKYMCHTOBR,
BbIABJICHHE JOKHHKOB, HAlIpABICHHC HAmMOMHHAHHIH

OAHMH JOKYMEHT

1,6

Brinonuenne pabot B AC:

39

dopmupoBaHHe ©Oa3ml  JaHHBIX 00 aboHeHTaX Mo
cootsercTRyiome ¢gopme, BROA WHMOPMAUMK © HOBOM
aboHenre

OIuH aDOHEeHT

5,4

40

nouck B Oase paHHBIX cBedendHd o6 aGoMupoBaHHH
OpraHH3auMU; BHECCHHE H3MEHEHHH

OIHH aboHeHT

3,6

41

EBOJ nncbopmauun O NIpHEME 33aKasoe OT abDOBEHTOB

onuH aDOHeHT

0,27

42

BBOJ HHGOPMAUMH O NEPEHANPABNCHHH 3aKa3a, BHIBOJ Ha
TIPHHTEP H3BELIECHAS O MIepEeHANPABICHUH 3aKa3a

ORHH a0OHeHT

1,6

43

BBOJ JAHHBIX O TIOCTaHOBKE 3aKala Ha o4epenb;
coo0menne aboHEHTY

OIUH aDOHEHT

1,6

44

perucTpanus  BBIZAHHBIX
NPOCTABIEHHE CPOKa BO3BpaTa

abOHEHTy  JOKYMEHTOB,

OOHH ROKYMEHT

2,7

45

YAANCHHC K3 MacCHBA JAHHBIX O BO3BpalliCHHOM
JOKYMEHTE

OIHH DOKYMCHT

0,16

46

KOHTPONE 3a CPOKAMM BO3BpATa AOKYMEHTA: TMOHCK M
OoTOOp JAHHBIX B IAMATH MALIHHEI O 3aJ0KHAKAX, BRIBOA
HY)XHOH HHOPMALMHK Ha NPHHTEP, paCIIeUaTKa CIIHCKOB C

OAHH a00HeHT

2,7
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Hopma
Ne Hanmenosauue npounecca, onepaunn. Cocras paborhi Exunnna BpEeMEHH
n/n ’ ’ H3IMEPeHHs ’
MHH.
1 2 3 4
ykasaHHeM afipeca aboHEHTa
4.7. Maccosas pabota
TaGnmuua 74
Ne Eaunnna Hopua
aln HanMmenoBanue npougcca, onepanuu. Coctas paborni HIMEDeHHs BpEMEHH,
p
MHH.
1 2 3 4
HoaroTrosxa MacCOBBIX MEPONPHUATHH
OnpeneneHue TeMbl, COCTaBa ayAHTOPHH, OTBETCTBEHHOTO OIHO
32 MEPOUPUATHE B [ENOM, COCTaBIGHHE I[I1aHa| MEPONpHATHAE
MOArOTOBKH MEPONIPHSTHA, BONPOCOB AN oOCyXueHus,
NpHIJAlleHHe KOHCYJIBTAHTOB, JIEKTOPOB, Moubopka
BOKYMGHTOB TIO TEME MEPONPHATHS;, OpraHuzauus
BHICTABKH  JIMTEpaTypel,  anb0OMOB;  OMOBELICHHE
qyHTaTesell 0 MEpPONPUATHH depe3 aduilu, NyCNAKalHH B
neYyaTH, M0 paauo, TEICBUACHUIO, 4epe3 INEKTPOHHYIO
PAcCHUIKY;  BBIBNEHME  BBICTYNAIOINMK; MNeYaTk M
pacnpocTpaHeHHe TIPHITIACHTENBHEIX GrreTos,
U3TOTOBNCHHE  PEKBU3HTOB,  KYKONI,  JAEKOpaIlHi,
KOCTIOMOB, TNOATOTOBKA TOMENICHWA;  [POBEJICHHE
COBEIAHHS MO HTOTaM TIOATOTOBKH W IpOBEJEHUS
MEpOnpuATHiH, oQopMIIeHHE TIPOTOKONA, COCTARNEHUE |
ONMyOMHKOBaHHE HMTOTOB NPOBEACHHEIX MEPOTIPUSTHIA:
1 |untatensckas KOHQEpCHUHS 4900,0
2 | nHTEpaTypHO-XYHOXKECTBEHHLIHK Beyep, Bevuep OTpacienol 3340,0
KHHTH, AHCTTYT
3 |Beuep BOMPOCOB H OTBETOB, YCTHBIH KypHAT 2600,0
4 |xnyb mo HHTEpECAM 2600,0
5 |merckui yTpeHHUK 3900,0
6 | BUKTOpHHZ, KOHKYPC, Urpa-nyTelecTBRE 3900,0
7 | BLICTABKH ZETCKOIO TBOPUYECTBA 2280,0
8 | nWreparypHO-nO3HABATENSHOTC 3aHATHA J¢ 30 uyenopek 1800,0
(rpymiroBoro)
9 | ypoka TBOpueCTBa (MacTep-Kiacca) 960,0
10 }xoMangHO# Hrpbl-kBecTa (cBbime 30 JenoBex) 4800,0
11 [keecTa g oiHOHU rpynns! 40 30 yenopek 2400,0

OpraHmam{ﬂ KHHYKHBIX BEICTAROK

Cocrapiiene IJiaHa OpraHu3allik W TPOBEACHHSA
BBICTABKH; BBIABJICHHE H OTOOP NOKYMEHTOB; NIOATOTOBKA
COMPOBOAUTENEHON HJOKYMEHTAIUH K BHICTABKE; CO3IaHHE
XYAOKECTBCHHOTO  IIPOKTa;  MOHTaX  BBICTABKH;
OopraHM3anis MHGOPMALMOHHO-pEKIaMHON  paboThl 110
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Hopma
e HaumenosanHe npouecca, onepaunn, Cocras paéornt Enamuua BpeMeRH
n/n ) H3IMEpeHHs Ny ’
1 2 3 4
MONYAPH3AUUH BBICTABKH; [IOJBCCHNE HTOTOR PabOTH
TemaTtnueckne BBICTABKH 001eOHOTHOTEYHOrO |  O/1HA BBICTABKA
MacmTada, opraHM3yeMble Ha gongax GudbIMoTeKH:
KonuvyecTBo 3KCMOHATOB:
12 |1-50 560,0
13 {51-100 1120,0
14 [101 - 200 22400
BeicTaBku 10 onpepeneHHOH OTpaciy 3HaAHUH WIH TeMe,
OpraHH3YEMEBIC
Ha ¢onne 6ubnunorexn OJHa BEICTABKA
KomuyecTBo sKCcnioHaTOB:
15 |1-50 310,0
16 |51-100 940,0
17 |101 - 200 1920,0
Ha joHae otnena OHHa BHICTABKA
Kon4ecTBO 3KCNOHATOB:
18 |1-25 180,0
19 126 - 50 360,0
20 (51 -100 720,0
BricTapkH, TNOCBAINGHHBIC JKH3HH H  JICATCILHOCTH | 0JHA BBICTABKa
BBIAAIOIIHXCA JHOACH («ITEPCOHANTHI)
KoinuecTBO SKCIIOHATOR!
21 j1-10 47,0
22 111-25 110,0
23 {26-50 210,0
BricTaBKM HA TIONIKAX CTe/axeit OHA BBICTABKA
KosnndecTso IKCHOHATOB:
24 [1-5§ 25,0
25 (6-10 44.0
BrictaBkd HOBBIX MOCTYIUICHHE OJHA BLICTABKA
KoanyecTBo 3KCIOHATOB:
26 [1-25 40,0
27 126-50 72,0
28 [51-100 160,0
PaspaboTka u anpobanus nporpaMm 3aHATHH H TPEHUHTOB OZHO
(BeIOOp TeMBl, NOAGOP NHTEPATYPHl, COCTABNICHUE IUIAHA 3aHATHE
3aHATHHA, noabop MaTepHana, aHaUH3 NPOBEACHHBIX
3aHATYH, JopaboTKa):
29 | MaccoBoe 3aHITHE 3000,0
30 | rpynmosoe 3aHATHE 1500,0
3] |unnuBHAYANbHOE 120,0
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Hopma
Ne Eannnia
HanMeHoBaHH¢E Npouecca, onepaunn. Cocrap padornl BpeMCHM,
n/n WIMepeHHA MEL

1 2 3 4

[TpoBenenne JAHATHA (moaroToBKa, peNeTHLHA, OJTHO
npopeaeHue, ybopka noMelieHns): 3aHATHE

32 |maccoBoe 3aHATHE 300,0

33 |rpynnoBoe 3aHATHE 210,0

34 |uHDHBHAyANBHOE 90,0

Hrppi-kBecThl  (IHTEpaTypHble, MPOOPHEHTANHOHHBIC, oJHa
TEMAaTH4ECKHE) Hrpa-KBecTa

35 |momrotoeka uWrpei-kBecTa: BBIGOpP TeMbl, HoabGop 300,0
NMHTEPATYphbl, HANHCAHHE CLCHAPHSA, H3TOTOBJICHHE
KOCTIOMOB 4 Jekopauui, noabop TNpeAMETHOro psza,
COCTABJICHHE IIQNIOKCHHSA ©0 WIpe-KBeCcTa; pacChulKa
NpHIVAIIEHA M CIHCKa JIMTEpaTypel, cOop 3a1BOK;
3aKyNKa NpH30B; 0GOPMACHAE H MEYATh CEPTH(HHKATOB H
rpaMoT, [YTEBHIX JIHCTOB; OQOPMIECHHE BbICTABOK
IETCKHX paboT, paboTa KIOpPH KOHKYpCca B paMKaX KBeCTa,
peNeTHIIHH

36 jmpomencHMe:  TOATOTOBKA  NOMEIMEHHWN  cTaHmwii, 480,0
NPOBEACHHE HTPBI-KBECTA, YOOpKA NOMEUICHUS

Pexnama OutGnnorekd; pafota [0  OPHBIEHEHHIO
qUTaTEeNen:

37 lmoaroToBka peKnaMHOro CoollueHus B MeYarthb, N0 PagHo, | ogHa nyGmukauus, 420,0
TeaeBHOCHHIO 0 pabote OGuOMMoTeku, ocofeHHOCTAX | OHHO coobuIeHne
$YHKUHOHNPOBAHUSA Pa3IHYHBIX Noapa3ieneHu,
HOMEHKJIATYpe YCIIYT, MpeJocTapaseMbeIx 6UONHOTeKOM)

38 |moarotoBka mnakata o AcATeNBHOCTA OMOnMoTeKH (BRIOOP |  OAMH mIaKar 210,0
TEMBl, ONpPECACNCHHE CONCP)KaHHA H (QOPMEBL, clada B
neyars)

39 |opranusauma sKckypcHil; npuem H oQopMIeHHE 3a4BKH, | OIHA 3KCKYpCUS 52,0
OYHEHHE TeMbI 3KCKYPCHH U COCTABA IKCKYPCAHTOB

BeLIB/IEHHE HOTEHOHAIbHBIX norpeburenei
OoubmmoTeuHo-HHGOPMALHORHBIX YCIyT 6nbauoTeKn:

40 |npocMOTp mpecchi OHNWH JOKYMEHT 6,8

4] [npocMOTp M aHATH3 JOKYMEHTOB KOHKYPUPYIOIIHX GpUpM | OAMH JOKYMEHT 52,0

42 |BenenHe KapTOTEKH MOTPEGHTENBCKOTO PHIHKA 0/IHa KapTOyKa 1,3

43 [BcTpeunm ¢ pyKoBOmHTENAMH (QUPM, OpPTAHH3ALMNA, OIHO 210,0
NpeAnpHATHI MEPONIPHATHE

IpumMeuanne:

- BpeMs OpraHM3allu¥ BHICTABOK JIUTEPATYPHl, NPOBCICHHE MACCOBBIX MEpONpPMATHH H
3KCKYPCH B HOPMY BPEMEHH He BXOMHT,

- K HOpMaM BpEMEHH NPHUMEHIOTCS NOBHILaOIUEe KOX(PQPULUUEHTE: NpPH OpraHH3aluH
BBIE3AHON BBICTaBKH — 1,1; NpH 3KCMOHHPOBAaHMM Ha BBICTABKE JIMTEPATYPhl HA WHOCTPAHHBIX
A3eIkax — 1,6.
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4.8. Cnpapouras u urpopMaLHOHHag paboTa

Tabauna 75
Ne Eaunnua Hopma
o/ HapmeHoBaHHE nipolLiecea, onepannyn. Cocras paboThl H3MepenHn BPeMeHH,
MHH.
1 2 3 4
VYder noCTYNUBIINX BTOPHYHBIX JOKYMEHTOB (KapTOUEK)
CyMMapHbIll YYET KapTO4YEK B JKYPHaIEe NMOCTYNIEHHH H OAHA NTApTHSI
BBIOBITHSA B PETHCTPAIIHOHHBIX KAPTOTEKaX
Yncno HOCTYNUBIINX KapTOYeK:
1 |1-110 19,0
2 [111-220 63,0
3 [221-600 160,0
4 |BBIABJIEHWE HEBBIMONHEHHBIX 3aKA30B;, COCTaBICHHE OJIHH 3aKa3 4,5
3asIBKH Ha HEBBIIIOIHEHHBIEC 3aKa3bl
OpraHusanug cnpaBoyHo-OHONMHOrpadHYeCcKoro anmnapara
(CBA)
IMpocMotp H  oTop JOKYMEHTOB H3  TEKYIUHX
noctynneHuit ama BkmoueHnsa B CBA, B ToM wmcne
KpacBEAMECKHH KaTANIOT:
5 {kHHra 0J/IHA KHHTa 32
6 | cGOpHMK OIHa CTaThA 2,7
7 [KypHAN OJTHA CTaThd 2,7
8 {razera OTHA CTAThA 1,6
9 | O6ubmnorpaguyeckoe mocobue OJlHA 3aMHCh 0,5
10 [nmeTonHch KHMKHBIX, XYPHANBHBIX H Ta3€THBIX CTAaTeH O/IHA 3aITHCh 0,83
11 | nprxavxHBIH OnGnnorpagmyeckuit CIHCOK O/IHa 3aMNCh 0,5
CocTarnenue bubnuorpaduueckoii 3anucu OJlHa 3anKcCh
Kommyectso snementos Oubauorpaduucckoi 3anucu:;
12 /1-4 3,2
13 15-6 0,5
14 |7-9 6,0
CocTaBneHMe  AaHHOTALHH,  H3YYEHHE  JOKYMEHTA,| OJHA aHHOTALHSA
HarHucaHue Texcra:
15 |aHHOTHpOBaHHE KHHI 260,0
16 |aHnoTHpOBaHHE CTAaTEH 156,0
17 |aHanHTHYECKas POCIHCH XYPHAIBHBIX, Fa3eTHRIX cTateil,| OINHH JOKYMEHT 38
cOOpHHKOB, orbmHorpagpuuecKiux nocoOuii:
O3HAKOMIIEHAE C COINCPXXKAHHEM H3JAHHS, COCTaBJIEHHE
AHAIHTHYECKOH pOCIIHCH
Ilpocmotp NOCTYHHUBITHX HHPOPMALIHOHHBIX
(BTOpHYHBIX) JOKYMEHTOB H OTOOp UX IUIS BKMIOYEHHS B
cnpaBo4HO-OHOIHOrpaguYeckull  anmapaT (MEpBHYHEIA
oTOOp)
IIpocmotp HHMOPMALIMOHHBIX H3JAHHA (B TOM uMCIe| OZXHA KapTOouka
KapTo4KH)} H 0TOOP M3 HUX JOKYMEHTOR JIIS BKIIIOUCHHA B
CBA; cucTeMaTH3alps KApTo4eKk IO THIIAM KATalOroB M
KapToTeK; NPOBEPKA HHACKCOB, PACCTAHOBKA KAPTOUYEK
Yucno xaprodex:
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Ne

Hanmenoranue nponecca, onepanuu. Cocras paborhl

Enunnna
H3MEpeHHSA

Hopma
BpeMeHH,
MUH,

2

3

4

18

1-10

18,0

19

11 - 100

165,0

20

101 - 300

490,0

ItpocMotp u otOop kaprouek B CBA C nenplo H3BATHA
MM NepeMeleHus (BTOpUYHEIE 0T00p):

21

H3BATHE U3 KATaloOTOB H KapTOTEK KapToueK Ha
OOKYMCHTEl,  CIHCaHHBIE W3  (OHA3;  IIPOCMOTP
KpacBeA4ECKHUX, OnGmuorpaprueckux H
¢akTorpaduecKHX KapTOTEK, H3BATHE H3 HUX KapTouek
Ha JOKYMEHTBI, IOTEpSBIUHE LEHHOCTDb, IlepeBeficHHe
KapTO4eK B AapXMBHBIC KAPTOTCKH {(YHHHUTOXEHHC),
BHECEHHE OTMETOK B JKYPHAJIC YUETa H PETHCTPALHOHHOM
KapTOTeKe

0/{HA KAPTOUKa

1,2

Oprann3anns rnaeHoit cnipaBoyroi kaproteku (FCK):

22

IpOCMOTp H 0TOOp AOKYMEHTOB And BKmoueHus B [ CK;
0 opMIIEHHE KapTOUYKH

OJIMH OKYMEHT

2,7

23

HaIMHCaHHC H paCCTaHOBKA pa3acnHuTENA

OJIHH pa3feNNTENh

1,7

Pepaxtupopanue ['CK:

24

ncxmodenue w3 [CK  xaprosek Ha  JOKYMEHTSHI,
yCTapeBlive WnM HelpobHIbHBIE, NEePEBEJCHUS UX B
ApXMBHYIO HacTh (M3bATHE); ACTATM3NPOBAHIAE pas/ieibl

O4Ha KapTodxa

5,0

25

HamACaHHE HOBBIX pa311em«1‘reneﬁ

OIHR pa3nClIHTEDb

1,4

Opranusanms KapToTeKH NEPCOHAIMH:

26

OnpefeNieHHe M COCTABICHHE TIEPEUHA JTHIl, CBEACHHS O
KOTOPHIX  OTPAKAIOTCA B KAPTOTEKE;,  HPOCMOTP
HHGOPMANMOHHBIX H3NAHHMH, MEPBHYHBIX JOKYMCHTOB,
0TOOp ZOKYMEHTOR JUI8 BKIIOYEHHS B KAPTOTEKY

OJIMH IOKYMEHT

10,0

27

TEXHHYECKas H comepxarenbHad oOpaborka JOKYMEHTOB
AU BIJIIOUECHHUS B KApTOTEKY; PAcCTAHOBKA KapTOYEK IO
andasuTy pamMHIHii aBTOPOB W NO BHAAM JOKYMEHTOB

OOHH JOKYMCHT

2,7

28

HaNMHCAHHE H pacCTaHOBKA pas,uenmeneifl

OJIMH Pa3JCAUTENE

1,4

Opranunzaius pakrorpapugecxoii kaprorexu (GK):

29

onpenencHHe npeaMeTa, o0BeKTa i OCHOBHBIX IIPH3HAKOB
ans orpaxkeHHs B DK; mpocMOTp AOKYMEHTOB H oT16Op
ang Bemouerdsa B OK; 3aHeceHne 0TOOpaHHBIX CBeAeHUi
Ha KapThl HHGOPMALHOHHOIO MAacCHBA ¢ BHCCCHHEM
COOTBETCTBYIOIIHX OTMETOK B HOHCKOBBIH MACCHB
daxrorpadhryeckoil KAPTOTEKH

OJHH JOKYMCHT

2,7

30

penaktipoBanne OK; nposepka NpaBANBHOCTH BHECCHHA
CBEeHICHHH M yKa3aHHH o0 HcTouHuKax UHGOpMaIHY

OMUH AOKYMEHT

1,6

31

HaNHCAHHE U paccTaHOBKa pasacauTenei

OJHH pasAcIUTEND

1,4

Opraﬂnsaum{ TCMATHYCCKHX NAIIOK FA3CTHBIX BBIPEIOK:

