ITpuka3z Munkynstypsl Poccun ot 30.12.2014 N 2477
"OO0 yTBEpKJACHHHM THUIIOBBIX OTPACIEBBIX HOPM TpyJa Ha pabOTHI, BBITIOJHIEMBIC B
ononmorekax"

JokyMmeHT npepoctasneH KoHcynbTaHTIn0C

3apeructpupoBano B Muntocte Poccun 12 mast 2015 r. N 37244

MHUHHUCTEPCTBO KYJIbTYPbI POCCUMCKOM ®EIEPAIIUNA

IMTPUKA3
ot 30 nexadps 2014 r. N 2477

OB YTBEPXKJIEHUU TUIIOBbBIX OTPACJIEBBIX HOPM
TPYJA HA PABOTBI, BBIITIOJIHAEMBIE B BUBJIMOTEKAX

B cootBerctBuM ¢ mynktom 2 [IpaBui pa3paOoTKu U yTBEp:KIEHUS TUIIOBBIX HOPM TPYyAa,
YTBEpXACHHbIX ocTaHoBieHueM [IpaBurenscrBa Poccuiickoit @enepaunu ot 11.11.2002 N 804
(Cobpanue 3akonomarenscTBa Poccutickoit denepanuu, 2002, N 46, ct. 4583), nprka3biBaro:

1. VTBepauTh THIIOBBIE OTpACIieBbIE HOPMBI TpyJda Ha pabOThl, BBIIOJIHIEMEBIE B
OuOIMOTEKaX, COrNIACHO MPHJIOKEHUIO.

2. KoHTponp 3a HCIOJHEHHWEM HACTOSALIEr0 IpHUKa3a BO3JIOXKUTh HAa 3aMECTUTENS
Munuctpa kynbTypsl Poccuiickoit @enepannu H.A. Manakoga.

MI/IHI/ICTP
B.P. MEJIUHCKHNUA

[Ipunoxxenne

K IIpYKa3y MUHHCTEPCTBA KYIbTYpPbI
Poccniickoit ®enepanuun

ot 30 nexabps 2014 r. N 2477

THUITOBBIE OTPACJIEBBIE HOPMbI
TPYJA HA PABOTBI, BBIIIOJIHAEMBIE B BUBJIMOTEKAX

1. BBogHas yacth

TunoBsle oTpacieBble HOPMBI TpyJa Ha paboOTHl, BBINOMHSAEMble B OuOIMOTEKaX,
pa3palboTaHbl B COOTBETCTBUHU € MMYHKTOM 2 [IpaBui pa3paboTKu U yTBEPKIE€HUS TUIIOBBIX HOPM
Tpyla, YTBEpKIAEHHBbIX IocTaHoBieHueM IIpaBurenscrBa Poccuiickoit ®denepanuu  or
11.11.2002 N 804 (Cobpanme 3akonomarenbctBa Poccuiickoit ®deneparuu, 2002, N 46, cr.
4583), B mensx peanusanuu nmyHkta 4 pazzgena V Ilmana meponpusituii ("IOposkHOW KapThl')
"N3MeHeHus B OTpacisX COLMaIbHOW cdepbl, HampaBieHHbIE HAa MOBBIIIEHUE YPPEKTUBHOCTH
cdepsl KyabTypbl", yTBepXkaeHHOro pacrnopsbkeHueM [IpaBurensctBa Poccuiickoit @enepanuu
ot 28.12.2012 N 2606-p (Cobpanue 3akonoaarensbctBa Poccuiickoit denepannu, 2013, N 2, cr.
137; 2014, N 19, cr. 2470), u mnpenHazHaueHbl Ui (OpMUPOBAaHUS OOOCHOBAHHBIX
ONTUMAJBHBIX TIOKa3aTejle TPYAOEMKOCTH BBIIOJHEHUS paboT B  TrOCYAapCTBEHHBIX
(MyHMLIMTIAIBHBIX) OMONMOTEKAxX, ONpENeNIeHUs] IITaTHOW YUCIEHHOCTH PaOOTHHUKOB, BBIAAYU
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HOPMHPOBAHHBIX 33/IaHUH U COOTHOILIEHUH MEX]ly TUIAHOBBIMH U JOTOBOPHBIMHU pabOTaMHU.
II. HopmaTtuBHas yacTtb
1. TunoBsIe OTpacieBbie HOPMBI TPy/a Ha padoTHI,
BBINOJIHAEMbBIE B TOCY/1aPCTBEHHBIX (MyHUIIUIIAIBHBIX ) OMOINOTEKAX
(Oe3 ucmonb30BaHUs ABTOMATU3UPOBAHHBIX CUCTEM

yIpaBJICHUS MPOIIECCaMu)

1.1. KommnekroBanue 6ubamnorednoro Goxaa



N HanmenoBanwme nporiecca, oneparnuu. CoctaB padoThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
Texymiee komiekToBanue OubIMOTEYHOTO (HOHIA
[IpocmoTtp KHUTOU3/1aTEIIbCKOM 51 KHUTOTOPrOBOM
nH(popMauu:
1 |mpocmotp KHUTOU3/1aTeIbCKOM u KHUTOTOPTOBOM | OJIHA TIO3UIIHS 2,0
uHpOopMaIuu
2 |mpocMOoTp HHGPOPMAIUN OYKUHUCTHUSCKUX ayKIIHOHOB OJIHA TTO3UIIHS 2,0
OmnpeneneHne TeMbl M BHJA JOKYMEHTa, IOMJIEKAIIETO | OJHA MTO3UIUS
0TOOPY, BBISICHEHNE HEOOXOUMOCTH MTPUOOPETEHUS JUISL:
3 | AOKYMEHTOB, KHUT, MaTepHaJIOB 5,2
4 | craporne4yaTHbIX U PYKOIUCHBIX IOKYMEHTOB 10,0
Omnpenenenne 3K3eMIUIIPHOCTH 3aKa3a: OJTHA TTO3UIIHS
5 | s moapasaeneHuit 0,89
6 |1 OMONMOTEKH B IIEIOM 1,6

Odopmrenue 3akasa; ykazaHUue IK3EMIUIIPHOCTH, CTOUMOCTHU
3aKa3a, 1aThl

OJIMH 3aKa3

KonnuecTBo 3aka3aHHBIX Ha3BaHMIA:

Tabnuma 1



7 11-15 40,0
8 |16-25 65,0
9 [26-75 196,0
10 |76 - 100 261,0
11 | odopmiieHne 3aka3a Ha 3apyOeKHbIE JOKYMEHTHI OJIMH JOKYMEHT 82,0
12 |moaroroBka CHHWCKa  JIOKYMEHTOB, TPEUIaraeMbIX K| OJHO Ha3BaHHE 26,0
MEXJIYHAPOJAHOMY  KHUTOOOMEHY, CBEpKa CIIHCKa C
KaTaJIoroM
13 |cocraBneHne KapTOYKW JJIsl KApTOTEKHW OpraHW3alMii-| OJHa KapTO4Ka 6,0
NMapTHEPOB; YKa3aHWE Ha3BaHUs OpraHW3aluid, ajpeca,
Ha3BaHMsI OOMCHHBACMBIX IOKYMEHTOB
Pabota B aBTOMaTu3npoBannoit cucreme (AC):
14 |BBOA 3aka3a TEKyIIEro KOMIUIEKTOBaHUA B 0a3y naHHBIX AC | 0JHO Ha3BaHHE 4.6
15 |penakTupoBaHue BBEACHHBIX B 0a3zy NaHHBIX CBEJIEHUN O | OJHO Ha3BaHHE 2,5
3aKase
16 |BBIBOJ HA MPUHTEP JAHHBIX TEKYIIETO KOMIUICKTOBAHUS, | OJUH JIOKYMCHT 1,6
pacreuaTka
17 |Benenue peectpa nmoctaBmuKkoB B AC OJIHA MO3UINA 8,3
Benenue kapTOTeKH TEKYyIIEro KOMIUIEKTOBAHUS
18 |coctaBneHue KapTOUKH, YKa3aHHE aBTOpa, 3arjiaBus, | OJIHA KapTOuKa 45
BBIXOJIHBIX JJAHHBIX, PETHCTPAIIMOHHOTO HOMEpa
19 |mepenecenne CcBeACHHI O 3aKa3e Ha KApTOUYKM; yKa3aHUE | OJIHA KapTOUKa 1,0




JK3EMIUIIPHOCTH 3aKa3a, paclpeleseHUE 10 CTPYKTYPHBIM
MOAPA3ACIICHUSIM

20

noa0op KapTO4YKH 10 an(aBUTy Al PpACCTAHOBKH B
KapTOTEKY TEKYIIEro KOMILJIEKTOBAHUS

OJIHa KapTO4YKa

0,4

21

paccTaHOBKAa KapTouku B andaBute (aMuiuii aBTOpPOB,
3arjaBUil B KAPTOTEKY TEKYIIETO KOMIUIEKTOBAHUS

0JIHa KapTO4Ka

1,0

O(bOpMJ'IeHI/IC IMOAIMCKHA Ha ICPHUOIUICCKHUEC U3 IaHNA:

22

BBI60p Ha3BaHUs IICPUOIUICCKUX I/IBI[aHI/Iﬁ JJIA ITIOAIIMCKH

OJHO Ha3BaHHC

2,7

23

cOOp 3as4BOK OT MOJPA3IACICHUN OMOJMOTEKH JJIsl ITOITUCKH
Ha MIePUOINYECKHUE U3TaHus

OJHa 3as1BKa

1,5

24

CBCpKa pacrncuaTknu CITMCKOB YCJIOBHO 3aKa3aHHBbIX
MNECPUOAUICCKUX I/ISI[aHI/Iﬁ C KapTOTCKOﬁ 3aKa30B, BHCCCHHUC
W3MCHEHHI B pacreyaTKu CIIMCKOB

OJHO Ha3BaHHC

1,7

25

CBCpKa 3aKa3a TCKYLICro roga Ha nepuognICCKUC U3JaHus C
MOAIHUCKOMN MNPpEAbIAYIICTO roaa AJid BBIABJICHUSA W3MEHEHUI
B Ha3BaHUAX, BHCCCHHC W3MEHCHHH JTaHHBIX

OJJHO Ha3BaHHC

2,4

26

CBEpKa BBIXOJHBIX JIaHHBIX BIEpPBbIE  3aKa3bIBaEMbIX
3apyOeKHBIX NEPUOTUTICCKUX W3JaHAN c
oubnuorpaduyeckMMu  CIpPaBOYHUKAMM U JAPYTMMHU
WHGOPMAIIMOHHBIMHA UCTOYHUKAMHU

OJHO Ha3BaHHC

13,5

27

oopmileHHE 3aka3a Ha MOANMUCKY; IOJCYET CTOMMOCTHU
MOAMUCKA C YYETOM JOCTABKM; 3allOJIHEHHWE KBUTAHIIUU
aboHEeMeHTa Ha ePUOANUECKOE U3TaHHe

OJIMH 3aKa3

8,4

28

COCTaBJICHHUEC peFHCTpaHHOHHOﬁ KapTO4YKH JIA KapTOTCKH
NEPpUOANYCCKUX U3JaHUHN

OJlHa KapToyKa

4,5




Pabota B aBTOMaTu3npoBanHoM pexxume (AC):

29 |BBOJ 3aKa3a Ha MEPUOJAUYECKUE U3JaHMs B 0a3y TaHHBIX 0JIHA KapTOYKa 3,5
30 |BBIBOX Ha PKpaH PETUCTPAIIMOHHOMN KapTOYKH, pacredyarka 0JIHa KapTO4Ka 1,8
31 |koppeKkTHpOBKa 3aka3a: BBIBOJ Ha OKpaH CIIMCKa| OJHO Ha3BaHUE 1,8
MEPHOINYCCKHUX U3aHHI; BHECECHUE U3MEHCHUI
[TonroToBka JOKYMEHTAIIUH IS 3aKYIIKU M3IaHUI:
32 |ayKIHMOHHAs JOKYMEHTAIIHS OJIUH KOMILJIEKT 480,0
33 | AoOKyMeHTAIHs 17151 KOTUPOBOK OJIUH KOMILUJIEKT 400,0
34 | 1OrOBOP/KOHTPAKT OJIMH KOMILJIEKT 240,0
35 |cocraBieHHE TEXHUYECKOTO 3aJaHus IS ayKIIHOHA OJIMH KOMILJIEKT 240,0
36 |cocraBieHre CBOIHBIX TaOJMII M CHUCKOB W3JAHUI JUIS | OOUH KOMIUIEKT 360,0
TaMOYKHH, COTIPOBOTUTENBHOM JOKYMEHTAIU! JUTSL
MEXTYHAPOHOTO TToYTaMTa
[lepermcka ¢ KHATOTOPTOBBIMH  OpPTaHHW3AIUSAMHU |
U3JIaTeNbCTBAMU, OMOIMOTEKAMU, JAPUTEIISIMHU:
37 |cocraBieHue, MeyaTh TEKCTa MUChbMa (3arpoca, MPETeH3UH),| OJHO MHCbMO 10,2
perucTpanusi B KHUTE€ HCXOJSANINX JOKYMEHTOB (IIOCTaHOBKA
JaThl, TOPSAKOBOTO HOMEpPA, VYKa3aHWe HaWMEHOBAHHS
OpraHH3aIlfH, KPAaTKOE COJACPKAHHUE MTHChMA)
38 |cocraBienue, reyarhb 0J1aroJJapCTBEHHOTO  THUChMa,| OJIHO MHCHMO 11,0
peructpanus B kaure J[apoB OuOInoTeKH
39 |cocraBieHue, mevyaTh MUChMa Ha MPEABAPUTENBHBIA 00CYET| OJHO MUCHMO 52

U3JIaHUH, TOATOTOBJIEHHBIX K MPUOOPETECHHUIO




40

oopmieHre, OTHpaBKa 3aKa3a HM3IAIONIMM OpPTaHU3AIUM,
pacnpoCTpaHUTEISIM

OJHH 3aKa3

3,1

41

anI/I6y1_II/I${ N COCTaBJICHUC 3aKJIIOYUCHUA OJIA BKCHCpTHOﬁ
KOMHCCHUH IIPH ITOKYIIKE JOKYMCHTA

OJIUH IOKYMEHT

360,0

JlokOMITJIeKTOBaHKE OMOINOTEYHOTO POHA!

42

nepenucka ¢ JluccepTallMOHHBIMU COBETaMH: COCTAaBJICHUE,
Ha0Op TeKcTa mHChbMa (3ampoca, MPETEH3WH) B Cliydac
OTCYTCTBHSI 00513aTEIIBHOTO IK3EMILISAPA IOKyMEHTa B (DOHJIC

OJJHa 3asBKa

20,0

43

MOJIydeHUE 3asiBKM Ha MPUOOpPETEHHE JOKYMEHTOB OT
MoJIpa3ieICHUI

OJJHa 3asBKa

2,6

44

CBepKa 3asBKku ¢ "ba3oi qaHHbIX 3aKaza"

OJHO Ha3BaHHC

2,0

45

MMPpOCMOTP KAPTOTCKU HCYAOBJICTBOPCHHOI'O CIIPOCA; aHAJIN3
OTKa30B JJIA BBIABJIICHUA OTCYTCTBYIOIIUX NTOKYMCHTOB

OJIMH JOKYMEHT

3,0

46

COCTaBJICHHE  OuOMMOrpaguYecKoil  3amucu;  yKa3aHHe
KOJIMYECTBA dK3EMIUISIPOB U CUTJIOB MOAPA3IeICHUN

0JIHa KapTO4Ka

3,6

OTOOp PNEKTPOHHBIX U3JAHUHN JJIS JIEKTPOHHON OMOIMOTEKN
(OBb):

47

oTOop daiina nmo crnuckam npeanoxeHui st Db, npoBepka
Ha JyOJIETHOCTb, IPOBEJCHUE CBEPKHU 3aMUCH C DJIEKTPOHHBIM
karanorom (JK)

OJHO Ha3BaHHC

3,0

48

MpOBEpPKA  JIETUTUMHOCTH  PAa3MELICHUS  DJIEKTPOHHOTO
ToKyMeHTa B Db

OJHO Ha3BaHHC

10,0

OTt60p ceteBbIX yaaneHHBIX pecypcoB (CYP):




49 |mpocmoTp KHUTOU3/1aTeIbCKON u KHUTOTOPTOBOM | OJIMH pecypc 2,0
uHpopMauu
50 |ompenenenue TeMbl pecypca, COCTaBa, YCIOBHH J0OCTyNa,| OIMH Pecypc 90,0
CO3JIaHKe NIEPBUYHOM 3alKCH B MMACHIOPTE pecypca
51 | opranmzanus mpoBeACHUS TECTOBOTO Aoctyna kK CYP OJIMH pecypc 860,0
52 |3amoyiHEeHUE JINCTA TECTUPOBAHUS OJIMH pecypc 420,0
53 | BKIItOUEHUE 3asBKH B 3JICKTPOHHBINA yKa3aTeb 3aKa3a 0JTHA KapTOYKa 0,26
OT60p MOKYMEHTOB M3 OOMEHHBIX (DOHIOB OMOIMOTEK IS
JOKOMILICKTOBAHHUS:
54 | mpocMOTp CIUCKOB, KAPTOTEK, KATAIIOrOB OOMEHHBIX (DOHIOB | OJTHO HA3BaHUE 3,2
OubnmoTek, OTOOp HYXHBIX JIOKyMEHTOB, CBEpKa C
KaTtaJoraMd M KapTOTeKaMHu  CBOCH  OHMOIHMOTEKH;
COCTaBIIEHHE CIHCKa Ha JOKYMEHTBHI, OTOOpaHHBIE B
oOMeHHOM (oHIe
KonnyecTBo TOKYMEHTOB, BKIIIOUEHHBIX B CIIMCOK:
55 |1 3,6
56 |2-10 37,4
57 |11-25 87,7
58 |26 - 50 197,0
CocraBnenue OTIEepaTUBHOTO (Texymiero) 1aHa
KOMIUIEKTOBAHHUS:
59 |ompeneneHre MepONPHUATHH MO (OPMHUPOBAHUIO €IUHOTO|  OJMH IUIAH 1044,0

dboHIAa Ha TEKYIMMA TOJl, OTBETCTBEHHBIX HCIIOJHUTENCH,




KOJMYECTBEHHBIX nokaszaresen o0Bbema donma
(mocryruieHue, BHIOBITHE), HCTOYHUKOB MOCTYIICHHUS, CMETBI
pacxoioB
OdopmiieHne miana KOMIJIEKTOBaHUS B (popme:
60 | Tabmmix oHa TadIHUIa 2,6
61 |kaproTeku OJTHa KapTOYKa 2,6
Pabora B aBTOMaTn3upoBanHoM pexxkume (AC):
62 |BBOJ MmIaHa KOMIUIEKTOBaHUS B 0a3y maHHbIX AC OJIMH ILJIaH 1,1
63 |koppekTHpOoBKa 0a3bl JAHHBIX; BBIBOJ HA JKpaH; BHECCHHE | OJUH JIOKYMCHT 1,6
W3MEHEHUHN
1.2. [Ipuem 1 yuer NoCTyNUBIIMX JOKYMEHTOB
Tabmauma 2
N HaumenoBanue mporuecca, onepanuu. CoctaB pabOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
1 |PacnakoBka/ymakoBKa U3JaHUI OJIHa mayJKa 2,5
2 |Pa3bop [OKYyMEHTOB 1O BHJAM, S3bIKaM, HCTOYHUKAM | OJTHO Ha3BaHUE 1,0
MOCTYTUICHUS
3 |IIpoBepka oTCyTCTBUS OpaKOBaHHBIX SK3EMILISIPOB OJIMH 1,0
HK3EMILISIP




[Ipuem NOKYMEHTOB, MOCTYNUBIIMX C CONPOBOAUTEIbLHBIM
JIOKYMEHTOM:

4 |mpueM JOKYMEHTOB IO CONPOBOJUTEIBHBIM MaTepuagam OJIMH 2,8
(JIUCT perucTpanuu, CuUeT, HaAKJIaJgHAas, KOMUS YeKa, aKT),| SK3EeMIUIIp
nmoxbop uX 1O andaBUTy aBTOPOB WM  3arjaBui,
HKCHEUIIMOHHBIM HOMEpPaM, CBEpPKa C COMPOBOIUTEIHHBIM
JOKYMEHTOM, TPOCTaBIICHHWE IIEHbl HA W3/aHUHU, MOACYET
qHcIa SK3EMIUIIPOB, 00l CTOMMOCTH
S5 |mpuem PYKOITUCHBIX KHUT, HOCTYNUBILIUX C | OIUH JOKYMEHT 30,0
COIPOBOUTENLHBIM IOKYMEHTOM
[Tpuem nuccepranuii:
6 |moCTYmMBIIMX C  CONPOBOJUTENBHBIM  MHCHbMOM U3 | OJIUH JOKYMEHT 21,0
JluccepTallmOHHBIX COBETOB
7 |MOCTYNHMBIIMX C  CONPOBOJUTEIBHBIM  INMHCBMOM W3 | OJIWH JOKYMEHT 6,6
SKCIIEAUIIH
8 |mpuem aBTopedepaToB auccepTalUid, MOCTYMUBIIUX C | OJWH JOKYMEHT 1,3
COIPOBOJIUTENLHBIM ITHICEMOM U3 SKCIIEIUITIH
[TpreM NOKYMEHTOB, OCTYMUBIIMX 0€3 COMPOBOAUTEIBHBIX
JOKYMEHTOB:
9 |mpoBepka Ha JTyOJETHOCTh; TPOBEJCHUE OIEHKU JOKYMEHTOB | OJTMH JOKYMEHT 3,1
10 |cocraBieHHE aKTa Ha TIPUEM JOKYMEHTOB OJTHO Ha3BaHUE 1,0
[IpueMm  PYKOIHMCHBIX KHHT, MOCTYITUBIIAX oe3
COIIPOBOJIUTENBHBIX TOKYMEHTOB:
11 |cocraBieHue axkTa Ha TpPUEM PYKONMMCHBIX KHHUI | | OUH JOKYMEHT 0,1




JOKYMCHTOB

12 |mpoBepka Ha HanMuue OMM3KUX MO BPEMEHM M TEMAaTHKE | OJIHA 3aIHCh 10,8
PYKOIUCHBIX KHHT W JOoKyMeHTOB B ¢onmax HHUOP mo
ciry>keOHOMY, alpaBUTHOMY, YIETHOMY KaTajory
[TpoBenenne HSKCHEPTU3bl M OLEHKH PYKOIMUCHBIX KHUT | | OJUH JOKYMEHT
JTOKYMEHTOB:
13 | opauHapHoiA 600,0
14 | IOBBILIEHHON CIIOKHOCTH 1200,0
15 | Ha UHOCTPAHHBIX SA3BIKAX 1200,0
16 |kaprorpaduueckoro Marepuaia 1200,0
17 | My3BIKambHOTO COACPKAHUS 1200,0
18 |pykomuceli ¢ rpaBIOpamMu U ©30MaTepHaIaMu 1200,0
19 |mpoBeneHne NEpBUYHON aTPUOYIMH JTOKYMEHTOB (PEIKUX H | OUH TOKYMEHT 10,0
LEHHBIX KHHUT), OTOOp B COOTBETCTBUM ¢ Mpoduiaem
KOMIUICKTOBaHUSI W pachpenesieHue 1o moadoHIaM |
KOJIJIEKIUSIM
20 |mpocTaHOBKa IITEMIIES HA 000pOTEe TUTYIBHOIO JINCTA U Ha OJINH 0,26
17-i1 cTpanuiie JOKyMeHTa IK3EMILIAP
21 |mpocTaHOBKA PETUCTPAIIMOHHOTO HOMEpa Ha JOKYMEHT OJTH 0,26
HK3EMILISIP
22 |HakjeWBaHWE Ha JOKYMEHT METKH Ui yCTPOWCTB OJIMH 1,2
panmMoYacTOTHON WACHTH(HUKAIMKA OOBEKTOB, aKTyalW3aIsl | JK3EMIULIP

MCTKHU




23 |HaKJIeWBaHWE IMITPUX-KOJa Ha OOOPOT TUTYJIBHOTO JIHCTA M OJIUH 0,26
O0JIOXKKH HK3EMILISIP

24 | BHeceHHE pa3METKH 10 (HOHIaM Ha U3/IaHue OJIUH 0,26

IK3EMILISIP

CBepka MOCTYMUBIINX JIOKYMEHTOB C KapTOTEKOH TEKYIIEro
KOMILICKTOBAHUS:

25 |mOMCK KapTOYKH B KApTOTEKE TEKYIIEro KOMILJIEKTOBaHUS, | OJHA KapTOouKa 0,52
CBEpKa KapTOYKH C JOKYMEHTOM, BHECCHHE OTMETOK

26 |cocTaBieHHE CHHCKA PETUCTPAIMOHHBIX HOMEPOB HOBBIX | OIUH JOKYMEHT 0,36
MOCTYIUJICHUH JIJIS1 M3TOTOBJICHUS TICUYATHON KapTOYKU
Pabota B aBToMaTu3zupoBanHoii cucreme (AC):

27 |cBepka JOKyMEHTa C YyKa3aTelleM 3aKa3aHHBIX W3JIaHMid, | OJJHO Ha3BaHHE 3,0
BHECEHHUE OTMETOK

28 |mpoBepka Ha MYyOJETHOCTh TOCTYNHMBIINX H3JaHWA B 0ase | OJUH JTOKYMEHT 1,6
nmaHHbIX AC

29 | peructparys HOBBIX IOCTYIUICHHH B 0a3e JaHHbIX AC OJIUH IOKYMEHT 9,1

30 |mpuem W perucTpanus PYKONHCHBIX KHUT, NPOCTaBJICHHUE | OJUH JOKYMEHT 3,6
OTMETKH B PETHUCTPAIIMOHHOM >KYpHaJie HOBBIX MOCTYIIJICHHH,
KHHTE yJIeTa HOBBIX TIOCTYIIIICHUI
[Tpuem u perucTpanus KypHaJIOB U ra3er:

31 |mombopka >KypHAJIOB M Ta3eT Mo andaBUTy Ha3BaHHIA, TIOMCK | OIUH JTOKYMEHT 0,94

peFHCTpaHHOHHOﬁ KapTO4YKH B KAPTOTCKC IMOAIMCHBIX
HSJIaHHfI, OTMETKA HOMEpPA, JAThI IIOJTYUCHUS U3 JaHUA




32 | mpocTaBiICHHUE IITEMITEIIS Ha KypHaJe OJIMH JKypHAJ 0,2
33 |mpocTaBiieHHE IITEMITETS Ha ra3eTe OJlHA Ta3eTa 0,16
34 | peructpalnvs HOBBIX MOCTYIUICHHH B 0aze qaHHbIX AC OJIUH IOKYMEHT 2,6
IIpuem u peructpanus ceTeBbIX yaaaeHHbIX pecypcoB (CYP)
B AC:
35 |mpoBepKa JIOCTYITHOCTH pecypca (mpuem) OJIMH pecypc 30,0
36 |odopmiileHHEe  CONPOBOAMUTEIBHOW  JIOKYMEHTalUUW (aKT| OAHMH pecypc 10,0
npuema)
37 |BBeneHue 3amnucu B peectp yuera CYP OJIUH pecypc 4.8
38 |BBeneHue 3anucu B peectp nacnoproB CYP OJIUH pecypce 3,7
39 |moaroroBka cBeneHuii 1 carita o CYP OJIUH pecypce 20,0
AJMUHUCTPUPOBAHHE CETEBBIX YHAIEHHBIX PECYpPCOB B
aBToMaTu3npoBaHHOM pexknme (AC)
OOpaboTka 3amuceil g BeAeHHUS HHGOPMALMOHHBIX
MTOMCKOBBIX CEPBUCOB:
40 | TOKyMEeHT OJIHO Ha3BaHUE 4.0
41 |maket/B]] OJIHO 10,0
HAaUMEHOBaHHE
43 | akryaymsanms ceenenuii o CYP OJTHO Ha3BaHUE 6,0
44 | cOop cTaTUCTUKHU O cocTaBe U 00 ucnons3oBanuu CYP OJIHO Ha3BaHUE 0,3

IIpuem wu 00paboTKa ANEKTPOHHBIX  W3JAHUNA  JUIS




DnexkTpoHHOM 6ubamoreku B AC:

45 |mpoBepka KadecTBa (hailioB, pEeruCTparysi 3JIEKTPOHHOTO | OAMH JOKYMEHT 9,3
nokymenTa B OK, nmepenaya ¢aitioB Ha cepBep
dopMHUpoBaHUE aKTa IepeJayd HOBBIX IOCTYIUIEHUH B
ApyTHUE MOApa3AeICHUS:
46 |B AC uepe3 mporpamMmy AUCHETYSPU3ALUN H3IaHUHA OJIMH 0,15
AK3EMILISIP
47 |B py4HOM pEKUME OJIUH 2,0
HK3EMIUISIP
Benenne "Kuuru cymmapuoro yuera"
Paz0op mOKyMEHTOB 1O BHJaM, OTPACisiM 3HAHHUH, S3bIKaM;| OJHA 3allUCh
MOJICYET YHCIa IOKYMEHTOB, 3alUCh PE3yNbTAaTOB IOJCUYETa
1o ycraHoBJeHHOU ¢opme B "Kuury cymmapnoro yuera"
KonnyecTBO 10KYMEHTOB B TapTUX NOCTYIIJICHUN:
48 |1 0,6
49 12 -50 30,8
50 |51 - 250 150,0
51 |BBOJ CTAaTUCTHUYECKUX JAHHBIX B 0a3y gaHHBIX AC OJ/IHA MapTHUs 3,1
52 |mojacyer MOCTPAaHMYHO MO MO3UIUSAM JaHHBIX, EPEHECEHUE | OFHA MO3ULIUs 1,6
UTOTOB Ha CJICIYIONIYIO0 CTPAHUILY
53 |cBepka (pMHAHCOBBIX TOKYMEHTOB OT/ENa C (YUWHAHCOBBIMH | OIUH JIOKYMEHT 1,46

AOKYMCHTaMH 6yX1" AJITCpUn




54

opopmIIeHHE  CONPOBOAUTENBHBIX  JOKYMEHTOB  (CUYeT,
HaKJIAHAs, aKT) IS Iepeadn B OyXTaaTeprio

OJIUH IOKYMEHT

13,0

55

oopmileHHEe HWHBEHTAPHOW KHWUTH, HyMepauus JUCTOB,
IIPOCTaBJIEHHE HOMEPA B UHBEHTApPHON KHUTE

OJIHA CTpaHUIIA

0,88

56

3allUCh  JIOKYMEHTOB IO  YCTaHOBJIEHHOH ¢opme B
MHBECHTAPHYI0 KHUTY, IPOCTaBICHUE WHBEHTAPHOIO HOMEpPA
Ha JJOKyMEHTE

OIWH JOKYMCHT

2,8

57

MPOBEJICHUE HWHIUBUAYAIBHOTO Yy4yeTa JOKYMEHTa IO
aKTOBOM CHCTEME, MPOCTABIICHUE WHBEHTAPHOTO HOMEpaA Ha
JTOKYMEHTE

OIWH JOKYMCHT

1,0

58

MNpOBCACHUC HWHAUBUAYAJIBHOIO Yy4d€Ta C MPUMCHCHHUEM
YYETHOTO Karajora: COCTaBJeHHE OuOInorpaduveckoro
OIMMCAaHUA HOKYMCHTA;, YKa3daHHWC ULICHLI, HWHBCHTAPHOI'O
HOMeEpa, roja IMOCTyIUIeHHus, Homepa 3amucu B "Kuure
CyMMapHOro yuera'", 4uclia MOCTYMUBIINX SK3EMIUISIPOB, UX
pacmpesienieHre 1o MoApa3eIeHUsIM

0JIHa KapTO4Ka

4,7

59

(I)I/IKCI/IpOBaHI/Ie B XYpHaJIC pEerucTpalnuu KapToO4YCK YUCTHOI'O
KaTaJiora MHBCHTAPHOI'0 HOMEpaA, IEPBOro CJI0Ba 3arjiaBus

OJIHa 3aI1iucChb

0,3

60

IMPOCTABJICHUC MHBCHTAPHOI'0O HOMECPA HA JOKYMCHTC

OIVH JOKYMCHT

2,6

61

peructpanusd MaTcHTOB B HYMepaHHOHHOﬁ KHHUT'C

OIVH JOKYMCHT

0,3

62

MpHEM aKTOB Ha BBIOBIBIIME JOKYMEHTHI OT CTPYKTYPHBIX
MOApAa3ACIICHNA; BHECEHHE 3amuch B "KHure cymmapHOro
yueta" (2-s 9acThb); MPOCTaBICHUE HOMEpA aKTa

OJWH aKT

8,7

HckaroueHue AOKYMCHTA I10 aKTy U3 YUCTHBIX (bOpMI

OIWH JOKYMCHT

63

HHBCHTapHOf/'I KHUTHU

1,4




64 | ydeTHOrO KaTtajora 0,88

65 |omucu HHBEHTAPHBIX HOMEPOB 1,0

66 |ucKIOYeHrEe BBIOBIBIIMX TOKYMEHTOB U3 0a3bl 1aHHBIX AC | OIUH IOKYMEHT 1,0

67 |moramieHne WHBEHTAPHOIO HOMEpA U HITeMIeENsi OMOIUOTEKH | OIUH JTOKYMEHT 0,5
Ha JJOKyMEHTE

68 |moamuBKa aKTOB OJIUH aKT 0,26




[Tpumeuanue: npu paboTe ¢ JOKyMEHTAaMH HAa HHOCTPAHHBIX SA3bIKaxX K HOPME BPEeMEHH MPUMEHSETCS MOBbIIIaomuil kosgurmenrt 1,15.

1.3. bubnuoreuynas o6paboTka TOKyMeHTOB. OpraHu3aIus 1 BeIeHUE KaTaIoroB

N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
n/n U3MEpeHus BpPEMEHH,
MUH.

1 2 3 4
Pabota ¢ meyaTHOH KapTOYKOM:

1 |dbopmupoBaHue KOMIUIEKTa NMEYaTHBIX KapTOYEK HA OCHOBE | OJHA KapTOuKa 1,25
MalIMHOYUTaeMON OnbIrorpapuyecKon 3amnucu

2 |pa300p KOMILIEKTa TIEYaTHBIX KAPTOYCK OJIHA KapTOYKa 0,42

3 |moadop mevyaTHBIX KapTouek 1o andaBuTy (GaMuimii aBTOPOB | O/IHA KapTOUKa 0,43
WM 3arjlaBuil U1 pacCTaHOBKHU B CITY>K€OHYIO KapTOTEKY

4 |paccTaHOBKa KapTOUEK B CIY)KEOHYIO KapTOTEKY 0JIHa KapTO4Ka 0,96

5 |moadopka nmevyaTHbIX KapTOUeK K JOKYMEHTaM 0JIHa KapTO4Ka 0,52
CBepka MOCTYIMHUBIINX JOKYMEHTOB C KaTaJIOTaMU:

6 |mpoBepka MO  KaTaJory  TIOBTOPHOCTH  JOKYMEHTa; | OJlHA KapTO4Ka 1,9
NEPEHECEHNEe C KaTaJO)KHOW KapTOUYKH OWUOIMOTEHYHOTrO
mgpa, TOJTHOTO HHIEKCA

7 |MOMCK B CIy)KeOHOM Karajore CBOJHOTO OITMCAHUS; | OJTHA KapTOUYKa 2,6

BHCCCHHUC OTMCTOK

Tab6muna 3



8 |odopmieHue nmeyaTHON KapTOYKH, HAMMCAHUE HHBEHTAPHOTO | OJTHA KapTOYKa 0,68
HOMepa, mu@pa U APYrux ONOINOTEUHBIX OTMETOK
[Tpunucka ny0naeToB:
9 |cBepka HOKyMeHTa Ha AyOJETHOCTh II0 CIIy’)K€OHOMY, | OJTHO Ha3BaHUE 0,94
as(haBUTHOMY, YIETHOMY KaTaJloTy
10 |mpumnucka mybrera B KaTalor: MpOCTABJICHWE WHBEHTAPHOTO | OJTHO HA3BaHUE 2,42
HOMepa; epeHeceHune mudpa Ha JOKyMEHT
[Tpunucka npoaoIBKAIOIIUXCS U3IaHUH]:
11 |mouck B perucTpalliOHHON KapTOTEKe KapTOYKH Ha U3JIaHUE; | OJTHO HAa3BaHHE 0,84
CBEpKa €€ ¢ OPUTMHAIOM; BHECEHHE OMOIMOTEYHBIX OTMETOK
12 |momck B Karajore KapTOYKW; OTMETKa TIIOCTYIUICHHS | OTHO Ha3BaHUE 3,1
COOTBETCTBYIOIIETO BBIMYCKA; MPOCTABICHUE WHBEHTAPHOIO
HOMepa, mudpa, BHECEHHUE APYTUX OUOIMOTEUHBIX OTMETOK
®opmupoBanue OubnuorpadpuyecKon 3anucu
CocraBieHne OCHOBHOW OuGnuorpaduueckoi 3ammcu IpH | OJTHO Ha3BaHUE
OTCYTCTBHUH NeYaTHON KapTO4KH B JOKYMEHTE
(03HaKOMJIEHHE C JIOKYMEHTOM; COCTaBJIE€HHE OIMCaHMS;
BHeceHue OUOIMOTEYHON OTMETKH)
KonmgecTBo 21€MEHTOB ONMCaHHS:
13 (1-4 0,42
14 |5-6 5,2
15 |7-9 6,2
16 |10-13 7,2




17 {14 -19 8,2
18 |20 - 27 9,2
19 |cocraBneHne OCHOBHOW OuOnHOrpaduyecKkol 3amucu ¢ 3,5
MOMOIIBI0 MaKeTa KapTOYKH, HaIlleYaTaHHOTO B KHUIE,
MIPOCMOTP U3JaHUS; CBEPKA C MAKETOM KapTOYKH
20 |cocraBneHne  100aBOYHOIO  ONMHCAHHWST K  OCHOBHOM | OJHA KapTOUYKa 1,9
oubnrorpaduueckoii 3anmucu
21 |o3HaKOMIIEHHE C JOKYMEHTOM; COCTaBJICHUE aHATHUTUYCCKOH | OIUH JIOKYMEHT 3,5
3aIIMCH
22 |cocTaBlCHWE  CCBUIOYHOM  KapTOYKM K  OCHOBHOM | OJHA KapTOYKa 1,26
oubnuorpaduueckoii 3aucu
dopmupoBanue OUOIUOTpAUUECKON 3alMCH PYKOIMCHOU
KHUTH
CocraBrneHne OCHOBHOW  OuOnMorpaduueckoil  3amucu | OHO Ha3BaHUE
(o3HaKOMIIEHHME C JOKYMEHTOM; COCTaBJICHHE, OIHMCaHUE,
MIPOCTaHOBKA OMOIMOTEYHON OTMETKH):
23 |cpenHel CnoKHOCTH 600,00
24 | nOBBIIIEHHON CI0KHOCTH 1200,0
25 | Ha HTHOCTPAHHOM SI3bIKE 1200,0
26 |kaprorpauyeckoro Marepuania 1200,0
27 | My3BIKAILHOTO COACPKAHUS 1200,0
28 |nopaboTKa ycTapeBIIMX 3aluced, HE COOTBETCTBYIOIINX | OJIHO Ha3BaHUE 300,0

COBpEMEHHBIM apxeorpauyeckuM HOpMaM: JaTUPOBKa




pyKomucel IO BOASHBIM 3HaKaM; pOCIUCH COJEPKAHUS
cOOpPHUKOB HETOCTOSIHHOT'O COCTaBa; BHECEHHE
JOTOJHUTEIBHBIX ~ CBEACHHH C  YY4eTOM  JOCTHXKCHUI
COBpPEMEHHOM uctopuorpaduu

PenaktupoBanue OubarorpaduyecKom 3ammcu:

29 |nmpoBepka NpaBUIIBHOCTH 3JIEMEHTOB 3aIIMCH Ha KapTOUKe OJlHa KapTOYKa 1,0
30 | odopmiteHne KapTOYKH JUTS TyOnupoBaHUS Ha| OJHAa KapTouyKa 3,2
MHOXXHUTEJIPHOM  ammapare;  IpOCTaBJICHHE  WHJEKCOB,
1 (poB, OUOIMOTEUHBIX IOMETOK, ONPEACICHUE U YKa3aHUe
TUpaXKa KapTOdeK
['pynnoBas 00paboTka JOKYMEHTOB
OT0Op OAHOTHIHBIX TOKYMEHTOB, MOJJICKAIINX TPYMIIOBOW | OJHA TPyIIa
0o0paboTKe; cocTaBiIeHHE OOLIe XapaKTepUCTUKU Ha| JIOKYMEHTOB
KOMIUIEKT JIOKyMEHTOB
KonngecTBo TOKYMEHTOB B TpyIIIE:
31 (1-9 39,0
32 |10-15 60,0
33 |16-30 106,0
34 |nmpoBepka NPaBUIIBHOCTH COCTABJICHHUS XapaKTEPUCTHKH Ha OJlHa 13,0
KOMILIEKT JIOKyMEHTOB XapaKTEPUCTHK
a
Pekaranoruzamus (3aMeHa KaTal0XHbIX KapTOUeK):
35 |cBepka KapTOUKM C JIOKYMEHTOM; HCIPABJIEHHUE CTaporo | oJ{Ha KapToyKa 17,4




OnOMorpaUUecKoro  OMHCAaHHUSA; COCTABICHUE HOBOIO
OMHMCAHUsS;, TepeHeceHne Mmudpa, HHBECHTAPHOTO HOMEpA,
ONOJINOTEYHBIX IIOMETOK

HOI[I‘OTOBKa K HWHACKCUPOBAHUIO JOKYMCHTOB JJIA
KaTaJIOI'OB:

36

noa0op KapTOYKM K JOKYMEHTY, CBEpKa M BIIOKEHHE B
JOKYMEHT

OJlHa KapTO4YKa

0,5

37

O3HAKOMJICHHE C JOKYMEHTOM; YCTAHOBIICHHE TEMaTHKU,
pacnpeziesieHue Mo OTpacisiM 3HaHus (10 TEMaTHKeE)

OJHO Ha3BaHHC

0,88

38

MIPOCMOTP MHOCTPAHHBIX W3/IaHUW, TEPEeBOJ JAHHBIX Ha
PYCCKHH S3BIK

OJHO Ha3BaHHC

0,37

CI/ICTCMaTI/I3aIII/I$I JOKYMCHTOB!

39

CHUCTeMaTu3alusl JAOKYMEHTa C HCIIOJIb30BAHMEM HHJIEKCOB
IIEYaTHON KapTOYKU MM MAKETa KapTOYKH, HAIIEYaTaHHOI'O B
U3JaHUM, O3HAaKOMJIIEHHME C  JOKYMEHTOM, IpOBEpKa
COOTBETCTBUSI ~ MHJEKCOB  Ta0nuuaM  Kiaccu(uKaluy,
NPUHATHIM B OMOJIMOTEKe, NPOCTABJIEHUWE MWHJEKCa Ha
JOKYMEHTE

OJIHO Ha3BaHHUE

2,6

40

CUCTEMaTH3als JOKYMEHTOB NpPHU OTCYTCTBHUU I€YaTHOU
KapTOYKM U MaKeTa KapTOYKU B W3/JaHUH; O3HAKOMJICHUE C
JOKYMEHTOM;  OINpeAelieHue UWHAeKca 1o  Tabmuiam
KJIacCu(PUKaIMK, TPUHATBIM B OWOIMOTEKE; MPOCTaBICHUE
MHJIEKCa Ha TOKYMEHTE

OJHO Ha3BaHHC

4,7

41

OIpejieNiecHue aBTOPCKOTO 3HAKa JIOKYMEHTa 10 aBTOPCKUM
TabauIaM

OJIHO Ha3BaHUE

0,62

42

mudpoBka  JTOKyMeHTa MNpH  (OPMATHO-WHBEHTAPHOH

OJHO Ha3BaHHC

0,42




paccTaHOBKe: ompeneneHne Gpopmara JOKyYMEHTa, HAaIlMCaHHEe
mmdpa

43

PEAAKTUPOBAHUEC KJ'IaCCI/I(i)I/IKaHI/IOHHOFO HHICKCa, IIPOBECpPKa
MMpaBHUJILHOCTU MHACKCA, aBTOPCKOI'O 3HAKaA

OJHO Ha3BaHHC

0,88

44

COCTaBJICHHE KapTOYKH ai(h)aBUTHO-IIPEAMETHOTO KaTajora
(Ha HOBYIO TEMaTHKYy), HalMCaHHE Ha KapTOYKe HHJEKca,
Ha3BaHUs KaTajora W KapTOTEKH, B KOTOPBIX OTPaKarOTCS
JOKYMEHTBI; YKa3aHUE CCBIIKM U OTCBUIKH, CBSI3M MEXKIY
OTJENbHBIMU pyOpUKaMu

0JIHA KapTOYKa

2,0

Hpez[MeTmaum[ AOKYMCHTOB!

45

MpeIMETU3alns JOKYMEHTOB C WCIIOJIb30BAaHHEM pPYOpHUK
MEYaTHOM KapTOUYKW; TMPOBEpKA COOTBETCTBHUS PYOpPUKH
MeYaTHOM KapTOUYKU MPEAMETHOMY KaTaJIoTy

OJHO Ha3BaHHC

2,6

46

peIMeTH3anusl JTOKyMEHTOB TP OTCYTCTBHU TI€YaTHOM
KapTOYKHM; O3HAKOMJIEHHE C JIOKYMEHTOM, OIIpeJieIeHre
pyOpuxu

OJJHO Ha3BaHHC

4,6

47

COCTaBJICHHE HOBBIX MPEIMETHBIX PYOPUK U MOAPYOPHK;
NepEeHECeHNe Ha KapTOUKH CITY>)KeOHON KapTOTEeKU

0JIHa KapTO4Ka

1,3

48

pelakTUpoBaHWE  MpEeIMETHON  pyOpHMKHM;  TNpoBepKa
MPaBWJIbHOCTH NPEAMETHON pyOpHUKHU, TOUHOCTH HANTUCAHUS

OHa KapTO4YKa

0,88

OpraHH3au1/I51 aJI(I)aBI/ITHOI‘ O Karajora:

49

nmoa0opKa KapTOuku Mo andaBUTy ¢GaMmInii aBTOPOB WIH
3arjJaBUi JJIs pACCTAaHOBKY B ajl()aBUTHBIN KAaTaJIoOT

OIHa KapTO4YKa

0,36

50

paccTaHoOBKa IMpeABapUTENbHO MOJOOpaHHBIX KapTOYeK B
andaBUTHBIN KaTaJIOT

OJTHa KapTOYKa

0,36




51 |penmaktupoBanue  andaBUTHOIO  KaTajora;, IPOBEpPKa| OJHA KapToukKa 0,88
pacCTaHOBKH KapTOYEK, MPABUIBHOCTH J00ABOYHBIX U
CCBUIOYHBIX KapTOYEK; UCIIPABICHHUE OIIHOOK

52 |Hamucanue pazzmenurens JUiA  ad(paBUTHOTO  Karajora, OJINH 0,88
yKa3aHue OYKBBI, CJIOTa pasenuTeb

53 |paccTaHoBKa paznenuTeNied B aJ(aBUTHBIA  KaTaJor: OJIUH 0,36
nmox0opKa pasfenurened 1mo  andaBUTy, IOWCK MeCTa| pa3JeuTelhb
pas3aenuTes, yCTaHOBKA, 3aKPEIICHUE CTEPKHS
Opranu3zaiys CHCTEMaTHYSCKOro KaTajiora:

54 |monmbopka KapTOYKM 10 HWHIEKCaM, BHYTPH pasjeia IIo| OfHa KapTouka 0,42
andasuty haMuIHil aBTOPOB WM 3arjIaBHi ISl PACCTAaHOBKHU
B CUCTEMATHUYECKUH KaTaJor

55 |paccraHOBKa IMpeIBapUTENbHO M0J00pPaHHBIX KapTOYeK B| OJIHA KapTOuKa 0,42
CHCTEMAaTHUYECKHI KaTalor

56 |pemakTHpOBaHHE CHCTEMAaTHYECKOr0 Karajora: IPOBEpKa| OJHa KapTodKa 0,88
MPaBWIBHOCTH  HAMOJHEHHUS  pa3[eNioB  Karajora IO
COJICP)KAaHUIO, WHJACKCAIIMM W PACCTAaHOBKE, HCIIPABICHUE
OIINOOK

57 |ananus CHCTEMATHUYECKOTO KaTajiora: UCIIpaBIIEHUE | OJIHA KAPTOUYKa 52
WHJIEKCOB, BHECEHHE N3MEHEHHI B aJIpaBUTHBIN KaTajior

58 |Hammcanue pa3fenuTeNns Ui CHCTEMaTHYeCKOro KaTajora: OIUH 2,6
yKa3aHWe HAWMEHOBAHHWS pa3jelia, ToJpas3jiesia W APYTUX | pa3aeiuTelb
OTMETOK

59 |paccraHoBKa pazenuTeNel B CHUCTEMAaTUYECKUH KaTallor: OJIMH 0,42
mojdopka IO WHJAEKCaM, IIOMCK MeCTa, YCTaHOBKa,| pa3JeIuTelh

3aKPCIUICHUC CTCPIKHSA




OpraHI/ISaHI/IH IpeAMETHOI'O KaTajaora:

60 |mombopka KapTO4YeK IO MPEIMETHBIM pyOpHKam, BHYTPH | OJIHA KapTOYKa 0,42
pyOpuk mo andaButy paMuUIMii aBTOPOB HIIM 3arjaBUi

61 |paccTaHOBKAa MpEIBAPUTEIHHO TOJOOPAHHBIX KapTOUeK B| OJHA KapTOuKa 0,42
MPEIMETHBIN KaTajior

62 |pemakTMpoBaHME  TPEAMETHOrO  Karajora: IpPOBEpKa| OJlHA KapTO4Ka 1,0
MPaBHJIBHOCTH CCHUIOK, OTCHUIOK, pyOpHK

63 |HammMcaHWe pa3feNMTeNs UL IPEIMETHOro  KaTajora, OJIUH 2,3
yKa3aHUe PyOPUKH, OTCHUIKH, CCHUIKH pas3aenuTenb

64 |paccTtaHOBKa pa3fciUTENs] B IMPEAMETHBIM KaTaior, MOWCK OJIUH 0,42
MECTa, YCTAaHOBKA, 3aKPETJICHUE CTePKHSA pasaenurenb
Opranuzaiisgs HYMEpalMOHHOTO Karajiora HOPMaTUBHO-
TEXHUYECKOH TOKyMEHTAIINN:

65 |mombopka KapTOYKM TIO BHJAM JOKYMEHTOB, YCIIOBHBIM | OJTHA KapTOUYKa 4,3
UGpPOBEIM  0003HAYEHHUsM,  al(aBUTy  COKpAIIEHHBIX
Ha3BaHMM CTpaH, JATUHCKOMY ai(aBUTy (MHOCTpPaHHBIX
CTaHJapTOB), 10 HOMEpaM JOKYMEHTOB

66 |paccTaHOBKAa NPEIBAPUTEIHLHO IMOAOOPAHHBIX KApTOYEK B| OJHA KapTOYKa 0,41
Karajaor

67 |pemakTtupoBaHue Karajgora (IpoBepKa  MPABHIBHOCTH | OJHA KapTOYKa 3,2
O6ubarorpaduyuecKkux ONMuMcaHUil, pacCCTaHOBKH; UCIIPaBIICHUE
omK0O0K); BHECEHHE JOMOJHEHUI W M3MEHEHHUIl B KaTajor
(oT™MeHa, 3aMeHa, U3MEHEHHUs, IPOIJICHHE CPOKa JCHCTBHS C
yKa3aHUEM UCTOYHHKA)

68 |HamMcaHMe U pacCTaHOBKA pa3/ieiuTeneit OJIMH 1,3




PasaCInTCIIb

OpFaHI/I3aI_II/I$I 1 BCACHUC DJICKTPOHHOI'O KaTajora:

69 |cBepka TOCTYNHMBIIUX JOKYMEHTOB Ha JIyOJIETHOCTh B|OJUH JIOKYMCHT 1,6
AJIIEKTPOHHOM KaTajore
70 |mpumucka TMPOMOJDKAIIMXCS HW3IaHUW B DJEKTPOHHOM | OMH JOKYMEHT 1,6
Karayuore
®opMupoBaHue oubmmorpaduueckon 3aucu JUIsl|  OJIHA 3aIUCh
AJIIEKTPOHHOTO KaTauora; BBOJ B 0a3y JaHHBIX; 3allOJHEHHE
COOTBETCTBYIOIIMX OJIEH:
71 |npu HaMMYMKM MakKeTa Me4aTHOW KapTOUKH 0,36
72 |1mpu OTCYTCTBUU MEYATHON KapTOUKH 0,42
73 | cocTaBiieHHE aHATUTHYECKOU 3aITUCH 3,5
74 | cocraBiienne 0OOABOYHBIX U CCHUIOYHBIX OIMUCAHUI OJIHO OMHUCaHUEe 0,88
75 |penaktupoBanue OubaMorpaguueckol 3amucu B 0a3e | OJJHO ONMCAHUE 1,3
nanueiX AC; BHECEHNE U3MEHEHUH
76 |BBOJ  TepedyHs ~ NPEAMETHBIX  pyOpWMK  apu(METHKO-| OJHA pyOpHKa 0,36
jmorudyeckux ycrporictB  (AJIY) Kk  cucreMaTH4ecKoMy
KaTaJIOTy ¥ T€HEPaJIbHOM CIIPABOYHON KapTOTEKE
77 |BBIBOX Ha DKpaH OHOIHOTrpaduUecKuX 3anmucen OJTHA 3aITHACh 0,83
78 | pemakTHpoBaHHE PYOPHK; HAIIOJTHCHHUE Pa3/ciiOB 0JTHA 3aITUCh 3,0

N3bsaTne KkapToueK U3 KarajaoroB

H3bsatue KapTO4YKHM Ha MHCKIIFOYCHHBIC U3 OMOIMOTECYHOTO

OHa KapTO4Ka




(dhoHIa TOKYMEHTHI:

79 |andasuTHOrO Karanora 0,52
80 |cucreMaTHyecKkoro Karajaora 0,56
81 |mpenmMeTHOrO Karajgora 0,56
82 | HyMepalMoHHOTO KaTaiora 0,42
83 |m3parue OuOmMMorpaduyeckor 3ammMcu M3 AIEKTPOHHOTO| OJHA 3aIUCh 0,84
KaTajora
Texnnueckas 00pabOTKa JOKyMEHTa
HaknenBanme Ha JOKyMEHTE JIMCTKa CpOKa BO3BpATa, | OMUH JOKYMEHT
KapMallka, spJiblka:
84 |nmucTok cpoka Bo3BpaTa 0,42
85 | kapmariek 0,42
86 | spibIk 0,26
Hanucanune mmdpa Ha JOKyMeHTE U SpIIbIKE: OJIUH TOKYMEHT
87 |Ha moKkymeHTe 0,26
88 |Ha spmibike 0,36
89 |mepenecenne (GopMaTHOTO W CHCTEMATHUECKOTO IMHUQPPOB C | OJWH JOKYMEHT 1,6
KapTOYKH Ha JIOKYMEHT
90 |odopmiieHne KapTOUKH JUIS TUPAKUPOBAHUS OJIHO Ha3BaHUE 1,0
91 |BHeceHHE U3MEHEHMI B KapTOUKE MOCIE TUPAKUPOBAHUS OJIHO Ha3BaHUE 0,42




92 |pacnpeneneHre  KaTaJOKHBIX ~ KapTOUYEK HAa  HOBBIE | OJHA KapTOuyKa 0,42
MOCTYIUICHUSI 10 CTPYKTYPHBIM TOAPA3JCICHUSM TIIOCIEe
TUPAKUPOBAHUS
93 |3amonHeHue KHWXKHOTO (opMmynspa: ykasaHue mudpa, | OAMH KHUKHBIHA 0,88
WHBEHTAPHOTO HOMEpa JOKyMEHTa, (GaMWINM W MHHLIUAIOB|  (QopmMyIsip
aBTOpa, €r0 HA3BaHMSI, IEHBI, TOJ1a U3TAHUS
94 |3amosiHeHWE ~ KApTOYKH  WHAWKATOpA HA  JIOKYMCHT, OJINH 0,88
HaIpaB/SIeMblii B KHUTOXPAHEHHE: YKa3aHUE WHBEHTAPHOTO | WHAUKATOP
HOMEpa, aBTOpa U 3arjiaBus, Mudpa pacCTaHOBKH
95 |3amonHeHWe TMepenaTOYHON BEIOMOCTH Ha TMApTHIO HOBBIX OJlHa 0,42
MOCTYIUICHU N BEJIOMOCTh
Pa6ora B AC
BriBoa Ha 2kpaH yueTHBIX (OpM; pacreyaTka: onHa ¢popma
96 |nMCTHI MHAUBUYATHHOTO yUeTa JIOKYMEHTOB 0,05
97 |mepenaToyHasi BEIOMOCTb HOBBIX MOCTYILICHUI 0,05
98 |kaptouka ¢ OuOIMOrpadUUecKOl 3aMUChI0 IS YYETHOTO 0,05
Karajora
99 |KHIXHBIN GOPMYIISp 0,05
100 | kapTouka UHIUKATOPA 0,05




[Ipumevanue: K HOpMaM BpeMEHH NMPUMEHSIOTCS MOBBIIIAIOIINE KO (DUITCHTHI:

- MPU COCTaBJICHUHM OUOIHUOrpauyeckoro ONUCAHUS HA JOKYMEHT, Ha TUTYJIbHOM JIUCTE KOTOPOrO YacCTMYHO OTCYTCTBYIOT JaHHBIC JIst
oubnuorpaduyeckoit 3anucu - 1,13;

- ipu O6ubamoreuHor obOpaboTke: KHHOPOTOPOHOTOKYMEHTOB - 1,21; HOTHBIX, KapTorpadguueckux, n3ou3ganuii - 1,15, cnenuaibHBIX BUIOB
HAYYHO-TEXHHUYECKOU JIUTEPaTypsl U JokyMeHTauuu - 1,10;

- Ipu paboTe ¢ JOKYMEHTaMU Ha MHOCTPAHHBIX SI3bIKaX, MPU OPraHU3alMH U BEJCHUH KpaeBeAueCKOro Karaiaora (KapToTeku) U OUOIMOTEYHOTO
KaTajora Ha MHOCTPAaHHOM si3bIKe - 1,15, Ha si3pIkax cTpaH Asun u Adpuku - 1,5.

1.4. Pabora ¢ dponrmom

1.4.1. Pabora no npuemy 10KyMEHTOB

Tabnuma 4
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4

IIprieM TOKYMEHTOB B CTPYKTYPHBIX MOJAPA3AEICHUIX

HpI/ICM JAOKYMCHTOB M3 OTJACJIa KOMIUICKTOBAHUA, CBEPKa C| OJHA IMapTUus
COMMPOBOAUTCIIBHBIM MaTCprajIoM

KonnuecTBo 3K3eMILISIPOB:

1 (1-25 14,4
2 126-75 37,2
3 |peructpanus HOBBIX MOCTYIICHUH TIEPHOAMYSCKUAX U3JIAaHUH, | OIUH JOKYMEHT 0,26

IMPOCTABJICHUC OTMCTKHU B PET PICTpElI.[PIOHHOfI KapTOTCKC




4 |mpoBepka TOJOBOTO KOMIUICKTa >KYPHAJOB W Ta3eT Ha| OJMH HOMEp 1,0
HaJTMY1e HOMEPOB

5 |mpoBepka 3amucy Ha MEPBOM HOMEPE TOJOBOTO KOMIUICKTA: | OJHMH HOMEP 50
mdpa, HOMEPOB, OTCYTCTBYIOIIUX HOMEPOB, MECSIICB
3amuch HOMEpa B TOMOTPaUUIECKYIO OMUCH, MIPHIIOKECHUS U | OJTUH HOMEP
CIICLUABHBIC BBITYCKU:

6 |Ha pyCCKOM S3BIKE; 1,0

7 |Ha MHOCTPaHHBIX S3BIKAX 2,0

8 |mpocraBieHHE IITEMIIENS CTPYKTYPHOIO TOJpPAa3/IeICHUs] Ha| OJUH HOMEP 0,26
JOKYMEHTE
[TonGop AOKYMEHTOB sl pACCTaHOBKH B (POHJIE:

9 |mombopka JOKYMEHTOB 1O KiIacCH(DHKAIIMOHHBIM WHICKCAM, | OIMH JOKYMEHT 0,52
aBTOPCKOMY 3HAKy

10 |mombopka JOKyMEHTOB 1O  (opmary, WHBEHTAPHBIM | OTUH JOKYMEHT 0,92
HOMepaM, mudpam pacCTaHOBKU

11 |monGopka MOKYMEHTOB MO0 angaBUTy Ha3BaHWUU, TOAAM,|OJUH JOKYMEHT 0,48
HOMEpaM, pasJieiam, MOPSIKOBOMY HOMEPY

12 |monGopxka CIEIBU/IOB HOPMAaTHUBHO-TEXHUYECKOH | OIUH JOKYMEHT 0,36
JOKYMEHTaIlMl 10  KJaccaMm, TMOJKJIaccaM, Tpymnmnam,
MOATPYyIIIIaM, THBEHTAPHBIM HOMEpam
PaccranoBka 6ubnmoreunoro Gponmaa:

13 |paccTaHOBKa JIOKYMEHTOB Ha CTEJUTA)KaX B CHCTEMATHYCCKH- | OJUH JIOKYMEHT 0,52

asi(haBUTHOM TIOPSIZIKE




14

pacCTaHOBKa JOJOKYMCHTOB Ha CTCIJIaXXaxX B (bOpMaTHO-
HWHBCHTAPHOM IOPAIKE

OJIUH IOKYMEHT

1,3

15

paccTaHOBKAa JOKYMEHTOB IO aj(aBUTy Ha3BaHWH, rojam,
HOMEpaM, pazjeiiaM, HOpsAKOBOMY HOMEDPY

OJIUH IOKYMEHT

0,63

pacCTaHOBKa HOpMaTI/IBHO'TeXHI/I‘IeCKOﬁ JOKYMCHTAIlUU 110
KJIaccam, ToAKIJIaccaM, rpyInam, HOATPYyaM, HHBEHTapHBIM
HOMEpaMm

OIWH JOKYMCHT

KonngecTBo TOKYMEHTOB B TOAOOpKE:

16

1-5

0,52

17

6-10

5,2

18

11-15

0,88

19

paccTaHOBKAa JIOKyMEHTOB Ha cCTela)kax B (opMaTHO-
cHUCTeMaTU4ecKoM M al(aBUTHOM MOpsJKe (IIPEeIMETOB U
MaTepuaioB rpaduku) B BUTpMHAX U IIKadax € y4eTOM
KOMIUIEKCHOTO XPaHEHUs! PYKOIHMCHBIX M CTapoIeYaTHbIX
KHUT

OIVH JOKYMCHT

5,00

20

pacCTaHOBKa JAOKYMCHTOB Ha MHUKPOHOCHUTECIIAX B
HWHBCHTAPHOM W HYMCPALITMUOHHOM IIOPAAKE

OIWH JOKYMCHT

3,0

IMpOBEpKa IPABUIBHOCTHU PACCTAHOBKU JOKYMCHTOB B
OTACIBbHBIX MAaCCHUBax (I)OHI[a

MaccuB (QoH/a

Komuuecro IMPOBECPACMBIX JTOKYMCHTOB!:

21

1-200

26,1

22

201 - 305

42,0




23 | 306 - 400 57,0
24 1401 - 600 88,0
25 |mepemernieHue (MEpeHECEHHE) JOKYMEHTOB Ha CBOOOJHBIC| OJHA MOJIKA 4,0

MmecTa

OdopmiieHre  HOJOYHBIX  pa3ieNuTeNel;  HallMCaHUe OJIH

MIOJIOYHBIX Pa3/IeIUTENCH: pas3aenuTenb
26 | 1St CUCTEeMaTHYECKOW paccTaHOBKH (hOH/IA 3,6
27 | nnst popmaTHOM paccTaHOBKHU (GoHIA 2,6
28 | nis andaBUTHON paccTaHOBKHU (hOH/IA 2,6
29 | ans HyMepalMoHHOM pacCTaHOBKH (oHa 2,6

[TpuMedanue: K HOpMaM BpEMEHH MPUMEHSIOTCS MOBBIIIAIONINE KOAPPUIIUEHTHI:

- IpH TOI00PE M paccTaHOBKE KMHOPOTO(POHOTOKYMEHTOB - 1,2;

- HOT, KapTorpaguuecKkux, H30u3AaHuu - 1,5;

- IpH paboTe C TOKyMEHTaMU Ha MHOCTPAaHHBIX sA3bIKax - 1,15;

- Ha sI3bIKax cTpaH Asuu u A¢puku - 2,0.

1.4.2. Pabota 1o coxpaHHocTu GoHIa
N HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enuanmna Hopwma
n/n U3MEpEHUs BpPEMEHU,

MUH.

1 2 3 4

Tab6mumna 5



[TpoBepka 6ubmnoTeyHoro Goxma:

1 |HanmucaHue KOHTPOJBHOTO TAJOHA HA JOKYMEHT: YKa3aHHe HA| OJUH TaJOH 0,88
HEM MHBEHTapHOTrO HOoMepa, mudpa, pamMuiIny, WHUIHAIOB
aBTOpa, 3arjaBus, ToJa, MeECTa U3JaHHsi, IICHbI, MecTa
XpaHEHHS
2 |MapKHpOBKa KOHTPOJBHBIX TAJIOHOB: YCTaHOBKA, TJ€ YYTEH| OJHMH TaJOH 0,26
TaHHBIA JOKYMEHT (Y4eTHBIA KaTallor, HHBEHTapHas KHUTa),
IPOCTaBJICHHE OMO3HABATEIBHOTO 3HAKa
[TonOopka KOHTPOIBHBIX TAJIOHOB: OJIVH TaJIOH
3 |1mo MHBEHTApHBIM HOMEPAM 0,21
4 |mo andaButy GpamMuinii aBTOPOB WM 3arJIaBHi 0,31
5 |mo knaccu(UKaIMOHHOMY HHIEKCY 0,52
6 |cBepka KOHTPOJIbHBIX TAJOHOB C HMHBEHTApPHOM KHUTIOMH,| OJMH TaJoH 0,21
OTMETKA MPOBEPKH HA TAJIOHE M B KHUTE
7 |cBepKa KOHTPOJbHBIX TaJOHOB C YYETHBIM WM ajd(aBUTHBIM, | OJMH TaJOH 0,26
TOMOTpaUecKuM KaTaJloTaMH, OTMETKa Ha TaJoOHE W B
Karayuore
8 |aHamu3 (GoOpMBl HMHAMBUAYAIBHOTO Y4YeTa; BBISIBICHHE | OAMH JOKYMEHT 1,3
JOKYMEHTOB, HE MPOIIEIIINX MPOBEPKY
9 |cocTaBneHWE KapTOYKM HA JOKYMEHT, HE MPOUICIIINHN | OUH JOKYMEHT 0,83
MIPOBEPKY
10 |moMck  JOKYMEHTOB, HE MPOLIEAIINX IPOBEPKY, IO | OUH JOKYMEHT 3,6

pa3IMYHbIM YYETHBIM ¢dopMaM, KapTOTeKaM, >KypHajaw,
KHU KHBIM I1OJIKaM




CocrapiieHne CITMCKa HEAOCTAIOIUX B q)OH,Z[e JOKYMCHTOB

OAHH CITMCOK

KomnnuectBo JOKYMCHTOB B CITMCKE!:

11 |1 0,78
12 |12-10 8,3
13 |11-25 19,3
OTOOp TOKYMEHTOB /ISt U3BATHS U3 (HOH/IA
[TpocMOTp AOKYMEHTOB Ha PEAMET U3bATHA U3 HOH[A: OJIUH TOKYMEHT
14 | HenpouabHBIX 3,1
15 | nyOneTHBIX 1,6
16 |ycrapeBHIUX MO COJEPKAHUIO 3,1
17 |Berxux 0,88
18 | Manoucnonb3yembIX, HEHCIIOIb3YEMbIX 2,6
IToaroToBka JOKYMEHTOB K aKTUPOBAHUIO:
19 |monGopka MOKYMEHTOB B MapTHUM MO MPUYMHAM U3BATHUS; | OJUH JTOKYMEHT 0,36
CBEepKa C KHIDKHBIM (OPMYIISIPOM
20 |monbopKka KHMKHBIX (OPMYJISIPOB Ha TOKYMEHTAX B MOPSIKE OJINH 0,42
WHBEHTAPHBIX HOMEPOB, al(aBuTa, )KypHAIOB - 10 roxam u|  (GopmyIsip
HOMEpaM
CocraBiieHne CIHMCKa K aKTy BBIOBITHS (IEpeaayu); MojaAcyeT OJIUH aKT

o0uieit cyMmmbl; 0pOpMIIEHHE aKTa




KommuectBo JOKYMEHTOB B CITMCKE:

21 |1 0,78

22 |2-10 7,8

23 |11-25 19,3
[ToaroToBka JOKYMEHTOB B MEPEIUIET:

24 |oTOOp MOKYMEHTOB [UIS TMEPEeIUIeTa; MPOBEpPKa COCTOSHUS | OUH JOKYMEHT 3,4
JTOKYMEHTA; 3aIloJIHeHHE (CBepKa) KHIKHOTO (opMyJsipa

25 |monbopKka KOMIUIEKTOB, CBSA3BIBAHWE B MAYKU; OPOPMIICHUE | OJUH JTOKYMEHT 2,6
JOKYMEHTOB JUIS TIEpeadu B MEePErieT

26 |mOArOTOBKAa JOKYMEHTOB K BOCCTAHOBJICHHMIO: TOAOOP | OJUH TOKYMEHT 2,6
JIOKYMEHTa, aHAJIOTUYHOTO MOBPEXKICHHOMY; O(pOpMIICHUE
3aKa3a Ha KOMPOBaHUE

27 |nmpueM 3akaza IOClie KONUPOBAaHMSA, IPOBEpPKa KadyecTBa | OJUH JOKYMEHT 0,83
KOTIH, TIOJJrOTOBKA JJOKYMEHTA K TEePEeTIeTy

28 |mpueM TOKYMEHTOB M3 MeperuieTa: cBepKa MOCTYMUBIIMX W3 | OUH JTOKYMEHT 5,2
neperuieTa JOKyMEHTOB C KHI)KHBIM (pOpPMYIIsipoM; ITpOBepKa
KayecTBa MeperuieTa; BOCCTAHOBJICHHUE 3arIaBUsl; HAIMCAHUE
mudpa Ha ApIbIKe, KOPEIIKe JOKYMEHTa
[TonmmuBKa ra3et u TOHKUX KYPHAJIOB!

29 |onpenenenue (opmara, BIOKEHHE KOMIUIEKTa >KypHAJlOB B| OJIHA Marka 13,0

Nanky Hy>KHOTro opmara, 3aBs3bIBaHN€; BhIHECEHUE MU(pa,
Ha3BaHUs, T0/1a M3/1aHUs, HOMEpPA JKYpHAJIOB Ha OOJOXKKY M
KOPELIOK MarkKu




30 |packiajka ra3er 1o Ha3BaHWSIM: MPOKAJBIBAHUE, BIIOKEHHUE B |  OJIHA ITaIKa 94
KapTOHHYIO OOJIOXKKY (IarKy), MPOIIHYPOBKa; O(OpMIICHHE
00J10’kKH (Ha3BaHME, 0], HOMEP, MECSIII)

Menkuii peMOHT (oH[a:

31 |monkneiika JIOKYMEHTA, KapMalIlKOB, SIPTIBIKOB; | OJIHA TarKa 4,2
BOCCTaHOBJICHHE 3aTJIaBHii
PecraBpariusi KOpenIKoB:

32 |omnpenenenue odbeMa pabOThI; yIAICHUE CTAPOr0 KOPEIIKa, | OJMH KOPEIIOK 60
MOATOTOBKA KoOJIEHKopa (oOpe3ka, MOJKIIEHKa); MpOIIUBKa
0JI0Ka TOKYMEHTA, IMOIKJICHKa HOBOTO KOPEIIIKa, pa3MeIleHHE
O] TIpecc
PecraBpanus crpanunn:

33 |onpeneneHne oObemMa pabOTHI; TOAKIEHKa (oTorpadwii, | OAHA CTPAHHIIA 10
KapT, YepTekeil; BOCCTAHOBJICHUE YaCcTel CTPaHUI] (ctp.)
Ob6ecnbuinBanue (hoHaa:

34 | obecnbuBanue (OH/IA C IOMOIIBIO TBIJIECOCa; 00ECIICUCHHE oIHAa 12,0
pabodero mecrta TEXHHUYECKHMHU CPEICTBaMH; IPOBEIEHUE| MEpOIOoyKa
0OECTIbUIMBAHMS; 3aHOC TEXHUYECKHX CPEICTB B MeCTa
XpaHCHHS

35 |pyuHoe obecnbmuBaHue (oHIa; obecreueHue pabdouero OJlHa 9,4
MeCTa TEXHUYECKUMHU CPEICTBAMH; 3aHOC TEXHHUYECKUX | MEpOIToKa
CPEICTB B MECTa XpaHEHUs

[Ipumeuanue: Kk HOpMaM BpeMEHH NMPUMEHSIOTCS MOBBIIIAIOINE KO (DUIIMESHTHI:
- IPU PYIHOM 00ECTIBUTMBAHUHU (OHIA HOTHBIX, KAPTOTpapUUECKUX, U30M3IaHUH, quccepTanuii - 1,2;
- Ipu oOecnbUTMBaHuK (POHAA ¢ TOMOIIBIO ThIIecoca - 1,3.



1.4.3. U3yuenne 6ubnuoTeyHoro ¢poxHaa

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m W3MEpCHUs BpPEMEHH,
MUH.

1 2 3 4
[ToxroroButenpHas paboTa MO H3YYEHUIO OUOIMOTEYHOTO
donma:

1 |cocraBieHHMe TUTaHA Pa0OTHI MO W3YYCHUIO OUOIMOTEYHOTO| OJUH IUIAH 2140
¢dbonaa (vactu hoHma)

2 |mOArOTOBKA MHCTPYMEHTApHS MO M3YyYEHUI0 OMOIMOTEYHOro | OJHA Taliuila 6,3
(dboHma; cocTaBlieHHE TaOIHIBI IO PA3JIMYHBIM aCIEKTaM
U3YYECHUS

3 |mombopka 6ubmuorpaduyeckux nocoouii, HHGOPMAIMOHHBIX | OJHO MOCOOHE 20,0
CIIMCKOB  JIII  TPOBEACHHS  pabdOThl MO0  HM3YYEHHIO
6ubaroreynoro ¢poHaa

4 |moaroToBka MHCTPYKTaXa JUIs TpOBeIeHHs paboT 1o OJINH 83,0
U3Y4EeHUI0 OnbnroTeuyHoro Gpoxaa MHCTPYKTaX

bubnuorpaduueckoe nsyuenue 0udiInoTeuHoro poxHaa

O3HakomjieHME C cojJepXaHueM Oubiauorpaduueckoro
nocoOusi, HWHPOPMAIMOHHOTO CIHCKA U TPOBEICHUS
paloThI 10 U3y4YEeHUI0 OUOINOTEYHOTO (POHAA

OJIHO TToco0ue

KonndecTBo Ha3BaHUM B TOCOOHH:

Tabmuna 6



5 |1-25 15,7
6 [26-50 34,0
7 |51-100 68,0
CBepka KapTOukd Katajora ¢ OubOnmorpaduyeckuM | OJHA KapTOUKa
OMHCAaHUEM JIOKYMEHTa, yKa3aHHOTO B IOCOOMH; BHECEHHE
OTMETKH O HATMYHMH JJOKYMEHTa B (OHJIE:
8 |anaBuTHBII KaTaIOT 0,26
9 |cucTeMaTHYECKHI KaTaior 0,42
10 |cocraBienue o6ubnuorpaduueckoro OmnHUCaHus Ha| OJJHA KapTO4Ka 2,6
OTCYTCTBYIOIIIUE B OUOIHMOTEKE JOKYMEHTHI
MPOCMOTP HAMOJHEHUS CHCTEeMAaTHYECKOrO0 KaTajlora B| OJHA KapTOYKa
Pa3IMYHBIX acnekTax (10 OTpacisM 3HaHWs, BUIAM, TOJaM);
COMOCTABJICHWE  TMOJYYEHHBIX JIaHHBIX C  TEMaTHKO-
THIIOJIOTUYECKUM (MepCHeKTUBHBIM) IIJIAHOM
KOMIUICKTOBAHUSI, YTOUYHEHHE, BHECEHWE KOPPEKTUB B IJIaH
KOMIIJICKTOBAHHS
KonnuecTBo kapTouek B AIIUKE:
11 [1-500 43,0
12 501 - 1000 85,0
13 (1001 - 2000 173,0
Cratuctudeckoe u3yueHue OubnmoTedHoro Gpoxa:
14 |3anmonmHeHUE CTAaTUCTUYECKUX TaOuuIl (10 COCTaBy, TUHAMUKE | OJHA TabiuIa 19,3

U CTETNeHW WCIOIb30BaHMus OubnmoreyHoro Qonma) Ha




OCHOBAaHHMH y‘IGTHOfI JOKYMCHTAllUU

15 |pacder moka3zateneil KHUTOOOECIIEYCHHOCTH, 00paIaeMoCTH, OIUH 2,0
YUTAEMOCTH IIOKAa3aTellb

16 |criomHON MPOCMOTP JOKYMEHTOB Ha CTe/UIaKaxX, MOJCYET | OAMH JOKYMEHT 0,84
M0 KHUXHBIM (DopMyrsipaM WM JIMCTKaM CpPOKa BO3BpaTa
KOJIMYECTBA KHUTOBBIIAY

17 |mapkupoBKa HEHCNONIb3yeMOl yacTu ()OHAA B 3aBUCHUMOCTH | OJJUH JIOKYMEHT 0,26
OT MIPUYMH, BBI3BABIIMX HU3KYIO 00pamaeMocThb

18 |3amonmenue TaOMMIGI HMHTEHCHBHOCTHM  MCIIOIB30BAaHHUS | OXHA TaOIHIa 50,0
oubnmoTeyHoro Goxma
CocraBieHne W aHauu3  TAOJIMII MO  HM3YYCHUIO
oubamoreunoro GonHa
Cocrapiienne TaOJIHULIBI:

19 |mo cocraBy, pa3BUTHIO W HCIIOJIB30BaHUIO OMOIMOTEYHOTO | OJHA TAOIUIA 63,0
donma

20 |mo creneHn Ucnoab30BaHUs (HOHJIA B pa3IMUHBIX acliekTax (B| OJHa Tadimia 68,0
0TpaclieBOM, 10 BUIaM U3AaHUIA)

21 |mo o0beMy HEHCNONb3yeMONH M MaJOCHpPAIIMBAEMOM YacTH | OJHA TaOiuIla 63,0
($oH/Ta ¥ IPUINHAM € HAKOTUICHUS
Anann3 TaOIUIIBL: oJHa Tadimma

22 |mo cocTaBy, pa3BUTHIO M HCIOJB30BAHUIO OMOIMOTEYHOrO | OJHA TadynIa 56,0
donma

23 |10 cTeneHu UCTOIb30BaHus (GOH/IAa B Pa3IMUHBIX aclekTax (B| ojHa Ta0nuia 56,0




OTpacjIeBOM, 1O BHJIaM U3aHU)

24 |mo  cocraBy W BEIMYMHE  HEWUCIONB3yeMOW W | OjHA Tabiuia 60,0
MajocnpamuBaeMoil  YacTh (GoHZA W NpPUYMHAM  ee
HaKOTUICHHS

25 |cocraBieHHE IUTAHA MEPONPUATAH M TPEJIOKCHWH 10| OJWH IUIaH 161,0

pe3yjibTaTaM U3yuCHUA (1)0H,Z[a




[Ipumedanue: BpeMs MPOBEACHHSI HHCTPYKTaXXa B HOPMY BPEMEHHU HE BXOJUT; MPHU paboOTe ¢ TOKyMEHTaMU Ha WHOCTPAHHBIX S3BIKaX K HOpMaM
BPEMEHHU MMPUMEHSETCS MOBBIIAOMui Kodddurment 1,15.

1.5. O6cnyxuBaHue YUTATEICH

1.5.1. PaGora ¢ uurarenem

N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
3anuch yuTarens B OMOIMOTEKY:
1 |mpocMoTp AOKYMEHTOB uMTaTens (MacmopT, YIOCTOBEPEHHE, | OAUH YUTATEIh 1,7
MOPYYHUTENbCTBO); IpoBepKa HaJINYUS YUYETHO-
PETUCTPAIIMOHHON KapTOYKH YATATEIS
2 |3aroTHeHUe dbopmymsipa YUTATEIS, YYETHO- | OJINH YHUTaTETh 2,0
PErucTpaliMiOHHON KapTOYKH, YNTATEIbCKOIO Ousera
3 |O3HAaKOMJIGHHWE 4YHuTaTedst C [paBUJIaMHU  I0JIb30BAHUs | OJIUH YUTATENb 5,0
OuOIMOTEKON,  pacrnojoXkeHueM  (oHAa,  CHPABOYHBIM
anmapaTom
4 |mOMCK M paccTaHOBKA YUYETHO-PErMCTPALMOHHBIX KapTOYeK | OJJHAa KapTouKa 0,26

o andaBuTy haMuIuil yutaTenen

[Iepeperncrpanus ynraTeneu
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nmouck (opmyssipa (pErucTpallMOHHONW KapTOYKH) YUTATEIS;
BHECEHHE W3MEHEHMM B HHX M YHTATEILCKHH Owier
(YyrouHeHHE AaHKETHBIX JIaHHBIX, HOBOT'O YHTATEIHCKOTO
HOMeEpa, J1aThl [IEPEPErUCTPALIIH)

OJVH YHUTAaTCJIb

12,0

3anuch (mepepeructparusi) qyuTaresuei B
ABTOMATU3HPOBAHHOM PEXKUME:

Ha0Op Ha KJIaBUATYpe CBEICHUI O yuTaTelne: paMIlIvs, UMs,
OTYECTBO, XapaKTepu3ylollue ero mpusHaku (oOpa3zoBaHUeE,
CHEeIUAIbHOCTh, HHAs HHGOpPMAIIHS), KOJI

OIHUH YUTaTCJIb

6,0

OCYILIECTBJICHHME KOHTPOJII 332 BO3MOXHBIM HAJIUYUEM
JAHHBIX O YMTaTelle, 3amucaBlleMcsi B Oubimoreky (paHee
3anucaH, JIMIIEH MpaBa M0JIb30BaHUs)

OIHUH YUTaTCJIb

1,0

oopmieHrne Konma YMTATENs] C KOHTPOJBHBIM Ppa3psiioM U
CPOKOM TIOJIb30BaHMS YMTATEILCKUM OWJIETOM Ha OCHOBE
BBIIAaHHOHN MH(QOpMaIH

OIHUH YUTaTCJIb

0,52

BBIBEJICHUE HA MPUHTEP CBEJICHUN O 3aITMCaBIIEMCs YUTaTEIIe
B BuJe OinaHka, BbIpe3aHue ONaHKa ¥ BKIEHKa €ro B
YUTATEIHLCKUI OMIIET

OIHWH YUTaTCJIb

1,3

Pabora gucneruepckoit ciryxOb:

10

MPUEM YUTATEIBCKOTO TPeOOBAHHUS; TPOBEPKA MPABUIBLHOCTH
3alMoHEeHUs TpeOOBaHUM, YTOUYHEHHUE MeECTa XPaHCHHS
JIOKYMEHTOB; OTMETKa B JIUCIETYEPCKOM CETKe, Tepenaya
TpeOOBaHUS B KHUTOXPaHEHUE

OJTHO
TpeGoBaHue

0,73

Brimonnenne TpebOBaHMIT noTpeouTene, BbIJIaUa
JIOKYMEHTOB U3 OCHOBHOT'O KHUTOXPAHEHUS:

11

nojlydeHue TpeOOBaHMM, perucrpanus, HoA00pKa HUX II0

OJHO

3,0




mudpam TpeboBaHUE
12 |mouck MOKyMEHTa, HAHECEHHE OTMETKM Ha TpeOOBaHHH, OJIHO 5,0
KHIKHOM (popMyIisipe, AUCTIETYEPCKOM CeTKe TpeboBaHUE
13 | ycTaHOBIIEHHE MECTa HaXO0XKICHHS HEHANHICHHOTO JIOKYMEHTA OJTHO 7,0
IO CIIPAaBOYHBIM KapTOTEKaM, KaTajoram TpeboBaHue
14 |BeImaua JIOKyMEHTa 3 oTHeNIa KHATOXPAHCHUS | OJTUH JIOKYMCHT 2,0
MOTPEOUTENI0; OTMETKAa Ha  KHIDKHOM  ¢opMmyIsipe,
TpeOoBaHUU
15 |npuHsATHE AOKyMEHTa OT HOTPEOUTENS; MOUCK KHUKHOIO | OJUH JIOKYMEHT 3,0
dbopmynsapa, TpeOOBaHUs; OTAIICHHE OTMETKH O BblJIaye
Bbigaua  KOMIUIEKTOB ~ JOKYMEHTOB ~ BO  BpPEMEHHOE
I0JIb30BAHUE TIOIPA3/ICIICHUSM ONOTNOTEKH:
16 |odopmieHue 3asIBKU Ha KOMIUIEKT  JOKYMEHTOB, | OJIHA 3asiBKa 5,0
nepeilaBaeMblil B CTPYKTYPHOE TOpa3AelicHHue
17 |mopGop MOKYMEHTOB B KOMIUIEKTBI; HAMUCaHHE BTOPOTO | OJUH JIOKYMEHT 40,0
9K3EeMILIsIpa KHIDKHOTO (opMyJisipa (MHIUKATOpa)
Bbigaua KOMMIIEKTOB JOKYMEHTOB; OTMETKAa Ha KHIKHOM | OJIUH JOKYMEHT
dopmynsape  (MHAMKATOpe)  JaThl  BBIJAYM,  JAaHHBIX
MO/Ipa3IeNIeHus, TTOTYYaIoIero KOMILIEKT
KonndecTBo TOKyMEHTOB B KOMIUIEKTE:
18 |25 6,8
19 |50 13,5
20 1200 108,0




[TomyyeHne KOMIUIEKTOB JIOKYMEHTOB OT CTPYKTYPHBIX
MOJIpa3/IeIeHn; TOMCK KHIKHOTO (opMyIsapa (MHAUKATOP);
HoraiieH1ue OTMETKHU O BblJaue, BIOKEHHE €ro B JOKYMEHT

OAHMH KOMILICKT

KomnnuectBo JOKYMCHTOB B KOMIIJICKTC!

21 |25 6,8

22 |50 13,5

23 200 108
OOcny)XMBaHUE YNTATEJICH B YATATHHOM 3aJie:

24 |mpoBeneHHe KOHCYJIbTAllMM, Oecelbl ¢ 4YHTaTeNeM Yy OJlHa 5,0
KaTajoroB, KapTOTEK, KHUXKHBIX IMOJIOK, WUH()OPMHUpPOBAHHUE | KOHCYIbTAIIH
YHUTATEISl O HOBBIX OCTYIUICHUSX
[Togbop moxymMeHTOB B MOACOOHOM (DOHJIE YNTATBHOTO 3a1a; | OAUH JOKYMEHT
nepeaaya Ha Kadeapy BblJIauu:

25 | 1o TpeOOBaHUIO YUTATEIS 2,0

26 |10 YCTHOMY 3a1pocy 1,7

27 |mo ompeneneHHON TeMe 3,1
[Tog6op moxyMeHTOB MO y4eOHOM MporpaMMe Ha OCHOBAHHH | OJJUH KOMITJIEKT
MakKeTa KOMILJIEKTa JIOKYMEHTOB, BbIIaBa€MbIX CTY/AEHTaM;
nonbop y4eOHHMKOB IO (akyiabTeTaMm, Kypcam, TIpyIIaM;

CBEpKa KHIDKHBIX (OpPMYJSpOB C Ha3BaHUEM KHHUT,
WHBEHTAPHBIMH HOMEPaMHU
KonngecTBo TOKYMEHTOB B KOMITJIEKTE:
28 |10 2,7




29 |20 54

30 |40 10,8

31 |Bblmaya JOKYMEHTA: CBEpKa BBIJABAEMOTO JOKYMEHTAa C |OJWH JOKYMEHT 2,0
YUTATEILCKUM TpeOOBaHHEM; NPOBEPKA HAIWYHS CTPAHMUII,
BHECCHHME  3alHMCH  HA  YUTATEIbCKOM  TpeOOBaHUHU
(KOHTPOJIBHOM JIUCTKE); BIIO)KEHHE B YHTATCILCKUW OWIIET,
paccTaHOBKa, OTMETKA KHUTOBBIIAYH

32 |monmyueHue JOKYMEHTAa: CBEpPKa €ro ¢ TpeOOBaHUEM | OJUH JIOKYMCHT 2,0
(KOHTPOJIBHBIM ~ JIUCTKOM);  TPOBEpPKa  COXPAHHOCTH
JIOKYMEHTa, HAJTMYUS CTPAHUL], BHECEHUE OTMETKHU O TIpUeMe

33 |momyueHue MTOKyMEHTa, 3aKa3aHHOTO YHTATeNIeM B OTAEIE | OUH JOKYMEHT 0,5
KHUTOXPaHCHUS

34 |nmepenadya JIOKyMEHTa, CHAHHOTO 4YHTaTelleM, B OTJEN | OUH JOKYMEHT 1,0
KHUTOXpaHEHUs
OT60p u epenaya JOKYMEHTOB Ha KOTTUPOBAHUE: OJIUH IOKYMEHT

35 |oTOOp MOKYMEHTOB (OTACIBHBIX CTAaTel) IS TMepenadd Ha | OJUH JIOKYMEHT 5,0
MHUKPO(UIBMUPOBAHUE U KOIUPOBAaHUE

36 |moaroToBKa JOKYMEHTOB K KOMHUPOBAaHUIO; OQPOPMIICHHE | OJUH JIOKYMEHT 3,0
3aKa3a; perucTpanms B yUeTHbIX popmax

37 |nonyuenne MUKpo(UIbMA U KOMUHU; IPOBEpKa MPABUIBHOCTH |  OJMH 3aKa3 5,0
BBITTOJTHEHUS 3aKa3a
OO0cnyxuBaHNE YnUTATENCH HA a0OHEMEHTE:

38 |mombop MTOKYMEHTOB /ISl PEKOMEHJAIIMH YHTATEIISIM OJTUH TOKYMEHT 50




Bbigaua  JOKYMEHTOB — 4MTarento, MOUCK  Qopmymspa
4yuTaTeNs, yKa3aHWE CpOKa BO3BpaTra, IPOBEpKA HaJIWYMS
CTpaHull; 00CTyKHBaHHE:

OJIUH IOKYMEHT

39 | B3poCIBIX 2,7
40 |pereit 3,2
41 |mpoBenenue Oecenpl C uMTaTeneM, WHGOOPMHUPOBAHHE O | OJUH YUTATEIh 5,0
HOBBIX MOCTYILIICHUSIX
[TonydyeHue MOKyMEHTa OT YHUTATeNsl, BHECEHHUE OTMETKH O | OJIUH JOKYMEHT
MpreMe; POBEPKa HATUYHS CTPAHUIL, BIOXKCHHEC KHIKHOTO
bopMmynspa; oOcIyKUBaHUE:
42 | B3pOCIIBIX 1,8
43 | nereit 5,0
44 |mpojuyieHHe CpOKa TOJIb30BaHHSI  JIOKYMEHTOM; TIOHMCK OJINH 3,0
dopMyIisipa YHTaTeNs; BHECEHWE OTMETKH O TMPOJJICHHH | (QOpMYIsp
CpOKa MOJIb30BaHUS
Co3nanne Kol JTOKYMEHTOB 10 3alpocaM YnuTaTeseH:
45 |KOHCyJbTAllMs  YUTaTeNe MO  BBHIOOPY  MapaMeTpoB 0J/IHa 5,0
KOMUPOBaHUS KOHCYJIbTAIIH
46 |co3maHue IEKTPOHHON KOMTUU C OpUTHHAIIA OJIHA CKaH- 0,15
KOIIHS
47 | cozmanne OyMa)XHOUM KOTIHH C OpUTHHAJIA OJIHA CTpaHUIIA 0,15
48 | co3gaHme KOIUU C MEKPOGOpM OJIVH KaJIp 0,5
49 |mevyath OyMaXKHBIX KOTHIA TOKyMEHTOB U3 Ob OJIIMH JIACT 0,08




50 | cozmanue IeKTPOHHOM (DOTOKOMUY C OpUTHHATA OJIVH KaJp 5,0

[Ipumevanue: K HOpMaM BpeMEHH NMPUMEHSIOTCS MOBBIIIAIOIINE KO (DUITCHTHI:

- Ipy 00CITy)KMBAaHUHU YUTaTeNIed KHHOPOTOPOHOTOKYMEHTaMH - 1,2;

- HOTHBIMH, KapTorpaduueckuMu, n3ou3ganusamu - 1,15;

- CIIeUAIbHBIMU BUAAMH HAyYHO-TEXHUUECKOH JINTEpPaTyphl U JoKyMeHTanuu - 1,1;

- Ipu paboTe ¢ JOKYMEHTaMH Ha MHOCTPAaHHBIX s3bIKax - 1,15;

- Ipu paboTe ¢ TOKyMEHTaMU Ha si3blkax Asuu u Adpuku - 1,5.

1.5.2. Buytpennss pabora
N HaumenoBanue nporecca, onepanun. CoctaB paboTh Enununa Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.

