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3apeructpupoBano B Munrocte Poccun 12 mas 2015 . N 37244

MHUHHUCTEPCTBO KYJbTYPbl POCCUMCKON ®EJEPAIIUM

MMPUKA3
ot 30 nexa6ps 2014 r. N 2477

OB YTBEPXKXJEHHNHU TUITIOBbLIX OTPACJIEBBIX HOPM
TPYJA HA PABOTBI, BBIIIOJIHAEMBIE B BUBJIMOTEKAX

B cootBercTBUM ¢ myHKTOM 2 [IpaBui pa3paGoTKu M yTBEPXKAEHUS TUIOBBIX HOPM TPYAa, YTBEPXKAECHHBIX MOCTAaHOBICHUEM
[IpaButensctBa Poccuiickoit @eneparuu ot 11.11.2002 N 804 (Cobpanue 3akoHomaTenbeTBa Poccuiickoit @eneparun, 2002,
N 46, ct. 4583), npuka3biBao:

1. YTBepAUTH THIIOBBIE OTPACIIEBbIE HOPMBI TPYy/Ja Ha PaOOTHI, BHINOJIHSIEMbIE B OMOIMOTEKAX, COTIIACHO TPHII0KEHHIO.

2. KoHTponp 3a HCIONHEHHEM HACTOAIIETO IpHKa3a BO3JIOXKHUTh HA 3aMecTHTedst MMHHCTpa KynbTypsl Poccuiickoif
@eneparu H.A. Manaxosa.

Munuctp
B.P.MEJJMHCKUI

ITpunoxxenue

K IIpUKa3y MUHHCTEPCTBA KYIbTYPbI
Poccuiickoit ®enepanuu

ot 30 nexabps 2014 r. N 2477

THUITOBBIE OTPACJIEBBIE HOPMBbI
TPYJA HA PABOTBI, BBIITIOJIHAEMBIE B BUBJIMOTEKAX

1. BBogHast yacth

TumnoBsle oTpacieBble HOPMBI TPyia Ha PaOOTHI, BHIIOJIHIEMBIE B OMOIHOTEKaX, pa3paboTaHbl B COOTBETCTBHHU C ITyHKTOM 2
[IpaBun pa3paboOTKH M yTBEpKIEHHS THIIOBBIX HOPM TpPYyZa, YTBEP)KICHHBIX mocTtaHoBieHHeM [IpaBurenscTBa Poccuiickoit
Oeneparuu ot 11.11.2002 N 804 (Cobpanue 3akoHomatenscTBa Poccuiickoit @eneparum, 2002, N 46, ct. 4583), B memsx
peamm3anyu nyHkta 4 pasnena V Ilnana meponpustaii ("aopokHoi KapThl") "M3MeHEeHUs B OTpacisaX CONMaIbHOU chepsl,
HaTpaBJIeHHBIE Ha MOBBIIEHHE A(PPEKTUBHOCTH Cdepsl KynbTypsl", yTBEp)KICHHOTO pacropsbkeHueM [IpaBurenbcTBa
Poccuiickoit @enepariuu ot 28.12.2012 N 2606-p (Cobpanue 3akoHOoaarenbcTBa Poccuiickoit @eneparrum, 2013, N 2, ct. 137,
2014, N 19, crt. 2470), u npexHa3HaueHb! A1 (GOpMHUPOBaHHUS OOOCHOBAHHBIX ONTHMAJBHBIX IMOKa3aTeled TPYHIOSMKOCTH
BBITTOJTHEHHS pabOT B TOCYAapCTBEHHBIX (MYyHHIIMIAIBHBIX) OHOIHOTEKAaX, ONPeIeIeHNs ITaTHOW YHUCIEHHOCTH PAaOOTHHKOB,
BBIJIAYM HOPMHUPOBAHHBIX 33JaHUH M COOTHOIIEHUI MEX/y IUTAHOBBIMH M JOTOBOPHBIMH paboTaMu.

II. HopmartuBHas yactb

1. TumoBsIe OTpacieBble HOPMBI TPya Ha paboTEHI,
BBITIOJTHSIEMBIC B TOCYIAPCTBEHHBIX (MYHHUIIMITATHHBIX) ONOIHOTEKAX
(6€3 uCTob30BaHMs ABTOMATH3NPOBAHHBIX CUCTEM
yIpaBIIeHUS TPOIIECCAMMU)
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1.1. KomnniekroBanue OMOIHOTEYHOTO (OHIA

Tab6muma 1
N HaumenoBanue nporiecca, onepanuu. CoctaB paboThI Enununa Hopma
n/m HU3MEPEHUs BpPEMECHH, MUH.
1 2 3 4
Texyee komiekToBanue OubaroredHoro Gouga
ITpocMOTp KHUTOU3AATENHCKOI U KHUTOTOPrOBOM HHPOPMAIIHK:
1 |opocMOTp KHHTOU3AATEIbCKOM U KHUTOTOProBoil HHpOpManuu OJTHA TIO3UIIUS 2,0
2 | mpocMoTp nH(popManuK OYKUHUCTUYECKUX ayKIIHOHOB OJTHA MO3HUIHUA 2,0
Ompenenenne TeMbl M BHIAa JOKYMEHTa, MOJICKAIIEr0 OTOOPY,| OIHA MO3MIUS
BBISICHCHHE HEOOXOAUMOCTH IPHOOPETEHNUS IS
3 | HOKyMEHTOB, KHHT, MaTEPHUAIOB 5,2
4 | cTaporeqaTHBIX U PYKOITUCHBIX JOKYMEHTOB 10,0
Omnpeenenne SK3eMIUISIPHOCTH 3aKa3a: OJTHA TIO3UIIUS
5 | nnst mompasnenenuit 0,89
6 | i OMOJIMOTEKN B LIETIOM 1,6
OdopmiieHne 3aka3za; yka3aHHWE SK3EMIULIPHOCTH, CTOMMOCTH 3aKasa, OJIMH 3aKa3
JIaThI
KonnuecTBo 3aKa3aHHBIX HA3BAHUI:
7 |1-15 40,0
8 [16-25 65,0
9 |26-75 196,0
10 |76 - 100 261,0
11 |odopmieHne 3aKka3a Ha 3apyOCIKHBIC TOKYMEHTHI OJIMH JOKYMEHT 82,0
12 |moaroToBKa CIMCKa JAOKYMEHTOB, MPEIIaraeéMbIX K MEKIYHApOIHOMY | OJHO Ha3BaHHE 26,0
KHUTOOOMEHY; CBEpKa CITUCKA C KaTaJlOroM
13 |cocraBieHWEe KapTOYKH JJI KAPTOTCKH OPTraHU3AIMA-NIAPTHEPOB; | OJHA KapTOYKa 6,0
yKa3aHWE Ha3BaHUs OpraHMW3allUi, aapeca, Ha3BaHUS OOMCHHBAEMBIX
JIOKYMEHTOB
Pabora B aBTOMaTH3upoBanHoii cucreme (AC):
14 | BBOJ 3aKa3a TEKyIIEro KOMIUIEKTOBaHUs B 0a3y maHHBIX AC OJTHO Ha3BaHUE 4.6
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15 | pemakTupoBaHHE BBEICHHBIX B 0a3y NaHHBIX CBEJCHHM O 3aKa3e OJTHO Ha3BaHHE 2,5

16 |BBIBOJ HA IPUHTEP JAHHBIX TEKYIIETO KOMIDICKTOBAHIS, pacrieyaTka OIIMH TOKYMEHT 1,6

17 |Benenue peectpa nocraBmukoB B AC OJIHA MO3UIHUA 8,3
Benenne kapTOTEKH TEKYILETO KOMIUIEKTOBAHMS:

18 |cocraBneHHe KapTOUKH, YKa3aHUE aBTOPA, 3ariIaBUs, BEIXOIHBIX JAHHBIX, | OIHA KapTOUYKa 4,5
PETHCTPAIIMOHHOTO HOMEPa

19 |mepeHeceHue cBeneHMH O 3aka3e Ha  KapTOYKM; yKa3zaHHMe | OJHA KapTOuka 1,0
9K3EMIUIIPHOCTH  3aKa3a,  paclpesieieHHe 10  CTPYKTYPHBIM
MOJIpa3ieieHUAM

20 | moxbop KapTOUYKH 1o anaBUTY U PACCTAHOBKH B KaPTOTEKY TEKYIIETO | OIHA KapTOdKa 0,4
KOMIUIEKTOBAHHS

21 |paccraHoBKa KapTouku B ajidaBute damuiauii aBTOpOB, 3arjaBuid B | OJHA KapTOYKa 1,0
KapTOTEKy TEKYILEro KOMIUIEKTOBaHHUS
OdopmireHre MOANMCKN HA TIEPHOIUYECKHIE H3IaHUS:

22 | BeIOOp Ha3BaHUA MEPUOTUICCKUX U3TAHUN IS TTOITUCKI OJTHO Ha3BaHUE 2,7

23 |cOop 3asgBOK OT TmMoOApa3fCiCHUN OWOJUOTEKH Ui MOIIKMCKH Ha OJIHA 3asiBKa 1,5
MEPUOANYECKUE U3AAHUS

24 |cBepka pacme4yaTKd CIHCKOB YCJIOBHO 3aKa3aHHBIX IE€PUOJMYECKUX | OIHO Ha3BaHHUE 1,7
W3aHUH C KapTOTEKOW 3aKa30B, BHECEHHE W3MEHEHHH B pPacIedaTKH
CIIMCKOB

25 |cBepka 3aka3a TEKyIIEro roja Ha IepuoJYecKue M3JaHus C MOJIHUCKON | OJHO Ha3BaHHUE 2,4
NPEABIIYIIEro Toja JUis BBISBICHHS W3MEHEHHH B HAa3BaHUSIX; BHECEHHE
W3MEHEHUN JaHHBIX

26 |cBepka BBIXOJHBIX JIAHHBIX BIIEPBBIC 3aKa3bIBACMBIX 3apyOCKHBIX | OIHO Ha3BaHUE 13,5
MIEpUOANYECKUX H3JaHuil ¢ OMOIMOrpagUIecKuMH CIIPaBOYHHKAMH M
JPYrUMHU HHPOPMAIIMOHHBIMU UCTOYHHKAMHU

27 |odopmiieHre 3aka3a Ha MOIINKMCKY; IMOACYET CTOMMOCTH MOIIMHCKHA C OJIMH 3aKa3 8,4
Y4eToM  JIOCTaBKM;  3allOJJHEHHE  KBUTaHIMKM  aboOHEeMeHTa  Ha
MEPUOANYECKOE H3/IaHNE

28 |cocraBieHue perucTpaloHHOM KapTOUKH JUIst KapTOTeKH | OJiHa KapTO4Ka 4,5
MEPUOANYECKUX U3JaHUN
Pabora B aBTOMaTu3uposanuom pexume (AC):

29 | BBO 3aKa3a Ha MEPHOAMYCCKHUE U3AAHUS B 0a3y TaHHBIX OJTHa KapTo4Ka 3,5

30 |BBIBOJ Ha DKpaH PETUCTPALIOHHON KapTOYKH, paclieyaTka 0JIHa KapTO4Ka 1,8

31 |KOppeKTHpOBKa 3aKa3a: BBIBOA Ha OKpaH CIMCKa IIEPUOAMYECKHX | OJIHO Ha3BaHHE 1,8
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W3/1aHUI; BHECEHUE U3MEHEHUI
[MoaroToBKa JOKYMEHTALUY IS 3aKYIIKH W3IaHHIA:
32 | ayKIMOHHAs JOKyMEHTaIHs OJIUH KOMIUIEKT 480,0
33 | mokymeHTaIus ISt KOTHPOBOK OJIMH KOMIIIEKT 400,0
34 | mOTOBOP/KOHTPAKT OJINH KOMIUIEKT 240,0
35 | cocTaBieHHE TEXHUYCCKOTO 3aIaHuUs I ayKIIMOHA OJIMH KOMIUIEKT 240,0
36 |cocraBieHue CBOIHBIX TaOJNHII M CIHMCKOB H3JaHUH MUIS TAMOJKHH, | OIHMH KOMIIIEKT 360,0
COIPOBOAUTENBHON TOKYMEHTALUH JIs1 MEXYHAPOIHOTO MTOYTAMTA
Ilepenucka ¢ KHUTOTOPTOBBIMH OpPTaHU3AIMSIMH W H3IATCIbCTBAMH,
OMOIMOTEKaMH, TAPUTEISIMU:
37 | cocraBieHHne, eYaTh TEKCTa MHChMa (3ampoca, IPETCH3UH), PErHCTPAIIs OJTHO TIICEMO 10,2
B KHHI'€ HCXOSANIMX JOKyMEHTOB (IIOCTAaHOBKA JaThl, MOPSAKOBOTO
HOMEpa, yKa3aHHe HAaWMEHOBaHHs OPTraHHU3allfH, KPaTKoe COJCpIKaHHE
MMChMa)
38 | cocraBieHue, mevaTh 0JArOAAPCTBEHHOTO MICHMA, PETUCTPAIHS B KHHUTE OJTHO MMHCHMO 11,0
Hapos 6ubnmroTexn
39 |cocraBieHue, mMe4yaTh MUChMa HA MPEIBAPUTEIILHBIA 00CYET H3IaHUM, OJTHO TIHCHMO 5,2
[TOJITOTOBJICHHBIX K MPHOOPETCHUIO
40 | odopmieHue, OTIIpaBKa 3aKasa W3IAFOIIIM OpTaHU3AIMSIM, OJIMH 3aKa3 3,1
pacIpoCTpaHUTENSAM
41 |arpuOyuus U COCTABJICHHUE 3aKIIOUCHUS JJISI SKCIIEPTHOW KOMHUCCUHU TIPH | OJUH JOKYMEHT 360,0
MTOKYITKE JIOKyMEHTA
JlokoMIuIeKTOBaHHE OMOIHMOTEYHOTO (hOHAA:
42 | nepenucka ¢ [luccepTalliOHHBIMU COBETaMH: COCTaBIICHUE, HAOOp TeKCTa OJIHa 3asIBKa 20,0
MMUCbMa (3ampoca, NPeTeH3WH) B CiIydae OTCYTCTBHS 00s3aTeIbHOTO
9K3EeMIUTApPa JOKYMEHTa B (OHIE
43 | monyueHHe 3asABKH Ha MPHOOPETEHNE TOKYMEHTORB OT MOApa3aeICHUi OJHa 3as1BKa 2,6
44 | cBepka 3asBKU ¢ "ba30i JaHHBIX 3aKa3a" OJTHO Ha3BaHUE 2,0
45 | mpocMOTp KapTOTEKH HEYIOBICTBOPEHHOIO CIIPOCA; aHAIHM3 OTKA30B IS | OJWH JOKYMEHT 3,0
BBISIBJICHHUSI OTCYTCTBYIOIIUX JOKYMEHTOB
46 |cocraBineHue OuOIMOrpaMUEcKON 3amKCcH; yKa3aHWE KOJHMYECTBAa | OJHA KapTO4Ka 3,6
9K3EMIUIPOB U CHTJIOB MOIPa3ICICHUIN
OTO0p SIACKTPOHHBIX U3TAHUN JUIS AJIEKTPOHHON OnbroTekn (O6):
47 |orbop ¢aiina mo cmnuckaMm mnpemnokeHuid anst OB, mpoBepka Ha| 0JHO Ha3BaHHE 3,0
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QyOJeTHOCTb, MPOBEJICHUE CBEPKU 3aIMCH C DJEKTPOHHBIM KaTajloroM
(OK)
48 | mpoBepka JIESTUTUMHOCTH Pa3MEIICHHUS SJICKTPOHHOTO JOKyMeHTa B Db OJTHO Ha3BaHUE 10,0
OT10o0p cereBbIX yaanaeHHbIX pecypcoB (CYP):
49 | mpocMOTp KHUIOM3/aTEIbCKOM M KHUTOTOPTroBOi HHpOpMannuu OJIMH pecypc 2,0
50 |ompemeneHume TEMBI pecypca, COCTaBa, YCIOBHH JOCTyIa, CO3AaHUE OIIMH pecypc 90,0
NIEPBUYHOM 3aIIMCH B MACIIOPTE pecypca
51 | opranuzanus npoBeacHUs TecTOBOro goctymna k CYP OJIUH pecypc 860,0
52 |3amoiHEHHE TUCTa TECTUPOBAHM OIIMH pecypc 420,0
53 | BKIIOUCHHME 3a5BKU B 3JICKTPOHHBIN yKa3aTesb 3aKa3a OJTHAa KapTOYKa 0,26
OT1bop HOKYMEHTOB ®3 OOMCHHBIX (OHZOB OHONMHOTEK LIS
JOKOMIUICKTOBAHHS:
54 | mpocMOTp CITUCKOB, KAPTOTEK, KAaTaJOroB 0OOMEHHBIX (DOHIOB OMOTHOTEK, | OIHO Ha3BaHUE 3,2
0TOOp HYXHBIX JJOKYMEHTOB, CBEpPKa C KaTaJOraMH ¥ KapTOTEKaMH CBOCH
OUONHOTEeKH; COCTABIICHWE CIIMCKa HA JOKYMEHTBHI, OTOOpaHHbIC B
oOMeHHOM (oHIe
KonruecTBO JOKYMEHTOB, BKIIIOYEHHBIX B CITHCOK:
55 |1 3,6
56 [2-10 37,4
57 |11-25 87,7
58 |26 -50 197,0
CocraBieHne ONepaTHBHOTO (TEKYIIEro) IlaHa KOMIUIEKTOBAHUS:
59 |onpeneneHue MepompuUATHA 1O (OPMHPOBAHHIO eAWHOTO (OHIA Ha OUH ILIaH 1044,0
TEeKYyIIMH TOJl, OTBETCTBEHHBIX MHCIOJIHUTENEH, KOJIMYECTBEHHBIX
nokazatened obObema ¢oHma (MOCTyIUICHHE, BBIOBITHE), HWCTOYHHKOB
MIOCTYIUICHHUS], CMETHI PaCX0Z0B
Odopmiienne iaHa KOMIUIEKTOBaHUS B (hopme:
60 |Tabmum oHa Tabauna 2,6
61 |kapToTeku 0JlHAa KapTOYKa 2,6
Pabora B aBTOMaTu3uposanuom pexume (AC):
62 |BBOJ IJTaHA KOMIUICKTOBaHMS B 0a3y naHHbIX AC OJIMH IIJIaH 1,1
63 | KoppeKTHpOBKa 0a3bl JaHHBIX; BHIBOJ HA SKPaH; BHECEHHE H3MCHCHUH OJIMH IOKYMEHT 1,6
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1.2. IlpyueM 1 y4eT NOCTYNUBLINX JOKYMEHTOB

Tab6muma 2
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
1 |PacnakoBka/ynakoBKa U3aHHUN OJlHa Mavka 2,5
2 | Pa30op HOKYMEHTOB 110 BHaM, S3bIKaM, HCTOYHHKAM TIOCTYIIICHHS OJTHO Ha3BaHHE 1,0
3 | IIpoBepka oTcyTCTBHUS OPaKOBAHHBIX IK3EMILIIPOB OJIMH 3K3EMILISP 1,0
[Tpuem AOKYMEHTOB, MOCTYMUBILKX C CONPOBOIUTEIEHBIM JOKYMEHTOM:
4 |mpueM [OKYMEHTOB IO CONPOBOAMTEIBbHBIM MaTephanaM (JIUCT | OJUMH 3K3EMIUIAp 2,8
perucrpanun, c4eT, HakJajHas, KONMWs 4YeKa, akKT), MoAadop HX IO
anaBUTy aBTOPOB WM 3arjlaBUi, SKCIIEANIIOHHBIM HOMEPAM, CBEpKa C
COIIPOBOANTENBHBIM JOKYMEHTOM, IIPOCTaBICHHE LEHBl Ha W3/IaHWH,
MOJICYET YHCIa IK3EMILUIIPOB, 00IIel CTOMMOCTH
5 |mpueM pYKONMCHBIX KHHUT, IIOCTYNHMBIIMX C COIPOBOJIUTENBHBIM | OJIMH JIOKYMEHT 30,0
JOKyMEHTOM
[Ipuem nucceprauunid:
6 |MOCTYNHMBIIMX C CONPOBOJMTENBHBIM IHCHMOM W3 JIMCCEPTAMOHHBIX | OJHMH JIOKYMEHT 21,0
COBETOB
7 | MOCTYNHBIIMX C CONPOBOJUTENBHBIM MTUCHMOM M3 IKCIIEAUIHH OJIMH JIOKYMEHT 6,6
8 |mpuem aBTOpedepaToB JIICCEePTALNH, MOCTYIHUBIINX C| OIWH IOKYMEHT 1,3
COIIPOBOANTEIHHBIM IIHCHMOM U3 3KCIETUIINT
IlpueM  [OKYMEHTOB,  IIOCTYNHUBIIMX  0€3  CONPOBOAUTEIBHBIX
JIOKYMEHTOB:
9 | mpoBepka Ha qyOJIETHOCTD; IPOBEAEHHE OLEHKH JIOKYMEHTOB OJIVH JIOKYMEHT 3,1
10 |cocraBieHue aKTa Ha MPUEM TOKYMEHTOB OJTHO Ha3BaHUE 1,0
IlpueM pYKOMMCHBIX KHHUI, MOCTYNHMBIIMX 0€3 COMPOBOAUTEIbHBIX
JIOKYMEHTOB:
11 |cocraBieHne aKkTa Ha MPHEM PYKOITUCHBIX KHUT M JOKyMEHTOB OJIVH JIOKYMEHT 0,1
12 |mpoBepka Ha Hamuuue OJIM3KMX MO BPEMEHHM U TEMATHUKE PYKOIHMCHBIX OJIHA 3aIHCh 10,8
KHHAT U J0KyMeHTOB B ¢oHmax HMOP mo cimyxebHOMY, anpaBUTHOMY,
YYETHOMY KaTaJory
[TpoBenenue sKCIEPTU3bI M OLICHKH PYKOIHUCHBIX KHHUT U JIOKYMEHTOB! OJIVH JIOKYMEHT
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13 | opauHapHOH 600,0
14 | HOBBIIEHHON CI0XHOCTH 1200,0
15 | Ha MHOCTpPAHHBIX SI3BIKAX 1200,0
16 |xapTorpaduueckoro Marepuana 1200,0
17 | My3BIKQIBHOTO CONEPKAHUSA 1200,0
18 | pykomuceii ¢ rpaBiopaMu 1 U30MaTeprualiaMu 1200,0
19 |mpoBeneHue MEPBUYHON aTPUOYIUH INOKYMEHTOB (PEIKMX M IEHHBIX | OIMH JOKYMEHT 10,0
KHHUT), OTOOp B COOTBETCTBHM C NpPODMIEM KOMIUICKTOBAaHHSA H
pacnpeneeHue 1o noapoHIaM H KOJUICKIHAM
20 |nmpocTtaHOBKa IiTeMIeNs Ha 00OpOTE THUTYJIBHOIO JMCTa W Ha 17-i| OAWMH dK3EMILIIp 0,26
CTpaHUIEe JOKYMEHTa
21 | mpocTaHOBKA PETHCTPAIIIOHHOTO HOMEpa Ha JOKYMEHT OITMH HK3EMILIAP 0,26
22 |HaklieMBaHWE Ha JOKYMEHT METKH JUIi YCTPOWCTB PaIMOYAaCTOTHOH | OIMH 9K3EMILIID 1,2
uaeHTHGUKAINHA 00BEKTOB, aKTyaIU3alus METKA
23 |HakJenBaHHE IITPHX-KOJa Ha 000POT TUTYJILHOTO JIKCTA U OOJI0KKH OJIMH 3K3EMILISIP 0,26
24 | BHeceHHE pa3MeTKHU 0 (OHAAM Ha M3aHHe OJITMH HK3EMILISAP 0,26
Ceepka MOCTYNHMBIIMX  JOKYMEHTOB C  KapTOTEKOH  TEKyILero
KOMIUIEKTOBaHHSL:
25 |MmoMCK KapTOYKM B KapTOTEKE TEKYLIEro KOMIUICKTOBAHUs, CBEpKa| OJHA KapTouka 0,52
KapTOYKH C JOKYMEHTOM, BHECEHHE OTMETOK
26 |cocraBieHHE CHHCKa PEruCTPAlMOHHBIX HOMEPOB HOBBIX NOCTYIUICHHWH | OJAWH JOKyMEHT 0,36
JUISL I3TOTOBJICHHS NIEYaTHON KapTOUKU
Pabota B aBTOMaTH3upoBanHoi cucteme (AC):
27 |cBepka JOKyMEHTa C YyKa3zaTeJeM 3aKa3aHHBIX W3/1aHUH, BHECEHHE | OJHO Ha3BaHHUE 3,0
OTMETOK
28 | mpoBepka Ha 1y0JIeTHOCTh MOCTYIHMBIINX U3AaHUH B Oa3e maHHbIX AC OJIUH IOKYMEHT 1,6
29 | peructpainys HOBBIX IOCTYIUICHUH B Oa3e maHHbIX AC OJIMH JOKYMEHT 9,1
30 |npueM M perucrtpalys PYKOIMCHBIX KHUT, MPOCTAaBICHHE OTMETKU B | OJWH JOKyMEHT 3,6
PErHCTPAIllMOHHOM JKypHaJie HOBBIX MOCTYIUICHHH, KHUIE€ Yy4eTa HOBBIX
MOCTYTUICHUM
[Tpuem u perucTpanys KypHajoB U ra3er:
31 |mombopka OKypHaJIOB M ra3er 1o andaBUTy Ha3BaHWH, IIOMCK| OJWH JOKYMEHT 0,94
PEruCTpaliMOHHON KapTOUKH B KapTOTEKE MOJNHMCHBIX M3JaHUH, OTMETKa
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

HOMCPA, JaTbl OJYUYCHUA U3JJaHUA

32 | mpocTaBiieHHE IITEMIEIS Ha )KypHAIe OITMH KypHAJ 0,2
33 | mpocTaBieHue MITEMIEIs Ha Ta3eTe OJlHA ra3eTa 0,16
34 | peructpaiys HOBBIX IOCTYIUICHUH B 6a3e maHHbIX AC OJIMH JOKYMEHT 2,6

[Ipuem u peructpanms ceTeBhIX yaaaeHHBIX pecypcoB (CYP) B AC:

35 | mpoBepka JOCTYITHOCTH pecypca (Iprem) OJIUH pecypc 30,0

36 | oopmIteHHE COTTPOBOIUTENHHOMN TOKYMEHTAINH (aKT IIPHUEMa) OIIMH pecypc 10,0

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

38 | BBenmeHwme 3amucu B peecTp macmoptoB CYP OIIMH pecypc 3,7

39 | moaroroBka ceeneHwuit 1 caiita o CYP OIIMH pecypc 20,0
AJIMUHHCTPHpOBaHHE CEeTEeBBIX yIAJICHHBIX pecypcoB B

aBTomMatuzupoBaHHOM pexkume (AC)

OO0pabotka 3ammcedl g BemeHHs HWH(POPMAIIMOHHBIX MOUCKOBBIX

CEPBHCOB:
40 | moKyMeHT OJIHO Ha3BaHHUE 4,0
41 |naket/BJ] OJTHO 10,0
HaNMEHOBaHUE
43 | akryanu3saius ceeaenuii o CYP OJIHO Ha3BaHHUE 6,0
44 | cOop CTaTHCTUKHU O COCTaBe U 00 ucrosb3oBanuu CYP OJIHO Ha3BaHHUE 0,3
[lpuem u 00paboTKa OSIIEKTPOHHBIX W3AAHWUN Ui DICKTPOHHOU
oubimorexu B AC:
45 |mpoBepka kadecTBa (hailIoB, pErHCTpaIUs JIEKTPOHHOTO JOKYMEHTa B | OJWH JOKYMEHT 9,3
OK, nepenava daiisioB Ha cepBep
dopmupoBaHHe aKTa Iepeladd HOBBIX IIOCTYIUICHHMH B JIpyrue
TIOJIpa3/ieIeHHS:
46 | B AC yepes mporpaMmy AMCICTYCPU3AIIUHN U3TaHHN OJIH 3K3EMILISAP 0,15
47 | B pydHOM pexHnMe OJIUH JK3EMILIAP 2,0
Benenue "Knuru cymmapsoro yuera"
Pa30op MOKyMEHTOB IO BHJAM, OTPAcisM 3HAHMH, s3bIKaM; IOJCYUET OJTHA 3aIHCh
YHcia JOKYMEHTOB, 3allMCh Pe3yJbTAaTOB MOJCYETa 10 YCTaHOBIICHHOM
¢dbopme B "Knury cymmapsoro ydera"
KonmuecTBO JOKYMEHTOB B MapTUH MOCTYIICHUI:
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48 |1 0,6
49 (2-50 30,8
50 |[51-250 150,0
51 |BBOJ CTATHCTUYCCKUX JAHHBIX B 0a3y AaHHBIX AC OJ/IHA MapTHUs 3,1
52 | moxcder MOCTPaHWYHO IO TO3WINSIM JaHHBIX, IIEPCHECCHHE WTOTOB Ha |  OJHA ITO3WITHS 1,6
CIEYIOUTYIO CTPAHHILY
53 |cBepka (MHAHCOBBIX JOKYMEHTOB OTJeNla C (PMHAHCOBBIMU JOKYMEHTAMH | OJWH JOKYMEHT 1,46
Oyxranrepuu
54 | odopmileHEE COTPOBOAUTENBHBIX ITOKYMCHTOB (CUeT, HaKiIagHas, akKT)| OIUH JOKYMCHT 13,0
JUTS TIepe/iadd B OyXTaJITepUI0
55 | odopmiicHHE WHBEHTAPHON KHUTH, HyMeEpaIllisl JIMCTOB, IPOCTABJICHHE | OJHA CTPaHUIA 0,88
HOMEpA B UHBEHTapHOU KHUTE
56 |3ammch MOKYMEHTOB IO YCTAHOBICHHOH (hopMe B MHBEHTApHYIO KHHUTY, | OIUH JOKYMCHT 2,8
MIPOCTABJICHAE MHBEHTAapPHOTO HOMEpa Ha JOKYMEHTE
57 |mpoBeneHHE WHAMBHIAYAIBHOTO ydeTa HOKYMEHTa IO aKTOBOH CHUCTEME, | OIUH JOKYMEHT 1,0
MIPOCTABJICHAE MHBEHTApPHOTO HOMEpa Ha JJOKYMEHTE
58 |mpoBexeHue WHIMBHAYaJbHOTO Yyd4eTa C INPUMEHEHHEM YYETHOrO | OJ[Ha KapTodKa 4,7
Karajora: cocCTaBlieHHe OuOIMorpauueckoro OmMHCaHUS JOKYMEHTA;
yKa3aHWe IIeHbI, MHBEHTAPHOIO HOMEpa, roja IOCTYIUICHHUS, HOMEpa
3amucu B "KHure cymmapHoro yuera', dYmucia TOCTYHMHUBIIHX
9K3EMIUIIPOB, UX PACIPEACICHUE 10 TOAPa3ACICHUIM
59 | pukcupoBaHme B KXypHaJe PETHCTPAllMU KapTOYeK YYETHOTO KaTajora OJTHA 3aITHCh 0,3
WHBEHTAPHOTO HOMEpa, MIEPBOTO CI0BA 3arjaBus
60 | mpocTaBiicHHEe HHBEHTAPHOTO HOMEPA Ha TOKYMEHTE OJIUH JOKYMEHT 2,6
61 |perucrpanus NaTeHTOB B HYMEPAIMOHHON KHUTE OJIMH JOKYMEHT 0,3
62 |npuemM akTOB Ha  BBIOBIBIIME  JOKYMEHTBI OT  CTPYKTYPHBIX OJIMH aKT 8,7
IoIpa3/ieNieHuil; BHeceHne 3amucu B "Kuure cymmapnoro ydera" (2-s
4acTh); MPOCTABICHUE HOMEPA aKTa
HckiroueHne JOKYMEHTa 110 aKTy U3 YYETHBIX (opM: OJIMH JOKYMCHT
63 | MHBEHTapHOUN KHUTH 1,4
64 | ydeTHOro Karagora 0,88
65 |omMcH MHBEHTApPHBIX HOMEPOB 1,0
66 | MckIrOUeHHE BBIOBIBIINX JOKYMEHTOB U3 0a3bl gaHHbix AC OJIMH JOKYMEHT 1,0
67 |moramieHWe WHBEHTAPHOTO HOMEpPa W IITEMIENs OWOJMOTEKM Ha| OIUH JOKYMCHT 0,5
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JOKYMCHTEC

68

IoAIIMBKa aKTOB

OJIMH aKT

0,26

HpI/IMe‘{aHI/IeZ npu pa60Te C AJOKYMCHTAaMM Ha HWHOCTPAHHBIX A3BIKaX K HOPME BPEMCHU HNPUMCHACTCA MOBBIIIAIOITAN

ko3 ¢punmenr 1,15.

1.3. bubnmoreunas 00paboTKa MTOKYMeHTOB. OpraHu3anus U BeJICHHE KaTaJlOTOB

Tabnuma 3

N HammenoBanwne npomecca, ornepanui. CoctaB pabOTHI Enunanna Hopma

n/m N3MEpEHNUs BpPEMEHH, MUH.

1 2 3 4
Pabora ¢ meuaTHOI KapTOUKOM:

1 |dopmupoBaHME  KOMIUIEKTa  ME4YaTHBIX  KapTOYeK Ha  OCHOBE | OJiHAa KapTo4Ka 1,25
MAaIIMHOYUTAEMON ONOIHOrpadUIeCKOM 3amucH

2 | pa30op KOMIUIEKTA IIEYaTHBIX KAPTOUCK OITHa KapTOYKa 0,42

3 |monbop medaTHBIX KapToueKk 1o aindaBuTy QamuiMii aBTOPOB WIM| OJHA KapTOuKa 0,43
3arjiaBui JUIs PAaCCTAaHOBKH B CITYKEOHYIO KapTOTEKY

4 | paccTaHOBKa KapTOYCK B CIAYKEOHYIO KAPTOTEKY 0JlHA KapTOYKa 0,96

5 |mombopka me4aTHBIX KApTOUYEK K JTOKYMEHTaM OJTHa KapTOYKa 0,52
Caepka IOCTYMUBILIUX JOKYMEHTOB C KaTaJIOTaMH:

6 |mpoBepka IO KaTaJory IOBTOPHOCTH JIOKYMEHTa; II€pEHECEHHe C| OfHa KapTouka 1,9
KaTaJIOXKHOW KapTO4KH OnbaroTeqHoro mudpa, OJHOTO HHAEKCA

7 | mouck B coy»eOHOM KaTajore CBOAHOTO ONMCAHH; BHECEHHE OTMETOK OJlHa KapTOYKa 2,6

8 |odopmieHne mneyaTHOW KapTOYKH, HAalMCAHWE MHBEHTApHOIO HOMeEpa,| OJHA KapTouka 0,68
mudpa 1 APYrux OMOIMOTEUHBIX OTMETOK
[Mpunwucka ;y6neTos:

9 |cBepka mOKyMeHTa Ha JyOJIETHOCTh IO CIOyXeOHOMY, an(aBUTHOMY,| OIHO Ha3BaHHE 0,94
YUETHOMY KaTaJory

10 |mpumumcka gyOnera B KaTajior: INPOCTABJICHHE WHBEHTAPHOTO HOMEpPA; | OJHO Ha3BaHHE 2,42
nepeHecenue mugpa Ha JOKYMEHT
IMpunucka npoaoDKAOIIUXCS U3IAHUIM:

11 |mouck B perucTpanOHHON KapTOTeKe KapTOUYKHM Ha M3/1aHKE; CBEpKa €€ C | OJIHO Ha3BaHHE 0,84
OpHUTMHAJIOM; BHECEHHE OMOIMOTEUHBIX OTMETOK
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12 |mouck B kaTajore KapTOYKH; OTMETKa MOCTYIJICHUS] COOTBETCTBYIOLIETO | OJIHO Ha3BaHHE 3,1

BBIITyCKa; IPOCTaBJIICHHE WHBEHTAapHOTO HOMepa, Inudpa, BHECEHHUE

JPYrux OMOIMOTEYHBIX OTMETOK

dopmupoBaHue 6ndrorpaduIecKoil 3amucu

CocraBneHne OCHOBHOM OuOnmorpaduueckoll 3amicu NpH OTCYTCTBHHM | OJHO Ha3BaHHUE

NeYaTHOW KapTOYKH B JOKYMEHTE (O3HAKOMJICHHE C JIOKYMEHTOM;

COCTaBJICHUE OITMCAHUs; BHECEHHE OMOIMOTEUHON OTMETKH)

KonruecTBO 351eMEHTOB ONUCAHUS:
13 (1-4 0,42
14 |5-6 52
15 (7-9 6,2
16 |10-13 7,2
17 (14-19 8,2
18 [20-27 9,2
19 |cocraBieHue OCHOBHOW OHOIHOTpaGUUSCKON 3aMHCH C TOMOIIBI0 MaKeTa 3,5

KapTOYKH, Hale4aTaHHOTO B KHHIE;, MNPOCMOTD HW3JaHUs; CBEpKa C

MaKeTOM KapTO4KU
20 |cocraBieHre M0OABOYHOTO OIMUCAHUSA K OCHOBHOW OHWONMorpaduyeckoii | oxHa KapTodKa 1,9

3aImcu
21 | o3HaKOMIIEHHE C JIOKyMEHTOM; COCTaBJICHHE aHAIUTUYECKON 3aIncH OJIMH JIOKYMEHT 3,5
22 |cocTaBJCHHE CCBUIOYHON KapTOYKM K OCHOBHOW OmOmmorpaduyeckoii | oxHa KapTodKa 1,26

3aImmcu

dopmupoBanue 6ubIHOrpaduIecKoil 3aMucu PyKOMUCHOH KHUTH

CocraBiieHre OCHOBHOW OmOsmorpadudeckor 3amucu (O3HAKOMJIEHHE C| OJHO Ha3BaHWE

JIOKyMEHTOM; COCTaBJICHHE, OIKCaHHWe, IPOCTAaHOBKA OHONIMOTEUHOI

OTMETKH):
23 | cpenHei CI0XKHOCTU 600,00
24 | HOBBILIEHHON CIIOKHOCTH 1200,0
25 | Ha HIHOCTPaHHOM SI3bIKE 1200,0
26 |xaprorpaduueckoro MaTepuaa 1200,0
27 | My3BIKaJIBHOTO COICPIKaHUSI 1200,0
28 |nopaboTka yCTapeBLIMX 3alucel, HE COOTBETCTBYIOLIMX COBPEMEHHBIM | OIHO Ha3BaHHUE 300,0

apxeorpaM4ecKkuM HOpMaM: JaTHPOBKA PYKONHCEH IO BOJSHBIM
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3HaKaM; POCIIHCh COJIePXKaHUs COOPHUKOB HEIOCTOSHHOTO COCTaBa;
BHECEHHE [ONOJHUTEIBHBIX CBEJCHUH C  Y4eTOM  JOCTHIXKEHHH
COBPEMEHHOM HcTOpHOrpaduu
PenaxtupoBanue 6nbamorpaduyaeckoit 3anucu:
29 |mpoBepka NPaBUIBHOCTH DJIEMEHTOB 3aITUCH Ha KapTOYKe OJTHa KapTO4Ka 1,0
30 |odopmiieHne KapTOUKU ANl TyONUpPOBAaHUS HA MHOKUTEILHOM afnmapare; | 0JHa KapTodka 3,2
NPOCTaBJICHUE  WHIEKCOB,  IMH(PPOB, OUONMOTEYHBIX  IOMETOK,
OIpeJieJICHUE U YKa3aHHe TUPaka KapToueK
I'pymmoBast 06paboTKa JOKyMEHTOB
OTOOp OJHOTHUIHBIX JOKYMEHTOB, MOJJIEKAIIUX IPYIIOBOH 00paboTKe; OJTHa TpyIIa
COCTaBJICHUE OOILEH XapaKTepPUCTUKU Ha KOMILJIEKT JIOKYMEHTOB JIOKYMEHTOB
Kosn4ecTBO TOKYMEHTOB B TPYIIIE:
31 (1-9 39,0
32 |10-15 60,0
33 |16-30 106,0
34 |npoBepka NPaBWIBHOCTH COCTaBJICHHS XapaKTEPUCTHKA Ha KOMILIEKT onHa 13,0
JIOKyMEHTOB XapaKTepUCTUKA
Pexaranorusanus (3aMeHa KaTaI0KHBIX KapTOUYeK):
35 |cBepka  KapTO4Kd € JOKYMEHTOM; HCIPABJIICHUE  CTaporo | OJHa KapTOuKa 17,4
O6ubIMOrpa)uIeckoro  OMHUCAHWsI, COCTABICHHE HOBOTO OIMCAHHS,
MepeHeceHne Mudpa, HHBEHTAPHOTO HOMepa, OUOTHOTEUHBIX TOMETOK
[MoaroToBKa K HHACKCUPOBAHHUIO JOKYMEHTOB JIIS KATAlIOTOB:
36 |1ombop KapTOYKH K JIOKYMEHTY, CBEpKa U BIIOKEHHE B JIOKYMEHT OJlHa KapTOYKa 0,5
37 | 03HAKOMJICHHE C JOKYMEHTOM; YCTAHOBJICHUEC TEMAaTHKH; PaCIpeIeiCHHe | OHO Ha3BaHUE 0,88
10 OTpAacisiM 3HaHUS (II0 TEMAaTHKE)
38 |mpocMOTp MHOCTPAHHBIX W3AAHUM, IEPEBO]] JAHHBIX HA PYCCKHH SI3BIK OJTHO Ha3BaHHE 0,37
Cucremaruszanus TOKYMEHTOB:
39 |cucremarHzanys JOKyMEHTa C HCIIOJIb30BAaHMEM HHAEKCOB II€YAaTHOW | OJHO Ha3BaHHUE 2,6
KapTOYKM WJIM MakeTa KapTOYKH, Halle4aTaHHOIO B  W3/IaHUH,
03HAKOMJICHHE C JIOKYMEHTOM, NIPOBEpPKAa COOTBETCTBHS HHJIEKCOB
TabmuIaM KiIaccH()UKAIUK, MPHHATHIM B OHONHOTEKE, MpPOCTaBICHUE
WHJIEKCa Ha JOKyMEHTE
40 |cucremaTH3auus JOKYMEHTOB IIPU OTCYTCTBHM II€YATHON KAapTOYKH M | OIHO Ha3BaHHE 4,7
MaKeTa KapTO4YKM B HM3JaHUH; O3HAKOMIICHHE C  JOKYMEHTOM;
OlpesieNieHue MHAEKCAa IO Ta0iMIaM KIacCH(HUKAMK, IPHHATHIM B
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OnbIMoTEKe; IPOCTABICHIE MHICKCA Ha IOKYMEHTE
41 |ompeneneHre aBTOPCKOTO 3HAKa JOKYMEHTA 0 aBTOPCKUM TaOIHIIaM OJTHO Ha3BaHUE 0,62
42 |mmdpoBKa JOKyMEHTa HpU (HOPMATHO-MHBEHTApHOM pACCTaHOBKE:| OJHO Ha3BaHHE 0,42
omnpezeneHue popmara J0KyMEHTa, HalMcanue mudpa
43 | penaktupoBaHHe KJIaCCU(PHUKAIIIOHHOTO MHJIEKCa; NpOBEpKa | OJIHO Ha3BaHUE 0,88
MIPaBUJILHOCTH MH/IEKCA, aBTOPCKOTO 3HAKa
44 |cocTtaBneHHE KapTOYKH anaBUTHO-TIPEIMETHOTO KarTajora (Ha HOBYIO | OIHA KapTOYKa 2,0
TEMAaTHKy); HallMCaHHWE Ha KapTO4YKe HHIEKca, Ha3BaHMSA Karajora M
KapTOTEKH, B KOTOPBIX OTPaKAaIOTCA IOKYMEHTBHI, yKa3aHHE CCBUIKH H
OTCBUIKH, CBS3U MEXIY OTIACIBHBIMH PyOpHKAMH
[MpeameTH3anus JOKYMEHTOB:
45 |mpenMeTm3anms JOKYMEHTOB C FCIIONB30BaHWEM pyOpHWK TICUYaTHOH | OIHO Ha3BaHUE 2,6
KapTOYKH; IpPOBEPKAa COOTBETCTBHS pYOpPHKHM II€YATHOH KapTOUKH
NPEIMETHOMY KaTajory
46 |npeaMeTH3alys JIOKYMEHTOB IIpU OTCYTCTBMM N€YaTHOW KapTOYKH;| OJHO Ha3BaHHE 4,6
03HAKOMJICHHUE C IOKYMEHTOM, OIpeeieHre pyOpruKu
47 | cocTaBlneHHE HOBBIX MPEIMETHBIX PYOPHK U MOAPYOPHK; IIEPEHECCHNE Ha |  OJlHA KapTOYKa 1,3
KapTOYKH CITyKEeOHON KapTOTEKH
48 |pemakTHpoBaHWE TpeAMETHOW pyOpHKH; TIPOBEpKa INPABIIIHOCTH | OJHA KapTOYKa 0,88
NpeIMETHOU pYOPHKH, TOUHOCTH HalTHCAHUSI
Opranuzanus andaBUTHOIO KaTauora:
49 |mombopka kKapToYkd Mo aidaBuTy (GpaMuiIHil aBTOPOB WM 3arJIaBUH ISl | OIHA KapTOYKa 0,36
paccTaHOBKH B ali(paBUTHBII KaTaior
50 |paccraHOoBKa mNpeABapUTEIbHO MOAOOPAaHHBIX KapTOYeK B ai(aBHUTHBIN | OJHA KapTOYKa 0,36
KaTajor
51 |pemaktupoBaHHMe an(aBUTHOTO Karajora, IpOBepKa pAcCTAaHOBKH | OJHA KapTOYKa 0,88
KapTo4yeK, MpaBWIBHOCTH JI00aBOYHBIX M CCBUIOYHBIX KapTOYEK;
UCTIpaBJIEHUE OLIHOOK
52 | HamucaHue pasfenuTesas IS an(aBUTHOIO KaTajiora, yKa3aHHe OYKBBI, | OJHH Pa3aCiIUTEIb 0,88
ciora
53 |paccraHoBKa pasgenuTencii B anpaBUTHBIA  KaTauor: MOAOOPKA | OJUH Pa3ACIIUTEIh 0,36
paszmenuteneld mo andaBUTy, MOUCK MECTa pa3/eNUTeNs, YCTaHOBKA,
3aKpEeIUICHHE CTEPIKHS
OpraHuzanus CHCTeMaTHYECKOT0 KaTajora:
54 |mombopka KapTOYKH IO HWHJAEKCaM, BHYTpH pasziena 1o aidaBuUTy | OJHA KapTOYKa 0,42
(haMuIMiA aBTOPOB MIIM 3arjaBUil JUIsi PACCTAHOBKH B CHCTEMAaTHYCCKHMA
KaTajor
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55 |paccraHoBKa Mpe/IBapUTEIIHHO 0JJ00paHHbBIX KapTo4yek B| OJHa KapTOYKa 0,42
CUCTEeMaTHYECKHI KaTaior

56 | pemakTHpoBaHHE CHCTEMAaTHUECKOTO KaTalora: MpoBEpKa MPABHIBHOCTH | OIHA KapTOYKa 0,88
HAlOJTHEHUS. PpA3feioB KaTajlora IO COACPKaHMIO, WHACKCAIMU |
paccTaHOBKE; HCIPABICHUE OMINO0K

57 |aHanu3 CHCTEMAaTHYECKOTO KaTajora: MCIpaBlICHHE MHICKCOB, BHECEHHUE | OJIHA KapTOYKa 52
H3MEeHEHHH B andaBUTHBIN KaTaior

58 |HamucaHue pa3meNUTENs IS CHCTEMAaTHUYECKOTO Karajora: YKa3aHHUE | OJUH Pa3JeiIuTellb 2,6
HaMMEHOBAHUS pa3jielia, oApas/ieNa U IPYTuX OTMETOK

59 | paccraHOBKa pa3menuTeNell B CHCTEMAaTHYECKUH KaTajor: IMOJOOpKa IO | OUH Pa3IeiIuTeIh 0,42
MHJICKCaM, ITIOUCK MECTa, YCTaHOBKA, 3aKPEIUICHUE CTEPIKHS
OprasHuzanus NpeIMeTHOTO KaTajgora:

60 |mombopka KapTodeKk IO TpEeAMETHBHIM pyOpwKaMm, BHYTPH PYOpPHK IO | OIHA KapTOYKa 0,42
andasuTy GaMmwInii aBTOPOB WK 3arJIaBUH

61 |paccraHOBKa NpenBapUTEIbHO NOAOOPAaHHBIX KapTOYEK B NPEIMETHBIH | OJHA KapTOdKa 0,42
KaTajor

62 |pemakTHpOBaHWE MPEAMETHOTO KaTajora: IpOBEpKa IPaBWILHOCTH | OJHA KapTOYKa 1,0
CCBUIOK, OTCBUIOK, PyOpHK

63 |HamucaHMe pa3JeNnuTeINs Ui IPEIMETHOTO KaTanora, yka3aHue pyOpHKH, | OUH pa3eInTelb 2,3
OTCBUIKH, CCBUIKH

64 |paccraHOBKAa pasfeaUTeIs] B MPEIMETHBIA KaTajor, IOHCK MECTa, | OJUH Pa3IeIuTellh 0,42
YCTaHOBKa, 3aKPEIICHUE CTEPIKHSI
OpraHuzanysi HyMEpalMOHHOTO KaTrajlora HOPMAaTHBHO-TEXHHUYECKOH
JOKyMEHTAIHH:

65 |mombopka KapTOYKM 10 BUJAaM JOKYMEHTOB, YCJIOBHBIM HHU(POBBIM | OJHA KapTOYKa 4,3
00o03HaueHHsIM, andaBUTy COKPAILICHHBIX Ha3BaHHW CTpaH, JATUHCKOMY
anaBUTy (MHOCTPAHHBIX CTAHIAPTOR), IO HOMEPaM TOKYMEHTOB

66 |paccraHOBKa ITPEABAPHUTENHLHO MOJOOPAaHHBIX KAPTOYEK B KATAJIOT 0JlHa KapTO4Ka 0,41

67 |pemakTupoBaHHE Karajora (mpoBepxka MPaBUILHOCTH |  OJIHA KapTOYKa 3,2
6ubmorpad)nIeckux ONMMCAHUH, PACCTAHOBKH; HCIIPABICHHE OIIMOOK);
BHECEHHE [IOTIOJIHEHWH W W3MEHEHWH B KaTaior (OTMEHa, 3aMeHa,
W3MEHEHHs, POJIJICHUE CPOKa JICUCTBHUS C yKa3aHHEM HCTOYHHKA)

68 | HamMcaHWe W PACCTAHOBKA pa3CIUTEIICH OJIMH pa3AeInTEb 1,3
OpraHuzanys u BeJJeHHE JJICKTPOHHOTO KaTaJora:

69 |cBepka NOCTYNUBIIMX IOKYMEHTOB Ha IyOJETHOCTb B JJICKTPOHHOM | OIMH JOKYMEHT 1,6
KaTajore
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70 |npunucka npoJoKAONIINXCS U3/IaHUH B SJIEKTPOHHOM KaTallore OJIVH JIOKYMEHT 1,6
®opmupoBaHne OuONIHOTpaduyUecKOl 3amMcH IS DIEKTPOHHOTO OJTHA 3aITHCh
KaTaJjora; BBOJ B 0a3y JaHHBIX; 3aII0JTHCHUE COOTBETCTBYIOIINX MOJIECH:
71 |npu HATMYUM MakeTa MeYyaTHOW KapTOuKU 0,36
72 |1pu OTCYTCTBHH NEYATHOW KapTOUYKH 0,42
73 | cocTaBieHHE aHATIUTHYECKON 3aITUCH 3,5
74 | cocraBieHue 100ABOYHBIX U CCHUIOYHBIX ONMMCAHUN OJ[HO OIIMCaHUE 0,88
75 |penmaktupoBanme OuOmmorpaduyeckoit 3ammcu B 0Oa3e maHHBIX AC;| OIHO OmHCaHUE 1,3
BHECEHHE U3MCHCHU I
76 | BBOJ IEpEYHS MPEIMETHBIX PYOPUK apHU(PMETHKO-TOTHUSCKUX YCTPOUCTB | OfHA pyOpHKa 0,36
(AJIY) x cucreMaTHUECKOMY KaTajory W TeHepaJbHOH CIIPaBOYHOM
KapTOTeKe
77 | BBIBOI Ha DKpaH OMOMHOTpadUIeCKUX 3amucei OJIHA 3aIACH 0,83
78 | pemakTupoBaHHE pyOPHK; HATTOTHEHUE Pa3IciioB OJTHA 3aIHCh 3,0
N3barue kapTOoyeK U3 KaTajaoros
W3bsiTe KapTOYKHM HA WCKIIOUEHHbIE U3 OuONMMoTedHoro QoHma| OJHA KapTOYKa
JIOKYMEHTBI:
79 | andaBUTHOTO KaTajora 0,52
80 |cucreMaTHUeCcKOro Karajgora 0,56
81 |mpenmerHoro karangora 0,56
82 | HyMepalMOHHOTO KaTajiora 0,42
83 |u3bpsaTHe OnbIMorpadMUecKoil 3aicH U3 HIIEKTPOHHOTO KaTauora OJlHA 3aIUCh 0,84
TexHuueckas 00paboTKa JOKyMeEHTa
HaxienBanme Ha JOKyMEHTE JIMCTKa CPOKa BO3BpaTa, KApMaIlKa, IpJbIKa: | OAWH JOKYMEHT
84 | mucTok cpoka Bo3Bpara 0,42
85 | kapmarek 0,42
86 | sipibIk 0,26
Hanucanue mmgpa Ha TOKYMEHTE U SIpJIbIKE: OJIMH JIOKYMEHT
87 |Ha moxyMmeHTe 0,26
88 | Ha spibike 0,36
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89 |mepenecenue pOpMaTHOTO U CUCTEMATHUECKOTO MIM(PPOB C KAPTOUYKH HA | OJAWUH JOKYMEHT 1,6
JOKYMEHT
90 | odopmiteHHE KAPTOUKH IJISI THPAKUPOBAHUS OJTHO Ha3BaHUE 1,0
91 |BHeceHME M3MEHEHUH B KAPTOUKE I10CIIE THPAKUPOBAHHS OJIHO Ha3BaHHE 0,42
92 |pacmpeneneHue KaTaJlOXKHBIX KapTOYeK HAa HOBbIE IOCTYIUIEHHS IO | OJHA KapTOdKa 0,42
CTPYKTYPHBIM O/IPA3JIEICHUSIM [10CIIE TUPAKUPOBAHUS
93 |3amomHeHWE KHIDKHOTO (GOpMyIsipa: yKa3zaHHe Iu(pa, WHBEHTAPHOTO | OJHWH KHIDKHBIN 0,88
HOMepa JIOKyMeHTa, (paMHJIMU U HHULUAIOB aBTOPa, €ro Ha3BaHUs, LICHE, bopmysp
roja u3aHus
94 |3anosHeHHWE KapTOYKM HMHAMKATOpPa HA JOKYMEHT, HAlpaBisIeMbld B | OJUH MHAMKATOD 0,88
KHUTOXpaHEHUE: yKa3aHWe MHBEHTApPHOTO HOMepa, aBTOpa M 3ariaBus,
mmgpa pacCTaHOBKH
95 |3amoyHEeHUe epeaTOYHON BEIOMOCTH Ha MAPTHIO HOBBIX IOCTYIUICHUH OJIHA BEJIOMOCTD 0,42
Pabora B AC
BeIBoJ Ha dKpaH ydeTHBIX GopM; pacmeyarka: onHa hopma
96 | MHCTHI MHAWBHAYAIEHOTO y4eTa JOKYMEHTOB 0,05
97 |nepenarouyHas BEIOMOCTb HOBBIX MOCTYIUICHUMH 0,05
98 | kapTouka ¢ 6ubIHorpadUIecKoi 3aMMChIO IS YIETHOTO KaTajaora 0,05
99 | kHIDKHBINA HOPMYIISIp 0,05
100 |kapTouka HHIUKATOpA 0,05

[Ipumeuanue: K HOpMaM BpPEMEHH NPUMEHSIOTCS MOBBIIIAOIMNE KO UITUESHTHI:
- IIPU COCTABJICHUU OMOIMOrpa)uuecKoro ONMMCaHHs Ha JOKYMEHT, Ha THUTYJIbHOM JIUCTE KOTOPOIO YaCTUYHO OTCYTCTBYIOT
IaHHbIC 1Tt Onbmorpaduueckoii samucu - 1,13;
- mpu OubiImoTedyHOW 00paboTke: KHHO(DOTOOHOMOKYMEHTOB - 1,21; HOTHBIX, KapTorpaduueckux, m3omsmanmid - 1,15,
CHeLHUaIbHBIX BUIOB HAYYHO-TEXHUYECKOM JINTEPATyphl U ToKymeHTauu - 1,10;
- Ipu paboTe ¢ JOKyMEHTaMH Ha MHOCTPAHHBIX SI3BIKAX, IPH OPTAaHU3AIMH U BEJICHUH KPaeBEAUECKOro Karanora (KapTOTEeKH)
1 OMOIMOTEYHOTO KaTaiora Ha MHOCTPAHHOM si3BIKe - 1,15, Ha a3p1kax cTpaH Asun U Adpuxm - 1,5.

1.4. Pabota ¢ hormom

1.4.1. Pabora o npreMy JOKYMEHTOB

Tabnnma 4
N HaunmenoBanue npouecca, onepanun. CoctaB paboTsl Ennnnna Hopma
n/n U3MEpEeHust BPEMEHU, MUH.
1 2 3 4
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[TpueM KOKYMEHTOB B CTPYKTYPHBIX TIOAPA3AeIICHUAX
[IpueM mOKyMEHTOB W3 OTHENa KOMIUICKTOBAaHHUS, CBEepKa C OJTHA TTAPTHUS
COTIPOBOAUTENFHBIM MAaTEPHATIOM
KonuecTBo 3K3eMILISPOB:
1 ]1-25 14,4
2 |26-75 37,2
3 |peructpanms ~ HOBBIX  IOCTYIUVICHHH  TEPHOAMYECKMX  W3/IaHHUM, | OJMH JOKYMEHT 0,26
MIPOCTABJICHUE OTMETKH B PETUCTPAIIMOHHON KapTOTEeKe
4 | mpoBepka To0BOr0 KOMIUICKTA KYPHAJIOB M ra3eT Ha HaJHIue HOMEPOB OZIMH HOMEP 1,0
5 |mpoBepka 3ammMcH Ha IIEPBOM HOMeEpe TOJIOBOrO KOMIUIeKTa: mudpa, OJIUH HOMEp 50
HOMEPOB, OTCYTCTBYIOIIMX HOMEPOB, MECSILIEB
3amuce HOMEpa B TONMOTPA(QHUUYECKYIO OMNHCh, MPWIOKEHHS U OIIMH HOMEP
CIeTIHAaTbHBIC BHIITYCKH:
6 |Ha pyccKOM SI3BIKE; 1,0
7 | Ha UHOCTPAHHBIX S3BIKAX 2,0
8 |mpocramieHHe mITEMIIENS CTPYKTYPHOTO MOApa3ICIICHIs HA TOKYMEHTE OJIMH HOMEP 0,26
[Ton0op JOKyMEHTOB JIJIsl pacCTaHOBKHU B (DOHJIE:
9 |mombopka TOKYMEHTOB IO KIIACCH()UKAMOHHBIM HHICKCAM, aBTOPCKOMY | OJHH JTOKYMEHT 0,52
3HaKy
10 |mombopka IOKyMEHTOB 1o (opmary, MHBEHTapHbIM HOMepam, mudpam | OIUH JOKYMEHT 0,92
paccTaHOBKH
11 |mombopka nOKyMEHTOB Mo andaBUTy Ha3BaHWH, ToAaM, HOMepaM, | OJIHMH JOKYMEHT 0,48
paszenam, opsAKOBOMY HOMEpY
12 |mombopka CIENBUAOB HOPMATHBHO-TEXHHUYECKOH JOKYMEHTAlMUA 110 | OJHMH JOKYMEHT 0,36
KJIaccaM, IMoJIKIIaccaM, TPpyIIiaM, IIOATPYIIaM, HHBEHTAPHBIM HOMepaM
PaccranoBka 6ubaroTedHoro GoHma:
13 |paccraHOBKa JOKYMECHTOB Ha CTEIUIAXKAX B CUCTEMATHYCCKU-AI()aBUTHOM | OJMH JOKYMEHT 0,52
TIOpSIIKE
14 |paccraHoBKka JOKYMEHTOB Ha CTeUIa)kax B (OPMATHO-WHBEHTAPHOM | OJHMH JOKYMEHT 1,3
HOpsIIKE
15 |paccraHoBka JOKYMEHTOB MO ai(aBUTy Ha3BaHWH, rogaM, HOMepaMm, | OJMH JOKYMEHT 0,63
paszenam, IOpsAKOBOMY HOMEPY
paccTaHOBKa HOPMAaTHBHO-TEXHHYECKOW IOKYMEHTAllMM MO KjaccaM, | OJHH JOKYMEHT
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noakjiaccam, rpymmnam, noArpyIimnamM, MHBEHTApHbBIM HOMEpaM

KonmuecTBO JOKyMEHTOB B TOA00OPKE:

16 |1-5 0,52
17 16-10 5,2
18 |11-15 0,88
19 |paccraHOoBKa JOKYMEHTOB Ha CTe/UIakaX B (DOPMATHO-CHCTEMATUYECKOM | OJIMH JOKYMEHT 5,00

U ajndaBUTHOM NoOpsiaKe (IPEIMETOB U MaTepUaIoB rpadMKK) B BUTPUHAX
u mkadhaX € Y4ETOM KOMIUIEKCHOTO XpaHEHHsl PYKONHUCHBIX U
CTapOIeYaTHbIX KHUT

20 pacCTaHOBKa JOKYMCHTOB Ha MHUKPOHOCUTCIKIX B HWHBCHTApHOM H OJUH NOKYMCHT 3,0
HYMCpPAaNMOHHOM HOPAAKE

NpOBEpPKa MpPAaBWILHOCTH pPACCTAHOBKM JIOKYMEHTOB B OTIEJIBHBIX | MaccuB (GoHIa
MaccuBax (ouma

KommaectBo IPOBCPACMBIX JTOKYMCHTOB!

21 |1-200 26,1
22 |201-305 42,0
23 | 306 - 400 57,0
24 | 401 -600 88,0
25 | mepemMernieHue (IepeHECEHNE) JOKYMEHTOB Ha CBOOOIHBIC MeCTa OJTHA TTOJKa 4.0

OdopmiieHre  TOJOYHBIX  pasleiuTelNiel; HanmkcaHWe  IOJOYHBIX | OJMH Pa3JeNUTENb

pazaenurenei:
26 | Wi cucTeMaTHYeCKOl paccTaHOBKH (OHIA 3,6
27 | nnst popMaTHOI paccTaHOBKHM (oHIa 2,6
28 | ms andaBUTHON paccTaHOBKH (hoHIa 2,6
29 | g HyMepaluOHHOW PacCTaHOBKHU (PoHAA 2,6

[Ipumeuanue: K HOpMaM BPEMEHH NPUMEHSIOTCS TOBBIIIAIOIMNE KO DUITUESHTHI:
- Ipy 0I00pe U paccTaHOBKe KHHOPOTO(HOHOJOKYMEHTOB - 1,2;

- HOT, KapTorpadpu4ecknx, N3ou3naHui - 1,5;

- IIpu paboTe ¢ JOKYMEHTaMH Ha HHOCTPAHHBIX sI3bIKax - 1,15;

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

1.4.2. PaboTa 1o coxpaHHocTH (poHaa

Tabmuma 5
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
[Tposepka 6ubmoTeyHoro Gpoxxa:
1 |HammcaHue KOHTPOJBHOTO TaJOHAa HA JOKYMEHT: YKa3aHHE Ha HeM OJIVH TAJIOH 0,88
WHBEHTapHOTo HOMEpa, mmdpa, GaMuIN, HHULUAJIOB aBTOpPa, 3arjaBusi,
rojia, MecTa M3JJaHus, IeHbl, MECTa XpaHEeHHUs
2 |MapKHpOBKa KOHTPOJIbHBIX TaJOHOB: YCTAHOBKA, TJC YYTEH JaHHBIH OJIFH TaJIOH 0,26
JOKYMEHT (y4YeTHBIH KaTajlor, WHBEHTapHas KHHUTa); IPOCTaBJICHHE
OIO3HABATEILHOTO 3HaKa
[Tonbopka KOHTPOJIBHBIX TAJIOHOB: OJIVH TaJIOH
3 | 1o MHBEHTapHBIM HOMEpaM 0,21
4 | mo andauty pamMHINi aBTOPOB HIIH 3ariiaBuii 0,31
5 | mo xraccupuKanmOHHOMY HHICKCY 0,52
6 |cBepka KOHTPOJBHBIX TaJOHOB C HWHBEHTAPHOW KHHUIOH, OTMeTKa OJIMH TaJIOH 0,21
NPOBEPKH Ha TAJOHE U B KHHUTE
7 |cBepka KOHTPOJBHBIX TAJOHOB C YyYETHBIM WM  aji(haBUTHBIM, OJIUH TAJIOH 0,26
TonorpapMYecKuM KatajloraMi, OTMETKa Ha TaJloHe U B KaTajore
8 |aHamu3 (GOpMBI MHIMBUIYAIILHOTO y4eTa; BBUABJICHHE JOKYMEHTOB, HE | OJWH JOKYMEHT 1.3
MPOLIEAIINX TPOBEPKY
9 | cocraBneHHe KAPTOUKH HA JOKYMEHT, HE TIPOLICALINI POBEPKY OJIUH JOKYMEHT 0,83
10 |mouck TOKYMEHTOB, HE MPOLICANINX MPOBEPKY, M0 Pa3IMYHbIM YYETHBIM | OIMH JOKYMEHT 3,6
(bopmaM, KapTOTEeKaM, JKypHajaM, KHFKHBIM HOJIKAM
CocTraBiieHre CITUCKA HEOCTAOIINX B (POH/IE TOKYMEHTOB OJIMH CITMCOK
KonnuecTBO JOKYMEHTOB B CITUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OTO0p TOKYMEHTOB JIJISl U3BATHS U3 HOHIA
[TpocMOTp IOKYMEHTOB Ha NpeMET U3bATHS U3 QoHIa: OJIVH JIOKYMEHT
14 | menpodunbHBIX 31
15 | nyOmeTHBIX 1,6
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16 |ycrapeBiInX O CONEPKAHHUIO 3,1
17 |Berxux 0,88
18 | MayoNCHONB3yeMBIX, HEUCTIONIB3YEMBIX 2,6

IlogroToBka JAOKYMCHTOB K aKTUPOBAHUIO:

19 |mombopka MOKYMEHTOB B TapTHH 10 NPWYMHAM U3BATHSA; CBEpPKa C| OIMH JOKYMEHT 0,36
KHIDKHBIM (QOopMyJIIsIpoM

20 |mombopka KHIXKHBIX (OPMYJSIpOB Ha JIOKYMEHTaxX B THOpsAKE | OoAWH GOpMYIsp 0,42
WHBEHTAPHBIX HOMEPOB, allhaBHTa, )KyPHAJIOB - 10 F0JjaM 1 HOMepam

CocraBieHHE CIHCKAa K aKTy BBIOBITHS (mepemadn); MOJCYET OOIIei OJIMH aKT
CYMMBEI; 0(OpMIICHHE aKTa

KonuuectBo JOKYMEHTOB B CIIMCKC:

21 |1 0,78
22 |2-10 7,8
23 |11-25 19,3

HOZ[FOTOBKa JAOKYMCHTOB B IICPCIIJICT:

24 |oTOOp /MOKYMEHTOB /Jisl TeperuieTa; IMpPOBepKa COCTOSIHUS JOKYMEHTa;| OJWH JOKyMEHT 3,4
3aroJHeHHe (CBepKa) KHIKHOTO GopMyIisipa

25 | mombopka KOMIUIEKTOB, CBSI3BIBAHHE B MAYKH;, O(OPMIICHHE JOKYMEHTOB | OIUH JOKYMEHT 2,6
JUISI IEpEeiavn B MEPerieT

26 |mOArOTOBKA JIOKyMEHTOB K BOCCTAHOBJICHHIO: MOAOOP JOKYMEHTa, | OJWH JOKyMEHT 2,6
aHAJIOTHYHOT'0 OBPEXKACHHOMY; 0(pOpMIICHHE 3aKa3a Ha KOIHUPOBaHUE

27 |npueM 3aka3a TIOCle KONHPOBAaHUS, IIPOBEpKa KadyecTBa KOIMH, | OJAWH JOKyMEHT 0,83
MOJICOTOBKA JIOKYMEHTA K MeperieTy

28 |mpueM JOKYMEHTOB M3 MeperuieTa: CBepka MOCTYNMBIIMX M3 IeperuieTa | OAWH JOKyMEHT 5,2
JIOKyMEHTOB C KHIDKHBIM (DOPMYJISIpOM; IIPOBEPKa KauecTBa IEPEIuIeTa;
BOCCTaHOBJICHHE 3arjlaBHs; HanucaHue mmpa Ha SpIbIKE, KOPEIIKe
JOKyMEHTa

IToammBKa ra3eT ¥ TOHKUX KYpPHAJIOB:

29 |ompeneneHue Qopmara, BIOXEHHE KOMIUIEKTA J>KYPHAJIOB B IAIKY OJlHA Mamnka 13,0
HYXHOTO QopMmara, 3aBsA3bIBaHHE; BBHIHECEHHE MIM(pa, Ha3BaHUS, T0/a
W3aHNsL, HOMEpa )KypHAJIOB Ha 00JI0XKKY M KOPEILIOK TTaIK{

30 |packiazika ra3er 10 Ha3BaHUSM: MIPOKAIbIBAHKE, BIOKEHUE B KAPTOHHYIO OJIHA TaIKa 9,4
00110KKy (TIaTKy), TPONTHYPOBKA; oopmiieHrne 00J0KKkH (Ha3BaHHE, TOJI,
HOMEp, MECSIIT)
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Menxkwuii peMOHT (oHa!
31 | moxkieika JOKyMEHTa, KApMAIIIKOB, SIPJIBIKOB; BOCCTAHOBJICHHUE 3arIaBHI OJITHA TTaTKa 4,2
PecraBparnus KOpeukos:
32 |ompeneneHne o0bemMa pabOTHI; yAaleHHE CTapOro KOpEIIKa, MOJArOTOBKA |  OJUH KOPEUIOK 60
KoJleHKopa (oOpe3ka, Tmojkieiika); NpOIIMBKAa OJoKa JOKyMEHTa,
MIOJIKJICIKa HOBOT'O KOPEIIKa, pa3MeIeHUE MO Ipecc
PecraBpanus crpaHu:
33 | onpenencuue o0beMa pabOTHI; OKICHKA hoTorpaduil, KapT, YSPTEKEH; | OIHA CTpaHUIA 10
BOCCTaHOBJICHUE YaCTeil CTpaHHMI] (cTp.)
ObecnpuBanue GoHma:
34 | obecnputMBaHue (DOHAA C MOMOINBIO TBUIECOCA; OOeclieueHne padouero | OJHa MEpPOIOJIKa 12,0
MecTa TEXHHYECKUMH CpEJICTBaMH; MPOBEACHHE OOCCIBUTMBAHUS; 3aHOC
TEXHUYECKUX CPE/ICTB B MECTA XPaHEHHUS
35 |pyunoe oOecnpumBaHue (oHma; obecmedeHne pabodero Mecra| OJHA MEpPOIIONIKA 9,4
TEeXHHYSCKHMH CPEACTBaMH; 3aHOC TEXHHYECKHX CpEICTB B MecTa
XpaHEeHUsI
[Tpumeyanue: kK HOpMaM BPEMEHHU MPUMEHSIOTCSI MOBBILIAOIINE KO3 UIIMEHTHI:
- IpY pY4YHOM 0OecnbUIMBaHNU (DOHJIA HOTHBIX, KapTOorpapuyecKnuX, M30M3IaHui, auccepranuid - 1,2;
- pu obecnbUTMBaHUK (POH/IA C TOMOIIIBIO MblIecoca - 1,3.
1.4.3. U3zyuenue 6ubnroTedHoro Gpoua
Tabauna 6
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enununa Hopma
n/m U3MEpEHHUS BPEMEHH, MHUH.
1 2 3 4
[MoarorosurenbHas paboTa 1o U3y4eHHI0 OMOIMOTEYHOTO (hoHAa:
1 |cocraBneHue TIaHa pabOTHI IO U3yUEHUIO OUOIMOoTeuHOTO (hoHAA (JacTH OJIMH TUTaH 2140
¢dbonma)
2 |moAroToBKa HMHCTPYMEHTAapHsl IO H3y4YeHHIo OuOimoreyHoro ¢oHna; | oaHa Tabiuua 6,3
cocTaBJIeHUE TaOJIUIIBI 10 PA3IMIHBIM aclleKTaM M3y4eHHs
3 |mombopka OumOIHOTrpaduUecKuX MOCOOMHA, WHMOPMAIIMOHHBIX CIHCKOB | OJIHO IMOCOOHE 20,0
JUIS TIpOBeJIeHUs paboThI 110 H3yueHuto OubnmoreuHoro Gonga
4 |mOATOTOBKAa MHCTPYKTaXka I TPOBEAeHHS paboT 10 HM3Yy4YEHHIO | OAUH MHCTPYKTAX 83,0
6ubamoTeyHoro Gpouma
Bubnuorpapuueckoe nzyyenne 6uoIMoTEYHOrO (hOHAA
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O3HakOMJICHHE C COJepXaHueM Oubnuorpaduyeckoro mocoOus, | OIHO MOCOOHE
WH(POPMAIMOHHOTO CIUCKA JUIs TMPOBEACHUSA pPabOThl MO H3YUCHHIO
oubnmoreynoro Gouma
KommgecTBo Ha3BaHUi B TOCOOMH:
5 |1-25 15,7
6 |26-50 34,0
7 |51-100 68,0
Ceepka KapTOukd Karajora ¢ OuOnuorpaguyeckuM ONHMCaHUEM | OJHA KapTOdKa
JOKYMEHTa, YKa3aHHOIO B IOCOOWMH; BHECCHHE OTMETKH O HAIHYHH
JOKyMeHTa B poHze:
8 |am¢paBuTHEBI KaTanOT 0,26
9 |cucTeMaTH4ecKuil KaTajaor 0,42
10 |cocraBneHue OMOIHOTPAPHUUSCKOTO ONMUCAHMS HAa OTCYTCTBYIOIIHME B| OIHA KapTOUYKa 2,6
OuOIMOTEKE JOKYMEHTHI
[MPOCMOTP HAMOJIHEHUS CHCTEMATHYECKOTO Karalora B Pa3JIMYHBIX | OJIHA KAPTOYKA
acriekTax (MO OTpacisM 3HaHUs, BHJAM, TOJaM);, COIOCTABJICHHE
MOJYYEHHBIX JAHHBIX C TEMATHKO-THUIIOJOTHYECKAM (TIE€PCHEKTUBHBIM)
[UIAHOM KOMIUICKTOBAHUS;, YTOYHEHHE, BHECCHHE KOPPEKTUB B IUIAH
KOMIUIEKTOBaHHSI
KonudecTBo KapTOUeK B SIIHUKE:
11 |1-500 43,0
12 (501 - 1000 85,0
13 | 1001 - 2000 173,0
CrarucTiueckoe nzydeHue 6udnnoreqnoro (gounna:
14 |3anomHeHWE CTATUCTHUUECKHUX TaOmuIl (IO COCTaBy, JMHAMHKE M CTETICHU oJIHa TabnIa 19,3
HCTIONB30BaHUsl  OMOimoTeyHoro (OHIAa) HAa OCHOBAHWMM yYETHOU
JOKYMCHTAIHH
15 |pacuer noka3aTeiaeH KHUT000ECIICYUEHHOCTH, oOpamaeMocTy, | OJUH MOKa3aTeib 2,0
YUTACMOCTH
16 | crutouHO# MPOCMOTP TOKYMEHTOB Ha CTEJIaXKax, MOACUET MO KHMKHBIM | OJIUH JOKYMEHT 0,84
(dhopMmysIsIpaM HIIH JTMCTKaM CPOKa BO3BpaTa KOJWYECTBA KHUTOBBIIAY
17 | MapkupOBKa HEWCIIONB3yeMOH YacTh (OH/AA B 3aBUCUMOCTH OT NPUYMH, | OJUH JOKYMEHT 0,26
BEI3BABIINX HU3KYIO 00paIiaeMocTh
18 |3amosiHeHMe TAONMIBI MHTEHCUBHOCTU MCIOJB30BAHUS OUOIMOTEYHOIO oJlHa Ta0IHIa 50,0
dhonma
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CocraBjicHUE U aHAJTU3 TAOJIHUII 10 U3YICHUIO OUOIMOTEYHOTO (poHIa

CocraBiieHre TaOINLB:

n3ydeHus Gonma

19 | mo cocraBy, pa3BUTHIO M UCIIOJIL30BAHHUIO OMOIHMOTEYHOTO (hOH/A oJlHa Tabauna 63,0

20 |mo cremeHM WCHONB30BaHUS (OHNA B pa3IMYHBIX acmekrax (B| oxHA TaOuuua 68,0
OTpPAaCJIEBOM, I10 BUJIaM W31aHHI)

21 |mo oOpeMy HEHCHOJB3yeMOW M MaloClpamnBaeMoil yacth (oHAa W | OXHA TAabIHIa 63,0
NPUYMHAM €€ HAKOTUICHUS
Amnanuz TaGnuIbL: 0JHa Tabyuua

22 | 1o cocTaBy, Pa3BUTHIO M HCIOIH30BaHUIO ONOIHOTEUHOTO (hOHIA oJIlHa TabuIa 56,0

23 |mO CTemeHW WCMONIb30BaHUs (OHAA B pa3MYHBIX acnekrax (B| onHa Tabiuna 56,0
OTpacieBOM, 110 BUJaM U3JaHUN)

24 |mo cocTaBy W BENIMYHMHE HEHCIIONB3YEMOI M MAOCIIPAIINBACMON YacTH | OXHA TaOIHIa 60,0
(oHIa ¥ PUYMHAM €€ HAKOTUICHUS

25 |cocTaBieHHC IUTaHA MEPONPHUATHA W TPEUIOKEHHH MO pe3ymbTaTtam OJIIH IITaH 161,0

HpI/IMe‘IaHI/IeZ BpEMsA NPOBCACHNA MHCTPYKTAKa B HOpMY BPEMCHU HE BXOJUT; IPU pa60Te C JOKYMCHTAMU Ha MHOCTPAHHBIX

SI3bIKaxX K HOPMaM BPEMEHH PUMEHSETCS MOBbIMaronmi kospduiment 1,15.