32

IIPOCMOTP I'a3€THRIX BRIPC3OK H UHX CHCTEMATH3AUHA

‘OZHA BEIpE3Ka

2,5
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HopMma
Ne Enunaua
HanmeHoBaHHe npouecca, onepanun. Cocras padoTsl BpeMeHH,
n/n HIMEPEHHA
MHH.
1 2 3 4
33 jodopMnenue BHIPE3OK JUIS XPaHCHHd B TeMaTHUYECKHX | OJHa BBIPE3Ka 32
NanKax; KpaTKoe OMHCaHAE HCTOYHMKA, HaKJIeHBaHHE Ha
KapTOYKH
34 |copasku no Tenedouy o AeATENLHOCTH GHOIMOTEKH eXeAHEBHO 90,0
(npenocTaenelne Nosp3opatensiM nHpopMaurn o pabore
OuUOMHOTEKH, KPYXKKOB, CTYIHH, NpoBeAeHHI KOHLEPTOB;
COCMHEHHE ¢ JPYTHMHA MOAPA3ACTICHUAMH OUOIHOTEKH)
4.8.1. CnpaBouno-OnGmorpaduieckoe o6cnyxuBaHue
Tabmuua 76
Ne Eannnua Hopma
Haumenorauune nponecea, onepaunu. Coctas padorsni BpeMEeHH,
n/n H3MepeHHA
MHH.
1 2 3 4
ITprem GubmuorpaduIecKHx 3apoCcoB:
1 |npuem Oubmaorpadudgeckore 3anpoca; YTOYHSHHE TEMBI,|  OJUH 3aMpoc 5,0
IEeNEeBOr0 M YHTATENBCKOTO HA3HAYeHUS, TOJIHOTY
HCTOYHHKOB, THMOB, BUNOB H XPOHOJIOTHYECKHX PaMOK
3apOCOB
BomonueHue cnpasok
BrmonHeHHe TeMaTH4ecKol CTpaBKH, NMOWCK W oT0Op; OfiHa CIIpaBKa
NOKYMEHTOB; COCTaBIICHHE 6ubnuorpaduyeckoro
ONMHACAHUSA
ITHCEMEHHO; KONMUYECTBO HCTOUHHKOB;
2 1 3,0
3 [2-5 15,0
4 16-10 30,0
YCTHO; KONMHYECTBO HCTOUHUKOB!
5 11 2,0
Brinonnenne aapecHo-OuGmHorpaduueckoif  copaBku;
YCTAHORJMICHHE HAMMYHMA HIM MeCTa HaXOXIEHHA
AOKYMEHTa WK €To YacTH B oune GUBIHoTeRH
JTHCBMEHHO; KONHYECTBO HCTOUHHKOR,
6 |1 2,0
7 12-5 12,0
g |6-10 24,0
YCTHO; KOMMYECTBO HCTOYHHKOB:
g [l 1,5
Brmonnenue YTOUHAIOWEH Oubnuorpaduyeckoii | oaHa cnpaBka
CIpPABK4, YCTaHaBAMBAKOWEH ¥ (WIK) YTOUHAIOMICH
aNeMeHThl OuOMOrpadHIYECKOTO OMHCAHHSA, KOTOPBIE
OTCYTCTBYIOT HJIH HCKa)KEHBI B 3aMpOCe UNTATEINs]
[THchMEHHO; KOJIMUECTBO HCTOYHHKOB:
10 |1 2,7
11 [2-5 14,0
12 [6-10 27,0
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Ne C 6 Exvnuana Hopwma

s HaumMenopauue mpouecca, onepanuu, Cocrap padornt 3mepenna Bp;::f:.m,

1 2 3 4
VCTHO, KONMYECTBO HCTOYHHKOSB:

13 |1 1,6
Beinonnenue daxrorpaduyeckoii CTIPaBKH,{ OMHA CIIpPaBKa
YCTAHABIHBAIONIEH KOHKDETHBIE CBEAECHMA O TEX WIH
KHHBIX 00BEKTAX, COOBITHAX, TPONECceaX, AATaX
ITHCEMEHHO; KOJHYECTBO HCTOUHHKOB:

14 |1 2,7

15 [2-5 13,5

16 [6-10 2,7
YCTHO; KOJMYECTBO HCTOYHHAKOB!

17 |1 1,6
KoncynsTauua y  cmpaBouHo-OmOnmorpaduieckoro
annapara

18 |IlpoBemenne Oecenpl 06 OpraHA3AlMH H HCIONB30BAHHH oAHa 10,0
pazIMYHBIX YacTedl ClpaBOMHOTO ANNAPATa, HO METOAHKE | KOHCYNBTaUMS
6ubnuorpadHuUecKoro noucka
Benenue GoHIA BBINOIHSHHBIX CIPABOK!

19 torbop cnpaBok g (QoHAa, pasnoXKEHHE NO MankaM| OHHa CHpPaBKa 0,5
(xonBepTaM); ODOPMICHHE CNPABKRM (3aNHCL B TETpalb
yuera)

20 |cocraBmeHMe  KApPTOYKH JUIf  apXHBa;, yKa3aHHC| OJHA KapTo4Ka 2,7
NOPSAKOBOTO HOMEPA, TeMbl, HAaThl BBIAAYH; YCTAHOBKA
KapTOYKH B KAPTOTEKY apXMBA BEIMOJHEHHBIX CIIPABOK
PabGoTs B pexume AC:

21 |dopMupopanne riasHoW cmpasounoii kaptoteku (I'CK); | oaHa kaprouxa 2,0
BBon B 0Oasy [JaHHBIX aHANMTHYECKOH pocnucH
Fa3eTHOXYPHAIBHBIX cTateii, COOPHAKOB

22 |[nmouck 1 orGop OubnauorpaduuecKHe 3aNKCH O YCIAOBASM | OnHa KapTouka 2,7

23 |BelBoa Ha oxpan OubGimorpadmdeckoil 3ammMcR WIM| OIHA KaPTOUKa 1,0
OTAENBHBIX CBEICHNH; pacneyarka

4.8.2. bubimorpaguyeckoe HHQOPMUPOBaHHE
Tabanua 77

Ne Epnnnua Hopma
Hanmenosanne nponecca, onepanun. Coctas paéorn BpeMenH,

n/n HIMEPEHHR

MHH,

1 2 3 4
BrraBienue nH$pOPMALMOHHBIX notpebHOCTEH
CNELHATHCTOB METOOM aHKETHPOBAHMUS:

1 lompeneneHue KOHTHHreHTa MOTpeOHTENel UHGOPMAUMH; | OAKMH noTpebuTENE 34,0

paspaboTka 3agBKH U1 ONpeleNeHHs HHPOPMaLHOHHBIX
norpebHOCTEH (3aNpOCOB);, PacChUIKa (PacipoCTPaHNTD)
3aABKH; 00paboTka MONMyYEHHBIX 3aiBOK; COCTABICHHE HA
faze MNOJYYEHHBIX JaHHBIX KApTOTEKH KOHTHHTEHTA
notpebuteneit uHGOpMAUMH U HMX HHOHOPMANHOHHBIX
noTpedocTedt (3anpocos)
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Ne
n/n

Haumenosanue npouecca, onepain. Coctap padorht

Eauauua
H3IMEpPCHHA

Hopma
BpEeMEHH,
MHH.

2

3

4

Brienenne HH()OPMALHOHHBIX norpebHOCTEH
CNENHANCTOB HAa OCHOBE aHANH3a IUIAHOBO-OTHYETHOM
AOKYMCHTALIHH:

oTOOp, W3Y4YCHHE, aHalM3 OTYETHBIX JAOKYMCHTOB H
$OpMHpPOBaHUE TEMATHKH CHPABOYHO-HHPOPMALIMOHHOTO
00cy)KHBaHHA B pa3HbIX PEKUMAX

OJHH OTYCTHHIM
JOKYMEHT

24,0

pactupenecHue TeMaTHuecKuX pyOpuk nHbOPMAUOHEBIX
noTpebHOCTEM N0 NOOpasAeNeHHsM, YYacTBYIOIIMM B
CIpaBoYHO-HHGPOPMALIMOHHOM 00CTY)KHBRHHU

oaxa pyOpHKka

2,7

Sakmouenne c aCoHeHTaM¥H IOOTOBOPA Ha
HHpOpMALIHOHHOE 00CYKHBAHAE:!

AaHANM3 JAaHHBIX O 32UHTEPECOBAHHOCTH a0OHEHTOB B
UHPOPMALIMOHHOM  OOCAYXMBaHHH M POXKHMAX
H30HpaTeNbHOTO PACHPOCTPAHEHHS M PETPOCTIEKTHBHOTO
NOUCKA; 3aKJIF0YEHHE U IEPECMOTP ZOroBOpa

OIHH AOTOBOP

2300,0

dopMupoBaHBE CETH abOHEHTOB CHCTEMBY
n3bHparenbHOro pacnpoctpaneHus uHpopmauun (MPH):

orpeaencHne KoHTHHrenta aboneHToB chcreMsl HMPH;
BBIABJACHHE THNOBBIX H MHIMBHIYAALHBIX 3aIPOCOB
aboHEeHTOB; H3yueHHe, Kiaccupurauud, HHACKCHPOBAHHE
3aMpocoB; BBEACHHE JAHHBIX © 3a0pocaX B aApecHYIo
KapTOTeKy

onnu aboHeHT

34,0

IToaroToBKa CHTHANLHOTO OMOBELIEHHY B cucTemMe UPU

Brissnenne, npocMoTp H 0T6Op MAaTEpHANOB M3 TEKYIUHX
MOCTYIUIEHHH; pacnpeneieHHe OTOOpaHHBIX MATEPHANIOB
3 TEKYIMX NOCTYNNeHHH Mo aGoHeHTaM

OAHO OIIQBCHICHNE

KonnuecTpo MPpOCMOTPEHHBIX JOKYMEHTOB!

1-2

3,0

-1

3-4

12,0

5-10

32,0

[MoaroroBka noAOOpOK CHTHANBHBIX ONOBCIICHUH B
cucreme UPU

3anonHcHue — OmaHka-3akasa Ha  THPAXKHPOBAHHUE;
perucTpalud TOCTYNHBIIMX  KOMMH, 1poBepka HX
KaJyecTsa il IKIEMILIAPHOCTH; 3anoNHeHue
COMPOBOJUTE/ILHON NOKYMEHTAIMH

OIHO CIIOBCIICHHS

KonmuuectBo 3a1pocoB;

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

TIpocmoTp ¥ 0THOP NOKYMEHTOB s BBoJa B AC

HpocMoTp MaccHBa TOCTYNHBHIMX HOKYMCHTOB; OTOOD
JOKYMCHTOB COOTBETCTBYIOLICH TEMaTHKH H BBEICHHE B
fa3y naaaex AC

OIHH AOKYMEHT

O100p NepBAYHBIX OKYMEHTOR:
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Hopma
Ne Ennunna
w/n HanmenosaHnue npouecca, onepauun. Coctap padoTel HImMepenns BpeMenH,
MHH.
1 2 3 4
13 |1-350 290,0
Q10op BTOPUYHBIX JOKYMEHTOB:
14 [1-50 110,0
15 |moaroToBka KapTouxH A paGounx kaprotek HPH OJTHO OITHCAHUE 2,7
16 moarotoska Tpagaperos c¢ kaproukamn WPKW ans| onum tpadaper 1,4
THPAKHPOBAHHA
KoppeKkTHpOoBKa BEIXOAHBIX TA0yNnarpaMum:
17 | oCHOBHOH pan O/HA 3AMHCH 2,7
18 | BcmoMoraTenbHBIH YKa3aTellb OFHA 3alHCh 1,6
19 |penaxtupoBaHuEe BHIXOAHBIX TabymarpaMMm K odopMiieHHE OZIHa 3aNHCh 4,2
AOKYMEHTOB
20 |mapesanuwe, pacfieyatka TOAOOPOK Ha  OTACABHBIC| OJHO ONHCAHHE 1,6
OIHCAHHUS
Koppextuposka cucremsl IPH no pesynsTaTam anasimsa
KapT ofpaTHOH CBA3U
Obpaborka u ananm3 Kapthl 00paTHOH CBA3HM; BHECEHHE OHHa KapTa
OIlEHKM CHTHANbHOTO ONOBEIIEHHA B YHETHYH) KapTy
aboHeHTa; KOpPpeKTHPOBKAa CHCTEMB! HA OCHOBE aHANH3a
KapT oOpaTHoil CBA3N
KomuyectBo Kapr:
21 |1-7 70,0
22 {8-10 75,0
23 [11-15 30,0
24 |16-20 85,0
Beinaya J0KyMEHTOB MO 3aI1POCy:
25 |BriaBnesue U OTOOP AOKYMEHTOB (H3JaHMA) MO 3ApOCY B ONMH JOKYMEHT 1,4
CNpPABOYHO-HH(POPMAHOHHOM  (QOHJE,  OOPMIICHHE
BbIAAYY JOKYMEHTOB B YCTAHOBIEHHOM MOPSAIKE
['pynnoroe Oubnrorpaguveckoe HEGOPMHPOBAHHE:
26 |dopmupoBaHHe cocTaBa rpynn aboHEHTOB OIWH aDOHEHT 720,0
27 |yrouHeHue TEMBI, COFJIACOBAHHUE HCTOYHHKOB OJTHa TEMA 3,6
UH(POpPMAIIHH, BHIBI IOKYMEHTOB
28 [cocrasnenne perucTpauMOHHOR KapTOUKR OfHa KapTouka 1,6
[Toabopka AOKYMEHTOB JUIf HH(OPMAUHH; COCTAaBICHHE H! OJHA KapTouka
HAMMCaHHE OTMOBEIICHUA, OTAPABKA OMOBCIUICHHA; 3aMUCh
B KapTOukH HHMOPMaIAU; aHANIN3 KapTel 06paTHOl CBA3H
TIncEMeHHO; KOIHYECTBO H3AAHHIN:
29 |1-5 12,0
30 16-10 24,0
YCTHO;, KOMHYECTRO U3 NaHHii!
31 [1-5 12,0
OnepatvsHoe HHPOPMUPOBAHUE 10 3aIPOCY:
32 | bopmuposanne ceTH aDOHEHTOB, BLIABJACHHE THTMOBHIX H| ONWH aOOHEHT 44

HHOHBHAYANBHBIX 3alPOCOB MmoTpebutenei
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Hopma
N Hanmenonanue npouecca, onepanus. Cocras pa6oTst Enummna BpeMeHn
n/n ’ ) HIMEPeHHA ?
MHH.
1 2 3 4
33 |u3ydenme, knaccHMPUKALHA 3aNIPOCOB; BBCACHHE NaHHEBIX O OJIHH 3anpoc 6,3
3aIpocax B aJIPeCHYIO KapTOTEKY
Hanucaure 0030poB H clpaBoK
BriienieHHE H 0TOOp HCTOYHHKOB; 00paboTKa M AHAIM3| OXHH aBT. JIMCT
oTOOpaHHBIX IOKYMEHTOB, HAaNHCaHHe Tekera o030pa
(CripaBKH); NOATOTOBKA PYKOIIHCH K II€YaTH
CocraBneHue o630pa (COpaBkH) 10  MNEePBHYHBIM
HCTOYHHUKAM:
34 | Ha pycCKOM S3BIKE 5400,0
35 |Ha HHOCTPaHHOM S3BIKE 7200,0
36 |cocrasnenne o63opa  (CIpaBKH) 1O  BTOPHUHBIM 4100,0
HCTOYHHKAM
Opranusanms U poeefieHHe YCTHRIX OubHorpaduyeckux
0030p0OB HOBLIX NOCTYTINCHUIH
IToaGopka HOBRIX NOCTYIUIEHHUI MO 3apaHee 0OBABNEHHOI 0JIuH 0630p
TeMaTHKe; CHCTEMAaTH3alNs HCTOYHHKOB [0 TeMaM,
NpOCMOTp H  aHAIW3  JOKYMEHTOB,  moabopKa
Onbmorpagudecknx ONMCaHHH, KpaTKHe aHHOTALMH,
pedepatst Ha oTOOpaHHEIE WCTOYHHMKH; TOATOTOBKA
pykonucu oubnuorpadmuyeckore o63opa
Koanyectso NPOCMOTPEHHBIX H 0TOOpAHHBIX
JOKYMEHTOB:
37 {1-10 400,0
38 j11-25 450,0
39 |26-55 500,0
40 [56-140 600,0
[Moaroroeka O10NETEHS HOBEIX NOCTYILIEHAR
YrTounenune (onpelencHHe) TCMAaTHYSCKHX TPaHHL TOHCKA | ofHa Gio/ieTeHb
n  orbGopa JOKYMEHTOB; co3jaHHWe  pyOpHkaropa
OronneTens; BhIBNCHKE U OTOOP NOKYMEHTOB B MaccHBE
TEKYIIHX MNOCTYINIEHH  HCTOYHHKOB  HH(pOpPMAIHH;
noaGopKka aHHOTALHH, pedepaThl, CHCTEMATH2ALHA HX
Kou4ecTBO RPOCMOTPEHHBIX JOKYMEHTOB:
41 [1-37 60,0
42 138 -60 90,0
43 |161-95 180,0
44 (96 - 150 320,0
45 [151-380 960,0

Oprannzanss W npopefeHHe Meponprartus  «JleHb
uubopManmu»:
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Ne
n/n

HaumenoBanne npouecca, onepanun, Cocta padorni

Eaunuua
M3IMepeHAs

Hopma
BpeMeHH,
MHH,

2

3

4

46

OTIpEAcTIEHHE TEMbl; COCTABNCHHE IUIAHA NPOBCICHHS,
BBIBJICHHE H JIOCTABKA AOKYMEHTOB u3
COOTBETCTBYIOMIMUX NOApa3eNennit Oubmuorekw,
npocMOTp H OTOOp AOKYMEHTOB; MOATOTOBKA BBHICTABKH
THTEPATyphl; OTIOBELIICHHE 3aHHTEPECOBAHHBIX
OpraHHM3aIuil U CHEeMMATHCTOB; O(GOPMICHUE BHICTABKH;
HalMCaHHe KpaTKHX AHHOTAWHK; opraausauus cbopa
3afBOK HAa JOKYMEHTBI, HX BblIA4a, KOHCY/bTALMH,
meXyperBo  OubnmorpadoB;  NpOoBEJCHUES  aHANH3A
MEPOIPHATHS

OHO
MEPOMPUATHE

640,0

Opranpzanus H  IOArOTOBK2 «JIeHn

oubmiorpagun», «Jlenn nocoGus»:

MEPOIIPHATHA

47

YTOYHEHHE TEMBI; COCTABJIEHHE IINAHA; O(OPMIICHHE
BBICTABKH-TIPOCMOTpa; MOATroTOBKAa 0030pa; MOArOTOBKA
KOHCYABTAIIMK; COCTABACHHE M HANHCAHue OOBABNCHMN]
COCTABIEHHE M HANHCAHHE MPHTIACHTENBHBIX ITHCEM,
pacceUIKa X, NpHIVIALICHWE 3aMHTEPECOBAHHBIX JHUI IO
paznuno, no Teneory, ANYHO

OJIHO
MEPOTIPHATHE

1940,0

OpraHMzands W HpOBEACHHE MEPOMpPHATHS
CHCIAAIHCTAY

«JleHn

Onpenenenne TEMBI c 3aUHTEPECOBAHHBIMH
OpraHM3aiMaMH, (OPMEI IIPOBCACHHA (CTAUHOHApHad,
BEIC3/IHAA);,  COCTARMCHWE  IUIAHA  MEPOMpPHATH,
nporpaMMbl  IOMCKa ® oT0opa HMH(pOPMALMOHHBIX
MaTepHANOB; IOATOTOBKA OTKPBITEIX INPOCMOTPOB H
TEMATHYECCKHX BBICTABOK NTHTEPATYPRI 0 CNEUHANBHOCTH,
6ubnuorpaduieckue 0030pkI, 3aKa3 NeKIHi,
KHHOQHITEMOB; ONOBEIIEHHE 3aHHTEPECOBAHHBIX
opranuzanuii; odopMmicHHe BelcTaBkH, obecnetdeHne
BBHIAAYH W34aHUA WIKM UX KOMHA BO BPEMA MEPOTIPHATUA
HIH  HEMOCPEACTBEHHO MOCHE HEro, HEMOHCTpaLHA
BBICTABKH; AaHAIN3 Pe3yNLTAaTOB «JIHA cneunanucrar

OJTHO
MEPOTIPHATHE

YUCNO CONYTCTBYIOLMX MEPOTIPHATHI:

48

1-2

1940,0

49

3-4

26000

50

3500,0

51

5-6
7-8

4600,0

4.8.3. Nudopmaunonnas pabora

Tabmuna 78

Na
n/n

HaumeHoBaHHe Nponecca, onepauan. Cocras paGorel

Eananua
HIMCPCHHA

Hopma
BpeMeHY,
MHH.

2

3 P

4 3

TMoarotopka nonyAsApHBIX Submorpagrueckux nocobuit
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Ne

HaumeHoBaHHe nponecca, onepaunu. CocTas patorol

Epunnna
H3IMEPEeHHSA

Hopma
BpeMeHH,
MHH.