1 2 3 4

IToaroroBka K BEIIAYE:
1 |paccraHoBka GopmyssipoB uuTaTeNen (MO cCpokaMm, HOMEpPaM, OJIMH 15,0

angaBuTy) bopmysip
2 |mojiBelleHHE UTOTOB pabOTHI 3a MPOUICIIININ JIeHb, BHECEHUE | €XKETHEBHO 9,2

3aIlMCH B THEBHUK
3 |mogbop OKYMEHTOB IO TIPEABAPUTEIHHBIM  3aKa3aM | OWH JOKYMEHT 3,0

guTaTesIe U MiIaHaM YTCHHUS
4 |mpoCcMOTp HOBBIX TOCTYIUIGHHH JUIS  PEKOMEH/AIUH | OTUH TOKYMEHT 2,0

YUTATCIIAM
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5 |IpOCMOTp W TONOJHEHWE KHWXKHBIX BBICTABOK, SIIIMKOB |OIHH JOKYMEHT 3,0
CBOOOJHOTO BBIOOpAa KHHUT, TEMATHYECKHX TOJOK U
CTeJUTaXKen

6 |moaroroBka pabovero mecra €KETHEBHO 10,0
Pabota ¢ popmynsipom yuTaTens:

7 |aHaym3 GOpMYNISIpOB YUTATENCH, BBISBICHHE YHTATEIHCKUX OJINH 4,3
UHTEPECOB bopmysip

8 |cocraBieHMEe KapTOYKH Ui KapTOTEKH YHTATEIbCKUX | OJIHA KapTOUKa 0,86
WHTEPECOB; COCTABJICHHUE CITMCKA YUTATCILCKUX HHTEPECOB

9 |3ammck B (opMmyisipe uMTaTeNsl O pe3yibTarax aHalk3a| OJIHA 3aIlHCh 3,6
YTEHUS 32 ONPE/CIICHHBII TePHO/T

10 |3amuch B AHEBHHUKE OMOIMOTEKaps O JWHAMHUKE YTCHHS M| OJIHA 3aIHCh 9,2
MHTEpecax yuTaTess (TpyIIbl YyuTaTenei)
Pabora ¢ uwmrarensmMu, HE BO3BPATHBIIMMHU JIOKYMEHTHI B
CpPOK:

11 |mouck  ¢opMynspoB  yMTareneil, HE  BO3BPATUBLIMX OJIMH 1,0
JOKYMEHTBI B CPOK bopmynsap

12 |panucanue OTKPBITOK-HAIIOMUHAHUI 0 BO3Bpare OJINH 2,0
JOKYMEHTOB; OTMETKA JaThl HAIIOMUHAHUS Ha (popmyIsipe bopmytsp

13 |omoBemienue (mo TenedoHy) YMTATENs, HE BO3BPATHBIIETO OJIMH 4,0
JOKYMEHT B CPOK; OTMETKA JJaThl HAIOMUHAHUS B hopmyIsipe | GpopMymsip

OOecnieueHre KOHTPOJISI 32 CPOKaMHU BO3BpaTa JOKYMEHTOB B
AC:




14

BbBIBOJI Ha IIPUHTCP CIIMCKa yaTaTeaed U aO0OHEHTOB-
3a10J2KHHUKOB

OAHH CITMCOK

0,16

15

COCTaBJICHHUEC CIIMCKa 3a0JI>KHUKOB

OAHH CITMCOK

0,16

16

pacrieyaTka Ha IPUHTEPE HANOMHUHAHWsA a0OHEHTaM |
guTaTeNsAM O CpPOKE BO3Bpara (agpec, Ha3BaHUS B3SATHIX
JIOKYMEHTOB)

OAHH CITMCOK

2,2

17

H3bITHE U3 0a3bl JaHHBIX CBG,Z[CHI/II;'I (6]

BO3BpAICHHBIX JOKYMCHTOB

3aHATOCTHU

OJHa 3aIIuChb

0,4

OdopmiteHre noucka 3aJ0/DKHUKOB Yepe3 CYI:

18

KonupoBaHue (Qopmyisipa 4YMTaTeNs; YTOYHEHHE aBTOpa,
Ha3BaHUsA, WHBEHTApHOIO HOMEpPA, LEHBbl JAOKYMEHTa, HE
BO3BPAIICHHOI'O B CpPOK; IIE€PEUUCICHUE TOCIOUUIMHBI 3a
o(opMiIeHrEe UCTIOTHUTENBHBIX HAIKMCEN; epechliKa J1ea B
CyI:

OIWH JOKYMCHT

2,7

19

nojiyueHue M odopmiieHHe JOKYMEHTOB W3 HOTapHaJbHOM
KOHTOPBI (IIPOCTaBJICHHE HOMEpa pacyeTHOro cuera, HoMepa
MCIIOJIHUTEJILHOM HaITUCH)

OIVH JOKYMCHT

2,7

20

COCTAaBJIEHHE AaKTa Ha OIUIaTy 4Yepe3 Cyld YTEpsHHBIX
JOKYMEHTOB

OIVH JOKYMCHT

2,7

[IpyneM NOKyMEHTOB B3aMEH YTEPSIHHBIX:

21

MTOKCK YUTATETHCKOTO dbopmyspa; BHECEHHUE
COOTBETCTBYIOLIEH 3amucu B GopMyJsip, TETPab ydeTa KHUT,
MIPUHSTHIX B3aMEH YTePSHHBIX

OIWH JOKYMCHT

50

22

IIPOCMOTP AOKYMEHTA, [IPeIaraéMoro B3aMeH yTEePSIHHOTO

OIVH JOKYMCHT

2,0




PaboTa ¢ oTkazamu:

23 |yder u KiacCUpHKAIMA OTKAa30B: OTMETKa Ha JIUCTKE OJTHO 1,6
YUTATEIHCKOTO TPEOOBAHUS IPUUMHBI OTKA3a TpeboBaHue
24 |paccTaHOBKAa YHTATEIbCKUX TPeOOBaHM B  KapTOTEKe OJTHO 0,32
"Hey10BJIETBOPEHHBIH cripoc” TpeOoBaHuE
25 |aHa)M3 OTKA30B, COCTABJICHUE CBOJKH OTKA30B B OTPACIICBOM |  OJMH OTKa3 1,0
paspese (MO mpUYMHAM OTKa3a M MepaM UX JTUKBHIALUU U
IIPEeYIPERKACHUS)
26 |cocraBicHHE oubrorpadUIecKoro OTIMCAHUS Ha OJTHO 2,0
JOKYMEHTBI, HMEIolMe HauOojbllee 4YHUCIO OTKa30B, H | Oubnuorpadud
nepenavya KapTOuKH B OT/IET KOMIUICKTOBAHUS €CKOe
OIHCaHue
1.5.3. BHecTanroHapHOe 00CITy)KMBaHHE
N Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4
Opranuzaiis OUOMMOTEYHBIX MYHKTOB, TEPEABIKHBIX
O6uOIMOTEK:
1 |3axmrouenue JIOTOBOpPA MEXTY OnOINOTEKOM M| OIWH JOTOBOP 270,0

opraHu3zaluei, rjae Oyzner OCYIIECTBISATHCA
BHECTAI[MOHApHOE 00CTyKUBAaHUE
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2 | odopmienue GpopMyIsipa OMOIMOTEYHOTO TyHKTA OJIUH 13,5
bopmysip

3 |odpopmieHue  manmkk ¢ JAOKYMEHTaMH  (JOrOBOpa,| OJHA Marka 13,5
JOBEpEHHOCTH  HAa  MOJY4YCHHE  KHUT,  Qopmymspa
OMOJMOTEYHOTO IMYHKTA, OTYETOB U APYTUX JTOKYMEHTOB)

4 |cocTaBiieHHE CXEMBbI pa3MelleHuss OMOTMOTEYHBIX IYHKTOB| OJHA cXeMma 126,0
Ha TEPPUTOPHUH TOPOJIa, palioHa

5 |cocraBnenue rpapuka oOMEeHa JOKYMEHTOB, HAXOSIIMXCS B| OJAWH rpaduk 18,0
OMOIMOTEUYHBIX MYHKTaX, IEPEIBUKHBIX ONOIHOTEKaX

6 |cocraBiieHuE [UIaHa METOAUYECKOMI IOMOIIX | OJMH IUIaH 46,0
OubIMOTEeKAPSIM-00IIECTBEHHUKAM

7 |odpopmiieHHEe OOBSBICHHS O JHSIX H 4Yacax paboThI OJIHO 12,0
OUOINOTEYHOT O IMyHKTA, IepeABUKHON OUOINOTEKH 00bsIBIICHHE
[TonGop KOMIIIEKTOB MJOKYMEHTOB JJisi OHUOIMOTEYHOTO
MyHKTa, IepeIBUKHON OUOINOTEKH
[Toxbopka KOMITIIEKTa JIOKYMEHTOB OJINH KOMIUICKT
KomnnuecTBo TOKyMEHTOB B KOMIUIEKTE:

8 |10 15,0

9 130 45,0

10 (100 148,5

11 |Beimaua mOKyMeHTa B OWUONHMOTEYHBI MYHKT; OTMETKAa B|OIUH JOKYMEHT 2,0
KHIDKHOM (pOopMyJIsipe JaThl BBIIAYH, HOMEpa MyHKTa

12 |3ammcek B popmymnsipe OMOTMOTEYHOTO TMYHKTA JAThl BBIAAYM | OJIHA 3aITHCh 1,0




AOKYMCHTOB, KOJHMYECTBA BBIJAHHBIX K BO3BPAIICHHBIX B
cCTalMoHap JOKYMCHTOB

13 |paccraHoBKka KHHXHBIX (OPMYJISIpOB B KapTOTEKY 3a | OAWMH KHMKHBIN 0,4
pa3aeNuTeneM CUriIbl OMOIMOTEUYHOTO MTyHKTA, MEPEABIKHON | hopMyIIsip
OMOIMOTEKH, BHYTPH 10 ajidaBuTy (HaMHUINN aBTOPOB

14 | mpuem JIOKYMEHTOB u3 OHOJIMOTEYHOTO MYHKTA, | OIUH JOKYMEHT 1,6

NEPEIBUKHOM  OMONMOTEKU: MPOCTABIEHUE OTMETKH O
npueme; BiIokeHHe GopMyssipa B JOKYMEHT




1.6. OGcyxuBaHue M0 MeXKONOIMOTEUHOMY aboHeMeHTY (MBA)

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/n U3MEpPEHHS BPEMEHH,
MUH.
1 2 3 4
OO6cnyxuBanue ynutarenei oubnuoreku no MBA:
1 |peructpamus unrarens, noias3yromerocss MbBA OJIUH YUTATENb 1,35
2 |3amojHeHue OnaHka-3akasa, MPOCTaBJICHHUE | OJIMH 3aKa3 2,2
PETUCTPAIIMOHHOTO HOMEPA, TaThI
3 |yTOuHEeHHME yKa3aHHBIX YHTATEIIEM CBEICHUI O 3aKa3aHHOM | OJIMH 3aKa3 1,6
JOKYMEHTe, IIeJId 3ampoca, WCTOYHMKA, OTKYyJa MOTYy4EHBI
CBEIICHUS
buGnuorpaduueckas  nopaboTka  3aka3a;  YTOYHEHHUE
O6ubnuorpaduyeckux cBeeHHM:
4 | 1o cupaBOYHBIM U3JAHUAM 27,0
5 |IpH MOMOIIM aBTOMAaTU3UPOBAHHBIX CPE/ICTB 0,22
6 |mpoBepka HaNWYMS ~ 3ampallMBaeMOro  JOKYMEHTa B |OJWH JIOKyMEHT 10,2
O6ubnuorekax ropoja, o0JIaCTH, pervoHa, B TOM YHCIE IO
CBOJTHBIM KaTaJloram
7 |HampaBieHue OJlaHKa-3aKaza C MPOCTABJICHHOW OTMETKOHW | OJHH 3aKa3 0,27

n

(mwrremnenniem) "B ropome  Her B OTpaclIeBOW,
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VHUBEpPCAIbHBIM ILEHTp Wi B OuOnmoreky (opran
nH(OpMAIINN) TI0 JAHHBIM CBOJHBIX KAaTaJIOTOB

3allMCh CBEJICHHMI O HampaBlieHMM 3akaza 1o MBA
(HanMeHOBaHUE OMONMHMOTEKH, Jara) Ha 0OOPOTHOW CTOPOHE
OJaHKa 3aKkasa

OJHa 3aIIuChb

1,4

nomenieHue OnanHka-3zakaza B "KaproTeky  3ampocos
gyurarene no MBA" 3a paspenutens "3anpocsl no MBA,
HaIpaBlIEHHBIE B Ipyrue 0udmuorexku"

OJTHO
TpeOoBaHuE

0,32

10

npHeM JIOKyMeHTa, mpucianHoro 1o MBA; BckpbiTue
OaHIIepOIH, TPOBEPKA COCTOSTHUE JTOKYMEHTA, OTMETKA JaThl
MOJIy4eHUsI M Ha3BaHUS OMOIIMOTEKH, BBICIABILIEH JOKYMEHT,
WHBEHTApPHOTO HOMEPA, CPOKa IOJIb30BAHMS; MEPECTAHOBKA
Onmanka-3aka3za W3 paszena kaproreku "3ampockl o MBA,
HamnpaBICHHBIE B  Jpyrue Oubmmoreku" B pasgen
"[Tonyuennsie no MBA uznanus”

OJIMH JOKYMEHT

3,8

11

HU3BCIICHUC HUUTaTCIA 0 MOJIY4YCHHUN 3alpOMICHHOT'0
AOKYMCHTA U CPOKE ITOJIb30BAHUA UM

OIHO
H3BCIICHUE

1,35

12

BbIIaYa YHTATENIO TONy4eHHBIX 1o MBA 1oKyMEeHTOB B
YUTANBLHOM 3ajie (B CIY)KEOHOM IMOMEIIeHUH OUOIHOTEKN);
CBEpPKa BBIABAEMOTO JIOKYMEHTa C OJIAaHKOM-3aKa30M;
MpOBEpKAa HAIUYUS CTPAHUI] M COCTOSHUS JIOKYMEHTa;
OTMETKA BEIIAYN

OIVH JOKYMCHT

1,0

13

INpUEM OOKYMCEHTA OT YHUTATCIIA B YUTAJIBHOM 3aji€; CBCPKa
AOKYMCHTA C YaCTbIO 6naHKa-3aKa3a, IMPOBEpPKa COXPAHHOCTHU
AOKYMCHTA, BHECCHUC OTMCTKH O IMpPHUEME; IMOMCIICHHC
AOKYMCHTAa B CIICHIUAJIBHO BBIACJICHHOC MECTO (3aKpLITBII>'I

mkad)

OIWH JOKYMCHT

0,5




14

u3BJIeUCHHE OJlaHKa-3aKa3a U3 KapTOTEKH, 3aIUCh CBEICHHI
o0 ormpaBke wW3dMaHWA  (gata, HOMEpP  MOYTOBOTO
OTIIpaBJICHUS);  [EpPECTaHOBKA  JIUCTKA W3  pasjena
"[Tonyuennsie o MBA u3nanus" B pasnen "Bo3BpaiieHHas
nureparypa"

OJTMH JINCTOK
TpeOOBaHUS

1,0

15

MOJrOTOBKA K OTIpaBKE JIOKYyMEHTOB B OHOIHOTEKY-
donmonepxkarenp  3aKka3HOM ~ OaHIEpOJbIO;,  yIIAKOBKA
OaHziepoIy; B3BEIIMBAHKE €€; HAaKJICHBAaHUE MapKu (€CiIM HeT
[EHTPATM30BAaHHOW OILIATHI IEPECHUIKH); HAIMCAHUE aJIpeca;
COCTaBJICHUE OIUCH

OIWH JOKYMCHT

3,6

16

paboTta ¢ oTKazaMu

OJIVH OTKa3

1,03

17

cooOmieHne B OTIEN OOCTY)XKMBAaHHS O TOJYYEHHUH OTKa3a
(mara, mpuvHrHA)

OJIVH OTKa3

1,35

O6cnyxxuBanue aboHeHToB M0 MBA

IIpuem 3aka3oB:

18

Ipu OTCYTCTBHM HOMepa aOoHeHTa Ha OJaHKe-3aKas3e
MPOBEPKA MO KapTOTeKe a0OHEHTOB, A0OHUPYETCS JIM TaHHAS
OpraHu3arus

OJWH OTKa3

1,0

19

opranuzanus aOOHMpYeTCs: NpPOCTaBJICHHE HOMEepa Ha
OnaHKe-3aKa3e; CBepKa ajpeca, Ha3BaHUS OPraHU3ALUHU,
¢damunun orBercTBeHHOro o MBA; BHeceHue H3MeHEHH B
KapTOUYKU

OJWH OTKa3

3,6

20

MepBUYHOE oOOpaimieHue aboHEeHTa B TEKYyHIEM TOAdY:
MIPOCTABJICHHE B KAPTOUKE T0/1a 0OpaIleHus, JaThl

OJWH OTKa3

3,6

21

opopmienue  aboHeHTa  (OpraHu3anus  paHee  HE
aboHUPOBAJACh): MIPUCBOEHUE a0OHEHTY HOMEDA;

OJIH a0OHEHT

5,0




3aloJIHEHWE KapTOuKW peructpanuu aboneHtra MBA wu
paznenurens (GopmMymsip); YKa3aHHe MOJTHOTO HAUMEHOBAHUS
OMOIMOTEKH, IIOYTOBOrO ajnpeca, Ttenedona, damwmmmm,
MMEHH, OTYECTBA OTBETCTBEHHOTO JIMIA, JAThl OTKPBITHUS U
HOMepa aboHEeHTa

22 |paccTaHOBKA PETUCTPAIIMOHHBIX KAPTOUYEK B KAPTOTEKY 0JIHa KapTO4Ka 0,32
23 |odopmiieHne W3BENICHHUS JUIsi  a0OHEHTa (CTaHJIapTHOE OJTHO 1,6
u3BeUleHne 00  OTKpBITUM  aOOHEMEHTa);  3alpoc| W3BEILEHHE
HE/IOCTAIOIINX CBEICHUH /U KAPTOTEKH TUIIOBBIM ITHCHMOM
24 |mpoBepka TPaBWIBHOCTH  3alloOJHEHUs  OJaHKa-3akas3a,| OJUH OJIaHK- 3,8
3aJJ0OJDKEHHOCTH a0OHEHTa, IpOCTaBlieHHe Ha obopore 1-i 3aKa3
yacTu OnaHKa-3aka3a (CTp. 2) CBOEro IITEMIENsl M JIaThl
nojy4yeHus 3akaza B pyOpuke "CiyxeOHble OTMETKH
Ooubmmotrekapss" TpH BBIIOJHEHHM W TIEPEHANPABICHUU
3aKa3a B CTpOKe "paiioHa, ropoaa”
25 |mepenaya Ha Y4YacTOK pabOThl € OTKa3aMM HENpPaBWIBHO | OIMH OJIaHK 0,43
opopmieHHBIX ~ 3aka30oB  (HET  TedYaTH,  IOINUCH,
Hepaz0opuruBO O(GOpMIIEHHBIE, HE HA S3bIKE OpUTHMHANA) U
3aKa30B aDOHEHTOB-3aI0JIKHIUKOB
26 |mmdpoBKka 3aka30B aOOHEHTOB; MOAOOpKa OJAaHKOB-3aKa30B| OJHH OJIAHK 2,7
1o andaBuUTy; NPOBEPKA HAIWYMSI JOKYMEHTA 110 KaTaJory
27 |moAroTroBKa JOKYMEHTa K BbIJaue: CBEpKa JOKYMEHTAa C |OJUH JOKYMEHT 1,4

OJaHKOM-3aKa30M; MMPOBEPKa HAIMYHS CTPAHHI] M COCTOSTHUS
JOKYMEHTa; TpPOCTaBJICHHE Ha OJlaHKe-3aKaze (JIUIEeBOM
ctopoHe 1-it u 3-it wactu ctp. 1, 5) mWHUPpPOB TOKyMEHTa;
yKa3aHHe WHBEHTapHOI'O0 HOMEpAa, KOJIWYEeCTBA JOKYMEHTOB,
JaThl BBIAYM;, Ha OOOPOTHOM CTOpoHE 2-i wactu (cTp. 3)
[POCTABJICHUE IUTEMIENsT OUOIMOTEKH C Ha3BaHHEM M




MIOYTOBBIM aJIPECOM, YKa3aHHE CpOKa BO3BpATa, BIOKEHUE 2-
i yactm OnaHka-3akaza B  BBIJABAaeMbId  JIOKYMCHT;
MIPOCTaBJIeHHE HOMepa OaHIePOIN BHU3Y

28

IIOCTAaHOBKA 3aKa3a Ha ouepenb (B cllydae 3aHATOCTH
u3/laHus); aDOHEHTY OTIIPAaBKa U3BELICHUS

OJIMH 3aKa3

1,6

29

mepenadya W3AaHUS Ha KONMMpoBaHWME (TMpH 3aka3e Ha
(bparMeHT U3AaHUs: CTAThs U3 KypHasa, COOPHHKA)

OIHH 3aKa3

2,7

30

OTIpaBKa JOKYMEHTOB a0OHEHTaM: YIaKoBKa OaHAEpOJIH;
B3BCIIMBAaHNE; HAKJICHBAaHHE MapK{; HaIKMCaHHE aJpeca;
COCTaBJICHUE OIUCH

OIWH JOKYMCHT

2,5

31

paccTaHOBKa OJIaHKOB-3aka30B (1-sf 4yacTh) Ha BBIJIAHHBIC
JOKYMEHTHI (BBICIIAaHHBIE) B KapTOTEKy OOCIYKHBaHUS
aboHeHTOB B pa3zaen "Beinanusie o MBA m3nanus”

OIWH JOKYMCHT

0,32

32

oubnuorpaduueckass 10pabOTKa HEBBIMOJHEHHBIX 3aKa30B;
yTOYHEeHHe Oubarorpaduueckux CBEIEHUI MO CIPaBOYHBIM
U3JaHUAM

OIVH JOKYMCHT

3,2

33

BBISIBIICHHE HAJIW4YUS  3alpalinBaeMoro JOKYMEHTa B
6ubnnoTekax ropoja, peruoHa

OIVH JOKYMCHT

10,2

34

oopmieHne 3aka3a K IEpEHANPaBICHUIO B JIpyrue
OuOIMOTEKH; yKa3aHue Ha OOOpOTHOM CTOpoHEe l-i yacTu
OnaHka-3aka3za (CTp. 2) NPUYUHBI U JAThl NE€pPEeHANPABICHUS
(wremnens "Her B Oubnuortexke, HeT B OuOIMOTEKaX
ropoja..."); OTMETKH O MPOBEPKE 10 CIIPABOYHBIM H3IaHMSIM,
curiibl  Oubnmotek-hoHAOAEpKATENed 10 CBOJHOMY
KaTajory

OJIMH 3aKa3

2,7

35

OTIIpaBKa aOOHEHTY U3BELICHUSI O NIEPEHAIIPaBICHUHN 3a1poca

OJIHO

1,6




C YKa3aHHeM OMOIMOTEKH, KyJa OH OTIIPaBJICH

HU3BCIICHUC

36

peructpanms 0TKasa B y4eTHBIX (OpMax; OTIpaBKa aODOHEHTY
OyaHka-3aka3za (3-10 4acThb) B cClly4ae HEBO3MOXXHOCTH
BBIMIOJIHEHUSI C OTMETKOH O TpUYMHE OTKa3a B
COOTBETCTBYIOIICH pyOpUKe

OJIMH OTKa3

3,6

37

pHUeM JTIOKYMEHTa, BO3BPAIIEHHOTO a0OHEHTOM; IOJIyUYCHHE
Ha TIOYTE, BCKPBITHE OAaHIEPONH; MPOBEPKA COCTOSHHS
JOKYMEHTa; W3BJICUCHUE OJIaHKa-3aka3a H3 KapTOTCKU
oOciry>)KuBaHMsI a0OHEHTOB, yKa3aHHE Ha HEM JIaThl BO3BpaTa
JOKYMEHTa, TepecCTaHOBKa OJlaHKa-3akaza B  pasjeln
"BosBpariennas auteparypa"

OJIMH JOKYMEHT

3,2

38

obecrieueHWe  KOHTPOJIS 33  CPOKaMH  IOJIb30BaHUS
JOKYMEHTaMH:  BBISBIICHHE  JIOJDKHMKOB,  HalpaBJICHUE
HaIIOMUHAaHUU

OIWH JOKYMCHT

1,6

Brimonaenue padot B AC:

39

dbopmupoBanre  0a3pl  JaHHBIX 00  abOHEHTax  TIO
COOTBETCTBYIOIIEH (opme, BBOA HHPOPMAIMM O HOBOM
aboHEeHTe

OJIH a0OHEHT

5,4

40

MouCK B 0a3e JaHHBIX CBeJA€HMM 00 aOOHMpOBaHUU
OpraHM3alvi; BHECEHNE U3MEHEHUN

OJIH a0OHEHT

3,6

41

BBOJ I/IH(I)OpMaI_[I/II/I O IMpUEMCEC 3aKa30B OT a0OHEHTOB

OJIMH 3aKa3

0,27

42

BBOJ] MH(OpMAIMK O TEpeHanpaBiIeHUHN 3aKasza, BBIBOJ Ha
IIPUHTEP U3BEUICHMSI O IIEpEHANPABICHUH 3aKa3a

OJIMH 3aKa3

1,6

43

BBOJI JJaHHBIX O MOCTAHOBKE 3aKa3a Ha Ouepe/b; COOOIIeHne
aboHEeHTY

OJIMH 3aKa3

1,6




44 | peructpanms BBIITAHHBIX aOOHEHTY JIOKYMEHTOB, | OMH JTOKYMEHT 2,7
MIPOCTABJICHHUE CPOKA BO3BpaTa
45 |ynaneHue U3 MacCHMBa JJAHHBIX O BO3BPAIIEHHOM JOKYMEHTE | OJIMH JOKYMEHT 0,16
46 |obecnieyeHrEe KOHTPOJIA 3a CPOKaMM BO3BpaTa JTOKYMEHTA:| OJMH aOOHEHT 2,7
MOWCK ¥ OTOOP MAaHHBIX B MAMSATH MAIIMHBI O 330JDKHUKAX;
BBIBOJI HYXHOW WH(pOpMAIlMM HA TPUHTEP; pacredyarka
CIIMCKOB C YKa3aHHeM ajpeca aboHeHTa
1.7. MaccoBas pabora
N HaumenoBanue mponecca, onepanun. CoctaB paboThI Ennnnna Hopma
/o U3MepeHus BPEMEHHU,
MMH.
1 2 3 4
[ToaroToBKa MacCOBBIX MEPOIPUATUN
Omnpenenenre TeMbl, COCTaBa ayUTOPUHU, OTBETCTBEHHOTO 32 OIHO
MEpPOIPHUATHE B IICJIOM; COCTABJICHWE IUIaHA ITOJATOTOBKH | MEPOIPHUSATHE

MEPOIPHUATHS, BOMPOCOB UL OOCYXACHUS, MpPUTIIALICHIE
KOHCYJIbTAHTOB, JIEKTOPOB; MOJ0OpPKa JOKYMEHTOB IO TEME
MEpPOTIPUSTHS;  OpraHu3allds  BBICTABKH  JIUTEPATYpHI,
aTpb00MOB; OIOBEIIEHUE YHUTATENIEH O MEPONPUITHH depes3
adumm, myOIMKalMd B TMEYaTH, MO Pajuo, TEICBHUCHUIO;
BBISIBIICHUE BBICTYMAKOIINX;, T€4aTh M PACIpPOCTPaHEHUE
MPUTJIACUTETbHBIX ~ OWUJIETOB; TMOATOTOBKA  IOMEIICHHUS,
MPOBEACHUE COBEMIAHUS TIO0 WTOraM TMOATOTOBKH |
MIPOBEJICHUSI MEPOIPUATHS, OPOPMIICHHE TTPOTOKOIA:

Tabmuua 11



1 |guraTenbckas KOHPEPECHIIH 4900,0
2 |IUTepaTypHO-XYJOXKECTBEHHBI BeYep, BeUep OTpacieBOU 3340,0

KHUTH, JTUCITYT
3 |Bedep BOIIPOCOB U OTBETOB, YCTHBIN KypHAI 2600,0
4 | xmy0 1o uHTEpecam 2600,0
5 |IeTcKuil yTpeHHUK 3900,0
6 |BUKTOpHHA, KOHKYpC, UTPpa-IIyTEeIIeCTBHE 3900,0

Opranu3zaiiys KHHKHBIX BBICTAaBOK

CocraBiieHHe TIaHA OPTaHU3AIUUA U MPOBEJICHUS BBHICTABKU;

BBISIBIICHHE W OTOOp  JOKYMCHTOB, MOJITOTOBKA

COIIPOBOJIUTEIILHON JIOKYMEHTAIIMU K BBICTABKE; CO3JAHHE

XY/I0)KECTBEHHOTO MIPOCKTA; MOHTaX BBICTABKH;

opranmzanusi  UHGOPMAIMOHHO-PEKIAMHOM  paboThl 1O

MOMYJISIPU3AIAH BBICTABKH; MTO/IBEICHUE UTOTOB PabOTHI

Tematuueckue BBICTaBKH OOIIEOMONIMOTEYHOTO MaciTada, | OJHa BhICTaBKa

opraHusyeMble Ha PoHIaxX OMOINOTEKH

KonnuecTBo 3kCnioHaTOB:
7 11-50 560,0
8 |51-100 1120,0
9 |101-200 2240,0

BricTaBKkM 1O OMNpeNeNeHHOW OTpaciu 3HAHUW WU TEME,
OpraHu3yeMble:




Ha (oHae OMOIMOTeKN

OJHa BBICTAaBKa

KonnuecTBO 3KCIIOHATOB:

10 |1-50 310,0
11 |51-100 940,0
12 |101 - 200 1920,0
Ha QoHzae oTaena OJTHA BBICTAaBKa
KonnyecTBo 3KCIIOHATOB:
13 |1-25 180,0
14 126 - 50 360,0
15 |51 - 100 720,0
BeicTaBky,  TMOCBAIICHHBIE JKU3HU M JISATEIBHOCTH | OJTHA BHICTaBKA
BBIJIAIOIINXCS JIFOACH
KonnuecTBo 3KCnIoHaTOB:
16 |1-10 47,0
17 |11-25 110,0
18 |26 - 50 210,0

BricTaBKM Ha MOJIKaX CTELIAXKEN

OJJHa BbBICTaBKa

KonnuecTBO SKCIIOHATOB:

19

1-5

25,0




20 |6-10 44,0
BpIcTaBKM HOBBIX ITOCTYILICHUN OJlHA BBICTABKa
KonnyecTBo 3KCIIOHATOB:

21 |1-25 40,0

22 |26 -50 72,0

23 |51-100 160,0
Pexkniama 6ubnnorexu; paboTa 1o NpUBJICYEHUIO YUTATENEH:

24 |moAroToBKa PEKJIAMHOTO COOOIICHHUS B Ie€4aTh, IO PAJIHO, OJIHA 420,0
TEICBUJICHUIO O pabore OHOIMOTEKH, OCOOSHHOCTSX | MyOIHMKaIus,
(GYHKLIMOHUPOBAHUS pa3InYHbIX M0JIpa3/ieeHui, OJTHO
HOMEHKJIaType YCIIyT, IPeAOCTaBIsAEMBbIX OUOIMOTEKON cooOrieHue

25 |TOJNTrOTOBKA TUTaKaTa O JCATENBHOCTH OuOMMoTekw (BHIOOp| OIWH IIaKaT 210,0
TEMBI, OIpe/IeNICHHE COepKaHUs U (GOPMBI, cljaua B 1e4aTh)

26 |opraHu3anus SKCKypcHM; NpueM U o¢OpMIIEHHE 3asBKH, OJlHa 52,0
YTOYHEHHUE TEMBI IKCKYPCHIA U COCTaBa IKCKYPCAHTOB AKCKYpCHS
BrisBiieHre MOTEHIMATBHBIX TMOTpeOuTeNnelt OMOIMOTEUHO-

MH(POPMALMOHHBIX YCIYT OMOINOTEKH:

27 |mpocMOTp Mpecchl OJINH JOKYMEHT 6,8

28 |mpocMOTp U aHaNU3 JOKYMEHTOB KOHKYPUPYIOIUX (hrupm OJINH JOKYMEHT 52,0

29 |BeneHHE KAPTOTEKH MOTPEOUTEIHCKOTO PhIHKA 0JIHa KapTO4Ka 1,3

30 |BcTpeun ¢ pYKOBOAWTENSIMH  (UPM,  OpTaHU3AIHA, OJTHO 210,0
NPEaIpPUATHI MEpONpUsTHE




31 |[cOop M mMOArOoTOBKAa MaTEpHAIOB Il WH(OPMAIMOHHBIX | OJHUH OYKJIET 7680,0
OykieToB (0OIIMX, 110 OTIEIBHOMY IPOEKTY)

32 |pa3paboTka au3aiiHa U MakeTa HHPOPMAIIMOHHBIX OyKJIETOB OJIUH OYKJIET 14400,0

33 |o0Oecrnieuenune KOHTPOJIS KayecTBa TOTOBBIX | OJIMH OYyKJIET 20,0
MH(POPMALMOHHBIX OYKJIETOB

34 |monOop CyBEeHUPHOU MTPOIYKITHH OJTHO 1440,0
MEPOIPHUATHE
35 | moAroToBKa pa3IaToOYHBIX MAaTEPHAIOB MEPOTIPUSTHS OJIHO 480,0
MEPOIPUATHE
[Tpumeuanue:

- BpeMsl OpraHMU3alK BHICTABOK JINTEPATYPHI, IPOBEIEHNE MACCOBBIX MEPOIIPUATHI U SKCKYPCUI B HOPMY BPEMEHU HE BXOJMT;
- K HOPMaM BpEMEHM IPUMEHSIOTCS MOBBILIAONINE KO3((UIUEHTHI: IpU OpraHu3ally BbIE3JHOM BBICTaBKM - 1,1; MpH SKCIOHUPOBAHMM Ha
BBICTABKE JINTEPATyphl HA MHOCTPAHHBIX SI3BIKAX - 1,6, pu paboTe ¢ JOKyMeHTaMu Ha si3bikax Asuu u Adpukn - 2,0.

1.8. CnipaBounas u uHbOpMaIMOHHAs padoTa

Tabmmma 12
N Haumenosanue nporiecca, onepanun. CoctaB paboThI Enunnuna Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4

VY4er noCTynMBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOYEK)

CyMMapHbIil y4eT KapTO4yeK B JKypHaje IOCTYIUIEHHMM M| OJHa mapTHs
BBIOBITHS B PETMCTPAIL[MOHHBIX KAPTOTEKAX




Ywucno IMOCTYIIHMBIIUX KAPTOYCK:

1 (1-110 19,0
2 [111-220 63,0
3 221 -600 160,0
4 |BbIsIBIICHHE HEBLINOJHEHHBLIX 3aKa30B;, COCTAaBJIEHHE 3asgBKH | OIUH 3aKa3 4.5

Ha HEBBLINOJIHEHHEIE 3aKa3bl

Opranmsanus CrHpaBoyHO-OMOIMOTpaduUecKoro ammapara

(CBA)

[TpocMoTp u 0TOOP AOKYMEHTOB M3 TEKYIIUX MMOCTYIICHHMA

s BmroueHuss B CBA, B ToMm uuclie KpaeBeayecKui

KaTaJjor:
5 |kHura OJlHA KHUTA 3,2
6 |cOopHHK OJIHA CTaTbhs 2,7
7 | XKypHal OJIHA CTaThs 2,7
8 |rasera OJIHA CTaThs 1,6
9 |6ubnmorpaduueckoe mocodue OJIHA 3aIUCh 0,5
10 |nmeromuch KHMKHBIX, )KYPHAIBHBIX U Ta3€THBIX CTaTel OJIHA 3aITMCh 0,83
11 | mpukHWKHBINA OUOIHMOrpaduIecKuil CIIMCOK 0JIHA 3aIUCh 0,5

Cocrasnenue 6ubnarorpaduyeckoit 3anucu

OJIHa 3aI1icChb

KonuuecTBo 351eMeHTOB OMOIMOTpaPUIECcKOM 3aMnucu:




12 (1-4 3,2
13 |5-6 0,5
14 |7-9 6,0

CocraBiieHUe aHHOTAIMH, U3yYCHHE JOKYMEHTA, HAIMCAHHE OJlHa

TeKcTa: aHHOTaLUs
15 |aHHOTHUpPOBAaHKME KHUT 260,0
16 |aHHOTHpOBaHME CTATCH 156,0
17 |ananuTudeckass POCIUCH KYPHAIBHBIX, Ta3€THBIX CTaTeM,|OJUH JTOKYMEHT 3,8

cOOpHHUKOB, OMOIUOTrpadrUecKUX MOCOOUii: 03HAKOMIICHHUE C

CONIEpP’)KAaHUEM  W3/IaHWS; COCTaBJICHHE AaHAJIUTUYECKOU

pocrcu

[IpocMoTp mocTynuBHIMX HHGOPMALMOHHBIX (BTOPUYHBIX)

JOKYMEHTOB M uX 0TOOp /i BKitoueHus B CBA (mepBuUHBIM

oT0op)

[IpocMoTp wuHGMOpPMAaIMOHHOTO W3AaHUA (B TOM YHCIE | OJHA KapTOYKa

KapTOYKH) U OTOOP M3 HHUX JOKYMEHTOB JUISI BKJIIOUCHHS B

CBA; cucrematuzanus KapTOYeK MO THUIIAM KaTajioroB H

KapTOTEK; MPOBEPKA HHJCKCOB; PACCTAHOBKA KAPTOYKHU

Hucno kapTroyek:
18 [1-10 18,0
19 (11 -100 165,0
20 |101 - 300 490,0

[Tpocmotp u oT60p Kaptouek B CBA ¢ menbro U3bITHS WU




nepemMenieHus (BTOpUYHbIN 0TOOD):

21

U3BATHE U3 KAaTAJIOTOB U KapTOTEK KaPTOYEK Ha TOKYMEHTHI,
cnMcaHHble U3 (OHOA;  IPOCMOTP  KpaeBeT4YECKHUX,
oubmuorpaduyecknx ©  (pakrorpaguuUEcKux  KapTOTEK,
U3BATHE U3 HUX KapTO4YeK Ha JOKYMEHTBI, IOTEpsBILUE
[IEHHOCTh, IEPEBEIACHUE KapTOUEK B apXWUBHBIC KAPTOTECKH
(YHHUTOXEHME); BHECEHHE OTMETKUM B JKypHajle ydyeTra Hu
PEruCTPallMOHHOM KapTOTEKE

0JIHa KapTO4Ka

1,5

Opranuzanusi T'eHEpaJIbHOIO CHUCTEMAaTHYECKOro KaTajora
(I'CK):

22

IPOCMOTPp U OTOOp JOKyMeHTOB s BkitoueHus B ['CK;
odopmiteHrEe KapToUYeK

OJIMH JOKYMEHT

2,7

23

HaIlmMCaHUC U PACCTaHOBKA PA3ACIUTCIIA

OJIUH
pa3aenuTeNnb

1,7

Penaxtuposanne I'CK:

24

uckmouenne n3 ['CK kapTouek Ha TOKYMEHTHI, yCTapEBLIMX
WIK HENpPOPWIbHBIX, MEPEBEIECHUE UX B apXHUBHYIO YacTb
(u3BATHE); NeTanu3alus pa3ienoB

OHa KapTO4YKa

1,5

25

HalmMCaHUEC HOBBIX pa3z[eJ1HTeneI71

OJIUH
pasaenuTenb

1,4

OpraHH3au1/151 KapTOTCKU HCpCOHaHHﬁZ

26

ONIPEIECNIEHUE U COCTABIEHHE IIEPEUHs JIML, CBEIEHUS O
KOTOpPBIX  OTpaXkaloTcs B KapTOTEKe,  IMPOCMOTP
MH(OPMAIMOHHBIX U3aHUHN, IEPBUYHBIX TOKYMEHTOB; OTOOD
JIOKYMEHTOB JUJISl BKJIFOUEHHSI B KAPTOTEKY

OJIUH IOKYMEHT

1,5




27 | TexHUYECKas M coJepiKaTesbHas 00paboTKa JTOKYMEHTOB JUIs | OAMH JOKYMEHT 2,7
BKIIFOUEHUSI B KApTOTEKYy; pacCTaHOBKAa KapTOYEK IIO
andaBuTy haMUIHIl aBTOPOB U 110 BUJAM JIOKYMEHTOB
28 |HamMCcaHHWE U PACCTAHOBKA pa3/IeIUTENCH OJIMH 1,4
pasenuTeb
Opranuzanus ¢akrorpapudeckoii kaproreku (PK):
29 |ompeneneHue mpeaMeTa, 0ObEKTa M OCHOBHBIX MPU3HAKOB | OJUH JIOKYMEHT 2,7
g orpaxkeHuss B @K; npocMOTp TOKYMEHTOB M OTOOp IS
BkimoueHuss B DK, 3aHeceHne OTOOpaHHBIX CBEICHUH Ha
KapTel ~ WHOOPMAIIMOHHOTO  MAacCuBa C  BHECCHHEM
COOTBETCTBYIOIIMX OTMETOK B  IOMCKOBBI  MacCUB
(bakrorpaduIecKoil KapTOTESKH
30 |pemaxtupoBanne DK; mpoBepka NpaBUIHLHOCTH BHECCHUS | OJUH JIOKYMCHT 1,6
CBEICHMI U yKa3aHU# 00 UCTOYHHKAX WH(OpMAIUH
31 |HammcaHMe U pacCTaHOBKA pa3/ieiuTenei OJINH 1,4
pasaenuTenhb
Opranu3zanys TeMaTHYECKHUX TAOK ra3eTHBIX BBIPE3OK:
32 |mpocMOTp ra3eTHHIX BBIPE30K, CHCTEMAaTH3AIMS UX OJIHa BbIpe3Ka 2,5
33 |odopmiieHHEe BBIPE30K M XpaHEHUS B TEMaTHYECKHX | OJHA BBIpE3Ka 3,2

MnmamnkKax; KpaTKO€ OIMMCAHUC HCTOYHHWKA, HAKJICHMBAHUC Ha
KapTO4YKH




1.8.1. CnpaBouno-Oubmmorpagpuyeckoe 006cayKMBaHUE

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m U3MepeHus BPEMEHH,
MUH.
1 2 3 4
[Tpuem 6mbIMOrpaduecKux 3ampocoB:
1 |npuem OubIMOrpaduueckoro 3ampoca; YTOYHEHHE TEMBI, | OIMH 3ampoc 0,43
[IEJICBOTO W YUTATCIbCKOTO  HA3HAYCHHS,  TOJHOTHI
HMCTOYHUKOB, TUIIOB, BHJOB M XPOHOJIOTUYECKUX PaMOK
3aIpocoB
BrinosiHeHue cripaBok
BrinonHenne TemMaTHYECKOW CHpaBKH; TOMCK W OTOOp| OJlHA CIipaBKa
JIOKYMEHTOB; COCTaBJIeHHE OMOIMOTpaduueckoro OnucaHus
[TuceMeHHO; KOMTMYECTBO HCTOYHHUKOB:
2 |1 3,0
3 12-5 15,0
4 16-10 30,0
VCTHO; KOTUUECTBO UCTOUYHHKOB:
5|1 2,0
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Brimonaenune aapecHo-Oombmmorpaduueckoil  CIpaBKH;
YCTaHOBJICHHE HAIMYUS WIH MECTa HAXOXICHHS JOKyMEHTA
WJIU €T0 YacTH B oHAe OMOIMOTEeKH

HI/ICBMGHHO; KOJIMYCCTBO HCTOYHHUKOB:

6 |1 2,0

7 12-5 12,0

8 |6-10 24,0
VCTHO; KOTUYECTBO UCTOUYHHKOB:

9 |1 15
Breimonnenue yrouHstomieit Oubnuorpadudeckoll CHpaBKH,| OIHA CIIpaBKa
yCcTaHaBNUBaOmell W (WIM) YTOYHSIOHIEH  AJIEMEHTHI
O6ubaMorpaduuecKoro OMUCcaHus, KOTOpblE OTCYTCTBYIOT HJIN
HCKa)XEHBI B 3aMPOCE YUTATENS
[TnchMeHHO; KOTUYECTBO HCTOYHHUKOB:

10 |1 2,7

11 |2-5 14,0

12 |6-10 27,0
VCTHO; KOTUUECTBO UCTOUYHHUKOB:

13 |1 1,6
Brimonaenue (akrorpapuyeckoit CIIPaBKH, | OJHA CIIpaBKa

YCTaHaBHHBaIOIHeﬁ KOHKPETHBIC CBCACHUA O TCX WM HHBIX
O6’BCKTaX, CO6BITI/I$[X, nmpouneccax, aarax




HI/ICBMCHHO; KOJIMYECTBO HCTOYHUKOB.

14 |1 2,7
15 |2-5 13,5
16 6 = 10 2’7
VY cTHO; KOTHYECTBO UCTOUYHUKOB:
17 |1 1,6
Koncynbramnus y CIpaBOYHO-OMOIMOrpaduIecKoro
anmapara:
18 |mpoBenenme Oeceapl O CO3MAHUM W HCIIOJIB30BAHHUU 0/IHa 4,2
CIPaBOYHOI'O ammapara, o MeToJuke OuOiIuorpaguueckoro| KOHCYIbTALUA
MIOUCKA
Benenne ¢poHa BBITIOTHEHHBIX CIIPABOK:
19 |orOGop cmpaBku IS (QOHIA, PA3IOKEHHWE II0 TAlKaM | OJ(HA CIpaBKa 4,2
(xoHBepTaM); oopMIIEeHHE CIIPABKH
20 |cocraBneHHe KapTOUKH JJIi apXUBA; yKa3aHHE MOPSAIKOBOIO | OJIHA KapTOUKa 2,7
HOMEpa, TEMBI, JaThl BBIAYM;, IIOCTAHOBKA KapTOYKH B
KapTOTEKY apXHBa BHIMOJIHEHHBIX CIIPABOK
Pabotsl B pexxume AC:
21 |popmupoBanue I'CK; BBOX B 0a3zy JaHHBIX aHAJMTUYECKOH | OJIHA KapTOUKa 2,0
POCIUCH Ta3eTHO-)KYypPHAIBHBIX CTaTel, COOPHUKOB
22 |mouck u oTOop OMOIMOrpadUIecKUX 3aMuceil Mo YCIOBHSIM | OJTHA KapTO4YKa 2,7
23 |BbIBOI Ha OKpaH OuOnuorpadguueckoi 3amuCcH WM | OJIHA KapTO4Ka 1,6




OTACIBHBIX U3 HEC CBeﬂeHHﬁ; paciicuaTka

1.8.2. bubmumorpaduyeckoe napopmupoBanue

N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
/o U3MepeHus BPEMEHHU,
MUH.

1 2 3 4
BersBiienne nH(OpMaMoHHBIX MOTPEOHOCTEN CHEUaIUCTOB
METOZOM aHKETUPOBAHUS:

1 |ompeneneHne KOHTHHTEHTa mOTpeOuTENel WHpOpManuy; OJIMH 34,0
pa3paboTka 3asBOK Ui OIpeJeNeHuss HH(POPMALMOHHBIX | TOTPEOHUTENb
nmoTpeOHOCTEN (3ampocoB); pacchUIka (pacmpocTpaHEHHE)
3a8BOK; OOpabOTKa IOJy4YEeHHBIX 3asiBOK; COCTaBJICHHME Ha
0a3e TONYYCHHBIX JAaHHBIX KApTOTEKM KOHTHHTEHTA
notpebuteneit uHopManuMu M UX HMHYOPMAIMOHHBIX
notpeOHocTeH (3a1poCcoB)

BrisiBnenre HHPOPMAIIMOHHBIX MOTPEOHOCTEN CHEMATUCTOB
Ha OCHOBE aHaJIM3a IJIAHOBO-OTYETHOM TOKYMEHTAIUU:

2 |orOop, W3yYeHHE, AaHAIM3  OTYETHBIX JOKYMEHTOB; | OJJUH OTYECTHHII 24,0
dbopMHpOBaHHE TEMAaTHUKH CIPABOYHO-UHPOPMAIMOHHOTO |  JOKYMEHT
00CITy>)KUBaHHSI B Pa3HBIX PeKUMax

3 |pacmpeneneHre TeMaTHYECKUX pPYOpHK WH(GOPMAIMOHHBIX | OJHA pyOpHKa 2,7

MOTpEeOHOCTEH TO TMOApa3JeNieHUsIM, y4YacCTBYIOIIUM B
CIIPaBOYHO-UH(OPMAITMOHHOM OOCITYKUBAaHUN
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3akiroueHre ¢ aODOHEHTaMU JOroBOpa Ha MH(POPMAIHOHHOES
o0cCITyKHBaHUE:

aHaJl3 JAHHBIX O 3aWHTEPECOBAHHOCTH AaOOHEHTOB B
MH(POPMALIMOHHOM 00CIyKUBaHUU u pexuMax
n30UpaTEeIbHOTO PACHpPOCTPAHEHUSI U PETPOCHEKTUBHOTO
IIOMCKA; 3aKIII0OYEHHE U IEPECMOTP JA0I0OBOPa

OJIUH JIOTOBOP

2300,0

®opmupoBaHue ceTH aOOHEHTOB CHCTEMbI M30MPATENbHOIO
pactpoctpanenus napopmanuu (MPN):

OnpCACICHUC KOHTHUHI'CHTA A0OHEHTOB CHCTEMEI I/IPI/I,
BBISIBJICHHUEC THITOBBIX n HHAUBUAYAJIbHBIX 3a1poCoB
a6OHeHTOB; HU3YyUCHUC, KJ'IaCCI/I(bI/IKaI_II/IH, HHACKCHUPOBAHUC
3alpoCoB; BBCACHUC [OaHHBIX O 3alpocax B aJpCCHYIO
KapTOTCKY

OJIUH a0OOHEHT

34,0

IloaroroBka curHajJbLHOTO OITOBelleHNd B cucteme UPU

BeisBiienue, nmpocMoTp U O0TOOp MaTepHalOB M3 TEKYIIHUX
MOCTYIUIEHUH; pacnpezieieHne OTOOpaHHBIX MaTepUaIOB U3
TEKYIUX MOCTYIUIEHNH 10 abOHEHTaM

OJHO
OITOBCIIICHUEC

Komunuecto IMPOCMOTPECHHBIX JOKYMCHTOB!:

1-2

3,0

3-4

12,0

5-10

32,0

[ToaroroBka mMoAOOPOK CHUTHAIBHBIX OMOBEIICHUI B CUCTEME
nPUu

3amoHeHHE OnaHka-3akasa Ha TUPAKUPOBAHUC,

OJHO




perucTpaluio MMOCTYIIUBIIUX KOHHﬁ, IIPOBEpKa X Ka4€CTBa U
OK3CMILIAPHOCTH, 3aIIOJJTHCHHUEC COHpOBOI[HTCJIBHOfI
AOKYMCHTAallUH

OITIOBCIIICHUEC

KosmuecTBo 3anpocos:

9 |1-2 14,0
10 |3-4 17,0
11 |5-7 21,0
12 |8-10 25,0
IIpocMoTp 1 0TOOpP NOKyMEHTOB 11 BBoJa B AC
[IpocMoTp MaccuBa TMOCTYNUBLIMX JTOKYMEHTOB; OTOOp | OIMH JOKYMEHT
JOKYMEHTOB COOTBETCTBYIOIIEH TEMAaTUKH U BBE/ICHUE B 0a3y
naHHbIx AC
OT100p NMEepBUYHBIX TOKYMEHTOB:
13 [1-50 290,0
OT100p BTOPUUYHBIX JOKYMEHTOB:
14 [1-50 110,0
15 |moaroroBka KapTo4ku ajis pabouux kaprorek P OJIHO OIHUCaHUE 2,7
16 |moxroroBka TpadaperoB ¢ kaproukamu HWPW  nns | onun Tpadaper 1,4
TUPAKUPOBAHUS
KoppekTrpoBKa BBIXOIHBIX Ta0yIsrpaMM:
17 |ocHOBHOI psif OJIHA 3aIIUCh 2,7




18 |BcroMorarenbHbBIN yKa3aTelb OJIHA 3aIIUCh 1,6
19 |penaktupoBaHHE BBIXOAHBIX TalOynsrpamMMm U OGOpPMIIEHHE | OJIHA 3aIKCh 4,2
JIOKYMEHTOB
20 |pa3pe3ska, pacreyaTka MmoJ00OpOK Ha OTACIbHBIC OIMCAHMS OJIHO OIMCaHUE 1,6
KoppektupoBka cucrembr MPU mo pesynapraram aHaimsa
KapT 00paTHOM CBsI3U
OOpaboTka W aHAIM3 KapThl OOpaTHOW CBS3W; BHECCHHWE| OJHA KapTa
OLICHKH CUTHAJIbHOTO OIOBEIIEHUS B YYETHYIO KapTy
aboHEHTa; KOPPEKTUPOBKA CUCTEMBI Ha OCHOBE aHAJIM3a KapT
o0paTHO# CBsI3H
KonuuectBo kaprt:
21 |1-7 70,0
22 18-10 75,0
23 |11-15 80,0
24 116 - 20 85,0
Brimaua 10KyMEHTOB 10 3ampocCy:
25 |BbIsSBICHHE W OTOOp JOKYMEHTOB (WM3MaHHWs) 1O 3arpocy B |OJWH JOKYMEHT 1,4
CIpaBOYHO-MH(POPMAITMOHHOM (poHIe, opopmileHHEe BbIIAUU
JOKYMEHTOB B YCTAaHOBJICHHOM ITOPSIJIKE
['pynnoBoe Oubnuorpapuyeckoe nHGOPMHUPOBAHHE:
26 | popmupoBaHHUE cocTaBa IPyIIbl ADOHEHTOB OJIH a0OHEHT 720,0
27 |yTOYHEHHE TEeMbI, COTJIACOBAHME UCTOYHUKOB MH(OpMAlWH,| OJHA TeMa 3,6




BHUAOB TOKYMCHTOB

28

COCTaBJICHUE PETUCTPALIMOHHON KapTOUKH

0JIHa KapTO4Ka

1,6

[Tonbopka MOKyMEHTOB Juii WH(GOpPMAIMU; COCTaBJICHUE M
HaIKMCAaHUE OIOBEIICHHS; OTIPABKa OIOBEIICHUS; 3aIKCh B
KapTOUYKH MH(OPMAIINY; aHAIA3 KapThl 00OPaTHOU CBS3U

0JIHa KapTO4Ka

IIceMEHHO; KOTUYECTBO U3TaHUM:

29

1-5

12,0

30

6-10

24,0

VY CTHO; KOITUYECTBO U3JaHUM:

31

1-5

12,0

OnepatuBHOE HH(OPMUPOBAHKE TIO 3aIPOCY:

32

¢dopmupoBaHue ceTH aOOHEHTOB, BBIABICHHWE THUIOBBIX WU
WHIUBUAYAJIBHBIX 3alIpOCOB OTpedUTENe

OJIUH a0OHEHT

4.4

33

HU3YUCHHUC, Knaccn(bm(aupm 3aIIpoCoOB; BBCIACHUC OJAHHBIX O
3aIpocax B aApCCHYIO KapTOTCKY

OJTUH 3a1poc

6,3

Hammcanue O630p0B H CIIPpaBOK

BeusiBienne u oTOOp HMCTOYHMKOB; 00paboTKa W aHaANW3
OTOOpAaHHBIX JOKYMEHTOB; HAallMCaHME TEKCTa 0030pa
(cripaBKM); MOATOTOBKA PYKOIIUCH K NI€YaTH

OJIMH
ABTOPCKUH
(aBT.) TUCT

00630p (crpaBka) MO MEPBUYHBIM HCTOYHHUKAM:

34

Ha PYCCKOM SI3BIKE

5400,0




35 | Ha HHOCTPaHHOM SI3bIKE 7200,0
36 |00630p (cnpaBka) MO BTOPUYHBIM HCTOUHUKAM 4100,0

Opranuzaiis ¥ MPOBEIEHUE YCTHBIX OMOIMOTpadUIecKuX

0030pOB HOBBIX MOCTYIIJICHUI

OT16op HOBBIX MOCTYIUIGHUH 10 3apaHee OOBSBIECHHOW | OIUH 0030p

TEMaTUKe; CHCTEMaTH3allisg HCTOYHUKOB TI0  TEMaw,

MIPOCMOTP u aHaIu3 JIOKYMEHTOB; non0opka

Ooubnmorpaduueckux  ONMHMCAaHWN, KpPAaTKUX  AHHOTAIIHUH,

pedeparoB Ha OTOOpaHHBIE HWCTOYHUKH; MOATOTOBKA

pykorucu 6ubarorpaduaeckoro 063opa

KonmaecTBo MpoCMOTPEHHBIX U OTOOpPaHHBIX IOKyMEHTOB:
37 |1-10 400,0
38 [11-25 450,0
39 |26 -55 500,0
40 |56 - 140 600,0

[ToaroroBka OrossIeTEeHs! HOBBIX MOCTYIUICHUN

YTouneHue (omnpeneneHne) TEMATHUECKUX TPaHUI] TIOUCKA U OJlHa

orOopa JOKYMEHTOB; CO3/laHH€ pyOpukaTopa OrJuUieTeHs;| OrJIeTeHb

BBISIBJICHHE W OTOOp JOKYMEHTOB B MACCHUBE TEKYIIUX

MOCTYIJIEHUA  WCTOYHMKOB  MHGOpMaIMu;  moadopka

aHHOTaIuH, pedepaToB, UX CUCTEMATHU3AIIH

KonruecTBo MpoCMOTPEHHBIX JOKYMEHTOB:
41 |1-37 60,0




42

38 - 60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranu3zanus u nposeacaue "JHs nadopmanun':

46

OINpENICICHUEe TEMBbI, COCTAaBJICHHE IUIaHA IPOBEICHHUS;
BBISIBJICHUE M JIOCTaBKa JOKYMEHTOB M3 COOTBETCTBYIOIINX
noApazieieHnid  OMOMMOTEKH; TPOCMOTp U OTOOp
JTOKYMEHTOB; NPUIJALICHUE CIEIUAINCTOB-KOHCYIbTaHTOB;
IIOATrOTOBKA BBICTaBKH JIUTCPATYPHhI; OITOBCIIICHHUEC
3aMHTEPECOBAHHBIX  OpraHM3alMii ¥ CHENHAIUCTOB,
O(i)OpMJIeHI/Ie BBICTAaBKHM, HAIIHMCAHUEC KpPATKHUX aHHOTaHHﬁ;
opraHuzanus cOopa 3asgBOK Ha JOKYMEHTBbI, MX BblJaua,
KOHCYJbTUPOBaHUE, €XKYpCTBO OUOIHorpadoB; NpoBeaeHe
aHaJIM3a MEPOIPUATHUS

OJTHO
MEpPOIPUITHE

640,0

Opranmzanus u noaroroBka "JlHs OubGnuorpacpuun", "JHs
nocodus":

47

YTOUHEHUE TEMBI; COCTaBICHHE IUIaHA; O(OpMIIEHUE
BBICTaBKU-TIPOCMOTpA; MOJATOTOBKAa 0030pa; IOArOTOBKA
KOHCYJIbTAallMM; COCTaBJICHHE M HaIlMCaHUE OOBSIBICHMUS,
COCTaBJICHHE M HAIMCAaHUE IPUITIACUTEIBHBIX IUCEM, HX
pacchUIKa; IpUIJIAllleHue 3aUHTEPECOBAHHBIX JIUI IO PajaHo,
1o Tesieony, TMYHO

OJTHO
MEPOIPUATHE

1940,0

Opranmzanus u poseaenue "JlHs cneruanucra"

Omnpenenenne TEMBI "THst crienpanucra' c
3aMHTEPECOBAHHBIMH OpPTraHU3AIMSIMH, (HOPMBI TPOBEACHHUS

OJTHO
MEpONpUsTHE




(cranroHapHasi, BbIC3/IHAs), OTBETCTBEHHOTO 3a
MEpOTIPUATHE B LIEJIOM; COCTaBJICHHE IIaHA MEPOIPUSTHS,
nporpaMMbl  TIOMCKa H  OTOOpa  WH(OPMAIMOHHBIX
MaTCpHraJioB; IIOAr0OTOBKA OTKPBITBIX IIpoOCMOTpPOB n
TEMATUYECKHX BBICTABOK JIMTEPATYPHl 1O CIEIUAIBHOCTH,
oubmmorpaduueckue 0030phI; 3aKa3 JICKIHH, KHHOPHIEMA;
OTIOBEIIEHHE 3aMHTEPECOBAHHBIX OpraHU3alnii; 0QOpMIICHHE
BBICTaBKH;  OpraHMW3alus  JeXypcTBa  OuOimorpados,
KOHCYJIbTAaHTOB-CIICIIUAINCTOB; oOecriedyeHUe  BbIJIAYU
W3JaHUM WJIA KX KOIMH BO BpeMs MEpPONPUATHUS WU
HETOCPEJCTBEHHO TI0CJIE€ HEro; JEMOHCTPAlUsl BBICTABKH,
aHayu3 pe3ynpratoB "JlHs cnienuanucra”

Uucio conyTCTBYIOMUX MEPOIIPUATHIA:

48 |1-2 1940,0
49 13-4 2600,0
50 |[5-6 3500,0
51 |7-8 4600,0




[Mpumeuanue: Bpemst nposenenus "J{us nadopmanuun”, "JIusa cnenuanucra', "/{as 6ubnauorpadun" B HOpMy BpeMEHH HE BXOJIUT.

1.8.3. Undpopmannonnas padora

n/a

HaumenoBanue nporecca, onepanun. CoctaB paboThl

Ennnuna
HU3MEpEHUs

Hopma
BPEMEHH,
MUH.

2

4

[ToaroroBka nmomymsipHbIX OMOIUOTpaduUecKuX NocoOuit

BbiOop Tembl mMOCOOUs; BBISBICHHE M OTOOP JOKYMEHTOB,
dbopMUpOBaHHE  pa3[eNOB  IMOCOOUS;  aHHOTHPOBAHHE
JOKYMEHTOB; moa0opka ¢akTorpauuyeckoro marepuania,
WILTIOCTPAITHIA; HanHCaHue TEKCTa; COCTaBIJICHUE
BCIIOMOTATENbHBIX yKazaTeneii; KOHCYJIbTaI[H y
CHEIMAMCTOB Ha Pa3IMYHBIX 3Tanax padoThl; 00CyXIeHHE
PYKOTIHCH Ha 3acelaHuu Hay4YHO-METOANYECKOTO
(pemakIMOHHOT0)  COBETa; J0pabOTKa PYKOMUCH  TIO
3aMe4yaHMsIM; c/lada PYKOIHMCH B MeYaTh:

COCTaBJIEHHE MOMYJIsIpHOro OMOIUOrpauIeckoro ykasaress,
MyTE€BOJUTENS, CIPABOYHHKA

OJWH aBT. JIUCT

13500,0

MIOATOTOBKA KOMMEHTAPUEB, IPUMEYaHUN  MOIYJSIPHO-
MIPOCBETUTENBHOTO XapaKTepa, He TPEOYIOMUX CIIeIUaTbHBIX
HUCCIIeJOBAaHUN

OJWH aBT. JIUCT

5400,0

IoAT0OTOBKA KOMMCHTAapPUCB, HpI/IMeanI/Iﬁ HAay4YHO-
HCCIICAO0BATCIILCKOI'O XapaKTepa

OJWH aBT. JIUCT

10800,0
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[ToAroToBKa PETPOCICKTUBHBIX HAYYHO-BCIOMOTaTEIbHBIX
oubnuorpaduyeckux ykasareneu:

BBIOOp TEMBI; CO3/IaHUE aBTOPCKOTO KOJUICKTHBA; pa3paboTka
WHCTPYKTHBHO-METOJIMYECKIE MAaTepUalioB; BBIBICHUE U
oTOOp JOKYMEHTOB; pabora Hang Oubauorpaduueckoi
3aIHChIO; aHHOTUPOBAHUE; oubnuorpaduyeckas
IPYIITUPOBKA; COCTABICHUE BCIOMOTATENLHBIX yKa3aTeleH;
00CyXIIEeHHEe DPYKOIHMCH YyKa3aTellsi Ha 3aceJaHuHd HaydHO-
METOAMYECKOr0 (PEJaKIMOHHOTO) COBETa; J0padoTKa 10
3aMEYaHusM; cJada pPYKOINUCH B I€4YaTh, COCTABIICHHE
OoubrorpadguuecKkoro ykasarels 1Mo aKTyaJbHOW TEMAaTHKE C
XPOHOJIOTUYECKMM OXBaToM OT 2-X JI0 5-TH JIeT |
AQHHOTAIIUSMH, MMOSICHSIONUMH HA3BaHUS

OJHH aBT. JIUCT

9720,0

CocraBnenue o6ubarorpapuyeckoro yKazarens o
KOMIUIEKCHBIM U MEXKOTpPACIEBbIM MpobdiieMaM 00Iero u
PETHOHAIBHOTO COEPKAHUS C XPOHOJIOTHYECKHM OXBaTOM |
- 2 TO/1a, C aHHOTAIUSMHU, MTOSICHSIONUMH Ha3BAHUS:

Ha PYCCKOM SI3bIKE

9720,0

¢ BxioueHueM ot 30% mo 40% oObema myONHMKanuii Ha
WHOCTPaHHBIX SI3bIKAX

11000,0

COCTaBJIEHME  AaHHOTHPOBAaHHOrO  OuOIMOrpaduueckoro
yKasaress MHOT'OOTPACIEBOTO COZIepPIKaHUS C
XpoHosornyeckuM oxaroM 1o 100 nmer wu  Ooree,
TPeOYIOIIETo CIUIONIHOTO MPOCMOTPa JOKYMEHTOB, CIIOKHBIX
O6ubnuorpaduyeckux pasbICKaHUH, ydeTa BCeX Mepen3JaHui
MyOJIMKAUK ¥ X XapaKTEPUCTHKH ITyTeM CIIMYCHHUST TEKCTOB

OJWH aBT. JIUCT

18800,0

[ToaroroBka aHaMUTUYECKOTO 0030pa




BeisiBiieHne u 0T0Op JAOKYMEHTOB Ut 0030pa; MOArOTOBKA
pyOpukaropa mpeamera o0030pa; H3yuYeHHE M OIICHKA
JIOKYMEHTOB; CHCTEMAaTH3allis MaTepuaia;, COCTaBJICHHUEC
TEKCTa aHAIUTHYECKOro 0030pa; 0OCYXIEHHE PYKOIMCH Ha
3aCelaHUi  HAyYHO-METOHYECKOrOo (peIaKIOHHOTO)
coBera, JopaboTka 0030pa Mo 3aMedaHusIM; Clada B Ne4aTh:

OJHH aBT. JIUCT

8 |mo pycckuM nepBUYHBIM UCTOYHUKAM 9720,0
9 |mo cMenaHHBIM MEPBUYHBIM UCTOYHHKAM 10800,0
10 | mo MHOCTpaHHBIM MIEPBUYHBIM UCTOYHHKAM 12400,0

[ToaroToBka aHAMTHYECKOM CIIPABKH:
11 |BeisiBieHue u OTOOp MJOKYMEHTOB /i AHAJUTUYECKOH | OJIMH aBT. JIUCT 5200,0

CIPaBKH, U3YYCHUE, aHATHN3, OICHKA U CHCTEMAaTH3alUs HX;

COCTaBJICHHE TEKCTa CIIPABKU

[ToaroroBka pedepatuBHOrO 0030pa

BroisiBnenne u  oTOOp JOKYMEHTOB i pedepaTHBHOTO | OAMH aBT. JIUCT

o030pa, Wu3y4YeHHWEe W aHaIM3 WX, pedepupoBaHUe

HUCTOYHUKOB;  CHUCTEMAaTH3alUsi  TEKCTOB  aHHOTAIIWA;

COCTaBJICHHE TeKCcTa pedepaTUBHOTO 0030pa; OOCYXKIECHHE

o030pa Ha 3aceaHu HAyYHO-METOJAUYECKOTO

(pemakiimoHHOTO)  coBeTa;  JgopaboTka  0030pa 1O

3aMeuyaHUsIM; c/laya B MeYaTh:
12 |mo pyccKuM HCTOYHUKAM 5200,0
13 |10 cMeIaHHBIM HCTOYHUKAM 6480,0
14 | 1o uHOCTpaHHBIM UCTOYHHKAM 7300,0




Cocrasnenue sxcnpecc-uHpopMauu:

15 |BbiBeHME M OTOOp MaTepuana Mo TeMe, CUCTeMAaTH3allus | OAMH aBT. JIHCT 3840,0
€ro U NOJTrOTOBKA JJIs TIeYaTh
CocraBnenue OuOnHoOrpaduyYecKOl 3amucH, AaHHOTAIIWH,
pedepara
CocraBiienne OubmUorpadguueckoi 3amuMcu: W3YYCHHE W | OJIHA 3aIHCh
aHaIM3 JIOKYMEHTA, COCTaBJICHHUE 3aroJiOBKa OIMCAHMS,
MPOBEpPKa 3aMMCH, BHECEHHE UCTIPABICHUI
KonuuecTBo 351eMeHTOB OMOIMOTpaPUIecKOro OMUCaHUS:
16 |1-4 3,2
17 |5-6 54
18 |7-9 6,4
CocraBieHrne aHHOTALUMM; M3YYEHHUE U AHAIU3 JIOKYMEHTA, OJHa
HaNMCaHUe TeKCTa aHHOTAIIHH: AQHHOTAITHSI
19 |anHOTMpOBaHME KHUT 270,0
20 |aHHOTHpOBAHHE CTATCH 160,0
21 |cocraBienue pedepara: M3ydeHUE W aHAIW3 JOKYMEHTA, Ha | OJUH aBT. JIUCT 5920,0
KOTOpBI  cocTaBisieTcsi pedepaT; HaANMCaHUE TEKCTa;
BHECEHME HCIPABICHUN
AHamuTHUECKas POCIUCH KypHAIBHBIX, Ta3eTHBIX CTaTei,
cOOpHUKOB, OMOIMOTrpaguUecKuX NOCOOuit:
22 |03HaKOMJIEHHE C COJIep)KaHMEeM M3/1aHus; COCTaBJCHUE| OJIHA CTaThs 3,6

AHAJIUTUYCCKOI'O OIMMCAaHUs Ha CTAaThIO




[Tognepxka calitTa OMOIMOTEKH M OTJAEIBHBIX TPOCKTOB:

23 |BepcTKa CTpaHUI] caiiTa, pa3MeIIeHUE IOATOTOBICHHOTO | OAMH aBT. JHCT 300
MarepHaia B COOTBETCTBYIOIIMIA pa3jiel caiita

HpI/IMe‘IaHI/Iei HOpMa BpEMCHH Ha COCTABJICHUEC 6H6nnorpaq)nqec1<oro ocoOus JlaHa 13 pacycTa pa6OTI)I ABTOPCKOI'0 KOJIJICKTHBA.

1.9. HepeBoz[ nu nepepa60TKa MEYaTHBIX TCKCTOB C MHOCTPAHHBIX SA3bIKOB Ha py'CCKI/Iﬁ H C PYCCKOT'O Ha MHOCTPAHHBIC SI3bIKU

Tabmuua 16
N HaumenoBanue nporecca, onepanun. CoctaB paboTh Enununa Hopma
/i WU3MEpCHUs BpPEMCHH,
MUH.
1 2 3 4

IIepeBon TekCTa C MHOCTPAHHBIX SI3bIKOB HA PYCCKUH S3BIK

Urenne opurvHaia; aHadu3 TEKCTa; pa3MeTKa €ro C| OJHWH aBT. JIUCT
BBISIBJICHMEM  TPYAHBIX  TE€PMHMHOB,  TIPaMMaTUYECKUX
KOHCTPYKIIMWA,  JIGKCHYECKUX  OOOpOTOB, IIEXOBBIX U
KAPTOHHBIX TEPMHUHOB:

1 |nonHBI TUCEMEHHBINA IEPEBO OJIUH aBT. JIUCT 2580,0

2 |cokpamieHHBIH THChbMEeHHBIH TmepeBox oT 30% mo 50% | ogwH aBT. JIHCT 1620,0
00BeMa TeKcTa

3 | BBIOOPOYHBIN MTUCEMEHHBIN IEPEBO/T OJIUH aBT. JIUCT 1520,0

HepeBOI[ TCKCTA C PYCCKOT'O SA3bIKa HA NHOCTPAHHBIC SA3bIKHU:

4 | monHBIN MHUCHMEHHBIN TIEPEBOJ OJIUH aBT. JIUCT 5160,0




TepmuHonOTMYecKkas paboTa Mpy BHITOIHEHUH MMCHMEHHOTO
nepeBoja:

5 |OTBHICKAHHE OTMEUYEHHBIX B OpHUTMHAJEC HE3HAKOMBIX WJIH | OJWH TEPMHUH, 18,1
HETMOHSATHBIX TEPMHMHOB M COKpAIlEHUH B CJIOBapHO-| COKpaIlCHHE
CIIPaBOYHOW JIMTEpaType; MOA00pKa COOTBETCTBYIOILIETO
TEPMUHY SKBUBAJIICHTA; paciIn(pOBKa COKpAIICHHUS
KoHcynbramus nepeBoauuKa co CrienuaiCTaMu:

6 |BBIICHEHHE TMPABWJIBHOTO W3JIOKEHHS YacTed TeKcTa I oJlHa 36,2
MaJIO3HAaKOMOM  TeMaTuke;  YTOYHEHHE  COOTBETCTBUS | KOHCYJbTAlUs
NepeBo/ia OPUTHHATTY
CocraBienne OnbImorpahu4eckoro ONMCaHus:

7 |cocraBneHne OMOIMOrpauUecKoro OMMCAHUS NEepeBOJa IO | OJJHO ONMCAHHE 60,0
JTaHHBIM, B3ATBIM C TUTYJIBHOTO JIUCTA NIEPEBOA
BeisiBienne omuOOK W BHECEHME M3MEHEHUH B TEKCT
nepeBo/ia Mociie TeYaTaHus:

8 |mpoBepka TPaBUIBHOCTH PACIIOJIIOKEHHUS OTIEYaTaHHOTO | OJTUH aBT. JIUCT 200,0
TEKCTa; CBEpKa C PYKOMMCHIO; ITPaBKa
Texauveckoe opopmieHHE MEPEBOIOB:

9 |BmuChIBaHWE B TEKCT IEPEBOJa CHMBOJIOB M BCTaBOK Ha OJIHO 2,0
UHOCTPAHHOM SI3bIKE BITHCHIBAHUE

10 |BxyIeMBaHHME PUCYHKOB, Ta0IHULL, GOPMYII 0JlHa BKJIEIKa 3,0
[lepeBo 3aroI0BKOB CTAaTEH U JOKYMEHTOB:

11 |mepeBoa U 3amuch 3aroJOBKa OJIMH 120,0




3aroJIOBOK

[Ipumeuanue:

- HOPMBI BpEMEHH IPEyCMaTPUBAIOT BHITIOJHEHHE MEPEBOIOB C MHOCTPAHHOTO SI3bIKA MJIM Ha MHOCTPAHHBIN, KOTOPBIN y MEepeBOTUNKA SBIISETCS
OCHOBHBIM (TI0 00pa30BaHUIO WM IPUMEHEHHIO);
- NPU BBINOJHEHUH IEPEBOJIOB C JAPYTUX S3bIKOB WJIM Ha JpPyrue MOMHUMO OCHOBHOTO K HOpMaMm BPEMEHM NPUMEHSETCS MOBBIIIAIOIINN
koapduuument 1,1.

1.10. UccnenoBaTenbckas pabora

N HaumenoBanue npornecca, oneparnun. CoctaB paboTh Enunanna Hopma
/o U3MepeHus BPEMEHHU,
MHH.

1 2 3 4

Pazpabotka IIPOrpPaMMBbI (TeXHHYECKOTO 3aJJaHusA)

WCCIICIOBAHHS

O06ocHOBaHME  aKTyaJIJbHOCTH  TEMbl,  BBIBIEHUE U OJlHa

o0ocHOBaHHE TPOOJIEMHOM cuTyanuu, (opMyIuMpoBaHHE| MporpamMma

€M, 33/1a4 U TUITOTE3bI HCCIICIOBAHUS; HAIMCAHUE TEKCTA

HccenenoBanue HOCUT:
1 |OmepaTuBHBIN XapakTep 38250,0
2 |NMUIOTaXXHbIH (pa3BeabIBaTENIbHBIN) XapaKkTep 21600,0

Pa3pa60TKa METOJHNKHU UCCICIOBAHUA

Pa3pa60TKa (HaHI/IcaHI/Ie) TCKCTAa MCTOANUYCCKUX NTOKYMCHTOB

OoJHa MCTOAMUKaA

Tabmuma 17



10 IPOBOAMMOMY HCCIIEI0BaHUIO, allpOOALIUU COCTABIICHHBIX
JOKYMEHTOB; YTOYHEHHE U JIOpabOTKa METOJUYECKOro
MHCTPYMEHTApHsl, COCTaBICHUE OKOHYATEIIbHOIO BapHaHTa
JIOKYMEHTA!

3 |Meronuka MIPOBEICHUS HCCIIE0BaHNS, HOCSILIETO 28000,0
OIEPATUBHBIN, SMIIUPUYECKUN XaPAKTED

4 |merommka TIPOBEICHHSI UCCIICIOBAHMS, HOCSIIIETO 15600,0
MMAJIOTAXKHBIN (pa3BeIbIBATEIIBHBIN) XapaKTep
Pa3pabotka wuHCTpykuuu 10 00paboOTKe AOKyMEHTAIMH oJlHa
(MCXOHBIX JaHHBIX ), TIOTYYCHHON B X0 HCCIICIOBAHUS: WHCTPYKITUS

5 |pyunas obpaboTka 15600,0

6 |mammHHAs 00paboTKa 20400,0
Pa3paboTka TmpeAmaHOBBIX H IUTAHOBBIX JIOKYMEHTOB
MEPCIIEKTUBHOTO XapaKTepa:

7 |pa3paboTKa KOHIIETIIMM OCHOBHBIX HANpPAaBICHUH pa3BUTHS | OJAMH aBT. JIUCT 13050,0
OMOJIMOTEYHOTrO Jiesla B PErMOHE Ha MEPCIEKTUBY

8 |KoHILeNnTyanbHOE obecrieyeHne 6ubnuorpaduueckux | oauH aBT. auct | 11220,0
W3JIaHuH; 000CHOBAaHUE aKTyaJbHOCTH TEMBI, YATATEIHCKOTO
U IIeJIEBOTO Ha3HAUEHUs MOCOOUs, ero CTPYKTYpHI (CXEeMbl),
BBIPA0OTKAa METOJWYCCKUX MPHUHITUIIOB W PEHICHUH IS
PacKpBITUSI TEMBI; HAITMCAHUE TEKCTA

9 |cocraBneHume  TporHoza  (MPEANJIAaHOBBIM  JOKYMEHT), | OJMH aBT. JIUCT 13050,0
CBS3aHHOTO C TIEPCIEKTUBAMH  Pa3BUTHS  OMOJMOTEK;
HAIlMCAaHUE TEKCTA

10 |pa3paboTka meneBbIX MporpaMM (A7 ceTd OMOTMOTEK WIIW | OJIMH aBT. JIUCT 15200,0




OJIHOM OWOIMOTEKH); TUArHOCTUKA CUTYalldW, BHEIIHHUX H
BHYTPEHHUX BIMSHUNA Ha (DYHKIMOHHUPOBAHUE W Pa3BUTHE
OoubmmoTek (0HON OMOJIIMOTEKH ); BIpAOOTKA PEKOMEH IAIIHH,
pEIICHNST; HalTMCaHUE TeKCTa

CocraBnenne CBOJHBIX KaTaJIOI'OB KHHMXHBIX ITaMATHHUKOB:

11

pa3pa60TKa IMMPOCIICKTA; BbIABJICHUC NOKYMCHTOB - KHUIKHBIX
IIaMsATHHKOB, Hay4YHOC OIIMCaHHuEC ux; COCTaBJICHUC
CIIpaBOYHOI'O aImapara; HaliliCaHu<C TCKCTa

OAHH aBT. JIUCT

18200,0

OpraHI/ISaHI/IOHHaﬂ pa60Ta I10 ITPOBCACHUIO UCCIICAOBAHUA:

12

CO3JaHUC HCCIICAOBATCIBCKOIO KOJIJICKTHMBA, COCTaBJICHHUC
pa60qer0 Ij1aHa MpoOBCACHHUA HCCICOOBAHUS, COIJIACOBAHUC
€ro C HCIOJIHHUTCIEIMHA, OIIPCACICHUC IIIOIIAAKU (683]31)
HUCCICIOBAaHUA, nepenmrcka C HHUMU, IMPOBCACHUC
HHCTPYKTa)Keﬁ, CECMUHAPOB, COBCH.IB.HHIZ, KOHCYJ'IBTaI_II/Iﬁ

OJIHO
HCCIIEIOBaHNE

7140,0

13

oubnuorpaduueckas mnpopabOTKa TEMbl HCCIEIOBAHUS,
pabota B apxwBaxX, HW3y4YCHHE HOPMATHBHO-TEXHHYCCKOMN
JOKYMEHTaluu, uHdopManuu o0 aHamorax W JApYrux
MaTepHajIoB, OTHOCSIINXCS K pa3pabaThiBaeMOi TeMe

OJWH aBT. JIUCT

1200,0

O06paboTka Mosy4eHHON HHPOpMAIIH:

14

coop m 00paboTka WHGOPMAIIMU HA OCHOBE IEPBHYHBIX
UCXOJHBIX JAHHBIX (CTATHCTUYECKUX JAHHBIX, OTYETOB,
IUTAHOB, CIPABOK, MaTePHUATIOB KOMaHIHPOBOK)

OJWH aBT. JIUCT

7800,0

15

aHanu3 00paboTaHHOM HH(pOopMaUU

OJWH aBT. JIUCT

5200,0

IloaroroBka MaTCpUaJIOB 11O UTOT'aM Haquoﬁ pa6OTBIZ

16

HalMMCAHUC HAYYHOT'O OTUYCTa, IIOATrOTOBKA PYKOIIHCH K

OJWH aBT. JIUCT

13200,0




[ICYaTu Ha pa3]IMYHbIX STallax pa6OTI>I

17

HallMCaHUe IIPOMEXYTOUYHOTO OT4eTa (CIpaBKH) O XOAE
MCCIIEJOBAaHHS

OJWH aBT. JIUCT

6400,0

[lonrotoBka M HamMcaHHe TEKCTa CTaTbM B COOPHHK
Hay4HbIX TPYIOB, IIPaKTUYECKOE nocobue,
npoeCCUOHANIBHYIO IIpeccy; IMOATOTOBKA PYKOMHMCH K
[e4YaTy Ha pa3IMYHbIX dTanax paboThl:

18

CTaTbhsl TEOPETUUYECKOIO XapaKTepa

OJWH aBT. JIUCT

15200,0

19

CTaTbs NPUKIIAJHOTO, TPAKTHYCCKOI'O XapaKTepa

OJWH aBT. JIUCT

9200,0

20

HalmMCaHUC MOOKJIaAga II0 HMTOraM HAY4YHOI'O MCCJICIOBAHMUSA,
IIOArOTOBKAa pYKOHI/ICCﬁ Ha pa3/IMYHbIX 3Tallax pa60TbI

OJWH aBT. JIUCT

6700,0

21

pa3paboTka PEKOMEHJAIMU, WHCTPYKIUH TI0 BHEAPCHHIO
MaTepHUaJOB HAYYHOTO HCCIICJIOBAHMS; HAIMCAHUE TEKCTa,
MOATOTOBKA PYKOMUCH K TMeYaTh Ha Pa3IWYHBIX HTamax
paboThI

OAHH aBT. JIUCT

14100,0

IIpumeyanue:

- HOpMa BPpEMCHH HA COCTABJICHUEC IIPOrpaMm, MCTOOUK, I/IHCTPYKIH/Iﬁ JaHa Ha HCCHGI{OB&TGHBCKI/Iﬁ KOJIJICKTUB,
- 4aCbl TPpyAO3aTpaT pacCupeaAC/IIIOTCA MCKAY UCTIOJIHUTCIAMU B 3aBUCUMOCTH OT UX HAI'PY3KU;

- B IpollecC MOJTOTOBKM PYKONHUCH K I€4aTH BXOJAT: c/ada PYKONHMCH HAy4YHOMY DEIaKToOpy, OOCYXJAEHHE B OTHEJe, HayuHOM COBETE,
JI0pabOTKa PYKOIIHCH.

1.11. Metoauueckas pabota

HanmenoBanwme mporiecca, oneparnuu. CoctaB paboThI

Ennauna

Hopma

Tabmauua 18



n/a

U3MEPCHUA

BPEMEHH,
MUH.

2

4

[ToaroToBKa METOIUYECKOTO TTOCOOHSI, PEKOMEH Al

[TpuHIMIHATBEHO HOBAs pa3pabOTKa TEMBI:

HU3YUCHUC TEMbI, BBISIBJICHUC U aHAJIM3 JOKYMCHTOB I10 TEMC,
YTOYHCHUC YUTATCIBCKOTO U LECJICBOTO HA3HAYCHUA HOCO6I/I$I,
peKOMeHﬂaHHﬁ; COCTABJICHUEC ITPOCIICKTA,; HAIIMCAHUEC TCKCTA

OAHH aBT. JIUCT

15300,0

Monudukanus panee pazpaboTaHHON TEMBI:

BBISIBIICHUE U M3YYCHUE HOBBIX JIOKYMEHTOB M HAKOTUICHHBIH
OMOIMOTEKaMH OMBIT 1O TEME IOCOOUs, PEKOMEHIAIINIA;
YTOYHEHHE MPOCIIEKTa, BHECEHUE W3MEHEHHH B CTPYKTYpPY
TEKCTa B COOTBETCTBHHM C JOCTHIKCHHSAMU OHMOJIMOTEUHOM
TEOpUHU U MPAKTUKH; MOATOTOBKA PYKOMHMCH K OOCYXKICHUIO;
nopaboTKa o UTOraM 00CYKIEHUS

OAHH aBT. JIUCT

8670,0

Pa3paboTka 1OKyMEHTOB, peryIaMEHTUPYIOLIUX JESTEIbHOCTh
O6ubmoTeK, MIOJIO>KEHUH, MHCTPYKLUH, IIPOEKTOB
[IOCTaHOBJIEHHH, YCTaBOB, 3aKOHO/IaTEIbHBIX AKTOB

HpI/IHI_[I/IHI/IaJIBHO HOBas TEMa:

BBISIBJICHHE, U3YYCHHE M aHATU3 JEHCTBYIOIUX JTOKYMEHTOB
Mo TeMme, HalMCaHWe TEeKCTa TPoeKTa JOKYMEHTa,
oOcyxkaeHue, ampoOaruss B OHOIMOTEKaX, Ha 3aceIaHHU
HAYYHO-METOJIMYECKOTO COBETa; JopaboTKa JIOKyMEHTa;
MOJITOTOBKA K YTBEPKACHHUIO

OJWH aBT. JIUCT

17340,0

Moaudukanus panee pazpab0TaHHOTO JOKYMEHTA:




AHAJIM3 MW OLCHKa JOOKYMCHTA, IIOMCK U OT60p HOBBIX
HeﬁCTBYIOHlHX JOKYMCHTOB I10 TCMEC; BHCCCHUC U3MCHCHUS B
TEKCT OOKYMCHTA, O6CY)KI[CHI/IC Ha 3aCCIaHUuM Hay4dYHO-
METOJHUYCCKOI'O COBCTA, nopa60TKa 10 UuTOramM 06CY)KII€HI/ISI;
IMOATOTOBKA K YTBEPXKIACHUIO

OJHH aBT. JIUCT

7650,0

Pa3paboTka ydeTHbIx ¢hopM, TabIHI, 00pPa3IIOB:

YTOYHEHUE TpeAMeTa, OO0BEKTa, COACpPKAHUS YUETHOH
dbopmbl,  Tabmumpl, oOpas3ma;  oTboOp  IMOKa3aTenew,
cHcTeMaTH3alus MX, pa3paboTka MakeTa y4eTHOH (OpMEI,
TabmuIBl, 00pasia; OOCYXIeHHEe Ha 3acellaHMH Hay4YHO-
METOAMYECKOTO COBETA; MOATOTOBKA K YTBEPKIACHHUIO

OJWH aBT. JIUCT

7650,0

CocraBnenue pexoMeHaanui o BHEJPEHUIO
periaMeHTHPYIOLIMX JOKYMEHTOB B IPAKTUKY:

pa3pa60TKa METOANYCCKUX peKOMeHI[aI_[I/Iﬁ, HHCTPYKHHﬁ,
IUIaHOB 110 BHCAPCHUIO HOpMaTI/IBHOI\/’I JOKYMCHTAUU;
MMOATOTOBKA PYKOIIMCH K II€YaTU

OJWH aBT. JIUCT

14025,0

IloagroToBka MHHCHMEHHOMH KOHCYJIbTAallUK, MCTOAUYCCKOI'O
nucbMa:

BEISIBJICHHEC W aHAIU3 JOKYMEHTOB IO TEME; HW3yUeHUE H
00001IeHNe onbITa pabOThl OMONMOTEK; HANMHUCaHUE TEKCTa
KOHCYJIbTAIlMM, METOJUYECKOr0 IMHChMa; TIOJTOTOBKA K
OOCYXKJICHUIO Ha 3aCeaHUH HAayYHO-METOIMYECKOTO COBETA;
opaboTKa Mo UToraM oOCYK/ICHHS; cada B Ie4aTh

OJWH aBT. JIUCT

8670,0

[TogrotoBka  0030pa  nmedATenbHOCTH  OMOIMOTEK IO
OTIpeIeIEHHON TeMaTHKe:

YTOYHEHHE TeMbI 0030pa; OIMpPEACTICHUE XPOHOJIOTHUECKHX

OJWH aBT. JIUCT

9180,0




TPaHUIl; BBISIBJICHHE JOKYMEHTOB, OTOOp, HPOCMOTP H
aHallM3; HAMHCAHWE TEKCTa; TOJATOTOBKA PYKOMHUCH K
OOCYXKJICHUIO Ha 3aCeaHUM HAayYHO-METOIAHYECKOrO COBETA;
I0paboTKa PYKOIIHMCHU TIOCIIE O0CYXKIACHUS

PenensupoBanue Hay4HBIX, METOAUYECKHX,
MH(POPMALIMOHHBIX MaTEPHAJIOB:

9 |dTeHHWe peleH3UPYEeMOro MaTephalia; OLEHKa €ro B IEJIOM, | OJUH aBT. JIUCT 783,0
OT/EJIBHBIX qacTeH, YCTaHOBJICHHE COOTBETCTBUS
YUTATEILCKOMY U IIEJIEBOMY Ha3HAUYEHHWIO, HAYYHBIM H
METOIUYECKUM TPEOOBAHUSAM
10 |HamucaHue pereH3un OJIUH aBT. JIUCT 1305,0
[ToaroroBka €KUM, KOHCYIbTAIIMN
Pa3zpaboTka mnaHa JeKIMU, KOHCYJIbTAllMM, NOAOOpKa| OIHA JICKIIHS,
MaTepualia, U3ydeHHe €ro; COCTABICHUE CITUCKA JTUTEPATYpPhl | KOHCYIbTAIHS
K JIGKLIUH, KOHCYJIbTAIIM1; HAITUCAHUE TEKCTa:
11 |mepBuYHas NeKUUS 1566,0
12 |moBTOpHAas NeKuus, C y4eTOM HOBOTO MaTepuasa 313,2
13 |mepBuuHast rpynoBas KOHCYJIbTALUS 1305,0
14 |moBTOpHAss TpyNmoBasi KOHCYJbTALMS C YYETOM HOBOTO 522,0
Mmarepuana
15 | npoBeneHue yCTHON MHANBUAYAIbHON KOHCYIbTAIIMH OJTHA JICKLIHS,
KOHCYJIbTaIHs
16 | oTBET HA MUCHEMO OJTHO ITHCHEMO 162,0




[IpoBeneHue NpakTUKYMOB, CTAXKUPOBOK

IIpaktukym (7 - 10 gHei): ompeaenceHUe TEMbl, 3aJaHUS,
YIPa)XHEHUs; COCTaBJIeHUE Tpaduka M YTOUHEHHE CPOKOB
IIPOBEACHUS 3aHATHI:

OJIUH
MIPaKTUKYM

17

IPYIIIOBOM IPAKTUKYM

2295,0

18

VHJMBHUIYaJIbHBIN TPAKTUKYM

2160,0

CraxupoBka (7 - 10 nHell): yToUHEHHE CPOKOB MPOBEACHHUS
CT@)XUPOBKHU; BBISIBICHUE JIMTEPATyphl 10 H3y4aeMOMY
BOTIPOCY; COCTABIICHHE MPOTPAMMBI U TpaduKa CTAKHUPOBKH C
y4EeTOM cOCTaBa CIyLIaTelNeil; 3aKII0YeHNE O MPOXOXKICHUH
CTaXHPOBKHU:

OJJHa
CTaXXUPOBKa

19

IPYIIIOBasl CTaXXUPOBKA

2805,0

20

HHAWBHUAYAJIbHAA CTAXKUPOBKA

2349,0

[IpakTika CTYIEHTOB BBICHIUX M CPEIHUX CHEIHATBHBIX
y4eOHBIX 3aBEIACHMUIA:

21

MOArOTOBKA W OpraHu3alldsg MpakTHKU CTyAeHToB (1o 30
IHeN); pa3paboTka IUIaHA NPAKTUKH, COIJIACOBAHUE €ro ¢
PYKOBOJMUTENEM MPAKTUKH (TpeacTaBUTENEM  Y4eOHOro
3aBEJICHN); COCTaBJIEHUE rpaduKa MOCEIEHHUs] CTPYKTYPHBIX
MOJIpa3JelIeHNi; OpraHu3alus MPaKTUUYECKUX  3aHSATHM;
MI0/IBEJIEHUE UTOTOB IIPAKTHKU; COCTaBJICHHE
XapaKTePUCTHKHU MPAKTUKAHTOB

OJIHA MPAKTHKA

4860,0

[IpakTHueckue 3aHATHS:

22

MOJITOTOBKA MPAKTUYECKOTO 3aHSATHS, COCTABIICHUE 3aaHMsI
M0 BBIMOJHEHUIO HM3y4yaeMoro OWOIHMOTEYHOTo Tmpolecca,

OJIHO 3aHIATHE

1050,0




KOHTPOJIbHBIC BOITPOCHI, TEMaTHYECKHUM CITMCOK JIUTCPATYPbI
K 3aJaHWI0, HAalIMCaHUuEC TC3UCOB

CocraBnenue yueOHOM pOrpaMMBl:

23

orpezeneHue cocTaBa clIymiaTeneii; COCTaBJICHUE
TEeMAaTUYECKOr0 IUJIaHa, YTOYHEHUE TMOpSAKa U3YUCHUS;
ONpe/IeNICHUEe  MOCJIEI0BATEIbHOCTH  M3JIOKEHUS  TEMBI,
BBIJIEJICHUE OCHOBHBIX BOIPOCOB; COCTaBJI€HUE CIIHCKA
JUTEpaTypel MO TeMaM MPOrpaMMbl; HAMUCaHHE TEKCTa,
oOCyXIleHWe  TMporpaMMbl  Ha  3acelaHUM  HAy4HO-
METOJIMYECKOTO COBETA

oJlHa
IporpaMma

5733,0

[Tocemenune OGMOMMOTEK, BBIE3IbI B KOMAHIUPOBKH C IICJIBIO
M3y4yeHus paboThl U OKa3aHUS METOIUYECKON TTOMOIITH:

24

MOATOTOBKA K KOMaHAMPOBKE; YTOYHEHHUE CPOKOB M IIEIH
KOMAaHJIUPOBKH, 03HAKOMJIEHUE c MMEIOIIUMHUCS
JOKYMEHTAaMU W MaTepuajiaMyd TPEIbIIYIINX BBIC3IOB U
nyOIuKanuil B TEYaTH; COCTaBJICHHE MpOrpaMMbl (TIaHA)
KOMaHJIUPOBKH

OJJHa
KOMaHIUPOBKa

574,2

25

COCTaBJI€HHE HMH(POPMALMOHHOIO oOT4YeTa (CHpaBKH) O
IIPOBE/IEHHOW paloTe: CBeAEHUH O MecTe Bble3fa, LENsiX U
CpOKax KOMaHAWPOBKH, 00BEKTAX IIOCCIICHUA, aHallu3
COCTOSIHUS pabOTHI IO TEME BbI€3/1a, BHIBOJIBI U MPEATIOKEHHS
B aJipec OUOINOTEKH

OJJUH OTYECT

1050,0

26

COCTaBJICHUEC aBAaHCOBOI'O OTYECTA, 3aIlIOJIHCHHUEC OTYETHOI'O
OJ1aHKa CO BCEMU OpHUIIOKCHUAMH,; C1ava B 6yxraJ1Tepmo

OJIUH OTYET

40,0

27

MOATOTOBKA HH(OpPMAIMKM TIO0 pe3ysbTaTaM KOMaHIUPOBKH
(ycTHO) B CEKTOpe, y 3aBEAYIOIIETO OTAEIOM, Ha HAy4YHO-
METOJIMYECKOM COBETE, 3aCeaHUH TUPEKIIUU

OJlHa
uHpopmanus

105,0




28 |moAaroTroBka  OTYETHOIO  MaTepvaysia IO  pe3yibTaTam OJlHa 500,0
KOMaHAMPOBKH IS Pa3MEIICHUS Ha caiiTe nHpopMaUs

29 |pa3paboTKa M COCTaBJICHHE YYE€OHBIX IUIAHOB W IPOTrpamMm OJIUH 1200,0
CUCTEMBI JOTIOTHATEIILHOTO po(hecCHOHATLHOTO | IEYaTHBIN JIHCT
obpazoanus ([I10) B oTpacnu

30 |cocTaBiaeHue paboOYMX WpPOrpaMM II0 BHOBb BBOIUMBIM OJIUH 1800,0
TUCIUILTNHAM, aKTYaIH3aIlHs IeHCTBYIOIINUX TPOTrpaMm MIEYATHBIN JTUCT

31 |pa3paboTka METOJMYECKHMX MATEPUAIOB IO KOHTPOIIO OJTH 360,0
3HaHUH OOY4YaIOUIMXCS; COCTABJICHUE JIOKYMEHTOB IO | IEYATHBIN JIUCT
IJIAHUPOBAHUIO Y4eOHOTO Tpoliecca

32 |pa3paboTka y4eOHO-IPOTPaMMHON  JOKYMEHTAlMH  JUIS OJTH 1800,0
npoBejieHus 00pa30BaTEILHOTO IPOIECCa, METOIUYECKUX | IEYATHBIN JINCT
pa3paboOTOK MO0 TPUMEHEHHUIO HOBBIX HMH()OPMAIIMOHHBIX
TEXHOJIOTUH B yueOHOM Ipolecce

33 |pa3paboTka HOpPMaTUBHBIX JOKYMEHTOB, | ofuH JokymeHT |  3600,0
perIaMEeHTHPYIOIIHNX BCE BUJIbI o0Opa3oBaTenbHON
NesITeNbHOCTH B OMOIHOTEKE

34 |cocraBieHHe U MOJATOTOBKA K M3JIAHUIO YYEOHBIX MPOTpamm, OJINH 1800,0
MOCOOMH, CaMOCTOSITENILHO WJIH COBMECTHO C JPYTHMH | ICUYATHBINA JIHCT
Mo/ipa3iesieHus MU OHOIMOTEKH

35 |yyacTHe B CHEIHAIM3HPOBAHHBIX COBETaX OWOIMOTEKU: | OJWH JOKIA 2400,0
MOATOTOBKA I TPO(PECCHOHANILHON MeYaTy MyOIuKaluid 1 OJTHO 1200,0
MaTepUajoB BBICTYIIJICHUH Ha KOH(EPEHIIHSIX coob1eHue

36 |moaroroBka K obOcyxkaeHHro ydeOHbIX mporpamm JII1O OJTHO 2400,0
3aceaHusIM YUEHOr0 COBETa 3aceqaHme

37 |cocraBieHue KalbKYJISIMU [IEH Ha IJIATHBIE YCIYTH OJINH JOKYMEHT 120,0




38 |opranuzanus IUIATHOrO OOy4YeHHs] [0 JOroBOpaM Ha | OJUH JIOKYMEHT | Io (akTy
OKa3aHue TJTATHBIX o0pa3oBaTeNbHBIX  YCIYT c 3aTpadyeHHOT
IOPUANYECKUMU U GU3NYECKUMU JINLIAMU 0 BpeMeHHI

39 |moaroroBka  JOKYMEHTOB K  JIMIEH3WpoBaHWIO W |omauH gokyment| 12000,0
aKKpeIUTalluM, CBsI3aHHbIE C peanu3anuel OubInoTeKon
obpazoBaTenbHbIX porpamm AI10

40 | mOATOTOBKA MATEPHAIOB JUISl 3aHATHH B JIUCTAHIIMOHHOM OJIMH 4ac 240,0
dhopme 3aHATUH

41 |moAroToBKa y4eOHBIX U y4eOHO-METOJUYECKUX MaTepHUajoB OJIHA 1800,0
TUTST ux pa3MenieHus B WH(OPMAIMOHHO- | TIporpamma
TEJIEKOMMYHUKAIMOHHOU ceTu "UnaTepuer” U ux
CBOEBpPEMEHHOE OOHOBJICHUE

42 |opranmzanms y4eOHOro mporecca Jis OOydJaromHMXcsl MO oJTHa 42420,0
porpaMMam npodeccnoHanbHOI MEPEnoAroOTOBKH |  Tporpamma
OMOMMOTEUYHBIX KAJPOB: OpTaHM3alvs 00pa30BaTEIBLHOTO
mporecca,  ydeOHO-MeToaMueckas  paboTa;  HaydHO-

MeTroandeckas padbora

43 |opraHm3aius y4eOHOro Tmporecca i OOydYaromuxcs 1o 0J/IHa 21210,0

MporpaMMaM TOBBIIICHHUS KBaluuKanuu OHOIMOTEYHBIX | Tporpamma

KaJIpOB: OpraHu3aiys 00pa3oBaTeIbHOTO Mpolecca, y4eOHo-
MeToAnYecKas paboTa; HayYHO-METOInYecKas pabora




[Ipumeuanue:

- K HOpME BPEMEHU IIPU COCTABJICHUHU JIOKYMEHTOB, PErJIaMCHTUPYIOIINX JCSTEIbHOCTh PECITyOIIMKAHCKHUX, KPACBBIX U OOJIACTHBIX OMOJIMOTEK,
MPUMEHSIETCS MOBBIMAONNi ko3ddumment 1,15;
- BpeMsI IPOBEICHHUS JICKITUH, KOHCYJIbTAIMH, TPAKTUKYMOB, CTAXXUPOBOK, IMMPAKTHKH, TPEObIBAHUS B KOMAHIUPOBKE U NIPOBEICHUS HH(DOpMAIIH
0 €e pe3yJabTaTaM B HOPMY BPEMECHH HE BXOJTUT.