1.5. O6cnyxuBaHue YuTATENCH

1.5.1. PaGora ¢ yuraTeaeM

Tabmuua 7
N HanmenoBanue nporecca, onepamuu. CocTaB pabOThI Enuanna Hopma
n/n H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
3anuch yuTarens B OMOINOTEKY:
1 |mpocMoTp  JOKYMEHTOB  4ywraTelns  (IACIOPT,  YIOCTOBEPCHHE, | OJIMH YHTATEIh 1,7
MOPYYUTEIBCTBO); NPOBEPKA  HAIUYUS  YYCTHO-PETUCTPAIIMOHHOM
KapTOYKH YHTATEIIS
2 | 3anonHeHHe QOpMYIIIpa YUTATEINs, YIETHO-PETUCTPALIMOHHON KapTOUKH, | OJUH YUTATEIh 2,0
YUTATEILCKOTO OMiIeTa
3 |o3HakoOMIICHHE uMTaTeNs C NPABHIAMH I[OJIb30BaHHUS OWOIMOTEKOM, | OIUH YUTATEIh 5,0
pacrionokeHreM (OoHAA, CIIPABOYHBIM aIlliapaToM
4 | moucK M pacCcTaHOBKa YYCTHO-PETUCTPAIIMOHHBIX KAPTOYCK MO ajd(aBHUTy | OJHA KapTOUYKa 0,26
(amunnit ynrarenen
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[lepepeructpanus unratenen

monck (opmymsapa (pPEerucTparioHHONH KapTOYKH) YHTATENsI; BHECEHUE
W3MEHEHHNH B HUX M YUTATENbCKUN OMieT (yTOUHeHHE aHKETHBIX JaHHBIX,
HOBOTO YHTATEIBCKOT0 HOMEpa, IaThl IEPePerucTpaLiui)

OIWH YHUTaTCIIb

12,0

3anucsk (mepeperucTpanus) yuTaTeseil B aBTOMaTU3UPOBAHHOM PEXUME:

Ha0oOp Ha KJIaBHAType CBEACHHH O 4MTarese: (GamMuins, UMs, OTYECTBO,
XapaKTepu3yIolIue ero NMpu3Haku (oOpa3oBaHHWE, CHENUAIbHOCTb, MHAs
nHpopmanus), Koz

OJIUH YHUTATCJIb

6,0

OCYIIECTBIICHHE KOHTPOJSI 3a BO3MOXHBIM HAIMYHEM [JaHHBIX O
qyuTaTene, 3alKucaBlIeMCcsl B OMOIMOTEKy (paHee 3amucaH, JIMIICH mpaBa
TT0JTb30BAHHMS )

OJIUH YUTAaTCJIb

1,0

odopMiIeHHE KOJa 4YHUTATeNIi C KOHTPOJBHBIM pa3psiioM M CPOKOM
T0JIb30BAHMUS YUTATEIBCKUM OMJIETOM Ha OCHOBE BBIJJAHHOW MH(pOpMAIUN

OJIUH YHUTATCJIb

0,52

BBIBC/ICHUC HaA IMPUHTCP CBG,I[GHI/Iﬁ O 3almMCaBIIEMCA YHUTATCJIC B BHJC
6J'IaHKa, BBIPC3aHHUC OJ1aHKa U BKJIEHKA €ro B YNTATEIbCKUI OMIIET

OJIMH YHUTATCJIb

1,3

Pabota nucneTyepckoi ciryxO0bl:

10

IIpUEM YUTATCIbCKOTO Tp€6OBaHI/I$I; IIPOBEPKa NPaBUJIBHOCTU 3alIOJIHCHU
Tpe60BaHI/II\/'I, YTOYHCHHUE MCCTa XpPAaHCHUA [JOKYMCEHTOB; OTMCETKA B
I[HCHCT‘IGpCKOfI CCTKC, IIepeaava Tpe6OBaHI/I$[ B KHUT'OXpaHCHUEC

0JTHO TpeOOoBaHNE

0,73

Beimonnenne TtpeOoBaHMi moTpebuTenel, BblJada JOKYMEHTOB U3
OCHOBHOT'O KHHTOXPaHECHUS:

11

MoJIydeHue TpeOOoBaHUMN, perucTparys, Hog0opka ux 1Mo mudppam

OJIHO TpeOoBaHUE

3,0

12

MIONUCK JOKYMEHTa, HAaHECEHHE OTMETKH Ha TpeOOBAaHUM, KHIKHOM
(dopmymsipe, IUCIETIEPCKON CeTKe

0JTHO TpeOOoBaHNE

5,0

13

YCTaHOBJICHUE MECTa HAXOXJICHUA HeHaﬁﬂeHHOFO JOKYMEHTa 110
CIIPpaBOYHBIM KapTOTCKaM, KaTajoram

OJIHO TpeOoBaHUE

7,0

14

BbIJJaya JJOKyMEHTa U3 OT/eJla KHUTOXPAaHEeHHs! TOTPEOUTEII0; OTMETKA Ha
KHIDKHOM (hopMyItsape, TpeOOBaHUH

OJIMH JOKYMEHT

2,0

15

MPUHITHE JOKYMEHTa OT MOTPEOHTENs; MOUCK KHWKHOTO (opMyIsipa,
TpeOOBaHUs; TTOTAIICHHE OTMETKH O BBIJIa4e

OJIUH IOKYMEHT

3,0

Bbmaqa KOMIIJIICKTOB JOKYMEHTOB BO BPEMECHHOC IIOJIb30BAaHUEC
TO/Ipa3/IeNIeHUsIM OMOTNOTEKH:

16

odopmileHHE 3asBKM Ha KOMIUIEKT JIOKYMEHTOB, II€peiaBacMblii B
CTPYKTYPHOE MOJpa3/eIeHue

OJIHa 3as1BKa

5,0

17

noJ00p IOKYMEHTOB B KOMIUICKTBI; HAlMCAHHE BTOPOTrO IK3EMILISIpa
KHIDKHOTO opmyiisipa (MHAUKATOPA)

OOWH TOKYMCHT

40,0
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Brimaua KOMIIIEKTOB JOKYMCHTOB; OTME€TKa Ha KHHXHOM q)opMmepe
(I/IHZ(I/IKaTOpe) JaTbl BbLAA4YU, JAHHBIX MTOAPA3JACIICHHA, IMOJTYYarolICro
KOMILJICKT

OJIMH JOKYMEHT

KommaecTBo JAOKYMEHTOB B KOMIIICKTE!:

18

25

6,8

19

50

13,5

20

200

108,0

[TomyyeHne KOMIUIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX IMOJpa3/CIICHHH;
MOUCK KHIKHOTO (opMyisipa (MHOUKATOP); MOTalieHHe OTMETKH O
BbIJIa4e, BIIOJKEHHE €r0 B JOKYMEHT

OJWH KOMIIJIICKT

KommaectBo JAOKYMCHTOB B KOMIIJICKTC:

21

25

6,8

22

50

13,5

23

200

108

OOciry)KMBaHHe YNTATENIeH B UUTAIBHOM 3aJie:

24

MIPOBCACHUC KOHCYJIbTAllNH, 6€CC,I[LI C YMTATCJIEM Yy KaTaJlOIrOB, KAPpTOTCK,
KHWXXHBIX ITOJIOK, PIH(i)OpMI/IpOBaHI/IC YUTATECJIAA O HOBBIX MOCTYIVICHUAX

oJlHa
KOHCYJIBTaIUs

5,0

IToxGop 1OKyMEHTOB B MOACOOHOM (DOHAE YMTATBHOTO 3a1a; epegada Ha
kadeapy BbIIaUM:

OJIH IOKYMEHT

25

110 Tpe6OBaHI/IIO YUTaTCIIA

2,0

26

10 YCTHOMY 3a1pocy

1,7

27

10 OIIPEJIETICHHON TEME

3,1

[Tonbop nokymMeHTOB 1O y4eOHOH NporpaMMme Ha OCHOBAaHHMM MakKeTa
KOMIUIEKTa JOKYMEHTOB, BBIZIaBaEMbIX CTyJIeHTaM; HOA00p y4eOHUKOB I10
¢bakynpTeTamM, Kypcam, TIpyIIaM; CBepKa KHIDKHBIX (OpPMYISIpOB C
Ha3BaHWEM KHHT, HHBEHTapHbBIMUA HOMEpaMH

OJVH KOMILJICKT

KomnuectBo JOKYMEHTOB B KOMIIJICKTEC:

28

10

2,7

29

20

54

30

40

10,8

31

BblJada AOKYMCHTA: CBCPKa BbIAABAEMOI'0 AOKYMCHTA C YUTATCIIbCKUM
Tpe60BaHI/I€M; MMpOBEpKa HaJIWu4usA CTpaHUL; BHCCCHHUC 3aluCHU Ha
YUTATCIbCKOM TpC6OBaHI/II/I (KOHTpOJ'II)HOM JIPICTKC); BJIOXXCHUEC B

OJIMH JOKYMEHT

2,0
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YUTATCILCKUI OUIICT, PACCTAHOBKA, OTMETKA KHUTOBBIIAYN
32 |momy4yeHWe IOKYMEHTa: CBepka ero c TpeOoBaHHEM (KOHTPOJBHBIM | OIUH JOKYMEHT 2,0
JUCTKOM); TIPOBEpKAa COXPAaHHOCTH JOKyMEHTa, HalW4YWs CTPAaHUII,
BHECCHHE OTMETKH O TIpHeMe
33 |momyyeHwe ~ JOKYMEHTa,  3aKa3aHHOTO  YUTaTeJeM B  OTHCNC| OIUH JOKYMCHT 0,5
KHUTOXPaHCHUS
34 | mepenaua TOKyMEHTA, CITAHHOTO YUTATENIEM, B OT/IC)I KHUTOXPaHCHUS OJIUH TOKYMCHT 1,0
OT10op 1 mepeaya JOKYMEHTOB Ha KOTIHPOBaHUE: OIIMH TOKYMEHT
35 |oTOop mOKyMeHTOB (OTHACHBHBIX  CTaTedl) I mepemavu OJIUH TOKYMCHT 5,0
MHUKPOGUIEMUPOBAHKIE U KOITUPOBAHKE
36 |moaroToBka JOKYMEHTOB K KONHUPOBaHWIO, O(OpMIICHHE 3aKa3a;| OIUH JOKYMCHT 3,0
peTUCTpaIHs B UYETHBIX (POpMax
37 |nomyyenune MuKpoQWIBMa M KOIHMH; MpPOBEPKa MPaBUIBHOCTH OJIUH 3aKa3 50
BBITTOJTHEHUS 3aKa3a
OOcnyxuBaHUE YUTaTeNeH Ha aDOHEMEHTE:
38 | moxbop JOKYMEHTOB [T PEKOMEHIAIIH YATATEIISIM OIIMH TOKYMEHT 5,0
Bbigaya TOKYMEHTOB YHMTATENIO, MIOUCK (OPMYyJisipa YATATEN s, YKA3aHUE | OIUH JOKYMEHT
CpOKa BO3BpaTa, MPOBEPKa HATUYUHKS CTPAHHUIL; OOCITYKHUBAHHE:
39 | B3poCIBIX 2,7
40 | pmereit 3,2
41 |mpoBenenme Oecempl € YWTaTelNeM, HWH(POPMHPOBAaHHE O HOBBIX | OJMH YHTATEIh 5,0
MTOCTYTIICHUSAX
[MonyyeHne MOKYMEHTa OT YUTATENs, BHECCHHE OTMETKH O MPUEME; | OIUH JOKYMEHT
MPOBEpKa HAIWYMs CTPAHMI[; BJIOKEHHE KHIDKHOTO (opMyIspa;
o0cnmy)KuBaHue:
42 | B3pOCIIBIX 1,8
43 | mereit 5,0
44 |mpojuleHHEe CpOKa TIOJIb30BaHHS JOKYMEHTOM; MOHMCK (Gopmyssipa| oxuH Gopmyisip 3,0
YUTATEJIS; BHECEHHUE OTMETKH O MPOJJICHUH CPOKA MOJIb30BAHMUS
Co3naHue KOl JOKYMEHTOB I10 3aIpocaM YUTaTeleH:
45 | KOHCYNBTANINS YNTATEIEeH IO BEIOOPY HMapaMeTpOB KOTMPOBAHUS O/lHa 5,0
KOHCYJIbTAIUS
46 | co3maHue 3ICKTPOHHOM KOTIMU C OPUTHHANA OJIHAa CKaH-KOITHS 0,15
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47 | cozmanue OyMa)KHOW KOTIMU C OpUTHHAIIA OJ/IHA CTpaHHUIA 0,15
48 | cozmanme KOomMu ¢ MUKPOGhOpM OZIMH KaJp 0,5
49 | neyarh OyMakKHBIX KONHUI JOKYMEHTOB U3 Ob OJIVH JIUCT 0,08
50 |coznanue >NeKTPOHHOM (POTOKOIMY C OpUTHHATIA OJIVH KaJIp 5,0
[Tpumeyanue: kK HOpMaM BpEMEHHU NPUMEHSIOTCSI MOBBILIAOIINE KO3 OUIIMEHTHI:
- Ipyu 00CITy)KUBaHUM YnTaTeneil kuHopoTohoHOJOKYMeHTaMH - 1,2;
- HOTHBIMH, KapTorpapuyeckuMu, n3ou3aanusmu - 1,15;
- CIleUMaIbHBIMU BUIAMU HAy4YHO-TEXHUYECKOW JINTEPaTyphl U TOKyMeHTauuu - 1,1;
- Ipy paboTe ¢ TOKYMEHTaMH Ha HHOCTPaHHbIX s3bIKax - 1,15;
- Ipu paboTe ¢ TOKYMEHTaMH Ha si3bikax Aszuu u Adpuku - 1,5.
1.5.2. BayTpennsas pabora
Tabnuma 8
N HammenoBanwme npomecca, ornepanui. CoctaB pabOTHI Enunanna Hopma
n/m N3MEpEHNUs BPEMEHH, MUH.
1 2 3 4
IMoaroroska x BbIAYE:
1 |paccraHoBka popMyisIpoB uuTaTesne (o cpokam, Homepam, anpaBuTy) onuH hopmMyIsp 15,0
2 |monBeneHue UTOrOB pabOTHI 32 MPOIIEANIMN JIeHb, BHECCHUE 3aIllUCU B €XETHEBHO 9,2
JTHEBHHUK
3 | moadop MOKYMEHTOB IO TpeBapUTEIbHBIM 3aKa3aM YNTATENICH 1 IIaHaM |  OJIMH JIOKYMEHT 3,0
YTEHHS
4 | IpOCMOTp HOBBIX MOCTYIUICHHUH JUIsl PEKOMEH IAINY YUTATEISM OJIMH JIOKYMEHT 2,0
5 |mpocMOTp M TONOJIHEHHWE KHW)KHBIX BBICTABOK, SIIUKOB CBOOOJHOIO | OJMH JIOKYMEHT 3,0
BBIOOPA KHHT, TEMATHYECKUX TIOJIOK U CTEeIUIaXEH
6 |moaroroBka pabouero mecra ©XKEe/IHEBHO 10,0
Pabora ¢ popmynsipom unTatens:
7 | aHanmM3 GOpMYIISIPOB YMTATENEH, BEISBICHHE YATATEIILCKMX HHTEPECOB OJIH QOopMYIISIp 4,3
8 |cocraBneHne KapTOUKM JUIsi KapTOTEKH YHTATEJIbCKUX HWHTEPECOB; | OJHA KAPTOUKa 0,86
COCTaBJICHUE CIHMCKA YUTATEIbCKUX HHTEPECOB
9 |3amuce B QopMmyispe uuTaTeNs O pe3yibTaraXx aHalu3a YTeHus 3a OJTHA 3aIHCh 3,6
OIIpeeICHHBII MepHoa
10 |3amuch B OHCBHHWKE OHOIMOTEKAps O NMHAMHUKE YTCHHS M HHTEpPECcax OJIHA 3aIIUCh 9,2
quTaTens (TPYIIbl YUTATEIICH )
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Pabota ¢ unTarensMu, He BO3BPATHBIIMMH JIOKYMEHTHI B CPOK:

11 |mownck ¢popMyISIPOB YNTATENCH, HE BOSBPATHBIINX JOKYMEHTHI B CPOK onuH hopMyIsip 1,0

12 |HanmcaHuMe OTKPBHITOK-HAIIOMMHAHUII O BO3Bpare JOKYMEHTOB; OTMETKa | OIMH GOpMYJIsIp 2,0
JaThl HATOMUHAHKA Ha GOpMYyJIsipe

13 |onoBemienue (o TenedOHy) UHMTATEINs, HE BO3BPATHBIIErO JOKYMEHT B | OIMH QOPMYJISIp 4,0
CPOK; OTMETKa J1aThl HAalIOMUHAHUs B (hopMyIsipe
Oo0ecrnieueHne KOHTPOJISA 332 CPOKAMH BO3BpaTa JOKyMeHTOB B AC:

14 |BbIBOJ Ha MPHUHTEP CIUCKA YUTaTeNeH U aOOHEHTOB-3aI0JDKHUKOB OJIMH CIIMCOK 0,16

15 |cocraBieHHe CIIUCKA 3aI0JKHUKOB OJIMH CIIMCOK 0,16

16 |pacmedaTka Ha MPUHTEPE HATIOMUHAHUSA A0OHCHTAM M YUTATENISIM O CPOKE OJIMH CIIHCOK 2,2
BO3BpaTa (aapec, Ha3BaHMs B3ATHIX JTOKYMEHTORB)

17 |u3psaTHe w3 0a3bl NAaHHBIX CBEICHUHA O 3aHATOCTH BO3BPAIICHHBIX OJIHA 3aIACH 0,4
JOKyMEHTOB
OdopmireHre oucka 3aJ0KHUKOB Yepe3 Cy:

18 |kommpoBanue (opMmynspa uMTaTENs; YTOYHEHHE aBTOpAa, HA3BaHUS, | OJMH JOKYMEHT 2,7
WHBEHTAPHOTO HOMEpA, LIEHBI JOKYMEHTa, HE BO3BPAIIEHHOTO B CPOK;
NepeyrcIeHue TOCHOLUIMHBL 332  O(opMIIeHHE  HCIOJIHUTEIBHBIX
HaJIKCeil; nepechlIKa Jesa B Cy.I:

19 |momydyeHme W oQOpMIICHHE TOKYMCHTOB W3 HOTapHalbHOH KOHTOPHI | OJIHMH JOKYMEHT 2,7
(pocTaBiieHHMEe HOMeEpa pacyeTHOTO cyeTa, HOMEpa HCIIOJHHUTEIbHOM
HAITICH)

20 |cocraBieHHe aKTa Ha OIUIATY Yepe3 CyJl YTePSHHBIX JOKYMEHTOB OJIMH JIOKYMEHT 2,7
[Tpnem KOKyMEHTOB B3aMEH YTEPSHHBIX:

21 |nouck yMTaTeIbCKOro (GOpMyIIsipa; BHECEHHE COOTBETCTBYIOIICH 3allMCH | OJWH JOKYMEHT 5,0
B GOpMYJISIp, TETPa/Ib yueTa KHUT, IPHHSATHIX B3aMEH YTEPSIHHBIX

22 | npoCMOTp TOKYMEHTAa, MPeIaraeMoro B3aMeH yTePSIHHOTO OJIMH TOKYMEHT 2,0
Pabora c oTkazamu:

23 |yuer W kimaccu(UKalUs OTKAa30B: OTMETKAa HAa JIMCTKE YHTATEIBCKOTO | OTHO TpeOOBaHME 1,6
TpeOOBaHuUs MPUYMHBI OTKA3a

24 | paccraHOBKa YUTATENbCKUX TpeboBaHui B KapToTeKe | OfHO TpeOoBaHMe 0,32
"HeyJOBIETBOPEHHBIH crpoc”

25 |aHanu3 0TKa30B, COCTABJICHUE CBOJKH OTKAa30B B OTPACieBOM pazpese (1o OJIMH OTKa3 1,0
MIPUYMHAM OTKa3a M MepaM HX JIMKBUAALNH U MPEAYTPEKICHHN)

26 | cocraBieHHEe OUOTHOrPaPUUSCKOrO OMUCAHUS HA JTOKYMEHTBI, IMCIOIIHC OJTHO 2,0
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HauOOJIbIIIEE  YHCIIO
KOMIIJIEKTOBAaHUSA

OTKa30B, W Iepcaadya KapTO4YKW B OTACH

oubmmorpaduueck
0€ ONuCcaHue

1.5.3. BrecrannonapHoe 00CTyXKHBaHNE

Tab6muma 9
N HammenoBanwne npomecca, onepanui. CoctaB pabOTHI Ennanma Hopma
n/m U3MEepeHUs BpPEMEHH, MUH.
1 2 3 4
Opranuzanusi 0MOJIMOTEYHBIX ITyHKTOB, IIEPEIBIIKHBIX OUOINOTEK:
1 |3axmoueHHe TOTOBOpa MEXIYy OMOIMOTEKOW M OopraHu3aIuel, rae OymeT OJIMH JTIOTOBOP 270,0
OCYIIECTBIIATHCS BHECTAIIHOHAPHOE OOCITYKIBAHHE
2 | opopmiieHre GpopmyJsipa OHOIMOTEYHOTO MYHKTA oJIH GopMyJISIp 13,5
3 |odopmieHne mamkm ¢ JOKYMEHTaMH (JIOTOBOpa, MOBEPEHHOCTH Ha OJIHA TIAIIKa 13,5
TONTydYeHHEe KHUT, GopMyisipa OMOIHOTEYHOTO MYHKTA, OTICTOB H JPYTUX
JOKYMEHTOB)
4 |coctaBieHHE CXEMbl pa3MelleHus OHOTUOTEYHBIX IYHKTOB Ha OJIHa CXeMa 126,0
TEpPUTOPUU FOpPOJa, paiioHa
5 |cocraBnenne rpaduka oOMeHa JOKYMEHTOB, HaXOJSIIUXCS B 0JIuH rpaduK 18,0
OHMOJIMOTEYHBIX MYHKTAX, IEPEIBUKHBIX OMOIHOTEKAX
6 |cocraBienue [UIaHa METOINYECKOM TIOMOIIHA OJIMH IUUIaH 46,0
OuOIMoTEKaPSIM-00IIeCTBCHHUKAM
7 |odopmieHne OOBSBICHHS O AHAX M Yacax pabOThl OWUOJHOTEYHOIO | OJHO OOBSBICHHE 12,0
ITyHKTA, IePEIBIKHON ONOIMOTEeKH
[Mombop KOMIUIEKTOB JOKYMEHTOB Il OHOJTHMOTEYHOTO ITyHKTA,
MIePeIBIKHON OMOIIMOTEKH
IToxbopKa KOMIUIEKTa TOKYMEHTOB OJIMH KOMIUIEKT
KonndecTBo TOKYMEHTOB B KOMIUICKTE:
8 |10 15,0
9 |30 45,0
10 [100 148,5
11 |Bbimaua JOKyMEHTa B OHOIHOTEYHBIH ITYHKT, OTMETKAa B KHIDKHOM | OJHMH JOKYMEHT 2,0
(dopmysipe 1aTHl BEIIAYM, HOMEpa ITyHKTa
12 |3anucek B popmyisipe OMOJIMOTEYHOTO ITyHKTA AThl BBLAAYH JOKYMEHTOB, OJlHA 3aIMHUCh 1,0
KOJINYECTBA BBIJAHHBIX W BO3BPAIICHHBIX B CTAI[HOHAP JTOKYMCHTOB
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13 |paccraHoBKa KHIMXXHBIX (OPMYJSIPOB B KapTOTEKy 3a pa3feiuTeseM | OJIUH KHIDKHBIH 0,4
CUIIBI OMOMOTEYHOr0 MYHKTA, NMEPEABHKHOW OMOIMOTEKH, BHYTPHU II0 bopmysip
angaButTy GpaMuIni aBTOPoB
14 |mpueM [OKyMEHTOB U3 OWONMOTEYHOTO IIyHKTA, TIEPEIBIKHON | OIMH JOKYMEHT 1,6
OMOIMOTEKH: TIPOCTABIICHIE OTMETKH O MIpHUEMe; BIOXKeHHEe (HopMyisipa B
JOKyMEHT
1.6. O6cnyxuBaHue 110 MexOnOIMoTeYHOMY aboHeMeHTy (MBA)
Tabmuma 10
N HammenoBanwne npouecca, ornepanuu. CoctaB pabOTHI Enunanna Hopma
n/m N3MEpEHNUs BpPEMEHH, MUH.
1 2 3 4
Ob6cnyxuBanue gyurareneit Onomuorexn mo MBA:
1 | peructpamus uuraTens, noyussytomerocs MBA OJIMH YUTATEIb 1,35
2 |3amonHeHHWe OnaHKa-3aKas3a, MIPOCTABICHHE PETHCTPAlMOHHOTO HOMEpA, OJIVIH 3aKa3 2,2
JaThl
3 | yTOuHEeHHe yKa3aHHBIX YHMTATEIEM CBEJICHHMH O 3aKa3aHHOM JIOKyMEHTE, OJIMH 3aKa3 1,6
LIEJTU 3aIpoca, HCTOYHHKA, OTKY/1a IT0JIy4EeHBI CBECHUS
Bubnuorpagduueckas 10paboTKa 3aKkasza; yTOYHeHHe OHOIHOrpaduuecKux
CBEJICHUN:
4 | 1o cpaBOYHBIM H3IAHUSIM 27,0
5 | mpu momommu aBTOMaTU3UPOBAHHBIX CPECTB 0,22
6 |mpoBepka HaNMMYHA 3aNpPAIIBAEMOTO JTOKYMEHTa B OMONIMOTEKaX TOpOAa, | OJWH TOKYMEHT 10,2
o0acTy, peruoHa, B TOM YHCJIe 0 CBOIHBIM KaTajloraM
7 |HampaBneHuwe OilaHKa-3aKa3a C MPOCTABICHHON OTMETKOH (IITeMIeseM) OJIMH 3aKa3 0,27
"B ropoae HeT" B OTpacieBOi, YHUBEPCAIbHBIN IEHTP WIH B OUOIHOTEKY
(opran nHpOpPMAaIIMK) 1O TaHHBIM CBOJHBIX KaTaJIOTOB
8 |3ammce cBepeHuMid O HampaBieHuMHM 3aka3a 1o MBA (HamMeHoBaHume OJTHA 3aIHCh 1,4
6nbnoTeKy, Jara) Ha 00OPOTHON CTOPOHE OJIaHKa 3aKas3a
9 | momemenue 61aHka-3akasza B "Kaproreky 3anpocos uurateneid mo MBA" | onHo TpebGoBaHue 0,32
3a pasgenutens "3ampocel 1o MBA, HampaBieHHblE B Jpyrue
6ubmorexkn”
10 |mpuem jgokymeHTa, npHuciaHHOro no MBA; BckpeiTHE OaHIEpOJH, | OIUH JOKYMEHT 3,8
MIPOBEPKA COCTOSHHUE JAOKYMEHTA, OTMETKA JaThl MOJYICHUs U Ha3BaHUS
OnOMMOTEKN, BBICIABIIEH MOKYMEHT, WHBEHTAPHOTO HOMEPA, CpOKa
MOJTb30BAHNUS; IIEPECTAaHOBKA ONaHKa-3aKa3a W3 pasfena KapTOTEKH
"3anpocer mo MBA, HanpaBiieHHbIe B Apyrue OuOIMOTEKH" B pasieln
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"TTonyuennsie mo MBA uznanus"

11

M3BCHICHUE YUTATEJSI O IOJYUYCHHUH 3alIPOMICHHOTO NJOKYMEHTa M CPOKE
IIOJIb30BAHUA UM

OJHO M3BCIICHHUC

1,35

12

BBIJIaYa YUTATEIIO MONY4YeHHBIX 10 MBA MOKYMEHTOB B YHUTAJIBLHOM 3aJi¢
(B cmyxeOHOM TIOMCIICHMHM OWONMOTEKH); CBEpPKa BBIAABAEMOTO
JOKYMEHTa C OJIaHKOM-3aKa30M; TIPOBEpKa HAJM4YUs CTPAHUI] U
COCTOSIHUS JIOKyMEHTA; OTMETKA BBIIAUU

OJIMH JOKYMEHT

1,0

13

NpUeM JOKYMEHTa OT YMTaTelsl B YMTAILHOM 3ajie; CBepKa JOKyMEHTa C
4acThl0 OJIaHKa-3aKa3a, IMPOBEPKa COXPAaHHOCTH JIOKyMEHTa; BHECCHUE
OTMETKHU O NpHEME; MOMEICHNE JTOKYMEHTa B CIICHHAIBHO BBIJEICHHOE
MecTo (3aKpBITHI MIKad)

OJIVIH TIOKYMEHT

0,5

14

n3BJICUYCHUE ONaHKa-3aKa3a U3 KapTOTEKH, 3aliCh CBEICHHUH 00 OTHpaBKe
n3AaHus (JaTta, HOMEp MOYTOBOTO OTIPABIICHUS); IIEPECTAHOBKA JIHCTKA
u3 pazznena "[lonydennsie no MBA usganus” B paznen "Bosppauiennas
guteparypa'

OJIMH JIUCTOK
TpeOOBaHUA

1,0

15

MOJITOTOBKAa K OTIPaBKE IOKYMEHTOB B OMOIHOTEKY-(OHIOACPKATEIH
3aKa3HON OaHIEpOJIbIO; YIAKOBKa OaHIEPOJIM; B3BCIIMBAaHHE c¢;
HaKJeUBaHUE MapKH (€CclM HeT LIEHTPAIN30BaHHOM OIIATHI NMEPECHUIKN);
HAalMCcaHue a/Ipeca; COCTaBICHUE OIUCH

OJVH TOKYMEHT

3,6

16

pa60Ta C OTKa3aMu

OJIMH OTKa3

1,03

17

cooOmmeHne B OTAeN OOCIyXHBaHMS O TIIOJYy4eHHUM OTKasza (Jara,
MIPUYIHMHA)

OJIMH OTKAa3

1,35

Ob6cnyxuBanue aboHeHTOB 10 MBA

[Ipuem 3akazoB:

18

IpU OTCYTCTBUM HOMepa aboHeHTa Ha OiaHKe-3aka3e IpoBepKa II0
KapTOoTeKe aDOHEHTOB, a0OHUPYETCS U IaHHAsI OpTaHU3AITHS

OJIMH OTKAa3

1,0

19

opraHuzanysi abOHHpYeTCs: INPOCTaBJICHHE HOMepa Ha OiaHKe-3aKase;
CBEpKa ajpeca, Ha3BaHWs OpPraHM3alMM, (aMHIMH OTBETCTBEHHOTO IIO
MBA; BHECEHUE U3MEHEHUH B KAPTOUKU

OJIMH OTKa3

3,6

20

MePBUYHOE OOpalleHne aOOHEHTa B TEKYIIeM TOAY: NPOCTAaBJICHHE B
KapTOYKe rojia 00pameHus, JaThl

OJIIMH OTKa3

3,6

21

odopmiieHne aboHeHTa (OpraHu3amusi paHee He aOOHHMPOBAJACH):
NIPUCBOCHNE AOOHEHTY HOMeEpa; 3allOJHEHWE KapTOYKH PETHCTPaInu
abonenta MBA wu paspemutens (dopMmynsp); yKazaHHE IIOJIHOTO
HAaMCHOBaHHs OMONHOTEKH, MMOYTOBOTO anupeca, TeiedoHa, (amwmmmy,
UMEHH, OTYECTBa OTBETCTBEHHOI'O JIMIA, JaThl OTKPBITHA W HOMepa
aboHeHTa

OIUH a0OHEHT

5,0

22

paccTaHOBKa PErHCTPAMOHHBIX KAPTOYEK B KAPTOTEKY

OJIHa KapTO4Ka

0,32

23

odopMIIeHHE H3BEUICHUS ISl a0OHEHTa (CTaHIapTHOE W3BEIIeHHe 00

OJHO M3BCIICHHUC

1,6
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OTKPBITHUU a60HeMeHTa); 3apocC HEAOCTAIOIUX CBEICHUM IS KapTOTCKH
THUIIOBBIM ITHCHbMOM

24

IpOBepKa MNPaBWIFHOCTH 3aIOJHEHHs OllaHKa-3aKka3a, 3aJ0JDKEHHOCTH
aboHeHTa, TIpocTaBlIeHHe Ha oOopoTe 1-if wacTh OimaHka-3akasza (ctp. 2)
CBOETO IITEMIIENII W JaThl TOJydYeHHs 3akaza B pyOpuke "CiyxeOHBIC
OTMETKH OMOIHOTEeKaps" MpH BEHIIONHEHUH M NIepEHANIPaBICHIH 3aKa3a B
cTpoke "paiionHa, ropoma"

OIIMH OJIaHK-3aKa3

3,8

25

repeada Ha y4acTOK pabOThl ¢ OTKa3aMH HENPaBHIILHO O(QOPMIIEHHBIX
3aKa30B (HET MNeyaT, IMOJIKMCH, Hepa30opurMBO OQOpMIICHHBIC, HE Ha
SI3BIKE OPUTMHANA) U 3aKa30B a0OHEHTOB-3aJ0JPKHUKOB

OJIMH OJaHK

0,43

26

mnppoBKa 3aka3oB aOOHEHTOB; IMOAOOpKa OJAHKOB-3aKa30B  II0
anaBUTy; IPOBEPKA HATTMYUS TOKYMEHTA TI0 KaTaJory

OJIMH OJaHK

2,7

27

MOATOTOBKA  JOKYMEHTa K  BBAa4e: CBEpKa  JOKYMEHTa C
OJIaHKOM-3aKa30M; POBEPKA HAINYHUS CTPAHUI] U COCTOSHUS IOKYMEHTA;
MIPOCTABIICHHE HA OJlaHKe-3aKa3e (JMIeBoi ctopoHe 1-if m 3-i gactu cTp.
1, 5) mudpoB 1OKyMEHTa; yKa3aHHE WHBEHTApPHOTO HOMEpa, KOJIHIECTBA
JOKYMEHTOB, JaThl BBIAaYl; HA 000OpOTHOU cTOpoHE 2-if wacTtH (cTp. 3)
NPOCTaBICHNUE INTEMMNeNs OWOIMOTEKM C Ha3BaHWEM M IOYTOBBIM
azipecoM, yKazaHHe CpoKa BO3BpaTa, BIOXKCHHE 2-i yacTH OJlaHKa-3aKas3a
B BBIIaBAEMbIH JTOKYMEHT; IPOCTABICHHE HOMEpa OaH/IepOIIN BHU3Y

OIIMH TOKYMEHT

1,4

28

MIOCTaHOBKA 3aKa3a Ha ouepenp (B cioydyae 3aHATOCTH M3/aHUs); a0OHEHTY
OTIIpaBKa U3BCIICHUA

OJIMH 3aKa3

1,6

29

nepeaavya M3JaHus Ha KONMpOBaHME (IIPH 3aKa3e Ha (GparMeHT M3IaHHMs:
CTaThs U3 )KypHaIa, COOpHHKA)

OJIMH 3aKa3

2,7

30

OTIpaBKa JIOKYMEHTOB a0OHEHTaM: yNaKoBKa OaH/EpOJIH; B3BEIIMBaHHUE,;
HaKJIeMBaHUE MapKH; HAllMCAHUE aJIpeca; COCTaBICHUE OIUCH

OJIH IOKYMEHT

2,5

31

paccTaHoBKa OJlaHKOB-3aka30B (1-s yacTh) Ha BBIJAHHBIC JOKYMEHTHI
(BBICHAaHHBIE) B KapTOTEKy OOCITY)XUBaHHS aOOHEHTOB B pa3lel
"Brigansaslie 1o MBA m3nanus"

OIIMH TOKYMEHT

0,32

32

6I/I6J'II/IOFpa(1)I/I‘-ICCKa$I ,uopa60TKa HEBBINIOJHCHHBIX 3aKa30B; YTOYHCHUC
6I/I6J'II/IOFpa(1)I/I‘-I€CKI/IX CBGHGHI/Iﬁ T10 CIIPABOYHBIM HU3AaHUSIM

OJIMH JOKYMEHT

3,2

33

BBIABJICHUEC HaJIUYUA 3alpamuBacMoOro JTO0KYMEHTa B 6I/I6HI/IOTCK3X
ropoJa, pernoHa

OJIUH IOKYMEHT

10,2

34

odopmileHHE 3aKa3za K IIE€pEHAINpaBIECHHIO B Jpyrue OuOIMOTEKH;
yKa3aHue Ha oOOpOTHOH cropoHe 1-if wactm OnaHka-3akaza (cTp. 2)
NIPUYMHBI ¥ 1aThl NepeHanpasiienns (mremnens "Her B 6ubnnorexe, HET
B OubnmoTekax ropoja..."); OTMETKHM O MPOBEPKE II0 CIIPaBOYHBIM
W3JaHUSIM, CUTJIIBI OMOIInoTeK-poHI0AEpKaTENeH 110 CBOAHOMY KaTaJoTy

OJIMH 3aKa3

2,7

35

oTnpaBka aOOHEHTY W3BEIEHUS O IIEPECHANpPABICHUU 3ampoca ¢
yKa3aHueM OHOIMOTEKH, KyJla OH OTIIPABJICH

OJHO M3BCIICHHUC

1,6

36

perucrpanusd OTKasa B  YYCTHBIX (bopMax; OTIIpaBKa a6OH€HTy

OJIMH OTKa3

3,6
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OnaHka-3akaza (3-10 4acTh) B Clydae HEBO3MOXKHOCTH BBINIOJHEHHS C
OTMETKOH 0 IPUYMHE OTKa3a B COOTBETCTBYIOIIEH pyOpHKe
37 |mpmeM MOKyMEHTa, BO3BPAIICHHOTO aOOHEHTOM; IIOJIydeHHE Ha II0YTe, | OIUH JOKYMEHT 3,2
BCKpBITHE OaHAEPOJIH; IIPOBEPKAa COCTOSHMS IOKYMEHTa; H3BICUCHHE
OnmaHKa-3aKa3a W3 KapTOTEKH OOCTyXMBaHWS aOOHEHTOB, yKa3aHHE Ha
HEM JaThl BO3BpaTa JOKYMEHTa, NEepeCTaHOBKa OJlaHKa-3aKasa B paszen
"BosBpamennas muteparypa”
38 |oOecnieyeHne KOHTpPOJSL 3a CPOKaMU IMOJB30BAHUS JOKYMEHTAMH: | OJWH JOKYMEHT 1,6
BBISIBJICHUE JOJDKHUKOB, HAaIlpaBJICHHE HATOMHUHAHUI
Bemmonaenue pador 8 AC:
39 | popmupoBaHme 0a3pl JaHHBIX 00 a0OHEHTaX IO COOTBETCTBYIOWICH | OAWH aOOHEHT 54
(dopme, BBOA HHPOPMAIIUE O HOBOM aOOHEHTE
40 |mouck B 0Oa3e JaHHBIX CBeleHMH 00 aO0OHMPOBAaHWM OpraHU3alUH; | OJIUH aOOHEHT 3,6
BHECEHUE U3MEHECHUI
41 |BBOm mH(MOpPMAIMH O IPHUEME 3aKa30B OT aDOHEHTOB OJIMH 3aKa3 0,27
42 |BBon uWHGpOpPMAUHM O TEpeHaINpaBICHUH 3aKa3a, BHIBOJ Ha IPHHTEP OJIUH 3aKa3 1,6
W3BEILEHHUs O TIepPEeHaIPaBICHUH 3aKa3a
43 | BBOI IAaHHBIX O MTOCTAHOBKE 3aKa3a Ha OYepe/Ib; COOOIICHIEe a00HCHTY OJIMH 3aKa3 1,6
44 | perucTpanys BBIAaHHBIX a0OOHEHTY JOKYMEHTOB, NPOCTAaBJICHHE CPOKa| OIHMH JOKYMEHT 2,7
BO3BpaTa
45 |ynaneHue U3 MacCHBa JAaHHBIX O BO3BPAIICHHOM JIOKYMEHTE OJIUH JOKYMEHT 0,16
46 | obecrieueHne KOHTPOIISI 32 CPOKaMHU BO3BpaTa TOKYMEHTA: IMOUCK U OTOOp |  OJiH a0OHEHT 2,7
JaHHBIX B TaMATH MaNIMHBl O 3aJ0JDKHHKAX; BBIBOA  HY)KHOH
uHMOpPMAlMK Ha TPHUHTEP; pacliedaTka CIHCKOB C yKa3aHHeM ajpeca
aboHeHTa
1.7. MaccoBast paboTa
Tabmmma 11
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/n HU3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
[MoaroroBka MacCOBBIX MEPOIIPUSTHI
OmpeneneHue TeMbl, COCTaBa ayAMTOPHUH, OTBETCTBEHHOTO  3a OJTHO
MEpOIPHATHE B LEJIOM; COCTaBJCHHE IUIAHA MOATOTOBKM MEPONPHUSATHS, | MEpONpHATHE
BOIIPOCOB Ul OOCY)XKAEHHMS; NMpPUIIAIICHAE KOHCYJIbTAaHTOB, JEKTOPOB;
nox0opka JOKYMEHTOB II0 TeMe MEpONpPHUSTHS; OPraHH3allisi BBICTABKH
JHUTEPATypHl, albOOMOB; OIIOBELICHHE YUTATENEl O MEpONPHUATHH Yepes
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

aduiy, myOMMKalMKd B MEYaTH, MO PAaH0, TEICBHICHHIO; BBISBICHHE

BBICTYNAIOLINX; MeYaTh ¥ PacHpOCTPaHEHHE NPHUIIIACUTENILHBIX OUIIETOB;

MOJrOTOBKA  IOMEIIEHHS; IIPOBEJCHHE COBEIIAHMA II0  UTOTam

TIOJITOTOBKY M POBEIECHUSI MEPOIIPUSITHS, 0O(POPMIIEHHE TIPOTOKOJIA:
1 |gurarensckas KoH(pepeHINS 4900,0
2 | nuTepaTypHO-XYJ0)KECTBEHHBIH Beuep, Be4ep OTPACIEeBON KHUTH, TUCITYT 3340,0
3 | Bedyep BONPOCOB M OTBETOB, YCTHBIH KypHAJ 2600,0
4 | xmy0 mo mHTEpEecaM 2600,0
5 | meTckuit yTpeHHUK 3900,0
6 |BUKTOpHWHA, KOHKYPC, UTpa-IyTCIICCTBUE 3900,0

OpraHu3anysi KHWKHBIX BBICTABOK

CocraBlicHHE TUIaHA OPraHHU3allMU M NPOBEICHUS BHICTABKH; BBISBICHUC

U 0TOOp JTOKYMCHTOB; IIOJrOTOBKa CONPOBOAUTEIILHON JOKYMEHTAlUH K

BBICTABKE; CO3JaHHE XYHOXKECTBEHHOI'O IIPOCKTAa; MOHTaXX BBICTABKH;

opraHuzanys HHGOPMAIIMOHHO-PEKIAMHON PabOTHl 1O MOMYJIIpU3ALUH

BBICTABKH; IIOJIBEJICHUE HTOTOB PabOThI

Tematnueckue BBICTABKH 0011eONOINOTEYHOTO MmaciiTaba, | OJHa BHICTaBKa

opraHu3yeMble Ha GpoHmax OMOIHOTEKH

KonnuecTBo 3KCIIOHATOB:
7 |1-50 560,0
8 |[51-100 1120,0
9 |101 -200 2240,0

BricTaBKH 10 OIIPENIENIEHHON OTpAciy 3HAaHUHU WU TEME, OpraHU3yEMBbIE:

Ha GoHIe ONMOINOTEKH OJ/IHa BBICTaBKa

KonmuecTBo 3KCIIOHATOB:
10 |1-50 310,0
11 |51-100 940,0
12 | 101 - 200 1920,0

Ha (oHJe oTHeNa OJIHA BBICTAaBKa

KonmuecTBo 3KCIIOHATOB:
13 |1-25 180,0
14 |26 -50 360,0
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15 |51-100 720,0
BeIcTaBky, TOCBAIIEHHbIE KU3HU U IESTEIBHOCTH BBIIAIOIINXCS JIIOACH OJlHa BBICTABKa
KonmuecTBo KCIIOHATOB:

16 |1-10 47,0

17 |11-25 110,0

18 |26 -50 210,0
BbIcTaBKky Ha MOJIKAX CTEIUTaXKeH OJTHA BBICTABKa
KonngecTBo 3KCIIOHATOB:

19 |1-5 25,0

20 |6-10 44,0
BpicTaBKM HOBBIX IOCTYINICHUI OJlHa BBICTaBKa
KonmuecTBo KCIIOHATOB:

21 |1-25 40,0

22 |26 -50 72,0

23 |51-100 160,0
Pexnama 6ubnnorexy; paboTa 1Mo NMPHUBJICUECHUIO YUTATENEH:

24 | moATOTOBKA PEKIIAMHOTO COOOIICHUS B I€YaTh, IT0 PAIHO, TEICBUICHHIO | OJHA ITyOIMKAIIHS, 420,0
0 pabore OMOIMOTEKH, OCOOCHHOCTSX (PYHKIIMOHUPOBAHUS PA3IHYHBIX | OJHO COOOIICHHE
TI0/Ipa3/ieNIeHN, HOMEHKJIAType yCIIyT, IPEJOCTaBIIEMbIX ONOIMOTEKOH

25 |moAroToBKa IUIAKaTa O JCSITENBHOCTH OHOJIHOTEKH (BBIOOD TEMBI, OJIMH TUTaKaT 210,0
onpeJieNieHre CoJiep>KaHus U GOpPMBbI, cjada B TIeUaTh)

26 | opraHm3anys 3KCKypCHH; IpHeM u 0(hOpMIICHHE 3asBKH, YTOUHEHHE TEMBI |  OJIHa SKCKYPCHUS 52,0
9KCKYPCHH U cocTaBa SKCKYpCaHTOB
Briaienue MOTEHLIHUAIBHBIX notpedurenei
610IMOTeYHO-NH(POPMAIIMOHHBIX YCIYT OMOINOTEKN:

27 |1pocMOTp Tpecchl OJIUH JOKYMEHT 6,8

28 |1pOoCMOTp M aHAIN3 JOKYMEHTOB KOHKYPHUPYIOMINX (HUPM OJIUH JOKYMEHT 52,0

29 |BeneHHE KAPTOTEKHU MOTPEOUTEILCKOTO PhIHKA OJTHa KapTOYKa 1,3

30 |BcTpeun ¢ pykoBOAUTEISIMU UPM, OpraHU3anuii, IpenpusITHI OJTHO 210,0

MEpOoIpuUsITHE
31 |cOop W MOArOTOBKA MAaTEpPHAIOB UII HH(DOPMAIMOHHBIX OYKIETOB OIIuH OyKIIET 7680,0
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(oOmux, Mo OTAETHLHOMY MPOEKTY)
32 | pa3paboTka Au3aliHa U MakeTa HHPOPMAMOHHBIX OYKIIETOB OIIMH OYKIIET 14400,0
33 |obecnieueHne KOHTPOJIS Ka4eCcTBa FOTOBBIX MH(POPMALMOHHBIX OyKIIETOB OJIMH OyKJIeT 20,0
34 | mombop CyBEeHUPHO MPOAYKIIUH OJIHO 1440,0
MepOoIpusiTHE
35 | moATOTOBKA Pa3NaTOYHBIX MAaTEPHAJIOB MEPOTIPHUSTHS OITHO 480,0
MEpOIIpUsITHE
[Ipumeuanue:
- BpeMsI OpraHW3alli¥ BBICTABOK JIMTEPATyphl, IPOBEACHHE MAacCCOBBIX MEPONPHATHH M 3KCKYypcHHl B HOPMY BPEMEHH HE
BXO/INT;

- K HOpMaM BpPEMCHU TIPUMCHSAIKOTCS IMMOBBIIIAIOIINC KOB(b(bI/II_lI/IeHTLIZ Ipyu OpraHu3anuun BLICSHHOﬁ BBICTaBKH -

1,1; npu

9KCIIOHMPOBAHUU Ha BHICTABKE JIMTEPATYyphl Ha HHOCTPAHHBIX fA3bIKax - 1,6, MpU paboTe ¢ TOKyMEHTaMH Ha S3bIKax A3UH U
Adpuxm - 2,0.

1.8. CripaBouHas 1 HHPOPMAHOHHAS paboTa

Ta6muma 12
N HawnmenoBanue npornecca, oneparuu. CoctaB paboThl Enuanna Hopma
n/m HU3MEPEHUSI BPEMEHH, MUH.
1 2 3 4
VYder mOCTYIHBIINX BTOPHYHBIX TOKYMEHTOB (KapTOUEK)
CyMMapHbIil y4eT KapTO4YeK B JKypHajie MOCTYIUICHHH U BBIOBITHS B OJIHA MAPTHUs
PETUCTPAIIHOHHBIX KaPTOTEKaX
Uwcno MOCTYMUBIINX KapTOUCK:
1 |1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 |BBISIBIICHHE HEBBIIOJHCHHBIX 3aKa30B; COCTAaBJIICHHE 3asABKU Ha OJIMH 3aKa3 4,5
HEBBIITOTHCHHBIC 3aKa3bl
Opranuzanus crpaBoYHO-OudOIHOTrpaduueckoro ammapara (CBA)
IIpocMoTp W OTOOp [OOKYMEHTOB M3 TEKYIIUX IOCTYIUICHUH ISt
BiroueHust B CBA, B ToM uncie kpaeBeJueCcKHil KaTajor:
5 |kuura OJIHAa KHUTA 3,2
6 |cOopHuk OJ[Ha CTaThs 2,7
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7 |xypHan OJIHA CTaThs 2,7
8 |rasera OJIHA CTaThs 1,6
9 | 6ubnuorpaduueckoe nocodre OJTHA 3aIHCh 0,5
10 |neronuch KHMKHBIX, )KYPHAIBHBIX U I'a3€THBIX CTAaTeH OJTHA 3aIHCh 0,83
11 | npuKHWKHEIH OHOMHOTpadUIECKHii CITICOK OJTHA 3aIHCh 0,5

CocraBieHue OUOIHOrpapUSCKON 3aTUCH OJIHA 3aIHUCh

KonmuectBo sneMeHTOB OHOIMorpadgpuIeckon 3ammcu:
12 |1-4 3,2
13 |5-6 0,5
14 |7-9 6,0

CocraBneHne aHHOTAIMH, M3Y4YEHHE JOKYMEHTA, HAITMCAHUE TEKCTa: OJTHa aHHOTALIUS
15 |aHHOTHpOBaHWE KHHUT 260,0
16 |aHHOTHpOBaHHWE cTaTEH 156,0
17 |aHamuTHYecKas POCIUCH >KypHAIbHBIX, T'a3eTHBIX cTaTeil, COOPHUKOB, | OJMH JOKYMEHT 3,8

O6nbnmorpaduueckux NocoOuii: 03HAKOMIIEHHE C COAEpKaHWEeM M3/aHMS;

COCTaBJICHHE aHAJTMTHUYECKOH pocTincH

IIpocMoTp MOCTYNMUBIINX HH(GOPMAITMOHHBIX (BTOPUYHBIX) TOKYMEHTOB H

ux ot6op g BkimoueHus B ChA (mepBu4HbII 0TOOD)

IIpocMoTp nHPOpPMAIIOHHOTO U3aHUS (B TOM YUCIIEe KAPTOUYKH) U OTOOp | OJIHA KapTouyka

U3 HUX JOKyMeHTOB uisi BKimodeHus B CBA; cucremMaTusanusi KapTouek

[0 TUIAaM KaTaJloroB W KapTOTEK; MpPOBEpKa HHIECKCOB; pPacCTaHOBKA

KapTOYKH

Yucio kapTovek:
18 |1-10 18,0
19 |11-100 165,0
20 |101-300 490,0

ITpocmotp 1 oT60p KapTodek B CBA ¢ 1ebi0 N3BATHS WIN TIEPEMEIICHUS

(BTOpHYHEI 0TOOP):
21 |u3bATHE M3 KATAJOrOB M KapTOTEK KAapTOYeK Ha JOKYMEHTHI, CIIMCAHHbBIE | OJIHA KapTO4Ka 15

n3 QoHIa; TPOCMOTP KpaeBeAUeCKWX, Oubiauorpaduueckux U

(axTorpadMuecKux KapTOTEK, U3bATHE U3 HUX KapTOYeK Ha JIOKYMEHTBI,

MOTEPSIBILINE IIEHHOCTb, MEPEBEICHHE KAPTOUCK B apXHMBHBIC KAPTOTEKH

(YHMYTOXKEHHME);  BHECEHME OTMETKM B  JKypHajle y4yera W
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PErucTpaliMOHHON KapToTeKe
Oprananzanus reHepaibHoro cucreMarndeckoro karajora (I'CK):

22 |npocMmoTp M oTOOp nokymeHToB Juisi BKimodeHus B ['CK; odopmieHue | oauH JOKyMEHT 2,7
KapTo4yek

23 |HamucaHKe M PacCTaHOBKA pa3/ienuTeNs OJTVH Pa3fIeINTeIh 1,7
PenaxtupoBanme ['CK:

24 |uckmouenne u3 ['CK kapTodek Ha JOKYMEHTBI, YCTapeBLIMX WJIM | OJHA KapTOdKa 1,5
HEenmpoQUIbHBIX, IEpeBEICHNE WX B apXUBHYIO 4YacTb (U3bBATHE);
JIeTaTU3anus pasiesioB

25 | HamMCcaHWE HOBBIX pa3jeiuTenei OJIMH pa3AeINTeNb 1,4
OpraHuzanys KapTOTEKH MepCOHaIHNI:

26 |ompemercHWE W COCTABICHHE TIIEPEYHS JIHI, CBEJCHHS O KOTOPBIX | OIUH JOKYMCHT 1,5
OTpaXalOTCsI B KapTOTEKe; IPOCMOTP HUH(POPMAIMOHHBIX W3IaHUH,
MEPBUYHBIX JTOKYMEHTOB; OTOOp IOKYMECHTOB JJs BKIIOYCHHS B
KapTOTEKY

27 | TexHWYECKas U CoJepKaTelnbHas 00paboTKa MOKYMEHTOB /ISl BKIIOUYCHUS | OIUH JOKYMEHT 2,7
B KapTOTEKy; PacCTaHOBKAa KapTodek 1o andaBuTy paMumimii aBTOPOB U
10 BUAAaM JOKYMEHTOB

28 | HamMcaHWE U PACCTAHOBKA pa3feiaUTesch OJIUH pa3AeIUTeb 1,4
Opranamzanus gakrorpaduyaeckoit kaproreku (PK):

29 |ompexpeneHue IpeaMeTa, OOBEKTA M OCHOBHBIX HPHU3HAKOB JUJIsl | OJWH JOKYMEHT 2,7
otpaxenust B ®K; mpocMoTp 1oKkyMeHTOB 1 0TOOp /uis1 BKiItoUeHus: B DK
3aHeceHHe OTOOPAHHBIX CBEACHHH Ha KapThl HHYOPMAILMOHHOTO MacCUBa
C BHECEHHMEM COOTBETCTBYIOIIMX OTMETOK B IIOMCKOBBIH MAacCUB
¢axrorpapuueckoil KapToTeKu

30 |pemaktupoBanne PK; mpoBepka NpaBUIEHOCTH BHECEHMS! CBEACHHH M | OJAWH JOKYMEHT 1,6
yKa3aHHi 00 HCTOYHHKAX HH(DOpMAIIH

31 |HamMcaHWe W PACCTAHOBKA pa3JCiUTEIICH OJMH pa3/IeNIuTeNhb 14
OpraHu3aiys TeMaTHYECKHUX MaroK ra3eTHBIX BHIPE3OK:

32 | IpoCcMOTp ra3eTHBIX BBIPE30K, CUCTEMATH3ALIUS UX OJTHA BBIpE3Ka 2,5

33 | odopmiteHHE BBIPE30K /ISl XPAHEHHS B TEMATHUYCCKHX IMAllKax;, KPaTKoe | OJHa BhIpE3Ka 3,2
OINMCAaHUE UCTOYHHKA, HAKIIEUBAHUE HA KAPTOYKH

1.8.1. CnpaBouHO-OnbIHOrpaduueckoe 00CIyKMBaHHE

Tabuuma 13
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.

1 2 3 4
[Tpuem 6ubIHOTpahUUECKHX 3aIIPOCOB:

1 |npuem Oubnmorpaduyeckoro 3ampoca; yTOYHEHHE TEMBbl, LEJIEBOTO M OJIUH 3a1poc 0,43
YUTATENFCKOTO Ha3HA4YEHHs, MOJHOTH WCTOYHHMKOB, THUIIOB, BHIOB U
XPOHOJIOTUYECKHX PaMOK 3aIlpOCOB
BrimonHenue cpaBok
BrinonHeHre TeMaTHYeCKOil CIpaBKW; IMOUCK W OTOOp NOKYMEHTOB;| OJHA CIpaBKa
cocTaBJIeHUe OMOIMOTrpadUUEeCcKOro OIUCaAHUS
[TrceMeHHO; KOTHMYECTBO HCTOYHUKOB:

2 |1 3,0

3 |2-5 15,0

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

5 |1 2,0
BeInonHeHHEe  aApecHO-OMOIHOrpapMuecKol CIpaBKH; YCTAHOBIICHHE
HaJInyusg WKW MECTa HAXOXIACHHUA JOKYMCHTA WKW €T0o 4aCTu B (bOH}:[e
OubIMOTEKN
[TrcbMeHHO; KOTMYECTBO HCTOYHNUKOB:

6 |1 2,0

7 12-5 12,0

8 |6-10 24,0
Y CTHO; KOJIMYECTBO HCTOYHHUKOB:

9 |1 15
Brinosnnenue YTOYHSIOLIEN 6ubmmorpaduaeckoi CIIPaBKH, OJIHa CIIpaBKa
YCTaHaBJIUBAIOILEH u (mn) YTOYHSIOLIEH 3JIEMEHTBI
6ubmorpanIeckoro ONMMCaHHs, KOTOPbIE OTCYTCTBYIOT WIIM MCKAXKEHBI
B 3aIpOCe YUTATEIIS
[TceMeHHO; KOTMYECTBO HCTOYHNUKOB:

10 |1 2,7

11 |2-5 14,0
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12 |16-10 27,0
VY CTHO; KOJIMYECTBO HCTOYHUKOB!
13 |1 1,6
Beimonnenne  ¢akTtorpaduueckoil  CIpaBKH, — YCT@aHaBIMBAaIOIIEH | OJHA CIpaBKa
KOHKPETHBIE CBEJICHUSI O T€X WM MHBIX 00BEKTaX, COOBITUSX, polLeccax,
Jarax
[T1chMEHHO; KONMNYECTBO HCTOYHUKOB!
14 |1 2,7
15 |2-5 13,5
16 |6-10 2,7
Y CTHO; KOJINYECTBO HCTOYHUKOB!
17 |1 1,6
Koncynpranus y cripaBoyHo-0uOInorpaguyeckoro anmapara:
18 |mpoBemeHme Oecembl O CO3JAaHWM W HCIIOJNB30BAHHU CIIPABOYHOTO OoJlHa 4.2
anmapara, 1o MeToauke 6ndanorpaduueckoro moMucKa KOHCYJIbTaLHs
Benenue GoH/1a BBINOJHEHHBIX CIIPABOK:
19 |otbop cmpaBku mis (oHIA, pa3loKEHHE IO MamkaM (KOHBEpTaM);| OJIHA CIIpaBKa 4,2
odopmiIeHHe cripaBKu
20 |cocraBieHHe KapTOUKM JJIsi apXMBa; yKa3aHUE IOPSIKOBOIO HOMeEpa, | OJHa KapTodkKa 2,7
TEMbI, JaThl BbIJa4yM; IIOCTAHOBKA KAaPTOYKM B KAapTOTEKYy apXxuBa
BBITTOJIHEHHBIX CITPABOK
Pab6ots! B pexxume AC:
21 |dopmuposanne I'CK; BBox B 0a3y JaHHBIX aHAIMTHYECKOW POCIMCH | OJHA KapTOYKa 2,0
ra3eTHO-KYPHJIBHBIX cTaTel, COOPHUKOB
22 |nouck u oTOop 6uOIMOrpaduUecKrx 3amnnucei 1o ycaoBUsIM OJTHa KapTOYKa 2,7
23 |BBIBOJ Ha JKpaH OMOIHOTpaUUECKON 3alMCH WM OTICIBHBIX U3 Hee | OJHa KapTodKa 1,6
CBEJICHMH; pacrieyaTka
1.8.2. bubmmorpadngeckoe nHHOPMUPOBaHNE
Tabmmma 14
N HanmenoBanwue nporecca, oneparun. CocTaB paboThl Enuania Hopma
/m U3MEpEHUS BpPEMEHH, MUH.
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"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

1 2 3 4

BrrsiBnenne mHGOpPManMOHHBIX MOTPEOHOCTEH CHENHATICTOB METOJOM
aHKETHPOBAHMS:

1 |ompeneneHue KOHTHMHICHTa MOTpeOuTeneld uH(POpPMAIMK; pPa3padOTKa | OJMH MOTPEOHUTENh 34,0
3asBOK Ul ONpeJesieHns] HHGOPMalMOHHBIX NOTpeOHOCTEH (3ampocoB);
pacchuiKa (pacrpocTpaHeHHe) 3asBOK; 00pabOTKa MOJTYYEHHBIX 3asiBOK;
COCTaBJIeHWEe Ha 0a3e MOJYYEHHBIX JaHHBIX KapTOTEKH KOHTHHICHTA
norpedutened uHGOpPMAMM M MX HHPOPMAIMOHHBIX NOTpeOHOCTEH
(3ampocoB)

BrisiBneHue MHGOPMAIMOHHBIX MOTPEOHOCTEH CIENNAMCTOB HA OCHOBE
aHaJIM3a MJIaHOBO-OTYETHON JOKYMEHTAIUU:

2 |orbop, wu3ydeHHWE, aHAIH3 OTYETHBIX JOKYMEHTOB; (OpMUpOBaHHE | OJWH OTYCTHEIIN 24,0
TEeMaTHKH CIPABOYHO-MH(GOPMAIIMOHHOTO OOCIY)XMBaHHS B pa3HBIX JOKYMEHT
pexnmax

3 | pacnpeneneHue TeMaTHYECKUX PYOpPHK MH(GOPMAILMOHHBIX OTpeOHOCTE! |  onHA pyOpuKa 2,7
[0 TOJPA3AEICHUsIM, YYacTBYIOIIUM B CHPaBOYHO-WH(POPMAIMOHHOM
00CTy)KMBaHUU

3akmoueHne ¢ aOOHEHTaMH  JOroBopa Ha  MH(GOPMAIMOHHOE
oOciy)XxuBaHue:

4 | aHanmu3 JaHHBIX O 3aWHTEPECOBAHHOCTH a0OHCHTOB B MH(OPMAIMOHHOM |  OJHUH JIOTOBOP 2300,0
00CITY)KMBaHMM W pPeXHUMax H30MPATENILHOTO PpACIpPOCTPAHEHUS U
PETPOCIIEKTHUBHOTO TIOKMCKA; 3aKITI0UEHUE U IEPECMOTP JI0TOBOPA

dopmupoBaHne  ceTd  aDOHEHTOB  CHUCTEMBI  W30MpaTesbHOrO
pacupoctpanenus uHpopmarun (MPU):

5 |ompeneneHme KoOHTHHreHTa aOoOHeHTOB cucreMbl HPU; BeIssBICHHE OIIMH a0OHEHT 34,0
TUTOBBIX WM  WHJAWBUIYaJbHBIX 3alpOCOB ab0OHEHTOB; HW3y4CHHE,
KnaccuUKaIys, WHACKCUPOBAHUE 3aMpoCOB; BBEJICHHUE JAHHBIX O
3ampocax B aJ[peCcHYI0 KapTOTEKY

ITonroroBka curHanabHOro onosemieHus B cucreme MPU

BeisiBiIeHHE, TIPOCMOTP M OTOOP MaTepUaoB M3 TEKYIIUX MOCTYIUICHUH; | OHO OMOBEIIECHHE
pacripesiesieHie 0TOOPaHHBIX MAaTEPUANIOB U3 TEKYIIUX MOCTYIUICHUN MO
aboHeHTaM

KomnuectBo IMPOCMOTPEHHBIX TOKYMCHTOB!