2

3

4

Beibop Tembl 110co0Hs; BHIABICHHE H 0TOOD HOKYMEHTOB,
GOopMUpOBaHUE pa3fienoB  Uoco0usA; AHHOTUPOBAHHE
DOKYMEHTOB; noafopka daxTtorpaduseckoro mateprana,
WHIOCTpallli;  HamuCcaHWe  TEKCTa;  COCTaBJICHHE
BCMIOMOTaTeIbHBIX  yKasaTeneil;  KOHCYNbTALlAM Y
CICUMATHCTOR  HA  Pa3NuYHBIX  Jranax  paborsi;
o0cyaeHne pYKONMHMCH Ha  3aCeJaHAH  Hay4HO-
Meroauyeckoro (perakLMOHHOro) coBeTa; aopaboTKa
PYKOIHCH M0 3aMEYaHHAM; CAa4Ya PYKONHCH B M1€4aTh:

COCTaBJICHNE TNONYASPHOTO 6ubnuorpaduyeckoro
yKazaTess, NyTeBOAHTEN, CIIPaBOYHHKA

OIHH 4BT, THCT

13500,0

[IOATOTOBKA KOMMEHTApPHEB, NPHMEYaHHH [1OMyIApHO-
OpPOCBETUTENBHOTO Xapaktepa, He TpeOyromux
CHEIMANBHBIX MCCACAOBAHHM

OIOHH aBT. THCT

5400,0

MOZTOTOBKA KOMMEHTAPHEB, INPUMEYaHHH  HAYYHO-
HCCTIEJIOBATENIBCKOTO XapaKTepa

OOHH aBT. THCT

10800,0

[loarorosxa PETPOCHIEKTHBHAIX Hay4YHO
BCTIOMOTaTeNbHAIX GHOAHOTpadHUISCKHX YKasaTe/eH:

BBIOOp TEMBI; CO3JAaHHE ABTOPCKOTO  KOJUIEKTHBA;
pa3paboTKa WHCTPYKTHBHO-METOAMYECKUX MATCPHAIOB,
BHIABACHHE H  OTOOp JOKYMEHTOB; paboTa Haa
6ubnuorpapuyeckoit 3aMHCHIO; aHHOTHPOBAHHE;
6ubnuorpadbuyeckan IpyNIHPOBKA; COCTaBlEHUE
BCIIOMOFaTeNIbHBIX yKa3areneil; 00CYXACHHE PYKOTHCH
yKa3arend Ha  3aCCJAHHH  HAYYHO-METOAMYECKOro
(pemakumonHoro) cosera;, aopadoTka IO 3aMEYAHUSAM;
caa4a PYKOTMCH B TIeYaTE; COCTaBNCHHE
Oubmuorpadpuyeckoro  ykasareas 1O aKTyallbHOH
TEMATHKE ¢ XPOHOJOTHYECKHM OXBaTOM 0T 2-X 10 5-TH
AeT W AHHOTAUMAMHM, HOACHAIOUIMMH  HA3BaHHS;
coctaBicHHe  OuOnuorpapumueckoro  yiasarens 1o
KOMIUIEKCHBIM M MEXKOTpachieBbM npobinemam obiuero u
PETHOHANBHOIO  COAEPIKAHHA € XPOHOJOTHYECKHM
oxsatoM | - 2 rozma, ¢ aAHHOTAIMAMH, MOACHSIOUHMH
Ha3BaHHA:

OJHH aBT. THCT

9720,0

L%

Ha PYCCKOM SA3bIKE

OOHH aBT. JHCT

97200

¢ BrmoueHHeM ot 30% no 40% obvema myGnuxauuit Ha
HHOCTPAHHBIX A3BIKAX

OOUH aBT. NHUCT

11000,0

COCTABJICHHE AaHHOTHPOBAHHOr0 OHOMHMOrpagpUIECKOro
yKasarens MHOTOOTPAaceBOro CoAePKaHHUS c
XpoHofgoruyeckuM oxparoM a0 100 ner m OGonee,
TpeOylomuii  CIVIOLIHOrO  TMPOCMOTPA  JAOKYMEHTOB,
CIOXHEIX OuGnuorpauuecKux pascICKaHui, ydera BCeX
nepeusAaHuii MyOMHKaLMA H HX XapaKTEPHCTHKH NMyTeM
CIIHYEHHUS TEKCTOB

OAWH aBT. JACT

11000,0

IoaroToBKa aHaMHTHYECKOro 0630pa
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Hopma
Ne Eaunnna
Haumenosanne npouecca, onepantn. Cocrap padornr BpeMenH,
n/n HIMEPCHHNA
MHH.
1 2 3 4
BhIAB/IEHHE U OTOOP HOKYMEHTOB s 0630pa; MOATOTOBKA | OXWH aBT. JHCT
pyOpukaropa npeaMera o0030pa; H3yUC¢HHE H OlIEHKA
DBOKYMEHTOB; CHUCTEMATH3allHA MaTepHana; COCTaBJICHHE
TEKCTa aHanuTH4YecKoro ob3opa; o0CYKIOEHUE PYKOIHCH
Ha 33CEJaHHWH HAyYHO-METOAHYECKOoro (pemaKLHOHHOTO)
comeTa, Aopaorka o03opa mo 3aMeyaHHAM; claua B
neYaTh:
8 | mo pyccKHM MEPBHYHBIM HCTOYHHKAM 9720,0
9 |no cMelaHHBIM NEPBHYHBIM HCTOUHHKAM 10800,0
10 |10 HHOCTPAHHBIM NEPBUYHLIM HCTOYHHKAM 12400,0
ToAroToBKa AaHATHTHYECKOH CIIpaBKH;
11 [BeiaBnenue W oTOOpP NOKYMEHTOB /N AHANMTHYECCKOH | OAMH 4BT. JIMCT 5200,0
CHpaBKH, W3y4YeHME, aHaMM3, OLeHKa K CHCTeMaTH3aLud
HX; COCTaBJICHUE TEKCTA CIIPABKH
ITogrotoeka pedepaTsHOrO 0630pa
Brisenesue ¥ oTOOp AOKYMEHTOB AN pepepaTHBHOTO) OMAWH aBT, JWCT
0b30pa, H3yYeHHe MW aHamH3 HX; pedepHpOBaHHE
HCTOYHHKOB; CHCTEMaTH3al{d TEKCTOB  aHHOTAIHid;
COCTABNEHUE TEKCTa pedepaTHBHOro 0630pa; 00CYyNaAeHHE
o03opa Ha  3aceJaHHH HayYHO-METOAHYECCKOTO
(pemaxumonHoro) copera; popaborka of3opa Do
3aMEUaHHAM; CAada B NIeYaTh:
12 | o pycCKkHM HCTOYHHKAM 5200,0
13 |[mo cMeLIaHHBIM HCTOYHHKAM 6480,0
14 [no WHOCTpaHHBIM HCTOYHAKAM 7300,0
CocTapieHHE SKCIpecc-HHPOpMallHH;
15 |BBIABICHAE H OTOOp MATEPHANA IO TEME, CHCTEMATH3alUA | OJHH ABT. IUCT 3840,0
€ro M IOATOTOBKa JNid NEYaTH
CocrapneHne Subnuorpapuyueckoif 3amucCH, aHHOTALMH,
pedrepara
Cocrasnenue Oubnuorpaduyeckoll 3alMcH: H3YYeHHEe H|  OJHA 3alHCh
AHANH3 JOKYMEHTA, COCTAB/IEHHE 3aroioBKa ONHCAHHS,
TIpOBEpKa 3aMUCH, BHECEHHE UCTIpaBIeHN
Konnuecrro snementon 6ubnuorpadHyueckoro onucaHms:
16 {1-4 3,2
17 ]5-6 5,4
18 (7-9 6,4
CocTtapneHHEe aHHOTAUKY; K3YYECHNE K aHANK3 JOKYMEHTa, | OJHA AHHOTAINS
HallHCaHHe TeKCTa aHHOTALHH:
19 |aHHOTHpOBaHUE KHUT 270,0
20 )anHOTHpOBaHME CTATEl 160,0
21 [cocTaBlcHHE pedepara: H3YYCHHEC M aHaAU3 AOKYMEHTa,| OIMH aBT. JIHCT 5920,0
Ha KOTOPBIH COCTaBisAeTcs pedepar, HaMHCAHHE TEKCTa,
BHECCHHE HCTIPaBeHHUMH
22 |anangTHYeCKAs POCHUCHE XKYPHANBLHBIX, TA3€THRIX CTATeH,| OAHA POCIHCH 120,0

cOopHAKOB, OnbnnorpaguuIecKux nocobuit
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Hopma
Ne HapMecHoBaHHe Hpoecea, onepaunn. CoeTap padborol Exunnna BpeMent
/i P > omep ) P H3IMCPEHHN ’
MHHN.
1 2 3 4
23 |03HAKOMJIEHHE C CONCPKAHHEM H3JaHHA; COCTaBNEHNE OJ1Ha CTAThA 3.6

QHANTHTHYCCKOrO ONHCAHNA Ha CTATRIO

MMpumeuaHye: HOPMA BPEMEHH HA cOCTaBNeHHE GuOmHorpaduyeckoro nocoOHA AaHa H3
pacuera paoThl ARTOPCKOTO KONIEKTHBA.

4.9. llepeson U nepepaGoTKa NEYATHBIX TEKCTOB ¢ HHOCTPAHHBIX A3BIKOB HA PYCCKUM M C
PYCCKOTO Ha HHOCTPaHHBIE A3BIKH

Tabnaua 79
Ne Exunnua Hopma
o HanMeHoOBaHHe NpoLecca, onepanul, CocTap padoTnl H3Mepenns BpeMeHH,
MHH.
1 2 3 4
[epeBox TEKCTa ¢ HHOCTPAHHBIX A3LIKOB HA PYCCKHIA A3BIK
YteHue opurHHANAR, aHAMM3 TEKCTA, Pa3METKa €ro C| OJUH aBT. JIUCT
BRIBNICHAEM TPYAHBIX TEPMHHOB, TIpPaMMaTUYCCKHX
KOHCTPYKUMH, NEKCHYEeCKUX ©o0OpoTOB, ILEXOBBIX H
WAPrOHHBIX TEPMHUHOB!
1 |nonBBIi NHCEMEHHABIH HEPEBOJ 1580,0
2 |cokpameHnblff mHCHEMeHHBIK nepemox ot 30% mo 50% 1620,0
o0BbeMa TexcTa
3 | BeISOpOYHBIN MHCHMEHHBIH NEPEBO 1520,0
IlepeBon TexcTa C pYCCKOrO A3bIKA Ha HHOCTPAHHBIC
S3BIKH:
4 |nonHEIH MHCHLMEHHBIH NEPEBON OJIWY aBT. AKCT 1980,0
Tepmunonornveckas  pabora  npd  BEHIOJHCHHH
THCBEMEHHOTQ IEPEBOA:
5 [nmowcK OTMEYEeHHBIX B OpPHIVHAlC HE3HAKOMBIX HIM{ OIOVH TEPMHH, 18,1
HEeMOHATHBIX TEPMHHOB M COKDAIUCHHI B CIOBapHO-|  COKpalieHHe
CHpaBOYHOM JIMTEpaTYpe; ROADOpPKA COOTBETCTBYIOMIMX
TEPMIHY PKBHBAICHTOB, paciui$poBka CoKpalileHnH
KoHcynbTauus neperofuaKa co CuenuanucTaMu:
6 |BBICHEHHE MpPaBHJIBHOTO H3IOKEHHS YacTel TeKcTa no onHa 36,2
MaNO3HAKOMOK TEMaTHKe, YTOYHEHME COOTBETCYBHS| KOHCYIbTaluA
NepeBoia OPUrHHATY
Cocrasnenue budnuorpaduueckoro onucaHus:
7 {cocraBnenue Gubnuorpadryeckoe ONUCAHKE NEPEROAA O |  OFHO OMUCAHUE 10,8
J2HHBIM, B3ATBIM C THTY/IBHOTO JIHCTA TIepeBoa
ITpoBepka H KOpPEKTHPOBKA NiepeBoaa mocae Habopa:
8 (mpoBepka MPaBUIEHOCTH PACIIONOXKECHHA OTINEYATAHHOTO | OIHH aBT. JIUCT 200,0
TEKCTa, CBEPKA C PYKOIHCHIO; IPAaBKa
TexHnueckoe oQopMIlcHHE NICPEBONOB:
9 |mammcarue B TeKcTe NEpPeBOIA CHMBOSIOB M BCTABOK HA [ ONHO BIMCHIBAHKE 2,0

HHOCTPAHHOM A3BIKE
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Hopma
Ne HanmeHnopande uponecca, onepanni. Cocrap paboThl Eusnua BpeMeHH
|0 pofiecea, onep ’ P HIMepeHHs ’
MHH,
1 2 3 4
10 |ycTanoBka pucyHKOE, Tabnuu, ¢popmyn OZMH TEMEHT 3,0
TlepeBo/ 3arONIOBKOB CTaTell H AOKYMEHTOB:
11 |mepeBod # 3aIIHCh 3aI0JIOBKA OJI{H 3aroJIoBOK 10,8

ITIppMeyanue:

- HOPMBI BPEMEHH MPEeAyCMATPHBAIOT BHINOJHCHHE NEPEBOACE ¢ RHOCTPAHHOTO A3BIKA HIIH
HA HMHOCTpaHHBIi, KOTOpHIM Yy NepeBOI4MKAa SBISETCH OCHOBHBIM (110 00pasoBaBMIO MY
GPUMCHEHHIO),
- OpH BBIIOIHEHHH NEPEROJOB C APYTHX A3BIKOB HIH HA JPYTHE MOMHMO OCHOBHOIO K
HOPMaM BPEMCHH MIPHMEHsETC NOoBbIIaloui kosdduuneHt 1,1.

4.10. Vccnenoparensckas padbora

Tabmina 80
Hopma
Ne Eannupa
HanmeHoBanue nponecca, onepanus. Coctas padoTui BpeMeHH,
/o H3IMepeHHuS
MHH.
1 2 3 4
PazpaGotka mporpaMmsl  (TEXHHYECKOTQ  3aMaHMs)
HCCNIEACBAHUSA
OGocHOBaHHE AaKTyalnbHOCTH TEMBl, BBHUABJICHHE M| OLHA NporpaMma
000CHOBaHHE NPoGAeMHON cHTYauuH, GOopMYyTHpPOBAHHE
NEMM, 3afa4 M THIOTE3Bl MCCHEAOBAHHA, HalMCaHHE
TEKCT2
Heenenopanue HocuT:
1 |mumotaxHsI (pa3Be/IbIBATEIBHBIH) XapaKTep 21600,0
2 |mpuknagHo# XapaxkTep 38250,0
Pa3zpaboTka METOAHKH HCCIEA0BaHHS
Pazpaborka  (HanmmcaHume)  TeKCTa  METOAMYECKHX | ONHA METOHMKA
OOKYMEHTOB IO  NPOBOAMMOMY  HMCCIENOBAHHUIO,
IMIIHPHYECKAsA anpoOAalHa peNeBAHTHOCTH COCTABICHHBIX
DOKYMEHTOB;, YTOYHEHHE K JopaloTka MEeToaMYECKOro
HHCTPYMEHTApHH, COCTaBACHHE OKOHYATENLHOIO
BapuaHTa AOKyMEHTa:
3 |METOIMKH TpPOBEOCHHA  MCCNEAOBaRUA,  HOCHINEro 18000,0
NMHJIOTAXKHBIH ( pa3BeAbIBAaTEILHEIN ) XapakTep
4 [METOOHKH TpPOBEACHUA  HCCNCHOBAHMH,  HOCAMICIO 33000,0
OPHKNRIHOH XapakTep
Paspabotka HHCTPYKHMI 1o 00paCoTke NOKYMEHTALMH | OJHA HHCTPYKLHA
(MCXOAHBIX NAHHBIX), TIONYYCHHON B XOfle MCCICNOBAHUN:
5 |[pyumas o6pabotka 15600,0
6 |mammmunag obpabotia 20400,0
PaspafoTka npeAnnaHOBBIX H IUIAHOBBIX JOKYMCHTOB
NEPCIIEKTHRHOTO XapaKTepa:
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Ne

HanMenoBaHue npouecca, onepanin. Cocras paborbi

Eannnua
H3MEPEHHR

Hopma
BpeMeHH,
MUH.

—

2

3

4

OCHOBHBIX
aena B

HarpasieHul
perHoHe  Ha

paspaboTKa  KOHIENLHH
pa3BuTHA  OGuUOIHOTEYHOrO
IEpPCIEKTHBY

OIWH apT. TUCT

13050,0

KOHLENTYalbHOe  ObecmedeHne  Gubmmorpaduyueckux
A3NaHAlH; obocHoBanHe AKTYAIbHOCTH TEMBI,
YHTATENBCKOE W LENEeBOS¢ Ha3HadeHUE mnocodbus, ero
CIpYKTYpnl  (cxembi),  BbIpaboTKa  METOIHUECKHX
NPHHLUHIOB H PELICHUH U1 PacKPBITHA TEMBI; HaHCaHHE
TEKCTA

OIHH aBT. JTHCT

11220,0

COCTABNCHHE IIPOTHO32, CBA3AHHOINO0 C HNEPCHEKTHBAMH
Pa3BUThAA 61’.!6.)’11’[0’[‘61(; HAanUCAaHHC TCKCTA

OJHH aBT. JTHCT

13050,0

10

pa3paboTKa LeNeBbIX HporpaMM (and ceTd GHGIHOTEK HIH
onHoMk GHOAMOTEKH); IUATHOCTHKA CUTYAIHH, BHEIHHHX B
BHYTPEHHHX BIMAHMH Ha QYHKUHOHMPOBAHHE H Pa3BHTHE
Oubnnorex (omno# OuGIHOTEKH); poIpaboTKa
PEeKOMEHNRINH, pelieHHH; HaHCaHHe TEKCTa

OAHH aBT. THCT

15200,0

CocTaBieHHEe CBOAHEIX KQTAJIOTOB KHH)KHBIX NAMATHHKOR:

1

paspaboTka  NPOCTEKTa;
KHUXKHBIX ~ NTaMATHHUKOB;
CIIPABOYHOTO aniapata

BBIABJICHHEC HOKYMCHTOB -~
OMACAaHHEC H  COCTaBJICHHC

OJAUH ABT. JJHCT

18200,0

Opraagn3auroHHas
HCCIEXOBAHNS:

pabota o pPOBEACHUIO

12

CO3NAHUE HCCNEOOBATENBCKOTO KOMISKTHBA; COCTABICHHE
pabouero nana HpOBeIEHNUA HCCIEAOBANHUS,
COrfIACOBAHHE €ro ¢ HCHOJNHHTENIMH; ONpedcienHe
niouiafku (6a3bl) HCCIEAOBAHMA; NEPEHHCKa C HHMHU,
APOBCACHUEC MHCTPYKTAXCH, CEMHHAPOB, COBCISAHUM,
KOHCYJIbTalHH

OOHO
HCCIICOOBAHHE

71400

13

bubmuorpadudeckas npopaboTka TeMbl HCCICHOBAHMNSA,
paloTa B apxMBaX, H3y4eHHE¢ HOPMATHBHO-TEXHHYECKO#
AOKYMEHTalMH, HHpopMaumu of amanorax M Ipyrux
MmarepHanax, OTHOCAIUXCS K paspabaTeiBacMoil TeMe

O0JWH aBT. ANCT

1200,0

O6paboTtka nosyyenHo# nHGoOpManun:

14

cbop u obpadoTka HHbOPMALHH HA OCHOBE [EPBHIHBIX
HCXOAHBIX AAHHBIX (CTATHCTHYCCKMX NAHHBIX, OTYETOB,
IUIAHOB, CTIPABOK, MaTCPHAIOB KOMAHIHPOBOK )

OJHH aBT. MTHCT

7800,0

15

aHanu3 ofpaboTaHHOH MH(OPMALMH; BBIBOABI, pelleHUS,
MPOrHO3

OJAHH aBT. THCT

5200,0

TloaroroBka MarepHanoB 1O HTOTaM Hay4HOH paboTHI:

16

Han#caHHe HAy4YHOro OTYeTa, MOATOTOBKZ PYKOMUCH K
NeuaTH Ra pa3sNHYHEBIX ranax paboTs

QHHH aBT, AHCT

- 13200,0

17

HallHCAHHE MPOMEXKYTOUHOTO OTYeTa (CNpaBKH) O XOZOE
HCCHEeNOBAHNS

CIOHH aBT. NMHCT

6400,0

[oaroroeka M HanUcaHHe TeKCTa CTAaTbH B COOpPHHK
HayYHBIX TpYIOB, NpaKTHIECKOE nocoOue,
NpoQecCHOHANBHYIO TIPECCy; NOATOTOBKA PYKOMHCH K
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Hopma
N HaumenoBaHAe npoueccea, onepa C ] e
o/ , onepaunn. Coctas patoTsr —. BpeMeHH,
MHH.
1 2 3 4
NeYaTH Ha PasNMMHBIX 3Tanax paboTsi:
18 |craThsa TeOpeTHUYESCKOTO XapaKTepa 15200,0
19 | cTaTha NpHKNAHOTO, NPAKTHIECKOTO XapaKTepa 9200,0
20 )HanucanWe AOKNAja MO UTOTAM HAyYHOTO MCCNSHOBaHUSA; | OJAWH aBT. NUCT 6700,0
NOArOTOBKE PYKOMHCEH Ha pasjIMUHbIX 3TAnax padoThl
21 |paspaboTka pexoMeHJAIMH, WHCTPYKUME N0 BHEAPEHUIO| OUH aBT. JIMCT 14100,0

MAaTepHaNoB HaAy4YHOIO MCCIENOBAHHSA, HAMIHCAHHE TEKCTa,
NOATOTOBKA PYKOMUCH K MEYaTH Ha pa3sNH4YHBIX ITanax
paboThI

Ipumeyanus:
- HBOpPMa BpeMeHH Ha COCTABICHME NPOFpamMM,

HCCEAOBATENLCKHH KOMIEKTHB;
- 4achl TPYAO3aTpaT PacHpencidioTci MEXAY HCIONHHTENIMH B 3aBHCHMOCTH OT HX

Harpy3KkH.