1.12. PaboThl HayYHO-OPTaHU3AIMOHHOTO XapaKTepa

n/a

HaumenoBanue nporecca, onepanun. CoctaB paboThl

Ennnuna
HU3MEpEHUs

Hopma
BPEMEHH,
MUH.

2

4

IlogroroBka M NpPOBEACHUE TEOPETUYECKOW, HAy4HO-
MPaKTUYECKON KOH(PEPEHLINH, TEMAaTUYECKOT0 CEMUHAapa

OmnpeneneHue cocraBa OpPrKOMHTETa U YYaCTHHKOB
KOH(epeHIMH, ceMHHapa; (OPMHUpPOBAHHE U YTBEpXKIEHHE
MIPOTPaMMBI M MIPHUTIACUTENILHOTO OMIIeTa; OpraHU3alMOHHbIE
MeponpusATHs (TeKyllas CBA3b C YYaCTHHUKaMHM, pPacChbUIKa
MaTepuajoB); MOATOTOBKAa K HM3JaHMIO TE3UCOB; BbIpabOTKa
IIPOEKTa peKoMeH1aluii; (MHAHCOBO-X03HCTBEHHOE
o0OecnieueHne KOH(EpeHUUH, ceMuHapa (opopmieHue
TUTaTEXKHBIX JIOKYMEHTOB, BCTpeYa YYaCTHHKOB,
perucrpanus, pasmMelleHue B TOCTUHUIIE); aHAIU3 U OlEHKa
paboThI KOH(EPEHIINH, CEMUHAPA; OIBEICHUE UTOTOB

OJTHO
MEPOIPUATHE

Komnuecro Y4aCTHHUKOB!

1-100

5670,0
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101 - 150

7560,0

151 - 450

9300,0

[ToaroroBka u mpoBeneHHE CEMUHApA, METOJUYECKOTO IHS,
3acefanus "Kpyrioro crona'

Omnpenenenre y4acTHHUKOB, PYKOBOJUTENS, CPOKOB U MecTa
MPOBEJICHUSI CEMUHApa, METOJWYECKOTO JHS, 3aceIaHus
"Kpyryioro crona'"; onpeaeseHue KOHTHMHI€HTAa YYaCTHHKOB;
pa3paboTka mporpammsel; WHGOPMAIMOHHOE OOeCIIecueHUE
(Tekymias cBsI3b C y4YaCTHUKAaMH, PacChlIKa MaTepuasoB);
BEIpa0OTKAa TPOCKTAa PEKOMCHIAIMH; W3IaHUE U PACCHUIKA
MPOrpaMMBbl; PErHCTpalysl YYaCTHUKOB; aHAlM3 U OLIEHKA
CeMHUHapa, METOJIMYECKOTO JHS, 3acelanus "Kpyrioro crojua"

OJTHO
MEpONPHUITHE

KonnyecTBo y4aCTHUKOB:

1-50

1570,0

51-100

3980,0

o | 01| B

101 - 150

6150,0

151 - 450

8270,0

IlogroroBka 3acemaHuit PEAKOJIICTUH:

YTOUHEHHE CPOKA M TMOBECTKH 3ace/laHusl; 0TOOp MaTepHuajoB
uis OoOCY)KIEHUS M TOArOTOBKAa MX JJIsi KONHPOBAaHMS,
OIIPE/ICTICHUE ONIOHEHTOB (PELEH3EHTOB); OIOBEIIEHHE O
3aCelaHuU WICHOB PEJKOJUIETHH; PACcChUIKA MaTEpUaIoB I10
IIOBECTKE  3aCEIaHUs; oopmieHue  MpemIoKEeHUM,
BBICKA3aHHBIX YUaCTHUKAMU 3aceIaHus

OJIHO
3aceaHue

560,0




OpraHI/ISaHI/IH 3aceﬂaHHﬁ HpO6JIeMHBIX KOMHCCI/Iﬁ, COBECTOB,
TBOPYCCKUX KOJIJICKTUBOB!

9 |ompeneneHre MOBECTKHU JIHS M CPOKA MPOBEACHUS 3aceAaHus, OJTHO 940,0
YTOYHEHHE COCTaBa yYAaCTHUKOB; MOATOTOBKA JOKYMEHTOB, | MEpPONPUSTHE
OpraHHM3alMOHHBIC MEPONPHUITHS (OIOBEIIEHUE O 3aCeIaHHH,
mo00p MaTepuaioB); opopmiieHHEe TPOTOKOJIA U PEIICHUS

10 |pa3paboTka MaKeTa Ipe3eHTAIMH JJIsi MEPOTIPHUSTHS oJTHa 600,0

Ipe3eHTALNS
11 | moAroToBKa MPE3CHTALMH JIJISI MEPOIIPUATHS OJIHA 600,0
Mpe3CHTAINS

[Ipumeuanue:

- OpU TPOBEACHHH MEPOINPUATHHA Ha MEKIYHAPOJAHOM YPOBHE K HOPME BPEMCHH MPUMEHSCTCS MOBBImMAImUi koddduiuent 2,0, Ha
denepanpHOM ypoBHE - 1,85;
- B HOPMY BPEMEHH HE BXOJHUT BpeMs NpPOBEICHUS KOH(EpPECHIMH, CeMUHApa, METOJWYECKOTO JHS, 3acelaHusi "Kpyrioro croyia" W BpeMms,
CBSI3aHHOE C M3JJAHUEM MAaTEePHUAIOB KOH(PEPSHIIUH, CEMUHAPA.

1.13. PenaktupoBanue pykonucein

N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enunnna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4

PC,[[aKTI/IPOBaHI/Ie HAaYYHBIX 1 MCTOAUYCCKUX MATCPHUAIIOB

[IpoBepka u ucnpaBiaeHUE PYKOIKUCH B MPOIECCE TOATOTOBKH
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ee K rmevarty; o0ecrieueHre COOTBETCTBHSI TEKCTA HAyYHBIM U
IUTEepaTypHbIM  TpeOoBaHuMAM, (opMe H  IeIEBOMY
Ha3HAYCHUIO U3IaHus, COTJIacOBaHUE BHOCHMBIX
UCIIPABIICHUH C aBTOPOM; 10pabOTKa PyKOIHCH:

penakTupoBaHue MOHOTrpaduii, COOpPHUKOB HAYYHBIX TPYJIOB, | OJMH aBT. JIUCT 2840,0
HAYYHBIX OTYETOB, MPAKTHYECKUX OCOOUH

pEeIaKTHPOBAHUE METOINICCKUX MaTEepUaJIOB: | OAWH aBT. JIUCT 2500,0
WHCTPYKTUBHO-METOJJMUECKUX  THCEM,  PEKOMEHJAIUH,

KOHCYJIbTAIIMI, 0030pOB JIEATSIHBHOCTH OMOIMOTEK

peIaKTUPOBaHUE JIOKYMEHTOB, peraaMeHTUPYIOIIMX | OJIUH aBT. JIUCT 2400,0
JeSITeTbHOCTD OuobIIMoTeK: yCTaBOB, MOJIOKEHHH,

MHCTPYKIUHI

pEeaKTUPOBAHUE CTATUCTHUYECKUX TAONHUI, YYETHBIX (OpM,| OJMH aBT. JIUCT 1980,0
00pasIoB

pEIaKTHPOBAHUE MAaTEepUANOB KOH(MEpEeHIMA: TOKJIaIO0B, | OJUH aBT. JHUCT 1050,0
coo01IeHn I

PenaktupoBanue  mOMyJSPHOTO o6ubanorpaduueckoro

nocoOusi, PETPOCHEKTHBHBIX  HAYyYHO-BCIIOMOTATENIbHBIX

yKazaTenei, 0030poB, CIIpaBoK, pedepaToB, aHHOTAIIUIN:

penaKTUpOBaHUE MOMYJISIPHBIX O6ubamorpaduueckux | OJUH aBT. JTUCT 2640,0
nocoOuii: TemMaTndeckux OuOIMorpaguuecKux ykazaTelnei,

CTIPAaBOYHHUKOB

pEAAKTUPOBAaHUE PETPOCIIEKTUBHBIX Hay4HO- | OJIUH aBT. JIUCT 2100,0
BCIIOMOTATENIbHBIX YKa3aTeen

pEelaKTUPOBAaHHE  AHAINTHYECKUX  0030pOB,  CHPABOK, | OJIWH aBT. JIUCT 1080,0

aHHOTalui, pedeparoB, CBOIHBIX pedepaTHBHBIX 0030pOB,




sKcIpecc-uHdopManui

9 |penaktupoBanue 6ubIUOrpadrUecKoit 3anucu OJIHA 3aITUCh 4,6
10 |KOHTpOJILHOE PEAAKTUPOBAHUE OJIHA 3aITUCh 6,2
[IpuMeyanue: Mpu peaKTUPOBAHUH CMEIIAHHOTO TEKCTa K HOPME BPEMEHHU MPUMEHSICTCS MOBbImaromuii ko3ddurmenr 1,1.
1.14. BcnomoraTtenbHO-TEXHUYECKAs paboTa
N HaunmenoBanue nporiecca, onepanuu. CoctaB paboThI Enununa Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
MartuHoUuCcHbIE paboThI
[TonyyeHune opuruHaga JJisi MEYaTaHUS W O3HAKOMJICHHE C
HUM, Habop
[TeuaTanue TekcTa 6€3 BEPTHKAILHOTO TpadIieHus OJTHa CTpaHUIIA
MAaIIHHOITUCHOT
0 TeKcTa
Pa3mMepbl HHTEPBAJIOB:
1 (2 13,4
2 (15 17,6
3|1

22,0
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[leyatanue Ttekcra Ha (opMaTkax
rpaduieHus

0e3 BEepTUKAIBHOTO

OJIHA CTpaHUIIA
MAaIIIMHOIIUCHOT
0 TEKCTa

Pasmeps! nHTEpBAIIOB:!

4 |2 17,6
5 |15 20,8
[ledaTanne TeKCTa ¢ BEpTUKAIBHBIM TpadieHueM OJTHa CTpaHUIIa
MaIIMHOMUCHOT
0 TEKCTa
Pasmeps! nHTEpBAIIOB:!
6 (2 17,6
7 11,5 21,0
8 |1 28,0
[leyatanue TekcTa Ha (opMaTKax C BEpPTUKAJIbHBIM | OJIHA CTPAHULIA
rpaduieHrnemM MaITUuHOMTUCHOT
0 TEKCTa
PazmMepb! MHTEpBAJIOB:
9 |2 17,6
10 (1,5 22,0
CunTka M KOPPEKTUPOBKAa TEKCTa TIOCJIE IeYaTaHWs Ha
MaIluHKe:
11 |mpoBepka mNPaBMIBHOCTH PACMOJOXKEHUS OTIEYATAHHOTO | OJHA CTPAHULIA 4,4




TEKCTA, CBEpKa c PYKOITHCHBIM; KOPPEKTUPOBKA | MAIITMHOITUCHOT
MAIIIHHOIHUCHOTO TEKCTA 0 TEKCTa
12 | cumTKa, KOPPEKTUPOBKA U BEPCTKA OJIHA CTpaHUIIA 4.4
MAIIHHOIIUCHOT
0 TEKCTa
13 | HakyienBaHUE MPABOK OJIHA MpaBKa 1,4
MaimmHOIUCHBIE padoThI, BBIIIOJTHSAEMBIE B
ABTOMATHU3WPOBAHHOM PEIKUME
BBoja marepuaia B KOMIbIOTED: OJIHA CTpaHUIIA
14 |nabop TekcTa ¢ TucTa 11,0
15 |nabop OubIMOTrpadUIECKOro OMUCaAHUS 14,0
BreiBo1 MaTepuana Ha SKpaH: OJIHA CTPaHUIIA
16 |mpaBka TekcTa Ha KOMIIbIOTEPE, BEPCTKA TEKCTa 8,6
17 |penaktupoBanue 6uOIHMOrpadguUecKoro onucaHus 2,7
18 |BBIBOJ TEKCTa HA IPUHTEP; pacreyaTka OJ/IHA CTpaHULIA 1,6
19 |BBIBOA pOpM TAOIHI] HA DKPaH oJiHa Tabiuna 11,0
20 | HanomHEeHHe TaOIUIl CoIepKaHuEeM oJHa Tabiuna 1,6
Hactpoiika TexHHYecKOro OOOpYIOBaHHS MU TEXHUUYECKOE
CONPOBOXKICHUE MEPOIIPUATHI:
21 |HacTpoiika TEXHHMYECKOro OOOpYyIOBaHUS ISl MPOBEICHUS OJIHO 120,0
MEPOTIPHUATHIA, B TOM YHCIIE TPAHCIUPYEMBIX II0 CETH| MEPOIPHUATHE

"NuTepuer”




22 | TEXHUYECKOE COMPOBOXKICHUE MEPOTIPHATHI OJTHO 300,0
MEpONpUsATHE

23 |mpoBeneHUe ayJIn0/BHUIC03AITICH u ($hOoTOCHEMKH OJTHO 300,0
MEpONPUATHI MEpOIpUATHE

24 | obpaboTka aynuo/Buneo/poroMaTepranon OJIMH HOCHUTEJb 420,0

nHpopmaruu

25 |paspaborka pa3nuuHbix 0a3 maHHbIX (BJ]) s BegeHus onHa bJ[ 28800,0
MIPOEKTOB

26 |HamucaHue MHCTPYKIUH 1o ucroib3oBanmto b/l mpoekton onuH aBt. yuct | 18000,0

27 | TexHn4eckas noaaepxka b/l mpoekTos oHa QYHKITUS 4800,0

28 |TecTHpOBaHHWE HOBBIX CHCTEM M BEPCHH MPOrPAMMHOTO | OAHA QYHKIUS 1800,0
o0ecreueHHs/TporpaMMHO-aIapaTHOTO KOMILIEKCa,
UCTIOJB3YyeMOr0 TIPU pealu3alliii  TPOEKTOB H  padoTe
NO0JIpa3/ieeHus

29 |TecTHpOBaHHE NPOTrPAMMHOrO OOecHeueHHs/IPOrpaMMHO- | OAHA QYHKIUS 1800,0
anmapaTHOTO KOMIUIEKCa

30 |cocraBneHue  MiaHa  TECTHUPOBAHMUA  MPOIPAMMHOIO|  OJMH IUIAH 2400,0
o0ecrieueHns/mporpaMMHO-aIapaTHOTO KOMILIEKCa

31 |mpoBepka COOTBETCTBHSI pa3pabOTaHHOTO MPOTPAMMHOTO | OJHA (QYHKIIHS 480,0
o0ecreyeHus/IporpaMMHO-aIapaTHOrO KOMILJIEKCa
TEXHUYECKOMY 33aHUI0

32 |omenka MPOrPaMMHOTO o0ecreYeHH s/ IpOrpaMMHO- OJTHO 25500,0
anmapaTHOro KOMILIEKca pOrpaMMHOE

o0ecrieueHne




33 |cocTaBieHUE aITOpPUTMAa TECTUPOBAHHUS MPOTPAMMHOTO | OJIUH aJTOPUTM 8400,0
o0ecriedeHu s/ IPOorpaMMHO-aNIapaTHOTO KOMITJIEKCa
34 |co3maHMe TECTHPYIOUIErOo CKpUNTa JUIsl  MPOBEACHMS | OJUH CKPHUIIT 600,0
Harpy304HOTO TECTUPOBAHUS POrPaMMHOTO
o0ecIeYeHU s/ TTPOrpaMMHO-AIIAPATHOTO KOMILIEKCa
35 |mpoBeZieHHE HArpy304YHOTO TECTHUPOBAHUS MPOTrPaAaMMHOIO OJTHO 480,0
o0ecrnedeHu s/ IporpaMMHO-aITIapaTHOTO KOMITJIEKCa Harpy304HoOe
TECTUPOBaHUE
36 |skcrnepTHas OLICHKA MIPOrpaMMHOTO obecreyeHus, OJIHA 2400,0
MOJATOTOBJICHHOTO B JIPYTUX OPTaHHU3AIMAX/TIPOTPAMMHO- | JKCIIEPTH3a
anmapaTHOro KOMILIEKCa
37 |co3maHue anropuTMa KOHBEPTHPOBAHHUS padOuyuxX TaOJuIl| OJHA OTPacib 2400,0
6onpmioro 6ubmmoreynoro karaiora (BBK) BBK
38 |mammcanme KOHBepTepa I TpeoOpa3oBaHUs pabOYUX | OJHA OTPACHb 4800,0
tabmuyy, BBK B aBTOMaTtu3upoBaHHYIO HH(POPMALMOHHYIO bBK
CUCTEMY JIUIICH3UPOBAHMS OTACIHHBIX BUJIOB JCSITCIHLHOCTU
(AHC JIOO) (unTerparus OMOIMOTEUHBIX JAHHBIX )
39 |mpeoOpazoBaHuMe METOAMYECKUX JaHHBIX AJIEKTPOHHOTO OJITHO 1440,0
Karajora JiIs mepeaadn KOHBEPTHPOBAH
ue

[Tpumeuanue: npu HaboOpe TEKCTa HAa KOMITbIOTEPE C JATUHCKUM MIPpU(TOM K HOPME BpEMEHH MPUMEHSETCS MOBbIIAMUN KodpdunueHT 1,3.

1.15. PaboTa mo opranu3aiuu Tpyaa 1 yrpaBJIeHUIO
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N HanmenoBanwme nporecca, oneparnuu. CoctaB paboThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
[TnanupoBanue padoThI
COop, ananmmu3 WUCXOAHOW WHGOPMANHMK; ONPEICICHUE | OJWH TUIaH
OCHOBHBIX 3a/lad ToJa, YTOYHEHHE CPOKOB BBIIOJHEHUS
3aJJaHNii, HAlMCaHUE OOBSICHUTEIILHOW 3aIUCKH; IMOATOTOBKA
IIPOEKTa IIaHa K 0OCYX/IEHUIO Ha BCEX YPOBHSIX, 10paboTKa
nocse o0CYX/IeHUs; PEICTaBICHUE TUIaHA Ha COTJIaCOBAaHHE
U YTBEpXK/ICHUE:
1 |mwrana OuOIHMOTEKHA 6240,0
2 |miaHa KOMIUIEKca/yrpaBlIeHUs 4800,0
3 |muaHa oTzeNa, CeKTopa 2740,0
4 |MHIUBUIYaTbHOTO TJIaHA 370,0
E>xenHEeBHBIN yueT paboThI B CTPYKTYPHBIX MTOJIPA3/ICICHUSX
5 |cTaTUCTUYECKU yuer 3aMyCcaBIIUXCS | OJIHA 3alUCh 2,8
(mepeperucTpupoBaBIINXCS) YUTATENEH
6 |cTaTUCTUYECKHI y4yeT KHUIOBbI1a4, TOCEIIEHUI OJTHA 3aIUCh 8,6
7 |yder wuHPOpMaALMOHHO-OMOMMOrpaduueckoii paboThl TO| OJHA 3aIUCh 2,7
YCTaHOBJICHHOU popMme
8 |yder BBIMOJIHEHHBIX CITPABOK OJTHA 3aITUCh 2,7

EsxenneBubIi y4eT a0OHEHTOB, MOJIb3 YOI X CSI




nporpammamMu MBA:

9 |craTucTUYECKHid yueT aDOHEHTOB, monb3ytomuxcst MBA 0JIHA 3aIIUCh 2,7
10 |craTucTHYECKH yYeT TMIOJIyUYEHHBIX 3aKa30B, BBLIAHHBIX | OJIHA 3aIKCh 9,8
JTOKYMEHTOB
11 |craTucTHYECKUH yUYeT 3aKa30B, IEPEHANPABICHHBIX B APYTHE | OJIHA 3aIHCh 2,7
OMOIMOTEKH
12 |3anuce utoroB padotsl B "/[HeBHUK paOOTHI" MOApa3eNieHus | OJIHA 3aIKCh 3,2
OMOIMOTEKH
13 |uHAMBUIYaTbHBIA YYeT: €XEIHEBHOE 3allOJIHEHHE IUCTKA| OJHA 3aMUCh 15,0
ydeTa TpyA03aTpaT Wik JHEBHUKA paboThl OMOIMOTEKaps
CBOJIHBIN CTAaTUCTUYECKUHN yUueT 1o OuOInoTEeKe
Ypcnao ywTaTenei, KHUTOBBIAAY, MOCCIICHMI, IIOJBEICHHE| OOHA 3aIIHCh
HWTOTOB CTATHCTUYCCKHMX JAHHBIX IT0 OMOIMOTEKE:
14 | mecs 528,0
15 |xBapTan 792,0
16 |roxg 1080,0
Cratuctuueckuii yuet B pexume AC:
17 |BBOJ CTAaTHCTHYECKUX JIAHHBIX C KOHTPOJIBHOTO JICTA OJIMH JIUCT 0,16
18 |cBOIHBIA CTAaTHCTUYCCKUH ydeT 1o OuOIMoTeKke (YUCIIO| OHA TadJmIa 0,27
YUTATEJICH, KHUTOBBIJAY, TOCCIICHHM )
[TogBeaeHne  WTOrOB  CTATUCTUYCCKHUX  JAHHBIX IO | OAHAa TaOauIa

OuoOInOTEKE:




19 |Mmecsn 0,27
20 |xBapTai 0,27
21 |ron 0,27
CocraBneHue OT4ETOB:
22 |mpueM IUTAHOBO-OTYETHBIX JIOKYMEHTOB OT CTPYKTYPHBIX | OIUH JOKYMEHT 60,0
MOJPa3/ICICHUi ¢ TMPOBEPKOW  MOJIHOTBI  COCTaBa,
COCTaBJICHHME CBOJHOMN TaOIUIIBI OCHOBHBIX TTOKa3aTelIeh
CocraBiieHHE aHATUTUYECKOTO OTYETA: aHATH3 JACSITEILHOCTA | OJIMH OTYET
MoJIpa3ieiecHuii 1 OUOITMOTEKH, OTMETKA U3MEHEHHI 3a TOJI,
HalMCaHWe TEKCTa, NPEJCTABJICHWE Ha COIVIACOBAHUE H
YTBEPKICHHE:
23 |oruer OMOIIMOTEKHU 3a TOJI 3980,0
24 |oTyeT oTAeNa, CEKTOpa 3a roj 1320,0
25 | MHAMBUIYATBHBIN OTYET 32 TOJT 586,0
CocraBnenrue (PUHAHCOBBIX OTYETOB 00 OIUIaTe€ MO BHAAM | OJUH OTYET
TJIATHBIX YCITYT:
26 |3a mecs1g 510,0
27 |3a kBapTan 840,0
OT4er nepe/ YUTATENSIMH U HACEIICHUEM:
28 |ompeneneHue CpoKa TPOBEACHUS OTYETA, TMOBECTKU MHS, OJIHO 1580,0
OIIOBENICHHWE O JIHE OTYeTa YMTATEJIeH, HACENICHUs, BBITYCK | MEPOIPHUATHE

CTCHI'a3CThI, O(I)OpMJICHI/Ie IMPOTOKOJIA, 3aMeUYaHum u
npennomeHHﬁ anaTeneﬁ, HaCCJICHUA, COCTAaBJICHHUC IIJIaHA UX




pcajii3ainun

[ToaroroBka npoOU3BOICTBEHHBIX COBELIAHUI

OmnpeneneHre MOBECTKU JAHsI, KPyTra Y9aCTHUKOB, TTOITOTOBKA OIHO
CIpaBKH, JPYrUX MEPONPHUATHH, MPOCKTAa PpEIICHHs,| COBEHIaHHE
OIIOBEIIEHNE YYaCTHUKOB COBEIIaHNA, IIOATOTOBKA
IMOMEIEHUSA:

29 | coBenianue pabOTHUKOB OMOIMOTEKH 320,0

30 | coBemntanue pabOTHUKOB OT/EIA 264,0

31 |coBemianue 1Mo UTOraM MPUHATHIX PEIICHUHN C IEIbI0 OLICHKH OJIHO 27,0
UX PE3yJbTaTOB, MPOU3BOJICTBEHHBIC COBCIIAHMS 10 MTOTaM | COBCUIaHHE
roga

32 |omepaTBHOE  COBellaHuWe (A7 pemIeHHs  TEeKYIIMX OJIHO 60,0
MIPOM3BOJICTBEHHBIX 3a/1a4) COBEIaHNE
Opranu3annoHHO-OIepaTHBHAsS padoTa:

33 |nokyMeHTanbHOE OGOpMIIEHHE pexuMa padoThl OTJelNa | OUH JTOKYMEHT 360,0
(cocTtaBnenue rpaguka padoThl, OTITYCKOB)

34 | obecnieueHue KOHTPOJIS 3a BBIITOJIHEHUEM | OJTHO 3aJaHUE 15,0
MIPOU3BOJICTBEHHOTO 33/IaHUS U Ka4eCTBOM PaOOThI

35 |obecrnieueHrne KOHTPOJS 3a HCIOJHEHHWEM YIPaBICHUYECKOTO | OJUH JTOKYMEHT 15,0
pelleHus, TpuKa3a, YKa3aHWS JUPEKTOpa, 3aMECTHTENS
TUPEKTOPA, 3aB. OTIEIOM

36 |3akmroueHue, MpOJJICHUE JIOTOBOpA C ¢dbupmamu, | OJAUH JOTOBOP 840,0

MNpECaANpPUATUAMHA, OopraHu3anusamMu, JaCTHbBIMHU
npeaApuHUMATCIIMU




37 | cocTaBieHue KaIbKYJSIIUA [IEH HA TJIATHBIC YCIYTH OJIUH IOKYMEHT 3340,0
38 | BBIMMCHIBAHHE CYETA, KBUTAHIIUU OJIUH JIOKYMEHT 13,4
39 | cBepka orIaTel CUeTOB OJIMH JOKYMEHT 13,8
Jlenonpoun3BoICTBO:
40 |mpueM U perucTpanus BXOIAIICH KOPPECIIOHICHIINN OJINH JOKYMEHT 15,0
41 |xomMpoBaHNE/CKAHUPOBAHUE TOKYMEHTOB OJIMH IOKYMEHT 15,0
42 |ornpaBka/monydeHne (pakCOBBIX KOITUI JOKYMEHTOB OJIUH JOKYMEHT 30,0
43 | obecriedueHre KOHTPOJIS 32 CBOEBPEMEHHBIM HCIOJHEHHEM | OIMH JOKYMEHT 15,0
JOKYMEHTA
44 | cucremaru3anys U MOANIMBKA WCIIOJHCHHBIX JOKYMEHTOB B | OJIUH JOKYMEHT 30,0
COOTBETCTBHH C HOMEHKJIATYpOil J1en
Pa6ota B pexxume AC:
45 | perucTpaiys BXOIAIIEH KOPPECIOHICHIINN: OJIHA KapTOoYKa 15,0
46 | obOecrieueHre KOHTPOJISI 32 UCIIOJIHEHHWEM JOKYMEHTA: BBIBOJ | OJIHA 3aIlHCh 7,0
Ha DKpaH KOHTPOJBHOW KapTOYKH; BBOJ B Hee MHPOPMAITUU
00 HUCIIOJIHEHUHU
47 |pemieHue XO3AHCTBEHHBIX BONPOCOB (IOJaya 3asgBOK Ha| OJMH BOIPOC 30,0
YCTpaHEHHE HEUCIPABHOCTEH pabovYMX MOMEIIECHUM, 3aKa3 1
MOJIy4YeHHE KAHIIETSIPCKUX TOBAPOB U JPYTUX MaTEPUATIOB CO
CKJIaja)
B3aumopeiicTBre MEXTy CTPYKTYPHBIMH ITOPA3ICICHUSIMHU:
48 |cocraBneHHEe 3ampocoB, TPeOOBaHWI, TMOSCHUTENHHBIX | OIUH JOKYMEHT 20,0




3aIIMCOK 1 CJ'Iy>KC6HBIX 3aIllMCOK

49 |momaya 3ampocoB, TpeOOBaHUM, TMOSICHUTEIBHBIX 3aIUCOK W | OIMH JOKYMEHT 25,0
CITY»KEOHBIX 3aMMCOK B IEYaTHOU (hopme

50 |momava 3ampocoB, TpeOOBaHMM, MOSICHUTEIBHBIX 3alMCOK M | OAWH JOKYMEHT 10,0
CITy’)KeOHBIX 3aIMCOK B AJIEKTPOHHOHN Gopme

51 |obecnieyeHne KOHTPOJIST 32  WCIOJHCHHEM  3alpOCOB, | OJUH JIOKYMCHT 40,0

Tpe60BaHPII>i, IIOACHUTCIIBHBIX  3aIllUCOK H CJ'Iy>K€6HBIX
3allMCOK




HpI/IMe‘IaHI/ICZ BpEMs NPOBCACHUA OTUCTA IICPCA YUTATCIAMU, HACCIICHUCM, COBCH_IaHI/Iﬁ B HOpMY BPCMCHH HC BXOOUT.

2. TunoBbIe OTpaciieBbIle HOPMBI TPY/Ia Ha paOOThI, BHITIOTHSIEMBIC
B FOCYJapPCTBEHHBIX (MYHHUITUTIATBHBIX ) OMOINOTEKAX (Ha OCHOBE
ABTOMATHU3MPOBAHHBIX CHCTEM YIPABJICHHSI IPOIIECCAMH )

2.1. KomrekroBanue GpoHI0B

N HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
/i WU3MEpCHUs BpPEMCHH,
MUH.
1 2 3 4
1 |mpuem wu ot1OOp [Is (OHIOB HOBBIX MOCTYNJICHUH, | OIUH TOKYMEHT 3,6
MOJIYYEHHBIX I10 COMPOBOIUTEILHOMY ITOKYMEHTY - JIHCTY
rOCy/IapCTBEHHON PETUCTpaIlUU
2 |TexHHYecKas oOpaboTKa JOKYMEHTOB OJIUH IOKYMEHT 45
3 |BBOJ HOKyMeHTOB B 0a3y nanHbIx (bJ1) OJIUH IOKYMEHT 4,5
2.2. bubnuorpaduueckoe onvcaHue U UHAEKCHPOBAHNUE JOKYMEHTOB
N HanmenoBanwme mporiecca, oneparnuu. CoctaB paboThl Enuanmna Hopma
n/m U3MEpeHUs BpEMEHH,

MHH.

Tab6muna 23
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1 2 3 4

1 |popmupoBanue OubIMOrpadUUecKoil 3anucy Ha TOKYMEHTHI | OJHA 3alUCh 18,0
Ha PYCCKOM SI3bIKE (OMHUcaTeIbHas KaTaloru3arus)

2 | popmupoBanue 6ubMorpaguIecKoil 3amucu Ha JOKYMEHTHI | OJIHA 3aIUCh 27,0
Ha MHOCTPAaHHBIX EBPOMEUCKUX S3bIKaX M s3bIKaX HapOJIOB
Poccun, kpome pycckoro (onucaTtenbHast KaTaaoru3aius)

3 | popmMupoBanue oubmuorpaduaeckoit 3aMmcu Ha| OJIHA 3aIuCh 60,0
cTaporiedyaTHble KHHTH W pYyKONHCH (OomucaTelpHas u
coJiepKaTellbHas KaTajJoru3alus)

4 | MHACKCUpPOBAHUE JIOKYMEHTOB (comepkarenpHas | OJHA 3aIHCh 18,0
KaTaJjoru3anus)

5 |dbopmmpoBanue aBTOPUTETHOW 3amwich (Ha WMEHA JUIl, | OJHA 3aIlKCh 30,0
HaMMEHOBAHMI OpraHu3anuii)

6 |dpopmupoBaHue 1aHHBIX B (POHIOBOM 3amKCH OJIHA 3aIUCh 5,0
2.3. Pabota ¢ karajgoramu

N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Ennnuna Hopma

n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
1 |pa36op kapTOUeK [l pacCTAaHOBKM B ayi()aBUTHBIE KAaTAJIOTH | OJIHA KapTO4Ka 0,2

PC,Z[aKTI/IPOBaHI/Ie TCHCPAJIILHOTO aJ'I(I)aBI/ITHOI“O KaTtaJjiora:

OHa KapTO4Ka

Tabmauma 25



2 | kataor - crapsii psan (1o 2000 roma); 1,0
3 |karanor - HOBBII psif (¢ 2000 roma); 0,5
4 |KataJor - HHOCTPAaHHBIE EBPOIEHCKHE S3BIKHU U SI3bIKU 1,0
HaponoB Poccun, kpome pycckoro
5 |pa30op KapTO4eK /s pPACCTAHOBKM B CHCTEMAaTHYECKHE | OJHA KapTOuKa 0,3
KaTaJIoTh
6 |pemakrupoBaHue I'eHEpaNTBbHOTO CHCTEMATUYECKOTO KaTalora | 0JlHa KapTouKa 0,5
(I'CK)
7 |penmakTHpoBaHWE OpHUTHMHAJI-MakeTa OuOIMOrpaduyYEcKUx | OaHa KapTouka 0,3
3anucelt (b3) Ha oJHOYACTHBIE TOKYMEHTHI
8 |penmakTmpoBaHue opuruHai-Makera b3 Ha MHOrOuYacTHBIE | OJHA KapTOUYKa 0,45
JOKYMEHTBI
9 |pemakTHpoBaHME 3amKMcell Ha EIUHHMIBI XpaHEHUS B| OJHA 3aIUCh 5,4
nporpaMMHoe obecnieuenun (II0) mno wu3BemeHusM o
BHECEHHHM W3MEHEHMH B KaTalord, MOJY4YEHHbIM W3
TexHosorudeckoro otaena (TO)
PenaxktupoBanue b3 perpokonBepcun B 1O (KOHTpOIbHBIE| OJHA 3alUCh
nosist popmara u tekcra b3):
10 |pemakTupoBaHKE KOHTPOJIBHBIX MoJeH hopmaTa 5,4
11 |penaxtupoBanue Texcta b3 5,4
12 |penaxtupoBanune OuOmmorpapuueckux 3amuceit (b3) B 11O | onHa 3ammch 5,4
(BBenenue unaekcos bbK B b3 perpokonsepcun)
13 |popmupoBanue b3 B I[IO ¢ wucnomb3oBaHHEM CBOJHOTO| OJHA 3aMUCh 12,0




Karajiora onoianorexk Poccun

14 |penaxtupoBanue b3 Ha MHOrouacTHble JOKyMeHTOB B [10 OJIHA 3aIIUCh 12,0
2.4. Pabota ¢ honmoM
N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
[TonroroBurenpHas pabora:
1 |moaroroBka pabouux MecT 0JIHO paboyee 5,0
MECTO
2 |TmoMyYeHue TOKYMEHTOB C BBICTABKM HOBBIX MOCTYIUICHWH | OJHA MapTHs 16,0
(npu yuactuu 4-X 4€JI0BEK) (100
JIOKYMEHTOB)
3 |mpueM HOBBIX MOCTYIUICHUH B IporpaMMe nepeiadn OJIHA IapTus 12,0
(100
JIOKYMEHTOB)
O06paboTka HOBBIX MOCTYIIJICHUH:
4 | mepBUYHBIN pa300p HOBBIX MOCTYIIJICHUN 0JlHa IapTus 26,0
(100
JIOKYMEHTOB)
5 |pa30op IOKYMEHTOB sl ONpEAETCHUs PACCTAHOBOYHBIX | OJIHA MAPTHUS 1,0

Tabmuma 26



mdpos (100
JIOKYMEHTOB)
6 |mpenBapuTenpHas CHCTEMAaTHU3alUs JTOKYMEHTOB T'PYIIIOBOHM | OHA MapTHs 1,0
00pabOTKH ISl OTIpeACTICHUS TIOJIOYHOTO WHEKCa (100
JIOKYMEHTOR)
[udpoBka JOKYMEHTOB: OJIMH JOKYMEHT
7 |c nByms mmmdpamu (1 - "BUpTyaIbHBINA") 1,0
8 |6e3 mmdpa 1,8
9 | moCBHLIBL 3,6
10 |BBOX mHpa 0,5
[[IudpoBka JOKYMEHTOB rpyHnIoBOi 00pabOTKU: OJIMH JOKYMEHT
11 |npenBaputenbHas cuUcTeMaTusalus (BBOJ MHIEKCAa OTpaciu 1,0
3HaHus 1o Tabauiam bBK B DK)
12 | netanpHas cucreMartu3aius (BBOJ MojoyHOTO MHIekca BBK 1,0
B OK)
13 |oOpaboTka MOKYMEHTOB Ha WHOCTPAaHHBIX EBPONEWCKUX | OTUH TOKYMEHT 3,6
SI3BIKAX
14 |o6paboTka JOKYMEHTOB Ha HAIIMOHATBHBIX SI3bIKAX HAPOJOB | OJUH JIOKYMEHT 45
cyowrekToB Poccuiickoit @enepariun
15 |npuem u o6pabotka nokymentoB X VIII - XIX BB. OJIMH JOKYMEHT 8,0
16 |mpueM wu o00pabOTKa OTEUECTBEHHBIX IEPUOJIUICCKHUX | OJUH JIOKYMEHT 1,8

W3JIaHUH U3 3aJ1a TeKyIUX nepuoanyeckux usnanuii (3TIIN)




17 |mpuem u 0OpaboTKa MHOCTPAHHBIX MEPUOAMYCCKUX HU3AAHUH | OAMH JOKYMEHT 1,8
n3 3TIIN
18 | mepemmdpoBKa JOKYMEHTOB OJIUH IOKYMEHT 27,0
19 |BBOx Oap-kona qokymeHTa B DK OJIUH IOKYMEHT 2,6
20 |mepenava mokymMeHTOB B (hoH oubmuoteku (Pb) OJIHA MTapTHUS 26,0
(100
JIOKYMEHTOB)
OOcnyxuBaHue untarenei u aboneHTo B Ob:
21 |BeImoNHEHHE TPEOOBAHMM, MOCTYMHUBIIUX MO 3JIEKTPOHHOMY OJIHO 1,0
3aKa3zy TpeOoBaHuE
22 |B3amMoOpacdyeT CcO  CTPYKTYPHBIMH  TOJAPA3ACICHUSMH | OJHA MapTUs 14,0
OubIMoTEeKH (100
JIOKYMEHTOB)
23 |pabota ¢ 3aJ0HKCHHOCTBIO OJINH JOKYMEHT 1,8
CoxpaHHOCTb (DOH/IOB:
24 |mOArOoTOBKAa JIOKYMEHTOB Ha MHKPO(QUIBMUPOBAHUE U | OJUH JIOKYMEHT 54
CKaHUPOBaHUE
25 |mepemavya  JOKYMEHTOB Ha  MHUKPOQWIBMHUPOBAaHHE W | OJHA MapTHs 16,0
CKaHHPOBaHUE (20
JTOKYMEHTOB)
Caepka (honza ¢ 3nekTpoHHbIM KaTasiorom (9K): OJIMH JOKYMEHT
26 | oJTHOYACTHBIC JOKYMEHTOB 1,8
27 |MHOTOYACTHBIC JJOKYMEHTOB 3,6




28 | mpoBepka J0cTyIa K 3JIEKTPOHHOMY pPecypcy OJIUH IOKYMEHT 54
[TepeBon nokymeHTOB B ipoBoii hopMar:

29 |mpuem/miepeaya  MEYATHBIX ~ W3JAaHWA M3 OTJENA | OUH JOKYMEHT 0,9
donmoxepxkarens 1O aBTOMATU3UPOBAHHOW MporpaMme
nepeaay

30 |cBepka MOTYyYSHHBIX JIOKYMEHTOB C DJICKTPOHHBIM KaTaJIOTOM | OJJUH JIOKYMEHT 3,3
U pacmpe/elieHre 3aKiIaJiok ¢ uMeHeM (aiina 1Mo mev4aTHbIM
OpUTHHAJIAM

31 |pacmpenencHue IEYaTHBIX JTOKYMEHTOB MEXKIY ONEPAaTOpaMU | OJHA IMAPTHS 55,0
ckanupoBanud (40 T0KyMEHTOB)

32 |ckaHUpOBAaHUE TMEYATHBIX JOKYMEHTOB B IMOJIHOIIBETHOM | OJIHA CTpaHUIIA 0,33
pexXHMe

33 |kommpoBaHue OTIepaTopoM AIIEKTPOHHOU KOIHH | OWH JOKYMEHT 30,0
OTCKaHMPOBAHHOTO JOKYMEHTA Ha CEPBEP

34 | 00paboTKa >IEKTPOHHOI KOMMMK OTCKaHUPOBAHHOTO M3/IaHUsl | OJIHA CTPaHHUIIA 2,5

35 |KkommpoBaHHE ONepaTOpoOM 00pPaOOTKH TOTOBOM AIIEKTPOHHOH | OIUH JTIOKYMEHT 30,0
KOIMUU OTCKAaHMPOBAHHOTO W3JIaHUs ¢ pabodell CTaHIMU Ha
cepBep

36 |Bepudukanms (mpoBEepKa C TIOMOIIBIO JIOKA3aTENbCTB) U | OJIUH JIOKYMEHT 10,0
KOHTPOJb KayecTBa OOpabOTaHHBIX AIIEKTPOHHBIX KOMHIA
MEYaTHBIX W3JaHUH

37 |pacrozHaBanne Tekcta W co3gamme  [1JI®-(haiiioB | OqUH TOKYMEHT 35,0
ANEKTPOHHBIX KOMUN NMEYATHBIX U3/IaHUN

38 |komupoBanue pacno3HaHHBIX [IJID-}aiinoB >MEKTPOHHBIX | OUH TOKYMEHT 6,0




KOIIMM II€YaTHBIX M3JaHUM B TEXHOJOTMYECKYIO MAIKy JUIs
JaIbHENIIEH 3arpy3Ku Ha cepBep

2.5. O6cnykMBaHNE HMHOTOPOIHUX a0OHEHTOB B IIEHTPE AUCTaHIIMOHHOTO oOpa3oBanus (11JI0) u MBA

Tabmuua 27
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
/i WU3MEpCHUs BpPEMCHH,
MHUH.
1 2 3 4
1 |moaroroBka pabo4HMX MECT 0ITHO pabouee 4,2
MECTO
2 |mpocMOTp  3JEKTPOHHOM  TOYTHI,  O3HAKOMJIEHHE  C OJTHO 26,0
MOCTYIHUBIIMMHU COOOIICHUSAMHU cooOmienne
3 |perucrpamnust aDOHEHTOB OJIUH a0OHEHT 4,5
4 |mpueMm 3aKa3oB OT aOOHEHTOB uUepe3 aBTOMATHU3UPOBAHHYIO | OJWH 3aKa3 2,7
CHCTEMY nopraia yIIpaBJICHUS JOTIOJTHUTEIBHOTO
obcmyxxkusanus (Y J10)
[TpoBepka 1o AMEKTPOHHOMY KaTaJOry HAIWYHs JJOKYMEHTA B | OJJMH JIOKYMEHT
¢donnax, npocrapiaeHue mudpa Ha OJ1aHKe-3aKa3e:
5 |06e3 oubmmorpaduueckoit 10paboTKH 3,6
6 |c oubnmorpaduueckoit To0paboTKOM 17,0
7 |mpueM JOKYMEHTOB OT OT/EIOB (OHI0epKATETCeH OIIUH peiic (u3 9,0
®b)




8 |moaroroBka u opopMIICHHE TOKYMEHTOB K BbIJIa4ue OJIUH IOKYMEHT 2,7

9 | dbopmupoBaHHe KATBKYJISIIUU HA OIUIATy YCIYTH Ha BbIIady | OJIHA CTPaHUIIA 1,0
KOITMH JIOKYMEHTA 110 3ampocy aboHeHTa

10 | mpoBepka moCTYIUICHUS TIIaTeXa 110 BUIaM OTLIAThI OJIHA 3asBKa 1,0

11 |perucrpanus BbIJa4¥ JOKYMEHTOB B aBTOMATH3WPOBAHHOM | OAMH JOKYMEHT 1,8
CHCTEME

12 |ornpaska Gangeponeit oznHa 4,4

OaHIepOITh

13 |cocTaBieHHE ONKWCH TIOJATOTOBJIECHHBIX K OTIPABICHUIO | OJIHA 3aIHCh 2,7
OaHepoIIei

14 |TpancnopTupoBKa OaHJeposieid B MOApa3/eleHUE OTIPaBKU | OJHA MapTUS 9,0
3aKa3HBIX OaHIEpOJICH

15 |mpueM HOKYMEHTOB, BO3BpAIICHHBIX A00HEHTaMHU OJIUH IOKYMEHT 2,8

16 |pabora c oTKazamu OIWH OTKa3 2,7

17 |opranuzanus u BeJileHHE KapTOTEK OJIHA KapTOYKa 1,0

/onuH OJIaHK-
3aKa3

18 |pacnewatka  guccepranid M3 DJIGKTPOHHOW  0a3bl|  OJIMH JIKCT 1,0
JUCCepTaIlii Mo 3aka3y aboHeHTa

19 |KoHTpOIIb 32 MOTAIICHHEM 33/I0JKEHHOCTH oJrH a0OHEHT 14,0

20 | moucK HETONy4YeHHBIX OaHaepomneit oJIHa 55,0

OaHIepoITh
21 |BO3BpaT OMMOOYHO 3aCIAHHBIX JOKYMEHTOB OJlHa 3,5




OaHepOoITh

22 |crpaBKM W KOHCYJbTallMM 00 YCIOBUSAX OOCITYKHBaHUS oJlHa 9,0
aOOHEHTOB, 10 paboTe aBToMaTHU3upoBaHHOM cucteMbl [1JIO | kKoHCynbTaIUS
u MBA
2.6. CnpaBouyHO-OuOIHOrpaduueckoe 00CITyKUBaHHUE
N Haumenosanue mpouecca, onepanuu. CoctaB pabOThI Enununa Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
Beinonnenue ycTHeIX OnOIuorpauyeckux CrpaBokK:
1 |moaroroBka pabouux MecT eXKeTHEBHO 13,0
2 | exeIHEBHBIN CTAaTUCTUYECKHUH yuer CIPaBOYHO-| €KEIHEBHO 13,5
oubnuorpaduueckoro 00CTy)KUBaHUS YATATENEH
3 |u3yuyeHHe OTpHLATENIbHBIX OTBETOB Ha OubOiumorpaduyeckue OJINH 13,5
3aIIpOCHI C LIEJTBIO0 BBISBICHUS Opaka OTPHIIATEIBHEI
1 OTBET
4 |mpueM 3ampoca Ha BBIOJHEHHE OuOIMOrpaduveckoil | OAMH 3ampoc 10,0
CTIpaBKH
5 |odopmieHne KOHTPOIBLHOTO JIMCTKA TTOJIb30BATEIIS OJIUH 1,0
M0JIb30BATEIh
6 |TemaTHueckas ycTHas OuOnuorpaduueckas cripaBkKa 0JIHA CIIpaBKa 17,0

Tabmuma 28



7 |ampecHast yCTHasl CIipaBKa OJIHA CIIpaBKa 8,0
8 |yrounstomas yctHas Oubarorpadpuueckas cripaBKa OJTHA CITpaBKa 18,0
9 |dakrorpaduyeckas yctHas oubnmorpaduueckas crpaBka OJlHA CTIpaBKa 15,0
Koncynbranuu: oaHa
KOHCYJIbTaIIHsI
10 |6ubmmorpaduaeckas 10,0
11 |opuentupyromas 6,0
12 | BcrioMoOraTenbHO-TEXHUYECKAS 3,0
13 |oubnmorpaduyeckas/pakrorpadudeckas crpaBka OJlHA CTIpaBKa 12,0
BrinonHenne nucbMeHHbIX OUOIHorpaduyecKux CrpaBoK:
14 |mpmem w®  perucrpanus THCBMEHHOTO  3ampoca  B| OIHMH 3alpoc 3,0
OpraHMU3aIOHHON rpyme
15 | nucnieTyepuzanys NTUCbMEHHBIX 3anpocoB B rpymnmne CbO eXXeJTHEBHO 60,0
16 |peructpanmst 3ampoca B OKypHaJe YydeTa IHCbMEHHBIX | OJIHA 3alKCh 3,0
cnpaBok rpynnsl CbO
[TuceMeHHas TeMaTU4decKas CrpaBKa:
17 |temarnyeckas crmpaBka |-l cTenmeHW CIOXKHOCTH: 10 25| oJHA CrpaBKa 1200,0
HAa3BaHMIA, C MPOCMOTPOM OHOIHOrpadUUECKUX HCTOYHHUKOB
18 |Temarnmyeckas cripaBka 2-H CTENEHHW CIIOXHOCTH: CBBIIIE 25| OJlHA CIpaBKa 2900,0

Ha3BaHUil, C IPOCMOTPOM OUOIHOrpadUUECKHX U TEKCTOBBIX
HUCTOYHUKOB




19 |nuceMeHHas yrouHstomas oudimorpaduaeckas cripaBka OJIHA CIIpaBKa 360,0
20 |nmuceMeHHas apecHas CIpaBKa OJTHA CITpaBKa 120,0
21 |nucemenHas akrorpaduyeckas crpaBka OJTHA CITpaBKa 360,0
[TucbMeHHbIe KOHCYIbTAIUH: oJlHa
KOHCYJIbTaIHS
22 | Gubnuorpadudeckas 480,0
23 | opueHTHpYIOIIast 480,0
24 | KOHCYIbTALMSI-KIIUIIE 240,0
PenakTupoBanue BHIIOTHEHHBIX MMChbMEHHBIX CIPABOK:
25 |ajpecHas MUCHbMEHHAS CITPaBKa OJlHA CTIpaBKa 9,0
Temarudeckasi IICbMEHHAs CIIpaBKa: OJTHA CITpaBKa
26 | 1-i1 cTeneHn CloKHOCTH 18,0
27 | 2-11 cTENeHN CIIOKHOCTH 48,0
28 |yTouHSIOIIAs TMCEMEHHAsI CIIPaBKa OJTHA CITpaBKa 8,0
29 | paxrorpaduueckas muCbMEHHAsK CIIpaBKa OJTHA CITpaBKa 8,0
30 |perucrpanys BBHINOJHEHHON MHCHMEHHOW CIIPaBKH B TPYIIE | OJHA 3aIHCh 3,0
cnpaBo4yHO-OuOHorpadpuyeckoro obcmyxuanus (CbO) B
’KypHasle yuyeTa MUChbMEHHBIX 3alpOCOB
31 |peructpamus BBIOJHEHHOM NHCBMEHHOH CIpaBKM B| OJHA 3alUCh 2,0

opranuzanuonHoi rpynmne CbO




32 | odopmiteHHE U TIepeava/oOTIpaBIeHUe OTBETA 3aKa3UUKY OJIMH 3a1poc 12,0
BuptyanpHas cripaBouHas ciryxoa:
33 |BHUpTyanbHas TEMaTHYECKas CIIpaBKa OJTHA CITpaBKa 18,0
34 |BupTyaNbHAas agpecHasl CIpaBKa OJIHA CIIpaBKa 7,0
35 |BUpTyanbHas yTOYHSIOMIAS CIIPAaBKa OJTHA CITpaBKa 18,0
36 | BUpTyaJIbHASI OPUEHTUPYIOIIAs CIIPaBKa OJlHA CTIpaBKa 6,0
37 |BuptyanbHas pakTorpadudeckas CrpaBka 0JIHA CIIpaBKa 15,0
38 | ohopmiteHHE OTBETA HA 3aPOC YUTATEIIS OJTHO TTUCHMO 6,0
39 |momoyiHeHWEe apXWBa  BBINIOJIHEHHBIX  crpaBok  ("ba3bl| omHa cripaBka 11,0
3HaHUI")
40 |ckanupoBanue aokymeHTOB W3 (oHmoB CBO mo 3aka3am | ofHa cTpaHHIIA 3,0
[10JIb30BaTENEN
Koncynpramumu: OJlHa
KOHCYJIbTaIIHs
41 |oubmmorpaduyeckas 10,0
42 | opueHTupyroImas 10,0
43 | KOHCYIBTAIUS-KITHIIe 5,0
44 | koopauHAIKS u JTUCIIeTYepU3aus BBIIIOJIHEHUS | OHHO IIHUCHMO 12,0

BUPTYAJIbHBIX CIIPABOK

bubnuorpaduueckoe o6ydeHue moyib3oBaresneii:

oHa
KOHCYJIbTaIIHsI




45 | meTonnyeckas 10,0

46 |Temaruyeckas 15,0

47 |monroroBka  Oumbmmorpaduueckoro  0030pa/o0ydaroniero OJTHO 2400,0
MEPOTIPUSTHS o METO/IMKE (bOopMHpPOBaHUS | MEPOTIPHUITHE
oubmmorpaduueckoit 3amucu, pabOTHl C KaTalloraMu, IO
METO/IMKE oubmmorpaduueckoro OTIMCaHU,
OoubnuorpadguyecKMMHU UCTOYHUKAMH ()OPMHUPOBAHUS CIIHCKA
JUTEpaTyphl K HAYYHOH padboTe

48 |mpoBenenue Oubnmorpaduyeckoro  0030pa/o0yvaronIero OJIHO 60,0
MeporpusTHsi (10 myHKTY 39) MEpOIPHUITHE
DKCKypcuu 1o GOHJAaM U CIPaBOYHO-OMOIHOTrpaduaeckomy 0/IHa
anmapaty (CBbA) IBC: 3KCKypcus

49 |moaroroBka 480,0

50 |mpoBenenue 60,0
Benenue cnpaBouHo-Onbmuorpagudeckoro anmnapara:

51 |BeacHHWE apXwWBa BBIMOJIHCHHBIX CIPABOK B 3JICKTPOHHBIN | OJIHA CIIPAaBKa 8,0
peXUM

52 |BBOA KapToTek B 0a3y manHbIX (B]I) OJIHA KapTOYKa 6,0
BricTaBouHas padora: OJIHA BBICTAaBKa

53 |pa3zpaboTka TmaHa OpraHu3allMd U SKCIIOHMPOBAHUS 2160,0
TEMaTUYEeCKON BBICTABKU

54 |moaroTroBKa COMPOBOIUTENHHON JOKYMEHTAIIMHA K BHICTAaBKE, 360,0

OTUKCTAXKY




55 |MOHTaXX BBICTAaBKH 480,0
56 | neMOHTaXX BBICTABKH 240,0
57 |co3manue adwuni, oOBABICHHNA, MPOrpaMM JJsi MPOBEIACHUS 60,0

BBICTaABOK




[Ipumeuanue: npu paboTe C NOKYMEHTaMH Ha MHOCTPAHHBIX €BPONEHMCKHUX sI3bIKAX M sI3bIKaX HapoaoB Poccuu, Kpome pycckoro, K HOpMam
BPEMEHHU MMPUMEHSETCS MOBBIIAOMui Kodddurment 1,15.

2.7. HoTHble U3JaHUS ¥ 3BYKO3AMKUCHU

N Haumenopanue mponecca, onepanun. CoctaB paboThI Ennnnna Hopma
/o U3MepeHus BpPEMEHHU,
MMUH.

1 2 3 4
dopmupoBanue OUOIHOrpadUISCKON 3aIHUCH:

1 |Ha rpaMmMO(OHHBIE IJTACTUHKY (TPAMIUIACTHHKH) HA PYCCKOM | OJMH JHCK 140,0
sI3bIKe (OMHcaTeNIbHAsT KaTaJIOTH3aIIHs )

2 |Ha rpaMIJIACTHHKU HAa MHOCTPAHHBIX €BPOMEHCKUX S3BIKAX U OJIUH JUCK 180,0
s3bIKaxX HapoJoB Poccuu, kpome pycckoro (ommcareiabHas
KaTaJIOTM3a1lns )

3 |Ha ayauMoaMcKax Ha PYCCKOM si3blke (ommcarenbHasi| OJUH JUCK 160,0
KaTaJIOTU3a1lus)

4 |HA ayauoaMCKaX Ha WMHOCTPAHHBIX E€BPOMEHCKUX S3bIKaX U OJIUH JUCK 220,0
sa3pIKaX  HapoJgoB Poccuu, KpoMe PYyCCKOro  s3bIKa
(omucaTenbHas KaTajJoru3anus)

5 |ma gmckax  ¢dopmata ayamodaitoB  (omucarenbHas| OIUH THCK 480,0
KaTajoru3arusi)

6 |Ha HOTHBICE W3JaHUS HA PYCCKOM sI3bIKE (OMHCATENbHAs | OUH JOKYMEHT 132,0
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KaTaJ’IOFI/IBaHI/Iﬂ)

7 |Ha HOTHBIC U3JJaHUsI HA MHOCTPAHHBIX €BPOMEUCKUX S3bIKAX U | OJJUH JOKYMEHT 140,0
s3bIKaX HapozoB Poccuu, Kpome pycckoro (ommcaTenbHas
KaTaJIoru3amus)
CrpaBouHo-0ubmorpapuieckoe o0cTyXKUBaHUE B
YUTATBHOM 3aJIe
Brimonuenue yctHoi 6ubanorpaduueckoit cipaBku:
8 |mpuem 3ampoca Ha BBIIOJIHCHHE OuOIMOTpadUyYecKor | OIUH 3arpoc 6,0
CTIpaBKH
9 |TemaTmueckas ycTHas OuOnmorpaduueckas cripaBKa OJTHA CITpaBKa 20,0
10 |ycTtHas anpecHast OuOimorpadudeckas crpaBka OJIHA CIIpaBKa 12,0
11 |yrounstomas yctHas oubnuorpaduueckas cripaBKa OJTHA CITpaBKa 22,0
12 | pakrorpaduueckas yctHas oubnuorpaduyeckas crpabka OJIHA CIIpaBKa 18,0
Koncynbrammu: OJlHa
KOHCYJIbTaIIHs
13 | 6ubnmorpaduueckas 10,0
14 | opueHTHpYOIIAS 3,0
15 | BcmoMorareabHO-TEXHUYECKAs 6,0
BrinonrHeHne TUChMEHHBIX OMOIHorpaduIecKux CIpaBoK:
16 |mpuem u peructpanus 3arnpoca B KHUT€ ydeTa MUCHbMEHHBIX | OJIHA CIIpaBKa 15,0

oubnuorpaduueckux CrpaBoK




17 |u3yyenume 3ampoca, YCTAHOBJCHHE WJIM YTOYHCHHE | OJ[HA CITpaBKa 900,0
3JIEMEHTOB Oubmorpaduyeckoi 3anucu
Benenune cripaBouH0-0nOrorpaduyeckoro amnmapara:
18 | odopmiieHHne KapTOUYKHU JUIsSl KAPTOTEK OJIHa KapTOYKa 16,0
19 |co3manue Ombmmorpaduueckoit 3anucu (b3) Ha cTaThu MO | OJIHA 3aMKUCh 8,0
MY3bIKE U3 JIOKYMEHTOB, HE COOTBETCTBYIOIINX MPOQHUITIO
20 |BemeHHME KapTOTEK OJIHA KapTOYKa 1,0
2.8. Pabota ¢ nutepatypoii mo OubIMOTEeKOBEIeHUI0, OMOIHOrpadOBEACHUIO U KHUTOBEICHHUIO
N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
OOpaboTka  HOBBIX  MOCTYIUIGHUH B  MIPOrpaMMHOM
obecneuenuu (I10):
1 |mpueM HOBBIX MOCTYIUICHHH OTEUECTBEHHBIX JIOKYMEHTOB B | OJUH JIOKYMEHT 0,5
JMCTIETYEPCKOM TporpaMMe repeadn
2 |mpWeM HOBBIX MOCTYIUICHWH HAa MHOCTPAHHBIX €BPONCHCKUX | OJIUH JOKYMEHT 1,0
SI3BIKaX U S3bIKaX HapoJoB Poccuu, KpoMe pycckoro
3 |odopMmieHre KapTOYKU Ha JOKYMEHT Ha PYCCKOM SI3BIKE ISl | OJTHA KapTOYKa 8,0

KaTayoroB U kaptotek oonacrer (OBJI)
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4 |odopmieHne KapTOYKM Ha JOKYMEHT Ha WHOCTPAHHBIX | OJIHA KapTOYKa 10,0
€BPOINECUCKUX A3bIKaX M sA3BIKAX HaponoB Poccum, kpome
pycckoro, aJist KatajnoroB u kaptorek OBJI
5 | AHanutHyeckoe onucaHue JoKyMeHToB B [10O OJIHA CTAThd 12,0
OOcnyXuBaHUE TOJB30BATENEH; BUPTyalbHAsl CIPaBOYHAsS
ciyxoa:
6 |mpuem OuOIMOrpaPUIECKOTO 3arpoca YUTATEISA OJIMH 3a1poc 3,0
7 |BUpTyaibHas TeMaTUYeCKas CpaBKa OJIHA CIIpaBKa 54,0
8 |BupTyanbHas azpecHas clipaBKa OJIHA CIIpaBKa 18,0
9 |BupTyanbHas yTOYHSIOIAs CIpaBKa OJIHA CIIpaBKa 26,0
10 |BuptryanbHas (akrorpaduyeckas cpaBka OJIHA CIIpaBKa 20,0
11 |odopmiieHre OTBETA HA 3aITPOC YUTATEIS OJTHO TIICBMO 10,0
12 |momosiHeHWe apxwWBa  BBITOJIHEHHBIX crnpaBok ("basa| omHa cpaBka 10,0
3HaHUI")
13 | exxexHEBHBIN CTAaTUCTUYECKHUH yuer CIPaBOYHO- | €KEIHEBHO 12,0
oubnuorpaduueckoro 0OCITyKUBaHUS YATATENEH
2.9. O6paboTKa ONTHYECKUX KOMITAKT-IMCKOB B 00pa30BaTeIbHbBIX MIEKTPOHHBIX pecypcax (ODP)
N HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enununa Hopma
n/m U3MEPEHUS BpPEMEH,

MHH.
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1 2 3 4
1 |momy4yeHuWe U JOCTaBKA ONTUYECKUX KOMIAKT-AHCKOB OJlHA TIAPTHS 30,0
JTIOKYMEHTOB
(100 nuckoB)
2 |mpueM HOBBIX MTOCTYIJICHUN ONTHYECKUX KOMIAKT-TUCKOB OJTHA MapTUs 60,0
JIOKYMEHTOB
(100 nmuckoB)
3 |cymMMapHBI ydYeT KOMMAKT-AHCKOB (IO YCTAHOBJICHHOM | OJIHA MapTHUs 7,0
dhopme) JIOKyMEHTOB
4 | MHAMBUIYAIBHBIA y4ET KOMIIAKT-IUCKOB OJ[HA 3aII1Ch 1,0
5 |rexHHueckas o0paboTKa ONTUYECKUX KOMITAKT-THCKOB OJIMH JOKYMEHT 2,0
6 |mmdpoBka nokymeHnToB B moayie [10 OJIUH IOKYMEHT 1,0
2.10. Pabora ¢ ynTaTensiMu
N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enununna Hopma
n/m U3MEPEHUS BPEMEHHU,
MMH.
1 2 3 4
3anuch monp3oBarens B OMOIMOTEKyY, paboTa C YhTaTesieM B
YUTAIBHOM 3aJIE:
1 |moaroroBska pabouunx MeECT M0JIL30BaTEIEH u onuH ITK 2,0

O6CJ'Iy)KI/IBaIOH_[eTO InepCoHajla: TIPOBEPKa TCXHUYCCKOTO
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COCTOSIHHSI CETE€BOT'O 00ECIIeUeHUS U TTapKa BBIYUCIUTEIHHOM
TexHUKH; BKIoueHue 11K

MIPUHATHE MEp I0 JUKBUAAMU cooeB B padore [1K, B pabote
CeTH, OTCYTCTBHUS JOCTyna K 0aze NaHHBIX MOJIb30BATENCH;
WH(POPMUPOBAaHUE COOTBETCTBYIOIIMX CIYXO O cO0O0sX;
MPOBEpPKAa HEWCIPABHOW TEXHHWKH; (QuKcamus cOOeB B
TETpaJM ydeTa C yKa3aHHEM XapakTepa HEHCIIPAaBHOCTH W
BpeMEHH Hayajia c00s; IOcie YCTPAaHEHUS HEMOJIAJKH
OTMETKA BPEMCHHU €€ YCTPaHCHUS

OJIMH cOoM

10,0

IIPOCMOTP JOKYMEHTOB 4MTaTeNs (MacnopT, yAOCTOBEpEHUE,
[IOPYUYUTENBCTBO), IIPOBEPKA HaJIN4Ms YYETHO-
PErucTpallMOHHON KapTOYKU YUTATEIIS

OAHMH YUTaTCJIb

3,0

3aIl0JIHEHHE bopmysipa quTaTeNs, YUYETHO-
pErucTpallMOHHON KapTOUKH, YUTATEIHCKOTO OnjeTa

OAHMH KOMILICKT

5,0

O3HAaKOMJIGHWE 4YHTaTedsl C TpaBUJIaMU  IOJIb30BaHUS
O6ubnnotekoll, pacnojoxeHueM  (oHIA,  CIPABOYHBIM
anmnapaTom

OIHWH YUTaTCJIb

6,0

nondop M paccTaHOBKAa IO HOMepaM OWJIETOB, aj(aBUTy
(bamunuil ynutareneit yaeTHO-perucTpaliMOHHbIX KapTOUeK

OJIHA KapTOYKa

2,0

OCYILIECTBIEHUE KOHTPOJII 3a BO3MOXHBIM  HAIU4YHEM
JaHHBIX O 4YHTaTele Kak Hapymurene (IMIIEeH IpaBa
MOJIb30BaHMA); BeA€HUE (M  PErylsipHbIl  MPOCMOTP)
KapTOTEKH YuTaTeneii-HapymuTenen

OJWH YUTaTCIIb

0,5

[lepeperucrparius unTaTeneu:

MouCcK Gopmyispa (PeruCTPAMOHHON KapTOYKH) YUTATENS,
BHECCHHE HW3MEHEHHWNW B HUX WU B UYWTATEIbCKUE OWMIICTHI

OHa KapTO4Ka

2,0




(YTouHeHHE aHKETHBIX JaHHBIX, HOBOTO YHTATEIbCKOTO
HOMEpa, AaThl MEPEPETUCTpAIMH) C BEICHHEM KapTOTEKH
HAYYHBIX T€M M TEKYLIMX W3MCHEHHH (TIOJlydeHue 3BaHMHU,
myOJIMKaLuu, 1aphl)

3anuch (mepepeructparusi) qyuTaresuei B

ABTOMAaTU3WPOBAHHOM PCIKUMC!

9 |cpemKa GpoTOKaMEpOu IS YNTATEIHCKOTO OMIeTa OJTH 0,5
MOCETHUTEIIb

10 |odopmiieHre Koja YUTATENsI C KOHTPOJBHBIM Pa3psaaoM H OJIUH 0,4
CPOKOM IIOJIb30BAaHHSI YHTATEIIBCKUM OWJICTOM, HAa OCHOBE| TIOCETUTEIb
BBIJIAaHHOW MH(OpMaIuu

11 |BpIgava Ha NMPUHTEP CBEICHUN O 3aIMCABIIEMCS YHUTATEIIC B OJIUH 0,4
BHJIE YNTATEIILCKOTO OMIIeTa MTOCETUTEITh

12 |nabop Ha KIaBHAType CBEIACHMIA O uuTarese: haMuIus, uMms, OJIMH 2,0
OTYECTBO, XapaKTepU3YIOIIUEe ero Npu3Haku (oOpa3oBaHHE,| TOCETUTEND
CHCIMAILHOCTD), KOJ, HOMEP YHTaTeIbCKOrO OWIeTa;
dboTocremka

13 |ocymiecTBieHHEe KOHTPONS 32 BO3MOXKHBIM — HaJTHuYHdEM OJIUH 2,0
JAHHBIX O YHWTaTeNe, 3almucaBIIeMcsi B OMOIMOTEKYy (paHee| TOCETUTENb
3amucaH, JIMIIEeH MpaBa MoJIb30BaHU)

14 |odopmiieHrEe YUTATENHCKOTO OHJIETa ¢ HOMEPOM U CPOKOM | OJUH OHIIET 1,0
MOJI30BAHUS YUTATEIIBCKUM OWJIETOM Ha OCHOBE BBIJIAHHOM
uHpopMauu

15 |Bplgavya Ha MPUHTEP CBEACHHWM O 3aMHMCaBIIEMCS YUTATEIE, OJIVH 5,0
MpOBEJICHUE paznovYacTOTHON uACHTU(UKAIINK | TIOCETUTENb
JUTATEITBCKOTO owera; MIPOBEJICHHE JICHE)KHOTO




B3auMOpacycTa C IoJIb30BaTCJIEM YE€PE3 KACCY

VY nanennas 3anucse: OJIMH
MOCETUTEITh

16 |cBepka JAHHBIX PETHCTPAaIMOHHOMN KapTOYKH, 2,0
CKaHMPOBAHHBIX KOMUH C MACIOPTa M JPYTUMH TOKyMEHTaMHU
MIOJIb30BATEIS U TIOJTBEPIKICHHUE 3asBKH

17 |odopmnenue goroBopa-odepThl Ha IPeaOCTaBICHUE AOCTYIIA 3,0
K 3JIEKTPOHHBIM pecypcaM OUOINOTEKH

18 |Habop Ha KJaBHAType NaHHBIX, U 3alOJIHEHUS JIOTOBOPA,

BBIBOJI JIOTOBOpA Ha MPUHTEP, MOAINKUCH JIUIIA, 3aKIF0YaBIICTO
JI0TOBOP

19 |odopmiieHne BXOma-BBIXOAA YHTATENS U3 OUOIHOTEKU: OJINH 2,0
CKaHMPOBAHUE MOCTOSHHOIO YUTATENbCKOrO OWieTa, Bbllaya| IOCETUTEINb
KOHTPOJILHOTO JINCTKA
Bommonnenue  TpeboBaHMI  TONb30BaTeNei,  Bbljaya
JOKYMEHTOB M3 CIIELUATU3UPOBAHHOTO (OHAA:

20 |monyuenue TpeOOBaHMS Ha JOKYMEHT K3 OCHOBHOTO OJITHO 1,0
XpaHEeHHUS, poBepKa MPaBUIHLHOCTH 3aMoJTHeHNs | TpeboBaHUe
TpeOOBaHUs, pErUCTPALUS

21 |pa36op TpeOOBaHUIA 1O sIpycaM, pacchlIka M0 THEBMOIIOUTE OJTHO 10,0

TpeGoBaHue

22 |monyuenue  TpeOOBaHMS ~ Ha  JOKYMEHT;  IpOBEpKa OJTHO 10,0

MPaBUJIBHOCTH 3allOJHEHUsT TpeOOBaHMS;, perucrpanus,| TpeOoBaHHE

nopabotka  TpeboBaHus; moxbop 1no mmdpam B
CrHelHaTu3UpOBaHHOM (OHJIE




23

MOJITOTOBKa M O(GOpPMIICHHE OTKa30B W IIepEHAINpaBIICHU,
OTIIpaBKa TPeOOBAHWI C OTKa3aMH W IEPEHANPABISICMBIMU
TpeOOBaHUSIMHU

OJTHO
TpeOoBaHuE

5,0

24

MOWCK JOKyMeHTa B (oHIe, OoTMETKa Ha TpeOOBaHUH,
KHIKHOM (OpMYJIIsIpe, JUCIIETYECPCKOM ceTKe

OIWH JOKYMCHT

5,0

25

TpaHCHOpTI/IpOBKa/I[OCTaBKa HU3aHuA U3 (I)OHI[a B YMTAJIbHBINA
3aJl

OJIMH JOKYMEHT

8,0

26

TPAHCIIOPTHPOBKA/TOCTaBKA U3aHUS U3 (OH/A B UNTATBHBIN
3an (yAaJeHHOE XPaHUJIHILE)

45,0

27

YCTaHOBKA MECTa HaXO0)KJI€HUSI HEHAWJEHHOrO JTIOKYMEHTA 110
0azaMm u© OaHKaM JaHHBIX, CIPABOYHBIM KapTOTEKaM,
Karajioram

OJIMH JOKYMEHT

5,0

28

BblJlaya JIOKYMEHTa U3 CIELHUaTU3UPOBAHHOTO (oHIa
YUTATEI0; OTMETKA Ha KHUXHOM (GopMylisipe/TpeOoBaHNH;
3alCh JTIOKYMEHTOB B YHMTATEIbCKYH0 KapTOUKY (BKJIaJHOU
JUCT); OTMETKa B KHHUI€ 3aKa30B; OTMETKAa O BblJaue B
aBTOMAaTU3MPOBAaHHOM  cucTeMe  (M3MEHEHHe  cTaryca
W3/1aHusl) MyTEM CUMTBHIBaHMS IITPUX-KO/Aa JOKYMEHTA

OIWH JOKYMCHT

1,5

29

MpueM JOKyMEHTa OT YHUTaTelisd; IMOUCK KOHTPOJIHHOTO
JUCTKA TMOJb30BaTeNsl, TpeOOBaHUM; MPOBEpKa COXPAaHHOCTHU
JIOKYMEHTA; TMOTalIeHue OTMETKH O BbIJa4e€ Ha KOHTPOJIHLHOM
JIUCTKE MOJIb30BATENS; MOTalICHHE BbITaYU B
aBTOMATHU3MPOBAaHHOW  cHCcTeMe  (M3MEHEHHE  CTaTyca
W3JIaHusl) MyTeM CUUTBIBAHMSI IITPUX-KO/Ia JOKYMEHTA

OIVH JOKYMCHT

1,5

30

BbIIaya JOKyMEHTa u3 dkcrno3umuu Mmy3es kauru (MK)
COTPYJHHUKY CEKTOpa XpaHEHHWs JUId BBbIIAYM YHUTATEIIO;
CHSITUE BUTPUHBI C OXPaHbl MO 3BOHKY Ha MYJbT OXpPaHbI;

OIWH JOKYMCHT

40,0




BCKPBITHE BUTPHUHBI; BbIEMKa KHUTH U3 BUTPUHBI; 3aKPHITHE
BUTPHUHBI; IMOCTAHOBKA BHUTPUHBI Ha OXpaHy; (ukcamms
Bbllaun B "JKypHasie Bblgauu' MarepuanoB M3 SKCIO3UIUHU
MK

31

MPUHATHAE JOKYMEHTAa OT YHTATelNs;, IIOWCK 3alliCu B
"Kypnaiie Bbiaun"; moramieHue OTMETKU O BbIJIaye; CHATHE
BUTPHUHBI C OXPAHBI 1O 3BOHKY Ha MYJBT OXPaHbI; BCKPHITHE
BUTPHUHBI; BO3BPAT KHUTH B BUTPUHY (MOHTaX); MOCTAHOBKA
BUTPHUHBI HA OXPaHy

OJIUH IOKYMEHT

30,0

32

npueM  TpeOoBaHuii  or  uyurareneii B HayuHo-
uccienosarensckoMm otaene pykonucedt (HMOP), nposepka
KayecTBa MX 3allOJIHEHUs; POCIUCh B KHUIE PETrUCTpaLUU
TpeboBaHUM

OJIMH pa3 B
JICHD

30,0

33

O3HAKOMJICHHE C TpeOOBaHUEM, YTOYHEHHE MECTa XpaHCHHS
no TtonorpadMuecKoOMy  yKa3aTello; BbleMKa eIMHUI
XpaHeHus (eI. Xp.) U3 KapTOHA, pa3MEIIEeHUE B KapTOHE
KapThI-3aMEHUTENs; TPOBEpKAa COOTBETCTBHS HIHMPpa WU
3arojoBKa Ha OOJIO)KKE U B TpeOOBaHMM; IPOBEpKa
(GU3NYECKOT0 COCTOSIHUA €l. Xp.; O¢OopMIIEHHE JIHCTa
WCIOJIb30BaHUs, 3alI0JIHEHNE KHUTH BbIIaYu

cAnHuIa
XpaHCHUA

3,0

34

IIpOBEpKa JMCTaXa €A. Xp. IpU BblJaue, YCTAHOBIICHUE
HaJIMYHOTO JINCTaXka C 3aIIMChIO B 3aBEPUTEILHOM JIUCTE U HA
00JI0’KKE, OTMETKA B 3aBEPUTEIBLHOM JIUCTE O IPOBEPKE

OJIUH JIUCT

0,2

35

MpOBEpKa JIUCTa)ka TMpH BblIade C nepeodopMIICHHEM
3aBEPHUTEIBHOTO JIMCTAa C YyKa3aHHEM BCEX OCOOEHHOCTEH
XpaHALMXCA B €1l. Xp. JOKYMEHTOB

OJIVH JIUCT

0,3

36

MpOBEpKa JIMCTaka T[IOCJI€ BO3BpallleHUs €. Xp. U3
gutansHoro 3ana (U3) wnu ot corpyauukos; ans OLl, ¢oro,

OJIVH JIUCT

0,2




aBTOI‘pa(bOB, KOJUICKIUMOHHBIX JOKYMCHTOB - o0s3arenpHa

37 |Hy™Mepanus ¥ TEpeHyMepallvs JTUCTOB MPHU BbIAYe €1. Xp.|  OIUH JUCT 0,3
JUIE  UCTOJNB30BaHUS C  COCTABICHHEM  Pa3BEPHYTOTO
3aBEPUTENIBHOTO JINCTA C BBIHECEHHMEM BCEX OCOOCHHOCTEH
JOKYMEHTOB
38 |mmdpoBka 00JOKEK €1. Xp.; CBEPKa 3arojioBKa €. Xp. C eIMHILIA 2,2
onuchio; npocrasienue mwramna HUOP u ero 3anonnenue XpaHEHHUs
39 | odopmiteHne 000kKeK (OT PyKH): pa3IMHOBKA MMOBEPXHOCTH CIMHUIIA 6,0
OOJIOKKH, HallMCaHWe Ha OOJIOKKE HamMeHoBaHUs (OH[A, XpaHCHUS
3arojioBKa €. Xp., KpaWHUX Jar, KOJUYeCTBa JIMCTOB U
JTOKYMEHTOB B COOTBETCTBUU C OIHCHIO
40 |mpueM u TpaHCIOPTUPOBKA €. Xp. U3 U3 B XpaHUIUIIE U U3 eAMHUIIA 15,0
xpaHuiuia B Y3 XpaHeHus
2.11. Bpiaua KOMIJIEKTOB JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE MOpa3ieIeHUsIM OUOIHOTEKN
N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
1 |odopmiieHne 3asBKW/aKTa Ha KOMIUIEKT JIOKYMEHTOB,| OJHA 3asBKa, 30,0
nepeiaBaeMblil B CTPYKTYPHOE TIOpa3AelicHUue aKT
2 |mox0op MOKYMEHTOB B KOMIUJIEKTBI, PETUCTPALIHS BBIAAHHBIX | OIUH KOMIUIEKT 10,0

JIOKYMEHTOB B YUETHBIX (popmax
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BbIJJaya KOMIUIEKTOB JIOKYMEHTOB; OTMETKAa Ha KHH)XHOM
dopmymnsipe  (MHOUKATOpE)  JAaThl  BBLAAYHM,  JIAHHBIX
[IOJIpa3/IeIeHus, MOIYYaOLIero KOMIUIEKT; OTMETKA B KHMIE
BbIaYd  JaThl  BBIJAYM,  JAHHBIX  IOJpa3jeicHUS,
MOJTyYaOIero KOMIUIEKT; OTMETKa B AKTe nepeaauu

OAHMH KOMILICKT

5,0

IIOJIyYEHUE KOMIUIEKTOB JIOKYMEHTOB OT CTPYKTYPHBIX
M0JIpa3/IeIeHUH; HIOUCK KHUYKHOTO bopmysipa
(MHIMKaTOpa); MOralleHUe OTMETKH O Bblaye, BIOKEHHUE €ro
B JIOKYMEHT; IpOBEpKa (PU3MUECKOr0 COCTOSHUS, IepecueT
JMCTOB, CBEpKAa C AKTOM IepeAayH; MoralieHue OTMETKU O
BbI/IaU€ B KHUT€ BblAAUU; NIepeadya JOKYMEHTOB Ha COPOCKY

OAHNH KOMILJICKT

18,0

2.12. OGcnyxuBaHUE MOJB30BATENCH TOKYMEHTAMU B YUTAJIBLHOM 3aJie, 3aJie ¢ THOPUIHBIM 00CITYy)KMBaHUEM, 3aJie JIEKTPOHHBIX PECypPCOB, 3aje
"NuTepHet", 3ae cienuaaIu3upoBaHHOTO oT/ena. [IpreM 3aka3oB 1o TenedoHy u3 ropoaa

N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
OO6cmykuBaHUe TONBb30BaTENEH OUOTNOTEKH:
1 |mpoBenenue KOHCynabTalMM, Oecelpl C YHUTATENEM I10 | OJUH YUTATENb 3,6

ImpaBujIaM O6CJ'Iy‘)KI/IBaHI/I${ B YUTAJIBHOM 3aJIc n
MPEIOCTABIIIEMBIX yCIyrax, 10 MCIOJIb30BAaHUIO CIIPABOYHO-
oubnuorpaduueckoro ammapata u (OHIOB, AIIEKTPOHHBIX
pecypcoB,  uH(OpMHpOBaHHE  YUTaTeNss O  HOBBIX
MMOCTYIUIEHUAX
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2 |koHCynbTauu 1o padote ¢ [IK B yntanpHOM 3aie, 1o paboTe | OIMH YUTATETh 2,0
B DJIEKTPOHHOH OMOIMOTEKE

3 |mpueMm 3aka3oB IOJIb30BaTEeNICd HA M3JaHUS W3 OCHOBHOIO | OJIMH 3aKa3 1,0
KHUTOXPAHWIUIIA;, MPOBEPKAa MPABHIBHOCTH 3allOTHCHHUS
TpeOOBaHUS; PETUCTPALIUS

4 | mpueMm 3aka3oB 10 TenedoHy U3 ropoaa OJIMH 3aKa3 5,0

5 |mojydyeHue ~ JOKYMEHTa, 3aKa3aHHOTO  YHWTATelieM B | OIHMH JOKYMEHT 0,9
CHETIMATM3UPOBAHHOM (DOHJIC/IUTATLHOM 3aJIe

6 |paccraHOBKa HW3JaHWA Ha OpPOHETOJKAX YHTAJIHLHOTO 3aja, | OJUH JOKYMEHT 0,4
MOCTYNMUBIIMX W3  KHUTOXPaHWIWIIA [0  3aKa3am
MOJIb30BaTeNeH

7 |mombop MAOKYMEHTOB Ha OpOHEINOJIKE, 3aKa3aHHBIX W3 |OJUH JOKYMEHT 0,47
OCHOBHOTO KHUTOXpaHWIUIIA; iepeaaya Ha Kadeapy Bblaaun

8 |moadop JOKYMEHTOB B 10COOHOM (DOHJIE YUTAIBHOIO 3a1a; | OAMH JOKYMEHT 2,0
nepeaayda Ha Kageapy BbAaun

9 |mombop MOKYMEHTa B XpaHEHHH CIIEIHAIN3UPOBAHHOTO | OIUH JOKYMEHT 10,0
donma; oTMeTka Ha TpeOOBaHWU; Tepeqada JOKyMEHTa Ha
kadenpy Bbl1aun

10 |odopmienue BBIJaHHOTO TUCKA OJIUH JUCK 5,0

11 |peructparusi B KOMIBIOTEPHOH MporpamMme, MPOCYeT JTUCTOB | OJUH JTOKYMEHT 9,0
1 (U3HYECKOTO COCTOSIHHSI IOKYMEHTA

12 |ycTaHOBKa MecTa HaXOXXJICHHUS HEHAHJICHHOTO JIOKYMEHTA I10 | OJUH JIOKYMEHT 22,0
CIPAaBOYHBIM KapTOTEKaM, KaTaloram, perucTpaius OTKa30B

13 |mogGop  YMTATENbCKUX  KapTOYeK JUIS  BIHCHIBAHUS | OJIHA KAPTOUKA 10,0




JOKYMEHTOB Ha TEKYILUU JIeHb; MOANUCAHNE KApTOUYEK Y 3aB.
otnenoMm o gomycke B otaena HUOP

14

BbIJJaya JIOKYMEHTA YHTATENI0: CBEPKAa  BBIJIABACMOTO
JOKYMEHTa C 4YHUTAaTeIbCKUM TpeOOBaHWEM; MPOBEpPKa
HaJU4us  CTPAHMI/KAIPOB  MHUKpOPHIbMA, MHUKPOQHUIILI,
COJIEp’)KaHUE KOMITAKT-TUCKA; CYUThIBAaHUE MITPUX-KOoa (IIpH
ANIEKTPOHHOM 3aka3ze) B Moayine "uupkymsanus" IK; ormerka
KHHUTOBBIJIAYHA HAa KOHTPOJILHOM JINCTKE

OJIUH IOKYMEHT

1,8

15

pHUeM JOKYMEHTa OT YUTATEeNs: CBEpKa ero ¢ TpeboBaHUEM
(KOHTPOJILHBIM ~ JIUCTKOM),  TPOBEpPKa  COXPaHHOCTHU
JOKYMEHTa, HAJIWYUS CTPaHUI/KAIPOB  MHKpO(DUIbMAa,
MUKpPOQUIIL, COAEpKaHUE TUCKA, CUMTHIBAHUE IITPUX-KOJA
(pu 2JE€KTPOHHOM 3aKa3e), BHECEHHE OTMETKH O IpUEMeE Ha
KOHTPOJIBHOM JIUCTKE

OIWH JOKYMCHT

1,5

16

HepC,Z[a‘la/TpaHCHOpTI/IpOBKa/ILOCTaBKa AOKYMCHTA, CAAHHOT'O
quTaTrcicM, B CHGIII/IaJ'II/ISI/IpOBaHHHﬁ (1)OHI[; OTMETKa O
B3aUMOPACULCTEC O6CJ'Iy>I(I/IBaHI/ISI U KHUT'OXPAaHCHUS

OIWH JOKYMCHT

1,0

17

BBIICHEHHE II0 IIOBOJY 3aKa3a M NPOMJIECHHE CpOKa
MOJIb30BaHUS IOKYMEHTAMU T10 TeJePOHY

OZIUH 3aIIpOC

1,0

18

BBIICHCHHME II0 TIIOBOAY 3aKa3a MW MOpPOAJICHUC CpOKa
IMOJIb30BAHUA NOKYMCHTAMHU 110 3HeKTp0HHOﬁ 1o4Te

OJTUH 3a1pocC

2,0

19

obecrneucHue KOHTPOJIA 3a CpOKaMun IIOJIb30BAaHU
AOKYMCHTAMH 13 OTJACJ]Ia XPaHCHUA

OJTUH 3a1pocC

0,8

20

MpPOJUIEHHE CPOKa  IMOJIb30BAaHMUS  JOKYMEHTa:  IOUCK
KapTOYKW; BHECEHHWE OTMETKM O MPOJUICHHH CpOKa
M10JI30BAHUS; MIPOJJIEHNE IO TelNePOoHy

Ha OJUH JI€Hb

30,0




21 |mpoBepka 3aJ0KEHHOCTH YHMTAJIBHBIX  3aJI0B  OTHAENY | OAWH JOKYMEHT 5,0
XpaHEHUs; CBEpKAa TMPEABSBICHHOW 3aJ0DKCHHOCTH C
JOKYMEHTAIUECH YNTAIBHOTO 3aj1a
22 |pabota ¢ 0TKa3aMu; KOHTPOJb CPOKOB IMOCTYIUICHHS OTKA30B; |  OJMH OTKa3 0,8
IpoBepKa 000OCHOBAHHOCTH OTKAa30B; yUeT OTKA30B
Bbinaua komumu JOKYMEHTAa W3 JJIEKTPOHHOW OMOJIMOTEKH,
pEIM30BaHHON B CHCTEME 3alUIICHHOTO MPOCMOTpa, II0
3aIpocy MOJIb30BATEIIS:
23 | oopmileHHE 3aKa3a HA KOTUPOBAHHUE OJIMH 3a1poc 2,0
24 |pacrieyaTka JOKYMEHTOB I10 3aIIpocaMm IMojb30oBaTeneit OJIUH JIUCT 1,0
25 | 3JeKTpOHHOE KOITUPOBAHUE: [IOVICK JIOKYMEHTa, | OJIMH 3aIpoc 10,0

COXpaHEHHOTO IOJb30BaTeNeM; TpoBepka (aitma  uis
KOIMPOBAHMS, OJIEKTPOHHOE KONHPOBaHME; IPOBEPKa,
BBIJIa4a HOCUTEIS ITI0JIb30BATEIIO; 110 3aIPOCY MOJIH30BATEIIs
- 3aIMCh Ha ONTUYECKHI KOMITAKT-JHCK OMOIMOTEKH




2.13. Baytpennsis pabota

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m U3MepeHus BPEMEHH,
MUH.