6 |1-2 3,0
7 |3-4 12,0
8 [5-10 32,0

[MoxroToBka mog00POK CHTHATBHBIX ONOBeneHui B cucteme UIPU
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

3amonHeHne  OJaHKa-3aKka3a Ha  THPOKUPOBaHHWE;  PETHCTPALIUIO | OIHO OMOBEIICHHE
MOCTYNMBUIMX KONHMH, NpPOBEPKa WX KauecTBa M HK3EMIUIIPHOCTH;
3aI0JTHEHHE COTIPOBOUTENILHOMN JOKYMEHTAIIUN
KomnuecTtBo 3anpocos:
9 |1-2 14,0
10 |3-4 17,0
11 |5-7 21,0
12 |8-10 25,0
[IpocmoTp 1 0TOOp HOKyMEeHTOB A BBoAa B AC
IMpocMoTp MaccuBa NOCTYNUBINUX JOKYMEHTOB; OTOOp NOKYMEHTOB| OJWH JOKYMEHT
COOTBETCTBYIOIIEH TEMAaTUKU U BBeJleHHE B 06a3y naHHbIX AC
OT160p NEepBUYHBIX JOKYMEHTOB:
13 |1-50 290,0
OT6Op BTOPUYHBIX JOKYMEHTOB:
14 11-50 110,0
15 |moaroToBka KapTOuKH s pabounx kaprotrek UPU OJIHO OTTHCAaHHE 2,7
16 |moaroroBka TpadaperoB ¢ kaproukamu UPU mis tupaxuposanus omuH Tpadaper 1,4
KoppexTupoBka BBIXOIHBIX TaOyJSIT PAMM:
17 | ocHOBHOM psin 0JIHA 3aIUCh 2,7
18 |BcmoMoraTenbHBIN yKazaTelb OJIHA 3aIACH 1,6
19 | penakTupoBaHKE BBIXOJHBIX TAOYISrpaMM U 0OpMIICHHE JOKYMEHTOB OJIHa 3aIlUCh 4,2
20 |paspeska, pacriedaTka HOAOOPOK Ha OT/ENILHBIE OTTUCAHUS OJIHO OIIUCAHUE 1,6
Koppextuposka cucremsr MPU 1o pesyipraTam aHaim3a KapT 0OpaTHOM
CBSI3U
OOpaboTka W aHanmnM3 KapThl OOpPAaTHOW CBSI3M; BHECEHHE OLEHKH OJlHa KapTa
CUTHAJIBHOTO OTIOBELICHUS B yYETHYIO KapTy abOHEHTa; KOPPEKTHPOBKa
CHCTEMbI Ha OCHOBE aHAJIN3a KapT 0OpaTHON CBS3H
Konmuectso kapt:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

24 116-20 85,0

Bblaua JOKyMEHTOB MO 3ampocy:

25 |BbIsBIEHME M OTOOp JOKYMEHTOB (M3JaHWs) TIO0 3alpocy B| OJAWH JOKYMEHT 1,4
crpaBo4HO-UH(OPMALMOHHOM (oHJe, opopMIIeHHE BBIIAYH JOKYMEHTOB
B YCTaHOBJIEHHOM IOPSI/IKE

I'pynnoBoe 6ubnmorpaduyeckoe MHGOPMHUPOBAHHUE:

26 | popMupoBaHHE COCTaBa IPYIIE A00HECHTOB OIIMH a0OHCHT 720,0

27 |yTO4YHEHHE TEMBbI, COIJIACOBAHME HMCTOYHUKOB HWH(OpMAlUHU, BHUJIOB OJlHa TeMa 3,6
JOKyMEHTOB

28 | cocTaBICHHE PETUCTPATMOHHON KapTOUKU OITHa KapTOYKa 1,6

IMombopka MOKYMEHTOB sl WH(GOpPMAIMK; COCTABJICHHEC M HAIKMCAaHHE | OJHA KapTOukKa
OIIOBELICHUS; OTIPABKa OMOBEIICHHUS; 3allUCh B KapTO4YKH WH(opManuy;
aHaJIM3 KapThl 00paTHOM CBs3M

HI/ICLMGHHO; KOJIMYECTBO I/IS,Z[aHI/II\/'IZ

29 [1-5 12,0

30 |6-10 24,0

VCTHO; KOTHYECTBO U3IaHUM:

31 |1-5 12,0

OnepaTuBHOE MH(POPMHUPOBAHHUE MO 3aMPOCY:

32 | popmupoBanre  cetd  aOOHEHTOB, BBISIBIICHME  THUIOBBIX M| OJWH aOOHEHT 44
WHIUBUAYATBHBIX 3aPOCOB MOTpedUTeNneit

33 |u3yuenue, kinaccuuKanys 3alpoCOB; BBEACHHE IAaHHBIX O 3alpocax B OJIUH 3a1poC 6,3
aJPECHYI0 KapTOTEKy

Hanuncanue 0630pOB 1 CIIpaBOK

BrisBnenue u oTOOp HMCTOYHHMKOB; 00pabOTKa M aHanMW3 OTOOPAaHHBIX | OJWH aBTOPCKHUI
JOKYMEHTOB; HamHCcaHHe TeKcTa o0030pa (CIpaBKH); TOATOTOBKA (aBT.) MHICT
PYKOIIUCH K IIeYaTH

0030p (crpaBka) Mo MEPBUYHBIM HCTOYHAKAM:

34 | Ha pyCCKOM SI3BIKE 5400,0
35 | Ha HTHOCTPaHHOM SI3bIKE 7200,0
36 |0030p (crpaBKa) 10 BTOPUYHBIM UCTOYHHKAM 4100,0

Opranuzanuss ¥ TpPOBEJEHHE YCTHBIX OmOnmorpadudeckux 0030poB
HOBBIX MOCTYIJICHUH
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

OT0Op HOBBIX MOCTYIUICHMH IO 3apaHee OOBSBICHHOW TeMaTHKE; OJIH 0030

cUCTeMaTH3alusl HMCTOYHMKOB [0 TeMaM, TMPOCMOTp M  aHalu3

JOKYMEHTOB; TOn0OpKa OnONMorpaguYeckux ONIMCAHUH, KpaTKHUX

aHHOTalMH, pedepaToB Ha OTOOpaHHBIE HWCTOYHHMKH; IIOJTOTOBKA

pykomnucu 6udarorpagpuueckoro odzopa

Konn4ecTBO IPOCMOTPEHHBIX H OTOOPaHHBIX JTOKYMEHTOB!
37 (1-10 400,0
38 |11-25 450,0
39 |26-55 500,0
40 |56 - 140 600,0

[ToaroTroBka GIOJUICTEHS HOBBIX MOCTYIUICHUI

VYTouHeHHe (OlpeAeseHHe) TeMaTHYeCKHX TpaHUIl MOoucka M oTOopa| ojHA OrOJUIETEHb

JIOKyMEHTOB; CO3/1aHHe pyOpHKaTopa OIOJJIETeHS; BBISBICHHE U OTOOP

JOKyMEHTOB B  MacCHBE TEKYIIUX IOCTYIUICHMH  HCTOYHHKOB

nHpopmanum; noadopka aHHOTAMH, pedepaToB, UX CHCTEMaTH3aLHS

Kosn4ecTBO MPOCMOTPEHHBIX TOKYMEHTOB!
41 |1-37 60,0
42 138-60 90,0
43 |61-95 180,0
44 196 - 150 320,0
45 | 151 - 380 960,0

Opranuzanus u nposeaenne "J{usa nadpopmanun':
46 |ompenencHWe TEMBI, COCTABJICHHC IUIAHA NPOBCICHHS, BBIABICHHE U OJIIHO 640,0

JOCTaBKa  JOKYMEHTOB M3  COOTBETCTBYIOLIMX  IIOApAa3JelieHuil | MepornpusiTue

OuOIMoTeKH; TMPOCMOTP ®  OTOOp  JOKYMEHTOB; NpHUTJIAIICHHE

CHELUATMCTOB-KOHCYJIbTAHTOB; MOATOTOBKA BBICTABKU JINTEPATYPHI;

ONOBELICHHE 3aMHTEPECOBAHHBIX  OPraHM3alMii H  CIICHAINCTOB,;

odopMIieHHE BBICTABKH; HAIMCAHUE KPATKUX aHHOTAI[MH; OpraHu3aius

cOopa 3asBOK Ha JOKYMEHTBI, UX Bbl1a4a, KOHCYJIbTUPOBAHUE, JICKYPCTBO

6ubnmorpadoB; MpoBeeHUE aHATTN3a MEPOTPHSITHS

Opranuzanus u noaroroska "/Ius 6ubmuorpadun”, "/Ius nocobus":
47 | yrouHeHue TEMBI; COCTaBJICHHE IUIaHa, odopmieHne OJTHO 1940,0

BBICTaBKH-IIPOCMOTpA; MOJrOTOBKa 0030pa; IMOJrOTOBKA KOHCYJIBTAIMH; | MEpOIpHUsITHE

COCTaBJICHUE M HalUCaHWE OOBSBICHUSI; COCTABICHHE M HAIMCAaHUE

HPUTJIACUTENBHBIX TIICeM, ux PAacChIIKa; HpUTJIalIeHHe

3aHTEPECOBAHHBIX JIMI] [I0 PaHo, 110 TelIe(OHY, JIUNIHO
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

Opranuzanus u nposeaenue "J{Ha cnenuanucra'

Omnpenenenne Tembl "JlHA cremmanucra' ¢ 3aWHTEPECOBAHHBIMH
OpraHm3anusIMH, (QOPMBI TPOBEACHUS (CTalMOHApHASA, BBIC3THAA),
OTBETCTBCHHOTO 33 MEPONPHATHE B IIEJIOM; COCTaBJICHHE IIIaHa
MEpONpPHUATHS, TPOrpaMMBl TOHCKa W 0TOOpa WH(OPMAIHMOHHBIX
MaTepHalioB; IOATOTOBKA OTKPBITBIX IPOCMOTPOB W TEMAaTHYECKHX
BBICTABOK JINTEPATYPHI IO CIEIMAIBHOCTH, OnOnuorpaduaeckre 0030pEI;
3aKa3  JIGKOWH, KUHO(MIbMa;  OIOBEIICHWE  3aWHTEPECOBAHHBIX
opraHuzanyii; oQopMIIEHHE BBICTABKH; OpTaHM3alUs  JCKypCTBa
6nbnmorpaoB, KOHCYIHTAHTOB-CHEIHAINCTOB; OOECIeUYeHHe BBIJAYH
W3AaHUH WM MX KOIMH BO BPEMS MEPOIIPUSATHS WM HETOCPEICTBEHHO
IOCJIe HEro, NEMOHCTpalWs BBICTABKM; aHAIN3 pe3yibTatoB "JlHs
crenuanucra"

OJTHO
MEpOIIPUITHE

Hucno conyTCTBYIONIMX MEPOIIPUATUMN:

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

[Mpumeuanue: Bpemsi nposeaeHus "/Ius mHdopmanuu”, "J{us cneunanucra", "us Oubnuorpadun" B HOPMY BpeMEHH He
BXOJIHT.

1.8.3. ndpopmanrionnas pabora

Tabmuma 15

n/n

HawnmenoBanue npoiecca, onepariu. CoctaB paboThl

Enunauna
U3MEPEHUS

Hopma
BPEMEHU, MUH.

2

3

4

[Moaroroska momyJsipHEIX OMOIHMOTpadUIECcKUX MOCcOOni

Br16op Temsl mocoOust; BEISIBICHHE U OTOOP TOKYMEHTOB, (POpMHUPOBaHHE
paszienioB  1OCOOWs;  AHHOTUPOBAHHE  JIOKYMEHTOB;  MOJIOOpKa
(akTorpaduyeckoro Marepuanga, WIUIIOCTPAIUN; HANWCAHUE TEKCTa;
COCTaBJICHHWE  BCIIOMOTATENbHBIX  YyKazaTejed; KOHCYJbTallud Yy
CIEMAINCTOB HA PA3IMYHBIX 3Tanax padoThl, 00CYXIeHHE PYKOITUCH Ha
3acelaHui HayTHO-METOIUYECKOro (peJakIMOHHOTO) COBETa; I0paboTKa
PYKOITUCH 10 3aMCYaHUAM, cAavda PyKOIIMCH B II€YATh:

COCTaBJICHUC MOMYJIAPHOT O 6I/I6J'[I/IOFpa(1)I/I‘ICCKOFO yKasareid,
IMyTEBOAUTEIIA, CIIDABOYHUKA

OJIUH aBT. JIUCT

13500,0

MTOJITOTOBKa KOMMEHTApHEB, MPIUMEUYAHNH MOIYIIIPHO-TIPOCBETHTEIHHOTO
XapakTepa, He TPeOyIOIUX CIeNHANbHBIX HCCIIEOBAHUI

OJHH aBT. JIUCT

5400,0
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

3 |moAaroroBka KOMMEHTapUeB, NMPUMEYAaHUH HayYHO-HCCIIEAOBATENbCKOTO | OJUH aBT. JIUCT 10800,0
Xapakrepa
IToaroroska PETPOCIIEKTHBHBIX Hay4YHO-BCIIOMOTaTeNIbHBIX

oubnmorpaduIeckux ykazaTeleit:

4 |BbIOOp TEMBI; CO3JaHME aBTOPCKOTO  KOJUIEKTHMBA;  pa3paboOTKa| OJWH aBT. JIUCT 9720,0
WHCTPYKTUBHO-METOAMYECKUE  MAaTepHaloB; BBISIBIEHHE U  OTOOp
JIOKYMEHTOB; pabora Hax oudmuorpaduueckoi 3aIUChIO;

aHHOTHpOBaHMe; OubnMorpaduyeckass TpYNIHPOBKA;  COCTABJICHUE
BCIIOMOTaTEbHBIX YyKa3areseil; oOCYKICHHE DPYKOIUCH YKasaTels Ha
3aceaHud HAyYHO-METOJNYECKOro (peJaKkI[MOHHOI0) COBeTa; 1opaboTka
0  3aMEYaHWsIM; CcJadya pPYKONHCH B  Tle4aTh;  COCTaBJICHHE
oubnuorpaduyeckoro  ykazarteiass 10  aKTyaJlbHOW  TeMaThke ¢
XPOHOJIOTUYCCKUM OXBaTOM OT 2-x 0 5-TM neT u AaHHOTalusIMU,
IIOACHAKIINMU Ha3BaHUA

CocraBjicHue OHOIMOTPaQHUUSCKOr0 YKa3aTesidi MO0 KOMIUICKCHBIM H
MEXOTPACIEBBIM TPOOIEeMaM OOIIEr0 W PErHOHAIBHOTO COMCPIKAHHUS C
XPOHOJOTHYCCKHUM OXBAaTOM 1-2 roga, ¢ aHHOTalMsIMH, ITOACHAOIINMHA

Ha3BaHUS:

5 |Ha pycckoM s3bIKe 9720,0

6 |c Brmouenuem ot 30% mo 40% oObema myONMKaIUii HA WHOCTPAHHBIX 11000,0
SI3BIKAX

7 |coctaBieHWEe  aHHOTUPOBAHHOTO  OWMOMMOTpaUIECKOro  yKaszaTells | OJUH aBT. JIUCT 18800,0

MHOTOOTPACcJIEBOTO CO/EPXKAaHUSI C XPOHOJIOTHYECKMM oxBaTtoM 0 100
mer u Oomee, TpeOYyMOMEro CIUIOMIHOTO IPOCMOTPa JOKYMEHTOB,
CIIOKHBIX OMONMorpaduIecknx pasbICKaHWH, ydera BCeX IepeH3JIaHuil
MyOIMKanuii 1 MX XapaKTEPUCTUKH ITyTEM CIIMYEHHS TEKCTOB

[ToxroToBka aHATUTUYIECKOTO 0030pa

BrrsiBnienue u 0T60p TOKYMEHTOB Julsi 0030pa; MOJAroTOBKAa pyOpHKaropa | OJMH aBT. JIUCT
npeaMeTa 0030pa; M3y4eHHE W OIEHKa JIOKYMEHTOB; CHCTeMaTH3alus
MaTepualla; COCTaBJICHHE TEKCTa aHAJIMTHYECKOTOo 0030pa; oOCyxIeHHe
PYKONIHMCH Ha 3acellaHid HayYHO-METOJIMYECKOro (PeaaKkIMOHHOTO)
coBeTa, opaboTka 0030pa 10 3aMeYaHusIM; c/lada B Meyarsb:

8 | mo pyccknuM NepBUYHBIM HCTOYHHKAM 9720,0
9 | o cMemIaHHBIM EPBUYHBIM UCTOYHUKAM 10800,0
10 | mo MHOCTpaHHBIM NEPBUYHBIM HCTOYHHKAM 12400,0

IToaroroBka aHaIUTUYECKOM CIIPaBKHU:

11 |BeigBieHue u OTOOp JOKYMEHTOB ISl aHAJMTHYECKON CIIPaBKH, | OJWH aBT. JINCT 5200,0
W3yUYCHHE, aHaU3, OI[CHKA M CHCTEMATH3alUsl MX; COCTABICHHE TCKCTa
CIIPaBKH

IToaroroBka pedeparnBHOTO 0030pa
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

BeisiBieHne u 0T00p JOKYMEHTOB Ut pedepaTHBHOTO 0030pa, U3ydeHHE | OJHH aBT. JIHCT
W aHanu3 uX; pedepupoBaHHEC HCTOYHUKOB, CHCTEMATH3ALHUS TEKCTOB
AQHHOTAIIMH; COCTaBJCHUEC TEKCTa pedepaTUBHOrO 0030pa; OOCYXKICHHUE
0030pa Ha 3acellaHUH HAYYHO-METOAMYECKOro (PEIaKIMOHHOIO) COBETA;
nopaboTka 0030pa 1Mo 3aMEUYaHUSIM; Cllaua B IICYaTh:
12 |mo pyccKHUM HCTOYHHKAM 5200,0
13 | mo cMemIaHHBIM UCTOYHHKAM 6480,0
14 | mo MHOCTPAHHBIM HCTOYHHKAM 7300,0
CocraBiieHue dKcnpecc-uHGOpMaLHH:
15 |BbiBiieHMEe W OTOOp MaTepuana IO TeMe, CUCTEMaTH3alus ero U | OJWH aBT. JINCT 3840,0
IIOATrOTOBKA IJIA II€4aTu
CocraBieHne OndIHorpadaecKoil 3aicy, aHHOTaINH, pedepara
CocraBnenne OuOMHOTpaUUECKON 3amMCU: HW3YyYCHHE W aHaJIM3 OJTHA 3aMHCh
JIOKYMEHTa; COCTAaBJICHHE 3arojiOBKa ONWCAHMs; MPOBEpKa 3aIlHCH,
BHECEHUE UCIPABICHUI
KosndecTBo 371eMEHTOB OHOIHOrpaduueckoro OnucaHus:
16 |1-4 3,2
17 |5-6 54
18 |7-9 6,4
CocraBiieHHe aHHOTAIMHM, W3YYCHHEC M aHAIM3 JOKYMEHTA, HAIMCAHWE | OJHA aHHOTAIHSI
TEKCTa aHHOTAIUH:
19 |aHHOTHpOBAaHWE KHHUT 270,0
20 | aHHOTHUpPOBAHHE CTATEH 160,0
21 |cocraBieHue pedepara: M3ydeHHE M aHaJM3 JOKYMEHTa, Ha KOTODBIA | OJMH aBT. JIUCT 5920,0
COCTaBIsieTCs pedepaT; HalMCaHHe TEKCTa; BHECEHNE UCIIPABICHHUH
AHaluTHYeCKash POCIUCH KYPHAJBbHBIX, Ta3eTHBIX CTaTed, COOPHHUKOB,
6ubnrorpaduuecKux MOCOOHH:
22 | 03HAKOMJIEHHE C CO/ICP)KAHUEM H3JIaHUsl; COCTABICHUE aHAJUTHYECKOTO OJIHA CTaThs 3,6
OIIMCAaHUs Ha CTAThIO
IMoxnepxka caiita GUOTMOTEKH M OTACIBHBIX IPOSKTOB:
23 |BepcTKa CTpaHUIl caiita, pa3MelleHHe [OATOTOBIEHHOTO0 Marepualia B| OJMH aBT. JIUCT 300
COOTBETCTBYIOIIMM pa3zell caiita

HpI/IMC‘{aHI/IeZ HOpMa BpPEMCHHM Ha COCTaBJICHUC 6I/I6J'II/IOFpa(1)I/I‘IeCKOFO mocoous JaHa M3 pacycTa pa6OTI)I aBTOPCKOI'O
KOJIJICKTHUBA.
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1.9. IlepeBon 1 nepepabOTKa [IEYATHBIX TEKCTOB C HHOCTPAHHBIX A3BIKOB HA PYCCKHUH U C PyCCKOTO Ha HHOCTPAHHBIC SI3BIKU

Ta6muma 16
N HaumenoBanue nporiecca, onepanuu. CoctaB paboThI Enununa Hopma
n/n HU3MEPEHUs BpPEMECHH, MUH.
1 2 3 4
IlepeBoa TEKCTa C HHOCTPAHHBIX SI3BIKOB HA PYCCKHIA A3BIK
UreHue OpUrMHANIA; aHAIM3 TEKCTa; pa3METKa €ro C BBIABICHHEM | OJIMH aBT. JIUCT
TPYAHBIX TEPMUHOB, TIPAMMATHYCCKHX KOHCTPYKIIUH, JIEKCHYCCKHUX
000pOTOB, LIEXOBBIX U JKAPTOHHBIX TCPMUHOB:
1 | momHBIN MHCEMEHHEIH MTEPEeBO OJIVH aBT. JIUCT 2580,0
2 | cokpaieHHbII MUcbMeHHBIN epeBos oT 30% no 50% obbema TekcTa OJIVIH aBT. JIUCT 1620,0
3 | BBIOOPOYHEII MTUCHMEHHBIH TIEPEBO/] OJIVH aBT. JIUCT 1520,0
IlepeBoa TEKCTa C PYCCKOTO sI3bIKa HA HHOCTPAHHBIC SI3BIKU:
4 | moNHBII MUCHMEHHBIA TIEPEBO/T OJIVH aBT. JIUCT 5160,0
TepmuHOIOTHYECKast pabOTa PH BHIMOIHEHHH TUCHbMEHHOTO TIEPEBO/IA:
5 |oThickaHHE OTMEUCHHBIX B OPUTHMHAJIC HE3HAKOMBIX HWIJIM HETOHSITHBIX OJTH TEPMUH, 18,1
TEPMHUHOB W COKpAIIEHHH B CIIOBAPHO-CIIPABOYHOH JHTEPATypeE; COKpAIIIeHUE
1noJI00pKa COOTBETCTBYIOLIETO TEPMHHY OJKBUBAJCHTa; pacuinppoBKa
COKpAIIICHHUS
KoHcynpraliys mepeBo4ruKa co CrenualIiCcTaMu:
6 |BBIACHCHHE MPABWILHOTO H3JI0XKEHHUS YaCTeW TEKCTa 10 MalO3HAKOMOU OJlHa 36,2
TEMaTHKE; YTOUHCHHE COOTBETCTBHSI IEPEBOIa OPUTHHATY KOHCYJIbTAIIHS
CocraBnenne 6uOIMOrpaduIEcKoro ONUCaHus:
7 |cocraBieHue OHOIMOTPaUICCKOrO ONMUCAHMS MEPEBOAA IO MAHHBIM, | OIHO OMHUCAHUE 60,0
B3SITBIM C THTYJLHOI'O JINCTA [IEPEBOIA
BrisiBneHne ommOOK M BHECEHHWE W3MEHEHWH B TEKCT TepeBoja TOcie
[eYaTaHus:
8 |mpoBepka MPaBUILHOCTH PACIONOKEHUS OTIEYATAHHOTO TEKCTa; CBEPKa | OJUH aBT. JIUCT 200,0
C PYKOITUCBHIO; MPaBKa
Texanueckoe ohopMIIeHHE TEPEBOJIOB:
9 |BHOUCHIBAHHE B TEKCT MEPEBOjAa CHMMBOJOB M BCTABOK HA WHOCTPAHHOM | OJIHO BITMCHIBAHUE 2,0
SI3BIKE
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10 |BrJIeMBaHUE PUCYHKOB, TadIHL, GopMyn OJlHa BKJIEHKa 3,0
[lepeBon 3aro0BKOB cTaTel U JOKYMEHTOB:
11 |mepeBop M 3amuCh 3aroJIOBKa OJIVH 3ar0JIOBOK 120,0
[Ipumeuanue:

- HOPMBI BPEMEHH IPEIyCMAaTPHUBAIOT BBHIIIOJIHEHUE NEPEBOJOB ¢ MHOCTPAHHOTO S3bIKA WM Ha WHOCTPAHHBIH, KOTOPBIA Y
MEPEeBOTUHKA SBISIETCS OCHOBHEBIM (TI0 00pa30BaHMIO WM IPUMEHEHUIO);
- IIPU BBIIIOJIHCHWH TEPEBOJIOB C JAPYTHX S3bIKOB HJIM Ha IPYrHe IMOMHMO OCHOBHOTO K HOpPMaM BPEMEHH HPHMCHACTCS
moBhImaromuit ko3 duruent 1,1.

1.10. UccnenoBarensckas padoTa

Ta6muma 17
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/m HU3MEPEHUs BPEMEHH, MHUH.
1 2 3 4
PaspaboTka mporpaMmbl (TEXHHUECKOTO 3aJaHMs1) HCCIICIOBAHUS
OOocHOBaHWE aKTyadbHOCTH TEMBI, BBIIBICHHE ¥ OOOCHOBaHHE | OJHA IIpOrpamMma
mpobIeMHO# cuTyanuu, (HOpPMYIHPOBAHWE WENH, 33aJad W THUIOTE3BI
HCCIICIOBAHUS;, HAIIMCAHUE TEKCTa
HccnenoBanue HOCUT:
1 | OnepaTuBHBII XapakTep 38250,0
2 | mmnmoTakHBIH (pa3BeIbpIBATCIBHBIN) XapakTep 21600,0
Pa3paboTka METOAMKY HCCTIEIOBAHUS
PaspaboTka (HammcaHWe) TeKcTa METOAMYECKHMX JOKYMEHTOB IO | OIHa METOAWKa
MIPOBOJIMMOMY HCCIICJIOBAaHUIO, allPOOAlMU COCTABICHHBIX JOKYMCHTOB;
YTOYHCHHE U TOpabOTKa METOIUYECKOr0 WHCTPYMEHTAPHS, COCTABICHUE
OKOHYATEIBHOTO BapHaHTa JOKYMCHTA!
3 |Meromumka MPOBEHCHHUS HCCICIOBAHMS, HOCAIIETO  ONEPATHBHBIMN, 28000,0
SMIIMPUUYECKUN XapaKTep
4 |MeTogMKa TPOBENCHHWS  WCCICIOBAHUS, HOCANICTO  IMIJIOTAXKHBIH 15600,0
(pa3BenbIBaTENbHBIN) XapakTep
PazpaboTka WHCTpYKIHMH IO OOpabOTKE TOKYMEHTAIMH (MCXOIHBIX | OJHA HHCTPYKIIHS
JTAHHBIX ), IOJYYCHHOW B XOJI¢ MCCIIEJOBAHUS:
5 |pyunast oopaboTka 15600,0
6 |mammnaHAs 00paboTKa 20400,0
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Pa3paboTka mpemIaHoOBBIX M IUIAHOBBIX JOKYMEHTOB IIEPCIEKTHBHOTO
Xapakrepa:
7 |pa3zpabotka KOHIIEIIIINHA OCHOBHBIX HaTIpaBICHUI pa3BUTHSI | OJAWH aBT. JIUCT 13050,0
OMOIMOTEYHOTO JieNIa B PETHOHE HA IEPCIICKTHBY
8 |koHumentyanpHOoe ~— obecnedenume ~— OuOiMorpaduUeckux — WM3NAHMH; | OJUH aBT. JIHCT 11220,0
000OCHOBaHME aKTyaJIbLHOCTH TEMBI, YHTAaTEIbCKOTO W  LEJIEBOTO
Ha3HA4YeHUs  MOCOOMs, ero  CTPYKTYpbl  (CXeMbl),  BbIpabOTKa
METOIMYECKHUX MPHUHIMIIOB U PELICHUH JJIsl PACKPBITHS TEMBI; HAIMCAHUE
TEKCTa
9 |cocraBieHue nporHo3a (TPEAIIAHOBBIA TOKYMEHT), CBSI3aHHOTO C | OJUH aBT. JIUCT 13050,0
MepCIIEKTHBAMH Pa3BUTHsI OMOJIMOTEK; HAIMCAHUE TeKCTa
10 |pa3paboTka IENEBBIX MporpamMM (U1 CeTH OHONMHOTeK WM OJHOM | OJWH aBT. JIUCT 15200,0
OUOIMOTEKN); TUATHOCTHUKA CUTYAIMU, BHEUIHUX U BHYTPEHHUX BIHSHUM
Ha (YHKIMOHHUPOBAHWE U pPa3BUTHE OWOMMOTEK (OOHON OWUOTHMOTEKH);
BBIPabOTKA PEKOMEH/IAIMH, PEIICHUS; HAIMCAHUE TEKCTa
CocraBneHHe CBOJHBIX KaTaJIOTOB KHHKHBIX MAaMSTHHKOB!
11 |pa3paboTka TPOCIEKTa; BBIABICHHE JOKYMEHTOB - KHIDKHBIX | OJWH aBT. JIUCT 18200,0
MaMSATHUKOB, HAay4HOE OIKMCAaHHE WX, COCTaBJICHHE CIPABOYHOTO
anmapara; HalucaHhe TeKCTa
OpranuzannoHHasi padoTa Mo IPOBEJCHHUIO UCCIEA0BaHNS:
12 |co3maHme WCCIEMOBATENBECKOTO KOJUICKTHBA; COCTaBJICHHE pabodero OJITHO 7140,0
IUIaHA TIPOBEICHHS MCCIIEJ0BAHUS, COTIIACOBAHKE €r0 C MCIOJIHUTEISMU; |  HCCIIEJI0BaHUE
onpejeneHye IIomaaka (0a3bl) HUCCIIEAOBAHUS, IEPEHUCKa C HHUMHU,
MPOBEJICHUE UHCTPYKTAXKEH, CEMUHAPOB, COBEIIAHMN, KOHCYIbTAIHIA
13 |oubnmorpaduyeckas mpopadOTKa TEMBI HCCIENOBaHHS, padoTa B| OJWH aBT. JIUCT 1200,0
apxuBaX,  M3y4Y€HHE€  HOPMATHBHO-TEXHHYECKOW  JIOKyMEHTAIIWH,
uHopmanmu 00 aHaJIOrax M JPYrUX MATEPHAIOB, OTHOCSIIMXCS K
pa3pabaTpiBaeMoil TemMe
O6paboTka MoIyIeHHOW HHPOPMALIIH:
14 |cOop u o0OpaboTka wWH(pOpPMAIMK HAa OCHOBE IICPBUYHBIX HCXOJHBIX | OJWH aBT. JIUCT 7800,0
JaHHBIX (CTATHCTHYECKUX JIAaHHBIX, OTYETOB, IUIAHOB, CIIPABOK,
MaTepHalioB KOMaH/IUPOBOK)
15 | ananu3 o6paboTaHHON HHpOPMALH OJIVH aBT. JIUCT 5200,0
[ToaroroBka MaTepuasoB 110 HTOraM HAyYHOH pabOTHI:
16 |HanucaHue Hay4yHOTO OTYeTa; MOJrOTOBKA PYKOIUCH K TMe4YaTH Ha | OJWH aBT. JINCT 13200,0
pa3IMyHbIX Tarnax padoThl
17 | HammcaHHe MPOMEKYTOYHOTO OTYETa (CIIPABKH) O XO€ UCCIICIOBAHMS OJIMH aBT. JIUCT 6400,0
[ToaroroBka M HammcaHue TEKCTa CTaTbu B COOPHHMK HAay4YHBIX TPY/OB,
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HpaKkTH4eckoe mocobue, MpodeCCHOHANBHYI0 Mpeccy; IMOATOTOBKA
PYKOIHKCH K IIeYaTH Ha Pa3IUYHbIX 3Tarax padoTsl:

18 |cTaThs TEOpPETHIECKOTO XapaKTepa OJIMH aBT. JIUCT 15200,0
19 | crarbs npHUKIAIHOTO, NPAKTHYECKOTO XapakTepa OJIUH aBT. JIUCT 9200,0
20 |HamucaHuMe JOKJaza IO MTOTaM HAay4YHOTO HCCIIEAOBAHUS; IMOJATOTOBKA | OJMH aBT. JIUCT 6700,0

pyKoIucell Ha pa3IMYHBIX dTanax paboTsl

21 |pa3paboTka pEeKOMEHIANNH, WHCTPYKIHUU II0 BHEIPEHHWIO MAaTEpHAJIOB | OJWH aBT. JINCT 14100,0
HAay4YHOrO HCCIICHOBaHMS; HAIlMCAaHUE TEKCTa; IOJIrOTOBKA PYKOIHUCH K
NeYaTH Ha pa3IMYHBIX dTanax paboThl

[Ipumeuanue:

- HOpMa BPEMEHH Ha COCTABJIEHHE POrpaMM, METOANK, HHCTPYKIMH JlaHa Ha UCCIIEI0BATEIbCKIHA KOJUICKTHB;

- 4achl TPYAO3aTPAT PACIPEACIAIOTCS MEXIY HCIOJIHUTEISIMH B 3aBUCUMOCTH OT UX Harpy3KH;

- B IIPOLIECC NOATOTOBKY PYKOIHCH K IT€YaTH BXOMIAT: CAada PyKOIUCH HAyYHOMY PelaKkTopy, 0OCYXKIECHHUE B OTAEIE, HAyIHOM
coBeTe, 10padoTKa PYKOIHCH.

1.11. Meromuueckas pabota

Ta6muma 18

N HawnmenoBanwue npornecca, onepamnuu. CocTaB pabOThI Enuanna Hopma
n/n A3MEPEHUS BPEMEHH, MUH.

1 2 3 4

IToaroToBKa METOAMYECKOTO TTIOCOOHS, PEKOMEH AN

[IpuHIUIIHATIBHO HOBAs pa3pabOTKa TEMBI:

1 |w3yd4eHHe TeMBI, BHIABICHHE U aHAIH3 TOKYMEHTOB IO TeMe, YTOUYHCHHE | OJWH aBT. JIUCT 15300,0
YUTATENLCKOTO W IEJNEBOr0 HA3HAYCHHUs] I10COOUs, pPEKOMEHJAIni;
COCTaBJICHUE MPOCICKTA; HAITMCAHNE TCKCTA

Moauduxanus panee pa3padOTaHHONW TEMBI:

2 |BBIABICHME © W3YYCHHE HOBBIX JIOKYMEHTOB W  HAKOIUICHHBIA | OJIUH aBT. JIUCT 8670,0
OMOJIMOTEKaMHU OIBIT IO TeMe NOCOOWs, PEKOMCHIAIWW; YTOYHCHUE
MIPOCIIEKTa, BHECEHUE U3MCHCHHUU B CTPYKTYPY TEKCTa B COOTBETCTBHH C
JNOCTIDKCHUSIMH ~ OMOJIMOTEYHOM TEOPHMH U TPAKTHKH, ITOArOTOBKA
PYKOITUCH K 00CYXICHUIO; TOpabOTKa IO UTOraM 00CYKICHUSI

Pa3paboTka TOKyMEHTOB, pETIAMEHTUPYIONUX e TEIILHOCTh ONOINOTEK,
MOJOKEHUM, MHCTPYKIMI, TMPOEKTOB  IIOCTAHOBJEHUM, YCTaBOB,
3aKOHO/IATEJIbHBIX aKTOB

HpI/IHHI/IHI/IaHLHO HOBasd TEMa:

3 |BBIABICHHE, M3YYCHUEC U aHAIW3 JCHUCTBYIONIMX TOKYMEHTOB IO TEME, | OJUH aBT. JUCT 17340,0
HAIMCAaHUEC TEKCTa MPOCKTa JOKYMEHTa, OOCYKICHHE, ampoOanus B
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OuOJIMOTEKaX, HA 3aCCaHUK HAYYHO-METOJIUYECKOTO COBETa; JopaboTKa
JIOKYMEHTA; TIOJATOTOBKA K YTBEPIKIICHHIO

Momudukanus paHee pa3padOTaHHOTO TOKYMEHTA!

aHaJIu3 W OLCHKa MJOKYMCHTA; IOHUCK U 0T60p HOBBIX HeﬁCTByIOHlI/IX
JOKYMCHTOB II0 TCEMC; BHCCCHUC H3MCHCHHA B TCEKCT HOOKYMCHTA,
OGCY)K)ICHI/Ie Ha 3aC€JaHWM HAYyYHO-MCTOJUYECKOI'0 COBETA, Z[Opa6OTKa
10 uTOramM 06cy)KI[€HI/IH; NOATOTOBKA K YTBEPKIACHUIO

OJIMH aBT. JIUCT

7650,0

PaspaboTka yueTHBIX (hopM, TaOJIHII, 0OPaA3IOB:

YTOYHCHHUE TIpeIMeTa, 00BEKTa, CONCPIKaHUs YIeTHONH (HOPMBI, TaOIHIBI,
obpasua; oTOop MmoKasaTeneil, CHCTeMaTH3alMs HX, pa3paboTka MakeTa
yaetHOH (Qopmbl, TaOmmIBl, oOpasma; oOCYXJeHHE Ha 3aceTaHUu
Hay4HO-METOANYECKOrO COBETA; MIOArOTOBKA K YTBEPIKICHHUIO

OJHH aBT. JIUCT

7650,0

CocTaBieHHE pPEKOMEHJAIMHA MO0 BHEAPEHHUIO PperIaMEeHTHPYIOUIUX
JIOKYMEHTOB B ITPAKTHKY:

pa3paboTKka METOANYECKHX PEKOMEHAAIMHA, WHCTPYKIHH, IUIAaHOB IIO
BHEJPEHHIO HOPMATHBHOW IOKYMEHTAallWH; IIOATOTOBKA PYKOIHCH K
neyaTu

OJHH aBT. JIUCT

14025,0

HOI[FOTOBKa IMUCbMEHHOM KOHCYJIbTalluU, METOANUYCCKOTO MMCbMaA:

BBISIBJICHUEC W aHAJIU3 JOKYMCHTOB IO TEME; HU3YUCHHUC H O606H_IGHI/IC
OIlbITa pa6OTI>I 6I/I6J'II/IOT6K; HamMCaHUE  TCEKCTa  KOHCYJIbTAlllH,
METOAUYECKOIoO IIMCbMA, IIOATOTOBKa K O6CY)KZ[GHI/IIO Ha 3ac€IaHuun
HAaYyYHO-MCTOJAUYCCKOI0 COBCTA, Z[Opa6OTKa 10 HuTOram 06cy>1</:[eHH$[;
caayda B I1€4aTb

OJIWH aBT. JIUCT

8670,0

[oxroroBka o0030pa ACATENFHOCTH OHONHOTEK TIO ONIpEACICHHON
TEMATHKE:

YTOYHEHHE TEeMbI 0030pa; OMpeIeICHHEe XPOHOJIOTUYECKUX TPaHHUII,
BBISIBJICHUE JIOKYMEHTOB, OTOOp, MPOCMOTP U aHAJIN3; HAITMCAHUE TEKCTA,
ITOITOTOBKA pyKOIUCH K 00CYXICHUIO Ha 3acelaHun
HAY4YHO-METOJIMYECKOr0  COBeTa;  JjopaboTka  pPYKONHUCH  TOCIe
o0cyXIeHus

OJIUH aBT. JIUCT

9180,0

PCHGHSI/IpOBaHI/IC HAay4YHBIX, METOAUYCCKUX, I/IH(l)OpMaIII/IOHHBIX
MaTepruaioB:

YTEHHE PEICH3MPYEMOro MaTepHajia; OIEHKa €ro B IEeJIOM, OTHAEIbHBIX
4acTel, YCTAaHOBJECHHE COOTBETCTBUS YHUTATEIHCKOMY U IEIEBOMY
Ha3HAYEHUIO, HAYYHBIM ¥ METOJAMYECKUM TPEOOBAHHSIM

OJIUH aBT. JIUCT

783,0

10

HalmMCaHUE€ pCUCH3UU

OJIMH aBT. JIUCT

1305,0

IloaroroBka JICKIIUHM, KOHCYJIbTAaIlTuN

Pa3paboTrka maHa JIEKIIMH, KOHCYJBTAIMH, MOM0OpKAa Marepuaia,
W3y4eHHWE €ro; COCTAaBJICHHUE CIIMCKA JIUTEpaTypbl K  JIEKIHH,

OJiHa JICKI W,
KOHCYJIbTallsA
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KOHCYJIbTAIIM1; HAIIMCAaHHUE TEKCTa:
11 |mepBUYHAS JTEKIHS 1566,0
12 | moBTOpHAs NEKIMs, C yYETOM HOBOTO MaTepHana 313,2
13 | mepBu4Has rpynnoBasi KOHCYJIbTALUS 1305,0
14 | moBTOpHAs TPYMIIOBask KOHCYJIBTAIUA C YYETOM HOBOTO MaTepHaia 522,0
15 |mpoBeneHue yCTHOW MHAWBUAYaITbHONW KOHCYJIBTALUH OJTHA JICKIHS,

KOHCYJIbTalINs
16 |orBer Ha MUCHEMO OJIIHO ITMCHMO 162,0
[IpoBeneHue NpakTHKYMOB, CTAXKHPOBOK
[paktukym (7 - 10 mHeit): ompenencHHe TeMbl, 3aIaHus, YIPAKHEHUS; | OIUH MPAKTHKYM
COCTaBJICHUE TpaduKa H YTOUHEHHE CPOKOB ITPOBEACHHUS 3aHATHIA:
17 |rpynmoBo# mpakTHKYM 2295,0
18 |uHAMBUAYaIbHBINA TPAKTHKYM 2160,0
Craxuposka (7 - 10 gHell): yTOYHEHUE CPOKOB MIPOBEICHUS CTAXKUPOBKH; | OJIHA CTAXKMPOBKA
BBISBJIICHUE JIMTEPaTyphl [0 HM3y4aeMOMY BOIPOCY; COCTaBJICHHE
nporpaMMbl W Tpaduka CTXHPOBKH C YYETOM COCTaBa CIyllaTelew;
3aKITIOUCHUE O TIPOXOXKICHUH CTOKHPOBKH:
19 |rpynmoBasi cra)xupoBKa 2805,0
20 | uHAMBHIYATbHAS CTAXXHPOBKA 2349,0
[lpakTHKa CTYyJEHTOB BBICHIMX W CPEIHUX CIEHHAIBHBIX Y4eOHBIX
3aBE/ICHUN:
21 |moAroToBKa W OpraHU3alusi NPaKTUKW cryneHTtoB (mo 30 [1Hei); | oJHa MpakThKa 4860,0
pa3paboTka IUIaHa MPAKTHKH, COIJACOBaHHE €ro ¢ PYKOBOIUTENIEM
MIPAaKTUKHU (TIpeICTaBUTEIEM yueOHOTO 3aBEJICHNs); COCTAaBIICHNE TpaduKa
MOCEIIeHUS] CTPYKTYPHBIX MOJApa3/ieieHHii; OpraHu3anus MpakTHIeCKUX
3aHATHI; MMOJBE/ICHNE UTOTOB NMPAKTUKH, COCTABJICHUE XapaKTEPUCTUKU
MPaKTHUKAHTOB
[MpakTHyeckne 3aHATHS:
22 |mOArOTOBKA TMPAKTHYECKOTO 3aHATHSA;, COCTABJICHHE 3adaHHs [0 OJ[HO 3aHSTHE 1050,0
BBITIOTHEHUIO HM3y4aeMoro OWOJMOTEYHOTO TMpoIecca, KOHTPOJIbHBIE
BOIPOCHI, TEMAaTHYECKUIl CIUCOK JIMTEpaTypbl K 3aJaHHI0; HAIKCaHUE
TE3UCOB
CocraBnenune yueOHOI IpOrpamMmel:
23 | ompemeneHHUE COCTaBa CIIyIIATENICH; COCTABICHHE TEMAaTHYECKOTO IIaHa, | OJHA IporpaMmma 5733,0
YTOYHCHHE MOpAAKA H3Y4YEeHHS; OIpelelIeHHe I0CIeI0BATEIbHOCTH
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U3JI0KCHUS TEMBI, BBIJICIICHIEC OCHOBHBIX BOIIPOCOB; COCTABJIICHUE CITHCKA
JUTEpaTyphl MO TEMaM MPOTPAMMBbI, HAIKUCAHHE TEKCTa; OOCYXICHUC
MPOTrpaMMEbI Ha 3aCeTaHUK HAYYHO-METOJUYECKOTO COBETa
IMoceuienne OUOIMOTEK, BBIC3ZbI B KOMAHIUPOBKH C LENBIO H3yUCHUS
paboThI ¥ OKa3aHHsI METOHYECKOI MOMOIIIN:

24 | mOArOTOBKA K KOMaHAMPOBKE; YTOYHCHHE CPOKOB U IIETH KOMAHIUPOBKH, OoJIHa 574,2
03HAKOMJICHHE C UMCIOIIMMUCS JOKYMCHTaMH M MaTephalaMH | KOMaHAUPOBKa
MPEIBIAYIIMX BBIC3JIOB W MyONMKANMA B TCYaTH, COCTABJICHUC
MporpaMMel (TJ1aHa) KOMaHAUPOBKU

25 |cocraBieHHe HH(POPMAIMOHHOTO OT4YeTa (CHpaBKH) O MPOBEACHHOM OJIUH OTYeT 1050,0
paboTe: CBeICHHMH O MECTE BbIe3/a, IENAX U CPOKaX KOMaHIUPOBKH,
00BEKTaX MOCEIICHHUS, aHaIM3 COCTOSHHUS pabOThl MO TEME BhIC3JA,

BBIBOJIBI M IIPEAJIOKEHHS B apec OMOIUOTEKH

26 |cocraBieHre aBaHCOBOI'O OTYETA; 3alOJHEHHE OTYETHOrO OJIAaHKa CO OJIMH OTYET 40,0
BCEMH MPHUIOKEHHUSIMH; CAa4a B OyXralTepHio

27 |moaroTtoBka WH(OPMAIMU IO pe3yjbTaTaM KOMAaHIUPOBKU (YCTHO) B | OfHA HH(OpMAIHS 105,0
CEKTOpEe, Y 3aBEIYIOIIET0 OTICIOM, HAa HAYyYHO-METOAUYECKOM COBETE,
3aceaHuu TUPEKIINU

28 |moAroTOBKAa OTYETHOTO Marepuajia MO pe3ylibTaTaM KOMaHAMPOBKH IS | OdHA HH(pOpMAIs 500,0
pasMelleHns Ha caiiTe

29 |pa3paboTKa W COCTaBJIEHHE YYEOHBIX IUIAHOB M MPOTPAMM CHCTEMBI | OJUH IeYaTHbI 1200,0
JIOTIOJTHUTENIBHOTO MpodeccronanbHoro oopasosanus (JAI10) B oTpaciu JIUCT

30 |cocraBieHne paboYMX TPOTpPaMM IO BHOBH BBOJWMBIM IUCIWIUIMHAM, | OJUH MEYATHBIN 1800,0
aKTyaTu3alusl JeUCTBYIOIUX MPOrPaMm JIACT

31 |pa3paboTka METOAMYECKHX MATEPHaJOB IO KOHTPONIO 3HAHWH | OJUH MEYaTHBII 360,0
00y4YaIOIINXCs; COCTABICHHE JOKYMEHTOB IO TUIAHUPOBAHUIO y4eOHOTO JIACT
nporecca

32 |pa3zpaboTka y4eOHO-IPOTPaMMHOW JIOKYMEHTALMH JUIS TIPOBEJACHHS | OJMH IeYaTHBIH 1800,0
00pa30BaTeNIbHOIO  MPOIEcca,  METOAMYECKHX  pa3pabOTOK Mo JIACT
MPUMEHCHHUIO HOBBIX HMH(GOPMAIIMOHHBIX TEXHOJIOTMA B  yd4eOHOM
mporecce

33 |pa3paboTka HOPMAaTHUBHBIX JIOKYMEHTOB, PErJIaMEHTUPYIOUIUX BCE BUJBI | OJAWH JOKYMEHT 3600,0
00pa30BaTeNFHON ACATEIILFHOCTH B OHMOIHOTEKE

34 |cocraBjeHHE W MOATOTOBKA K H3MAaHUIO YYCOHBIX MPOrpamm, MOCOOWH, | OIHH MEYATHBII 1800,0
CaMOCTOSITEJIbHO WM COBMECTHO C JPYTUMH  [OJApa3ieICHUIMHU JIACT
OuOINOTEKH

35 |ydJacTHe B CHEIMAIM3HPOBAHHBIX COBETaX OMOIMOTEKH: MOJATOTOBKA JUIs | ofuH Aokian oguo | 2400,0 1200,0
po¢eCCHOHATIBHOM MeyaTu MyOIUKaui 1 MaTepUaioB BBICTYIUICHUN Ha cooOIeHne
KOH(epeHIHIX

36 |moaroroBka K o0CyxacHHIO yueOHbIX mporpamm JIIIO k 3acemaHusM | OMHO 3acelaHue 2400,0
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Y4enoro coseTa
37 | cocraBieHHE KANBKYILIIUH [IeH HA TUIATHBIC YCITYTH OIIMH TOKYMEHT 120,0
38 |opranmzanys IUIaTHOTO OOY4YEHHMs MO JOTOBOpPAaM Ha OKa3aHUE IUIATHBIX | OJAWH JOKYMEHT 1o ¢axry
00pazoBaTeNbHBIX YCIYT C FOPUIUUECKIMU U (QU3HIECKUMHU JINIaMU 3aTpayeHHOTO
BpEMEHU
39 |moaroToBka JOKYMEHTOB K JIMICH3UPOBAHUIO M  AKKPEIWTAlWH, | OJAWH JOKyMEHT 12000,0
CBSI3aHHBIE C peann3anueil OMOIMOTEeKoil 00pa3oBaTENbHBIX MPOrPaMMm
AT10
40 | moAroTOBKA MaTEpHANIOB IS 3aHATHH B AUCTAaHIIMOHHON (hopMme OJIVH Yac 3aHATHI 240,0
41 |moaroroBka y4YeOHBIX M Y4EeOHO-METOMMYCCKUX MATEepPHajoB JUIs HUX | OJHA MporpaMma 1800,0
pasmelieHus B MH()OPMALMOHHO-TEIEKOMMYHHKALMOHHOW  CEeTH
"HTepHeT" U UX CBOEBPEMEHHOE OOHOBJICHUE
42 |opraEm3anus y4eOHOTO TIporecca Uil OOYYAIOMmIMXCS IO MporpamMMaM | OJHa MporpaMma 42420,0
npodeccHoHANTBHOM TIEPETIOATOTOBKH OMOMMOTEYHBIX  KaapoOB:
opraHmzanysi  00pa3oBaTENFHOTO  TpoIecca, y4eOHO-METOAMIecKas
paborta; Hay4dHO-MeTou4YecKas padborta
43 |opranm3zanus y4eOHOTrO mporiecca i OOYYarOIIMXCS [0 MporpamMmam | OJHa mporpaMma 21210,0
MOBBILICHUsT KBaJU(pUKAUMK OHOIMOTEUHBIX KaJpOB: OpraHU3aLusl
00pazoBaTebHOr0 npotecca, yueOHO-MeTONIecKas pabora;
Hay4YHO-MeTouuecKas paboTa
[Ipumeuanue:

- K HOpPME BPEMEHH IpH COCTABICHUH JOKYMEHTOB, PErJIAMECHTHPYIOIIMX IEATEeIbHOCTh PECIyONHKAaHCKUX, KPAaeBBIX H
00JacTHBIX OMOMHOTEK, MPUMEHSIETCS IIOBBIMIAOIINI KO3 dumueHT 1,15;
- BpeMs NPOBEICHHS JICKIHMH, KOHCYJIbTAllMH, MPAKTHKYMOB, CTQKHPOBOK, NMPAaKTHKH, NMPEObIBAaHWS B KOMAaHIMPOBKE H
npoBeeHust THHOPMALIUK IO e pe3yJIbTaTaM B HOPMY BPEMEHHU HE BXOJUT.

1.12. PaboTHI HAYYHO-OPTraHU3ANUOHHOTO XapaKTepa

Tabmuma 19
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/m H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
IlogroroBka M NpOBEAEHUE TEOPETUUECKOM, HAYYHO-IIPAKTUYECKON
KOH(epeHIINH, TEMaTHYECKOT0 CEeMHUHapa
OmpeneneHne cocraBa OPrKOMHTETa M YYacTHHKOB KOH(EpEeHINH, OJTHO
ceMuHapa;  (OpPMHpOBaHME U YTBEP)KAEHHE  NPOrpaMMBl W |  MEpOIpHUsTHE
MIPUTIIACUTENBEHOTO OMJIeTa; OpPTaHHM3AI[IOHHBIE MEpPONpPHATHS (TEKyIlas
CBA3b C YYaCTHHMKAMH, PACCBhLIKA MaTEpUaNIOB); MOJATOTOBKA K H3JaHUIO
TE3UCOB; BBIpa0OTKa MIPOEKTa pexoMeHaanuii;
(MHAHCOBO-XO3AHCTBEHHOE oOecreueHre KOH(EpeHUUH, CceMHUHapa
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(odopmiieHHEe  IIATEKHBIX  JOKYMEHTOB, BCTpEYa  yYaCTHHUKOB,
perucTpaiys, pa3MeIIeHUe B TOCTHHUIIC); aHAIW3 M OLCHKAa pabOTHI
KOH(EepEHIINU, CEMUHAPA; TTOIBEICHUE UTOTOB
KonnuecTBo y4acTHUKOB:
1 |1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0
[MoaroToBka M MPOBEACHUE CEMUHApPA, METOMUYCCKOTO IIHS, 3aceIaHHs
"kpyrioro crona"
OmnpeneneHne y4aCTHUKOB, PYKOBOAUTEIS, CPOKOB U MECTa MPOBEICHUS OJTHO
CeMHMHapa, METOJMYECKOTOo [Hs, 3acefaHus "Kpyrioro croia";| MepompusiTue
ONpEeJeNICHUe KOHTHHIEHTa Y4YaCTHHKOB, pa3paboTka MpOrpamMMbl;
uHpopmanmoHHoe obecriedeHue (TeKylias CBsI3b C YYaCTHHUKAMHU,
pacchUiKa MaTepualoB); BRIPAOOTKA MPOEKTA PEKOMEHIAIUI; N3aHHe U
pacchUiKa MPOTPaMMBbl, PETMCTPALs YYACTHHUKOB; aHAIM3 M OIIEHKA
CEeMHUHapa, METOJUYECKOro JHS, 3aceianus "Kpyriaoro crosa"
KonnyecTBO y4yaCcTHHUKOB:
4 |1-50 1570,0
5 |51-100 3980,0
6 |101-150 6150,0
7 |151-450 8270,0
IToaroroBka 3acelaHui peAKOIIIETUN:
8 |yrouHeHHMe cpoka W TIOBECTKM 3acelaHUsd, OTOOp MAaTepHaNOB MJIs | OJHO 3aceIaHHe 560,0
0OCY)KJICHUSI ¥ TMOJArOTOBKA WX JUI KOIUPOBAHUS, OINpEICICHUE
ONIIOHEHTOB  (PEIICH3EHTOB); OIOBEIICHHE O 3aCCIaHWH YWICHOB
PEAKOJUICTUH,  PACCBUIKA MATEpUAIIOB 10 IOBECTKE  3ace/IaHus;
odopMIIeHHE TPEATIOKCHHUN, BRICKA3aHHBIX YYACTHUKAMU 3aCCIaHHs
Opranuzanus 3aceaHdii MPOOJIEMHBIX KOMHUCCHIA, COBETOB, TBOPUYECKHIX
KOJIJICKTHBOB:
9 |ompeneneHre MOBECTKH THS W CPOKA MPOBEICHHS 3aCCIaHUs, YTOUHCHHE OJHO 940,0
CcOCTaBa y4YaCTHHKOB; TIIOATOTOBKA JOKYMCHTOB, OPIraHU3AI[MOHHBIC | MEPOIPHUITHE
MeponpusATHs (ONOBEIIEHHE O 3acelaHuM, I0J00p MAaTepHaloB);
o(hopMIICHHE MTPOTOKOJIA U PEIICHHUS
10 |pa3paboTka MakeTa MPe3eHTALMHN JIJII MEPOIIPUSTUS OJlHA MPE3CHTALUS 600,0
11 |moaroToBKa NPE3EHTALMH IJIsi MEPOIPUSATHS OJIHA MPE3CHTAIUS 600,0
IIpumeuanue:
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- TIpH TIPOBEACHUH MEPOIPHATHI Ha MEXIYHAPOIHOM YPOBHE K HOPME BPEMEHHU MPUMEHSETCS MOBBIIIAIOMINN KO3 ULHEHT
2,0, Ha penepanpHOM ypoBHE - 1,85;
- B HOPMY BpEMEHHM HE BXOJAMT BpeMs MPOBEICHUs KOH(EpeHIMH, ceMHHapa, METOIUYECKOTrO MHS, 3acelaHus "KPYIioro
cTona" ¥ BpeMsi, CBA3aHHOE C W3[aHHEeM MaTepHaIoB KOH(PEPEHIHU, CEeMUHApa.

1.13. PenaktupoBanue pykonuceit

Tao6muma 20
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n NU3MEpeHus BpPEMEHH, MUH.
1 2 3 4
PepakTipoBaHKe HayYHBIX U METOJMYECKUX MaTepUaIOB
IlpoBepka M WCIpaBIEHHE PYKOMHCH B IIPOLECCE IMOJATOTOBKH €€ K
neyaty; oOecreyeHre COOTBETCTBUSI TEKCTa HAYYHBIM M JIUTEPATYPHBIM
TpeboBaHusIM, (hopMe U IeNeBOMY Ha3HAUEHHIO M3[aHUS, COTJIACOBaHUE
BHOCHMBIX HCIIPaBJICHUH C aBTOPOM; 10pabOTKa PYKOITUCH:
1 |pemaktupoBanue MoHOTrpaduii, COOPHHKOB HAYYHBIX TPYAOB, HAYYHBIX | OIWH aBT. JIUCT 2840,0
OTYETOB, MPAKTUYECKUX MOCOOHI
2 | penakTupoBaHUE METOIUYECKHX MaTepualioB: | OZMH aBT. JIUCT 2500,0
WHCTPYKTHBHO-METOAMYECKUX MHCEM, DPEKOMEHJAIMH, KOHCYJIbTALUH,
0030pOB IEATSILHOCTH OHOTHOTEK
3 |pemaktmpoBaHWE JOKYMEHTOB, pPETIAMEHTHPYIOUINX JICSITEIBHOCTH | OJUH aBT. JIUCT 2400,0
OUOTHOTEK: YCTABOB, MOJIOKEHUH, UHCTPYKIIU I
4 | pemakTHPOBAaHUE CTATHCTUYCCKUX TAOJIHII, YIETHBIX (hopM, 00pasIoB OJIMH aBT. JIUCT 1980,0
5 | pemakrupoBaHHe MaTepHaOB KOH(PEPEHIUIA: JOKIAI0B, COOOIIEHUI OJIVH aBT. JIUCT 1050,0
PenaktupoBanme — momynspHOro — OmOimorpaduveckoro - mocoows,
PETPOCIIEKTUBHBIX ~ HAYYHO-BCIIOMOTATEIbHBIX ~ yKa3zaTenei, 0030poB,
CHpaBoK, pedepaToB, aHHOTAIMH:
6 |penmakTupoBaHWe ~— MOMyJSIpHBIX  OuOnMorpaduyeckux  HOCOOMI: | OJUH aBT. JIHCT 2640,0
TeMaTHYeCKuX OnbIorpaduuecKknx yKasareiael, ClIpaBOYHUKOB
7 | pemakTHpoBaHUE PEeTPOCTIEKTUBHBIX Hay4YHO-BCIIOMOTATENbHBIX | OAMH aBT. JIUCT 2100,0
ykaszaTeneit
8 |pemakTupoBaHHE AHAJUTHYECKHX O0030pOB, CIPABOK, AHHOTAIMH,| OIWH aBT. JUCT 1080,0
pedepaToB, CBOIHBIX pedepaTUBHBIX 0030pOB, IKCTpecc-uHGOpMAIU
9 |penakrupoBanue OnbONIHOTrpadHIECcKOi 3amrcu 0J1HA 3aIKCh 4,6
10 |KOHTPOJBHOE PEHAKTUPOBAHKE OJIHA 3aIHCh 6,2

HpI/IMC‘{aHI/IeZ npu pCAAKTUPOBAHNU CMCIIAHHOTO TEKCTA K HOPME BPEMEHU IMTPUMCHSACTCA HOBI)IHIa}OIIIPII;'I KOB(b(I)I/IIII/IeHT 1,1 .
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1.14. BcnomorartenbHO-TEXHHYECKas padoTa

Tabmuma 21
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Ennnnna Hopma
n/m U3MepEeHust BPEMEHH, MUH.
1 2 3 4
MamHoImcHbIE paboThI
HonyquI/Ie opurvHajaa Jjigd nedyatanusd 1 O3HAaKOMJICHUE C HUM, Ha6op
[Newaranne TexcTa 6€3 BEpTHKATIHHOTO rpadacHAs OJ/IHa CTpaHuLA
MalIMHOMUCHOTO
TEKCTa
Pa3smeps! uHTEpBAJIOB:!
1 |2 13,4
2 |15 17,6
3 |1 22,0
[lewaranue Tekcta Ha hopMaTKax 0e3 BEPTUKAIHHOTO rpadacHus OJ/IHa CTpaHuLA
MalIMHOMUCHOTO
TEKCTa
Pa3smeps! HHTEpBaJIOB:
4 |2 17,6
5 115 20,8
[ewaTanue TeKcTa C BEPTHKAIBHBIM rpadacHIEM OJ/IHa CTpaHuLA
MalIMHOMUCHOTO
TEKCTa
Pasmeps! nHTEpBaNIOB:
6 |2 17,6
7 |15 21,0
8 |1 28,0
[Teuaranue TekcTa Ha pOpMaTKax ¢ BEPTHKAIBHBIM IpadieHIeM OJ/IHa CTpaHULA
MAIIMHOIUCHOTO
TEKCTa
Pa3mepsb! nHTEpBAIOB:
9 |2 17,6
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10 |15 22,0
CuuTKa M KOPPEKTHPOBKA TEKCTA MOCIIEC NIEYaTaHUs Ha MaIlUHKe!
11 |mpoBepka NpaBUILHOCTH PACIIOJIOKEHUSI OTIIEYaTaHHOT'O TEKCTa, CBEpKa C | OJIHAa CTPaHHUIA 4,4
PYKOIUCHBIM; KOPPEKTHPOBKA MAIIMHOIIMCHOTO TEKCTa MAaIIHOIIUCHOTO
TEKCTa
12 | cuntka, KOPPEKTHPOBKA U BEPCTKA OJlHa CTpaHUIIa 4,4
MAaIIHHOIIUCHOTO
TEKCTa
13 | HakienBaHUE MPABOK OJITHA TIpaBKa 1,4
MamuHOoMCHbIe  pa0OThI, BBINOJHSAEMbIE B  aBTOMATH3UPOBAHHOM
pexumMe
BBoj Matepuaa B KOMITBIOTED: OJlHA CTpaHHULA
14 | HabGop TekcTa ¢ TUCTa 11,0
15 |nabop 6ubmMorpaduIeckoro OmMcaHusL 14,0
BeIBoJ MaTepHana Ha SKpaH: OJIHA CTpaHHULA
16 |mpaBka TekcTa Ha KOMITBIOTEPE, BEPCTKA TEKCTA 8,6
17 |penmaxtupoBaHre OMOTHOTPAPUIECKOTO OTMCAHHS 2,7
18 | BbIBOJ TEeKCTa Ha MPUHTEP; pacredyarka OJlHa CTPaHUIA 1,6
19 |BeBOA popM TabIHIl HA FKPaH oJlHa Tabaua 11,0
20 | HanoJHEeHWe TaOJHI] COEPIKAHUEM oJiHa TabJIHIa 1,6
Hacrpoiika TEXHUYECKOTO obopymoBaHus u TEXHUYECKOE
COIPOBOXKJECHUE MEPOIPUATHIL:
21 |HacTpolika TEXHHYECKOro 000pyIOBaHUS JUIsl IPOBEICHUS MEPONPHUSTHH, OJTHO 120,0
B TOM YHCJIE€ TpaHCIUpPYyeMbIX o cetu "HHTepHer" MEpPOIIPUATHE
22 | TEXHUYECKOE COTPOBOXKIICHNUE MEPOTIPHSTHIA OJTHO 300,0
MEpOIpuUsITHE
23 | mpoBeeHUE ayano/BUICO3aUCH U (HOTOCHEMKH MEPOIIPHATHI OJTHO 300,0
MepOoIpusITHE
24 | obpabotka aynuo/Buneo/horoMaTepHanon OJIMH HOCHTEIh 420,0
nHpOpMaN
25 | pa3pabotka paznuyHbIX 0a3 nmaHHbIX (BJ]) Ui BegeHus mpoeKToB oaHa BJ] 28800,0
26 | HamUCcaHWE MHCTPYKIMIA 1O UcToNb30BaHui0 B/ mpoekTor OJIMH aBT. JUCT 18000,0
27 | rexHnueckas nozaaepkka bJI mpoekToB omHa QYHKIHS 4800,0
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28 |TecTupoBaHHE HOBBIX ~ CHUCTEM W  BEpCHMH  IPOrpaMMHOIO | OJHa QYHKIHS 1800,0
o0ecreueH s/ IporpaMMHO-aINapaTHOTO ~ KOMIUIEKCa,  HCIIOJIb3yEeMOTo
IIPY peau3aliy IPOEKTOB U padoTe NoApa3IesieHUs

29 | TecTHpOBaHHE TPOTPAMMHOTO O00ECHCUSHHS/TIPOrPaMMHO-AIAPATHOTO |  OJHA QYHKITUSL 1800,0
KOMILIEKCa

30 |cocraBneHue I1aHa TECTUPOBAHUSA MPOrPaMMHOTO OJIUH IIJIaH 2400,0
o0ecrieueHHs/IporpaMMHO-aINIapaTHOr0 KOMILIEKca

31 |mpoBepka COOTBETCTBHS pa3paboTaHHOTO NPOrpaMMHOrO |  oHa (QYHKIHS 480,0
o0ecrieueHHs/IpOorpaMMHO-aINIapaTHOr0  KOMILIEKCA  TEXHHYECKOMY
3a71aHUIO

32 |omeHka TPOTPaMMHOTO o0ecTIedeHns1/IPOTr paMMHO-aIIIIaPaTHOTO OITHO 25500,0
KOMILIEKCa NPOrpaMMHOE

obecrieucHMe

33 | cocraBienue ajaropurMa TECTUPOBAHUS MPOTrPaMMHOTO | OJIMH aJITOPUTM 8400,0
o0ecreueHHs/ TIPOrpaMMHO-AIAPATHOI0 KOMILIEKCa

34 |co3maHWE TECTHUPYIOMIETO CKPHUITA Ui TPOBEIACHHUS HATPy309YHOTO OIIMH CKPUIIT 600,0
TECTUPOBAHUA IPOrPaMMHOT0 0OecHedeH s/ IPOrpaMMHO-aNapaTHOTO
KOMILIEKCa

35 |npoBexneHue Harpy304HOTO TECTUPOBAHUS MPOrPaMMHOTO | OZIHO Harpy304HOE 480,0
o0ecrieueH s/ IporpaMMHO-aIIapaTHOrO KOMILIEKCa TECTUPOBaHHE

36 |oKkcrepTHas OICGHKAa MPOTPaMMHOTO OOEeCTeUYeHHs, TOATOTOBICHHOTO B| OJHA SKCIEPTH3a 2400,0
JPYTUX OpraHU3aLHUsX/TIPOrpaMMHO-aINAPATHOTO KOMILIEKCa

37 |co3maHWe anTOpUTMa KOHBEPTHUPOBAHMSA pabouymx Tabmui Oonsmroro | ogHa orpacib BEK 2400,0
o6ubmoreunoro karanora (bBK)

38 |HamucaHue KoHBepTepa Ul IpeoOpasoBanusi pabdounx Tabmun BBK B | ogna otpacins BBK 4800,0
ABTOMATH3MPOBAaHHYI0 HMH(GOPMAIMOHHYI0O CHCTEMY JIMIIEH3UPOBaHUS
oTHeNpHBIX  BUAOB  gesrensHoctH  (AMC  JIOH)  (uHTerparus
OMOIMOTEYHBIX TaHHBIX)

39 | mpeobpa3oBaHHEe METOAMYECCKUX JAHHBIX ASJCKTPOHHOTO KaTajora s OJTHO 1440,0
nepeadn KOHBEPTHUPOBaHHE

[Ipumeuanue: pu Habope TEKCTa Ha KOMIBIOTEPE C JATHHCKUM MIPU(TOM K HOPME BPEMEHH NMPHUMEHSCTCS TOBBIIIATONTH N
koapdunuent 1,3.

1.15. PaboTa o opraHu3auu Tpy/ia U yIpaBJIeHUIO

Tab6mmma 22
N HanmenoBanwue nporecca, oneparun. CocTaB pabOTh Enuania Hopma
n/m HU3MEpeHust BpPEMEHH, MHUH.
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1 2 3 4
[TmanupoBanue pabOTHI
COop, aHanu3 MCXOMHOW WHGOPMAIIMHU; OMPEACICHUE OCHOBHBIX 3a/1a4 OJIVH IIJIaH
roja, YTOYHECHHEC CpPOKOB  BBINIOJHCHUS  3aJaHHW{,  HAIHMCAHUC
OOBSICHUTCIIHOW 3alUCKH; TMOATOTOBKA MPOEKTa IUIaHA K OOCYKICHHIO
Ha BCEX YPOBHSX, TOpabOTKa MOCie 00CYXKICHUS, MPEACTABICHUC TIaHa
HA COTJIACOBAHME U YTBEPIKICHHE:
1 |mraHa GuGIHOTEKH 6240,0
2 | mmaHa KOMILIEKCa/yIpaBICHUS 4800,0
3 |mmaHa otmena, cektopa 2740,0
4 | MHAMBUAYAJIFHOTO IUIAHA 370,0
E>xenHeBHBIH yueT pabOThI B CTPYKTYPHBIX MOAPA3CICHHUSIX:
5 |cratuctuueckuit yder 3ammcaBIIMXCS  (TIEPEPETHCTPUPOBABIINXCS) OJTHA 3aIHCh 2,8
quTaTenei
6 |cratucTHdeckuil ydeT KHUTOBBIIAY, IOCCIICHUI OJHAa 3aIHCh 8,6
7 | yuer uHpOpManHOHHO-OMOIHOTrpaduuecKoil paboThl 10 yCTAHOBJICHHON OJIHA 3aIHCh 2,7
dbopme
8 | yder BBINIOIHEHHBIX CIIPAaBOK OJHa 3aIHCh 2,7
E>xenHeBHBIN yueT aOOHEHTOB, MOJB3YIOMUXCs mporpaMMamu MBA:
9 |craructuueckuil ydet aOOHEHTOB, OIB3yromuxcs MBA OJTHA 3aIACh 2,7
10 |cTaTUCTHYECKHI yUYeT MOJYyYCHHBIX 3aKa30B, BBIIAHHBIX JOKYMECHTOB OJHa 3aIHCh 9,8
11 |cratucTHyeckHMi yd4eT 3aka3oB, IIEPEHANPABICHHBIX B JpYyrue OJIHA 3aIlUCh 2,7
OuOIHOTEKH
12 |3amuce wuroroB pabotel B "JIHEBHHUK pa0OTH" TOJpa3ICICHHS OJIHA 3aIIACh 3,2
OHOIIMOTEKH
13 |uMHAMBUAyalbHBIA yYET: €XCIHCBHOC 3allOJIHCHHE JINCTKA ydeTa OJIHA 3aIACH 15,0
TPYAO3aTpaT WM JTHEBHUKA PaOOTHl OmOnInoTeKaps
CBOJIHBIN CTATUCTHYCCKHHA yUET M0 OHOIHOTEKE
Yucno uwmTarenei, KHHUTOBBIJAY, IIOCCIICHUN, MOABEIACHHE HWTOTOB 0J1Ha 3aIlUCh
CTaTUCTHYECKHUX JIAHHEIX 110 OMOJIMOTEKE:
14 | mecsy 528,0
15 |kBapTan 792,0
16 |rox 1080,0
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Craructuueckuil yuet B pexxume AC:

17 |BBOA CTaTHCTHYECKHUX JAHHBIX C KOHTPOJIBHOTO JIUCTA OJIMH JIUCT 0,16

18 |cBOmHBIA CTATUCTUYECKHUN y4eT MO OuONMOTeKe (YUCIO YHUTaTelNeH, oJIHa Ta0JuIa 0,27
KHUTOBBIJIAY, TIOCCIICHHIA)

[MoaBeeHNE UTOTOB CTATUCTUYECKHUX JAHHBIX 0 OUOIHOTEKE: oJIHa TabJIUIa
19 | mecsn 0,27
20 | kBapran 0,27
21 |roxm 0,27

CocraBiieHHE OTYETOB:

22 |mpueM IUIaHOBO-OTYETHBIX IOKYMEHTOB OT CTPYKTYPHBIX MOJAPA3JEICHUN | OAWH JOKyMEHT 60,0
C TIPOBEPKOH TIOJHOTHI COCTaBa; COCTAaBJICHWE CBOJHOH TaOIUIIBI
OCHOBHBIX TIOKa3aTeiei

CocTraBlicHHE AHAJIUTHYCCKOIO oT4ycTa: aHaJIn3 JACATCIBHOCTHU OJWH OTYET
HOZ[paBZ[eHCHI/Iﬁ u 6I/I6HI/IOTCKI/I, OTMETKa M3MCHCHHM 3a roa, HalluCaHue
TEKCTA, MPCACTABJICHUC HA COITIACOBAHUC U YTBCPIKACHUC!:

23 | oTueT OHOJIMOTEKH 33 IO 3980,0

24 | oTueT oTHeNa, CEKTOpa 3a roj 1320,0

25 | MHOMBHIYaJIbHBIH OTYET 3a TOJ1 586,0
CocraBnenne (PMHAHCOBBIX OTYETOB 00 OIJIATE [0 BUIAM IUIATHBIX YCIYT: OJIUH OTYET

26 |3a mecsig 510,0

27 |3a KkBapTain 840,0

Oruer nepea ynuTareisiMu U HaCCJICHUCM:

28 | ompemeneHre CpoOKa MPOBEACHHUS OTYETa, MOBECTKU IHsI, OMOBEIICHUE O OJHO 1580,0
JHE OT4eTa YWTaTelel, HaCeNeHUs, BBITYCK CTEHra3eThl, O(opMIEeHHE MEPOIIPUATHE
MPOTOKOJIA, 3aMEYaHUN U TNPEAJIOKEHUN uuTarelield, HaceleHus,
COCTaBJIEHHUE IUIaHa X peau3aliu

HOHFOTOBK& TPOU3BOACTBCHHBIX COBGIIIaHI/Iﬁ

Omnpenenenne MOBECTKU JHS, Kpyra y4aCTHUKOB, IMOATOTOBKA CIPAaBKH, | OJHO COBEUIAHHE
JIIPYTUX MEPONPUSITHII, MPOEKTa PEIICHUs, OIOBEIICHUE YYaCTHUKOB
COBEILIaHUs, MOATOTOBKA MOMEIICHHUS:

29 |coBemanue pabOTHUKOB OMOINOTEKH 320,0

30 |coBemanue paOOTHUKOB OTAENA 264,0

31 |coBemanWe IO HWTOraM IIPHHSATBIX PEHICHWH C IEIbI0 OIEHKM WX | OJHO COBEIIAHUE 27,0
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Pe3yNbTaToB, IPOU3BOJICTBEHHBIE COBELIAHUS 110 UTOTaM r'oja

32 |omepaTWBHOE COBEmIaHWE (IS pEIICHHUS TEKYIINX HPOW3BOJACTBEHHBIX | OJHO COBEUIAHUE 60,0
3a/1a9)
OpraHu3anoHHO-ONepaTHBHAs paboTa:

33 | moxymeHTanbHOe O(GOpPMIICHHE peXUMa paboThl OTAeNa (COCTAaBICHUE | OJAWH JOKYMEHT 360,0
rpaduka paboThl, OTITyCKOB)

34 | obecnieueHme KOHTPOJIA 32 BBHITOJIHEHUEM MPOM3BOJCTBEHHOTO 3aIaHUS U OJIHO 3aJlaHuE 15,0
Ka4eCTBOM PabOThI

35 |obOecnieyeHne KOHTPOJIS 3a MCHOJHEHHEM YIPaBICHYECKOTO PEIICHUs, | OJAWH JOKYMEHT 15,0
NpUKasa, yKazaHus AUPEKTOpa, 3aMECTUTENsI AUPEKTOPa, 3aB. OTACIOM

36 |3axmodycHHE, TPOUICHHE JOOTOBOpa C (QUpPMaMH, MPEIANPHATHAMH, | OIHH JOTOBOP 840,0
OpraHHU3alUsIMH, YACTHBIMU MPEANPHUHUMATEISIMA

37 | cocraBieHHE KAIBKYJISALUY [ICH HA TUIATHBIC YCIYTH OJIMH JOKYMEHT 3340,0

38 | BRIIMCHIBaHME CYETA, KBUTAHIIUN OIIMH TOKYMCHT 13,4

39 | cBepka ommaTHI CYETOB OIIMH TOKYMEHT 13,8
JenonpousBocTBo:

40 |mpueM U perucTpaIyst BXOSAIIEH KOPPECTIOHICHITHH OIIMH TOKYMEHT 15,0

41 | konMpoBaHUE/CKaHUPOBAHHE TIOKYMEHTOB OJIUH JOKYMEHT 15,0

42 | otnpaBka/monydeHre (PaKCOBBIX KOIUI TOKYMEHTOB OIIMH TOKYMEHT 30,0

43 | obecrieueHre KOHTPOIIS 32 CBOEBPEMEHHBIM MCIIOJIHEHUEM JOKyMEHTa OJIMH JIOKYMEHT 15,0

44 |cucremaTu3auuss M TOJIIMBKA  WCIIOJHEHHBIX  JIOKYMEHTOB B | OJWH JOKyMEHT 30,0
COOTBETCTBUH C HOMEHKIIATYpOH Jiel
Pabora B pexume AC:

45 |perucTtpanus BXOIAIICH KOPPECTIOHACHITNH: OJTHa KapTo4Ka 15,0

46 |oOecrieueHre KOHTPOJS 32 WCIIOJHEHHEM JOKYMEHTa: BBIBOJ HA DKpaH OJTHA 3aITUCh 7,0
KOHTPOJILHOHM KapTOYKH; BBOJI B Hee HH(opManuy 00 HCIIOIHEHUT

47 |peuieHre XO35MICTBEHHBIX BOMPOCOB (T0jaua 3asiBOK Ha YyCTpaHEHHUE OJIH BOMPOC 30,0
HEHWCTpaBHOCTEH  pabounmx  TOMEIIeHWH, 3aka3 H  IIOIyYeHHe
KaHIIEISIPCKUX TOBApOB U IPYTUX MaTepPHAJIOB CO CKJIaja)
B3anmMopeiicTBre MEXKIY CTPYKTYPHBIMU TTOAPA3ACICHUSIMU:

48 |cocraBneHHE 3ampocoB, TPeOOBAHUM, MOSICHUTCIBHBIX 3alUCOK W | OJUH JOKYMEHT 20,0
CITy>KeOHBIX 3aIIMCOK

49 |momaya 3ampocoB, TPeOOBaHUiA, MOSCHUTEIBHBIX 3aIIMCOK M CITY)KEOHBIX | OIHMH TOKYMEHT 25,0
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3aIMCOK B IeYaTHOH (opme

50 | momava 3ampocoB, TpeOOBaHMIA, MOSICHUTSIBHBIX 3aIMCOK M CIYXEOHBIX | OIUH JOKYMEHT 10,0
3aIMCOK B AJIEKTPOHHOI hopme
51 |obOecniecueHre KOHTPOJISE 3a KCIOJHCHHEM 3alpoCOB, TPEOOBaHMIA, | OIUH JOKYMCHT 40,0

TIOSACHUTCIIBHBIX 3aIIMCOK U CJ'Iy)Ke6HLIX 3aIlluCOK

ITpumeuanue: BpeMs IPOBEICHUS OTYETA NIEPE] YUTATEISIMH, HACCICHUEM, COBCIIAHNIT B HOPMY BPEMEHH HE BXOIMT.