4.11. Meroauyeckas padota

METOIVK,

HHCTPYKUHHA JaHa Ha

Tabnuna 81
Ne Eaunnua Hopma
/i HaumeroBanue npouecea, onepanun. Coctas padorhi msMepennn BpeMenH,
MHH.
1 2 3 4
TloAroToBxa METONHYECKOTO NOCOOHA, pekOMEeHaLUi
IlpuHIMIBaNbEHO HOBas pa3paboTKa TeMEIL:
1 [m3ydeHHe TeMbl, BBIABICHHE H AHATU3 MOKYMEHTOB MO | OIMH aBT. JIUCT 15300,0
TeMeE, YTOUHCHHE YMTATENECKOI0O H 1IEJICBOTO Ha3HAYEHUA
nocobHA, pexoMeHIaUMi; COCTABNEHHE ITPOCIIEKTA;
HAIMHACAHWE TEKCTA
Moaupuxauys panee paspaboTaHHOH TEMEI.
2 |BBIIBACHHE W  W3YYEHHWE HOBHIX JOKYMEHTOB M| OAMH aBT. IMCT 8670,0

HakoruieHHOro OubIHOTeKaMu OMblTa MO TeMme nocodus,
pekoMeHIaUull; YTOYHEHHE  TPOCTEKTA, BHECCHUE
HU3MECHEHNA B CTPYKTYPY H TEKCT B COOTBETCTBHH C
NOCTRXEHNAMKN OMOIHOTEHHOH TEeOpHH M  IPAKTHKH;
NOATOTOBKA pyKONHCH K obcyxueHwnio;, nopadoTka Io
HToram obcyKaenns

Paspabotka BOKYMEHTOB, PErNaMeHTHPYIOMUX
JeATeNbHOCTh OHONHOTEK, IONOKEHHH, WHCTPYKIHH,
IPOCKTOB IOCTAHOBACHHI, YCTABOB, 3aKOHOHATEITLHBIX
aKTOB

HPHHHHHH&HBHO HOBaA TEMA.




177

Ne
om

Hanmenopanne nponecca, onepanus. Cocras padorny

Exnnuia
H3IMEpEHHA

Hopma
BpeMenn,
MHH,

2

3

4

BBIIBNICHHE, HM3YUCHHME W  aHanu3  AcHCTBYIOWIMX
OOKYMEHTOB 110 TeMe, HanucaHHe TeKCTa [poeKTta
JOKYMEHTa, obcyxacnaue, anpoodupoBanue B
OubnHoTexkax, Ha 3aceRaHHH HaYYHO-METOIAHYECKOrO
copera, popaboTka  OOKYMERTa, MNOAroropka KX
YTBEPKACHHIO

OAHH aBT. THACT

17340,0

Mozaudukauus pasee pa3spaboTaHHOIO JOKYMCHTA:

aHATH? H OUEHKA AOKYMEHTa; MOHUCK U OTOOp HOBHIX
JCHCTBYIOIIMX  JOKYMEHTOB IO TeME;  BHECEHHE
M3MEHEHHA B TEKCT JOKYMEHTa; O0CYy)XneHHe Ha
3aCCAAHNE HAYYHO-METORHYECKOTO COBETa; RopaboTKa mo
HTOraM 00CYXIEHHS; MOATOTOBKA K YTBEPIKICHHIO

OJHH aBT. THCT

7650,0

Paspabotka yueTHeIX popm, Tabnun, 0OpazLos:

YTOYHEHUE TpPeAMeTa, OOBEKTA, COMCPNAHHA YUYETHOM
dopMbl, Tabmauel, ofpasua; orbop TIoKasareiieH,
CHCTEMATH3aLAs uX; pa3pafoTka MakeTa YUeTHOM HOopMEl,
tabnuupl, obpasia; obCyXIeHHe Ha 3acelaHWM HAYYHO-
METOAHUECKOTO COBETA,; MOATOTOBKA K YTBEKIEHHIQ

OQHHH 4BT. JIMCT

7650,0

CocraBnenue peKOMEHAALMIH mno BHEIPEHUIO
peTIAaMEHTHPYIOIIMX JIOKYMEHTOB B TIPAKTHKY:

pa3paboTka METOAMYECKMX PEKOMEHIANMHA, MHCTPYKUMH,
MIaHOB N0 BHEAPEHHIO HOPMATHBHOH JIOKYMCHTALIUH;
NCACOTOBKA PYKOIHCH K NEYATH

OIOHH aBT. JHCT

14025,0

Hoaroroska nuCLMEHROH KOHCYNBETAUHH, MCTOHHYCCKOTO
IMHCHBMA.

BBIABACHHE H aHAMU? HOKYMEHTOB [0 TeME; H3y4YeHHe H
06061enne onpita paboTel OHONTHOTEK; HAMHCAHNE TCKCTA
KOHCYJNBTALIHHA, METOAHYECKOr0 IHCbMa; MOATOTOBKA K
o0CyKIeHHI0 Ha 3acejanMB HayIHO-METOLHHECKOTo
coBeta; JAopaboTka 1o HTOoraM OoOCYKOEHHA; cmada B
neyarh

OIHH aBT. THCT

8670,0

[loarotoBka of3opa HearenbHocTH OHOMHMOTEX TIO
onpene’leHHON TeMaTHke:

YTOUHEHUE TeMBI 0030pa; ONpeaeeHle XPOHONOTHICCKIUX
TPAHULBL, BEIABICHUE NOKYMEHTOB, 0TGOP HX, MPOCMOTD H
aHaA3; HANHMCARME TEKCTa; MOATOTOBKA PYKONHCH K
OOCYXOEHHI0 Ha 3aCEHAHWH  HAYYHO-METOLHYECKOro
coBeTa; HopaboTKa PYKONHCH mocie o6CyKaeHNS

GOWH aBT. IACT

9180,0

Peuensuposanne HAaYYHBIX, METOUYECKHX,
AHPOPMALMORHALIX MATEPHATIOB!

YTeHME PELICH3HPYEMOT0 MaTepHana; OLeHKa €70 B [IENOM,
OTHGIBHRIX  4acTedl, YCTAHOBACHWE  COOTBETCTBHUSA
YUTATC/IECKOMY H LENCBOMY Ha3HAUCHHIO, HAYYHBIM H
METOINYECKHM TPeOOBaHNAM

OJMH aBT, JHCT

783,0

10

HATHCAHKUC DCHCH3IHH

OIOHWH aBT. THCT

1305,0

ITonroroBxa Jekiluii, KOHCYAbTAIHI
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Ne
n/n

HanmeHnoBaHue npouecca, onepaunn. Cocras paboTnl

Eaunnua
HIMEpEeHHA

Hopma
BpeMeHH,
MHH.

2

3

4

Pazpaorka muaHa mnexnui, KorcynpTauui, noabopxa
MarepHalla, H3yYeHHe €ro; COCTABIEHHE  CIHCKA
JIMTEPATYPEI K ICKUNH, KOHCYAbTALIVH, HAITHCAHUE TeKCTa:

OmHA NeKnVs,
KOHCYNbTALIAA

11

NCKNHA

1566,0

12

NEKIHa, TCMaTHUCCKAA BCTpEYa, Beﬁﬂﬂap, MacTCp-Kiiacc

90,0

13

NCPpBHYHAA rpynnoBast KOHCYAbTAHA

1305,0

14

MOBTOpHAA TPYNNOBAs KOHCYNBTAUMA € YYETOoM HOBOTO
MaTepHana

522,0

15

HpOBCOCHUC YCTHOﬁ HHEHBHJIY&JTBHOﬁ KOHCYJIETAIHH

OOHa
KOHCYNLTAUHA

50,0

16

OTBET Ha MTHCBMO

OOHO MHCEMO

162,0

TlpoBeseHHE CEMHHAPOB, YUCOHBIX KYPCOB, NPAKTHKYMOB,
CTAXKAPOBOK:

V7

ceMHHap, yueOuEi# Kype (2-7 nHeit); onpenencHue TEMEL,
YTOYHEHHE CPOKK TIPOBECHYS, COCTABNIERUE NPOIPaMMEY,
OMOBEIICHUE YIACTHUKOB H BBICTYIAIOUINX

OJVH CEMHHAp,
yueOHBIA Kype

8400,0

MpakTaxym (7 - 10 guel); onpegcneHne TeMbl, 3aJaHHS,
YOPOKHCHHSA; COCTABJICHHE IpaUK H YTOYHCHHE CPOKH
NPOBEACHHA 3AHATHIH:

OAMH NPaKTHKYM

18

CPYNnoBoi NPaKTHKYM

2295,0

19

HHIMBUAYARBHGIH MPaKTHKYM

2160,0

Craxuposka (7 - 10 nueit);
NPOBEACHUA CTAXKHPOBKH; BRIABNCHHE NUTePaTyphl MO
H3Y4aeMOMY BOTNIPOCY; COCTaBIIEHHE IpOIpaMMBI M
rpaduKa CTRXKHPOBKA C YYETOM COCTaBa CHyIarenci;
3AKJTIOYSHHUE O MPOXOXKAEHVH CTAKHPOBKH:

YTOUHCHHC CpOKOB

OlHa CTRHPOBKA

20

TPYNNOBas CTAXHPOBKA

2805,0

21

VH/MBAAYRIbHAA CTAXKHPOBKA

23490

[pakTHKA CTYACHTOB BBICIOHX H CPEAHHX CIICHHATBHBIX
yueOHBIX 3aBeJCHHI:

22

NOATOTOBKA M OPraHU3all|s MPaKTHKH CTYAeHTOB (o 30
nHeft); paspaboTka IaHa NPaKTHKH, COTACOBAHHE €TI0 C
PYKOBOAMTENEM MPaKTHKH (nmpencrasuteseM ydeGHOro
3aBefiCHUA);  cocTamleHue  rpadHKa  [OCCIICHHN
CTPYKTYPHBIX HOZAPA3IENEHHI; OpraHH3a1Hsa
NPaKTHYECKUX 3AHATAN; MOABCASHHE WTOrOB NPAKTHKH;
COCTABNCHUE XapaKTEPUCTAK NPAKTHKAHTOB

OJIHA lpaKTHKa

4860,0

TIpakTHUecKUe 3aHATHS:

23

MOAIOTOBKA  NMPaKTHUECKUX  3aHATHH;,  COCTaBJICHHE
3aJaHAA 1O BHINOJHEHHIO H3Y4YaeMoro OuHONMHOTEHHOTO
NPOLeCcca, KOHTPONBHEIE BOTIPOCH, TEMATHYECKHH CITHCOK
JIATEPATYPHI K 3aJaHMI0; HAITMCAHUE TE3NCOB

OIHO 3aHATHS

1050,0

CocraBnenne y4eOHOH IIporpamMMbr:




179

Ne
n/n

HaumenoBanue npouecca, omepauyu. Coctag paGorsi

Enunnnna
H3MepeHusa

Hopma
BpeMeHH,
MEH.

2

3

4

24

ONpelleNicHHe  CcOCTaBa  CAYLWATeNed;  COCTABJICHHE
TEMAaTHYECKOrQ IUIAHA, YTOUHEeHHe MopAaKa H3YUEHHA,
OMPECIEHUE TNOCNE0BATEIBHOCTH H3NOXKEHHA TEMBI,
BbUACICHUE OCHOBHBIX BOIPOCOB; COCTAB/ICHHE CHHCKA
NUTEPATYPHl MO TeMaM MPOrpaMMbl; HANMCAHHE TEKCTa;
oBCy)OeHHE MporpaMMBl  H2  3aCEl@HHH  HRYYHO-
METOJHYECKOrO COBETA

O/IHa MporpaMma

57330

ITocemenne OHOAHOTEK, BBIC3ABI B KOMAaHZUPOBKH C
LUENbI0 H3YHUeHHS paboThl M OKasaHHA METOJHYecKOH
NOMOMIN:

25

NOArOTOBKZ K KOMAHIUPOBKE; YTOUHEHHE CPOKOB M LieNH
KOMaHIAAPOBKH,  O3HAKOMJICHHE C  HMEIOIIHMHCH
JOKYMEHTaMH H MaTepHalaMH NMpPEABLIYIIWX BHIE3AOB H
nyOuHKaLMil B NEYaTH; COCTABIIEHHE NpOrpaMME! (1aHa)
KOMaHAHPOBKH

oAHa
KOMaHIAUPOBKa

574,2

26

COCTABICHHE HHGPOPMALMOHHOTO oOT4eTa (CIpaBKH) O
npoBeaeHHON paboTe; 0TYeT BKMIOYAET: CBEACHHSA O MECTE
BBIE3AA, HEMAX H CPOKAX KOMAaHAMPOBKH, OOBEKTax
HOCCINCHUA, AHATU3 COCTOAHUA paboThl MO TeMe BHIE3AA,
BBIBOABI H TIPEAIOKEHHA B afpec OOaHoTeKH

OJHH OTHYET

1050,0

27

COCTABICHHES aBAHCOBOTrO OTYCTA, 38[IONMHCHHE OTYCTHOIO
O11aHKa cO BCEMH NPHNTOKCHHAMH, Cada B 5yXI‘aJITCpHIO

OIHH OTYET

40,0

28

OATrOTOBKA HHGOPMALHH N0 pe3yIbTaTaM KOMaHIHPOBKU
(YCTHO) B CEKTOpE, Y 3aBERYIOLIENO OTIAENOM, Ha HaydHO-
METOJHUECKOM COBETE, 3aCEHAHHH QUPCKITHH

0/IHa HHpOPMALUA

105,0

MOHHTOPHHT  ACATENBHOCTH  JETCKHX  OUOMHOTEK

Poccuiickoil deaepaiinu;

29

cocTaBleHHEe POPM OTUETHOCTH

OJHH OTYET

1200,0

30

pacchutka HHGOPMAUHOHHBIX NACEM K GOPM OTHETHOCTH
no b/l nerckux 6abnuotex Poccuiickoii ®eaepanyu

O/IHa pacchlIKa

45,0

31

cOop $OpM OTYUCTHOCTH, DMEKTPOHHBIE H Tehe(OHHEIE
KOHCYJIBTAIME 110 BOOPOCaM 3anoaHeHus GopM

onud cbop

120,0

Cocrabnenue Kajiengaps npodeccuoHaNbHBIX
Meponpuatu#t  gerckux  O6mbGmuorex  PoccuiicKoi
Dencpauniu (SKErORHLIN M CKECKBAPTAIBLHBIN )

32

COCTABNICHHE B PACCBUIKA HH(I)OPM&IIHOHHBD( MHCEM

eXeronHas u
KBAPTAIbHAA

120,0

33

cbop u 0bpaboTka nonyuenHoit wHGopMauyy, BHECEHNE B
KaneHaapb NpodecCHOHANBHBIX MEPOTPHATHE

CHCTOAHAA H
KBaptajibHan

1200,0

34

yTOUHeHNe VH(HOPMALIH 110 TPOBOAUMEBIM MEPOTIPHATHIM

CHETOIHAT B
KBapTaaepHaA

200,0

O030p  nyOnukanmi
(exeMecsIuno):

npoQecCHOHANBHOH  MpeccHl

35

ot0op, IPOCMOTP Y aHANH3 CTATEll B XKYPHAIAX

MECAYHAA

450,0

36

YTCHUC MAaTCpuaa

MCCAYHAR

420,0
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Ne c 6 Eanunna Hopma
i Hanmenosanue npouecca, onepannn. Cocras padoTn mmepesnn Bp:::::.m,
1 2 3 4
37 |BanucaHme CTaTEM MeCSUHAs 400,0
38 |cnaua B o1Aen pasMelnenus WHpopMalMK Ha caiiTe MecsuHas 10,0
39 |nojgrotoBKa (pENAXTUPOBAHHE) eXErofHOH CBOAHOH OIMH OTYeT 18900,0
CTATHCTHYECKON  OTUCTHOCTH  CHEUHANU3dpPOBAHHEIX
ouGnuorek Poccuiickoli Qenepanuu, paboTarOmMX ¢
MOJIOAEN B
40 | ocyutecTpICHHE MOHHTOpPHHTA JEATENBHOCTH | 0AHA HHpOpMALHA 105,06
CHEIHATH3HPOBAHHEIX onbnuorek Poccniicko#

Genepanny, paboTaromux ¢ MOMOAEKBIO AN BBOAA B
0a3y (eXeMECHIHO)

[Tpumeyanue:

- K HOPME BPEMCHH MpH COCTABJCHHH NOKYMEHTOB, PErJIAMEHTHPYIOIMUX NEATCALHOCTD
pecnyGIIHKaHCKHX, KPACBhIX H 00NacTHRIX OHOAHOTEK, NPHMEHSETCA MOBBIMAIOIMH Ko dHImenT
1,15;

~ BpEMA MPOBEHCHHA JEKIHUH, KOHCYILTAME, NPAKTHKYMOB, CTHKUPOBOK, NPAKTHKH,
npeCbBaHug B KOMAHAHPOBKS M NPOBeACHUS HHGOPMALFHK 110 €e pe3yibTaraM B HOPMY BPEMEHH
HE BXOJINT.

4.12. PaboThl HAy4YHO-OPTaHH3ALMOHHOTO XapaKTepa

Tabmuia 82

Haumenosanue npouecca, onepanun. Cocras padorsi

Ennunua
H3MepeHHR

Hopma
BpeMenH,
MUH.

2

3

4

IloAroToBKa W NPOBEAEGHHE TEOPETHYECKOH, HAYuHO-
NpaKkTHYeCKOH KOHQEPEHIIWH, TEMATHYECKOTO CEeMHHapa;
NOUCK MEXIYHAPOUHHIX CHEIHAINCTOB, CONMPOBOXKICHHE
MEXIAYHAPOAHBIX CNELHAIHCTOB B KAUECTBE NEPEBOINKA;
TIMCBMEHHBIH TNepeBoA WHOPMALHOHHBIX MaTepHaloB ¢
PYCCKOFO Ha HHOCTPAHHBIE A3BIKH

OnpeneneHue COCTAaBA OpPTKOMHTETa ¥ YYaCTHUKOB
KOHepeHIUH, ceMuRapa; GOpPMHEPOBAHYE H YTBEPKICHHE
npoTpaMMBl " APUMINACHTENBHOIO Ounera;
OpraHH3ALMOHHBIE MEPOTIPHITHA; NOArOTOBKA K H3JAHHIO
TE3HCOB; BBIpaOTKA NpoeKTa PEKOMEHAAIHIH;
$uHaHCOBO-X03dlicTBEHHOE ofecnedeHne KoHepeHLHH,
CEMRHApa; aHaAM3 M OlEeHKa paboTel KoH(epeHIHH,
CeMHUHApa, MOJBeieHe HTOTOB

OnHO
MEpOIIPHATHE

Konnuectno YUACTHHKOR!

—

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

[logroroBka H MpoBecHHE CEMHHAPA, METOOHYECKOTO
JHS, 3aceJaHHA «KPYIJIOTQ CToJa», BeOuHapa
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Ne
n/n

HanMenoBanre npouecca, onepanun. Cocras paGorhi

Enunuina
H3MEpEeHnn

Hopma
BpeMeHH,
MHH.