1 2 3 4
[ToaroroBka K Bbljaue JOKYMEHTOB:

1 |mpoBepka OpOHENOJIOK C OTIOKEHHBIMU JOKyMEHTamH (10| Ha OJUH JCHb 10,0
HOMEpaM YUTATEILCKUX OMIIETOB, IO CPOKaM)

2 |cOpocka TOKYMEHTOB (TIO CPOKaM) OJIMH JOKYMEHT 0,2

3 |paccraHoBKa (GOpMYIISIpOB YUTaTElNEH (IO CpoKaMm, HOMEpawm, OJINH 0,3
andaBuTy, mMdpam); paccTaHOBKA KOHTPOJBHBIX JIUCTKOB|  (HOopMyJIsip
IIOJIB30BAaTENEN IO HOMEpam

4 |monBeneHHE UTOTOB PabOTHI 3a MPOIIEANINN JICHb; BHECEHHWE | Ha OJIUH JCHb 12,0
3aMucy B JHEBHUK/IHUCTHI yUeTa

5 |mombop MOKYMEHTOB TO TMpeABapuUTEIbHBIM  3aKa3aM | OIMH JOKYMEHT 10,0
qUTaTeNIeH U TUTaHaM YTCHUS

6 |mpocMOTp HOBBIX TOCTYIJICHHH 7S  PEKOMEHIAINH | OTUH JOKYMEHT 3,0
YUTATEISIM

7 |mpocMoTp (MpoBepka MPAaBHJIBHOCTH PACCTaHOBKM) KHUT | HA OJMH JCHb 50
OTKpBITOTO f0cTyna B Y3

8 |mpoBepka Hanmuuus onuceil B yntanbHoM 3ane HUOP Ha OJHY 60,0
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HEJIeITI0
9 |3amoJHEHUE JTUCTOB 33/10JKEHHOCTH Ha O/IMH JICHb 5,0

10 |mpoBepka BBLIAHHBIX M3/IaHHUH MO JMCTaM 33/10JKEHHOCTH OJIMH TOKYMEHT 1,0
Pabora c oTkazamu:

11 |yuer wm wiaccudukamms OTKAa30B: OTMETKAa HA JIMCTKE| OJHMH OTKa3 0,2
YHUTATEIbCKOTO TPEOOBAHMUS IPHYMHBI OTKA3a

12 |mpoBexgeHue moucKa JOKYMEHTa, OTCYTCTBYIOIIETO IO | OJUH JIOKYMEHT 40,0
HEYCTaHOBJICHHOW ITPUYNHE

13 |pacctaHOBKa 4YHTaTENbCKUX TpeOOBaHMI B KAapPTOTEKE | OJJHA KAPTOUKA 0,3
"Hey0BIIETBOPEHHBIH crpoc"

14 | ananu3 0TKa30B, COCTABJICHNUE CBOJIKH OTKA30B (1O MPUYMHAM | OJIHA CBOJKA 16,0
0TKa3a U MepaM WX JIMKBUAALNHU U IPETYPEKTCHNU)

15 |cocraBnenue oubnuorpaduyeckoro ONMCAHHUS Ha | OJIHA KapTOuKa 2,4
JOKYMEHTBI, WMEIOIIie HauOoJbIIee YHCIO OTKa30B;
nepeaaya KapTOYKU B OT/I€] KOMIUIEKTOBaHMS

16 |cocraBieHne KapTOTEKH OTKa30B, MpPOBEpKa W MOUCK II0 | OJJHA KapTOYKa 54,0
dbonmy, oTMeTKa B (hopmylisipe M B KapTOTEKE OTKA30B IO
pe3yibTaTaM MPOBEPKU
2.14. OOGcnyxuBanue 1no Mexoudiuoredynomy abonementy (MBA). OOciyxuBaHue 1Mo MeXAYHapOIHOMY MEXOUOINOTEYHOMY aOOHEMEHTY

(MMBA)

N HaumenoBanue nporiecca, onepaiuu. CoctaB paboTh Enununa Hopma




/11 HU3MEpEHUS BPCMCHH,
MUH.
1 2 3 4
[Ipuem 3aka3oB:
1 |perucrpanus aOOHEHTOB B aBTOMaTU3UPOBAHHON CUCTEME OJIMH 3aKa3 10,0
2 |mpuem 3aKa30B OT  3apyOexHBIX a0OHEHTOB B| OIWH 3aKa3 5,0
ABTOMATHU3MPOBAHHOW CHCTEME: pacriedarka OJaHKa-3aKasa,
mudpoBKa
3 |odopmieHHe 3aKa30B MO HUPKYISIUU OJIMH 3aKa3 5,0
4 |momy4yeHue JOKYMEHTOB; 00pa0oTKa B aBTOMATH3UPOBAHHOM | OIMH JOKYMEHT 5,0
CHCTEME
5 |paboTa ¢ oTKa3aMu: U3MEHEHHE CTAaTyca B CUCTEME, YKa3aHWe | OJIMH OTKa3 3,0
MIPUYMHBI 0TKAa3a, U3BelleHNe a00OHEeHTa 00 0TKa3e
Brimaua 1oOKyMeHTOB:
6 |odopmiieHHE JOKYMEHTOB K BBIJIa4e OJINH JOKYMEHT 5,0
7 |oTmpaBka:  B3BEIIMBaHUE  OaHJEposel;  HakjieuBaHHE OJIMH 7,5
aJipeCHON STUKETKH M IITPUX-KOJa; MPOCTaBJICHUE Tedareli;| OaHaepoIib
yIIaKOBKa
8 |cocraBieHrEe MEXKITYHAPOIHOTO CIHCKa (5 3K3EMIUISIPOB) OJIMH CITUCOK 6,0
9 |odopmieHHE JOKYMEHTOB ISl TAMOYKHH OJIUH IOKYMEHT 5,0
10 |cocraBieHHe CITUCKA HA3BAHUA, OTIIPABISIEMBIX IOKYMEHTOB | OJUH CITHCOK 10,0
11 |pabota ¢ 3aJ0JDKEHHOCTBIO: COOOIIEHHE aOOHEHTY O| OJHO MHUCHMO 5,0




3aACPKKE JOKYMCHTA, pa60Ta C JIUCTaMHU 3aJ0JDKCHHOCTH

O6cnyxuBanue uutarened mo MBA (MexayHapoaHBIN
aOOHEMEHT):

12 |mpuem 3aka3oB: IMPOCTaBICHHE HOMepa OMOJIMOTEKH, Kyda| OJIMH 3aKa3 50
HanpaBJsIeTCs 3aKa3, HOMEp 3aKasa; eyaTh OJIaHKa-3aKa3a
13 |oTmpaBka 3aKa30B B MEXIYHAPOJHBIE OMOINOTEKN OJIMH 3aKa3 7,0
14 |pabota c oTKazamMu OJTH 3aKa3 3,0
15 |monydyeHue JOKYMEHTOB Il uuTareneil: odopmiieHHEe | OAUH JOKYMEHT 15,0
KapTOYKH,  KOJIMYECTBO  MOJYYCHHBIX  DK3EMILISPOB;
MIPOCTABJICHHUE JAaThl BO3BpaTa; 3allOJIHEHUE JCKIIAPAIMH JIIsI
qUTaTeNs
16 |Bo3Bpar nmokymeHTOoB u3 Y3: mpoBepka BCEX MYHKTOB |OIUH JIOKYMEHT 5,0
JeKJIapaIyy; nepeaada JOKYMEHTOB Ha OTIIPaBKY
17 |ormpaBka:  B3BemMBaHWEe  OaHJeposiel;  HaKJIEMBaHUE OJIMH 7,5
aJipeCHON STUKETKH M IITPUX-KOJa; MPOCTaBJICHUE Tedarel;| OaHaepoIib
yIIaKOBKa
OO6cnyxuBaHue yntaresneit oudnmorexu mo MBA:
18 |momyyenwue 3aKa3a U3 YUTAITHLHOTO 3a1a OJIMH 3aKa3 3,0
19 |3anmonuenue OaHKa-3aKasa; MPOCTaBJICHUE | OJHMH OJIaHK 2,0
PETHCTPAIIMOHHOTO HOMEPA, AaThI
20 |yrouHeHHEe yKa3aHHBIX YUTATEJIEM CBEJCHHUU O 3aKa3aHHOM | OJJUH JIOKYMEHT 3,0

JOKYMEHTE, LEIN 3alpoca, UCTOYHUKA, OTKYJa IOIYyYEHbI
CBEIICHUS




21

oubnuorpaduueckas  gopaboTKa  3aKa3a;  YTOYHCHHE
Ooubnuorpaduyeckux CBEACHUH; y4eT TMOJyYeHHBIX U
0TpabOTaHHBIX TPEOOBAHUI

OJHH 3aKa3

20,0

22

MpOBEpPKa  HAJMYUs  3alpaliMBaeMoOro  JIOKyMEHTa B
OuOIMOTEKax Tropoja, 00JIaCTH, PETMOHA, CTPaHbl, MUpa, B
TOM YHCJIC I10 CBOJHBIM KaTajaoram

OIWH JOKYMCHT

8,0

23

3aKa3 H3JaHHuA 110 BHGKTpOHHOﬁ no4yre, 3aloJIHACTCA
SHeKTpOHHHﬁ OJ1aHK UJIH B BUJC IIPOU3BOJIbHOI'O ITMCbMa

OIWH JOKYMCHT

7,0

24

3allUCh CBEJCHUH O HampaBiIeHMH 3akaza 1o MBA
(HammeHoBaHWE OMOIMOTEKH, JaTa) HA OOOPOTHOW CTOpPOHE
OJlaHKa-3aKa3a

OIHH 3aKa3

3,0

25

nomenieHue OnanHka-3zakaza B "KaproTeky  3ampocos
gutatene mo MBA" 3a paznenutenem "3anpocsl o MBA,
HaIpaBlIeHHBIE B Ipyrue OMomuoTexu"

oIvH OJaHK

1,0

26

IIOJIyYEHUE JIOKYMEHTAa OT 4YMTaTeNlsl B 4YHUTAJIbHOM 3aJc;
CBEpKa JIOKyMeHTa ¢ OJaHKOM 3aka3a, IpOBepKa
COXPAaHHOCTH JTOKyMEHTa, BHECEHHE OTMETKH O Iepejade B
COOTBETCTBYIOIIMN OTJ€] B KHUT€ PETUCTPAlMM; MOTyYeHHE
JIOKyMeHTa, npucianHoro no MBA; pacneuyatka 6annepoinu,
IIPOBEpPKA COCTOSHUA JTIOKYMEHTA, OTMETKA JaThl MOJIY4YEeHUS
U Ha3BaHMsg  OMOJIMOTEKHM,  BbICIABIIEH  JIOKYMEHT,
MHBEHTAapHOI'O HOMEpa, CpOKa IOJb30BaHUS; MEpEeCTaHOBKa
OnmaHka-3aKa3a M3 paszena kaproreku "3ampockl mo MBA,
HampaBlIeHHble B Jpyrue Oubmuoreku" B pasjgen
"[Tonyuennsie no MBA uznanus"

OIWH JOKYMCHT

5,0

27

BblJIa4a IMOJIYYCHHBIX I1O MBA u3 4uTanbpHOro 3aJIa; CBCPKa
BbIJIABACMOT'O0 JOOKYMCEHTaA C 6HaHKOM'33K330M; IMPOBEPKa
HaJIN4YHUA CTPAHUI] U COCTOAHHA JOKYMCHTA, OTMCTKA BblJa4H

OJIUH IOKYMEHT

1,0




28

nepeaavya M3JaHUs MOCJIe BO3Bpara W3 YMTAIBHOIO 3aja Ha
MUKpO(puIbMUpoBaHue (M/])

OJIHO U3JaHHE

5,0

29

BO3BpaT U3IaHHsI nocie MHUKPO(DUIBMUPOBAHUS,
mpocTaBieHue mudpa M/

OJIHO U3JaHUE

5,0

30

MOJrOTOBKA K OTIpaBKE JIOKyMEHTOB B OHOIHMOTEKY-
donmonepxkarenp  3aKka3HOM ~ OaHIEpPOJBbIO;  YIIAKOBKA
OaHziepoIy, B3BEIINBAHUE €€, HAKJIIEUBAaHNE MapKH (€CiIn HeT
[EHTPAIM30BAaHHOW OIUIATHI MIEPECHUIKH); HAIMCaHUE a/Ipeca,
COCTaBJICHUE OIUCH

OJIMH 3aKa3

12,0

31

pabora Cc oOTKazaMH - TPH TMOJYYCHHH OT OUOIMOTEKH-
dbonmonepxkarens H3BEUICHUs 00 OTKa3ze WM 3aJepiKKe
BBIMIOJIHEHUST  3alpoca: yYCTaHOBKAa ONaHKa 3akaza C

yKa3aHHEM IPHUYUHBI U J1aThl OTKa3a B KapTOTeKy "OTKa3bl
o MBA"

OJIMH 3aKa3

6,0

32

coOoOmIeHNE B OTIENT OOCITYy)XMBaHUS O TOJYYEHHH OTKa3a
(mata, mpu4mnHa)

OJWH OTKa3

2,0

O6cnyxxuBanue aboHeHTOB 1o MBA:

33

IMOJIYUYCHHEC 3aKa3sa: a0OHEHT O6paTI/IJ'ICSI B TCEKyHieM Troay
BIICPBLIC: TPOCTABJICHUC B KAPTOUYKE IroJa O6paHIeHI/I$[, JaThl

OJWH OTKa3

0,5

34

opopmienne  aboHeHTa  (OpraHu3anus  paHee  HE
aboHMpOBasack): perucrpanus aboHeHTa B
aBTOMATH3MPOBAHHOW CHCTEME;, 3aKIIOYCHHE JIOTOBOPA;
COTJIACOBAHUE C IOPHINYECKUM OTAEIOM

OJIH a0OHEHT

12,0

35

pacCTaHOBKa PErUCTPAIHNOHHBIX KaAPTOUCK B KAPTOTCKE

OJlHa KapToyKa

8,0

36

J0cTaBKa TpeOOBaHUH B CHELIMATU3UPOBAHHbBIE (POH/IBI

OJTHO
TpeGoBaHue

10,0




37 |mocTaBka W BO3BpaT JAOKYMEHTOB B CHEIUATM3UPOBAHHBIC | OAUH JOKYMEHT 10,0
b oHIBI
38 | mmdpoBka 3aka30B aOOHEHTOB, O00p OJTAHKOB-3aKa30B 0|  OJMH 3aKa3 4.0
andaBuTy, MpoBEpKa HATUYHSI TOKYMEHTA 10 KaTaJjory
39 |ormpaBka JOKyMeHTa a0OHEHTaM: YIIAKOBKa OaHIEpONH,| OJMH 3aKa3 12,0
B3BCIIMBAHKWE, HAKJIICMBAaHHWE MapKH, HAIMCaHHWE aJpeca;
COCTaBJICHHE OITUCH, TPAHCIIOPTHPOBKA B TPYIIITY OTIIPABKU
40 |oubnmuorpaduueckas A0pabOTKa HEBBITOJHCHHBIX 3aKa30B;| OJWH 3aKa3 20,0
yTOUHEHHE OMOIMOrpadUIecKrX CBEICHHN IO CIIPABOYHBIM
W3JIaHUSM; yYeT IMOTYICHHBIX U OTPA0OTAaHHBIX 3aKa30B
2.15. Pabora ¢ MOCTOSIHHOM 3Kcno3unuei My3esi KHUTH
N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enunnia Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
1 |peskcmosuiiusg  (KOPpPEKTHPOBKA  pa3felioB  TEMAaTHKO-| OJUH dKCIIOHAT 96,0
AKCITO3UIIMOHHOTO IUIaHA, BBISBICHUE MATEPHATIOB JIS
HKCIOHUPOBAHMS, 110JI00D)
2 |3aMeHa OTIENBHBIX OSKCIIOHATOB I10 YCJIOBHSM XPaHCHHS | OJIMH YKCIIOHAT 80,0
(BBIAIBIIEHUE, OTOOD)
3 | MOHTaX, TEMOHTAaXK OJIMH JKCIOHAT 24,0
4 | aHHOTHPOBAHUE HOBBIX SKCIIOHATOB OJIMH JKCIOHAT 12,0
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peJaKkTHUpoBaHWE W 3aMeHa  (mmeyath, oQopMIICHHE)
aHHOTAIUI U SKCIUIMKAIUN B 3KCIIO3UIIUHU

OJHH 5KCIIOHAT

18,0

HpI/IMe‘{aHI/Iei pa6OTI)I OIMIKMCBIBAIOT KOMIIJIEKTOBAHHE, YUCT, COXPAaHHOCTh HCKHHUKHBIX MaTCpHUajioB MYSCH KHHT'H.

2.16. CripaBouHast 1 nH(GOpMaIMOHHAs padoTa

N HaumenoBanue nporuecca, onepannn. CoctaB pabOThI Ennnuna Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4
VY4er moCTynUBIIMX BTOPUIHBIX IOKYMEHTOB (KapTOUYCK):
1 |BBIIBIEHHE HEBBLIMTOIHEHHBIX 3aKa30B, COCTABJICHHE 3asIBKU Ha OJTHY 840,0
Ha HEBBINOJHEHHBIE 3aKa3bl HEZIEII0
Opranuzaiys crpaBoOYHO-OMOIHMOTpaduvIecKoro ammapaTa
(CBA):
2 |cocraBieHHe OMOIMOTPadUICCKON 3aMUCH OJIUH IOKYMEHT 2,3
ITpocmoTp u or6op kapTrouek B CBA B HENSIX UIBATHS WIH
nepeMenieHus (BTOpUYHbIi 0TOO0p):
3 |uW3BATHE M3 KAaTaJIOroB W KapTOTEK KAPTOUYEK Ha JIOKYMEHTHI, | OJJHO HAa3BaHUE 1,0

cnucaHHble U3 (OHOA;  IPOCMOTP  KpaeBeTUECKHUX,
oubnuorpadguueckux u  QaxTorpa@UuecKux  KapTOTeEK;
U3BATHE W3 HUX KapTOUYeK Ha JOKYMEHTBI, IOTEpsBIINE
[IEHHOCTh, TIEPEBEICHNE KAPTOYKHW B ApPXWBHBIE KapTOTECKH
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(YHUYTOXKEHHE); BHECEHHE OTMETKM B JKypHaje ydera u
PErUCTPallMOHHON KApTOTEKE; W3BATHE U3 KaTaJIOroB U
KapTOTEK KapTOueK Ha JOKYMEHTBI, CIIMCAHHbIE U3 OHa

Opranuzainus KapTOTEKH TMEPCOHAIMM W TEMaTHYeCKOU
KapTOTEKHU:

OTpe/ieNieHUe U COCTaBJCHHE IMEepeyHs JIMI, CBEIEHHUS O
KOTOPBIX OTPaXKaAIOTCS B KapTOTEKE; IIPOCMOTP
MH(OPMALIMOHHBIX M3AaHUN, IEPBUYHBIX JOKYMEHTOB, OTOOD
JOKYMEHTOB JUIsl BKJIIOYEHHS B KapTOTEKY; COCTaBJICHHE
aHAJIMTUYECKOTO aHHOTHPOBAHHOTO OuOIMOTrpaduuecKoro
OINMCaHUs JJOKYMEHTa

OJ[Ha KapTOTCKa

15,0

MPOCTABIICHHE KBATH()UKAIMOHHBIX HHIECKCOB, MOI00D
KapTo4eK 10 MHJeKcaM (aj(aBUTy) U pacCCTAaHOBKA KapTOUYKH
B UH(OPMALIMOHHBI MaCCHB

OJlHa KapTOTCKa

4,0

TEXHUYECKas U coJiepKaTeIbHasi 00paboTKa TOKYMEHTOB JJIs
BKJIIOYEHHUS B KapTOTEKy; pacCTaHOBKA KapTOYKU IO
andaBuTy pamMUINi aBTOPOB U 110 BUJAM JIOKYMEHTOB

OIVH JOKYMCHT

3,0

TEXHUYECKOE  pPEJAaKTUPOBAHHWE  KAapTOTEK:  MpOBEpKa
COOTBETCTBHUSl CTPYKTYpBl, cCoJepkaHUi U odopMieHus
KapTOYeK B COOTBETCTBUM C TpeOOBaHUSIMH JIaHHOM
KAapTOTEKH; 3aMEHA BETXUX KapTOUEK U pa3AeauTesen

0JIHa KapTo4Ka

2,0

2.17. DKCKypCHOHHAs AEATEIbHOCTh

/o

HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI

Ennauna
U3MEpPEHHUS

Hopma
BPEMEHHU,
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MHH.

1 2 3 4
DKCKYpCHS TIO YKCITO3UIIUN MY3€esl KHHUTH:
1 |o630pHast SKCKypcust oJlHa 60,0
9KCKYpCHs
2 |PKCKypcHs € TOJI00POM U TTOKA30M KHUT OJIHA 300,0
IKCKYpCHS
2.18. IIpoekt "AnTHUniaruar"
N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
OdopmiieHne 1 y4eT TOKyMEHTOB JJI OKa3aHUs YCIIYT:
1 |momyueHwe ™ TIPOBEpPKA JIOTOBOPOB, 3aKIIIOYCHHBIX C | OJWH JIOKYMEHT 60,0
GbuU3MYECKUMU  JTUIAMHU, YHUTATeIsIMH  OMOTMOTEKH, TIO
OKa3aHWIO  YCIIYT, CBSI3aHHBIX C  HCIIOJIb30BaHUEM
ANEKTPOHHBIX pecypcoB (OP) u 31MeKTpOHHBIX OMOTHMOTEK
(3b)
2 |BBITpY3Ka peecTpa W3 aBTOMATU3MPOBAHHOW CHUCTEMBI IO| OJWH PeecTp 15,0

c(hOpMHUPOBAHHBIM JIOTOBOpaM, 3aKJIFOYEHHBIM C
(GU3UYECKUMU  JIMIIAMU, YUTaTeIsIMH  OMOJMOTEKH, TIO
OKa3aHMIO YCIIYT, CBSI3aHHBIX C UCNOJab30BaHueM OP u Db
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CBEpKa JIAHHBIX 10 MTOCTYIHUBIIIKM JIOTOBOpaM, 3aKIIFOYCHHBIM
C (UBNYECKUMHU JIMIIAMU, YHTATEISIMH OHOIMOTEKH, TIO
OKa3aHUIO YCIIYT, CBSA3aHHBIX C MCHoJb3oBaHueM OP u Db, ¢
peecTpoM, BBITPYKEHHBIM U3 aBTOMATU3UPOBAHHON CUCTEMBI

OJHa CBEpKa

40,0

MpUeM 3asBKH OT IOPHJAMYECKOro JHIa Ha 3aKII0YCHHUE
JIOTOBOpA o OKa3aHUIO YCIIyT, CBSI3aHHBIX C
ucrnoyr3osanueM OP u Ob

OJIUH IOKYMEHT

15,0

MOATOTOBKA TEKCTa JOroBopa IO OKa3aHWIO  YCIYT,
CBSI3aHHBIX C HUCIIOIb30BaHueM DP u Db

OJIMH JOKYMEHT

15,0

COTJIacCOBaHUE JOTOBOpPA MO OKA3aHUIO YCIYT, CBS3aHHBIX C
ucrnoyip3osanueM OP u Ob

OIWH JOKYMCHT

300,0

perucTpanusi JOroBopa MO OKa3aHUIO YCIYT, CBS3aHHBIX C
ucroip3oBanmeM DP u Ob

OJIMH JOKYMEHT

60,0

3arnoiHeHue TpeboBaHus Ha odopmiieHue (HUHAHCOBOTO
JOKYMEHTa K JIOTOBOPY IO OKAa3aHUIO YCIYT, CBSI3aHHBIX C
ucnosbs3oBanueM OP u Ob

OIVH JOKYMCHT

30,0

npoBepka O(GOpPMICHHOTO (UHAHCOBOTO JOKyMEHTa K
JIOTOBOPY Ha OKa3aHUE YCIIYT, CBS3aHHBIX C UCIIOJIb30BAaHUEM
OP u Ob

OIVH JOKYMCHT

15,0

10

MOAMUCaHUE JOKYMEHTa 10 OKAa3aHUIO YCIYT, CBSI3aHHBIX C
ucroip3oBanueM OP u Db

OIVH JOKYMCHT

960,0

11

BHECCHHEC B PCCCTPhI YUCTA NCPBUYHBIX JAaHHBIX O JOIOBOPC
10 OKAa3aHUIO YCIIYT, CBA3aHHBIX C UCIIOJIb30BAHUCM OP u Ob

OIWH JOKYMCHT

30,0

12

CKaHUpOBaHHE O(OPMIIEHHOTO JOKyMEHTa Ha OKa3aHue
YCIIYT, CBSI3aHHBIX C UcToyib3oBanueM DP u Ob

OIWH JOKYMCHT

30,0




13

OTMpPaBKa TO D3JIGKTPOHHOH I0YTE IOPUIUUECKOMY JTHILY
CKaHMPOBAHHOW KOIMUU JOKYMEHTa Ha OKa3aHHUE YCIYT,
CBSI3aHHEIX C HCIIOL30BaHueM OP u Db

OZTHO
cooO1ienne

40,0

14

MOATOTOBKA TEKCTa JOKYMEHTAa O BHECEHUU H3MEHEHUU B
3aKJIIOYEHHBIN JIOTOBOP HA OKa3aHWE YCIYT, CBS3aHHBIX C
ucroip3oBanmueM DOP u Db

OIWH JOKYMCHT

60,0

15

IOJrOTOBKA TEKCTAa IICHOBOI'O IIPEJIOKEHHUS Ha OKa3aHue
yCIYT, CBA3aHHBIX ¢ ucrnonb3oBanuem OP u Ob

OIWH JOKYMCHT

60,0

16

MOATOTOBKA TEKCTa aKTa K JOroBOpY OO0 OKa3aHUU YCIYT,
CBSI3aHHBIX C MUCIIOIb30BaHueM DP u Db

OJIMH JOKYMEHT

60,0

17

MIPOBEpKa JAHHBIX Ha OPUITHATLHOM CaliTe TOCYIapCTBCHHBIX
3aKyMOK O TMPOBEICHUWU TOPrOoBOM 3aKyNKH Ha OKa3aHHe
YCIIYT, CBSI3aHHBIX € UcTojib3oBaHueM DP u Ob

OJIHA 3aKyIIKa

20,0

18

COXpaHCHHE JIOKyMEHTAllMd C O(HIMAIBHOTO  caiiTa
TOCYJapCTBCHHBIX 3aKyMOK MO OOBSABICHHOW TOPTOBOM
3aKyIKe Ha OKa3aHHWE YCIIYT, CBA3aHHBIX C UCIOJIb30BAHUEM
OP u b

oauH dain

15,0

19

MpOBEPKa JTOKYMEHTAllUM TOPrOBOM 3aKyNKW Ha OKa3aHUE
YCIIYT, CBSI3aHHBIX C UcToyib3oBanueM DP u Ob

OIWH JOKYMCHT

40,0

20

MO/ITOTOBKA 3asiBKU Il y4acTHsl B OOBSIBICHHON TOProBOM
3aKyIKe Ha OQUIIMAIEHOM CaliTe TOCYJapPCTBEHHBIX 3aKYyIOK
10 OKA3aHUIO YCIIYT, CBSI3aHHBIX C UCMOJIb30BaHueM DP u Db

OJIHA 3asBKa

150,0

21

BU3HPOBAaHUE 3aABKH B COOTBETCTBHMM C PEIrVIAMEHTOM
OuOIIMOTEKH

OIWH JOKYMCHT

360,0

22

MOATOTOBKA TEKCTa JOroBopa g OQOpPMIIEHUS IIO
OKOHYAHUIO TOPrOoBOM 3aKyNKH Ha OQHUIMATBLHOM caiiTe

OIVH JOKYMCHT

70,0




roCyJapCTBEHHBIX 3aKYIOK IO OKa3aHHWIO YCIYT, CBSI3aHHBIX
¢ ucroib3oBanueMm DP u Db

23

pa3MelnieHue 3asiBKU Ha opUIHATIEHOM caiite
rocyAapCTBEHHBIX 3aKYIOK

OJHa 3as1BKa

40,0

24

ydyacTHe€ B TOProBOM 3aKynmke Ha OQUIMAIBLHOM CalTe
rOCylapCTBEHHBIX 3aKyIOK II0 PErJIaMEHTy 3JIEKTPOHHOMI
IIJIOMIAKH

OJIHA 3aKyIIKa

120,0

25

moATOTOBKAa TCEKCTOB HNOKYMCHTOB B COOTBCTCTBUM C
TpeOOBaHUSMU pErjaMeHTa MPOBEACHUS TOPrOBOW 3aKyIKH
10 OKA3aHMIO YCIYT, CBA3aHHBIX C HcIonb3oBanueM JP u Db

OIWH JOKYMCHT

360,0

26

(dbopMHpOBaHKE IUIATEKHOTO JTOKyMEHTa B OyXraiaTepcKoi
nporpaMMe no TpeOoBaHMIO Ha OoQopmiIeHHE (DPUHAHCOBOTO
JOKYMEHTa K JIOTOBOPY MO OKa3aHUIO YCIYT, CBSI3aHHBIX C
ucnoiss3oBanueM OP u Ob

OIWH JOKYMCHT

30,0

27

BBIBOJ] Ha Ie4aTh U3 OyXraJTepckodl  IporpaMMsl
c(OpPMHUPOBAHHOTO TUIATEKHOTO JOKYMEHTA

OIWH JOKYMCHT

7,0

28

nepeaaya rmakera IIaTeXHbIX JJOKYMEHTOB Ha MOJIMCAHUE B
OyXranTepuro

OIUH ITaKET

30,0

29

(dbopMHpOBaHUE €XKETHEBHOIO OTYETA O PabOTE MO MPOEKTY U
BBITIOJTHEHUH YCIIYT, CBSI3aHHBIX € Ucnoib3oBanueM OP u Ob

OIWH JOKYMCHT

60,0

30

KOHTPOJIb CPOKOB  BBINIOJIHEHUSI  YCJIYI, CBSI3aHHBIX C
ucrnois3osanueM OP u Db

OIWH JOKYMCHT

30,0

31

KOHTPOJIb HCHOJHEHHs] (UHAHCOBBIX 0053aTEIbCTB IO

JIOTOBOPY Ha OKa3aHUE YCIIYT, CBS3aHHBIX C UCIOJIb30BaHUEM
OP u Ob

OIVH JOKYMCHT

30,0




32

CBEpKAa HCIIOJHEHUS 00S3aTeNbCTB 10
JIOTOBOpam Ha OKa3aHue YCIIYT,
ucrnoyir3osanueM OP u Ob

3aKJIFOYCHHBIM
CBsA3aHHBIX C

OJIUH IOKYMEHT

60,0

33

KOPPEKTHPOBKA JAHHBIX B PEECTpax ydeTa 00 UCHOTHEHHUH
YCIIOBHH JOTOBOpa IO OKa3aHUIO YCIYr, CBSI3aHHBIX C
ucroip3oBanmueM DOP u Db

OIWH JOKYMCHT

40,0

34

HaNpaBICHUE  IOPUAWYECKOMY JIMIy  COOOIICHHUS IO
ANEKTPOHHON MOYTe 00 MCIOJHEHUH YCIIOBUU JIOTOBOpa IO
OKa3aHMIO YCIIYT, CBSI3aHHBIX C UCTOJb30BaHueM OP u Db

OIHO
coo0IIeHne

30,0

35

dbopMUpOBaHHE TIaKeTa JOKYMEHTOB JUIS HaIpaBJICHUS
IOPUANYECKOMY JIMILY IIOYTOBBIM OTIIPABICHUEM

OIHH ITaKET

40,0

36

Bblga4da OpUTHMHAJIOB 3aKITFOYCHUH n
AOKYMCHTOB 3aKa34yMKaM Ha PYKH

KOMILIICKTOB

OJIMH JOKYMEHT

60,0

37

MOATOTOBKA KOMIUJIEKTa JIOKYMEHTOB TI0 JOTOBOpaM C
MOJIHOCTHIO  BBIMOJIHEHHBIMH ~ 0053aTENbCTBAMH  OKa3aHHUS
YCIIYT, CBSI3aHHBIX C HcHojb3oBanueM OP u Db, mis
nepenavyu B OyXrajlTepHuro

OAHUH KOMIIJICKT

60,0

38

COCTAaBJICHHE peectpa KOMILJIEKTOB JIOKYMEHTOB,
XpaHALIMXCS B apXUBE U/WIH [IEpelaBa€MbIX B OyXTalTepUIO

OJIH PeecTp

60,0

39

COCTaBJI€HHE M O(QOpPMIIEHHE apXMBHOM MAaNKW OPUTHMHAJIOB
JIOKYMEHTOB

OJIHa I1aIiKa

30,0

40

CO3JJaHUE AapPXHUBHOW DJIEKTPOHHOM KONUU JOKYMEHTOB C
MOJTHOCTBIO  BBIOJTHEHHBIMU ~ 0053aTENIbCTBAMHM ~ OKa3aHUS
YCIIYT, CBSI3aHHBIX ¢ wHcnojb3oBanueM OP wu Db,
nepeaBaeMbIX B OyXraiaTepuio

OIWH JOKYMCHT

40,0

41

nepcaadya JOKYMCHTOB B 6yxranTepmo 10

peecTpy

OJIH PeecTp

40,0




KOMIIJICKTOB TOKYMCHTOB

42

(hOpMHUPOBAHHE OTYETOB O Pe3yibTaTax PabOTHI MO MPOCKTY
OKa3aHHUs yCIyT, CBA3aHHBIX C Ucnojb3oBanuem OP u Ob

OIWH JOKYMCHT

1200,0

WNudopmanvonHas nojjaepkka moib3oBaTesiell Mo 0Ka3aHUIo
YCIIYT, CBSI3aHHBIX ¢ UcmoJib3oBanueM JP u Ob:

43

Tesne()OHHbIE KOHCYJIBTAIMH 110 OKAa3aHUIO YCIIYT, CBA3aHHBIX
c wucnoinb3oBanueM OP wu Db, a8 1opuguueckux u
(U3NIECKUX JTHIT

OJJWH 3BOHOK

40,0

44

COCTABJIEHME COOOMMIEHMA B OTBET HA  BXOISIIINE
ANIEKTPOHHBIE THChbMa IO OKAa3aHUIO YCIYT, CBSI3aHHBIX C
ucroip3oBanmeM DP u Ob

OIHO
coo0IIeHne

180,0

45

(hopMHpOBaHHE CIIMCKA KIIMEHTOB IS POBEICHUST MACCOBOU
PAcChUIKM MO 3JIEKTPOHHOM MOYTE MO MPOEKTY OKa3aHMS
YCIIYT, CBSI3aHHBIX C UcToyib3oBanueM DP u Ob

OoaHa pacChblIKa

1920,0

46

IIOATOTOBKA JIOKYMGHTOB JJISL HpOBGI[eHI/ISI MaCCOBOfI
pPacChUIKM 10 MPOEKTY OKa3aHUsl YCIyr, CBS3aHHBIX C
ucroiip3oBaneM DP u Db

OaHa pacChblIKa

600,0

47

IIPOBE/ICHUE MACCOBOM PACCBUIKM IO IPOEKTY OKa3aHMs
yCIIyT, CBSI3aHHBIX ¢ UCcNoib30BaHueM OP u Ob

OaHa pacChblIKa

90,0

OcymiecTBiIeHUE YCIYTH MPENOCTaBieHuss Aoctyna K OP u
Ob:

48

perucTpanus HOBBIX/aKTUBAIUST/ IEeaK TUBALMSI paHee
paboTarommx FOPUTTIECKUX/(DU3UIECKUX JIUIT B
ABTOMATU3UPOBAHHON CUCTEME

OJIHa 3aI1ucChb

30,0

49

(bOpMI/IpOBaHI/IG COOGH_[CHI/IH MNPEACTAaBUTCIIIO FIOPUINYCCKOIO

OJHO

30,0




JIMIIA C TaHHBIMU JUIs akTUBauuu aoctymna k OP u Ob

coo0IIeHnE

50

KOHTpPOJIb 32  OKa3aHWeM  YCIYT, CBSI3aHHBIX  C
ucrnonb3oBanueM OP u Ob, 11 1opuandeckux U GU3NIECKUX
muy ¢ OP u OB, BK/ItoYass MOHUTOPUHI HAapyLIECHUs MPaBUI
OKa3aHMs yCIyT

OJIHO
IOpUInYECKOe/
¢buznveckoe
JIAIIO

60,0

51

KOPPEKTHPOBKa  JIaHHBIX O
ABTOMAaTU3UPOBAHHON CHCTEME

OPpUIUYCCKHUX  JIMIax B

OJHa 3aIIuChb

30,0

52

BHECCHHE U3MEHEHUH B CIHCOK IOPUIUYECKUX  JIUII,
pa3MelIeHHbINA Ha cailTe MpoeKTa

OJIHa 3aI1icChb

30,0

Ocy1ecTBiieHHE YCIYyTd MPOBEPKU TEKCTOBOIO JOKYMEHTA
Ha HaJU4Ke 3aMMCTBOBAHHI U3 JOKYMEHTOB B cocTaBe Db:

53

BHECEHHME B pEECTp YyyeTra [EepBUYHBIX JAHHBIX O
IIOCTYIIMBIIEM JOKYMEHTE Ha OKa3aHHE YCIYTd IPOBEPKH
TEKCTOBOTO JIOKyMEHTa Ha HaJU4M€ 3alMCTBOBAaHUN U3
JOKYMEHTOB B cocTase Ob

OIWH JOKYMCHT

15,0

54

KOPpEeKTUpPOBKa JaHHBIX B peecTpe yuera 00 dramax
BEITIOJTHEHUS 3aKa3a 10 OKa3aHWIO0 YCIYTH IPOBEPKHU
TEKCTOBOTO JIOKyMEHTa Ha Halu4he 3alMCTBOBAaHUN W3
JIOKYMEHTOB B cocTaBe Db

OIWH JOKYMCHT

15,0

55

pacrpesielleHue JOKYMEHTOB IO JKCIepTaM Ul OKa3aHUs
yCIyTM TIPOBEPKM TEKCTOBOTO JIOKYMEHTa Ha HaJlW4He
3aMMCTBOBAaHUM W3 IOKYMEHTOB B cocTaBe Ob

OIVH JOKYMCHT

40,0

56

nepcaadya JOKYMCHTaA OSKCHCEPTY I OKa3aHUusg YCIYyIru
IIPOBECPKU TEKCTOBOI'O JOKYMCHTA Ha HaJIM4Hue
3aMMCTBOBaHUM U3 JOKYMCHTOB B COCTAaBC Ob

OIWH JOKYMCHT

15,0

57

MOJIYYCHHUC U o6pa60TI<a OKCIICPTOM JOKYMCHTA HAa OKa3aHUC

OIWH JOKYMCHT

40,0




YCIYIM TIPOBEPKM TEKCTOBOIO JOKYMEHTa HAa Hallu4due
3aMMCTBOBaHUM U3 JOKYMEHTOB B cocTaBe Ob

58

M3y4eHUE OKCIEPTOM CTPYKTYpPBl, COCTaBa, COJCPKaHHI
I[OKYMCHTa IJIA  OKa3aHUsL ycnyrﬂ HpOBepKI/I TEKCTOBOI'O
JOKyMEHTa Ha HaJMYWe 3aMMCTBOBaHUN M3 JOKYMEHTOB B
coctase Ob

OJIUH IOKYMEHT

180,0

59

MPOBEPKA OSKCIEPTOM JIOKYMEHTa Ha HaJU4He IPUEMOB,
MPETSITCTBYIOIINX pacrno3HaBaHHUIO TeKcTa
aBTOMATHU3MPOBAaHHOW CHCTEMOM U  OKa3aHMIO yCIyru
MIPOBEPKHU TEKCTOBOTO JIOKyMEHTa Ha HaIU4Yue
3aMMCTBOBaHUMN U3 JIOKYMEHTOB B cocTaBe Db

OIWH JOKYMCHT

180,0

60

IIPOBEACHUE JKCIEPTOM IEPBUYHOU ITPOBEPKU JTOKYMEHTA C
HCII0JIb30BAaHNEM aBTOMATU3UPOBAHHON CUCTEMBI

OIWH JOKYMCHT

60,0

61

o6pa60TI<a OKCIICPTOM OTYCTa aBTOMaTH3Hp0BaHHOﬁ
CUCTEMBI O HGpBPI‘-IHOfI IMPOBEPKE JOKYMCHTa C MCJIbIO
HCKIIIOYCHHUA KOPPCKTHBIX 3aMMCTBOBaHHUM

OIWH JOKYMCHT

480,0

62

aHaluM3  DKCIIEPTOM  HEKOPPEKTHBIX
0OHApYKEHHBIX B JJOKyMEHTE

3aMMCTBOBaHUM,

OIWH JOKYMCHT

600,0

63

aHaJIn3 CIPaBOYHO-OMOIMOrpaduUecKoro anmnapara
JOKYMEHTa, BKJIIOYas CBEPKY MCTOYHHKOB, YKa3aHHBIX B
CIIMCKE JIUTEPATYPHI

OIVH JOKYMCHT

480,0

64

(hopMHUpPOBaHHE TEKCTA AKCIIEPTHOTO 3aKIIOYEHHUS MO UTOTY
MPOBEACHHOM TPOBEPKH JOKYMEHTa C Y4Y€TOM JIaHHBIX
OTuYeTa aBTOMATU3HUPOBAHHOW CHCTEMBI

OIVH JOKYMCHT

120,0

65

MMpOBEpKa TCKCTA 3aKJIIOYCHUSA HaA HNPCIMET COOTBCTCTBUA
YCTaHOBJICHHBIM Tpe6OBaHI/I$IM K PpE3yiabTaTy OKa3aHUsA

OJIUH IOKYMEHT

15,0




YCIYIM TIPOBEPKM TEKCTOBOIO JOKYMEHTa Ha Hallu4ue
3aMMCTBOBaHUM U3 JOKYMEHTOB B cocTaBe Ob

66 |aHanmu3 coaep)kaHusl Pe3yIbTAaTOB MPOBEPKH, YKA3aHHBIX B |OIAWH JOKYMEHT 60,0
3aKIIIOYCHUH, KOPPEKTUPOBKA (POPMYIUPOBOK
67 |BBIBOJ Ha TIeYaThb WTOTOBOM (OPMBI 3aKIIOYCHHS TIO | OJUH JIOKYMEHT 15,0
pe3yabTaTy MPOBEICHHON MPOBEPKU JTOKYMEHTA C y4YETOM
JAHHBIX OTYETa aBTOMATU3UPOBAHHOM CUCTEMBI
68 | monamucaHue 3aKITIOYCHHS OJIMH JOKYMEHT 240,0
69 | ckaHupoBaHUE OPOPMIICHHOTO 3aKITFOUCHUS OJIMH JOKYMEHT 30,0
70 |KOppeKTUpOBKa B peecTpax ydeTa JaHHBIX O BBITOJHEHHU | OIUH JOKYMEHT 40,0
00513aTENILCTB MO JIOTOBOPY M OKA3aHUIO YCIYT'H TPOBEPKU
TEKCTOBOTO JOKYMEHTa Ha HaJIW4Me 3aMMCTBOBAaHHMNA W3
JOKYMEHTOB B cocTaBe Db
71 |cocraBieHHe MOMOMHEHMSI K 3aKIIOYEHHIO 1O Pe3yabTaTy| OJHO MHCbMO 120,0
OKa3aHHWsS TPOBEPKH TEKCTOBOTO JIOKyMEHTa Ha HaJIH4yHe
3aMMCTBOBaHUH U3 JOKYMEHTOB B cocTaBe Db
72 |c6op m 00pabOTKa CTAaTUCTUYECKUX JAHHBIX MO MPOEKTaM C| OJUH 3arpoc 240,0
73 |ucnons3zoBanuem OP u Db
74 |npoBeneHue NpoBepkU KadecTBa Qaiinos B Ob oJluH (aiin 40,0
75 |3arpy3ka ¢aitioB st BkitoueHus B OB ¢ mpocTaHoBKoW |  oauH (aiin 30,0
MpHU3HAKa JOCTyIa
76 |pe3epBHOE KomHpoBaHue (aitior Db OJTHO 60,0

KOIIMPOBAHUC




2.19. Oxkazanue ycinyr ynajJeHHBIM IOJb30BATENISIM, B TOM YHCIIE YHTATEISIM OUOIMOTEKH, MOCPEICTBOM OHJIAHHOBBIX ABTOMATH3UPOBAHHBIX
cepBucoB (OAC)

Tabmuua 41
N HanmenoBanwme nporecca, oneparuu. CoctaB paboThI Enunnna Hopma
/o U3MepeHus BPEMEHHU,
MUH.

1 2 3 4

1 |renedoHHBIE  KOHCYJIBTAlMM IO  OPTAaHU3AIMOHHBIM | OJWH 3BOHOK 30,0
BompocaM oO(QopmIleHHsT W TPENOCTaBICHUS YCIyr depes
OnAC

2 |cocraBieHHE COOOIICHHWI B OTBET HA AJICKTPOHHBIC MHChbMa OJIHO 180,0
nosib3oBareneit OnAC cooOrieHne

3 |mepeHampaBieHHE COO0IIeHN B noApasaesieHue, OJIHO 15,0
OTBETCTBEHHOE 32 OKa3aHue KOHKpeTHOH ycimyru B OnAC coo0mIeHne

4 | koHTpOIH M 00pabOTKA MOTYYEHHBIX 3aKa30B B ONAC OJTH 3aKa3 20,0

5 |mpoBepka 3akazoB B OmAC Ha COOTBETCTBHE NpaBWUJaM | OJUH 3aKa3 30,0
MIPEOCTaBICHUS YCIyT

6 |KOHTpPOJb 32 TMOCTYIUICHHSIMH CpEACTB 10 OIUIAYEHHBIM | OJHA yciayra 60,0
3akazam B OnAC

7 |KOppEeKTHPOBKA CTAaTyca 3aKasa, 3aKPhITHE 3aKa30B OJIMH 3aKa3 30,0

8 |moAarotoBka akTa CBEpPKM 332 OTYETHBIH MEpPHOA O | OAMH JOKYMEHT 60,0
MOCTYIUIEHUSX CPECTB IO OIJIaYeHHbIM 3aka3aMm B OnAC




9 |moamucaHue CBOAHBIX OTYETHBIX TOKYMEHTOB OJIUH IOKYMEHT 300,0

10 |popmupoBanme makeTa JAOKYMEHTOB Ui HAalpaBJICHUs | OJUWH MaKeT 30,0
MTOYTOBBIM OTIPABICHHEM

11 | bopmupoBaHHEe €XKETHEBHOIO OTUETAa O HOBBIX 3aKa3ax M| OJHUH OTYET 60,0
BbINIOJHEHUH yciyr B OnAC

12 | popMupoBaHEe UTOTOBBIX OTYETOB O Pe3yibTaTax padOThI IO | OAMH OTYET 1500,0
MPOEKTY, C JeTalu3alnueH M0 KaXKI0i OTICIbHON YCIIyTe
Perucrtpanus nons3oBareneit B peKMMe OHJIANH:

13 |mpoBepka 3amucH Moyib30BaTess B OUOIHOTEKY OJIUH 1,0

[10JIB30BATEND

14 |o6paboTka ¥ BBOA (paMIIINK, UMEHH, OTYCCTBA ITOTH30BATEIIS OJIUH 2,5

1 aJipeca ero 3JIeKTPOHHOU MOUTHI SJIEKTPOHHBIN
(opmyssip

15 |cocraBieHne  mHChbMa C  yKa3aHWEM  JIOTHHA  H OJTHO 2,5
CT€HEepPHUPOBAHHOTO  CUCTEMOW  Mapoiis, MPUKPEIUICHHE | SJIEKTPOHHOE
WHCTPYKIIUU TTOJIb30BAHHS M OTIIPABKA €r0 1O 3JICKTPOHHOM [MICHEMO
[OYTE IOJIL30BATEIIO
OO6cmyXkuBaHK€ NOJIb30BaTENEN B peKUME OHJIAIH:

16 |Beirpy3ka u3 OnAC OTYETHBIX JAQHHBIX 3a ONPEACICHHBIA| OJUH (Al 5,0
MepHOJ] BpeMEHU

17 |pa3memieHue HOBBIX TOCTYIJICHUH JOKYMEHTOB Ha caiiTe| oAuH (aiin 15
ONOINOTEKH: cO3/1aHue 3arojIoBKa AHHOTAIIMH;
npuUKperieHue Qaition

18 |pacceinka 1o ANEKTPOHHOU oYTe yAaJIEHHBIM OJIHO 15




MOJIb30BATEIISIM UH(POPMAIIMOHHBIX COOOIICHHUI AJIEKTPOHHOE
MUCHEMO

19 |undopmanmoHHOE COMPOBOXKACHHWE caiTa, IOpTajla M OJTHO 1,5
CTpaHHMII B COLIMAJBHBIX CETAX: CO3/JaHUE 3arojoBKa| COoOIIeHne

aHHOTAITUH; IPUKpEIUIeHHE (aitna(oB)

3. TunoBsIe OTpPacCJICBbIC HOPMBI TPpYyJida Ha pa60TbI, BBINTOJIHACMBIC
B CIICHUATIU3UPOBAHHBIX oubmmnorekax AJIs1 THBAJIMJOB 110 3pCHUTIO

Hopwmbr Tpyna pa3paboTaHbl Ha OCHOBHBIC BHUJBI PA0OT, BBIMOJIHICMBIX B CHEIUATM3UPOBAHHBIX OMOTMOTEKAX IS WHBAIUIOB IO 3PEHUIO:
KOMIUIEKTOBaHHE M yueT OmOinoTeuHoro Qouma; 6ubmuoreyHas oOpaboOTKa HOKYMEHTOB; OpraHU3allus M BeJeHHE KaTajoros, ¢opmupoBaHue 0a3
JaHHBIX, B TOM 4YHCIIe 0a3 JaHHBIX 3BYKOBBIX (hailiioB; pabora ¢ (OHIOM U OOECIEUYCHHE €ro COXPAaHHOCTH; CTAI[MOHAPHOE W BHECTAI[MOHAPHOE
00CITy’)KUBaHHE TI0JIH30BATENICH; MacCOBasi, CIIpaBOYHas M MH(OpMaIMOHHAs padoTa; HAyYHO-METOJUYECKAsi U PEIaKIIMOHHO-U3/IaTelIbCKasi padoTa;
BBIITYCK MAJIOTUPAXKHBIX U3/IaHUH CIICIIHATLHBIX (JOPMATOB.
[Tpu BeIOTHEHUH PA0OT CIA0OBHIAIIMMHU M HE3PSIYUMH CIECIHATHCTAMHU JICHCTBYIOT MONPABOYHBIE KOAPOUIIMEHTHI: s ciaabopumsimmx - 1,5;
st He3psuux - 2,0.

3.1. KommiekroBanue 6ubimoredHoro ¢poHma

N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enunauna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
Texyiee KoMmIeKTOBaHUE OUOTHOTEYHOTO HOHIA!
1 |mpocmotp KHUTOU3ATEIbCKON u KHUTOTOPTOBOM | OJIHA TTO3UIIHS 0,5
nH(pOpMaITAN (aHHOTHPOBAHHBIX [UIAHOB BBITTyCKa

JIUTCPATyphl, IPOCIICKTOB, CaliTOB U3JaTEIbCTB U HU3JA0IIUX

Tabmuma 42



OpraHU3aIHN )

ONpEeIeJIEHUE TEMbl U BMJA JIOKYMEHTa, IOJIEXKAILEro
0TOOpY, BBIICHEHHE HEOOXOIMMOCTU MPUOOpETEHHUsI, CBEpKa
C DJIEKTPOHHBIM KaTajlOrOM

OIWH JOKYMCHT

6,0

Onpe;[eﬂeHHe 9K3CMIUISIPHOCTU 3aKa3a:

OJIHa 1031

JUISL TTIOpa3IeJICHUI

1,0

JJI OMOIMOTEKH B OcjIoM

2,0

oopmileHHE 3aKa3a: COCTaBJICHHE JIOTOBOpa, OPOpMIICHHUE
NPUJIOXKEHUST K JIOTOBOPY; YyKa3aHHE dSK3EMILISIPHOCTH,
CTOMMOCTH 3aKa3a; COCTABJICHUE TEXHUUECKOTO 3a[aHUs

OJIMH 3aKa3

45,0

IoATOTOBKAa K MIPOBCACHUIO TOPIroB: COCTABJICHHUEC CIIMCKa
Tpe60BaHI/Iﬁ K Y4aCTHHUKaM KOHKYpPCa, OIIOBCIICHHUC
YYaCTHUKOB KOHKYpPCa O CPOKE IPOBCIACHUA, HAIHNCAHHC,
peructpansds MW pacCbllIka IIHCbMa B H3AATCIBCTBA U
HU3garomme opraHn3anuu

oIlHa
npoueaypa

200,0

Pabota B aBTOMaTU3MpPOBAaHHOM PEXUME:

BBOJI 3aKa3a TEKYILEro KOMIUICKTOBaHUS B 0a3zy JaHHBIX
aBTomaruzupoBaHHoi cuctembl (Bl AC); ykazaHue
9K3EMIUISIPHOCTH 3aKa3a, paclpesielieHue MO0 CTPYKTYPHBIM
HOJpa3AeICHUSIM

OJHO Ha3BaHHC

3,0

penaktupoBanue BBeneHHbIX B BJ[ AC cBeaeHuil o 3akase;
BBIBOJ| Ha DKPaH; BHECEHNUE U3MEHEHUN

OJIHO Ha3BaHUE

6,0

BBIBOJI HAa TPUHTEP JAHHBIX TEKYIIEr0 KOMIUICKTOBAHUSI,
pacrieyatka

OJHO Ha3BaHHC

1,0




BeI[CHI/Ie KapTOTCKU TCKYIICTO KOMIIJICKTOBAHUA:

10

COCTAaBJICHUC  KapTOYKH, YKa3aHHUC aBTOpa, 3arjiaBusd,
BBIXOJHBIX JaHHBIX, HCTOYHHKA KOMIIJICKTOBaHUS

0JIHa KapTO4Ka

3,0

11

pa3pe3ka U3JaTCIbCKUX IJIAHOB, PACII€YATOK IJI1 KapTOTCKHU
TCKYLICTO KOMIUJICKTOBAHHA, HAKJICMBAHWC Ha KaTaJIOXKHBIC
KapTO4YKH

OJIHa KapTO4Ka

2,0

12

non6op1<a KapTO4YCK II0 aJ'I(l)aBI/ITy; pacCTaHOBKA B KAPTOTCKY
TCKYIIETO KOMIIJICKTOBAHHA

OJlHa KapTO4YKa

1,0

OdopMieHHEe MOAMMCKN HA TIEPHOINICCKHUE U3TaHUS:

13

npocMoTp Kartajoro "Pocneudatu"; oTOOp mepuUOAMYECKUX
W3aHUH JUIS TIOAITUCKH

OJIHa ITO3HNI A

0,5

14

C60p 3as4BOK IJIA MMOAIMUCKH OT CTPYKTYPHBIX nonpa?.ﬂeneHHﬁ

OJHa 3as1BKa

1,0

15

oopmieHrne 3aka3za Ha NOJMHCKY; IOJACYET CTOMMOCTHU
HNOJIMCKK C YYETOM JIOCTaBKM; COCTaBJIEHHE J0roBOpa,
o(hopMiIeHNE PUIIOXKEHUS K IOTOBOPY

OJIMH 3aKa3

300,0

16

COCTaBJICHUC peFHCTpaHHOHHOﬁ KapTO4YKH I KapTOTCKU
NEpUOANYICCKUX I/ISI[aHI/II\;I; YKa3zaHue HHICKCA, roaa,
NEPpUOANYIHOCTH, HCTOYHHUKA TMOCTYIINICHUA, CTPYKTYPHOI'O
noapa3aACICHUA

0JIHa KapTo4Ka

6,0

PabGora B ABTOMATU3UPOBAHHOM PCIKUMC!

17

BBO/I 3aKa3a Ha MICPUOAUICCKUC U3JIaHUS B BI[ AC

OIHa KapTO4YKa

3,0

18

KOPPEKTUpPOBKAa  3aKa3a; BbIBOJ Ha DJKpaH CIIMCKa
MEPUOINYECKUX U3/IaHHI; BHECEHUE N3MEHEHU I

OJZlHa IoIIpaBKa

0,3




JlokoMIUIEKTOBaHHWE OMOIMOTEYHOTO (POH/A:

19 |mpuem 3asgBOK Ha TNpPUOOpETEHHE JOKYMEHTOB OT| OJHA 3asBKa 3,0
CTPYKTYPHBIX TIOAPA3ICIICHHUH
20 |cocraBnenue  Oubnmorpaduyeckord  3alMCH;,  yKa3aHHUE | OJHa KapTouka 3,0
KOJIMYECTBA K3EMILISIPOB U CUTJIOB MOAPAa3ICICHHIMA
21 | BKIIOUEHUE 3a5BKH B KQPTOTEKY JJOKOMIUICKTOBAHHUS OJTHa KapTOYKa 0,3
22 |IpOCMOTp KapTOTEKH HEYIOBIETBOPEHHOTO CIIPOCA; AHAIHU3 | OJUH JIOKYMCHT 2,0
OTKa3a JUIsl BBIABICHUS OTCYTCTBYIOIIUX JIOKYMEHTOB;
BKJIFOUUTH UX B KAPTOTEKY JTOKOMIUICKTOBAHHUS
CocraBieHune OnepaTUBHOTO TJIaHA KOMIUIEKTOBAHHUS:
23 |omnpezeneHne KOJMYECTBEHHBIX IMOKa3aTeneil oobeMa (oHIa| OAWH IUIaH 1200,0
(moctyrieHue, BBIOBITHE), OTPaCJIEBOTO COCTaBa,
HMCTOYHUKOB TIOCTYIUICHUS, CMETHI PACXO[0B
Odopmienue njaaHa KOMIIEKTOBAaHUS B hopMe:
24 | Tabmuig oJiHa Tabiuna 5,0
25 |kapToTeKu OJIHA KapTOoYKa 3,0
PaGota B aBTOMAaTU3MPOBAHHOM PEXUME:
26 |BBOJ m1aHa komiuiekToBanus B b/ AC OJIUH IIJIaH 30,0-120,0
27 |xoppekxtupoBka bJl; BIBOA Ha DKpaH; BHECEHHE U3MEHEHUN | OJIHA TOTpaBKa 0,3

3.2. [Ipuem, BBIOBITHE U YUET JOKYMEHTOB

Tabmauma 43



N HaumenoBanue nporecca, onepanuu. CoctaB paboThl Ennnuna Hopma
n/n U3MEpeHus BpPEMEHH,
MUH.
1 2 3 4
ITpreM NOCTYNUBIINX TOKYMEHTOB:
1 |mpueM AOKYMEHTOB IO CONPOBOAMUTENBHBIM JOKYMEHTaM | OJHA HapTUs 5,0
(HaknajHas, aKT); MOoJ0OpKa JOKYMEHTOB IO KOMILUIEKTaM,
an(aBUTy aBTOPOB M 3arjiaBUi, SKCIEAULIMOHHBIM HOMEpaM;
CBEpKa C COMpPOBOIUTEIBHBIM JOKYMEHTOM; IPOCTABICHHE
LIEHbl Ha JIOKyMEHTE, MOJACYET YUCIa 3K3EMIUIIPOB, OOILYIO
CTOUMOCTh
[Tpuem 1OKyMEHTOB 0€3 CONPOBOJUTEIHHBIX JOKYMEHTOB:
2 |moabopka JOKYMEHTOB [0 KOMIUIEKTaM, aji)aBUTY aBTOPOB U | OUH JTOKYMEHT 10,0
3aryiaBuil; MpOBECHUE OLIEHKU IOKyMEHTOB
3 |cocTaBlieHHE aKTa Ha IPUEM JIOKyMEHTOB OJIUH aKT 5,0
4 |mpocTaBieHME IUTEMIENs Ha TUTYJIbHOM JIUCTe M Ha 17-i| OMUH TOKYMEHT 0,6
CTpaHMIIE JOKyMEHTa Ha OyMa)XKHOM HOCHTeENle, KaKJIOM
KOHTelHepe "roBopsllei" KHUIM Ha KacceTax, KOHTEHHepax
¢en-kapT, ONTUYECKUX U KECTKUX TUCKOB
CBepka MOCTYNMBIIUX JIOKYMEHTOB C KapTOTEKOH TEKYIIEro
KOMILICKTOBAHUS:
5 |cBepka TOCTYNHMBIIEro JIOKyMEHTa C KapTOYKOH W3 | OJHa KapTOUKa 1,0

KapTOTCKHU TCKYIICTO KOMIUICKTOBAHUA, IIOUCK KapTO4YKH,
BBIITOJTHCHHUE HAa KaPTOYKE OTMETOK




6 |ycTaHOBJIEHHME KapTOYKM 3a pa3jAeiuTenb "BbINONHEHHBIE | 0JlHA KapTOUYKa 0,5
3aKa3bl"
PaboTa B aBTOMaTU3UPOBAaHHOM PEXKHUME:

7 |cosmanne B bJ[ AC 3amucu o0 HOBOM OpraHW3aldd-| OJHA 3aIUCh 2,0
MOCTaBIIHNKE

8 |momck 3ammcm B BJ "3aka3"; BHECEHHE OTMETOK O OJHA 3alKCh 0,6
BBINOJIHEHUH 3aKa3a

9 |mpoBepka Ha 1yOJE€THOCTh HOCTYHNUBIIMX JOKyMeHTOB B B/l | onnH 1oKyMeHT 2,0
AC

10 |peructpanmst HOBbIX noctyriennid B bl AC OJIUH JOKYMEHT 3,0

11 |moxmucka Ha MPOAOIDKAIOIIMECS W3JaHHS; BBITOJHEHHE B| OJHO HAa3BaHUE 2,0
pErucTpaliMoHHON KapTouKe ONOINOTEYHBIX OTMETOK

12 |koppextupoBka 3anuceit B b/] AC; BbIBOJ 3anucH Ha 3KpaH; | O/1HA MOMpPaBKa 0,3
BHECEHUE U3MEHEHUI
[Tpuem u peructparyst *ypHajaoB U raser:

13 |monbopka KypHaJIOB U ra3eT 1o andaBUTy Ha3BaHUH; MMOKMCK | OTUH JOKYMEHT 1,0
PETUCTPAIIMOHHONH KAapTOYKHM B KAapPTOTEKE IOJIMHMCHBIX
NEPUOINYECKUX U3/IaHUI; OTMETKAa HOMEpPA, AAThl MOJTyYSHHS
JTOKyMEHTa

14 |nmpocrtaBiieHue mWITEMIENs Ha KypHaJle, ra3ere OJIMH JIOKYMEHT 0,5
PaboTa B aBTOMaTH3NPOBAaHHOM pPEKHME:

15 |ormeTka o perucrpanuu nepuoanyeckux usganuii B b/ AC| onHa 3anucek 0,5

(HOMep, KOJIMYCCTBO 5K3CMILIAPOB, OTACI XpaHCHI/IH)




Benenue kKHUTM CyMMapHOTO y4eTa:

16

BBIIEJICHUE JOKYMEHTOB I10 BMJaM, OTpacisM 3HaHMUS,
[OJICUET YKcia AOKYMEHTOB; 3allUCh Pe3yJIbTaTOB IOJCUETa
[0 YCTAaHOBJICHHOH (opMe B KHHUIE€ CYMMapHOTO yueTa
(KCY)

OJlHa napTus

10,0

17

MOACYET IOCTPAHUYHO MO0 To3uiusaM JaHHbIX KCVY;
MePEHECEHNE UTOTH Ha CIICAYIONIYIO CTPAHUILY

OJIHA ITO3ULIUS

2,0

18

CBepKa (PMHAHCOBBIX JIOKYMEHTOB OT/eNa ¢ (DMHAHCOBBIMU
JOKYMEHTaMH OyXrajitepuu

OIWH JOKYMCHT

2,0

19

odopMmIIeHHE COMPOBOIUTENBHBIX JOKYMEHTOB (HaKIaJHasl,
aKT) IS Iepeayu B OyXTanTepuio

OJIMH JOKYMEHT

15,0

PaboTa B aBTOMaTH3MPOBAaHHOM PEKHME:

20

BBOJ cratuctrueckux naHHeIXx KCVY B BJl AC (rox, HoMmep
KCVY, HOMep CONpOBOOUTENBHOTO AOKYMEHTA, HCTOYHHUK
KOMIUIEKTOBAHMS, HCTOYHUK  (PMHAHCHPOBAHHUA, YHCIIO
Ha3BaHUI, YMCII0 K3EMIUIAPOB, TUIl U3aHUH, CyMMa)

OJIHA MapTHUS

6,0

21

pacnieuatka KCY Ha npunTepe

OZlHa CTpaHUIa

1,0

Benenne nHBEHTapHON KHUTH:

22

oopmileHHEe WHBEHTAPHOW KHUTH;, HyMepalus CTpaHMII,
IIPOCTABJICHUE HOMEpA B UHBEHTAPHON KHUTE

0JIHA CTPaHHUIIA

1,0

23

3allUCh  JIOKYMEHTOB IO  YCTAaHOBJIEHHOHM ¢opme B
WHBEHTAapHYI0 KHUTY; BHeceHHe Oubmamorpaduueckux
CBECHMH Ha  HOBbIE IIOCTYIUIEHMS;  IIPOCTaBJICHUE
MHBEHTAapHOT'0 HOMEpa Ha TOKyMEHTE, UIeHTU(UKAIIMOHHOTO
(cucTeMHOro) HoMepa Ha JKECTKOM JINCKE

OJIUH IOKYMEHT

10,0




PabGoTta B ABTOMATHU3UPOBAHHOM PCIKHUMCE!

24

co3manue OubmMorpadguyueckoil 3amucH Ha MOCTYIHBIIHMA
nokyMeHT B "MuBentapHoi kaure" bl AC

OIWH JOKYMCHT

15,0

25

paciicuaTka HHBCHTapHOﬁ KHUTH HA IIPUHTEPE

OJIHA CTpaHUIIA

1,0

BrIOBITHE TOKYMEHTOB:

26

COCTaBJICHHUC TIOAOBOI0 IIJIaHa Ha BLI6BITI/IG; YKa3aHue
KBapTaJia, HoaApasacjCHusA, BUaa JOKYMCHTOB, KOJIUYCCTBO

OJHH IIJIaH

2160,0

CocraBiieHHE aKTOB CIIMCAHUA:

27

npueM (OpPMYISIPOB, CIUCKOB BBIOBIBIIMX JOKYMEHTOB OT
CTPYKTYPHBIX IIOJIPA3ACICHUN; pErUCTpaLs aKTa

OAHH aKT

10,0

28

MONCK TI0 HWHBEHTapHOMY HoOMepy Oulnuorpaduyeckoit
3alMucl B JJIEKTPOHHOM  KaTajlore;  OnpejaesieHue
Kod(dullMeHTa 1IeHbI, ToJa MOCTYIUICHUS W BHECCHHE s
CIIUCAHUA TIOTIOJIHEHUN B OMOIHorpaduyecKyro 3anmch

OJHa 3aIIuChb

0,5

29

P OTCYTCTBHUHM 3aAIIMCU B JIEKTPOHHOM KaTajore BBEJICHHUE
Bcex s (opmupoBaHus Oubiuorpaduueckoil 3amucu
CBeIeHUI ¢ hopMyIispa WM U3 CITUCKA aKTa

OJIHa 3aI1iucChb

3,0

30

BHCCCHHC 3allMCH B AKTC CIIMCAHUSA K MHBCHTAPHOMY HOMCPY
AOKYMCHTa HOMEpa BLIOBIBIIEH KHUTH W3 KOMILIEKTA
peﬂbe(bHO-TOqe‘IHOFO AOKYMCHTa

OJIHa 3aI1iucChb

0,2

31

MpPOBEpPKAa HHBEHTapHBIX HOMEPOB, T0Ja TMOCTYIUICHHUS,
Kod(pdurmenTa 1eHbl BRIOBIBIIETO JOKYMEHTA

OJIHa 3aI1iuChb

3,0

32

pacrieyaTka CIIMCKa BBIOBIBIIIHX JOKYMCHTOB B aJ'I(baBI/ITHOM
NnopsAaKe IJid yAaJICHUST WHBCHTAPHBIX HOMCPOB U HU3BATUA

OJIHa 3aI1icChb

3,0




KapTO4Y€K U3 CUCTEMBbI KAPTOYHBIX KaTaJIOI'OB OMOIHOTEKHU

Tabmuma 44

33 |3amuch O BHIOBIBIIMX M3 JEHCTBYIOMUX (OHIOB OMOIMOTEKH | OJIHA 3aMHCh 3,0
JOKyMEHTaX B COOTBETCTBYHOIIMX rpadax 2-ii wactu KCVY
(mata, HOMEp aKTa, KOJUYECTBO, CyMMa, COJCp)KaHUE,
MIPUYUHBI BHIOBITHS)
34 |uckiIrOYeHHe JIOKyMEHTa [0 AaKTy M3 Y4YeTHBIX (HOpM | OJUH JIOKYMEHT 4.0
(MHBEHTApHOW KHUTH)
35 |moramieHne WHBEHTAPHOTO HOMEpa U LITeMIIeNsi OMOIUOTEKH | OIUH JTIOKYMEHT 0,5
Ha JIOKYMEHTE
36 |moamuBKa aKTOB OJIUH aKT 0,5
[Ipumedanue: npu paboTe ¢ JOKYMEHTAMH Ha HHOCTPAHHBIX S3bIKaX K HOPME BPEMEHH MPUMEHSIETCS MOBBIIAMui ko3 duruent 1,2.
3.3. bubnaunoreuynast 06paboTKa TOKYyMEHTOB
N Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4
[Tpriem TOKYMEHTOB:
1 |mpueM mapTUU AOKYMEHTOB; MPOBEPKA IK3EMIUIIPHOCTH IO | OJHA MapTHs 5,0
COIIPOBOTUTEIIEHOMY JOKYMEHTY; 3alliCh B KHUTE y4eTa
2 |TOATOTOBKAa JIOKYMEHTOB K WHJICKCHPOBAaHWIO W BBOAY B |OJWH JOKYMEHT 0,7

BHGKTpOHHBIﬁ KartaJjor




IIPOCMOTP M BBISABJICHHUEC aHAJIOTMYHBIX I/IS,Z[aHI/Iﬁ Ha OPYrux
BHUJIaX HOCHTEIICH B 9JICKTPOHHOM KaTaJIoTe

OJHa 3aIIuChb

0,2

IIPOCMOTP JTOKYMEHTOB Ha MHOCTPAHHBIX M HAIMOHAJIBHBIX
S3bIKAX; IEPEBOJL IS ONIMUCAHMS CBEIACHUMN HA PYCCKMI SI3bIK

OJIUH IOKYMEHT

30,0

®opmupoBanue GMOIHOrpapUUEcKoi 3arucu

Pexaranoruzanms:

CBEpKa KapTOYCK C JIOKYMCHTOM; HCIIPABJICHHE CTaporo
OuOIMorpaUUecKoro  OMHCAaHHUSA; COCTABICHHE HOBOIO
OIMCAHUs;, TepeHeceHne Mmudpa, HHBCHTAPHOTO HOMEpA,
OMOJMOTEYHOM MOMETKHU

0JlHa KapTOo4Ka

7,0

CI/ICTeMaTI/I?»aI_II/IH JOKYMCHTOB:

cucTeMaTu3alus JOKYMEHTOB C HCIIOJIb30BaHUEM I1€4aTHOU
KapTOUYKU WJIM aHajora Ha JApyroM BHUJ€ HOCHUTENS; IpOBEepKa
COOTBETCTBMSI ~ HMHJEKCOB  TaOnuuam  Kiaccu(uKaluu,
NPUHATBIM B OMOJIMOTEKe; NPOCTaBIECHHWE MHJEKca Ha
JOKYMEHTE

OJIMH JOKYMEHT

2,0

CUCTCMATHU3allUA HNOKYMCHTOB IIpU OTCYTCTBHUU Ie4YaTHOM
KapTO4YKH WJIM aHAJIOTa Ha APYIOM BHUAC HOCUTECIIA, IIPOCMOTP
OTUKCTKU U3JAaHUA, IMPOCIYIIHNBAHUC KaCCGTLI/I[I/ICKa/(bHeH_I'
KapThbl; YTCHUC CBGHCHHﬁ, HaITMCaHHBbIC pCJ'II)C(bHO-TOIIe‘IHI)IM
I_HpI/I(I)TOM, IJid YTOUHCHHUA aBTOpA, HAa3BaAHUSA, BBIXOIHBIX
JAaHHBIX, COACPKAHUA; OMPCACICHUEC HMHICKCA II0 Ta6J'II/IHaM
KHaCCI/I(I)I/IKaL[I/II/I, IPUHATBIM B 6I/I6HI/IOTCKG, MIPOCTABJICHUC
HHJCKCAa Ha JOKYMCHTC

OIWH JOKYMCHT

10,0

oTpejieNiecHue aBTOPCKOTO 3HAKa JOKYMEHTa 1O aBTOPCKUM
TabJIam

OJIUH IOKYMEHT

0,2




MpOBEpKa MPaBUWJIBHOCTH u UCIpaBIICHUE
KJIacCU(UKAMOHHOTO HMHJEKCa M aBTOPCKOTO  3HAaKa,
YKa3aHHBIX Ha 3TUKETKE "TOBOPAILIEH" KHUTH

OJIUH IOKYMEHT

3,0

10

OTpe/ielieHue WHACKCOB TPOM3BEICHUHN, 3allMCaHHBIX Ha
¢bnem-kapre (ot 4 mo 8 Ha3BaHWii), I (HOPMHPOBAHHS
KaTaJoXKHOTO mudpa

onHa dure-
Kapra

5,0

11

ompeneneHue  ¢opmara, KOJIMYECTBa OpalIeBCKUX U
IUIOCKONIEYaTHBIX ~ JIMCTOB,  XapakTepa  MPUIOKEHHH,
penbedHO-TOYCUHBIX H3/1aHUuNl M penbedHo-rpadhuIecKkux
nocoOui

OJHO Ha3BaHHC

5,0

12

OIpeleIcCHUE u [IEPEUUCIICHUE MaTepHUalloB,
HCIIOJIBb30BAaHHBIX NPU CO3JaHUU TAaKTWIBHBIX PYKOJAEIBHBIX
U3JIaHUM; IIEpecyYeT KOJIMYECTBA CTPAHUL], NPUIIOKEHUH,
BBISIBIICHHE JIPYTUX XapaKTEPHBIX OCOOCHHOCTEH IOKyMEHTOB

OJHO Ha3BaHHC

5,0

13

IepecyeT NPWIOKEHUH, BBIABICHUE JPYTUX XapaKTEPHBIX
0Cc00EHHOCTEH MIOCKONEYaTHOTO JJOKYMEHTa

OJIHO Ha3BaHHUE

3,0

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

14

IpeaMeTn3anuss JOKYMEHTOB C MCIIOJIb30BaHUEM pYyOpuUK
MEYaTHOM KapTOUYKW; TMpPOBEpPKa COOTBETCTBUS PYOpPUKH
[I€YaTHOM KapTOUYKU NPEIMETHOMY KaTaJIOr'y

OJHO Ha3BaHHC

3,0

15

npeAMeTH3alusl JIOKYMEHTOB NpPU OTCYTCTBHU IE€YATHOM
KapTOYK{; O3HAaKOMIICHHE C JOKYMEHTOM, OIIpeieIeHHE
pyOpuku

OJHO Ha3BaHHC

6,0

16

COCTaBJICHHE HOBBIX MPEIMETHBIX PYOPUK U MOAPYOPHK;
NepEeHECeHNe Ha KapTOUKH CITY>KeOHON KapTOTEeKU

OJlHa KapTo4Ka

2,0

17

pellakTUpOBaHWE  MpEeIMETHON  pyOpHMKHM;  TNpOBEpKa

OHa KapTO4Ka

1,0




MPaBWJIBHOCTH NMPEAMETHON pyOpUKHU, TOUHOCTH HAIMUCAHUS




[Ipumedanue: kK HOpMaM BPEMEHH MTPUMEHSIFOTCS MOBBIMIAIOIINE KOAPDUITUSHTHI:

- IIPH COCTaBJICHUH OMOIUOrpaduuecKoro OMHMCaHUsA Ha JOKYMEHTE, Ha TUTYJIbHOM JIMCTE, Ha KOTOPBIX YAaCTHYHO OTCYTCTBYIOT NaHHBIC JIJIS
oubmmorpaduueckoii 3anwucu - 1,2;

- py OMOIMOTEYHOM 00PabOTKE HOTHBIX U3/IaHuM - 1,5;

- Ipu paboTe C TOKyMEHTaMU Ha HHOCTPAHHBIX s3bIKax - 1,2.

3.4. Opranu3zaius u BeJCHUE KaTaJlOTOB

Tabmuna 45
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
/i WU3MEpCHUs BpPEMCHH,
MHH.
1 2 3 4

Opranuzanus andaBUTHBIX KaTaloroB (TJIOCKOMEYAaTHBIX
KHUT, HOT, TPaMIUIaCTHHOK):

1 |nmonbopka kaprouek mo andaBuTy (aMuUIMil aBTOPOB WIIM | OJHA KapTOuKa 0,2
3arJiaBui ISl paCCTaHOBKHU

2 |paccTaHOBKa MpeBapUTEIbHO MOA0OPAaHHBIX KapTOUEK OJIHa KapTO4Ka 0,3

3 PEAaKTUPOBAHUC KaTtajora, IMPpOBEpPKa paCcCTaHOBKH | OJHA KaAPTOUKa 0,5
KapToO4YCK, MpPaBUIBHOCTH I[O6aBO'~IHI>IX N CCBIIOYHBIX
KapTO4YCK, UCIIPABJICHUC OIINOOK

4 |HamucaHue pa3fAeNUTeNs JUIS KaTalora, ykKa3aHue OYKBBHI, OJIMH 0,6
ciora pa3euTenh
5 |paccraHoBKa  pazjenuTeNied B Karajore;  Mmoj0OpKa OIINH 0,3

pasaCInTCIid 110 aﬂ(paBI/ITy; IOHUCK MCCTa Ppas3ACIIMTCIA; | Pa3ACIUuTCIIb




IIPOCTABJICHUC Pa3aACIINTEIA

6 |mpoBepka pacCTaHOBKH pa3JeNuTeNeii; HCIIpaBIeHHE OMIHO0K OJINH 0,3
pasnenuTenb

OpraHu3amys CUCTEeMAaTHYECKOr0 KaTajora IIOCKOIEeYaTHBIX
KHHT

7 |mombopka KapTOYeK IO WHJIEKCaM, BHYTPH pasliena TIIo0 | OJHa KapTodka 0,3
andasuty dpamMuInii aBTOPOB WIH 3arjIaBUi ISl pACCTAHOBKH

8 |paccraHoBKa MpeIBapyUTEIbLHO MOI00PAHHBIX KaPTOUYEK OJIHa KapTOYKa 0,3

9 |pemakTMpoBaHWME ~ KaTajora; IIPOBEpKa  IPaBHJIBLHOCTH | OJHA KapTOUKa 1,0
HANOJIHEHUST  pa3/IeJIoB  Kartajora IO  COJCPIKaHHIO,
WHJIEKCAIIMM ¥ paCCTaHOBKE, UCIIPABIICHNE OIIMOOK

10 |peknaccudukanus  Karajgora; HCIpaBICHHE  HMHJICKCOB,| OJIHA KapTOYKa 6,0
BHECEHUE HCIIPABJICHUI B al(aBUTHBIN KaTaaor

11 |manmucanue  pazmenuTeNs UL KaTajora;  yKazaHHe OJINH 0,5
HAaUMEHOBAHMSI pa3Jiena, moapa3zesia U HHbIX pa3fenuTenei pasaenurenb

12 |paccraHoBka pa3zjenuTelied B KaTajlor; moadopka IO OJINH 0,3
WHJIEKCaM, TIOUCK MECTa, MOCTAHOBKA pPa3euTes pasaenurenb

13 |mpoBepka pacCTaHOBKH pa3[eNuTesel, UCIpaBlIeHUE OITHO0K OJIMH 0,3

pasaenuTenh

Opranm3anys CUCTeMaTHIeCKUX KaTtaioros (''rToBopsuux" u
penbepHO-TOYEUHBIX KHUT, KHHT TI0O MY3BbIKE U HOTHBIM
W3aHHSIM pelibePHO-TOYeUHOTO MpUQTa):

14 |monbopka KkapTouek, OGQOPMIEHHBIX JBYMsI HIpudTaMu | OJHA KapTOUYKa 1,0

(HHOCKOHCH&THBIM n pCJIBC(I)HO-TOLIeLIHLIM), IO HWHACKCaM,




BHYTpU pazgena no andaButy QamMuwinii aBTOpPOB WIH
3arjJaBUi JJIs1 pACCTAaHOBKHU

15 |paccraHoBKa TpeIBApUTEIBLHO MOJOOpPAaHHBIX KapTOYEK, | OJIHA KapTOYKa 4,0
oopMIIeHHBIX ABYMs HIpUpTaMH

16 |pemaktupoBaHMe  KaTtajora; IpOBEpPKa  MPABHJIBHOCTH | OJJHA KAPTOUKA 0,5
HATIOJIHGHUS]  pas3elioB  Karajora IO  COJCPKaHHMIO,
WH/ICKCAIIMN U PACCTAHOBKE KapTOUEK, UCIIPABICHUE OINOOK

17 |pexmaccuduranmss  Karajiora; HCIPaBICHHE HWHACKCOB, | OJHA KAPTOUKA 6,0
BHECCHHE UCIIPABJICHU B aipaBUTHBIN KaTaJIOT

18 |mammcanue  pazmenuTens N8 Karajora, — yKazaHue OJIUH 1,0
HAaMMEHOBAHHMSA pa3Jiena, moapasena pas3aenuTenb

19 |paccraHoBka pa3zjenuTeliedl B KaTalore; Mmoadopka IO OJINH 0,3
MH/IEKCaM, TIOMCK MeCTa, TOCTAaHOBKA pa3ieauTes pas3zaenuTenb

20 |mpoBepka pacCTaHOBKH pa3zeiuTeNel, ucpaBieHue OInO0oK OJINH 0,3

pas3aenuTenb

Pabota ¢ MakeTOM MJIOCKONEYaTHOM KaTall0KHOM KapTOUKH:

21 |npouuThIBaHHE HE3psUYEMY pabOTHHUKY TEKCTa | OJTHO Ha3BaHUE 12,0
IIJIOCKOTIEYATHON KAPTOYKH

22 |BHeceHue B MAaKeT IUTOCKOIIEYaTHON KapTOYKH | OJHO Ha3BaHUE 12,0
O6ubnuorpaduyeckoit 3anKcu peabeGpHO-TOUSUHBIM HIPU(TOM

23 |mepeHeceHHEe MaHHBIX O (aifax ¢ JKECTKOro JAWCKa Ha| OJHO Ha3BaHUE 4.0
KaTaJI0KHBIE KAPTOUKH

24 |pemakTMpoBaHWE D3JEMEHTOB OMOMMOrpadUYecKoil 3amucH,| OJHA 3alUCh 0,3

BBIIIOJIHEHHOM peHLe(pHO-TOLICLIHLIM I_HpI/I(I)TOM; HCIIPABJICHUC




[0)1105(310) %

Oprann3zanus Tornorpaguyeckoro Karauora:

25 |mombopka KapTO4eK MO CTPYKTYpPHBIM IOJPA3/CICHUSM | OJTHA KapTOUYKa 0,2
(oTnenaM-¢poHIOACPKATEISAM)
26 |moabopka KapTOYEK 10 HHBEHTAPHBIM HOMEpam OJIHa KapTOYKa 0,2
27 | paccTaHOBKA MMPEABAPUTEIHHO MOJ0OPAHHBIX KAPTOYCK OJIHa KapTOYKa 0,2
28 |pemakTUpoBaHME  Karajora; IpOBEpKa  IMPaBHIBHOCTH | OHA KapTOUKa 0,3
pacCTaHOBKH KapTOYEK W pa3AeiUTeNIel; HUCIpaBICHUE
OLIMOKHU
29 |HammMcaHWE pa3ACIMTENs IS Karajora, IOCTaHOBKa OJIUH 0,3
pa3aeNuTeNs B KaTaJIoT pa3aenuTenhb
M3bsTne w3  KapTOYHBIX  KatajgoroB  (andaBuTHOTO,
CHUCTEeMaTU4YEeCKOro,  TOMOrpauueckoro) KapTodyek Ha
UCKJTIOUEHHBbIE U3 OMOIMOTEYHOrO (OH/1a JOKYMEHTHI:
30 |peructparnus aKTa Ha CIMCAaHUE B KHUTE yueTa OJIVH aKT 3,0
31 |mouck KapTO4kH (OCHOBHOHM, M00aBOYHOI); 3auepKHUBAaHME | OHA KapTOUKa 15
CIUCBHIBAEMOTO  MHBEHTAPHOTO HOMEpa, WHBEHTAPHOTO
HOMEpa CIHCHIBAEMOW KHUTH W3 KOMIUIEKTa pelbedHo-
toueyHoro  mpudrta (PTLL) B  cooTBercTBYyIOLIEM
WHBEHTAapPHOM HOMEpE; yAalleHUEe KapTOUKU
32 |moJcYeT KONMMYECTBA H3BATHIX KApTOUYEK W3 CHUCTEMBI | OJHA KapTOouKa 0,1

KapTOYHBIX KAaTAJIOTOB U KAPTOTEK; 3allMCh B KHUT'Y YUC€Ta

[IepeaapecoBka JOKYMEHTOB:




33 |perucTpanus akTa nepenayu J0KyMEHTa B KHUTE y4deTa OJIUH aKT 3,0

34 |moMCK KapTOYKH, UCIPABICHUE MECTa XPaHCHHsI JOKYMEHTA; | OJHa KapTOYKa 3,0
BO3BpAILICHUE KAPTOYKU B KaTAJIOT
Texaudeckas 00pabOTKa TOKYMEHTOB:

35 |HakleWBaHWE KapMallKOB Ha JOKYMEHT Ha OyMaXHOM OJIUH 1,0
HOCHTEJIC; HAITMCAHWE HAa KapMalllke WMHBCHTAPHOTO HOMEpa,| KapMallek
MecTa XpaHCHHS

36 |Hanucanue wmM@pa HA OONOXKKE, TUTYIBHOM JIHCTE | OJUH JOKYMEHT 0,8
JOKYMEHTA

37 |BrOKeHHME KHIKHOTO (GOpMYJIsipa B KapMaiieKk, KOHTEHHep OJIMH 0,1

bopmysap

38 |mpoBepka U WcmpaBieHHe IM@pa HAa  ITUKETKaX | OJUH JIOKYMEHT 0,5
ayTMOBHU3yaJIbHBIX JIOKYMEHTOB Ha aHAJIOTOBBIX M ITU(POBHIX
HOCUTEIAX

39 |cocraBienue IUIOCKOIIEYaTHOH STUKETKHU Ha | OJIMH JOKYMEHT 5,0
ayTMOBHU3yaJIbHBIC IOKYMEHTHI Ha aHAJOTOBBIX M IIH(PPOBBIX
HOCHUTENSIX; TMpOBEpKa 3allCH, WCIPaBICHHE OIIUOOK;
pacredaTka

40 |mombopka MJOKYMEHTOB IO MECTY XpaHEeHHWs, Mepeaaya|oIuH JOKYMEHT 1,0
JOKYMEHTOB C KaTaJIOKHBIMH KapTOYKAMH W KHIKHBIMH
dbopMyInsspamMu B OTAENbI-QOHI0IepKATENH

41 |oTMeTKa B KHUTE yueTa O Tiepeade mapTuu JOKyMEHTOB OJIHA TIapTHs 3,0

OpraHH3am/I5{ " BCACHUC JJICKTPOHHOI'O KaTaJiora

@®opmupoBanne u BBox B BbJ[ AC Oubanorpaduueckux

OJIHa 3aI1iuCh




3anucen

InockoneyaTHbIX U30aHWINI:

42 |npu OTCYTCTBHM I€YaTHOW KAPTOUYKHM M aHAIOTUYHBIX 6,0
3anucei B QJIEKTPOHHOM KaTayore
43 |\mpu HAMMYAM TI€YATHOM KApTOYKW WM aHaJOTUYHBIX 4,0
3armmced B AJICKTPOHHOM KaTajiore
44 |mpu JOMONHHUTENBHOM paboTe ¢ aHHOTamued (TIOMCK 15,0
anHoTaruu B "MHTEpHeTE", peakiysa aHHOTAIINH )
PenbedHO-TOUCUHBIX U3 MaHMIA:
45 | 0e3 BBOJA aHHOTALUU 4.0
46 |npu IOTMOJHUTEIBLHON paboTe ¢ aHHOTAIUEH 15,0
47 |w3maHui Ha KacceTax 4.0
48 |u31aHUM HA ONTUYECKUX JTUCKAX 5,0
49 |m3nmanuit Ha ren-kaprax 15,0
50 |c¢ xecTKOrO MUCKa 3,5
51 |penvedHO-rpaduueckux nocoOuit 7,0
52 | TaKTUIBHBIX PYKOJEIBHBIX H3IaHUH 25,0
53 |cocraBieHNe aHATUTHYECKOMN 3aUCH OJIHA 3aIUCh 5,0
54 |pocmnuck conepxaHus COOPHUKOB, HalleYaTaHHBIX pelbeHO- | OJUH COOPHUK 25,0

TOYEYHBIM HIPpU(TOM




55 |cocraBiienne 100aBOYHBIX M CCBUIOYHBIX OIMCAHUI OJIHO OIMCaHUE 1,0
56 |penmaktupoBanue OuOMHOrpadUUECKUX 3amuceil; MPOBEpKa| OJIHA 3aMHCh 1,0
MPABIWJIBHOCTH 3JIEMEHTOB 3aIuCeil; BHECEHHE U3MEHEHUN
57 |cocTaBieHUE U BBOJI B 3JICKTPOHHBIN KaTaJoT HOBBIX PYOpHK, | OJIHA 3aIUCh 0,5
noJIpyOpHK, epcoHanui
58 |BbIBOX OMOIMOTpaduyeckux 3anuceil Ha HIKpaH 0JIHA 3aIUCh 15,0
dopmaTupoBaHHE U paclieyaTKa KapTodeK U YUEeTHbBIX (popm
dopmaTupoBaHHUE U pacrieyaTka KapTOUeK: OJTHa KapTOYKa
59 |ocHOBHAas s aaBUTHOTO KaTaiora 2,3 cexk.
60 | mo6aBouHas 115 aaBUTHOTO KaTajiora 1,0
61 |ccputouHas ams andaBUTHOTO KaTaiora 1,0
62 | ans Tomorpaduyeckoro Kkaraaora 0,7
63 |popmaTtupoBaHMe M  pacmedaTka MakKeTa  KapTOYKW | OJUH MakeT 1,5
(TuTockoreyaTHas 3amuch) IS CUCTEMAaTHYECKOTO KaTajiora|  KapTOYKH
"roBopsAmUX" U pesibe(hHO-TOUEUHBIX TOKYMEHTOB
64 |pacneyaTka KHHXHBIX (GOPMYIISPOB OJINH 0,2
dopmymsp
65 |ompenenenue SK3eMIUBIPHOCTH (11O KOJMYECTBY KHHUT B| OJHO Ha3BaHUE 0,7
KOMIUIEKTE) U pacredarka QopMynspoB s HW3JaHUH,
Harne4yaTaHHbIX pPeabe(HO-TOUCYHBIM MIPUPTOM
PeTpocriekTHBHOE TIOTIOTHEHHE DIIEKTPOHHOTO KaTajora:
66 |mouck B andaBUTHOM KaTajore IIJIOCKOMEYATHBIX KHUT | OHA KapTOuKa 0,2




KapTouku juis BBoja B b/ AC

67 |BBOJ  cBeOeHMII € IUIOCKOIIEYAaTHOW  KapTOYKU  B| OJHO Ha3BaHHE 2,0
COOTBETCTBYIOIIME IO Oubamorpaduueckor 3amucu B b/l
AC
68 |moMCK MO YYEeTHBIM JOKYMEHTaM U TOMNOrpapuuecKoMy | OJHO Ha3BaHHE 2,0
KaTaJIOTy CBEJCHUU, OTCYTCTBYIOIIMX B IIOCKOICYATHOM
KapTOYKe; BBOJ HAMJICHHBIX CBEICHUI B COOTBETCTBYIOIIHE
nosisg 6ubnuorpaduueckoit 3anucu B B[ AC
69 | mpoBepka mpaBUILHOCTH OUOIHOTpadUUECKON 3aCH OJIHO Ha3BaHUE 0,5
70 |Bo3BpaT B ayi(paBUTHBINA KaTaJOT IUIOCKOIEUATHBIX KHUT | OJHA KapTouKa 0,2
0TpabOTaHHON KapTOYKU
WzbsTe Oubmmuorpadguueckord 3amucH W3 DIIEKTPOHHOTO
Karasora:
71 |peructpanus aKTa Ha CMCaHUE JOKYMEHTOB B KHHUTE y4eTa OJIMH aKT 3,0
72 |u3pATHE M3 DIIEKTPOHHOIrO KaTtajora OuOimorpaduyeckux| OJHa 3alUCh 3,0
3amuceil Ha UCKIIOYEHHBbIE U3 OuOImoTedyHoro ¢GoHga
JTOKYMEHTBI
73 |mojcyeT KOJIMYECTBA M3BATHIX M3 AJIEKTPOHHOTO KaTajora| OJHa 3aluch 0,1
3amucei; 3aMuch B KHUTY y4deTa
3.5. ®opmupoBaHue 6a3 JaHHBIX 3BYKOBBIX (haiiioB
N HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enuanmna Hopma
n/n U3MEpEHUs BpPEMEHU,
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MHH.

2 3 4
KonBeprupoBanue ayauoOKyMEHTOB € KPUITO3ALIUTOU C
KECTKOT0 JIUCKA B MPOrpaMMbl Ui paboThl ¢ "TOBOPSILIUMHU
KHUramu':
OIpe/ieJIEHUE HAIUYUs JOKYMEHTa B [IporpaMMe Jjisi paboThl | OIHO Ha3BaHUE 0,05
¢ "TOBOPAIIUMH KHUTaMU'"; U3MEHEHHE HACTPOEK MPOTrPaMMBbI
111 pabOTHI € "TOBOPSIIMMU KHUTAMU'"
3aI0JIHEHNE KOP3UHbBI JOKYMEHTaMU OJIHO Ha3BaHUE 0,04
CO3/1aHH€ IPOMEKYTOUHOM MaIKu JJIsl KOHBEPTUPOBAHUS 0JlHA TanKa 1,0
KOHBEPTHUPOBAHHE 0TOOpaHHBIX JOKYMEHTOB B| OJTHO Ha3BaHUE 0,03
IIPOMEKYTOUHYIO MaIKy
KOHBEPTHUPOBaHME JOKYMEHTOB M3 MPOMEKYTOYHON ManKy B| OJTHO Ha3BaHUE 0,08
MIPOrpaMMBl JiJIsl paboThI ¢ "TOBOPALUIMMHI KHUTaMU"
KonBeprupoBanue ayJuoJOKYMEHTOB C ONTHYECKUX JTUCKOB
B [IPOrPaMMBI JIJIsl paboThI ¢ "TOBOPALIMMHU KHUTAMHU'":
MOWCK JIOKyMEHTOB B TporpaMmMax sl pabOTBl €| OJTHO Ha3BaHUE 0,05
"roBopAILIMMHA KHUTaMu'"
[ToaroToBka JOKyMeHTa K KOHBEPTHPOBAHUIO:
KOIIMPOBAHUE JTOKYMEHTA C AUCKA OJIMH 4Yac 0,12

3BYYaHUS

KOHBEPTHPOBAaHUE JIOKyMEHTa BCIIOMOTaTeNbHOM OJIMH Yac 1,1
IPOTrpaMMOit 3BYYaHUs




9 |mpu oTcyrcTBMM Ha3BaHUA JIOKYMEHTa O3BYYMBAHHE | OJIHO Ha3BaHUE 2,0
Ha3BaHUS CPEICTBAMH
10 |3amonmHeHue yd4eTHOW (OpPMBI BBOJUMOTO JIOKYMEHTa (C| OJHO Ha3BaHHE 2,0
Y4€TOM BpEMEHU Ha MOuCK aHHoTauuu B "HHrepHere",
HHIEKCA BBK B 3JIEKTPOHHOM KaTajore) s
KOHBEPTHPOBAaHUS B TIPOrpaMMbl  JUIsI  pabOTBI  C
"roBOPSAIIMMHA KHUTAMH'"
11 |koHBepTHpOBaHHWE B  IporpamMmbl  JjIg  pabOTBI  C 100 M6 41
"roBopsAIMMHA KHUTaAMH'"
KonBepTupoBanue ayauoAOKyMEHTOB C KPUITO3ALIUTOW C
caiiTa opraHuzalMu-TIapTHEPA B MPOTrpamMmbl i paboOThI €
"roBOpAIIMMU KHUTAMH "
12 |onpeneneHue HanU4Ks JOKYMEHTA B MpOrpaMMe it paboThI | OHO Ha3BaHUE 0,05
¢ "roBOpAIIMMU KHUTaMH"
13 |ckaunBaHHME JOKYMEHTOB C caifTa 1 M6 0,2
14 | pa3apxuBHpOBaHUE TOKYMEHTOB 1 M6 0,2
15 |3anmonmHeHue y4yeTHOW (OpPMBI BBOJAMMOIO JOKYMEHTa (C| OJHO Ha3BaHHE 0,3
y4eTOM BpE€MEHU Ha Mouck aHHotauuu B "HHrephere",
ungekca BbBK B osnmekTpoHHOM — Karamore)  Juid
KOHBEPTHPOBAHUS B  TPOrpaMMbl  JUII  pabOTBI  C
"roBopsAIIMMHA KHUTaMu'"
16 |koHBepTHpOBaHHME B  TPOTPaMMbl  JuUii  PabOTBI  C 100 M6 4,1

"roBopsAIIMMHA KHUTaMu'"

[TonrotoBka cmucka HOBBIX MOCTyIUIGHHU  (popmar
JIOKYMEHTA):




17 |BBITpy3Ka KaTtajora mporpamMmsl i paboThI C "TOBOPSIIMMHE | OJTHA BEITPY3Ka 4,0
KHUTamMu"

18 |Beirpy3ka wu3 (aina JOKYMEHTOB, IIOCTYNHUBIIUX 3a| OJHA BHITPY3Ka 20,0
OIpe/ieJICHHbI BpEMEHHON MHTEPBAJ (MecslLl, KBapTall, TOx)

19 |ynanenue numHUX WHGOPMAIMOHHBIX IMOJIEH B CIHUCKE| OJUH CIIMCOK 10,0
HOBBIX MOCTYILIICHUI (150 - 200

Ha3BaHMI)

20 |kommpoBanue aiina u3 ¢opmata bl AC B ¢dopmar| omuH crimcox 1,0
JOKYMEHTa

21 |mpeobOpazoBanue JOKyMEHTa B Qopmare TOKyMEHTa s 40 Ko 6,0
MOCTIETYIOIIETO pa3MeIIeHHs Ha caiiTe
O3ByunBaHHE CNHCKA HOBBIX IOCTYIUICHHH CHHTE3aTOPOM
peuu:

22 |BBITpY3Ka KaTajora nporpaMMsl Jjsi paboThl ¢ "TOBOPSIIMMU | OZIHA BBITPY3Ka 4,0
KHUTAMH"

23 |eirpy3ka w3 (aiima ¢opmara B/ AC 10KyMeHTOB, | OHA BHITpY3Ka 20,0
MOCTYNMUBUIMX 32 ONpEJCNCHHbII BpPEMEHHOH MHTepBal
(mecsit, KBapTam, rof)

24 |ynaneHue JUIIHUX WHQOPMAIIMOHHBIX TOJIEH B CIHCKE| OJUH CIIHCOK 10,0
HOBBIX ITOCTYIUICHUN

25 |komupoBanue ¢aitna u3 ¢opmara bBJI AC B dopmar| (150 - 200 1,0
JOKyMEHTa Ha3BaHUiN)

OJIMH CIIMCOK
26 |mpeoOpa3zoBaHMe MJOKyMEeHTa B Qopmare JJOKyMEHTa B 40 K6 6,0

dbopMy, yI0OHYIO ISl 03BYUHBAHUS CHHTE3aTOPOM P




27 |pa3OuBKka JOKyMeHTa B ¢opmare JTOKyMEHTa Ha 40 K6 80,0
MPEUIOKEHUS

28 | 03ByuHMBaHHE JTOKYMEHTa B IpOTpaMMe JUIsl YTCHHs BCITYX 40 K6 3,0
TeKkCcTOBBIX (aitnos ("banadonka" u apyrue)

29 |pa3MmeleHre O03BYYEHHOTO CIUCKA HOBBIX MOCTYIUICHHH Ha| OJMH CIIMCOK 15,0
caiite (150 - 200

Ha3BaHMI)
30 |KoHBepTHpOBaHUE O3BYYCHHOTO CIHMCKA B MPOTPAMMBI JJIsl | OJWH CIIMCOK 1,0

paboThI ¢ "TOBOpAIIMMH KHUTAMU'"




3.6. Pabota ¢ ¢ponaom. Pabora mo npuemy 10OKyMEHTOB

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m U3MEPECHUS BpEMEHHU,
MMH.
1 2 3 4
[IprieM TOKYMEHTOB B CTPYKTYPHBIX MOIpa3AeTICHHIX
[Ipuem [OKyMEHTOB ©3 OTJella aBTOMATU3UPOBAHHOM | OJHA MapTHUS
00pabOTKH TOKYyMEHTOB U OPTaHU3AIMU KaTaJIOTOB, CBEPKA C
COIPOBOUTENBLHBIM IOKYyMEHTOM:
1 |1-25>sk3eMuisipoB 10,0
2 |26 - 75 3K3eMILIApOB 30,0
3 |perucrtpanus HOBBIX MOCTYIJICHUI MEPUOANUECKUX U3JIAHUMH, | OIUH JOKYMEHT 0,5
MIPOCTABJICHUE OTMETKHU B PETHCTPAIIMOHHON KapTOTEKE
4 |mpocTaBlieHWE INTEMIICNT WM OTMETKa CTPYKTYpPHOTO | OJIHH JOKYMEHT 0,5
MO/Ipa3IeNIeHUs Ha IOKYMEHTE
[TonGopka TOKYMEHTOB /JIsl pacCTaHOBKH B (OHIE
[Toxbopka TOKYMEHTOR TI0 BUAaM H3IaHHA: OJIMH JTOKYMEHT
5 |mrockomneyaTHele U3MaHUA 0,07
6 |penbedHO-TOUCUHBIC N3TAHUS 0,08
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7 |"roBopsimue" KHUTH Ha KacceTax 0,1
8 |u31aHudg HA ONTUYECKUX JTUCKAX 0,07
9 |um3nmanus Ha reni-kaprax 0,07
10 |penbedHO-TpaduuecKue mocoous 0,08
11 |TakTHIIbHBIE pYKOJEIbHbBIE U3TaHU 0,1
12 |mombopka KOMIUJIEKTOB pEIbe(HO-TOUEYHBIX KHHT II0 | OTMH KOMIUICKT 2,0
Ha3BaHUAM
13 |moxbopka TOKYMEHTOB IO KJIacCU(UKAIIMOHHBIM HHEKCAM, | OJUH JTIOKYMEHT 0,3
aBTOPCKOMY 3HAKY
[Tombopka  mepUONUYECKUX  W3JAaHUKW 1O  aln(aBHUTY | OUH JOKYMECHT
Ha3BaHMM, FOJIaM, HOMEPAM:
14 | miockoreyaTHbIE U3TaHNAS 0,07
15 | penbedHO-TOUCUHBIE H3IaHUS 0,08
PaccranoBka 6ubnuoreunoro gona
paccTaHOBKa JOKYMEHTOB Ha CTEIUTAKaX B CHCTEMATHUYECKO- | OJIMH JJOKYMEHT
asi(haBUTHOM TOPSIZIKE:
16 | miockomeYaTHbIE U3TAHNS 0,08
17 |penbedHO-TOUCUHBIC U3TAHUS 0,11
18 |"roBopsimue" KHUTH Ha KacceTax 0,1
19 |u3maHus HA ONTHYECKUX AUCKAX 0,1




20 |m3pgaHus Ha duien-kapTax 0,1
21 |penbedpHO-TpaduuecKue mocoous 0,11
22 | TaKTUJIBHBIE PYKOJICTbHBIC U3AHHS 0,11
PaccranoBka mepuOAMYECKUX HM3AAHUNW 1O  andaBUTY | OUH JOKYMEHT
Ha3BaHUH, TOJ]aM, HOMEpaM:
23 |IU10CKOIEeYaTHbIE U3MaHUS 0,1
24 | penbedHO-TOUYCHUHBIC U3TaAHHS 0,13
25 |packiagka Ta3eT 10 Ha3BaHMAM, IPOKAJIbIBAHUE IBIPOK,| OJIHA IaIKa 10,0
BJIO)KCHHE B KApTOHHYIO OOJIOXKKY (IanKy), MpOUIHYpOBKa,
odopmiieHre 00JI0KKH (Ha3BaHUE, rO/l, HOMEP, MECSIT)
IIpoBepka mNpPaBUIBHOCTH PACCTAHOBKH JOKYMEHTOB B| MaccuB (poHIa
OTJIETTbHBIX MaccuBax (PoH/a:
26 |1-200 nokyMeHTOB 30,0
27 201 - 400 moxyMeHTOB 60,0
28 |mepeMernieHrne (MepeHEeceHHE) JOKYMEHTOB Ha CBOOOJHBIE| OJIHA MOJKa 5,0
MecTa
Odopmiienne, HaMCaHUE MOJOYHBIX pa3aeTUTENCH: OJIUH
pasaenurenb
29 | A5 CUCTEeMAaTUUYECKOM pacCTaHOBKH (OHA 4.0
30 | ans andaBUTHON paccTaHOBKU (hOHIA 3,0

3.7. Pabora ¢ ¢ponnom. Pabora o coxpannoctu onaa




N HanmenoBanwme nporiecca, oneparnuu. CoctaB padoThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
[TpoBepka 6ubaMOTEUHOTO (hOHTA:
1 |HanucaHue KOHTPOJIBHOIO TAJIOHA Ha JIOKYMEHT; YKa3aHUE Ha| OJUH TaJIOH 2,0
HEM MHBEHTapHOro HoMmepa, mudpa, paMwing, UHULUAIOB
aBTOpa, 3arjlaBus, rojJa, MeCTa U3JaHus, ILEHbl, MecTa
XpaHEHUS
2 |OTMeTKa O MPOBEpKe JOKYMEHTa Ha GOopMyJIsipe, KOHTEHHEpE, | OUH TOKYMEHT 0,2
00JIOKKE TOKYMEHTa
[Tog6opka KOHTPOJIBHBIX TAJIOHOB: OJWH TaJIOH
3 |10 MHBEHTapHBIM HOMEpaM 0,8
4 |mo andaBury haMuInii aBTOPOB MIIK 3aTJIaBHHA 0,13
5 | 1o Kj1accu(pUKaMOHHOMY HHAEKCY 0,1
6 |cBepka KOHTPOJIHBIX TaJIOHOB C WHBEHTAapHOW KHMIOW;| OJMH TaJlOH 0,5
OTMETKA MPOBEPKH HA TAJIOHE ¥ B MHBEHTAPHON KHHUTE
7 | cBepKa KOHTPOJIbHBIX TAJIOHOB C YYETHBIM WJIH al(aBUTHBIM, | OJUH TaJIOH 0,5
TOMOTrpaUecKUM KaTajlloraMH; OTMETKa IpPOBEpPKH Ha
TaJOHE U B KaTajuore
8 |mpocMoTp GOpPMBI HHIUBUAYAJIHHOTO YyYeTa, BBISABICHHE | OAWH JOKYMEHT 0,5

AOKYMCHTOB, HC IPOMICAIIHNX ITPOBCPKU
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9 |cocraBieHHME KapTOYKM Ha JOKYMEHT, HE MPOIICIIIHNHA | OUH JOKYMEHT 1,0
MIPOBEPKH
10 |mouck JTOKYMEHTOB, HE NPOMISAIINX IPOBEPKH, IO | OAMH JOKYMEHT 5,0
pa3IMYHBEIM YYETHBIM ¢dopMaM, KapTOTeKaM, >KypHajam,
KHIDKHBIM ITOJIKaM
CocraBiieHre CMCKa HEIOCTAIMUX B (OH/IE JOKYMEHTOB: OJIMH CITHCOK
11 |1 ngokymeHT 1,0
12 |2 - 10 noxymeHTOB 10,0
13 |11 - 25 nokymeHTOB 22,0
OT60p TOKYMEHTOB AJIsl U3BATHUS U3 (HOHIA
[TpocMOTp JOKYMEHTOB Ha TPEAMET U3bITUS U3 POHIA: OJTUH TOKYMEHT
14 |nenpodunbHBIX 0,7
15 | myGmeTHbIX 0,3
16 |ycTapeBmIUX IO COJACPIKAHUIO 0,7
17 | Berxux 0,2
18 | Manomncmonb3yemMbIX, HEHCITOIb3YEMbIX 0,5
[ToaroToBKa JOKYMEHTOB K aKTHPOBAHUIO:
19 |monGopka MOKYMEHTOB B MapTHM O NPUYHMHAM HU3BATHUS; | OJUH JTOKYMEHT 0,08
CBEpKa ¢ KHIDKHBIM (OPMYJIISTPOM
20 |momOopKa KHIKHBIX (OPMYIISIPOB Ha TOKYMEHTHI B MOPSIIKE OJIMH 0,07
WHBEHTapHBIX HOMEPOB, al(haBUTa, KypHAJIbHBIC - TIO ToAaM |  GopMyIsip




1 HOMCpPaM

CocraBieHue CIHCKa K aKTy BBIOBITHS (TIepegayn), MoACYeT
o0mielt cymmbl, 0pOpMIICHHUE aKTa:

OJWH aKT

21 |1 nokymeHT 1,0
22 |2 - 10 tokyMeHTOB 10,0
23 |11 - 25 nOKyMEHTOB 24,0
[TonroroBka JOKYMEHTOB Ha OYMa)KHBIX HOCHUTENSX JIs
neperJieTa
OT60op MOKYMEHTOB I TIEpeIuIeTa; MPOBEPKA COCTOSHUS | OJUH JIOKYMEHT
JOKYMEHTA; 3arojiHeHue (CBepKa) KHUKHOTOo (hopmyspa:
24 | mnockonedaTHbIe JOKYMEHTHI 2,0
25 |penbeHO-TOUYEUHBIE TOKYMEHTHI 3,0
26 |mombopKa KOMILIEKTOB, CBSI3bIBAHWE B IMAaYKH; O(OpMIICHHUE | OUH JTOKYMEHT 0,5
JOKYMEHTOB JIJIsl TIepefaud B EperyieT
[ToaroroBka Kk pecraBpauuu "TOBOPSAIIMX'" KHHUI Ha KacceTax
1 JJOKYMEHTOB, 3aITMCAHHBIX HA ONTUYECCKHUX JTHCKAX:
27 |oTOOp MOKYMEHTOB JUIsSi pECTaBpalllH, MPOBEPKa COCTOSHUS | OUH JTOKYMEHT 3,0
JOKYMEHTA, 3all0JTHEHHUE (CBEpKa) KHIKHOTO (hopMyIisipa
28 |moAroTOBKAa JOKYMEHTOB K BOCCTAaHOBJICHHIO; MOJOOPKA | OJUH JTOKYMEHT 0,5

AJOKYMCHTOB, AaHAJIOTMYHBIX IMOBPCKICHHOMY, O(I)OpMJ'IeHI/Ie
AOKYMCHTOB IJId IIEpCaavun Ha peCTaBpalluto

PecraBpanusi mIOCKOMEYaTHBIX U pelbeHO-TOUCUHBIX
JIOKYMEHTOB:




29 |nmeperuieTHbIC pabOTHI OJIUH IOKYMEHT 90,0
30 |BOCCTaHOBICHHE OTACITBHBIX MOBPEKJACHHBIX CTPaHMUIL, | OJIHA CTPAHUIIA 30,0
HalleYaTaHHBIX penbedHO-TOUCYHBIM mpupTOM
(ckaHMpOBaHUE, pacrno3HaBaHue, pEeIaKTHpPOBAHHUE,
pacriedyaTka Ha OpaiiJIeBCKOM IPUHTEPE)
31 |menkuii pemMOHT (MOAKJIEWKAa HAJAOPBAHHBIX CTPAHMIL, | OJUH JTOKYMEHT 2,0
nepervieTa, THUTYJIBHBIX JIHCTOB, KAapMAIIKOB, SIPJIBIKOB,
3aMeHa MPYKUHHOTO MeperieTa)
PecraBpanusi TOKyMEHTOB, 3allMCAaHHBIX HA ay/IMOKacceTax:
32 |BOCCTaHOBJIECHUE MTOBPEKICHHOTO JIOKyMEHTa C | oJHA orepanus 5,0
AQHAIOTUYHOTO  HA  CICIUAIBHOM  OOOpYJIOBaHWH B
3aBUCHUMOCTH OT TEXHUUECKOT'O OCHAIIICHUS
33 | Menkuil peMOHT (3aMeHa HEeMpaBHIIBHBIX CKIIEEK, MOJKIEHKa | OUH JTOKYMEHT 5,0
pakop/ia, STUKETOK Ha QyTIsipax)
BoccraHoBneHne yTpaueHHBIX/TIOBPEXKIEHHBIX JOKYMEHTOB,
3allMCAaHHBIX HA ONTUYECKUX JUCKAX:
34 | ckaHUpOBaHUE AMCKA CTAHJAPTHBIMH CPEACTBAMU OJIUH JUCK 2,0
35 |ckaHWpOBaHWE MOBPESKICHHOTO JIMCKA C HCIIOJB30BAHUEM |  OJIMH JUCK 20,0
CHEIHATLHOTO MPOTPAaMMHOT0 00ecredeHUs
36 |3arpy3ka obpasa JucKa B aBTOMAaTUYECKUH TyOIUKATOP OJIUH JUCK 3,0
KpaTtHoe Bocipon3BeieHIE TUCKOB: OIVH JUCK
37 | TexcToBbIe (ailiibl 0,3
38 |3ByKOBBIE (hailiIbl 3,0




39 | Bumeodaiisbr 6,0
[IpoBepka kauecTBa KOIMUI: OJVH JUCK
40 | TexkcToBbIC (aiiibl 1,0
41 |3ByKOBBIE (haidiIbI 5,0
42 | Buneodaiiier 50
[IpueM NOKyMEHTOB MOCIIE PECTABPALIMH:
43 |cBepka  TOCTYNHBIIUX  JIOKYMEHTOB  C  KHIDKHBIM | OIMH JOKYMEHT 1,0
bopmyIsipoM, poBepKa KayecTBa JTOKYMCHTOB;
BOCCTAHOBJICHWE 3arjiaBusi, HalMcaHWe MUQpa Ha SPIbIKE,
KOpEIIKE TOKYMEHTa
Ob6ecnbutBanue GoHaA:
44 | obecnipuinBaHue (HOHIA C TIOMOIIBIO MBLIECOCa; 00ecIeueHne oIlHa 15,0
pabodero mecrta TEXHHMYECKHMH CPEICTBAMHU: IMBLIECOCOM, | MEPOIOKa
pabovrM CTOJUKOM, CTPEMSIHKOW, BEAPOM; IPOBEICHUE
00eCIbITUBAHUS; 3aHECEHUE TEXHUYECKHX CPEICTB Ha MecTa
XpaHEHUs
45 |pyunoe obOecnputiBanue ¢GoHma; obecriedeHne padodero OJTHa 10,0
MeCTa TEeXHHMYECKMMH CpPEICTBAMHU: CTPEMSHKOH, pabodymM| Mepomoika

CTOJIMKOM, TEJIeXKKOH, BeApOM, TpANKaMH; MPOTUpKa,
3aHECEHNE TEXHUYECKUX CPEJCTB HA MECTA XPAaHEHUS

3.8. Pabota ¢ ponaom. [lepeBoa nokymeHTOB B iM(poBoit hopmat
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N HanmenoBanwme nporecca, oneparnuu. CoctaB paboThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MHH.