2. TUmoBkIe OTpacieBbic HOPMBI TPya Ha PAOOTHI, BEIIOIHIEMbIC
B TOCYJapCTBEHHBIX (MYyHHITUTIATHHBIX) ONOTHOTEKaX (Ha OCHOBE
ABTOMATH3MPOBAHHEIX CHCTEM YIIPABJICHUS POLIECCAMH)

2.1. KommiekroBarue GpoHIOB

Tabmuma 23
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n N3MepeHust BpPEMEHH, MUH.
1 2 3 4
1 |opueMm u otTOOp Anst (OHAOB HOBBIX IOCTYIJICHHUi, MOJYYEHHBIX IO | OJWH JOKYMEHT 3,6
COIPOBOAUTEIBHOMY JIOKYMEHTY - JIUCTY FOCYJApPCTBEHHOH PErncTpanuu
2 | Texamyeckas 00pabOTKa JOKYMEHTOB OIIMH TOKYMEHT 45
3 |BBOI mOKyMeHTOB B 0a3y manubix (BJ]) OJIH IOKYMEHT 45
2.2. bubnuorpaduieckoe onrcaHue U MHICKCHPOBAHNE JJOKyMEHTOB
Tao6muma 24
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuania Hopma
n/n H3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
1 | popmupoBanme 6nbmmorpaduIeckoil 3amiucu Ha JOKYMEHTHI Ha PYCCKOM OJIHa 3aIlUCh 18,0
A3bIKe (OTHcaTeNIbHAST KaTAIOTU3aITH )
2 | popmupoBanue OuOimorpaduueckoll 3ammcu Ha JIOKYMEHTHl Ha OJlHA 3aIUCh 27,0
WHOCTPAaHHBIX €BPONEHWCKUX S3BbIKAaX M S3bIKaX HapoaoB Poccuu, kpome
pycckoro (omucareiabHast KaTalOTH3aIH)
3 | dopmupoBanue OubdIMOrpaduecKoil 3aucH Ha CTapONeUaTHbIe KHUTH OJIHA 3aIHCh 60,0
pykomnucH (onucaTenbHast U CoJlepKaTebHas KaTaloTH3a1usl)
4 | uHIEeKCUPOBaHHE JOKYMEHTOB (CoaepiKaTebHas KaTAIOTU3AIIHS) OJTHA 3aITHCh 18,0
5 | opmupoBanue aBTOPUTETHOH 3amucH (Ha UMEHa JIMI, HaUMEHOBAaHWU OJlHA 3aIMHUCh 30,0
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opraHu3zaiui)
6 | bopmupoBaHUE MaHHBIX B GOHIOBON 3aMUCH OJIHA 3aIACH 5,0
2.3. Pabora ¢ kaTanoramu
Tabmnuna 25
N HammenoBanwne npomecca, onepanui. CoctaB pabOTHI Ennanma Hopma
n/m N3MEpEHNUs BpPEMEHH, MUH.
1 2 3 4
1 |pa3bop KapTOUeK UL paCCTAHOBKH B aJ(aBUTHBIC KaTaJIOTH OITHa KapTO4Ka 0,2
PepaktipoBaHue reHepaibHOTrO aja(paBUTHOTO KaTajiora: OJTHa KapTO4Ka
2 | xatanor - crapsrii psaa (zo 2000 roxa); 1,0
3 | xatanor - HoBBI# psix (¢ 2000 roma); 0,5
4 | karayor - HHOCTpaHHbBIC €BPONEHCKHE SA3bIKH U SI3bIKM HapoaoB Poccum, 1,0
KpOMe PyCcCKOTO
5 | pa30op KapTOUeK Ul paCCTAHOBKH B CHCTEMAaTHUECKHE KaTaJoTh OJIHa KapTO4Ka 0,3
6 |penakruposanue ['enepanpHOTO cuctematiueckoro karamora (I'CK) OJIHa KapToyKa 0,5
7 |pemakTHpoBaHHE OpUTHHAI-MakeTa OmbOmmorpadmueckux 3ammceit (b3)| omHa kapTouka 0,3
Ha OJTHOYACTHBIE JTOKYMEHTHI
8 |penaxkrupoBaHue opuruHan-makera b3 Ha MHOro4acTHbIE JOKYMEHTHI OJIHa KapTO4Ka 0,45
9 |penmakTMpoBaHHE 3amHMCel Ha EIWHMIBI XpAaHEHUs] B IPOrpaMMHOE OJTHA 3aIHCh 5,4
obecnieuennu (I10) mo m3BemEeHNsIM O BHECEHUHM M3MEHEHUI B KaTaJoTIH,
MIOJTy4EHHBIM U3 TexHosorudeckoro oraena (TO)
PenaktupoBanne b3 perpokonBepcunt B I1O (KOHTpOJIBHBIE IOJIS OJIHA 3aIlUCh
¢dopmara u texcra b3):
10 |penakTupoBaHHEe KOHTPOJILHBIX Mot hopmara 54
11 |penaktupoBanue Tekcta b3 5,4
12 |penaktupoBanue Oubnmorpaduueckux 3anuceit (b3) B 1O (BBeneHue OJIHA 3aIHCh 54
nunexkcoB bBK B B3 perpokonsepcum)
13 |dopmupoBanne b3 B IO ¢ wucmnoms3oBaHWEM CBOJHOTO KaTajaora OJIHA 3aIIACh 12,0
6ubnmorex Poccun
14 | penaktupoBanue b3 Ha MHOTOYAaCTHBIE TOKYMEHTOB B [10 OJIHA 3aIACH 12,0

2.4. PaGora ¢ ¢oHoM
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Tab6muma 26
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
[oxroroButenpHas padora:
1 |noaroroBka pabo4yHMx MecT oJiHO pabouee 50
MECTO
2 |momydeHue NOKYMEHTOB C BHICTABKM HOBBIX IMOCTYIUICHHH (TpH ydacTuw | ogHa maptus (100 16,0
4-X 9eI0BeK) JIOKYMCHTOB)
3 | mpueM HOBBIX MOCTYIUICHUH B pOrpamMMe Tepeaadn onHa maprus (100 12,0
JIOKYMEHTOB)
O0paboTKa HOBBIX IOCTYIUICHUIL:
4 | mepBUYHBIN pa300p HOBBIX MOCTYIUICHHN onna maprust (100 26,0
JIOKYMEHTOB)
5 |pa3bop MOKYMEHTOB IUIS OTIPEACICHHUS pACCTAHOBOYHBIX MU(PPOB omHa maptus (100 1,0
JIOKYMEHTOB)
6 |mpemBapuTenpHas CHCTEMaTH3aIWs JOKYMEHTOB TIpymIoBoi oOpabotku | omHa maptus (100 1,0
JUIS OTIPEIENICHNUS TTOJIOYHOTO MHJEKCa JIOKyMEHTOB)
[udpoBka TOKYMEHTOB: OJIMH JIOKYMEHT
7 | c mByms mmgpamu (1 - "BUpTyabHBIN") 1,0
8 | 0e3 mmdpa 1,8
9 | qoCBLIBI 3,6
10 |BBox mmdpa 0,5
[udpoBka TOKyMEHTOB IPYIIIOBOI 00pabOTKH: OJIMH JOKYMEHT
11 |mpenBapuTenbHas cHCTeMaTH3alusl (BBOJ WHIEKCA OTPACIH 3HAHUS IO 1,0
tabmuiam BBK B DK)
12 | geranpHas cuctemaru3aius (BBoa nojounoro nuaekca bBK B DK) 1,0
13 | 06paboTKa JOKyMEHTOB Ha HHOCTPAHHBIX €BPOICHCKUX SI3BIKAX OJIUH JOKYMEHT 3,6
14 | o6paboTka JOKYMEHTOB HAa HAIMOHAIBHBIX S3bIKAX HAPOJOB CYOBEKTOB | OIWH JOKYMEHT 45
Poccuiickoit denepannn
15 |mpuem u 06pabotka nokymenToB X VIII - XIX BB. OJIMH JOKYMEHT 8,0
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16 |mpuem U 00paboOTKa OTCUCCTBEHHBIX MEPHOAMYCCKUX H3IAHUN U3 3aia | OJMH JOKYMEHT 1,8
TeKyumx nepuoanyeckux mganuii (3TIIN)
17 |mpuem u 006paboTKa MHOCTPAHHBIX Heproamdeckux m3panuit u3 3TIIN OIIMH TOKYMEHT 1,8
18 |mepemmdppoBka JOKyMEHTOB OJIUH JOKYMEHT 27,0
19 |BBOx Oap-kojaa nokymenta B DK OJIMH JOKYMEHT 2,6
20 |mepenaua moxyMeHTOB B GoHA 6nbmmoTexu (DB) orHa maptus (100 26,0
JIOKYMCHTOB)
O0cnyxuBanue yntateneii u aboHeHToB B OBb:
21 |BpmonHEHUE TPeOOBaHUIL, HOCTYMUBIINX IT0 AIEKTPOHHOMY 3aKa3y 0ZTHO TpeOOBaHUE 1,0
22 |B3aMMOpacyeT CO CTPYKTYPHBIMHU ITOApa3eICHUSIMU ONOIHOTEKH onHa maptus (100 14,0
JIOKYMEHTOB)
23 | paboTa c 3a10KEHHOCTBIO OIIMH TOKYMEHT 1,8
CoxpaHHOCTH (POH/IOB:
24 |nmoAroTOBKa JOKYMEHTOB Ha MUKPO(QHIBMUPOBAHUE U CKAHUPOBAHHE OJIMH JOKYMEHT 5,4
25 |mepenada TOKYMEHTOB Ha MUKPO(DIIEMUPOBAHHE F CKAHUPOBAHHE onHa maprtus (20 16,0
JIOKYMEHTOB)
Caepka (onza ¢ anekTpoHHbIM Kataorom (DK): OJIUH JOKYMEHT
26 | omHOYACTHBIC JOKYMEHTOB 1,8
27 | MHOrOYaCTHBIC JOKYMEHTOB 3,6
28 | mpoBepka JI0CTyIa K 3JICKTPOHHOMY pecypey OJIUH JOKYMEHT 54
[lepeBox moxymMeHTOB B IipoBOit popmar:
29 |npuem/mepenaya medyaTHbIX M3JaHUl U3 oTAena (oHIOAEpKaTens M0 | OAWH JOKyMEHT 0,9
ABTOMAaTH3MPOBAaHHOM MporpaMme repenad
30 |cBepka TONyYEHHBIX JIOKYMEHTOB C OJEKTPOHHBIM KaTajJOroM M| OJWH JOKyMEHT 3,3
pacIipezieieHue 3aKIaI0K ¢ UMeHeM (aiiia 1o ne4aTHBIM OpUrHHaIaM
31 |pacmpemeneHHe — MMEYATHBIX ~ JOKYMEHTOB  MEXIy  OIEeparopaMu OJTHA TIAPTHUS 55,0
ckanupoBanus (40 TOKyMEHTOB)
32 | ckaHUpOBaHME NEYATHBIX JOKYMEHTOB B TIOJHOI[BETHOM PEIKUME OJ/IHa CTpaHULA 0,33
33 |kxomupoBaHHE OIEPATOPOM OBIIEKTPOHHOM KOIUHM OTCKAHHPOBAHHOTO | OJWH JOKYMEHT 30,0
JOKyMEHTa Ha cepBep
34 | 06paboTKa AIIEKTPOHHOMN KOITUM OTCKAHUPOBAHHOIO M3IaHHUS OJTHA CTPaHHUIIA 2,5
35 |komupoBaHHE OmNEpaTopoM OOpPaOOTKM TOTOBOH AIEKTPOHHOW KOMHWH | OJAWH JOKYMEHT 30,0
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OTCKaHUPOBAHHOTO M3JIaHMS C paboyueli CTaHIMK Ha CEpBEP
36 |Bepuduranus (mpoBepka C TOMOIIBIO IOKa3aTeNbCTB) W KOHTPOJIH | OIUH JOKYMEHT 10,0
KadecTBa 00pabOTaHHBIX JCKTPOHHBIX KOMUH IMEYaTHBIX H3IaHIH
37 |pacmo3naBanue Tekcta U coznaHue [1]ID-¢ailioB 3JIEKTPOHHBIX KOMHUM | OIUH JOKYMCHT 35,0
MIEYATHBIX U3JJaHUN
38 |xomupoBanue pacnozHaHHBIX [1[]®-(aitnoB  IEKTPOHHBIX  KOMUIl | OAWH JOKYMEHT 6,0
MEYATHBIX M3IaHUM B TEXHOJOTMYCCKYIO TMAaNKy I JaibHeimei
3arpy3Ku Ha cepBep
2.5. O6cmykMBaHHE HHOTOPOIHUX aDOHEHTOB B LIEHTpe nucTaHnnoHHoro obpaszosanus (L1/10) u MBA
Tabmuma 27
N HammenoBanwme npomecca, ornepanui. CoctaB pabOTHI Enunanna Hopma
n/m U3MEpeHUs BpPEMEHH, MUH.
1 2 3 4
1 |moaroroBka paboyux mMect OITHO paboyce 4,2
MECTO
2 | mpocMOTp AJIEKTPOHHOM MOYTHI, O3HAKOMJIEHHME C MOCTYIHMBUIMMH | OJHO COOOIEHHUE 26,0
COOOIICHUSAMH
3 | peructpaiust abOHEHTOB OJIUH a0OHEHT 45
4 |mpuem 3aka3oB OT aOOHEHTOB Yepe3 aBTOMATHU3UPOBAHHYIO CHCTEMY OJIIMH 3aKa3 2,7
mopTaja yIpaBieHUs TOTMONHUTEbHOTO o0cmyxuBanus (Y 10)
IIpoBepka MO 3IEKTPOHHOMY KaTaJOTy HAJIMYHs TOKYMEHTa B (OHIAX,| OIUH JOKYMCHT
pocTaBicHue mudpa Ha OJIaHKe-3aKa3e:
5 | 6e3 bubnmorpaduaeckoit mopaboTku 3,6
6 |c oubamorpaduueckoii 1opadbOTKOM 17,0
7 |mpueM MOKYMEHTOB OT OTIENIOB (POHIOACpKATENCH O/IMH peiic (13 9,0
[023))
8 |moaroroBka m oopmICHHE TOKYMEHTOB K BBIJaUe OJIMH JOKYMEHT 2,7
9 | bopMmupoBaHHEe KaNBKYJISAIMH HAa OIUIATY YCJIYTM Ha BbIOAYy KOMWH | OJHA CTPAHHIIA 1,0
JIOKYMEHTa TI0 3arpocy aboHeHTa
10 |mpoBepka MOCTYIDICHHUS IUIATEkKA IT0 BUAM OILIATHI O/IHa 3asBKa 1,0
11 |peructpanmns BeIJauu TOKyMEHTOB B aBTOMAaTH3UPOBAHHOHN CHCTEME OIIMH JOKYMEHT 1,8
12 |ormpaBka Ganmgepoineit onHa OaHIIEPOIb 4,4
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13 | cocraBieHHe OMKCH MTOATOTOBIICHHBIX K OTIPaBIeHUIO OaHaepoei OJlHA 3aIUCh 2,7
14 |TpaHcmopTHpoBKa OaHAEpONed B IOAPA3/ICICHHE OTIPABKH 3aKa3HBIX OJTHA TTAPTHUS 9,0
6aHzepoeit
15 | mpuem nOKyMEHTOB, BO3BpAIlCHHBIX aDOHEHTAMH OJIUH JOKYMEHT 2,8
16 |pabora c oTkazamMu OJUH OTKa3 2,7
17 |opraHu3amnus U BeIeHHE KAPTOTEK OITHa KapTOUKa 1,0
/onuH OJIaHK-3aKa3
18 |pacmeuaTka TUCCEPTALMU U3 AJICKTPOHHOH 0a3bl AUCCEPTAIMi 10 3aKa3y OJIUH JIUCT 1,0
aboHeHTa
19 |KoHTpOJH 3a MoTamIeHNUEM 3aJ0JDKCHHOCTH OIIMH a0OHEHT 14,0
20 |mouck HeroJy4eHHbIX OaHaeposen oniHa OaHIEpoJIb 55,0
21 | Bo3Bpar OmMMOOYHO 3aCIAHHBIX JOKYMCHTOB onHa OaHIEpOIb 3,5
22 |cmpaBKH W KOHCYNBTAIliH 00 YCIOBHSAX OOCIYXKHBAHHS a0OHEHTOB, IO onHa 9,0
pabote aBToMaTH3HpoBaHHOU cucTeMsbl L1JIO m MBA KOHCYJIbTalusl
2.6. CripaBo4HO-OHOIHOTpaduueckoe 00CITy>KHBaHIE
Tabmuma 28
N HanmenoBanue nporecca, onepamuu. CocTaB pabOThI Enuanna Hopma
n/n M3MEpeHusl BpPEMEHH, MUH.
1 2 3 4
BrimonHnenue ycTHBIX Oubmuorpaduyeckiux CrpaBok:
1 |moaroroBka paboymx mMect eKEIHEBHO 13,0
2 | eXeOHEBHBI CTAaTUCTUYECKHH Yy4YeT CHpaBOYHO-OMOIMOrpaduueckoro €XKEJHEBHO 13,5
o0cITy)KMBaHHs YUTaTeNeH
3 | wu3yuyeHue OTpHLATEIBHBIX OTBETOB Ha OuOMHOrpaduyueckie 3ampochl ¢ oIuH 13,5
LIEJIbIO BBISIBIICHUS Opaka OTpHULATENBHBIH
OTBET
4 | mpueMm 3arpoca Ha BBIIOJIIHEHHE OHOIMorpaguIeckoil cripaBKu OJIUH 3a1poc 10,0
5 | odopmMieHre KOHTPOIHHOTO JUCTKA TOIH30BATEIS OIVH 1,0
T0JIb30BaTEIb
6 |Temarmueckas ycTHas OuOimorpaduieckas cupaBKa OJlHa CIIPaBKa 17,0
7 |ampecHast yCTHas CIpaBKa OJlHA CITpaBKa 8,0
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8 |yrounsromias ycrHas Oubnnorpaguyeckas crpaBka OJlHa CIIpaBKa 18,0
9 | dpaxTorpaduueckas ycTHas bubnmorpadudeckas crpaBka OJTHA CITpaBKa 15,0
Koncynpramuu: ozlHa
KOHCYJIbTAIHA
10 | bubnuorpaduyeckas 10,0
11 |opueHTHpYIOmAS 6,0
12 | BcmoMoOrarenbHO-TEXHUYECKas 3,0
13 | 6ubmmorpaduueckas/pakrorpadudeckas cupaBka OJTHA CITpaBKa 12,0
BeImnonHEeHHE MTUCHBMEHHBIX OHOTHOTpapHUSCKUX CIIPABOK:
14 |mpueM u perucTpanus HHCBMEHHOTO 3ampoca B OpPraHW3allMOHHOW OJIMH 3a1pOoC 3,0
rpyme
15 | nucrieTuepu3anys MUCEMEHHBIX 3anpocoB B rpymme CBO €KeTHEBHO 60,0
16 |perucrpanus 3anpoca B KypHaje y4era MHUCbMEHHBIX CIIPaBOK TPYIIITBI OJ1Ha 3aIUCh 3,0
CbO
[TucpMeHHas TeMaTHYecKasl CIpaBKa:
17 |rtemarnueckas cnpaBka -l cTelneHHM CIIOKHOCTH: 10 25 Ha3BaHUM, C| OJHA CIpaBKa 1200,0
MIPOCMOTPOM OUOIMOTpadUIeCKIX UCTOUYHHUKOB
18 |Temarmdeckas crmpaBKa 2-i CTEIIEHH CIOXKHOCTH: CBBINIE 25 Ha3BaHHM, C OJTHA CITpaBKa 2900,0
NPOCMOTPOM OUONTHOTrpadMIECKUX U TSKCTOBBIX HCTOYHHKOB
19 | nuceMeHHas yTouHstomas oubiuorpaduueckas cupaBka OJIHa CIIpaBKa 360,0
20 |nuchbMeHHas apecHas cripaBKa OJlHa CIIpaBKa 120,0
21 |nucemeHHas ¢axrorpaduyeckas crpaBKa OJlHa CIIPaBKa 360,0
ITucbMeHHBIE KOHCYJIbTALIUH: oJHa
KOHCYJIbTAIHS
22 | bubnmorpaduueckas 480,0
23 | opueHTHpYOLIAs 480,0
24 | KOHCYJIBTAIUS-KITUIIIC 240,0
PepakTipoBaHKe BBITIOJIHEHHBIX TUCHMEHHBIX CIIPABOK:
25 |ampecHasi MMChbMEHHAs CIIpaBKa OJIHa CIIpaBKa 9,0
TemaTtuyeckasi MMCbMEHHAs CIIPaBKa: OJTHA CIIpaBKa
26 | 1-# cTeneHu CiaoXHOCTH 18,0
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27 |2-i cTeneHu CI0KHOCTH 48,0
28 | yTouHAIOMmIAs MMCHMEHHAS CIIPaBKa OJTHA CITpaBKa 8,0
29 | daxrorpaduueckas NMCbMEHHas ClIpaBKa OJlHa CIIpaBKa 8,0
30 |perucrpauust  BBINOJHEHHOH  NHCHBMEHHOH  CHpaBKM B TpyIINe OJTHA 3aIHCh 3,0
cnpaBo4HO-OnbIHorpaguueckoro obcmyxkuanus (CbO) B kypHane
ydeTa MMCbMEHHBIX 3aIIpoCcoB
31 |perucTpanus BBIIOJHEHHONW NMUCBMEHHOW CIIPaBKH B OPraHH3allHOHHOM OJIHA 3aIHCh 2,0
rpynne CbO
32 | odopmiteHHE U TIepeada/oTIpaBIcHIE OTBETA 3aKa3UUKY OJIUH 3a1poc 12,0
BupTyainpHas cripaBo4Has ciyxo0a:
33 |BUpTyasbHas TEMaTHYECKask CIpaBKa OJTHA CIIpaBKa 18,0
34 | BupTyanbHas agpecHas CIpaBKa OJTHA CITpaBKa 7,0
35 | BupTyaibHas YTOYHSIOIMIAS CIIPaBKa OJTHA CITpaBKa 18,0
36 | BUpTyasibHAsI OPUCHTHPYIOIIAS CIIPaBKa OJlHA CITpaBKa 6,0
37 | BupTyaimbHas akrorpaduueckas crpaBKa OJTHA CITpaBKa 15,0
38 | odopmiteHHE OTBETA HA 3AIPOC YUTATEIIS OJTHO TIHCHMO 6,0
39 | momoyHEHME apXUBa BHITIOTHEHHBIX crpaBokK ("'ba3sl 3HaHMIT") OJTHA CITpaBKa 11,0
40 | ckanupoBanue qokyMeHToB U3 pormoB CBO mo 3aka3am moJib30BaTesc OJIHa CTpaHUIA 3,0
Koncynpramm: o/lHa
KOHCYJIbTAlINs
41 | oubmmorpaduueckas 10,0
42 | opueHTHpYOLIAs 10,0
43 | KOHCYNBTALUS-KITHIIIC 5,0
44 | koOpaMHAIMS U AUCTIETYEPU3ALMS BHIIOJHEHNSI BUPTYAJIbHBIX CIIPABOK OJTHO MTUCHMO 12,0
Bubnuorpagpuueckoe 00ydeHHe NONB30BATEICH: o/iHa
KOHCYJIbTaIHS
45 | meTomuueckas 10,0
46 | TemaTuueckas 15,0
47 | noaroroBka Omubarorpaduueckoro 00630pa/o0yyaronero MeponpusIThs 110 OJTHO 2400,0
MeTOoJMKe (OopMHUpOBaHUS OUOIHOrpadUuUecKor 3ammcu, paboThI C MEpOIIPUSITHE
KaTajoramy, IO  MeToguke  OuOnmorpaduyeckoro  OnMCaHwus,
6ubnmrorpaduuecKuMu HUCTOYHUKAMU (hopmupoBaHus CIHCKa
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JUTEPATYphl K HAyYHOH paboTe

48 |mposenenne OmOmmorpadudgeckoro 0030pa/o0ydaroImero MepONpHUsTHSI OITHO 60,0
(o myHkTy 39) MEpPOIIPUSTHE

Okckypeun 1o (OHAAM M CIIPaBOYHO-OMOIMOrpaduyeckoMy ammapary | OJHa SKCKypCHs

(CBA) IIBC:
49 |nmoaroroBka 480,0
50 | mpoBeneHune 60,0

Benenue cipaBoyHO-0MOIHOrpadhUuecKoro anmapara;

51 |BemeHue apXHBa BBHIIIOJIHEHHBIX CIPABOK B 3JIEKTPOHHBIN PEIKUM OJTHA CTIPaBKa 8,0

52 | BBOA KapTOTEK B 6a3y manHbIX (B/]) OJTHAa KapTOYKa 6,0
BericraBouHast paboTa: OJTHA BBICTABKA

53 |pa3paboTka TIaHa OpraHW3ali W SKCIIOHUPOBAHUS TEMAaTHIECKOH 2160,0
BBICTaBKH

54 | mOAroTOBKA CONPOBOJUTENLHON JOKYMEHTAIIMN K BHICTABKE, STUKETAKY 360,0

55 | MOHTaX BBICTaBKH 480,0

56 | meMOHTaXX BBICTABKU 240,0

57 | co3ganue adum, oOBSIBICHHH, TIPOTPAMM JIJISI TPOBEACHUS BHICTABOK 60,0

IIpumeuanue: mpu paboTe ¢ JOKYMEHTaMH Ha WMHOCTPAHHBIX EBPONEHCKMX S3BIKaX M s3BIKaX HapozoB Poccum, kpome
PYCCKOro, K HOpMaM BPEMEHH NMPUMEHseTCs NOBbIIaoImuii koaduuuent 1,15.

2.7. HoTHBIE U3AaHUS U 3BYKO3aIHCH

Tabmmma 29
N HaunmenoBanue npouecca, onepanun. CoctaB paboTsl Envnnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
dopmupoBanue 6nOMMorpaguIecKoil 3amcu:
1 |Ha rpamMMO¢OHHBIE IUTACTHHKH (TPaMIUIACTHHKH) Ha PYCCKOM SI3BIKE OJIMH JAMCK 140,0
(ommcaTenpHas KaTaJIoTU3aIis)
2 |Ha rpaMIUIACTHHKH Ha WHOCTPAHHBIX EBPOMCHCKHX S3bIKaX W S3BIKAX OJIMH JMCK 180,0
HapoJ0B Poccun, kpome pycckoro (omnmcarenbHast KaTajaoru3anus)
3 | Ha ayauoaucKax Ha pyCCKOM SI3bIKe (OMMcaTeIbHAS KaTaJOTH3aLHs) OJIMH TUCK 160,0
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4 |Ha aynuoAMCKax Ha HHOCTPAHHBIX EBPOIECHCKUX S3bIKAX M S3BIKAX OJIUH TUCK 220,0
HapoJ0B Poccuu, kpome pycckoro si3plka (onucaTesbHas KaTaloriu3anus)
5 |Ha guckax gopmara aynanodaiiioB (ommcaTebHas KaTaJoTH3alus) OIIMH IUCK 480,0
6 |Ha HOTHBIE M3AaHUS HA PYCCKOM $I3bIKe (OMMcaTesIbHask KaTaJoTu3arys) OJIVH JIOKYMEHT 132,0
7 |Ha HOTHBIC W3JaHMS Ha MHOCTPAHHBIX €BPOINEHCKUX SI3bIKaX M SA3bIKAaX | OJHMH JOKYMEHT 140,0
HapoJoB Poccun, kpome pycckoro (omnucarenbHast KaTajaoru3anus)
CrpaBouHO-0nbOHOrpaduaeckoe 0OCTyKIUBaHAE B YUTAITHHOM 3aJIe
BerInonHeHHe yeTHOM 6ubnuorpaduyeckoii crpaBKu:
8 |mpmem 3ampoca Ha BRIIOTHEHHE OMOTHOTpadUIECKON CIIPAaBKU OJIMH 3a1poC 6,0
9 | remaruyeckasi ycTHas OubiMorpaduyeckas cnpaBKa OJTHA CIIpaBKa 20,0
10 |ycrHas agpecHast OubIHOTpadIuecKas crpaBKa OJTHA CITpaBKa 12,0
11 |yrounstomas ycTHas Oubiamorpaduyeckas cpaBka OJTHA CITpaBKa 22,0
12 | pakrorpaduyeckas ycrHas oubnuorpaduueckas crpaBka OJTHA CIIpaBKa 18,0
KoHcynbraumu: oJHa
KOHCYJIbTaLHs
13 | bubnuorpaduyeckas 10,0
14 | opueHTHpYIOIIAS 3,0
15 | BcmoMorarenbHO-TEXHUYECKast 6,0
BrimonHenue NMCbMEHHBIX OMOIUOTrpaguuecKux CpaBokK:
16 |mpmemM ™ perucTtpamus 3ampoca B KHUTE ydeTa NHCBMEHHBIX | OJIHA CIIpaBKa 15,0
OoubmorpadUIeckux CIpaBoK
17 |u3yueHue 3ampoca, YCTAHOBJEHHE WM YTOYHEHHE OJIEMEHTOB | OJiHA CIpaBKa 900,0
oubnmorpaduueckoit 3anucu
Benenne cipaBouHO-0nbIMOrpadMueckoro anmnapara:
18 | odopmieHue KapTOUYKH AJIsl KAPTOTEK OJIHa KapTOo4Ka 16,0
19 |co3manme Oubmmorpadmdeckoit 3anmucu (b3) Ha cTaThu MO MYy3BIKE U3 0J1HA 3aIKCh 8,0
JOKyMEHTOB, HE COOTBETCTBYIOIIUX IPODHITIO
20 | BeneHHE KapTOTEK OJIHa KapToyKa 1,0

2.8. Pabora ¢ nutepaTypoii mo OMOIHOTEKOBECHHIO, OUOInOrpad)OBEICHHIO U KHUTOBEICHHIO

Tabimua 30

KoHcynbTaHTINIOC
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Ennnnna Hopma
n/n U3MEepEeHust BPEMEHH, MUH.
1 2 3 4

OO0paboTKa HOBBIX MOCTYIUICHUH B iporpaMMHoM obecnieueHuu (I10):

1 npueMm HOBBIX HOCTyHJ’IeHI/Iﬁ OTCUYCCTBCHHBIX JOKYMCHTOB B OJUH NOKYMCHT 0,5
Z[HCHCT‘IepCKOfI nporpamMme nepeaaiu

2 IIpueM HOBBIX HOCTyHJ’ICHI/Iﬁ Ha HMHOCTPAHHBIX €BpOH€I>‘ICKI/IX SA3bIKaX H OJUH NOKYMCHT 1,0
SA3bIKAaX HAPOJOB POCCI/II/I, KPOMEC pyCCKOro

3 | odopmieHne KapTOYKK Ha TOKYMEHT HA PYCCKOM SI3BIKE JIJIS KATaJOrOB M |  OJIHA KapTOYKa 8,0
kaptotek obsacteit (OBJI)

4 |odopmieHHe KapTOYKH Ha OKYMEHT Ha WHOCTPAHHBIX EBPOICHCKUX | OIHA KapTOUYKa 10,0
SI3BIKAaX W SI3BIKaX HApoAOB Poccum, Kpome pyCcCcKOro, Uil KaTaloroB M
kapTorek ObJI

5 | AHanutnueckoe onucaHue T0KymMeHToB B [10O OJIHa CTaThsl 12,0

OOciryxuBaHNe TIOJIb30BATENCH; BUPTyaJIbHAs CIIPABOYHAS CITyxk0a:

6 |mpuem OuOIHOTpadHUUECKOTrO 3ampoca YUTATEISA OJIMH 3a1poC 3,0
7 | BUpTyanbHas TeMaTHYECKas CIIpaBKa OJlHA CITpaBKa 54,0
8 |BupTyanpHas azpecHas crpaBKa OJTHA CITpaBKa 18,0
9 | BupTyanbHas yTOYHSIOLIAs CIIPaBKa OJlHa CIIpaBKa 26,0
10 |BupryampHas akrorpadudeckas crupaBka OJTHA CITpaBKa 20,0
11 |odopmieHue oTBETA HA 3APOC YUTATEIIS OJTHO ITHUCHMO 10,0
12 | momosiHEHUE apXKBa BHINOIHEHHBIX cripaBok ("ba3a 3HaHuit") OJIHa CIIpaBKa 10,0
13 |exenHEBHBIH CTATHCTHYECKUH Y4YeT CIIpaBOYHO-OMOIMorpaduyeckoro €XKEJHEBHO 12,0

00cCITy)KMBaHUs YUTATEICH

2.9. O6paboTKa ONTHIECKUX KOMITAKT-TUCKOB B 00pa30BaTeILHBIX AIEKTPOHHBIX pecypcax (ODP)

Tabimma 31

N HawnmenoBanwue nporecca, oneparun. CoctaB pabOThl Enuania Hopma
n/m HA3MEPEHUS BPEMEH, MMH.

1 2 3 4

1 |mosydyeHue U JOCTABKA ONMTHYECKUX KOMITAKT-AHCKOB OJlHA MAPTHUS 30,0

nokymeHToB (100
JTIUCKOB)
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2 | mpueM HOBBIX MOCTYIUICHUH ONTHYECKHX KOMITAKT-IUCKOB OJTHa apTHs 60,0
nokymeHToB (100
JIUCKOB)
3 | cymMapHBIi y4eT KOMITAaKT-IUCKOB (M0 yCTaHOBJIEHHOH (opMe) OJTHA TTAPTHUS 7,0
JOKyMEHTOB
4 | MHAMBUIYaJbHBINA YUET KOMITAKT-IHCKOB OJTHA 3aIHCh 1,0
5 | rexHn4eckas 0OpabOTKa ONTHUECKUX KOMITAKT-HCKOB OJIUH JOKYMEHT 2,0
6 |mmdpposka fokymeHTOB B Moxyie I10 OIIMH TOKYMEHT 1,0
2.10. Pabora c ynraTensiMu
Ta6muma 32
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n N3MepeHus BpPEMEHH, MUH.
1 2 3 4
3anucek monb3oBaTens B 6uOnnoTeKy, paboTa ¢ UUTaTelIeM B YHTAJIHHOM
3aie:
1 |momroroBka pabouymx MecT TIONb30BaTeNel W OOCITYXHBAIOLIETO onuH 1K 2,0
nepcoHaja: MpoBepKa TEXHHYECKOTO COCTOSIHHS CETEBOro 00ecieueHus 1
MapKa BEIYUCIUTEIHHON TeXHUKH; BKIFoueHue [TK
2 |npuniATHe Mep mo JukBuianmud cboeB B pabore IIK, B pabote cerw, onuH cooi 10,0
OTCYTCTBHUS JIOCTyIIa K 0a3e JaHHBIX MOJb30oBartelneil; nHpopmMupoBaHue
COOTBETCTBYIOIINX CIIy*0 0 cOOsX; MpOBEpKa HEUCIIPABHOW TEXHUKH;
¢ukcamust cOoeB B TeTpaaM ydeTa C  yKa3aHMEM XapakTepa
HEHCIPAaBHOCTH M BPEMEHM Hadajia cOOsl; MOCie YCTpaHEeHHs HEeroJaKu
OTMETKa BPEMEHH €€ YCTPaHEHHUS
3 |mpocMOoTp  JOKYMEHTOB  uurarens  (IIaclopT,  YAOCTOBEPEHHE, | OJMH YUTATENb 3,0
MOPYYUTEIbCTBO),  TPOBEPKa  HAIMYUS  YYETHO-PErMCTPAllMOHHOMN
KapTOYKH YUTATEIIs
4 | 3amonmHenue (opMyIsipa YUTATENs], YIETHO-PETUCTPALIMOHHON KapTOUYKH, | OJUH KOMIUICKT 5,0
YHUTATEIbCKOTO OnieTa
5 |o3HakomiieHMe 4WTaTeNs C TMpaBWIAMH TOJ30BaHUS OWOIMOTEKOHM, | OJWH YUTATENb 6,0
pacriosioxxeHreM (GoH/Ia, CIIPaBOYHBIM arapaTom
6 |mombop m paccraHoBKa 1o HoMmepaMm OwietoB, aindaBuTy ¢(amMuiIuid| OHA KapTOuka 2,0
YHUTaTeNed YUeTHO-PEerUCTPALIMOHHBIX KapTOUEK
7 | ocymiecTBieHHE KOHTPOJIS 32 BOBMOXHBIM HaJIMYMEM JIaHHBIX O YATATeJIe | OJWH YUTATENb 0,5
Kak HapymmTese (JIMIIEH NpaBa I0Jb30BaHMUs); BeACHHE (M PEryJsipHbIiI
MIPOCMOTP) KaPTOTEKH YHTATEICH-HAPYIIUTENICH
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Ilepeperucrpanus ynraTeieu:

monck (Gopmymsapa (pPEerucTparMOHHON KapTOYKH) YHTATENs; BHECEHUE
W3MEHEHHH B HHX M B YHTATENbCKUE OWIETHl (YTOYHEHHE aHKETHBIX
IaHHBIX, HOBOTO YHTATEIBECKOrO HOMEpa, IaThl IepeperiucTpanuu) c
BEJICHUEM KapTOTEKH HAyYHBIX TEM M TEKyIINX U3MEHEHHH (IIoITydeHue
3BaHUH, ITyOIUKANH, JaphI)

OJIHA KapTO4Ka

2,0

3anucsk (mepeperucTpanus) yuTaTeseil B aBTOMaTU3UPOBAHHOM PEXUME:

cheMKa (poTokaMepoii s YUTATeNILCKOTO OuteTa

OJJVH IIOCCTUTCIIb

0,5

10

odopmieHHE KoIa 4YMTATedss C KOHTPOJIBHBIM pas3psioM H CPOKOM
NOJNB30BAHUSl  YMTATENILCKUM  OMJIETOM, Ha  OCHOBE  BBEIJAHHOW
nHpOpMALUH

OJHH IIOCCTUTECIIb

0,4

11

BbIJJa4ya Ha HpI/IHTep CBe[[eHI/Iﬁ O 3alMcaBLIICMCd 4YHUTATCIIC B BHUIOC
YUATATENLCKOrO OuieTa

OJJVH IIOCCTUTCIIb

0,4

12

Ha60p Ha KJIaBHATypeC CBCI[eHI/Iﬁ O YHUTaTCJIC: (baMI/IJ'II/IiI, UM, OTYECTBO,
XapakTCpU3yromue €ro Nnpu3Haku (O6paBOBaHI/I€, CHeI_lI/IaJ'ILHOCTL), KOz,
HOMCD YUTATCIILCKOI'O 6I/IJ'IeTa; (I)OTOCLGMKEI

OJHH IIOCCTUTECIIb

2,0

13

OCYIIECTBJIEHHE KOHTPOJIA 32 BO3MOXHBIM HAJWYHMEM JaHHBIX O
4yuTaTele, 3alucaBIIeMcs B OMOIMOTEKy (paHee 3alucaH, JIUIIEH [paBa
MIOJIb30BAHMUS)

OJIVH IIOCCTUTCIIb

2,0

14

0(1)OpMJ'I€HI/Ie YUTATEILCKOr0 OHIIETa C HOMCPOM M CPOKOM HOJIb30BaHU
YUTATEIHLCKMM OMIIETOM Ha OCHOBE BBII[aHHOfI I/IH(l)OpMaLII/II/I

OJINH OMJIET

1,0

15

BblJa4a HAa HPUHTEP CBGZ[eHI/Iﬁ O 3aIMcaBIIEMCs YUTATEJIC, NPOBECACHUC
paHHOHaCTOTHOﬁ PIZ[eHTI/IQ)I/IKaHI/II/I YUTATCJIBbCKOI'O 6I/I.]'I€Ta; IIpOBCACHUC
ACHEIKHOI'O B3aMOpACHCTa € MOJb30BATCIIEM UCPE3 KACCY

OJIVH ITIOCCTUTECIIb

5,0

VY naneHHas 3aluchb:

OJIVH IIOCCTUTCIIb

16

CBCPKa JaHHBIX peFHCTpaHHOHHOﬁ KapTO4YKHU, CKAaHWUPOBAHHBIX KOIIUH C
nacrnopra v APpYIruMHA JOKYMCHTAMU IIOJIB30BATCII U TOATBCPIKACHUC
3asBKHU

2,0

17

odopmiieHHe JOTOBOpa-opepThl Ha
AJIEKTPOHHBIM pecypcaM OMOIHOTEKH

MNpeaoCTaBJICHUE O0CTyHna K

3,0

18

Ha60p Ha KJIaBUATypC J[JdaHHBbIX, IJI1 3alOJIHCHUS J0T0BOpPA, BBIBOJ
AO0TOBOpa Ha MPUHTEP, MOANKUCH JIMIA, 3aKJIH0YaBIICTO JOTOBOP

19

odopMIIeHHE BXOJa-BbIXOJa YHUTATENS W3 OMONMOTEKH: CKaHUpPOBAaHUE
MIOCTOSTHHOTO YUTATELCKOTO OMIIeTa, BhIjada KOHTPOJIBHOTO JINCTKA

OJIWH ITIOCCTUTCIIb

2,0

BrmonHenne TpeGoBaHUI ITONB30BaTENEH,
crienatn3upoBanHoro GoHmaa:

BblJadya JOKYMCHTOB WU3

20

NOoJIy4yeHue Tp€6OBaHI/IH Ha JOKYMCHT U3 OCHOBHOI'O XpaHCHUS, IIPOBEPKaA
MPaBUJIbHOCTHU 3aIIOJTHCHUA TpeGOBaHI/Iﬂ, peructpanus

0JIHO TpeOOoBaHUE

1,0
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21

pa3dop TpeOOBaHUIA MO ApycaM, PacChUIKa IO MHEBMOIIOUTE

OJTHO TpeOOBaHUE

10,0

22

noiyyeHue TpeOOBaHWS Ha IOKYMEHT; MPOBEpKa MNPABUIBHOCTH
3aIoTHeHHS TPEOOBAHUS; PETUCTPAIlHs, JOPadOTKa TPeOOBAHMUS; TOI00D
o mmdpam B CieHATH3UPOBAHHOM (OHIE

OZTHO TpeOOBaHUE

10,0

23

IIOAroTOBKa H O(l)OpMJ'IeHI/Ie OTKa30B H nepeHanpaBneHHﬁ; OTIIpaBKa
Tpe60BaHPIﬁ C OTKa3aMM U MepCHaIpaBIsiCMbIMU TpeGOBaHI/IHMI/I

OJTHO TpeOOBaHUE

5,0

24

MOUCK JIOKYMeHTa B (oOHIE, OTMETKa Ha TpeOOBaHHH,
bopmyIsape, TUCTIETUEPCKOIT CeTKe

KHUXKHOM

OJIMH JOKYMEHT

5,0

25

TpaHCHOpTPIpOBKa/Z[OCTaBKa HU3aaHuA U3 (i)OHZ[a B YMTAJILHBIN 371

OIIMH TOKYMEHT

8,0

26

TPaHCIIOPTHPOBKA/IOCTaBKa HM3JaHus M3 (oHIAa B YWTAIBHBIA 3al
(ynaneHHOe XpaHUJIHIIE)

45,0

27

YCTAaHOBKA MCCTA HAXOKACHUA HeHafI,HCHHOFO JAOKYMCHTA 11O 0azaMm u
OankaM JAAHHBIX, CIIPABOYHBIM KAPTOTCKAM, KaTaJloraM

OIIMH TOKYMEHT

5,0

28

BbIJIa4a JOKYMEHTA U3 CICIHATM3UPOBAHHOTO (HOH/IAa YNTATEII0; OTMETKA
HAa KHIOKHOM  (popmyispe/TpeOOBaHUM;, 3amuCh JIOKYMCHTOB B
YUTATCILCKYI0 KapTOUKy (BKJIAIHOW JIUCT); OTMETKA B KHHUIC 3aKa30B;
OTMETKa O BbIJJa4€ B aBTOMATH3MPOBAHHOMN CUCTeMe (M3MEHEHHE CTaTyca
U3JIaHKS) TTyTeM CUUTHIBAHUS MITPUX-KO/a JOKYMEHTA

OJIVIH TIOKYMEHT

15

29

npueM JOKYMCEHTAa OT YHUTATCJIs; TIIOUCK KOHTPOJIBHOTO  JIMCTKaA
I10JIB30BaTEIIA, Tp€6OBaHI/If/1; IIPpOBEPKa COXPAaHHOCTHU  JOKYMCHTA,
norameHue OTMETKHU O BbIAA4YC HA KOHTPOJBbHOM JIMCTKC I1OJb30BATCIIA;
IoramecHUE BbIAA4YU B aBTOMaTHSHpOBaHHOﬁ CHCTEME (I/I3MGH€HI/IG
craryca I/ISI[aHI/IFI) IIYTEM CHMTBIBAHUS IITPUX-KOAA JOKYMCHTA

OIIMH TOKYMEHT

15

30

BBIIaya JOKyMEHTa W3 »Kcmo3uiuu Myses kHuru (MK) cotpymHuky
CEKTOpa XpaHEHUs JUTS BBIAYH YUTATEIIO; CHATHE BUTPHHBI C OXPAHBI 10
3BOHKY Ha ITyJIbT OXpPAaHBI, BCKPHITHE BHUTPHHBI, BBHICMKAa KHUTH W3
BUTPHHBI;, 3aKpHITHEC BUTPHUHBI;, ITOCTAHOBKA BUTPHUHBI HA OXpaHy;
¢ukcanms Beigaud B ")XKypHaie BBIIaYM" MaTEpUANOB U3 IKCIIO3UINH
MK

OIIMH TOKYMEHT

40,0

31

MIPUHATHE TOKYMEHTa OT YHTATeNs; MoucK 3anucu B "KypHane Beigaun';
MoramreHne OTMETKH O BBIJjade; CHATHE BUTPUHBI C OXPAHBI M0 3BOHKY Ha
ITyJIbT OXPAHBI; BCKPHITHE BUTPUHBI; BO3BPAT KHUTH B BUTPUHY (MOHTaX);
ITOCTaHOBKA BUTPUHBI Ha OXpaHy

OJIUH IOKYMEHT

30,0

32

npueM TpeOoBaHMI OT unTareneil B HayuHo-ucciaeoBaTenbckoM OTele
pykoruceli (HWOP), npoBepka kauecTBa HX 3aIllOJHEHHS; POCIHCH B
KHUTE PETUCTPalK TPpeOOBaHUH

OJIMH pa3 B JIEHb

30,0

33

03HAKOMJICHHE C TpeOOBaHMEM, YTOYHEHHE MeCTa XpaHeHHs I10
TOOTpaMIECKOMY yKa3aTelro; BEIEMKa €IMHHIl XpaHEHHUs (el. Xp.) u3
KapToOHa, pa3MEIIeHHe B KapTOHE KapThI-3aMEHHUTENS; IIPOBEpKa
COOTBETCTBUS MIM(pa M 3aroJioBka Ha OOJIOKKE M B TpeOOBaHWH;
MpoBepka (U3MUECKOTO COCTOSHHUS e€l. Xp.; odopMIIeHHE JIMCTa

SIMHAIIA
XpaHEeHUs

3,0
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HCIIOJIb30BaHUA, 3alI0JTHCHUC KHUTYU BblJa4n

34 |mpoBepka NHCTaka €. Xp. MpPH BBAAaYe, YCTAHOBJICHHE HAIUIHOTO OJTH JINCT 0,2
JMCTa)ka C 3alUChI0 B 3aBEPHUTEILHOM JIUCTE M Ha OOJIOJKKE, OTMETKA B
3aBEPUTETBHOM JIUCTE O TPOBEPKE
35 |mpoBepka JHcTaka HpH BblAa4Ye ¢ MepeoOpMIICHUEM 3aBEPHTEIILHOTO OJIUH JIUCT 0,3
JHCTAa C YKa3aHWEM BCeX OCOOCHHOCTEH XpaHAIUXCS B el. XP.
JIOKyMEHTOB
36 | mpoBepka JIMCTaXka MOCJIe BO3BpAIlCHHS €. Xp. U3 YuTaibHOro 3ana (U3) OJIUH JIUCT 0,2
win ot corpyanukos; mias OLl, ¢oto, aBrorpadoB, KOJUIEKIIMOHHBIX
JIOKYMEHTOB - 00s13aTeNbHa
37 |Hymepauuss W TepeHyMepalys JHCTOB NpH BblAAYe €I. Xp. I OJIVH JICT 0,3
UCTIONIB30BAHMS C COCTaBICHHEM Pa3BEPHYTOTO 3aBEPUTEIBHOTO JIUCTA C
BBIHECEHHEM BCEX OCOOCHHOCTEH IOKYMEHTOB
38 |mmdpoBka OO0JOXKEK €1. Xp.; CBEpPKa 3arojioBKa €. Xp. C OIHUCHIO; eIMHUIIA 2,2
npoctasnenue mramna HUOP u ero 3anonHeHne XpaHEeHUs
39 | opopmireHEE 0070KEK (OT PYKH): PA3IMHOBKA TOBEPXHOCTH OOJIOXKKW; eMHUIIA 6,0
HalvcaHue Ha OOJIOXKKE HAaWMEHOBaHMA (OHIA, 3aroJioBKa exn. Xp., XpaHEHUS
KpalHHX JaT, KOJHMYECTBAa JINCTOB M JOKYMEHTOB B COOTBETCTBHUH C
OIIUCHIO
40 |npueM M TPaHCIIOPTHUPOBKA €Jl. Xp. U3 U3 B XpaHWIIHUIIE M U3 XPaHHIHIIA eMHUIIA 15,0
B U3 XpaHEeHUs
2.11. Belzaua KOMIDIEKTOB IOKYMEHTOB BO BPEMEHHOE IT0JIb30BaHHE TOAPA3/IENCHUSIM OHOIMOTEKH
Tabmuma 33
N HawnmenoBanwue npornecca, onepamnuu. CocTaB pabOThI Enuanna Hopma
n/n M3MEpeHus BpPEMEHH, MUH.
1 2 3 4
1 |odopmieHne 3asiBKH/akTa Ha KOMIUIEKT JOKYMEHTOB, NepeqaBaeMblil B | OJHA 3asBKa, aKT 30,0
CTPYKTYPHOE HO/Ipa3ielieHne
2 | moadop MOKYMEHTOB B KOMIUIEKTBI; PETUCTPAIHS BBIJIJAHHBIX JOKYMEHTOB | OJMH KOMIUIEKT 10,0
B y4ETHBIX opMax
3 |Bblaua KOMIUIEKTOB JOKYMEHTOB; OTMETKa Ha KHIKHOM (GOpMYJsipe | OJHMH KOMIUIEKT 5,0
(MHOMKaTOpe) NMaThl BBIAAYM, JAHHBIX IOAPA3ACICHHS, IOIYyYaIOIIero
KOMIUIEKT; OTMEeTKa B KHHMI€ BBIa4d JaThl BbIA4d, JaHHBIX
MOJIpa3/ieNieHus, MOIYYaroIIero KOMILIEKT; OTMETKA B AKTe Tepeaayn
4 | mosmy4yeHHE KOMIUIEKTOB JIOKYMEHTOB OT CTPYKTYPHBIX INOJpa3AeieHHH; | OJIUH KOMIUICKT 18,0
MOUCK KHIKHOTO (opmyisipa (MHAMKATOpA); IOTalleHHE OTMETKH O
BbIJjaye, BJIIOKEHUE €ro B JIOKYMEHT; NIPOBEPKa (PU3MYECKOTO COCTOSHUS,
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nepecyeT JMCTOB, CBEPKa C AxtoM nepeaaqyu; mnorameHue OTMCETKHU O
BbIJa4€ B KHUI'C BblJa4U; I€peiada JTOKyMCHTOB Ha C6pOCKy

2.12. Ob6cmyxrnBaHHE TIIONB30BATENCH NOKYMEHTaMH B YHTAJIFHOM 3aje, 3aje C THOPUIOHBIM OOCITYy)XMBaHHEM, 3alie
ANEKTPOHHBIX PecypcoB, 3aie "MHTepHeT", 3aje crnennann3upoBanHoro otaena. [Ipuem 3akazoB mo tenedoHy U3 ropoaa

Ta6muma 34

N HammenoBanwne npomecca, onepanui. CoctaB pabOTHI Ennanma Hopma

n/m HU3MEpeHUs BpPEMEHH, MUH.

1 2 3 4
OO0cnyXMBaHUE MMOJIL30BATEIICH OMOINOTEKU:

1 |mpoBeJeHHE KOHCYNIbTAallMHM, Oecelbl C YHTATEeJIeM [0 TMPAaBWJIAM | OJHUH YUTATEIh 3,6
00CIy)KMBaHHsS B YHTAIBHOM 3aji¢ U MPEIOCTABISEMBIX YCIyrax, IIo
HCIIOIb30BAHHIO CIPABOYHO-OMOIHOTrpaduueckoro amnmapara u (GpoHIOB,
JNEKTPOHHBIX  PECYpcoB, HHPOPMHUPOBAHHE YHUTATENS] O HOBBIX
MOCTYIUICHUSAX

2 |xoHcynbranuu 1o pabore c¢ IIK B uyurampHOM 3ane, mo paboTe B| OJAWH YHMTATENb 2,0
SJIEKTPOHHON OHOIMOTEKE

3 |mpuem 3aka30B  moib30BaTeded HA  M3JAHHS M3 OCHOBHOTO OJTMH 3aKa3 1,0
KHUTOXPAHWJIMINA; TPOBEPKA TMPABUILHOCTH 3allOJIHEHUS TPeOOBaHUS;
peructparus

4 | mpuem 3aka30B 10 TesneoHy U3 ropojaa OJIMH 3aKa3 50

5 |momyuenue mOKyMeHTa, 3aKa3aHHOTO YUTATENIEM B CIIELMAIN3UPOBAHHOM | OJAMH JOKYMEHT 0,9
(boHie/anTaIBHOM 3alle

6 |paccraHoBKa M3/aHHUN HA OPOHEMOJIKAX YMTAIBHOTO 3aja, MOCTYMHUBIIKUX | OJHMH JOKYMEHT 0,4
13 KHUTOXPAaHUITUIIA 10 3aKa3aM MoJib30Bareieit

7 |mombop MJOKYMEHTOB Ha OpOHEMNOJKe, 3aKa3aHHBIX M3 OCHOBHOTO | OJMH JOKYMEHT 0,47
KHUTOXPAHWIUIINA; ITepeada Ha kadenpy Bbiadu

8 | moadop MOKYMEHTOB B 110JICOOHOM (hOH/IE UMTAIBHOTO 3a/1a; Iepejaya Ha | OJMH JIOKYMEHT 2,0
kadenpy BbLIauu

9 | moadop MOKyMEHTa B XpaHEHUH CHEHUATU3MPOBAHHOTO (OH/A; OTMETKA | OJMH JTOKYMEHT 10,0
Ha TpeOoBaHMM; Meperadya JOKyMeHTa Ha Kadeapy BeIIauH

10 |odopmiieHHE BBIIAHHOTO JHCKA OJIMH JUCK 5,0

11 |perucrpaumsi B KOMIBIOTEPHOH MpoOrpamMme, MPOCYET JIUCTOB M | OIMH JOKYMEHT 9,0
(U3MYECKOr0 COCTOSIHUS IOKYMEHTa

12 |ycraHOoBKa MecTa HAaxOXACHUS  HCHAWJACHHOTO  JOKYMCHTa I10| OIHMH JOKYMEHT 22,0
CHPaBOYHBIM KAPTOTEKAM, KaTajaoraM, perucTpanus 0TKa3oB
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13

HOZIGOp YUTATCJIbCKUX KapTOUCK [Jid BIUCBIBAHUA JOKYMCHTOB Ha
TeKyHII/[ﬁ JACHDb; MOANIMCAHUEC KAapPTOYCK Y 3aB. OTACIIOM O JOIYCKE B OTACT
HHNOP

OJlHa KapTo4Ka

10,0

14

BbIIa4a JOKYMEHTa YHUTATENIO: CBEpKa BBIAABAEMOIO IOKYMEHTa C
YUTATETIbCKUM TpPEeOOBaHMEM; IpOBEpKa HAIWYUs CTPaHHUL/KaIpoB
MHKPOQHIEMa, MUKPO(QUII, COIep)KaHHEe KOMIIAKT-IHCKa; CUUTHIBAHUE
mTpuX-Koga (IpH 3JIEKTPOHHOM 3akasze) B Moxayne "mupkyisamua” JK;
OTMETKa KHHTOBBIIaYH Ha KOHTPOJIBHOM JINCTKE

OIWH TOKYMEHT

1,8

15

mpueM JIOKyMEHTa OT 4YHTaTeNisi: CBepka ero ¢ TpeboBaHUEM
(KOHTPOJILHBIM JIUCTKOM), TIPOBEPKA COXPAHHOCTH JOKYMCHTA, HATAYHS
CTpaHUI/KaaApOB MHUKpPOGWIbMa, MHUKPOQHII, COACpPKAHUE IUCKA,
CUYMTBIBAHUE IITPUX-KOJA (MIPH JICKTPOHHOM 3aKa3e), BHECCHHE OTMETKH
0 MpHeMe Ha KOHTPOJIBHOM JICTKE

OJUH TOKYMCHT

15

16

nepeaya/TpaHCIOPTHPOBKA/IOCTaBKa TOKYMEHTA, CIAHHOTO YHUTATENIEM,
B CIIELMaIM3UPOBAaHHbBIN (DOHI; OTMETKA O B3auMoOpacyeTe 00CITyKUBaHUS
1 KHUT'OXpaHCHUA

OJUH TOKYMCHT

1,0

17

BBIICHGHHE I10 MOBOJY 3aKa3a M IIPOJUIEHHE CpPOKa MOJIb30BaHUS
JOKyMEHTaMH 110 TesieOHy

OIMH 3aI1poc

1,0

18

BbISICHCHUE 110 TMIOBOJAY 3aKada MW TMPOJJICHUE CpOKa I0JIb30BAHUA
JOKYMCHTaMH I10 BHGKTpOHHOﬁ Io4Te

OJIMH 3a1pOC

2,0

19

obecrnieueHue KOHTpPOJIA 3a CPOKaMH II0Jb30BaHUA JOKYMCHTAMU U3
OTACa XpaHCHUA

OJMH 3aI1poc

0,8

20

MPOJAJICHUEC CPOKa IMOJb30BaHUA MTOKYMCHTA: MOUCK KapTOUYKH, BHCCCHUEC
OTMETKHU O MPOJJICHHUN CPOKaA IMOJB30BaHUA; IIPOJAJICHUEC T10 Teﬂe(i)OHy

Ha OJIUH JICHb

30,0

21

IIPOBEpPKa 3aJ0JDKCHHOCTHU YUTAJIbHBIX 3aJIOB OTHACIY XPAaHCHUSA; CBCpKa
HpeHLHBHCHHOﬁ 3aJ0JDKCHHOCTH C HOKyMCHTaHHeﬁ YHUTAJIBHOI'O 3aJ1a

OJHWH NOKYMCEHT

5,0

22

pa60Ta C OTKazaMM; KOHTPOJIb CPOKOB INOCTYIUICHUS OTKA30B; IMPOBEPKaA
000CHOBaHHOCTH OTKa30B; YUCT OTKAa30B

OJIMH OTKa3

0,8

Briraga xonmm JOKyMEHTa U3 3JEKTPOHHON OMOIMOTEKH, pean30BaHHOM
B CHCTEME 3aLIMIIEHHOTO IPOCMOTPA, [0 3aIPOCy MOJIb30BATEN:

23

O(l)OpMJ'ICHI/IC 3dKa3a Ha KOIMMPOBAaHUEC

OJTUH 3a1pOC

2,0

24

pacredaTka JOKyMEHTOB IO 3aIIpocaMm I0JIb30BaTenei

OJIUH JIUCT

1,0

25

QJICKTPOHHOEC KOIMMPOBAHUC! IIOUCK JOKYMCHTa, COXpPaHEHHOI'O
MOJIb30BAaTCICM; MPOBEPKaA (1)&171.]1& AJId KOIIMPOBAHHSA, DJJICKTPOHHOC
KOIMMPOBAaHUEC; MPOBEPKA, BblJa4a HOCHUTCIIA MOJIB30BATCIIIO, 110 3aIllpoCy
IIOJIH30BATEIIS - 3aIIMCh Ha ONTHYCCKUI KOMITaKT-JHUCK OuOIMOTEKH

OJTUH 3a1pPOC

10,0

2.13

. Bayrpennss pabota

Tabmnuma 35
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.

1 2 3 4
[MoaroroBka K BbIIaYE TOKYMEHTOB!

1 |mpoBepka OpOHENOJIOK C OTJIOXKEHHBIMH JIOKYMEHTaMH (110 HOMEpaM | Ha OJIUH JAEHb 10,0
YHUTATENHCKUX OUIIETOB, IO CPOKAM)

2 | cOpocka TOKyMEHTOB (TI0 CpOKaM) OIIMH TOKYMEHT 0,2

3 |paccranoBka (hopMyJIsIpOB uuTaTeNel (IO CpokaM, HOMepaM, andaBuTy, | oauH GopMyIsp 0,3
muppam); paccTaHOBKA KOHTPOJBHBIX JIUCTKOB MOJB30BaTelieil 110
HOMepam

4 |mogBemeHue WTOTOB PabOTHI 3a MPOIICAIINI [IeHb, BHECCHHE 3aIlUCH B Ha OJVH JIE€Hb 12,0
JHEBHHK/JIHCTHI ydeTa

5 | moadop MOKYMEHTOB IO MpeIBapUTEIbHBIM 3aKa3aM YNTATENICH U IUIaHaM |  OJIMH JIOKYMEHT 10,0
YTEHHS

6 | mpocMOTp HOBBIX MOCTYIUICHUH ISl pEKOMEHIALNH YUTATEISIM OJIVH IOKYMEHT 3,0

7 |mpocMoTp (TpoBepKa TPaBUIBHOCTH PACCTAHOBKM) KHHT OTKPBITOTO | HA OJWH JICHBb 5,0
noctyna B U3

8 | mpoBepka Hamuuus onucel B yntansHoM 3aine HOP Ha OJTHY HEJIEINI0 60,0

9 |3amonHEHHE JIMCTOB 330JKEHHOCTH Ha OJIUH JEHb 5,0

10 |mpoBepka BbIIAHHBIX U3JAHUIT [0 JINCTAM 33JI0JKEHHOCTH OJIMH JIOKYMEHT 1,0
Pabora c oTkazamu:

11 |yuer u wiaccuduKauus OTKA30B: OTMETKAa Ha JIMCTKE YHTATEIbCKOIO OJIMH OTKa3 0,2
TpeOOBaHUS MPUUNHBI OTKA3a

12 | mpoBeneHue MOMCKa JOKYMEHTA, OTCYTCTBYIOIIETO MO HEYCTAHOBIICHHOW | OJUH JOKYMEHT 40,0
MIPUYNHE

13 |paccranoBka YUTATENBCKUX TpeboBaHMI B KapTOTEeKe | OJHa KapTouka 0,3
"HeyJOBIETBOPEHHBIH cripoc”

14 |aHanu3 0TKa30B, COCTaBJICHHE CBOJKH OTKa30B (II0 MPUYMHAM OTKa3a M OJTHa CBOJIKA 16,0
MepaM UX JIMKBUJIAIMU U TIPEyPEKICHNUS )

15 | cocraBienne 6ubIMOrpaduIecKoro ONMUcaHus Ha JOKYMEHTHI, HMEIOIINE | OJHA KapTOukKa 2,4
HauOobllee  YHMCJIO  OTKa3oB; Iepejadya KapTOYKd B OTHEN
KOMIUIEKTOBaHHS

16 |cocraBieHHEe KapTOTEKH OTKA30B, TPOBEPKA M MMOMCK MO (OHIY, OTMETKA | OJHA KapTOUYKa 54,0
B (OopMyJIIsIpe U B KAPTOTEKE OTKA30B 10 PE3yIbTaTaM IPOBEPKU
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2.14. Ob6cnyxuBanne 10 MexOubnmoregnomy abonementy (MBA). OOcmyxuBaHHEe 10  MEXKIYHAPOIHOMY
MexOnodaroTeuHoMy aboHemeHTy (MMBA)

Tab6muma 36
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
IIpuem 3aka3oB:
1 |peructpanusi abOHEHTOB B aBTOMaTU3UPOBAHHOI cHCcTEME OJIVH 3aKa3 10,0
2 |mpmeMm 3aka30B OT 3apyOCKHBIX a0OHCHTOB B aBTOMATH3HMPOBAHHOW OJIIMH 3aKa3 5,0
CHCTeMe: pacredaTka OJlaHKa-3aKkas3a; MHu(ppoBKa
3 | odopmieHHe 3aKa30B MO UPKYIIAIIUH OJITUH 3aKa3 5,0
4 | momy4eHue JOKYMEHTOB; 00pabOTKa B aBTOMAaTH3NPOBAHHON CHCTEME OJIVH IOKYMEHT 5,0
5 |pabota c oTkazamMu: U3MEHEHHE CTaTyca B CHCTEME, YKa3aHHe MPUYHHBI OJIMH OTKa3 3,0
OTKa3a, n3BelleHre aboHeHTa 00 0TKa3e
Bbitaua TOKyMeHTOB:
6 |odopmieHne TOKYMEHTOB K BBIIaUYE OIIMH TOKYMEHT 5,0
7 |ormpaBka: B3BeIIMBaHHE OaHIEpOJIeH; HAKJIEUBAHKUE aIPECHON ITHKETKU | OAMH OaHAEpOib 7,5
W IITPHUX-KOJIa; MPOCTABJICHHE TIeYaTel; yIaKoBKa
8 |cocTaBneHHe MEKIYHAPOIHOTO CIHCKA (5 3K3EMILISAPOB) OJIMH CIIMCOK 6,0
9 | oopmiieHHE TOKYMEHTOB JUIsSl TAMOKHU OJIMH JIOKYMEHT 50
10 |cocraBieHue CIIUCKAa HA3BaHUH, OTIIPABISAEMBIX JOKYMEHTOB OJIIMH CITUCOK 10,0
11 |pabGota ¢ 3aJ0KEHHOCTBIO: COOOIIEHHWE a0OHEHTY O 3aJepiKKe OJTHO TIHCHMO 5,0
JIOKyMeHTa; paboTa ¢ IMCTaMH1 3a/I0JDKEHHOCTH
Ob6ciyxuBanue ynrareneit mo MBA (MexmxyHapo HBIN a00HEMEHT):
12 | mpuem 3aka3oB: mpocTaBieHNE HOMepa OMOIMOTEKH, Ky/la HAlpaBIIseTCs OJIUH 3aKa3 5,0
3aKa3, HOMEp 3aKa3a; reyarb OJaHKa-3aKasa
13 | ormpaBka 3aKa30B B MEXKIyHapOIHbIe OUOIHOTEKH OJTMH 3aKa3 7,0
14 |pabora c oTKa3aMu OJIMH 3aKa3 3,0
15 |monmydeHne [OKYMEHTOB JUIS 4WTaTelei: odopMmieHne KapTOYKH, | OIHH JOKYMEHT 15,0
KOJIMYECTBO IOJYYEHHBIX 3K3EMIUIIPOB; MMPOCTaBJICHHE JaThl BO3BPATa,
3aI0JTHEHNE JICKJIAPaIiN AT YUTATEIs
16 |BosBpar nokymeHtoB u3 Y3: mpoBepka BcEX IIyHKTOB JAEKIApalMM; | OJMUH JOKYMEHT 5,0
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nepeaaya JOKyMEHTOB Ha OTIPABKY

17

OTIpaBKa: B3BCIIMBAHUE OaHIEpOIEH; HAKICHBAaHNUE aPECHOM STHKETKU
U IITPHUX-KOJa; TPOCTABJICHHUE TIeYaTeH; yIaKoBKa

onuH OaHIEepoIh

7,5

O0cnyxuBanue yutareneil onomuorexu mo MBA:

18

NOJIYYCHHUC 3aKa3a U3 YUTAaJIbHOT'O 3aJ1a

OJIMH 3aKa3

3,0

19

3aIl0JIHeHHEe OJaHKa-3aKa3a; IPOCTABICHHE PETHCTPAlMOHHOTO HOMeEpa,
JaThl

OJIVH OJIaHK

2,0

20

YTOYHCHHUC YKa3aHHBIX YUTATCIIEM CBEJICHUM O 3aKa3aHHOM JOKYMCHTC,
1CJIn 3a1poca, UICTOYHUKA, OTKY/Ja MMOJTYUCHBI CBEACHU A

OJIVIH TIOKYMEHT

3,0

21

oubnmorpadudeckas qopaboTka 3aka3a; YTOUHEHHE OMOIHOTpadIIecKux
CBEICHUM; YUYeT ITOJYYSHHBIX H OTPaOOTaHHBIX TPEOOBAHUM

OJIMH 3aKa3

20,0

22

MpOBEpKa HaJW4Msl 3alpalinBaeMoro JOKyMEHTa B OMOIHOTEKaxX ropoja,
o0nacTu, peruoHa, CTpaHbl, MUpa, B TOM YUCIIE M0 CBOJHBIM KaTajloram

OJIVIH TIOKYMEHT

8,0

23

3aKa3 u3JaHus 1o 3HCKTPOHHOI>‘I II0YTEC, 3aIllOJIHACTCA 3J'IeKTp0HHLII7[ OJaHK
WK B BUJAC MTPOU3BOJIBHOTO MMCbMa

OIIMH TOKYMCHT

7,0

24

3alMCh CBEACHWH O HamNpaBiIeHWH 3aka3za mo MBA (HamMeHOBaHUe
O0ubmoTekw, naTa) Ha 000POTHOW CTOPOHE OJlaHKa-3aKa3a

OJIMH 3aKa3

3,0

25

noMenieHne 61aHka-3akas3a B "Kaproreky 3anpocoB unrateneii mo MBA"
3a pazmenureneM "3ampocsl mo MBA, HampaBneHHBIE B ApyTrue
oubnrorekn"”

OJIMH OJIaHK

1,0

26

MOJyYeHHe JOKyMEHTa OT YHTaTesii B YNTAJIbHOM 3alie; CBepKa
JOKyMEHTa C OJaHKOM 3aKa3a, INpOBEpKa COXPAaHHOCTH JOKYyMEHTa,
BHECEHHE OTMETKH O Iepesaye B COOTBETCTBYIONIMH OTIEN B KHUIE
perucrpanyy; IOJNydeHHEe JOKyMeHTa, IpuciaHHoro 1o MBA;
pacrieyaTtka OaHIIEpOIIH, TPOBEPKA COCTOSHUS JOKYMEHTA, OTMETKA JaThl
MOJTy4eHWss W  Ha3BaHUs  OMONMOTEKHW, BBICIABIIEH  JTOKYMEHT,
MHBEHTApHOTO  HOMEpa,  CpoKa  MOJb30BAHUS;  IEpPECTaHOBKA
OnaHKa-3aKasa U3 pasjerna kaproreku "3anpockl o MBA, HampaBieHHbIe
B Apyrue 6ubsmorexkn” B pazaen "Ilomydennsie mo MBA u3nanus”

OIIMH TOKYMEHT

5,0

27

BbIJIa4ya NoJiydeHHBIX 10 MBA u3 unrtanbHOro 3aj1a; cBepka Bbl1aBa€MOI0
JIOKyMEHTa ¢ OJIaHKOM-3aKa30M; TIPOBEpKa HAIWYMsl CTpaHUI] |
COCTOAHUA )IOKyMeHTa; OTMETKA BbIIa4YU

OJIUH IOKYMEHT

1,0

28

neperada M3laHUA  I0CIEe
MUKpoduieMupoBanue (M/d)

BO3BpaTa M3 YUTAJIBHOI'O 3aJla Ha

OJIHO U3JaHHC

5,0

29

BO3BpaT M3JaHMA IOC]e MUKPOQIIBMHPOBAHUS, MPOCTaBiIeHUE MmHuppa

M/

OIHO HM3JaHuC

50

30

MOATOTOBKA K OTMpaBKe JOKYMEHTOB B OHOMHOTEKY-(hOHIOACpKATEITH
3aKa3HOM OaHJEepONIbI0; YIakoBKa OaHAEpONIM, B3BEIIMBAHHE €€,
HaKJICMBaHUE MapKH (€C/IM HET LEHTPAIN30BAHHON OIJIATHI MIEPECHUIKN);

OIWH 3aKa3

12,0
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HalMCcaHue a/Ipeca, COCTaBICHUE OITUCH
31 |pabota ¢ oTKa3zaMH - IpH MOIYICHUH OT OMOTMOTEKU-POHTOAEPIKATEIS OJIIMH 3aKa3 6,0
U3BeLICHHsT 00 OTKa3e WM 3aJepiKKe BBINOMHEHMS 3alpoca: YCTAaHOBKa
OJaHKa 3aKa3a C yKa3aHMeM IPHYMHBI M JaThl OTKa3a B KapTOTEKY
"Otkassel mo MBA"
32 |coobmenne B OTHeN OOCIYy)KMBaHHMs O TOJIYYeHMHM OTKasa (nara, OJIVH OTKa3 2,0
MIPUYIHHA)
Oo6cnyxuBanue aboHeHTOB 10 MBA:
33 |momyyeHme 3aka3a: a0OHEHT OOpaTHWIICS B TEKYIIEM TOIY BIIEPBEIC: OIIMH OTKa3 0,5
NPOCTaBIICHUE B KAPTOUKE Tr0Jia 00paIleHus, JAThI
34 |odopmiicHre abonHeHTa (OpraHu3anus paHee HE aOOHHUPOBANACH):| OAWH aOOHEHT 12,0
perucrtpanus abOHEHTa B aBTOMATH3MPOBAaHHOW CHCTEME; 3aKJIIOUCHHE
JIOrOBOPA; COTJIACOBAHKE C IOPUANYECKUM OTAEIOM
35 | paccTaHOBKa PErHCTPALIOHHBIX KAPTOUYEK B KAPTOTEKE OJIHA KapTO4Ka 8,0
36 | moctaBka TpeOOBaHMI B CIICIIUATU3UPOBAHHBIC (YOHIBI 0JIHO TpeOOBaHUE 10,0
37 | moctaBKa M BO3BpAT JOKYMEHTOB B CIICIMAIN3UPOBAHHBIC (POHIBI OIIMH TOKYMEHT 10,0
38 | mmdpoBka 3aka30B aOOHEHTOB, MOIOOpP OJAHKOB-3aKa30B IO an(aBUTY, OJIIMH 3aKa3 4,0
NpOBEpKa HAJMYHKS JOKYMEHTA 110 KaTalory
39 |oTmpaBka JAOKyMeHTa abOHEHTaM: yIakoBKa OaHAEPOJIH, B3BEUIMBAHUE, OJIMH 3aKa3 12,0
HaKJIeMBaHUE MapKH, HallMCaHWe ajpeca; COCTABJIEHHE  OIHCH,
TPaHCIIOPTHPOBKA B IPYIIIY OTIIPABKH
40 |oubmumorpaduyueckas nopabOTKa HEBHIIOJHECHHBIX 3aKa30B; YTOYHECHHE OJIIMH 3aKa3 20,0
Oubnmmorpayeckux CBEACHHH [0 CHPABOYHBIM HW3JAHUSM; y4eT
MOJyYEHHBIX U OTPa0OTaHHBIX 3aKa30B
2.15. Pabota ¢ mocTOsTHHOM AKcTo3uIet My3es KHUTH
Tabmmma 37
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/n H3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
1 |peskcriosunms (KOPPEKTHPOBKA pa3JeioB TEMAaTHKO-YKCIIO3UIMOHHOTO | OAWH HKCIIOHAT 96,0
IUIAHA, BBISIBIICHHE MATEPHAIIOB [UIsl SKCIOHHPOBAHMS, 1T0100D)
2 |3aMeHa OTHEIbHBIX JKCIOHATOB IO YCJOBHUSIM XpaHeHHs (BBISBICHHE,| OJHMH SKCIOHAT 80,0
0oTOO0D)
3 | MOHTaXK, JEMOHTAX OJIMH DKCIIOHAT 24,0
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AHHOTUPOBAHUEC HOBLIX 3KCIIOHATOB

OJIMH 3KCIIOHAT

12,0

pEelaKTHpOBaHWE W 3aMEHa (IeJarts,
9KCIIIMKALUH B 9KCHO3UINN

opopmIIeHHE) AaHHOTAIMH U

OJHH 3KCIIOHAT

18,0

HpI/IMe‘{aHI/IeZ pa60T51 OIMUCBIBAIOT KOMIIJICKTOBAHUEC, YUCT, COXPAHHOCTh HCKHMKHBIX MaTCpUaIoOB My3eﬂ KHUTI'U.