2

3

4

OnpeneneHue Y4YacTHHKOB, PYKOBOIMTENS, JEKTOPOB,
JOKIATYHKOB, CPOKa W MECTa IpOBENEHHS CEMHHApa,
METOAMYECKOr0 JHA, 3aCEJIaHHA «KPYIJIOro  CToJa»,
BeGuHapa; ONPeICNEHHE KOHTHHTEHTA Y4aCTHUKOB;
paspafoTka mporpaMMbl; HHGopMannoHHOE obecneueHHE;
BhIpab0TKa MpoeKTa peKoMeHAauui; H3AaHHe H pacChUIKa
NPOTPAaMMBl, PETUCTPalf  YYACTHHKOB; TEXHWYECKOE
CONMpOBOKAOCHHE BeGHHapa: obecrnieucHHe 3NMEKTPOHHOM
KOMMYHHKATHBHOH MIOWAAKH, NIOATOTOBKA JIEKTPOHHBIX
Ipe3eHTalui, KOHBEPTHPOBAHHE Tpe3eHTaNMil  Ha
ANEKTPOHHBIE ILIATHOPMBL, NACTAHIHOHHAS HacTpolika
KOMIBIOTEPHOrO o0opynoBaHas cnyuwarene,
TIpeABapUTENLHOS TECTHPORAHHE W BEJEHHE BeOMHapa;
aHaMM3 M OIEHKA CEMHHAapa, METONHYECKOro MOHA,
3acelaHHst KKpPYIiIoro crona», Bebunapa

OdHO
MEPOTIpHATHE

Konutectso YYaCTHHKOB:

1-350

1570,0

51-100

3980,0

101 - 150

6150,0

~3 SN

151 - 450

8270,0

ToarotoBka 3acefaHHi peAKOJIIETHH:

yTOYHEHHE CpoKa M TOBECTKM 3acefaHms; otlop
MaTepHajloB HOds O00CYXIACHHAd H NOArOTOBKa HX A
KOIHPOBAHHA; OTIPENICNICHHE ONIOHEHTOB (PENECHICHTOR);
ONOBELICHHE O 3aCEHAHMH WICHOB  PENKONIETHH,
pacchUlKa  MATEPHAIOB MO  IOBECTKE  3acelaHud;
oopMieHne NPeANoXKeHRH, BRICKA3AHHLIX YYaCTHUKAMHK
3aceianms

OLOHO 3aCCAanNe

560,0

Opranuzauns  3aceflaHHi  TpOOJIEMHBIX  KOMHCCHIA,
COBETOB, TBOPYECKHX KOJICKTHBOB!

olnpefieNieHHe TMOBECTKH JHS H CPOKOB IIPOBSACHHS
3aCCHaHKA, YTOUHCHHE COCTaBa YYaCTHHKOB, NOATOTOBKA
AOKYMEHTOB, OpraHU3alHOHHLIC MEPOTPHATHA
(omoBeweHue © 3acelaHMH, noadOp MarepHaloB);
0hOpMICHHE IPOTOKONA H PELICHNS

OIHO
MEPOTPUATHE

940,0

[Tpumeyanue:

- TpH TNPOBEACHHH MCEPONPHATHH Ha MEXAYHApOJHOM YPOBHE K HOPME BpPEMEHH
NipEMeHseTcs nosbinaomui koxdppunuenT 2,0; Ha GenepanbHoM yposhe - 1,85;
- B HOpDMY BpeMEHH HE BXOAMT BpeMA MpOBeJcHHs KOHODEpeHUHH, CceMHuHAapa,
MCTOAHYUCCKOrO AHA, 3aCCaHUsd «KPYTJOoro Crona» H BpEMsl, CBA3AHHOC ¢ H3AaHHEM MAaTCpHaIIOB
KOH()epEeHUHY, CEMHHApa.,
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4,13. PenakTHpoBaHHE PYKOMHUCEH

Tabnuna 83
Ne Eaunnna Hopma
o/ HanmeHoBanHe npounecca, onepauun. Coctas paGoTsi H3Meperns BpeMeHH,
MHH,
1 2 3 4
PeaakTHpoBaHHE HAYYHBIX H METOOHYCCKHX MATEpHANOB
TpoBepka H HCMpaBIE€HHE PYKONHCH B Tpolecce
TNOJATOTOBKH €€ K NMevYaTH; yCTaHOBKa COOTBETCTBUA TEKCTA
HAyYHBIM M JIHTEpaTYpHeIM TpeOoBaHUAM, ¢dopMe H
HeNeBOMYy  HA3HAYCHHI0  H3JAHHA,  COMIacoBaHUE
BHOCHMBIX HCIpaBlIEHHH C  aBTOpoM; JopaboTka
PYKOITHCH:
1 |pemakTHpoBaHHe MoOHOrpagui, COOpDHHKOB HAyYHBIX| OXMH aBT. JIMCT 2840,0
TPYAOB, HAYYHBIX OTHETOB, IPAKTHYECKHX MocoOHii
2 |pemakTHpOBaHHE METOAHYECKAX MaTEpPHANIOB: | OIMH aBT. JIHCT 2500,0
HHCTPYKTHBHO-MCTOAMYECKUX IHCEM, PEKOMEHOALMH,
KOHCYJIbTAUHMH, 00630pOR AeATeNbHOCTH OUGIHOTEK
3 |pemakrtHpoBaHHE  JOKYMEHTOB,  pEIJIaMEHTHPYIOIIMX | OIHH aBT. JIHCT 2400,0
JeATeNBHOCT  OHMONHOTEK:  YCTaBOB,  MOJOXEHHI,
HECTPYKIHHA
4 | peHaKTHpPOBaHHE CTAaTHCTHYECKMX TaOnui, YYETHBIX| OJHH aBT. JIHCT 1980,0
¢dopm, obpasuos
5 |pemakTupoBaHHe MaTepHanoB KoHepeHIMI: HOKIAAOB,| ONMH aBT. JIUCT 1050,0
coobimenuii
Pacumdposka ayHosanuceii (MaTepuanos koHpepeHIuH,
COBCLIAHHR).
6 |nabop Texcta ¢ ayamodaiina OJIMH @BT. JUCT 2400,0
PeNaKTHPOBAKUE HAGPAHHOrO TEXCTA OJIMH &BT. JIACT 1200,0
8 KOHTPOJBHOE PeJAKTHPOBAHHE OQIHH aBT. THCT 120,0
Penaktupopanre nonynspHore Gubmmorpaduyeckoro
nmocobUA, PETPOCHEKTHBHBIX HAayYHO-BCIIOMOTAaTeNIbHBIX
ykasarelei, 0630poB, cnpaBok, pedepaToB, aHHOTAIMH:
9 |pemaxTupoBanHe — nOOyNApHBIX — OGuOmuorpadHuecKHX | OIHH aBT. IMCT 2640,0
nocobuii: TEMaTHYECKUX 6ubnuorpaduueckux
yKa3aTelneii, ClIpaBOYHHUKOB
10 |pemakTupobaHHe PETPOCIICKTHBHBIX Hay4HO- | OJMH aBT. JIUCT 2100,0
BCHOMOTaTebHBIX yKasaTened
11 |penakTHpoBanMe aHANHTHYECKWX 0030poB, CNpPaBOK,| ORMH &BT. JIUCT 1080,0
aHHOTalM#, pedeparoB, CBOXHBIX pedlepaTHBHBIX
0030p0B, aKcHpecc-uHpopManmii
12 |penaktHpobarue GubnHorpaduueckoit 3anucu OJHa 3aITHCh 4,6
13 [xoHTpoNbHOE pefakTUPOBaHUE OJIHA 3aNHCh 6,2

[TpuMeyaHue: NpH peJaKTHPOBAHHH CMEIIAHHOIO TEKCTA K HOPME BPEMEHH MPAMEHACTCA
noBpnauMi ko3dpduuueHt 1,1.
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4.14. BcnoMoratenbHO-TeXHHYECKas padoTa

TaGnuua 84
Ne Eauunua Hopma
/i HanMeHOBaHHe Npouecca, onepanui, CocTaB paGoThl H3MepeHns BpEMeHH,
MHH,
1 2 3 4
1 |o3HAKOMIEHHE C MATCPHAIOM OFH JOKYMEHT 10,0
2 | penakTHpOBAHUE MATEPUANIOB OJIH TOKYMEHT 12,0
4.15. PaboTa no opraHA3alluHA TPYAa H YIPaBACHHIO
Tabnmza 85
Ne EanHnna Hopma
a/n HauMeHOBaHHAe npouecca, onepaunad. CocTas padoTsl HaMepenus BpeMenH,
MHH.
1 2 3 4
[Inanuposanue paboTel
CGop, aHanmu3 HcxozHoH HHGOpMAUUM; ONpeAeNcHHE OAHH [IaH
OCHOBHEBIX 3ala4 Ioja, YTOYHEHHE CPOKOB BLIIOJIHEHHS
3amMaHuii, HamucaHue  OOBACHHTENBHOH  3alIACKH;
MOATOTOBKA NpOeKTa MnaHa K OOCY)KACHHIO HA BCEX
YpOBHAX, n0opaboTka mocie o0CyXAeHHS; peACTaBleHHe
TJIaHa Ha COTJIACORAHHUE H YTBEPKIAECHHE:
1 |nnana 6uGnHOTEKH 6240,0
2 |nnana OTACNA, CEKTOpa 27400
3 |MHAMBUAYAIBHOTO ILIAHA 370,0
ExxemHeBHbId  yder  paboThl B CTIPYKTYPHBIX
TOAPA3AETIEHHIX !
4 |cTaTHCTHYECKHH y4eT 3aMUCaBIHXCA OIHA 3aMHCh 2,8
(mepeperuCTPUPOBABLINXCA) UTATENEN
5 |cTaTHCTHYECKHH y4YET KHUTOBBIZAY, MOCSIICHHH OIHA 3amuch 8,6
yueT HHpopMalHoHHO-OHGnHorpadguyeckoii paboTEl NMO|{  OMHA 3aIHCH 2,7
YCTAHOBJIEHHOM (opme
7 |ydeT BHINOJHEHHBIX CIPABOK OIHA 3aNHCh 2,7
ExenHeBHbI yueT aboHeHTOB, nonp3yomuxca MBA
8 jcratHcTAYeCKUi yueT aGoHeHTOB, monb3ylomuxcs MBA OJHa 3aMACh 2,7
CTATHCTHYECKMH YYeT NONyuYeHHBIX 3aKa30B, BBIUIGHHBIX |  OJHA 3alHCh 98
AOKYMCHTOB
10 |cTaTucTHHecKMi ydeT 3aka3oB, MCPCHANpPAaBNCHHBIX B OJIHA 3anYcCh 2,7
apyrae GnOINOTEKN
11 |3amucs w#TOrH pabotl B «/lHeBHHK  paGoThI» OZIHA 3aMHCh 32
noapasaencHus OMOIHOTEKH
12 |uHAMBHAYaNBHBIH y4eT: eXeJHEeBHOE 3alOJHEHHE JIHCTKA |  OJHA 3alHCh 2,7

y4Ye€Ta TPYA03aTpar WK AHeBHHKA paboThl Gubnnorekaps

CBoHbL} cTaTHCTHYECKHEH yueT mo GUGIHOTEKE

UYnciio uHTaTencii, KHHIOBBIAAY, MNOCEIDEHHH H HHOI
HHGOPMAlHH, INOABSACHHE HTOTOB  CTATHCTHYECCKHX

OHHa 3allHCh
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Hopma
Ne Eannuua
o/n Haumenosaune npouecca, onepanyn, Cocrap padoThl H3MepenHa BpeMeHH,
MHH.
1 2 3 4
JaHHBIX Mo SubnuoTeke:
13 |mecan 5280
14 |xBapran 792,0
15 |ron 1080,0
CratucTHYIecKHH yYeT B pexume AC:
16 |BBOA CTATHCTHYECKHX AAHHBIX C KOHTPOJIBLHOTO JIHCTA OJIMH JIHCT 0,16
17 |cBomHBIi cTaTHCTHUYecKkil yder no GHOMHMOTEKE (YHCIO Ha MeCHI 120,0
YyHTaTeNnEH, KHHUTOBBIOAY, nocelmesui H HHOH
HHGOPMALIHH )
[logpenenne WTOTOB CTATHCTHYECKMX  JAHHBIX IO Ha MECAL
6ubnuoreke:
18 |mecau 0,27
19 [xBapran 0,27
20 |ron 0,27
CocTaB/ieHHE OTYETOB:
21 [npHeM NMIAHOBO-OTYETHBIX JAOKYMEHTOB OT CTPYKTYDHBIX | ORHMH JNOKYMEHT 13,0
NoApasgencHud ¢ TNPOBEPKOH MOJHOTH  COCTaBa;
COCTaBJICHHE CBOAHOMH TaONHLUb! OCHOBHBIX NOKa3aTeneil
CocraBnenue aHANMHTHYECKOTO  OTYeTa: aHAN3 OJIUH OTHET
OeATeNbHOCTH TNopasfencHdii W OMOMHOTEKH, OTMETKa
M3MCHEHHS 33 IOfl, HAIIMCAHNE TEKCTA, MPEACTABICHUE Ha
COIVIACOBAHUE U YTBEPKACHHE:
22 | oryer GUOIHOTEKH 3a roxq 3980,0
23 | oTHeT oTACHA, CEKTOPA 3a Iof 1320,0
24 | HHAMBUIYaTbHBIN OTHYET 33 TOJ1 5860
CocraBnenue QpUHAHCOBBIE OTYETOB 00 OMNATEe HO BHAAM OJNH OTYET
IJIATHBIX YCIIYT:
25 |3a mecan 510,0
26 {3a KBapTai 840,0
CocrapaeHne OTYETA LI YHTATENCH M HACEIICHHS:
27 |onpeaeneHue cpoka NMPOBEJEHHS OTYETA, ITOBECTKH IHA, 0JHO 1580,0
OMOBELICHAEC © JHE OTYETa 4HTareNelf, HacelcHHA;| MeponpuATHE
BEITYCK CTEHIa3eThl; O(OpMIICHHE MPOTOKONA, 3aMeYaHu i
H TpEANOXKCHHUN YHUTATeNci, HaceneHus, COCTaBleHHe
IJ1aHa BX peasTi3aly
TToaroToBka NpoN3BOACTBEHHBIX COBEIAHHH
OnpenencHue MNOBECTKH  JHA, KpPYra YYacTHHKOB;| OJHO COBellaHHe
MOArOTOBKA CHPAaBKHM, APYrUX MEPONPHATHH, TpPOEKTa
PEIICHUS;  OMOBEIIEHHE  YYAaCTHHKOB  COBEIIAHHA,
TIOATOTOBKA TOMEUIEHNUA:
28 | copemanue paboTHHKOB OHOHOTEKH 320,0
29 | coBetanue pabOTHHRKOB OTHAENA 2640
30 |coBemmaHHe MO WTOraM MPHHATHIX PeLIeHHE ¢ LEablo | OAHO COBEHIAHNE 27,0

QLUCHKH HUX pe3ybTaTOB, NMPOH3IBOACTBCHHBIC COBCIIAHHA
o HTOTaM roja




185

N E Hopma
) AWHAIR
i/ HaumenoBanHe npouecca, onepauun, Cocrae padoTni uIMepenns BpeMeEHM,
MHH.
1 2 3 4
31 |omeparuBHOe COBeLUAHME (AN peLIeHHS TEKYIOHX | OJAHO COBECIIAHHE 22,0
NPOH3BOACTBEHHBIX 3a1a4)
Opranu3sanyioHHas (onepaTtuBHas) pabora:
32 |moxymeHTaNbHOE O(hOpMIEHHE pexHMa paloTEl OTAENAa| ONHH AOKYMEHT 268,0
(cocraBnenue rpaduka pabOTH, OTNYCKOB W JIPYTHX
JOKYMEHTOB)
33 |obecmeyenne KOHTPOJSA 3a BEIMIONTHEHUEM |  OJHO 3aaHHE 4,4
HPOH3BOACTBEHHOTO 3aJaHHs B Ka4eCTBOM paboTEI
34 |obecneuenue KOHTPOJIS 3a HCNOJIHEHHEM | ONHH JOKYMEHT 8.8
YOpaBICHYECKOrO  pENICHHMsA,  NpHKasa,  yKalzaHHA
JUPCKTOPa, 3aM. IUPEKTOPa, 3aB. OTACIOM
35 |zaxmoueHHe, MNpoaNeHHe Jorosopa ¢  (upmamu,| OHUH AOTOBOP 840,0
NpeINPUATHAMH, OpraHu3aIHAMH, YJacTHBIMH
NpeANPHAUMATENIMH
36 |cocTaBneHME KATbKYJALMH 1IEH HA IUTATHBIC YCIYTH OJHH ROKYMEHT 3340,0
37 |BBIIHCERIBAHHE CYETA, KBHTAHIHH OHHH BOKYMEHT 13,4
38 [cBepka oniaTel cUeTOB OJIHH JOKYMEHT 13,8
Jlenonpou3BoacTBO;
39 |nmpuem u perucTpailus BXonmeH KOppecnoHeHIHH OJMH JOKYMEHT 5,6
40 |obecreucHHE KOHTPONS 32 CBOCBPEMECHHBIM HCIIOAHCHHEM |  OAHH JOKYMEHT 5,6
OOKYMEHTa
41 |chcTeMaTH3aLHA U MOAMHBKA MCIOIHEHALIX JOKYMEHTOR | OJMH JOKYMEHT 5,6
B COOTBETCTBHH ¢ HOMEHKJIATYpPOil AeN
PaGota B pexume AC:
42 |perrcrTpauMs BXOAAIIEH KoppeclOHNEHIUH: BBoA B a3y | ofHa kapTouka 7,6
AAHHBIX KOHTPOJIBHOM KapTO¥KH (JaTa NOCTYIUICHHS,
HHEEKC JAOKYMCHTA, KOPPECHOHIGHT, JaTa, HWHICKC
MOCTYNHBIIEIO  AOKYMEHTa, KpaTKoe  COAEpXKaHHe,
Pe3OJIOLHA, KOMY HalpaB/cH)
43 |ofecneyenne KOHTpPONA 3a MCIONHEHHEM HOKYMEHTa: OIHA 3aNHCh 4,6

BBIBOJ, Ha JKpaH KOHTPOJABLHOH KapTO4KH, BBOJ B Hee
nadopMalni 06 HCNOTHEHHH

[IpuMeuaHne: BpeMs MPOBEACHHA OTYETA NEPEH HUTATENAMH, HACEJCHHEM, COBEIIAHUH B
HOPMY BpPEMEHH HE BXOMIMT.

4.16. ObcnyxuBaHHe YAaIEeHHBIX NONB30BaTENeH

Tabnuua 86
Ne Eguanuoa Hopma
HaumeHoBaHMe nponecca, onepauun. CocraB patoThl BpeMeEnH,
n/n H3MepeHus
MHH,
1 2 3 4
PerncTpanms nonp30BaTenei B pekuMe OHIakH:
1 | mpoBepka 3amucH noan3osatend B Onbiuorexy OJIHH 1,0
HOJIb30BATENb
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Hopma
Ne Exnanna
HanmenoBaHHe npouecca, onepaunn. Cocrap paboThbl BpeMEnH,
n/n H3IMEPCHHA
MHH.

1 2 3 4

2 |obpaGorka u BBOA (AMHNIHH, HMEHH, OTYECTBA OOUH 2,5
N0JIB30BaTeNA H aZipeca ero 3MIeKTPOHHON N0YTh ANEKTPOHHBIA

dopmynap

3 | cocTaBleHHE¢ TIMCbMa €  yKa3aHHEM JIOTMHA H OIHO 2,5
CTEHEPHPOBAHHOTO CUCTEMOH NapoNs, MPHKpenneHHe MEKTPOHHOE
HHCTPYKIMH TONB30BAaHHA H OTNpaBKa €ro no DHCBMO
SNEKTPOHHOM MOYTE MOJIBb30BATENIO
Ob6cnyxuBaHUe MoNb30BaTeNeH B pexUMe OHNAHH!