1 2 3 4
OmudpoBka  JOKYMEHTOB,  Hale4YaTaHHBIX  pelbedHO-
TOYEYHBIM HIPHUPTOM:

1 |ckaHupoBaHME M paclo3HaBaHHE PEIBLEPHO-TOUCUHOIO | OJTHA CTPAHULA 2,0
TeKCTa

2 |coxpaHeHue (Qaiina B TEKCTOBOM (hopmaTte onuH (aiin 0,5
PemaktupoBanme  OTCKaHMPOBAaHHOTO  MaTepuaja  B| OJIHA CTPAaHHUIA
TEKCTOBOM pellaKTope:

3 | XyIO>KeCTBEHHBIN TEKCT 5,0

4 |TexHHMYEeCKHEe M JApYyrue CrHeluanbHble TEeKCThl (HOTHas 40,0
3aIuCh, MaTEMaTUKa, MEJUIINHA, XUMHS)
OuudpoBka TOKyMEHTOB, 3alIMCaHHBIX HA MATHUTHOM JICHTE:

5 |mepeBoJl aHAJIOroBOM 3anucu B nuppoBoil popmat OJIHA 3aIUCh 6,0

6 |oOpaboTka 3amMcM Ha MarHUTHOM JIEHT€ Ha KaTYIIKax; OJIMH Yac 180,0
pecraBpanus 3ByKa 3BYYaHUS

7 |oOpaboTka 3amMcH Ha MarHUTHOW JIGHTE Ha Kaccere; OJMH Jac 90,0
pecraBpanus 3ByKa 3BYYaHUs
OuudpoBka TOKyMEHTOB, 3alIMCaHHBIX HA TPAMILIACTUHKAX:

8 |mOAroTOBKAa TIpaMIUIACTHHKM K  3alUCH  (POHOTPAMMBI; OJlHa 12,0
yIaJeHue TBUIM C TOBEPXHOCTH T'PAMIUTACTHHKH, CHSTHE | TPAMIUIaCTHHKA




CTaTUYCCKOI'O 3JICKTPHUYICCTBA

9 |3amuchk (OHOTpaMMBbI TPAMIUIACTUHKH C HCIIOJH30BAHHEM 0/IHa
3BYKOBOT'O PEIaKTOpa ¢doHOTpaMMa
O6paboTka 3anucanHOl (POHOTPAMMBI: OJIHa
¢dboHOrpamMma
10 |mocTOsITHHOE aMIUTUTYJHOE CMELICHHE 5,0
11 |ynmaneHue MIETYKOB W MOTPECKHMBAHUN C MOMOIIBIO IUIArMHA 10,0
ABTOMATHYECKOTO HAaXOXKICHHS ¥ yIaleHHs TOJO0HBIX
IIETTYKOB
12 |ycrpanenue (pOHOBBIX IIyMOB 10,0
13 |obecrieueHne KaueCTBEHHOTO W €CTECTBEHHOTO 3BYYAHHS C 10,0
UCTIOJIb30BaHUEM JKBaal3epoB (rpaduueckoro,
naparpa@uueckoro, mapaMeTpuIecKoro)
14 |Hopmanu3anusi CBOMCTB 3BYKOBOT'O MaTepHasa 5,0
15 |moaroroBka oOpaboTaHHOM (HOHOTpaMMBI K 3allUCH  Ha oJlHa 20,0
JIMCKaX; pa3pe3ka 3ByKOBOTro (haiiia Ha TPEeKH ¢oHOrpamMma
16 |3amuch TOATOTOBJIICHHOTO ayaudoMarepuaia Ha JUCK (C| OJWH JHUCK 12,0

y4E€TOM BO3MOXHOCTH KOHBEPTHPOBAHHS MaTepualia B
dbopmat ayauodaiina)




3.9. OGcnyXxuBaHHE MMOJIb30BATENCH

N HaumenoBanwue nporecca, onepamun. CoctaB paboThI Enunnuna Hopma
n/m U3MepeHus BPEMEHH,
MUH.

1 2 3 4
3anuch nonb3oBareneii B ONOIMOTeKY:

1 |mpocMOTp MOKYMEHTOB MOJb30BaTels (MacmopT, WICHCKUN OJIUH 2,0
Ouner, CTyJeHYeCKUil Onier, crupaBka 00 MHBAJIMIHOCTH IO | TIOJB30BATEINb
3pEHUI0), TPOBEpPKa HaJIM4YUs YYETHO-PErHCTPAIMOHHOMN
KapTOYKH IOJIb30BATEISA
3armonHeHue YYETHO-PETUCTPAITIOHHBIX JOKYMEHTOB OJTH
M0JIb30BATEIIS: bopmysip

2 | popmynsap Ha OyMa>KHOM HOCHUTEIE 5,0

3 | 3NeKTpOHHBIN GopmMysip 4,0

4 | peructpanMoHHas KapTOUKa 5,0

5 | TpaHCTIOPTHBIN JIUCT 6,0

6 |mgoroBop oOcmy:kuBaHUS (2 FK3ESMILIIPA) 7,0

7 |TeTpaab perucTpaiuu rnoib3oBareneit 1,0

8 |o3HakOMJICHWE C TpaBUJIAMH I10JIb30BAaHUS OMOIUOTEKOM, OJINH 20,0
CIpaBOYHBIM  ammapaToM, HAJIWYMEM JIPYTHX OTJEINIOB,| IOJIb30BaTEINb
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MNEPEUYHEM MPECAOCTABIACMBIX YCIYT

9 |paccTaHOBKa PETMCTPAIIMOHHBIX KapTOYEK IMOJB30BATENCH B| OJIHA KApTOUKa 1,0
KapTOTEKY
[Tepeperucrpanus noib3oBaTenei
[Tonck 1 BHeceHHE M3MEHEHHI B YUETHO-PETHMCTPAllMOHHBIE
JTOKYMEHTHI MTOJIb30BATEIIS:
10 |popmymnsip Ha OyMaKHOM HOCHTEIIE OJINH 1,0
bopmysap
11 |>nexTpoHHBIH GopMyIIsIp OJIUH 1,0
bopmysip
12 |perucrpanmoHHast KapTOUKa 0JlHa KapTOo4Ka 1,0
13 | TpaHCHIOPTHBII JTHCT OJIUH JIUCT 1,0
14 | noroBop obOcayKUBaHUS OJIUH JIOTOBOP 1,0
3.10. CranmoHnapHoe 00cIykKMBaHUE MOJIb30BaTeNIEH
N HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enuanmna Hopwma
n/m U3MEpeHUs BpEMEHH,
MUH.
1 2 3 4

OOcnmyxuBaHME TIOJIb30BATENIE B OTAenax abOHEMEHTa:
00IIIeT0 U HOTHO-MY3bIKalIbHOTO:
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1 |undopMupoBaHue MOJB30BaTENIe O HOBBIX NOCTYIUICHHSX;| OJHA Oecena 50
Oecena ¢ MoIb30BaTeNIEM Y BBICTABOK
ITonbGopka aOKyMEHTOB u3 (oOHAA OTAeNa i BbLAAYM
MOJIb30BATEIIIO:
2 |W31aHus], HalleYaTaHHbIE PeIbePHO-TOYCUHBIM MpU(TOM OJIUH JOKYMEHT 3,0
3 |"roBopsmiue" KHUTH W MY3bIKQJIbHBIC IPOU3BEACHUS HA | OIUH JOKYMEHT 3,0
KacceTax
4 |m3pmaHug Ha UUQPOBBIX HOCHUTENSX HHPOPMAIMH (JIUCKHU, | OAUH JOKYMEHT 1,0
¢rem-kapThl ¢ KPUITO3AIIUTOMN )
S |rpaMIUIaCTUHKH OJIMH TOKYMEHT 1,0
6 |HOTHBIE M3/1aHUs (IUIOCKOIIEYAaTHBIE U IO CUCTeMe bpaiiisl) | OWH TOKyMEHT 2,0
7 |W3maHus, Hare4YaTaHHbIE IUIOCKONIEYAaTHBIM, B TOM YHCIIE | OIUH JOKYMEHT 1,0
YKPYIHEHHBIM, pU(TOM
8 |3BykoBbIe (haiibl M3 0a3bl JaHHBIX '"TOBOPAUIMX" KHUT C| OXIWH (aiin 15,0
KPHUIITO3AIUTON
9 |3amnmch  3BYKOBBIX  (aiioB  "roBopsAmmux" KHMUT ¢| OJuH (aiin 10,0
KPUNTO3aIIUTOW  Ha  (UIem-kapTy  TOJb30BaTeNs  C
NPEBApUTENILHOW TOATOTOBKONW (OYUCTKOM) (hien-KapThl
MIOJTb30BATEIS
10 |mpemocTaBieHHE TOJIH30BATENIO HOTHBIX M MY3BIKAJIBHBIX | OTUH TOKYMEHT 2,0

HAOKYMCHTOB JJIsA MpEaABApPUTCIILHOTO IMPpOUTrpbIBaAHUA,
MMpOCIyHIMBaHUA B IOMCIICHNHN OTJC/Ia

[IpoBepka 1OOKYMEHTOB TIiepel Bblaayeil/mpueMoM Ha
COOTBETCTBHUE U OTCYTCTBUE NEPEKTOB:

OIVH JOKYMCHT




11 |u3pmanwms, HareYaTaHHbBIE Pelbe(PHO-TOUEUHBIM IPUPTOM 1,0
12 |"roBopsimue" KHUTM W MYy3BIKaJbHBIE MPOM3BEACHUS Ha 3,0
KacceTrax
13 |u3manmst Ha UHUQPPOBBIX HOCUTENIIX HHPOPMAIHMK (JHCKH, 1,0
(rem-KapTel C KPUIITO3AIIUTON )
14 |rpamruiacTUHKA 1,0
15 |HoTHBIC U3MaHMS (TUTOCKOTIEYATHBIC U TIO cUcTeMe bpaits) 1,0
16 |u3nmaHusi, HameYaTaHHBIE IUIOCKONEYAaTHBIM, B TOM YHCIIE 0,8
YKPYITHEHHBIM, IPU(TOM
17 |Bpimaua JOKYMEHTOB MOJB30BATENI0, OTMETKA O BblAaue€ B|OIUH JIOKYMEHT 0,7
KHIDKHOM (popmyrsipe
OTMeTKa 0 BbIIaue/TIpreMe JTOKyMEHTOB: OJTUH TOKYMEHT
18 | B pyuHOM pexume 1,0
19 |B aBTOMaTHU3MPOBAHHOM pEXHUME 0,7
20 |IIpyeM IOKYMEHTOB OT IOJb30BATENs, MOUCK M BKJIAJKA | OJUH JOKYMEHT 1,0
KHIDKHOTO popMyIispa
[Tpoanenne cpoka MmoNb30BaHUS TOKYMEHTAMHU: OJTUH TOKYMEHT
21 |B py4HOM peKuMe 2,0
22 |B aBTOMaTU3UPOBAHHOM PEXKUME 0,7

KOHchIBTaI_II/IH TIOJIB30BaTECIIA:

OJJHa
KOHCYJIbTallHA




23 | 1o paboTe C KapTOYHBIM KaTajgorom 50
24 | 1o paboTe ¢ NEKTPOHHBIM KaTajioroM 7,0
25 |mo oskcrutyaranuu  TAdIOMarHuToGoHoB,  TUdIOdIEH- 10,0
IIeepoB
Otbop W mepemadya Ha BOCHPOHM3BEACHUE B CICIUAILHOM
dbopMate (PparMeHTOB IUIOCKOINEYATHBIX TEKCTOBBIX U
HOTHBIX JIOKYMEHTOB (I10 3aIpocy MOJIb30BaTEIs):
26 |mpueM 3ampoca OT MOJb30BaTelNs, MOAOOpKAa JOKYMEHTOB, | OJUH JIOKYMEHT 5,0
odopmiteHne 3aKa3za
27 |moAroTtoBKa JOKYMEHTa K BOCIPOM3BENCHHIO (IIOWCK, | OJJHA CTpaHUIIA 2,0
3aKiajika (parMeHToB, OIICHKA BO3MOXKHOCTH CKaHUPOBAHHUSI
TEKCTa, py4HOTr0 Habopa HOTHOM 3amucu 1o cucteme bpaitiis)
OO0cnyxuBaHKE MOJIH30BATENIEH B YUTAIHHOM 3aJI€:
28 |uHdopMupoBaHME O HOBBIX TIOCTYIUICHUSX; Oecema c| oxaHa Oecena 5,0
MOJIb30BaTEJIEM Y BBICTABOK, TEMATHUECKUX KHUKHBIX MOJIOK
[Touck MOKyMEHTOB MO 3ampoCy IMOJIH30BATENS B TTOJCOOHOM | OMH JTOKYMEHT
donme:
29 | o BuIaM n3maHui 3,0
30 | mo ompeneneHHol TeMe 4.0
[IpoBepka TOKYMEHTOB Tiepel BbIJayeil/mpueMoM Ha | OJUH JOKYMEHT
COOTBETCTBHE U OTCYTCTBHE JEPEKTOB:
31 |u3maHus, HanleyaTaHHBIE PETbeHO-TOYCUHBIM MpH(TOM 1,0
32 |"roBopsmue" KHUTH Ha KacceTax 4.0




33 |m3gaHus Ha OUQPPOBBIX HOCUTEISIX HHGOpMAKMK (JMCKH, 1,0
¢enr-kapThl)
34 |u3naHus, HareyaTaHHbIE IUIOCKONEYaTHBIM, B TOM YHUCIIE 0,8
YKPYITHEHHBIM MIPUPTOM
35 |TaKkTUJIbHBIE PYKOJICIbHbIE N3JaHUS 1,0
36 | penpedHO-rpadruecKre Mocoous 1,0
37 |Bblmaya MOKYMEHTOB TIOJB30BATENI0, OTMETKA O BBIJAY€ B |OJWH JOKYMEHT 0,7
KHIKHOM (OpMYJIsipe
OTMeTKa 0 BbIJIaue/TIpHEMe JIOKyMEHTOB: OJTUH TOKYMEHT
38 | B py4HOM pexume 1,0
39 | B aBTOMAaTH3UPOBAHHOM PEIKHUME 0,7
40 |mpueM JOKYMEHTOB OT TOJB30BATENs, MOWCK M BKJIAJKa | OAWH JOKYMEHT 1,0
KHIDKHOTO (popMyTsipa
Koucynprarms noiap3oBaTens: OJlHa
KOHCYJIbTaIIHs
41 |mo paboTe ¢ KapTOUYHbIM KaTaJloroM 7,0
42 |10 paboTe ¢ IEKTPOHHBIM KaTajioromMm 8,0
43 |mo okcrutyarauu  TH(GIoMarHuTO)OHOB,  TH(IIOdIIENI- 10,0
IJIeepoB
44 | 1o sKcIyaTaluy aJanTHBHBIX TU(MIOTEXHUUYECKUX CPENICTB 20,0
U TIpOrpaMm
45 | 1o 3KcIuTyaTalluid KOMIBIOTEPHON TEXHUKU U MPOrPaMMHOI0 20,0




oOecrieueHus

Pabora ¢ urerom:

46 |mpenBapuTENIbHAS 3aMKCh MTOJIB30BATENS K UTEIY 0JIHA 3aIUCh 1,0
47 | mouck, ohopmIIeHHE TOKYMEHTA /ISl BBIIaYH MMOJIH30BATEII0 | OIMH JOKYMEHT 5,0
48 |greHHe TeKcTa OJlHA CTpaHUIIA 5,0
(bopmar A4)
49 | mpouyuTHIBaHWE TEXHUYECKOro U JApyrux crenuanbHbix | 1000 3HaKOB 6,0
TEKCTOB Ha MATHUTHYIO JICHTY/IIU(POBBIC HOCUTEIH
Otbop u mepemaya Ha BOCIPOM3BEACHHE B CIICIUATHLHOM
dopmare (GparMeHTOB IUIOCKOIEYATHBIX JOKYMEHTOB (110
3ampocy MoJb30BaTElINA):
50 |mpueM 3ampoca OT MOJB30BATENs, MOJAOOPKA JOKYMEHTOB, | OJUH JIOKYMCHT 5,0
odopmiieHne 3aKkasza
51 |moaroroBka JOKYMEHTA K BOCIIPOU3BEICHHIO OJIHA CTpaHUIIA 2,0
3.11. BHecTanronapHoe o0CIyKHBaHHUE M0JIb30BaTeNeH
N HaumenoBanwue nporuecca, onepamun. CoctaB paboThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4

Hagomuoe O6CJ'Iy)KI/IBaHI/IC MOJIb30BaTeIICH:
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1 |mpuem 3aka3a oT moJib3oBaTeNs Mo TenedoHy, ohopMIICHHE | OJIMH 3aKa3 4,0
3aKasa
[Touck u3 ¢hoHma KOMIUIEKTa JOKYMEHTOB: OJIMH KOMILUIEKT

2 |u3maHus, HaleyaTaHHbIE penbedHO-ToueYHBIM HIpudToM (10 15,0
- 15 KHUT U3 KOMILJIEKTA)

3 |'"roBopsmue" KHUTH Ha KacceTax (5 Ha3BaHUIA) 10,0

4 |m3maHus Ha TUQPPOBBIX HOCHTEISIX WHPOPMALUU (IIMCKH, 6,0
(baenr-kapthl) (5 Ha3BaHU)

5 |oTMeTKa O BblJIaye JOKYMEHTa B KHIXKHOM (popMyIIsipe OJIMH JOKYMEHT 0,7
OTtmeTka O BbIgaue/mpueMe JOKYMEHTOB B (popmysisipe | OJUH TOKYMEHT
MIOJIb30BATEIIS:

6 |B py4yHOM pexHMe 1,0

7 |B aBTOMAaTU3HPOBAHHOM PEXHME 0,7

8 |HOAroTOBKA JOKYMEHTOB K OTIIPAaBKE; COPTHPOBKA IO BUJAM | OJUH 3aKa3 15,0
W3JIaHWH, YIaKoBKa, O(QOpPMIICHHE TPAaHCIOPTHOTO JIHCTA,

MOTPy3Ka; COIJIaCOBaHUE C TMOJb30BaTElIEeM MO TenedoHy,
JOCTaBKa 3aKa3a

9 |mpmeM  JOKYMEHTOB  OT  TIOJB30BATeNs,  BBITPY3Ka,| OJWH 3aKa3 8,0
pacrakoBKa, IIOUCK M BKJIaJIKa KHIXKHOTO (opMyJsipa
ITpoBepka JOKYMEHTOB Tiepei] OTIPABKOW/NPHEMOM Ha | OJUH JOKYMEHT
COOTBETCTBHE U OTCYTCTBHE JEPEKTOB:

10 |u3nmanws, HaTleYaTaHHBIC peNbe(PHO-TOUCUHBIM MIPUPTOM 1,0

11 |"roBopsimue" KHUTH Ha KacceTax 6,0

P )




12 |u3manust Ha UUQPPOBBIX HOCUTENIIX HHPOPMAIHMH (JIUCKH, 1,0
¢enr-kapThl)
[Tpoanenue cpoka MmoIb30BaHUsS TOKYMEHTAMHU: OJTUH TOKYMEHT
13 | B pyuHOM peKUME 2,0
14 | B aBTOMaTH3UPOBAHHOM PEKUME 0,7
OOciy)XMBaHUE MOJIb30BaTENICH B OMOIMOTEYHBIX TyHKTAX:
15 |moaroToBka M 3aKIIOYEHHE IOTOBOpPa MEKIY OMOIMOTEKOM 1| OIMH AOTOBOP 300,0
OpraHu3aIyei, rie Oyner OCYIIECTBISATHCS
BHECTAIIMOHAPHOE 00CTYKHBAHHE
Odopmnenne Gpopmyssipa OMOIUOTEYHOTO MYHKTA! OJIUH
bopmysip
16 |B py4HOM pexnume 7,0
17 |B aBTOMaTHU3UPOBAHHOM pEXUME 6,0
18 |odopmmenue  manku ¢ JAOKyMEHTaMH (moroBop,| oOJHA manka 15,0
JIOBEPEHHOCTh Ha TIOJYICHHUE KHUT, OTYCTHI)
19 |cocraBieHHe CXeMbl pa3MEIICHUs OMOIUOTEYHBIX IYHKTOB| OJ[HA cCXeMa 120,0
10 TEPPUTOPHUSIM
20 |cocraBneHue rpaduka oOMeHa JOKYMEHTOB, HaXOSAIIUXCSA B| OJUH rpaduk 20,0
OMOIMOTEUHBIX MYHKTaX
21 |cocraBienue [iaHa METOINYECKON IIOMOIIM | OJWH IUIaH 60,0

O6ubIMoTeKapsIM-00IIECTBEeHHUKAM

Brigaua 10kyMeHTOB B OMOIMOTEUHBIN MTyHKT:




HOHFOTOBK& u pacrieuaTka CITMCKa JOKYMCHTOB,
npeaAHa3HAYCHHBIX IJId BblAa4YU 6H6JII/IOT6‘IHOMY IMIYHKTY:

OAHH CITMCOK

22 |20 m1oKyMEHTOB 30,0
23 |40 moxymMeHTOB 60,0
24 1100 noxymeHTOB 120,0
[TomGopka w3 (¢GoHIA TO CHUCKY/3asiBKE KOMIUICKTOB | OTUH TOKYMECHT
JOKYMEHTOB Pa3IUYHBIX (DOPMATOB:
25 |u3maHus, HalleYaTaHHbIE PEIbePHO-TOUCYHBIM MpU(TOM 3,0
26 | "roBopsmme" KHUTH Ha KacceTax 2,0
27 |m3gaHus Ha MOUQPPOBBIX HOCUTEISIX HHGOpMAMH (IUCKH, 1,0
(baen-kapThl)
28 |W3maHus, HameyaTaHHbIE INIOCKOIIEYAaTHBIM, B TOM YHCIIE 1,0
YKPYITHEHHBIM HIpU(TOM
CBepka JOKYMEHTOB CO CIHCKOM/3asBKOW U MPOBEPKa | OJUH JIOKYMEHT
JOKYMEHTOB TIepe/l BbIadeii Ha COOTBETCTBHE U OTCYTCTBHE
neeKTOoB:
29 |u3naHus, HanleyaTaHHbIE PeIbeHO-TOUEYHBIM MIPU(TOM 1,0
30 | "roBopsmue" KHUTH Ha KacceTax 6,0
31 |u3manus Ha TUGPOBBIX HOCUTENAX HWHGOpMANUU (AUCKH, 1,0
(rem-kKapThl)
32 |u3maHus, HaleyaTaHHBIE IIJIOCKOIEYATHBIM, B TOM YHCIE 0,8

YKPYIHEHHBIM HIPHPTOM




33 |copTHpoBKa MO BHJAM HW3JaHHA, OTMETKA O BbIJAYE | OAUH JOKYMEHT 1,0
JOKYMEHTa B KHHKHOM (hopMyIisipe
OTtMmeTKa 0 Bbl1aye TI0KYMEHTOB: OJIMH JOKYMEHT

34 | B py4HOM pEeKHME 1,0

35 | B aBTOMAaTH3UPOBAHHOM PEIKHUME 0,7

36 |paccTaHOBKAa  KHIDKHBIX  (OpPMYISIpOB B KapTOTEKY OJIUH 1,0
WHIAKATOpa bopmysip

37 |moaroroBka  JIOKYMEHTOB K OTIpPaBKE;  YIAKOBKA, | OJUH KOMILUICKT 30,0
COCTaBJICHHE OIUCH, MOTPY3Ka

38 |oTMeTka 00 OTHpaBKe 3aKasa B KypHaJle PEerUCTPaLUU OJIHA 3aIUCh 2,0

39 | onoBenieHue aboHEeHTa 00 OTIpaBKe 3aKa3a OJIUH a0OOHEHT 1,0
[Iprem 1OKyMEHTOB U3 OMOIMOTEYHOTO MyHKTA!

40 |pacmakoBKa TOCBUIKH, COPTHPOBKA JIOKYMEHTOB IO BHUJJIaM | OJIHA TOCHUIKA 3,0
U3JaHUN
[IpoBepka BO3BpalllEHHBIX JIOKYMEHTOB Ha COOTBETCTBUE, | OJIMH JOKYMEHT
KOMIUICKTHOCTB, OTCYTCTBHE AC(PEKTOB:

41 |u3naHus, HareyaTaHHbIE PelbePHO-TOUCUHBIM HIPU(TOM 1,0

42 | "roBopsiiue" KHATH Ha KacceTax 6,0

43 |m3maHus Ha THMQPOBBIX HOCUTENSAX HH(OpMAIUK (IHCKH, 1,0
¢nen-kapThl)

44 |w3naHus, HaleyaTaHHBIE IIOCKOIEYATHBIM, B TOM YHCIE 0,8

YKPYIHEHHBIM HIPHPTOM




45 |copTUpOBKa JOKYMEHTOB II0O BHJAaM W3JaHWH, IOUCK U |OJIUH JOKYMEHT 1,0
BKJIaJIKa KHIDKHBIX ()OPMYJISIPOB
OTMeTKa 0 IpreMe JOKYMEHTOB: OJIMH JOKYMEHT
46 |B py4HOM pexUME 1,0
47 |B aBTOMAaTHU3UPOBAHHOM PEIKHUME 0,7
48 | omoBelieHNe a0OHEHTA O MPUEME TOKYMEHTOB OJIUH a0OOHEHT 1,0
49 | otmeTka 06 0OMeHE TOKYMEHTOB B JIHEBHHUKE OTJelNa OJIHA 3aIIUCh 1,0
3ao4yHoe 00CTyKMBaHUE MOJIb30BaTENEH
OdopMmieHre TOKyMEHTOB Ha 00CITy>)KUBaHHE a0OHEHTOB:
50 |mpuem 3asiBKM OT a0OHEHTa Ha OOCITy)KUBaHHE, IMOATOTOBKA | OJHA 3asiBKa 5,0
nakera JOKYMEHTOB K OTIIPAaBKe
Odopmnenue popmyisipa aboHEeHTa: OJIMH
opmysisip
51 |B py4HOM pexume 6,0
52 |B aBTOMaTU3UPOBAHHOM pEXUME 7,0
Bbrgaua 1oxkymMeHTOB aOOHEHTaM
[Togbopka u3 ¢onga 1O 3akazy aOOHEHTA JOKYMEHTOB | OWH JOKYMEHT
pa3nUYHbBIX (HOPMATOB:
53 |u3manus, HarleYaTaHHbBIE PeTbe(HO-TOUYCTHBIM IPUPTOM 3,0
54 |"roBopsmue" KHUTH Ha KacceTax 2,0




55 |m3pgaHus Ha MUQPOBBIX HOCUTEISIX HHGOPMANHK (JUCKH, 1,0
¢enr-kapThl)

56 |M3maHus, HaleyaTaHHBIC IJIOCKOTICYaTHBIM, B TOM YHCJIE 1,0
YKPYITHEHHBIM MIPUPTOM
CBepka JIOKYMEHTOB CO CIUCKOM U IPOBEPKA TOKYMEHTOB | OJJUH JIOKYMEHT
nepe; BbIIavyeii Ha COOTBETCTBHE M OTCYTCTBUE J1e(DEKTOB:

57 |u3paHus, HaTIeYaTaHHBIC PEIbEPHO-TOYCHHBIM IPUPTOM 1,0

58 | "roBopsiiue" KHUTH Ha KacceTax 6,0

59 |m3maHus Ha HUQPPOBBIX HOCUTEISIX HHPOPMAIKMK (JIMCKH, 1,0
¢en-kapThl)

60 |m3manus, HareyaTaHHBIC IUIOCKOIICYAaTHBIM, B TOM YHCIIC 0,8
YKPYITHEHHBIM HIPUPTOM

61 |oTMeTKa o BbIIade JOKYMEHTa B KHH)KHOM (hopMmyIsipe OJINH JOKYMEHT 0,7
OTMmeTKa 0 BbIIa4Ye JIOKYMEHTOB: OJINH JOKYMEHT

62 |B py4HOM pexuMe 1,0

63 |B aBTOMaTU3UPOBAHHOM PEXKHUME 0,7

64 |paccTaHOBKA KHIDKHBIX (DOPMYIISIPOB B KAPTOTEKY OJIMH 1,0

opmysp

65 |moaroroBka  JIOKYMEHTOB K OTIpPaBKe;  YHNAKOBKA, | OMUH KOMILIEKT 30,0
COCTaBJICHHE OITUCH, ITOTPY3Ka

66 |oTMeTka 00 OTIpaBKe 3aKa3a B KypHAJIC PETUCTPALIAN OJTHA 3aITUCh 2,0

67 |omoBenieHne abOHEHTa 00 OTIIPaBKe 3aKa3a oIrH aDOHEHT 1,0




[Iprem TOKyMEHTOB OT aOOHEHTOB:

68 |mpueM IOKYMEHTOB; COPTHPOBKA IIOCBUIOK II0 aJpecaMm, | OJIHa IMOCHUIKA 2,0
OTMETKa O MPUEME B KypPHAJIC PETHCTPALIUH
69 |pacnmakoBKa IMOCBUIKH, COPTUPOBKA JOKYMEHTOB IO BHJAaM | OJHA MOCHLIKA 3,0
U3JIaHuN
[IpoBepka BO3BpalICHHBIX JOKYMEHTOB Ha COOTBETCTBUE, | OJIUH JOKYMEHT
KOMIUIEKTHOCTB, OTCYTCTBUE A€(PEKTOB:
70 |u3gaHus, HAaTICYaTaHHBIC PEIbEPHO-TOYCHHBIM IPUPTOM 1,0
71 |"roBopsimiue" KHUTH Ha KacceTax 6,0
72 |m3gaHus Ha MOHQPPOBBIX HOCUTEISIX HWHGPOpMAIKK (JIMCKH, 1,0
¢en-kapThl)
73 |M3maHus, HameyaTaHHbIE IDIOCKOIIEYAaTHBIM, B TOM YHCIIE 0,8
YKPYITHEHHBIM HIpU(TOM
74 |copTHpOoBKa JOKYMEHTOB TO BHJAM U3JIaHUN, TIOMCK | | OAWH JOKYMEHT 1,0
BKJIaJIKa KHIDKHBIX ()OPMYIISPOB
OTmeTKa 0 mpreMe JOKYMEHTOB: OJIMH JOKYMEHT
75 |B py4HOM pexuMe 1,0
76 |B aBTOMAaTU3UPOBAHHOM pPEKHUME 0,7
77 |omoBenieHre aOOHEHTA O TPHEeMe JOKYMEHTOB OIUH a0OHEHT 1,0
78 |oTMeTka 006 0OMEHEe JOKYMEHTOB B THEBHUKE OT/eNa OJIHA 3aIIUCh 1,0




3.12. Baytpenssist pabota

N HaumenoBanwue nporecca, onepamun. CoctaB paboThI Enunnuna Hopma
n/m U3MepeHus BPEMEHH,
MUH.
1 2 3 4
[ToaroroBka K BblAaue:
1 |moaBeaeHUE UTOTOB padOTHI 3a MPOIICAIINNA JICHb, 3alIUCh B|  €XKEIHEBHO 15,0
JTHEBHUKE
2 |paccraHoBKa (OpPMYISPOB IMOJIB30BATEICH IO CpPOKam, IO OJINH 1,0
anpaBuTy opmyssip
3 |mombopka  JTOKYMEHTOB MO  BHAAM  H3JaHUNA IO | OIUH JOKYMEHT 1,0
MIPEIBAPUTEIILHBIM 3aKa3aM IOJIb30BaTeIICH
[IpocMOTp HOBBIX TIOCTYIUICHWH JUIsi  PEKOMEHJAINH | OJTWH JOKYMEHT
MOJIb30BATEIISIM:
4 |razersl 5,0
5 |KypHaJlbl, Halle4YaTaHHbIE IIOCKOTEYaTHBIM HIPU(TOM 15,0
6 |KypHaJIbl, Harle4YaTaHHbIC PeIbe(PHO-TOUCTHBIM MPU(TOM 5,0
7 |KHHTH, HalleYaTaHHBIC IIOCKOIICYaTHBIM IIPU(TOM 50
8 |kHuUTH, HarleYaTaHHBIE PENTbe(hHO-TOUYCUHBIM MIPHUPTOM 2,0
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9 |ayauoBu3yanbHbIC M3JaHUS Ha AHAJOTOBBIX M IH(PPOBBIX 2,0
HOCHUTEIIAX

10 |mpocMOTp W TONOJHEHHE KHUIKHBIX BBICTABOK, IOJIOK H|OJUH JIOKYMEHT 50
CTeIUTaKEH,  OTKPBITBIX  JUIsi  CBOOOJHOTO  JOCTYIa
M0JIb30BaTeNeH

11 |moaroToBka pabouero mMecra €)KEJIHEBHO 15,0
PabGota ¢ ¢popmyssipoM mosib30BaTeIs:

12 |ananu3 dbopmynsapoB MOJIb30BaTEICH, BBISIBIICHHE OJIUH 20,0
YUTATEILCKUX HHTEPECOB bopmysip

13 [3amucek B GopMyssipe TOJIB30BATENSI O Pe3yIbTaTax aHaaum3a OJINH 3,0
YTCHHS 32 OIPE/ICICHHBIN TePHO/T bopmysip

14 |cocTaBieHHE KAPTOTEKH YUTATEIbCKUX HHTEPECOB 0JIHA KapTOYKa 3,0

15 |3anuce B JHEBHHUKE OMOMMOTEKaps O NWHAMUKE YTEHUS W | OJ(HA 3aMHUCh 2,0
WHTEpecax Mojb30Baresiell (Tpymibl MoIb30BaTesei)

PaGora ¢ monp3oBaTensMu, He BO3BPATUBIIUMU JOKYMEHTHI B
CPOK:

16 |mpocmotrp u oTOOp (OpPMYISIpOB TMOJNB30OBaTENCH, HE OJINH 2,0
BO3BPATHUBIINX JOKYMEHTHI B CPOK bopmynsap
W3Bemienue moiap30BaTels, HE BO3BPATUBIIETO IOKYMEHTHI B OJINH
CpPOK; OTMETKa JaThl HAalOMHWHaHUA B  (opmyssape bopmyItsp
[1OJIL30BATENI:

17 |yctHo (o Tenedony) 3,0

18 |muchbMEHHO uepe3 MOYTOBOE OTJEICHHE WM JIIEKTPOHHYIO 3,0




MOUTy

19 |ynamenne w3 0a3bl JAHHBIX CBEACHHWA O 3aHSATOCTH | OJUH JIOKYMEHT 0,7
BO3BPAIIICHHBIX JOKYMEHTOB
[IprieM TOKYMEHTOB B3aMEH yTEePSHHBIX:

20 |mpocMOTp W OIIEHKa AOKYMEHTa, MPEAJIOKEHHOTO B3aMEH | OAWH JOKYMEHT 3,0
YTEPSTHHOTO

21 |3ammch 0 3aMeHE JOKYMEHTa B (hopMyssipe MoJib30BaTeNsl, B | OUH JOKYMEHT 2,0
TETPaJH y4eTa JOKYMEHTOB, IPHUHSTHIX B3aMCH YTEPSHHBIX
PabGora ¢ oTkazamu:

22 |3amoyiHeHWE KapTOYKM Ha OTKa3 C YKa3aHWEM IPUYUHBL, | OJHA KApTOYKa 4,0
paccTaHOBKa KApTOUYEK B KAPTOTEKY OTKA30B

23 |aHaimM3 OTKa30B, MOATOTOBKA CIIMCKA HAa JTOKOMIUIEKTOBAHHME | OIMH OTKAa3 8,0
donma
3.13. O6cmyxuBanue 1Mo Mexondmmoredunomy abonementy (MBA)

N HaumenoBanue mporuecca, onepanuu. CoctaB pabOThI Enununna Hopma

n/m U3MEPEHUS BPEMEHHU,

MUH.

1 2 3 4

OO6cmyxuBaHue WHINBUIYaIbHBIX MOJIb30BaTeIeH

ouommmorexu mo MBA:
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1 |peructpanus noss3oBatens, noyup3ytomerocs MBA OJIMH 2,0
MOJIb30BATEIb

2 |3amonHeHue OJlaHKa-3aKasa OJIMH 3aKa3 3,0

3 |yTOYHEHME YKa3aHHBIX II0JIb30BaTEJIeM CBEAECHUI O| OJUH 3aKa3 2,0
3aKa3aHHOM JIOKYMEHTE, IIeJIsiX 3arpoca, UCTOYHHUKE, OTKYAa
MOJIyYEHbI CBEJICHUS
bubnuorpadpuueckas  nopaboTka  3aka3a;  yTOYHEHHE| OJIMH 3aKa3
OoubnmorpaduIecKux CBEICHHIA:

4 | 1o cpaBOYHBIM U3AHUSAM U3 QOHIA OMOIHOTEKH 10,0

5 |mpu momouM BHYTPEHHUX U BHEITHUX 0a3 JaHHBIX 5,0

6 |mpoBepka HamMuYMsA ~ 3alpalIMBaeMOro  JOKYMEHTa B |OJWH JOKYMEHT 12,0
O6ubIMOTEKaxX, B TOM YHCIIE IO CBOJIHBIM KaTajloram

7 |3amMch CBelIeHMM O HampaBieHMM 3akaza 1no MBA| oauH 3aka3 2,0
(HammeHOBaHWE OMOIMOTEKH, JaTa), OTIpaBKa 3aKaza B
O6uOINOTEKY, UMEIOIIYIO 3alpaIINBAEMbIi TOKYMEHT

8 |mepememenue OnaHka-3aka3a B KapTOTEKy 3alpoCoOB OJTHO 0,5
nosnb3oBaresei mo MBA 3a paznenurens "3anpocs o MBA,| TpeGoBanue
HaIpaBJIEHHBIE B pyrue 6udamorexku"

9 |mpuem noOKyMeHTa, mpuciaHHoro mo MBA OJIMH JOKYMEHT 4,0

10 |u3BemieHWE TOJL30BATEISl O IOJYYCHHH 3allPOIICHHOTO OJNH 2,0
JOKYMEHTa M CPOKax ero Mojab30BaHUs MOJIb30BATEIh

11 |BbIIaya MOAB30BATENIO MOTYYEHHBIX 10 MBA TOKYMEHTOB B | OTUH JOKYMEHT 2,0

YUTaJIbHOM 3aJIC; CBEpKa BbIJAABACMOI'O JOKYMCHTa C
6HaHKOM-3aK8.30M, MMpOBEPKa COCTOAHUA NOKYMCHTA, OTMCTKA




O BbIJAQ4cC

12

InpueM JOKYMCHTA OT IOJIb30BaTCyIsdA; CBCPKAa AJOKYMCHTa C
6HaHKOM'33KaSa, IIPpOBEpKa COCTOAHHA OOKYMCEHTA, OTMCETKA
0 npueme, INOMCHICHHUEC AOKYMCHTa B CIICnuaJIbHO
BBIJICJIICHHOC MECTO

OIWH JOKYMCHT

1,0

13

u3BJIeUCHHE OJlaHKa-3aKa3a M3 KapTOTeKH, OTMETKa 00
OTIIpaBKE  JOKyMeHTa  (mata,  HOMEp  IIOYTOBOIO
OTIIpaBJICHUS);  [EPECTaHOBKA  JUCTKA U3  pas3jelna
"[lonyuennbie mo MBA u3nanus" B pasnen "Bo3BpamieHnas
auteparypa'

OJTMH JINCTOK
TpeOOBaHUS

1,5

14

MOATOTOBKA JOKYMEHTOB K OTHpaBKE B OUOIHOTEKY
dboHmOAepKATEH; YIIAKOBKA 3aKa3a, MPOCTABICHUE IITaMIia
"[louta cnenbix", HaMKMCaHUE aapeca, COCTABICHUE ONUCH

OIHH 3aKa3

5,0

15

paboTa ¢ OTKa3aMM; IpU MOJTYYEHUH H3BEUICHUs 00 OTKaze
WIM 3aJiep’KKE BBIIIOJIHEHUS 3amnpoca yKa3aHue B OiaHke-
3aKa3e Ha OOOPOTHOM CTOpPOHE NMPUYMHBI M JaThl OTKas3a,
nepecTaHoBKa ero wu3 pazgena "3ampocsl 1o  MBA,
HanpaBJIeHHbIE B Apyrue oubnuoreku" B pasznen "OTkassbl 10
MBA"; coobmienre B oTaen OOCTYyKHBAaHUS O TOJIYYCHUH
OTKa3a (J1aTa, MpUINHA)

OJIMH 3aKa3

4,0

O6cnyxuBanue aboHeHToB o MBA: cBepka mo kaproTeke
aOOHEHTOB HOMepa abOHEeHTa Ha OJlaHKe-3aKa3e OpraHu3aluu

Opranu3zanus aboHUpyeTCs:

OJIMH 3aKa3

16

MpOCTaBIICHHEe HOMepa Ha OJlaHKe-3akasze, CBEpKa ajpeca,
Ha3BaHMs OpPraHM3aliH, (aMWINU OTBETCTBEHHOro nmo MBA
(BHECEHHE U3MEHEHUI B KAPTOUYKH)

4,0




AOGOHEHT o0paTuiICs B TEKYIIEM IOy BIEPBbIE:

OJIMH a0OHEHT

17 |mpocTtaBneHne B KapTouke rojxa oOpaimieHus, JaThl, 1,0
odopmiieHne aOOHEHTA
Opranuzanus paHee He aDOHUPOBAIACH: OJTUH a0OHEHT

18 |mpucBoeHue aOOHEHTY HOMEpPA, 3alOJIHCHHE KapTOUYKH 6,0
peructpanmu aboHeHta MBA wu dopmynsap, ykazaHue
MOJTHOTO HAMMCHOBAHMS OpPraHM3allMH, TOYTOBOIO ajpeca,
tenedoHa, (GaMHUIUU, WMEHH, OTYECTBA OTBETCTBEHHOTO
JIMIIA, 1aThl OTKPBITUSL K HOMEpa aOOHEHTa

19 |paccraHOBKa pervMCcTPallMOHHBIX KAPTOUEK B KAPTOTEKY OJTHA KapTOYKa 0,5

20 |odopmiteHre wu3BemICHWS IS a0OHEHTa 00 OTKPBITHH OJIHO 2,0
aboHeMeHTa (3ampoc  HEAOCTAIOMIMX JUISI  KapTOTEKW | W3BCIICHHE
CBEJICHUI)

21 |mpoBepka TNpPaBWIBHOCTH  3aloJIHEHUs  OJlaHKa-3akas3a,| OJUH OJIaHK- 5,0
3aJI0JDKEHHOCTH a0OHEHTAa; IMPOCTaBJICHWE Ha 000poTe 3aKa3
OnmaHka-3aka3a IITaMIia ¥ JIaThl TOJyUYeHHUs 3aKa3a

22 |mmdpoBKa 3aKka30B aOOHEHTOB; MoJOOpKa OJaHKOB-3aKa30B| OAMH OJaHK- 3,0
1o andaBUTy, TPOBEPKA HATHYHUS JOKYMEHTOB 110 KaTaJIOTy 3aKa3

23 |mOArOTOBKAa JIOKYMEHTa K BBIJAde; CBEpKa JOKYMEHTa C|OIUH JIOKYMEHT 2,0

ONaHKOM-3aKa30M, TPOBEpPKa  COCTOSHHS  JTOKYMEHTA;
NpOCTaBlicHHMEe Ha OJjaHke-3aka3ze Immmdpa JTOKYMEHTa,
WHBEHTApPHOTO HOMEpa, KOJUYECTBA JOKYMEHTOB, JIAThI
BBIJIAYH, IITEMITEsI OMOJMOTEKH ¢ Ha3BaHHEM M MOYTOBBIM
aZipecoM; YyKazaHHWE CpOKa BO3Bpara; BIIOKEHHUE YacTH
OnaHka-3aka3a a0OHEHTa B  BBIIABACMbIH  JIOKYMEHT,
MIPOCTaBIICHHE HOMEpa OaHIePOITN




24

IIOCTAaHOBKa 3aKa3a Ha O04Yc€pClb, OTIIPaBKa a6OHCHTy
HU3BCIICHUA

OJHH 3aKa3

2,0

25

nepeaada u3JaHus Ha KOIIMPOBAHUEC

OJIHH 3aKa3

3,0

26

OTIIpaBKa JIOKYMEHTOB a0OHEHTaM; yIIaKOBKa 3akKasa,
npocrasienue mramna "[loura ciensix", HanucaHue ajpeca,
COCTaBJICHHE OIHUCH

OJIHH 3aKa3

5,0

27

paccTaHoBKa OJaHKOB-3aKa30B Ha BBIJAHHBIC TOKYMEHTHI B
KapTOTEKy OOCIIyXKMBaHHs a0OHEHTOB B pazjen "BrimanHbie
oo MBA wuspgannsa"

OJIMH JOKYMEHT

0,5

28

NPUHATHE  JOKYMEHTOB, BO3BpAILlEHHBIX aOOHEHTaMH;
BCKpBITHE OaHIIEpOJId, IPOBEpPKA COCTOSIHUA JOKYMEHTA,
yKazaHue Ha OJaHKe-3aka3e JaThbl BO3BpaTa JOKYMEHTA,
nepecTaHOBKa OylaHka-3akaza B pasnen "BosBpamiennas
auteparypa'

OJIMH JOKYMEHT

4,0

29

AHAJIN3 CPOKOB IIOJIb30OBAHUA HOKYMCHTOB, BBLISIBJICHUC
AOJDKHUKOB, HAIIPABJICHUC HAIIOMUHAHUH

OIWH JOKYMCHT

2,0

30

paboTa ¢ oTKa3zaMu: yka3aHUE B OJlaHKe-3aKa3e IMPUYUHBI U
JaThl OTKa3a; pEerucTpanus OTKa3za B YUYETHBIX (opmax;
paccTaHoBKa JHcTa TpeOOBaHMS B KapTOTEKE OTKAa30B;
OTIpaBKa aOOHEHTY M3BeLIEeHHs 00 OTKa3e

OJIMH OTKa3

4,0

3.14. MaccoBas pabota

/1

HanmenoBanue nponecca, orncpamnuu. CocraB pa6OTLI

Enunnna
U3MEpPEHUs

Hopma
BPEMEHHU,
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MHH.

1 2 3 4

[ToaroroBka MacCOBBIX MEPOIPUSITHI

OrmpenenieHne TeMbl, COCTaBa ayJAUTOPHH, OTBETCTBEHHOTO 32 OJTHO

MEpOIPUATHE B IIEJIOM, COCTaBJICHHE IUIAaHA IOJTOTOBKH | MEpPOINPHATHE

MEpOIPUATHSI, BOIPOCOB ISl OOCYXKICHHS, HPHUTJIALICHUC

KOHCYJIbTaHTOB, JIEKTOPOB, MOAOOPKAa JOKYMEHTOB IO TE€ME

MEpOIIPUATHSI,  OpPraHu3alds  BBICTABKH  JIMTEPATypBHI,

OTOBEIICHHE IMOJIB30BATENCH O MEPONPUATUN Yepe3 aduIly,

KaHaJlbl CBS3M; BBUIBIICHHE BBICTYMAIOIIUX; IOJrOTOBKA

MIOMEIICHHUST; TIPOBEACHUE COBEIIAHMS IO UTOTaM MOrOTOBKH

Y TIPOBE/ICHHSI MEPOTIPHSTHSL:
1 |gurarenbckas KOHPEPEHIHS 4800,0
2 |IMTepaTypHO-XYJI0KECTBEHHBIN BeUep, BeUep KHHUTH, JUCITYT 3600,0
3 |Bedep BOIMPOCOB M OTBETOB, YCTHBIN KypHAI 3000,0
4 | kmy0 1o MHTEpecam 3000,0
5 |IeTckuil yTpeHHUK 3600,0
6 |BUKTOpPHHA, KOHKYpPC, UTPa-IIyTEIIECTBUE 3600,0

OpFaHI/I3aLII/IH KHHXHBIX BBICTAaBOK

CocrapncHue I1aHa OopraHu3al U IMPOBCACHUSA BBICTABKU;

BBISIBIICHHE u otbop JIOKYMEHTOB; MOJATOTOBKA
CONMPOBOAUTENBHOW JIOKYMEHTAllUM K BBICTABKE; MOHTAX
BBICTABKH; opraHuzamusi  MHPOPMAIMOHHO-PEKIAMHOM

pa6OTBI o MOoIyJdpu3alui BbICTABKH, IMOABCACHUC HUTOI'OB

OJJHa BbBICTaBKa




paboTHI:

7 |maHa BBICTaBKH 600,0
8 |BBICTaBKHM IO TOTOBOMY ILJIAHY 360,0
9 |omepaTHUBHBIX BHICTABOK HOBBIX MOCTYILICHHI 120,0
Pexnama  O6ubnuortexku;  paboTta 1O NPHUBJICUCHUIO
MOJIb30BATEJICH:
10 |moAroToBKa PEKIAMHOIO COOOIIEHHUS B CPEJCTBAX MacCOBOM OJIHO 300,0
uHboOpManMK, JUISI pa3MelleHWs Ha caidTe OuOIMOTeKH,| CcooOIeHHe
nopTajie CHelraibHbIX OHOIMOTEK, Ha aBTOMH(OpMATOpE O
pabore OHMONMMOTEKH, OCOOEHHOCTSIX (YHKIMOHHPOBAHUS
pa3IMYHBIX  MOApA3ZCICHH,  HOMEHKIAType  YCIYT,
MIPEOCTABIIEMBIX OMOIMOTEKOM, ¥ IPYyroi nHpopMaIuu
11 |moaroroBka IIakata O JAESATEILHOCTH OHONMMOTEKH (BBIOOp| OJIMH IUTaKaT 300,0
TEMBI, OIPEIeNICHUE COJepkKaHUs U POPMBI)
[ToaroroBka Oykiiera o GUOIUOTEKE: OJIMH OYKIIET
12 | opuH nuCT, ABYXCTOPOHHSAA NedaTh ((hopmaT A4) 600,0
13 | nBa mucra u Gonee 1200,0
14 |opraHm3anmusi OSKCKypcuid 1O OMONMOTEKe; TpHeM U oJTHa 60,0
oopmieHre 3asBKH, YTOUHEHHE TEMbl SKCKYPCUH U COCTaBa|  3KCKYpPCHS
HKCKYpPCAHTOB
BrisBiieHre TOTEHITMANBHBIX MOJIb30BaTeNed OMOIMOTEUHO-
MH(POPMALIMOHHBIX YCIYT OMOINOTEKH:
15 |mpocmoTtp mpeccel U "MHTepHET"-pecypcoB OJIUH IOKYMEHT 8,0




16 |cOop m ananu3 wHGOPMANKMH O KOHKYPEHTOCHOCOOHOCTH | OAMH JOKYMEHT 8,0
OubIMoTeKN

17 |BenmeHue KapTOTEKH MOTPEOUTEITHCKOTO PhIHKA OJIHa KapTOYKa 0,3

18 |BcTpeun ¢ mpexacraBuTesIMH  GUPM,  OpraHU3aIuH, OJTHO 120,0
MPEAPUATHHA MEPOIPUATHE
[Ipumeuanue:

- BpeMs IIPOBEICHHS MACCOBBIX MEPOIIPUITHI, BEICTABOK JIUTEPATYPhl U DKCKYPCHH B HOPMY BPEMEHHU HE BXOMUT;
- IPU OPTaHU3aIUH BBIE3IHOI BHICTABKH K HOpMaM BPEMEHH MPUMEHSETCs TIOBhIaomui ko3dduuuenr 1,1.

3.15. CrpaBounas u uaHpopManroHHas padora. Opranuzanus crpaBodHoO-OndInorpaduueckoro ammapara (CBA)

Tabmuma 56
N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enunnna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4

[TpocMoTp 1 0TOOP AOKYMEHTOB M3 TEKYIIUX MOCTYIUICHHMA
i BKiroueHust B CBA:

1 |mnockomevaTHbIe KHUTH HA OYMa>KHBIX HOCUTEIISX OJIHA KHUTAa 4,0
2 |IUIOCKOIIeYaTHBIE KHUTH Ha ONTHYECKUX HOCUTEISIX OJHa KHHUTa 6,0
3 |cTaTh¥ U3 TUIOCKOMEUATHBIX COOPHUKOB, KYPHAIIOB OJIHA CTaTbs 3,0
4 |craTbu U3 raser OJIHA CTaThs 2,0
5 |penbedHO-TOYCUHBIE KHUTH OJIHa KHUTA 6,0




6 |crarbu U3 penbeHO-TOUCUHBIX COOPHHUKOB, JKYPHAIIOB OJIHA CTaThs 4,0
7 |ayanoBHU3yaJbHBIC W3/IaHUS HAa AHAJOTOBBIX M LU(QPOBBIX | OJHA KHUTA 6,0
HOCUTEIAX
8 |craThu U3 3BYKOBBIX COOPHUKOB, KypHAJIOB OJIHA CTaThs 50
9 |6ubnuorpaduyeckue mMocoOusi, B TOM YMCJIE HA ONTHYECKHX | OJHA 3aIUCh 0,7
HOCHUTEIIAX
10 |meTonucH KHIKHBIX, )KYPHAITBHBIX M Ta3€THBIX CTATEH OJHAa 3aIl}Ch 1,0
11 |npukHMKHBIE OMOIMOrpadUUecKue CIUCKU OJIHA 3aIIUCh 0,7
12 |mpocmotrp u orbOop JOKyMmMeHTOB U3 BHemHHMX bJl| onHa cTarhs 6,0
MEepUOINYECKUX U3IaHui 11 BKIIoYeHUs B CBA:
13 | cocraBnenue 6ubanorpaduuecKon 3anucu OJIHA 3aIIUCh 4.0
CocrapiieHUe aHHOTAIMA, H3yYeHHE JOKYMEHTA, HAIMCAHHE oIHAa
TEKCTA: AHHOTAIM
14 |aHHOTHUpPOBAaHNE KHUT 120,0
15 |anHOTHpOBaHUE cTaTel 60,0
16 |ananmuTHYeckas POCIUCH KYPHAIBHBIX, Ta3€THBIX CTaTeH,|OJUH JTOKYMEHT 4.0
COOpPHUKOB, OMOIHOTPAPUIECKUX TOCOOHIT; O3HAKOMIICHHUE C
CONIEp’)KaHUEM  W3/IaHUsA, COCTaBICHHE AaHAIUTUYECKOU
pocricu
17 |cucremartuzarus KapTO4eK Ha OTOOpaHHBIC /JIsi BKIIOUYEHHUS B | OJTHA KapTOYKa 2,0

CBA JAOKYMCHTEI ITO THUIIAM KAaTaJIOT'OB U KapTOTCK; IMIPOBEPKaA
HHICKCOB, paCCTaHOBKAa KapTOUYKHU

Opranu3zanys TeMaTH4eckux crnpaBodHbix b/I:




18 |mpocmoTp, OTOOp W CHCTEMATH3alMs JOKYMEHTOB IS | OAWH JOKYMEHT 10,0
BKutoueHus B bJ1, BBox uHpopMarum
19 |pemaktupoBanue bJl: BHecenume B OubOamorpaduyueckyro | OJIHA 3aMUCh 1,0
3anMCh JONOJHEHUNA M U3MEHEHMH; UCKIIFOYEHUE 3alMCU Ha
BBIOBIBIINE JOKYMEHTHI
20 |BBOJ HOBBIX PYOpHK oJlHa pyOpuKa 1,0
Opranu3zanus noa1HOTeKCTOBbIX B/I:
21 |mpocmoTp, oOTOOp U mpeAMeTH3alus JOKYMEHTOB ISl | OJUH JIOKYMEHT 10,0
BKJItOUEHUS B B/]
BBox B BJ] Oubnmorpaduveckux 3amucei IIOCKONEYATHBIX | OJHA 3alUCh
U3JTaHUN:
22 |1py HAJIWMYHUH 3aIIUCH B AJICKTPOHHOM KaTajiore 2,0
23 |mpu cocTaBIeHUN HOBOM OMOIMOrpaduuecKkoil 3amucu 6,0
24 |mpu momoHUTENFHOM TIoucke nHpopmaryn B "MHTEpHETE" 10,0
25 |ckaHWpOBaHWE TEKCTa JOKYMEHTa C PAacIlO3HABAHHEM;| OJIHA CTPAHHUIIA 6,0
UCIpaBIIEHUE OLMTUO0K
26 |penaktupoBanue bJl; BHeceHue B OubmuoOrpaduyeckyro| OJHA 3alUCh 1,0
3anuCh JOMOJHEHUW M M3MEHEHUW; MCKIIOYEHHE 3alliCH U
TEKCTa U3JIaHUS Ha BHIOBIBIIIUE IOKYMEHTHI
Opranu3zaiys KapTOTeKH MEePCOHATHIA:
27 |ompeneneHUe W COCTaBJICHHE TMEPEYHS IUIl, CBEJIEHUS O |OJUH JOKYMEHT 20,0

KOTOpPBIX  OTpaXkaloTcs B KapTOTEKe,  IMPOCMOTP
MHGOPMAIIMOHHBIX M3AaHUH M TEPBUYHBIX JOKYMEHTOB;




OT60p JOKYMCHTOB IJId BKIIOUCHHUSA B KAPTOTEKY

28 |TexHMYECKas M cojepKaTelibHas 00pabOTKa JOKYMEHTOB IS | OIUH JIOKYMEHT 3,0
BKJIIOYEHUSI B KapTOTEKy, pacCTaHOBKa KapTO4YeK IO
andasuty GhamMuIHii aBTOPOB U 10 BUJAM JIOKYMEHTOB

29 |peranm3anus  pa3deiioB; HANHCAaHWE W PAcCTaHOBKA OIUH 2,0
pasnenuTenci pasznenuTenb

30 |pemakTupoBaHHE KapTOTEKH; BHECEHHE  HCIPABICHUIL, | OJUH JTOKYMEHT 1,0
JIOTIOTHCHUM, U3MCHCHUM
Opranuzanus paxTorpaduIecKoil KapTOTEKH:

31 |onpenenenue mpenmera, OOBEKTa M OCHOBHBIX IPU3HAKOB | OIUH JOKYMEHT 3,0
JUIS OTPaXEHHS B KAPTOTEKE; IPOCMOTP U OTOOP JOKYMEHTOB
JUIS  BKIIIOUEHUST B KAapTOTEKYy; 3aHECEHUE OTOOPaHHBIX
CBEICHUIA Ha KapTOYKU MHPOPMAITMOHHOTO MacCHUBa

32 |pemakTupoBaHHME KapTOTEKH; IMPOBEPKAa MPABUIBLHOCTHU | OJUH JTOKYMEHT 2,0
CBEICHMH W YyKa3zaHuM 00 MCTOYHHMKAX HH(OPMALINH;
BHECEHUE HCTIPABICHUIMA

33 |HamuMcaHMe U PacCTaHOBKA pa3/ieiuTenei OJINH 2,0

pa3aenuTenhb

Opranu3zaiys TeMaTHYECKUX MaoK ra3eTHBIX BBIPE3OK:

34 | IpoCcMOTp M CUCTEMATH3AIUs Ta3eTHHIX BBIPE30K OJIHAa BBIpE3Ka 3,0

35 |odopmiieHHe BBIPE30K NI XpaHEHUS B TEMaTHYECKHX | OJHA BBIpE3Ka 4,0

arnkax; KpaTko€ OIMMCaHnuE NCTOYHUKA




3.16. CnpaBounas u nHpopmannonHas padora. CripaBoyHo-Oudnuorpadudyeckoe 0ocay KMBaHUE

Tabmuma 57
N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m W3MEpCHUs BpPEMEHH,
MHUH.
1 2 3 4

[Tpuem 6mbIMOrpaduecKux 3ampocoB:

1 |npuem OubIMOrpaduuUecKkoro 3ampoca; YTOYHEHHE TEMBbI,| OIMH 3ampoc 1,0
[IEJICBOTO W YUTATCIbCKOTO  HA3HAYCHHS,  TOJHOTHI
WUCTOYHHUKOB, THUIIOB, BHJIOB W XPOHOJOTHMYECKUX pPaMOK
3armpoca

BrinosiHeHue cripaBok

Temarnueckas crpaBka: TIONCK HW OTOOp JOKYMEHTOB;| OJHA CIIpaBKa
cocTaBieHHe OuOIMorpaduIeckoro OMMCaHHUs:

2 |muceMeHHas crpaska (1 - 10 HCTOYHHUKOB) 10,0

3 |yctHas crpaBka (1 HCTOYHHK) 2,0

AnpecHo-Oubnuorpaduyeckas — clpaBKa:  YCTaHOBJIEHHE | OJHA CIIpaBKa
HAJINYMS WIM MECTOHAXOXKICHUS JOKYMEHTA WM €ro YacTH B
dbonae OUOIMOTEKH:

4 | nucemenHas crpaska (1 - 10 HCTOUYHHKOB) 10,0

5 |ycrtHas crpaBka (1 UCTOYHUK) 2,0




VTouHsIOIIAs ~ COpaBKa: YCTAHOBJICHHE M  YTOYHCHHE
3JIEMEHTOB OMOIMOrpahUIECcKOro OMUCAHUS:

OJiHa CIIpaBKa

6 |mucemenHas crpaBka (1 - 10 ©ICTOYHUKOB) 10,0
7 |ycTtHas cupaBka (1 UICTOYHUK) 2,0
dakrorpaduueckas CHpaBKa: YCTaHOBJICHHE KOHKPETHBIX | OJ[HA CITPaBKa
CBEIIEHUI 0 COOBITHAX, 00BEKTaX, MPOLIECCAX, JaTaX:
8 |mucemenHas cripaBka (1-10 HCTOUHUKOB) 10,0
9 |yctHas cupaBka (1 UCTOUYHUK) 2,0
CocraBieHre TeMaTHYECKUX OMOIHOrpauuecKuX CIHCKOB:
10 |mouck, oTOOp M cHUCTeMaTU3alus JTOKYMEHTOB; COCTABIICHUE | OJUH JIOKYMEHT 7,0
OoubIMorpaduIecKoro OrnucaHus
11 |odopmienue cnucka; BBIBOJ Ha MPHUHTEp, OTHpaBKa IMO| OJUH CIHCOK 10,0
ANEKTPOHHOW TOYTE, KOMHUPOBAHME HA CHEMHBIH HOCUTENb
MIOJTb30BATENS
Benenune ¢oH/a BEITIOITHEHHBIX CIIPABOK:
12 |peructpanmst BBITIOJTHEHHON CIIPaBKHU B JKypHaJe OJTHA CITpaBKa 2,0
13 [BBOA TEMAaTHYECKOW CHpPaBKM B OJICKTPOHHBIM apXWB| OJ(HA CIPaBKa 2,0

BBITTOJIHCHHBIX CIIPABOK

3.17. CrpaBouHas 1 uHpopmannoHHas padora. bubnuorpadudeckoe nHpopMupoBaHue

Tabmuma 58



/o

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Eanununa
WU3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

4

BrisiBiienne nH(OpMaIMOHHBIX MOTPEOHOCTEN CHEUATNCTOB
METOJIOM aHKETUPOBAHHUSL:

olnpezereHNe KOHTHUHICHTa NOTpeduTeneid HH(POPMAIIH;
pa3paboTka 3asBOK ISl OIpeNeleHUusT HH(POPMAIMOHHBIX
3aIpOCOB; pAacCchbUIKa 3asBOK; 00pabOTKa IOJyYEHHBIX
3asBOK; COCTaBJICHHE Ha OCHOBE IIOJIyYECHHBIX JaHHBIX
KapTOTEKM KOHTHUHICHTA MOTpeduTeneil MHPOPMAlH U HX
MH(POPMAIMOHHBIX 3aIIPOCOB

OJIH
OTPEOUTETH

60,0

3akioueHne ¢ a0OHEHTaMHU JIOTOBOPOB Ha MH(OPMAIIMOHHOE
o0CITy>)KUBaHHE:

aHaJIM3 JIaHHBIX O 3aMHTEPECOBAHHOCTH aOOHEHTOB B
MH(OPMALIMOHHOM 00CIyKUBaHUU u pexuMax
M30MpPaATENbHOTO PACHpPOCTPAHEHUSI M PETPOCIEKTHBHOTO
MIOMCKA; 3aKIIF0YEHUE U IEPECMOTP JOTOBOPOB

OJTUH JIOTOBOP

90,0

®opmupoBaHuE CETH aOOHEHTOB CHCTEMbI M30MpPATEIHHOIO
pacripoctpanenust uapopmanuu (MPN):

ompejeNieHue KOHTHUHTeHTa aboHeHTOB cuctemsl HPU;
BBISIBJIEHWE THUIIOBBIX M  HMHAWMBHAYAJIbHBIX  3alpPOCOB
aOOHEHTOB; W3yueHHUe, KIacCH(PUKalUsi U HHJIEKCalUs
3aIpOCOB; BBOJI TAHHBIX O 3aMPOCAX B AIPECHYIO KAPTOTEKY

OJIUH a0OHEHT

60,0

IloaroroBka curHajJbLHOTO OIIOBelleHNs B cucteme MPU:

BBISIBJICHUC, MIPOCMOTPp U OT60p MaTCpHuaJIOB M3 TCKYIIHUX

OJHO

20,0




MOCTYIUIEHUH; OTIIpaBKa HH(OpMALIUK TOTPEOUTEIIO

OITIOBCIIICHUEC

rpymnmoBoe oudnuorpaduyeckoe nHGOPMUPOBAHHE

5 | dbopmupoBanme coctaBa rpymnmn aOOHECHTOB OJIMH a0OHEHT 10,0
6 |yTOYHEHHE TeMbl, COTJIACOBAHHE HMCTOYHWUKOB MH(POpPMAIUH,| OJHA TeMa 20,0
BUJIOB JIOKYMEHTOB
[Touck MOKyMEHTOB JUIsi WH(OPMALMU, COCTABICHHE WU OJTHO
OTIIPaBKa OTIOBEIICHWS: OTIOBEIICHHE
7 |MUCHMEHHO 10,0
8 |yctHO 10,0
OnepatuBHOE HH(DOPMUPOBAHKE TIO 3aIIPOCY:
9 |dbopmupoBanue cetu aOOHEHTOB; BBISIBICHHWE TUIIOBBIX M| OAMH aOOHEHT 5,0
WHIMBUIYATBHBIX 3aIIPOCOB
10 |m3yueHue u KIacCU(PUKAIMK 3alPOCOB; BBOJ JAHHBIX B| OJIHMH 3alpoC 7,0
aIpECHYIO KapTOTEKy
Hanucanue 0630poB u cripaBok
BrisiBnenre u oT0Op HMCTOYHHKOB; 00pa0OTKa W aHalu3 | OJAMH aBT. JIUCT
OTOOpaHHBIX JIOKYMEHTOB; HaIMcaHue TeKCTa
0030pa/crpaBKH:
11 |mo mepBUYHBIM UCTOYHUKAM 6000,0
12 |mo BTOpUYHBIM UCTOYHHKAM 4200,0
13 |Habop u popmaTupoBaHUe TEKCTa 0030pa/CIIpaBKH OJTHa CTpaHUIIA 20,0

(1800 - 2000




3HAKOB)

Opranu3anuss ¥ TpOBEIEHHE YCTHBIX OHOIHOTrpaduuecKux
0030pOB HOBBIX NOCTYIICHHUH

OT0op HOBBIX TOCTYIUICHHH TIO 3apaHee OOBSBICHHOW | OIWH 0030p

TEMaTUKe; CHCTEMaTH3allis HCTOYHHUKOB [0  TeMawm,

POCMOTP u aHamn3 JTOKYMEHTOB; no00pka

Ooubnmorpaduueckux  ONMHMCAaHWW, KpPAaTKUX  AHHOTAIIHUH,

pedepaTtoB Ha OTOOpaHHBIE MCTOYHUKOB; IOATOTOBKA

pykonucu  Oubnmuorpaduveckoro  0030pa;  KOJIMYECTBO

MIPOCMOTPEHHBIX U OTOOPAHHBIX IOKYMEHTOB:
14 | no 50 noxymeHTOB 600,0
15 |cBpime 50 TOKyMEHTOB 1800,0

[ToaroroBka GrosIeTeHs! HOBBIX MOCTYIUICHUN

OmnpeneneHre TeMaTHUECKUX TpaHUI] TOUCKa U 0TOOpa OJINH

JIOKYMEHTOB; CO3/IaHue pyOpukaropa OrosuieTeHs; | OroJUIeTeHb

BBISIBJICHHE U OTOOp B MacCHBE TEKYIIUX MOCTYIUJICHHMA

HWCTOYHUKOB nHpopmanuu; noadopka AHHOTAILINH,

pedeparoB; KOIUYECTBO MPOCMOTPEHHBIX JOKYMEHTOB:
16 |no 50 nokymeHTOB 300,0
17 | cBbime 50 qOKyMEHTOB 600,0

[ToaroroBka Tekymux 6ubarorpadguueckux nocoOui

Bri6op Tembl mocoOwusi, BBISIBIEHHE W OTOOpP JOKYMEHTOB,
¢dopmupoBaHHE  pa3leNoB  MOCOOUS,  AHHOTHPOBAHHE
JOKYMEHTOB, Moa0opka (¢akrorpaduyeckoro Marepuania,
WUTIOCTPAIMi{, COCTaBJIEHWE TEKCTa, BCIOMOTraTeIbHBIX

OJWH aBT. JIUCT




yKazaresjei, KOMIbIOTEpHBI HaboOp, KOHCYIbTALUU Y
CIELMAIMCTOB HA PA3JIMYHBIX dTanax paboTsl, 00CYXICHHE U
nopaboTKa 1o 3aMeYaHUsIM:

18

cocraBieHre OuOmMorpaduyeckoro ykasarens, Karaiora,
MYTEBOAUTEIS, CIPABOYHUKA

15000,0

19

IIOJIrOTOBKA KOMMEHTapueB, pUMeyYaHuil
IIPOCBETUTEIILCKOTO Xapakrepa, HE TpeOyoImX
CIELUANIbHBIX MCCIIEJOBAHUI

6000,0

20

IIOArOTOBKAa KOMMCHTApHUCB, HpI/IMe‘IaHI/Iﬁ HAay4HO-
HCCIICO0BATCIIbLCKOI'O XapaKTepa

12000,0

[ToaroToBKa pPETPOCIIEKTHUBHBIX HAYYHO-BCIIOMOTATEIBHBIX
o6ubnnorpaduueckux ykasaremneii:

21

BBIOOp TEMBI, CO3/1aHUE aBTOPCKOTO KOJJIEKTHBA; pa3paboTka
WHCTPYKTUBHO-METOJJMYECKUX MATEpPHAJIOB; BBISBICHHE U
0oTOOp JMOKYMEHTOB; paboTa Haj Oubnuorpadpuveckon
3aIHChIO; aHHOTUPOBAHUE; o6ubmmnorpaduueckas
IPYNIIMPOBKA; COCTAaBJIEHHUE BCIOMOTaTENbHBIX yKa3aTelei;
KOMIIBIOTEPHBI Habop; oOcyxkaeHue u AopaboTKa IO
3aMeYaHusIM

OJWH aBT. JIUCT

10080,0

CocraBiieHne aHHOTUPOBAHHOTO OMOIMOTPAPUUECKOro MU
O6moOuborpaguyeckoro  ykasareiass 1O  aKTyaJIbHOM
TEMaTUKEe C XPOHOJIOTHYECKUM OXBATOM OT 2 710 5 JIeT:

OJWH aBT. JIUCT

22

Ha PYCCKOM A3BIKC

10080,0

23

¢ BximoueHueM ot 30% mo 40% oOwvema myOnwkamuii Ha
WHOCTPAHHBIX SI3bIKAX

12600,0

24

COCTaBJICHHUC AHHOTHPOBAHHOT'O 6H6ﬂnorpa(bnqecxoro

OJWH aBT. JIUCT

21000,0




yKa3zaTens MHOT'0OTPACIEBOTO COJICPKAHHSI C
XpoHOJOTHYeCKUM oxBatoM Jjgo 100 ner, TpeOyromiero
CIUIONITHOTO TPOCMOTpPA JTOKYMEHTOB, IIOMCKAa CJIOXHBIX
oubmmorpadguuecKux U3gaHUA

CocraBieHue  peKOMEHIATENbHBIX  OMOIMOrpaduuecKux
CIICKOB

BrisBienne cnpoca morpeOuTeNnei, ONpeneNeHue TEMBI,
O0TOOp TOKYMEHTOB, COCTaBJICHHE OYEPKa, KOMITBIOTCPHBIN
Habop, BHECEHUE UCIIPABIICHUN:

OJWH CITMCOK

25 | no 10 3anmceit 30,0
26 |cBpime 10 3anmceit 30,0
[ToaroToBKa aHATUTHYECKUX 0030pOB
BrisiBiienue u oT60p TOKYMEHTOB, IOJATOTOBKA pyOpHUKAaTOpa, | OWH aBT. JIUCT
U3yuyeHHe U  OlleHKa JIOKYMEHTOB, CHCTEMaTH3alMs
MaTepuaia,  COCTaBJICHHE  aHAJUTHYECKOro  0030pa,
KOMIIBIOTEPHBI Habop, oOCyxJIeHue u J0paboTKa 110
3aMeYaHUsIM:
27 |10 mepBUYHBIM UCTOYHHUKAM Ha PYCCKOM SI3BIKE 10080,0
28 |10 CMEIIaHHBIM MePBUYHBIM UCTOYHUKAM 12000,0
29 |1mo nepBUYHBIM UCTOYHHUKAM HA HHOCTPAHHBIX A3bIKAX 13800,0
CocraBieHue 3kcnpecc-uHpopMaluu:
30 |BbIsBIEHHE M OTOOp MaTepHaja IO TeMe, CHUCTeMaTH3alus; | OAMH aBT. JUCT 4500,0

KOMITBIOTEPHBINA HAOOP




Cocrasnenue pedepara:

31 |u3yyeHne M aHaNM3 JOKYMEHTA; COCTaBJIEHHWE TEKCTa | OAMH aBT. JIUCT 6600,0
pedepara; KOMIbIOTEPHBIN HAOOP; BHECEHHE UCTIPABIEHUI
3.18. Hayuno-meroauveckas padbora
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
n/n U3MEpeHus BpPEMEHH,
MUH.
1 2 3 4
[ToaroToBKa METOIMYECKUX MTOCOOMH, PEKOMCH IAITH:
1 |pa3paboTka HOBOH TeMBI; WM3ydeHHE TEeMBbI, BBIsABICHHE U | oauH aBT.uct | 18000,0
aHaJIU3 JIOKyMEHTOB IO TEME; YHUTATeNbCKOE M IIeJIEBOE
Ha3HA4Ye€HUE  TOCOOMS,  PEKOMEHJAlWH;  COCTaBIICHHE
MIPOCIIEKTA; HAlIMCAaHUE TEKCTa
2 |moaudukanus paHee pa3pabOTaHHON TeMbl, BbIsABICHME W | ofuH aBT.uct | 10200,0

HU3YUCHUC HOBBIX AOKYMCHTOB u HAaKOIIJICHHOT'O
OubIMOTeKaMu OIBITa MO TeME IMOCOOMs, PEKOMEHIAlMA;
YTOYHEHHE, BHECEHUE M3MEHEHUN B CTPYKTYpY M B TEKCT B
COOTBETCTBUHM C JOCTIKEHHSIMH OUOIMOTEUHOM TEeopuu Hu
MIPaKTUKU; AopaboTKa/mepepaboTka TeKCTa

Pa3paboTka TOKYMEHTOB, pErJIaMEHTUPYIOIUX IeITeIbHOCTD
O6uOIMOTEK, MOJIOXKEHUH, MHCTPYKLUH, MIPOEKTOB
MIOCTAHOBJICHUH, YCTaBOB, 3aKOHO/IATEJIbHBIX aKTOB!

Tabmuua 59



pa3paboOTKa HOBOW TEMBbI; BBIBICHHE, HM3YYCHHUE, aHAIN3
HeﬁCTBYIOIHHX JOKYMCHTOB II0 TEMC; HAIHNCAHHUC TCKCTa
HPOEKTa JOKYMEHTA; 00CYXK/ICHHE U anpoOalus JOKyMEHTa B
Ooubnuoreke; nopaboTKa JOKYMEHTa; IOATOTOBKA K
YTBEPIKICHUIO

OJHH aBT. JIUCT

20400,0

Mo uUKaIKs paHee pa3padOTaHHOTO JOKYMEHTA; aHaIHu3 |
OLICHKA JOKYMEHTA; MOWUCK M OTOOp HOBBIX JEHCTBYIOIINX
AOKYMCHTOB TIIO TEMC; BHCCCHHUC W3MEHEHHH B TEKCT
JIOKyMEeHTa; OOCyXIeHHe W  J0pabdoTKa JIOKYMEHTa,
MOJITOTOBKA K YTBEPKICHHIO

OJWH aBT. JIUCT

9000,0

Pa3paborka ydeTHbIx ¢opM, TabIHII, 00pa3IIOB:

YTOYHEHHE TIpeAMeTa, OO0BEKTa, COJCpKAHUSA YUETHOH
dbopmbl, TabmmIbl, oOpasma; OoTOOp M CHCTeMaTH3alHs
noKasareJeii; pa3padoTka MakeTa y4eTHOH (popMbl, TaOIHIIbI,
oOpa3ia;  OOCYXKIEHHE  JOKYMEHTa; TMOATOTOBKA K
YTBEPKICHHIO

OJWH aBT. JIUCT

9000,0

CocraBnenue pexoMeHaanui o BHEJPEHUIO
PETrIaMEHTUPYIOIIUX JOKYMEHTOB B IIPAKTHKE:

pa3pa60TKa METOANYCCKUX peKOMCHI[aI_[I/Iﬁ, HHCTPYKHHﬁ,
IUIaHOB 110 BHCAPCHUIO HOpM&THBHOfI JOKYMCHTAlUU;
IoAT0TOBKA TEKCTA

OJWH aBT. JIUCT

16500,0

IlogroToBka MNHCHMEHHBIX KOHCYHBTaI_lPlﬁ, METOANYCCKUX
IIUCEM:

BEISIBJICHHE W aHAU3 JOKYMEHTOB IO TEMe; HW3yUeHUE H
000011eHNEe OMbITa PabOTHl OMOTMOTEK; MOJTOTOBKA TEKCTA;
oOcyxeHne u 10paboTka TeKCTa

OJWH aBT. JIUCT

10200,0




[TogrotoBka  0030pOB  NEATEIBHOCTH  OMOJMOTEK IO
OIPEIEIICHHON TEeMATHKE:!

8 |ompeneneHne TeMbl M XPOHOJIOTHYECKHUX TPaHUIl 0030pa;| OJHMH aBT. JIUCT 10800,0
BEISIBJICHHE, IPOCMOTP, OTOOp U aHAIH3 JTOKYMEHTOB I10 TEME
0030pa; TMOATOTOBKA TEKCTa; OOCYXIECHHE H J0paboTka
TEKCTa
PeniensupoBanue HAyYHBIX, METOIUYECKHUX,
WH(POPMAIIMOHHBIX U IPYTUX MaTCPUAIIOB:
9 |4TeHHe pElEeH3UPYEMOro Marepuayia; OIeHKa ero B IIeJIOM, | OJMH aBT. JIUCT 900,0
OTJIEJIbHBIX qacTe; YCTaHOBJICHHE COOTBETCTBUS
YUTATEIILCKOMY U IIEJICBOMY HAa3HAUCHHWIO, HAYYHBIM H
METOJIMICCKUM TPEOOBAHUSIM
10 |HammcaHue PELUCH3UH OJIMH aBT. JIUCT 1500,0
IToaroroBka neknuii, KOHCYJIbTaUN
PazpaGoTka miaHa JeKUMH, KOHCYJIbTAIMH, MOJ00OpKA
JTUTEPaTyphl, COCTABIICHHWE CIIMCKA IUTEPaTyphl K JIEKIIUH,
KOHCYJIbTAIIMH, ITOJATOTOBKA TEKCTA!
11 |mepBuYHas JEKIHS OJIHA JNEKIU 1800,0
12 |moBTOpHas JEKIUs, C yI€TOM HOBOTO MaTepuala OJIHA JIEKIIUS 360,0
13 |mepBuuHas rpynmnoBas KOHCYJIbTALUs OJlHa 1500,0
KOHCYJIbTaIIHs
14 |moBTOpHAss TpyNIoBasi KOHCYJBTALMS C YYETOM HOBOTO oJTHa 300,0
MaTepuaia KOHCYJIbTAIIH
15 |ycTHas uHAUBHyaTbHAS KOHCYIbTALIUS oJIHa 600,0




KOHCYJIbTallusA

[IpoBenenue npakTUKYMOB, CTaXKUPOBOK

Omnpenenenne TeMbl, 3a1aHNUS IPAKTUKYMa, CTaXXUPOBKU (7 -
10 nHeit), BBISIBICHUE JIMTEPATYPHI [0 M3y4aeMOMY BOIPOCY,
cocTaBiieHHe TrpaduKa TPOBEICHHUS 3aHATUH, IMOJTOTOBKA
3aKJIFOUEHUS O MMPOXOXKICHUH MPAKTUKYMa, CTAKHUPOBKHU:

16 |mpakTukyM (MHAUBHUIYAIbHBIN, TPYIIIOBO) OJIUH 2400,0
MPaKTUKYM
17 | craxxupoBka (MHIUBUAYaJIbHAs, TPYIIIIOBAst) oJTHa 2700,0
CTaXXHPOBKa
[lpakTHKa CTYIEHTOB BBICIIMX M CPEAHUX CIICIHATBbHBIX
y4eOHBIX 3aBEJICHUN:

18 |moaroroBka W opraHW3anUs NPAKTHKH CTyAeHTOB (mo 30| oxHa mpakTHKa 5400,0
IHeH); pa3paboTKa IUTaHa TNPAKTHKU, COTIACOBAHUE €ro C
PYKOBOIUTENEM  TPAKTHKH, cocTaBlieHHe  rpaduka
MOCEIICHNs] CTPYKTYPHBIX MOJpAa3AeiICHUI; OpraHu3alus
MPAaKTUYECKUX 3aHSATHH; I1O/BEJICHNE WTOTOB IPAKTHKH,

COCTaBJICHUE XaPaKTEPUCTHK MPAKTUKAHTOB
[Tocemenue 6MOIMOTEK, BBIE3IbI B KOMAHIUPOBKHU C LIENbBIO
n3ydeHus paboThl U OKa3aHHUs METOAMYECKONW TTOMOIITH:

19 |moxaroroBka K KOMaHAMPOBKE; YTOYHEHHE CPOKOB U Iesiei OJlHa 660,0
KOMaHJUPOBKH;  O3HAKOMJIGHHE C  JOKYMEHTaMH H | KOMaHAHPOBKA
MaTepualiaMi TPEIbAYIIUX BbIE3TOB W MyONUKAIMHA B
MeYaTH; COCTAaBJICHHE TJIaHA KOMaH/IUPOBKH

20 |cocraBneHHe OTYETa/CIPABKH O MPOBEACHHOM padoTe OJTMH OTYET 1200,0




21 |cocraBieHHE aBaHCOBOI'O OTYETAa, 3aIlOJHEHHWE OTYETHOrO| OJHH OTYET 60,0
OiaHka

Pabota HayyHO-OpraHU3aIMOHHOT0 XapaKTepa:

22 |MOATOTOBKA W  TPOBEACHUE TEOPETHUYECKUX, HAy4HO- OJTHO 6000,0
MPAKTUYECKUX  KOH(EpeHIMil;  ompeAesieHue  COCTaBa| MEpOINPHUATHE
OPTKOMUTETA ¥ YYaCTHHUKOB KOH(pepeHIuH; (opMUpOBaHHE U
YTBEPKACHHUE MPOTPAMMBbI; OPraHU3aMOHHBIC MEPOIIPHUSTHS,
BBIpa0OTKA IIPOEKTa PCKOMEH AL ; (buHAHCOBO-
XO3SMCTBEHHOE O0O0eCIeUYeHNe; aHaln3 W OIECHKA pPadOThI
KOH(DEPECHIIMH; ITOABEICHNE UTOIOB

23 |IOATOTOBKAa M MPOBEJCHHE CEMHUHAPOB, KPYIJIBIX CTOJIOB; OJIHO 3000,0
ONpe/eNiCHue COCTaBa y4YaCTHUKOB, CpPOKa MW MECTa| MEpOIPHUSATHE
MIPOBEJICHUSI MEPONIPUATUI; (POPMHUPOBAHUE U YTBEPXKICHUEC
nporpamMMbl; WH(POPMALMOHHOE oO0ecreyeHne; BhIpaboTKa
MPOEKTa PEKOMEHIAINI; aHATTN3 U OLIEHKAa MEPOIIPHTHIA

IIpumeyanue:

- NpU TPOBEIACHUM MEPONPUATUN Ha MEXKIYHApOJHOM YPOBHE K HOPME BpPEMEHH MpHUMEHsieTcs MoBblmatommi koddpduuuent 2,0, Ha
¢benepanbHOM ypoBHE - 1,85;

- BpeMs [IPOBeJIeHUs JeKIUH, KOHCYIbTAlUN, TPAKTUKYMOB, CTaXXKHPOBOK, IPAKTUK, IPEObIBaHUS B KOMaHIUPOBKaxX, IPOBEJACHUS KOHPEPEHIINH,
CEeMUHApPOB, KPYIJIBIX CTOJIOB U BpeMs, CBA3aHHOE C M3aHUEM MaTepuaoB KOH(epeHLni, CeMUHApOB, B HOPMY BPEMEHH HE BXOSIT.

3.19. PenaknuoHHo-u3AaTeNbCKas pabora

Tabnuua 60

N Haumenosanue nporuecca, onepanuu. Coctas paboThl Enaununa Hopwma
n/n U3MEpEHUs BpPEMEHH,
MHUH.