2.16. CripaBoyHast 1 uHGOpMaLMoHHas paborta

Tabauna 38

/o

HaunmenoBanme mnponecca, onepanuu. CocraB pa6OTLI

Enqununa
U3MEpeHUs

Hopma
BpPEMEHH, MUH.

2

3

4

VY4eT NOCTYNMBIINX BTOPUYHBIX JOKYMEHTOB (KapTO4eK):

BBIABJICHUC HCBBITIOJTHCHHBIX
HCBBIIIOJIHCHHBIC 3aKa3bl

3aKa30B, COCTaBJICHHUEC  3asBKM  Ha

Ha OJHY HEIACIIIO

840,0

Opraanzanus crpaBoYHO-OnOIHOTpadryeckoro ammapara (CBA):

cocTaBjIeHHe OUOIHOTrpaduecKon 3anucu

OJIH IOKYMEHT

2,3

IIpocmoTp 1 0T60p KapTouek B CBA B LensIX U3bATUS WU TIEpEeMEIICHHSI
(BTOpHYHBIH 0TOOD):

U3BATHE U3 KATaJOTOB M KAPTOTEK KApTOUEK Ha JOKYMEHTHI, CIIUCAHHbIC
u3 (oHmA;, TPOCMOTP KpacBemyecKHX, OuOnmmorpaduyecknx
(bakTorpauyecKux KapTOTeK; U3BATHE U3 HUX KapTOYCK HA JTOKYMEHTHI,
NOTEpSBIINE LIEHHOCTh, IIEPEBEICHUE KAPTOYKH B apXHBHbBIC KapTOTEKH
(YHUUYTOXXEHHE);  BHECEHHE OTMETKM B  OJKypHajle ydera H
PETHCTPALIMOHHOM KapTOTEeKe; H3BSTHE M3 KATalOrOB M KapTOTEK
KapTOYeK Ha JOKYMEHTHI, CIIMCaHHbIe 13 (poHIa

OJTHO Ha3BaHHUEC

1,0

Opranu3zanus KapTOTEeKH MEPCOHATUN U TEMATUIECKON KapTOTEKH:

OTpENICIICHUE U COCTaBICHHUE TIIEPEYHs JIHI, CBEIACHUS O KOTOPBIX
OTPaXAIOTCSI B KApTOTEKE; MPOCMOTP HWH()OPMAIMOHHBIX W3IaHUH,
MEPBUYHBIX JIOKYMEHTOB, OTOOpP JOKYMEHTOB JIIs BKIIOYCHUS B
KapTOTEKY; COCTaBJICHHE aHAJUTHYECKOTO AHHOTHPOBAHHOTO
OuOIIMOrpaUIECKOTO ONMCAHUS TOKYMEHTA

OJlHa KapTOTCKa

15,0

MPOCTaBJIeHUE KBATH(PHUKAITMOHHBIX HWHAEKCOB, MOAOOp KapTOUYeK II0
nHaexcam (andaBuTy) W paccTaHOBKA KapTOYKH B WH(POPMAIMOHHBIN
MacCHB

OJHa KapTOTEKa

4,0

TEeXHHYECKasl U CosiepKaTesibHas 00paboTKa JOKyMEHTOB JUIsl BKIFOUESHUS
B KapTOTEKY; PACCTaHOBKA KapTOYKH 110 andaBUTy (paMWINi aBTOPOB U
10 BUAM JOKYMEHTOB

OJIMH JOKYMEHT

3,0

TEXHUYCCKOC PCAAKTUPOBAHUC KAPTOTCK: MNPOBEPKA COOTBETCTBUA

OJlHa KapTo4Ka

2,0
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CTPYKTYpBI, coAepKaHHs M OQOpPMIIEHHS KapTOYEK B COOTBETCTBUH C
TpeOOBaHMSIMHM JaHHOM KapTOTEKH; 3aMEHa BETXUX KapTo4eK |
paznenurencii

2.17. DxcKypCcHOHHAS NI TEIHHOCTD

Tabmuma 39
N HammenoBanwne npomecca, onepanui. CoctaB pabOTHI Ennanma Hopma
n/m N3MEpEHNUs BpPEMEHH, MUH.
1 2 3 4
DKCKypCHSs 110 SKCIIO3UIINU My3€sl KHUTH:
1 | o030pHAas SKCKypCHS OJITHA PKCKYPCHUS 60,0
2 | 3KCKypcus ¢ HOAOOPOM U ITOKa30M KHHUT OJTHa 3KCKYpCHs 300,0
2.18. TIpoekt "AnTUmnaruar"
Tao6muma 40
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enunnna Hopma
n/m N3MEpeHNst BpPEMEHH, MUH.
1 2 3 4
OdopmiieHre 1 y4eT TOKYMEHTOB JUIs OKa3aHHs YCIIYT:
1 |momyyeHwe W TPOBEpKa JOTOBOPOB, 3aKIIOYCHHBIX C (DU3UYCCKAMH | OIUH JOKYMEHT 60,0
JUNAMM, YUTATeIIMH OMOMMOTEKH, MO OKa3aHMIO YCIYT, CBA3AaHHBIX C
UCTIONIb30BAaHUEM  3JIEKTPOHHBIX  pecypcoB (OP) W 3IeKTpOHHBIX
oubamorex (O6)
2 |BbIrpy3ka  peecTpa W3  aBTOMAaTU3MPOBAHHOW  CHCTEMbI  TI0 OJIMH peecTp 15,0
c(hOpMUPOBAHHBIM JIOTOBOpPaM, 3aKIFOUEHHBIM C (PU3NYECKHMH JIHIAMHU,
YUTATENSIMH ~ OMONHMOTEKH, MO0 OKAa3aHUIO YCJIyr, CBSI3aHHBIX C
ncnons3oBanueMm OP u Ob
3 |cBepka JaHHBIX [0 TIOCTYNHUBIIMM JIOTOBOpAaM, 3aKIIOYEHHBIM C OJTHA CBEpKa 40,0
($U3MYECKUMH JMLAMH, YUTATeISIMA OMOJIMOTEKH, 10 OKa3aHWIO YCIYT,
CBA3aHHBIX ¢ ucnonb3oBanueM OP u OB, ¢ peecTpoM, BEIFPYKEHHBIM U3
ABTOMAaTH3MPOBAaHHOW CHCTEMBI
4 |mpuem 3asBKM OT IOPUIMYECKOTrO JIMIA Ha 3aKJIIOYeHHE JOrOBOpa MO | OJUH JOKYMEHT 15,0
OKa3aHUIO YCIIYT, CBA3AHHBIX C UCTIOIK30BaHUEeM DP u Db
5 |moaroroBka TEKCTa MJOrOBOpa TIO OKAa3aHWIO YCIYr, CBS3aHHBIX C| OIWH JOKYMEHT 15,0
ucnonp3oBanueM OP n b
6 |corsacoBaHme J0roBopa IO  OKa3aHMIO  YCIYr, CBSI3aHHBIX C| OJMH JIOKYMEHT 300,0
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ucnons3oBanueM OP u Db

7 |permctpamus 1OOTOBOpa IO  OKa3aHWIO  YCIYT, CBA3aHHBIX C| OJWH JOKYMEHT 60,0
ncnons3oBanueMm OP u Db

8 |3amonHeHue TpeOoBaHWs Ha odopmieHHEe (DUHAHCOBOTO MOKYMEHTa K| OJHMH JOKYMEHT 30,0
JIOTOBOPY IO OKa3aHMIO YCIYT, CBA3aHHBIX C UCMONb30BaHueM OP u Db

9 |mpoBepka oQopMIEHHOTO (HHAHCOBOTO JOKyMEHTAa K JOTOBOPY Ha| OJMH JOKYMEHT 15,0
OKa3aHHe yCIYT, CBA3aHHBIX C HCIoNb30BaHueM OP u Db

10 |mommmcaHme OKYMEHTa IO OKa3aHHWIO YCIYT, CBA3aHHBIX C| OJIWMH JOKYMEHT 960,0
rcnoiss3oBanueM OP u Ob

11 |BHeceHHe B peecTphl yueTa NepBHYHBIX JJAHHBIX O JIOTOBOPE 0 OKA3aHUIO | OJUH JOKYMEHT 30,0
YCIIYT, CBSI3aHHBIX C UcTOb30BaHueM OP u Db

12 |ckanmpoBanme OGOpPMIICHHOTO JOKyMEHTa Ha OKa3aHHe YCIYT,| OJIMH JOKYMEHT 30,0
CBSI3aHHBIX ¢ Ucnoib3oBanueM OP u Ob

13 |oTmpaBka MO 3JICKTPOHHOH MOYTE IOPUIMYCCKOMY JIUIy CKaHHPOBAHHOW | OIHO COOOIICHHE 40,0
KOIIMH TOKYMEHTa Ha OKa3aHUE YCIYT, CBSI3aHHBIX C UCMOJIb30BaHHEeM DP
u Ob

14 |moaroToBka TEKCTa JOKYMEHTa O BHECCHHW M3MCHEHHWH B 3aKIIOYCHHBIN | OIMH JOKYMEHT 60,0
JIOTOBOP Ha OKa3aHUE yCIyT, CBSA3aHHBIX C UcNojib30oBaHueM OP u Ob

15 |moaroToBka TEKCTa IICHOBOTO WPEMJIOKCHHS Ha OKa3aHHE YCIYT,| OIMH JOKYMEHT 60,0
CBSI3aHHBIX € HcnoJib3oBanueM DP u Db

16 |moaroToBka TEKCTa akTa K JOrOBOPY 00 OKa3aHUM YCJIYT, CBSI3aHHBIX C| OJMH JOKYMEHT 60,0
ncnons3oBanueM OP u Ob

17 |mpoBepka HaHHBIX HA O(UIIMATFHOM CalTe TOCYNAPCTBEHHBIX 3aKYIOK O |  OJHA 3aKyIKa 20,0
MPOBEICHUN TOPTOBOI 3aKyNKH Ha OKa3aHUE YCIYT, CBS3aHHBIX C
ucnosbs3oBanueM OP u Ob

18 |coxpaHeHue IOKyMEHTAllMHd C O(QHUIMAIBHOTO CalTa TrOCYAapCTBEHHBIX onuH (ain 15,0
3aKyNOK TI0 OOBSABICHHOW TOPrOBOI 3aKylKe Ha OKa3aHHWE YCIYT,
CBSI3aHHBIX ¢ Hcmnosib3oBanueM OP u Ob

19 |mpoBepka MOKYMEHTallMM TOPrOBOM 3aKylKH Ha OKa3aHHE YCIYT,| OJMUH JOKYMEHT 40,0
CBSI3aHHBIX ¢ HcnoJib3oBanueM OP u Db

20 | moAroTOBKA 3asABKM JJISl y4acTHs B OOBSBICHHOW TOPrOBOM 3aKylKe Ha OJIHA 3asBKa 150,0
oHIHATEHOM CalTe TOCYJApCTBEHHBIX 3aKyIIOK [0 OKA3aHWIO YCIYT,
CBSI3aHHBIX ¢ Hcmnosib3oBanueM OP u Ob

21 |Bu3MpOBaHME 3aBKH B COOTBETCTBHH C PETriIaMEHTOM OMOIMOTEKH OJIMH JIOKYMEHT 360,0

22 | moArOTOBKA TEKCTa JAOroBOpa JJisi OPOPMIICHHUS M0 OKOHYAHUIO TOPrOBOM | OJIUH JOKYMCHT 70,0
3aKyNKd Ha OQUIMAIbHOM CaiiTe TOCYIApCTBCHHBIX 3aKyIOK IO
OKa3aHHUIO YCIIYT, CBA3aHHBIX C UCHOJb30BanueM OP u Ob
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23 | pa3MmelneHue 3asBKH Ha O(UIIMATBHOM CaliTe TOCYJapCTBCHHBIX 3aKYIIOK OJHA 3asBKa 40,0

24 |ydacTHe B TOPTOBOH 3aKyIlke Ha O(HIMAILHOM caiiTe TOCYZapCTBEHHBIX |  OZHA 3aKyIKa 120,0
3aKyYIOK IO PETJIAMEHTY SJICKTPOHHON TUTOIIAIKH

25 | MOArOTOBKA TEKCTOB IOKYMEHTOB B COOTBETCTBHUHM C TPCOOBAHUSAME | OIUH JOKYMCHT 360,0
periaMeHTa TPOBEJCHHS TOPrOBOM 3aKyNKH II0 OKA3aHUIO YCIYT,
CBSI3aHHBIX C UcToNb30BaHueM OP u Db

26 | popMupoBaHKE MIATEIKHOTO JOKYMEHTA B OYXTaJlTepCKOM MPOrpaMMe 1Mo | OJIUH JOKYMCHT 30,0
TpeOoBaHUI0 Ha odopmiicHHE (HHHAHCOBOTO MTOKYMEHTa K JOTOBOPY IO
OKa3aHUIO YCIIYT, CBA3AHHBIX C UCTIOIb30BaHueM DP u Db

27 |BBIBOO Ha TedYaTh W3 OYXTanTepcKOd mporpamMmbl C(pOPMHUPOBAHHOTO | OIUH JOKYMEHT 7,0
IUTaTS)KHOTO JOKYMEHTa

28 |mepemava makeTa IUIATE)KHBIX —TOKYMCHTOB Ha  IOJMHCAaHHE B OJIMH TIaKeT 30,0
OyXrajiTepuro

29 | popMupoBaHHEe eXKETHEBHOTO OTYeTa O paboTe MO TMPOCKTY ¥ | OIUH JOKYMCHT 60,0
BBIIIOJIHEHUH YCIIYT, CBA3aHHBIX ¢ UCNOJb30BaHuEM OP u Ob

30 |KOHTPOJb CPOKOB BBHITIOJIHEHHUS YCIIYT, CBSI3aHHBIX C MUCHOJIb30BaHueM DP |  oMH JOKyMeHT 30,0
u Ob

31 | KOHTpPONb WCHOJTHEHWS (PUHAHCOBBIX O0OS3aTENBCTB IO JOTOBOPY HA | OIUH JOKYMEHT 30,0
OKa3aHHe yCIyT, CBS3aHHBIX C Ucnoib3oBaHueM DP u Db

32 |cBepka HCHONHEHHUS OOS3aTENBECTB MO 3aKIIOYEHHBIM JOTOBOpaM Ha | OIUH JOKYMEHT 60,0
OKa3aHHE yCIyT, CBS3aHHBIX C Ucnoib3oBaHueM DP u Db

33 | KOppEKTHPOBKA MaHHBIX B pPEECTpax ydera 00 HCIOJHCHHHM YCJIOBHI | OIUH JOKYMCHT 40,0
JIOTOBOpA TI0 OKa3aHUIO yCIyT, CBA3aHHBIX C UCTOiIb30BaHreM DOP u Db

34 | HampaBJICHHE OPUANYECKOMY JIUIY COOOIIEHHS IO 3JIEKTPOHHOW IOYTE | OJHO COOOIIeHUE 30,0
00 WCTIOJHEHUH YCIOBHH TOTOBOpA IO OKA3aHWIO YCIYT, CBS3aHHBIX C
ucnosbs3oBanueM OP u Ob

35 | dopMupoBaHue MakeTa JTOKYMEHTOB JJIsi HANPABJICHUS OPUANYECKOMY OJIMH TTaKeT 40,0
JIMITY TIOYTOBBIM OTIIPABICHUEM

36 |BBIaya OpWTHHAJIOB 3aKIOYCHHA ¥  KOMIUIGKTOB  JOKYMCHTOB | OJIUH JOKYMCHT 60,0
3aKa34nuKaM Ha PyKd

37 |moAroToBKa KOMIUIGKTA JOKYMEHTOB II0 JOrOBOpaM C IMOJHOCTBIO | OIHUH KOMIUICKT 60,0
BBIMIOJIHEHHBIME ~ 0053aTCILCTBAMK  OKa3aHUSI YCIYT, CBA3aHHBIX C
ucnons3oBanueM DP u Db, g nepenadn B OyXraitepuro

38 |cocraBieHne peecTpa KOMIUIEKTOB JOKYMEHTOB, XPAHSIIUXCSA B apXUBE OJIMH peecTp 60,0
W/WJ TIEPETaBaEMbIX B OyXTaJITEPHIO

39 |cocraBneHue 1 opopMIICHHE apXHUBHOW IAITKK OPUTMHAJIOB JIOKYMEHTOB OJlHa Mamnka 30,0

40 |co3maHue apXWBHON SJCKTPOHHOW KONHHM JOKYMCHTOB C IIOJIHOCTBIO | OJMH JOKYMEHT 40,0
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BBIIIOJTHEHHBIMU ~ 0053aTENbCTBAMU  OKa3aHHs YCIYT, CBS3aHHBIX C
ucnons3oBanreM OP u OB, nepenaBaeMbIx B OyXraaTepHio

41 |mepemaya [OKYMEHTOB B OyXTalTepHIO II0 pPEECTPy KOMIIICKTOB OJIMH peecTp 40,0
JOKyMEHTOB

42 | hopMHupOBaHHE OTYETOB O PE3yJIbTaTax PadOTHI 10 NMPOEKTY OKa3aHWs | OAWH JOKYMEHT 1200,0
YCIIYT, CBSI3aHHBIX € McIoibp30BanueM DP u Ob
WudopmannonHass mnoajiepkka MOJb30BaTelIeil 10 OKa3aHMIO YCIYT,
CBS3aHHBIX ¢ Ucnosb3oBanueM OP u Ob:

43 |tenedoHHBIE KOHCYNBTAIMM TIO OKAa3aHHWIO YCIYT, CBS3aHHBIX C OJIMH 3BOHOK 40,0
ucnonp3oBanueM DP u OB, 1 IopuIndecKuX U QU3NUeCKUX JIHIL

44 | cocTaBieHHE COOOIICHU B OTBET HA BXOJISIIUE 3JICKTPOHHBIC MUChMA 10 | OJTHO COOOIIICHUE 180,0
OKa3aHHUIO YCIIYT, CBA3AHHBIX C UCTIOIb30BaHueM DP u Db

45 | popMupoBaHUE CIIACKA KIMCHTOB JJIS MPOBEICHUS MAaCCOBOW PACCHUIKH | OJHA PACCHLUIKA 1920,0
[0 JJICKTPOHHOM IOYTE MO MPOEKTY OKa3aHUs YCIYT, CBS3aHHBIX C
rcnoss3oBanueM OP u Ob

46 |mOArOoTOBKAa JOKYMEHTOB JUIA NPOBEICHUS MAacCOBOW pPACCBHUIKM TI0 | OJHA pacChUIKa 600,0
MIPOEKTY OKa3aHHs yCIIyT, CB3aHHBIX ¢ HCIoib3oBanueM DOP u Db

47 |mpoBeneHHE MAacCOBOW PACCBUIKM II0 TPOCKTY OKa3aHWs YCIyT,| OJHA PacChUIKA 90,0
CBSI3aHHBIX ¢ HcnoJib3oBanueM OP u Db
Ocy1iecTBieHHe yclyru npenocrasienus goctyna k 9P u Ob:

48 |perucTpamnusi  HOBBIX/aKTHBALMA/ICAKTUBAIMS paHee  pabOTAOIMX OJIHA 3aIHUCh 30,0
IOpUANYECKNX/(DU3MUECKHX JIMI B AaBTOMAaTU3UPOBAHHOM cHCTEME

49 | popmupoBaHUEe COOOIICHUS NPEACTABUTEIIO HOPHUINYESCKOTO JHIAa C| OJHO COOOIIeHUE 30,0
JAHHBIMU AJIs1 akTUBauuu aoctyna Kk OP u Ob

50 |KOHTpOJb 32 OKa3aHUEM YCIIYT, CBSI3aHHBIX C Hcronb3oBanueM OP u Db, OJTHO 60,0
JUTSL FIOpUINYecKUX U pru3udeckux auil ¢ OP n Db, BKiIOYas MOHUTOPHHT | FOpUAHYECKOe/ U3
HapyUICHHsI NPaBHJI OKa3aHUs yCIyT MYECKOE JIUIIO

51 |KOppeKTHpOBKa JaHHBIX O IOPUIMYECKHX JIMIAX B AaBTOMATU3UPOBAHHOM 0JTHA 3aIHCh 30,0
cucreme

52 |BHeceHHE M3MEHEHHH B CIHCOK FOPUIAMYCSCKHX JIHI[, Pa3MEIICHHBINA Ha OJIHa 3aIIUCh 30,0
caiiTe IpoeKTa
Ocy1iecTBieHHE YCIYTH MPOBEPKH TEKCTOBOTO JOKYMEHTa Ha HAJIMYUE
3aUMCTBOBaHHI U3 JJOKYMEHTOB B cocTaBe Db:

53 |BHeceHME B peecTp ydyeTa IEPBUYHBIX JAHHBIX O TIOCTYNHUBIIEM | OJWH JOKyMEHT 15,0
JOKyMEHTE Ha OKa3aHHE YCIyI'M NPOBEPKU TEKCTOBOIO IOKYMEHTa Ha
HaJIMYMe 3aUMCTBOBAaHHUH U3 JOKyMEHTOB B coctae Ob

54 | KOppeKTUPOBKa TAHHBIX B peecTpe ydeTa 00 dTamax BEITIOJHEHHS 3aKaza | OJHUH JOKYMEHT 15,0
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IO OKa3aHUIO YCIYrd MIPOBEPKHU TEKCTOBOTO JOKYMCHTA Ha HaJIN4YUC
3alMMCTBOBAHMH 13 JOKYMEHTOB B COCTaBC 2b

55

pacupeneieHHe NOKYMEHTOB II0 OSKCIIEpTaM JUIl OKa3aHWS YCIyTH
NPOBEPKH TEKCTOBOTO JOKyMEHTa Ha HAJIMYHE 3aUMCTBOBAHHH H3
JOKYMEHTOB B cocTaBe Db

OIWH TOKYMEHT

40,0

56

nepenada JOKYMEHTa OKCIEpPTY Uil OKa3aHUs YCIYTH MPOBEPKHU
TEKCTOBOTO JOKYMEHTa Ha HaJMYWe 3aMMCTBOBAHUN W3 JOKYMEHTOB B
coctase Db

OJIMH JOKYMEHT

15,0

57

NoJyuyeHne ¥ o0paboTKa HSKCIEepPTOM AOKYMEHTa Ha OKa3aHHE YCIIyrd
MPOBEPKU TCKCTOBOI'O AOKYMECHTA Ha HaJIW4YHUC 3aMCTBOBAaHUN W3
JIOKyMEHTOB B cocTaBe Db

OJIVIH TIOKYMEHT

40,0

58

H3yYeHHE KCIIEPTOM CTPYKTYPHI, COCTaBa, COACPIKAHUSA JOKYMEHTA IS
OKa3aHWs YCIYTH TIPOBEPKH TEKCTOBOTO JOKYMECHTAa Ha HaJIH4He
3alMCTBOBAaHUMN U3 JOKYMEHTOB B cocTaBe Ob

OIIMH TOKYMEHT

180,0

59

IIpOBEpKa  OKCHEPTOM  JOKyMEHTa  Ha  HalMuue  IPHEMOB,
MPEMATCTBYIOIIMX  pAclO3HaBaHMIO  TEKCTa  aBTOMAaTH3UPOBAHHOM
CHUCTEMOM M OKa3aHWIO YCIYI'M HPOBEPKH TEKCTOBOTO JIOKYMEHTa Ha
HaJIM4YMe 3aUMCTBOBaHUN U3 TOKyMEHTOB B cocTase Ob

OJVH TOKYMEHT

180,0

60

NIPOBEJICHUE  OKCIIEPTOM  MEPBHYHON  NPOBEPKH
UCTIONIb30BAaHMEM aBTOMAaTH3UPOBAHHON CHCTEMBI

JAOKYMCHTA C

OIIMH TOKYMEHT

60,0

61

00paboTKa 3KCIEPTOM OTYETa ABTOMATHU3UPOBAHHONW CHUCTEMBI O
MEePBUYHON MPOBEPKE JOKYMEHTa C LEJbI0 MCKIIOYEHUS KOPPEKTHBIX
3aMMCTBOBaHUMI

OJIH IOKYMEHT

480,0

62

aHaJIn3 SKCIEPTOM HEKOPPCKTHBIX BaHMCTBOBaHHﬁ, O6Hapy)KGHHBIX B
JAOKYMCHTEC

OIIMH TOKYMEHT

600,0

63

aHaJln3 cnpaBquo-6H6n1/10rpa(1)nqecxoro armapara I0KyMEHTa, BKIIrO4as
CBCPKY MCTOYHHKOB, YKa3aHHbIX B CIIUCKE JIMTEPATYPhbI

OIIMH TOKYMEHT

480,0

64

(hopMHpOBaHHE TEKCTa IKCIIEPTHOTO 3aKIIOUEHUS 110 UTOTY MPOBEIEHHOM
MPOBEPKUA JOKYMEHTA C YYETOM JIaHHBIX OTYETa aBTOMATHU3MPOBAHHOU
CHUCTEMBI

OJIH IOKYMEHT

120,0

65

MpOBEpKa  TEKCTa  3aKIIOUEHUsT Ha  OPEeaIMET  COOTBETCTBUS
YCTaHOBJICHHBIM TPEOOBaHHSM K Pe3yJIbTaTy OKa3aHHUS YCIYTH MPOBEPKH
TEKCTOBOTO JOKYMEHTa Ha HaJlMuhe 3aMMCTBOBAaHUN U3 JOKYMEHTOB B
cocraBe Db

OJIMH JOKYMEHT

15,0

66

aHaJN3 COJEPIKAHUS PE3yNIbTAaTOB MPOBEPKH, YKA3aHHBIX B 3aKIIOYCHUH,
KOPPEKTHPOBKA (HOPMYITHUPOBOK

OJIUH IOKYMEHT

60,0

67

BBIBOJI Ha II€4YaThb HTOTOBOM (bOpMI)I 3aKJIIOUYCHUA 10 PE3YyJIbTATy
HpOBeﬂeHHOﬁ OPpOBEPKHU OOKYMEHTa C€ Y4YETOM JaHHBIX OT4YETa
aBTOMaTI/I3I/IpOBaHHOI71 CHUCTCMBbI

OJIMH JOKYMEHT

15,0

68

IOATTMCAHHUE 3aKIIIOYCHUA

OOWH TOKYMCHT

240,0
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69 | ckaHupoBaHUE 0POPMICHHOTO 3aKITFOUCHUS OJIMH JOKYMEHT 30,0
70 | KOppEeKTHPOBKA B peecTpax ydeTa AaHHBIX O BBIIIOJHEHHWH OOS3aTEIBCTB | OIUH JOKYMEHT 40,0
[0 ZIOTOBOPY M OKa3aHHUIO YCIYTH IPOBEPKH TEKCTOBOTO JOKYMEHTa Ha
HaJIM9YHe 3aNMCTBOBaHHN U3 JOKYMEHTOB B cocTaBe Db
71 |cocraBieHHe JONOJHEHHWS K 3aKIIOUYEHHIO II0 pe3y/bTaTy OKa3aHHs OJIHO IIHCBEMO 120,0
MIPOBEPKH TEKCTOBOTO JOKYMEHTAa Ha HAJIIMYWE 3aWMCTBOBAHMH U3
JOKyMEHTOB B coctae Db
72 |cOoop u o00OpaboTka CTaTUCTUYECKMX [JaHHBIX II0 IPOEKTaM C OJIH 3a1poc 240,0
73 |ucnonb3oBanuem DP u Db
74 | mpoBeneHUe MPOBEPKH KadecTBa ¢aiinos B Ob onuH (aiin 40,0
75 |3arpy3ka ¢aioB s BkiIoYeHHs B OB ¢ mpocTaHOBKOW MpH3HAKa onuH (ain 30,0
JOCTyTa
76 | pe3sepBHOE KommpoBaHue (aiiioB Db OITHO 60,0
KOITMPOBAaHUE

2.19. OkazaHue yCIyr yIajJeHHBIM I[OJb30BATENISAM, B TOM YHCJIC YHUTATC/SIM OHONMOTEKH, MOCPEACTBOM OHJIAMHOBBIX
aBToMaTH3UpoBaHHBIX cepBUCOB (OnAC)

Tabmuna 41
N HawnmenoBanue nporecca, onepamuu. CocTaB pabOThI Enuania Hopma
n/n U3MEPEHUS BPEMEHH, MUH.
1 2 3 4
1 |rtenedoHHBIE  KOHCYIBTAIMM TI0  OPTaHM3AIMOHHBIM  BOIPOCAM OJIMH 3BOHOK 30,0
odopmIteHHS U TIpenocTaBieHus ycuryr yepe3 OnAC
2 |cocraBieHue COOOIIEHHWH B OTBET HAa DJICKTPOHHBIE MHCHMa | OJHO COOOIICHUE 180,0
nosib3oBareneit OnAC
3 |mepenampaBieHHe COOOWICHWH B IOJApa3ieiCHUE, OTBETCTBEHHOE 3a| OJHO COOOIICHUE 15,0
oKa3aHHe KOHKpeTHOH yciyru B OnAC
4 | xoHTpOINBb ¥ 00paboTKa MoNTy4eHHbIX 3aKa30B B O1AC OJIMH 3aKa3 20,0
5 |mposepka 3akazoB B OnAC Ha COOTBETCTBHE NPABHIIAM NPEIOCTABICHUS OJIMH 3aKa3 30,0
yCIyT
6 | KOHTpPOJIb 3a MOCTYIUICHUSIMH CPEJICTB IO OIUIaueHHBIM 3aKka3aM B OnAC OJIHA ycITyTa 60,0
7 | KOpPEKTHUPOBKa CTaTyca 3aKa3a, 3aKPhITHE 3aKa30B OJIMH 3aKa3 30,0
8 |moaroroBka akTa CBEpKH 3a OTYCTHBIN MEPUOJ O TMOCTYIUICHHUSIX CPEACTB | OJUH TOKYMEHT 60,0
110 oruIaYeHHbIM 3aka3aM B OnAC
9 | moammcaHue CBOIHBIX OTYCTHBIX JOKYMEHTOB OIIMH JOKYMCHT 300,0
KOHCYH bTaHTIIOC www.consultant.ru Crpanuua 92 n3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

10 | popmupoBaHMe makeTa JOKYMEHTOB [UIsi HAalpaBJICHHS IOYTOBBIM OJIUH MaKeT 30,0
OTIpaBIICHHEM

11 | bopmMupoBaHHe €XKEAHEBHOTO OTYETa O HOBBIX 3aKa3aX M BBIIOIHEHUH OJINH OTYET 60,0
yeryr B OnAC

12 | popMupoBaHHEe UTOTOBBIX OTYETOB O PE3yJIbTaTax pabOTHI MO MPOEKTY, C OJIH OTYET 1500,0
JleTalu3alye 110 KaKI0U OTAEIbHOU yCIlyre
Perucrpanus nons3zoBarenen B pexxuMe OHJIANH:

13 |mpoBepka 3amucH MOJIH30BATENA B OMOINOTEKY oIuH 1,0

0JIh30BAaTEIb

14 |o0OpaboTka u BBOX (haMHJIMK, MMCHH, OTYECCTBA IOJH30BATENS U ajpeca OJIUH 2,5

€r0 JIEKTPOHHOH N0YTHI 3JIEKTPOHHBIN
dopmyssip

15 |cocraBmeHme mHCPMa C YyKa3aHHEM JIOTHHA U CTEHEPHUPOBAHHOTO | OJTHO DIIEKTPOHHOE 2,5
CHCTEMOM TapoJIsl, IPUKPEIUICHHE WHCTPYKIUHU MTOJIF30BAaHUS M OTIIPaBKa MMHCHMO
€T0 I10 IEKTPOHHOH IT0YTE TTOTb30BaTEI0
OO0cyXuBaHuUE MOJIb30BATENCH B PEXKIME OHJIANH:

16 |Berpyska w3 OxAC OTYETHBIX JAaHHBIX 32 OIPEICIICHHBIN IepHOL onuH (aiin 5,0
BpEMCHU

17 |pa3memeHre HOBBIX IMOCTYIUICHHHA TOKYMCHTOB Ha caiTe OHOIHOTEKH: onmuH (aiin 1,5
CO3/IaHUE 3ar0J0BKa aHHOTAIINHY; TIPUKPEIDICHNE (aiiyioB

18 |pacchuika 1O O3JCKTPOHHOM MMOYTE YAAJCHHBIM  I10JIH30BATEISIM | OJTHO DIICKTPOHHOE 15
HH(POPMAIMOHHBIX COOOIIECHHIA MMACHEMO

19 |uHpOpMAaIMOHHOE COMPOBOXKICHUHE CalTa, IOpTala ¥ CTPaHUI B| OIHO COOOIICHHE 1,5
CONMANBHBIX CETAX: CO3/IaHUE 3aroJIOBKAa AHHOTAIMW; TPUKpPEIUICHUE
¢aiina(oB)

3. TumoBsIe OTpacieBble HOPMBI TPya Ha pabOTHI, BEIIOTHIEMBIE
B CHENHATM3UPOBAHHBIX OMONIMOTEKAX [T MHBAJIUAOB 110 3PEHUIO

Hopwms! Tpyzaa pa3paboTaHbl HA OCHOBHBIE BUBI PAa0OT, BHIMOIHIEMBIX B CIICIIUATM3UPOBAHHBIX OUONIHOTEKAX AJIsS HHBAJIHIOB
I10 3pEHMIO: KOMIUIEKTOBAaHUE M yueT Onbmuoredroro (houaa; bnbanorednas oopaboTka TOKYMEHTOB; OPTaHU3AINS U BEICHUE
karanoros, opMupoBaHue 0a3 JaHHBIX, B TOM YHclie 0a3 JTaHHBIX 3BYKOBBIX (ailioB; padora ¢ GoHIOM U oOecrieueHrne ero
COXPaHHOCTH; CTAl[HIOHAPHOE U BHECTAI[MOHAPHOE 00CITy)KMBaHUE MOJIb30BaTeIel; MaccoBasi, ClIpaBoYHast U MHPOPMAaIMOHHAS
pa60Ta; HAaYYHO-METOAUYIECCKAad W PECAAKIMOHHO-U3AATCIIbCKAA pa60Ta; BBIITYCK MaJIOTUPaXHBIX H3}13Hﬂﬁ CIICIIMAaJIBHBIX
(dhopmaros.
[Ipu BBEIMONMHEHWH PAaOOT CIAOOBHAAMIMMHU W HE3PSUYMMH CIEIHAINCTaMH JCHCTBYIOT IONPaBOYHBIE KO3(DPHUIIMEHTHI: s
cnmaboBuasmuXx - 1,5; mist Hespstaunx - 2,0.

3.1. KommnekroBanue 6ubmnoreqHoro GoHma

Tabmuma 42
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma

n/n N3MEpeHust BpPEMEHH, MUH.

1 2 3 4
Tekymee komuiekToBaHue OudanoredHoro Gona:

1 |mpocMOTp  KHUTOM3JATENILCKOW W KHHTOTOProBoW  MH(OpMauuu | OIHA MO3HMLUS 0,5
(aHHOTHPOBAHHBIX IUIAHOB BBINTYCKa JIUTEPATYphl, MPOCIEKTOB, CaiTOB
W3aTeNbCTB M U3AI0IINX OPTraHU3aIMi)

2 |ompeneneHWe TEMbl W BHAA JOKYMEHTa, MOIJIEKAImeTo OTOOpY,| OIWH JOKYMEHT 6,0
BBIICHGHHE HEOOXOAMMOCTH TIPHOOPETCHUS, CBEpPKa C 3JIEKTPOHHBIM
KaTaJorom
OmnpeneneHne SK3eMILISIPHOCTH 3aKa3a: OJTHA TTO3HULIUS

3 | mna monmpasneneHuit 1,0

4 | nug OMOJIMOTEKHU B LIETIOM 2,0

5 |odopmienne 3akaza: cocTaBiIeHHE JOTOBOPA, OGOPMIICHHE MPHIOKCHUS OJIIMH 3aKa3 45,0
K JIOTOBOPY; YKa3aHHE 3K3eMIUIIPHOCTH, CTOMMOCTH 3aKa3a; COCTaBIICHUE
TEXHHYECKOTO 3aaHus

6 |moaroroBka K NMPOBEICHUIO TOPTOB: COCTaBJICHUE CIHCKa TPeOOBaHUH K | OJHA IpoIenaypa 200,0
YYacTHHKaM KOHKYpCa; OIIOBEIIEHHE YYAaCTHHKOB KOHKypca O CpOKe
NIPOBEJICHUS; HAIMCaHWE, PErucTpanuss W paccbUlka IHCbMa B
N3aTeNbCTBA U M3/IAIONINE OPTaHu3aN
Pabota B aBTOMaTU3UPOBAHHOM PEIKHUME!

7 |BBOm 3aKa3a  TEKyIIEr0o KOMIUIGKTOBaHMS B  0a3y  JaHHBIX | OJHO Ha3BaHHE 3,0
aBroMaTm3upoBanHoi cucteMbl (Bl AC); ykazaHWe SK3eMIUIPHOCTH
3aKa3a, pacHpeieNIeHNe 10 CTPYKTYPHBIM IT0Ipa3IeTICHUSIM

8 |penakrupoBanue BBemeHHBIX B BJ[ AC cBemeHmii 0 3akase; BBIBOJ Ha | OIHO Ha3BaHHE 6,0
9KpaH; BHECEHNE U3MEHEHUH

9 | BBIBOJ HAa IPUHTEP JAHHBIX TEKYIIEro KOMILIEKTOBAHUS; pacneyarka OJTHO Ha3BaHHE 1,0
Bezenne kapTOTeKH TEKYIEro KOMIUIEKTOBAHMSI:

10 |cocraBieHHe KapTOYKH; YKa3aHHE aBTOpA, 3arjaBusi, BHIXOJHBIX JAHHbBIX, | OJHA KAPTOUKa 3,0
HCTOYHHKA KOMIUIEKTOBAHUS

11 |pa3peska u3maTEIBCKUX IUIAHOB, pAcleyaToK JUIs KapTOTEKH TEKYIIEro | OJHA KapTouka 2,0
KOMIUIEKTOBAHHMST; HAKJICHBAaHHUE HA KaTAJIOKHBIE KAPTOUKH

12 |mombopka kaproyek Ho andaBUTy; pacCTAaHOBKA B KapTOTEKy TEKYLIEro | OJHA KapTOuka 1,0
KOMIUIEKTOBaHHS
OdopmiteHHe MOANKMCKN HA TIEPHOIUUECKHUE H3JIAHUS:
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13 | mpocmotp kartanoroB "Pocredarn”; 0T00p NEPHOAMYECKUX M3JAHWH Ui |  OJHA MO3UIHA 0,5
TIOJIITUCKH
14 | cOop 3asBOK IS TOMMUCKH OT CTPYKTYPHBIX HOApa3AeIeHUN OJIHA 3asBKa 1,0
15 |odopmienue 3aka3a Ha TMOAIMKCKY; MOJCYET CTOUMOCTU IIOJIIHCKU C OJIVH 3aKa3 300,0
YYETOM JIOCTaBKH; COCTaBJICHHE JOT0OBOpa, 0(OPMIICHUE IPHIOKEHHS K
JIOTOBOPY
16 |cocraBnenue perucTpanoHHON KapTOYKH ULt KapTOTEKH | OJiHa KapTo4Ka 6,0
MepUOANYECKUX M3JIaHWH; YKazaHMe HHIEKCa, roja, MEePHOJUYHOCTH,
HCTOYHHKA MOCTYIJICHUsSI, CTPYKTYPHOTO TO/Ipa3ielICHUS
Pabota B aBTOMaTH3NPOBAaHHOM PEXHME:
17 |BBox 3aka3a Ha nepuoanueckue usnanus B b/ AC OJTHAa KapTOYKa 3,0
18 |koppekTupoBKa 3aKa3a; BBIBOJ HAa OSKpaH CHHCKA MEPHOAMYECKUX | OJHA INOIpaBKa 0,3
M3J1aHUH; BHECEHUE U3MEHEHUI
JIOKOMILICKTOBaHHE OHOIMOTEYHOTO (hOHIA:
19 |mpmem 3asBOK Ha TpHOOpPETEHHE MOOKYMEHTOB OT CTPYKTYPHBIX OJTHA 3asiBKa 3,0
ojpa3ieeHu i
20 |cocraBieHne OuOMHMOTpadUUECKOW 3allUCH;, VYKa3aHHEe KOJMYECTBA | OJHA KapTOYKa 3,0
9K3EMITIPOB M CUIJIOB MOpa3/eIeHUH
21 |BKJIIOYEHHE 3asBKU B KAPTOTEKY JIOKOMILIEKTOBAHUS OJTHa KapTO4Ka 0,3
22 |1pocMOTp KapTOTEKH HEYAOBJIETBOPEHHOTO CIIPOCA; aHAIN3 OTKa3a JUIA | OJAWH JOKyMEHT 2,0
BBIBIICHUSI OTCYTCTBYIOIIMX JOKYMEHTOB; BKJIIOYHTh HX B KapTOTEKY
JOKOMIUICKTOBaHHUS
CocraBiieHne ONepaTHBHOTO IJIaHa KOMITJIEKTOBAHHSL:
23 | ompexnencHue KOJIMYECTBEHHBIX Ioxasarenen o0BeMa ¢doHIa OJIMH IUUIaH 1200,0
(moctyruieHue,  BBIOBITHE),  OTPACIEBOr0  COCTaBa, HCTOYHHKOB
MIOCTYIUICHHUS], CMETHI PaCX0Z0B
OdopmiieHne iaHa KOMIUIEKTOBaHUS B (popme:
24 | Tabmun oJiHa TabJuna 50
25 | kapTOTeKH OJIHa KapToyKa 3,0
PaboTta B aBTOMaTU3UPOBAHHOM PEIKHME:
26 |BBoA miuaHa koMruiekToBanus B b/l AC OJIMH IIJIaH 30,0-120,0
27 |xoppekTtupoBka b/I; BbIBO/ Ha IKpaH; BHECEHHE H3MEHEHU OZlHa IOIIpaBKa 0,3

3.2. Tlpuem, BBIOBITHE U YYET JOKYMEHTOB
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Tabmuma 43
N HaumenoBanue npouecca, oneparun. CoctaB paboThl Ennnnna Hopma
n/n U3MepEeHust BpPEMEHH, MUH.
1 2 3 4
[Tpuem noCTynuBIINX JOKYMEHTOB!
1 |npueM NOKYMEHTOB IIO COIPOBOJUTENILHBIM JIOKYMEHTaM (HakiaIHas, OJlHa MapTus 5,0
aKT); MOAOOpKa IOKYMEHTOB IO KOMIUIEKTaM, ai(aBUTy aBTOPOB H
3aryaBuii, SKCHEIUIMOHHBIM HOMEpaM; CBepKa C COIPOBOJUTEIHHBIM
JOKYMEHTOM; MPOCTaBJI€HHE IIEHbl Ha JOKYMEHTe, IOJCYeT dYHcia
9K3EMILISIPOB, OOIIYI0 CTOMMOCTh
[IpueMm 1OKyMEHTOB 6€3 COTPOBOAUTEIBHBIX JOKYMECHTOB:
2 |monOopka TOKYMEHTOB IO KOMILUIEKTaM, andaBUTy aBTOPOB M 3arjaBUi; | OJHMH JOKYMEHT 10,0
MIPOBEACHUE OIICHKH JOKYMEHTOB
3 | cocraBneHme akTa Ha IPHEM JOKYMEHTOB OJINH aKT 5,0
4 |mpocTaBieHHE WITEMIENs Ha TUTYIBHOM JIUCTe M Ha 17-H cTpaHuUIle | OIUH AOKYMEHT 0,6
JOKyMeHTa Ha OyMa)KHOM HOCHTeJle, KaKIOM KOHTeitHepe "roBopsien"
KHUTM Ha KacceTax, KOHTeiHepaxX (IelI-KapT, ONTHYECKHX M IKECTKHX
JIFICKOB
CBepka MOCTYNHBIIMX JOKYMEHTOB C  KApTOTEKOW  TEKYIIEro
KOMIUICKTOBAHUS:
5 |cBepka MOCTYIHMBIIErO TOKYMEHTa C KApTOYKOW M3 KApTOTEKH TEKYIIEro | OJHA KapTO4Ka 1,0
KOMILIEKTOBAHUS; TIOMCK KAPTOYKH, BHIITOJHEHHE HA KAPTOUKE OTMETOK
6 |ycTaHOBIEHHE KAPTOYKH 32 pa3eiuTeb "BrinoaHeHHbIE 3aKa3bl” OJIHa KapToyKa 0,5
PaboTa B aBTOMaTH3UPOBAHHOM PEKUME:
7 |coznanue B BJ] AC 3ammcu 0 HOBOHM OpraHU3aliu-TOCTaBIUKE OJIHA 3aIUCh 2,0
8 |mowuck 3amucu B B/ "3aka3"; BHeCEHHE OTMETOK O BBITIOJHEHUH 3aKa3a 0JIHA 3aIIUCh 0,6
9 |mpoBepka Ha AyOJETHOCTH HOCTYMUBINNX JOKYMEHTOB B BJ] AC OJIUH IOKYMEHT 2,0
10 |perucrpaius HOBbIX moctyruieHnit B b1 AC OJIMH TOKYMEHT 3,0
11 |mommwcka  Ha  NPOAOJDKAIOMIMECS ~ HW3JAaHWS;  BBINOJHCHWE  B| OJHO Ha3BaHUE 2,0
PErUCTPalMOHHON KapTOuKe OMOIMOTEUHBIX OTMETOK
12 | xoppektupoBka 3anuceit B bJI AC; BbIBOI 3allMCH Ha HKpaH; BHECEHHE | OJIHA NOIpaBKa 0,3
U3MEHEHU!
[Tpuem u perucTpanys KypHajoB U ra3er:
13 |mombopka KypHaJIOB W Ta3er Mo an(aBUTy Ha3BaHWMH; IIOWCK | OIMH JOKYMEHT 1,0
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PErUCTPAllMOHHONW KapTOYKHW B KapTOTEKE HOAIMCHBIX IMEPUOAMYECKUX
W3aHUIA; OTMETKa HOMEpa, aThl OIyYeHUs TOKYMEHTa

14 |mpocraBieHMe MITEMITEISI HA JKypHAJe, ra3eTe OIIMH TOKYMEHT 0,5
Pabota B aBTOMaTH3MPOBAaHHOM PEKHUME:

15 |ormerka o peructpanuu nepuogudeckux usganuid B BJ[ AC (nomep, OJTHA 3aIHCh 0,5
KOJIMYECTBO IK3EMILIIPOB, OTJEI XPaHECHHS)
Benenne KHUTH CyMMapHOTO y4eTa:

16 |BbEeneHHe NOKYMEHTOB 10 BUJAM, OTPACisAM 3HAHMS; MOJCYET YHCIA OJlHa apTHs 10,0
JIOKyMEHTOB; 3allUCh PE3yJbTaTOB IOJCYeTa O YCTAaHOBJICHHOW (opme B
kaure cymmapsoro yueta (KCY)

17 | moncuer moctpann4HO 1o mo3ummaM naHHBIX KCVY; nepenecenue UToru | OfHA MO3WIHA 2,0
Ha CJICAYIONLYIO CTPAHHILY

18 |cBepka pUHAHCOBBIX JOKYMEHTOB OT/eia ¢ (UHAHCOBBIMU JOKYMEHTaMH | OJMUH JOKYMEHT 2,0
Oyxranrepuu

19 |odopmieHHE COMPOBOAUTENBHBIX JOKYMEHTOB (HaKIamHAs, akT) IUIL| OIMH JOKYMEHT 15,0
niepesiauy B OyXraiarepuio
PaGota B aBTOMaTH3NPOBAHHOM PEXHME:

20 |BBox craructuueckux aanHbix KCY B BJ] AC (rox, Homep KCY, Homep OJIHA MAPTHUs 6,0
COIPOBOAUTENBHOTO JJOKYMEHTa, UCTOYHUK KOMILICKTOBAHUSI, UCTOUHHK
(bMHAHCUPOBAHUS, YUCIO HA3BAHMM, YUCIO JK3EMIUISIPOB, THUIl M3JaHUM,
cyMMa)

21 |pacmeuyarka KCY Ha mpuHTEpe OJTHa CTpaHUIIA 1,0
BeneHnue uHBEHTapHOU KHUTHU:

22 |odopmileHNE WHBEHTapHON KHUTH; HyMepalWs CTPAaHUI, IPOCTABJICHHE | OJHA CTPAaHWIA 1,0
HOMepa B MHBEHTAPHOW KHHTE

23 |3anuch JOKYMEHTOB IO YCTAaHOBJICHHOW (OopMe B MHBEHTApHYIO KHUTY;| OJWH JOKyMEHT 10,0
BHECEHHE OubOmuorpaguuecknx CBEJCHW Ha HOBBIE ITOCTYIUICHHS,
MPOCTaBIICHUE WUHBEHTAPHOTO HOMepa Ha JIOKyMEHTE,
HACHTU(PHUKAITMOHHOTO (CHCTEMHOT0) HOMEpa Ha JKECTKOM JINCKE
PaboTta B aBTOMaTU3UPOBAHHOM PEIKHME!

24 |coznanue OuOMMorpaduyeckol 3amMcH Ha MOCTYNHMBIIMK JIOKYMEHT B| OJWH JOKyMEHT 15,0
"NuBenrtapuoii kuure" BJ[ AC

25 |pacrevaTka HHBEHTapHOI KHUTH Ha IPUHTEPE OJlHa CTpaHUIIA 1,0
BrIObITHE TOKYMEHTOB!

26 |cocraBjeHHE TOJOBOIO IUTaHA Ha BBIOBITHE, YKa3aHHEC KBapTala, OJIMH IIJIaH 2160,0
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MIoJIpa3/ieNieHus, BU/a JOKYMEHTOB, KOJHYECTBO
CocraBneHne akTOB CIIUCAHUS:

27 |npueM (GOpMYJSIPOB, CIIUCKOB BBIOBIBIINX JOKYMEHTOB OT CTPYKTYPHBIX OJIUH aKT 10,0
TIOJIpa3/IeNieHUi; pEeruCTpaIys aKkTa

28 |moWcKk IO WHBEHTApHOMY HOMepy OuOiuorpaduyeckoil 3amucu B OJlHA 3aIUCh 0,5
JJIEKTPOHHOM ~ KaTajiore; ompenesieHne koadduimeHra 1eHsl,
MOCTYIUICHUST ¥ BHECEHWE  JUIsl  CIUCAaHWS  JONOJHEHHH
OoubIMorpadUIeCKyro 3ammch

29 |1pHM OTCYTCTBHMHM 3allMCH B 3JEKTPOHHOM KaTaJore BBEICHHE BCEX A OJTHA 3aIHCh 3,0
(dopmupoBanus OuOIHOTpaUUEcCKO 3amicH CBeIeHHH ¢ (opmymsapa
WJIN U3 CTIHCKA aKTa

30 |BHeceHMe 3amcu B aKTe CIMCAHUS K MHBEHTapHOMY HOMEpY JOKYMEHTa OJ1Ha 3aIUCh 0,2
HOMepa BBIOBIBIIEH KHHI'M W3 KOMIUIEKTa pPelbe()HO-TOUEHHOrO
JOKyMEHTa

31 |mpoBepka HWHBEHTApHBIX HOMEPOB, TOa IOCTYIDICHWA, Ko3(dduimenra OJTHA 3aIHCh 3,0
LICHBI BBIOBIBILIETO JOKYMEHTA

32 |pacneyarka CMCKa BBHIOBIBIIMX JOKYMEHTOB B al()aBUTHOM IOPSIIIKE JJIsI OJIHA 3aIHCh 3,0
ylaJIeHWs MHBEHTAapHBIX HOMEPOB M H3BITHS KAPTOUEK M3 CHUCTEMBI
KapTOYHBIX KaTaJIOroB OMOINOTEKH

33 | 3ammch 0 BEIOBIBIIUX U3 ACHCTBYIOIUX (HOHIOB OMOIMOTEKH TOKYMEHTAX OJIHA 3aIACh 3,0
B CcOOTBeTCTByOmUX rpadax 2-i wactu KCVY (mata, HOMEp akKrta,
KOJIMYECTBO, CYMMa, COJIEP)KaHNE, IPUINHBI BEIOBITHS)

34 | uckIroYeHWE MOKYMEHTa IO aKTy W3 YYeTHBIX (opM (MHBEHTApHOH | OIUH JOKYMEHT 4,0
KHHTH)

35 |moramieHue MHBEHTApHOIO HOMEpa UM IITEeMIeds OHOJMOTeKM Ha| OJWH JOKyMEHT 0,5
JOKyMEHTE

36 | moamnMBKa aKTOB OJIMH aKT 0,5

[Ipumeuanue: mpu paboTe ¢ AOKYMEHTAMH HAa WHOCTPAaHHBIX S3bIKAX K HOPME BPEMEHHM HPHUMEHSETCS ITOBBIIIAFOIIUIT

ko3 dumuent 1,2.

3.3. bubnmmoTeunas 06paboTKa JOKYMEHTOB

Ta6muma 44

N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/m HA3MEPEHUS BPEMEHH, MHH.
1 2 3 4

IIpuem 1OKyMEHTOB:
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npuemMm napTuun JAOKYMCHTOB; IMpOBEpPKa SK3CMINIAPHOCTU 1o
COMPOBOAUTCIIBHOMY JOKYMEHTY, 3allMCh B KHUI'C YU€Ta

OJlHa MapTus

5,0

TIOATOTOBKAa NOKYMEHTOB K MHIACKCUPOBAHHWIO W BBOAY B BHCKTpOHHHﬁ
KaTtaJor

OIWH TOKYMEHT

0,7

MIPpOCMOTP U BBIABJICHUEC aHAJIOTHYHBIX W3JaHUM Ha Apyrux BuUIAaAX
HOCHUTENCH B QJICKTPOHHOM KaTaJore

OJiHa 3aIluCh

0,2

IIPOCMOTP JAOKYMEHTOB Ha MHOCTPAaHHBIX U HAalMOHAJIBHBIX S3bIKaX;
NIEPEBOJL AJIsl ONUCAHUS CBEICHUM HA PYCCKUU SI3BIK

OJIMH JOKYMEHT

30,0

dopmupoBaHue ondMrorpaduIecKoit 3amucu

Pexaranoruzanus:

CBEpKa  KapTo4eK C  JOKyMEHTOM;  HCIpaBICHHE  CTaporo
OnbMMoTrpaMuecKOro  OMMCAaHWSA; COCTABICHHE HOBOTO  ONHCAHHS;
nepeHecenne mugpa, ”HBEHTAPHOTO HOMEpa, OMOIMOTEYHONH TTOMETKH

OlHa KapTO4Ka

7,0

CI/ICTeMaTI/ISaHI/ISI JOKYMCHTOB:

CHUCTEMAaTH3alUsl JIOKYMEHTOB C KCIOJb30BAHUEM IE€YATHOW KapTOUKU
WIM aHajora Ha JPYyroM BHJE HOCHTENs; HPOBEPKAa COOTBETCTBHUS
WHICKCOB TaONWIaM KIACCH(HUKALNNN, TPHHATEIM B OHOJIHOTEKE;
MPOCTaBIICHUE MHIEKCA HA JOKYMEHTE

OIIMH TOKYMCHT

2,0

CHCTEMAaTH3alHUsl JIOKYMEHTOB MPU OTCYTCTBUH MMEYATHON KAPTOUKH WITH
aHajiora Ha JAPYrOM BHJE HOCHTENS; MPOCMOTP JTUKETKH H3JIaHMU,
NPOCTYIIUBAHNE  KACCEThI/AUCKA/(IIeI-KapThl, YTEHHE  CBEICHHUIA,
HAMUCAHHbIE PelbeHO-TOYCUHBIM MIPU(TOM, Ui YTOYHEHHS aBTOPA,
HA3BaHWS, BBIXOJHBIX JIAHHBIX, COJCPIKAHUS; ONpE/e/ieHHe HHIEeKCa 110
TaOMUIaM KiIacCH(UKAIUK, MPHUHATHIM B OHONMOTEKE, MPOCTaBICHUEC
HHJIEKCA Ha JOKyMEHTE

OIIMH TOKYMEHT

10,0

OTIpe/ieIeHHe aBTOPCKOT0 3HaKa JJOKyMEHTa 110 aBTOPCKUM TabiumamM

OJIH IOKYMEHT

0,2

IIPOBEpKa NPaBUIBHOCTH U HUCIPaBJICHUE KIACCH(DUKAIIMOHHOTO MHIEKCA
U aBTOPCKOTO 3HAKA, YKA3aHHBIX HA ATUKETKE "TOBOpAIIEH" KHUTH

OJIMH JOKYMEHT

3,0

10

OTIpe/ieIeHne WHAEKCOB MPON3BEICHNH, 3alIMCAHHBIX Ha Quien-kapre (0T
4 o 8 Ha3BaHM), [T HOPMHUPOBAHUS KATAJIOKHOTO IMHppa

ojHa (iem-kapTa

50

11

ompeneneHnue (popmara, KOIUYECTBA OpalJICBCKHX W IUIOCKOICYATHBIX
JUCTOB, XapakTepa MPHIOKCHUH, pPeTbe(HO-TOYCYHBIX H3TaHUH U
penbedHO-TpaguIeCKUX TOCOOHIA

OJITHO Ha3BaHUC

5,0

12

ONPEJEJICHNE U IIEPEYUCIECHUE MaTepHalioB, HCIOJIb30BAHHBIX IPU
CO3[JaHUM TaKTUIbHBIX PYKOIENbHBIX H3JIaHUM; IEepecdeT KOJIMYECTBa
CTpaHUII, IPUIOKEHUH, BBISBIICHIE APYTHUX XapaKTEPHBIX 0COOEHHOCTEH
JIOKYMEHTOB

OJIHO Ha3BaHHE

50

13

TepecyeT MPIIOKEHUH, BBISIBICHHE IPYTUX XapaKTePHBIX 0COOEHHOCTEH
IUTOCKOTIEYaTHOTO JOKYMEHTA

OJIHO Ha3BaHHE

3,0
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Hpe;[MeTmauI/m JOKYMCHTOB!

14 |mpenmerm3amus OOKYMEHTOB C HWCIOJB30BaHHEM pPYOpPHK TI€YaTHOHM | OJHO Ha3BaHUE 3,0
KapTOYKH; IPOBEPKAa COOTBETCTBHS pYOPHKH II€YaTHOH KapTOUKH
HpeIMETHOMY KaTajory

15 |mpenmeru3anusi DOKYMEHTOB IIPH OTCYTCTBHM II€YaTHOM KapTOUYKHW; | OJIHO Ha3BaHHE 6,0
03HAKOMJICHHUE C IOKYMEHTOM, OIpeeeHne pyopruKu

16 |cocraBiieHHe HOBBIX IIPEAMETHBIX PYOPHUK M MOJAPYOpUK; EpEeHECEHNE Ha | OJHA KapTOuKa 2,0
KapTOYKH CITy>KeOHOH KapTOTEKH

17 |pemakTHpoBaHWE TPEIMETHON pYOpWKH; TIpOBEpKa MPABHIBHOCTH | OIHA KapTOUYKa 1,0
NpeIMETHOU pYOPHKH, TOYHOCTH HAITHCAHUS

[Mpumeyanue: K HOpMaM BPEMEHHU MPUMEHSIIOTCSI MOBBIIIAOIINE KOI(DOUIIMEHTHI:

- IPU COCTaBIICHUU OHONINOrpapUIECKOro OMUCAHKS HA JOKYMEHTE, Ha TUTYJIBHOM JIUCTE, HA KOTOPBIX Ya4CTHYHO OTCYTCTBYIOT
IaHHEBIEe U1 bubnmorpadudeckoit 3ammcy - 1,2;

- ipu OMONMHOTEeYHO# 00pabOTKEe HOTHBIX M3MaHUH - 1,5;

- pu paboTe ¢ TOKYMEHTaMHU Ha HHOCTPAHHBIX fA3bIKax - 1,2.