4 | KOHCYJBTAUsA MO HCHONb30BAHMIO HHTepakTUBHOH Bl oaHa 5,0
KHHT' KOHCYJ/IbTALHA

5 | cCONpOBOXACHHE BUPTYAJIBHOM KHHTOBSIJAYH: OJHH 3aKaz 7,0
$opMEpOBaHHE 3aKa3a Ha BUPTYANbHON KHIKHOI nonke

6 | Beirpyska B3 AC HOBBIX NOCTYINEHHH 33 onpeeNneHnbli onuH ¢aitn 5,0
NepHOoJ BPEMEHH B BHAC YKa3arellsd HOBBIX MOCTYIICHAH
{YHID)

7 | pasMeineHre HOBBIX NMOCTYIIEHHH TOXKYMEHTOB Ha caiiTe oaud daiin 1,5
Subavorexu: CO3JaHME  3arcJioBKa  aHHOTalUK
apuKpenieHue (haiinalos)

8 |pacchiika MO  JNIEKTPOHHOH MOYTE  YAAIECHHBIM OIIHO 1,5
MOIL30BATeNAM HHPOPMALHN O HOBBIX NOCTYIUICHHAX INEKTPOHHOE
BOKYMCHTOB TTUCHMO

9 | nadopmaliioHHOE CONMPOBOXKICHHE caiTa, NOprala H OOHO 1,5
CTpaHHL B COLMANBHBIX CETAX: CO3JaHHC 3arofoBKa coO0LIEHHE
AHHOTAUWH NPHKpeIUicHHe daiinos
PaBora ¢ calitom otaena 6ubnunotexu
Pa6oTa ¢ HOBOCTAMH OoTZeNa:

10 | noaroToBka Marepuasia K nyOnukanuu (mpecc-penus, | OJWH MEUATHBIN 1050,0
[IOCT-PesIu3, CTaThA) JHCT

11 | pasMmelieHue HOBOCTH Ha CaiiTe OIHa HOBOCTD 10,0

12 | pasMerieHHEe HOBOCTH B COLHANBHHBIX CETAX OJHA HOBOCTh 10,0

13 | oTnipaBKa HOBOCTHOIC COOOIICHHS IS pa3MELICHHA Ha | OJHO COOOlICHHE 10,0
caliTax MapTHEPOB

14 | mopGop HAMOCTPAMH K HOBOCTH OnHa 5,0

HJUTIOCTpaLIUs
Pa6ota ¢ ¢oToranepeeii otaena:

15 | potocvemka OJIHa CEEMKA 30,0

16 | noabop dororpadmii onHa poTorpadus 3,0

17 | obpaboTka doTorpaduii ¢ nomowplo rpaduueckoro | oaxa potorpadus 15,0
penaKTopa

18 | coznaune doToranepen ONHA 15,0

doToranepes

19 | mobaeneHse noanuce# k pororpadusm oaHa ¢otorpadus 2,0

Pabota c NONTHOTEKCTOBBIMA MaTepHaIaMH,
dubnnorpaduyeckuMU CIIHCKaMH Ha caiite:
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Hopma
N Haumenopasne npouecca, onepannn, Cocras paboThl Eanmmma BpeMeHH
n/n P » oftep ’ P H3MEpeHHs i
MHH,
1 2 3 4
20 { popMaTHpoBaHME  MAaTepHANOB AN TyONHKaLHMH | OXHH MaTepHal 20,0
(nmepesox B Apyrde (opMatel, ACMEHHE MaTepuana Ha
JacTH)
21 | nobaBneHue onMcaHHs K MarepHany (aHHOTauus, | OOHH MaTepHal 10,0
KNFoueBbic ¢1oBa) — 1000 3naxos
22 | 3arpy3ka MaTepHata Ha BHCIMHHH cafT OJIHH MaTepHar 15,0
23 | obnoeneHne cnMcka MyOIHKAIMIA COTPYAHHKOB OTACNA OfHA 2,0
6ubmuorpapuuec
Kas 3alluch
PepaxtuposaHue H 00HOBIEHHE HHPOPMALHH Ha caliTe:
24 | pefaKTHPOBAHHE MATCPHANOB OJIHA 3allHCh 2,0
Cosganme ¢opMEI 3NEKTPOHHBIX OMpPOCOB (3KCmpecc-
Onpoc, OHIAHH aHKETHPOBAaHHE):
25 | co3panne ¥ pa3sMEINEHHe BOTIPOCOB Ha caliTe OIMH BOMPOC 6,0
26 | cozaaHme CTpaHHULEBI ONpoca K AobaBieHHe koja ¢ cafita O/IHa CTPaHHUA 15,0
Coznanue HOBEIX pa3fiefioB Ha caiite:
27 | co3nanue OIMH pa3nen 15,0
PemakrtapoaHue u 00HOBNEHHe HH(POPMALHOKHOTO
KOHTEHTA Ha caHre:
28 | penaxrupopadue crateii, pa3sMENICHHBIX Ha caiiTe 0HA HOBOCTE 10,0
29 inonck ® orfop HMHbOpMAUMM S pedaKTHPOBAHUA 20,0
cratucTHYecKol bl
30 | o6HoBnenne sanuceit B OIIHA 3aITHCh 5,0
31 | BHeceHHe HOBRIX 3amucei B B]l OIHA 3aMHCh 10,0
O6paboTKa JOKyMEHTOB IS 3aTPY3KH Ha CaiiT:
32 | pemakTHpoBaHHE H (POPMATHPOBAHHE TEKCTA JOKYMECHTA OIHH aBT. JTUCT 60,0
33 | koHBepTHpOBaHHE JOKYMEHTa H3 ofHOro (opMata B | OAHH JOKYMEHT 10,0
Jpyroi popmar
34 | sarpyska Ha BHEIIHHE PECYpCHI OJMH JOKYMEHT 15,0
35 | paamemenne Ha caiite oTOena OJIMH JOKYMCHT 10,0
3anonHEHAE CTPAHHLBL OTAENA B COLMANBHBIX CETAX:
36 | monck H 0TOOP HOBOCTEH Ha BHEIIHUX pecypeax 0/IHa HOBOCTE 24,0
37 { cocTaRneHHe aHHOTALMH K HOBOCTAM OMIHA HOBOCTD 15,0
38 | pasMemenHe nocTa Ha CTPaHHIIE OTAENA OHA HOBOCTH 5,0
4.17. OnpeneneHue KAUroodecneyeRHOCTH yueOHOro mponecca B 6ase AaHHBIX AC
Tabmana 87
Hopma
N HanmeHoBanne npounecca, onepanun. CocraB paGoThl Epunuua BpeMeHH,
n/n H3MEpEeHHA
MHH.
1 2 3 4
1 | noHck onpeaeneHHON AMCUUILIMEL! Y4eOHOro npolecca B | 0fHa ARCHHIUIMHA 1,0
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Hopma
Ne Eapnuna
HaumeHnoBanHe npouecca, onepanau, Cocras pafoThl BpeMeEHN,
n/n H3MEPEHHSR
MHH,
1 2 3 4
Moayne «KauroobecneueHHOCTEY
2 | noHck B 0aze NaHHBEIX AC JOKYMEHTOB, NOOXOMAMINX HI | OAHA JUCHHIVIHHA 10,0
BHIOpaHHO#H AMCUHIIMHEI (OCHOBHOM CIHCOK), B PEXHME
HPOCTOr0 M paciIMPEHHOTO MOHCKa
3 | OpOCMOTP KaXKAOro AOKYMEHTA N0 BCEM NapaMeTpaM JUIS | OJHH AOKYMEHT 60,0
onpeacacHHsa HeoOXOOUMOCTH BK/TIOUCHUSA €r0 B CIIHUCOK,
orbop BHIOpaHHBIX JAOKYMEHTOB (moGaBneHme K
HUMEIOIHMCS [IOJISIM €IIE OAHOTO MO « AHCUHMTUIHHAY )
4 | mpHCOeAHHCHHE OTOOPAHHBIX NOKYMCHTOB (OCHOBHOH | OJlHA AHCLHNIMHA 5,0

cmHcok) B Moayie  «KHuroobecmeueHHOCTE» K
onpeneJeHHON JHCIUIIIHEE

5. TUNOBEIE OTpac/eBLIC HOPMBI TPYJa Ha pabOThl, BHITOJIHACMBIE B ACTCKHX, IOHOMIECKHX

6ubnuorexax, B 6nbamorekax HUH, oGpazoBatenbHbIX yupexaeHuil (Ha OCHOBE
aBTOMATH3HPOBAHHBIX CUCTEM YNPABACHHUA POLIECCAMH)

5.1. KomnnexroBaHue GorHmoB

Tabanna 88
Ne Exunnna Hopua
Haumenosanne npouecca, onepanuu. Cocras pagoThi BpEMeEHH,
n/n H3MepeHus
MHH,
1 2 3 4
1 |npueM u ordop 1A (OHAOR HOBEIX HOCTYNUICHHH, | OZHH AOKYMEHT 3.6
AONYYEHHEIX [0 CONPOBOAMTEILHOMY HOKYMEHTY —
JIECTY FOCYJApCTBEHHOU perucTpanyy
TexHu4eckad o0paboTka JOKYMEHTOB OAHH JOKYMEHT 4,5
BBOJ TOKYMeHTOB B 6a3y maHueix (BJ1) OPH JIOKYMEHT 4,5
5.2. BubnnorpadHueckoe ONUCARUE K UHACKCHPOBAHHE JOKYMEHTOB
Tabnuua §9
Ne Exnunna Hopma
HaumeHnosanHe nponecca, onepanuu. CoctaB pagoTbl BpeMeHH,
n/n H3MepeHusn
MHH,
1 2 3 4
1 | popmuposanne  OuOmMorpaduueckoii  3ammMcH  Ha OJlHA 3aMUCh 18,0
JOKYMEHTBl Ha  PYCCKOM  si3klke  (ONHCATEAbHAA
KaTanoru3auus)
2 | opmupoBanne  OmOnmorpaduueckodi  3amHcu  Ha OIHA 3aNHUCh 27,0
JOKYMEHTHl HA HHOCTPAHHBIX EBPOMEHCKHX S3bIKaX H
a3plkax  Hapoloe Poccmiickoli  ®epepaumn, kpome
PYCCKOTO (ONHCATEABHAS KaTATOTH3alHA )
3 | HHAEKCHPOBAHHE NOKYMEHTOB (COACPKATENLHAS OJTHA 3aMHCh 18,0
KaTajoru3aiins)

5.3. Pabora ¢ xaTanoramu
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Tabmuua 90
Ne Eananna Hopwma
wn HaumeHoBaHne nponecea, onepanuy, Cocras padoTsl H3MepeHns BpeMEHH,
MHH.
1 2 3 4
TINoarorosurensHas paboTa:
1 |[pasbop xapTodMek JAns pacCTaHOBKH B andaBHTHBIC | OAHA KapTOuka
KaTajloru 0,5
PeIaKTHPOBAHHE T€HEPATBHOTO aNdaBHTHOTO KATANora; OfIHa KapTovKa
2 | xaranor - crapsiii pan (a0 2000 roxa) 1,0
3 | xaranor — oIt paxn (¢ 2000 roxa) 0,5
4 | katalor - HHOCTpaHHbIe €BpOMNeHCKHe AZBIKH U A3BIKH 1,0
HapoaoB PoccHH, kpoMe pyccKoro
5 | pasbop kapTodYeK IUIA1 PacCTAHOBKH B CHCTEMAaTHYeCKHE | OJHA KapTodxa 0,3
KaTaJloru
6 | pemakTHpoBanHe ['eHepanrbHOr0O  CHCTEMAaTHYECKOIO | OJHA KapToyka 0,5
katajaora (' CK)
7 | penakTHpoBaHHe OpHTHHAN-MakeTa b3 Ha OAHOYACTHBIC | OJAHA KapTOuKa 0,3
JOKYMEHTOB
8 | pemaxTupoBaHue opurnHan-Maketa b3 Ha MHorowacTHble [ oxHa KapTouka
JOKYMEHTOB 0,45
9 | penakrupoBanMe 3anucedl Ha eAuHMuB! XpaHenus B [10 OfTHA 3AIHCh 5.4
M0 H3BCIICHHAM O BHCCCHHH HW3MCHCHHH B KaTA/OrH,
NOJIYYCHHBIMH U3 TEXHOJIOTHYECKOro oTaena (TO)
Pemaktuposanue Oubmuorpaduueckux sanuceit (b3) 0IHa 3aMHCh
(KOHTpONBHbIE MO hopMmata U TekeTa B3):
10 | penakTHpoBaHHE KOHTPONBHEIX Nojich dopmaTa 5,4
11 | pemakTuposanne Texcra b3 5.4
12 | pemaxtupoBanne Gubmuorpadguueckux 3amucet (B3) B OIIHA 3AMHUCH
1O (sBeneHue nuackcop BbK B B3) 5.4
13 | ¢opmupoBanne b3 B I1O ¢ vcnonb3oBaHHEM CBOAHOTO OJTHA 3aITHCh 12,0
katanora Poccuiickoit ®enepanuu
14 | penaktuposanne b3 Ha MHorovacTHete AokymeHTsI B [10 OJIHA 3aITHCh 12,0
5.4. Pabota ¢ poHIOM
Tabmiua 91
Ne H Ennarnna Hopma
o/n | HAHMeEHOBaHHE NpoLlecca, onepauun. Cocrag paGoTbi H3Mepenns BpeMEeHH,
MHH.
1 2 3 4
HoaroToBuTensHas pabora;
1 | nmoaroroBka pabounx MeCT; opraHuzauusa paGouero | oaHO paGouee 5,0

MeCTa: NOJAKIIoYeHHe KommbloTepa, Bxoad B OPAC,
NpPOBEPKa 3JCKTPOHHON IOYTHL, pacchUlka OTBETOB Ha
3allpochl; MOATOTOBKA 3alla K paloTe: OpraHM3alus
pabounx MecT uMTaTene#, BnaxHas o6paboTka MOHMTOpA
KOMIBIOTEpa, CTaHIUH CamMo00CTyXHBaHHA, MOHHMTOpA
MEKTPOHHOrQ KaTajora, pacCTaHOBKa (pasMelIeHHe
KHHXKHOTO MAaCCHBa, CHAHHONO [OCNE MpPEeABIAYILEro
pabodero aHs, HA MOMKAX OTKPHITOr0 JAOCTYNA),

MECTO
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Hopma

Ne Eannuna

o/n Haumenopanne npouecca, onepauus, Coctap paboTnl u3Mepenns BPEeMEHH,

MHH,

1 2 3 4
O3HAKOMIIEHHE ¢ IIEPHOJHKON M ¢ HOBOCTAMM B CETH
«Hurepaer»

2 | monyuende  JAOKYMEHTOB C  BBICTABKH  HOBBIX ; OaHa naprus (100 16,0
HOCTYIUIeHHI (MPH YIacTHE 4-X UEIOBEK) JOKYMEHTOB)

3 | mpuem HoOBHIX noctymieHui B Ilporpamme nepesaum; | oaHa naprus (100 12,0
CBEpKa HAINYHA KHHT B MAPTHA C CONPOBOAMTEILHEIM |  JOKYMEHTOB)
JOKYMEHTOM
O6paboTka HOBBIX OCTYIVIEHHH

4 | [lepButHBEl paz6op HOBBIX NOCTYNJIEHHMI; NpocTaneHue | oaHa naptus (100 26,0
mTeMNeNsi Ha TUTYIbHOH H 17 cTpaHHlaX KHHIH; JOKYMEHTOB}

AKTHBALMA M PEAAKTHPOBAHUC B HMCKTPOHHOM KaTajlore;
meyaTh UHBCHTApHOTO No H NpHKJIEHBAaHHE PaJHOMETKH
(eAMHUYHBIC 2K3EMIUISIPHI)

5 | Pa36op mOKYMEHTOB JJIA OIPEJSACHHS] pACCTAHOBOYHBIX | ONUH JOKYMEHT 1,0
mHGppoB

6 | IlpeapaputensHas CHCTEMATH3AIMS MOKYMEHTOB | OJHH JOKYMEHT 1,0
rpynnoBoil o6paGoTKH And omnpeneneHds MONOYHOTO
HHACKCA
UlugpoBka ROXYMEHTOB: OOHH JOKYMEHT

7 | ¢ aByMa nmdpami (1- «<BEPTyalbHEI») 1,0

8 | 6e3 nmdpa 1,8

9 | mocsutHt 3,6

10 | BBOA mH(pa 0,5
Hndporka FOKYMEHTOB rpynnoBoii 06paboTKH: OIHH JOKYMEHT

11 | mpeapaputensHas CHcTeMaTH3alHs (BBOJ  HMHAEKCA 1,0
orpacny 3Hanus no tabmuaM bBK B 3K)

12 | neranpHad cHCTEMaTH3amUA (BBOJ IIOJIOUHOTO HMHIEKCA 1,0
BEK B OK)

13 | o6paloTKa JOKYMEHTOB H2 WHOCTPRHHBIX €BPONEHCKHX | OJHH HOKYMEHT 3,6
A3bIKAX

14 | o6paboTka MOKYMEHTOB H& HALMOHAJLHBIX H3BIKAX | OOVH JOKYMEHT 4,5
HapoaoB cyOLekToB Poccuiickol ®enepaunn

15 | npuem u o6paboTka HqokyMeHToB X VIII — XIX BB. OJUH JOKYMEHT 8,0

16 | mpreM u 00paboTKa OTEYECTBEHHLIX NEPHORUYECKHX | ONHH JOKYMEHT 1.8
n3ganui n3 3TTTU

17 | npueM u o0paGoTKa WHOCTPAHHLIX NEPHOAWYECKHUX | OJWH JOKYMEHT 1,8
m3panui us 3TIIN

18 | mepemnbpoBKa JOKYMEHTOB OOHMH JOKYMEHT 27,0

19 ! BBOA Hap-koga gokymeHta B OK OAHH JOKYMEHT 2,6

20 | mepenaya noKyMeHTOB Ha apyca OB B aucnerdepckoit | oxwa naptus (100 26,0
[IporpaMme JIOKYMEHTOB)
Ob6cnyxusanne yurtareneii u abonenTor B Ob:

21 | semonHeHue  TpeboBaHHH, TOCTYITHBHINX no | ogHo TpeboBaHUe 1,0
JIEKTPOHHOMY 3aKa3y

22 [ B3aumopacuyer <O CTPYKTYPHBIMH MoApasfeneHHaMH | oxHa maptus (100 14,0
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Hopma

Ne Eannnna
o/ HanmenoBanne mpouecca, onepanut. Cocras paboThl HaMepeHs BpeMeHH,
MHH.
1 2 3 4
OuONMHOTEKH HOKYMEHTOR)
23 | paoTa c 3aHOIKCHHOCTBIO: COCTaBleHHe No 0ase | OAHH AOKYMEHT 1,8
YUTANIBHOTO 3a/a CIHCKA 3aJI0/KHHKOB; COCTABJICHHE M0
faze LeHTpanbHOH Kadenopel CMHCKa 3aJ0JDKHHKOE;
BHIIIEJICHHE B3 OOILETO CIHCKa 3a0/KHUKOB OUOIHOTEKH
3aJOIDKHHKOB; €XEOHEBHBIH KOHTPOJb HOIKHHKOB ¢
HAMMOMHHAHHEM 0 HeoOX0AUMOCTH BO3BpaTa
3aepPXKAHHBIX KHHT; aHaHu3 3 deKkTUBHOCTH
OpoJeNnannon paboThl
Ofecneuenne COXPaHHOCTH GOHAOB:
24 | moaroToBKa AOKYMEHTOB Ha MHKPOQUIBMHPOBAHHE H | OJHH JOKYMEHT 54
CKaHAPOBaHHE
25 | mepenaya HOKYMEHTOB Ha MHKpPO(HIBMHpOBaHME M | opHa naptus (20 16,0
CKaHHPOBAHUE JIOKYMEHTOB)
Ceepka doHaa ¢ sASKTPOHHBIM KaTalloroM (IK): OAHUH NOKYMEHT
26 | 0AHOYACTHEIE JOKYMEHTHI 1,8
27 | MHQTOYACTHEBIE TOKYMEHTBI 3.6
28 | npoBepka FOCTYNA K BIEKTPOHHOMY PECYPCY OJIHH AOKYMEHT 5,4
5.5. CnparouHO-6MOmHOrpagrueckoe 006CHyKHBAHHE
TaGnuua 92
Ne Epnnnua Hopma
i HaumenoBanme nponecca, onepauns, Cocras paborn! U3MepenNs BpPE€MeHH,
MHH.
1 2 3 4
BrinonHeHue yeTHBIX OubGanorpaguueckux clipaBok:
1 | mogroToBka paboyux MecT €KETHEBHO 13,0
2 | ©KEOHEBHBI{  CTATHCTHYSCKMH  YYeT  CIIPABOYHO- €XKEIHEBHO 13,5
oubmorpadpuueckoro o6CIyXKHBaHNA YHTATENEH
3 | u3ayieHHe OTPHLIATEILHBIX OTBETOB Ha ©XKEAHEBHO 13,5
6ubanorpaduyeckie 3anpock! ¢ MeNbIO BhIABNCHHA Hpaka
4 | mpuem 3ampoca Ha BBIONHCHHE Oubmnorpaduyeckoit OHH 3aNpoc 10,0
CTPAaBKH
5 | oopMneHHe KOHTPONLHOTO JIHCTKA TIONL30BATENS OXVH 1,0
N0N1b30BaTEeNb
6 | TemaTnyeckas ycTHas Oubnuorpaduveckas cpasKa 0JIHa clipaBKa 17,0
7 | ampecHas YCTHas cripaBKa OJHA CIpaBKa 8,0
8 | yrounsiomas yctHas GubnuorpadHdeckas cpaska OJIHA CIIpaBKa 18,0
9 | paxvorpabmueckas ycTHast Oubauorpaduueckas Cupapka OJiHa CnpaBKa 15,0
10 | opueHTHpYIOIAA KOHCYIbTALHS OAHA KOHCYNBTALUA 6,0
11 | 6ubGmuorpaduueckas / ¢akrorpapuueckas crpaeka Mo | OZHa CIpPaBKa 12,0
Tenedony
Brinonuenue MHACBEMEHHBIX 6ubanorpaduuecKux
CPaBOK:
12 | opueM M perucTpauus [THCHMEHHOIO  3ampoca B OIHH 3aMpoc 3
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Hopma