2 3 4
IloaroroBuTenbHLIN FTAI:
ydyacTM€ B COCTaBJIEHUM TEMATUYECKOro (M3AATEIbCKOT0)| OJIHA TEMa 45,0
IUIaHa, IUTAaHA pACCBhUIKH; COTJIACOBAaHHME TEM HW3JIAHHIA,
ABTOPOB/aBTOPCKUX KOJIJICKTUBOB
00CYXXJIeHHE C aBTOPOM TEMBI M XapaKTepa 3aKa3bIBaeMOTO | OJIUH aBT. JIUCT 30,0
NPOM3BE/ICHUS, OCHOBHBIX TPeOOBaHWH, KOTOPBIM JIOJIKHO
YIOBJICTBOPATh IPOU3BEACHUE ¥ YCIOBHH aBTOPCKOTO
BO3HArPAXKICHUS
o0CyXJIeHUE U YTBEPKACHHE IIJIaHA-IPOCIIEKTa U3IaHUS OJIVH IUIaH- 30,0

MIPOCIIEKT

3aKJTFOUCHHE J0TOBOpa-3aKasa (B Cllydae BHEIIHETO aBTOPA)| OJUH JIOTOBOP- 20,0
MEXJy aBTOpOM M OHOTHMOTEKOW C ykazaHueM o0bemMa U 3aKa3
CPOKOB TOATOTOBKM W CJadd PYKOIHCH B PEIAKIIHOHHBIN
oTIeN
COCTaBJIGHHE JIOTOBOpa Ha mepefady OMOIMOTEKe NpaBa| OJUH JIOTOBOP 20,0
BOCITPOM3BOUTH MPOU3BEJICHNE B BRIOPAHHOM OMOIMOTEKON
dopmare
O3HAKOMJICHHE C aBTOPCKHUM OPHUTHHAIOM (PYKOIMCHIO), | OJIMH aBT. IUCT 120,0
NPHUHITHE PEIICHUS O Tiepeadye PYKOIMUCH B IPOW3BOJICTBO
WA 0 HEOOXOAUMOCTH JIOPa0OTKH
cocTaBJieHHEe rpaduka MpoX0oxkKJACHUs PYKOIIUCH B OTIele OJIuH rpaduk 20,0
Penakumonnslit stamn: OJIVH aBT. JIACT
peaKIMoHHass 00paboTKa: JUTEPATypHOE, TEXHHUYECKOE H 780,0

CIICNUAJIBHOC PCHAKTUPOBAHHUC PYKOIIUCH; Ha6op U/WIIH




nepereyarka; MmoJAroToBKa M31aTejIbCKOro OpUrHHajia (BIOOp
TEXHOJIOTHH, H3TOTOBJIECHHE 3aKa3a M CO3JaHHe MaKeTa
W3JIaHUS )

KOHCTPYKTOPCKO-0()OPMHTENIBCKAsT paboTa: MPOSKTHPOBAHKE
BHUJIa M3/IaHKsI U €0 CTPYKTYPBI; MOoA00pKa hopmara U MapKu
Oymaru, ¢opmarta TOJOC H3JAHHs, TApHUTYP W Keryeh
mipudra, ompeneieHHe XapakTepa M YHCiIa WILIFOCTPAIUi,
dopmata odopmieHUs, BHAAa OOJOXKKH WM MEpeIUieTa;
POEKTUPOBAHUE BHEITHETO O()OPMIICHHS U3TaHHSI

660,0

10

IPOU3BOJICTBEHHBIN JTal: BBHIOOp MHOIUTrpapuyecKkoil Oasbl;
pacder MOTpeOHOCTM B  MaTepuagax; COCTABJICHHUE
NpEeBapUTENIFHON  KaJbKYJSIUM  3aKa3za;  OIpe/esIeHHe
CTOMMOCTH HW3JIaHus; pa3paboTka TpaduKa MPOXOKIACHUS
3aKa3a Ha MOJUTPaQUUIEecKOM TPEeNNpUSTHH; 3aKIIOYCHUE
JI0TOBOpa ¢ TUnorpadueit

OJIHO U3JaHUE

360,0

PeﬂaKTHpOBaHI/Ie HAaYYHBIX 1 MECTOJUYCCKHUX MATCPHUATIOB

[IpoBepka u ucrpaBieHrEe PYKOIIMCH B ITPOLIECCE TOJATOTOBKU
€€ K IIeYaTH; yCTaHOBKA COOTBETCTBHUS TEKCTa HAyYHBIM M
JUTEpaTypHbIM  TpeOoBaHUSM, QopMe U  IIeJIEBOMY
Ha3HAYCHUIO U3JIaHuS; COIIAaCOBaHUE BHOCHMBIX
UCIIPABJIEHUH C aBTOPOM; 10pabOTKa PYKOIIUCH:

11

peaakTUpoBaHUuE MOHOTrpaduii, COOPHUKOB HayYHBIX TPYAOB,
HAYYHBIX OTYETOB, MPAKTUYECKUX MOCOOHI

OJWH aBT. JIUCT

3480,0

12

pelaKTHpOBaHUE METOIUYECKUX MaTepuasoB
(MHCTPYKTHBHO-METOJIUYECKHE  THChbMa, PEKOMCHJIAINH,
KOHCYJIbTAINH, 0030PBI AESITENLHOCTH OMOITHNOTEK)

OJWH aBT. JIUCT

3000,0

13

PCOaKTUPOBAHUC AOKYMCHTOB, PErIIaMCHTUPYIOIIHUX

OJWH aBT. JIUCT

2940,0




NEATEIFHOCTh ~ CIICIHAJBbHBIX ~ OMONMOTEK ISl CIIETIBIX
(ycTaBoB, ITOJIO)KEHUH, UHCTPYKIIHIL)

14 |penakTUpoBaHHE CTATHCTHUYECKHX TaOIHI], YYETHBIX (DOpM, | OJHMH aBT. JUCT 2400,0
00pas1oB

15 |penakTupoBaHue MarepuaioB KOH(EpeHIMH (JIOKJIAIOB, | OJUH aBT. JUCT 1200,0
COOOIICHU)
PenakTupoBanue ounbmnorpaduueckux mocoOuid,
PETPOCIIEKTUBHBIX HAYYHO-BCIIOMOTATENbHBIX —yKa3aTeleH,
0030pOB, CIIPaBOK, pedepaToB, aHHOTALIUH:

16 |penakTupoBaHue ounbmmorpaduueckux mocoOuii | OJTMH aBT. JIUCT 3000,0
(TeMaTu4ecKux oubnuorpaduyeckux yKas3aTeJseu,
CIIPAaBOYHHKOB)

17 | penakTupoBaHue PETPOCIIEKTUBHBIX HAy4YHO- | O/IMH aBT. JINCT 2280,0
BCIIOMOTaTEJIbHBIX yKa3aTelen

18 |pemakTHpoBaHWE  AHATWTHYECKUX  O030pOB,  CIPABOK, | OJWH aBT. JIUCT 1200,0
aHHOTalMH, pedepaToB, CBOJAHBIX pedepaTUBHBIX 0030pOB,
JKcIpecc-uHpopmannii

19 | penaxTupoBanue 6ubIMOrpadhUIECKUX 3arucei 0J1HA 3aIllCh 50

20 |KOHTPONBLHOE PEIAKTHPOBAHHE OJIHA 3aIIHCh 7,0
MarmuHonuCHBIC paboThl, BBITIOJTHSIEMbBIE B
ABTOMATH3MPOBAHHOM PEKUME
Habop Ha xommnbroTepe:

21 | Tekcra ¢ nucTa OJTHA CTpaHUIIA 20,0

(1800 - 2000




3HAKOB)

22 | bubamnorpaduueckoe ornucaHue OJTHO OTIMCaHHE 5,0
[IpaBka Ha KOMITBIOTEPE, BEPCTKA HA KOMIIBIOTEPE:

24 |tekcra OJlHA CTpaHUIIA 10,0

25 |oubmmorpaduIecKoe ONMCcaHue OJlHA CTpaHUIIA 2,0

26 | BBIBOJ TEKCTA HA IPUHTEP, pacrevyarka OJTHa CTpaHUIIA 2,0

27 | BbIBOJ pOpM TaOIHII HA MOHUTOP OJTHa CTpaHUIIA 2,0

28 | HamoJIHEHHE TAOJIUI] COIeP)KAaHUEM oJ1Ha Tabimua 18,0




[Ipumevanue: mpu peAakKTUPOBAHUH CMEIIAHHOTO TEKCTa K HOPME BPEMEHHU MPUMEHSIETCS OBbIIaromuil ko3dduruenr 1,2.

3.20. [lepeBox u mepepabOTKa MEYATHBIX TEKCTOB C MHOCTPAHHBIX SA3BIKOB HAa PYCCKHM U C PYCCKOTO HAa HHOCTPAHHBIE SI3BIKH

N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
/1 HU3MEpEeHUs BPEMECHH,
MMUH.
1 2 3 4
[lepeBox TeKCTa C HHOCTPAHHBIX S3bIKOB HA PYCCKUMN SI3bIK
UreHne OpuUIHHAIa, aHAJIM3 TEKCTa, pa3MeTKa €ro C| OJUH aBT. JKCT
BBISIBICHHEM  TPYOHBIX  TEPMHHOB,  I'PaMMaTHYCCKHX
KOHCTPYKIUH, JIEKCHUYEeCKUX  O00OpOTOB, IIEXOBBIX H
’KaHPOBBIX TEPMHHOB:
1 |momHBI TUCEMEHHBINA TIEPEBOJT 3360,0
2 |cokpamieHHbIi THUChbMEHHBIH mepeBox oT 30% mo 50% 3600,0
00BeMa TeKcTa
3 | BBIOOPOYHBIN MUCEMEHHBINA IEPEBO/T 3120,0
[TepeBo TEKCTa ¢ PYCCKOTO S3bIKa HA HHOCTPAHHBIE SI3BIKH:
4 | MONHBIN MUCHMEHHBIN TIEPEBOJT OJIVH aBT. JIUCT 3840,0
TepMuHONIOTHYECKass padoOTa IIPH BBITOJIHCHUN MHCEMEHHOTO
nepeBoja:
5 |MOMCK OTMEUEHHBIX B OpHUTHMHAJIE HE3HAKOMBIX WJIH | OJWH TEPMHUH, 1500,0
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HETIOHSATHBIX TEPMHHOB W COKpAIEHWH B  CIOBapHO- OJTHO
CIPaBOYHOW JUTEparype; MoAOOpKa COOTBETCTBYIOIIETO| COKpAIIeHUE
TEPMHUHY YKBUBAJICHTA, pacuIM(pOBKa COKPALICHUN
Koncynbramus nepeBoauuKa co CrienuanCTaMu:

6 |BBISICHCHHE TPaBHIBLHOTO U3JIOKEHUS YacTe TEKCTa IIO0 OJlHa 2700,0
MaJIO3HAKOMOH  TEMAaTWKe,  yTOYHCHHE  COOTBETCTBHSI | KOHCYJbTAIIHS
NepeBo/ia OPUTHHATTY
Cocrasienue OnbIMorpahuIeckoro ONMCaHus:

7 |cocraBneHre OMOIMOTPaPUUECKOTO OMMCAHUS ITEPEBOIA OJTHO OTIMCAHHE 720,0
AHanu3 ¥ BHECEHHME M3MEHEHUW B TEKCT IE€peBOJia IMOCIIEe
pacreJyarku:

8 |mpoBepka TPABMIBHOCTH PACIOJIOXKECHHS OTIEYAaTaHHOIO | OAWH aBT. JIUCT 240,0
TEKCTa; CBEPKa C PYKOIHCHIO; ITPaBKa
Texauveckoe opopmieHHE MEPEBOIOB:

9 |BHeceHHME B TEKCT I€pPeBO/la CHMBOJIOB M BCTaBOK Ha OJTHO 3,0
WHOCTPAHHOM SI3bIKE BITHCHIBAHHE

10 |BHeceHHME PUCYHKOB, TAOJHII, POPMYIT 0JlHa BCTaBKa 4,0
[lepeBon 3aroJIOBKOB CTATEH U JOKYMEHTOB:

11 |mepeBoa u 3amUCh 3ar0JIOBKOB OJINH 12,0

3aroJ0BOK

[Ipumeuanmue:

- HOpMbI BPEMCHH MMPEAYCMATPUBAIOT BBIIIOJHCHUC IICPEBOAOB C MHOCTPAHHOTI'O A3bIKA WJIN Ha HHOCTpaHHBIﬁ, KOTOpBIfI Yy nNepCBOAYUKA ABJIACTCA

OCHOBHBIM (110 00pa30BaHUIO WM IPUMEHEHHUIO);




- TIpY BBIITOJHEHUH IIEPEBOJOB C JPYTHX S3BIKOB MM Ha ApPYyrue, MOMHUMO OCHOBHOTO, K HOPMaM BPEMEHH IPUMEHSCTCS IMOBBIIIAIOIINHA
koapduuument 1,1.

3.21. PaboTa 1o BBITYCKY MaJOTHPAKHBIX U3JJAHUN CIIEHUAIbHBIX (POPMATOB

N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
/i WU3MEpCHUs BpPEMCHH,
MUH.
1 2 3 4
BocnpousBeneHre  IUIOCKONEYATHOTO  JOKYMEHTa B
penbedHO-TOUeuHOM hopmare
PabGota ¢ TEKCTOM IJIOCKONEYaTHOTO JIOKYMEHTa Ha
OyMa)KHOM WJIM 3JIEKTPOHHOM HOCHTEJIE:
1 |koMmbIOTEpHBINH HAOOp TEKCTA BPYUHYIO OJlHA CTpaHuLa 20,0
(1800 - 2000
3HaKOB)
2 |CKaHHWPOBAaHUE U PACIO3HABAHUE MIOCKOIEYAaTHOTO TEKCTA OJlHa CTpaHUIa 4,0
(1800 - 2000
3HaKOB)
3 |3arpy3ka ¢aiima ¢ MJIOCKONEYATHBIM JOKYMEHTOM B | OJIHA CTPaHHUIIA 0,5
KOMITBIOTEP (1800 - 2000
3HAKOB)
4 | 4reHue MIOCKONEeYaTHOTO TeKCTa U BHECEHHE UCTIPABICHU | OJIHA CTpaHMLIA 5,0

(1800 - 2000
3HAKOB)
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5 |M3MeHeHHe TeKcTa u3 Gopmara JOKYMEHTa B 3JEKTPOHHBIN | OJHA CTpaHULIA 1,0
dopmar (1800 - 2000
3HAKOB)
6 |4TeHHe KOHBEPTHPOBAHHOTO TEKCTA; BHECCHHUE UCIIPABJIICHUN | OJIHA CTPAHUIIA 7,0
(1800 - 2000
3HAKOB)
7/ |mpuBeIeHHE TEKCTa B COOTBETCTBHE MpaBWJIaM IMHCbMa IO | OJIHA cTpaHuma | 13 MuH.
cucteme bpaiins (26 ctpok x 30 3HaKOB) (1800 - 2000
3HAKOB)
PaccraHoBka MOPSAKOBBIX HOMEPOB CTPAHMII:
8 |B aBTOMATH3MPOBAHHOM PEKHME 0J1Ha oreparnus 0,5
9 |mocTpaHMYHAs PACCTAaHOBKA B PYYHOM PEXUME OJIHa CTpaHuLa 1,0
10 |BpIBOg TeKcTa Ha OpalIeBCKHWl TNPHUHTEP; pacredarKka| OJHH JHCT 2,0
(IBYXCTOPOHHSIS)
PaGora ¢ mockoneyaTHON HOTHOM 3aITUCHIO:
11 |xommnbroTepHBII HAOOP (C JUCTa) HOTHOW 3alMCH 1O CUCTEME | OJIHA CTpaHUIA 40,0
bpaiins BpyuHyro
12 |ckaHupoBaHMe ©  paclo3HaBaHWE Ha  CIEHUATBHOM | OJHA CTPAHUIIA 3,0
OpaiiJIeBCKOM CKaHepe
[IpoBepka HOTHOM 3aNMCH, BHECEHUE UCTIPABICHUN: OJTHA CTPaHHUI[A
13 |HOTHAas 3amuch, HAOpaHHAs BPYYHYIO 60,0
14 |HOTHas 3amKCh, OJTYYEHHAs CO CKaHepa 20,0
15 |mpuBeneHNE HOTHOM 3alliCH B COOTBETCTBHE TIPAaBHJIAM | OJTHA CTPAHUIIA 15,0




3amucH HOT 110 cucTeme bpaitns (26 crpok x 32 3HaKa)

PaccranoBka MMOPAAKOBBIX HOMCPOB CTpAaHUIL:

16 |B aBTOMaTH3UPOBAHHOM PEKUME OJ1Ha ollepanus 0,5
17 |moctpaHuyHas pacCTaHOBKA B PyYHOM pEXHUME OJIHA CTpaHULIA 1,0
18 |BeIBOJ HOTHOW 3amuUCcH Ha OpaiIeBCKU  NPUHTEp; | OJHA CTPAHUIIA 0,7
pacreuaTka
Coznanue miocKoneyaTHON 00I0KKH
KomnbrotrepHsiit HaOOp TeKcTa BPYUHYIO: oJiHa 00JI0XkKKa
19 |tpu »osnmemeHnta onucaHus (aBTOp, 3arjlaBUe, BBIXOJHBIE 3,0
JTAHHBIC)
20 |deThIpe u Oosiee HIIEMEHTOB OMUCAHUS 4.0
21 |ckaHupOBaHUE U pacro3HaBaHUE TEKCTa oJIHa 00JIOXKKA 3,0
22 |BHeceHMe UcIpaBiIeHU U popMaTHpoBaHUE 0JIHa 00JI0kKKa 3,0
Jlu3aiiH 00JI0KKHU: oaHa 00JIOXKKa
23 | 6e3 WITroCTpanui 1,0
24 | c mmocTpausIMH 2,0
25 | BBIBOJT OOJIOKKHM Ha TIPUHTED; pacrieyaTka OJIHA CTpaHUIIA 1,0
Co3nanne auIeBoil 1 000POTHON CTOPOH TJIOCKOTIEYaTHOTO
TUTYJIBHOTO JIUCTA!
26 | KOMIIBIOTEPHBIN HAOOp TEKCTa BPYUHYIO OJIMH 10,0




TUTYJIbHBIN

JUCT
27 | ckaHUPOBAHHUE M PACIIO3HABAHUE TEKCTA OJIUH 6,0
TUTYJIbHBIN
JUCT
28 | BHECeHHME CIIPABICHUH 1 opMaTHpPOBAHUE OJIUH 6,0
TUTYJIbHBIN
JUCT
29 |pa3paboTka nu3aiiHa TUTYJIBHOTO JHCTa OJIUH 1,0
TUTYJIbHBIN
JUCT
30 | BBIBOJ TUTYJIBHOIO JINCTA HA IPUHTEP OJIUH JIUCT 2,0
Co3nanue nuieBod M 00OpOTHOM CTOPOH penbedHo-
TOYEYHOT'O TUTYJIHHOTO JIUCTA:
31 |KOMITBIOTEPHBIN HAOOp TEKCTa BPYIHYIO OJTH 10,0
TUTYJIbHBIN
JIUCT
32 | ckaHWpPOBaHWE U PACIIO3HABAHUE IUIOCKOIIEYATHOT'O TEKCTA OJTH 6,0
TUTYJIbHBIN
JIUCT
33 | BHECeHHE UCTIPaBICHUIA OJIMH 6,0
TUTYJIbHBIN
JUCT
34 |u3meHeHue TekcTa W3 ¢opmara JOKyMEHTa B AJIEKTPOHHBIN | O/IHA ONEpaIus 1,0

¢dbopmar




35 |uTeHHe KOHBEPTHPOBAHHOTO TEKCTA; BHECCHHE UCIIPABIICHUH | OJJHA CTpaHHIIA 2,0
36 |mpuBeneHHEe TEKCTa B COOTBETCTBHE C MPaBUIaMH MUChMa 110 | OJIHA CTPaHUIIA 6,0
cucteme bpaiins (26 ctpok x 30 3HaKOB)
37 | BBIBOJ TEKCTA HA OPAMJIEBCKUI TTPUHTED OJIUH JIUCT 2,0
BocnpousBeneHre  IUIOCKONEYATHOW — WIUIFOCTPAllUKM B
penbedrO-Tpadudeckom popmare:
38 | ckaHMpOBaHME TUIOCKOTICYATHOW HILTFOCTPAITUT OJTHa 1,0
WJLTIOCTPAIUS
O06paboTKa UILTFOCTpAITUH: OJIHA
WJLTIOCTPAIUS
39 | 06paboTKa TOTOBOTO KOHTYpa 10,0
40 |co3gaHue HOBOTO KOHTYpa 60,0
41 | popmaTupoBaHHE MIOCKONEYaTHON MILTIOCTPALIUH OJlHa 2,0
WJLTIOCTPAITUS
42 | BBIBOJI TUTOCKOTICYATHOM MJLTFOCTPAITUH HA IPUHTEP OoJlHa 1,0
WJLTIOCTpAIs
ITepeBon MJIOCKOTIEYaTHON WJLTIOCTpAINH Ha oJTHa
penbedoobpasyromryro Oymary: WJUTIOCTpaIus
43 |c  OJHOKpPaTHBIM  TIPOITYCKOM  HM300pakeHUs  4epes 1,5
HarpeBaTebHOE YCTPOHUCTBO
44 |c  7BYKpaTHbIM  IPOIYCKOM  H300pakeHus  uepes 3,0

HarpeBaTelibHOE YCTPONUCTBO

[lepener MOKYMEHTOB, BOCIIPOHM3BEICHHBIX peibedHO-




TOYEYHBIM HIPUPTOM:

45 | nTaMHHIPOBAHUE OOJI0KKHU 0J1Ha 00JIOKKA 6,0
46 | py4Hast TUCTONOAOOpKA OJlHa 2,0
JINCTONOI00pKa
47 | panprioBka pyuHas oauH 6110k (10 0,3
JIUCTOB)
48 |BpIpaBHMBaHHUE M 00Ope3Ka Kpasi CTPAHHIIBI OJTHA OTIepaIHsI 0,3
Kpennenue crpanui: OJINH JOKYMEHT
49 | nByMsI CKpeTnKaMu 0,3
50 |Ha MIAaCTUKOBOM MPYKUHE 4.0
51 |TepmokieeBoe KperieHue 6,0
52 |xecTkass KapTOHHasg 00JI0)KKa ¢ OyMaKHBIMH IOKPOBHBIMHU 60,0
CTOPOHKaMH Y TIPOIITUBHBIMHU KOPEITKaMHU
Bocnpon3Benenue miockoneyaTHOro JOKYMEHTa B 3ByKOBOM
¢dopmare
[IpenBapurenbHas paboTa HaJ TEKCTOM: 1000 3HaKOB
53 | XyH0XKECTBEHHBIN TEKCT 5,0
54 | TeXHUYEeCKUW U JPYyrue CleluaibHble TeKCThl (MaTeMaTHKa, 10,0

MEIUIHA, XUMHS)

HquHTBIBaHHe TCKCTA Ha KOMIIBKOTEPEC B CTy,Z[HfIHBIX
YCIIOBHUAX CO 3BYKOPCIKUCCEPOM:

1000 3HaKOB




55 | XymOKECTBEHHBIN TEKCT 4.0
56 |TexHMYECKHI M ApPYrue CrenualbHble TEKCThl (MaTeMaTHKa,
MEIUIIMHA, XUMUS)
57 |mepe3anuch HAYMTAHHOTO TEKCTa Ha KOMITbIOTEp (o1M(poBKa | OJHA TOPOKKA 50,0
3ByKa) C aHAJIOTOBOT'O HCTOYHHUKA B pealbHOM BPEMEHHU
58 |00paboTka HAYMTAHHOTO TEKCTa HA KOMIIBIOTEPE OJTHA TOPOXKKA 1,5
59 |KkoHTpOIB 00pabOTAaHHOH 3aKMCH Ha KOMIIBIOTEPE OJTHA TOPOXKKA 50,0
Bocnpou3sseneHre 03By4eHHOTO TEKCTa C KOMITBIOTEPA: OJTHA TOPOXKKA
60 |Ha KOMITAKT-KacCeTy B peaJibHOM BPEMEHHU 50,0
61 |Ha muck 10,0
62 | My3bIKabHO-TaliMepHOE 0(OpMIIEHUE 3BYKO3AITUCH OJlHa JOPOXKKa 50,0
KpatHoe Bocmpou3BeieHHE O3BYYEHHBIX JOKYMEHTOB Ha
ayJMOKaCCEThI:
63 |mOAroTOBKAa MaTepUANIOB K BOCIPOM3BEICHUIO (pacmakoBKa| OJHA KacceTa 4.0
ayJMOKacceT, IepeMOTKa, pa3MarHHYMBaHUE)
64 |kpaTHOe BOCHpPOM3BEICHUE ayAMO3amucell Ha CTaHLWU | O/IHA ONEepaIus 3,0
CKOpPOCTHOTO TyOIIMPOBaHUS ayAuoKacceT (KOMIBIOTEp -
Kaccera)
65 |KkpaTHOE BOCIPOW3BEJICHHE ayaUO3aluCceil Ha CHEIMaIbHOM | O/IHA ONEepaIus 50
obopynoBanun (Kaccera - Kaccera) B 3aBUCHUMOCTH OT
TEXHUYECKOTO OCHAIIICHUS
66 |kpaTHOE BOCIPOW3BEJCHHE ayaUO3aNUCceil Ha CHEIMaIbHOM | O/IHA ONepaIus 50

obopynoBaHuu (KaTylika - KacceTa) B 3aBHCHMOCTH OT




TEXHUYCCKOI'O OCHAIICHUA

67 |mpoBepka KauecTBa KOIHA 0JlHa KacceTa 5,0
oopmieHne  ayaMOKacceT, ONTHYECKHX  JUCKOB U
KOHTEHHEPOB

68 |co3manue uaeHTU(UKaTOpa, OTIPEIEIISIFOIIETO OJIUH 3,0
MIPUHAJJICKHOCTh KacCeThl K JOKYMEHTY, B TUIOCKOTICYaTHOM | HICHTU(UKATO
U penbeHO-TOUeYHOM BapHaHTaX; HAKJIEHBaHHUE HA KAacCETy p

69 |co3maHue TIOCKOMEYaTHOW HSTUKETKH JUid JOKYMEHTa,| OJIHA ATHKETKa 6,0
3allMCAaHHOTO Ha ayauoKaccerax (Habop TEKCTa, BBIBOJI Ha
OpailieBCKUM ~ TpHUHTEp, pacledarka, paspe3aHue 1o
3aJJaHHOMY pa3Mepy, HaKJICHBaHUE Ha KOHTEWHED)

70 |co3maHue penbePHO-TOUCYHONW ISTUKETKH IS JOKYMEHTA, | OJHA dTHKETKA 9,0
3alMCaHHOTO Ha ayJauokaccerax (Habop Tekcra, Au3aiiH,
BBIBOJ] Ha TIPUHTEP, pacliedaTka, pa3pe3aHue 1Mo 3aJaHHOMY
pa3Mepy, HakJIeMBaHHWE Ha BHYTPEHHIOI CTOPOHY KPBIIIKU
KOHTEWHepa)

71 | packiagka ayIMOKacceT 10 KOMIUIEKTaM/KOHTeHHepaM OJ1Ha oreparnus 1,0
CO3JIaHHE YTHKETKH Ha JIUCKE:

72 |BBOA B KOMIIBIOTEP OCHOBHBIX CBEIEHHH O JOKYMEHTE |OJIUH JOKYMEHT 5,0
(aBTOD, 3ar;iaBue) B CliEUAIU3UPOBAHHON MTpOrpaMMe

73 |BBIBO Ha mpuHTEp ¢ (QYHKIUEH 'medaTh Ha JUCKax',| OJHA ONeparus 2,0
pacmeuaTka

74 |co3maHue TUIOCKOMEYAaTHON KOHTEWHEPHOW ATHKETKU Ui | OJHA dTHKETKa 8,0

JOKYMEHTa, 3alMCaHHOTO Ha Jaucke (Habop TeKcTa,
dbopMupoBaHue u3aiiHa, BBIBOA Ha MPHUHTEP, pacredaTrka,




paspe3aHue IO 3aJaHHOMY pa3Mepy, pa3MeEIleHue Ha
BHEILIHEHN CTOPOHE KPBIIIKK KOHTEHHEpa)

75

co3JaHue pesibehHO-TOUYCHHOW KOHTCHHEPHOW dTUKETKH ISl
JOKYMEHTA, 3allMCaHHOr0 Ha JucKe (Habop TeKCTa, BEIBOJ HA
OpailieBCKUM ~ TpUHTEp, pacledaTka, pa3pe3aHue 10
3aJJaHHOMY pa3Mepy, pa3MELIEHUE HAa BHYTPEHHEH CTOpPOHE
KPBIIIKA KOHTEIHepa)

OJJHa 3THKETKa

10,0

ApXI/IBaI_[I/ISI O3BYUCHHBIX JOKYMCHTOB:

76

0o0paboTKa MaTepuana Juisi KOHBEpTUPOBaHUS

OJIHA JIOPOXKKA

30,0

77

KoHBepTHpoBaHue ¢ainoB d¢opmata b/ AC B dopmar
aynuodaiiyioB B 3aBUCUMOCTH OT TEXHHUYECKOTO OCHAIICHHS

OJIHA JIOPOXKKA

6,0

78

MEPEHOC apXKBa Ha CepBEp

0J1Ha JOPOXKKa

6,0




3.22. Ob6cnyKuBaHUE yIAICHHBIX MTOJIb30BaTEIICH

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
Perucrtpanus nons3oBarenei B pekuMe OHJIANH:
1 |mpoBepka 3anmucH Moiab30BaTeNs B OMOIHOTEKY OJIUH 2,0
[10JIB30BATEND
2 |o00paboTka u BBOX (haMWIINU, IMEHH, OTYECTBA TOJIb30BATEIIS OJIMH 5,0
U aJIpeca ero MEeKTPOHHOU MOUTHI AIIEKTPOHHBIN
(opmyssip
3 |cocraBiienue muceMa ¢ yKa3aHUEeM JIOTUHA W OJIHO 5,0
CT€HEepPHUPOBAHHOTO  CUCTEMOW  Mapolisd, MPUKPEIUICHHE| SJIEKTPOHHOE
WHCTPYKIIMU TIOJTB30BAHMS M OTIPABKA €0 MO 3JIEKTPOHHOM [MUCHMO
[IOYTE MOJIL30BATEIIO
OO6cnykruBaHUe NONL30BaTENEH B PeKMME OHJIAIH:
4 |KOHCyNbTalUsi IO WCHOJB30BAHUI0O HMHTEPAKTUBHOU bBJ] oJIHa 10,0
"roBopsAMX" KHAT ¢ KPUNTO3AIMUTON KOHCYIbTAIUS
5 |compoBoXIeHHE BUPTYaJIbHOU KHUTOBBIIAYH: | OJUH 3aKa3 15,0
dhopMupoBaHKE 3aKa3a HA BUPTYATbHON KHMYKHOM TOJIKE
6 |Beirpy3ka w3 AC HOBBIX TOCTYIUICHHH 3a ONpEACIICHHBIN | OAWH (aiin B 10,0

nepuos Bpemenu B popmate PYCMAPK u B Buie ykazarens

¢dopmare
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HOBBIX noctymiienui (YHIT) PYCMAPK
onuH (haiin B 12,0
dhopmare YHIIT
7 |pa3MellieHHe HOBBIX IIOCTYIUICHHH JOKYMEHTOB Ha caiTe| oauH ¢aiia B 3,0
OMOIMOTEKH: CO3/ITaHUE 3aT0JIOBKA AaHHOTAIUH TPUKPEIUICHHE dbopmate
¢aiina (oB) PYCMAPK
oauH (Qaiin B 3,0
¢dopmare YHII
8 |pacchuika o AIIEKTPOHHOU ovTe yAaJICHHBIM OJIHO 3,0
MOJIb30BaTeIsIM HMH(GOPMAlUM O HOBBIX TOCTYIUICHUSIX | DJIEKTPOHHOE
JOKYMEHTOB MTUCHMO
9 |uH(pOpPMAIIMOHHOE COMPOBOXKICHHWE CcaifTa, TopTajga u OJTHO 3,0
CTpaHUI] B COIHMAIbHBIX CETAX: CO3JaHHE 3aroJioBKa| CcoOOIIeHue
aHHOTAIlMU TIPUKpeIUicHne (aiioB
4. TunoBsIe OTpacieBble HOPMBI TPYAa Ha PaOOTHI,
BBITIOJTHSIEMBIC B JICTCKHX, FOHOIIIECKUX OMOIMOTEKaX, B OMOIHOTeKaxX
Hay4yHO-HccienoBaTenbekux nHCTUTYTOB (HUU), 06pazoBaTenbHBIX
yapexaeHui (6e3 UCroib30BaHUsI aBTOMATU3HUPOBAHHBIX CHCTEM
yIpaBIeHUS MPOIECCAMH )
4.1. KommiektoBanue 6u0mnotreqHoro Ghona
N Haumenoanwue nporuiecca, onepanuu. CoctaB padOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,

MHH.
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1 2 3 4
Tekymiee komIiekToBaHue OMOIMOTEUHOTO (DOHIA:
1 |mpocmortp KHUTOU3/IaTeIbCKON U kaurotoprosoii | (1 mpaiic 8000 980.0
uHpOpMaIHU HaMMEHOBAHUU
)
2 |yCTaHOBJICHHE TEeMbl W BHJA JOKyMeHTa, mojyiexaiero | (1 mpaiic 8000 2.0
0TOOPY; BBIICHEHHE HEOOXOIMMOCTH PHOOPETCHUS HAaMMEHOBAHUN
)
Omnpenenenne FK3eMILIIPHOCTH 3aKa3a: (1 npaiic 8000
HalMEHOBAHUH
)
3 |t moapasaeneHuit 0,5
4 | st OMOINOTEKH B I[EIIOM 1,0
odopmiieHre 3aKa3a; yKa3zaHHe dK3EMIUIIPHOCTH, CTOUMOCTH |  OJIMH 3aKa3 1,0
3aKasa, JaThl
KonndecTBo 3aKa3aHHBIX Ha3BAHHIA:
5 11-15 15,0
6 |16-25 25,0
7 126-75 75,0
8 |76-100 100,0
9 |odopmiieHHe 3aKa3a Ha BBIITUCKY 3apYOCIKHBIX TOKYMEHTOB | OJIMH JOKYMEHT 100,0
10 |moaroTroBka cOHMCKa — JIOKYMEHTOB, TpeIaraéMblX K| OJHO Ha3BaHHE 26,0




MEXIYHapOJAHOMY  KHUTOOOMEHYy; CBepkKa CIHCKa C
KaTajorom

11

COCTaBJIEHHME KApPTOYKM JUId KapTOTEKH OpraHu3aLuii-
[ApTHEPOB; YKa3aHUE Ha3BaHUsA OpraHu3alui, ajpeca,
Ha3BaHUs OOMEHUBAEMBbIX JJOKYMEHTOB

OJIHa KapTO4YKa

1,0

Pabora B AC:

12

BBO/I] 3aKa3a TCKYLICTO KOMIIJICKTOBAHU B 63.3y JaHHBIX AC

OIHH 3aKa3

5,0

13

PCAAKTUPOBAHUC BBCIACHHLIX B 68_3y JaHHBIX CBEICHUU O
3aKa3c; BbIBOJ HA 5KPaH; BHCCCHHUC W3MEHCHHI

OIHH 3aKa3

30,0

14

BbBIBOJI Ha IPHUHTCP MAHHBIX TCEKYLIECTO KOMIUJICKTOBAHUSA,
paciicuaTka

OJIMH 3aKa3

1,6

BCACHHUC KAPTOTCKU TCKYIICTO KOMIIJICKTOBAHUA

15

COCTaBJICHUC  KApTOYKH, YKazaHHUC aBTOpa, 3arjiaBus,
BBIXOOHBIX NaAHHBIX, HOMEpPa B U31ATCIIbCKOM IIJIaHC

OHa KapTO4YKa

0,5

16

IIEPEHECEHNE CBEIECHUH O 3aKa3e Ha KapTOYKH; YKa3aHHE
AK3EMIUIIPHOCTU 3aKa3a, paclpeielieHHe IO CTPYKTYpPHBIM
MIOJIpa3IeIICHUSIM

OHa KapTO4YKa

0,3

17

pa3pe3aHuc n3aaTCIbCKUX IJIaHOB, pacnedyaTtka JJIA
KapTOTCKU TCEKYIICTO KOMINIICKTOBAHWA, HAKJIICMBAHUC Ha
KaTaJIOKHYHO KapTO4YKU

OHa KapTO4Ka

1,5

18

HO,Z[60p KapTO4YKu 110 a.]'[(baBI/ITy A paCCTaHOBKHU B
KapTOTCKY TCKYHIETIO KOMIIJICKTOBAHUA

OIHa KapTO4YKa

0,5

19

paccTaHOBKAa KapTOUkKd B ajidaBuTe ¢amMmwinidi aBTOPOB,
3arJ1aBUi B KApTOTEKY TEKYILEr0 KOMIUIEKTOBAHMUS

OJTHa KapTOYKa

0,4




O(bOpMJ'IeHI/Ie IMOAIMKMCKHU Ha NEPUOJUUCCKHUEC U3 JaHUA:

20

mpocMoTp  karaiora "Pocmeuwatu", otOop  Ha3zBaHH
MEPUOTNICCKUX M3IaHHUH IS TIOITHCKH

OJHO Ha3BaHHC

0,8

21

cOOp 3asgBKH OT MOJpa3/eiIeHUN OMOJIMOTEKH IS ITOITUCKH
Ha MEePUOINYECKHUE U3JaHus

OJHa 3as1BKa

1,5

22

CBCpKa pacrncuaTku CITMCKOB YCJIOBHO 3aKa3aHHBbIX
MNECPUOAUICCKUX I/ISI[aHI/Iﬁ C KapTOTCKOﬁ 3aKa30B, BHCCCHHUC
HU3MCHCHUA B PACIICUATKH CIIMCKOB

OJHO Ha3BaHHC

1,04

23

CBEpKa 3aKa3a TEKYIEro rojaa Ha MEePUOJIUYECKUE U3TAHUS C
MOANUCKON MPEABIAYIIETO ToAa AJs BBIABICHUS MU3MEHEHHIA
B Ha3BaHUIX; BHECEHHE OTMETOK

OJHO Ha3BaHHC

0,2

24

CBEpKa BBIXOAHBIX JIaHHBIX BIEPBBIE  3aKa3bIBACMBIX
3apyOeKHBIX NEePUOINIECKUX U3JJaHUN c
OoubnauorpaguyeckuMu  COpaBOYHUKAMU U JPYTUMHU
MH(GOPMALMOHHBIMU UCTOYHUKAMHU

Ha OJHH I'0J

80,0

25

O(l)OpMJ'IeHI/IC 3dKa3a Ha IOANMUCKY;, IHIOACYCT CTOUMOCTU
IMOATMMCKN C Y4Y€TOM JOCTaBKH, 3allOJJHCHHUEC KBUTAHIHNU
aOOHEMEHTa Ha NepuoaANYCCKOC N3AAHUC

OJIMH 3aKa3

30,0

26

COCTaBJICHHUC peFHCTpaHHOHHOﬁ KapTO4YKH IUIA KapTOTCKH
MNEPUOANICCKUX HSHaHHﬁ; IMPOCTAaBJICHUC Ha KapTOYKC
HHJCKCA, roga, nCpuoJUIHOCTH, UCTOYHUKA TOCTYIIJICHUA

OHa KapTO4YKa

0,5

Pa6ora B AC:

27

BBO/] 3aKa3a Ha NNIEPUOANICCKUEC U3JTaHUS B 6213}’ JaHHBIX

OJlHa KapTo4Ka

10,0

28

BBIBOJ] Ha 3KPAaH PErUCTPALMOHHON KAPTOYKH; pacredarka

OJlHa KapToyKa

1,0




29 |KOppeKTHpOBKAa  3aka3a: BBIBOJL Ha DJKpaH CIIMCKa OJTHO 0,3
MEPUOINYCCKHUX U3JaHHI1; BHECECHUE U3MECHECHUI HAaUMEHOBAaHUE
[lepenmucka ¢  KHUTOTOPTOBBIMH  OpTaHU3AIMSIMH |
U3/1aTeIbCTBAMH, OMOTMOTEKAMH:

30 |cocraBnenue, HAOOp TEKCTa MHUCHMa (3ampoca, MPETCH3UH),| OJHO MHCHMO 60,0
peructpainysi B KHHI€  HMCXOSIIUX  JOKYMECHTOB
(mpocTaBiieHUE JaThl, MOPSJIKOBOTO HOMEpa, YKa3aHHE
HAMMCHOBAHMS  OpPTraHU3allMM, KPaTKOTO  COJEPIKAHHS
MMUChMa)

31 |odopmiienne 3akaza "Knawra - moutoi", oTmpaBka 3akaza B| OJIMH 3aKa3 3,1
MarasuH, OOMEHHbIE (POHIBI
JIoKOMIUIEKTOBaHHWE OMOJIMOTEYHOTO (POH/IA:

32 |momyueHue 3asgBKM Ha NpUOOpeTeHHE JOKYMEHTOB OT| OJHa 3asBKa 0,3
MOAPA3ACIICHUMN.

33 |cocraBnenne  OuOnmorpadUyUecKOW  3amMcH;  yKa3aHWe | OJHa KapTodKa 3,0
KOJIMYECTBA dK3EMIUISIPOB U CUTJIBI MTOIpa3ieieHui

34 | BKIIIOUEHHE 3asBKH B KAPTOTEKY JOKOMIUIEKTOBAHHUS OJIHA KapTOYKa 0,26

35 |mpocMOTp KapTOTEKH HEYIOBJIETBOPEHHOTO CIIPOCA; aHAJH3 | OUH JOKYMEHT 3,0

OTKa30B [JIA BBIABJICHHA OTCYTCTBYHOIIHUX JOKYMCHTOB,
BKIIFOYCHUE B KAPTOTCKY JOKOMITIICKTOBAHUA

OT60Op MOKYMEHTOB M3 OOMEHHBIX (DOHIOB OMONHMOTEK IS
JIOKOMILIEKTOBAHUS

[IpocMOTp CHUCKOB, KapTOTEK, KaTaJlorOB OOMEHHBIX
¢dboHoB 6UOANOTEK, OTOOP HYXKHBIX JIOKYMEHTOB, CBEpKa C
KaTaJloraMd W KapToTeKaMu  CcBoell  OuOIMOTeKH;

OIWH JOKYMCHT




COCTAaBIICHHE CIHMCKa Ha JOKYMEHTBbI, OTOOpaHHBIC B
obMeHHOM (hoHIEe

KommuectBo JOKYMEHTOB, BKIIFOUCHHBIX B CIIMCKH:

36 |1 50
37 12-10 7,8
38 |11-25 16,0
39 |26-50 32,0
Cocrasnenne OTICPaTHUBHOTO (Tekyiero) [UIaHa
KOMILIEKTOBAHUS:
40 |ompezaeiieHHEe MEpPONPHUATHH 10 (GOPMUPOBAHUIO €IWHOTO| OAMH IUIaH 480,0
dboHIAa HA TEKYIIMH TOJi, OTBETCTBEHHBIX WCIIOJIHUTEIICH,
KOJINYECTBEHHBIX roxKasareiei o0BeMa dbona
(moctymieHue, BBIOBITHE), OTpaciieBOro COCTaBa,
HMCTOYHUKOB TIOCTYIUICHUS, CMETHI PACX0JI0B
Odopmrenue naaHa KOMILUIEKTOBaHUS B opMe:
41 |Tabnun oJiHa Tabiuna 2,6
42 | kapTOTEeKH OJIHA KapTOYKa 2,6
Pabora B AC:
43 | BBOJ MJIaHA KOMILUIEKTOBaHUS B 0a3y gaHHBIX AC OJIUH IIJIaH 1,1
44 | koppekTupoBKa 0a3bl JaHHBIX; BBIBOJI HA DKPaH; BHECEHHE | OIMH JOKYMEHT 30,0

U3MEHEHUN

4.2. IlpueM u y4eT NOCTYNUBIINX JOKYMEHTOB




N HaumenoBanue nporecca, onepanuu. CoctaB paboThl Enunnuna Hopma
n/m W3MEpCHUs BpPEMEHH,
MUH.
1 2 3 4
[IpreM NDOKYMEHTOB, MOCTYNHUBIIMX C COMPOBOIUTEIHHBIM
JOKYMEHTOM
[IpeM JOKYMEHTOB IO CONPOBOJMTEIBHBIM MaTepUaiaM | OJHA IMAPTHS
(cder, HaknaaHas, KOMHUSA 4YeKa, akKT), IMOJ0OpPKAa HX IO
andaBuTy aBTOPOB WJIM  3arJIaBHHA, OKCIEAWIIMOHHBIM
HOMEpaM, CBEpKa C COINPOBOJUTEIHLHBIMU JOKYMEHTaMH,
NPOCTAaBIICHWE II€HBl HAa W3JaHWM, TOACYEeT YHcia
9K3EMIUISIPOB, 00IIEeH CTOMMOCTH
KonruecTBo TOKyMEHTOB B TapTHU:
1|1 4,0
2 [2-50 8,9
3 |51-250 43,3
[TpremM MOKYMEHTOB, MOCTYNMHBIIUX 0€3 COMPOBOAMTEIHLHBIX
JOKYMEHTOB:
4 |monbop AOKYMEHTOB MO andaBUTy (paMuinii aBTOPOB WIIH OJIMH 3,1
3arjJaBuii; TPOBEpKa Ha AyOJIETHOCTH, MPOBEIACHUE OIEHKH | JOKYMEHT,
JIOKYMEHTOB; COCTaBJICHHE aKTa Ha MpUeM JOKYMEHTOB OJIMH aKT

Komnuecro JAOKYMCHTOB, BKIIFOUYCHHBIX B aKT:

Tab6muna 65



5 |1 0,36

6 [2-5 2,1

7 16-10 3,7

8 |mpocTraHoBKa mITEMMENs HAa TUTYJIBHOM JHMCTe M Ha 17-i| OAMH JOKYMEHT 0,5
CTpaHMILIE JOKyMEHTa
CBEpKa MOCTYNHUBIIUX JOKYMEHTOB C KapTOTEKOH TEKYIIEero
KOMILUICKTOBAHHUS

9 |MOMCK KapTOYKM B KAPTOTEKE TEKYIIETO KOMIUIEKTOBAHWS, | OUH JOKYMEHT 3,0
CBEpKa KapTOUKH C JIOKYMEHTOM, BHECEHUE OTMETOK

10 |oTOop mepBOro SK3EMIUISIPA, BJIOXKEHHE KAPTOUYKH B | OJUH JIOKYMEHT 0,5
JTOKYMEHT

11 |mocraHOBKa KapTOYKM 3a pazaenuTens "BhIMoNHEHHBIE | OJJHA KAPTOUKA 0,3
3aKa3bl"
Pa6ora B AC:

12 |mpoBepka Ha ayOJETHOCTH TOCTYNMUBIIMX H3JIaHUN B 0a3e | OUH TOKYMEHT 1,0
nmaHHbIX AC

13 |peructparus HOBBIX MOCTYIUIEHUH B 6a3e naHHbIXx AC OJIUH IOKYMEHT 3,0
[Tpuem u peructpariyst *XypHajaoB U raser:

14 |monGop >XypHaJIOB M Ta3zeT Mo andaBUTy Ha3BAaHU, MOMCK | OUH JOKYMEHT 2,0
PETUCTPAIIMOHHONW KAapTOYKHM B KAPTOTEKE IOIMHCHBIX
U3JJaHUH, OTMETKa HOMEpA, AaThl OJYYeHUS U3JaHUs

15 |mpocTaHOBKa IITEMIIENS Ha )KypHae OJIMH XXypHal 0,1




16

IIPOCTAaHOBKA HITEMIICIIA HAa ra3€Te

OJIHa ra3era

0,5

Benenue "Kuuru cymmapsoro yuera':

pa30op JTOKYMEHTOB IO BHJaM, OTpACisIM 3HAHWUMU, S3bIKaM, | OJIMH JOKYMEHT 2,0
MOJICYET YHCJia IOKYMEHTOB, 3allUCh PE3YJIbTAaTOB IOJACYETa
10 YCTAHOBJICHHOH (pOpMe B KHUTY CyMMAapHOT'O y4era
KonnyecTBO 10KYMEHTOB B TapTUU NOCTYIIJICHUM:
17 |1 2,0
18 |2-50 6,8
19 |51 - 250 42,0
20 |BBOA cTaTucTHYeCKHUX MaHHBIX "KHHUrKM cymmapHOro y4deta" B| oJHa mapTHs 3,0
6a3y nanubix AC
21 |mojacyer TOCTPAaHWYHO TIO TMO3HWIUSM JaHHBIX KHUTH | OfHA MO3UIHUS 3,2
CYMMapHOro Yyd4eTa, NepeHeCeHHE HTOrOB Ha CIEIYIOUIYIO
CTpaHHILY
22 |cBepka (pMHAHCOBBIX JTOKYMEHTOB OT/eNa C (YMHAHCOBBIMH | OIUH JIOKYMEHT 5,0
JOKYMEHTaMH OyXraiaTepuu
23 |odopmiieHHEe  COMPOBOAUTENHHOTO  JIOKYyMEHTa  (CYET, | OJUH JIOKYMEHT 3,0
HaKJIaJHasl, akT) JJs epeaadn B OyXraiaTepuio
24 |odopmiieHNE WHBEHTApHOW KHUTH, HYMEpalusi JIMCTOB, | OJHA CTpaHHUIIA 0,88
IIPOCTABJICHHE HOMEPA B MHBEHTAPHOIN KHHUTE
25 |3amMch  JOKYMEHTOB [0  YCTaHOBJIEHHOW (opMe B |OJAUH JOKYMEHT 0,88

MHBEHTAPHYI0 KHUTY, IPOCTaBJICHUE WHBEHTAPHOIO HOMEpPA
Ha JJOKyMEHTE




26 |mpoBefcHUE HWHAMBUIYAJBHOTO ydYeTa JOKYMEHTa IIO | OJWH JOKYMEHT 3,0
aKTOBOW CHCTEME, MPOCTABJICHHE WHBEHTAPHOI'O HOMEpa Ha
JTOKYMEHTE
27 |mpoBelicHWEC WHIUBUAYATbHOTO y4eTa ¢ MPUMEHEHHEM | OJHa KapTOodKa 3,0
YYETHOTO Karajora;, CcocTaBjeHue OuOimorpaduieckoro
ONMCAaHUsI JIOKyMEHTa, yKa3aHWE II€Hbl, WHBEHTAPHOIO
HOMEpa, Trojla TMOCTYIJICHUS, HOMEpa 3aliCchu B KHUTE
CYMMapHOT'O y4YeTa, YUCJIa MOCTYIMUBIINX JK3EMIUISIPOB, MX
pacrpeiesieHre Mo Mo ipa3IeIeHUsIM
28 |3amuch B OKypHaJ€ perucTpaluy KapToyeK YYETHOIrOo| OJIHa 3aIluCh 1,0
Karajora HHBEHTApHOTO HOMEPA, TIEPBOTO CJIOBA 3arJIaBHS
29 |mpocTaHOBKAa MHBEHTAPHOTO HOMEpA Ha JIOKYMEHTE OJIUH JOKYMEHT 2,6
30 |peructpanys MaTeHTOB B HyMEPAIIMOHHON KHUTEe OJIUH JOKYMEHT 0,3
31 |monmydeHWe  aKTOB Ha  BBIOBIBIIME  JIOKYMEHTHI  OT OJIVH aKT 1,0
CTPYKTYPHBIX MOJApa3JeleHnii, BHeceHue 3amucu B Kuure
CYMMapHOro y4dera (2-s1 4acTh), IPOCTaBICHIE HOMEpPA aKTa
32 |McKITI0YeHNE TOKYMEHTA 0 aKTy U3 YYETHBIX (hopM OJIMH JOKYMEHT 3,0
33 |uckioYeHne BBIOBIBIIMX IOKYMEHTOB U3 0a3bl aHHBIX AC | OIMH JTIOKyMEHT 2,0
34 |moramieHre HHBEHTAPHOTO HOMEpa U IITeMIeNns OUOINOTEKH | OJUH TIOKYMEHT 0,3
Ha JIOKYMEHTE
35 |moammuBKa akTOB OJIUH IOKYMEHT 3,0




[Tpumeuanue: npu paboTe ¢ TOKyMEHTaMH Ha MHOCTPAHHBIX S3bIKaxX K HOPME BPeMEHH NMPUMEHSETCS MOBbIIIaomuii koapumuent 1,15.

4.3. bubnmoteunas o0paboTka JokyMeHTOB. OpraHu3anus U BEACHHUE KaTajJoros

N HaumenoBanue nporuecca, onepanuu. CoctaB pabOThI Ennnuna Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.

1 2 3 4
Pabota ¢ meyaTHOH KapTOYKOM:

1 |pa3bopka KOMILJIEKTA ITeYaTHBIX KAPTOUYCK OJIHa KapTOYKa 0,42

2 |moa0Oopka medaTHBIX KapTodek Mo andaBuTy (aMuinii| ojHa KapTOUuKa 0,36
aBTOPOB WJIM 3arjlaBUd JUIsI PACCTAHOBKUA B CIY)KEOHYIO
KapTOTEKY

3 | paccTaHOBKa KapTOUYEK B CIyKEOHYIO KapTOTEKy 0JIHa KapTO4Ka 0,36

4 |nmonbopka MmevyaTHbIX KapTO4yeK K JOKYMEHTaM 0JIHa KapTO4Ka 0,52
CBepka NMoCcTynMUBIINX JOKYMEHTOB C KaTaJloraMu:

5 |mpoBepka MO  KaTajlory  IOBTOPHOCTH  JOKYMEHTa,| OJHA KapTOuYKa 1,9
NEPEHECEHNEe C KaTaJlO)KHOW KapTOUYKH OWMOIMOTEHYHOTrO
ugpa, HOJTHOTO HHIEKCA

6 |momck B CIy)KeOHOM Karajore CBOJHOTO OIMCAHWS, | OJHA KapTOYKa 2,6
BHECEHHE OTMETOK

7 |odopmieHHe MeYyaTHOW KapTOYKH, HAMMMCAHUE MHBEHTAPHOTO | OJHA KapTOUKa 0,68

Tabmuma 66



HOMepa, mudpa 1 HHOH HHPOPMAITIH

[Tpumnucka 1y0neToB:

8 |cBepka JOKyMeHTa Ha JIyOJeTHOCTh IO CIy)KeOHOMY | OJTHO Ha3BaHUE 0,94
an(haBUTHOMY, YIYETHOMY KaTaJIOTy
9 |mpumnuceiBaHue — AyOneTa B KaTaJoOr:  MPOCTABJICHHE | OJTHO HA3BaHUE 0,84
WHBEHTAPHOTO HOMEpa, NepeHeceHne mudpa Ha TOKyMEHT
[Tpumnucka mpo1omHKaIOMMXCsl H3AaHU:
10 |momck B peruCcTpallMOHHON KapTOTEKEe KapTOYKM Ha M3JaHuE, | OJHO Ha3BaHUE 0,84
CBEpKa €€ C OPUTMHAIIOM, BHECCHUE OMOIMOTEYHBIX OTMETOK
11 |momck B KaTtajore KapTO4YeK, OTMETKa IOCTYIUICHHS | OJIHO Ha3BaHUE 3,1
COOTBETCTBYIOLIETO BBITYCKA, MPOCTABICHHE MHBEHTApHOTO
HOMepa, mupa, BHECCHUE IPYTHX ONOIMOTEYHBIX OTMETOK
dopmupoBanue 6udIOrpapuuecKoi 3anucu
CocraBneHre OCHOBHOW OMOMMOrpaguyecKkoil 3amucu TpH | OJJHO HA3BaHHE
OTCYTCTBHH Me4YaTHON KapTOYKd B JIOKYMEHTE
(03HaKOMIIEHHE C JIOKyMEHTOM, COCTaBIICHHE OIMCaHUS,
BHeceHHUe OUOIMOTEYHBIX OTMETOK)
KonnuecTBo 371€eMEHTOB OMMCAHUS:
12 |11-4 0,42
13 |5-6 5,2
14 |7-9 6,2
15 |10-13 7,2




16 |14 -19 8,2
17 |20 - 27 9,2
18 |cocraBneHue OCHOBHOW OuOmHMorpaduyeckoil 3amucu ¢ 20,0
MOMOIIIFI0 MaKeTa KapTOYKH, Halle4aTaHHOTO B KHHIE,
MPOCMOTP M3/IaHUs, CBEPKA C MAKETOM KapTOYKH, BHECCHHE
W3MEHCHHS U JIOTIOJTHCHHUSI
19 |cocraBnenne  A00ABOYHOTO  ONHCAaHWUA K  OCHOBHOM | OJIHA KapTOYKa 19
oubrorpaduyueckoit 3anucu
20 |o3HaKOMIIEHHE C JJOKYMEHTOM, COCTABJICHUE aHATUTHYECKOH | OIUH JTOKYMEHT 10,0
3aIuCH
21 |cocraBiieHue CCBUIOYHON KapTOYKH K OCHOBHOM | 0JTHa KapTOYKa 0,52
oubrorpaduyueckoit 3anucu
PenaktupoBanue Oubnmorpaduyeckom 3amnmcu:
22 |mpoBepKa MpaBHIILHOCTH JIEMEHTOB 3aITMCH Ha KapTOUKe 0JIHa KapTO4Ka 1,0
23 |odopmienue KapTOuku Ui AyOnMpoBaHHsS — Ha| OJHA KapTOuKa 1,4

MHOXHUTCJIIBHOM arrapare, MMPOCTaBJICHUC HHJCKCOB,
I_HI/I(l)pOB, OMOIMOTEYHBIX MMOMCETOK, OIIPCACICHUEC U YKA3aHHNC
THUpaXa KapTOUCK

I'pynnoBas 00paboTka JOKYMEHTOB

OT00p OAHOTHMHBIX JTOKYMEHTOB, MOAJIEKAIIUX TPYHIOBOU
00paboTKke; cocTaBieHHE OOLIell XapakTepUCTHKH Ha
KOMIUJICKT TOKYMCHTOB

OJTHA TpyIINa
JIOKYMEHTOB

KonnuecTBO 1OKYyMEHTOB B TpyIIIE:




24 11-9 39,0
25 (10-15 60,0
26 |16 -30 106,0
27 |mpoBepKa TPAaBWILHOCTH COCTABIICHUS XapaKTEPUCTHKU Ha oIHa 13,0
KOMIUICKT JIOKYMEHTOB XapaKTEePUCTHK
a
Pexaranoruszamnms:
28 |cBepka KapTOYKA C JIOKYMEHTOM; HCIPABJICHHUE CTapoOro | OJ(HA KapTO4yKa 5,7
Ooubnuorpaueckoro  OMHCaHUS;, COCTaBICGHHE HOBOTO
OIMCAHUs;, TepeHeceHne Mmudpa, HHBCHTAPHOTO HOMEpa,
OUOJIMOTEUYHBIX IOMETOK
[lonrotoBKka K  WHACKCUPOBAHUIO  JOKYMEHTOB  JUIS
KaTaJIOTOB:
29 |mombopka KapTOYKH K JOKYMEHTY, CBEpKa W BJIOXXEHHE B |OJWH JOKYMEHT 0,5
JOKYMEHT
30 |o3HaKOMIJIEHHE C JOKYMEHTOM; YCTaHOBJICHWE TEMAaTHKH;| OJHO Ha3BaHUE 0,88
pacmpezienieHre o OTPacisiM 3HaHUS (IO TEMaTHKE)
31 |mpocMOTp HWHOCTPAaHHBIX W3/aHUN, MEPEeBOJ JAHHBIX Ha|OJUH JIOKYMEHT 0,37
PYCCKHH S3BIK
CucremaTH3aIus JOKYMEHTOB:
32 |cucremarn3anms JOKYMEHTa C HCIOJB30BAHWEM HHJICKCOB | OJJUH JIOKYMEHT 2,6

neyaTHoOM KapTO4YKH UM MAKCTa KApTOYKU, HANICYATAHHOT'O B
U3JaHUH, O3HAaKOMJICHUEC C AOKYMECHTOM, IIpOBEpPKa
COOTBCTCTBHA HHIACKCOB Ta6.HI/II_IaM KHaCCI/I(l)I/IKaL[I/II/I,




MPUHATEIM B OWMOJIMOTEKEe, MPOCTABICHHE WHJCKCA Ha
JTOKYMEHTE

33

CHCTEMaTH3alusl JOKYMEHTOB IIPH OTCYTCTBUHM I€YaTHOU
KApTOYKH W MaKeTa KapTOYKH B W3JIaHWUHU; O3HAKOMIICHHUE C
JOKYMEHTOM,  OINpeAeiCHHe WHACKCa IO  Tabiuiam
KJIaCCU(UKALIUK, TPUHITHIM B OHMOIHOTEKE, MPOCTABJICHHE
WHJICKCA Ha IOKYMEHTE

OJIUH IOKYMEHT

2,0

34

OIpe/ieJIeHHe aBTOPCKOTO 3HaKa JOKYMEHTa [0 aBTOPCKUM
Tabmam

OJIMH JOKYMEHT

0,3

35

mmdpoBka JTOKyMeHTa Tmpu (HopMaTHO HHBEHTAPHOM
paccTaHOBKe; omnpeneneHue Gpopmara JOKyYMEHTa, HAallMCAaHHE

mmdpa

OIWH JOKYMCHT

0,42

36

peIaKkTUpOBaHUE KJIACCHU(UKAIMOHHOTO HMHJIEKCA; MPOBEpKa
MPAaBUJIBHOCTU MHJIEKCA, aBTOPCKOr'0 3HAKa

OIWH JOKYMCHT

0,5

37

COCTaBJIEHHE KapTOUKM asi(haBUTHO-IIPEAMETHOIO KaTajora
(Ha HOBYIO TE€MaTHKYy); HalMCaHME HAa KapTOYKe HHJAEKca,
Ha3BaHME Karajora M KapTOTEKH, B KOTOPBIX OTPa)KaroTCs
JOKYMEHTBI, yKa3aHUE CCBUIKM M OTCBUIKH, CBSI3b MEXIY
OTAENbHBIMU pyOpUKaMU

OHa KapTO4YKa

2,0

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

38

IpeaMeTH3anuss JOKYMEHTOB C HCIIOJIb30BaHHUEM pYyOpuUK
MEeYaTHOM KapTOUYKH; TMpOBEpKa COOTBETCTBHUS PYOpPUKH
[I€YaTHOM KapTOUYKHU IIPEAMETHOMY KaTaJIOTy

OJHO Ha3BaHHC

2,6

39

MpeIMeTH3anusl JTOKyMEHTOB TP OTCYTCTBHU TI€YaTHOM
KapTOYKH;, O3HAKOMJICHHE C JOKYMEHTOM, OIIpe/elieHIe
pyOpuKu

OJIHO Ha3BaHUE

3,0




40 |cocraBieHHE HOBBIX MPEIMETHBIX PYOpPHK M MOAPYOPHK;| OJHA KapTOUKa 1,5
NEpEeHECeHNE Ha KAPTOUKH CITY)KeOHOMH KapTOTEKU

41 |penakTupoBaHHWE  TPEAMETHOM  PYOpHKH; MIPOBEPKaA | OJHA KapTouKa 50
MPABWJIBHOCTH MPEJAMETHON PyOPHUKHU, TOYHOCTh HAITUCAHUS
Opranuzanus andaBUTHOTO KaTajora:

42 |mopbopka kaprouku mo andaButy (aMuwinii aBTOPOB WIIM | OJTHA KApTOYKa 0,36
3aryiaBui JUIsl pACCTAaHOBKH B aJI(DaBUTHBIN KaTaIor

43 |paccTaHOBKa TNPEIBAPUTEIBLHO IOJOOPAHHBIX KapTOUYEK B| OJHA KapTOUYKa 0,36
an(aBUTHBIN KaTaJIor

44 |pemaktupoBaHWe  ajd(aBUTHOTO  Karajora; IPOBEpPKa| OJHA KaPTOYKa 0,88
paccTaHOBKH KapTOYEK, MPAaBHIBHOCTH JOOABOYHBIX U
CCBUIOYHBIX KapTOYEK, HCIIPABJICHUE OIMTUOOK

45 |HamucaHwWe pa3fenuTeNns JUIs  ajd(paBUTHOTO  Karajora, OJTH 0,88
yKa3zaHue OYyKBBI, CIIOTa pasaenurenb

46 |paccraHOBKa pa3fenuTens B andaBUTHBIN KaTalor: Moa00pKa OJINH 2,0
pazgenurtens 1o andaBUTy, IOMCK MeCTa pa3JeNuTeNs, | pa3JeuTelb
MMOCTAaHOBKA, 3aKPETIJICHHE CTEPIKHS
Opraau3anus CHCTEMaTHYeCKOTr0 KaTaJora:

47 |mombopka KapTOYKH TI0 HWHJIEKCAaM, BHYTPH pasjeiia IIo | OJJHa KapTodKa 0,42
andasuty haMuIMii aBTOPOB WIIK 3arjiaBHil sl PaCCTAaHOBKHU
B CUCTEMATHYECKUM KaTaaor

48 |paccTaHOBKa TpENBAapPHUTENBHO IOJAOOPAaHHBIX KapTOYEK B| OJIHA KApTOUYKa 0,42
CUCTEeMaTUYECKUI KaTaior

49 |pesakTHUpOBaHME CHCTEMAaTHMYECKOI'O Karajora: IpoBepKa | OJlHa KapTOouyKa 0,88




MPABWIBHOCTH  HAIOJHEHHS  pa3JielioB  Karajora IIO
COJICP)KAaHUIO, WHACKCAIIMM W PACCTAHOBKE, HCIIPABJICHUE
[0)1105(310) %

50 |pexnaccudukanus CUCTEMAaTUYECKOTO Karajora: | oJlHa KapTo4ka 10,0
UCTIpaBJICHUE  WHJACKCOB,  BHECCHHWE  W3MCHCHHH B
aaBUTHBIN KaTaJIOT

51 |HammcaHuWe pa3AeNuTeNs Uil CUCTEMAaTHYECKOTO KaTaljiora: OJIUH 1,0
yKa3aHHEe HAWMCHOBAHWs pasjelia, Mojapas3jieia W JPYruX | pas3aeiuTelb
pasaenuTenein

52 |paccraHOBKa pa3ACTUTENII B CHCTEMAaTHYCCKHHA KaTaJIOT: OJIUH 2,0
noadopka MO HWHJAEKCAaM, TIOMCK MeCTa, ITOCTaHOBKa,| pa3/IeiuTeb
3aKpeTUIeHNE CTePKHS
Opranu3zanys OpeIMeTHOro Karajora:

53 |mombopka KapTOYKH IO TPEJAMETHBIM pPYyOpHKaMm, BHYTPH | OJTHA KapTOUKa 0,42
pyOpuk o andasuty paMuIuii aBTOPOB MIIN 3ariaBUi

54 |paccraHOBKa IpeIBAapUTENbHO MOJ00pPaHHBIX KapTOYeK B| OJIHA KapTOuKa 0,42
MPEIMETHBIN KaTajior

55 |penakTUpOBaHME  NPEIMETHOrO0  Karajora:  IpOBEpKa| OJHa KapTouka 1,0
MPaBUIBHOCTH CCBUIOK, OTCBUIOK, pyOpHK

56 |HammcaHWe pasmenwTeNs IS MPEAMETHOTO — Karajora, OJINH 2,3
yKa3aHHe pyOpHKH, OTCHUIKH, CCHUIKH pas3zaenuTenb

57 |paccTraHOBKa pa3fenuTeNsl B MPEAMETHBIM KaTauor, MOWCK OJIMH 2,0
MeCTa, IIOCTAHOBKA, 3aKPETUICHNE CTEPIKHS pas3ienuTenb

Opranmsands HYMEPAIMOHHOTO KaTajiora HOPMAaTHBHO-
TEXHUYECKON JOKYMEHTAIUU:




58 |mogbopka KapTOYKM 1O BHJAM JIOKYMEHTOB, YCJOBHBIM | OJHA KapTOuyKa 4.3
mUGpPOBEIM  0003HAYEHHUSM,  al(aBUTy  COKpAIIEHHBIX
Ha3BaHUIl CTpaH, JAaTUHCKOMY alihaBUTy (MHOCTPaHHBIX
CTaHIapTOB), 10 HOMEpPaM JOKYMEHTOB
59 |paccTaHOBKa mNpeaBAPUTEIBLHO TOJOOPAHHBIX KapTOueK B| OJHA KapTOuyKa 0,41
KaTajior
60 |pemakTupoBaHHME  Karajora: TPOBEpPKa  IMPABHILHOCTH | OJHA KapTOYKa 2,6
Ooubmorpaduyeckrx ONMUCAHUN, PACCTAHOBKH, MCIPABICHHUE
OoIm1OOK; BHCCCHHE MONOJIHCHUI U U3MEHCHHM B KaTajaor
(oTMeHa, 3aMeHa, U3MEHCHUS, TIPOJIJICHUE CPOKa JICHCTBHS C
YKa3aHUEM UCTOYHUKA)
61 |HamucaHue M pacCTaHOBKA Pa3/IEIHUTEINs OJIMH 1,3
pasaenuTeb
Opranu3zaiiys u BeICHHE JIEKTPOHHOTO KaTajora:
62 |cBepka MOCTYNMBIIMX JIOKYMEHTOB Ha JIyOJETHOCTh B |OJUH JOKYMEHT 1,6
AJIEKTPOHHOM KaTaJiore
63 |mpunuchBaHWE TPOJOIDKAIONIUXCSA W3JAHUN B AJIEKTPOHHBIN | OIUH JTIOKYMEHT 1,6
Karajaor
dopmupoBaHue oubmrorpaduueckoit 3anucu JUIsL| OJIHA 3aIHCh
AJIEKTPOHHOTO KaTajora; BBOJA B 0a3y JAaHHBIX; 3allOJIHEHHUE
COOTBETCTBYIOIIMX ITOJICH:
64 |npu HAJTMYUU MaKeTa IMeYaTHONW KapTOUKU 0,36
65 |mpu OTCYTCTBUM TEYaTHON KapTOUKU 0,42
66 |cocraBieHNE aHATMTUYCCKOHN 3aIHCH 3,5




67 |cocraBiieHue 1OOABOYHBIX M CCHUIOYHBIX OIMMCAHUI OJIHO OIMCaHUE 0,88
68 |pemaxtupoBanue OubmuMorpaduueckoil 3amucu B 0a3e | OJHO ONMMCAHUE 1,3
nmanHeIX AC; BHECEeHHE U3MEHECHUM
69 |BBom  mepeuHs ~ mpeaMeTHBIX — pyopuk  AJIY k| oxHa pyOpuka 0,36
CUCTEMATUYECKOMY KaTajiory M TI'€HEPAJIbHOW CIPaBOYHOU
KapTOTeKe
70 | BBIBOJ Ha 3KpaH OubOIMorpaduuecKux 3amucei OJIHA 3aIIUCh 0,83
71 | pemakTupoBaHue PyOpHUK, HAMIOJHEHUE PA3JICIOB OJIHA 3aIUCh 7,5
W3baTue kapToueKk U3 KaTrajaoros
W3baTve KapTOYKM Ha HCKJIIOYEHHbIE M3 OMOIMOTEYHOrO | OJJHA KapTOYKa
(dhoH/1a JTOKYMEHTBI:
72 |andaBuTHOTO Karaigora 0,42
73 | cucTeMaTHYECKOro Karajaora 0,36
74 |mpeaMeTHOro Karajora 0,36
75 | HyMepalloHHOTO KaTaiora 0,42
76 |u3parue OubOMMorpaduyeckux 3amuceid U3 HJIEKTPOHHOIO| OJHA 3alHUCh 2,0
Karajora
Texauuyeckas 00paboTKa JOKyMEHTa
HaknenBanue Ha JOKYMEHT JIUCTKAa CpOKa BO3BpaTa, | OJIMH JOKYMEHT
KapMarlika, spybIKa:
77 | TUCTOK CpoKa BO3Bpara 0,42




78 | kapmariek 0,42
79 |spabIk 0,26
Hanucanue mudpa Ha JOKYMEHTE U SIPJIBIKE: OJIMH JOKYMEHT
80 |Ha moxymeHTe 0,26
81 |Ha sipiBIKE 0,36
82 |mepenecenne (GOpPMATHOTO M CHCTEMATHYECKOTO MIH(pa C|OAWH JOKYMEHT 3,0
KapTOYKH Ha JIOKyMEHT
83 | ohopmiteHHE KapTOUKH ISl TAPAKUPOBAHUS: ONPECICHHE U | OJTHO Ha3BaHUE 1,0
yKa3aHUe TUpaxa
84 | KOppeKTUPOBKA KAPTOUYKH ITOCIIC THPAKUPOBAHUS OJIHO Ha3BaHUE 0,42
85 |pacmpeneneHne — KaTAIOXKHBIX ~ KapTOYeK HAa  HOBBIE | OJIHA KapTOUKa 0,42
MOCTYIUICHUSI 10 CTPYKTYPHBIM TOJIPA3/ICICHUSAM TIOCTE
TUPAXKUPOBAHUS
86 |3amonHeHue KHUWXKHOTO (opMmynspa: ykazaHue mu(pa, | OAUH KHUKHBIHI 0,88
WHBEHTAapPHOTO HOMEpa JOKYMEHTa, (GaMUINU ¥ WHHUIHAIOB |  (QOpMYJIsip
aBTOpa, €T0 Ha3BaHMUsI, LIEHBI, TOJa U3TAHUS
87 |3amonHeHWe  KApTOYKM  HMHAWKATOpa HAa  JIOKYMEHT, OJINH 0,88
HaINpaBIIIEMbIii B KHHUTOXPAaHCHHE: YKa3aHWEC WHBCHTAPHOTO| WHIUKATOP
HOMEpa, aBTOpa U 3arjiaBus, Mudpa pacCTaHOBKH
88 |3amonHeHue TepenaTOYHONW BEIOMOCTH HAa TAPTHUI0 HOBBIX | OJUH JTOKYMEHT 0,15

MOCTYIUJICHU

Pa6ora B AC

BriBo Ha 2KpaH y4ueTHBIX (HOpM, pacrieyaTka:

onHa Gopma




89 | mucTOB MHAMBUIYATLHOTO yU€Ta JOKYMEHTOB 0,05

90 |mepenaTo4HOI BEJOMOCTH HOBBIX OCTYIUICHUH 0,05

91 |kaprouku c OuOIMOrpaUUecKO 3amUChi0 sl YYETHOTO 0,05
Karajora

92 | kHMxKHOTO hopMyIIsipa 0,05

93 | kapTOYKM MHIUKATOPA 0,05




[Ipumevanue: K HOpMaM BPEMEHH MTPUMEHSIOTCS MOBBIIIAIONINE KO (DUIIHECHTHI:

- MPU COCTaBJICHUHM OUOIMOrpauyeckoro OMUCaHUS Ha JOKYMEHT, Ha TUTYJIbHOM JIUCT€ KOTOPOrO YacTUYHO OTCYTCTBYIOT HaHHBIE IS
oubnuorpaduyeckoit 3anucu - 1,13;

- ipu O6ubamoreuHor obOpaboTke: KHHOPOTOPOHOTOKYMEHTOB - 1,21; HOTHBIX, KapTorpaduueckux, nom3ganuii - 1,15, crenuaibHBIX BUIOB
HAYYHO-TEXHHUYECKOU JIUTEPATyphl U JoKyMeHTanuu - 1,10;

- Ipu paboTe ¢ JOKYMEHTaMU Ha MHOCTPAHHBIX SI3bIKaX, MPU OPraHU3alMH U BEJCHUH KpaeBeAueCKOro Karaiaora (KapToTeku) U OUOIMOTEYHOTO
KaTajora Ha MHOCTpaHHOM si3bike - 1,15.

4.4. Pabota ¢ honmOM

4.4.1. Pabora 1o npuemMy J0KyMEHTOB

Tabmuma 67
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
n/m HU3MEepeHus BpPEMEHH,
MHH.
1 2 3 4

1 |IIpueM JOKYMEHTOB B CTPYKTYPHBIX MOJIPA3/IEICHUAX:

2 npueM HNOKYMCHTOB M3 OTACIIAa KOMIUICKTOBAHUA, CBCPKA C| OJHA MMapTUsd 90,0
COMMPOBOAUTCIIBHBIM MaTCprajIoM

3 |perucrpanusi HOBBIX TOCTYIUICHUH TIEPUOTMUECKUX H3IaHUMH, | OAHH JOKYMEHT 0,4
IIPOCTABJICHUE OTMETKH B PETUCTPALMOHHON KapTOTEKE

4 |mpocTaBieHME HITEMIENs CTPYKTYPHOTO MOJpa3/eieHus Ha | OJUH JOKYMEHT 0,26
JIOKYMEHTE

[TonGop AOKYMEHTOB JIsl pACCTaHOBKH B (POH/IE:




5 |mombopka JOKYMEHTOB IO KJIacCHU(UKAITMOHHBIM HHACKCAM, | OTMH JOKYMEHT 0,52
aBTOPCKOMY 3HAKY

6 |moxbopka TOKyMEHTOB 10 popMaTy, MHBEHTAPHBIM HOMEpaM | OJIUH JOKYMEHT 0,36

7 |mombopka  TMEPUOAMYECKMX  HM3JIaHWW 10  andaBUTY | OJUH JOKYMEHT 0,5
Ha3BaHMSIM, TOJ]aM, HOMEpaM

8 |monbopka CIIELIBU/IOB HOPMAaTUBHO-TEXHUYECKOH | OIUH JOKYMEHT 0,36
JOKYMEHTallul 10  KJlaccaMm, TMOJKjaccaM, Tpymnmnam,
MOATPYIIIaM, UTHBEHTAPHBIM HOMEpaM
PaccranoBka 6uGnmmoTedHoro GoHa:

9 |paccraHoBKa JOKYMEHTOB Ha CTEIIa)KaX B CHCTEMATHYCCKH- | OIMH JOKYMEHT 0,52
angaBUTHOM TOPSIIKE

10 |paccTaHoBKa JOKYMEHTOB Ha CTelUlakax B (OpMaTHO-| OJUH JIOKYMEHT 1,3
WHBEHTaPHOM TIOPSIKE

11 |paccraHoBKa TEPUOAMYECKUX HU3JaHUK TI0 al(aBUTY | OAUH JOKYMEHT 0,52
Ha3BaHM, ToJjaM, HOMEpaM
PaccTtaHoBka HOPMATUBHO-TEXHUYECKOH JOKYMEHTAIIUU TI0 | OJIUH JOKYMEHT
KJlaccam, MojKjIaccaM, Tpymmam, MoArpyInaM, HHBEHTapHBIM
HOMEpaM
KonnyecTBO 10KyMEHTOB B TOAOOPKE:

12 |1-5 0,52

13 {6-10 5,2

14 |11-15 0,88
PacctaHoBka  JOKYMEHTOB  Ha  MHKPOHOCHTEISX B |OJWH JOKYMEHT




HWHBCHTAPHOM W HYMCPAIIUOHHOM IIOPAAKE:

15 |mpoBepka NPaBUIBHOCTH PACCTAHOBKM JTOKYMEHTOB B |OJUH JIOKYMEHT 0,5
OTJIENbHBIX MaccuBax QoHa

16 |mepenBmxeHue (NMEpeHECEHUE) JOKYMEHTOB Ha CBOOOJHBIC | OAMH JOKYMEHT 0,4
MecTa

17 |odopmiieHre  MOJIOYHBIX  pa3feNuTeNieil;  HaIMCaHue OJTH 10,0
MOJIOYHBIX pa3AenuTenen pasaenurenb
[Ipumevanue: Kk HOpMaM BpeMEHH NMPUMEHSIOTCS MOBBIIIAOIINE KO (DUIICHTHI:
- IpU OA00pEe U paccTaHOBKE KHHOPOTOHOHOJOKYMEHTOB - 1,2;
- Mpu ToAOOPE M pacCTaHOBKE HOT, KapTorpaduuecKuX, U30U3IaHui - 1,5;
- Ipu paboTe ¢ JOKYMEHTaMHU Ha HHOCTPaHHBIX s3bIKax - 1,15.
4.4.2. Pabora o coxpaHHocTH (HoHIa

N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Ennnuna Hopma

n/m U3MEPEHUS BPEMEHHU,
MUH.

1 2 3 4
ITpoBepka 6ubaMOTEUHOTO (hOHTA:

1 |HammcaHWe KOHTPOJBHOTO TAJOHA Ha IOKYMEHT, yKa3aHWe Ha| OJUH TaJOH 3,0

HEM MHBEHTapHOro HoMepa, mudpa, haMuInu, UHUIIUAIIOB
aBTOpa, 3arjlaBus, rojJa, MecTa u3JlaHus, IeHbl, MecTa
XpaHEHUS
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2 |MapKUpOBKa KOHTPOJBHBIX TAJIOHOB: YCTAHOBKA, IJIe YYTCH| OJIMH TaJIOH 8,0
TaHHBIA JOKYMEHT (Y4eTHBIA KaTaJlor, HHBEHTapHas KHUTA),
MPOCTABIICHHE OTO3HABATEIHLHOTO 3HAKA
[Ton6opka KOHTPOJIBHBIX TAIOHOB: OJIUH TaJOH
3 |10 MHBEHTAapHBIM HOMEpaM 0,1
4 |mo andaBury haMuInii aBTOPOB WIIK 3aTJIaBHMA 0,1
5 |mo knmaccuuKaIMOHHOMY UHICKCY 0,1
6 |cBepka KOHTPOJBHBIX TAaJOHOB C HWHBEHTApPHON KHHTIOH,| OJWH TaJIOH 2,0
OTMETKA MPOBEPKHU HA TAJIOHE M B KHUTE
7 |cBepKa KOHTPOJBHBIX TAJOHOB C YYETHBIM WIIH aj(aBUTHBIM, | OJHH TaJIOH 3,0
TOMOTpauecKuM KaTajloTaMH, OTMETKa Ha TaJloOHE M B
Karajore
8 |mpocMoTp GOpMBI HMHIUBUAYAJIBHOTO Yy4eTa, BBIABICHHE | OAMH JOKYMEHT 3,0
JTOKYMEHTOB, HE MPOIIEIIINX POBEPKU
9 |cocTaBneHME KapTOYKM Ha JOKYMEHT, HE MPOLIeIIINN | OUH JOKYMEHT 3,0
MIPOBEPKH
10 |moWck  JOKYMEHTOB, HE TMPOMICAINIAX IPOBEPKY, IO | OMUH JOKYMEHT 20,0
pa3NUYHBIM Y4eTHBIM ¢opMaM, KapTOTeKaM, >KypHaiau,
KHIKHBIM TTOJTKaM
CocraBnenue crucka HeIOCTAIoMuX B (DOHE TOKYMEHTOB OJIVH CITMCOK
KonndecTBo TOKYMEHTOB B CIIHCKE:
11 |1 0,78
12 |12-10 8,3




13 [11-25 19,3
OT60p TOKYMEHTOB /ISl U3BATHUS U3 (HOH/IA
[TpocMOTp AOKYMEHTOB Ha IpPEAMET U3bATUS U3 POHIA: OJIMH TOKYMEHT
14 | menpodmIbHBIX 3,1
15 | myOneTHBIX 1,6
16 |ycTapeBmIUX IO COACPIKAHUIO 3,1
17 | BeTxux 0,88
18 | Manouncnonab3yeMbIX, HEUCTIOIb3YEMBIX 2,6
[ToaroroBka JOKYMEHTOB K aKTUPOBAHUIO:
19 |monGopka MOKYMEHTOB B MapTHH MO MPHYMHAM HU3BITHS, | OJUH JTOKYMEHT 0,36
CBEepKa C KHIDKHBIM (OPMYIISIPOM
20 |mombopKka KHIKHBIX (OPMYIISIPOB Ha JTOKYMEHTHI B MOPSIKE OJIMH 0,42
WHBEHTapHBIX HOMEPOB, ajdaBuTa, KypHAIBI - MO roaaM u| QGopMymsp
HOMEpaM
COCTaBJICHHE CIUCKA K aKTy BBIOBITHA (Tepeaayu), MOJCYET OJIVH aKT
obmeit  cymMMmbl,  OQOpMIIEHME  aKTa;  IOramieHHe
WHBEHTApPHOTO HOMEpa U ITemnens OuOIuoTeKn Ha
JOKYMEHTE; MOAIINBKA aKTOB
KonndecTBo TOKYMEHTOB B CIIUCKE:
21 |1 0,78
22 12-10 7,8




23

11-25

19,3

HOI[I‘OTOBKa JAOKYMCHTOB B IICPCILJICT:

24

oTOOp JOKYMEHTOB Jisl TEpeIieTa; MPOBEpKa COCTOSHHUS
JOKYMEHTA; 3aroJIHeHue (CBEepKa) KHUKHOTO (hopMyIisapa

OIWH JOKYMCHT

3,0

25

non6op1<a KOMIIJICKTOB, CBsA3Ka B IIA4YKH, O(l)OpMJ'ICHI/IC
AOKYMCHTOB IJId IIEpCaAaqn B IICPCILICT

OJIUH IOKYMEHT

2,6

26

moATrOoTOBKa JOKYMCHTOB K BOCCTAHOBJICHUIO!: HOI[60p
HAOKYMCHTA, aHAJOI'MYHOI'O IOBPCKIACHHOMY, O(I)OpMJ'IeHI/IC
3aKa3a Ha KOIIMPOBAHUC

OIWH JOKYMCHT

10,0

27

IIpuEM 3aKasa II0CJIIC KOIHWPOBaHMUA, IPOBCPKA KadCCTBa
KOHHﬁ; MMOATOTOBKA NOKYMCHTA K IEPCIUICTY

OIWH JOKYMCHT

7,0

28

IIPUEM JIOKYMEHTOB U3 MEPEINIETa; CBEPKA MOCTYNUBLINX U3
neperJyieTa JOKyMEHTOB ¢ KHHKHBIM (OpMYJIIpOM, IpOBEpKa
KauecTBa IEPeIlIeTa; BOCCTAHOBIICHHUE 3arJlaBusl; HAMCAaHUE
m@pa Ha spIbIKe, KOpPEIIKe TOKyMEHTa

OJIMH JOKYMEHT

7,0

[ToammBka ra3eT ¥ TOHKHX KypHaJIOB:

29

ornpejesneHue ¢opmara, BIOKEHHE KOMIUIEKTa >KypHAJIOB B
NankKy Hy>)KHOTo (opmara, 3aBi3bIBaHNE; BhIHECEHUE MU(pa,
Ha3BaHUs, rojla U3/JaHus, HOMEPOB )KYPHAJIOB Ha OOJI0XKKY U
KOPELIOK MarnKu

OJIHa I1aIiKa

3,0

30

packiiajika ra3eThl o Ha3BaHUM, MPOKATBIBAHUE, BIOKCHUE
B KapTOHHYIO O0JIOKKY (Tarky), MpOIIHYPOBKa, 0(hopMIIeHHE
00J105kKH (Ha3BaHHE, 0], HOMEP, MECSIII)

OJIHA TTaIKa

50

Menkuit peMoHT doHaA:




31 |moxkieiika JIOKYMEHTA, KapMaIllKOB, SIPIBIKOB, |  OJIHA TAIKa 20-5,0
BOCCTAaHOBJICHUE 3aIJIABUM U UHOM PEMOHT
Ob6ecnbutnBanue GoHaa:

32 | obecnbunBanKe GOHAA C TTOMOIIBIO MBUIECOCA; 00eCTIEYCHUE OJlHa 12,0
pabodero mecra TEXHHYECKHMHU CPEICTBAMH: IBUIECOCOM, | MEPOIIOJKa
paboyuM CTOJIMKOM, CTPEMSHKOM, BEIpPOM; IPOBEIACHUE
o0eCIbITMBAHUS, 3aHECEHUE TEXHUYECKHX CPEJICTB B MECTa
XpaHCHUS

33 |pyuHoe oOecnbpimuBaHue ¢onaa; obecnedyeHue padouero OJIHA 94
MECTa TEXHUYECKHMMH CpPEJICTBAMHU: CTPEMSHKOH, pabodmM | Meporoika
CTOJIMKOM, TEJIEKKOW, BEIpPOM, TpSIMKaMH, IPOTHPKA,
3aHECEHUE TEXHUICCKUX CPEJICTB B MECTA XPAHCHUS
[Ipumedanue: Kk HOpMaM BPEMEHHU MTPUMEHSIFOTCS ITOBBIIIAOIINE KOAPDUITUCHTHI:
- IPU Py4YHOM 00€CIBUIMBAHUHU (OHAA HOTHBIX, KapTOrpapuecKux, u3ou3nanuii - 1,2;
- Ip¥ 00CCTIBUTMBAHKH C TIOMOIIIBIO ThIIecoca - 1,3.
4.4.3. U3yuyenue 6ubanoreyHoro poxaa

N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enununna Hopma

n/m U3MEPEHUS BPEMEHHU,

MUH.
1 2 3 4

[ToaroroBuTenbHass paboTa MO U3YYECHUIO OUOIMOTEYHOTO
dbonpa:
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COCTaBJICHHE IUIaHa PabOThl MO M3YYEHHIO OUOIHOTEYHOIO
donna (dactu GoHa)

OJHH ITJIaH

10,0

MOATOTOBKA MHCTPYMEHTAPHS 0 M3YYCHHUIO OMOJIMOTEYHOTrO | OaHa Tabiauia 10,0
¢doHma; cocraBleHHE TaOJHUIBI IO PA3IUYHBIM aCMEKTaM

H3YYCHHUS

noadopka OubarmorpaduIECKux Mocoouii, *HHOPMAIIMOHHBIX | OJTHO TIOCOOHE 10,0
CIIMCKOB  JIIi  TPOBEACHHS  pabOThl IO  HM3YyYEHUIO

oubmmroTeyHoro Goxma

MPOBEJCHUE WHCTPYKTaka JJsi TMpoBedeHuss paboT 1o OJIUH 10,0
n3ydeHuro Onbmmorednoro honma HMHCTPYKTaX
bubmmorpaduyeckoe n3ydenune 6udbimmorednoro Gpouaa

O3HakOMJICHHE C COJEpKaHHeM OuOJIMOTpaduvIecKoro| OJHO Mocodue

nocoOusi, HMHPOPMAIIMOHHOTO CIHCKa JJIS MPOBEACHHUS

paboThI IO U3yYeHUI0 OubIMoTeUHoroO (hoHIA

KonnyecTBo Ha3BaHuii B mocoOuu:

1-25 15,7
26 - 50 34,0
51-100 68,0
CBepka KapTO4kM Karajora C OubnmorpaduueckuM | ogHa KapTouka
OIMCAaHWEM JIOKYMEHTA, YKa3aHHOTO B ITOCOOWH; OTMETKA O

HAJIMYUU JOKyMEHTa B poH/Ie:

andaBUTHBIN KaTaJIOT 2,0
CHCTEMAaTHYECKHI KaTaJIor 5,0




10 |cocTaBneHue oubmorpaduueckoro OTMCaHUs Ha| OJ{HA KapTO4YKa 2,6
OTCYTCTBYIOIIUE B OUOIMOTEKE JOKYMEHTBI
[IpocMOTp HAMONHEHHS CHCTEMAaTHYCCKOrO0 Karajora B | OJHA KapTOYKa
Pa3IMYHBIX acleKTax (1Mo OTpacisiM 3HAHHS, BUAAM, TOJaM U
JIPYTHM acIeKTaM); COIOCTABIICHUE MOJYYCHHBIX JIAHHBIX C
TEMaTUKO-THIIOJIOTHYECKUM  (NIEPCIIEKTUBHBIM)  TUIAHOM
KOMILUICKTOBAaHHUs; YTOYHCHHE, BHECEHUE KOPPEKTUB B ILUIAH
KOMILIEKTOBaHUS
KonmaecTBo kapToUeK B SIIUKE:

11 |1-500 43,0

12 {501 - 1000 85,0

13 {1001 - 2000 173,0
Craructuueckoe n3ydeHue 6ndanoTeyHoro Goxa:

14 |3amonHeHue CTaTUCTUYECKUX TaOIHIl (TI0 COCTaBy, AMHAMUKE | OAHA TabauIa 10,0
M CTEMEHU WCIONb30BaHUusa OubnuoreyHoro Qouaa) Ha
OCHOBaHUH YYCTHOH JIOKYMCHTAIIUN

15 |pacuer moka3zaTenell KHUTOOOECIIEYEHHOCTH, 00paIIaeMOCTH, OJINH 4.0
YUTAEMOCTH II0KAa3aTellb

16 |crutomHOM TPOCMOTP JOKYMEHTOB Ha CTEJUIAXKax, MOJCUET | OUH TOKYMEHT 0,84
M0 KHUXHBIM (DopMyrsipaM WM JIMCTKaM CpOKa BO3BpaTa
KOJIMYECTBa KHUTOBBIIAY

17 |mapkupoBKa HeHCNOIb3yeMol yacTu (OH/AA B 3aBUCUMOCTH | OJUH JIOKYMEHT 0,26
OT MIPUYMH, BBI3BABIINX HU3KYIO 00paIiaeMocThb

18 |3amomHenme TAOMMILI HMHTEHCHUBHOCTH  HCIIOJIB30BaHUS | OJHA TaOIUIa 50,0




oubnmoTeynoro Gonma

CocraBienne ©  aHanu3  Ta0OWI TIO  HW3YyYEHUIO
oubnmroTeynoro Gonma

CocraBnenune Ta6J'II/IHBIZ

19 |mo cocraBy, pa3BUTHIO U HCIOJIB30BAHUIO OMOJIMOTEYHOTrO | OaHA TabauIa 63,0
donma

20 |mo creneHu ucnoab30BaHus (HOH/IA B pa3IMUHBIX acliekTax (B| oJaHa Taduuna 68,0
OTpaciieBOM, 10 BUaM M3JIaHUN U HHBIM acIIeKTaM)

21 |mo o0beMy HEHCHONb3YeMONH M MAJOCHpPAIIMBAEMOM YacTd | OJHA TaOiuIla 63,0
(dhoH/Ia U TPUYNHAM €€ HAaKOTUICHHUS
AHanus TaOIuIIbL:

22 |mo cocTaBy, pa3BUTHIO M HCIOJIB30BAHWIO OMONMOTEYHOrO | OJHA TaduuIa 56,0
donma

23 |mo creneHu UCNOIB30BaHUs (HOHJIA B pa3IMUHBIX acliekTax (B| OJHa Tadumia 56,0
OTpaclieBOM, 10 BUAAM WU3IaHUN U HHBIM acTIeKTaMm)

24 |no COCTaBy u BEJIMYMHE HEHUCTIOIb3yeMOM A| omHa TadIHIa 60,0
MaJIOCIIpaluBaeMoil  4YacTd (GOHIA W TPUYUHAM  €¢
HAKOILJIEHUS

25 |cocraBienune IIaHa MEpOTPUITHI peanu3alnuu | OJUH IUIaH 161,0

MpeIOKEHUH 10 pe3yibTaTaM u3ydeHus Gpouaa

IIpumeuanue:

- BpeMsI IPOBEJICHNS HHCTPYKTaXka B HOPMY BPEMEHH HE BXOJIMT;

- Ipu paboTe ¢ JOKYMEHTaMH Ha HHOCTPAaHHBIX S3bIKaX K HOpMaM BPEMEHU MPUMEHSIETCs MOBbIIaromuil koapdumuenr 1,15.




4.5. O0cmyXMBaHKE YnTATEICH

4.5.1. Pabora ¢ yurareiaem

N HanmenoBanwme nporecca, oneparuu. CoctaB paboThI Enunnna Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
3anuch yuTarens B OMOIMOTEKY:
1 |npocmoTp AOKYMEHTOB uMTaTelns (MacnopT, yIOCTOBEPEHUE, | OAUH YUTATEIh 2,0
MOPYUYUTENHCTBO); MpOBEpKa HATUYUs y4EeTHO-
pPErUCTPallMOHHON KapTOYKU YUTATENsl; BblJauya aHKEThI JUIS
3aIlOJIHEHMS TOJIb30BaTEIeM C MOJIPOOHBIM IMOSICHEHUEM I10
3aM0JIHEHUIO MOJIEN
2 |3aroyHEeHUe dbopmymsipa YUTaATEIS, YYETHO- | OJIUH YUTaTETh 2,0
PETUCTPAIIMOHHON KapTOUKH, YUTATEIHCKOTO Onjera
3 |o3HakOMJICHME 4YHuTaTelss C TMpaBWIaMU T[OJH30BAHU | OJUH YHUTATENb 5,0
OuOIMOTEKON,  pacrHojoXkeHueM  (oHJa,  CIPaBOYHBIM
anmapaTtoM, SJIEKTPOHHBIMH pecypcaMu (ayAHMOKHHUTaMH,
yIajJeHHbIMU 0a3aMu JIaHHBIX, AUCKaMH, pumbMorpadueit)
4 |nmoxbopka U paccTaHoBKa Mo andaBuTy haMuiauil ynTaTenel | 0Ha KapTouka 0,26
YUETHO-PETUCTPALIMOHHBIE KAPTOUKU
[Iepeperucrpanus yuTaTenei:
5 |mouck ¢opmysipa (pETUCTPAIMOHHON KAapTOYKU) YHTATENA, | OJUH YATATEIh 12,0
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BHECEHHE U3MEHEHUH B HUX M YUTATEIHLCKUI OHJIET

3anuck (mepepeructpaniusi) yuTarenen B

ABTOMAaTU3WPOBAHHOM PEKUMCE!