3.4. Opranuzanys 1 BeJleHUE KaTaJlOrOB

Tabmuma 45
N HawnmenoBanwue npornecca, onepamnuu. CocTaB pabOThI Enuanna Hopma
n/n H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
OpFaHI/ISaHI/ISI aﬂ(i)aBI/ITHBIX KaTajJoroB (HHOCKOHCLI&THI)IX KHHUI', HOT,
IPaMIUIaCTHHOK):
1 |mombopka kapTouek mo andaBuTy GaMUIMA aBTOPOB WIIM 3arjaBuil JJis | OJIHA KapTOYKa 0,2
paccTaHOBKH
2 | paccTaHOBKA MPEIBAPUTEIHLHO MOOOPAHHBIX KAPTOUECK OJTHa KapTOYKa 0,3
3 |penmakTupoBaHME ~ KaTajora; IpOBEpKAa  pACCTAHOBKM  KapTO4YeK,| OJHA KapTOuKa 0,5
TIPaBUIIBHOCTHU }1063BO‘IHI:.IX U CCBUIOYHBIX KapTO4YCK, HUCIIPABICHUEC
ommoboK
4 | mammcaHWe pa3eHTEIS IS KaTajaora, yKkasaHue OyKBBI, Cliora OJIMH pa3eINTeNb 0,6
5 |paccraHoBka pazgenuTeneil B Karaiore; MoAOOpKa pa3JeNuTeNs IO | OJMH pa3jeinuTelb 0,3
anaBuTy; TOMCK MECTa Pa3JeNIUTENS; IPOCTABICHUE PA3eIUTEINs
6 |mpoBepka pacCTaHOBKH pa3/eiHTeNei; HCIPaBlIeHHE OMHO0K OJIMH pa3iAeInTeNb 0,3
OpraHu3aIysl CUCTEMAaTHYECKOTO KaTaJIora IIOCKOTICYaTHBIX KHUT
7 |mombopka KapToueKk IO HWHAEKCaM, BHYTpU paziena 1o andaBuUTy | OJHA KapTodyka 0,3
(haMuIHiA aBTOPOB WIIH 3ariIaBUil ISl pACCTAHOBKHU
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8 |paccraHoBKa npenBapUTENbHO MOA00OPaHHBIX KAPTOUEK OJTHa KapTO4Ka 0,3

9 |pemakTmpoBaHWE KaTalora; TPOBEpPKa MPAaBWIBHOCTH HAIMOJNHEHHMS | OJHA KapTOUKa 1,0
pa3oenoB Karajora IO COJCPXKAHHMIO, HHIEKCAllMM W PacCTaHOBKE,
HCTIpaBJICHUE OMNO0K

10 |pexknaccudukanus Karajora; HUCIpaBI€HHWE MHAEKCOB, BHECEHHE | OJHA KapTOukKa 6,0
UCTIPaBJICHUH B aji()aBUTHBIA KaTaJIoT

11 |Hanmcanue pazmenuTeNs JUIA Karauora, yKasaHHEe HauMEHOBAHMS | OJIUH Pa3lesIuTelb 0,5
pasnena, HoApasjena U UHBIX pa3Jenurenei

12 |paccraHoBKa pasfeimTesell B KaTalor; MOAOOpKa MO MHAEKCAaM, MOWCK | OIMH Pa3AeUTeb 0,3
MecTa, MOCTaHOBKA Pa3IeITUTEIIs

13 | mpoBepka paccTaHOBKH pa3JieiHTelNeH, HCIIPaBIECHHE OMINO0K OJMH pa3JeIuTeNnb 0,3
Opraamsanusi  cucTeMaTHdeckux — katamoroB  ('roBopsammux" |
pebeHO-TOYCYHBIX KHHT, KHUT 110 My3bIKE W HOTHBIM H3JaHUSAM
penbedHO-TOYeYHOTO mpUpTa):

14 | monmbopka KapTOoyYeK, oopmIIeHHBIX JIBYMS mpudramMu | 0JHA KapTOUKa 1,0
(IOCKONEYaTHBIM M pelbepHO-TOUEUHBIM), MO HWHIEKCaM, BHYTPH
paszzena o andaButy haMHUIHi aBTOPOB WM 3arIaBUil [T PACCTAHOBKHU

15 |paccraHoBKa NpenBapUTENBHO MOMOOPAHHBIX KapTodeK, O(QOpPMIICHHBIX | OIHA KapTOUYKa 4,0
IBYMs mpudramMu

16 |pemakTHpoBaHHME KaTajuora, IpOBepKa MPABWIGHOCTH HAIOJHEHMS | OJHA KapTOYKa 0,5
pa3lesoB KaTajora IO COICPKAHUIO, HHJACKCAlMM M PACCTaHOBKE
KapTo4eK, HCIPaBICHHE OIUO0K

17 |pexmaccudukanmss Karajora; HCIpaBiICHHE HHIEKCOB, BHECEHHE | OJHA KapTOouka 6,0
HCTIpaBJICHUH B al(aBUTHBIA KaTaJor

18 |namucaHue pasmenuTeNst JUIA  KaTauora; yKasaHWe HaUMCHOBAHMS | OJMH Pa3AeiUTEIb 1,0
pasneda, nmoapasnesa

19 |paccraHoBKa pasgenuTeell B KaTajaore; MoAOOpKa [0 HHIAEKCAM, ITOMCK | OJHH Pa3ae/IuTellb 0,3
MecTa, MOCTAHOBKA pa3AeuTelst

20 |mpoBepka pacCTaHOBKH pa3JesUTelIeH, HCIIpaBIeHHE OMNO0K OJIUH pa3AeIuTeNnb 0,3
PaboTa ¢ MakeTOM MIOCKOMEYaTHONW KaTaI0KHON KapTOYKH:

21 |npouuThIBaHHE HE3pSYEMy PAOOTHUKY TEKCTa IJIOCKOIEYaTHON KAPTOUKHU | OJHO Ha3BaHHUE 12,0

22 |BHeceHME B MAakeT IUIOCKOIEYAaTHON KapTOukd OuOnmorpaduyeckoi | OFHO Ha3BaHHUE 12,0
3ammcu penbeGHO-TOUEUHBIM PUPTOM

23 |mepeHeceHHWE MAHHBIX O (pailax ¢ JKECTKOro AMCKAa Ha KAaTaJOXKHBIC | OHO Ha3BaHWC 4,0
KapTOYKH

24 | pempakTUpOBaHHE DJIEMEHTOB OMOIHOrpadUUEeCcKOi 3anCH, BBITOIHEHHOH OJlHA 3aIMUCh 0,3
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penbedHO-TOUeUHBIM HIPUQTOM; UCIIPABICHHE OIINO0K
Opraanzanus TonorpagpuaecKoro Karauora:
25 |moxmbopka KapTo4ek o CTPYKTYPHBIM MOJpa3JeNieHsIM | OJ[HAa KapTOuKa 0,2
(oTnenam-poHm0IepKATEISIM)
26 |mombopka KapTOYeK 0 MHBEHTapHBIM HOMEpam OJlHa KapTo4Ka 0,2
27 |paccTraHOBKa IpeIBapUTEIHHO MOJOOPAaHHBIX KapTOUEK OITHa KapTOYKa 0,2
28 |pemakTHpOBaHHME Karajora, IpoBepKa IPaBHJILHOCTH PACCTAHOBKH | OJIHA KapTOYKa 0,3
KapTOYeK W pa3/ieNuTesIel; HCIpaBieHHE OINOKN
29 |HamucaHHWE pa3fENMTENs U KaTaJora, NOCTaHOBKA pa3feNuTeNs B | OXUH Pa3IeiHuTeNb 0,3
KaTajor
W3bsiTHe M3 KapTOUHBIX KaTaJoroB (aj(aBUTHOTO, CHCTEMATH4ECKOro,
TONnorpapuyeckoro) KapToueKk Ha HCKIIOYEHHbIE W3 OWOIMOTEHYHOIrO
(hoHIa TOKYMCHTBI:
30 | peructpanms akTa Ha CIIHCaHHE B KHUTE y4eTa OJIVH aKT 3,0
31 | momck KapTOYKH (OCHOBHOM, J0OaBOYHOM); 3a4epPKUBAHME CIIFICEIBAEMOTO | OJTHA KapTOYKa 1,5
WHBEHTAPHOTO HOMEpa, MHBEHTAPHOTO HOMEpA CIMCHIBAEMOW KHHTH M3
KoMIIeKTa penbedHo-ToueyHoro mpudra (PTII) B cooTBeTcTBYIOMEM
WHBEHTapHOM HOMEpE; yaJIeHHEe KapTOUKH
32 |moacyeT KOJMMYECTBA M3BATHIX KAPTOYEK M3 CHCTEMbl KAapTOUHBIX | OJIHA KapTOYKa 0,1
KaTaJIOrOB M KapTOTEK; 3aIliCh B KHUTY y4eTa
[NepeanpecoBka JOKyMEHTOB:
33 |peructpauus akrta nepenavu JOKyMEHTa B KHUTe ydera OJIMH aKT 3,0
34 |moWcK  KapTOYKM, HCIpaBJICHHE MECTa XpaHEHWs  JIOKYMEHTa; | OJHa KapTodkKa 3,0
BO3BpAILCHNE KAPTOUKU B KaTaJIOT
TexHuueckas 00paboTKa JOKYMEHTOB:
35 |HakjeWBaHME KapMallKOB Ha JOKYMEHT Ha OYMa)XHOM HOCHTEJE; | OJWH KapMalleK 1,0
HalMCaHWe Ha KapMalllke HHBEHTApPHOTO HOMEpa, MECTa XpaHeHHs
36 |HamucaHue mWUQpa Ha 00JI0KKE, TUTYJIHHOM JINCTE JIOKYMEHTa OJIUH JOKYMEHT 0,8
37 | BnoXXeHME KHMKHOTO GopMyJisipa B KapMallek, KOHTelHep onuH hopMyIsp 0,1
38 |mpoBepka M wucmpaBieHMe MmHM(pa Ha ITHKETKaX ayAnOBHU3YaJbHBIX | OJWH JOKYMEHT 0,5
JIOKyMEHTOB Ha aHAJIOTOBBIX M IIU(POBBIX HOCHTEIISAX
39 |cocraBieHHe  IUIOCKOINIEYATHOW  OTHKETKM HA  ayJHOBH3YaJIbHBIC | OJWH JOKYMEHT 5,0
JOKYMEHTBI Ha aHAJIOTOBBIX U IHU(POBBIX HOCHTEINAX; MPOBEPKA 3aIlKCH,
UCTIPABIICHUE OIIMOOK; pacredarka
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40 |nmoxbopka JDOKYMEHTOB MO MECTY XpaHEHHUs; Mepeaaya JOKYMEHTOB C| OJAWH JOKyMEHT 1,0
KaTaJO)XKHBIMM ~ KapTOUYKaMH W KHIKHBIMH  QopMyispaMu B
oTaenbI-hoHI0AEPKATEN
41 |oTMeTKa B KHUTE y4eTa O Iepeaade mapTHH JOKYMEHTOB OJTHA TTAPTHUS 3,0
OpraHuzanys u BeJJeHUE JICKTPOHHOT'O KaTauora
®opmuposanue u BBoj B b/l AC 6ubnuorpaduueckux 3anucen OJIHA 3aIUCh
[InockonevyaTHbIX U31aHUM:
42 |npu OTCYTCTBMM II€YaTHOM KapTOYKM M aHaJOTMYHBIX 3amuceil B 6,0
AJIEKTPOHHOM KaTaJiore
43 |mpu HaNMYWUM TIEYATHOW KApTOUYKH WM aHAJOTHYHBIX 3amuceil B 4,0
JIEKTPOHHOM KaTaJore
44 |npu NONMONHUTENbHOW paboTe C aHHOTauWel (IIOWCK AaHHOTAlUH B 15,0
"NurepHere", peaaxiys aHHOTAIINN)
PenpedHO-TOUCUHBIX H3IAHMIA:
45 | 6e3 BBOJA aHHOTAINHU 4.0
46 | mpu JOMOJHUTEIBHON paboTe ¢ aHHOTAIHEH 15,0
47 | u3maHUii Ha KacceTax 4.0
48 |u3paHMI HA ONTUYECKUX JUCKAX 5,0
49 | m3pmaHui Ha QIenr-kaprax 15,0
50 |c xecTkOro nucka 35
51 |penvedHo-Tpaduueckux mocoOuit 7,0
52 | TaKTHWIIBHBIX PYKOAETHHBIX U3TaHUN 25,0
53 | cocraBiieHrEe aHAIMTUYECKON 3aIUCH OJIHa 3aIIACh 5,0
54 |pocmuch cojepkaHHs COOPHHKOB, HalleyaTaHHBIX Pelbe()HO-TOUCUHBIM | OJMH COOPHHUK 25,0
mpudrom
55 | cocraBnenue 100aBOYHBIX U CCHIIOYHBIX OMMCAHUM OJ[HO OIMCAaHHE 1,0
56 |pemakTupoBaHHe ONOIHOTpadUUECKHUX 3aMUCEH; IPOBEPKa MPaBHILHOCTH OJlHA 3aIUCh 1,0
9JIEMEHTOB 3aIcell; BHECEHNE N3MEHEHUH
57 |cocraBieHue ¥ BBOJI B 3JIEKTPOHHBIN KaTaJIOT HOBBIX pyOpHK, IOJApyOpHK, OJlHA 3aIUCh 0,5
MepCOHANINN
58 | BeIBOI OMOIHOrpahUUECKUX 3aMUCel Ha SKPaH OJIHA 3aIHCh 15,0
dopmarupoBaHye 1 pacnedaTka KapToueK M y4eTHBIX opM
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"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

dopmarupoBaHue U pacnedyaTrka KapTouek: OJTHa KapTO4Ka
59 | ocHOBHas I an)aBUTHOTO KaTajaora 2,3 cexk.
60 |mobaBouHas /yist andaBUTHOTO KaTajora 1,0
61 |ccputouHas uist angaBUTHOTO KaTajaora 1,0
62 | msa TomorpaIecKoro Karaixora 0,7
63 | popmaTupoBaHHe H paclieuyaTka MaKeTa KapTOYKd (IIOCKOMEYaTHas OJIUH MaKeT 1,5
3aluCh) Ui CHUCTEMaTHYecKkoro  Karajora  "ropopsmux" U KapTOYKH
penbeHO-TOUEUHBIX JOKYMEHTOB
64 | pacmevyaTka KHIKHBIX (POPMYIIIPOB onuH hopmyIsip 0,2
65 |omnpeaencHue SK3EMIULIPHOCTH (IO KOJHYECTBY KHHUI B KOMIUIGKTE) W | OJHO Ha3BaHHE 0,7
pacrieuaTka (bopmyispos JUISt W3aHUMH, Hale4aTaHHbIX
penbedHO-ToUeUHBIM HIpU(TOM
PeTpocnekTHBHOE MOMOIHEHHE 3JEKTPOHHOTO KaTaJlora:
66 |momck B andaBUTHOM KaTajore IUIOCKOIEYATHBIX KHUT KapTOYKM JUIA | OJHA KapTOdKa 0,2
BBoga B bJ] AC
67 |BBOJ CBEJCHMIi C IIOCKONEYATHOW KapTOYKH B COOTBETCTBYIOLIME MOJISI | OJHO Ha3BaHHUE 2,0
oubmorpaduueckoii 3amucu B /] AC
68 |momck TO YYETHBIM JOKYMEHTaM U TOmorpad)Uu4eckoMy KaTajory | OIHO Ha3BaHUE 2,0
CBE/ICHWH, OTCYTCTBYIOIIMX B IUIOCKONEYATHOM KapTOYKe; BBOJ
HalJJeHHBIX CBEJCHUH B COOTBETCTBYIOIIME IO OMOIHOTrpadmueckoit
3anucu B B[ AC
69 |npoBepka npaBuIbHOCTH OHOIMOTrpaduUecKoi 3anucu OJTHO Ha3BaHHE 0,5
70 |Bo3Bpar B anQaBUTHBIA KaTaJOT IUIOCKOIIEYATHBIX KHHUT OTPaOOTAaHHOM | OIHA KapTodKa 0,2
KapTOUKH
WzbsaTne 6ubnnorpadudaeckoi 3anucu u3 3JIEKTPOHHOTO KaTauora:
71 |peructpaiusi aKTa Ha CHHCaHKE JOKYMEHTOB B KHUTE yueTa OJIUH aKT 3,0
72 |u3bATHE W3 SJIEKTPOHHOTrO Karajora OuOimorpaduyeckux 3amuced Ha OJlHA 3aIUCh 3,0
UCKJIIOYEHHbIEe U3 OMOnmmoTedHoro GpoHga JOKyMEHTHI
73 |momcYeT KOJIMYECTBA M3BATHIX M3 JIICKTPOHHOTO Karayjora 3armucei; 0JIHA 3aITHCh 0,1
3aIKCh B KHUTY y4eTa
3.5. dopmupoBaHue 6a3 JaHHBIX 3BYKOBBIX (haidIoB
Tabmuma 46
N HaumenoBanue npouecca, onepauun. CocraB paboTsl Envnnna Hopma
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

n/n NU3MepeHus BpPEMEHH, MUH.
1 2 3 4
KonBepTupoBaHue ayauoJOKyMEHTOB C KpPUITO3ALIUTOH C YKECTKOTO
JIMCKa B IPOTPaMMBI J1sl paboThI ¢ "TOBOPSIIMMHU KHUTaMH":
1 |ompeneneHue Hanu4yusg JOKYMEHTa B IIporpaMMe Juii paboThl C| OJHO Ha3BaHHE 0,05
"TOBOPSIIIMMHU KHUTaMH"; M3MEHEHHE HaCTPOEK NpOrpaMMBI JUisi paboThI
¢ "roBopsAIMMH KHUTaMu'"
2 | 3amoyHeHWe KOP3MHBI TOKYMEHTaMHU OJTHO Ha3BaHUE 0,04
3 | co3maHue MpoMeXyTOUHOM MaIKH AJIs1 KOHBEPTUPOBAHUS OJTHA TIarKa 1,0
4 | KOHBepTHpOBaHNE OTOOPAHHBIX TOKYMEHTOB B IPOMEXYTOUHYIO MANKY OJTHO Ha3BaHHE 0,03
5 | KOHBEpPTHPOBAaHUE TOKYMEHTOB U3 MPOMEXKYTOUHOMN MArKy B MPOrPaMMbl |  OJHO Ha3BaHHE 0,08
JUIs paboTHI C "TOBOPSIIUMH KHUTaMu"
KonBeptupoBaHue ayAnoJOKyMEHTOB C ONTHYECKHX JAHUCKOB B
MIPOTPaMMEI U PabOTHI € "TOBOPSIINMHI KHATAMH":
6 |moMCK JOKYMEHTOB B TMporpamMmax s paboTel ¢ "TOBOPSIINMH | OJHO Ha3BaHHE 0,05
KHUramu"
[ToaroroBka JT0KyMeHTa K KOHBEPTUPOBAHHIO:
7 | xommpoBaHHE JOKYMEHTA C AUCKA OJIMH Yac 0,12
3By4YaHUS
8 | KoHBepTHpPOBaHUE JOKYMEHTA BCIIOMOTaTeIbHOM IPOrpaMMOii OJIUH Yac 1,1
3By4YaHUs
9 |mpu OTCYTCTBMM Ha3BaHUSl JOKyMEHTa O3BYYMBAaHWE Ha3BaHMS | OJHO Ha3BaHHE 2,0
cpeacTBaMu
10 |3amosHeHue yueTHOH (GopMBbI BBOIUMOTO TOKYMEHTA (C y4ETOM BPEMEHHM | OJIHO Ha3BaHHE 2,0
Ha mouck aHHoTamuu B "UHTepHere", mHmekca BBK B snexTpoHHOM
KaTtajore) /sl KOHBEPTHPOBAHMSI B NpPOrpaMMbl Juis paboThl €
"TOBOPSAIIIMMHA KHATAMU"
11 |koHBepTHpPOBaHKE B MPOrPaMMBI IS pabOTHI € "TOBOPAIIMMHU KHUTAMH" 100 M6 4,1
KonBeprupoBaHue ayIMOZOKYMEHTOB C KPHIITO3AIIUTON C caiita
OpraHM3alM-TIapTHEpa B IIPOrpaMMBbl Uil paboThl ¢ "TOBOPSIIMMH
KHUramu'":
12 |onpeneneHue Hanmuuusi JOKyMEHTa B IporpamMme st pabOThl C| OJIHO Ha3BaHHE 0,05
"TOBOPSAIIIMMHA KHATAMU"
13 | ckauMBaHME JOKYMEHTOB C caiita 1 M6 0,2
14 | pa3apxuBHPOBAaHHE JOKYMEHTOB 1 Mo 0,2
KOHCYHbTaHTnﬂI-OC www.consultant.ru Crpanuua 105 n3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

15 |3amosmHeHue yueTHOH (GopMBI BBOJMMOTO JOKyMEHTa (C Y4€TOM BPEMEHHU | OJIHO Ha3BaHHE 0,3
Ha nouck aHHoTanmuu B "VHTepHere", unaekca BBK B snexTpoHHOM
KaTtajore) /sl KOHBEPTHPOBAHUS B NpPOrpaMMbl Ui paboOTHl €
"TOBOPAIIMMH KHUTAMU"

16 |koHBepTHpPOBAaHWE B IPOTPaAMMBI IS PaOOTHI ¢ "TOBOPAIIMMHU KHUTAMH" 100 M6 4,1
[MoaroroBka crimcka HOBBIX MOCTYIUICHUH ((pOpMaT JOKyMEHTA):

17 | BeIrpy3ka Karanora nporpamMmsl uisi paboThI ¢ "TOBOPSIIUMU KHUTaMu'" OJTHa BBITPY3Ka 4,0

18 |Berpy3ska u3 (aiima DOKYMEHTOB, IOCTYNHBIIMX 3a OIPEICNICHHEBIN | OJHA BBRITPY3Ka 20,0
BPEMEHHON MHTEpBal (Mecsl], KBapTall, Fox)

19 |ynmanenne nMIIHUX WHQOPMAIMOHHBIX TMOJEH B CIUCKE HOBBIX | OAMH crucok (150 10,0
NIOCTYIUICHUH - 200 Ha3BaHwMil)

20 | kommmposanue Qaiina u3 popmara BJ] AC B hopmaT nokymenra OJIIMH CITHCOK 1,0

21 | mpeobOpa3oBaHHe JHOKYMEHTa B (popMare JOKYMEHTA Ui MOCICIYIONIETO 40 K6 6,0
pa3MenieHus Ha caiTe
O3By4MBaHHE CIIMCKa HOBBIX ITOCTYIUICHHIH CHHTE3aTOPOM PEYH:

22 | BBITpY3Ka KaTajora IporpaMMmsl Juist paboTsl ¢ "TOBOPSAIIMMH KHUTaMn" OJTHa BBITPY3Ka 4,0

23 |Beirpy3ka u3 ¢aitna dopmara B/ AC n0KyMEHTOB, MOCTYNHMBINMX 3a| OJHA BBIFpYy3Ka 20,0
OTIpe/ieIeHHBIN BpeMEHHOI HHTepBal (Mecsll, KBapTal, Tof)

24 |ynaneHue JUINHUX WHQOPMAIMOHHEIX TIIOJIEH B CIIHCKE HOBBIX OJIMH CITMCOK 10,0
MOCTYIUICHUH

25 |xomupoBaHnue ¢aiina u3 popmara 5] AC B popmar nokymeHnTa (150 - 200 1,0

Ha3BaHUN) OJTUH
CIIMCOK

26 | mpeobOpa3oBaHHEe HOKyMeHTa B (opMmaTe MOKyMeHTa B (opmy, yaoOHYIO 40 K6 6,0
JUISL 03BYYMBAHHSI CHHTE3aTOPOM peUuH

27 |pa30uBKa JOKyMEHTa B (popMaTe JOKYMEHTA Ha MPEAJI0KEHUsI 40 Ko 80,0

28 |o03ByuMBaHHE JOKyMEHTa B MpPOrpaMMe JJjis YTeHHS BCIYX TEKCTOBBIX 40 K6 3,0
¢aiinos ("banmabonka" u gpyrue)

29 |pa3MelieHne 03By4eHHOTO CIMCKA HOBBIX IMIOCTYIUICHHUI Ha caiTe oJiH crimcok (150 15,0

- 200 Ha3BaHM)

30 |xOHBepTHpPOBaHHE O3BYYEHHOT'O CIHCKa B MPOTpPaMMbl Ui pabOThI C OJIMH CITHCOK 1,0

"TOBOPSAIIIMMHA KHATAMU"

3.6. Padora c ponnom. PabGora o npremy J0KyMEHTOB

Tabiuwua 47
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

N HaumenoBanue nporiecca, onepanuu. CoctaB paboThI Enununa Hopma
n/n HU3MEPEHUs BPEMCHH, MUH.
1 2 3 4
[IpueM TOKYMEHTOB B CTPYKTYPHBIX MOJIPA3ACICHUSIX
[lpueM [MOKYMEHTOB U3 OTIelia aBTOMATU3MPOBAHHOH 00pabOTKH OJTHA MAPTHUs
JOKYMCHTOB W OpPTraHU3aIlMM KAaTaJlOTOB, CBEPKa C COMPOBOJMTEIBHBIM
JIOKYMCHTOM:
1 |1-25 sx3emMmisapoB 10,0
2 |26 - 75 sK3eMILIIpOB 30,0
3 |perucrtpaims ~ HOBBIX  MOCTYIUICHHH  TEPHOAMYECKMX  W3/IAHHM, | OJHMH JOKYMEHT 0,5
MPOCTABICHUE OTMETKH B PETUCTPAI[MOHHON KapTOTEKE
4 | mpocTaBieHHE MITEMIICIS WA OTMETKA CTPYKTYPHOTO MOJPAa3IC/ICHHS Ha | OJMH JOKYMEHT 0,5
JIOKYMEHTE
IMoabopka JOKyMEHTOB ISl PACCTAHOBKU B (DOH/IC
IMoabopka JOKyMEHTOB IO BHIAM U3/IaHHIA: OJTMH JIOKYMEHT
5 | mockomneuaTHbIe U3JaHUS 0,07
6 |penpedHO-TOUCUHBIC H3TaHUSL 0,08
7 | "roBopsiue" KHUTH Ha KacceTax 0,1
8 | M3maHMA Ha ONITHMYECKUX IHMCKaX 0,07
9 |u3maHus Ha ¢uien-KkapTax 0,07
10 |penbedHo-rpaduueckue mocoous 0,08
11 |TakTHIBHBIC PYKOACTHHBIC U3IAHUS 0,1
12 | moabopka KOMILICKTOB PEIbe(PHO-TOUCTHBIX KHUT 0 Ha3BAaHHUSIM OJMH KOMIIJIEKT 2,0
13 |mombopka JOKYMEHTOB O KJIACCU(PHKAIIMOHHBIM WHIEKCAM, aBTOPCKOMY | OJIMH JOKYMEHT 0,3
3HaKy
IToxbopka MEPUOANYECKUAX H3MaHWK 1O an(aBUTy HAa3BaHWIM, TOAaM,| OIUH JOKYMCHT
HOMEpaM:
14 | miockorevaTHble U3IaHus 0,07
15 |penbedHO-TOUCUHBIC U3TAHUS 0,08
PaccranoBka 6ubaroTednoro Gouma
paccTaHOBKA JIOKYMEHTOB Ha CTEJUIAKAX B CUCTEMATHYCCKO-aI()aBUTHOM | OJUH JOKYMCHT
MOPSIKE:
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

16 |rmIockomeYaTHbIC H3NAHUS 0,08
17 |penpedHO-TOUCUHBIC U3TAHUS 0,11
18 | '"roBopsimue" KHUTM Ha KacceTax 0,1
19 | u3maHuA HAa ONTHYECKUX OUCKAX 0,1
20 | m3maHus Ha Qruem-KapTax 0,1
21 | penbedHO-TpaduyecKre mOCOOuUs 0,11
22 | TaKTUIIBHBIC PYKOJEIBHBIC H3AaHUSL 0,11
PaccTaHoBKa MEPHOAMYCCKUX H3AaHUI MO andaBUTy Ha3BaHWU, TOJaM, | OIUH JOKYMCHT
HOMEpaM:
23 | mIocKoIleYaTHBIE U3MaHNS 0,1
24 | penbeHO-TOUCUHBIC U3TAHUS 0,13
25 |packiagka Tra3eT MO Ha3BaHWSM, MPOKAIbIBAHHE IBIPOK, BIIOKCHHE B OJIHa TIaTKa 10,0
KapTOHHYIO O0JIOKKY (TamKy), MpPOIIHYPOBKa, O(QOPMIICHHE OOJIOKKHU
(Ha3BaHue, roji, HOMep, MECSI)
IMpoBepka NpPaBHIBHOCTH PACCTAHOBKU JIOKYMEHTOB B OTJCIbHBIX | MaccuB GoHIa
MaccuBax (onpa:
26 |1-200 noxymMeHTOB 30,0
27 |201 - 400 moxyMeHTOB 60,0
28 | mepemeriieHue (mepeHeceHUe) JOKYMEHTOB Ha CBOOOIHbBIC MECTa OJTHA TIOJIKA 5,0
OdopmiieHre, HAITUCAHUE TTOJIOYHBIX Pa3IeIUTEICH: OJIUH pa3AeIUTENb
29 | g cucteMaTHYeCcKOl paccTaHOBKH (oHIIA 4.0
30 | ms andaBUTHOM paccTaHOBKH (hoHIA 3,0
3.7. Pabotra ¢ ponngom. Pabora o coxpanHocTH doHma
Tabyuna 48
N HaunmenoBanue npouecca, onepanun. CoctaB paboTsl Ennnnna Hopma
n/m HU3MEPEHUs BpPEMEHH, MUH.
1 2 3 4
[IpoBepxa 6ubmmoreynoro ¢ouna:
1 |HamucaHME KOHTPOJBHOTO TajlOHA HA JOKYMEHT, YKa3aHHEe Ha HEM OJIUH TAJIOH 2,0
WHBEHTAPHOTO HOMeEpa, mudpa, haMIIinK, HHAUAJIOB aBTOPa, 3arjiaBus,
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

rojia, MecTa M3JJaHusl, IeHbl, MECTa XpaHEeHHUs
2 |orMmeTKa O TpOBEepKe MOKyMEHTa Ha (GOpMyIsipe, KOHTeHHepe, OOJOXKKE | OJWH TOKYMEHT 0,2
JIOKYMEHTa
[Tonbopka KOHTPOJIBHBIX TAJIOHOB: OJIVH TAJIOH
3 | Mo MHBEHTAapHBIM HOMEPaM 0,8
4 | mo andaBuTy (amMIITHI aBTOPOB WIIH 3aTJIaBUHA 0,13
5 | mo kmaccupuKanmOHHOMY HHICKCY 0,1
6 |cBepka KOHTPOJBHBIX TAJOHOB C MHBCHTApPHON KHHTOH; OTMeTKa OJIMH TaJIOH 0,5
MPOBEPKY Ha TAJOHE U B MHBCHTAPHOW KHUTE
7 |cBepka KOHTPOJBHBIX TAJIOHOB C YYETHBIM WJIM  al(aBUTHBIM, OJIVH TaJIOH 0,5
TornorpaMYeckuM KaTajJoraMi; OTMETKa IpPOBEPKH Ha TaJlOHE M B
KaTajore
8 |mpocMoTp GopMBEI HHIMBHAYAIEHOTO YYeTa, BHUIBICHHE JOKYMEHTOB, HE | OJWH JOKYMEHT 0,5
MPOLIEAIINX TPOBEPKU
9 |cocraBneHHe KaPTOUYKH Ha JOKYMEHT, He NPOIIE/IIHI MPOBEPKU OJIMH JIOKYMEHT 1,0
10 |mouck JIOKYMEHTOB, HE HPOUIE/IINX MPOBEPKH, 10 Pa3IMYHBIM YUETHBIM | OJIUH JOKYMEHT 50
(dbopmam, KapTOTeKaM, KypHasaM, KHIDKHBIM HOJIKaM
CocraBlieHHE CIIUCKa HEJOCTAIOIINX B (hOHIE JOKYMEHTOB! OJIMH CITMCOK
11 |1 mokymeHT 1,0
12 |2 - 10 moxymeHTOB 10,0
13 |11 - 25 nokymeHTOB 22,0
OT60p TOKYMEHTOB JIJISl U3BATHUS U3 HOHIA
[TpocMOTp AOKYMEHTOB Ha IpEMET M3bATHA U3 poHIa: OJIVH JIOKYMEHT
14 | mempodunbHBIX 0,7
15 | nyOneTHBIX 0,3
16 |ycrapeBuIuX 10 COAEPIKAHUIO 0,7
17 | Berxux 0,2
18 | MayoMcnoNb3yeMbIX, HEUCTIOIB3YEMBIX 0,5
IMoAroToBKa JOKYMEHTOB K aKTUPOBAHHIO:
19 |monmbopka JOKYMEHTOB B HapTHU IO INPUYMHAM H3BATHS; CBEPKA C | OJUH JOKYMEHT 0,08
KHWDKHBIM (hOpMyIIsipom
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

20 |mombopka KHIXHBIX (OPMYJSIDOB Ha JOKYMEHTHl B HOpSAKE | OAWH GOPMYISIp 0,07
WHBEHTAPHBIX HOMEPOB, an(aBuTa, *KypHaJIbHEIC - TI0 TOJIaM U HOMEpaM
CocraBieHre cmUCKa K akTy BBIOBITHS (TIepenadd), MOACUET oOmIei OJIMH aKT
CyMMBI, 0pOpMIICHHE aKTa!
21 |1 noxymeHT 1,0
22 |2 - 10 ntokymMeHTOB 10,0
23 |11 - 25 noKyMeHTOB 24,0
[MoaroToBKa JOKYMEHTOB Ha OyMaKHBIX HOCHUTEIISIX JJIs IIeperuieTa
OT00p MOKYMEHTOB ISl TEpeIuieTa; MPOBEpKa COCTOSHUS TOKYMEHTA; | OIWMH JOKYMEHT
3aroTHeHHE (CBEepKa) KHIDKHOTO (hopMymspa:
24 | mIocKOMeYaTHbIC JOKYMEHTHI 2,0
25 | penbeHO-TOUCUHBIC JOKYMCHTHI 3,0
26 | mombopka KOMIUIEKTOB, CBSI3BIBAHHE B MAYKW;, O(POPMIICHHE TOKYMEHTOB | OIUH JOKYMCHT 0,5
JUTS TIEpeiavd B TICPETLIICT
IToaroroBka K pecTaBpanuu "TOBOpSIIMX" KHUT Ha Kaccerax |
JIOKYMEHTOB, 3alTMCAHHBIX Ha ONITUYCCKUX JUCKAX:
27 |oTOOp MOKYMEHTOB JISl PECTaBPAILlH, IPOBEPKA COCTOSHHUS JOKYMEHTA, | OIUH JOKYMEHT 3,0
3aIroJTHeHHE (CBEpKa) KHIKHOTO QopMyIIsipa
28 | moAroTOBKAa JOKYMEHTOB K BOCCTAHOBJICHHIO, IOJ0OpPKa TOKYMEHTOB, | OIUH JOKYMCHT 0,5
AHAJIOTHYHBIX TIOBPEKACHHOMY; 0(DOpMIICHHE JOKYMEHTOB JIIsl TIepeIadn
Ha PECTaBPAIIHIO
PecraBparus miocKomeYaTHbIX U penbe(HO-TOUYSTHBIX TOKYMEHTOB:
29 |neperuieTHbIe pabOTHI OJIMH JIOKYMEHT 90,0
30 |BOCCTaHOBIICHHME OTACIBHBIX MOBPESKICHHBIX CTPAHHUI], HAICYaTAHHBIX | OJHA CTPAHHUIA 30,0
penbedHO-TOUSHUHBIM  mpUPTOM  (CKaHUpOBaHHWE, pPACIO3HABAaHUE,
penaKTUpOBaHUE, pacrieuyaTka Ha OpaitIeBCKOM MPUHTEPE)
31 |menkwmit peMoHT (TOAKIICHKA HAJOPBAaHHBIX CTPAHHUI, IIEPEIUIeTa, | OIUH JOKYMCHT 2,0
TUTYJBHBIX JIHCTOB, KAapMAIIKOB, SIPJIBIKOB, 3aMEHa NPYKUHHOTO
nieperiera)
PecraBpariyst JOKYMEHTOB, 3alTHCAHHBIX HA ayIHOKACCEeTaX:
32 |BOCCTaHOBIICHHE IIOBPEKICHHOTO JOKYMEHTAa C aHAJIOTMYHOTO Ha| OJHA Olepanus 5,0
CHCNHATbHOM  OOOPYIOBaHMM B 3aBUCUMOCTH OT TEXHHUYECKOTO
OCHAIICHUS
33 |Menkuii peMOHT (3aMeHa HENpaBHJIBHBIX CKJICEK, MOAKIECHKA pakopna,| OAWH JOKyMEHT 5,0
ATUKETOK Ha QyTiIspax)
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"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

BoccraHoBneHne yTpaueHHBIX/TIOBPEKACHHBIX JOKYMEHTOB, 3alIMCAaHHBIX
Ha ONTHUYECKHX JUCKaX:
34 | ckaHUpOBaHHE AWCKA CTAHIAPTHBIMH CPEICTBAMHU OJIIMH JUCK 2,0
35 |ckaHMpOBaHUE MOBPEXKJCHHOIO JIUCKA C UCIIOJIb30BAaHHEM CHELUaIbHOTO OJIVH JINCK 20,0
MIPOrpaMMHOT0 00eCIIeYeHNUS
36 |3arpy3ka oOpa3a AuCKa B aBTOMAaTHYCCKHI TyOIUKATOP OJIUH TUCK 3,0
KparHoe Bocripou3BeIeHUE JUCKOB: OJTHH JIUCK
37 | TexcTOBBIC (hailiibl 0,3
38 | 3ByKOBBIC (ailibl 3,0
39 | Bugeodaiiiel 6,0
ITpoBepka ka4uecTBa KOMHUI: OJTHH JIUCK
40 | rekcroBble (haitimbl 1,0
41 |3ByKOBBIE (haiiIIbl 5,0
42 | Bumeodaiiibr 5,0
IIpuem 1OKyMEHTOB IOCIIE PECTaBPALIUU:
43 | cBepka MOCTYIMUBIIUX JOKYMEHTOB C KHU)KHBIM (JOPMYJISIPOM, IIPOBEPKA | OJAUH JOKYMEHT 1,0
Ka4yecTBa JOKYMEHTOB; BOCCTAHOBJICHHE 3aryiaBusl, HaMKUcaHue mudpa Ha
SIPIIBIKE, KOPEIIIKE TOKYMEHTA
OobecnbutnBanue Gouma:
44 | obecmbuiBaHuE (OHAA C MOMOIIBIO MMbIIECOCa; obecrnedeHrne paboyero | oIHa MEPOIOJKa 15,0
MecTa TEXHHYECKHMMHU CpEeACTBAMH: MBUIECOCOM, pabOYMM CTOJIMKOM,
CTpEeMSIHKOW, BEOpOM; TNpOBeleHHEe OOECIbUIMBAHMS; 3aHECEHHE
TEXHUYCCKUX CPEJCTB HA MECTA XPAHCHUA
45 |pyuHoe ofecnbumiBaHue (oHAa; oOecrieueHHe pabodero Mecra| OJiHa MEpOIOJIKA 10,0
TEXHHYECKHMH  CPEACTBAMH:  CTPEMSHKOH, paboyuM  CTOJIHKOM,
TEJIC)KKOH, BEIPOM, TpSINKAMH; HPOTHPKA, 3aHECEHHE TEXHUYECKHX
CPECTB Ha MECTa XpaHEHUs
3.8. Padota ¢ ponnom. IlepeBox 10KyMEHTOB B IM(pOBOIi hopmar
Tabnuma 49
N HawnmenoBanwue npormecca, oneparun. CoctaB paboThl Enuanima Hopma
/i HU3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

OundpoBka  JOKyMEHTOB,  Hall€YaTaHHBIX  PEIbEe(HO-TOUEUHBIM
mpudTom:
1 |ckaHHpOBaHHE U paclio3HaBaHHUE PEIbe(PHO-TOUCTHOTO TEKCTA OJlHa CTpaHHUIIA 2,0
2 | coxpaHeHue (aiisa B TEKCTOBOM (opmMaTte OJMH (aiin 0,5
PepakTupoBaHue OTCKaHUPOBAHHOTO MaTepualia B TEKCTOBOM PEAaKTOpe: | OJ{Ha CTpaHHUIA
3 | Xymo’KeCTBEHHBIH TEKCT 5,0
4 |TexHWYECKME W JIpyI'He CIelHalbHble TEKCThl (HOTHas 3aIlucCh, 40,0
MaTreMaTuKa, MeJULINHA, XMMUS)
OuudpoBka JOKYMEHTOB, 3alIMCAaHHBIX HA MATHUTHOM JICHTE:
5 |mepeBoj aHanoroBoi 3amucu B uppoBoit hopmat OJIHA 3aIUCh 6,0
6 |oOpaboTka 3ammcu Ha MarHUTHOW JIEHTE Ha KaTYIIKaX; pecTaBpamus OJIMH Yac 180,0
3ByKa 3By4YaHHS
7 | oOpaboTka 3amucH Ha MarHUTHOM JICHTE Ha KacCeTe; pecTaBpaIlis 3ByKa OJIMH Yac 90,0
3By4YaHHS
OundpoBka JOKYMEHTOB, 3alIMCAHHBIX Ha I'PaMILIACTUHKAX:
8 |moaroroBka rpaMIIaCTHHKH K 3allUCH (POHOTPAMMEIL, YIAJICHHUE IBLUTH C oJlHa 12,0
MOBEPXHOCTH I'PAMILIACTUHKH, CHATHE CTATHYECKOTO AIICKTPUYECTBA rpaMILIaCTHHKA
9 |3amuck (oHOrpaMMbl TPaMIUIACTHHKH C WCIIOJBb30BaHHEM 3BYKOBOTO | 0JjHa JOHOTpaMma
penakropa
O0paboTka 3armucanHoi (POHOTPAMMEIL: onHa oHOTpamMMa
10 |moCTOSIHHOE aMILTUTYIHOE CMEIICHHE 5,0
11 |ynaneHue 1MIENYKOB W  TNOTPECKMBAHMH C TOMOULIBIO  IUIarMHa 10,0
ABTOMATHYECKOTO HAXOXK/ICHHUS U YJIaJICHUs [0JJOOHBIX HIETUYKOB
12 | ycrpanenue GpOHOBBIX IIyMOB 10,0
13 |oOecrmeueHne  KAa4eCTBEHHOIO W €CTECTBEHHOTO  3BYYaHHsS  C 10,0
WCTONIb30BaHUEM OJKBaiaizepoB (rpaduyeckoro, maparpaduyeckoro,
apaMeTPUIECcKOro)
14 | HopmanmM3anust CBOWCTB 3ByKOBOT'O MaTepHaia 5,0
15 |moaroroBka 00paboTaHHO#M (HOHOrpaMMBI K 3aIMCH HA AWCKAX; pa3peska | oaHa GoHOorpaMma 20,0
3BYKOBOTO (haiiia Ha TPEeKH
16 |3amuch TOATOTOBICHHOTO ayAWoOMarTepHasa Ha JHCK (C  y4eToM OJIMH JUCK 12,0
BO3MOXKHOCTH KOHBEPTHPOBaHHUs MaTepuaia B popmar aynuodaiina)

3.9. O0cayxuBaHHE MMOJIb30BaTENCH
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Tab6muma 50
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
3anuck Moyb30BaTeNcii B OMOIHOTEKY:
1 |mpocMOTp [OKYMEHTOB IOJIb30Barens (IaclopT, YISHCKUi Owulier, oluH 2,0
CTy/eHueCKHid OuiieT, cpaBka 00 MHBAJIUIHOCTHU 0 3PEHUIO), IPOBEPKA |  IMOJIH30BaTENb
HaJIMY Ul yYETHO-PErUCTPALIMOHHOM KapTOYKH MOJIb30BATENs
3arnoaHeHNEe Y4eTHO-PETrHCTPALIMOHHBIX JOKYMEHTOB MOIB30BaTEIs: oJ1H GOopMyIISIp
2 | hopmynsip Ha OymMa)KHOM HOCHTEIE 5,0
3 | amexTpoHHEIH HopMYIIp 4,0
4 | perucrpanyioHHasi KapTOUKa 50
5 | TpaHCTIOpTHBII THUCT 6,0
6 | moroBop obciyxuBaHUS (2 SK3EMILIIPA) 7,0
7 | TeTpanp perucTpaluu nojb3oBaTeneit 1,0
8 |o3HakomileHHWE C TpaBHJIaMHU IOJB30BaHUS OMOIMOTEKOW, CHPaBOYHBIM OJIH 20,0
anmapaToM, HaJMdUeM APYTHX OTJENOB, IEPeYHEM IPEOCTAaBISIEMBIX |  IOJIH30BaTENb
ycIyr
9 | paccTaHOBKa pEruCTPAIMOHHBIX KAPTOUEK MOJIb30BaTEIeH B KAPTOTEKY OJIHa KapTOo4Ka 1,0
[lepeperucrpanus noab3zoBaTenen
[Touck u BHeceHHE U3MEHEHHMH B Y4ETHO-PETHCTPAL[MOHHBIE JOKYMEHTHI
T0JIb30BATEIS:
10 | hbopmyssip Ha GyMaXHOM HOCHTEIIE onuH GopMYyIIsp 1,0
11 |anekrponHsIii Gpopmysp OJMH QOopMYyJISIp 1,0
12 | perucrpaiioHHas KapToUKa OJTHa KapTOYKa 1,0
13 | TpaHCHOPTHBIN JIACT OJIMH JIUCT 1,0
14 | noroBop oOcIyKUBaHUS OJMH JIOTOBOP 1,0
3.10. CranmoHapHO€e 00CITy)KHBaHHE IT0JIb30BaTEICH
Tabmuma 51
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
OOcnyxxuBaHue TMoJb30BaTeleld B oTaenax aboHeMeHTa: oOIero u
HOTHO-MY3bIKJILHOTO:
1 |undopmupOoBaHME IOJB30BATEIEH O HOBBIX MOCTYIUICHHUSX; Oecexa c onHa Oecena 5,0
TI0JIb30BATENIEM Y BHICTABOK
IMonbopka JOKyMEHTOB M3 (OH/A OTAEIA IS BEIIAUH MTOJIH30BATENIO:
2 | u3naHus, HareyaTaHHbIE penbe(hHO-TOYSUHBIM MIPU(TOM OJIUH JOKYMEHT 3,0
3 | "roBopsmue" KHUTH U My3bIKaJbHbBIEC IPON3BEICHNS HAa KacceTax OJIVH IOKYMEHT 3,0
4 |u3nanus Ha MGPOBBIX HOCUTENSAX MH(OpManuK (AUCKH, (IelI-KapThl C | OIUH JOKYMEHT 1,0
KPHUITO3AIIUTON)
5 | rpamImracTuHKH OIIMH TOKYMCHT 1,0
6 |HOTHBIC M3maHMs (TUTOCKOMIEUATHEBIE U 1O crcTeMe bpaits) OIIMH TOKYMEHT 2,0
7 | v3naHus, HaredaTaHHbBIE IUIOCKOINEYAaTHBIM, B TOM YHCIIE YKPYITHEHHBIM, | OJIMH JIOKYMEHT 1,0
upugrom
8 | 3ByKOBEIC (hailimbl U3 6a3bl JAHHBIX "TOBOPAIINX" KHHUT ¢ KPUITO3AIIUTON onuH (aiin 15,0
Y it jaxei p it it )
9 |3amuch 3BYKOBBIX (ailyioB "rOBOpSIMX" KHHAT C KpPUITO3ALIMTON Ha onuH (ain 10,0
(reni-kapTy MOJIb30BaTENIs C MPEABAPUTEILHOM MOIOTOBKOM (OUHUCTKOM)
(Ien-kapThl MOJIb30BATEIS
10 |mpenocTaBieHHE IOJIB30BATENIO0 HOTHBIX M MY3BIKAIBHBIX JIOKYMEHTOB | OJMH JOKYMEHT 2,0
JUISL TIPEABAPUTENLHOTO TPOUTPHIBAHUS, MPOCIYIIMBAHUS B ITOMEICHUN
oTaena
IIpoBepka MOKYMEHTOB Iiepej BbIIAueil/mpueMoM Ha COOTBETCTBHUE M | OJWH JOKYMEHT
OTCYTCTBHUE JIE(PEKTOB:
11 |wu3nanHwus, HarleyaTaHHBIE PEIbEPHO-TOUCTHBIM MIPUPTOM 1,0
12 |"roBopsmue" KHUTH U MY3bIKaTbHBIC IPOU3BEICHUS Ha KaCcCeTax 3,0
13 |m3nanus Ha MpPOBBIX HOCHTENsAX MH(OpManuu (AUCKH, (IIelI-KapThl C 1,0
KPHUITO3AIIUTON)
14 |rpammnmacTuHKA 1,0
15 |nHoTHBIE M3maHUS (IUIOCKOTIEYATHBIE U IO cucTeMe bpaiis) 1,0
16 |u3nanHus, Hame4yaTaHHBIC IUIOCKONEYATHBIM, B TOM YHCJIE YKPYIHEHHBIM, 0,8
mpudrom
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17 |Bblmaua JOKYMEHTOB IMOJB30BAaTEN0, OTMETKAa O BbIJaye B KHW)KHOM | OJMH JOKYMEHT 0,7
bopmynsipe
OtmMmerTKa 0 BblIaye/IpueMe JOKYMEHTOB: OJIMH TOKYMEHT
18 | B py4HOM pexume 1,0
19 | B aBTOMaTH3UPOBAHHOM PEKHUME 0,7
20 |IIpmeM OOKYMEHTOB OT TOJB30BATENs, NOWMCK W BKJIAAKa KHIKHOTO | OIUH JOKYMEHT 1,0
bopmymsipa
[Mpomnenue cpoka Moab30BaHMUS JOKYMEHTAMHU: OJIMH JIOKYMEHT
21 | B py4HOM pEKUME 2,0
22 | B aBTOMaTU3UPOBAHHOM PEIKHME 0,7
KoHcynbTamms noiap30BaTedIs: onHa
KOHCYJIbTaLHs
23 | mo paboTe ¢ KapTOYHBIM KaTaJIOTOM 5,0
24 | mo paboTe C 3JIEKTPOHHBIM KaTaJOrOM 7,0
25 | mo sKcIuTyaTanuy THGIOMAarHuTo(hOHOB, TUPIO(IIEHI-TUIeePOB 10,0
OtOop ¥ mepenaya Ha BOCIPOU3BEICHUE B CIEIHMAIbHOM (opmare
(parMeHTOB IUIOCKOINEYATHbIX TEKCTOBBIX M HOTHBIX JOKYMEHTOB (I10
3arpocy MOJIb30BaTeNs):
26 |mpumeM 3ampoca OT IOJIb30BaTeNs, MOJ00pKa JOKYMEHTOB, OQOpPMIICHHE | OIUH JOKYMEHT 5,0
3aKasa
27 |mOAroTOBKa JIOKYMEHTa K BOCIpOM3BEeNeHHIO (TIOMCK, 3aK/IajKa | OJHA CTpaHHLA 2,0
(parMeHToB, OIIEHKa BO3MOXXHOCTH CKaHHPOBAHMS TEKCTa, DPY4YHOTO
Habopa HOTHO¥ 3amucH 1o cucteme bpaiiis)
OO6cmy)xrBaHHE TIOJB30BATENCH B YUTATLHOM 3aJIe:
28 |uH(bOpMHpOBaHHE O HOBBIX INOCTYIUICHHSX; Oecela ¢ I0JIb30BATENIEM Yy onHa Oecena 5,0
BBICTaBOK, TEMAaTHYECKUX KHIDKHBIX TTOJIOK
IMouck JOKYMEHTOB IO 3aIpOCy MOJIL30BATENs B [I0JICOOHOM (oHIE: OJIMH JIOKYMEHT
29 | o BUmam M3gaHUMR 3,0
30 | mo onpeneIeHHOM TeMe 4,0
IIpoBepka IOKYMEHTOB Iiepes BbIJAueH/pUEeMOM Ha COOTBETCTBHE M | OJAWH JOKYMEHT
OTCYTCTBHUE JIE(DEKTOB!
31 |u3pmaHMs, HAaNeYaTaHHBIE PENbeHO-TOUCUHBIM MPUPTOM 1,0
32 | "roBopsiue" KHUTH Ha KacCeTax 4,0
KoucyanaHTnmoc www.consultant.ru Crpanvua 115 u3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

33 |u3naHus Ha M(POBBIX HOCUTENSIX MHPOPMALMH (IUCKH, (hiIelI-KapThl) 1,0
34 | W3maHWA, HaleYaTaHHBIC INIOCKOICYATHBIM, B TOM YHCJE YKPYITHEHHBIM 0,8
mpupTOM
35 | TaKkTUIIBHBIE PYKOJEIbHBIC H31aHHs 1,0
36 | penbedHO-Tpaduyeckre mocoOus 1,0
37 |BBlmaga JDOKYMEHTOB IOJB30BATENI0, OTMETKA O BBIJaUe B KHIKHOM | OIUH JOKYMEHT 0,7
bopmymspe
OtMeTKa 0 BblAaue/ipueMe JOKYMEHTOB! OJIMH JIOKYMEHT
38 | B py4HOM peKuMe 1,0
39 |B aBTOMaTU3UPOBAHHOM PEIKHME 0,7
40 |mpmeM JOKYMEHTOB OT IIOJIb30BATElNs, TOMCK M BKJIaJKa KHIDKHOTO | OJAWH JOKYMEHT 1,0
dopmymsipa
Koncynpramnus mons3oBarens: OJlHa
KOHCYJIbTAIHA
41 |mo paboTe ¢ KapTOYHBIM KaTajJoroM 7,0
42 | mo paboTe ¢ 3MEKTPOHHBIM KaTaJlOTOM 8,0
43 | no skcrutyatanud tudaomarautoGoHoB, THIOdIEII-IIeepOB 10,0
44 | o 3KcIUTyaTallly aJallTUBHBIX THQIOTEXHIYECKUX CPEACTB U IMIPOTpaMM 20,0
45 |mo  IKCIUTyaTalid  KOMIBIOTEPHOH TEXHHKH M IPOTPaMMHOIO 20,0
obecrieueHus
Paborta c urenom:
46 | mpenBapuTeNbHAS 3aIKCh MOJIH30BATEINS K UTCILY OJIHA 3aIIACh 1,0
47 | mouck, opopmIICHHE JOKYMEHTA [T BBIJJa4X TOJIb30BaTEIIO0 OJIMH JOKYMEHT 5,0
48 |ureHHe TEKCTA OJ/IHa CTpaHULA 5,0
(popmar A4)
49 | npouyHThIBAaHHE TEXHUYECKOTO M JPYTHX CIEUUaJbHBIX TEKCTOB Ha 1000 3HaKO0B 6,0
MarHUTHYIO JICHTY/IIU(QPOBBIE HOCUTEIN
Otbop u mepenada Ha BOCIPOU3BEJICHHE B CIENHMAIBHOM (opmare
(parMeHTOB IIOCKONEYATHBIX JOKYMEHTOB (110 3a11pocCy M0JIb30BaTEN):
50 |mpuem 3ampoca OT NOJb30BaTelNs, MOJO0pPKa JOKYMEHTOB, O(DOpMIICHHE | OJAWH JOKYMEHT 5,0
3aKasa
51 |moAroToBKa JOKYMEHTa K BOCIIPOU3BEICHHIO OJlHa CTPaHUIA 2,0
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3.11. BaecranmonapHOe 00CTyKHBaHHUE TTOJIE30BaTEIICH

Tab6muma 52
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
HanoMHoe o0ciyKiBaHHE NOJIB30BATEICH:
1 | mpuem 3aka3a OT MOJIB30BATENIS IO TeaePoHy, ohopMIICHHE 3aKa3a OJIUH 3aKa3 4,0
IMonck n3 GoHAa KOMIIIEKTa TOKYMEHTOB! OJIMH KOMIUICKT
2 | wu3naHus, HaneyataHHbIe penbedHO-TouedyHbIM mpudroM (10 - 15 kHuUr 15,0
13 KOMIUJIEKTA)
3 | "roBopsamue" KHUTH Ha KacceTax (5 Ha3BaHUIA) 10,0
4 | u3ganus Ha MUQPPOBBIX HOCUTENIAX HHBOpPMAIKHU (TUCKH, dieni-KapThl) (5 6,0
Ha3BaHUil)
5 | oTMerka o Belgade JOKyMEHTa B KHIDKHOM (hopmyiisipe OJIVH JIOKYMEHT 0,7
OtMmeTKa 0 BelAave/TIpueMe TOKYMEHTOB B (hOpMyIIsipe HOoJIb30BaTeNs: OJIVH JIOKYMEHT
6 |B pyuHOM pexume 1,0
7 | B aBTOMaTH3UPOBAHHOM pPEXKUME 0,7
8 |moaroroBka IOKYMEHTOB K OTIIPaBKE; COPTHPOBKA 110 BHIAM H3/IaHWH, OJIMH 3aKa3 15,0
yNnakoBka, 0()OpMIICHUE TPAaHCIIOPTHOTO JIMCTA, MOTPYy3Ka; COTJIACOBAHUE
C M0JIb30BaTeNeM 110 Tesie)OHY, TOCTaBKA 3aKas3a
9 |mpueM INOKYMEHTOB OT IIOJIb30BATENs; BHITPY3Ka, PACIaKOBKa, MOMCK U OJIVIH 3aKa3 8,0
BKJIaJIKa KHIDKHOTO (opMyJIsipa
IIpoBepka JOKYMEHTOB Iepes OTIPABKOH/TPHEMOM Ha COOTBETCTBHE M | OJWH JOKYMEHT
OTCYTCTBHUE JIe(PEKTOB:
10 |u3nauums, HareYaTaHHBIE pelbeHO-TOUECHUHBIM MPUPTOM 1,0
11 |"roBopsiurue" KHUTH HA KacceTax 6,0
12 | u3nanus Ha nupPOBBIX HOCUTENSIX HHGOPMAIHHU (IUCKH, (IIelI-KapThl) 1,0
[Tpotenne cpoka 1moab30BaHMs TOKYMEHTaMU: OJIVH JIOKYMEHT
13 | B py4HOM pexume 2,0
14 | B aBTOMaTU3UPOBAHHOM PEKHUME 0,7
OOciry)xuBaHue TOJIb30BaTENEeH B OMOIMOTECUHBIX TYHKTAX:
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

15 |moaroToBka W 3aKJIIOYCHHE JIOTOBOpAa MEXIy OWOIHMOTEKOW ¥ | OJIHH JOTOBOP 300,0
opraHuzanued, riae  OydeT  OCYIIECTBIATHCS ~ BHECTAllMOHApHOE
00CITy)KUBaHHE
Odopmiierne popmymspa OUOINOTEIHOTO MYHKTA! onuH hopMyIsip
16 |B py4HOM pexume 7,0
17 | B aBTOMaTU3UPOBAHHOM PEKHUME 6,0
18 |odopmieHre mMmankd ¢ JOKYMEHTaMH (JOTOBOp, OBEpEHHOCTH Ha OJTHA TIATKa 15,0
MOJTy4eHHE KHUT, OTYCTHI)
19 |cocraBieHHe CXeMBl pa3MEHICHUS  OHONMOTCYHBIX IYHKTOB IO OJIHa cXeMa 120,0
TEPPUTOPUAM
20 |cocraBieHne rpaduka oOMEHa JOKYMEHTOB, HAxXOJSMIIUXCA B OIIMH TpapuK 20,0
OMOIMOTEYHBIX TYHKTaX
21 |cocraBieHue TIaHa METOINYECKOI TIOMOLIH OJIVH ILIaH 60,0
OUOIMOTEKAPSIM-00IIECTBCHHUKAM
Bernava TOKyMEHTOB B OMOIHMOTEUHBIH MYHKT:
[ToaroToBka M pacreyatka CUCKa IOKYMEHTOB, NpeJHa3HAYCHHBIX JUIS OJIMH CITMCOK
BBIIaYH OMOIMOTEYHOMY IYHKTY:
22 |20 nokyMeHTOB 30,0
23 |40 nokymMeHTOB 60,0
24 | 100 moxymMeHTOB 120,0
IMoxbopka ®3 (oHOA MO CIHCKY/3asBKE KOMIUICKTOB JOKYMEHTOB | OIMH JOKYMEHT
pa3IHYHBIX (OPMATOB:
25 |u3pmaHMs, HalleYaTaHHbIE PENIbeHO-TOUCUHBIM IIPUPTOM 3,0
26 | "roBopsiue" KHUTH Ha KacCeTax 2,0
27 |m3naHMs HAa TMQPOBBIX HOCUTEINSIX HMHPOPMAIMH (JIUCKH, (hiIemI-KapThl) 1,0
28 |u3maHMs, HareyaTaHHbBIC MJIOCKONEYATHBIM, B TOM YHCIE YKPYIMHEHHBIM 1,0
mpupTOM
Caepka IOKYMEHTOB CO CITMCKOM/3asIBKOH 1 MPOBEpPKa JOKYMEHTOB II€pef | OAWH JOKyMEHT
BbIJJaueil Ha COOTBETCTBHE M OTCYTCTBUE JE(DEKTOB!
29 |u3maHMs, HAalleYaTaHHBIE PeNbe(PHO-TOUEUHBIM MIPUPTOM 1,0
30 | "roBopsmue" KHUTH Ha KacCeTax 6,0
31 |u3maHus Ha UAPOBBIX HOCUTEINSIX MHYOPMALMH (IHCKH, (hiIelI-KapThl) 1,0
32 | W3maHWs, HAlCYATAHHBIC IUIOCKOICYATHBIM, B TOM YHCJC YKPYITHECHHBIM 0,8
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

mpudrom

33 |copTHpoBKa IO BHOAM HW3JaHWH, OTMETKa O BBAade IOKYMEHTa B| OIUH JOKYMEHT 1,0
KHIDKHOM (pOopMyIIsipe
OTMeTKa O BhIJaue TOKYMEHTOB: OJIUH TOKYMCHT

34 | B py4HOM pexUMeE 1,0

35 | B aBTOMaTH3UPOBAHHOM PEKUME 0,7

36 | paccTaHOBKA KHM)KHBIX ()OPMYJIIPOB B KAPTOTEKY MHIMKATOPA onuH GopMyIsp 1,0

37 |moAroToBKa MOKYMEHTOB K OTIPaBKE; YIIAKOBKA, COCTABIICHHE OIHCH, | OIUH KOMIUICKT 30,0
morpy3Ka

38 | oTMeTka 00 OTIpaBKe 3aKa3a B KypHAJIC PETUCTPAIUH OJIHA 3aIUCh 2,0

39 | onoBemeHnne aboHEHTa 00 OTIpPaBKE 3aKa3a OIIMH a0OHEHT 1,0
[IpueM 1OKyMEHTOB U3 OMOIMOTEYHOTO MTyHKTA!

40 | pacrmakoBKa MOCHLUIKH, COPTHPOBKA TOKYMEHTOR 110 BHIAM H3IaHUIA OJIHA MOCHLTKA 3,0
[Iposepka BO3BPAIICHHBIX JIOKYMCHTOB Ha COOTBETCTBHUE, | OJHMH JOKYMEHT
KOMILUIEKTHOCTD, OTCYTCTBHUE JE(PEKTOB:

41 |u3pmaHus, HaTMeyaTaHHBIE PeNbe(HO-TOUYSUHBIM MIPH(PTOM 1,0

42 | "roBopsmme" KHATH Ha KacceTax 6,0

43 | m3panus Ha UQPOBBIX HOCUTENSAX HH(OpManuK (IUCKH, (Iem-KapThl) 1,0

44 | u3naHusl, Harme4YaTaHHBIC IUIOCKOIMCYATHBIM, B TOM YHCIE YKPYITHEHHBIM 0,8
upugrom

45 | copTUpoBKa JOKYMEHTOB I10 BUIaM W3IaHUH, IIOUCK M BKJIAKA KHIDKHBIX | OJWH JTOKYMEHT 1,0
(bopmyrsIpoB
OTMeTKa 0 IprueMe JOKYMEHTOBR: OJIMH JTOKYMCHT

46 | B py4yHOM pexHMe 1,0

47 | B aBTOMAaTH3UPOBAHHOM PEXHUME 0,7

48 | omoBenieHre a0OHEHTA O MPHEME JIOKYMEHTOB OJIMH a0OHCHT 1,0

49 |orMmeTka 00 OOMEHE JJOKyMEHTOB B JHEBHHUKE OT/Ea 0J1HA 3aIKCh 1,0
3aouHoe 00CTy)KUBAaHUE TIOJIb30BaTENEH
OdopmiieHHE TOKYMEHTOB Ha 00CTYKHBaHUC a0OHCHTOB:

50 |mpuwem 3asBKH OT abOHEHTAa Ha OOCITY)KHBaHHE, ITOJrOTOBKA IAKeTa OJIHA 3as1BKa 5,0
JOKYMEHTOB K OTTIPaBKE
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"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

Odopmitenne Gpopmyssipa aboHEHTa: oJ1H GopMyJIsIp
51 | B py4HOM pexuMe 6,0
52 | B aBTOMaTH3UPOBAHHOM PEKHME 7,0
Bbiaua 1okyMeHTOB aOOHEHTaM
[Mombopka w3 ¢oHma WO 3akazy a0OHEHTa MOKYMEHTOB pAa3IMYHBIX | OIUH JOKYMEHT
(opmaros:
53 |u3maHMs, HanleYaTaHHbIC PENIbEPHO-TOYCUHBIM IIPUPTOM 3,0
54 | "roBopsmue" KHUTH Ha KacceTax 2,0
55 |u3naHus Ha MQPOBBIX HOCUTEINSIX HHOPMALMHU (JUCKH, (hiIelI-KapThl) 1,0
56 |wu3maHMs, HaleYaTaHHBIC IUIOCKOIIEYAaTHBIM, B TOM YHCJIE YKPYIHCHHBIM 1,0
mpupTOM
CBepka JOKYMEHTOB €O CIIHCKOM H IIPOBEpKa NOKYMEHTOB Iepel| OJAWH JOKYMEHT
BBIZIa4Cil HA COOTBETCTBHE U OTCYTCTBHE Je()EKTOB:
W3aHusl, HalleyaTaHHbIe pebe(HO-TOYSYHBIM MPH(TOM ,
57 , 1,0
58 | "roBopsmue" KHUTH Ha KacceTax 6,0
59 |u3naHus Ha MQPOBBIX HOCUTEINSIX MHPOPMALMHK (JUCKH, (hIIelI-KapThl) 1,0
W3/IaHUs, HalleYaTaHHBIE IIOCKOICYATHBIM, B TOM YHCIIE YKPYITHEHHBIM ,
60 , 0,8
mpupTOM
61 |orMmerka O BbIaue JOKYMEHTA B KHHXXHOM (opMyJisipe OJIUH JOKYMEHT 0,7
TMETKa O Bbl1aue JIOKYMEHTOB! OJIMH JIOKYMEHT
O y y
62 | B py4HOM peKUME 1,0
63 | B aBTOMaTH3UPOBAHHOM PEIKHME 0,7
64 | paccTaHOBKA KHM)KHBIX ()OPMYIIIPOB B KAPTOTEKY onuH GopmyIsip 1,0
65 |HoAroTOBKa TOKYMEHTOB K OTIIPAaBKe; YMAKOBKa, COCTABIICHHWE OIMKCH, | OJWH KOMIUIEKT 30,0
orpy3ka
66 |ormeTka 00 OTHpaBKe 3aKa3a B KypHaJle PErHCTPaluu OJlHA 3aIUCh 2,0
67 |onoBemieHue aboHEHTa 00 OTIPABKE 3aKa3a OIUH a0OHEHT 1,0
[Ipuem moKyMeHTOB OT aDOHEHTOB:
68 |mpueM NOKYyMEHTOB; COPTHPOBKa IIOCBUIOK MO ajpecaM, OTMETKa O | OJHa IOCHUIKA 2,0
IIpUEME B XKypHaJIe PETHCTPALIN
69 | pacmakoBKa MOCBUIKH, COPTHPOBKA JOKYMEHTOB 10 BUIaM H3IaHHUN OJIHA MTOCHIITKA 3,0
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

[Tposepka BO3BPAILCHHBIX JIOKyMEHTOB Ha COOTBETCTBUE, | OJIUH JOKYMEHT
KOMIUIEKTHOCTb, OTCYTCTBHE JIE()EKTOB:
70 | m3maHWA, HaTIeYaTaHHBIE PENTbe(hHO-TOYCTHBIM MPHU(TOM 1,0
71 |"roBopsuye" KHUTH Ha KacceTax 6,0
72 |u3naHus Ha TMQPOBBIX HOCUTEINSIX MHPOPMAIMH (JUCKH, (hiIelI-KapThl) 1,0
73 | W3maHWA, HaleYaTaHHBIC IUIOCKOICYATHBIM, B TOM YHCJE YKPYITHEHHBIM 0,8
mpupTOM
74 | copTMpOBKa JOKYMEHTOB 10 BUAAM U3/IaHHM, TOUCK U BKJIAJKa KHWKHBIX | OJWH JOKyMEHT 1,0
(bopmynsipoB
OtMeTKa 0 IpHeMe TOKyMEHTOB! OJIMH JIOKYMEHT
75 | B py4HOM PEIKUME 1,0
76 | B aBTOMaTH3UPOBAHHOM PEIKUME 0,7
77 | omoBemieHne aOOHEHTa O TIPHUEMe TOKYMEHTOB OIIMH a0OHEHT 1,0
78 | oTMeTka 00 0OMEHe TOKYMEHTOB B THCBHHUKE OT/IEJIa OJIHA 3aIHUCh 1,0

3.12. BuyTpeHnHsist paboTa

Tabauma 53
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enunnna Hopma
n/n U3MEpEHUs BpPEMEHH, MUH.
1 2 3 4
IToaroroBka K BeIfAveE:
1 |moxBeneHHE UTOTOB PaOOTHI 3a MPOMICIINI ICHb, 3aITUCh B THCBHUKE ©KETHEBHO 15,0
2 | paccranoBka (hopMyIIIpPOB MOJIB30BATEIICH 1O CPOKaM, 1O an(aBuTy onuH GopMyIIsp 1,0
3 | mombopka TOKYMEHTOB IO BUAaM M3IaHUH [0 MPEIBAPUTEIFHBIM 3aKa3aM | OJWH JOKYMEHT 1,0
MoJIb30BaTeeh
TIpoCMOTp HOBBIX HOCTYIUICHUH I PEKOMCHIAIIMH [TOJIb30BATEIISIM: OJIMH JTOKYMCHT
4 | rasersl 5,0
5 | KypHaJbl, Harle4aTaHHbBIE IIOCKOIIEYaTHRIM MIPH(PTOM 15,0
6 |xypHaibl, HaeYaTaHHBIC PEIbEYHO-TOYCUHBIM MIPU(HTOM 50
7 | xHUrW, HaneyaTaHHBIC TUIOCKOMCYATHBIM MIPUPTOM 50
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

8 | kHUTH, HareYaTaHHBIE pelbe(HO-TOUCUHBIM MPUPTOM 2,0
9 |ayamoBu3yanbHBIC N3aHHUS HA AHAIOTOBBIX U IH(POBBIX HOCHUTEISIX 2,0
10 |mpocMOTp W TMONMOJHEHWE KHMKHBIX BBICTABOK, TOJIOK W CTEJUIAXKEH, | OJIUH JOKYMEHT 5,0
OTKPBITBIX JUIsl CBOOOHOTO JIOCTYIIA IT0JIb30BaTECH
11 |moxroroBka pabodero mMecra €XEe/IHEBHO 15,0
Pabora ¢ ¢popMyIsIpoM NOTB30BATEIS:
12 |ananmu3z QopMynspoB  mOJb30BaTeNneil, BBIABICHHE  YHUTATENbCKUX | OIMH GOPMYJISIp 20,0
HUHTEPECOB
13 |3amumcek B popmyinsipe MOIB30BATENS O pe3yiabTaTaX aHANIM3a YTEHHS 3a | OIUH (GOopMYIIIp 3,0
OIpeIeNICHHBIH Tepruox
14 | cocraBieHHe KapTOTEKH YUTATEIHCKUX HHTEPECOB OJTHa KapTO4Ka 3,0
15 (3amuch B MHEBHHWKE OMOIHMOTEKaps O IOWHAMHUKE UYTCHHS W HHTEpecax OJIHA 3aIACH 2,0
TOJIL30BATEINCH (TPYIITBI TTOJIb30BATEICH)
Pabora ¢ monp30BaTensiMu, He BO3BPATHBIIUMH JOKYMEHTHI B CPOK:
16 |mpocmoTp M orOOp (OpMYIISIPOB TIOJIB30BATEINCH, HE BO3BPATHUBIIUX | OJUH GOPMYJISIP 2,0
JIOKYMEHTBI B CPOK
V3BenieHre MoOJB30BaTeNs, HE BO3BPATHBIICTO JOKYMEHTBI B CPOK; | OIMH (GOPMYISp
OTMETKa JaThl HAIOMHUHAHUS B GOPMYJISApE ITOJIb30BATENIS:
17 |ycrHo (0 Tenedony) 3,0
18 | mUCEMEHHO Yepe3 MOYTOBOE OTACICHUE HIIH 3JICKTPOHHYIO MOUTY 3,0
19 |ynanenwe u3 0a3bl JAHHBIX CBEISHMH O 3aHATOCTH BO3BPALICHHBIX | OJUH JOKYMEHT 0,7
JIOKyMEHTOB
[Tpuem AOKYMEHTOB B3aMEH YTEPSHHBIX:
20 |1pocMOTp M OLICHKA IOKYMEHTa, IIPEIUI0KEHHOT0 B3aMEH YTEPSIHHOTO OJIVH JIOKYMEHT 3,0
21 |3anmch O 3aMeHe JOKYMeHTa B (OpMyJsipe IMOJb30BaTess, B TETPaaH | OJAWH JOKyMEHT 2,0
yueTa JIOKYMEHTOB, IPUHSTHIX B3aMeH yTepsSHHBIX
Pabora c oTkazamu:
22 |3amoyiHeHME KapTOYKM HAa OTKAa3 C yKa3aHWEeM IMPUYMHBI, PACCTAHOBKA | OJHA KAPTOYKA 4,0
KapTO4eK B KapTOTEKy OTKa30B
23 | aHaNW3 OTKA30B, MMOJATOTOBKA CITMCKA HA JOKOMILUICKTOBaHKE (hOoHIA OJIMH OTKa3 8,0
3.13. O6cyxuBanue o MexOnOIHOTeUHOMY aboHeMeHTy (MBA)
Tabmuma 54
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
OOciry)uBaHNe MHIUBUAYaJIbHBIX M0JIb30BaTenel Onbnuorexu no MBA:
1 |peructpanus nosbp3oBaTes, moyb3yomerocs MBA OJIH 2,0
T10JIb30BaTEb
2 | 3amonHeHMe OlaHKa-3aKas3a OJIMH 3aKa3 3,0
3 |yTouHeHME YKa3aHHBIX MOJIb30BATENIEeM CBEICHUI O 3aKa3aHHOM OJIVH 3aKa3 2,0
JOKyMEHTE, LEeJISIX 3apoca, HICTOYHUKE, OTKY A MOJTy4eHbI CBEACHHS
Bubmmorpadudeckas 1opaboTka 3akas3a; yTOUYHeHHEe OHOITHOTpadUIECKUX OIIMH 3aKa3
CBEJCHUI:
4 | mo cpaBOYHBIM M3JaHUSAM U3 (oHIA OUOIHOTEKH 10,0
5 | npu momoIm BHYTPEHHUX U BHEUTHHUX 0a3 JaHHBIX 5,0
6 |mpoBepka HaMYHS 3alpaIIUBACMOrO IOKYMEHTa B OHONHOTEKax, B TOM | OJWH JOKYMEHT 12,0
YHCIIE TI0 CBOJHBIM KaTajoram
7 |3ammch cBeJieHW O HampaBjieHMHM 3akaza mo MBA (HauMeHOBaHHE OJIMH 3aKa3 2,0
OuONMOTeKH, JiaTta); OTIpaBKa 3akaza B OHONMOTEKY, HMMEIOIIYIO
3aMpaliuBacMblil JOKYMEHT
8 |mepemenienue OnaHKa-3akaza B KapTOTEKY 3alpOCOB MOJb30BaTelieil Mo | 0JHO TpeOoBaHUE 0,5
MPBA 3a pazpenurens "3anpocsl mo MBA, HanpaBieHHblE B JIpyrue
o6ubimorexn"”
9 | mpuem nokymeHTa, npuciianaoro 1o MBA OJIUH JOKYMEHT 4,0
10 |u3BemieHue IOIB30BATEN O IIOJNYYSHHH 3aIlPOMICHHOTO JOKYMEHTa H OJINH 2,0
CpOKax €ro 1oJjib30BaHus TI0JIb30BaTENb
11 |BbIaYa MOJIH30BATENIO MONYyYeHHBIX N0 MBA MOKYMEHTOB B YHTAIBLHOM | OJUH JOKYMEHT 2,0
3aje; CBEpKa BBIIaBAEMOro JOKYMEHTa C OJIaHKOM-3aKa30M, MPOBEpKa
COCTOSTHHSI IOKYMEHTa, OTMETKA O BblJjaue
12 |mpuem  JOKyMeHTa OT [OJb30BaTeNs; CBepKa JOKYMEHTa C| OJMH JOKYMEHT 1,0
OJIaHKOM-3aKa3a, MPOBEpPKa COCTOSHHS JOKyMEHTa, OTMETKa O MpHeMe,
MOMEII[EHHE JOKYMEHTa B CIIEIMAIIBHO BBIJICICHHOE MECTO
13 |u3Bneuenue OsaHKa-3aKka3a W3 KapTOTEKH, OTMETKa 00 OTIpaBKe OJIUH JIUCTOK 15
JOKyMEHTa (Jata, HOMEp IIOYTOBOTO OTIIPABJIEHUS); IEepecTaHOBKa TpeboBaHus
muctka wu3 pasgena "[lomyuennele mo MBA wu3nanus" B pasgen
"Bo3Bparennas tuteparypa”
14 | moaroToBKa JOKYMEHTOB K OTIIPaBKE B OMONHOTEKY (OHAOAEPKATEID; OJIMH 3aKa3 5,0
yIakoBKa 3akasa, mpocraBiieHue mramma "[lodra ciembix", HamwcaHue
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

aapeca, COCTaBJICHUC OIMUCHU

15

paboTa ¢ OTKa3aMu; IpH MOJyYSHHH H3BEIIEHUS 00 OTKAa3e WM 3a1epiKKe
BBINIOJIHEHHS 3aIlpoca yKazaHHe B OJlaHKe-3aKa3e Ha 0OOPOTHOH CTOpOHE
NPUYMHBl M JaThl OTKa3a, IEepPeCTaHOBKa ero U3 pasnena "3ampocsl 110
MBA, HampaBieHHble B npyrue Ombmmoreku" B pasmen "OTkaswl 1o
MBA"; cooOmieHne B OTAeN OOCITy>KUBaHHUA O MOJYYCHUH OTKa3a (Iara,
TIPUIHMHA)

OIWH 3aKa3

4,0

O0cyxuBanue adoneHtoB o MBA: cBepka mo kapToTeke aOOHEHTOB
HOMepa aboHeHTa Ha OJaHKe-3aKa3e OpraHu3aluy

Opranuzanus aboHUpyeTCs:

OJIMH 3aKa3

16

IpOCTaBlICHNE HOMepa Ha OJaHKe-3aKa3e, CBEpKa ajpeca, Ha3BaHUSA
opraauzaun, pammimu oTBeTcTBeHHOTO 110 MBA (BHECeHHE H3MEHEHHIHA
B KapTOUKH)

4,0

AOGOHEHT 00PaTHIICS B TEKYILEM T'OJly BIICPBEIC:

OIUH a0OHEHT

17

MPOCTABJICHUC B KAPTOYKC TIoJa 06paH.[€HI/I$I, JaThbl,

aboHeHTa

odopmicHHEe

1,0

Opranu3anus paHee He abOHUPOBAIACK!