Ne EanHnua

ol HanMeHoBaHHEC HpoUecca, onepaumn, CocTaB padoThl HIMepenns BpeMeHH,

MHH,
1 2 3 4
OpraHH3allHOHHOH Irpynne

13 | mucneryepH3alig MHCBMEHHBIX 3anpocoB B rpynne ChO EeXEHTHEBHO 60

14 | perucTpanus 3ampoca B KypHajle y4veTa IMHCBMEHHBIX OJIHA 3aIHCh 3
cnpasok rpynmnsl CBO
ITBcEMEHHAA TEMATHYECKAs CIIPaBKa:

15 | remaTudeckas cipaBka 1-o#f cTelnenu CIOWHOCTH: 0 25 OIHA CIpaBKa 1200,0
Ha3BaHHH, ¢ OpocMOTpoM  OHGIMorpa@uueckux
HCTOUHHKOB

16 | TeMaTHuecKas CHpAaBKa 2-0# CTENEHN CNOKHOCTH: CBRILIE |  OJHA CIIPaBKa 2900,0
25 HasBaHHH, ¢ NpocMOTpoM OMOAMOrpaMYECKMX H
TEKCTOBBIX HCTOYHHKOB

17 | mucemenHas yrounsiomas 6udbanorpadudeckas CpaBka OJHA CITPABKa 360,0

18 | nucbMeHHas aapecHas CpaBKa OJlHa CIIpaBKa 120,0

19 | muchMeHHas daxTorpadpnueckas cnpapka OJIHA CIpaBKa 360,0

20 | mHCbMEHHEEIE KOHCYJIETAlJHH: TeMaTHyecKas OJHA 480,0
KOHCYJIbTALMS, KOHCYIETALHA-KITHLIE KOHCYJIbTALHSA
PeaakTHpOBaHHE BEIMONHEHHBEIX NMHCHMEHHEIX CIIPABOK:

21 | agpecHas mUCHMEHHAas CIIpaBKa OJIHA CIIpaBKa 9,0
TemaTndeckas MACHEMEHHAA CIIPABKA: OJIHA CIIPABKa

22 | 1-if cTeneHu CIOXKHOCTH 18,0

23 | 2-# CTENEeHU CNOKHOCTH 48,0

24 | yTouHsIOWAas MUCHMEHHAA CTIpaBKa OAHA CTPABKA 8,0

25 | ¢pakTorpaduyeckas NHCEMEHHANA CIIPaBKa OJlHa CTIpaBKa 8,0

26 | perHcTpanus BBINOJHEHHOH NHCBMEHHOH CIpaBKH B OMHA 3aIlHCh 3,0
rpynne CBO B kypHajie y4eTa NHChbMEHHBIX 3aIPOCOB

27 | perucTpanus BBINOJHEHHOM NHCBMEHHON CIpaBKH B OfIHA 3aMHCh 2,0
opraHu3aunoHHoi rpynne CbO

28 | odopMneHHe M nepenava/oTnpaBleHUE OTBETA OZIHMH 3anpoc 12,0
3aKa34yHKy
Bapryanphas cnpaBouHas cnysx6a.

29 | BupTYanbHadA TEMATHYCCKas CIIPABKa OIHA CIIpaBKa 18,0

30 | BupTyanbHas afipecHas CHpaBKa OJHA CTIPaBKa 7,0

31 | BupTyanbHas yTodHMOMAd CIPABKa OZIHA CITPaBKa 18,0

32 | supTyanbHasd OpUEHTUPYIOIAS CIIPABKA OZIHA CTIPaBKa 6,0

33 | odopMneHre oTBETa Ha 3aMPOC YATATENA OJTHO NHCHMO 6,0

34 | monmonHeHHe apxHBa  BBIIOJIHEHHBIX cnpaBok («basza | omHa crpaBka 11,0
3HAHUHY)

35 | ckanupoBaHue JokyMeHToB Hu3 donzo CBO mo 3akazam oJHa 3,0
NOJNB30BATENECH CTpaHHLA
KoHcynbtauuu: OJIHA KOHCY/IbTAIUS

36 | meronudeckan 10,0

37 | TeMaTHUeCKad 10,0

38 | noxanbHas KOOpDAMHADHA H  JHCTETYEPH3aLHA OIHO NHCHMO 12,0

BBIMIOJTHEHH A BHPTYAJIBHBIX CIPABOK

Bnbnuorpaduueckoe o6yuenne nojb3opareneti

KoHcynpTauuu:

OIHA KOHCYNBETALINA
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Hopma
e HaunmeHoBaHHe NpoLiecca, onepauHn. CocTaB paboTsi Exmmmua BpeMeHH
n/n pouecea, onepatum. P H3MepEHHS] P ’
MHH.
1 2 3 4
39 | MeTomu4yeckas 10,0
40 | TeMaTHYecKas 15,0
41 | moarotoBka 6uGnuorpaduyeckoro o63opa Mo MeToAHKE oIvnH 0630pa 2400,0
dopmuposanua Subnuorpaduueckoit 3anucH, paGoThl ¢
KatajJoraMd,  OuOnuHorpadu4ecKUMH  HCTOYHHKAMH
GhOpMHPOBaHHA CIIHCKA JIHTEPATYPHI K HayqHoil paboTe
42 | moaroToBKa M npopeacHUe 6ubauorpaduyeckoro obsopa |  oxuH oH30pa 480,0
no MeToaHKe OHONHOTrpagHIeCcKoro ONMUCAHRA
43 | mpoBeaecHHE OSKCKYpCHH MO (OHAaM M COPAaBOYHO- | OJIHA 3KCKYpCHA 480,0
oubmuorpadpuueckomy ammapaty (CBA) HBC
Benenne cnpaBouHo-GnOmuorpadguyeckoro annapara:
44 | BeAcHHWE apXHBa BHIMOJHEHHEIX CIPABOK B 3MEKTPOHHOM |  OIHA CTpaBKa 8,0
DEXHME
45 | Bon kaproTex B BJ] OHA KapTOYKa 6,0
BricTapouHas paboTa: OJJHA BBICTABKA
46 | paspaboTka IJIaHa OpTaHU3aUHH M SKCIOHHPOBAHUS 2160,0
TEMAaTHYECKOH BEICTaBKH
47 | nogroToBKa  COMNPOBOJHTENBHOH  HOKYMEHTAUHH K 360,0
BBICTABKE, ITHKETaKa
48 | MOHT&K BHICTaBKH 480,0
49 | neMoHTaX BBICTABKH 240,0

HapoaoB Poccmiicko ®enepaumm,

IIpuMeqanne: npu paboTe ¢ AOKYMEHTaMH HA HHOCTPAHHBIX €BPONICHCKHUX A3BIKAX M A3BIKAX

KpOME PYyCCKOro,

noBeimaomuit koxpduunent 1,15,

5.6. HoTHble H30aHAS M 3BYKO3aNMHCH

K HODMaM BpPEMEHH IIPHMEHACTCA

Tabmuna 93
Ne Eannnua Hopma
HanmeHoBanue npounecca, onepannuu. Cocras padornt BpeMenH,
n/n H3Mepenus
MHH.
1 2 3 4
GopmupoBanue OuOINOrpadHUecKoi 3amACH:
! | Ha rpaMmnacCTHHKH Ha PYCCKOM f3bIKe (OmnMcareNbHad OUH JHCK 140,0
KaTaJoru3auus)
2 |Ha TrpaMmIacCTHHKM Ha HHOCTPAHHBIX EBpOMeEHCKHX OJHH AHCK 180,0
A3bIKaX M A3bIKax HaponoB Poccmiickoii ®emepaunmu,
KpOMe PYCCKOro (onucareibHas KaTalorn3aius)
3 |Ha ayamo KOMIAKT JOUCKE HAa pPYCCKOM  A3BIKe OIOUH AMCK 160,0
(onmucarenbHas KaTaJlorusamus)
4 | Ha ayaMO KOMIIAKT AMCKE HA HHOCTPaHHBIX €BpONeHCKHX
A3pIKaX M s3bIkax HapomoB Poccmiickolt ®enmepanmm, OJIHH JHCK 220,06
KPOME PYCCKOTO A3BIKA (OMHUCATENIbHAA KATANIOrU3AUHS)
5 | Ha MYy3BIKAIBHOM KOMNAKT AHcKe (OMUcaTenbHaf OOHMH JHCK 480,0

KaTaJIOru3aLys)
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Hopma
Ne Eannnua
a/a HanMeHoBaHue iponecca, onepanun, Cocras padorni n3Mepentn BpPEMeEHH,
MHH.
1 2 3 4
6 | Ha HOTHBIC W3NAHHA Ha PYCCKOM A3bIKe (ONMHCATENbHAS | OAWH AOKYMEHT 132,0
KaTaJOru3anus)
7 |Ha HOTHBHIE M3JAHHA HA HHOCTPAHHBIX EBPONEHCKUX | OOWH AOKYMEHT 1400
A3bIKaX M A3blKax Haponos Poccuiickoit Pemepaumn,
KpOMe pyccKoro (onmucareibHas KaTaIoru3aLus)
CnpaBouHo-Onbmuorpaguyeckoe  0OCHYXXHBaHHE B
YUTANBHOM 3aJ1¢
Brmmonuenne ycrHoii 6nbmiorpaduyeckoii CrpaBku:
8 | mpueM 3ampoca Ha BeIMONHEHHe OmnbGmmorpaduueckoi OJIMH 3anpoc 6,0
CTpaBKH
9 | remarudeckas ycrHas 6ubnuorpaduueckas crpabka OJIHH CIIPABKa, 20,0
10 | ycrHas aapecHas Oubmuorpadudeckas cnpaska OJIHH CTIPaBKa 12,0
11 | yrounawmas ycTHas Gubnmuorpaduyeckas cnpaBKa OZIMH CIIPaBKa 22,0
12 | daxrorpapuveckas ycrras 6ubnuorpadpryeckas cnpaska | OJHH CIIPaBKa 18,0
Korcynbrauuu: OIHA KOHCYJIbTALUS,
13 | oubmnorpadmueckue 10,0
14 | opHeHTHpYIOLIME 3,0
15 | BcmoMorarenbHO-TeXHHYECKHE 6,0
Brmonnenne MTACEMEHHBIX outnuorpabuIecKux
CIIPaBOK:
16 |mpueM ¥ perucTpanus 3anpoca B KHHTe Y4yeTa | OJHa CripaBka 15,0
NHChMEHHLIX Oubnnorpapuyeckux cnpaBok
17 | M3ydeHne 3ampoca, YCTAHOBJICHHE MHJIH YTOMHECHHE | OJHA CIpaBKa 900,0
3JIeMeHTOB OubanorpapHUeckoil 3aMHCH
Benenne cnpaBouHo-6ubnuorpaduyeckoro annapara:
18 | opopMiIcHHE KAPTOUKH AN KAPTOTEK ogHa 16,0
KapTO4Ka
19 | coznanue Gubnuorpadudeckoii 3anucu (b3) Ha ctaTbu Mo OJIHA 3aIHCh 8,0
MY3BIKE U3 JOKYMCHTOB, HE COOTBETCTBYIOLIHX MPOdHIIO
M3
20 | BegeHME KapTOTEK ogHa 1,0
KapTouKa
3.5.7. Pabotra ¢ nurtepatypoii no OSubnuorexopeneHmo, OuOMMOrpadOBEACHUIO U
KHHTOBEZEHHIO
Tabmrua 94
Ne HaumeHoBanue npouecca, onepaunn. Coctas pab Equnua .
a/n s OMepannm. paGoThl HaMepenus BpeMeHH,
MHH.
1 2 3 4
OfpaboTka HOBBIX INOCTYIUICHHH B TPOrpaMMHOM
obecnedeHud (I10):
1 | mpueM HOBBIX MOCTYIUICHHH OTEUYECCTBEHHBIX NOKYMEHTOB OJUH 0,5
B AMCTIETYEPCKOH POrpaMMe nepeaaun JOKYMEHT
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Hopma
Ne Eannnna
o/ HanmenoBanue npoilecca, onepauun. Cocrap paGorni usMepenus BpeMeHH,
MHH,
1 2 3 4
2 | mpueM  HOBBIX MNOCTYIUIGHMH Ha  HHOCTPAaHHEIX OIUH 1,0
CBPOMEHCKHX A3BIKAX M fA3BIKAX Hapoaos Poccuiickoi JOKYMEHT
Denepanun, KpoMe PYCCKOro
3 | opopmneHHe KapTOUKH HA JOKYMEHT Ha PYCCKOM A3BIKE OJHa 8,0
AN KaraloroB M O0NacTHHIX  KapToTek ¢ KapTodKa
Hcnojib3opaHueM 6uOIHOrpaduvecKoi 3amucH
4 | opopMmieHHe KapTOYKH Ha JOKYMEHT Ha HHOCTPaHHBIX OAHA 10,0
€BPOMEHCKHX A3BIKAX M A3BIKAX HapomoB Poccuickoit KapTo4yka
depmepauny, KpoMe PycCKOTO, MBI KaTajoros H
obnacTHBIX KapToTeK c HCTIONB30BaHHEM
6ubnuorpadpuyeckoil 3anucH
5 | ananutHueckoe onucanue oKyMeHToB B [10 OJ/HA CTaThy 12,0
ObcnyxupaHHe MONB30BATENEH, BHpTYyaJibHAd
crpapovHas ciyxba.
6 | npuem 6ubnHOrpadHUSCKOro 3anpoca YHTATENA OJIHH 3aMpoc 3,0
7 BUpTYanbHas TeMaTHyecKas Crpaska 0JlHa CripaBka 34,0
8 | BUpTYyaybHAsA afpecHas CIPaBKa 0JIHa CTIPaBKa 18,0
9 | BUpTYaIbHad YTOUYHSMIONUIAS CIIPABKA OJHa CIIpaBKa 26,0
10 | BuptyanrHas ¢akrorpaduueckas crpapka OJlHa CIIPaBKa 20,0
11 | opopM/IeHHE OTBETA HA 3aMpOC YHTATENA OJHO ITHCHMO 10,0
12 | nomogHeHHe apxWBa  BBHIONHEHHBIX cnpaBok («ba3a | opHa cripaBka 10,0
SHaHMI»)
13 | exeadeBHBIE  CTAaTHCTHUECKHMHA  yveT  CHpaBOYHO- CHEAHEBHO 12,0
OrOMHorpaguuIeckoro oOCHYKUBAHHA YHTaTENeH
5.8. O6padoTKa ONTHYECKUX KOMOaKT-gHCKOB (OJP)
Tabnuna 95
Ne | HanMeHoBaHHe Apouecca, onepauuH. CocTas padoThl Eannnna Hopma
n/n H3IMEpeHus BPEMEHH,
MHH.
1 2 3 4
1 | momydeHHe M JOCTaBKA ONTHYCCKIX KOMINAKT-JUCKOB H3 OfIHA MAPTHS 30,0
aucnetuepckon OLIK3 JOKYMEHTOB
(100 mickog)
2 | npMeM HOBHIX TMOCTYIUIEHHE ONTHYECKMX KOMMAKT- O/IHA NMApTHA 60,0
AMCKOB NOKYMEHTOB
(100 nuckoB)
3 | cyMMapHBIii y4eT KOMIAKT-TUCKOB (IO YCTAHOBJIEHHON OfIHA MapTys 7,0
popme) _ AOKYMEHTOB
4 | MHANBMAOYAILHBIH Y4eT KOMIIAKT-ARCKOB 0HA 3aNHChH 1,0
5 | rexuuyeckas 06paGoTka ONTHYECKUX KOMIAKT-IHCKOB OIOMH JOKYMEHT 2,0
6 | mudpoBKa JOKYMEHTOB B MOAYJE 3K3eMIuiphl [10 OOHH JOKYMEHT 1,0
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5.9. Pabora ¢ uuTatenaMu

TaGnuma 96

Ne
u/n

HanmeHoBaHHe NpoLecca, onepannu. Coctas padoTst

Ennnnua
H3MepeHHs

Hopma
BPeMEenH,
MHH,

2

3

4

3amuce none3oBatenss B OuOnuorexy, pabota ¢
YHTATENEM:

noaroToBka  paboumx  MecT  moaws3oparenell M
00cy KHBaIOIICTO TEPCOHANA: MPOBEPKA TEXHHYECKOTO
COCTOSHHA  ceTeBoro  ofecneueHHa W Mapka
BRIYHC/IHTENLHOH TeXHUKH, BKmoueHHe T1K

onun [TK

2,0

[PUHATHE Mep 0 nukBHpaimu  c¢Ooer B pabote IIK,
pabore ceTH,  OTCYTCTBHA JocTyma k Oaze JaHHEIX
noxp3oBareneidi, HHPOPMHPOBaHHE COOTBETCTBYIOIIHX
cnyx0 o cGosx, mpoBepka HeucnpapHOH 0GopyaoBanus,
pukcauus cOoeB B TerpalH ydera ¢ YKasaHHEM
XapaKkTepa HEHCIIPABHOCTH M BpeMeHH Hayama cfod,
nocje YCTpaHeHHS HeNoJadKH OTMETKA BpeMeHH &
yCTpaHEHHS

OOHUH cOoti

10,0

HOpOCMOTP JOKYMEHTOB YUTATENA (macnopr,
YAOCTOBEPEHHE, NMODYYHTENBCTBC), MpPOBEpKa HANHYHA
YYETHO-PErHCTPALIHOHHON KAPTOYKH YHTATENS

OAHH YHTATCb

3,0

3af0NIHEHNE popmynspa YHTATENA, Y4eTHO-
perucTpallHORHOH KapTOUKH, YHTaTe/bekoro 6unera

OOHH KOMIJICKT

3,0

O3HAKOMJ/ICHHE YHTaTeAd ¢ TpPABHIaMH HONb30BAHHUA
OHONMHOTEKOH, pacroNoXeHHeM (OHAA, CHPABOUHBIM
anmnaparom

CGJIHH YHTATENIE

6,0

noabop H PaccTAHOBKA MO HOMepaM OHMeToB, anpaBUTy
dammTHii yuTarenei YUETHO-PETHCTPALIHOHHBIX
KapToyek

OJHa KapTo4ika

2,0

OCYLISCTBNICHHE KOHTPOJS 32 BO3MOXKHBIM HaMHyHeM
JAHHBIX O YHTATENEe KaK HapyluuTene, (JHmEH MNpasa
NONL30BaHHA); BeAcHHE (M PperynapHelf  mpocMoOTp)
KApPTOTEKH YMTATE/ICH-HapYIIHTENEH.,

ONHH YHATATCHDb

0,5

[lepeperucTpanus YHTaTENCH:

mouck opMmyndpa  (perMCTpalHOHHON  KapTOYKH)
YHTATENS, BHECCHHE HI3MEHEHHUH B HUX H B YATATENBCKHX
funerax (YTouHeHME AHKCTHBIX JAHHBIX, HOBOTO
YATATEABCKOrO HOMEpa, MNaThi NepeperucTpalum) ¢
BEIeHHEM KAapTOTEKH Hay4YHBIX TEM M  TEKYIHHX
H3MCHEHMH (OTYyIEeHUE 3BaHKH, MyGaHKaunii, Xapos)

OOHa KapTodKa

2,0

3anucek (mepeperucrpanus) yuTarenei B
ABTOMATH3IHPOBAHHOM PEXHME:

cheMKa OTOKAMEpPOH IUIS uMTATENBCKOrO Ounera u
BCTaBKa ¢ororpaduu B UNTATENLCKHI GHITET

QOUH NOCETHTEIH

2,0

10

odopMNcHHE KOZA YHTATENA ¢ KOHTPOJIBHBIM PaspsaaoM H
CPOKOM TIO/Ib30BAHUA YHTATENBCKUM OHIETOM, HA OCHORE
BBIAAHHOH HHGOpMALHH

OIHH IMOCETUTCIE

0,4
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Ne
n/n

HaunMeHnoBanne npouecca, onepanuu. Cocras padoTsl

Eauuuia
H3MeEpPEHHS

Hopma
BpPEMeEHH,
MHH.