6 |Habop Ha KJIaBHAType CBEACHHM O uuTarese: haMuiIus, UMs, | OJMH YATATETh 6,0
OTYECTBO, XapaKTEepPHU3YIOIIHe ero mpu3Haku (oOpa3oBaHue,

CIELUAIBbHOCTb U UHbIE IPU3HAKH), KOJ

7 |KOHTPOJb 32 BO3MOXKHBIM HAJMYUEM JAHHBIX O YHUTATENe, | OJUH YUTATEIb 1,0
3anucaBlIeMcsl B OMOIMOTEKY (paHee 3amMcaH, JIMIIEH IpaBa
MTOJTb30BaHMUS )

8 |odopmieHue koma yMTaTeNs C KOHTPOJBHBIM Pa3psioM M| OAUH YHTATEIb 0,52
CPOKOM TIOJIb30BaHUS YHTATEILCKUM OWJIETOM Ha OCHOBE
BbIJIaHHON MH(OpMauu

9 |BBIBOJ Ha NMPHUHTEP CBEACHUN O 3amUCcaBIIEMCs YHUTaTesle B| OJUH YUTATEINb 1,3
Buje OnaHka, BbIpe3aHHWE OJlaHKa W BKJICHKa €ro B
YUTATEeNbCKUI Onier
Pabora nucneryepckoii CiryxObl:

10 |mpueM yMTaTeNnbCKOro TPeOOBaHUS; MPOBEPKA MPaBUILHOCTH OJTHO 2,0
3arojHeHus TpeOOBaHWs, YTOYHEHHE MeCTa XpaHEHWs| TpeOoBaHHE
JOKYMEHTOB; OTMETKa B JIMCIETYEPCKOM ceTke, mepeaaya
TpeOOBaHMUs B KHUTOXPaHEHUE
Beinonuenue TpeGoBaHUI notpeduTenei, BbIJIa4ya
JOKYMEHTOB M3 OCHOBHOTO KHUTOXPaHCHUSI:

11 |momyueHune TpeOOBaHWS, pPETHCTpaNus, MOAOOpKAa WX TI0 OJTHO 3,0
mmdpam TpeGoBaHue

12 |mouck [AOKyMeHTa, OTMETKa Ha TpeOOBaHUU, KHHUKHOM OJIHO 5,0




dbopmymsipe, TUCIIETYEPCKON CETKE TpeboBaHUE
13 |ycraHOBIEHHE MECTa HAXOXKACHHUS HEHAWICHHOTO JJOKYMEHTA OIHO 7,0
10 CIIPABOYHBIM KapTOTEKaM, KaTajoram TpeboBaHUE
14 |BrpIgaua JIOKyMEHTa u3 orzgeia KHUTOXPAHEHHUSI | OAUH JTOKYMEHT 2,0
MOTPEOUTEN0; OTMETKAa Ha  KHIDKHOM  (OpMYyIspe,
TpeOoBaHUS
15 |mpuHATHE AOKYMEHTa OT MOTPEOUTENs; MOUCK KHUKHOTO | OJUH JIOKYMEHT 3,0
dbopMmyisipa, TpeOOBaHUS; TOTAIIICHHE OTMETKH O BBIJIAYH
Bbigaua  KOMIUIGKTOB ~ JOKYMEHTOB ~ BO  BpPEMEHHOE
MOJIb30BaHUE MTOAPA3ACICHUSIM OUOIMOTEKU:
16 | odopmiieHue 3as1BKU Ha KOMIUIEKT  JIOKYMEHTOB, | OJHA 3asiBKa 5,0
nepelaBaeMblii B CTPYKTYPHOE TIOIpa3aeiicHUuE
17 |moxpGop MOKYMEHTOB B KOMIUICKTHI; HANMCaHWE BTOPOTO | OAMH JOKYMEHT 40,0
AK3EMILISIpa KHIDKHOTO (hopMyIisipa (MHIUKATOPA)
Bbigaua KOMIUIEKTOB JOKYMEHTOB, OTMETKa Ha KHIKHOM | OJIUH JOKYMEHT
¢dopmynsape  (MHAMKATOpe)  JaThl  BbIJA4YM,  JaHHBIX
MO/Ipa3IeNIeHus, TIOTYYaIOIero KOMILIEKT
KomdecTBo TOKyMEHTOB B KOMIUICKTE:
18 |25 6,8
19 |50 13,5
20 1200 108,0

[TonyyeHne KOMILJIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX
MIO/Ipa3IeJICHUN; MIOUCK KHHUYKHOTO bopmysipa

OAUH KOMIIJICKT




(MHAMKATOpA), OTAIIEHUE OTMETKH O BBIJIa4e, BJIOKEHUE €T0
B JIOKYMEHT

KommuectBo JOKYMEHTOB B KOMIIJICKTE:

21 |25 6,8

22 |50 13,5

23 1200 108
OO6cnmykuBaHUE YUTATENICH B YUTAILHOM 3aJIe:

24 |mpoBelieHHE KOHCYNbTalMid, Oecel C YWTaTeNIMH Y OJIHA 10,0
KaTajoroB, KapTOTEK, KHWXHBIX MOJIOK; HH(MOPMHUPOBAHUE | KOHCYIbTAIIHS
yuTaTeJIe 0 HOBBIX MOCTYIUICHUSIX, O paboTe 3JIEKTPOHHOTO
Karajora, CTaHIIMK CaMOOOCITy)XHBaHHs, O pabore ¢
ANIEKTPOHHBIMU pecypcamMH yHIaJeHHbIX 0a3 JaHHBIX, O
BO3MOXXHOCTSIX paboThl B JIMYHOM KaOWHETe Ha caiite
OMOJIMOTEKH, O MOJIL30BAaHMHU JETCKOH KOMHATOM
[TonGop nOKyMEHTOB B MOJACOOHOM (DOHAE YMTATHLHOTO 3ajia, | OUH JOKYMEHT
nepeaayda Ha Kageapy BbIAaun:

25 | 1o TpeOOBaHUIO YUTATEIS 3,0

26 |1mo yCcTHOMY 3ampocy 3,0

27 | 1o ompeaeneHHol TeMe 3,5

[Ton6op AOKYyMEHTOB MO y4eOHOM ImporpaMMe Ha OCHOBAHUHU
MakeTa KOMIUJIEKTa JTOKYMEHTOB, BbIIABa€MbIX CTYyJEHTaM,
noaoop y4yeOHUKOB MO (hakynbTeTaM, Kypcam, TpyImam;
CBEpKa KHWXHBIX (OPMYISIpOB C Ha3BaHUEM KHHUT,
MHBEHTapHBIMU HOMEPAMHU

OJWH KOMIIJICKT




KommuectBo JOKYMEHTOB B KOMIIJICKTE:

28

10

4,0

29

20

8,0

30

40

16,0

31

BbIJ]aya JOKYMEHTAa: CBEPKa BBIIABAEMOT0 JIOKYMEHTa C
YUTATEIbCKUM TpeOOBaHHEM; MPOBEpKA HATUYMS CTPAHMII,
BHECCHHE  3allUCM  HAa  YUTATEJIbCKOM  TpeOOBaHUU
(KOHTPOJILHOM JIMCTKE), BIIOKEHHWE B YHMTATEIbCKUN OWIIET;
paccTaHOBKA, OTMETKA KHUTOBBIIAYN

OIWH JOKYMCHT

2,0

Brimauga JOKYMCHTOB: CBCpKa BbIJaBACMOI'0 JOKYMCHTa C
YUTATCIbCKUM Tpe6OBaHI/IeM; IMPOBCPKa HAJIW4YMA CTPAHMHII,
CKaHHupOBaThb YUTaTCIbCKHUI 6PIJI€T; CKaHHUpOBaTh
BbIAABaC€MbIC KHHUI'M, OTMCTKa KHHI'OBblAa4YH, OTMCTKaA
CTaTUCTHUKH ITOCCIIACMOCTH

32

NPUHATHE JIOKYMEHTa: CBepka €ro ¢ TpeboBaHHEM
(KOHTPOJIBHBIM ~ JIMCTKOM),  TpOBEpKa  COXPaHHOCTHU
JIOKYMEHTA, HaJIM4UsI CTPaHMIl, BHECEHUE OTMETKHU O MTpHUEMeE

OIVH JOKYMCHT

2,0

33

MOJIYYCHHUEC OOKYMCHTA, 3dKAa3aHHOI'O0 YUTATCIEM B OTACIC
KHUT'OXPAHCHUA

OIVH JOKYMCHT

0,5

34

nepeaadya MAOKYMEHTaA, CIHAHHOI'0O 4YHUTATCJIEM, B OTACHI
KHUT'OXPAHCHUA

OIWH JOKYMCHT

1,0

OT60p " nepcaavda 10KyMCHTOB Ha KOIIMPOBAHUC!

35

0oTOOp JOKYMEHTOB (OTAENbHBIX CTaTed) A MepeJadyd Ha
MUKPO(QUIbMUPOBAHHUE U KOTUPOBAHUE

OJIUH IOKYMEHT

5,0




36

MOJIrOTOBKA JOKYMEHTOB K KOIMPOBAHUIO, O(OpMIIEHHE
3aKasa, perucTpanus B y4eTHBIX popMax

OJIUH IOKYMEHT

3,0

37

MoJyueHrue MUKpO(HUIbMa U KOMHH, TPOBEPKA MPABHIIBHOCTH
BBITIOJIHEHUS 3aKa3a

OJIHH 3aKa3

5,0

OOcnyKMBaHUE YATATENICH HA ADOHEMEHTE:

38

moA0Op TOKYMEHTOB sl PEKOMEH/IAIIMH YATATEIISIM

OIWH JOKYMCHT

5,0

Bbigaua  JOKYMEHTOB — YHMTATENIO, TIOUCK  Qopmyssipa
YyuTaTeNs, yKa3aHWE CpOKa BO3BpaTa, IMPOBEpKA HaJIHYMS
CTpaHull; 00CITyKHBaHHUE

OIWH JOKYMCHT

Brimauga JOKYMCHTOB: CBCpKa BbIJaBACMOI'0 JOKYMCHTa C
YUTATCIbCKUM Tpe6OBaHI/IeM; IIpOBCpKa HAJINYUA CTPAHUIIL,
CKaHHUPOBAHUC YUTATCIBbCKOI'O 6I/IJIeTa; CKaHHMPOBAHUC
BBIJIaBaeMOM KHUTH, pacCli€daTKa KOHTPOJIbBHOI'O JIMCTKa C
YKazaHHuEeM CpOKa BO3BpaTa MW CIHUCKa BBIJAHHBIX KHHI,
OTMCTKA KHUT'OBbILJa4YH, OTMCTKa CTATUCTUKHU ITOCCIIACMOCTH

39

B3POCIBIX

2,7

40

nereu

3,2

41

nmpoBeficHUE Oecenpl ¢ 4YuTaTesneM, HHPOPMHUPOBAHUE O
HOBBIX MOCTYTLIICHUSIX

OIHWH YUTaTCJIb

5,0

[TonyyeHue NOKyMEHTa OT 4YMTATENsl; BHECEHHUE OTMETKH O
npreMe, MpoBepKa HAMYUS CTPAHMII, BIIOKEHHE KHUYKHOTO
bopmysipa; 00CcTyKUBaHHE:

OJIUH IOKYMEHT

42

B3POCIBIX

1,8

43

nereu

5,0




44

IIPOJUIEHUE CpOKa II0Jb30BAaHUS  JOKYMEHTOM; IIOHUCK
dbopMynspa uyMTaTens; BHECEHHWE OTMETKH O MPOJUICHUU
CPOKa I10JIb30BaHUs

OJUH
bopmynsp

3,0




[Ipumevanue: K HOpMaM BpeMEHH NMPUMEHSIOTCS MOBBIIIAIOIINE KO (DUITCHTHI:

- Ipy 00CITy’)KMBAaHUHU YUTaTeNIeld KHHOPOTOHOHOTOKYMEHTaMH - 1,2;

- Ipu 00CITY’)KNUBaHUH YUTATEJICH HOTHBIMH, KapTOTpapuueCKUMH, n3on3aanusmu - 1,15;

- IpU 0OCITY’)KMBAaHUM YUTATEJIeH ClIeUaIbHBIMU BUIaMU HAYyYHO-TEXHUYECKOH JINTepaTypbl U JOKyMeHTanuu - 1,1;
- Ipu paboTe ¢ JOKYMEHTaMHU Ha HHOCTPaHHBIX sA3bIKax - 1,15.

4.5.2. Buytpennsis padota

Tabnuma 71
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
/i WU3MEpCHUs BpPEMCHH,
MHH.
1 2 3 4

IloaroToBka K BeIIade:

1 |paccraHoBka (opMyssIpoB yuTaTeNel (110 CpoKam, HOMEpaM, OJINH 1,0
andasury) bopmyIsap

2 |paccTaHOBKa CHAHHBIX JIOKYMEHTOB B (DOH/IE OTKPHITOTO | OUH JOKYMEHT 2,0
J0CTyIa

3 |paccTaHOBKa CHAHHBIX JOKYMEHTOB B (DOHJE OCHOBHOTO | OAMH JOKYMEHT 3,0
XpaHEHHS

4 |mojaBeneHWE UTOTOB PaOOTHI 3a MPOIIEIIINIA IeHb, BHECEHUE | €XKETHEBHO 15,0

3alliCU B THCBHUK

5 HO,Z[60p JAOKYMCHTOB 10 NpeaABApUTCIIbHBIM  3dKa3aM | OJUH JOKYMCHT 3,0
qUTaTeNeH M IIaHaM YTCHUS




6 |mpocMOTp HOBBIX TMOCTYIJICHHH s  pEKOMEHIAIMH | OIUH JOKYMEHT 2,0
YUTATEIISIM

7 |mpOCMOTp M TIONOJHEHHWE KHW)KHBIX BBICTABOK, SIIHMKOB |OJUH JOKYMEHT 3,0
CBOOOJHOTO BBIOOpAa KHUT, TEMAaTHYECKHX TIOJOK U
CTeJUIaXKen

8 |moaroroBka pabodero mecra €)KEJIHEBHO 10,0
PaGora ¢ popmynsipoM unrarens:

9 |ananmu3 opmynspoB uyuTaTenel, BBIIBICHHE YHMTATEIbCKUX OJIUH 4,3
WHTEPECOB opmyusip

10 |cocraBneHne KapTOYKW JUIsI KAPTOTEKHM YHUTATENBCKHX | OJJHA KAPTOUKA 0,86
MHTEPECOB; COCTABICHUE CIHMCKA YUTATEIbCKUX MHTEPECOB -
1 3amnuch

11 |3ammce B Qopmynsipax (MHBIX JOKYMEHTax) O pe3yiabTaTrax | OJiHa 3aluch 3,6
aHallM3a YTeHHs 32 ONPE/ICIICHHbIIN eprol

12 |3anuce B JHEBHHKEe OWOMMOTEKaps O NWHAMUKE YTEHHUS U | OJ(HA 3aMHUCh 9,2
MHTEpecax yuTaTess (TpyIIbl YyuTaTenei)
PaGora ¢ uwuratensmu, HE BO3BPATUBIIMMHU JIOKYMEHTHI B
CpOK:

13 |mpocmotrp u  otbop  (dopMynsSpoB  UHTaTeNed, He OJIMH 1,0
BO3BPATHUBIINX JOKYMEHTHI B CPOK bopmyIsap

14 |nanucanue OTKPBITOK-HAIIOMUHAHUM 0 BO3Bpare OJIMH 6,0
JOKYMEHTOB; OTMETKA JaThl HAIIOMUHAHUS Ha (popmyIsipe hopmyIsip

15 |omnogemenue (o tenedoHy, AIEKTPOHHON MOUTE) YUTATENs, OJIMH 50

HC BO3BpPATHUBHICTO JOKYMCHTBI B CpPOK; OTMCTKa JaThbl

bopmynsp




HAaNOMHMHAHUA B (hopMyIispe

KonTpons 3a cpokamMum  BO3BpaTa  JIOKYMEHTOB B
aBTOMaTU3UPOBAHHOM PEKUME:

16

BBIBOJ Ha IPUHTEP IO YCIOBHSIM CIIHCKa YHTaTelIed W
a00HEHTOB-3a10JKHUKOB

OJHa 3aIIiChb

0,16

17

COCTaBJICHHUEC CITMCKa 3aJ0JIKHHUKOB

OJIHa 3aI1iucChb

0,16

18

pacmeyaTka Ha @pPUHTEPE HAOMUHAHUS a0OHEHTaM U
yuTaTeNIIM O CpOKEe BO3Bpara (ajpec, Ha3BaHUS B3ATHIX
JIOKYMEHTOB)

OJIHa 3aI1icChb

2,2

19

U3bATHE M3  0asbl JaHHBIX CBGI[CHPIIZ O 3aHATOCTH
BO3BpPAIICHHBIX JOKYMCHTOB

OJIHa 3aI1ucChb

0,4

O(bOpMJ'IeHI/IC ITOUCKA 3aJ0JDKHUKOB 4E€PE3 CYI:

20

CHATHE KomHuH ¢ (Qopmymsipa yuTaTels; YTOUYHEHHE aBTOpa,
Ha3BaHWA, HWHBCHTAPHOI'0O HOMCpaA, LOCHY JOKYMCHTA, HC
BO3BPAILIEHHOTO B CpPOK; MEPEUUCICHUE TOCIOUUIMHBI 3a
oopMIieHHEe MCTIOJHUTEIBHBIX HAAMKUCEH; mepeaava jenna B

cyn

OIWH JOKYMCHT

2,7

21

nojiyueHue M oQopmiieHHe JOKYMEHTOB W3 HOTapHaJbHOM
KOHTOPBI (IIPOCTaBJICHHE HOMEpA PacdyeTHOro cueTa, HOMeEp
MCIIOJTHUTENILHOM HAJITUCH)

OIVH JOKYMCHT

2,7

22

COCTAaBJIEHHE AaKTa Ha OIUIaTy 4Yepe3 Cyld YTEepsHHBIX
JOKYMEHTOB (IIPUIIOKEHUE K aKTy - (opMyIIsip yuTaTesns)

OIWH JOKYMCHT

2,7

IIprieM TOKyMEHTOB B3aMEH yTE€PSHHBIX:

23

ITIOHUCK YUTATCIIbCKOI'O (bopMyﬂﬂpa; BHCCCHHC

OIWH JOKYMCHT

10,0




COOTBETCTBYIOIIEH 3anucu B (popMyIisip, TETpaab yueTa KHUT,
MPUHSATHIX B3aMEH YTEPSIHHBIX

24 | mpocMOTp AOKYMEHTa, NMPEJIaraeéMoro B3aMeH YTePSHHOTO | OAMH JOKYMEHT 2,0
Pabora ¢ oTkasamu:
25 |yuer u wiaccuukanms OTKAa30B: OTMETKAa Ha JIMCTKE OJTHO 1,6
YUTATEIHCKOTO TPEOOBAHUS IPUUNHY OTKa3a TpeboBaHue
26 |paccTaHOBKAa 4YHTATEIbCKUX TpPeOOBaHMH B  KapTOTEKY OJTHO 0,32
"Hey0BIIETBOPEHHBIH crpoc” TpeboBaHUE
27 |aHamu3 OTKA30B, COCTABIICHUE CBOJIKM OTKAa30B B OTPACICBOM | OJWH OTKa3 1,0
pa3pese (MO mpUYMHAM OTKa3a M MepaM WX JUKBHIAIUU U
MIPEIYIPEeKACHUA)
28 |cocraBiieHue oubnrorpaduueckoro ONMCaHUs Ha OJIHO 2,0
JOKYMEHTBI, HMEIollue HauOoJjblllee YHUCIO OTKa30B, U | Oubnuorpadpuy
nepenavya KapTOUKH B OT/AET KOMIUIEKTOBAHUS ecKoe
OITHCAHNE
4.5.3. BaecranroHapHoe 00CITy)KUBaHUE
N HanmenoBanwme mporiecca, oneparuu. CoctaB padoThI Enuanmna Hopwma
n/m U3MEpeHUs BpEMEHH,
MHH.
1 2 3 4

Opranuzanus OUOIMOTEYHBIX IYHKTOB, IEPEABHIKHBIX
OUOJINOTEK:

Tabmuua 72



1 |3axnroueHue JIOTOBOPA MEXITY OnoOIMOTEKOM W | OJHH JIOTOBOP 270,0
OpraHm3alei, rae Oyzner OCYIIECTBISATHCS
BHECTAI[MOHAPHOE 00CTYKUBAHUE

2 |ohopmienue Gpopmyspa OMOIMOTEUHOTO MTyHKTA OJINH 13,5

(opmysip

3 |odopmnenue ManKu C JOKYMEHTaMu (moroBop,| OJIHA Marka 13,5
JOBEpEHHOCTh  HA  MOJIyYCHHWE  KHHT,  (HOPMYJISIPOB
OMOIMOTEYHOTO TyHKTA, OTUYETOB)

4 |cocTaBlieHHE CXEMbI pa3MellleHuss OMOTMOTEYHBIX IYHKTOB| OJHA cXeMma 126,0
Ha TEPPUTOPHUH TOPOJIa, palioHa

5 |cocraBnenue rpaduka oOMeHa JOKYMEHTOB, HAXOMSIIUXCS B| OJUH Tpaduk 18,0
OMOIMOTEUYHBIX MYHKTaX, IEPEIBUKHBIX ONOIHOTeKaX

6 |cocraBienue IJIaHa METOINYECKON IIOMOIIM | OJUH ILIaHa 46,0
OnOIMOTEKAPAM-0011IeCTBEHHUKAM

7 |odopmiieHre OOBSBICHUS O JHAX © Yacax padoOThI OJTHO 12,0
OUOINOTEYHOT O IMyHKTA, IepeABUKHON OUOINOTEKH 00bsIBIICHUE
[TonGop KOMIIIEKTOB MJOKYMEHTOB JJisi OHUOIMOTEYHOTO
MyHKTa, IepeIBUKHON OMOINOTEKN
[TonGopka KOMITJIEKTa TOKYMEHTOB OJMH KOMILIEKT
KonndecTBo TOKyMEHTOB B KOMIUIEKTE:

8 |10 15,0

9 130 45,0

10 100 148,5




11 |Bpigaya AOKyMeHTa B OHONHMOTEYHBIM IYHKT, OTMETKAa B |OJMH JOKYMEHT 2,0
KHIDKHOM (pOopMyJIsipe JaThl BbIIAYH, HOMEpa yHKTa
12 |3anuce B GopMyssip OMOIMOTEUHOrO IYHKTA JAaThl BBIJAYM | OJIHA 3aIHCh 1,0
JOKYMEHTOB, KOJIMYECTBA BBIJAHHBIX W BO3BPAIICHHBIX B
CTallMOHApP JOKYMEHTOB
13 |paccTaHoBKa KHUXHBIX (OPMYISPOB B KApPTOTEKY 3a | OJUH KHUKHBIN 0,4
pa3fenuTeseM CUTIIbI OMOTMOTEYHOTO TYHKTA, TIEPEIBUKHON | popmMyIisip
O6ubIMOTEeKH, BHYTPH MO aipaBUTy paMIIIN aBTOPOB
14 | mpuem JIOKYMEHTOB u3 OHOJIMOTEYHOTO MYHKTA, | OIMH JOKYMEHT 1,6
NEpEeIBUKHOM OMONMOTEKU: MPOCTABIEHUE OTMETKH O
npreme, BIOKeHUue PopMymsipa B TOKyMEHT
4.6. O6cmyxuBaHue o Mexxouodanoreunomy abonementy (MBA)
N Haumenosanue nporiecca, onepanun. CoctaB paboThI Enunnuna Hopma
n/m HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4
O6cnyxuBanue yntateneit oudamnorexu no MBA:
1 |peructparus uutatens, nmoias3yromerocs MbBA OJIUH YUTATENh 1,35
2 |3amoiHeHue OnaHka-3akasa, MPOCTABJICHHE | OJIUH 3aKa3 2,2
PETHCTPAIIMOHHOTO HOMEPA, AaThI
3 |yToyHEeHHME yKa3aHHBIX UYWTATENIEM CBEJCHHWHM O 3aKa3aHHOM | OJWMH 3aKa3 1,6

AOKYMCHTC, LCJIU 3alpoCa, UCTOYHUKE, OTKYyJa ITOJYUCHBI

Tabauua 73



CBCIACHU

bubmuorpaduueckas ~ mopaboTka  3akaza;  yTOYHEHHE
OoubnrorpaduUecKuX CBEICHHM:

I10 CIIPABOYHBIM U3 AdHUAM

27,0

IIpH 1IOMOIIHU aBTOMATU3UPOBAHHBIX CPCACTB

0,22

OpoBepKa  HAJWYMS  3alpalldiBacMoOro  JOKyMEHTa B
OuOIMOTEeKax ropojaa, O0JACTH, PErHOHa, B TOM YHCIE TIO
CBOJHBIM KaTajioram

OJIMH JOKYMEHT

10,2

HarpaBjieHue OJlaHKa-3aKka3a C MPOCTABICHHOH OTMETKOM
(mremnenem) "B ropome  Her" B OTpacieBOH,
YHUBEPCAIbHBIA LIEHTp WM B Oubimoreky (opran

nH(OPMAIINN) 110 TAaHHBIM CBOJIHBIX KaTaJOrOB

OIHH 3aKa3

0,27

3amuch CBEAGHMM O HampaBieHuu 3akaza 1o MBA
(HanMeHoBaHUE OMONMHMOTEKH, JaTa) Ha 0OOPOTHOW CTOpPOHE
OslaHKa 3aKa3a

OJIHa 3aI1icChb

1,4

nmomenieHue OmaHka-3akaza B "KaproTeky 3ampocoB
gutarenel no MBA" 3a paspenuteneM "3anpocsl mo MBA,
HalpaBJIEHHbIE B pyrue 6uoamuorexku"

OJTHO
TpeGoBaHue

0,32

10

npHeM JTOKYMEHTOB, MpuciaHHbiXx Mo MDBA; pacnedarka
OaHaepoM, MPOBEPKA COCTOSHUSA JIOKYMEHTOB, OTMETKa
JaThl TOJMYYeHHWs] W Ha3BaHUsA OWOIMOTEKH, BBICTABIICH
JIOKYMEHTBI, WHBEHTAPHOTO HOMEpa, CpOKa IO0JIh30BaHUS,
pa3MecTuTh OJlaHK-3aKa3 U3 pasjiena KapTOTeKHu "3ampochk 1Mo
MFBA, HanpasieHHble B Jpyrue OuOIuoTeKku" B pazjien
"[Tonyuennsie no MBA uznanus"

OIWH JOKYMCHT

3,8

11

OIMMOBCHICHUC  YUTATCIIA O  IMOJYYCHHH  3alpOLICHHOI'O

OJHO

1,35




AOKYMCHTA U CPOKE I10JIb30BaAHUA UM

HU3BCIICHUC

12

BbIIaYa YHUTATENI0 TONy4eHHBIX 1o MBA 1noKkymMeHTOB B
YUTAITHHOM 3alie (B CIY)KEOHOM IOMENICHUN OMOIUOTEKH);
CBEpKa BBIIaBAEMOr0 JIOKyMEHTa ¢ OJaHKOM-3aKa3oM,
NpOBEpKAa HAJIWYMS CTPAHHWIl W COCTOSHHE JOKYMCHTA,
OTMETKA BBIIAYH

OIWH JOKYMCHT

1,0

13

IpUEeM JIOKYMEHTa OT YWTATENII B YUTAIBHOM 3ajie; CBEpKa
JOKYMEHTa C 4acThlo OJaHKa-3aKa3a, MPOBEPKa COXPAHHOCTH
JOKYMEHTa, OTMETKa O TpUeMe, IMOMEIICHUE JOKYMEHTa B
CIEIUAIBHO BBIICICHHOE MECTO (3aKPBITHIH mmKad)

OIWH JOKYMCHT

0,5

14

U3BJICUCHHE OJlaHKa-3aKa3a U3 KapTOTEKH, 3aIUCh CBEICHHI
00 oTmpaBke W3AaHUA  (mata, HOMEpP  IIOYTOBOTO
OTIIpaBJICHMSI);  IEPECTaHOBKA  JUCTKA U3  pasfena
"[lonyuennsie o MBA u3nanus" B pasnen "Bo3BpamieHnas
auteparypa'

OJTMH JINCTOK
TpeOOBaHUS

1,0

15

MOJIrOTOBKA K OTIpaBKe JIOKYMEHTOB B OHOIHMOTEKY-
doHmoaepxKaTenb  3aKa3HOM  OaHIEpOJbIO;  YHAKOBKa
OaH/IepoiIH, B3BELIMBAHUE €€, HAKJIEUBAaHUE MAPKH (€CIIH HeT
[EHTPATN30BAaHHON OIUIAThI IIEPECHIIKH), HAIMCaHNE a/Ipeca,
COCTaBJICHHE OMUCHU

OIWH JOKYMCHT

3,6

16

pabota c oOTKazaMu; MpPU TOIYy4YEHUHU OT OUOIHOTEKHU-
dbongonepkaTeNns U3BEUIEHUs 00 OTKa3e WIM 3aJepiKKe
BBITIOTHEHUS 3ampoca: HW3BIEUCHHUE W3 KapTOTeKu OaHKa-
3aKa3a, yKa3aHHWe MPUYMHBI W JAaThl OTKa3a Ha OOOPOTHOM
CTOpPOHE, IepecTaHOBKa M3 pasaena "3ampocel no MBA,
HalpaBJieHHbIE B Apyrue omommuoteku" B pasaen "OTkas3sl 1O
MEBA"

OJWH OTKa3

1,03

17

COO6H.ICHI/IC B OTHACII 06CJ'Iy)KI/IBaHI/I$I O MOJIY4YCHHU OTKa3a

OJWH OTKa3

1,35




(mara, mpu4HnHa)

O6cnyxxuBanue aboHeHTOB M0 MBA

IIpuem 3axa3os:

18

Opu OTCYTCTBMM HOMepa aboHeHTa Ha OJaHKe-3aKas3e
HpOBEpKa M0 KapTOTeKe aDOHEHTOB, aDOHUPYETCS JIN JaHHAsS
OpraHu3anus

OJIMH OTKa3

1,0

19

opraHusanus. aOOHUpYETCS: IPOCTAaBIEHUE HOMEpa Ha
OnmaHke-3aka3e, CBEpKa ajpeca, Ha3BaHWUsS OpraHHU3aIUH,
dbamuum oTBeTCTBeHHOTO 10 MBA, BHECCHHE U3MEHECHUN B
KapTOYKHU

OJIVH OTKa3

3,6

20

nepBUYHOE oOpamieHue aboHEeHTa B  TEKYyLIEM TOAdYy:
MIPOCTABJICHHE B KAPTOUKE I'0Jl 0OpaIlleHUs, TaTy

OJHH OTKa3

3,6

21

opopmienue  aboHeHTa  (OpraHu3amus  paHee  HE
aboHUPOBAJIACh): IPUCBOCHUE abOHEHTY HOMEDA,
3arloJIHEHNE KapTOuKW perucrtpanuu aboneHtra MBA wu
paznenurens (popmynsip), ykazaHHE MOJTHOTO HAUMEHOBAHUS
OMOIMOTEKHU, TOYTOBOrO ajpeca, Ttenedona, damwmmmm,
MMEHH, OTYECTBA OTBETCTBEHHOTO JIMIIA, JAThl OTKPBITUS U
HOMepa abOHEeHTa

OJIH a0OHEHT

5,0

22

pacCTaHOBKa PErUCTPAIUOHHBIX KAPTOUCK B KAPTOTCKY

0JIHa KapTO4Ka

0,32

23

opopmiieHne W3BelIeHUS i a0OHEHTa (CTaHAapTHOE
u3BenieHne 00  OTKpHITUM  a0OHEMEHTa);  3ampoc
HEJOCTAIONINX CBEJCHHUM ISl KAPTOTEKU TUIIOBBIM MMHCHMOM

OJIHO
H3BEIICHUE

1,6

24

IpoOBEpKa  MPAaBUIBHOCTH  3allOJHEHHMA  OJlaHKa-3aKasa,
3aJI0JDKEHHOCTH abOHEHTa, MpocTaBiieHue Ha obopote 1-i
yacTd OnaHka-3aka3a (CTp. 2) CBOEro HITeMMeNs M JaThbl

OJIuH OJaHK-
3aKa3

3,8




nmonmydeHus: 3akaza B pyoOpuke "CiykeOHbIE OTMETKH
Ooubnuorekaps" TmpH BBIIOJHEHHMM | TepeHANpaBlICHUH
3aKa3a B CTpoke "paiioH, ropon"

25

neperaya Ha Y4acTOK padoThl C OTKa3aMH HENPaBUIILHO
0(OpMIIEHHBIX 3aKa30B U 3aKa30B aOOHEHTOB-33/10JKHUKOB

0oJIUH OJaHK

0,43

26

mudpoBKa 3aka30B a0OOHEHTOB; MOJ0OpKa OJaHKOB-3aKa30B
1o andaBUTy, TPOBEPKA HATHYHUS JOKYMEHTA 10 KATaJIOTy

oIvH OJaHK

2,7

27

moATOTOBKAa MOOKYMCHTA K BbIJA4YC:! CBCpKa IOOKYMCHTA C
OJaHKOM-3aKa30M, TPOBEPKa HATUYHS CTPAHUI] U COCTOSHUS
JTOKYMEHTa, TIPOCTaBIICHHE Ha OjaHke-3akaze mmdpa
JIOKyMEHTa, yKa3aHWe WHBEHTApHOIO HOMepa, KOJIMYEeCcTBa
AOKYMCHTOB, [JaTbl BbIAa4MW, IIPOCTABJICHUC MITCMIICIIA
OMOMMOTEKH C Ha3BaHHEM M IMOYTOBBIM aJpPECOM, yKa3aHUE
CpOKa BO3Bpara, IpOCTaBIeHHEe HoMepa OaHIepOII BHU3Y

OIWH JOKYMCHT

1,4

28

IMOCTAaHOBKa 3adKa3a Ha O4YcpCab (B CIydyac 3aHATOCTH
I/I3,[[aHI/I$I); OTIIpaBKa N3BCILICHUA a6OHCHTy

OJIMH 3aKa3

1,6

29

nepefaya U3JaHMA Ha KONHUpOBaHME (IpU 3aka3e Ha
(GbparMeHT U3JaHUs: CTaThs U3 KypHaa, COOpHUKA)

OJIMH 3aKa3

2,7

30

OTIIpaBKa JOKYMEHTOB a0OHEHTaM: YIaKoBKa OaHIepoiH,
B3BEIIMBaHME, HAKJIEHBAaHUE MapKW, HalMCaHUe aJpeca,
COCTaBJICHHE OIUCU

OIVH JOKYMCHT

2,5

31

paccraHoBKa OJaHKOB-3aka30B (1-s 4acTh) Ha BbIAAHHbBIE
JOKYMEHTOB (BBICIaHHbIE) B KapTOTEKY OOCITYKHUBaHHS
aboHeHTOoB B pasnen "Brinannsie mo MBA u3znanus"

OIVH JOKYMCHT

0,32

32

oubnuorpaduueckas A0pabOTKa HEBBITOIHEHHBIX 3aKa30B;
YTOUHEHHE OMOIMOTpaPUIECKUX CBEICHHH IO CIPaBOYHBIM

OIWH JOKYMCHT

3,2




HU3JaHUAM

33

BBISIBJICHHE HAIWYMs ~ 3allpalliiBaeMoro JOKyMEHTa B
OMOIMOTEKAaX TOPO/Ia, PETHOHA

OIWH JOKYMCHT

10,2

34

obpopmiieHHE 3aKa3a K [ICPCHANPABICHHIO B Jpyrue
OubnuoTeku; ykazaHue Ha OOOPOTHOHM CTOpPOHE MPHUYUHBI U
JaThl  IEpCHANpPAaBICHHs, OTMETKH O IPOBEpKE IO
CIIpaBOYHbBIM U3JaHusAM, CHUTJIbI OnOIHnoTEK-
(boHmoaCepIKATENCH IO CBOJJHOMY KATAJIOTy

OJIHH 3aKa3

2,7

35

OTHpaBKa a0OHEHTY W3BEIIECHHS O MePEeHaNpaBICHUH 3a1poca
C YKa3aHHeM OMOJIMOTEKH, B KOTOPYIO OH HaIlpaBJIeH

OJIHO
HU3BElIECHUE

1,6

36

perucTpanms 0TKa3a B y4eTHBIX (OopMax; OTIpaBKa aOOHEHTY
OnaHKa-3aKa3a B Cllyyae HEBO3MOXKHOCTU BBIIIOJHEHHUS C
OTMETKOH O IIPUUYMHE 0TKa3a B COOTBETCTBYIOLIEH pyOpHKe

OJIVH OTKa3

3,6

37

IIPUEM JIOKYMEHTA, BO3BPAILlEHHOIO0 a0OHEHTOM; IOJIy4E€HUE
Ha T[lo4YTe, pacredyarka OaHIepOSiM, IMPOBEPKA COCTOSHHS
JOKYMEHTa, W3BJIeYeHUE OJlaHKa-3aKka3a M3 KapTOTEKU
o0ciy>)KuBaHHsl a0OHEHTOB, yKa3aHHE Ha HEM JaThl BO3BpaTa
JOKyMEHTa, MEepecTaHOBKa OJlaHKa-3aka3a B  pasfeln
"Bo3Bpaniennast auteparypa’

OIVH JOKYMCHT

3,2

38

KOHTPOJIb 3a CpOKaMHU ITOJIb30BAHUA JOKYMCHTOB, BbIABJIICHHUC
AOJDKHUKOB, HAIIPABJICHUC HAIIOMUHAHUH

OIWH JOKYMCHT

1,6

Brimonaenue padot B AC:

39

dbopmupoBanue 6a3pl  JaHHBIX 00  aboHEHTaXx IO
COOTBETCTByIOIIECH (opme, BBoa HHGOPMAIUK O HOBOM
aboHEeHTe

OJIUH a0OHEHT

5,4

40

MOWCK B 0a3e JMaHHBIX CBeACHH 00 aOOHHpPOBAHHUH

OJIUH a0OHEHT

3,6




opraHu3alrn, BHCCCHHUC H3MEHEHHI

41 |BBOJ MHQOPMAIMH O TIPUEME 3aKa30B OT A00OHEHTOB oIrH a0OHEHT 0,27
42 |BBON MH(pOpMAIMK O TEpEHANpaBICHUU 3aKa3a, BHIBOJ Ha| OJUH a0OOHEHT 1,6
MIPUHTEP U3BEIIECHHUS O TICpECHAIPABICHUH 3aKa3a
43 |BBOJ aHHBIX O IMOCTAHOBKE 3aKa3a Ha odepeib; COoOIIeHre | OaMH aOOHEHT 1,6
abOHEHTY
44 | peructpanus BBEIJIAHHBIX a0OHEHTY JOKYMEHTOB, | OJTUH JIOKYMEHT 2,7
MIPOCTABJICHHE CPOKA BO3BpATa
45 | ynaneHue U3 MacCHMBa JaHHBIX O BO3BPAILIEHHOM JOKYMEHTE | OJIMH JOKYMEHT 0,16
46 | KOHTpPOJb 32 CPOKAMH BO3BpaTa JOKYMEHTA: IMOUCK U OTOOp | OAMH aOOHEHT 2,7
JAHHBIX B MaMSATH MAIUHBI O 33/I0JDKHUKAX, BRIBOJ HYKHOM
nH(pOpMalLIUY Ha PUHTEP, pacleyaTKa CIUCKOB C YKa3aHHEM
azpeca aboHEHTa
4.7. MaccoBas pabota
N Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
/1 HU3MEepeHus BpPEMEHH,
MHH.
1 2 3 4
[ToaroToBKa MacCOBBIX MEPOTIPUSTHI
OnpeseieHre TeMbI, COCTaBa ayJTUTOPUHU, OTBETCTBEHHOTO 32 OIHO
MEpPOMPHUATHE B IIEIOM, COCTaBIIEHUE IIJlaHA MOATOTOBKH | MEPOIMPHUSATHE

Tabnuua 74



MEpPOIPUATHS, BOMPOCOB ISl OOCYKIEHUS, NpUIIalllCHUE
KOHCYJBTaHTOB, JIEKTOPOB, MOJAOOPKA JOKYMEHTOB IO TEME
MEpONPUSTHS;  OpraHu3alMs  BBICTABKM  JINTEPATYpHI,
aIb00MOB; OIOBEIIEHUE YHUTATENCH O MEpONPHUATHU HYepe3
adumm, nyOIMKalMUd B IEYaTH, MO Paauo, TEJIEBUACHHUIO,
yepe3 3JIEKTPOHHYIO PAaCChUIKY; BBISIBICHUE BBICTYIAKOLIUX;
nevyatb M PacHpoCTpaHEHUE TMPUIIIACUTENbHBIX OWIIETOB,
W3rOTOBJICHUE PEKBU3UTOB, KYKOJI, JIEKOpaluid, KOCTIOMOB;
MOATOTOBKA MOMEILEHHUS; IPOBEJICHUE COBEIAHUS 10 UTOraM
MOATOTOBKH ¥ TIPOBEIACHHS MEPONPHITHIA, O(OPMIICHHE
MPOTOKONIA, COCTaBJIC€HHE M  OMyOJUKOBAaHHUE  HUTOTOB
MPOBEJICHHBIX MEPOIIPUATHI:

1 |gurarenbckas KOHpEPEHIHS 4900,0
2 |nuTepaTypHO-XYAOXKECTBEHHBI Beuyep, BEUYEp OTPACIEBOM 3340,0
KHUTH, JTUCIYT
3 |Bedep BOIMPOCOB M OTBETOB, YCTHBIN KypHAI 2600,0
4 | kmy0 1Mo uHTEpecam 2600,0
5 |merckuii yTpeHHUK 3900,0
6 |BUKTOpPHHA, KOHKYPC, HTPA-TTyTEIIECTBUE 3900,0
7 | BBICTaBKH JICTCKOT'O TBOPYECTBA 2280,0
8 |nuTepaTypHO-TIO3HaBaTeNbHOrO 3aHATUA 10 30 uenoBek 1800,0
(rpymnmoBoro)
9 |ypoka TBOpUecTBa (MacTep-Kiacca) 960,0
10 |komaHzmHOI UTphI-KBecTa (cBBIIIE 30 YeIOBEK) 4800,0




11 |kBecta ans ogHOM rpynibl 10 30 YermoBek 2400,0
Opranu3zanys KHHKHBIX BBICTABOK
CocraBiieHue TJIaHA OPTaHU3AlUU U MPOBENICHUS BBHICTABKU;
BBLISIBIICHUE 51 otbop JIOKYMEHTOB; [IOrOTOBKA
COIMPOBOIUTEIILHON JOKYMEHTAIIMH K BBICTABKE, CO3JaHHE
XYI0)KECTBEHHOTO MIPOEKTA; MOHTaX BBICTABKH;
opranu3anys HHGOPMAIIMOHHO-PEKIAMHON pabOTHI 11O
MOMYJISIPU3AIIMY BBICTABKH; TIOJIBEICHUE UTOTOB PaOOTHI
TeMaTnuecKkre BBICTABKH OOIEOMOIMOTEYHOr0 MaciiTada, | OJHa BEICTaBKa
opranu3yeMbic Ha (POHIaX OUOITHOTEKU:
KonmdecTBO 3KCIOHATOB:
12 {1-50 560,0
13 |51 -100 1120,0
14 {101 - 200 2240,0
BricTaBku 1o ompeneneHHOW OTpaciu 3HAHUM WIH TEMe,
OpraHHU3yeMbIC
Ha donne 6ubnuorexu OJ/IHA BBICTABKa
KonmdecTBO 3KCIOHATOB:
15 {1-50 310,0
16 |51 -100 940,0
17 {101 - 200 1920,0

Ha donne otnena

OJJHa BbBICTaBKa




KomngecTBO SKCIIOHATOB:

18 [1-25 180,0

19 |26 - 50 360,0

20 |51 -100 720,0
BricTaBkM, TMOCBSIIEHHBIE JKU3HU W JICSITEIBHOCTH | OJJHA BHICTaBKa
BBIJAIOIIUXCS JTroAeH ("mepconamuu')
KonunuecTBO 3KCIIOHATOB:

21 |1-10 47,0

22 |11-25 110,0

23 |26 -50 210,0
BricTaBKkuM Ha nojkax creyiaxen OJTHA BBICTaBKa
KonnuecTBo 3kCnIoHaTOB:

24 |1-5 25,0

25 |6-10 44,0
BricTaBKM HOBBIX IOCTYTUICHUH OJTHA BBICTaBKa
KonuuecTBO 3KCNIOHATOB:

26 |1-25 40,0

27 126 - 50 72,0

28 |51 -100 160,0




Pa3zpabGotka u anmpoOaiust nporpamm 3aHSATHH U TPEHUHIOB
(BBIOOp TEeMbI, TOAOOpP JHUTEPATyphl, COCTABJICHHE ILUIAHA
3aHATHUH, 0100p MaTepuaia, aHaJIu3 MPOBEJCHHBIX 3aHATUH,
opaboTKa):

OJHO 3aHATUC

29 |MaccoBoe 3aHsITHE 3000,0
30 |rpymnmoBoe 3aHATHE 1500,0
31 |uHAMBHIYyaEHOE 120,0
IIpoBenenue 3aHaATHS (MIOATOTOBKA, PEIIETUINSA, IPOBECHUE, | OHO 3aHATHE
yOOpKa TTOMEIICHHS ):
32 | MaccoBoe 3aHATHE 300,0
33 |rpynmoBoe 3aHsATHE 210,0
34 | MHAMBUIYATEHOE 90,0
Urpel-kBecTsl  (MuTEpaTypHble, NPOGOPHUEHTAIMOHHBIE,| OIHA UTpa-
TEMaTHUYECKHE) KBECTa
35 |moaroroBKka  WrpHI-KBECTa:  BBIOOp  TeMbl,  TOAOOp 300,0
JTUTEPaTyphl, HATMCAHUE CLIEHAPUS, U3TOTOBJIEHNE KOCTIOMOB
U JeKopalui, moa0op NPEIMETHOTO psila, COCTaBJICHHE
MOJIOKEHUS 00 Wrpe-KBeCcTa; pacChbUlKa NpUTTAIIEHUN U
CIHCKA JIUTEPaTyphl, COOp 3asABOK; 3aKylKa IPHU30B;
oopmiieHHEe U Te4YaTh CEPTU(PHKATOB U TPAMOT, MYTEBBIX
JUCTOB; O(OpMIIEHHE BBICTABOK JETCKUX pabotr, paboTa
KIOPH KOHKYpCa B paMKax KBECTa, peNeTHIIHH
36 |mpoBeseHMe: MOATOTOBKA TIOMEIICHUI CTaHIINH, MPOBEICHHE 480,0

UTpbI-KBECTa, yOOpKa MOMEIIeHUS




Pexnama 6ubamorexu; paboTa 1Mo MpUBJICUCHUIO YATATEIICH:

37 |mOArOTOBKAa PEKJIIAMHOTO COOOIICHHSI B Ie4arh, MO Pajuo, oIHa 420,0
TEJIEBUJICHUIO O paboTe OWUOIMOTEKH, OCOOCHHOCTAX | MyOIHMKaIus,
(YHKITMOHUPOBAHUS Pa3IMYHBIX MOIpa3/IeIICHUH, OJIHO
HOMEHKJIATyp€ YCIIYT, MPEIOCTaBIAEMbIX ONOIHMOTEKOM CcOO0O0IIIeHHE

38 |moaroroBka Iwiakara O JAESATEIBHOCTH OMOIMOTEKH (BBIOOp| OAMH IUIaKaT 210,0
TEMBI, OTIpE/ICIICHUE COJCPIKAaHUS U POPMBI, C/1ada B IIEUaTh)

39 |opraHm3anmsi SKCKYpCHi; NMpHUeM U OQOpPMIICHHUE 3asBKH, 0/IHa 52,0
YTOYHEHHE TEMbI SKCKYPCHI U COCTaBa YKCKYPCAHTOB IKCKYpCHs
BrisBlIeHHE TMOTEHIMATBHBIX MMOTpeOuTeneii OMOIMOTEUHO-

WH()OPMAIMOHHBIX YCIIYT OUOINOTEKH:

40 | mpocMOTp TIpecChI OJIMH JOKYMEHT 6,8

41 | mpocMOTp M aHANU3 JOKYMEHTOB KOHKYPUPYIOLUIUX (pupMm OJIMH JIOKYMEHT 52,0

42 | BeneHUE KapTOTEKH MOTPEOUTEIIBCKOTO PHIHKA 0JTHA KapTOYKa 1,3

43 |BcTpeun € pyKOBOAMUTENAMU  (UPM,  OpraHU3aIMi, OJTHO 210,0
TIPEATPUSATHHA MEPOIPUATHE




[Ipumeuanue:

- BpeMs OPraHHU3al1K BBICTABOK JINTEPATYPHI, IPOBEICHNE MAaCCOBBIX MEPONIPUATHI U SKCKYPCUM B HOPMY BPEMEHHU HE BXOMUT;

- K HOpMaM BPEMEHH NPUMEHSIOTCS MOBBIMIAOMNE KOI((UIMEHTHI: IPU OpPraHU3ally BBIC3HON BBICTaBKH - 1,1; MpH SKCIIOHMPOBAHUM Ha
BBICTABKE JINTEPATypbl HA HHOCTPAHHBIX sA3bIKax - 1,6.

4.8. CnpaBouHas 1 nHpopmarmonHas pabora

Tabauua 75
N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
/o U3MepeHus BPEMEHHU,
MHH.
1 2 3 4

VY4er nocTynMBIINX BTOPUYHBIX TOKYMEHTOB (KapTOYEK)

CymMmapHbIil yyeT KapTOoyeK B JKypHaje NOCTYIUIGHHH M| OJHa MapTHs
BBIOBITUS B PETUCTPALMOHHBIX KapTOTEKaxX

Yucio MNOCTYIIUBHINX KApPTOYCK:

1 ]1-110 19,0
2 |111-220 63,0
3 (221 -600 160,0
4 |BBLISIBICHHE HEBLIMOJHEHHBLIX 3aKa30B;, COCTABIIEHHE 3asgBKH| OIUH 3aKa3 4.5

Ha HCBBIIIOJIHCHHBIC 3aKa3bl

Opranu3anus CcHpaBo4YHO-OMOIMOrpaduuecKkoro ammapaTa
(CBA)




ITpocMoTp M 0TOOP NOKYMEHTOB M3 TEKYLIMX MOCTYIUICHHH
g BkaoueHuss B CBA, B ToMm uMcine KpaeBequeCKHi
KaTaJor:

5 |xuwura OJIHA KHHUTA 3,2
6 |cOopHHK OJIHA CTAThS 2,7
7 | KypHan OJIHA CTaThs 2,7
8 |rasera OJHA CTaTbs 1,6
9 |Ooubmmorpaduyeckoe nmocoodme OJTHA 3aITHUCh 0,5
10 |neronmch KHUKHBIX, )KypHAJIBHBIX U Ta3€THBIX CTAaTEeH OJTHA 3aITHUCh 0,83
11 | mpukHMKHBIH OHMOIHOTpad®UUECKUI CITUCOK OJIHA 3aIUCh 0,5
CocraBnenue 6ubanorpaduyueckoil 3anucu OJIHA 3aIUCh
KonnuecTBo s1nemMeHTOB OnbInorpaduueckoit 3anmcu:
12 |11-4 3,2
13 |5-6 0,5
14 |7-9 6,0
CocraBiieHne aHHOTAIMH, U3yYeHHE HOKYMEHTa, HalHCaHHUe oJTHA
TeKCTa: AHHOTAIUS
15 |aHHOTHMpPOBAaHUE KHUT 260,0
16 |anHOTHpOBaHUE cTaTEH 156,0
17 |aHayMTHYECKash POCHUCH JKYPHAJIbHBIX, Ta3€THBIX CTaTEH, | OUH JTOKYMECHT 3,8




COOpPHUKOB, OMOIMOTPAPUIECKUX TOCOOMI: O3HAKOMIJICHHUE C
COZep)KaHWEM  W3JJaHHs, COCTABJICHHUE  AHAIUTHYECKOU
pocrcu

[MpocMoTp mOCTYNHMBHIMX HH(MOPMAIMOHHBIX (BTOPHYHBIX )
JOKYMEHTOB M OTOOp MX JUIsi BKIIOYEHHS B CIIPABOYHO-
oubnuorpaduyeckuii anmapat (IepBUYHBIA 0TOOD)

IIpocMoTp MHQOpPMALMOHHBIX W3AAHUKA (B TOM UHUCIE
KapTO4KH) U OTOOp M3 HMUX JIOKYMEHTOB JJIsl BKJIIOUYEHUS B
CBA; cucrematuzanus KapTOYeK IO THUIIAM KaTajoroB U
KapTOTEK; IPOBEPKA HHJEKCOB, PACCTAHOBKA KapTOYEK

OJlHa KapTO4Ka

Ywucno KapTO4YCK:

18

1-10

18,0

19

11 -100

165,0

20

101 - 300

490,0

ITpocMoTp 1 oT60p KapTouek B CBA ¢ 1enbio U3BATUS WIH
nepeMenieHus (BTOpUYHbIi 0TOO0D):

21

U3BATHE U3 KAaTaJOTOB U KapTOTEK KapTOYEK Ha TOKYMEHTHI,
cnucaHHble W3 (OHOA;  TPOCMOTP  KPaeBETUYECKHX,
oubnuorpaduuecknx u  (paxkrorpapuuecKux  KapTOTEK,
U3BATHE W3 HHAX KApTOYEeK Ha JOKYMEHTHI, TOTEpSBIINE
[IEHHOCTb, IEPEBEJCHUE KapTOUEK B apXMBHBIE KapPTOTEKH
(YHUYTOXKEHHE); BHECEHHE OTMETOK B JKypHaje yuyera u
PEruCTpaIMOHHON KapTOTEeKe

OHa KapTO4YKa

1,5

Opranuzanus riaaBHo# cripaBouyHoil kapToreku (I'CK):

22

MpoCMOTp U OTOOp AokymeHToB ans BiiarodeHus B ['CK;

OIWH JOKYMCHT

2,7




odopmileHHEe KapTOUKU

23 |HamMCaHWE U PACCTAHOBKA Pa3/ICIUTENs OJIMH 1,7
pasaenuTeb
Penaxtuposanue I'CK:
24 |ucknrouenue u3 ['CK kapTouek Ha TOKYMEHTHI, YCTapEBIIKE | OAHA KapTOUuKa 50
WM HEMpPOQPWIbHBIE, TICPEBEJACHUEC MX B apXUBHYI 4YacTh
(M3BATHE); JCTATU3UPOBAHKUE Pa3CIIbI
25 |HamMcaHWe HOBBIX pa3jeiuTesci OJIUH 1,4
pa3aenuTenh
Opranu3zanus KapTOTeKH MEPCOHAITHIA:
26 |ompeneneHUE W COCTaBJICHHWE IIEPEYHS JIUI, CBEICHUS O |OJUH JIOKYMCHT 10,0
KOTOPBIX OTPaXKAIOTCS B KapTOTEKE; IIPOCMOTP
WH()OPMAMOHHBIX M3IaHUN, IEPBUYHBIX JOKYMEHTOB, OTOOD
JOKYMEHTOB JIJISl BKJIFOUSHHSI B KAPTOTEKY
27 | TexHUYecKas U colepikareiabHas o0paboTKa JOKYMEHTOB AJIS | OJUH JTIOKYMEHT 2,7
BKJIFOUCHUST B KApTOTEKYy; pacCTaHOBKAa KapTOYEK IIO
andasuty dpamMuInii aBTOPOB U 1O BUJAM IOKYMEHTOB
28 |HammMcaHWe U PACcCTAaHOBKA pa3JICIUTEINCH OJINH 1,4
pasaenurenb
Opranuzanus ¢akrorpapudeckoii kaproreku (PK):
29 |ompeneneHue mpeaMeTa, OObEKTa U OCHOBHBIX IMPU3HAKOB | OJUH JIOKYMEHT 2,7

g orpakeHuss B @K; mpocMOTp TOKYMEHTOB M OTOOp IS
BkitoyeHuss B DK; 3aHeceHne oTOOpaHHBIX CBEJCHUN Ha
KapTel ~ MHQOPMALIMOHHOIO  MaccuBa C  BHECEHHEM
COOTBETCTBYIOILIMX  OTMETOK B  IIOMCKOBBIH  MacCUB




(hakTorpaduyecKoi KapTOTEKH

30 |pemaktupoBanne @OK; mpoBepka MpaBHIBHOCTH BHECEHUS | OUH JOKYMEHT 1,6
CBEJCHUH M yKa3aHUH 00 NCTOYHMKaX HH(popManuu
31 |HammcaHWe B pacCTaHOBKA pa3/IeIUTENCH OJIUH 1,4
pas3nenuTenb
Opranu3anys TeMaTHYECKUX MANOK Ia3eTHBIX BBIPE30K:
32 |mpocMOTp ra3eTHHIX BBIPE30K M UX CUCTEMaTH3AIHS 0JIHa BbIpe3Ka 2,5
33 |odopmiieHHe BBIPE30K I XpaHEHUS B TEMaTHYECKHX | OJHA BBIPE3Ka 3,2
Mankax; KpaTKOe OIMCAaHWEe MCTOYHHKA, HAKJICHBAaHHE Ha
KapTOYKH
34 |cnpaBku 10 TelNePOHYy O JACATCIHHOCTH OMOTUOTEKH | EXKETHEBHO 90,0
(IpenocTaBIeHUE TONB30BaTeNsIM HHGOpPMAUH O padoTe
OMONIMOTEKH, KPY)KKOB, CTYAWH, TPOBEICHHUS KOHIIEPTOB;
COEIMHEHUE C APYTUMHU MOAPa3/IeIeHUIMI OUOIHMOTEKH )
4.8.1. CripaBouHO-0nbIMOrpadrueckoe 00CITyKUBaHHUE
N HaumenoBanue npouecca, onepanuu. CocraB paboThl Ennnuna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
[Tpuem Oubmmorpaduyeckux 3anpocos:
1 |mpuem OuGnMorpaduueckoro 3ampoca; YTOUHEHHE TEMBI, | OJUH 3arpoc 5,0

Tabmuma 76



ociaceBoro nu YUTATCJIbCKOI'O Ha3HA4YCHMHAI, IIOJIHOTY
HUCTOYHHUKOB, THUIIOB, BHUAOB W XPOHOJOIMYCCKUX PaAMOK
3aIIpoCoOB

BrinosiHeHue cripaBok

BreimonHeHNe TEeMaTHYeCKOW CIpaBKW; TOWCK H  OTOOP
JOKYMEHTOB; COCTaBJIeHHE OMOIMOrpaduueckoro onucaHus

OJTHA CIIpaBKa

HI/ICBMeHHO; KOJINYCCTBO HCTOYHUKOB:

1 3,0
2-5 15,0
6-10 30,0
VY CTHO; KOJIMYECTBO HCTOYHUKOB:

1 2,0
Brimosinenue aapecHo-6ubmuorpaduueckoit CIIPaBKU;

YCTAaHOBJICHHE HAJIMYMs WM MECTa HAXOXKJIECHUs JOKYMEHTa

WJTU €r0 YacTH B GoHIe OMOIHOTEeKH

[TucbMeHHO; KOJIMYECTBO UCTOUHUKOB:

1 2,0
2-5 12,0
6-10 24,0

YCTHO; KOJIMYCCTBO HCTOYHHUKOB!

1

1,5




Brimonaenue yrounstomel Oubnnorpaduueckoil CrpaBKH,
yCTaHABIMBAOIIEH W  (WIM) YTOYHSIOUIEH  3JIEMEHTHI
6ubarorpaduuecKoro OMMCcaHus, KOTOPbIE OTCYTCTBYIOT HIIU
HCK)XEHBI B 3aMPOCE YUTATEIS

OJiHa CIIpaBKa

HI/ICBMCHHO; KOJIMYECTBO NCTOYHUKOB:

10 |1 2,7

11 |12-5 14,0

12 |6-10 27,0
Y CTHO; KOJIMYECTBO HCTOYHHKOB:

13 |1 1,6
Brimonaenue (hakTorpapuueckon CIIpaBKH, | OJHA CIIPaBKa
YCTaHABIIMBAOIIEH KOHKPETHBIC CBEJICHUS O TEX WJIM WHBIX
00BEKTaX, COOBITHSIX, TPOIleccax, AaTax
[TMCbMEHHO; KOJIMYECTBO HCTOUYHHUKOB:

14 |1 2,7

1512-5 13,5

16 [6-10 2,7
Y CTHO; KOTUYECTBO HCTOUYHHUKOB:

17 |1 1,6
Koncynpramnus y cnpaBogHO-0MOIHOrpadueckoro amnmapara

18 |IIpoBenenue Oecenpl 00 OpraHU3alMd U HCIIOJIB30BAHUU oJIHa 10,0




pa3IUYHBIX YacTed CHPAaBOYHOIO armapara, M0 METOIUKE
oubmmorpaduueckoro moucka

KOHCYJIbTallusA

BeI[CHI/Ie (bOH,Z[a BBIITIOJITHCHHBIX CIIPaBOK:

19 |ot6op cmpaBoxk mna  GoHAA, PA3TOKEHHE IO TANKaM | OJ(HA CIIpaBKa 0,5
(koHBepTaM); OQOpPMIICHHE CIpaBKU (3alUCh B TETPalb
y4eTa)
20 |cocraBieHre KapTOYKHU ISl apXMBa; YKa3aHHE MOPSAKOBOIO | OHA KapTOuKa 2,7
HOMEpa, TEMBI, JaThl BBIIaYM; YCTAaHOBKAa KapTOYKH B
KapTOTEKY apX1Ba BBIMOJTHEHHBIX CIIPABOK
PaGots1 B pexume AC:
21 | bopmupoBanue rtnaBHoi copaBoyHor kaptoteku (I'CK);| ogna xaprouka 2,0
BBOJA B  0a3y  JaHHBIX  AHAJIUTHYECKOW  POCIHCH
ra3eTHOXKYpPHAJIbHBIX cTaTel, COOPHUKOB
22 |nouck u or6op OubIMOrpauUecKoil 3anucy 1mo ycioBUsIM 0JIHa KapTO4Ka 2,7
23 |BbIBON Ha OKpaH OuOnuorpadguueckoi 3amucH WM | OJIHA KapTO4Ka 1,0
OTIENBHBIX CBEACHUH; pacreyaTka
4.8.2. bubnuorpaduyeckoe nHGopMHpOBaHHE
N HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enuanmna Hopwma
n/n U3MEpEHUs BpPEMEHU,
MUH.
1 2 3 4

Tabmuua 77



BrisiBnenre mHQOPMAIIMOHHBIX MOTPEOHOCTEN CHEHATUCTOB
METOJI0M aHKETHUPOBAHUSI:

OlpelielieHue KOHTHHICHTa ToTpeduTenel uHpopMaimmy,
pa3paboTka 3asBKH Ui OIpENeleHUus HH(POPMAITMOHHBIX
nmoTpeOHOCTeH  (3ampocoB); pacchulka (PacHpOCTPaHUTh)
3asBKH; 00pa0OTKa TMOJYyYEHHBIX 3afBOK; COCTAaBIICHHE Ha
0a3e TMOJNYYCHHBIX JAaHHBIX KApTOTEKM KOHTHUHTEHTA
norpeduteneii wHpOpMaMM U HX WHOOPMAIMOHHBIX
nmoTpeOHOCTEH (3aIpOCOB)

OJIMH
[IOTPEOUTETH

34,0

BrisiBienue I/IH(I)OpMaL[I/IOHHLIX HOTpe6HOCTCI71 CIICHUaJINCTOB
Ha OCHOBE aHa/IM3a IIaHOBO-OTYECTHOM AOKYMCHTALUU:

0oTOOp, U3YYEHME, aHaJIU3 OTYETHBIX JOKYMEHTOB U
dbopMUpOBaHHE TEMaTUKU CIPaBOYHO-UH(DOPMALIMOHHOTO
00CITY)KMBaHUS B PA3HBIX PEKUMAX

OJIVH OTYETHBIN
JOKYMEHT

24,0

pacnpesielieHue TEeMaTU4YeCKuX pYOpUK HH(OPMAIIMOHHBIX
noTpeOHOCTEH M0  MOJpa3/eNeHusIM, YYacTBYIOLIMM B
CIPaBOYHO-MH(POPMAITMOHHOM 00CITY>KUBaHUU

o/iHa pyOpuka

2,7

3akiroueHre ¢ abOHEHTaMH J0roBopa Ha MH(POpPMAIMOHHOE
o0cCITy>)KUBaHHE:

aHaJIM3 JIaHHBIX O 3aMHTEPECOBAHHOCTH aOOHEHTOB B
MH(OPMALIMOHHOM 00CIyKUBaHUU u pexuMax
M30MpaTENbHOIO PACHpPOCTPAHEHUSI M PETPOCIEKTUBHOTO
MIOMCKA; 3aKIII0YEHUE U IEPECMOTP AOroBOpa

OJTUH JIOTOBOP

2300,0

dopmupoBaHue CeTH aOOHEHTOB CHCTEMbI M30MpPATETHHOIO
pacripoctpanenust uapopmanuu (MPN):

ompeneleHue KOHTHHTeHTa aboHeHTOB cuctembl WMPU;

OJIH a0OHEHT

34,0




BBISIBIGHME THUIOBBIX M  MHIUBUAYAJIbHBIX  3allpOCOB
aOOHEHTOB; HW3yuYeHHE, KIaCCUPUKAIMS, HHICKCUPOBAHHE
3allpoCOB; BBEJCHME JAHHBIX O 3alpocax B aJPECHYIO
KapTOTEKY

IToaroroBka curHajJbHOIO oIosemnicHusa B cucreme MPU

BeisBiienue, mpocMoTp U 0TOOp MaTepHaloB M3 TEKYILUX
HOCTYIUICHUH; paclpefeseHne OTOOPaHHBIX MaTEpHUalIoOB M3
TEKYIUX MOCTYIUIEHNH 0 abOHEHTaM

OJIHO
OIIOBEIICHHUE

KommnuectBo MMPOCMOTPCHHBIX JOKYMCHTOB:

1-2

3,0

3-4

12,0

5-10

32,0

[TonroroBka moaOOPOK CUTHAJIBHBIX OMOBEIIEHUH B cHcTEME
NP1

3anoJyiHeHue OnaHka-3akasza Ha TUPaKUPOBAHUE;
perucTpanus MOCTYMUBIINX KOMUH, MPOBEPKA UX KauyecTBa U
AK3EMIUISIPHOCTH; 3aroJHEHNe CONPOBOUTENBHOU
JIOKYMEHTAIUU

OJHO
OITOBCIIICHUEC

KonnuecTBo 3anmpocos:

1-2

14,0

10

3-4

17,0

11

S5-7

21,0

12

8-10

25,0




[TIpocmotp 1 0TOOp TOKYMEHTOB 1)1 BBoj1a B AC

[IpocMoTp MaccuBa TMOCTYNMUBIINX JTOKYMEHTOB; OTOOD
JIOKYMEHTOB COOTBETCTBYIOIICH TEMATHKH U BBEJCHHE B 0a3y
ma"gubeix AC

OIWH JOKYMCHT

OT00p MEpBUYHBIX TOKYMEHTOB:

13 [1-50 290,0
OT060p BTOPUYHBIX JOKYMEHTOB:
14 [1-50 110,0
15 |moaroToBka KapTOYKH i pabounx kaprorexk UPU OJHO OINKCAHUE 2,7
16 |moaroroBka TpadaperoB ¢ kaproukamu WPU s | onuH Tpadaper 1,4
TUPAXKUPOBAHUS
KoppekTupoBKka BBIXOIHBIX Ta0YIISITPaMM:
17 | ocHOBHO psn OJIHA 3aITUCh 2,7
18 |BcoMorarenbHBIN yKa3aTeNb OJIHA 3aITUCh 1,6
19 |penmaktupoBaHHE BBIXOJHBIX TaOymsrpaMMm W OGOpPMIIEHHE | OJIHA 3aIHCh 4,2
JIOKYMEHTOB
20 |Hape3aHwue, pacredyarka moJOOPOK Ha OT/EIbHbBIC OMMCAHUS | OJIHO ONMCAaHUE 1,6

Koppextuposka cucremsl MPU mo pesynbraTam ananmsa
KapT 00paTHOI CcBsI3U

OOpaboTka M aHanM3 KapThl OOpPAaTHON CBSI3U; BHECCHHE
OLICHKM CHUTHAJIbHOTO OIOBEIIEHUS B YYETHYIO KapTy
a0OHEHTa; KOPPEKTHPOBKA CHCTEMBl HA OCHOBE aHaJIN3a KapT

OZlHa KapTa




0o0paTHO# CBs3H

KomunyecTso kaprt:

21 |1-7 70,0
22 18-10 75,0
23 |11-15 80,0
24 116 - 20 85,0
Brimaua 10KyMEHTOB 110 3aIpoOCy:
25 |BbISIBICHHE M OTOOp MOKYMEHTOB (M3[aHUs) MO 3ampocy B|OIUH JOKYMEHT 1,4
CTIpaBOYHO-MHPOPMAIMOHHOM (OHJE, OPOpPMIICHHE BBIIATY
JOKYMEHTOB B YCTAaHOBJIEHHOM IOPSIJIKE
I'pynnoBoe Gubaunorpapuieckoe HHHOPMUPOBAHUE:
26 |popMupoBaHUE cocTaBa Ipymi a0OHEHTOB OJIUH a0OHEHT 720,0
27 |yTOYHEHHE TEeMbI, COTJIACOBAaHME UCTOYHUKOB MH(OpMAIWH,| OJHA TeMa 3,6
BH/JIBI JOKYMEHTOB
28 | cocTaBieHHE PETUCTPAIIMOHHON KapTOUYKH 0JTHA KapTOYKa 1,6
[Togbopka MOKYMEHTOB IJisi MH(POpPMAIMM, COCTABJIICHHE U | OJHA KapTOuka
HaMMCcaHWe OIOBEIICHUS; OTIPaBKa OMOBEUICHUS; 3alUCh B
KapTOYKU WH(OpMAIUK; aHATU3 KapThl 0OpaTHOM CBS3H
[TuceMeHHO; KOJTMYECTBO M3aHHIA:
29 |1-5 12,0
30 |6-10 24,0




VCTHO; KOTUYEeCTBO U3JaHUM:

31

1-5

12,0

OnepatuBHOE HHGOPMUPOBAHUE T10 3aIIPOCY:

32

dbopMupoBaHue cetd aOOHEHTOB, BBISBICHUE THUIIOBBIX U
WHIUBUAYAJIBHBIX 3alIPOCOB OTpedUTeseit

OJIUH a0OHEHT

4.4

33

U3yueHHe, KiIacCU(pUKaIMs 3alpoCcoB; BBEICHHE JIaHHBIX O
3ampocax B aJ[peCHYI0 KapTOTEeKY

OJIMH 3aIIpocC

6,3

Hanucanue 0030poB U CIIpaBoK

BoisiBnenre u oTOOp HMCTOYHHMKOB; O0pabOTKa W aHaIu3
OTOOpaHHBIX JOKYMEHTOB; HAallMCaHME TEKCTa 0030pa
(cripaBKM); MOArOTOBKA PYKOIIMCH K II€4aTu

OJWH aBT. JIUCT

Cocranenue 0030pa (CIIpaBKH) MO MEPBUYHBIM UCTOUHHKAM

34

Ha PYCCKOM A3BIKEC

5400,0

35

Ha UHOCTPAHHOM A3BIKC

7200,0

36

COCTaBJICHHUC 0630pa (CHpaBKI/I) M0 BTOPUYIHBIM UCTOYHUKAM

4100,0

OpraHuzanuss ¥ HpoBeJeHHE YCTHBIX OHOIMOrpadguueckux
0030pOB HOBBIX MOCTYIIJIEHUI

[Togbopka HOBBIX TOCTYIUICHHUW IO 3apaHee OOBSBICHHOMN
TeMaTUKe; CHCTEMaTH3allisg HMCTOYHHKOB 1O  TeMaw,
MIPOCMOTP u aHamn3 JTOKYMEHTOB; mo0opKa
Ooubnuorpadguueckux  OMHCAHWUW, KpaTKHEe AaHHOTAIUH,
pedeparel Ha  OTOOpaHHBIE HCTOYHHWKH, ITOATOTOBKA
pykonucu 6ubiuorpaduyeckoro o63zopa

OJIMH 0030Dp




KommuectBo IIPOCMOTPECHHBIX U OTO6paHHBIX JOKYMCHTOB!:

37 |1-10 400,0
38 |11-25 450,0
39 |26 -55 500,0
40 |56 - 140 600,0

[ToaroroBka OrosIeTEHS! HOBBIX MTOCTYIUIEHUN

YTouHeHue (ompeneneHne) TeMaTUUECKUX I'PaHUL] IIOUCKa U O/Ha

oTOOpa JIOKYMEHTOB; CO3JaHue pyOpukaropa OroiieTeHs;| OoJIeTeHb

BBISIBIICHHE W OTOOp JOKYMEHTOB B MAacCHBE TEKYIIHUX

IOCTYIUIGHUH  MCTOYHHMKOB  MHpoOpMauuu;  noadopka

aHHOTAIlUH, pedepaThl, CHCTEMATHU3AIUSI UX

KonnuecTBo NpocMOTPEHHBIX JOKYMEHTOB:
41 |1-37 60,0
42 138 -60 90,0
43 161-95 180,0
44 196 - 150 320,0
45 1151 - 380 960,0

Opranmzanus u  mposeaeHue  meponpusarus — "JleHb

uHpopmanuu':
46 |ompeneneHWe TEMBl, COCTABJIEHHE IIJJaHA IPOBEJCHHUS; OJTHO 640,0

BBISIBJIEHHE M JOCTaBKa JOKYMEHTOB M3 COOTBETCTBYIOLIUX | MEPOIPUSATHE

nojpasJeieHnii  OMONMOTeKH, TMPOCMOTp U OTOOP




JIOKYMEHTOB; MOJIrOTOBKAa  BBICTABKU JTUTEPaTypPHI;
OTIOBEIICHHE 3aWHTEPECOBAHHBIX OpraHu3aIuii u
CHEIHATUCTOB; 0(hOpMIICHIE BBICTABKH; HAlMCAHUE KPATKHX
aHHOTALlMI; OpraHu3anus cOopa 3asiBOK Ha JOKYMEHTBI, MX
BbIJla4ya,  KOHCYJbTAIlMH,  JEXKYpCTBO  OubOimorpados;
MIPOBE/ICHUE aHAIN3a MEPOTIPUSATHS

Opranuzanus W OOArOTOBKa  Mmeponpustus  "JleHb
oubmmorpadun", "Jlenp mocodus":

47

YTOYHCHUC  TCMEI, COCTaBJICHUC  IIJIaHa, Oq)OpMHGHHG
BBICTABKH-IIPOCMOTpPA; IIOATOTOBKA 0630pa; IoAroToBKa
KOHCYJIbTallUKM,; COCTAaBJICHUC U HAIlUCAHHNC O6T)$IBJIGHI/I$[;
COCTaBJICHUC MW  HAIIMCAHHC IIPUITIACUTCIBbHBIX IIHCCM,
pacChlIKa HX; MNPUITTAICHUC 3aWHTCPCCOBAHHLIX JIUI] I10
paauo, 110 TCJICCI)OHy, JINYHO

OJTHO
MEpPOIPUITHE

1940,0

Opranmzanus u  mposeaeHue  meponpusarus — "JleHb
cnenuanucra"

OrmpezienieHne TeMbI C 3aMHTEPECOBAaHHBIMHU OPTaHHU3AIUSIMH,
bopMeI MIPOBEACHUS (crarmoHapHas, BbIE3/IHAs);
COCTAaBJICHHE IUIaHA MEPONPHUATHM, MPOrpaMMbl TMOUCKA M
orOopa  WHGOPMALMOHHBIX  MaTEPUAIOB;  IMOATOTOBKA
OTKPBITBIX ~ MPOCMOTPOB W  TEMAaTUYECKHX  BBICTABOK
JTUTEpaTypel MO  CHeNHaTbHOCTH, Oubnmnorpaduyeckue
0030pbI, 3aKa3 JIEeKIUH, KUHODUIBMOB, OIOBEIICHHE
3aMHTEPECOBAHHBIX OpTraHMu3aIuii; o(GOopMIEHUE BBICTABKH,
oOecrieueHre BBIAAYM W3AAHUN WA WX KOMHH BO BpEeMs
MEpPOIPUATUS WM HEMOCPEACTBEHHO  IOCIE  HEro;
JNEMOHCTpALMsl  BBICTABKM; aHAJIW3 pe3ynapratoB "JlHs
cnenuanucra'

OJTHO
MEPOIPUATHE

Yucno comyTCTBYIOIIMX MEPOIIPUSTHIA:




48 |1-2 1940,0
49 13-4 2600,0
50 |5-6 3500,0
51 |7-8 4600,0




4.8.3. Uudopmanmonnas pabora

Tabnuma 78
N | HaumenoBanue mporiecca, onepanuu. CoctaB paboOThI Enunnuna Hopma
n/m W3MEpCHUs BpPEMEHH,
MHUH.
1 |2 3 4

[ToaroroBka nmomyssipHBIX OUOIMOTrpaduUIecKUX MOCOOUii

BbiOop Tembl mMOCOOUs; BBISBICHHE M OTOOP JOKYMEHTOB,
dbopMUpOBaHHE  pa3[eNOB  IMOCOOUS;  aHHOTHPOBAHHE
JOKYMEHTOB; TOI00pKa (akTorpaduueckoro marepuala,
WILTIOCTPALIHIA; HaIMCcaHue TEKCTa, COCTaBJICHHE
BCIIOMOTATENbHBIX yKazaTeneii; KOHCYJIbTAI[UH y
CHEIMAMCTOB Ha Pa3IMYHBIX 3Tanax padoThl; 00CyXIeHHE
PYKOTIHCH Ha 3acelaHuu Hay4YHO-METOANYECKOTO
(pemakIMOHHOT0)  COBETa;  JO0pabOTKa  PYKOMUCH  TIO
3aMe4yaHusIM; c/lada PYKOIHCH B MeYaTh:

1 |cocraBienue nomynspHoro 6ubnauorpaduueckoro ykasarens, | oauH aBT. auct | 13500,0
MyTEBOJIUTES, CIIPABOYHHUKA

2 |TOATOTOBKA KOMMEHTApPUEB, MPUMEUAHUN  MOMYJSIPHO- | OJWMH aBT. JIUCT 5400,0
MIPOCBETUTEIILHOTO XapaKTepa, He TPEOYIOMMX CIeIHaTbHBIX
HCCIIEeIOBaHNH

3 |moaroTroBka KOMMEHTapHeB, pUMEYaHUI HAy4YHO- | OJIMH aBT. JIUCT 10800,0
HCCIIEIOBATEICKOTO XapaKTepa

IloaroroBka PETPOCIICKTUBHBIX HAYYHO BCIIOMOI'aTCIBbHBIX




oubnuorpaduueckux ykazaTesnei:

BBIOOp TEMBI; CO3/IaHUE aBTOPCKOTO KOJUICKTHBA; pa3paboTka
WHCTPYKTUBHO-METOJJMYECKUX MATEpPHAJIOB; BBISBICHHE U
oTOOp JOKyMEHTOB; paboTa Haj Oubmmuorpadudeckoit
3aMmChIO; AHHOTHPOBAHHUC; oubmmorpaduueckas
TPYNIHUPOBKA; COCTABICHUE BCIIOMOTATENBHBIX yKa3aTeNeid;
00CYXIIEHUE DPYKOIIMCH YyKa3aTellsl Ha 3aceJaHMU Hay4dyHO-
METOJIMYECKOT0 (peAaKIMOHHOI0) COBETa; Ja0padoTKa IO
3aMEYaHusIM; cJada pPYKOIUCH B TII€4YaTh, COCTABJIICHUE
Ooubmorpaduyeckoro ykasarens 1o aKTyaJIbHOW TEMaTUKE C
XPOHOJIOTHYECKMM OXBaTOM OT 2-X J0 5-TH JIeT |
AHHOTAIUSAMH, TOSICHSIONIMMH  HA3BaHUsS; COCTABJIICHHE
oubmmorpadguueckoro ykazarels IO KOMIUIGKCHBIM U
MEXKOTpACIEBbIM Ipo0JieMaM OOIINEr0 W PErHOHAIBHOTO
coliepKaHUsl C XPOHOJOTMYECKHMM oxBaToM 1 - 2 roma, C
AHHOTAIIUSMH, TTOSICHSFOIIUMH Ha3BaHUS:

OJWH aBT. JIUCT

9720,0

Ha PYCCKOM S3BIKE

OJWH aBT. JIUCT

9720,0

¢ BxioueHueM ot 30% mo 40% oObema myONmMKanuii Ha
WHOCTPaHHBIX S3bIKAX

OJWH aBT. JIUCT

11000,0

COCTaBJICHHE  AHHOTHPOBAHHOTO  OWOIMOTpaduuecKoro
yKazarenis MHOT00TPaciieBOTr0O COJIEpP KaHUS C
XpoHOJOTHYeCKMM oxBatroM 1o 100 mer wu  Oonee,
TPEOYIOMHIA CIUIOMIHOTO MPOCMOTPA TOKYMEHTOB, CIIOKHBIX
oubmmorpaduueckux paspICKaHUM, ydeTa BCeX Mepeu3aaHui
MyOJIUKAITUN ¥ MX XapaKTEPUCTUKU ITyTEM CITMYCHHS TEKCTOB

OJWH aBT. JIUCT

11000,0

[ToaroroBka aHaMUTUYECKOTO 0030pa

BrisBiienne u oTOOp MOKYMEHTOB Il 0030pa; MOJTOTOBKA
pyOpukaTopa mnpeaMmeTa o0030pa; H3yuY€HHE U  OIICHKA

OJWH aBT. JIUCT




JIOKYMEHTOB, CHCTEMAaTH3allis MaTepuaia;, COCTaBJICHHUEC
TEKCTa aHAIUTHYECKOT0 0030pa; 0OCYXJIeHHE PYKOIHCH Ha
3acelaHUd  HAyYHO-METOHYECKOrO (peIaKIHOHHOTO)
coBera, JopaboTka 0030pa Mo 3aMeYaHusIM; Clada B Ne4aTh:

I10 PYCCKHM IICPBUYHBIM NCTOYHUKAM

9720,0

10 CMCIIAHHBIM IICPBUYHBIM UCTOYHHUKAM

10800,0

10

10 HHOCTPAHHBIM IIECPBUYHBIM UCTOYHUKAM

12400,0

IToaroroska aHAJUTUYECKOM CIIpaBKH:

11

BBIAIBJICHHEC H OT60p AOKYMCHTOB  JJIA aHAJIUTUYECKOM
CIIpaBKH, M3YUCHUC, aHAJIN3, OLCHKA W CUCTCMATHU3AlUA HX;
COCTaBJICHUC TCKCTA CIIPpaBKKU

OAHH aBT. JIUCT

5200,0

[ToaroroBka pedeparuBHOro 0030pa

BroisiBnenne u  oTOOp JOKYMEHTOB Uis pedepaTUBHOTO
o030pa, W3yYeHHWEe W aHATIU3 WX; pedepupoBaHHe
HUCTOYHUKOB;  CHUCTEMAaTH3alUsi  TEKCTOB  aHHOTAIIW;
COCTaBJICHHE TeKCcTa pedepaTUBHOTO 0030pa; OOCYXKIECHHE
o030pa Ha 3aceaHu HAyYHO-METOAUYECKOTO
(pemakiMoHHOTO)  coBeTa;  JopaboTka  o03opa 1O
3aMeuyaHUsIM; c/laya B MeYaTh:

OJWH aBT. JIUCT

12

M0 PYCCKUM MCTOYHHKAM

5200,0

13

10 CMEIIaHHBIM UCTOYHHKaAM

6480,0

14

10 UHOCTPAHHBIM UCTOYHUKaAM

7300,0

CocraBieHue 3kcnpecc-uHpOpMaluu:




15 |BeIsIBIEHHE W OTOOp MaTepHalia Mo TeMe, CHUCTEMaTH3alus | OJIUH aBT. JTUCT 3840,0
€ro ¥ MOJrOTOBKA JJIS IeYaTu
CocraBnenue OuOnworpaduyecKol 3amucH, AaHHOTAIIWH,
pedepara
CocraBiienne Oubmuorpaduueckoi 3amuMcu: W3YYCHHE W | OJIHA 3aIlHCh
aHaM3 JOKYMEHTAa, COCTaBJICHHME 3arojOBKa OIHMCaHUs,
MpOBEpPKa 3aM1CH, BHECCHUE UCTIPABICHUI
KonuuecTBo 351eMeHTOB OMOIMOTpadUIecKOro OMMCaHUs:
16 [1-4 3,2
17 |5-6 54
18 |7-9 6,4
CocraBieHrne aHHOTALMHM;, M3YYEHHE W aHAIU3 JIOKYMEHTA, oJTHa
HamucaHue TeKCTa aHHOTAIUU: AQHHOTAITHSI
19 |anHOTHMpOBaHHME KHUT 270,0
20 |aHHOTHpOBAHHE CTATCH 160,0
21 |cocraBienue pedepara: U3ydeHUE W aHAIN3 JOKYMEHTA, Ha | OJUH aBT. JIUCT 5920,0
KOTOpBIM  cocTaBiseTcss pedepar, HamucaHUE TEKCTa,
BHECEHME HCIPABICHUN
22 |aHanMTHYeCKas POCIHCH >KypHAIBHBIX, Ta3€THBIX CTaTe,| OJHA POCIHCH 120,0
cOOpHUKOB, OMOIHOrpadUecKux NocoOuit
23 |03HaKOMIJIGHHE C COJAEp)KaHMEeM U3JIaHUs; COCTaBJICHHME | OJ[HA CTAThA 3,6

AHAJIUTUYCCKOI'O OIMMCAaHUs Ha CTAaThIO




HpI/IMe‘iaHI/Iei HOpMa BpEMCHH Ha COCTABJICHUEC 6H6nnorpacb1/mec1<oro ocoous JlaHa 13 pacycTa pa6OTI)I ABTOPCKOI'0 KOJIJICKTHUBA.

4.9. HepeBoz[ u nepepa60TKa IEYaTHBIX TECKCTOB C MHOCTPAHHBIX A3BIKOB HA pYCCKI/Iﬁ H C pPYCCKOI'0O Ha MHOCTPAHHBIC A3bIKH

N HanmenoBanwme nporecca, oneparuu. CoctaB paboThI Enunnna Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
[TepeBo TEKCTa ¢ MHOCTPAHHBIX S3BIKOB HA PYCCKHM SI3BIK
UreHne OpUTHHANA, aHAIM3 TEKCTa, pa3MeTKa ero C| OJUH aBT. JUCT
BBISIBJICHMEM  TPYAHBIX  TE€PMHMHOB,  TIPaMMaTUYECKUX
KOHCTPYKIIMH, JIGKCHYECKHX  OOOpOTOB, IIEXOBBIX H
KAPTOHHBIX TEPMHUHOB:
1 |nonHBI TUCEMEHHBIN TIEPEBO 1580,0
2 |cokpaieHHbI THCbMeHHBINH TmepeBox oT 30% mo 50% 1620,0
o0beMa TekcTa
3 | BBIOOPOYHBII MHCEMEHHBIH MTEPEBO 1520,0
[TepeBoj TEKCTA ¢ PYCCKOTO S3bIKAa HA HHOCTPAHHBIC SI3BIKH:
4 | moNHBIN MHUCHMEHHBIN TIEPEBOJT OJIUH aBT. JIUCT 1980,0
Tepmunonoruyeckas paboTa Mpu BBHITOJHEHUU TUCBMEHHOTO
nepeBoa:
5 |MOMCK OTMEUEHHBIX B OpHUTMHAJE HE3HAKOMBIX WJIM | OJWH TEPMHUH, 18,1

HCIMIOHATHBIX TCPMHUHOB H COKpaIJ_IeHI/Iﬁ B CJIOBApHO-

COKpalIeHUe
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CIPaBOYHOM JHTEpaType; MoAdOpKa COOTBETCTBYIOIIMX
TEPMUHY YKBUBAJICHTOB, PacIM(ppoBKa COKpALICHUN

KOHCYJ'II)T&HI/IH NEpEBOAYHKA CO CIICHUATIUCTAMM:

6 |BBIICHEHHE TPABUIBLHOTO W3JI0KCHUS dYacTell TeKcTa I10 OJlHa 36,2
MaJO3HAKOMOW  TEMaTHWKe, YTOYHEHHUE  COOTBETCTBHS | KOHCYJIbTAIIHS
NepeBo/ia OPUTrHHATY

Cocrasnenue 6u0aMOrpaGUIECKOro OMUCaAHUS:

7 |cocraBneHue OuOIMOrpaduyYECKOro ONMUCAHMS TEPEBOJA IO | OHO OIUCAHUE 10,8
JAHHBIM, B3STHIM C TUTYJIBHOTO JIUCTA MTEPEBOJIA

ITpoBepka u KOPPEKTUPOBKA NIEpEBO/Ia 1ociIe Habopa:

8 |mpoBepka TPaBUIBHOCTH PACIIOJIOKEHHUS OTIEYaTaHHOTO | OJUH aBT. JIUCT 200,0
TEKCTa; CBEpPKa C PYKOITUCHIO; MPaBKa

Texunueckoe oopMiIeHHE IEPEBOAOB:

9 |mammcaHWe B TEKCTE TMEpeBOJa CHMBOJIOB W BCTaBOK Ha OJIHO 2,0
MHOCTPAHHOM SI3BIKE BITHCHIBAaHUE
10 |ycraHOBKa pUCYHKOB, Tabmu1l, (hOpMyII OJIMH DJIEMEHT 3,0

HepeBoz[ 3arojIOBKOB CTaTel 1 JAOKYMCHTOB!

11 |mepeBoa U 3amuCh 3aroJOBKa OJIMH 10,8
3ar0JIOBOK

[Ipumeuanue:

- HOPMBI BPEMEHH NPEyCMaTPHUBAIOT BBIITOJIHEHUE NIEPEBOJIOB C MHOCTPAHHOIO SI3bIKA WJIM HA MHOCTPAHHBIN, KOTOPBIN y MEPEBOIUNKA SIBISAETCS
OCHOBHBIM (110 00Pa30BaHUIO MU IPUMEHEHHIO);

- IPHU BBINOJHEHUU IE€PEBOJAOB C JAPYIMX SI3bIKOB WM HAa JPYTHE€ IOMHMO OCHOBHOTO K HOpPMaM BPEMEHHM IPUMEHSETCS IMOBBIIIAIOIINN



koddurment 1,1.

4.10. HUccnenoBarenbckas paboTa

/o

Haumenosanue mpouecca, onepauuu. CoctaB paboOThI

Eanununa
U3MEPECHUS

Hopma
BpPEMEHHU,
MUH.

4

Pa3paborka MPOrPAMMBI (TEXHUYECKOTO 3a/1aHUS)
UCCIIETOBAHUS

OOocHOBaHME  aKTyaJIbHOCTU  TEMbl,  BBIABICHHE U
o0ocHOBaHME TPOOJIEMHON cuTyanuu, (HOpMyIHpOBaHHE
L€JIM, 33/1a4 U TUIIOTE3bI UCCIIEIOBAHUS; HAITMCAHUE TEKCTa

OJlHa
porpaMma

HccnegoBanne HOCHUT:

MUJIOTAXHBIN (pa3BeIbIBATENIbHBIN) XapaKkTep

21600,0

MPUKIIAJHON XapaKTep

38250,0

Pa3pa60TI<a MCTOIMKH UCCIICAOBAHUA

Pa3zpaboTka (HanmucaHue) TeKCTa METOMYECKUX JOKYMEHTOB
M0 TPOBOAUMOMY HCCIIEIOBAHUIO, IMITUPUIECKAs anipoOaIvs
PEIEBAHTHOCTU COCTABJICHHBIX AJOKYMCHTOB, YTOYHCHUC H
nopaboTKka METOAMYECKOTO HMHCTPYMEHTApHsi, COCTaBJICHHE
OKOHYATEJILHOTO BapHaHTa TOKYMEHTA!

OJIHA METOJMKA

METOJIUKH MIPOBEICHUS UCCIIEIOBaHMS, HOCSIILIETO
MUIOTAXKHBIN (pa3BebIBaTENbHBIN) XapakTep

18000,0
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METOAUKH MIPOBEACHUS HCCJIEI0BAHMM, HOCSIIIIETO
MPUKIAJHON XapaKTep

33000,0

Pazpabotka wuHCTpyknmii 10 00pabOTKE JOKYMEHTAIMH
(MCXOHBIX JAaHHBIX ), TOTYYEHHOU B X0J1€ UCCIICIOBAHMUS:

olHa
MHCTPYKLHUSA

py4Has oOpaboTka

15600,0

MaliuHHas 00padoTKa

20400,0

Pa3paboTka mpeAraHOBBIX H  IUTAHOBBIX JIOKYMEHTOB
IIEPCIIEKTUBHOIO Xapakrepa:

pa3paboTKa KOHLENIMH OCHOBHBIX HAIpPaBICHUN Ppa3BUTHUS
OMOIMOTEYHOTO J1e1a B PETHOHE Ha TIEPCTIIEKTHBY

OAHH aBT. JIUCT

13050,0

KOHLENTYyalbHOE obecrieyeHne oubmmorpaduueckux
U3aHUH; 000CHOBaHME aKTyalbHOCTU TEMBbI, YUTATEIBCKOE U
1[eJIeBO€ Ha3HAYeHHE I0COOMs, €ro CTPYKTYpbl (CXEMBbI),
BbIpa0OTKa METOJMUYECKUX NPUHIMUIOB M pELICHUH JUIs
PACKPBITHA TEMbI; HAITMCAHHUEC TCKCTA

OJWH aBT. JIUCT

11220,0

COCTAaBJICHHME IIPOrHo3a, CBA3AHHOIO C TMCPCICKTUBAMU
pPa3sBUTHA 6I/I6J'II/IOT6K; HaITMCaHHUEC TCKCTAa

OJWH aBT. JIUCT

13050,0

10

pa3paboTKa IeNeBbIX MporpaMm (s ceTh OUOIMOTEeK WU
OJTHOM OMONHMOTEKM); MUATHOCTHKA CUTYallud, BHEIIHUX U
BHYTPEHHUX BJIMSHHNA Ha (DYHKIIMOHHUPOBAHUEC W Pa3BUTHE
O6ubaroTek (01HOM OMOIMOTEKH); BIpAOOTKA PEKOMEHIAITHH,
pEelIeHUI; HAllMCAaHNUE TEKCTA

OJWH aBT. JIUCT

15200,0

CocraBienune CBOJIHBIX KaTaJIOI'OB KHUXKHBIX ITaMATHHUKOB:

11

pa3paboTKa MPOCIIEKTA; BHISIBICHUE JOKYMEHTOB - KHHUKHBIX
MMAMATHUKOB; OIMCAHUE M COCTABJIEHHUE CIPABOYHOIO

OJWH aBT. JIUCT

18200,0




alrrapara

OpranuzanuonHas paboTa 1o NPOBEICHUIO HCCIICIOBAHNUS:

12

CO3/IaHHE HCCIIEI0BATEIbCKOTO KOJIJIEKTUBA; COCTaBJIEHUE
pabodyero 1uiaHa MPOBEIEHUS HCCIEIOBAaHUS, COTJIACOBAHUE
€ro ¢ WCIOJTHHUTEISAMU; ONpEIeICHUe IUIOmaaKu (0a3bl)
UCCIIEIOBaHMs;  TEepernucka ¢  HUMHU;  [POBEJICHHUE
MHCTPYKTaXXeH, CECMMHApOB, COBELIAaHUMN, KOHCYJIbTAllUN

OJHO
HCCICOOBAHUC

7140,0

13

oubmmorpaduueckass mpopabOTKa TEMBI HCCIICIOBAHUS,
pabota B apxuBaX, H3y4eHHE HOPMATHBHO-TEXHUYECKOU
JOKyMeHTanuu, wuHopManuu o0 aHamorax W JApPYyrux
Marepuaax, OTHOCSIIMXCS K pa3pabaTbiBaeMoil TeMe

OJWH aBT. JIUCT

1200,0

O06paboTka Moy4eHHON HHPOpMAIIH:

14

coop u oOpaboTka WHPOPMAIMU HAa OCHOBE MEPBHUYHBIX
UCXOJHBIX JIAHHBIX (CTATHCTHYECKUX JAHHBIX, OTYETOB,
IJIAHOB, CIPAaBOK, MaTePUATIOB KOMaHIHPOBOK)

OJWH aBT. JIUCT

7800,0

15

aHanu3 o00paboTaHHOM WH(pOpPMAIMK; BBIBOJBI, PpEIIEHUS,
IIPOTHO3

OJWH aBT. JIUCT

5200,0

[ToaroroBka MarepuasgoB MO UTOTaM HAyYHOU pabOTHI:

16

HAalMMCAHUC HAYYHOT'O OTYCTa;, IIOATOTOBKA PYKOIIHCH K
Ie4yaTu Ha Pa3sjIMYHbIX 3TaIlax pa6OTBI

OJWH aBT. JIUCT

13200,0

17

HalMCaHWE TMPOMEKYTOYHOTO OTYeTa (CIpaBKH) O XOe
UCCIIeTOBAHMUS

OJWH aBT. JIUCT

6400,0

[TonrotoBka W HamMcaHHe TEKCTa CTaTbM B COOPHUK
Hay9HBIX TPYZOB, MPAKTHYECKOE nocobue,
npoeCCUOHANIBHYIO  IIpeccy; TMOATOTOBKAa PYKOMHCH K




[ICYaTu Ha pa3]IMYHbIX STallax pa6OTI>IZ

18 |craThs TEOPETUYECKOTO XapaKTepa 15200,0
19 |craThs mpUKIAAHOTO, MPAKTUYECKOTO XapaKTepa 9200,0
20 |HamucaHMe IOKJIaZa 1O WMTOTaM HAYYHOTO HCCIIEIAOBAHUS; | OAMH aBT. JHCT 6700,0

IIOArOTOBKAa pyKOHHCCﬁ Ha pa3/IMYHbIX 3Tallax pa60TbI

21 |pa3paboTka peKOMEHJAIUi, WHCTPYKIUN MO BHEAPEHUIO | OJMH aBT. JIUCT 14100,0
MaTepHUajIOoB HAY4YHOTO WCCICAOBAHUS, HAIMCAHUE TEKCTa,;
MOJITOTOBKA PYKONHMCH K TI€YaTH Ha pa3jMYHBIX dTarax
paboTHI

[Tpumeuanus:
- HOpMa BPEMEHH Ha COCTABJICHHUE MPOrpaMM, METOIMK, MHCTPYKIIMHI JaHa Ha UCCIIEIOBATEIIbCKUI KOJUIEKTHB;
- 4Yachl TPYA03aTPaT PaclpeessoTCs MEX1y UCIIOJIHUTEISIMUA B 3aBUCUMOCTH OT X Harpy3KHu.