OIUH a0OHEHT

18

NIPUCBOCHNE AOOHEHTY HOMeEpa, 3alOoJIHEeHHE KapTOYKH PErHCTpanuu
abonenta MBA wu dopmymnsp, ykazaHWe TIIOJHOTO HAaWMEHOBAHUS
OpraHM3aliHy, OYTOBOTO ajpeca, TenedoHa, haMHINN, UIMEHH, OTIECTBa
OTBETCTBEHHOTO JINIIA, JaThl OTKPHITUS X HOMepa abOHEHTa

6,0

19

PpacCTaHOBKA PETUCTPALIMOHHBIX KaPTOYCK B KAPTOTCKY

OJlHa KapTO4vKa

0,5

20

opopmiicHHE W3BEUICHUS [JIsi aOOHEHTa 00 OTKPBITHH abOHEMEHTa
(3ampoc HeMOCTAIONIMX JJISI KAPTOTEKH CBEICHHIA)

OJHO M3BCIICHHUC

2,0

21

MPOBEpKa MPaBUIBHOCTHU 3aIlOJTHEHUA 6naHKa—3aKa3a, 3aI0JDKEHHOCTH
a6OHCHTa; IIPOCTABJICHUC Ha O60p0TC OaHKa-3aKa3a IITaMmia u JaThbl
MOJIy4yCHHUs 3aKa3a

OJIMH OJ1aHK-3aKa3

5,0

22

mmdpoBka 3aka30B a0OHEHTOB; MOAOOpPKa OJIAHKOB-3aKa30B
andaBuTy, MPOBEPKA HATMYHS TOKYMEHTOB 110 KaTaJIoTy

Io

OoJ1H OJaHK-3aKa3

3,0

23

MOJArOTOBKAa  JOKYMEHTa K  BblJaue; CBepKa  JOKyMEHTa C
OJ1aHKOM-3aKa30M, MPOBEPKa COCTOSIHUS JOKYMEHTA; MpPOCTaBJICHHE Ha
OnaHke-3akaze mmM(pa JOKyMEHTa, MHBEHTApHOTO HOMEpa, KOJIMYECTBa
JOKyMEHTOB, JaThbl BbIJAuW, ILITEMIIENs OMOJIMOTEKM C Ha3BaHUEM U
MOYTOBBIM  aJpecoM; YyKa3aHHE CpOKa BO3BpaTa; BIIOKEHHE YacTH
OnaHka-3aka3a aOOHEHTa B BBIAABAEMBIH JOKYMEHT, IIPOCTABJIECHHE
HOMepa GaHIeponu

OJIMH JOKYMEHT

2,0

24

ITOCTAaHOBKA 3aKa3a Ha 04€pPE€aAb, OTIIPaBKa a60HeHTy HU3BCHICHUSA

OIWH 3aKa3

2,0

25

nepeaadya n3laHnrusd Ha KOITUPOBAHUC

OIWH 3aKa3

3,0
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26 |oTmpaBka JOKYMEHTOB a0OHCHTaM; YIIAaKOBKa 3aKa3a, IPOCTABJICHUC OJIUH 3aKa3 5,0
mramna "[louta cnensix", HanmKcaHue ajpeca, COCTABICHHUE OMHCH
27 |paccraHOBKa OJaHKOB-3aKa30B HA BBIIAHHBIC TOKYMEHTHI B KapTOTEKY | OIUH JOKYMEHT 0,5
obciyxuBaHus aO0HEHTOB B paszaen "Brimanasie mo MBA m3ganuns"
28 |mpuHATHE JOKYMCHTOB, BO3BPAIlCHHBIX a0OHCHTAMH; BCKPBITHC | OJUH JOKYMCHT 4,0
O0aHZCpONM, TMpPOBEpKAa  COCTOSIHHS  JOKYMCHTa, YKa3aHHC  Ha
OnmaHKe-3aKa3e JaThl BO3BpaTa JOKYMEHTA, IIEpeCTaHOBKA OJaHKa-3aKas3a
B paszen "Bo3BparienHas aureparypa”
29 |aHanu3 CpPOKOB TIOJB30BAaHUS JOKYMCHTOB, BBISBICHHE JOJDKHHUKOB,| OIUH JOKYMCHT 2,0
HalpaBJICHUE HaIIOMUHAHUI
30 |pabota c oTkazaMu: yKa3zaHHe B OJaHKe-3aKa3e MPUYUHBI U TaTHl OTKa3a; OJIMH OTKa3 4,0
peTUCTpanys 0TKa3a B YUCTHHIX (OpMax; pacCTaHOBKA JINCTA TPeOOBaHUSL
B KapTOTEKE OTKA30B; OTIPaBKa aOOHECHTY W3BEUICHUA 00 OTKa3e
3.14. MaccoBas paboTta
Tabmuma 55
N HawnmenoBanwue nporecca, oneparuu. CoctaB paboThl Enuanna Hopma
n/m HU3MEPEHUSI BPEMEHH, MUH.
1 2 3 4
IToAroTOBKa MacCOBBIX MEPOIPHUATHIA
OmnpenesieHne TEMbI, COCTaBa AayAWTOPHH, OTBETCTBEHHOrO 32 OJTHO
MEpPONPHUATHE B IIEJIOM, COCTABJICHUE IUIAHA MOJATOTOBKHA MEPOIPHSATHS, | MEPOIPUITHE
BOIPOCOB JJIsI OOCYXKIEHHSI, MPUIJIAIIICHHUES KOHCYJIbTAHTOB, JICKTOPOB,
MoI00pKa JOKYMEHTOB 0 TEME MEPOTPHSITHS; OPraHU3aI[is BBHICTABKH
JIUTEPATyPhl, OTIOBEIIECHHE MMOJIH30BATEICH O MEPOIIPUATHH Yepe3 aduIly,
KaHaJbl CBSI3W; BBISIBJIICHHE BBICTYHAIONINX; MOATOTOBKA MOMEIICHHS,
MPOBEACHUE COBEHMIAHHMS IO HWTOraM IIOATOTOBKHA H  IPOBEACHUS
MEPOIPHUSATHSL:
1 |gurarenbckas KoH(pepeHIUsS 4800,0
2 | nuTepaTypHO-XyJ0XKECTBEHHbIH Beuep, Beuep KHUTH, TUCIYT 3600,0
3 | Bedyep BONPOCOB M OTBETOB, YCTHBIN JKypHaI 3000,0
4 | xiy6 mo uHTEpecam 3000,0
5 | merckmit yTpeHHUK 3600,0
6 |BHKTOpHMHA, KOHKYPC, UTPa-IIyTEIIECTBHE 3600,0
Opraan3anus KHIDKHBIX BEICTaBOK
CocraBjicHUE TUIaHA OPraHHW3AlMM W MPOBEICHUS BBICTABKH; BBISBICHHEC | OJIHA BBHICTABKA
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u 0T60p JOKYMCHTOB; IMOJATOTOBKa COHpOBO[[PITeJ'ILHOfI JOKYMCHTallMU K
BBICTABKC; MOHTaX BBICTABKH, OpraHusanus
PIH(l)OpMaHPIOHHO-peKHaMHOfI pa6OTI)I o nMmnomnyjadpu3aliii BbICTABKHU;
IIOJABCACHUC UTOI'OB paGOTLIZ

7 | mIaHa BBICTABKH 600,0
8 | BBICTaBKH 10 TOTOBOMY ILJIaHY 360,0
9 | omepaTHBHBIX BHICTABOK HOBBIX HOCTYIIJICHUH 120,0

Peximama 6I/I6J'H/IOT€KI/I; pa60Ta IO IMPHUBJICYCHHUIO II0JIb30BaTECIICH:

10 |momroroBka  peKIaMHOTO  COOOWICHUs B  CPEACTBaX  MAacCOBOMW | OJHO cOOOIIeHHE 300,0
uHopmanmy, Ui pasMeUleHUs Ha caifTe OHOJMOTEeKH, TopTale
creuuaibHbIX OMOIMOTEK, Ha aBTOMH(pOpMaTope 0 pabore OHOIHOTEKH,
OCOOCHHOCTSIX  (DYHKIIMOHHUPOBAHMS  Pa3IMYHBIX  IMOJpa3CICHUM,
HOMEGHKJIATYpE YCIIYT, TMPEAOCTABSIEMbIX OWUOIHUOTEKOW, W JIPYroi
nHpopmanuu

11 |moaroToBka IDIaKata O JAEATSIFHOCTH OHWONMOTEKH (BBIOOD TEMHEI, OJIMH IIIaKaT 300,0
ompeeNIieHUe CojiepKaHus U HOpPMBbI)

IToaroroBka Oykiera o GubIMOTEKE: OJIUH OYKIIET
12 |onmwH mucT, IBYXCTOPOHHSIS mevath (popmat A4) 600,0
13 | xBa mmcra u 6oee 1200,0
14 | opraHu3zanusi SKCKypcuil mo OuOIHOTEeKe; MpHeM U 0(OPMIICHUE 3asBKH, | OJHA SKCKYPCHUS 60,0

YTOYHEHHE TEeMBI 3KCKYPCHI M COCTaBa 3KCKYPCaHTOB

BeisiBnienue NOTEHIUATBHBIX HOJIb30BaTEINCH
OHOIMOTEYHO-NH(POPMAIIMOHHBIX YCIYT OHOINOTEKH:

15 |mpocmotp npeccs! u "MHTEpHET" -pecypcoB OJIUH JOKYMEHT 8,0
16 |cOop u aHaNHM3 HHPOPMALUU O KOHKYPEHTOCIIOCOOHOCTH OMOIHOTEKU OJIMH JOKYMEHT 8,0
17 |BeneHue KapTOTEKH MOTPEOUTENIHLCKOTO PHIHKA OJIHa KapTOo4Ka 0,3
18 |Bcrpeun ¢ npeacTaBUTENSIMUA (GUPM, OpPraHU3alUi, TPeIPUITHI OJTHO 120,0
MEpOIpuUsITHE
IIpumeuanue:

- BpeMsl [IPOBEJEHUS MACCOBBIX MEPOIIPUSITUH, BEICTABOK JIUTEPATYPhl U SKCKYPCUN B HOPMY BPEMEHU HE BXOJIUT;
- IIpU OPTaHU3AINH BHIE3IHON BBICTABKM K HOPMaM BPEMEHH MPHUMEHSETCS MOBhIMAromuii koddpumnueHt 1,1.

3.15. CrpaBounas u nH(opMarmoHHas padora. Opranuzanus cpaBogHo-6ndimorpapudeckoro amnapata (CBA)

Tabnuma 56

N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Envnnna Hopma
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n/n NU3MepeHus BpPEMEHH, MUH.
1 2 3 4
IIpocMoTp ® 0TOOp JOKYMEHTOB M3 TEKYLIMX IOCTYIUICHHH IS
BkitodeHus B CBhA:
1 |mrockonevaTHbIe KHUTH Ha OYMasKHBIX HOCHUTEIISX OJlHa KHHTa 4,0
2 | mIOCKONEYaTHBIE KHUTH Ha ONTHYECKUX HOCUTEIAX OJlHa KHHTA 6,0
3 | cTaThM U3 MIOCKONEYATHBIX COOPHHUKOB, KYpPHAJIOB OJIHA CTaThs 3,0
4 | cTaTbH U3 ra3eT OJIHA CTaThs 2,0
5 | penbedHO-TOUCUHBIE KHUTH OJlHa KHHUTa 6,0
6 |craTem U3 penbeHO-TOUCTHBIX COOPHHUKOB, JKYPHAIIOB OITHA CTAThs 4,0
7 | aynuoBH3yalbHbIC U3AaHHS Ha AaHAJIOTOBBIX M IU(POBBIX HOCHTEIAX OJIHa KHHTA 6,0
8 |crareu u3 3ByKOBBIX COOPHHKOB, )KYpHAJIOB OJlHA CTaThd 50
9 | bubnmmorpadudeckue MOCOOHs, B TOM YHCIIC Ha ONITHYECKUAX HOCHUTEISX OJTHA 3aIHCh 0,7
10 |neronucH KHMXKHBIX, )KYPHAJIBHBIX M F'a3€THBIX CTaTei OJTHA 3aIHCh 1,0
11 |mpukHIWKHBIE ONOIHOTpadHISCKIe CIIICKH OJTHA 3aITHCh 0,7
12 |mpocmoTp M OTOOp IOKYMEHTOB M3 BHEIIHMX b/l mnepuoandeckux OJIHA CTaThs 6,0
n3gaHui ams BortodeHus B ChA:
13 | cocraBnenue GubnMorpaguIeckoii 3anucu OJ1HA 3aIUCh 4,0
CocraBneHne aHHOTAIMH, N3yYeHNE JOKYMEHTa, HAlINCaHUE TEeKCTa: OJTHa aHHOTALUS
14 | aHHOTHpOBaHUE KHHUT 120,0
15 |aHHOTHpOBaHHWE cTaTEH 60,0
16 |aHamuTHYecKas POCIHUCH JKypHAIbHBIX, ra3eTHBIX craTeil, COOPHUKOB, | OIUH JOKYMEHT 4,0
oubmmorpaduueckux mocoOni; O3HAKOMIIEHUE C COJEeP KaHUEM W3JIaHVIs,
COCTaBJICHUE aHAJMTHYECKOH poCIucH
17 |cucremarnzanmsi kaprodek Ha oToOpaHHble aist BkimodeHus B CBA| ozaHa kaprouka 2,0
JOKYMEHTBI I10 THIIaM KaTaJoroB M KapTOTEK; NpPOBEpPKAa HHIIEKCOB,
paccTaHOBKa KapTOYKH
Opranu3zanusi TeMaTHYeCcKux crpaBouHbix b/1;
18 | mpocmoTp, OTOOp U cucTeMaTu3alusi JOKYMEHTOB Jisi BKItoueHus B BJI, | oIuH goKyMeHT 10,0
BBOJ HTHQOPMAITIH
19 |penmaktupoBanne bBJI: BHecenme B OuOnuorpaduyeckyro 3ammch OJlHA 3aIMHUCh 1,0
JOIOJIHEHNH ¥ W3MEHEHWH; WCKIIOYEHHE 3alkcud Ha BbIOBIBIINE
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JOKYMEHTBI
20 | BBOI HOBBIX PYOPHK onHa pyOprka 1,0
OpraHuzanus NoJHOTEKCTOBBIX b/1:
21 |mpocMoTp, 0TOOp U MpeAMETH3aLMs JOKYMEHTOB IS BKIItoueHHs B B/ OJIUH JOKYMEHT 10,0
Bgog B b/] bubnmorpaduyaeckux 3amuceil II0CKOIeYaTHBIX U3TaHUI: OJIHA 3aIACH
22 | 1pu HATMYUH 3aIKCH B DJISKTPOHHOM KaTajiore 2,0
23 | mpu cocTaBIICHUH HOBOH OMOTHOTpadUIecKOi 3aiucH 6,0
24 | npu NONOJHUTENBHOM Moucke uHpopManuu B "MHTepHETE" 10,0
25 |ckaHHMpOBaHME TEKCTa IOKYMEHTa C pPACIIO3HABAHMEM; HCIPABICHUE | OJIHA CTPAHHUIA 6,0
01115610
26 |pemaktupoBanme bJl; BHeceHme B OumOnMHorpadHUUEcKyr —3ammch OJTHA 3aIHCh 1,0
JOTIOJIHCHUI W M3MEHEHUH; MCKITIOYCHHE 3allNCH M TEKCTa M3IaHUs Ha
BBIOBIBIINE TOKYMEHTEI
OpraHuzanys KapTOTEKH MepCOHaIHNI:
27 |ompemencHWE W COCTABICHHE TIEPEYHS JIMI, CBEJCHHS O KOTOPBIX | OIUH JOKYMEHT 20,0
OTPAXAKTCI B KapTOTEKe; NMPOCMOTP HHGOPMALMOHHBIX H3JAHUI H
NEePBUYHBIX JOKYMEHTOB; OTOOpP JOKYMEHTOB [UISl BKIIOYCHHS B
KapTOTEKy
28 |TexHu4ecKas M coJepikaTeibHas 00paboTKa JOKYMEHTOB ISl BKIIOYEHUS |  OJIMH JOKyMEHT 3,0
B KapTOTEKy; pacCTaHOBKa KapToueKk no andaBuTy (GpaMuiiuii aBTOPOB U
0 BUJIaM JOKYMEHTOB
29 | neranuzans pa3elioB; HAIMMCAHUE U PACCTAHOBKA pa3leuTesei OJIMH pa3JIeIIuTeNb 2,0
30 |pemakTMpoBaHME KapTOTEKH; BHECEHHME WCIIPABJICHUH, JONOJHEHHH, | OJWH JOKyMEHT 1,0
HU3MEHEHUH
Opraanzanus GaxTorpaguaecKoi KapTOTEKH:
31 |ompenmeneHue mpeaMeTa, OOBEKTA M OCHOBHBIX NPH3HAKOB JUIS | OJAWH JOKYMEHT 3,0
OTpaXXCHUsI B KAPTOTEKE; MPOCMOTP U OTOOP IOKYMEHTOB /ISl BKIFOUCHHUS
B KapTOTEeKy; 3aHECCHHE OTOOpaHHBIX CBEJICHHMH Ha KapTOUKH
nH(pOpPMaAMOHHOTO MacCcUBa
32 |peaakTUpoBaHHME KapTOTEKH; IPOBEPKA MPAaBUILHOCTH CBEICHUH M| OJWH JOKyMEHT 2,0
yKa3aHuii 00 HCTOYHUKAX HH(POPMAIMU; BHECECHUE UCTIPABIICHUH
33 | HamMcaHUWe W PACCTaHOBKA pa3JieiUTEICH OJIMH Pa3AesIuTelb 2,0
OpraHu3anyst TEeMaTHYECKUX MAllOK Ta3eTHBIX BBIPE3OK:
34 |IpocMOTp M CHCTEMaTH3aIMs T'a3€THBIX BBIPE30K OJTHa BBIPE3Ka 3,0
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35 |odopmiieHHEe BBIPE3OK IJIsl XpaHEHUS! B TEMAaTHYECKHX TIallkaX; KpaTkoe | OJHa BhIpe3Ka 4,0
ONMCaHue UCTOYHHKA
3.16. CnpaBouHast n nHbOpManuoHHas pabota. CrpaBodHO-6nOIHOTpaduueckoe 0OCTyKUBaHUE
Ta6muma 57
N HammenoBanwne npomecca, onepanui. CoctaB pabOTHI Ennanma Hopma
/n U3MEpEHHUS BpPEMEHH, MHUH.
1 2 3 4
[Tpuem 6ubIHOTpahUUECKHX 3aIIPOCOB:
1 |mpuem OumOIHOTrpadUUEcKOro 3ampoca; YTOYHCHHE TEMBI, LEIEBOTO U OJIMH 3a1poC 1,0
YUTATEIBCKOTO HA3HAYCHHMS, IMONHOTHI HWCTOYHUKOB, THIIOB, BHIOB H
XPOHOJIOTUYECKUX PaMOK 3ampoca
BrinonHeHue cripaBok
Temaruyeckass CrpaBKa: IIOMCK W OTOOp IOKYMEHTOB; COCTaBJICHHE | OJHA CIIPaBKa
O6ubIMorpadUIecKOT0 ONMCAHUS:
2 | muceMmenHas cnpaska (1 - 10 HCTOUHHKOB) 10,0
3 | ycrHas cripaBka (1 HCTOYHUK) 2,0
AnpecHo-Oubimorpaguyeckas CIpaBKa: YCTAHOBJICHHE HAIM4YMA WIM | OJHA CIpPaBKa
MECTOHaXOXKJICHUsI JOKYMEHTA MU €ro 4acTh B (hoHIe ONOINOTEKN:
4 | nuceMenHas crpaska (1 - 10 ©CTOYHUKOB) 10,0
5 |ycrHas cnpaBka (1 MCTOYHUK) 2,0
VYTouHsOLmass COpaBKa: YCTaHOBJIGHHE M yTOYHEHHE OJJIEMEHTOB | OJHA CIIpaBKa
6ubIMOrpa)uIecKOro OMUCAHUS:
6 |mucemennas cupaBka (1 - 10 HCTOYHHKOB) 10,0
7 |ycrHas cripaBka (1 HCTOYHUK) 2,0
dakrorpaduyeckasi CrpaBKa: yCTAaHOBJICHHE KOHKPETHBIX CBEIEHMH O | OJHA CIpaBKa
COOBITHSIX, 00BEKTaX, POIECccax, JaTax:
8 | mucemenHas cnpaska (1-10 nCTOUHHKOB) 10,0
9 |ycrHas cripaBka (1 HCTOYHUK) 2,0
CocraBneHne TeMaTHYECKUX OMOIHOTpahUUECKUX CIIMCKOB:
10 |momck, oTOOp W  CcHCTEMAaTHW3alUsl  IOKYMEHTOB;, COCTAaBJICHHE | OIMH JOKYMEHT 7,0
O6ubamorpadguuecKoro OnMcaHus
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11

O(l)OpMJ'IeHI/Ie CIIUCKA; BbIBOJ Ha MNPUHTEP, OTIpaBKa IIO SHCKTpOHHOﬁ
Mo4TEC, KOMMUPOBAHUE HaA CHhEMHBIN HOCUTEIIb M0JIb30BATES

OJIUH CITMCOK

10,0

Benenne ¢poHIa BEIIOTHEHHBIX CIIPABOK:

12

perucrtpanus BBITTOJIHEHHOM CIIpaBKH B XXypHaJe

OJHa CIIpaBKa

2,0

13

BBOJl TEMAaTHYECKOM CIPaBKH B DJICKTPOHHBIM apXUB BBIMOJIHEHHBIX
CIIPaBOK

OJHa CIIpaBKa

2,0

3.17. CnpaBouHas u nHbopmalronHas pabora. bubnuorpagpuueckoe napopmupoBanue

Tabauna 58

/o

HaunmenoBanme mnpounecca, onepanuu. CocraB pa6OTBI

Enqununa
U3MEpeHUs

Hopma
BPEMEHH, MUH.

2

3

4

BrisBienue I/IH(I)OpMaI_lI/IOHHBIX HOT‘pe6HOCTeI>'I CIICMUAJIUCTOB METOAO0M
AHKCTUPOBAHUA!

ONpe/ie/iCHHe KOHTHUHIEHTa MOTpeOuTesei uHpopMmanuu; paspaboTka
3asBOK ISl ONpeJelieHns] HMH(QOPMAIMOHHBIX 3alPOCOB; PAaCChLIKa
3asBOK; 00pa0OTKa TMOJYYEHHBIX 3asiBOK; COCTAaBICHWE Ha OCHOBE
MOJYYEHHBIX  JIAHHBIX  KAapTOTEKM  KOHTHHIEHTa  HOTpeOuTeneit
nHpopManuu U UX HHPOPMAIMOHHBIX 3AIPOCOB

OJIUH MTOTPEOUTETh

60,0

3akimoueHne ¢ aOOHEHTaMU

00cCTy)KHBaHUE:

JIOTOBOPOB ~ Ha  HMH(OPMAIIMOHHOE

aHaIM3 JaHHBIX O 3aWHTEPECOBAHHOCTH a0OHEHTOB B MH()OPMALMOHHOM
oOCITy)XMBaHMH W peXHMax H30MPATENLHOTO PpaclpoCTPaHEHUS U
PETPOCIIEKTHBHOTO ITOMCKA; 3aKJII0UYEHHE U IEPECMOTp JOTOBOPOB

OJIMH JTIOTOBOP

90,0

dopmupoBaHUe ceTu a0OHEHTOB CHUCTEMBI

pacupoctpanerns uapopmarun (MPU):

n30MpaTeILHOTO

olpeJieJieHue KOHTHHIeHTa aboHeHTOB cucremsl VIPU; BoiBieHne
TUIOBBIX WM WHAWBUIYAIbHBIX 3alpocoB AOOHEHTOB; H3YyYeHHE,
KiaccuUKays W WHIEKCALUs 3alpocoB; BBOJ AAaHHBIX O 3alpocax B
a/IpECHYI0 KapTOTEKY

OIUH a0OHEHT

60,0

ITonroroBka curHaiabHOro onosemnieHus B cucreme MPU:

BBIBJIEHHE, IPOCMOTP W OTOOp MarepuajoB W3 TEKYIIUX MOCTYIUICHUH;
OTIpaBKa MHPOPMAIUHU ITOTPEOUTEITIO

OZIHO OIIOBCHICHUEC

20,0

rpymnmnoBoe oubinorpagpuyeckoe nHGOpMHUpPOBaHHE

(dhopMupoBaHHe cOCTaBa rpynm aOOHEHTOB

OI1H a0OHEHT

10,0

YTOYHCHUC TEMbI, COIIaCOBAHUEC UCTOYHUKOB I/IH(l)OpMaHI/II/I, BUI0B

OJIHa TCMa

20,0
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JOKYMCHTOB

IMonck noxymMeHTOB misi HH(POpMAanWH, COCTAaBICHHE U OTHPAaBKa | OJHO ONOBEIICHHE

OIIOBEILICHUS:
7 | muceMeHHO 10,0
8 |yctHO 10,0

OmnepatuBHOE HHPOPMHUPOBAHHUE II0 3aMIPOCY:

9 |dopmupoBanue cetm  aOOHEHTOB;  BBISBIGHHE  THUNOBBIX M| OJMH aOOHEHT 50
WHIUBHYaIbHBIX 3aIIPOCOB

10 |u3yueHWe W KIACCH(HKAIMK 3alpOCOB; BBOJ JaHHBIX B aJPECHYIO OJIMH 3a1poC 7,0
KapTOTEeKY

Harmicanue 0630pOB U CIIPaBOK

BrisBiieane u 0T60p HCTOYHHUKOB, 06pa60T1<a 1 aHaJiu3 0T06paHHBIX OJHH aBT. JIUCT
JAOKYMCHTOB; HATMCAHHUEC TCKCTA 0630pa/cnpaBKH:

11 |mo mepBUYHBIM UCTOYHHUKAM 6000,0
12 |mo BTOPUYHBIM HCTOUYHHUKAM 4200,0
13 |wnabop u popMaTHpoBaHUE TEKCTa 0030pa/CIIPaBKH OJlHAa CTpaHUIIA 20,0
(1800 - 2000
3HAKOB)

Opranuzanusi ¥ IPOBEIEHHE YCTHBIX OuOIMOrpaduueckux o0030poB
HOBBIX IIOCTYILIEHUI

OTOop HOBBIX TOCTYIUICHMH TO 3apaHee OOBSBICHHOW TEMaTHKE; OJIMH 0030p
CHCTEMaTH3alHsg HCTOYHMKOB IO TEMaM, HpPOCMOTp U aHaiu3
JOKYMEHTOB;, TMOA0OpKa OuONMMOrpa@uvYeckux ONMHCAHUHA, KpPaTKUX
aHHOTalMH, pedepaToB Ha OTOOpaHHBIE WCTOYHHKOB; IIOJIrOTOBKA
pykorucu Oubanorpadudeckoro 0630pa; KOJINIECTBO IPOCMOTPEHHBIX U
0TOOPaHHBIX JOKYMEHTOB:

14 | no 50 1oKyMeHTOB 600,0

15 | cBbimie 50 JOKyMEHTOB 1800,0

HOHFOTOBK& OI0JIJIETEHST HOBBIX HOCTyHJ’IeHI/Iﬁ

OmnpeneneHre TeMaTHYECKHUX TPAHUI[ IOMCKAa W OTOOpa JOKYMEHTOB; | OJUH OIOJITIETEHB
co3maHue pyOpmkaTopa OroNIeTeHsS; BBIBICHHE M OTOOP B MAacCHBE
TeKyIIUX  IIOCTYIUIEHHMH  HCTOYHHKOB  HWH(popmarmm;  mnoxbopka
aHHOTALWH, pedepaToB; KOJIMIECTBO IPOCMOTPEHHBIX TOKYMEHTOB:

16 |10 50 TOKyMEHTOB 300,0
17 |cBeimie 50 TOKyMEHTOB 600,0
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[MoaroroBka Tekymux 6MONMMOrpahuIecKuX Nocoouit

Br16op Tembl mocoOus, BEISIBICHHE M OTOOP TOKYMEHTOB, ()OPMHUPOBAHNE
pasmenoB  mocoOws,  aHHOTHPOBAaHHE  JOKYMEHTOB,  ITOAOOpKa
¢akrorpapuyeckoro Marepuana, WUIIOCTPAlUil, COCTaBICHHE TEKCTa,
BCIIOMOTATEIbHBIX YKa3aTeled, KOMIBIOTEPHBIN HabOp, KOHCYIbTALUH Y
CIEIMAIMCTOB Ha PAa3IMYHBIX 3Tamax paboThl, 00CyXneHue u 1opaboTka
TI0 3aMEeYaHUSM:

OJHH aBT. JIUCT

18

COCTaBJICHUE OUOIMOTpaUUECKOro yKa3ares, KaTauora, MyTeBOIUTENs,
CIIPaBOYHUKA

15000,0

19

MOATrOTOBKA KOMMEHTapHeB, TIpUMEYaHUuN MIPOCBETUTEIBCKOTO
XapakTepa, He TpeOyIOIIMNX CIeUaIbHBIX UCCIeI0BaHUN

6000,0

20

MOJATOTOBKA KOMMEHTapHeB, NMPUMEYaHUH HayJIHO-HCCIIEIO0BATEIbCKOTO
Xapakrepa

12000,0

HOZ[FOTOBKa PETPOCHECKTUBHBIX Hay4YHO-BCIIOMOTI'aTCJIbHBIX
oubmorpaduyeckux ykasaTeeii:

21

BBIOOp TEMBI, CO3JaHHE ABTOPCKOTO  KOJUICKTHBA;  pa3paboTka
HHCTPYKTHBHO-METOJMYCCKHX  MAaTepHalioB; BBISABICHHE M OTOOp
JOKYMCHTOB; pabota HaJ oubnmorpaduyeckoit 3aITUChIO;
aHHOTHpOBaHMe;, OubIMorpaduyeckas TPYIIUPOBKA;  COCTABICHHE
BCIIOMOTATEJbHBIX yKa3aTeleil; KOMIBIOTEPHBI Habop; 00CYKICHUE H
JopaboTKa 110 3aMeYaHUsIM

OJHH aBT. JIUCT

10080,0

CocraBieHune AHHOTHPOBAHHOTO 6ubnmorpaduueckoro WIH
61o0MOIHOrpaUUeCKOro  yKaszatelss [0 aKTyaJbHOH TEMaTHKEe ¢
XPOHOJIOTHYECKHM OXBAaTOM OT 2 10 5 JIeT:

OJIUH aBT. JIUCT

22

Ha pYCCKOM S3bIKC

10080,0

23

¢ srmodeHneM oT 30% 1o 40% oObeMa myOnMKanuii Ha WHOCTPAHHBIX
SI3BIKAX

12600,0

24

COCTaBJIICHHE  AaHHOTHPOBAaHHOTO  OmOmmorpaduyeckoro  ykaszarens
MHOTOOTPACJIEBOTO COJIEPXKAHUS C XPOHOJIOTHUECKMM oxBaTtoMm g0 100
JIeT, TPEOYIOIIEro CIUIOIHOTO MPOCMOTPa JOKYMEHTOB, TIOMCKA CIIOMKHBIX
Ooubnmorpadguueckux u3aaHuN

OJIUH aBT. JIUCT

21000,0

CocraBlieHHE PEKOMECHAATCIbHBIX 6I/I6J'II/IOI"pa(1)I/ILIeCKI/IX CITMCKOB

BriBnenue cmpoca mOTpeOHTENEH, OmpeAeNieHHe TEeMBI, O0TOOp
JOKYMCHTOB, COCTaBJICHUE O4YCpPKa, KOMHB}OTepHLIﬁ Ha60p, BHCCCHUC
HCIIPABJICHUH!

OJIMH CITHCOK

25

1o 10 3amucen

30,0

26

ceeire 10 3ammceit

30,0

[ToxroToBka aHATUTHYECKIX 0030POB
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BrisiBiienne u 0T00p JOKYMEHTOB, MOATOTOBKA PyOpHUKATOpa, M3YUEHHE U | OJUH aBT. JIUCT
OIlEHKA JIOKYMEHTOB, CHCTEMAaTH3alldsl Marepuaia, COCTaBIICHHUE
AHAITUTHYECKOrO 0030pa, KOMMOBIOTEPHBI HaboOp, oOCykKaeHHe |
JopaboTKa MO 3aMCUAHUSIM:

27 | 1o MepBUYHBIM HCTOYHHKAM Ha PYCCKOM SI3BIKE 10080,0
28 |10 cMEIIaHHBIM NEPBUYHBIM HCTOYHHKAM 12000,0
29 |10 mepBHUYHBIM UCTOYHUKAM Ha MHOCTPAHHBIX SI3BIKAX 13800,0

CocraBneHune Kcrpecc-nHPOpMAaIHN:

30 |BbIsBIEHME M OTOOp MaTepHasa IO TeMe, CHCTEeMaTH3alys; | OJMH aBT. JIUCT 4500,0
KOMITBIOTEPHBIN HaOOp

Cocrasnenue pedepara:

31 |uW3ydyeHHe U aHaIU3 JOKYMEHTa; COCTaBJCHHE TeKcTa pedepara;| OAUH aBT. JIUCT 6600,0
KOMITBIOTEPHBIN Ha0OP; BHECEHUE HUCIIPABIICHUI

3.18. HayuHo-meToandeckas pabora

Tabmuma 59

N HawnmenoBanwue nporecca, oneparuu. CoctaB pabOThI Enuania Hopma
n/m U3MEPEHHUS BPEMEHHU, MUH.

1 2 3 4

IToaroToBKa METOAUYECKUX MTOCOOUH, pEKOMEH TAIIN:

1 |pa3paboTka HOBOH TEMbI, W3y4YCHHE TEMBI, BBIIBICHHE U AaHAJIHW3 | OJFH aBT. JIUCT 18000,0
JIOKYMEHTOB [0 TEMe; YHTAaTeIbCKOEe W LeJeBOe HazHa4eHHE MOcoOwus,
PEKOMEHAINI; COCTABJICHHE NIPOCIICKTA; HAIIMCAHUE TEKCTa

2 |mommpukanus paHee pa3pabOTAaHHON TEMBI, BBIIBICHHE M W3YYCHHE | OJWH aBT. JIUCT 10200,0
HOBBIX JIOKYMEHTOB M HAaKOIICHHOr0 OMOJMOTEKaMH OIbITa 10 TeMme
oco0us, PEKOMEH/IAINI; YTOYHEHHE, BHECCHNE U3MEHEHHUIl B CTPYKTYPY
U B TEKCT B COOTBETCTBUHU C JOCTHIKEHHSIMHU OHOIMOTEUHOW TEOPUH U
MIPAaKTHUKH; T0paboTKa/mepepadoTKa TeKcTa

Pa3paboTka JOKyMEHTOB, PEriIaMeHTHPYIOMINX AesATeIbHOCTh ONOINOTEK,
TOJIO)KEHUH, ~ MHCTPYKLHWH, IPOEKTOB  IOCTAHOBJIEHHH,  yCTaBOB,
3aKOHOJIATEJIbHBIX AKTOB!

3 |pa3paboTka HOBOW TEMBI;, BBISBICHHE, U3YYCHUE, aHATIH3 JCHCTBYIONIUX | OJUH aBT. JUCT 20400,0
JOKyMEHTOB [0 TEME;, HAlHCaHWE TEKCTa MPOEKTa JIOKYMEHTa,
oOcyxnueHue W ampoOamusi JOKyMEHTa B OuOIMOTEeKe; J0paboTka
JIOKYMEHTA; TIOJI'OTOBKA K YTBEPKICHUIO

4 |momuduxanms paHee pa3pabOTaHHOTO JOKYMEHTA, aHANW3 W OICHKA | OJUH aBT. JIUCT 9000,0
JOKYMEHTA; TIOMCK W OTOOP HOBBIX JEHCTBYIOMHMX JOKYMEHTOB IO TEME;
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BHCCCHHMC W3MCHCHUN B TEKCT JOKYMCHTa; OOCYXKJEHHE M JT0paboTKa
JIOKYMEHTA; TIOJATOTOBKA K YTBEPIKICHHIO
Pa3paboTtka y4aeTHbIX (hopM, TaOIHUI], 00pa3IOB:
5 |yrouHenue npenmera, 00beKTa, COJICPKAHUS YICTHON (OPMBI, TAOIMIBL, | OJUH aBT. JIUCT 9000,0
oOpasma; oTOOp W cHUCTeMaTH3alMs IoKa3aTelneil; pa3paboTka Makera
ydeTHOH (Gopmbl, Tabauibl, oOpasna; oOCyXKICHHE JTOKYMEHTa,
MOJITOTOBKA K YTBEPKICHUIO
CocraBjcHHE pPEKOMCHIAIMKA [0 BHEAPCHHUIO PEriIaMEHTHPYHOIIUX
JIOKYMCHTOB B IPAKTHKE:
6 |pa3paboTka METONMYECKHX PEKOMEHMAIMH, WHCTPYKIMHA, TUIAHOB IIO | OJFH aBT. JIUCT 16500,0
BHEJIPEHHUIO HOPMATUBHON TOKYMEHTAIUH; TIOJArOTOBKA TEKCTA
[ToAroToBKa MUCHMEHHBIX KOHCYJIBTAIIUH, MCTOAMYCCKHUX ITHCEM:
7 |BBIABICHHE W aHANHW3 OKYMEHTOB TI0 TeMe; HM3y4eHHEe W 00OOIICHHE | OJIWH aBT. JIUCT 10200,0
ombITa pPa0OTHl OWONMOTEK; TMONTOTOBKA TEKCTa; OOCYKICHHE W
J0paboTKa TeKcTa
[ToaroroBka 0030pOB  AEATEIBHOCTH OMOJIMOTEK IO OIpPEIEICHHOMN
TEMATHKE:
8 |ompeneneHwe TEMBI W XPOHOJOTHYECKHX TPAaHUI] 0030pa; BEISABICHUE, | OJUH aBT. JUCT 10800,0
POCMOTp, OTOOp M aHalM3 JOKYMEHTOB 10 TeMe 0030pa; IMOArOTOBKA
TEKCTa; 00CYkK/IeHHE 1 J0pab0TKa TEKCTA
PerieH3upoBanie Hay4HbBIX, METOHUECKUX, MHPOPMAIMOHHBIX U JPYTHX
MaTepUaIIOB:
9 |uTeHHe pELEH3UPYEMOro Marepuaja; OLEHKa €ro B LeJIOM, OTJENbHBIX | OJMH aBT. JIUCT 900,0
4yacTeil; yCTaHOBJICHHE COOTBETCTBHSI UHTATCIBLCKOMY H  IICJICBOMY
HAa3HAYCHHIO, HAYYHBIM U METOIUYCCKUAM TPEOOBAHUSAM
10 |mammcaHue pereH3UU OJIMH aBT. JIUCT 1500,0
IloaroroBka nexuuii, KOHCYJIbTALUN
Pa3zpaboTka TIaHA JIEKIMH, KOHCYJIBTAIUH, I0J00pKa JIUTEPaTyphl,
COCTaBJIEHHE CITUCKA JINTEPATYPhI K JIEKIIUH, KOHCYJIbTAIIUH, [TOJIrOTOBKA
TEKCTA:
11 | mepBuYHAs NEKIHS OJTHA JIEKINS 1800,0
12 | moBTOpHAs JEKIHS, C YI€TOM HOBOTO MaTepraia OJTHA JICKITUS 360,0
13 | mepBUYHAS TPYIIIOBAst KOHCYJIbTAIIHS oJiHa 1500,0
KOHCYJIbTAIHS
14 | moBTOpHAs TPYMIIOBask KOHCYIBTAIUA C YIETOM HOBOTO MaTepHaia onHa 300,0
KOHCYJIbTAIUSI
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15 | ycTHast MHIMBHyaIbHAsE KOHCYJIbTAIIMS oJlHa 600,0
KOHCYJbTAIHs

[TpoBenenne MpakTHKYMOB, CTaKHPOBOK

OmnpeneneHue TeMbl, 3aaHusl MPAKTUKyMa, cTaxupoBku (7 - 10 nuei),
BBISIBJICHUE JINTEPATYPHI 110 U3y4aeMOMY BOIPOCY, COCTAaBIICHUE rpaduKa
MPOBEACHUS 3aHATUH, MOJATOTOBKA 3aKIIOUYEHUS O IMPOXOXKICHUU
MIPAKTUKYMa, CTAXKHUPOBKU:

16 |mpakTukyM (MHIUBHIYalIbHBI, TPYIIIOBOI) OJIMH MPAKTUKYM 2400,0

17 |craxxupoBKa (MHAUBUAYAIbHAS, TPYIIIIOBAs) OJTHA CTaXKUPOBKA 2700,0

HpaKTl/IKa CTYACHTOB BLICHIMX W CPCIAHUX CHEHUAIBHBIX yqe6me

3aBEJICHUN:

18 |momroToBka W OpraHW3amMsA MPAaKTUKA CTyaeHToB (mo 30 mHel);| ojaHA mpakTHKa 5400,0
pa3paboTka IUlaHa MOPAKTHKH, COIJACOBaHHE €ro ¢ PYKOBOJIUTEIEM
MPAKTHKH; COCTaBJICHHE rpaguka  TOCEIICHUS CTPYKTYPHBIX

HOZ[pa3I[eJ'I6HPII71; opranu3anusa HNPAKTUYCCKUX 3&H$ITPII>‘I; IIOABCACHUEC
HUTOI'OB IIPAKTUKU; COCTABJICHUC XAPAKTCPHUCTUK NPAKTUKAHTOB

ITocemenne 6MOMMOTEK, BHIC3ABI B KOMAaHAWPOBKU C LEIbI0 H3YyUCHHS
paboThI M OKa3aHUSA METOANIECKOM MOMOIIIH:

19 |momroroBka K  KOMAaHIHMPOBKE, YTOYHCHHE CPOKOB M IICTCH oJlHa 660,0
KOMAaH/IMPOBKH; O3HAKOMIICHHE C JIOKYMEHTAMH ¥ MaTepHalaMi | KOMAaHJIUPOBKA
MPEABIIYIINX BbIE3JOB U IMyOIMKAIMi B I€YaTH; COCTABICHHE IUIaHA

KOMaH/IUPOBKH
20 | cocraBieHHE OTYETA/CIIPABKHU O TIPOBECHHOH paboTe OJINH OTYET 1200,0
21 |cocraBieHHe aBAaHCOBOTO OTYETA, 3aMOJHEHHE OTYETHOTO OJIaHKa OJIMH OTYET 60,0

PaboTta Hay4HO-OpPTraHU3AMOHHOTO XapaKTepa:

22 |NOArOTOBKAa W MPOBEJCHHE TEOPETUUECKHX, HAYYHO-ITPAKTHYECKUX OJTHO 6000,0
KOH(EpeHIni; Ompe/eseHre COCTaBa OPTKOMHTETa W YYaCTHHKOB |  MEpOTIPHATHE
KoHpepeHIMH;  (GOpMHUpOBAHME W  YTBEPKACHHE  IMIPOTPAMMBEI,

OpraHU3aIOHHBIE MEPOIIPHUATHS; BHIPAOOTKA MPOEKTa PEKOMEHIAIIHIA;
(hMHAHCOBO-XO3SMCTBEHHOE OOECIeueHne; aHalIM3 W OIIEHKa padOThI
KOH(epEeHINH; MTOIBEICHUE UTOTOB

23 | MOATOTOBKA W TPOBEICHHE CEMHHAPOB, KPYTJBIX CTOJIOB; OIPEICICHUC OJTHO 3000,0
COoCTaBa YYaCTHHKOB, CpPOKa ¥ MeECTa MPOBEACHUS MEPOIPUSTHIA; MEpPOTIPUSITHE
(dbopMupoBaHHE W  YTBEPXKACHUEC MPOrPaMMbl;  HH(POPMAIIMOHHOE
oOecrieyeHre; BBHIPAOOTKA IMPOCKTA PEKOMEHIANWH; aHAIW3 U OICHKA
MEPOTPUATHI

IIpumeuanue:

- TIpY TIPOBEJICHUN MEPOIPUATHIA Ha MEKIYHAPOIHOM YPOBHE K HOPME BPEMEHH IMPUMEHSETCS MOBBIIAIONTHH K03 (OUITHEHT
2,0, Ha penepamsHOM ypoBHE - 1,85;

- BpeMs TPOBEACHUS JICKIMH, KOHCYJIBTAI[MH, NPAKTHKYMOB, CTa)XHPOBOK, MPAKTHUK, MPEOBIBAHUS B KOMAaHAWPOBKAX,
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MpoBeieHUs KOH(EPEHIINH, CEMUHAPOB, KPYTIIBIX CTOJOB W BpeMs, CBA3aHHOE C HW3MaHHEM MaTepHaloB KOH(pepeHIHH,

CEMHHApPOB, B HOPMY BPECMCHU HC BXOIAT.

3.19. PenmakimoHHO-M3/1aTENbCKas paboTa

Tab6muma 60
N HaumenoBanwue nporecca, onepanuu. CocTaB paboThI Enununa Hopma
n/m HU3MEPEHUs BPEMCHH, MUH.
1 2 3 4
IToaroroBuTEeNbLHLIN dTAI:
1 |yyacTHe B COCTaBJICHHH TEMAaTHUECKOTO (M3AAaTEIbCKOTO) IUIaHa, MiaHa OJIHa TEMa 45,0
PaCChUIKH; COrTIaCOBAaHHE TEM U3JaHH, aBTOPOB/ABTOPCKHUX KOJUICKTHBOB
2 |obOcyxneHHe C aBTOPOM TeMBl M  XapakTepa 3aKa3blBaeMOTO | OIWH aBT. JIUCT 30,0
TIPOM3BEICHUS, OCHOBHBIX TpeOOBaHNH, KOTOPBIM JIOJDKHO
YIOBJICTBOPSATH MPOU3BEACHUE H YCIOBUI aBTOPCKOTO BOZHATPAXKIACHUSL
3 | oOcykaeHME U YTBEPXKICHUE TIAHA-MIPOCIICKTA H3AaHUs OJTUH 30,0
TUIAH-TIPOCTICKT
4 |3axiroueHHWe JOTOBOpa-3aka3da (B clydae BHEIIHETO AaBTOPa) MEKIY OJINH 20,0
aBTOPOM W OMOJHMOTEKOH ¢ yKa3aHHEM o0beMa M CPOKOB MOATOTOBKH W | JOTOBOp-3aKa3
CHa4¥ PYKOIHCH B PEAAKIIMOHHBIA OTIEI
5 |cocraBieHue q0roBopa Ha nepegady OMOIHOTEKE MpaBa BOCIPOM3BOIUTE |  OMH JOTOBOP 20,0
NpOU3BE/ICHHE B BRIOpAaHHOM OMOJIMOTEKOIT (hopmate
6 |o3HAKOMJIICHHE C aBTOPCKUM OpPUTHHAIOM (PYKONWCHIO), TPWHSATHE | OJIWH aBT. JIUCT 120,0
pelIeHns O mepeaade PyKOIHUCH B IIPOU3BOACTBO MU O HEOOXOJUMOCTH
JopaboTKH
7 | cocraBieHue rpaduka IPOXOKACHUS PYKOITUCH B OTICIE onuH rpaduk 20,0
PenaknmoHHbIi dTam: OJIVH aBT. JIUCT
8 |pemakumoHHass 0OpabOTKa: JINTEPATYpPHOE, TEXHHYECKOE M CIICIHAIbHOE 780,0
pEIaKTUPOBAHUE PYKOIUCH, HA0Op W/WIM TIeperedyarka; IMOIroTOBKa
M3JaTEIbCKOTO OpUTHHANA (BHIOOP TEXHOJOTHH, U3TOTOBICHHUE 3aKa3a U
CO3/IaHHE MaKeTa U3JJaHHS)
9 | KOHCTPYKTOPCKO-O0(OPMHUTENbCKAass paboTa: MPOSKTHPOBAHHE  BHIA 660,0
M3JIaHUST U €ro CTPYKTyphl, TMoja0opka ¢opMara W Mapku Oymarw,
(dopMmaTa MoJIOC W3MAHMS, TAPHUTYP W Kerjehd mpudTa, onpeaeacHue
XapakTepa U 4rciia WITIoCTpanuid, Gopmara ohopMIeHHS, BUIa 00JI0KKH
WK TIepeIieTa; NPOCKTUPOBAHNE BHEIITHETO O()OPMIICHHUS M3IaHHUS
10 |mpow3BOACTBEHHBIN JTam: BbIOOp monUrpaduuecko 0a3bl; pacueT| OIHO U3TAHUC 360,0
NOTPeOHOCTH B~ MaTepuanax;  COCTAaBICHHE  IPEIBAPUTCIHHOU
KaJbKYyJSIMKA 3aKa3a; OIpEIelICHHE CTOMMOCTH HW3JaHHs;, pa3paboTka
rpaduka TPOXOXKACHUS 3aKa3a Ha TMONUTPAUUCCKOM MPEAIPUSTHH;
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Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

3aKJIFOYSHHME JIOTOBOPA C TUIoTrpaduen
PenakTupoBaHne HaAyYHBIX U METOJUYECKHX MaTepHAIIOB
[IpoBepka ¥ ucmpaBiIeHHE PYKONUCH B MpOLECCE MOATOTOBKU €€ K
reyaTy; yCTaHOBKA COOTBETCTBHS TEKCTa HAay4YHBIM M JINTEPATYPHBIM
TpeboBaHusAM, (OpME M LIEICBOMY Ha3HAYEHHUIO M3JIaHHS; COTJIACOBAHUE
BHOCHMBIX UCTIPABIICHUI C aBTOPOM; TOPAOOTKA PYKOIHCH:
11 | penakrupoBanue MoHOrpaduil, COOPHUKOB HAay4YHBIX TPYJOB, HAYYHBIX | OJMH aBT. JIUCT 3480,0
OTYETOB, IPAKTUIECKUX NTOCOOUH
12 | pemaxTupoBaHue METOIMYECKUX MaTepHalioB | OIWH aBT. JIUCT 3000,0
(MHCTPYKTHBHO-METOMYECKUE NMUChMa, PEKOMCHIAIMH, KOHCYJIbTALlH,
0030pEI IeATeTPHOCTH ONOINOTEK)
13 |penakTupoBaHHE JIOKYMEHTOB, DEIrJaMEHTUPYIOUIMX  JESATENbHOCTh | OJUH aBT. JIUCT 2940,0
CHeUUaJbHBIX  OMONMMOTEK A chenblx  (YCTaBOB, — IIOJIOXKEHUIA,
HHCTPYKLHIT)
14 | pemakTHpOBaHME CTATUCTHYSCKUX TaOIHII, YICTHBIX (hopM, 0Opa3IoB OJIIMH aBT. JIUCT 2400,0
15 | penakrupoBaHue MaTepuanoB KOH(pEPEHLHH (O0KIaI0B, COOOLICHUI) OJIVH aBT. JIUCT 1200,0
PenaktupoBanne OuOIHOTpadHUUECKUX IOCOOHIA, PETPOCIEKTHBHBIX
Hay4YHO-BCIIOMOTaTENbHBIX yKa3areleld, 0030poB, CIpaBOK, pedeparos,
aHHOTALUN:
16 |pemaktupoBaHWEe  OWMOMHMOTpadUUECKUX  MOCOOMHA  (TEMATHYECKHX | OJMH aBT. JHCT 3000,0
oubnuorpaduaeckux ykaszaTtelne, ClipaBOYHIUKOB)
17 | pemaxTupoBaHue PETPOCTIEKTUBHBIX HayYHO-BCTIOMOTATEIbHBIX | OJHH aBT. JHUCT 2280,0
yKazaresnei
18 |pemakTHpoBaHHE AHATUTHYECKHUX O030pOB, CHpPABOK, AHHOTAIWH,| OJWH aBT. JHCT 1200,0
edepaToB, CBOIHBIX pedepaTHBHBIX 0030pOB, IKCHpecc-nHPOpMAaLHil
0
19 |penaxkrupoBanue 6ubIHOrpadUUEcKUx 3anucen OJIHA 3aIHCh 50
20 | KOHTPOIBHOE PEIAaKTUPOBAHUE OJIHA 3aIIACh 7,0
MamHonucHble  paboThl, BBINOJHSIEMbIE B  aBTOMAaTH3UPOBAHHOM
pexrmMe
Habop Ha koMmbrOTEpE:
21 | TexcTa ¢ aucTa OJIHa CTpaHuLa 20,0
(1800 - 2000
3HAKOB)
22 | 6ubnuorpaduyeckoe onMcaHue OJIHO OIIMCAHUE 5,0
[IpaBka Ha KOMIIBIOTEPE, BEPCTKA HA KOMITBIOTEPE:!
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"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl, HokymeHT npepoctaBneH KoHcynbTaHTinioc

BLINONHSEMbIE B 6U... [ata coxpaHeHnus: 26.05.2015
24 | Tekcra OJ/IHA CTpaHHUIA 10,0
25 | bubnuorpadudeckoe onrcaHue OJlHa CTpaHHUIIA 2,0
26 | BBIBOJ TEKCTa Ha MPUHTEP, pacrevaTKa OJlHa CTpaHUIIa 2,0
27 | BbIBOA (hopM TabIIUI] HA MOHUTOP OJlHa CTpaHUIIa 2,0
28 |HamonHeHHE TabIHIl CoaepKAHNEM oJ1Ha TabimIa 18,0

[Mpumeyanue: npu peJaKTHPOBAHNUH CMELIAHHOTO TEKCTA K HOPME BPEMEHH IIPUMEHSETCS MOBBIIAIOIIHA K03 dununeHT 1,2.

3.20. IlepeBox 1 nepepaboOTKa NMEYATHBIX TEKCTOB C HHOCTPAHHBIX S3BIKOB HA PYCCKHUH U C PyCCKOTO Ha HHOCTPAHHBIC SI3BIKU

Tabmuma 61
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n HU3MEpEHNUS BpPEMEHH, MUH.
1 2 3 4
IlepeBoa TEKCTa C HHOCTPAHHBIX SI3BIKOB HA PYCCKHIA A3BIK
UreHue OpWTMHAlAa, aHAJIW3 TEKCTa, pa3MeTKa €ro C BBIABJICHUEM | OJWMH aBT. JIUCT
TPYAHBIX TEPMHHOB, I'PAMMATHYECKUX KOHCTPYKIHUM, JEKCHUECKHX
000pOTOB, IEXOBBIX U YKAHPOBBIX TEPMUHOB:
1 | momHBIN MHCEMEHHEIH MTEPEBOA 3360,0
2 | cokpateHHbIH MucbMeHHbIN niepeBo oT 30% no 50% obbema Tekcra 3600,0
3 | BBIOOPOYHEI MTUCHMEHHBIH TTIEPEBO/] 3120,0
IlepeBoa TEKCTa C PYCCKOTO SI3bIKA HAa HHOCTPAHHBIC SI3BIKU:
4 | moNHBII MUCHMEHHBIA TIEPEBO/T OJIVH aBT. JIUCT 3840,0
TepmuHOIOTHYECKast padOTA PH BHIMOJHEHUH THCHMEHHOTO MEPEBO/IA:
5 |mOMCK OTMEUYEHHBIX B OpWUTHHAIEC HE3HAKOMBIX WM HEIOHSITHBIX OJIMH TEPMUH, 1500,0
TEPMHHOB MW COKpAIICHWH B CIIOBAPHO-CIPABOYHON JIHTEPATypE; | OAHO COKpPAIICHHE
mo00pKa COOTBETCTBYIONIETO TEPMHHY OSKBHBAJICHTa, pacuimdpoBka
COKpaIlleHu !
KoHcynpTraliys mepeBo4ruKa co CreuaaIiCcTaMu:
6 |BBIACHCHHME MPABWILHOTO H3JI0XKEHHS YaCTeW TEKCTa 10 MalO3HAKOMOU OJlHa 2700,0
TEMaTHKE; YTOYHCHHE COOTBETCTBHS IIEPEBOIa OPUTHHAITY KOHCYJIbTAIUS
CocraBnenne 6uOIMOrpaduIEcKoro ONUCaHus:
7 | cocraBieHune OMOIHOrpadUIECKOro OMUCAHKUS IIEPEBOAA OJITHO OITMCAHUE 720,0
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

AHanu3 ¥ BHECEHHE N3MEHCHHM B TEKCT nepeBoJia Mnocjic pacrneyaTKu:

8 |mpoBepka MpaBIIBPHOCTH PACIIONIOKEHHS OTIEYaTaHHOTO TEKCTa; CBEpKa | OJUH aBT. JIHCT 240,0
C PYKOIIHCHIO; TIPaBKa

TexHuueckoe 0hOpMIICHHE IIEPEBOOB!

9 BHECCHHC B TCKCT MEPCBOAa CUMBOJIOB U BCTaABOK HAa MHOCTPAHHOM A3BIKE | OJJHO BIIMCBHIBAHUEC 3,0

10 |BHeceHHE PUCYHKOB, TabIHII, (HOPMYIT OJTHa BCTaBKa 4,0

IlepeBoa 3aroy0BKOB CTaTeil U TOKYMEHTOB:

11 |mepeBon ¥ 3aIUCh 3aTOJIOBKOB OJIMH 3aroJIOBOK 12,0

IIpumeuanue:

- HOPMBI BPEMEHHU NPENYCMAaTPUBAIOT BBINIOJHEHHE TEPEBOJOB C MHOCTPAHHOIO SI3bIKAa MJIM Ha WHOCTPAHHBIH, KOTOPBIH y
MepeBOAYHKA SIBIISICTCS OCHOBHBIM (110 00pa30BaHUIO WIIM IPHUMEHEHHIO);

- IIPY BBINIOJIHEHUU TIEPEBOJIOB C APYIHX SI3BIKOB MM Ha Jpyrve, IOMHUMO OCHOBHOTO, K HOPMaM BpPEMEHH MPUMEHSETCS
noBeIlIatomuii koaddunmenr 1,1.

3.21. PaGora 1o BBIMYCKY MaJOTHPAXHBIX M3JJaHUI ClIeHUaIbHBIX (HOopMaToB

Tabmmma 62
N HawnmenoBanue npornecca, onepamnuu. CocTaB pabOThI Enuania Hopma
n/n U3MEPEHUS BPEMEHH, MUH.
1 2 3 4
BocmpousBenenne mI0CKONEYaTHOTO JTOKYMEHTA B Pelbe(HO-TOUCUHOM
¢dopmare
Pabota ¢ TEKCTOM IUIOCKOIIEYATHOTO JOKYMEHTa Ha OyMa)XHOM HIIH
AJIEKTPOHHOM HOCHUTEIE:
1 | KOMITBIOTEpHBIH HAOOP TEKCTa BPYUHYIO OJlHa CTpaHUIIa 20,0
(1800 - 2000
3HAKOB)
2 | ckaHMpOBaHHE M PACIO3HABAHHE IJIOCKONEYATHOI'O TEKCTa OJlHa CTpaHUIIa 4,0
(1800 - 2000
3HAKOB)
3 |3arpyska ¢aiina c II0CKOIeYaTHBIM JOKYMEHTOM B KOMITBIOTED 0JIHA CTpaHHUIIA 0,5
(1800 - 2000
3HAKOB)
4 | yTeHHWe IIOCKONEYaTHOTO TEKCTa U BHECEHUE UCTIPABICHUH 0JIHA CTpaHHUIIA 5,0
(1800 - 2000
3HAKOB)
5 |u3meHeHne TekcTa U3 popMaTa TOKYMEHTA B JJIEKTPOHHBIN (opMat OJTHA CTPaHHUIIA 1,0
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(1800 - 2000
3HAKOB)
6 |dTeHHe KOHBEPTHPOBAHHOTO TEKCTa; BHECEHUE HCIIPABICHUN OJlHa CTpaHHUIIA 7,0
(1800 - 2000
3HAKOB)
7 |mpuBeneHHME TEKCTa B COOTBETCTBUE IpaBWIaM IIMCbMa IO CHCTEME | OJ[HA CTpaHUIA 13 MuH.
Bpaiins (26 crpok x 30 3HaKOB) (1800 - 2000
3HAKOB)
PaccraHoBKa MOPsIIKOBBIX HOMEPOB CTPAHHUIL:
8 |B aBTOMAaTH3UPOBAHHOM pEKUME OJTHa OTIepaIHs 0,5
9 |mocTpaHMYHAs PacCTAHOBKA B PyYHOM PEKHME OJ/IHA CTpaHUIA 1,0
10 |BBIBOZ TeKcTa Ha OpaiIeBCKUA MPUHTEP; pacredyarka (IByXCTOPOHHSIS) OJTH JIACT 2,0
Pabota ¢ miiockonedaTHOH HOTHOH 3aIMChIO:
11 |xommbprOTepHEI Habop (C JrcTa) HOTHOM 3alUCH MO CHCTeME bpaiiisi| oaHA cTpaHHIA 40,0
BPY4YHYIO
12 | ckanmpoBaHME U Paclo3HaBaHUE Ha CIIEUAIBHOM OpaiIeBCKOM CKaHepe | OJjHa CTpaHuIa 3,0
IIpoBepka HOTHOM 3alIMCHU, BHECEHUE UCIIPABIICHUI: OJlHA CTPAaHMIIA
13 |HoTHas 3amuch, HAOpaHHAS BPYYHYIO 60,0
14 | HOTHas 3amuch, MOJy4YEHHasi CO CKaHepa 20,0
15 |mpuBeneHne HOTHOW 3amMCH B COOTBETCTBHE IpaBHJIaM 3allMCH HOT IO | OJHA CTPaHMIA 15,0
cucreme bpaiins (26 ctpok x 32 3HaKa)
PaccraHoBKa MOpsIKOBBIX HOMEPOB CTPAHHUIL:
16 |B aBTOMATH3MPOBAHHOM PEKHME OJTHA OTIepaIlus 0,5
17 | mocrpaHMYHas pacCTaHOBKA B PyYHOM pPEXHUMeE OJlHa CTpaHUIIa 1,0
18 | BBIBOJ HOTHOI 3aITMCH HA OPAMICBCKHIA IPUHTEP; pacreyarka OJIHa CTPAaHUIIA 0,7
Co3zraHune IocKone4yaTHoi 00I0KKH
KomnprotepHsIit HA00p TEKCTa BPYYHYIO: o/1Ha 00JIOXKKa
19 | Tpu snemeHTa onmcaHus (aBTOP, 3arjiaBye, BHIXOJHbIE JaHHbIC) 3,0
20 | geThIpe U 6OJIEE AIEMEHTOB OIMCAHUS 4,0
21 | cKkaHHWpOBaHKE U PaCIlO3HABAHHME TEKCTa oZ1Ha 00JIOXKKa 3,0
22 | BHEceHME MCHIpaBIICHUH U OpPMATHPOBAHUE oJtHa 00JIOXKKA 3,0
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Jlu3zaiin 00I0XKKH: oaHa 00JI0KKa
23 | 6e3 wuTocTpanuit 1,0
24 | c nnnrocTpanusIMu 2,0
25 | BBIBOJ OOJIOKKHM Ha IMPUHTEP; pacneyarka OJlHa CTpaHUIIa 1,0
Co3nanne nuneBoi M 00OPOTHOM CTOPOH INIOCKONEYAaTHOTO THTYIBHOTO
JHCTa:
26 | KOMIIBIOTEPHBIN HAOOP TEKCTa BPYUYHYIO OJIUH TUTYJIBHBIN 10,0
JIUCT
27 | ckaHHpOBaHHE U paclio3HaBaHHUE TEKCTa OJIMH TUTYJIBHBIHA 6,0
JHCT
28 |BHeceHMe HCHpaBIICHUH U OpPMaTHPOBAHHUE OJIUH TUTYJIBHBIN 6,0
JIUCT
29 | pa3paboTka Au3aliHa TUTYJIBHOTO JIFICTA OJIMH TUTYJIHHBIHA 1,0
JHCT
30 | BBIBOJ TUTYJBHOTO JIHCTA HA IPUHTEP OJIMH JIUCT 2,0
Co3manne smneBod U OOOPOTHOH CTOPOH  pPeTbe(PHO-TOUEHHOTO
TUTYJILHOTO JINCTA:
31 | KOMIBIOTEPHBII HA0OP TEKCTa BPYIHYIO OJTMH TUTYJIBHBIH 10,0
JHCT
32 | cxaHMpPOBAaHUE U PACMO3HABAHUE IJIOCKOIIEYATHOTO TEKCTA OJIUH TUTYJIbHBIA 6,0
JIUCT
33 | BHeceHHe UCTIPaBIICHHIHA OJIMH TUTYJIBHBIHA 6,0
JHCT
34 |usmeHeHue TekcTa U3 hopmara JOKyMEHTa B AJIEKTPOHHbII hopmar OJIHa olepanus 1,0
35 |uTeHHEe KOHBEPTUPOBAHHOI'O TEKCTa; BHECEHUE UCTIPABIICHUIN OJlHa CTpaHUIIA 2,0
36 |mpuBegeHME TEKCTAa B COOTBETCTBHE C IpaBHIAMH ITMCbMa II0 CHUCTEME | OJHA CTpaHHIA 6,0
Bpaiins (26 crpok x 30 3HaKOB)
37 | BBIBOJ TEKCTa Ha OpaiJIeBCKUI IPHUHTEP OJTUH JINCT 2,0
Bocmnpoussenenue TUIOCKOTICYaTHOH WLTIOCTPALMN
penbedHo-Tpaduueckom opmare:
38 | ckaHUpOBaHME TUIOCKONCYATHON HIUTIOCTPAIHH ojHa 1,0
WILTFOCTPALHS
O0paboTKa WLTIOCTPALINH: onHa
WILTIOCTPALHS

KoHcynbTaHTINIOC
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39 | 0O6paboTKa TOTOBOTO KOHTYpA 10,0
40 | cozmanne HOBOTO KOHTYpa 60,0
41 | popmaTupoBaHHE MIOCKONICUYATHOMN HILTIOCTPAIHH oJlHa 2,0
WJLTIOCTPAIHS
42 | BBIBOJ IUTOCKOIICUATHON MJLTIOCTPAIIUH HA TIPUHTEP oJlHa 1,0
WJLTIOCTPAIHS
[lepeBox TIOCKONEYATHON WIDIFOCTpallid Ha  perbeoo0pa3yronIyro onHa
Oymary: HJLTIOCTPAITHS
43 |c OMHOKpaTHBIM TPOMYCKOM H300paKCHUs dYepe3 HarpeBaTelIbHOE 15
YCTPOUCTBO
44 |c [nBYKpaTHBIM TPOITYCKOM H300pakeHUS depe3 HarpeBaTelbHOe 3,0
YCTPOMICTBO
Ileperier  JAOKYMEHTOB, BOCIPOM3BEICHHBIX  PElbe(hHO-TOUCUHBIM
mpudrom:
45 | mTaMIHAPOBaHHE OOIO0KKH 0JIHa 00JIOKKaA 6,0
46 | pyuyHas TECTOMOAOOPKA OJlHa 2,0
JTUCTOMOAOOPKA
47 | danbiioBKa py4Has onuH 6ok (10 0,3
JIICTOB)
48 | BBIpaBHHBaHUE U 00pe3Ka Kpasi CTPaHUIIBI OJTHa OTIepaIHs 0,3
Kpennenue ctpanuir; OJIUH JOKYMEHT
49 | nByMsI CKpeTIKaMH 0,3
50 | Ha MIACTUKOBOU MPYKUHE 40
51 | repMoOKIIEEBOE KPEILICHHE 6,0
52 |kecTKas KapTOHHasl 00JIOXKKa ¢ OyMa)KHBIMHU ITOKPOBHBIMHM CTOPOHKAMH H 60,0
MIPOIIMBHBIMU KOPEIIKAMHU
BocnpounsBenenne mIocKonedyaTHOro JOKyMeHTa B 3BYKOBOM (opMmaTe
[MpenBaputenbHas paboTta Ha/l TEKCTOM: 1000 3HaKOB
53 | XyImoXeCTBEHHBIN TEKCT 5,0
54 | TeXHWYeCKHU W APYTHE CICIHANbHBIC TEKCTHI (MaTeMaTHKa, MEIUIIMHA, 10,0
XUMUSA)
IIpounThIBaHUE TEKCTa HA KOMIBIOTEPE B CTYAMHHBIX YCIOBUSIX CO 1000 3HaKOB
3BYKOPEKHCCEPOM:
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55 | XyIOXeCTBEHHBIH TEKCT 4,0

56 | TexHWYeCKHH W ApPYTHe CIECNHANbHBIE TEKCTHI (MaTeMaTHhKa, MEIUIINHA,
XUMHUS)

57 |mepe3amuch HAYUTAHHOTO TEKCTa Ha KOMIBIOTEp (omudpoBKa 3ByKa) C| OJHA JOPOXKKA 50,0
AHAJIOTOBOT'O UCTOYHHKA B PEATbHOM BPEMEHU

58 | 00paboTKa HAYUTAHHOTO TEKCTA HA KOMITBIOTEPE OJTHA TOPOIKKA 1,5

59 | KoHTpOIE 00PaOOTaHHOM 3aITMCH HA KOMIBIOTEPE OJTHa TOPOXKKA 50,0
BocmpousBeneHue 03By4eHHOTO TEKCTa C KOMIIBIOTEpa: OJTHa JIOPOXKKA

60 |Ha KOMITAaKT-KacceTy B peaTbHOM BpPEMECHU 50,0

61 |Ha quck 10,0

62 | My3BIKaTBHO-TaliMepHOE 0(hOPMIICHHE 3BYKO3AITUCH OJTHa TOPOXKKA 50,0

KpaTHOG BOCIPOM3BECACHUC O3BYUCHHBIX TOKYMCHTOB HAa ay/ITHOKACCCTHI:

63 | MOAroTOBKAa MAaTEPHUAIOB K BOCIPOM3BEACHHUIO (PAaClaKOBKa ayJaHOKACCET, 0J/IHa KacceTa 4,0
IIepeMOTKa, pa3MarHHYMBAHUE)

64 |kpaTHOE BOCHpPOM3BEICHUE ayIHO3alMCel Ha CTAHIUH CKOPOCTHOTO | OJHA OTepamus 3,0
IyOIMpoBaHHA ayroKacceT (KOMITBIOTED - KacceTa)

65 |kpaTHOe  BOCHIpOM3BElEHHE  ayAuMO3alUcedl  Ha  CHEHUAIbHOM | OJiHA Olepalys 50
00opymoBaHMU (KacceTa - KacceTa) B 3aBHCUMOCTH OT TEXHUYECKOTO
OCHAII[eHUS

66 |kpaTHOe  BOCHPOU3BEICHHE  ayAMO3alUCedl  HAa  CICHUAIBLHOM | OJIHA Onepalus 5,0
obopymoBanur (KaTyIlKa - Kaccera) B 3aBUCUMOCTH OT TEXHHUYECKOI'O
OCHAII[CHUS

67 |npoBepka KauecTBa KOMHHA OJlHa KacceTa 50

ohopMIIeHHE ayTHOKACCET, ONTHUECKHUX TUCKOB U KOHTEHHEPOB

68 | co3manue mpeHTH(PHUKATOpA, OMPEICIAIONICTO IPHHAMIICIKHOCTh KaCCEThI OJIMH 3,0
K JIOKyMEHTY, B IUIOCKOIICYaTHOM U pPEIbe(HO-TOUCYHOM BapHAHTAX;| HACHTH(HUKATOP
HaKJICWBaHUE HA KaCCETy

69 |cozgaHue IUIOCKONEYaTHON JTHUKETKU JAJsl TOKYMEHTa, 3alMCaHHOrO Ha | OJHA OTHKETKa 6,0
ayamokaccetax (Habop TekcTa, BBIBOA Ha OpaWIeBCKHHA TPHHTED,
pacrieuatka, paspe3aHde [0 33/laHHOMY pa3Mepy, HaklieMBaHHE Ha
KOHTEHHep)

70 |coznanue penbeHO-TOUCUHOW ATUKETKH Ul JOKYMEHTa, 3allMCaHHOTO | OJHA STHKETKa 9,0
Ha ayauokaccerax (Habop TeKCTa, JW3aifH, BBIBOA Ha NPHUHTEP,
pacmedarka, pa3pe3aHue IO 3aJaHHOMY pa3Mepy, HaKJIEUBAHUE Ha
BHYTPEHHIOIO CTOPOHY KPBILIKH KOHTEHHepa)
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71 | packiazka ayIuOKacceT M0 KOMIUIEKTaM/KOHTeHHepaM OJIHa oTIepalus 1,0

CO3JJaHHUEC 3TUKCTKHU Ha TUCKEC:

72 BBOJ B KOMIBIOTEP OCHOBHBIX CBEJICHUM O JOKYMCHTC (aBTOp, 3al"J'[aBI/Ie) OJUH NOKYMCHT 5,0
B CHeHI/IaHI/I?,I/IpOBaHHOﬁ nporpamme

73 | BBIBOI Ha pUHTEp ¢ QYHKIMEH "MedaTh HA TUCKaX", pacrevyarka OJIHa oTIepalus 2,0

74 |co3maHWe IJIOCKONIEYaTHOW KOHTEHHEPHOW JTHUKETKH ISl JOKYMEHTA, | OJHA dTHKETKa 8,0
3aMMCAHHOrO Ha Jucke (Habop TekcTa, (hopMHUpOBaHME AW3aiiHA, BBIBOJ
HA TIPUHTEp, pacredaTka, pa3pe3aHde 10 33JaHHOMY pasMmepy,
pa3MelleHIe Ha BHEIIHEH CTOPOHE KPBIIIKKA KOHTeHHepa)

75 | co3ganue penbehHO-TOUCUHON KOHTCHHEPHOW 3TUKETKU JJIsl JOKYMEHTa, | OJIHA 3THKETKa 10,0
3aMMCaHHOTO Ha aucke (Habop TekcTa, BHIBOJA Ha OpailleBCcKuil MpUHTED,
pacriedaTka, paspe3aHue IO 3aJaHHOMY pa3Mepy, pa3MelleHHEe Ha
BHYTPEHHEH CTOPOHE KPHIIIKY KOHTeHHepa)

ApXI/IBaLII/Iﬂ O3BYYCHHBIX JOKYMCHTOB!