2

3

4

11

BbIJIa4a Ha NPHHTEP CBSACHMI O 3allHCaBLIEMCH YUTATENe
B BUJAE YUTATEABCKOIO OWiIeTa

OAHH NOCCTHTCTE

0,4

12

HaGop Ha KNABHATYpE CBCAEHHH O uMTaTeNne: (aMums,
HMA, OTYECTBO, XapaKTEPU3YIIUHE €ro TPH3HAKU
(obpasoparue, CMENHANBHOCTS ), Kox, HOMEp
YMTATENRCKOTO Ounera; poTocheMxa

OAHH NOCCTHTCNE

2,0

13

OCYIIECTB/ICHHE KOHTPOJIA 23 BO3MOXHBIM HaJHYHEM
JaHHEIX © 4uYHTaTeNe, sanucapmemcs B Oubamorexky
(paHee 3anKcaH, JIHIICH [IPaBa NONTb3OBAHKA)

OIHH NMOCCTHTEND

2,0

14

oOpPMIICHHE YHTATEIBCKOrO Ouiera ¢ HOMEPOM H
CPOKOM HONB30BAHHS YHTATCABCKHM OUIIETOM, HA OCHOBE
BHIIAHHOH HHGpOpMALTH

OJIUH OMNIeT

1,0

15

BEIaYa Ha NPHHTED CBEACHHIT 0 3alBcaBLIeMCs YHTATeNe
IpOBEICHHE PaaHOYacCTOTHOM HOeHTHHKALHH
YHTATENBCKOrO  OWIJICTAa;  TPOBCAEHHE  JCHEKHOTO
B3aHMoOpacueTa ¢ [ONB30BaTeNleM  Hepe3  Kaccy,
yOancHHas 3al¥ch; CBEPKA AAHHBIX PETHCTPANUOHHOM
KapTO4KH, KOIHMH ¢ NAacrnopra, o(opMieHHe HOroBopa-
odepTEl Ha NPEJOCTABICHHE JAOCTYNIA K ICKTPOHHBIM
pecypcaM OuOnnoTexkH, Habop Ha KIaBHATYpe NaHHBIX,
JUIA 3aIIO0JTHEHHS JOTOBOPA, BHIBOA JAOTOBOPA Ha NPHHTED,
MNOXIMUCH JIHLIA, 3aK/THYABIIEr0 JOrOBOD

OOHH IOCETHTCIE

15,0

16

ojopMieHHe BXORA-BBIXOZA HYHTaTens M3 Oubnuorexw
(mocTOAHHBI  YMTATENLCKHH  OMneT  ckaHHpyetcd,
BBLIACTCA KOHTPOJIBLHEIH JIHCTOK)

OOHH NMOCCTHTENE

2,0

BrinonHenne TpeGoBaHMii noab3oBaTenei,
JOKYMEHTOB  H3  OCHOBHOTO
CIEUHATMINPOBAHHOTC (OHAA:

BBIAAYA
KHUroxpaneHus  /

17

AoNy4YeHNe TpeOOBaHHA HA JOKYMEHT H3 OCHOBHOIO
XpaHCHUs, TNPOBEPKA  NPABHILHOCTH  3aNONHCHWS
TpeOOBaHHg, perHCTpalHs

0JIHO TpeOoBaHHe

1,0

18

nonydeHue TpeOGOoBaRHA Ha  HOKYMEHT, MpoBepka
ApPaBHIIBHOCTH 3AMOJIHCHUA TpeOOBaHHA, peruCTpauus,
nopabotka TpeCoBanusa, mnoabop mwo mmHdpaM B
CIEHATH3HPOBAHHOM QoHze

0aHO TpeboBaHuE

1,0

19

YCTaHOBKA MECTA HAXOXKACHHSA HEHAWNEHHOTO JOKYMEHTA
no 6azaM W GaHKaM JaHHBIX, CIIPABOYHLIM KapTOTEKAM,
KaTaAJIoramM

OJMH NOKYMEHT

5,0

20

BBIA4Ya JOKYMEHTA H3 OTHena KHHrOXpaHeHud /
clieUHaNH3NPOBAaHHOTO (POHAA YHTATENIO, OTMETKA Ha
KHIKHOM qopmynspe / TpeGoBaHUM; 3aNUCh JOKYMEHTOB
B YATATENBCKYIO KapTOUKM (BKNAAHOH JTHCT), OTMETKA B
KHHIE 3aKa308

OJINH JOKYMEHT

1,5

Brigaua HOOKYMEHTa U3 OTHeNla KHHPOXpaHEHHA /
CHEHATN3IHPOBAHHOTO (HOHAA YHTATENIO:

21

OpHEM JOKYMEHTA OT YNTATEN / NOJIH30BaTeNA

OAHH JOKYMCHT

1,0
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5.10. Brlgaya KOMIIIEKTOB IOKYMEHTOB BO BPEMEHHOE IIONIB30OBAHHE ONPAICTCHASIM

OnbuoTexn
Ta6nuua 97
Ne Eannnua Hopua
o/n HauMeunoBaume mpouecca, onepanun, Coctas pabornt w3MepeHns BpEMeEHH,
MHH.
1 2 3 4
1 | odbopmncHue 3a4BKH / akTa HA KOMILIEKT JOKYMEHTOB, ONHa 3a9BKAa, 20,0
nepefaBacMblii B CTPYKTYPHOE [TOIpa3/ICACHHE OJMH aKT
2 |nozbop IHOKYMEHTOB B KOMIUIGKTHI; pPEerHCTPALHs | OJHH KOMIMNEKT 10,0
BEIIAHHBIX HOKYMEHTOB B YYETHBIX opMax
3 | BBIAAYAa KOMILIEKTOB JOKYMEHTOB, OTMETKA HA KHMXKHOM | O/IMH KOMIUIEKT 50
dopMynape (MHAHKATOpE) JaTHl BBAAYH, JaHHBIX
NONpa3sACNCHUHE, NONYYAIOLIWX KOMIIIEKT OTMETKAa B
KHHI€ BBIAAYH OAThl BBELAAYH, HAHHBIX MOApasAcNcHuf,
NOYYAIOIIHX KOMILIEKT, OTMETKA B AKTE Nepeaavd
4 | nonyyeHue KOMIUIEKTOB AOKYMEHTOB OT CTPYKTYPHBIX | OJHH KOMILUIEKT 18,0

nogpasfefNeHnid;  NOHCK  KHHXHOrO  ¢opMyiaspa
(uaHKaTOpA), ITOTallIeHHE OTMETKH O BBlIAYE, BIOYKEHHE
€ro B AOKYMEHT, MNpOBepka, (HINYECKOro COCTOAHHA,
[EpecHeT MCTOB, CBEPKA C aKTOM [epelayuy; oralleHue
OTMETKH O BBIIAYE B KHATE BoIAAYH

5.11. ObenyxuBanHe Noab30BaTelel AOKyMEHTaMH B 3alle ¢ THOPUARBIM 06CTYKHBAHHEM,
3aJle 3NMEeKTPOHHBIX pecypcoB, 3anc «lIHTepHeT», 3aie cnenHanH3MpOBaHHOTO oTAena. lIpHeM
3aKa30B Mo TesteoRy U3 ropoaa

Tabmuna 98
Ne Eannuna Hopma
ol HanmenoBanue npouecca, onepannun, Coctas padotbt O BpeMenH,
4
MHH.
1 2 3 4
1 | nposencHue KOHCYABTALMH, Gecensl ¢ YHTATENIEM IO | ONMH YHTARTENE 2,0
npaBuiaaM OOCHYXHBAHHS B 3ajle H NPeNOCTaBIAEMBIX
ycayrax, 10 METOAMKE TIOHCKA 10  CIpaBOYHO~
oubnnorpaduueckoMy ammapary npd 43, y Karajioros,
KapTOTeK, KHIKHBIX MOJIOK, 0 BO3MOXKHOCTAX MOHUCKA H
HCIONB30BAHHS EKTPOHHBIX pecypcoB;
UHGOPMHEPOBAHHE YHTATEIA O HOBHIX HOCTYMACHUAX
2 | koHcymeTaumn nmo pabore ¢ IIK B 3ane, mo pabore B | OIUH YHTaTeNb 2,0
MEKTPOHHOH SHOMHOTEKE
3 | npueM 3aKa3oB MONB3OBATENEH HA H3AAHHA H3 OCHOBHOTO OIUH 3aKa3 0,9
KHHI'OXpaHHJIHLIA
4 | nony4eHHE NJOKYMEHTA, 3aKa3aHHOTO YHTATeNEeM B OTHENE | OAHH AOKYMEHT 0,9
KHHrOXpaHeHHs / cneuuanusupoBanHoro ¢onna /
YUTANLHOM 3aJle OT/IENna
5 | paccraHoBka ®3fmaHuii Ha OpOHENOMKAX  YHMTANBHOTO | OJHH AOKYMEHT 0,3

3afia, NOCTYNMHBIIMX M3 KHUTOXpaHMMila 1Mo 3aKasam
Mone30oBaTenei
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N Hopma
) EauanIa
HaumeHnoBanue npounecca, onepauuu, Coctap paboTnl BpEeMeHH,
n/n H3MepeHHs
MHH.
1 2 3 4
6 | moxnbop AOKYMEHTOB Ha OpOHEMONKe, 3aKa3aHHBIX H3 | OAWH HOKYMEHT 0,4
OCHOBHOTO KHHTOXPaHHNHMIA, fiepenada Ha Kadeapy
BBIOAYH
7 | nombop NOKYMEHTOB B NMOACOOHOM (hoHAE YUTANLHOTO | OAUH AOKYMEHT 2,0
3ana, nepefaya 5a kageapy Buiaun
8 | monbop MOKYMEHTAa B XpaHEHHM CHCHHANH3MPOBAHHOTO | OMMH JOKYMEHT 10,0
doHaa, OTMETKA Ha TpeQOBaHHM, MNEpefava JOKYMeHTa
Ha Kadeapy BbLIAYH
9 | ycTaHOBKA MECTA HAXOXKAEHHS HEHAMIeHHOro JOKYMEHTa | OAWH ZOKYMEHT 220
IO CNpPaBOYHBIM KAPTOTEKaM, KaTajoraM, perHcTpauus
OTKa30B
10 | BBIZaya IOKYMEHTA 4YHTATENIO: CBEpKa BbLIABAEMOIO OIUH 1,8
JOKYMEHTa ¢ YHTATe/IbcKHM TpeboBaHHeM, [IpoBepka | KOHTPOMBLHEIH
HalMYHA CTpaHHL / KaApoB MHKpODRIBMA, MAKpohHII, JIMCTOK
coiepaHHe JAHCKA, CYMTHIBAHHE IITPHX-KOAa (mpH
MEKTPOHHOM 3aKa3e) B MoAyne «uuMpKymauus» OIK,
OTMETKA KHUTOBBIAAYY Ha KOHTPONBLHOM JIHCTKE
11 | npreM HOKyYMeHTa OT YHTAaTelA: CBepka €ro ¢ | OOHH JOKYMEHT 1,0
TpeboBanneM  (KOHTPONBHEIM  JIMCTKOM), IpPOBEpKa
COXpAaHHOCTH NOKYMEHTa, HaJMYHA CTPaHUL / KaapoB
MHKpOQHUIBMA, MHKpOQHII, COICP)KAHHE  JHCKA,
CYMTHIBAHAE IUTPHX-KONA (MPH 3JCKTPOHHOM 3aKase),
BHECEHHE OTMETKH O IIpHEME Ha KOHTPOJIGHOM JIACTKE
12 | mepemaga / TpaHCOOPTHPOBKA / OOCTaBKA AOKYMEHTA, | OIHH JOKYMEHT 1,0
CHAAHHOTO YHTAaTe/eM, B OTAE] KHUTOXPAHeHNA
13 | BpAicCHEHMe MO MOBOAY 3aKa3a H IPOJJICHHE CPOKa OJIHH 3aMpoc 1,0
IOJIb30BAHNS JOKYMEHTAMH 10 TefeoHy
14 | BEIMICHECHHE MO IMOBOAY 3aKa3a M MNPOANEHHEC CpoKa OJHH 3anpoc 2,0
NONIb30BAHMA JOKYMEHTAMH [10 YICKTPOHHOH 1OYTE
15 | obecneueHHe KOHTpONA  3a CpPOKaMH IOAB30BAHHUA OJMH 3ampoc 0,8
AOKYMEHTOB
16 | mpoaneHHe CcpoKa TMOJAB30OBAHHA JOKYMEHTOB, I[OHCK | Ha OOUH JeHb 30,0
KapTo4Kd, BHECCHHE OTMETKH O MpOJICHHH CpoKa
NoJb30BaHHA, MNpOMIEHHE N0  TeneoHYy  CpoKa
0J1b30BaHHA
5.12. Brytpennss pabota
Tabnuna 99
Ne Eananua Hopma
HanmeHoBanHe npouecca, onepannn. Cocrap padoTsl BpEMeEHH,
n/n H3MepeHus
MHH.
1 2 3 4
IToAroTOBKA K BEIIAYE JOKYMEHTOB:
1 | npoBepka OpOHEHONOK ¢ OTIOMEHHBIMH MOKYMECHTAMHM |  Ha ONMH ACHb 10,0
(110 cpokam}
2 | cOpocka AOKYMEHTOB (10 CPOKaM) OJIHH AOKYMEHT 0,2
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N Hopma
® | Hanmenopanme nponecca, onepamii. CocTap padoThi Enuunua BpeMenn
n/n P » OREp P H3IMEpeHUs P ’
MHH.
1 2 3 4
3 | nmoaseseHue HTOrOB H aHanu3 paboTel 3a WMpolueAmHi Ha OJUH ACHb 12,0
JIeHb, BHECEHHE 3aITHCH B XYPHAJb! CTATHCTHKY
4 | NpOCMOTP HOBBIX NIOCTYIUIEHMH [/ PEKOMEHIALMH | OHMH NOKYMEHT 3,0
YHTATENIM
5 { mpocMOTp (MpOBEpKa NPaBUINBHOCTH PaccTAHOBKH) KHHT | HA ONHH A€Hb 5,0
(oA OCHOBHOTO XpaHEHHs
Iogeenerne Hroros paboTel 32 AEHD:
6 |npoepka aHkeT H 3amHcel B 0ase JaHHBIX Ha eXeqHEBHO 60,0
COOTBETCTBHE KOJOB (CEMBH) NETeH, POAUTENEH U APYTHX
POACTBEHHHKOB
7 |npocMoTp HMHpOpMAIHH © HOBBIX MEPOTIPHATHAX, eXECIOHEBHO 40,0
3aHATHAX, KHHXXHBIX BBICTABKaX, CNEKTAaKIAX M IIpodee
U1 peKOMCHAALHH YHTATS/IAM
8 | cucremMaTH3alMs aHKET MOJNb30BaTedel 3aMHCaHHBIX 3a eXCAHEBHO 15,0
ACHB
5.13. CnpaBoynas 1 HrpopManmoHHas paboTta
Tabnrua 100
Ne Eannnua Hopma
o/ HaumeHoBaHHe nponecca, onepanni. Cocras paboThi HIMEDEHHS BPeMEHH,
P
MHH.
1 2 3 4
Yyer NoCTYNHBLIMX BTOPHUYHBIX JOKYMEHTOB (KapTouek):
| | BEIABNeHHEe HEBBIMOJHEHHBLIX 33Ka30B;, COCTABJIGHHE | HA OJHY HEIeMo 840,0
3aBKH Ha HEeBBITIOJHEHHEIE 3aKa3bl
Oprannzanus crpaBoyHo-6uOIHOrpadHuyecKoro
annaparta (CbA):
2 | cocrapneHne bnbnuorpaduyeckoii 3anucH OHH JOKYMEHT 2,3
IIpocmotp 1 ordop Kaprouek B CBA B HEnaxX M3BATHA
HJIH NepeMelIeHHs (BTOpHUHbIH 0T60D):
3 | H3bATHE W3 KaramoroB M KapTOTEK KapTodeX Ha | OJHO HAa3BaHHE 1,0
JOKYMEHTEl, CIIHCaHHBIE W3  (OHAA;  DPOCMOTP
KpaeBeAYECKHX, 6ubnuorpadpmryueckux H
taxrorpaguIECKHX KapTOTeK, H3bATHE M3 HHX KAPTOYKH
Ha JOKYMEHTbl, NOTepsABLIHE UEHHOCTb, MepPeBoi
KapTOYKH B apXWBHBIE KapTOTeKH (YHHUTOXEHHUE);
BHECCHYE OTMETKH B KYpHaJe y4era H pericTpandoHHOH
KapTOTEKE; M3IBLATHE U3 KAaTANOTOB H KapTOTEK KapTOYeK
Ha NOKYMEHTBI, CIUCAHHBIE U3 HOHMA
Opranuzaliig KapTOTEKH NEPCOHANHH M TeMaTHUYECKOH
KAPTOTEKH:
4 | onpenencHHE M COCTABJCHHE NEPEYHS JIHI, CBEACHHA O | OJHA KapToTeka 15,0

KOTOPBIX  OTPaXalTCs B  KaproTeKe;  POCMOT
UHGOPMALMOHHBIX H3JAHMI, NEPBHYHBIX AOKYMEHTOB,
oT0Op JMOKYMEHTOB I BRJIIOUEHHS B KapTOTEKY;
COCTaBICHYE __ AHAJNHTHYECKOO  aHHOTHPOBAHHOTO




201

Hopma
Ne Eqnanna
HanmeHOBaHHe ponecca, onepaunu. Coctas padorsl BPEMEHH,
n/m H3MEpEeHHA
MHH.
1 2 3 4
6ubmHorpagUUecKoro ONKCaHUA NOKYMEHTA
5 | mpocrapnenue KBanM(PHKaHMOHHBIX HHAEKCOB, 1oA00p | OAHA KapTOuKa 4.0
KapToyek Mo HHAeKcaM (andaBHTY) H paccTaHOBKA
KapTOYKH B HH()OPMALHOHHEIH MacCHB
6 | TeXHHYECKas H coAep)aTeNbHas oOpaboTka JOKYMEHTOB | OOUH AOKYMEHT 3,0
VIS BIUTIOMEHHS B KapTOTEKY; PACCTAHOBKA KAPTOYKH 1O
andapUTy HhaMHIIHI aBTOPOB H N0 BHAAM AOKYMEHTOB
7 | TeXHHUECKOE PpERAKTHPOBAHME KApTOTEK: INpOBepKa | O;HA KapTOdKa 2,0
COOTBETCTBHA CTPYKTYPHL, COACpPKaHHs H odopMIcHUA
KapTOYeK B COOTBCTCTBHH ¢ TpeOOBAHHAMH HaHHOI
KapTOTEKH; 3aMeHa BeTXHX KapTouek W pasaenurencit
5.14. DxcKypcHOHHAA ACATENBHOCTE
Tabnuna 101
Ne Ennnuna Hopma
HanMenoBaHRe npouecca, onepamun. Coctas paboTsi BpPEMEHH,
n/m A3MepeHus
MHH,
1 2 3 4
1 | skckypeusd o Oubnuorexe OJIHA IKCKYPCHA 60,0
2 | yrayOnéHHasg SKCKYPCHA ¢ MCTOAMUYCCKHM COOSpiKaHHeM | OIHa SKCKYpPCHS 300,0
5.15. Tlcuxonoruveckas noaoepxKa ynrarenei
Tabnuua 102
Ne Eqnnuna Hopma
o/ HanmenoBanne nponecca, onepauun, Cocras padorni - BpeMenH,
penHs
MHH.
1 2 3 4
1 ! npoBeIcHNE NCHXOMOTHMUCCKHBX KOHCYNbTAUMN 1 AcTelt OfHa 180,0
H POAMTENECH O BOIPOCAM Pa3BUTHS H YTEHHS AeTeH KOHCYJIbTaLHs
I'pynnoBble 3aHATHA U191 PORMTeNelf TO BOMpOCaM |  OJHO 3aHATHE
PasBUTHA H YTCHHA JeTeil:
2 | mogroroeka 1080,0
3 | npopenenne 120,0
4 | mpoecCAOHANBHBIC KOHCY/IBTAIMH IS MOAPOCTKOB H OIHA 180,0
CTapLICKIaCCHUKOB KOHCYJIbTAIlHS
5 | npodecCHOHANBHEIE TPEHHHTH M MNOAPOCTKOB H OJTHO 180,0
CTapIIeKNaCCHHKOB 3aHATHE