4.11. Meronuueckas pabora

Tab6muma 81
N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enunnna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4

[ToaroroBka MeTOIMYECKOTO MOCOOUS, pEKOMEH AN

[IpuHnMIMansHO HOBas pa3pabOTKa TEMBI:

1 |u3ydeHue TEeMbI, BBISIBICHUE W aHAJIN3 JJOKYMEHTOB 10 TEMeE, | OJIUH aBT. JIUCT 15300,0
YTOUHEHHE YUTATEIbCKOTO U 1I€JICBOr0 Ha3HAUCHUS TTOCOOUS,




peKOMeHHaHHﬁ; COCTAaBJICHHUC IIPOCIICKTAa, HAITMCAHUC TCKCTa

Monudukanus panee pa3paboTaHHON TEMBI:

BBISIBJICHHE M M3YUYEHUE HOBBIX JOKYMEHTOB M HAKOTUICHHOTO
OMOIMOTEKaMH OIbITAa MO TEeMe IOCcOoOMs, PEKOMEHIAIINA,
YTOYHEHHE MPOCIIEKTa, BHECEHNE U3MEHEHUS B CTPYKTYpPY H
TEKCT B COOTBETCTBHH C JOCTHIKEHHSAMH OHOIMOTEYHOM
TEOPUHU U TPAKTHKH; MOATOTOBKA PYKOIMCH K OOCYXJICHUIO;,
nopaboTKa o UTOraM OO0CYKICHHS

OJWH aBT. JIUCT

8670,0

Pa3pa0oTka TOKYMEHTOB, perjaMEeHTUPYIOIUX AeSITeIbHOCTD
OoubImoTeK, ITOJIOKEHUH, WHCTPYKLUH, IIPOEKTOB
[IOCTAaHOBJICHUH, YCTaBOB, 3aKOHO/IATENIbHBIX AKTOB

HpI/IHI_[I/IHI/IaJIBHO HOBasi T€Ma.

BBISIBJICHHE, U3YYCHHE M aHATU3 JIEHCTBYIOIINUX JOKYMEHTOB
Mo TeMe, HalMCaHWe TEeKCTa TPoeKTa JOKYMEHTa,
oOcyxkeHue, anpodoupoBaHue B OMOIMOTEKaxX, Ha 3aCeIaHnun
HAyYHO-METOJIMYECKOTO COBETa; JopaboTKa JIOKyMEHTa;
MOJATOTOBKA K YTBEPKACHHUIO

OJWH aBT. JIUCT

17340,0

Moaudukanus panee pa3pab0TaHHOTO JOKYMEHTA!

aHalM3 M OIIeHKa JIOKyMEHTa; MOWCK M OTOOp HOBBIX
JEUCTBYIOIIUX IOKYMEHTOB 10 TEME; BHECEHUE U3MEHEHUI B
TEKCT JOKYMEHTa; OOCYXJeHHWE Ha 3aceJaHhH HAYIHO-
METOJMYECKOTO COBETA; JOPaObOTKa MO UTOTaM OOCYKIEHUS,
MOATOTOBKA K YTBEPKACHUIO

OJWH aBT. JIUCT

7650,0

Pa3zpabotka yuetHbIx dopm, Tabmil, 00pa3IoB:

YTOYHEHHE TIpeaMeTa, OO0BEKTa, COJCpKAaHUS YUETHOH
dopmbl,  Tabmuubl, oOpasma;  OTOOpP  IMOKa3aTenei,

OJWH aBT. JIUCT

7650,0




cHCTeMaTH3alus uX; pa3paboTka MakeTa y4eTHOH (OpMbI,
Ta0uIbl, 00pasma; OOCYXKICHHE Ha 3aceJaHhH HaydHO-
METOIUYECKOr0 COBETA; MOATOTOBKA K YTBEPIKIACHHUIO

CocraBnenue peKoMeHnauun o BHEJPEHUIO
pErIaMeHTHPYIOMIHUX JOKYMEHTOB B IIPAKTUKY:

pa3paboTKka METOAMYECKUX PEKOMEHJAIUN, HWHCTPYKIUH,
[JJAHOB 10 BHEJAPEHHI0 HOPMATUBHOW JIOKYMEHTAllUH,
MOATOTOBKA PYKOIHUCH K TeUaTH

OAHH aBT. JIUCT

14025,0

IToaroroska IMMChbMEHHOM KOHCYJIbTAallUK, MCTOAUYCCKOI'O
nucbMa:

BEISIBJICHHEC W aHAIU3 JOKYMEHTOB IO TEME; HW3yUCHUE H
000011IeHHE OIbITa pabOThl OMOIMOTEK; HANMCAHHUE TEKCTa
KOHCYJIbTAIlMM, METOJMYECKOr0 IMHChMa; TIOJTOTOBKA K
OOCYXKJICHUIO Ha 3aCeaHUH HAayYHO-METOIHYECKOTO COBETA;
nopaboTKa o UToraM oOCYKIEHHs; c/laya B IeYaTh

OJWH aBT. JIUCT

8670,0

IlonrotroBka  0030pa  JeATENBHOCTH  OMONMOTEK IO
OIpeJIeIEHHON TeMaTHKe:

yTOUHEHHE TeMbl 0030pa; OIpe/eleHue XPOHOJIOTHYECKUX
IPaHULl; BBIBIEHUE JOKYMEHTOB, OTOOp HX, MPOCMOTpP H
aHaJIN3; HANMCAaHWE TEKCTa; IIOJrOTOBKA PYKOIMUCH K
00CYX/IEHUIO Ha 3aCE€JaHUN HAYYHO-METOJUYECKOIO COBETA;
0paboTKa PYKOIHCHU TOCIIE O0CYXKIESHUS

OJWH aBT. JIUCT

9180,0

PeuensupoBanue Hay4HBIX, METOANYECKUX,
MH(OPMALIMOHHBIX MaTEPHAJIOB:

YTCHUC PCUCH3UPYCMOI'0O MaTCpuajid; OLCHKA €ro B ILCJIOM,
OTACIBHBIX '—IaCTeI\/'I, YCTAHOBJICHUC COOTBETCTBHA

OJWH aBT. JIUCT

783,0




YUTATEIbCKOMY M LEJIEBOMY HA3HAUCHHIO, HAYYHBIM W
METOAMYECKUM TPEOOBAHUSAM

10 |HanmucaHue pereH3uu OJIUH aBT. JIUCT 1305,0
[ToaroroBka JIeKIUiA, KOHCYJIbTAIIAN
Pa3pabotka 1miaHa Jekuuii, KOHCYJbTalUii, MOAOOpKa| OJHA JIEKIIHS,
MaTepuaia, U3y4eHHE €ro; COCTABJIICHUE CIHCKA JTUTEPATYPhI | KOHCYIbTAIIHS
K JIEKLIMU, KOHCYJIbTAllUW; HAITUCAaHHE TeKCTa:

11 | nekuus 1566,0

12 | nexuwmsi, TeMaTHUeCKas BCTpeyda, BEOMHApP, MacTep-Kiace 90,0

13 |nmepBuUYHas rpynnoBasi KOHCYIbTALIUS 1305,0

14 |moBTOpHas TpymmoBas KOHCYJbTAllMsl C YYETOM HOBOTO 522,0
MaTepuaia

15 |mpoBeneHue yCTHOM MHAWBUYaTbHOW KOHCYIbTAIIUU oJlHa 50,0

KOHCYJIbTaIIHs

16 | oTBeT HA MUCHEMO OJIHO ITHCHEMO 162,0
[IpoBeneHne ceMuHapoB, Y4eOHBIX KypCOB, NMPAKTUKYMOB,

CTaKHUPOBOK:

17 |cemunap, yueOHBINH Kypc (2 - 7 AHEi); ompeneneHUue TEMBI, | OJIMH CEMHUHAP, 8400,0
YTOYHCHHE CpOKa TPOBEJCHHS, COCTABJICHHWE IPOTPAMMEI, | YICOHBIH KypC
OTIOBEIICHHE YUaCTHUKOB U BBICTYTAIOIINX
[Mpaktukym (7 - 10 mgHeil); ompeneneHWe TEMbl, 3aJaHUs, OJIMH
VIPaXHEHUS; COCTaBlieHHEe Tpaduka W YTOYHCHHWE CPOKOB| MPAKTUKYM

IMPOBCACHUA 3aHSATHH:




18

IPYNIOBOM MPAaKTUKYM

2295,0

19

VHJMBUIYaJIbHBINA TPAKTUKYM

2160,0

CraxupoBka (7 - 10 gneil); yroyHeHHE CPOKOB MPOBEICHUS
CT@)XWPOBKHU; BBISIBICHUE JIUTEPATyphl IO HU3y4aeMOMY
BOIIPOCY; COCTABIICHHE IPOTPAMMBI U TpadrKa CTAKUPOBKH C
y4EeTOM cOCTaBa CIylIaTelNeil; 3aKII0YeHNE O MPOXOXKICHUH
CTaXHPOBKHU:

OJJHa
CTaXXUPOBKaA

20

IPYIIIOBasl CTaXXUPOBKA

2805,0

21

HHAUBHUAYAJIbHAA CTAXKUPOBKA

2349,0

[IpakTKka CTyIEHTOB BBICIIUX M CPEIHUX CHCIHAIBHBIX
y4eOHBIX 3aBEIACHMUIA:

22

MOJrOTOBKA M OpTaHW3alUs MpPaKTHUKH CTyneHToB (mo 30
IHei); pa3paboTka IJIaHA MPAaKTHUKH, COTJIACOBAaHUE €ro C
PYKOBOJUTENEM MPAKTUKU  (IIPEICTaBUTENEM  y4eOHOro
3aBEJICHHS); COCTaBJIEHUE TpaduKa MOCEMEHHUs CTPYKTYPHBIX
MOJIpa3/ielieHnii; OpraHu3alus MPaKTUYECKUX 3aHATHl,
MOABCACHUC UTOI'OB MPAKTUKH, COCTABJIICHUC XAPAKTCPUCTUK
MIPAKTUKAHTOB

OJ[Ha ITpaKTHKa

4860,0

HpaKTI/I‘IeCKI/Ie 3aHATHUA:

23

MOJITOTOBKA TPAKTHYECCKUX 3aHSATHH; COCTABJICHHUE 3aJaHUs
M0 BBIMOJHEHUIO HM3y4aeMoro OWOIMOTEYHOTO TMpolecca,
KOHTpOJ'H)HI)Ie BOHpOCBI, TeMaTI/IIIeCKI/II\/'I CIIMCOK JmTepaTprI
K 3aJaHHIO; HAIIMCAHHE TE3HUCOB

OJIHO 3aHITHE

1050,0

CocraBieHue yueOHOW MpOorpaMMBl:

24

OIIPECACIICHUC cocCTaBa CHyH.IB.TCJ'ICfI; COCTAaBJICHUC

OJJHa

5733,0




TEMAaTUYECKOr0 IUIaHA, YTOYHEHUE TNOps/Ka H3YyYEHHUS;
OIIpE/ICNICHUE  TOCJEI0BATEIbBHOCTH  M3JI0XKEHUSI  TEMBI,
BBIJICJICHME OCHOBHBIX BOIIPOCOB; COCTaBJIEHHE CIIMCKa
JUTEpaTyppl MO TEMaM IPOrpaMMbl; HAIMCaHUE TEKCTa,
oOCyXJieHHe  IporpaMMbl  Ha  3aceJaHUH  HAy4yHO-
METOJIMYECKOTO COBETA

porpaMma

[Tocemenune OMONMMOTEK, BBIE3IbI B KOMAHIUPOBKH C IICJIBIO
M3y4yeHus paboThl U OKa3aHUS METOJUYECKON TTOMOIITH:

25

MOATOTOBKA K KOMaHAMPOBKE; YTOUYHEHHUE CPOKOB M IIEIH
KOMaHIUPOBKH, O3HAKOMJICHUE c UMEIOLTIMUCS
JOKYMEHTAMU W MaTepuajiaMyd TPEIbIIYIINX BBIC3IOB U
nyOJIMKauil B TEYaTH; COCTaBJICHHE MPOTrpamMMmbl (IJIaHa)
KOMAaHIUPOBKH

OJJHa
KOMaHIUPOBKa

574,2

26

cocTaBlieHHEe HH(OPMAIMOHHOTO OT4YeTa (CIpaBKH) O
IIPOBE/IEHHOW paloTe; OTUeT BKJIIOYAET: CBEIEHHUS O MECTe
Bbl€37]a, 1eNAX U CpOKaX KOMaHAWPOBKH, OOBEKTax
MOCEIICHNUs, aHAJU3 COCTOSHHS pPabOThl MO TeMe BbIE3[a,
BBIBOJIBI U TIPEJIOKEHUS B aJ[pec OMOIMOTEKH

OJJHUH OTYCT

1050,0

27

COCTaBJICHUC AaBAaHCOBOI'O OTYECTA, 3aIllOJIHECHHUC OTYCTHOI'O
OJ1aHKa cO BCEMU IMPUITOKCHUAMU, CAaYa B 6yxranTepmo

OJIUH OTYECT

40,0

28

MOATOTOBKA HH(OpPMAIMKM TIO0 pe3ylbTaTaM KOMaHIUPOBKH
(YycTHO) B CEKTOpe, y 3aBEAYIOIIETO OTAEIIOM, Ha HAy4YHO-
METOJIMYECKOM COBETE, 3aCeaHUH TUPEKIIUU

OJlHa
uHpopmanus

105,0

MonuTopuHT NEeATEILHOCTH IETCKUX OuOInoTEK
Poccuiickoit ®enepanuu:

29

cocTaBjieHHe (POPM OTUETHOCTH

OJIUH OTYET

1200,0




30 |pacceuika HHGOPMAIIMOHHBIX MUCEM M (OPM OTYETHOCTH IO | OJTHA PACCHIIKA 45,0
BJI nerckux 6ubnmorek Poccuiickoit denepanuun
31 |cOop (opM OTYETHOCTH, ODJIGKTPOHHBIE H TeledOHHBIE | OJMH cOOp 120,0
KOHCYJIbTAIMH 10 BOIPOCaM 3al0JIHEHUs (OpM
CocraBienue KaneHaapst npoecCHOHAIBHBIX MEPONPUSTHIA
nerckux oubnuorek Poccuiickoit denepamnuu (€KEroIHbBIH U
€KEKBapTaJIbHBIN):
32 |cocraBieHne U pacchbuIKa HH(POPMAIIMOHHBIX TTHCEM eXKerojiHas u 120,0
KBapTalbHasI
33 |cbop u 0oOpaboTka MoOTy4eHHOW HH(POpMAIUM, BHECEHHE B| €XEroJaHas u 1200,0
KaJleHAaph PO(HECCUOHATLHBIX MEPOTIPUITUN KBapTaIbHAS
34 |yrounenue nH(GOPMAINH IO TPOBOIUMBIM MEPOTIPHITHIM €XKeroJiHasi u 200,0
KBapTaltbHasI
O0630p nyoJMKanui npodeccuoHaIbHON pecchl
(e:xeMecsIIHO):
35 | oTOop, MPOCMOTp | aHAIH3 CTaTel B )KypHAJIaX MecsuHast 450,0
36 |uTeHue mMaTepuana MeCsIHas 420,0
37 |HamucaHue cTaTbu MeCsTIHas 400,0
38 |cnaua B oT/en pa3MmenieHus UH(OpMaIMK Ha caiiTe MecsYHast 10,0
39 |monroroBka  (peHaKTUPOBAHUE)  €XKETOJAHOHW  CBOJHOWM | OJHMH OTYET 18900,0

CTaTHCTUYCCKOM OTYETHOCTH CTCIHATN3UPOBAHHBIX
oubmmorek Poccmiickoii @enepanuu, padoTaOMUX C
MOJIOJICIKBIO
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OCYIIIECTBIICHUE MOHHMTOPHHTA EeITEILHOCTH
CrenMaNIn3upoBaHHbIX Onbnmmorexk Poccuiickoii @eneparum,
paboTaIMIKMX ¢ MOJIOJCKBIO JIs BBOJIA B 0a3y (€KEMEeCSIHO)

OJHa
uHpopManus

105,0




[Ipumeuanue:

- K HOpME BPEMEHU IIPU COCTABJICHUHU JIOKYMEHTOB, PErJIaMCHTUPYIOIINX JCSTEIbHOCTh PECITyOIIMKAHCKHUX, KPACBBIX U OOJIACTHBIX OMOJIMOTEK,
MPUMEHSIETCS MOBBIMIAONINH Ko umueHt 1,5;
- BpeMsIl IPOBEICHHSI JICKITH, KOHCYJIbTAIMH, TPAKTHKYMOB, CTRKUPOBOK, MPAKTHKH, MPEObIBAHUS B KOMAHIUPOBKE M MPOBEICHUS WH(MOpMAIUN
0 €e pe3yJabTaTaM B HOPMY BPEMECHH HE BXOJTUT.

4.12. PaboTHI HAyYHO-OPTaHNU3ALMOHHOTO XapaKTepa

N HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
/i WU3MEPCHUS BpPEMCHH,
MHH.

1 2 3 4

[lonrotoBka W TpPOBEACHHE TEOPETHUECKOH, HaydHO-

MPaKTUYECKOH KOH(EpeHIMH, TEeMaTHUYeCKOro CEMHUHAapa;

MOWCK MEXIYHAPOJIHBIX CIEIHATUCTOB;, COMPOBOXKICHHE

MCKAYHAPOAHBIX CIICHUAIMCTOB B Ka4CCTBC IICPCBOAYHKA,

MUCBMEHHBIA TIEpeBO] HMH(YOPMAIMOHHBIX MATEPHAIIOB C

PYCCKOT0 Ha UHOCTPAHHBIE SA3BIKU

Omnpenenenne cocraBa OPrKOMHTETa W YYAaCTHHKOB OJTHO

KoH(pepeHIInH, ceMUHapa; (OpMHpOBaHHE U YTBEPKICHHE | MEPOMPHUSATHE

MpOTrpaMMBbl ¥ TIPUTIIACUTEIHLHOTO OMIeTa; OpraHU3alMOHHbIE
MEPOMPHATHS; MOATOTOBKA K U3JAaHUIO TE3HCOB; BHIPAOOTKA
MPOEKTA PEKOMEHTAIINIA; (hMHAHCOBO-X035HCTBEHHOE
obecrieueHrne KOH(EPEHIIMH, CEeMUHapa; aHaIu3 WU OIIeHKa
paboThl KOH(DEepeHIIUH, CEMUHAPA; TTOABEACHIE UTOTOB

KonnuecTBo y4aCTHUKOB:
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1 /1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0

[ToaroroBka W mpoBeneHHE CEMUHApPA, METOJUYECKOTO JHS,

3acemanus "Kpyrioro croya’, BeOmHapa

Omnpenenenve  y4aCTHHKOB, PYKOBOJAUTENs, JIEKTOPOB, OJTHO

JOKJIQJUYMKOB, CpOKa M MeCTa TMPOBEIEHUS CEMHUHApa,| MEPOIPHUATHE

METOAMYECKOro  JAHsS, 3aceqaHus  "kpyrjaoro  croia",

BeOMHApa;  OMNpEACIICHHE  KOHTHHTEHTa  yYaCTHHUKOB;

pa3paboTka mporpammbl; HHGOPMAIMOHHOE OOECIICYCHHE;

BEIpa0OTKAa TPOCKTAa PEKOMEHIAIMH; W3IaHUE U PACCHUIKA

MPOrpaMMBbl;  PEruCTpalusi  Y4aCTHUKOB;  TEXHUYECKOE

COMPOBOXKICHUE BeOMHapa: oOecredeHue dSICKTPOHHOU

KOMMYHUKATUBHOM IJIOIIAJKH, MOJATOTOBKA 3JIEKTPOHHBIX

MIPE3CHTALNN, KOHBEPTUPOBAHUE MIpEe3EeHTALNN Ha

ANEKTPOHHBIE TUIATGHOPMBI, IUCTAHIIMOHHAS  HACTpOWKa

KOMITHIOTEPHOTO o0opynoBaHus ciymiarenei,

MpelBapuTeIbHOE TECTHPOBAHWE W BeleHHWE BeOWHapa,

aHaJIM3 U OLIEHKAa CeMHHapa, METOJANYECKOTO JTHS, 3acelaHus

"kpyrioro croja", BeOuHapa

KonnuecTBO yyaCTHUKOB:
4 |11-50 1570,0
5 |51-100 3980,0
6 [101-150 6150,0
7 |151-450 8270,0




[ToaroroBka 3ace1aHuil peIKOIICTUH:

YTOYHEHHUE CPOKa M MOBECTKHU 3aceAaHus; 0TOOp MaTepHaioB
UIsE  OOCYXXICHHS ¥ TIOATOTOBKA WX Ul KOIUPOBAHWS,
OTMpe/IeJICHUE ONIMOHEHTOB (PELEH3EHTOB); OMOBEIICHUE O
3ace/laHuU YWICHOB PEIKOJUICTHH;, PACChLIKA MATEPUAIIOB IO
MOBECTKE  3acCeIaHMs; opopmileHHE  TIPEIUIOKCHHIA,
BBICKa3aHHBIX YYaCTHUKAMU 3aCCIaHHs

OJHO
3accaaHuc

560,0

OpraHI/ISaHI/IH 38.C6)I&HPII>1 HpO6J'I€MHBIX KOMHCCHﬁ, COBCTOB,
TBOPYCCKUX KOJIJICKTUBOB!

ONpEe/ICJICHUE TOBECTKM JIHSA U CPOKOB IPOBEJICHUS
3aceaHus, YTOYHEHHE COCTaBa YYAaCTHHUKOB; IOATOTOBKA
JIOKYMEHTOB, OPraHU3aIMOHHBIE MEPOTIPUSITHS (OMOBEIICHUE
0 3aceflaHuH, OJ00P MaTepUasoB); oPopMIICHHE MPOTOKOIA
U peIICHUs

OJTHO
MEpPOIPUITHE

940,0

[Ipumeuanue:

- IpH TPOBEACHUU MEPOIPHUIATHH Ha MEXKIYHApPOJAHOM YPOBHE K HOpPME BPEMEHHU TNPUMEHSETCS MOBbIIIAKMui kodddunuent 2,0; Ha
denepanbaHOM ypoBHE - 1,85;
- B HOpMY BPEMEHH HE BXOJHUT BpeMs MPOBEICHHS KOH()EPECHIIMH, CEMUHApa, METOAWYECKOTO JHS, 3acelaHusi "Kpyrjioro croia" u Bpems,
CBSI3aHHOE C M3JJAHUEM MAaTEePHUATIOB KOH(PEPSHIINH, CEMUHAPA.

4.13. PenaktupoBaHue pykonuceit

N HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enunnna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
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PeI[aKTI/IpOBaHI/Ie HAaY4YHBIX 1 METOAUYCCKUX MaTCpHUaAIOB

[TpoBepka u ucTpaBiIeHUE PYKOITUCH B MPOLECCE MOATOTOBKH
ee K Ie4aTd; yCTAaHOBKA COOTBETCTBHS TEKCTa HAyYHBIM H
IUTEepaTypHbIM  TpeOoBaHMAM, (opMe H  IeIEBOMY
Ha3HAYCHUIO U3IaHUs, COTJIacOBaHUE BHOCHMBIX
UCIIPABIICHUH ¢ aBTOPOM; 10pabOTKa PyKOIHCH:

penakTupoBaHue MOHOrpaduii, COOpPHUKOB HayUHbIX TPYIOB, | OJUH aBT. JUCT 2840,0
HAYYHBIX OTYETOB, MPAKTHYECKUX TTOCOOU

peIaKTUpOBaHUE METOINYECKUX MaTepHUasoB: | OJIUH aBT. JTUCT 2500,0
WHCTPYKTUBHO-METOJAMYECKAX  TIHMCEM,  PEKOMEHJIAIUH,

KOHCYJIbTAIli, 0030pOB IEATEIBHOCTH ONOINOTEK

peIaKTUpOBaHUE JIOKYMEHTOB, pEerJaMeHTHPYIOIIUX | OJUH aBT. JTUCT 2400,0
JIeITEIEHOCTD OnOIMOTEK: YCTaBOB, IMOJIOXKCHUH,

UHCTPYKIUHI

pEelaKTUPOBAaHUE CTATUCTMUYECKUX TAaONUL, YY4ETHBIX (OpM,| OAMH aBT. JUCT 1980,0
o0pas1oB

pPEIaKTHPOBAHUE MATEPUAIOB KOH(MEPEHIWA: JIOKJIAJO0B, | OJUH aBT. JTUCT 1050,0
cooOmeHni

PacimmdpoBka aynuosanuceit (marepuanoB KoH(epeHIHi,

COBEIIaHUH):

Habop Tekcrta ¢ ayauodaiina OJIVH aBT. JIUCT 2400,0
penakTHpoBaHNE HAOPAHHOTO TEKCTa OJIVH aBT. JIUCT 1200,0
KOHTPOJIbHOE PEIAKTUPOBAHUE OJIVH aBT. JIUCT 120,0

PenaktupoBanue  momynsipHoro  OubaMorpaduueckoro




nocoOMsl, PETPOCIEKTHBHBIX  HAy4HO-BCIIOMOTATEIbHBIX
yKazareJsei, 0030poB, CIIpaBoK, pedepaToB, aHHOTAIUH:

9 |penakTupoBaHue MONYJISIPHBIX OoubmorpaduIecKux | OJIMH aBT. JTUCT 2640,0
nocoOuii: TeMaTn4eckux OuOIMorpaguuecKux ykKazaTelnei,
CIPaBOYHUKOB
10 | pemakTupoBaHue PETPOCIIEKTUBHBIX HAy4YHO- | OJIMH aBT. JIUCT 2100,0
BCIIOMOTATEJIbHBIX YKa3aTelen
11 |pemakTupoBaHHE  AHAIUTHYECKUX  O030pOB,  CHPABOK, | OAMH aBT. JHCT 1080,0
aHHOTalui, pedeparoB, CBOIHBIX pedepaTHUBHBIX 0030pOB,
sKCIpecc-uHGOpMaIHiz
12 |penaktupoBanue 6nbOIMOrpadUUECcKOn 3aUCH 0JIHA 3aIUCh 4,6
13 | KOHTpONIEHOE PEIAKTHPOBAHUE OJTHA 3aITHUCh 6,2
[TpuMedanue: npu pelakTUPOBAHUH CMEIIAHHOTO TEKCTa K HOPME BPEMEHH NPUMEHSETCs MoBbIIaomuii koapumuesr 1,1.
4.14. BciomorarenbHO-TeXHUUYECKas paboTa
N HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Ennnuna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
1 |o3HaKOMIIEHHE C MaTepUATIOM OJIUH IOKYMEHT 10,0
2 |penakTHpPOBaHHE MAaTEPHUAJIOB OJIUH IOKYMEHT 12,0
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4.15. Pabora 110 opraHu3aluy Tpy/ia U yIpPaBJICHUIO

N HanmenoBanwme nporiecca, oneparnuu. CoctaB padoThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
[InanupoBanue padboOThI
COop, ananmmu3 WUCXOAHOW WH(MOPMANHMK; ONPEICICHUE | OJUH IUIAH
OCHOBHBIX 3a/lad TOJ]a, YTOYHEHUE CPOKOB BBINOJIHEHUS
3aJJaHNii, HAlMCaHWE OOBSICHUTEIILHOW 3aIUCKH; ITOATOTOBKA
MIPOEKTa IUIaHa K 00CYXJICHUIO HA BCEX YPOBHSX, I0pabOTKa
nocse o0CYX/IeHUs; TPEICTaBICHUE TJIaHa Ha COTJIACOBAaHUE
U YTBEpXK/IECHUE:
1 |mrana 6ubnInoTEKH 6240,0
2 |miuaHa OTJelna, CeKTopa 2740,0
3 |MHOMBUAYAIBHOTO TUIaHA 370,0
EsxenHeBHBIN ydeT paboThl B CTPYKTYPHBIX MOAPA3ACTCHUIX:
4 | cTaTACTAYECKUN y4ger 3aIMCABIINXCS | OJHA 3aIUCh 2,8
(mepeperucTpupoBaBIINXCS) YUTATENEH
5 |CTaTUCTHYECKHH yuyeT KHUTOBbI1a4, MOCEIIEHUI OJTHA 3aIUCh 8,6
6 |yder wuHPOpMaNHOHHO-OMOMMOrpaduueckoil paboThl TO| OJHA 3aIUCh 2,7

YCTaHOBJICHHOU popMme
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7 | y4eT BBIOJIHEHHBIX CITPABOK OJIHA 3aIIUChH 2,7
ExenneBHbIil yueT aOOHEHTOB, NoJib3yrommXxcst MBA:

8 |crarucTuueckuii yuer aboHEeHTOB, monb3ytommxcs MBA 0JIHA 3aIIUCh 2,7

9 |cTaTUCTUYECKHMH Yy4YeT TOJIYYEeHHBIX 3aKa30B, BBIJAHHBIX | OJHA 3aIUCh 9,8
JTOKYMEHTOB

10 |craTtucTUYecKHil yyeT 3aKa30B, IEpPEHANPABICHHBIX B APYTrUe | OJ(HA 3aMHUCh 2,7
OMOINOTEKH

11 |3amuce utoru pabotel B "J[HeBHUK paOOTHI" MOApa3aeNeHus | OJIHA 3aIKCh 3,2
OuOIHMOTEKH

12 |uHAMBUIyaNbHBIA YYeT: €XEIHEBHOE 3allOJIHEHHE IUCTKA| OJ(HA 3aMHUCh 2,7
ydera TpyI03aTpar Wil JTHEBHUKA paboThl OMOIHOTEKApS
CBOJIHBIN CTATUCTUYECKUHN yUeT 1o OMOINOTEeKE
Yucno uyuTarenei, KHUTOBBIJAY, MOCEIICHMNM MW MHOM | OJiHA 3aIlMCh
nH(OPMAIINY; TTOABEICHUE UTOTOB CTATUCTHYCCKHUX JTaHHBIX
1o OMOIHOTEKE:

13 | mecsn 528,0

14 |xBapTan 792,0

15 |rox 1080,0
Cratuctuueckuii yuet B pexume AC:

16 |BBOJ CTATHCTUYECKUX JAHHBIX C KOHTPOJIBHOTO JTUCTA OJIMH JIUCT 0,16

17 |CBOIHBIA CTAaTHCTHYECKUH yd4eT 1o OuOamoTexe (YUCIIOo Ha MecHIL| 120,0

guTaTesei, KHUTOBBIaY, TOCEIICHUI U WHOW HH(OpMALINN)




I[lonBenmeHWe  WTOTOB  CTATUCTUYECKMX  JAHHBIX IO
ouoImoTeKe:

Ha MeCHI]

18 |Mmecsn 0,27
19 |kBapran 0,27
20 |rox 0,27
CocraBileHHE OTYETOB:
21 |mpueM MJIAaHOBO-OTYETHBIX JOKYMEHTOB OT CTPYKTYPHBIX | OJUH JIOKYMEHT 13,0
MOAPA3ACICEHUA €  IPOBEPKOM  IIOJIHOTBI  COCTaBa;
COCTaBJIEHUE CBOIHON TaOIUILI OCHOBHBIX [TOKA3aTeleh
CocraBiieHre aHAJIUTUYECKOTO0 OTUETA: aHAIU3 JEITEILHOCTA | OJUH OTYET
MoJipa3JeJIecHuid U OMOJIMOTEKH, OTMETKAa U3MECHEHHUS 3a TOJI,
HallMCaHWE TEKCTa, IPEJICTaBICHUE Ha COIVIACOBAHHE U
YTBEPKICHHE:
22 |oTuer OMOIMOTEKH 3a TOI 3980,0
23 |oTyeT oTAeNa, CEeKTOpa 3a roj 1320,0
24 | MHAMBHUIYATBHBIM OTYET 3a TOJ 586,0
CocraBnenue (PUHAHCOBBIX OTUETOB OO OMJIaTe€ MO BUAAM | OJHMH OTYET
TJTATHBIX YCITYT:
25 |3a Mecs 510,0
26 |3a kBapTai 840,0
CocraBiieHre oT4eTa I YATATEIIEH U HACEIEHUS:
27 |ompeneneHUe cpoka MPOBENCHUs OTYETa, TMOBECTKU JIHS; OJIHO 1580,0




OTOBEIICHHE O JHE OTuYeTa YuTaTesiel, HaceleHUs; BBIMYCK
CTeHra3eThl; O(OpMIICHHUE MPOTOKONA, 3aMEYaHHH U
MpeIJIOKEHUH unTaTese, HaceJIeH ], COCTaBJIEHUE TUIaHa UX
peanuzanuu

MEpOIpUITHE

HOHFOTOBK& ITPONU3BOACTBECHHBIX COBEIIaHuI

OmnpeeneHre NOBECTKH JIHS, KPYTra YYaCTHHKOB; ITOJITOTOBKA OJTHO
CIIPaBKH, JPyrMX MEPONPHUITUH, TPOEKTa PEIICHUs;| COBCIIAHHE
ONOBCIICHHE  yYaCTHUKOB  COBCINAHHS,  IOJIrOTOBKA
MTOMEIICHUS:
28 |coBemanue pabOTHUKOB ONOIMOTEKN 320,0
29 | coBemanue pabOTHUKOB OT/IENa 264,0
30 |coBemaHue MO UTOTaM MPHUHATHIX PEIICHUH C IEIBI0 OIICHKH OJTHO 27,0
UX pEe3yNbTaToOB, MPOU3BOJCTBEHHBIC COBELIAHUS 10 UTOTaM | COBELIAHUE
roaa
31 |omepatwBHOE  coOBemaHue (I pEmICHWS  TEKYIIMX OJTHO 22,0
MPOM3BOACTBEHHBIX 33]1a4) COBEIIaHNe
Opranu3zainmonHas (omnepaTuBHasi) paboTa:
32 | moxkymeHTanpbHOE OGopMIIeHHE pekuMa padoThl  OT/eNa | OUH JOKYMEHT 268,0
(cocraBnenue rpapuka pabOThl, OTHYCKOB U ApPYrHX
JIOKYMEHTOB)
33 | obecneueHne KOHTPOJIS 3a BBIIIOJTHEHUEM | OIIHO 3aJIaHUE 4.4
MPOM3BOACTBEHHOTO 33/IaHHSI U KAYECTBOM PabOTHI
34 | obecrieueHre KOHTPOJIS 332 UCIIOJHEHUEM YIPABICHUECKOTO | OJJHH JTOKYMEHT 8,8

perieHus, MpuKasza, yKa3aHus IUPEKTOpa, 3aM. JUPEKTOpa,
3aB. OTJEJIOM




35 |3akmroueHue, MpoJIJICHNE JIOTOBOPA C ¢dbupMamMu, | OUH JOTOBOP 840,0
PEINPUATHIMH, OpraHu3aIUsIMHU, YaCTHBIMU
MpePUHUMATEIIMHA
36 |cocraBieHHE KAIBKYIISIUH [IEH Ha TUIATHBIC YCITYyTH onuH aokyment | 3340,0
37 | BBIIMCBIBAHHE CYETA, KBUTAHIIUU OJIUH JOKYMEHT 13,4
38 | cBepka orIaTel CUETOB OJIMH JOKYMEHT 13,8
Jenonpon3BoiCTBO:
39 |mpueM U perucTpais BXOIAIIeH KOPPECIOHICHITUN OJIUH IOKYMEHT 5,6
40 |o0OecriedyeHrne KOHTPOJISI 32 CBOCBPEMEHHBIM HCIIOJIHEHHEM | OAMH JOKYMEHT 5,6
JTOKYMEHTa
41 |cucremMaTu3anus W MOJIIMBKA HCIIOJHEHHBIX JOKYMEHTOB B | OJHMH JOKYMEHT 5,6
COOTBETCTBHH C HOMEHKJIATYPO JIe
Pa6ota B pexxume AC:
42 |peructpanus BXOJSIICH KOPPECTIOHACHIIMU: BBOJA B 0a3y| oJHA KapTOYKa 7,6
JTAHHBIX KOHTPOJIGHON KapTOUYKH (JaTa TOCTYIICHUS, UHICKC
JOKYMEHTa, KOPPECHOHJIEHT, JaTa, MHJEKC MOCTYIHBIIErO
JOKYMEHTa, KpaTKOe COJepKaHWe, PE3ONIOIHSI, KOMY
HaIpaBJIEH)
43 | obecrieueHre KOHTPOJISI 32 MCIIOJIHEHHWEM JIOKYMEHTA: BBIBOJ | OJIHA 3aIlHCh 4.6

Ha 9KpaH KOHTPOJIbHOM KapTOYKH, BBOJA B Hee MHGPOpMaIuu
00 UCHOJIHEHUH

HpI/IMe'-IaHI/IeZ BpeMs IPOBEACHUA OTUCTA IIEPEA YNTATCIIAMU, HACCIICHUEM, COBCHIaHI/Iﬁ B HOpMY BPEMCHH HC BXOOUT.

4.16. O6cnyXxrBaHNE yIAJICHHBIX MMOJIh30BaTENeH




N HaumenoBanwue nporecca, onepamun. CoctaB paboThl Enunnuna Hopma
n/m U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
Perucrtpanus nons3oBareneit B peKMMe OHJIANH:
1 |mpoBepka 3anmucH Moiab30BaTelNs B OMOINOTEKY OJIUH 1,0
[10JIB30BATEND
2 |oOpaboTka 1 BBOJ (haMUJIMH, UMEHHU, OTYECTBA TIOJIH30BATEIIS OJIUH 2,5
1 aJjpeca ero dJIEKTPOHHOM MOYTHI AIEKTPOHHBIN
opmyusip
3 |cocraBieHue mUCbMa  C yKa3aHUEeM JIOTHHA W OIHO 2,5
CT€HEepPHUPOBAHHOTO  CUCTEMOW  Mapoiis, MPUKPEIUICHHE | SJIEKTPOHHOE
WHCTPYKIIUU TTOJIb30BAHHS M OTIIPABKA €r0 1O 3JICKTPOHHOM [MICHEMO
[OYTE IOJIL30BATEIIO
OO6cnykuBaHUe TIONL30BATENEH B PEKUME OHJIANH:
4 |KOHCYyNbTaIUs MO UCIIOJIb30BAHUIO UHTEpAaKTHBHOU B/] KHUT OJlHa 5,0
KOHCYJIbTaIIHs
5 |compoBoOXIeHHE BUPTYaIbHOU KHUTOBBIIAYM: | OIUH 3aKa3 7,0
dhopMupoBaHKE 3aKa3a Ha BUPTYATbHON KHMYKHOM TOJIKE
6 |Beirpy3ka w3 AC HOBBIX TOCTYIUICHUW 3a OMPEICIICHHBIN | OIMH (aiin 5,0

nepuoa BpEMCHU B BHUAC YKaA3aTClIA HOBBIX HOCTyHJ’IeHI/Iﬁ
(VHII)
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7 |pa3MellleHHe HOBBIX IIOCTYIUIGHUH JOKYMEHTOB Ha caiTe| oauH daii 1,5
OUOIMOTEKH: CO3aHUE 3ar0JIOBKA AHHOTALUU PUKPETIICHHE
(atina(oB)

8 |pacchuika o BIEKTPOHHOU rnoyTe YAaJIE€HHBIM OJIHO 1,5
MOJIb30BaTEIsAIM  MHGOPMAIMM O HOBBIX IOCTYIUICHHUSAX | 3JIEKTPOHHOE
JOKYMECHTOB [MUCHMO

9 |uH(pOpPMALIMOHHOE COMPOBOXKICHHWE CaiiTa, IMopTajia W OJTHO 1,5
CTpaHHUI[ B COIHMAIBHBIX CETAX: CO3JaHUC 3aroJioBKa| COOOIIECHHE
AHHOTAIIUHU TIPUKpPEIICHNE (aiiioB
Pa6Gota ¢ caiitoM oTzena OMOINOTEKH
PaGoTa ¢ HOBOCTSIMU OTIENIA:

10 |moaroroBka marepuana K MyOIMKanuu (Mpecc-penu3, MmocT- OJINH 1050,0
penu3, CTaThs) MeYaTHBINA JINCT

11 |pa3melieHHue HOBOCTH Ha caiiTe 0JIHa HOBOCTbD 10,0

12 |pa3melieHre HOBOCTH B COITMANIBHBIX CETIX 0JIHAa HOBOCTbD 10,0

13 |oTmpaBka HOBOCTHOTO COOOINEHHS Ui pa3MeIIeHus Ha OJTHO 10,0
caiiTax MmapTHEPOB coO0O0IIIeHHE

14 |monbop UILTIOCTPAIIUU K HOBOCTH oJlHa 5,0

WJUTIOCTPAITUs
Pabota c gororanepeeit oTnena:
15 |porochremka OJIHA ChEMKA 30,0
16 |monGop doTorpadmii oJTHa 3,0

¢dororpadus




17 |obpaborka (¢otorpaduii ¢ TMOMOIIBI TpadHuIecKoro OJIHa 15,0
penakropa ¢dororpadus
18 | co3nmanue oToranepen OJlHa 15,0
¢dororanepes
19 | no6aBnenue noanuceit k pororpadusm OJlHa 2,0
dhoTorpadus
PaGora c HOJTHOTEKCTOBBIMU MaTepHalaMH,
OoubnmorpaduyecKkuMy CIIMCKaMy Ha caiTe:
20 |popmaTupoBaHre MaTEpUATOB JUIA MYOJUKAIMH (TIEPEBOJ B | OJMH MaTepHall 20,0
apyrue GpopMaThl, IeIeHue MaTepraia Ha 4acTH)
21 | noGaBieHue OMHMCAaHUA K MaTepHuany (aHHOTalWs, KIIOYEBbIC | OIUH MaTepua 10,0
ciosa) - 1000 3HakoB
22 |3arpy3ka mMaTepualia Ha BHEIIHUI CallT OJIMH MaTepuan 15,0
23 | oOHOBJICHHE CITUCKA TTyOJIMKAINI COTPYIHUKOB OT/Iela OJTHa 2,0
6ubnuorpaduy
eCKasl 3aIncCh
PenaktupoBanue u oOHOBIEHNE MHPOPMAIINH Ha caiTe:
24 | penakTUpOBaHHE MaTEPUAJIOB OJIHA 3aIIUCh 2,0
Coznanue GopMBbI AIEKTPOHHBIX OMPOCOB (IKCIIPECC-OMpoc,
OHJIaliH aHKETUPOBAHHE):
25 | co3maHue U pa3MelleHUe BOIPOCOB Ha CaiTe OJIMH BOTIPOC 6,0
26 | co3maHue CTPaHUIIBI OIpoca U JoOaBJICHHE KOJia ¢ caiiTa OJIHA CTPaHUIIA 15,0

Co3aHue HOBBIX Pa3/Ie/iOB HA CalTe:




27 |co3manue OJIUH pasien 15,0
PenaktupoBanue u  OOHOBICHHWE  MH(POPMAIIMOHHOTO
KOHTCHTA Ha caiiTe:

28 | penakTHpoBaHUE CTaTEH, pa3MEIICHHBIX Ha cailTe OJTHA HOBOCTb 10,0

29 |mouck wu oTOOp wWHPOPMANMH JJI  PEIAKTUPOBAHMS 20,0
cratuctuiyeckou b/

30 | oOHOBIICHHME 3anuceii b/ OJIHA 3aIIUCH 5,0

31 |BHeceHHE HOBBIX 3amucel B b/l OJIHA 3aIIUChH 10,0
O06paboTka JTOKYMEHTOB JIJIsl 3arpy3KH Ha CauT:

32 |penaktupoBaHue U GopMaTUPOBAHUE TEKCTA JOKYMEHTA OJIMH aBT. JIUCT 60,0

33 |KOHBEpPTHPOBAaHUE JOKYMEHTa U3 OJHOro ¢opmara B JpYroH | OUH JOKYMEHT 10,0
dbopmar

34 |3arpy3ka Ha BHEIITHHE PECYPCHI OJIUH IOKYMEHT 15,0

35 |pa3merenue Ha caiTe oTela OJIUH IOKYMEHT 10,0
3aroTHeHUE CTPAHUIIBI OT/ACIIA B COUATBHBIX CETAX:

36 |mouck u 0TOOP HOBOCTEH Ha BHEITHUX Pecypcax 0JTHa HOBOCTh 24,0

37 | cocraBiieHHE aHHOTAIMH K HOBOCTSIM OJTHA HOBOCTbD 15,0

38 | pa3merieHue MocTa Ha CTPaHMIIE OTAea 0OJIHa HOBOCTbD 5,0




4.17. OnpeneneHrie KHUTOOOECTICUEHHOCTH yueOHOro Tporecca B 6aze qaHHbix AC

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m U3MepeHus BPEMEHH,
MUH.
1 2 3 4
1 |mouck ompeneneHHOW TUCIUIUIMHBI Y4eOHOTO Ipoliecca B OJIHA 1,0
Mmonayiie "Knuroo0ecreueHHOCTB" JUCLUIINHA
2 |momck B 0aze maHHBIX AC HOKYMEHTOB, TOIXOISIIAX JIISI OJTHa 10,0
BBIOpAaHHOW JUCIUIUIMHBI (OCHOBHOM CHHCOK), B PEXHUME | AMCHUILIINHA
MIPOCTOTO U PACIIUPEHHOTO TIOUCKA
3 |IpOCMOTp Ka)XIOTo OKYMEHTa IO BCEM IapamerpaMm JUis | OAWH JOKYMEHT 60,0
onpeieNneHusT HEOOXOJUMOCTH BKIIOUEHHUS €r0 B CIHCOK,
0oTOOpP BBHIOPAHHBIX JTOKYMEHTOB (JI00aBJIECHUE K UMEIOIUMCS
TTOJISIM €I1I€ OJHOTO MOJIs " MUCIHUIUIAHA")
4 |mpucoenuHeHHE OTOOpPaHHBIX JOKYMEHTOB  (OCHOBHOM oJlHa 5,0
cnucok) B Mozayie "KHUroo0ecrnedyeHHOCTh" K ONPESICHHOM |  JTUCITUTIIINHA

AUCITUITIINHC

5. TunoBble OTpaciaeBble HOPMBI TPy/la Ha paOOThI, BHITIOJTHAEMbIE
B JICTCKHUX, IOHOIIIECKUX OMOInoTeKax, B Onbanorexkax HU,
00pa30BaTeNbHBIX YIPEKICHUH (Ha OCHOBE aBTOMATH3HPOBAHHBIX

CHUCTCM YIIpaBJICHU A HpOL[CCCElMI/I)

5.1. KommnekroBanue GpoHI0B
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N HanmenoBanwme nporiecca, oneparnuu. CoctaB padoThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
1 |mpuem wu oTOOp It (OHIOB HOBBIX MOCTYIJICHHUH, | OUH JOKYMEHT 3,6
IIOJyYEHHBIX IO CONPOBOAMUTENBHOMY JOKYMEHTY - JIHCTY
roCyAapCTBEHHOM pErucTpanyuu
2 |TexHHuecKas o0paboTKa JTOKYMEHTOB OJIMH IOKYMEHT 4,5
3 |BBOJI MOKyMeHTOB B 0a3y nanHbIX (bJ1) OJINH JOKYMEHT 4,5
5.2. bubnuorpagpuyeckoe onucaHue U HHAEKCUPOBAaHUE JOKYMEHTOB
N HaumenoBanue npouecca, onepauuu. CocraB paboTsl Ennnuna Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
1 |dopmupoBanue 6ubauorpaduueckoil 3anucu Ha JOKYMEHTBHI | OJIHA 3aMUCh 18,0
Ha PYCCKOM f3bIKe (OIHUcaTeNbHask KaTaJloTu3ariHs)
2 | popmupoBanue O6ubImorpaduyeckoil 3anucyu Ha JOKYMEHTHI | OJHa 3alUCh 27,0

Ha MHOCTPAHHBIX E€BPOMEHCKUX SI3bIKaX M S3bIKaX HapOJOB
Poccwuiickoit ®eneparuun, Kpome pycckoro (ommcarenbHas
KaTaJoru3anus)
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3 | MHAEKCUPOBaHHUE JIOKYMEHTOB (conmepkarenbHasi | OJHA 3aMHCh 18,0
KaTaJIOru3anus)
5.3. Pabora ¢ karamoramu

N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma

n/m HU3MEepeHus BpPEMEHH,
MUH.

1 2 3 4
[ToaroroBurensHas padoTa:

1 |pa36op KapTOYeK I pacCCTAaHOBKH B ayi()aBUTHBIC KAaTAJIOTH | OJ{HA KapTOUYKa 0,5
PenaktupoBaHue reHepaIbHOTO aJI()aBUTHOTO KAaTaJIOTa: 0JTHA KapTOYKa

2 |xaraior - ctaperi psg (mo 2000 roga) 1,0

3 |karanor - HOBBII psia (¢ 2000 roxa) 0,5

4 |kaTtalor - WHOCTPAaHHBIE EBPOIEHUCKHE S3BIKU U SI3bIKU 1,0
HapooB Poccuu, kpome pycckoro

5 |pa3bop KapToO4yeKk Id PACCTAHOBKM B CHCTEMATHYECKHE | OJJHA KapTOUKa 0,3
KaTajoru

6 |penaktupoBanue [ eHEpaTbHOTO CHCTEMAaTHYECKOTO KaTaJloTa | OJHa KapTouKa 0,5
(I'CK)

7 |pemakTHpoBaHHE OpHWTHHAJI-Makera b3 Ha OJHOYACTHBIC | OJHA KapTOYKa 0,3

AOKYMCHTBIL
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8 |pemaktupoBaHHe oOpurHHal-MakeTa b3 Ha MHOro4acTHbIE | OJJHA KapTOYKa 0,45
JTIOKYMEHTBI
9 |penaktupoBanue 3anuceld Ha enuHuUlbl xpaHeHus B I1O0 mo| oxHa 3amuch 5,4
W3BCIICHUSM O BHECCHHMM W3MCHEHUH B  KarTajlorw,
MOJIyY€HHBIMH U3 TexHojoruueckoro ornena (TO)
PenaktupoBanue  Oubnuorpaduueckux  3amucedr  (b3)| oxana 3ammch
(xoHTpOJIBHBIE ITOJIA (hopmara U TekcTa b3):
10 |penakTupoBaHKe KOHTPOJIBHBIX MOJEH hopmaTa 5,4
11 |penaxtupoBanue Tekcta b3 5,4
12 |penaxtupoBanue Oubmmorpapuueckux 3amuceit (b3) B 11O | onna 3anmch 5,4
(BBenenue nnaekcoB bbK B b3)
13 | bopmupoBanne b3 B IIO ¢ wHCmoab30BaHMEM CBOJHOTO | OJIHA 3aIHCh 12,0
karasiora Poccuniickoint @enepanun
14 |penaxtupoBanue b3 Ha MHOro4acTHbIe JOKYMEHTHI B [10 OJIHA 3aIIUCh 12,0
5.4. PaGora ¢ ponmom
N HanmenoBanwme mporiecca, oneparuu. CoctaB padoThI Enuanmna Hopwma
n/m U3MEpeHUs BpEMEHH,
MUH.
1 2 3 4

[ToaroroBuTenpHas padoTa:
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MOATOTOBKA paboymx MeCT; opraHu3aius padodero Mecra:| OJHO pabouee 5,0
noAKJIoUeHne KommbioTepa, Bxong B OPAC, mposepka MECTO
AJNIEKTPOHHOW TMOYTHI, pACChLJIKA OTBETOB Ha 3aIlpoChl;
MOATOTOBKA 3ama K paboTe: opraHm3aus pabouux MeECT
yuTaresei, BiaxHas oO0pabOTKa MOHHMTOPAa KOMIIBIOTEpA,
CTaHIIMM CAaMOOOCTY)KMBaHUS, MOHHUTOpPA JJIEKTPOHHOIO
Karajora, paccTaHoBKa (pa3MellleHHe KHI)KHOIO MacCHBa,
CIAaHHOTO TIOCTIE MPEABIAYIIEro padodyero AHs, Ha IOJIKaxX
OTKPBITOTO JIOCTYIA), O3HAKOMJIEHHUE C TMEPUOJUKON U ¢
HOBOCTsAMU B ceTH "HMHTepHer"
MOJIy4eHUE JOKYMEHTOB C BBICTABKH HOBBIX IOCTYIUICHHI | OJHA MapTHS 16,0
(mpu yyactuu 4-X 4eJIOBEK) (100

JIOKYMEHTOB)
IpHeM HOBbIX MocTyrieHuil B [Iporpamme nepenauu; cBepka| oOHa MapTHs 12,0
HAJTMYUS KHUAT B TIAPTUU C COTIPOBOIUTEIIBHBIM JJOKYMEHTOM (100

JIOKYMEHTOB)
O0paboTka HOBBIX OCTYIIICHUN
[TepBuuHbIl pa30op HOBBIX MOCTYIUICHHIA; MPOCTaBICHHUE | OJHA MapTHs 26,0
LITEMIIENS Ha TUTYJbHOM U 17 CTpaHMIaX KHWUTH; aKTUBALMS (100
U peJaKTUpPOBaHHWE B JJIEKTPOHHOM Karajore, Ie4aTb| IOKYMEHTOB)
WHBEHTapHOTO N W MPUKJICHBAHUE PATUOMETKH (EAMHUYHBIC
9K3EMILISIPBI)
Pa3bop mOKyMEHTOB uis oOmpeAeNieHUsT PACCTAHOBOYHBIX | OIUH JOKYMEHT 1,0
mugppoB
[IpenBapuTenbHas CHCTEMAaTH3ANNs JJOKYMEHTOB TPYIIIOBOM | OJTMH JOKYMEHT 1,0

O6pa6OTKI/I AJI OIIPEACIICHUS MOJIOYHOT'O HHICKCa

[u¢poBka JOKYMEHTOB:

OJIUH IOKYMEHT




7 | ¢ nByms mmudpamu (1 - "BupTyaabHbIit") 1,0

8 |06e3 mmdpa 1,8

9 | mochLIBI 3,6

10 |BBOA mmdpa 0,5
[n¢poBka JOKYMEHTOB I'PYNIIOBON 00pabOTKH: OJIMH JOKYMEHT

11 |npenBapurenbHas cuUcTeMaTusauus (BBOJ MHIEKCAa OTpaciu 1,0
3HaHus 1o Tabaunam bbK B DK)

12 | netanpHas cucreMartu3amys (BBOJ MojoyHOro mHuekca bBK 1,0
B OK)

13 |o6paboTka [OKYMEHTOB Ha HWHOCTPAHHBIX EBPOMEWCKUX | OJUH JTOKYMEHT 3,6
SI3BIKAX

14 |o6paboTka JOKYMEHTOB Ha HAallMOHAIbHBIX SI3bIKAX HAPOJOB | OJUH IOKYMEHT 4,5
cyobekToB Poccuiickoit denepannn

15 |mpuem u o6pabotka nokymentoB X VIII - XIX BB. OJIUH IOKYMEHT 8,0

16 |mpueM wu o0O0pabOTKa OTEUECTBEHHBIX MEPUOJUYECKUX | OJUH JTOKYMEHT 1,8
n3nannii u3 3TIIA

17 |npuem u 06paboTKa MHOCTPAHHBIX MEPUOANYECKUX U3IaHUMN | OJUH TOKYMEHT 1,8
n3 3TIIU

18 |mepemmdpoBka TOKyMEHTOB OJINH JOKYMEHT 27,0

19 |BBox Gap-koma nokymenTta B OK OJIUH IOKYMEHT 2,6

20 |mepemaua nokymeHTOB Ha sipyca ®Bb B aucrerdepckoi | ogHa mapTus 26,0

IIporpaMme

(100




JIOKYMEHTOR)

OO6cnyxuBanue unraresneii u abonentos B Ob:

21 |BbInonHEHHE TPeOOBaHMH, MOCTYMUBIINX MO 3JIEKTPOHHOMY OJTHO 1,0
3aKazy TpeboBaHuE
22 |B3auMopacueT CO  CTPYKTYPHBIMH  TOAPA3ACIICHUSIMH | OJHA IMapTUS 14,0
OubIMoTeKH (100
JIOKYMEHTOB)
23 |pabota C 3aJ0JDKEHHOCTBIO: COCTaBIIeHHE IO 0ase | OJuH JIOKYMEHT 1,8
YUTAIBHOTO 3aJla CIUCKA 33J0JDKHUKOB; COCTABICHHE II0
0aze  ueHTpambHOW Kadedpbl CHUCKAa  3a/I0JDKHUKOB;
BbIJIEJICHUE M3 OOLIEro CHUCKa 3a/J0JKHUKOB OMOIMOTEKH
3aJI0JDKHUKOB;  €KETHEBHBIM KOHTPOJb JIOIDKHHUKOB C
HAaIllOMHHAHAEM O HEOOXOIMMOCTH BO3BpaTa 3aJep:KaHHBIX
KHUT; aHaIn3 3G EKTUBHOCTH MPOAETaHHON paboThI
ObecnieueHne COXpaHHOCTH (OHIOB:
24 |mOAroTOBKAa JIOKYMEHTOB Ha MHKPO(QUIBMUPOBAHUE U | OJUH JIOKYMEHT 54
CKaHHPOBAHUE
25 |mepemavya  JOKYMEHTOB Ha  MHUKPOQWIBMHUPOBAaHHE W | OJHA MapTHs 16,0
CKaHWPOBAaHUE (20
JIOKYMEHTOB)
Ceepka (honaa ¢ anekTpoHHbIM KaTanorom (JK): OJIUH JOKYMEHT
26 |0AHOYACTHBIE JOKYMEHTHI 1,8
27 |MHOTOYACTHBIC JOKYMEHTBI 3,6
28 |mpoBepKa J10CTyIa K AJIEKTPOHHOMY pecypcy OJINH JOKYMEHT 5,4




5.5. CnpaBouHo-0ubarorpadpuueckoe 00CIy)KUBaHNE

N HaumenoBanwue nporuecca, onepamun. CoctaB paboThl Enunnuna Hopma
n/m W3MEpCHUs BpPEMEHH,
MUH.

1 2 3 4
BeimonHenue yeTHeIX OMOInorpaduyeckux CrpaBokK:

1 |moaroroBka paboOYnX MECT €)KEJIHEBHO 13,0

2 | eXeIHEeBHBIN CTAaTUCTUYECKUI y4er CIIPaBOYHO- | €KEIHEBHO 13,5
oubmrorpadguueckoro 00CITy>)KUBaHHS YUTATEIICH

3 |u3yuyeHHe OTPHIATEILHBIX OTBETOB Ha OMOIMorpaduyeckue| exeIHEeBHO 13,5
3aIMpockl C 1IeJIbI0 BBISIBICHUS Opaka

4 |mpueM 3ampoca Ha BBIOJHEHHE OubOauorpaduyeckoil | OAMH 3ampoc 10,0
CTIpaBKH

5 |odopmieHre KOHTPOIBLHOTO JIMCTKA TOJIb30BaTEIS OJIUH 1,0

M0JIb30BaTEIh

6 |TemaTHueckas ycTHas OuOnHorpaduueckas cripaBKa OJIHA CIIpaBKa 17,0

7 |aapecHas ycTHas CrpaBKa OJTHA CTIpaBKa 8,0

8 |yrounstomas yctHas Oubarorpadudeckas crpaBka OJTHA CITpaBKa 18,0

9 |dakrorpaduyeckas yctHas oubiarorpaduyaeckas crpaBka OJIHA CTIpaBKa 15,0
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10 | opueHTHpYIOIIAS KOHCYJIbTAIUS OJIHa 6,0
KOHCYJIbTAIIHS
11 | 6ubmmorpadudaeckas/pakrorpaduueckas cripaBKa 10 | OJIHA CIIpaBKa 12,0
Teneony
BrimonHenne mucbMEeHHBIX OMOIMOrpauuecKux CrpaBok:
12 |mpueM W  permcrpamus TNHCBMEHHOTO  3alpoca  B| OJHH 3alpoc 3
OpraHU3aIOHHOMN TPYIIIE
13 | nucnieTyepuzanus NUCbMEHHBIX 3ampocos B rpymnmne CbO eXXeJTHEBHO 60
14 |peructpanmsi 3ampoca B OKypHaJe ydeTa MHUCbMCHHBIX | OJIHA 3aIlKCh 3
cipasok rpynnsl CbO
[TuceMeHHas TeMaTU4YeCcKas CIpaBKa:
15 |Temarnyeckas cmpaBka 1-oi CTENEHHW CJIOXKHOCTH: 10 25| oJHA CrpaBKa 1200,0
Ha3BaHWii, C MPOCMOTPOM OUOIMOTpadUIECKUX HCTOUHHKOB
16 |Temarnyeckas cripaBKa 2-0i CTETICHH CIIOXHOCTH: CBBIIE 25| OJlHA CIpaBKa 2900,0
Ha3BaHWi, C IPOCMOTPOM OUOIMOTPaPUUECKIX U TEKCTOBBIX
HUCTOYHHUKOB
17 |muceMeHHas yrouHsromas oubmmorpadudeckas cripaBka OJTHA CITpaBKa 360,0
18 |muceMeHHas anpecHas CripaBKa OJTHA CITpaBKa 120,0
19 |mucemenHas daxTorpadudeckas crpaBKa OJTHA CITpaBKa 360,0
20 |muchMeHHBIC KOHCYJIbTAIMM: TeMaTH4decKas KOHCYJIbTAIIHS, OIlHa 480,0
KOHCYJIbTaIHsI-KITUIIIS KOHCYJIbTaIIHsI

Pe,[[aKTI/IPOBaHI/Ie BBIITOJIHCHHBIX ITMCBMCHHBIX CITPABOK:




21 |agpecHas TUCBMEHHAsI CIIPaBKa OJIHA CIIpaBKa 9,0
TemaTnueckas mucbMeHHast CIIPaBKa: OJTHA CITpaBKa

22 | 1-i1 cTeneHn ClI0KHOCTH 18,0

23 | 2-11 cTeleHn CII0KHOCTH 48,0

24 | yToYHSIOIIAs TMCbMEHHAsI CIIPaBKa OJTHA CITpaBKa 8,0

25 | paxTorpaduueckas MMCbMEHHAS CIPaBKa OJTHA CITpaBKa 8,0

26 |perucTpanys BBIOJHEHHON MUChMEHHOHN CIIPaBKU B TPYIIE | OJHA 3aIUCh 3,0
CBO B xypHase yyeTa NUCbMEHHBIX 3alPOCOB

27 |perucTtpamusi BBIIOJHEHHON TNHChMEHHOH CHIpaBKM B| OJHA 3aIUChH 2,0
opranuzanuronHou rpynne CbO

28 |odopmiienue U nepeaaya/oTHpaBiIeHNUe OTBETa 3aKa3unuKy OJIMH 3aIIpocC 12,0
BuptyaneHas cripaBouHas ciyxoa:

29 |BHUpTyasbHas TEMaTHYECKas CIpaBKa OJIHA CIIpaBKa 18,0

30 |BupTyanbHas aJpecHas clpaBKa OJIHA CIIpaBKa 7,0

31 |BupTyasbHas yTOUYHSIOIIAs CIIpaBKa OJIHA CIIpaBKa 18,0

32 |BUpTyalbHasi OPUEHTUPYIOILAS CIIPaBKa OJIHA CIIpaBKa 6,0

33 | oopmiteHre 0TBETA HA 3AIIPOC YATATEIIS OJTHO TTHCHMO 6,0

34 |momonHeHWe apxwBa  BBINOJNHEHHBIX cmpaBok ("Basa| omHa cnpaBka 11,0
3HaHUI")

35 |ckanupoBanue aokymMeHTOoB u3 (onmoB CBO mo 3akazam| ofHa cTpaHHUIA 3,0




HOJIL30BaTEIEH

Koncynbranuu: oaHa
KOHCYJIbTaIHS
36 |Meroguyeckas 10,0
37 | TemaTnyeckas 10,0
38 |nokanpHas KOOpJAWHALMS W JUCIICTUYCPU3ALMS BBITOJIHEHHUS | OJIHO TUCHMO 12,0
BUPTYaJIbHBIX CIIPABOK
bubmmorpaduyeckoe o0ydueHune monp3oBaTeneit
Koncynpranuu: oaHa
KOHCYJIbTaIHS
39 |Meroguyeckas 10,0
40 |TemaTrnyeckas 15,0
41 |moaroroBka OuOmmorpaduyeckoro o030pa MO METOAWKE| OJWH 0030p 2400,0
¢dopmupoBaHus OubIMOrpaguuecKkoi 3ammcu, paboOThl ¢
KaTaJIOraMH, 6ubanorpaduueckumMu HMCTOYHMKAMU
(bopMHpOBaHHUS CIHMCKA JIUTEPATYPHl K HAYYHOI paboTe
42 |moArotoBKa W MpoBejeHHe 6ubnuorpaduueckoro o63opa mo| 0aAUH 0030p 480,0
MeToANKe OMOIMorpauueckoro Onucanus
43 |mpoBeneHUE OKCKypcuH 10 (OHAAM H  CIIPABOYHO- OJTHa 480,0
o6ubnuorpaduueckomy annapaty (CbA) LHBC 9KCKYpCHs
Benenue cnipaBouHo-6ubnorpaduyeckoro anmnapara:
44 |BeneHue apxHBa BBIIIOJHEHHBIX CIPAaBOK B 3JIEKTPOHHOM | OJHA CIIpaBKa 8,0

pexume




45 |BBOA KapToTeK B b/] OJIHa KapTOYKa 6,0
BricTaBouHnas padora: OJHAa BEICTABKa

46 |pa3paboTka IJIaHA OpraHW3alMd U  JIKCIOHUPOBAHHS 2160,0
TEMATUYECKOH BBICTABKU

47 |moAaroToBKa COMPOBOAMTEIBHON JOKYMEHTAIIMU K BBICTABKE, 360,0
STHKETAXa

48 |MOHTaX BBICTABKH 480,0

49 | neMOHTAaXX BBICTABKH 240,0




[Ipumeuanue: npu padboTe ¢ JOKyMEHTaMU Ha HTHOCTPAHHBIX €BPONENCKUX SA3bIKAaX M sA3bIKax Hapos0B Poccuiickoil denepanum, KpoMe pyccKoro,
K HOpMaM BpeMEHHU MTPUMEHSETCS MOBIIatonui kodddumuent 1,15.

5.6. HoTHble n3ganus v 3ByKO3aIlucHu

N Haumenosanue mpouecca, onepanuu. CoctaB pabOThI Enununa Hopma
/o U3MepeHus BpPEMEHH,
MUH.
1 2 3 4
dopmupoBanue OUOIHOrpadUISCKON 3aIHUCH:
1 |Ha rpaMIIacTMHKM Ha PYCCKOM s3bIK€ (ONUcaTeNbHasi| OJUH AUCK 140,0
KaTaJoru3amus)
2 |Ha rpaMIJIACTHHKU HAa MHOCTPAHHBIX €BPOMEHCKUX S3BIKAX U OJIUH JUCK 180,0
s3bIkax HapoJoB Poccuiickoir denepannv, KpoMe pycCKOro
(omucarenbHast KaTaIOTU3ALIMS)
3 |Ha ayIuo KOMIIAKT-HCKE HA PYCCKOM sI3bIKe (OmucareibHas| OJUH JUCK 160,0
KaTaJoru3anus)
4 |Ha ayauo KOMIIAKT-IUCKE Ha WHOCTPAHHBIX EBPOIEUCKUX OJIUH JUCK 220,0
s3bIKaxX M fA3bIKax HapoloB Poccuiickoin denepaunu, KpoMme
PYCCKOTO s13bIKa (OMHCcaTeTbHAS KaTaIOTH3aIHsl)
5 |Ha MY3bIKQJTBHOM KOMIIAKT-TUCKE (omucaTenbHAs |  OJIMH JHUCK 480,0
KaTaJIoru3anus)
6 |Ha HOTHBICE W3JaHUS HA PYCCKOM sI3bIKE (OMHCATENbHAs | OUH JOKYMEHT 132,0
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KaTaJ’IOFI/IBaHI/Iﬂ)

7 |Ha HOTHBIC U3JJaHUsI HA MHOCTPAHHBIX €BPOMEUCKUX S3bIKAX U | OJJUH JOKYMEHT 140,0
si3pIkax HapoJoB Poccuiickoit denepanniu, KpoMe pyccKOro
(omucaTenpHas KaTajaoru3aius)
CrpaBouHo-0ubmorpapuieckoe o0cTyXKUBaHUE B
YUTAJILHOM 3aJ1e
Brimonuenue yctHoi 6ubanorpaduueckoit cipaBku:
8 |mpuem 3ampoca Ha BBINOJIHEHHE OMOJMOrpadUUecKoi | OJMH 3ampoc 6,0
CTIpaBKH
9 |TemaTmueckas ycTHas OuOnmorpaduueckas cripaBKa OJTHA CITpaBKa 20,0
10 |ycTtHas anpecHast OuOimorpadudeckas crpaBka OJIHA CIIpaBKa 12,0
11 |yrounstomas yctHas oubnuorpaduueckas cripaBKa OJTHA CITpaBKa 22,0
12 | pakrorpaduueckas ycrHas 6ubnuorpaduueckas crpaBka OJIHA CIIpaBKa 18,0
Koncynbrammu: OJlHa
KOHCYJIbTaIIHs
13 | 6ubnmorpaduueckue 10,0
14 |opueHTHpYIOIIHE 3,0
15 | BcmoMorareabHO-TEXHUYECKHAE 6,0
BrinonrHeHne TUChMEHHBIX OMOIHorpaduIecKux CIpaBoK:
16 |mpuem u perucrpanus 3anpoca B KHUT€ ydyeTa MHUCbMEHHBIX | OJIHA CIIpaBKa 15,0

oubnuorpaduueckux CrpaBoK




17 |u3yyenume 3ampoca, YCTAHOBJCHHE WJIM YTOYHCHHE | OJ[HA CITpaBKa 900,0
3JIEMEHTOB Oubmorpaduyeckoi 3anucu
Benenune cripaBouH0-0nOrorpaduyeckoro amnmapara:
18 | odopmiieHHne KapTOUYKHU JUIsSl KAPTOTEK OJIHa KapTOYKa 16,0
19 |co3manue Ombmmorpaduueckoit 3anucu (b3) Ha cTaThu MO | OJIHA 3aMKUCh 8,0
MY3bIKE U3 JIOKYMEHTOB, HE COOTBETCTBYIOIIMX Mpoduio M3
20 |BemeHHME KapTOTEK OJIHA KapTOYKa 1,0
5.7. PaGora ¢ nureparypoit mo OubInoTeKoBeIeHUI0, OuOIHOrpadoBEACHUIO U KHUTOBEACHUIO
N HaumenoBanue mporecca, onepanuu. CoctaB pabOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
OOpaboTka  HOBBIX  MOCTYIUIGHUH B  MIPOrpaMMHOM
obecneuenuu (I10):
1 |mpueM HOBBIX MOCTYIUICHHH OTEUYECTBEHHBIX JOKYMEHTOB B|OJUH JIOKYMEHT 0,5
JMCTIETYEPCKOM TporpaMMe repeadn
2 |mpWeM HOBBIX MOCTYIUICHWH HAa MHOCTPAHHBIX €BPONCHCKUX | OJIUH JOKYMEHT 1,0
s3bIKaxX M fA3bIKax HapoloB Poccuiickoin denepaunu, KpoMme
PYCCKOTO
3 |odopmieHne KapTOYKK Ha TOKYMEHT Ha PYCCKOM SI3BIKE JUIS | O/THA KapTOUKa 8,0

KaTajJoroB M OOJIACTHBIX KapTOTCK C HCIIOJIB30BaHUEM
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oubnuorpaduueckoii 3amucu

4 |odopmieHne KapTOUYKM Ha JOKYMEHT Ha WHOCTPAaHHBIX | OJJHA KAPTOUKa 10,0
€BpONEICKUX A3BIKAX M sA3bIKaX HapoaoB Poccuiickoit
®denepanuu, KpOME PycCKOro, JUisi KaTaJloOroB U OOJIACTHBIX
KapTOTEK C UCIIOJIb30BaHUEM OMOIHOrpadguIeckoil 3anucu
5 |aHanMTUYECKOE OMUcaHue JOKyMeHTOB B [10 OJIHA CTaThs 12,0
OOciy)KMBaHUE TOJIb30BATENCH; BHUPTYyaJbHAas CIIPABOYHAS
ciryxoa:
6 |mpuem OGuOIHOrpapUIECKOro 3armpoca YATATENS OJIUH 3a1poc 3,0
7 |BUpTyaibHasl TEMaTU4ECKas CpaBKa 0JIHA CIIpaBKa 54,0
8 |BupTyanbHas agpecHas CIpaBKa OJTHA CITpaBKa 18,0
9 |BUpTyaNbHAas yTOUHSIONIAS CIIPaBKa OJTHA CITpaBKa 26,0
10 |BuptyanbHas gaxTorpadpuueckas crpaBKa OJIHA CIIpaBKa 20,0
11 |odopmienue oTBeTa Ha 3aMPOC YUTATENS OJIHO TUCBMO 10,0
12 |momonnenue apxuBa BbIMOJHEHHBIX crnpaBok ("ba3a| oxHa cripaBka 10,0
3HaHuK"
13 | exxexHEBHBIN CTAaTUCTUYECKUH yuer CIIPaBOYHO- |  €KETHEBHO 12,0

oubmrorpaduueckoro oOCIyKUBaHUs YUTATENEH

5.8. O6paboTka onTHYECKNX KOMITaKT-IHCKOB (ODP)
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N HanmenoBanwme nporecca, oneparnuu. CoctaB paboThI Enunnna Hopma
n/n U3MEpEeHUs BpEMEHH,
MUH.
1 2 3 4
1 |momydyeHue ¥ JOCTaBKa ONTHUYECKUX KOMIAKT-IMCKOB W3 | OJHA MapTUi 30,0
nucnetrdepckoit OLIK3 JIOKYMEHTOB
(100 muckoB)
2 |TmpueM HOBBIX MTOCTYIJICHUN ONTHYECKUX KOMIAKT-TUCKOB OJTHA MapTHUs 60,0
JIOKYMEHTOB
(100 nuckoB)
3 |cymMMapHBI ydYeT KOMMAKT-AHCKOB (IO YCTAHOBJICHHOM | OJIHA MApTHUs 7,0
dhopme) JIOKYMEHTOB
4 |MHIUBUIYaTbHBIA yUET KOMITAKT-IUCKOB OJIHA 3aIUCh 1,0
5 |TexHuueckas o0paboOTKa ONTUYECKUX KOMITAKT-TUCKOB OJIUH IOKYMEHT 2,0
6 |mudppoBKa JOKYMEHTOB B MOJyJe 3K3eMIlIsipbl [10 OJINH JOKYMEHT 1,0
5.9. Pabora ¢ ynrarensamMu
N Haumenoanwe nporiecca, onepanuu. CoctaB padOThI Enununa Hopma
n/m U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4

3amuch NoJb30BaTels B 6I/I6J'II/IOTCKy, pa60Ta C UHUTATCIIEM:
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IIOJITOTOBKA pabounx MECT IOJIb30BaTe IeH u
OOCITYKMBAIOIIETO TEpPCOHANA: TPOBEPKAa TEXHUYECKOTO
COCTOSIHHSI CETEBOT'0 00ECIIeUeHHS U TTapKa BBIYUCIUTEIHHOM
TeXHHKH, BKIrodeHue 11K

onuH I1K

2,0

MIPUHATHE MEp IO JUKBUAaIuu cooeB B padote I1K, padote
CeTH, OTCYTCTBHUS JOCTyna K 0aze NaHHBIX IOJIb30BaTEJICH,
MH()OPMHUPOBAHHE COOTBETCTBYIOUIMX CIYyKO 0 cOosX,
MIPOBEpPKa HEHCIIPABHOTO 00OpymoBaHUs, (hukcamus cOOeB B
TETpaJM ydYeTa C yKa3aHHEM XapakTepa HEHUCHPAaBHOCTH M
BpeMEHU Hayasia c00s, TOCJIE YCTPAaHEHUS HEMOJIAJKH
OTMETKA BPEMEHH €€ YCTPaHCHUS

OJIMH cOoM

10,0

IIPOCMOTP JOKYMEHTOB 4MTaTeNs (MacnopT, yAOCTOBEpEHHE,
[IOPYUYUTENBCTBO), IIPOBEPKA HaJIn4Ms YYETHO-
PErucTpallMOHHON KapTOYKU YUTATEIIA

OAHMH YUTaTCJIb

3,0

3aIl0JIHEHHE bopmynspa yuTaTens, Y4YETHO-
pErucTpallMOHHON KapTOUKH, YUTATEIHCKOTO OnseTa

OJWH KOMIIJICKT

5,0

O3HAaKOMJIGHWE 4YHUTaTedsl C TMpaBUJIaMU  IOJIb30BaHUS
O6ubnuorekoll, pacnojoxeHueM  (oOHIA,  CIPABOYHBIM
anmnapaTom

OIHWH YUTaTCJIb

6,0

nondop M paccTaHOBKAa IO HOMepaM OMIIETOB, anaBUTYy
(bamunuil ynutareneit yaeTHO-perucTpallMOHHbIX KapTOUeK

0JIHa KapTO4Ka

2,0

OCYILIECTBIEHUE KOHTPOJII 3a BO3MOXHBIM HAJIUYHEM
JaHHBIX O 4YHTaTele Kak Hapymurene (JIHMIIEeH IpaBa
MOJIb30BaHMA); BeA€HUWE (M  PEryilsipHbIl  MPOCMOTP)
KapTOTEKH YuTaTenei-HapymuTenen

OJIMH YUTaTCJIb

0,5

[lepeperucrparius unTaTeneu:




8 |mouck dopmymsipa (perucTpallioOHHON KapTOYKH) YHMTATENA, | OJJHA KapTOYKa 2,0
BHECEHUE WM3MEHEHWH B HUX WM B YHUTATEIBCKUX OMIIeTax
(YTOYHEHHE aHKETHBIX JaHHBIX, HOBOI'O YHTATEIHCKOTO
HOMEpa, JaThl TEPEPEeTUCTPALNU) C BEICHHEM KapTOTCKU
HAYYHBIX TEM U TEKYNIMX W3MEHEHHU (TIOJy4YeHHE 3BaHUM,
myOIMKaIui, 1apoB)
3anuch (mepepeructparus) qHUTaTeINCH B
ABTOMATHU3HPOBAHHOM PEIKUME:

9 |cpemka oTokaMepoi IS YMTATEIHCKOTO OMJIeTa U BCTaBKa OJINH 2,0
dboTorpaduu B UNTATEIBCKHI OUIIET MTOCETUTEINb

10 |odopmiieHre Koja YUTATENsl C KOHTPOJBHBIM Pa3psaoM H OJIUH 0,4
CPOKOM II0JIb30BAHHSI YHTATEIIBCKUM OWJIETOM, Ha OCHOBE| TIOCETUTEIb
BBIJIAaHHOW MH(OpMaIuu

11 |BpImava Ha MPUHTEP CBEACHUN O 3aMUCaBIIEMCs] YHTaTele B OJINH 0,4
BHJIE YATATEIILCKOTO OMIIeTa MTOCETUTEITh

12 |mabop Ha KJIaBHAType CBEJCHUN O uMTaTene: (haMuiIus, UMs, OJIUH 2,0
OTYECTBO, XapaKTEpU3YIOIUE ero Mpu3Haku (oOpa3oBaHHE,| TOCETUTENb
CHCIMAILHOCTD), KOJ, HOMEp YHTATeIbCKOrO OWIeTa;
dboTocremka

13 |ocymiecTBieHHEe KOHTPONS 3a BO3MOXKHBIM  HaJHM4ueM OJIUH 2,0
JAHHBIX O YHUTaTeNe, 3almucaBlIeMcsi B OUOIMOTEKYy (paHee| TOCETUTENb
3aIMcaH, JIMIIEeH MpaBa MOJIb30BaHU)

14 |odopmiieHrEe YUTATENbCKOTO OHJIETa ¢ HOMEPOM U CPOKOM | OJUH OHIIEeT 1,0
MOJIb30BAHUS YUTATEIHLCKAM OMIIETOM, Ha OCHOBE BBIJIAHHOM
uHpopMauu

15 |BpIgaua Ha TPUHTEP CBEICHUU O 3aMMCABIIEMCS] YUTaTEle; OJINH 15,0




MIpOBEJICHUE pazano4acTOTHON uAeHTU(DUKAITIH
YUTATEIBCKOTO owera; MIPOBE/ICHHE JIEHEXKHOTO
B3aMMopacueTa C IOJb30BaTelieM 4Yepe3 Kaccy; ylaleHHas
3alUCh: CBEPKA JAHHBIX PETUCTPAIMOHHON KAPTOUKHU, KOTTUU
c macmopra, odopMieHHe  JoroBopa-odepTsl  Ha
MpEeAOCTaBIIEHUE JIOCTyNa K SJEKTPOHHBIM  pecypcam
O6ubaroTexu, HabOp Ha KIIaBUATYpE JAAaHHBIX, JJIS 3aI10JIHEHUS
JIOTOBOpPA, BBIBOJI JOTOBOpa Ha MPHUHTEP, IMOJNUCH JHUIIA,
3aKJIFOYABIIETO J0TOBOP

IIOCETUTCIIb

16

oopmieHne BXOJa-BbIXOJa 4YMTaTeNs U3 OMOIMOTEKH
(OCTOSIHHBIN YMUTATENbCKUI OWJIET CKaHMPYETCs, BbLIAETCs
KOHTPOJIbHBIH JIUCTOK)

OJINH
IIOCETUTEIIh

2,0

BommonHenne  TpeboBaHMI  1OJB30BaTeNel,  BblIada
JOKYMEHTOB u3 OCHOBHOT'O
KHUTOXPaHEeHUs1/CIeIaT3UPOBAaHHOTO (HOHIA!

17

MojlydeHne TpeOOBaHWS HA JOKYMEHT W3 OCHOBHOTO
XpaHEeHHUs, poBepKa MIPaBUIBHOCTH 3aIOJTHEHUS
TpeOOBaHUs, perucTparus

OJTHO
TpeGoBaHue

1,0

18

noiydyeHne  TpeOOBaHWS  Ha  JOKYMEHT,  IpOBEpKa
NPaBUIBHOCTH  3allOJIHEHUs TpeOOBaHMs, PpErucTparys,
nopabotka  TpeboBaHus, moxbop mo  mHMppaMm B
CIEeLUAIN3UPOBAHHOM (hOHJIE

OJTHO
TpeGoBaHue

1,0

19

YCTAaHOBKA MECTa HAXO0XKICHHS HEHAWIEHHOIO JOKYMEHTA 110
06azaMm u 0OaHKaM JaHHBIX, CIPABOYHBIM KapTOTEKaM,
KaTajioram

OJIUH IOKYMEHT

5,0

20

BbIJIaUa JOKYMEHTa u3 oTaena
KHUTOXpaHEeHUs/CTIenaIu3upoBaHHOr0 (OHIa YHUTaTello;
OTMETKa Ha KHI)KHOM (opMyssipe/TpeOOBaHUU; 3alKCh

OJIUH IOKYMEHT

1,5




JOKYMEHTOB B YMTATEIbCKYIO KapTOUKHU (BKJIQIHOM JIKCT),
OTMETKa B KHUT€ 3aKa30B

Briaua JIOKYMEHTa u3 oTAena
KHUTOXPaHCHHU S/ CTICINATH3UPOBAHHOTO (POH/IA YUTATEITIO:

21 |mpueM JOKYMEHTa OT YMTATEsl/TI0Ib30BaTEIIS OJIUH IOKYMEHT 1,0
5.10. Beitaga KOMILIEKTOB JIOKYMEHTOB BO BPEMEHHOE TI0JIh30BAaHUE MOAPA3ICTICHUSIM OUOIMOTEKN
N Haumenosanue mpouecca, onepanuu. CoctaB paboThI Enununa Hopma
/o U3MepeHus BPEMEHHU,
MUH.
1 2 3 4
1 |odopmienue 3asBKHM/akTa Ha KOMIUIEKT JOKYMEHTOB,| OJIHA 3asBKa, 20,0
nepelaBaeMbIii B CTPYKTYPHOE TIOIpa3ielicHIue OJIMH aKT
2 |mom0op JOKYMEHTOB B KOMIUJICKTBI, PETUCTPAIHS BBIIAHHBIX | OIUH KOMIUICKT 10,0
JOKYMEHTOB B YYETHBIX (popmax
3 |BBIaYa KOMIUICKTOB JIOKYMEHTOB, OTMETKAa Ha KHIDKHOM | OIMH KOMIUICKT 5,0
dopmynsipe  (MHOUKATOpe)  AaThl  BBLAAYM,  JIAHHBIX
MOJIpa3/ICIICHNH, MOTYYArOIINX KOMIUIEKT, OTMETKAa B KHUTE
BBIaYU  JaThl  BBAAUM, JIaHHBIX  TOJpa3elieHUH,
MOJTYYAONIUX KOMILIEKT, OTMETKA B aKTe TIepeaun
4 |monmydeHHe KOMIUIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX | OJWH KOMITJICKT 18,0

MIO/Ipa3IeJICHUN; MIOUCK KHHUYKHOTO bopmysipa
(MHIMKaTOpa), MoralieHue OTMETKH O Bbllaye, BIIOKEHHUE €ro
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B JOKYMCHT, IIPOBE€pKa (1)I/I3I/ILICCKOFO COCTOsIHU:A, TIEPECUET
JIMCTOB, CBCPKAa C aKTOM IICpcaayu, IMOrameHuc OTMETKHU O
BbIJJa4€ B KHHUI'C BblJJa4U

5.11. O6cmyxrBaHUe MOJIb30BATENICH TOKYMEHTAMHU B 3aJI€ ¢ THOPUIHBIM OOCITY)KHBaHHEM, 3aJie AJICKTPOHHBIX pecypcos, 3aie "MHTepHeT", 3ae
crienMaIn3upoBanHoro otaena. [IpueM 3aka3oB 1o TenedoHy U3 ropojaa
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N HaumenoBanue nporecca, onepanun. CoctaB paboThl Ennnuna Hopma
/i WU3MEpCHUs BpPEMCHH,
MUH.
1 2 3 4
1 |mpoBencHHWE KOHCYJIbTAIlMU, OECeAbl C 4YHUTATeNeM TII0 | OJWH YUTATEIh 2,0

npaBuUjaM OOCIY)KMBaHUSI B 3ale M HPEJOCTaBIIEMBIX
ycayrax, IO  METOAMKE  IOMCKa TI0  CIIPaBOYHO-
oubnuorpaduyeckomy anmapaty npu Y3, y KaTajJoros,
KapTOTeK, KHWKHBIX IIOJIOK, O BO3MOXKHOCTSX ITOMCKA H
UCIOJIb30BAaHUS 3JIEKTPOHHBIX PECYpCcOB; MH(YOPMUPOBaHUE
YHUTATEISI O HOBBIX TOCTYTUICHUSX

2 |xoHCcynpTamuu 1o pabore ¢ IIK B 3ame, mo pabGore B| OJUH YMTATENDH 2,0
3JIEKTPOHHOMN OnbImoTexe

3 |mpueMm 3aka3oB TOJb30BaTeNel Ha W3JaHUS W3 OCHOBHOTO | OJMH 3aKa3 0,9
KHUTOXPAHMJINIIA
4 |monmydeHHe JOKYMEHTa, 3aKa3aHHOTO YHTATElIeM B OT/EJEC | OIUH TOKYMEHT 0,9

KHUTOXPaHCHUS/CIICIIMATM3UPOBAHHOTO  (DOH/Ia/9MTaTBHOM
3aj1e OThesa




paccTaHOBKA HW3JaHMI Ha OpOHEIOJIKAX YUTAIBHOTO 3alia,
MOCTYTMHUBIINX u3 KHUTOXPAaHUIIUIIA o 3aKa3zaM
HOJIL30BaTEIEH

OJIUH IOKYMEHT

0,3

noa00p JOKYMEHTOB Ha OpOHEIONKe, 3aKa3aHHbIX W3
OCHOBHOT'O KHUTOXpaHWINIIA, ITepeiaya Ha Kadenpy BbIauu

OIWH JOKYMCHT

0,4

noJI00p TOKYMEHTOB B MOACOOHOM (POH/IEC YMTAIBHOTO 3aJia,
nepenava Ha kadeapy BbIaYU

OJIMH JOKYMEHT

2,0

noJ00p JOKyMEHTa B XPAaHCHHUH CIECHUATU3MPOBAHHOIO
¢donma, oTMeTka Ha TpeOOBaHHHM, Hepelada ITOKyMEHTa Ha
kadenpy BbIaYH

OIWH JOKYMCHT

10,0

YCTaHOBKAa MECTa HAXOXKIACHUSA HeHaf/'II[eHHOI“O AOKYMCHTA I10
CIIpaBOYHBIM KapTOTCKaM, KaTajloramM, peruCTtpanusa OTKasoB

OIWH JOKYMCHT

22,0

10

BblJlaya JOKYMEHTa UHUTAaTeNII0: CBEpPKa BBIIABAEMOTO
JOKYMEHTa C YHUTAaTeJIbCKUM TpeOOBaHMEM, IpOBEpPKa
HINYMS ~ CTPaHMI/KAaApoB  MUKpoduiabma, MUKpoduI,
cCoZep)KaHWE JHCKA, CYWTBIBAHWE IITPHX-Koja  (TpH
3JIEKTPOHHOM 3akase) B Moxyie "mupkymsanus” OK, ormerka
KHUTOBBIJIAYX Ha KOHTPOJILHOM JINCTKE

OJIMH
KOHTPOJIbHBIN
JIUCTOK

1,8

11

MpUeM JIOKYMEHTa OT YMTaTeNs: CBepKa ero ¢ TpeOoBaHHEM
(KOHTPONIBHBIM ~ JIUCTKOM), MpOBEpKa  COXPAHHOCTH
JOKYMEHTa, HaJU4Ms  CTPAHUI/KAAPOB  MUKpPODUIbMA,
MUKpPOQUIIL, COAEpKaHUE TUCKA, CUMTHIBAHUE IITPUX-KOJa
(TIpu IEKTPOHHOM 3aKa3e), BHECEHHE OTMETKH O TIpHeMe Ha
KOHTPOJIbHOM JIUCTKE

OIVH JOKYMCHT

1,0

12

nepezlaqa/ TpaHCHOpTI/IpOBKa/ AO0CTaBKa NOKYMCHTA, CAaHHOI'O
YUTaTCICM, B OTACIT KHUT'OXPAaHCHUA

OJIUH IOKYMEHT

1,0




13 |BbIsICHEHME TI0 TMOBOJY 3aKa3a M IMPOJJEHHWE CpOKa| OJHH 3ampoc 1,0
MOJIb30BAHUS JOKYMEHTaMHU TI0 TesiehoHy
14 |BpIsicHEHME TI0 TIOBOJY 3aKa3a M IMPOJJIEHHWE CpOKa| OJHH 3ampoc 2,0
MOJIb30BAHUS JOKYMEHTAMHU TI0 DJICKTPOHHOU TOYTe
15 |obecnieueHue  KOHTpOJSI 32  CPOKaMH  TOJB30BaHUs | OJIMH 3alpoc 0,8
JOKYMEHTOB
16 |mpoaneHue cpoka TOJIB30BAaHUS JIOKYMEHTOB, IIOMCK| Ha OJUH JICHb 30,0
KapTOYKH, BHECEHHWE OTMETKH O TPOJJICHUH CpOKa
MOJIb30BaHMUS, TIPOJIICHHUE 110 Tele(OHY CpOKa MMOJIb30BaHUS
5.12. Buytpennss pabora
N Haumenosanue nporiecca, onepanun. CoctaB paboThI Ennnuna Hopma
/1 HU3MEepeHus BpPEMEHH,
MUH.
1 2 3 4
[ToaroroBka K BbIa4e JOKYMEHTOB:
1 |mpoBepka OpOHEMOJIOK C OTIOKEHHBIMU JOKyMEHTamH (TI0| Ha OJUH JCHb 10,0
CpoKam)
2 |cOpocka JTJOKyMEHTOB (TI0 CpOKaMm) OJIUH IOKYMEHT 0,2
3 |moaBeneHWE UTOTOB M aHAIHW3 PAOOTHI 3a MPOIICININKA JICHb, | Ha OIMH JICHb 12,0
BHECEHUE 3aITUCH B KYPHAJIBl CTATUCTUKH
4 |mpocMOTp HOBBIX TOCTYIUIGHUH JJiE  PEKOMEHJIAIUU | OUH JOKYMEHT 3,0
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YUTATCIIAM

npocMoTp (MpoBepKa MPAaBUIBHOCTH PACCTAHOBKU) KHUT
(GboH/1a OCHOBHOTO XpaHECHHUS

Ha OAUH ACHb

5,0

[TonBenenue uToroB paboTHI 3a JICHB:

MPOBEPKA aHKET U 3amuceil B 0a3e JaHHBIX HA COOTBETCTBHE
KOJIOB (CEeMbH) I€TEU, POJIUTENICH U IPYTUX POJCTBEHHUKOB

eXKeJHEBHO

60,0

MPOCMOTP MH(POPMALIUUA O HOBBIX MEPONPUSITHUSIX, 3aHATUSX,
KHWDKHBIX ~ BBICTABKaxX, CIEKTAKIAX W [poyee  JUId
PEKOMEHJALIMU YU TATEISAM

CXKCIHCBHO

40,0

cucreMarmusalnmsa aHKET HOHBSOB&TCHCﬁ, 3allMCaHHBIX 34 ACHb

CXKCIHCBHO

15,0




5.13. CnpaBounas u uHpOpMaIMoHHas paboTa

N HaumenoBanue nporuecca, onepannuu. CoctaB paboThl Enunnuna Hopma
n/m U3MepeHus BPEMEHH,
MUH.
1 2 3 4
VY4er moCTyNMBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOUYEK):
1 |BbIsSIBICHHE HEBBIIOJHEHHBIX 3aKa30B; COCTABIICHUE 3asBKU Ha OJTHY 840,0
Ha HEBBIITOJTHCHHBIC 3aKa3bl HEJIEIIO
Opranuzanys crpaBOYHO-OMOIIMOTpAadUIECKOro — armapara
(CBA):
2 |coctaBieHre obubnuorpapuueckon 3amucu OJINH JOKYMEHT 2,3
ITpocmoTp u or6op kaprouek B CBA B HENSIX UIBATHS WIH
nepeMenieHus (BTOpUYHbIi 0TOO0D):
3 |u3BATHE M3 KAaTaJIOroB M KaPTOTEK KAPTOUYEK Ha JIOKYMEHTHI, | OJJHO HA3BaHUE 1,0

cnvcaHHble U3 (OHOA;  IPOCMOTP  KpaeBeTUYECKHUX,
oubnuorpadguueckux U ¢pakrorpapuyecKkux KapTOTEK,
U3BATHE W3 HUX KApTOUYKM Ha JOKYMEHTHI, IOTEPSBLIME
LIEHHOCTb, IMEpPEeBOJ] KapTOYKW B apXHUBHbIE KapTOTEKH
(YHUYTOXKEHME); BHECEHHE OTMETKM B JKypHale ydera U
PETUCTPALIMOHHOM KapTOTEKe; H3bSTHE W3 KaTajloroB |
KapTOTEeK KapTOUYeK Ha JOKYMEHTBI, CIIUCAaHHbIE U3 (POoHAA

Opranm3ainys KapTOTEKH TMEPCOHATMM W TEMaTHYEeCKOU

Ta6muma 100



KapTOTCKU:

4 |ompeneneHUe M COCTaBJICHUE TEPEYHs JHI, CBEACHHUS O |O0JHA KapTOTEeKa 15,0
KOTOPBIX OTpaXKaroTCs B KapTOTEKE; IPOCMOTP
MH()OPMAIIMOHHBIX M3AaHUN, IEPBUYHBIX JOKYMEHTOB, OTOOD
JOKYMEHTOB [UIsl BKJIIOYEHHUS B KapTOTEKY; COCTaBJICHHE
AQHAIMTUYECKOTO aHHOTHPOBAHHOTO OMOIMOTpadUIecKOro
OIMCaHUs JOKYMEHTA

5 |mpocTtaBieHne KBATM(PUKAIMOHHBIX HMHJACKCOB, TOJ00p| OJHA KapTOUYKa 4,0
KapTo4eK 1Mo uHAeKcaM (aaBUTy) U paCCTaHOBKA KAPTOUKH
B MH(OPMALIMOHHBIA MacCCHB

6 |TexHHUuecKas U coaepkarenbHas 00paboTKa TOKYMEHTOB JUIs | OIMH JOKYMEHT 3,0
BKIIFOUCHUST B KapTOTEKy; pPACCTAaHOBKA KapTOYKH IIO
andasuty dpamMuInii aBTOPOB U 1O BUJAM JIOKYMEHTOB

7 |TeXHHYECKOE  pEeAaKTUPOBAaHUE  KapTOTEK:  MPOBEpKa | OJHa KapTOouKa 2,0
COOTBETCTBHUS CTPYKTYpBI, coAepkaHus U o(opMIeHUS
KapTOYeK B COOTBETCTBUM C TpPeOOBAHUSIMH JIaHHOM
KapTOTEKH; 3aMEHA BETXUX KapTOUEK U pa3aeuTeeh
5.14. DxcKypcuOHHAas AeSTEIbHOCTh

N Haumenoanwe nporiecca, onepanuu. CoctaB pabOThI Enununa Hopma

n/m U3MEPEHUS BPEMEHHU,
MUH.

1 2 3 4

1 |skckypcus o 6ubmoTeke oJTHa 60,0
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9KCKYpCHs

2 |yrmyOneHHasi 3KCKYpCHUsl ¢ METOJIMYECKUM COJIEpKaHUEM oJlHa 300,0
IKCKYpCHS
5.15. Tlcuxonornyeckas mojaepKka ynTaTenci
N HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
/1 HU3MEpEeHUs BPEMECHH,
MUH.
1 2 3 4
1 |mpoBeneHHE NMCHXOJIOTHYECKUX KOHCYJIBTAIMHA IS JeTed U oJlHa 180,0
poauTeNel Mo BOIpocaM pa3BUTHS U YTCHHUS IeTeH KOHCYJIbTAIIH
['pynmoBeie 3aHATHS AN POAMTENEH MO BOMpPOCaM Pa3BUTHSI | OIHO 3aHATHE
W UTCHHUSA JeTel:
2 |moAroToBKa 1080,0
3 |mpoBeneHue 120,0
4 |mpodeccuoHaNbHbIE KOHCYNbTALMU MJI TOJIPOCTKOB U oJlHa 180,0
CTapIICKIIACCHUKOB KOHCYJIbTaIHs
5 |mpodeccuoHambHbIE  TPEHUHTH Uil TMOJAPOCTKOB M| OJHO 3aHSTHE 180,0

CTapUICKIIaCCHUKOB
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