76 | oOpaboTka MaTepuaa i KOHBEPTHPOBAHUS OJTHA TOPOIKKA 30,0

77 |xouBepTupoBanue QaitnoB ¢opmara B[ AC B ¢opmar aymuodaiiiioB B| OIHA JOPOXKKa 6,0
3aBHCHUMOCTH OT TEXHUYECKOT'O OCHALICHHS

78 | mepeHoc apxwBa Ha cepBep OJTHA JTOPOXKKA 6,0

3.22. O6cyKuBaHHE YIAJICHHBIX TOJIh30BaTeNei

Tabmuma 63
N HanmenoBanue nporecca, onepamuu. CocTaB pabOThI Enuanna Hopma
n/m HU3MEPEHUSI BPEMEHH, MUH.
1 2 3 4
Peructpanus nonabs3oBaTenei B pexxuMe OHJIANH:
1 |mpoBepka 3ammcH MOJIb30BaTENsI B ONOIHOTEKY OluH 2,0
MOJIb30BATEb
2 |obOpaboTka ¥ BBOJ (haMWIIMU, UMCHH, OTYECTBA IOJIB30BaTENl H ajapeca OJIMH 5,0
€r0 3JIEKTPOHHOM ITOYTHI AJIEKTPOHHBII
dopmysap
3 |cocraBieHwe MUChbMa C YyKa3aHWEM JIOTHHA M CICHEPUPOBAHHOIO | OJHO 3JICKTPOHHOE 5,0
CHCTEMO TapoJIsi, IPUKPEIICHHE WHCTPYKIIMK TOJIb30BaHMsI U OTIIPaBKa MTHUCHMO
€r0 110 JIEKTPOHHOM ITOYTE MOJIb30BATEIIIO
OO0cnyXHBaHUE MMOJIL30BATEICH B PEKIME OHJIAWH:
4 | KOHCYNbTalUs IO HCIOJh30BaHUIO WHTepakTHBHOW bJ[ "roBopsmux" o/1Ha 10,0
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KHUT C KPHUIITO3AIUTOH KOHCYJIbTAIHA

5 | compoBoxneHue BUPTyadbHOH KHHUTOBBITAYW: (popMupoBaHHE 3aKa3a Ha OJIIMH 3aKa3 15,0
BUPTYaJbHOW KHUKHOU IOJIKE

6 |Boirpyska u3 AC HOBBIX IOCTYIUICHHH 32 OIpEIETICHHBIH Iepuos OIIMH (aiin B 10,0
Bpemenn B ¢dopmare PYCMAPK wu B Buae ykazarenss HOBBIX dopmarte
noctyrennii (YHII) PYCMAPK

onuH (haiin B 12,0
dopmare YHII

7 |pa3MeleHne HOBBIX MOCTYIDICHWH IOKYMEHTOB Ha calTe OMOIMOTEKH: onuH (haiim B 3,0
CO3/IaHHUE 3aroJ0BKa aHHOTAIINU IpUKpeIUieHne Qaiiia (0B) ¢dopmare

PYCMAPK
onuH (hailn B 3,0
dopmare YHII

8 |pacchuika 1O JNIEKTPOHHOM IOYTE YAAJICHHBIM  IOJH30BATENSAM | OHO 3JIEKTPOHHOE 3,0
nH(pOpManN 0 HOBBIX MTOCTYIUICHUAX JOKYMEHTOB MTHICHEMO

9 |uHpOpMaUMOHHOE CONMPOBOXKICHUE caiTa, NOpTajlla W CTPaHWIl B| OJHO COOOIIECHHUE 3,0
COLMAJBHBIX CETAX: CO3JaHHME 3arojoBKa aHHOTALMH HPUKPEIUICHUE
¢aiinos

4. TunoBsle OTpacieBble HOPMBI TPYAa Ha paboOTHI,
BEITTOJTHSEMBIEC B IETCKHUX, FOHOIIECKUX OMOIMOTEKaX, B ONOIHOTEKaX
Hay4HO-HccnenoBaresbeckux nHeTuTyToB (HMU), 00pasoBaTenbHBIX
yupexaeHui (0e3 NCronb30BaHus aBTOMaTH3NPOBAHHBIX CHCTEM
YIIPaBJIEHUS POLIECCAMH)
4.1. KommiektoBaHue OHOTHOTEYHOTO (hOHIA
Ta6muma 64
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/n H3MEpeHust BpPEMEHH, MHUH.

1 2 3 4
Tekymiee KOMIUIEKTOBaHHE OMOIMOTEYHOTO (HOHAA:

1 |nmpocMOTp KHUTOM3/aTeIbCKOM M KHUTOTOPrOBOM HH(POPMAIUU (1 mpaiic 8000 980.0

HaMMEHOBaHUH)

2 |ycraHoBieHHE TEMbl M BHIA JJOKyMEHTa, momjiexkamiero otbopy;| (1 mpaiic 8000 2.0
BBISICHEHHE HEOOXOANMOCTH MPHOOPETEHUS HaMMEHOBAHUIN)
OmnpeneneHue dK3eMIISIPHOCTH 3aKasa: (1 mpaiic 8000

HaMMEHOBaHU)
3 | nns monmpasneneHuit 0,5
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4 | nia OMOJIMOTEKHU B LIETIOM 1,0
opopmIleHHE 3aKa3a; yKazaHHE OAK3EMIUBIPHOCTH, CTOMMOCTH 3aKasa, OJIIMH 3aKa3 1,0
JaThl
KonmuecTBo 3aka3aHHBIX Ha3BaHUIL:

5 11-15 15,0

6 [16-25 25,0

7 |26-75 75,0

8 |76-100 100,0

9 | odopmieHue 3aKa3a Ha BBITUCKY 3apYOCIKHBIX JOKYMECHTOB OJIUH TOKYMCHT 100,0

10 |moaroroBka CHMCKa JOKYMEHTOB, NpEIJaracMblX K MEXAYHAPOIHOMY | OJHO Ha3BaHHUE 26,0
KHHTOOOMEHY; CBEpKa CIIHCKa ¢ KaTaJoroM

11 |cocraBieHHMEe KapTOYKH Uil KAapTOTEKH OpraHU3alii-TIapTHEPOB; | OJHA KapTOYKa 1,0
yKa3aHHe Ha3BaHWS OpraHM3aluil, axpeca, Ha3BaHUS OOMEHHBACMBIX
JIOKYMEHTOB
Pa6ota B AC:

12 |BBOA 3aKa3a TEKyIIETO KOMIUICKTOBaHUS B 0a3y qaHHBIX AC OJIMH 3aKa3 5,0

13 | pemakTupoBaHHE BBEJCHHBIX B 0a3y JIaHHBIX CBEJCHHUI O 3aKa3e; BHIBOJ OJIMH 3aKa3 30,0
Ha 3KpaH; BHECEHUE U3MEHEHUN

14 | BBIBOJ Ha IPUHTEP JAHHBIX TEKYIIETO0 KOMIUIEKTOBAHHS; pacrevyaTKa OJIMH 3aKa3 1,6
BE€/ICHHE KapTOTEKH TEKYILEr0 KOMIUIEKTOBaHHUS

15 |cocraBneHue KapTOUKH, yKa3aHHE aBTOPA, 3arIaBUs, BEIXOJHBIX JAHHBIX, | OJHA KapTOUKa 0,5
HOMepa B U3/1aTEIbCKOM IUIaHE

16 |mepeHecenwe CBeIeHMH O 3aKa3e Ha  KapTOYKM; yKa3aHHME | OJHA KapTOuka 0,3
9K3EMIUIIPHOCTH  3aKas3a,  paclpesiiesieHHe 10  CTPYKTYPHBIM
TIOJIpa3/ieeHUAM

17 | paspesaHue U3aTENbCKUX IJIAHOB, pacnedyarka JJisi KapTOTeKH TEKYLIero | OJHa KapTouka 1,5
KOMIUIEKTOBaHHSI, HAKJICMBAHUE HAa KATAIOKHYIO KAPTOUKHU

18 | monGop kapToUKH 1O andaBuUTy JUIsl PACCTAHOBKU B KAPTOTEKY TEKYIIEro | OJHA KapTOouka 0,5
KOMIUIEKTOBaHHS

19 |paccranoBka kaprouku B andaBure GaMmiInii aBTOPOB, 3arjaBuil B| OJHA KapTOUKa 0,4
KapTOTEKy TeKYILEro KOMIUIEKTOBaHHUS
OdopmiteHre MOANMCKN Ha IEPHOIUUECKHE U3/IaHHUS:

20 |npocmotp katanora "Pocmewatu", oTOOp Ha3BaHHMS IEPUOJMYECKUX | OIHO Ha3BaHHUE 0,8
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W3aHUI I TOJIUCKH
21 |cOop 3asgBKH OT HOApa3feleHHd OWOMMOTEeKH [ MONNHCKH Ha OJIHA 3asBKa 15
MEPUOANICCKUE U3TAHUS
22 |cBepka pacleyaTKH CIHCKOB YCJIOBHO 3aKa3aHHBIX TEPHOJAWYCCKHUX | OJHO Ha3BaHUC 1,04
U3JJAaHUH C KApTOTEKOW 3aKa30B, BHECCHHEC H3MCHEHHUS B PacCICUaTKH
CIIHCKOB
23 | cBepka 3aka3a TEKYIIETO rojia Ha MEePHOJANICCKUE U3TaHUS C MOJIKMCKON | OJHO Ha3BaHUC 0,2
MPEIBIAYIIETO TOa /IS BBISIBJICHUS H3MCHCHUI B Ha3BaHHSX; BHECCHHUC
OTMETOK
24 |cBepka BBIXOIOHBIX JAHHBIX BIIEPBBIC 3aKa3bIBACMBIX 3apyOe)KHBIX Ha OIWH T'OJI 80,0
MEPUOANYCCKUX H3JaHUi ¢ OHONMOrpaduIecKuMH CIPaBOYHHKAMH U
JPYTUMHU HHPOPMAIIMOHHBIMA HCTOYHHKAMHE
25 |odopmiieHne 3akaza Ha MOAMMUCKY; IMOJCYET CTOMMOCTH HOANMUCKH C OJIVH 3aKa3 30,0
y4eTOM  JOCTaBKH, 3alOJIHCHHE  KBHUTAHIMM  a0OHEMEHTa  Ha
MIEPUOTUICCKOE U3TAHKE
26 | cocraBiieHHE PErUCTPAIHOHHOM KapTOUYKH U KapTOTEKH | OJIHA KapTOYKa 0,5
MEPUOANYCCKUX H3JIAHUM; MPOCTABICHHE HA KApTOYKE HHICKCa, roja,
MEPUOAUIHOCTH, HCTOYHUKA MTOCTYIUICHHS
Pa6ora B AC:
27 |BBOZ 3aKa3a Ha MEPHOAMYCCKIE U3TaHUSA B 0a3y TaHHBIX OJTHa KapTOYKa 10,0
28 | BBIBOJI HA 9KPAH PETUCTPAMOHHON KAPTOYKH; pacevyaTka OJTHA KapTO4Ka 1,0
29 | KOppEeKTHpPOBKAa 3aKa3a: BBIBOJ Ha OJKpaH CIHCKA [EPHOJUYCCKHUX OJHO 0,3
HW3JIaHUM; BHECCHHE N3MEHCHUM HauMEHOBAaHUE
INepenucka ¢ KHUTOTOPrOBBIMU OPraHU3alMsAMH U HU3aTEIbCTBAMHU,
OMOIMOTEKAMH
30 | cocraBienue, HAOOp TEKCTa MUCHhMa (3ampoca, MPETEH3UH), PErHCTPAIUS OJTHO THCHMO 60,0
B KHHT€ HMCXOMSIUX JIOKYMEHTOB (IIPOCTaBJICHHE IaThl, MOPSAKOBOIO
HOMEpa, yKa3aHHWE HAHMCHOBAHMs OPTaHU3AI[HMH, KPATKOTO COACPIKaHHS
MMChMa)
31 |odopmiieHne 3aka3a "Kuura - mouroii", oTHpaBKa 3aKaza B MarasuH, OJIMH 3aKa3 3,1
oOMeHHbIe (hOHIBI
JloxomiexkToBaHue OubamorevHoro Gpoxaa:
32 | monmy4eHwue 3asBKH HAa MPHOOPETEHHE TOKYMEHTOB OT MMOApa3AeICHHUN. OJIHa 3asBKa 0,3
33 |cocraBneHue OuOnIHMOrpaduyeckoil 3ammucH; yKa3aHHE KOJIWYECTBA | OJHA KapTOdKa 3,0
9K3EMIUISPOB U CHIJIBI MTOPA3ICIICHU
34 | BKIIFOYCHHE 3a5BKU B KAPTOTEKY JOKOMIUICKTOBAHHS OJlHA KapTOYKa 0,26
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35 |mpocMOTp KapTOTEKH HEYJOBJIETBOPEHHOTO CIIPOCA; aHaJIW3 OTKA30B JJIs | OJAWH JOKYMEHT 3,0

BBISBJICHUSI OTCYTCTBYIOIIMX JOKYMEHTOB, BKIIIOYEHHE B KapTOTEKY

JOKOMIUICKTOBaHHUS

OT1bop HOKYMEHTOB ®3 OOMEHHBIX (OHZOB OHONMHOTEK LI

JOKOMIUIEKTOBaHHUS

IIpocMoTp  CHHCKOB, KapTOTEK, KaTaJoOroB OOMEHHBIX (DOHAOB| OAWH JOKYMEHT

OuONIMOTEK, OTOOP HYXKHBIX JIOKYMEHTOB, CBEpPKa C KarajloraMd H

KapTOTEeKaMU CBOEH OHMOJIMOTEKH; COCTaBJIEHHE CIHMCKA Ha JOKYMEHTHI,

0oTOOpaHHbIC B 0OMEHHOM (hOHIE

KonnuecTBO JOKYMEHTOB, BKIIIOYEHHBIX B CITUCKH:
36 |1 5,0
37 |2-10 7,8
38 [11-25 16,0
39 |26-50 32,0

CocraBneHne onepaTUBHOTO (TEKYIIEro) IIaHa KOMIIEKTOBaHUS:
40 |ompeneneHue MEpOIPHATHH MO (OPMHUPOBAHUIO eAWHOTO (OoHIA Ha OJIVH IIIaH 480,0

TEeKYyIIMH TOJ, OTBETCTBEHHBIX HCIOJIHUTENEH, KOJIMYECTBEHHBIX

mokazareneid o0beMa (oHma (MOCTyIUICHHWE, BBIOBITHE), OTPACIEBOTO

COCTaBa, NCTOYHHUKOB ITOCTYIUICHHS, CMETHI PACXO0JI0B

OdopmiteHHe naHa KOMILIEKTOBaHUs B hopMme:
41 | Tabmuix oJlHa Tabauna 2,6
42 | kapToTeku 0JlHA KapTOYKa 2,6

Pabora B AC:
43 | BBOJ IJIaHAa KOMILIEKTOBaHUs B 0a3y naHHbIX AC OJIMH IUIaH 1,1
44 | koppekTHpOBKa 0a3bl IaHHBIX; BEIBOJI HA DKpaH; BHECEHHE M3MEHECHUI OJIMH JIOKYMEHT 30,0

4.2. TlpueM 1 y4eT MOCTYMUBIINX JOKYMEHTOB
Tabnuma 65
N HaunmenoBanue npouecca, onepanun. CoctaB paboTsl Ennnnna Hopma
n/n N3MepeHus BpPEMEHH, MUH.
1 2 3 4
[Tpuem KOKYMEHTOB, MOCTYMUBILIKMX C COIPOBOIUTEIEHBIM JOKYMEHTOM
IlpueM [OKyMEHTOB 1O CONPOBOAMTENBHBIM MaTepHamaMm (CHer, OJlHA TTAPTHS
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HaKJIaJIHasl, KONMS 4YeKa, aKT), MoJ00pKa MX Mo an(aBHTy aBTOPOB WU
3arjaBui, SKCIIEAUIIMOHHBIM HOMEpaM, CBEpKa C CONPOBOAWUTEIHHBIMHU
JOKyMEHTaMH, TIpPOCTaBICHHE IIEHbl Ha W3JaHUM, [OJICUET YHuclia
9K3EMILISIPOB, 0011l CTOMMOCTH
KonmuecTBO JOKyMEHTOB B MApTHH:
11 4,0
2 12-50 8,9
3 |51-250 43,3
IlpueM  NOKYMEHTOB,  IIOCTYNHUBIIMX  0€3  CONPOBOAUTEIBHBIX
JOKYMEHTOB:
4 |mombop mOKyMeHTOB MO andaBuTy (paMuinii aBTOPOB WM 3ariiaBHi; | OJWH JTOKYMEHT, 31
IpoBEepKa Ha AyONEeTHOCTh; TPOBEACHHE OLEHKH JIOKYMEHTOB; OJIVH aKT
COCTaBJICHHE aKTa Ha IPHUEM JIOKYMEHTOB
KonnuecTBO JOKYMEHTOB, BKIIFOYEHHBIX B aKT:
5 |1 0,36
6 |2-5 2,1
7 16-10 3,7
8 |mpocraHOBKa HITEMINENs Ha TUTYJIBHOM JiMcTe W Ha 17-W cTpaHume| OIWH JIOKYMEHT 0,5
JOKyMEHTa
CBEpKa  IIOCTYNUBIIUX JIOKYMEHTOB C  KapTOTEKOHl  TeKyllero
KOMIUIEKTOBaHHS
9 |momcK KapTOYKM B KapTOTEKE TEKYIIEro KOMIUIEKTOBAHMS, CBEpKa | OJHH JIOKYMEHT 3,0
KapTOYKH C IOKYMEHTOM, BHECEHHE OTMETOK
10 |oTOop mepBOro 3K3eMILIsIPa, BIOKEHHE KAPTOUKU B JOKYMEHT OJIMH TOKYMEHT 0,5
11 |mocraHOBKA KapTOUYKHM 3a pasfaenuTens "BrimonHeHHbIe 3aKa3p!” OJlHa KapTO4Ka 0,3
Pabora B AC:
12 | mpoBepka Ha y0JIETHOCTh MOCTYMHUBIIMX U3JaHuil B 0a3e nanHbix AC OJIMH JOKYMEHT 1,0
13 |peructpanus HOBBIX IOCTYILICHH B 0a3e JaHHBIX AC OJIMH JOKYMEHT 3,0
[Tpuem u perucTparys KypHajIoB U ra3er:
14 |mombop IKypHalIOB ¥ Tra3eT 1Mo aj(aBUTy HA3BaHWUH, MOWCK| OJMH JOKYMEHT 2,0
PErHCTPAIMOHHON KapTOUKH B KapTOTEKE MOJMICHBIX M3aHUH, OTMETKA
HOMepa, JaThl MOJyYEeHUs N3aHus
15 |mpocraHOBKa LITEMIIENS Ha XypHale OJIUH XypHAaJI 0,1
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16 |mpocraHOBKa HITEMIIENS Ha ra3ere OJIHA ras3era 0,5
Benenne "Kuanuru cymmaproro yuera':
pa3dop IOKYMEHTOB IO BHJAM, OTpacisiM 3HAaHWH, S3bIKaM, IOJCYET| OJHH JOKYMEHT 2,0
Yucna JOKYMEHTOB, 3allUCh pe3YJIbTaToOB IIOJICYETa 110 YCTaHOBJICHHOMN
(bopmMe B KHUT'Y CYMMAapHOTO y4eTa
KonmuecTBO JOKYMEHTOB B MapTUH MOCTYIICHUI:

17 |1 2,0

18 |2-50 6,8

19 |51-250 42,0

20 |BBOj cratucTHYecknx naHHbIX "KHurm cymmapHoro ywera' B 0a3sy OJlHa MapTus 3,0
naHHbix AC

21 |moamcdeT MOCTPaHWYHO IO MO3UIMAM IHaHHBIX KHUTM cymMMapHOTO ydera, | OIHA MO3HMIUSL 3,2
MIEPCHECEHNE NTOTOB Ha CIIEAYIONIYIO CTPAHUILY

22 | cBepka (PMHAHCOBHIX TOKYMEHTOB OT/eNa ¢ (PMHAHCOBBIMU JOKYMCHTAMH | OIUH JOKYMCHT 5,0
Oyxrantepuu

23 | oopmIIeHHE COTIPOBOIUTEIBHOTO JOKYMEHTA (CUeT, HAKJIaIHAasl, aKT) IJIsl | OJUH JOKYMCHT 3,0
nepenadyu B OyXraJiTepuro

24 | odopmileHHE WHBEHTAPHON KHUTH, HyMeEpalus IJMCTOB, IPOCTaBJICHHE | OJHA CTPaHUIA 0,88
HOMeEpa B MHBEHTAPHOW KHHTE

25 |3anuch JOKYMEHTOB IO YCTAHOBJICHHOW ()OpME B MHBEHTApHYIO KHHTY, | OJWH JOKyMEHT 0,88
MPOCTaBJIEHNE MHBEHTAPHOTO HOMEpa Ha JIOKYMEHTE

26 |mpoBeneHHE MHAMBUIYaJIbHOTO YYeTa JOKYMEHTa IO aKTOBOH CHCTEME, | OJAWH JOKyMEHT 3,0
MIPOCTaBJICHNE HHBEHTAPHOTO HOMEPa Ha JIOKYMEHTE

27 |npoBeieHHE WMHIMBUAYaJbHOTO Yyd4eTra C MPUMEHEHHEM YYETHOrO | OJ[Ha KapTodKa 3,0
Karajora; COCTaBJIeHHE OHOIMOTpagUUecKoro OMUCAaHUS JOKYMEHTa,
yKa3aHWe LeHbl, WHBEHTAPHOTO0 HOMepa, roja IOCTYIUICHHs, HOMepa
3aliCH B KHUT€ CYMMAapHOTO y4eTa, YHCIia MOCTYNHBIINX JK3EMIUISIPOB,
UX pacrpe/iesIiCHUE M0 TOAPa3IeICHUsIM

28 |zanmMchb B OKypHaJe pErucTpalMyd KapTo4eK YYeTHOro Karajuora OJIHA 3aIHCh 1,0
HWHBEHTAPHOTO HOMEpA, MIEPBOT0 CIIOBA 3arjaBus

29 |npocTaHOBKa MHBEHTAPHOTO HOMEPA Ha JTOKYMEHTE OJIVH JIOKYMEHT 2,6

30 |perucrpaiusi MaTEHTOB B HyMEPAIlMOHHON KHUTE OJIMH TOKYMEHT 0,3

31 |nmomydyeHne axkTOB Ha BBIOBIBIIME JIOKYMEHTBI OT CTPYKTYPHBIX OJIUH aKT 1,0
noJpasjeNnenHuii, BHeceHue 3anucu B KHure cymmaphoro ydera (2-s
4acTh), IPOCTaBJICHUE HOMEPa aKTa
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32 |McKIIIOUeHME TOKYMEHTA 110 aKTy U3 YUETHBIX (hopM OJIUH JOKYMEHT 3,0

33 | uckirodeHue BEIOBIBIINX JOKYMEHTOB U3 0a3bl JaHHBIX AC OIIMH TOKYMEHT 2,0

34 |moramieHWe WHBEHTAPHOTO HOMEpPa W IITEMIENs OWOJMOTEKM Ha| OIUH JOKYMCHT 0,3
JIOKYMCHTE

35 | moauMBKa aKToOB OJIMH JOKYMEHT 3,0

[Mpumeyanue: npu paboTe C JOKYMEHTAMHU HA WHOCTPAHHBIX S3bIKaX K HOPME BPEMEHH MNPUMEHSETCS IMOBBIIAFONIIUN

ko3 punumenr 1,15.

4.3. bubnmorteuHas 00paboTKa TOKyMeHTOB. OpraHu3aius U BeICHUE KaTaJlOTOB

Tabmuma 66

N HammenoBanwme npomecca, ornepanui. CoctaB pabOTHI Enunanna Hopma

n/m N3MEpEHNUs BPEMEHH, MUH.

1 2 3 4
Pabora ¢ meuaTHOI KapTOUKOM:

1 |pa3bopka KOMIUIEKTa MEYaTHBIX KapTOUEK O/IHAa KapTO4yKa 0,42

2 |monOopka meyaTHBIX KapTouek o andaBuTy (amuiauii aBTOPOB WM | OJHA KapTOuKa 0,36
3arjiaBui JUIs PAaCCTAaHOBKH B CITYKEOHYIO KapTOTEKY

3 | paccTaHOBKa KapTOYCK B CIYKEOHYIO KAPTOTEKY OJTHa KapTOYKa 0,36

4 | mogbopka neyaTHBIX KapTOUYeK K JOKyMEHTaM 0JlHA KapTOYKa 0,52
CBepka IOCTYIMUBIINX JOKYMEHTOB C KaTaJIOTaMH:

5 |mpoBepka 1O KaTajJory MOBTOPHOCTH JIOKYMEHTa, II€peHECeHHe C| OJHa KapTouka 1,9
KaTaJI0)KHOW KapTOUKK OMOIMOTEYHOTO MIK(pa, MOJTHOTO HHISKCA

6 |mouck B ciry>keOHOM KaTajlore CBOJHOTO OIMCAHHS, BHECEHUE OTMETOK 0JTHa KapTO4Ka 2,6

7 |odopmieHne mneyaTHOW KapTOYKH, HAalMCAHWE WHBEHTapHOrO HOMEpa, | OJHA KapTouka 0,68
mmdpa ¥ HHOH nHOopManuH
[Tpumucka ry6ieros:

8 |cBepka JoKyMeHTa Ha JyOJIETHOCTH IO CIIy)KeOHOMY an(aBUTHOMY, | OJHO Ha3BaHHE 0,94
YYETHOMY KaTajory

9 |mpunuceiBaHue ay0ieTa B KaTalor: MPOCTaBlIieHHE HMHBEHTApHOTO | OJHO Ha3BaHHE 0,84
HOMepa, IepeHeceHne mudpa Ha TOKYMEHT
[Mpunucka npoaorKaOIUXCs U3IaHUH:

10 |moWcK B pErHCTPAIMOHHON KapTOTEKEe KApTOYKH Ha M3IaHUC, CBEPKa €€ C | OJHO Ha3BAHHE 0,84
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OpUTHHAJIOM, BHECEHUE OMOJIMOTEYHBIX OTMETOK
11 |mowmck B KaTajore KapTO4YeK, OTMETKAa MOCTYIUICHHS COOTBETCTBYIOIIECTO | OJHO Ha3BaHHE 3,1

BBIITyCKa, IIPOCTAaBICHUE WHBEHTAPHOTO HOMepa, mmdpa, BHECCHHE

JOpYTuX OMOIMOTEYHBIX OTMETOK

dopmupoBanue 6ubnnorpaduyeckoil 3amnucu

CocraBneHne OCHOBHOM OuOimorpaduueckoll 3amicu NpH OTCYTCTBHHM | OJHO Ha3BaHHUE

NeYyaTHOW KapTOYKW B JOKYMeHTe (O3HAaKOMJIEHHE C JOKYMEHTOM,

COCTaBJICHUE OITUCAHUs, BHECEHNUE OMOJIMOTEUHBIX OTMETOK)

KonmuecTBo 371eMEHTOB ONMCaHUS:
12 |1-4 0,42
13 |5-6 5,2
14 |7-9 6,2
15 |10-13 7,2
16 |14-19 8,2
17 |20-27 9,2
18 |cocraBneHue OCHOBHOW OMOIHOTpaduIecKOi 3aMICH ¢ IOMOIIBI0 MaKeTa 20,0

KapTOUYKH, Halle4aTaHHOTO B KHHUIE; INPOCMOTP W3JaHus, CBEpKa C

MaKeTOM KapTOYKH, BHECEHHE N3MEHEHHMS 1 JOTIOJHEHUS
19 |cocraBieHne nOOABOYHOIO ONMMCAHUSI K OCHOBHOM OuOiuorpaduueckoii | ojHa KapTOukKa 1,9

3anmcu
20 | o3HaKOMIJIEHHE C JOKyMEHTOM, COCTaBJICHHE aHAMTUIECKON 3aIncH OJIVH JIOKYMEHT 10,0
21 |cocraBieHHE CCBUIOYHON KapTOYKH K OCHOBHOW OuOnmorpaduyeckoil | oJHa KapToykKa 0,52

3anmcu

PenaktupoBanne 6ubanorpaduueckoi 3anucu:
22 |npoBepKa NPaBHIBHOCTH AJIEMEHTOB 3aITUCH Ha KapTOUKe 0JTHa KapTO4Ka 1,0
23 | odopmileHHE KapTOUKHU AJIsl TyOIUPOBaHUs Ha MHOXKUTEIBHOM ammapare; |  OJHa KapTodkKa 1,4

MIPOCTAaBIICHWE  HMHICKCOB, IMMAPOB, OHOMMOTEYHBIX  IOMETOK,

OTIpe/IeJICHNE U YKa3aHHe TUPaXka KapToueKk

I'pynnoBast 00paboTka TOKyMEHTOB

OT00p OAHOTHITHBIX JOKYMEHTOB, IOJIECKAIINX TPYMIOBOH 00paboTKe; OJIHa Ipynrna

cocTaBJieHUEe 001 XapaKTePUCTUKU Ha KOMILIEKT JJOKYMEHTOB JIOKYMEHTOB

KonmuecTBO JOKYMEHTOB B TpyIIIe:
24 (1-9 39,0
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25 |10-15 60,0
26 |16-30 106,0
27 |npoBepka INPaBWIBHOCTH COCTABJICHHS XapaKTEPUCTHKA Ha KOMILICKT oJHa 13,0
JIOKyMEHTOB XapaKTepUCTUKA
Pexaranoruzanus:
28 |cBepka  KapTOYKHM C  JIOKYMEHTOM;  HWCIpPAaBICHHE  CTaporo| OIHA KapTodKa 5,7
OnbMMorpayeckoro OMUCAHHS; COCTaBJICHHE HOBOTO  OIMCAHHS,;
nepeHeceHue udpa, HHBEHTAPHOTO HOMEPa, ONOINOTEYHBIX IIOMETOK
[MoaroroBka K MHAEKCUPOBAHHIO JOKYMEHTOB JJIsl KATaJIOTOB!
29 | mombopka KapTOYKH K TOKYMEHTY, CBEpKa U BIIOKCHHE B JOKYMEHT OIIMH TOKYMEHT 0,5
30 | o3HAKOMJICHHE C JOKYMEHTOM; YCTAHOBJICHUEC TEMATHKH; PACIPE/ICICHUE | OJHO Ha3BaHUE 0,88
10 OTpacisiM 3HaHUS (110 TEeMaTHKeE)
31 | mpocMOTp WHOCTPAHHBIX M3AaHHH, IEPEBOA JAHHBIX Ha PYCCKHH S3BIK OJIMH TOKYMEHT 0,37
Cucrematu3anus JOKyMEHTOB!
32 |cucremaTH3anys JOKYMEHTa C HCIIOJIb30BaHMEM HHICKCOB II€YAaTHOH | OJWH JOKyMEHT 2,6
KapTO4YKHU NI MakeTa KapTO4YKH, Hare4yaTaHHOI'O B HU3J1aHuu,
03HAKOMJICHHE C JIOKYMEHTOM, MpOBEpPKa COOTBETCTBHS HHJICKCOB
TabnuuaM KiaccuuKanuu, MPUHATHIM B OMOJIMOTEKE, MpPOCTaBlIEHUE
NHACKCA HA JOKYMCHTE
33 |cucremarusanus IOKYMEHTOB HPH OTCYTCTBHM IEYaTHOH KapTOYKH M | OIMH JOKYMEHT 2,0
MakeTa KapTO4YKd B M3JaHUM; O3HAKOMJICHHE C JIOKYMEHTOM,
OlpesieNieHue HMHAEKCa IO TabiauLaM KiIacCH(pHUKAUU, HPUHATHIM B
OubIHOTEKE, NPOCTABIICHUE HHACKCA Ha IOKYMCHTE
34 | onpesenieHre aBTOPCKOTO 3HAKA JOKYMEHTA 110 aBTOPCKUM TabIuI[aM OJIUH JOKYMEHT 0,3
35 |mmdpoBka nOKyMeHTa npu (OPMAaTHO HHBEHTAapHOH pACCTAaHOBKE; | OJWH JOKYMEHT 0,42
ornpezeneHue popmara JOKyMEeHTa, HarMcanue mugpa
36 |pemakTupoBaHue KJaccu(pUKAIIMOHHOTO MHJIEKCA; NpOBEpKa | OJIMH JIOKyMEHT 0,5
MPaBUJIBHOCTH MH/IEKCA, aBTOPCKOTO 3HAKA
37 |cocraBieHHe KapTO4KH aju(aBUTHO-NIPEAMETHOrO Karajora (Ha HOBYIO | OJlHA KapTOdKa 2,0
TEMaTHKY); HAllMCAHWE HAa KapTO4YKe HWHJEKCca, Ha3BaHHWE Karajora u
KapTOTCKH, B KOTOPBIX OTPaXaroTCsAd JOKYMCHTBHI, YKa3aHUC CCBUIKH H
OTCBUIKH, CBS3b MEXY OT/ICIEHBIMU pyOpHKaMu
[MpeameTn3anus JOKyMEHTOB:
38 |mpemmern3anus IOKYMEHTOB C HCIIOJb30BAHMEM pYyOpHK IICUATHOM | OHO Ha3BaHWE 2,6
KapTO4KH; IPOBEPKAa COOTBETCTBHS pYOPUKH II€4aTHOH KapTOUKH
HpeIMETHOMY KaTajory
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39 |mpenmeru3anusi JOKYMEHTOB NpPH OTCYTCTBHUHM II€4aTHOM KapTOYKH; | OIHO Ha3BaHHUE 3,0
03HAKOMJICHHUE C JIOKYMEHTOM, OIpeeIeHre pyopruKu

40 |cocTaBneHHEe HOBBIX MMPEIMETHBIX PYOPHK U MOAPYOPHK; IIEPESHECEHIE Ha | OHA KapTodKa 1,5
KapTOYKH CITy)KeOHON KapTOTEKH

41 |penakTUpoBaHHE IIPEIMETHOH pyOpHMKH; TpOBEpKa NPaBHIBHOCTH | OJiHA KapTO4Ka 5,0
NIPEAMETHON pyOpUKH, TOYHOCTh HAIMCAHUS
Opranuzanus andaBUTHOIO KaTauora:

42 |mombopka KapTOYkd Mo aidaBuTy (GpaMmiIHii aBTOPOB WJIM 3arjaBHH AJs | OIHA KapTOUKa 0,36
paccTaHOBKH B a(aBUTHBIN KaTAIOT

43 |paccTaHOBKa IPEABAPUTENIHLHO IOJOOpPAHHBIX KapToueK B anaBUTHBIN | OJHA KapTOYKa 0,36
KaTajor

44 |pemakTHpoBaHWE an(paBUTHOTO KaTajora, IIpOBEPKa pPACCTAHOBKH | OIHA KapTOYKa 0,88
KapTO4YeK, MPaBUIBHOCTH J00ABOYHBIX M CCHUIOYHBIX KapTO4EK,
HCIMPABIICHUE OLIHOOK

45 | HamucaHue pa3aeNUTeNs IS an(paBHTHOTO KaTauora, ykasaHue OYKBBI, | ONUH pa3ieinTeb 0,88
ciora

46 |paccraHoBKa pa3menHTeNss B amaBUTHBIA  KaTalor: TOAOOpKA | ONUH pa3ieinTeNlb 2,0
pasmenutens mo andaBuTy, MOMCK MeCTa pa3jeiuTeNs], OCTAHOBKA,
3aKpeIUICHHE CTEPIKHS
OpraHu3anusi CHCTEeMaTHYECKOT0 KaTaora:

47 |mombopka KapTOYKH [0 HHAEKCaM, BHYTpPH pasiena o anpaBUTy | OIHA KapTOUKa 0,42
(dbamMIIuil aBTOPOB WJIM 3arjlaBUil JJIs1 PACCTAHOBKHA B CHCTEMATHUYCCKUIA
KaTajor

48 | paccraHoBKa MIPEIBAPUTEIEHO Mo T00OpaHHBIX KapTOUeK B| OJHA KapTOYKa 0,42
CHUCTEMATHYECKHI KaTaior

49 | pemakTHPOBaHME CHCTEMAaTHYECKOTO KaTajiora: MPOBEpKa MPABHIIBHOCTH | OJHA KapTOYKa 0,88
HAMOJIHEHUsI Ppa3feioB KaTajora MO COJCPKAHUIO, HHACKCAlMH U
paccTaHoOBKe, UCIIPABJIEHNE OMTNOOK

50 | pexmaccuduKanms CUCTEMAaTHIESCKOTO KaTaJIora: HCIPaBICHHE HHACKCOB, | OJlHA KaPTOYKa 10,0
BHECEHHE U3MEHEHUH B aJipaBUTHBII KaTauor

51 |HamucaHWe pa3feNuTeNs IS CHCTEMATH4ecKOro KaTajora: yKasaHHe | OJIUH pa3ZeuTellb 1,0
HaMMEHOBAHUS pa3Jielia, MoApas/ielia U IPYrux pasenurelnei

52 |paccraHOBKa pa3meNuTeNls B CHCTEMAaTHYECKHH KaTajor: MOJ0OPKa IO | OJUH Pa3ACIIUTEIh 2,0
WHJIEKCaM, ITOUCK MECTa, TOCTAHOBKA, 3aKPEIICHUE CTEPIKHS
OpraHuzanys npeJMeTHOrO Karaiora:

53 |mombopka KapTOYKH IO IMPEIMETHBIM pPyOpHKaMm, BHYTPH PyOpHMK IO | OIHA KapTOYKa 0,42
andaBuTy haMUIHI aBTOPOB WIH 3arIaBUi
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54 |paccraHOBKa NpeIBapUTEIbHO MOAOOPAaHHBIX KapTOYEK B NPEIMETHBIH | OJHA KapTOdKa 0,42
KaTajor
55 |pemakTupoBaHHE TIPEIMETHOTO KaTayjora: IPOBEpKa MPABIIIBHOCTH | OIHA KapTOUKa 1,0

CCBUIOK, OTCBUIOK, pyOpHK

56 |namucanue pazaeianTeid A NpeaAMETHOTIO KaTajlora, yKkazaHue py6pI/IKI/I, OAVH pa3acjInTCIIb 2,3
OTCBLIIKH, CCBIJIKH

57 paCcCTaHOBKa pa3aCiuTC/Isl B Hpe)IMeTHLIﬁ KaTtaJjor, IOUCK MECTa, | OAUH pa3aCIUuTCIIb 2,0
TOCTAaHOBKA, 3aKPEIIJICHUC CTCPIKHA

OpFaHI/ISaLII/Iﬂ HYMCPAlMOHHOT'O KaTajJiora HOpMaTPIBHO-TeXHH‘IeCKOﬁ
AOKYMCHTalUU:

58 |mombopka KapTOYKM IO BHAaM JOKYMEHTOB, YCJIOBHBIM HU(POBHIM | OJHA KapTOYKa 4,3
00o03HaueHHsIM, anaBUTy COKPALICHHBIX Ha3BaHMW CTpaH, JJATUHCKOMY
anaBuTy (MHOCTPaHHBIX CTAHIAPTOB), IO HOMEPaM JIOKYMEHTOB

59 | paccTaHOBKa IpeaBapUTEIHLHO MOJOOPAHHBIX KApPTOUEK B KaTaJIOT OITHa KapTOYKa 0,41

60 | pemakTupoBaHue Kartajora: pOBEpKa MPaBUJILHOCTH | OJlHA KapTOYKa 2,6
OubnrorpauuecKux ONUCAHUM, PACCTAHOBKH, HCIIPABICHUE OLIHOOK;
BHECEHHE [IOTIOJIHEHWH ¥ W3MEHEHWH B KaTajor (OTMEHa, 3aMeHa,
W3MEHEHHMs, POIJICHUE CPOKa AEHCTBUS C yKa3aHHEM MCTOYHHKA)

61 |HamucaHWe W PACCTaHOBKA Pa3eITUTEII OJIMH pa3AeINTeNb 1,3

OpFaHI/ISaLII/IFI 1 BCICHUC DJICKTPOHHOI'O KaTajora:

62 |cBepka MOCTYNMUBIIMX JOKYMEHTOB Ha JyOJIETHOCT B JIIEKTPOHHOM | OJWH JOKYMEHT 1,6
KaTanore

63 | mpunuchIBaHUE MPOJOIDKAOIIMXCS H3IaHHH B JICKTPOHHBIH KaTauor OJIMH JIOKYMEHT 1,6
dopmupoBaHue  OubOnMoOrpaguyeckoi  3amuMcu AN DJIEKTPOHHOTO OJ1HA 3aIlUCh

KartaJjiora, BBOJ B 6a3y JaHHBIX; 3alI0JJHCHHUEC COOTBETCTBYIOIIUX TIOJICH:

64 |npu HaMMYMM MakeTa [eYaTHOW KapTO4KH 0,36
65 |1pu OTCYTCTBHU NEYaTHOW KapTOYKH 0,42
66 | cocraBlieHHE aHAIMTHYECKON 3aIIUCH 3,5
67 | cocraBieHre T0OABOYHBIX U CCHUTOYHBIX OTIHCAHHMA OJIHO OIUCaHue 0,88
68 |pemaktupoBanue Oubmuorpaduyeckoii 3amwcu B 0Oase manHbix AC;| OIHO ONHCaHUE 1,3

BHECEHHE U3MEHEHU N

69 |BBOJ mepeuHs npeaAMETHBIX pyOpuk AJIY K cHcTeMaTHYeCKOMY KaTalory |  OJHa pyOpHhKa 0,36
1 TeHEPabHOHN CIIPaBOYHOM KapTOTEKe

70 | BBIBOI HA DKpaH OMOIHOrpadMIECKUX 3aMuCei OJIHA 3aIHCh 0,83
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71 |pemakTupoBaHHE PyOpPHK, HAIIOJHEHUE Pa3/IeIOB OJTHA 3aIHCh 7,5
W3paTHE KapTOYCK U3 KaTaJoroB
W3bsiTe KapTOYKM Ha WCKIIOYEHHble U3 OuOnmMoredyHoro QoHma| ojHa KapTo4yKa
JIOKYMEHTBI:
72 | angaBuTHOTO Karaaora 0,42
73 | cucTeEMaTHYECKOTO Karajgora 0,36
74 | nmpenMeTHOro Karauora 0,36
75 | HyMepanrOHHOTO KaTauiora 0,42
76 | u3bsaTHe OMOIMOrpadUUIECKHX 3amKceil 3 AIEKTPOHHOTO KaTajiora 0JIHA 3aI1Ch 2,0
TexHuyeckas 00padOTKa TOKyMEHTa
HaksenBaHue Ha TOKyMEHT JIUCTKA CPOKA BO3BpaTa, KapMalllKa, sSpiblKa; OJIMH TOKYMEHT
77 | TMCTOK CpOKa BO3BpaTa 0,42
78 | kapmarek 0,42
79 | sipibIk 0,26
Hamucanue mmdpa Ha TOKyMEHTE U spJIbIKe: OJIMH JIOKYMEHT
80 | Ha moKyMeHTe 0,26
81 |Ha spbike 0,36
82 | mepeHeceHrne (OPMATHOTO M CHCTEMATHYECKOTO IMU(ppa C KAPTOYKH Ha | OIUH JOKYMEHT 3,0
JOKYMEHT
83 | odopmiteHHE KapTOUKH JIsi TUPAKUPOBAHUS: ONpPEICIICHHE W yKa3aHUE | OJHO Ha3BaHUE 1,0
THUpaxa
84 | KOppeKTHpOBKa KapTOUKH 110CIIE THPAKUPOBAHUS OJIHO Ha3BaHHE 0,42
85 |pacmpenmeneHue KaTajJOXHBIX KapTOYEK Ha HOBBIC IMOCTYIUICHHMS 110 | OIHA KapTOYKa 0,42
CTPYKTYPHBIM TO/IPA3/IEIICHUSIM [I0CIIE TUPAKUPOBAHUS
86 |3amosiHeHHEe KHIDKHOTO (GopMyssipa: ykazaHue MHM(ppa, WHBEHTAPHOTO | OJWH KHWKHBIN 0,88
HOMepa JIOKYMEHTa, (paMUJIMKM U MHUIMAJIOB aBTOPA, €r0 Ha3BaHMs, IEHHI, bopmymsip
rojia u3JlaHus
87 |3amosiHeHHMe KapTOYKM HMHAMKATOpPa HA JOKYMEHT, HalpaBisIeMbId B | OJMH MHAMKATOD 0,88
KHUTOXpaHEHHE: yKa3aHWe MHBEHTApHOTO HOMeEpa, aBTOpa M 3arilaBs,
mu¢pa paccTaHOBKH
88 | 3amosnHeHue eperaTOYHON BEJOMOCTH Ha MAPTHIO HOBBIX IOCTYIUICHUH OJIMH IOKYMEHT 0,15
Pabora B AC
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BeiBOJ Ha dKpaH yueTHBIX opM, pacmedaTka: onHa hopma
89 | micTOB HHAMBHIYATHHOTO YUeTa JOKYMEHTOB 0,05
90 |nmepenaTtoyHOil BEZIOMOCTH HOBBIX NMOCTYIUICHUN 0,05
91 |xaprouku c GubIMorpaduIecKoil 3aKChIO IS YIETHOTO KaTaiora 0,05
92 | kamxHOTO QOpMYIIIpa 0,05
93 | KapTOYKH MHAMKATOPA 0,05

[Mpumeyanue: K HOpMaM BPEMEHHU MPUMEHSIIOTCSI MOBBIIIAOIINE KOI(DOUIIHMEHTHI:
- TIPU COCTABIICHUU OMOIMOrpa)UUECcKOro OMMCAHHS HA JOKYMEHT, Ha THTYJIbHOM JIUCTE KOTOPOIO YAaCTUYHO OTCYTCTBYIOT
IaHHEBIEe U1 Oubmmorpadudeckoii 3ammcu - 1,13;

- mpu OmbIMoTedHOW 00padoTke: KHHO(POTO(HOHOTOKYMEHTOB

CHeUaTbHBIX BUIOB HAYYHO-TEXHHYECKOM JINTEPATYpPhl U JokymeHTauu - 1,10;
- Ipu paboTe ¢ JOKYMEHTAMU HAa MHOCTPAHHBIX A3bIKAX, IPU OPTaHU3AIMH U BEACHHH KPACBEIYECKOTO Katanora (KapTOTEKH)
1 OMOTMOTEYHOTO KaTalora Ha MHOCTPAHHOM si3bIke - 1,15.

4.4. Pabora ¢ poHIOM

4.4.1. Pabora 1o npreMy JOKYMECHTOB

1,21; HOTHBIX, KapTorpadmuecknx, m3omsmanmid - 1,15,

Ta6muma 67
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enununa Hopma
n/n HU3MEpEHUs BpPEMEHH, MUH.
1 2 3 4
1 |IlpueM JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ACICHHUSIX:
2 |mpumem  JOKYMEHTOB W3  OTAella KOMIUICKTOBaHHS, CBEpKa C OJTHA TTAPTHUS 90,0
COTIPOBOAUTEILHBIM MaTEPHATIOM
3 |permctpamuss  HOBBIX  IMOCTYIUICHHH  MEPHOAMYECCKHX  WM3JAHWM, | OJMH JOKYMEHT 0,4
MIPOCTABJICHUE OTMETKH B PETHCTPALIMOHHON KaPTOTEKE
4 | mpocTaBieHHE MITEMIIEISI CTPYKTYPHOTO ITOIPa3ACICHUS Ha JJOKYMEHTE OJIMH TOKYMCHT 0,26
[Ton6op TOKYMEHTOB [T PAaCCTAaHOBKH B (hoHE!
5 |mombopka TOKYMEHTOB MO KIACCH(DUKAMOHHBIM HHJCKCAM, aBTOPCKOMY | OJHH JTOKYMEHT 0,52
3HaKy
6 | mondopka JOKyMEHTOB 10 ()OpMaTy, MHBEHTAPHBIM HOMEpaM OJIUH JOKYMEHT 0,36
7 |mombopka TEepUONWYECKUX H3IMaHWA 1O andaBUTy Ha3BaHUSAM, roJiaM,| OIMH JOKYMEHT 0,5
HOMEpaM
8 |mombopka cCHEIBHIOB HOPMATUBHO-TCXHHMYCCKOW JTOKYMCHTALMU TIO | OJMH JOKYMEHT 0,36
KJIaccaM, MOJKIIaccaM, rPpyIIaM, IIOATPYIIaM, HHBEHTAPHBIM HOMepaM
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PaccranoBka OubmroTeyHOro (hoHMIA:
9 |paccraHoBKa JOKYMEHTOB Ha CTEJUIAKaX B CHCTEMATHYCCKH-aJI(PABUTHOM | OJWH TOKYMEHT 0,52
TOPSIAKE
10 |paccraHoBKa JOKYMEHTOB Ha CTelUla)kaX B (OPMATHO-WHBEHTAPHOM | OJMH JOKYMEHT 1,3
TIOpSIIKE
11 |paccraHoBKa NMEPUOAMYECKUX H3JaHMU N0 an(aBUTy Ha3BaHUM, rojam, | OJIUH JOKYMEHT 0,52
HOMepam
PaccraHoBKa HOpPMAaTHBHO-TEXHMYECKOW MOKYMEHTAIlMM IO KiaccaM, | OAWH JOKyMEHT
MIOJIKJIaccaM, TPyIIaM, HOATPyaM, HHBEHTapHBIM HOMepaM
KonmuecTBO JOKYMEHTOB B 110I00pKe:
12 |1-5 0,52
13 |6-10 52
14 |11-15 0,88
PaccraHoBKa JOKyMEHTOB Ha MHKPOHOCHTENSX B HMHBEHTAPHOM M| OAWH JOKyMEHT
HYMEpaIXOHHOM IOpPSIJIKE:
15 |mpoBepka TNpPaBHIBHOCTH PAcCTaHOBKH JOKYMEHTOB B OTACIBHBIX | OJHMH JOKYMEHT 0,5
MaccuBax (ouma
16 |mepenBrokeHHe (TIEpeHECEHHE) TOKYMEHTOB Ha CBOOOTHBIE MeCTa OIIMH TOKYMEHT 0,4
17 |odopmieHue MOJOYHBIX  pa3lieNIUTENe;  HamucaHHe  MOJIOYHBIX | OJIUH Pa3ZeIuTellb 10,0
pazaenureneit
[Tpumeyanue: kK HOpMaM BPEMEHHU MPUMEHSIOTCS MOBBILIAIOIINE KO3()OUIIMEHTHI:
- IIpu IO00pe U pacCcTaHOBKE KHHO(DOTODOHOTOKYMEHTOB - 1,2;
- Ipu TOJ00pe M pacCTaHOBKE HOT, KapTOrpadUIeCKuX, H30U3aaHui - 1,5;
- pu paboTe ¢ JOKYMEHTaMH Ha HHOCTPaHHBIX s3bIKax - 1,15.
4.4.2. Pabora o coxpanHocTH QoHIa
Tabnuma 68
N HaunmenoBanue npouecca, onepanun. CoctaB paboTsl Ennnnna Hopma
n/n N3MepeHus BpPEMEHH, MUH.
1 2 3 4
[IpoBepxa 6ubmmoreynoro ¢ouna:
1 |HamncaHue KOHTPOJBHOTO TAJIOHA Ha JIOKYMEHT, YKa3aHHE Ha HEM OJIVH TaJIOH 3,0
MHBEHTapHOro HOMepa, mmdpa, paMuINl, THULUAJIOB aBTOpPa, 3arjaBusi,
rojia, MecTa M3JJaHus, ICHbl, MECTa XpaHEeHHUS
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2 |MapKupOBKa KOHTPOJIGHBIX TaJIOHOB: YCTaHOBKA, IJle YYTEH JaHHBIN OJIVH TaJIOH 8,0
JOKyMEHT (Y4eTHBId KaTajor, HWHBEHTapHas KHHWTa), MNpPOCTaBJICHUE
OII03HABATEJIBHOIO 3HAKA
[ToxGopka KOHTPOJIBHEIX TaJIOHOB: OJIMH TaJIOH
3 | Mo MHBEHTAapHBIM HOMEPaM 0,1
4 | mo andasuty pamMHIHii aBTOPOB HJIH 3ariaBUil 0,1
5 | mo xraccupuKanmOHHOMY HHICKCY 0,1
6 |cBepka KOHTPONBHBIX TAJOHOB C WHBCHTAPHOW KHUIOH, OTMETKa OJIMH TaJIOH 2,0
MIPOBEPKH Ha TaJlOHE U B KHUI'E
7 |cBepka KOHTPOJBHBIX TaJIOHOB C YYCTHBIM WM  aj(aBUTHBIM, OJIMH TaJIOH 3,0
TOnOrpaMYeCKUM KaTaJoraMy, OTMETKa Ha TalOHE U B KaTaiore
8 | mpocMoOTp (OpPMBI HHAMBUAYAJIBHOIO YUETa, BHISABICHUE JOKYMEHTOB, HE | OJMH JIOKYMEHT 3,0
MPOLIEIINX TPOBEPKU
9 |cocraBneHHe KAPTOUYKH Ha TOKYMEHT, He NIPOIIE/IIHI MPOBEPKU OJIMH JTOKYMEHT 3,0
10 |mouck TOKYMEHTOB, HE MPOLICANINX MPOBEPKY, IO PA3IUYHBIM YYSTHBIM | OIMH JOKYMEHT 20,0
(bopmam, KapTOTeKaM, XKypHajaM, KHHKHBIM ITOJIKaM
CocraBneHue CIKUCKa HEJOCTAIONMX B (JOH/E TOKYMEHTOB OJIMH CITUCOK
Kosn4ecTBO TOKYMEHTOB B CITUCKE:
11 |1 0,78
12 |2-10 8,3
13 |11-25 19,3
OT60p TOKYMEHTOB JJIsl U3BATUSA U3 (HOoHIA
[TpocMOTp AOKYMEHTOB Ha IpEMET M3bATHA U3 poHIa: OJIVH JIOKYMEHT
14 | mempodunbHBIX 3,1
15 | nyOneTHBIX 1,6
16 |ycrapeBuIuX 10 COAEPIKAHUIO 31
17 | Berxux 0,88
18 | MayoncnoNB3yeMbIX, HEUCTIONIB3YEMBIX 2,6
IMoaroroBka JOKYMEHTOB K aKTHPOBAHUIO:
19 |monmbopka MOKYMEHTOB B MapTHU 10 NPUYMHAM H3BSATHS, CBEpPKAa C| OJMUH JOKYMEHT 0,36
KHWDKHBIM (hOpMyIIsipom
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20 |mombopka KHIXHBIX (OPMYJSIDOB Ha JOKYMEHTHl B HOpSAKE | OAWH GOPMYISIp 0,42
WHBEHTAPHBIX HOMEPOB, alihaBUTa, )KypHAJIBI - II0 TOAaM M HOMepaM

COCTaBJICHHME CIHCKAa K aKkTy BBIOBITHA (Tlepenaud), TMOACYET oOmmIei OJIMH aKT
cymMMbl, O(OpMIICHHE aKTa; IMOralieHHe HMHBEHTAPHOIO HOMepa |
mIremriests OMOJIMOTEKH Ha TOKYMEHTE; TTO/IIINBKA aKTOB

KonuuectBo JAOKYMCHTOB B CIIMCKC:

21 |1 0,78
22 |2-10 7,8
23 |11-25 19,3

HOZ[FOTOBKEI JAOKYMCHTOB B IICPCIIJICT:

24 |oTOOp JOKYMEHTOB /Jisl TepeIuieTa; MpOBepKa COCTOSIHUS JOKYMEHTa; | OJWH JOKyMEHT 3,0
3aroJHeHHe (CBepKa) KHIDKHOTO (opmysipa

25 | mombopka KOMIUICKTOB, CBS3Ka B MAadKd; O(OPMIICHHE JOKYMEHTOB JJIS | OIUH JOKYMCHT 2,6
nepeiadu B meperieT

26 |moAroTOBKa JOKYMEHTOB K BOCCTAHOBJICHHIO: IOX0OP JOKYMEHTA, | OIUH JOKYMEHT 10,0
AHAJIOTUYHOT'0 MOBPEKACHHOMY, 0(DOpMIICHUE 3aKa3a Ha KOITUPOBAHKE

27 |npueM 3aka3a TIIOCIE€ KONUPOBAHHs, IPOBEpKa KadecTBa KOMWIl; | OJAWH JOKyMEHT 7,0
MIOJITOTOBKA JOKYMEHTA K MeperieTy

28 |mpueM NOKYMEHTOB M3 IeperuieTa; CBepKa MOCTYNMBIIMX M3 IeperuieTa | OAWH JOKyMEHT 7,0
JOKyMEHTOB C KHIDKHBIM (hOpPMYJISIpOM, NPOBEPKa KauecTBa IepernieTa;
BOCCTaHOBJICHHE 3arflaBHs; HalnncaHue Mmuppa Ha SPIbIKE, KOPEIIKe
JOKyMEHTa

IToammBKa ra3eT ¥ TOHKUX KYpPHAJIOB:

29 |ompemencHue Qopmara, BIOXKCHHE KOMIUICKTa >XYPHAJIOB B IIallKy OJTHA TIATTKa 3,0
HYXHOTO Qopmara, 3aBsi3bIBaHHE; BBHIHECEHHE IIN(pa, Ha3BaHUs, roja
W3aHKsI, HOMEPOB JKYypPHAJIOB Ha 00JIOKKY M KOPEIIOK Marku

30 |packmazka Ta3zeTbl 10 HA3BaHUSAM, NPOKAJbIBAHHE, BIIOKCHHE B OJHA TIaIKa 5,0
KapTOHHYIO OOJIOKKY (TamnKy), HPOUIHYPOBKa, O(GOpPMIIEHHE OOJI0XKKH
(Ha3BaHue, roJ, HOMEp, MECSIII)

Menkuit peMoHT (hoHaA:

31 | moxkieika TOKYMEHTa, KAPMAIIIKOB, SIPJIBIKOB, BOCCTAHOBIICHHE 3arJIaBUI OJIHA TIaIKa 20-5,0
U MHOHI PEMOHT

Ob6ecnpunBanve GoHaa:

32 |obOecnbuinBanue (hOHIA C MOMOULIBIO TIbLIECOCa; oOecreyeHre paboyero | oJHa MEpOIOIKa 12,0
MecTa TEXHHYECKHMMHU CpEACTBAMH: IBUIECOCOM, pabO4YMM CTOJIMKOM,
CTpEeMSHKOW, BEIpOM; TNpOBEICHHUE OOCCIBIIMBAaHMSA, 3aHECCHHE
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TEXHUYCCKUX CPEJACTB B MECTA XPAHCHUA

33 |pyunoe oOecnpummBaHue (oHmA; obecmedeHne pabodyero Mecra| OIHA MEpPOIIONIKa 9,4
TEXHHYCCKHMH  CPEACTBAMH:  CTPEMSHKOHW, pabOYMM  CTOJHKOM,
TENEeKKOH, BEAPOM, TPANKAMH; IPOTHPKA, 3aHECEHHE TEXHHYECKHX
CpPEICTB B MECTa XpaHCHHUS

[Tpumeyanue: kK HOpMaM BPEMEHHU MPUMEHSIIOTCS MOBBIIIAIONINE KOAPPHUIIUESHTHI:
- IpY pYYHOM 00ecHbUIMBaHNY (DOHIA HOTHBIX, KapTorpapuyeckux, n3ou3nanui - 1,2;
- Ipy 00eCTbUTMBaHUK C TOMOLIBIO NbUIecoca - 1,3.

4.4.3. zyuenue 6ubnuoreuHoro Gounaa

Tabmuma 69
N HammenoBanwme npomecca, omepanuu. Cocta pabOTh Enunanna Hopma
n/m N3MEpEHNUs BPEMEHH, MUH.
1 2 3 4
[oxroroBurenpHast paboTa Mo M3y4eHUIO OHOIMOTEYHOTO (POoHMA:
1 |cocraBneHue maHa pabOThI IO U3YUCHHUIO OUOIHOTEUHOrO (poHAa (YacTH OJIMH TUTaH 10,0
¢donma)
2 |moaroroBKka WHCTPYMEHTAapUs IO HW3yYEHHIO OMONMOTedHOro (OHAA;| OaHA Tadiuna 10,0
COCTaBJICHUE TaOJIUIIBI IO PA3IMIHBIM aclleKTaM H3y4eHHs
3 |monbopka OubmMorpaduueckux nocodui, MHGOPMALMOHHBIX CIHCKOB| OJHO IocoOHe 10,0
JUIs TIpOBeJIeHUs paboThI 110 M3yueHnIo OubnnoreuHoro Gouaa
4 |mpoBeneHHMEe WHCTpPYKTaxa [UIi NpOBeNEHHs paboT MO W3YYCHHIO | OAWH HHCTPYKTaX 10,0
oubnmoreynoro Gouma
Bubmmorpadudeckoe n3ydeHne OHOIHOTEYHOTO (OHIA
O3HakoMJIeHWE C cojepkaHueM OuOnmorpadudeckoro MmocoOus, | OJHO mocooue
WH(OPMAIIMOHHOTO CHHCKA JUIS THPOBEACHHsS pPabOThl MO H3YYCHUIO
6ubnmorewynoro gonma
KonmuectBo Ha3BaHMiA B ITOCOOMH:
5 11-25 15,7
6 |26-50 34,0
7 |51-100 68,0
CBepka KapTOYKM KaTajora c¢ OuOnMorpadudecKkMM ONIMCAaHHWEM | OJHA KapTo4Ka
JOKyMEHTa, YKa3aHHOTO B MOCOOHMH; OTMETKa O HAalWYUH JOKyMEHTa B
donme:
8 |am¢aBuTHBI KaTanOT 2,0
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9 |cucTeMaTH4YecKUil KaTajaor 50
10 |cocraBneHue OMOIHOTPAPHUUSCKOTO ONMUCAHMS HAa OTCYTCTBYIOIIHE B| OIHA KapTOUKa 2,6
O6ubIMoTeKe JOKYMEHTHI
[IpocMOTp HANOJHEHUS CHCTEMATHYECKOTO KaTajora B pa3jMYHBIX | OJ[HA KapTOUYKa
acrmekTax (MO OTpacissM 3HAHHS, BUAAM, TOJaM U JIPYTHM acleKTaM);
COMOCTABJICHUC TMOJYYCHHBIX JAHHBIX C TEMAaTHUKO-THUIOJOTHYCCKUM
(MepCreKTUBHBIM) TUTAHOM KOMILUICKTOBAHUS, YTOYHCHHE, BHECCHHE
KOPPEKTHB B IUIaH KOMIUICKTOBAHUS
KonudecTBo KapTOUEK B SIIHKE:
11 (1-500 43,0
12 (501 - 1000 85,0
13 [1001 - 2000 173,0
Crarucruueckoe u3yueHue oubnnoreuHoro onpa:
14 |3amomHEHHWE CTaTUCTUYECKHX TAaONHI (II0 COCTaBY, MUHAMUKE U CTEIICHU oJIlHa Tabua 10,0
WCTIONB30BaHUSA  OMOMMOTEeYHOT0 (OHAA) HA OCHOBAHMH YUYCTHOM
JOKyMEHTAIMH
15 |pacuer nokasarenen KHHAT000€ECIIEYUEHHOCTH, 00pamaeMocTd, | OJUH MOKa3aTeib 4.0
YUTAEMOCTHU
16 | crutomHO# MPOCMOTP TOKYMEHTOB Ha CTEJJIaXKax, MOACYET MO KHWKHBIM | OJIUH JOKYMEHT 0,84
(dhopMmyssipaM WM JTUCTKaM CPOKa BO3BpaTa KOJHUECTBA KHUTOBBIIAY
17 |MapkupoBKa HEUCHOJNB3yeMOW YacTH (OHIAa B 3aBUCHMOCTH OT IPHYUH, | OIMH JOKYMEHT 0,26
BBI3BABIIMX HU3KYIO 00paIaeMocThb
18 |3anosHenne TAOIUILI MHTEHCHBHOCTH MCIOJIL30BAaHUS OHOIMOTEYHOIO oHa TabauIa 50,0
¢donma
CocraBieHUE U aHATTU3 TAOJIHUII 110 H3YYCHUIO OHOIMoTewHOTO (poHma
CocTraBiieHHe TaOIUIIBI:
19 | mo cocraBy, pa3BUTHIO U UCIIOJIL30BAHUIO OHOIIMOTEYHOTO (hOHAA oJiHa TabJuna 63,0
20 |mo cTemeHM WCHOJB30BaHUSA (OHAA B pAIMYHBIX acrekTax (B oHa Tabauna 68,0
OTpacIiICBOM, 110 BHJAM U3JJAHUH U HHBIM aCIIEKTaM )
21 |no oObeMy HEHCIONIb3yeMOH W MayocnpaiidBaeMod 4actd GoHaa u | oJHa Tabiuna 63,0
MIPUYMHAM €€ HAKOTLJICHHUS
AHanu3 Ta0JINIBL:
22 | 1o cocTaBy, Pa3sBUTHIO M HCIIOJIB30BAHMIO ONOIHOTEYHOTO (hOHIA oJHa TabauIa 56,0
23 |mo CTEeNEeHW WCHOJb30BaHUSA (OHAA B pa3IMYHBIX acmekTax (B oHa Tabauna 56,0
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OTpacjicBOM, 10 BUJaM W3IaHUM U UHBIM aCHeKTaM)

24 |mo cocTaBy W BEIMYMHE HEHCIIONB3YEMOI M MalOCTIPAIINBAaeMON YacTH | OXHA TabiuIa 60,0
(GoHIa ¥ IPUYMHAM €€ HAKOIUICHUS

25 |cocraBieHHE IITJaHA MEPONPUATHH pealu3alvd NpPeAJoKEHHH 1o OJIUH IIJIaH 161,0
pe3ynbTaram u3ydeHus GoHaa

[Ipumeuanue:
- BpeMs IPOBEJICHNSI HHCTPYKTa)ka B HOPMY BPEMEHH HE BXOJINT;
- Ipu paboTe ¢ TOKYMEHTaMH Ha HHOCTPAHHBIX SA3bIKaX K HOPMaM BPEMEHH IPUMEHsETCs MOBbIIatomuii koaddummenr 1,15.

4.5. O0cmyXBaHUE YATATEICH

4.5.1. Pabota ¢ yuTareiieMm

Ta6muma 70
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n N3MepeHust BpPEMEHH, MUH.
1 2 3 4
3anuch yuTarens B OMOIMOTEKY:
1 |mpocMoTp — NOKyMEHTOB  uyuTartenss  (MACTOPT,  YIOCTOBEPEHME, | OJMH YNTATENh 2,0
MOPYYUTENbCTBO);  NPOBEPKA  HAIMYMS  YYCTHO-PETHMCTPAlMOHHOMN
KapTOUYKHM YUTATENs]; BbIAa4a aHKEThI JUIA 3allOJHEHHS IT0JIb30BaTeIeM C
TIOJPOOHBIM TIOSICHEHHEM 110 3aII0JTHEHHMIO TI0JIeH
2 |3amonHeHue GopMyJsipa YMTATENs, YIETHO-PETUCTPAMOHHOW KapTOYKH, | OJIMH YHTATENb 2,0
YUTATENBCKOTO OMiIeTa
3 |o3HakoMJIeHHE uMTATeNs C NPABHIAMH [0JIb30BaHMS OHONMOTEKOH, | OIUH YUTATEIh 5,0
pacriosioxxeHreM (OHIA, CIPAaBOYHBIM  alllapaToM, 3JIEKTPOHHBIMHU
pecypcamu (ayAMOKHUTAMH, YAaJeHHbIMH 0a3aMH JaHHbBIX, JUCKaAMH,
¢uneMorpadueit)
4 |mombopka W paccraHoBKa 1o andaBuTy (amuiamid yuTaTenel | OIHA KapTouka 0,26
YYETHO-PETUCTPALMOHHbIE KAPTOUKH
Ilepeperucrpanus ynraTeseu:
5 |mouck ¢opmyssipa (pEerHCTPAIIMOHHON KapTOYKW) YUTATENs, BHECCHHE | OJUH YUTATEINb 12,0
N3MEHEHHUH B HUX M YATATEIILCKUH Oner
3anucek (epeperucTpanys) YuTaTesieil B aBTOMaTH3UPOBAHHOM PEXUME:
6 |Habop Ha KIaBMAaType CBEIECHWH O ywrarene: GamMuiMs, UMs, OTYECTBO, | OJWH YHTATENb 6,0
XapaKTepu3yIoLIHe ero npu3Haku (00pazoBaHue, CHENNATBLHOCTh U HHBIE
MIPU3HAKH), KOJ
7 | KOHTpOJIb 32 BO3MOXKHBIM HAJIMYMEM JaHHBIX O YHTATeJIe, 3aIMCaBIIEMCs |  OJIMH YUTATENb 1,0
KoucyanaHTnmoc www.consultant.ru Crpanvua 163 u3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

B OnOIMOTEKY (paHee 3amucaH, JUIICH MPaBa I0JIb30BaHMs)
8 |odopmienne koma uuTaTeNs ¢ KOHTPOJBHBIM pa3psIoM W CPOKOM | OIWH YUTATENb 0,52
MIOJIb30BAHUS YUTATEIBCKAM OMIIETOM Ha OCHOBE BBIJAHHOW MH(pOpMAIUN
9 | BBIBOA Ha NMPHUHTEP CBEJCHUI O 3alMCaBIIEMCs YUTAaTENIE B BUJE OJIaHKa, | OJWH YHUTATENb 1,3
BbIpe3aHue OJlaHKa M BKJIEHKa €ro B YUTATEIbCKUH OMiIeT
Pabota nucnieTuepckoi ciryxO0bl:
10 |mpmeM YuTaTENBbCKOTO TPeOOBAHNUS; IIPOBEPKA MPABIIIFHOCTH 3aIIOTHEHHS | OJHO TpeOoBaHUE 2,0
TpeOOBaHUS, YTOYHEHWE MeECTa XpaHEHHsS IOKYMEHTOB; OTMETKa B
JMCTIETYEPCKON CeTKe, Iepeiada TpeOOBaHNS B KHUTOXPaHEHHUE
Beimonnenne TpeOoBaHMH IOTpeOWTENeH, BblJaya JJOKYMEHTOB U3
OCHOBHOT'O KHHT'OXPaHEHUSI:
11 |momydyenue TpeOOBaHMS, pETUCTPAIH, MOJ00PKA UX IO mHdpam 0ZTHO TpeOOBaHUE 3,0
12 |momck MOKyMEHTa, OTMETKa Ha TpeOOBaHUM, KHW)KHOM (GopMysspe, | OJHO TpeOoBaHUE 5,0
JIUCTIETYEPCKOM CeTKe
13 |ycraHOBICHHE MecTa HAaxXOXICHHS HEHAWIECHHOTO IOKyMEHTa IO | OJHO TpeOoBaHWE 7,0
CIPaBOYHBIM KapTOTEKaM, KaTajoram
14 | BpImaua TOKYMEHTa M3 OT/ENA KHUTOXPaHEHHUS TIOTPEOUTEINI0; OTMETKA HA |  OJIMH JOKYMEHT 2,0
KHIDKHOM popmyIisipe, TpeOoBaHHS
15 |mpuHsATHE NOKYMEHTa OT MOTPEOMTENs; MOUCK KHMKHOTO (GOpMysspa,| OIHUH JOKYMEHT 3,0
TpeOOBaHus; MOTallIeHne OTMETKH O BbIAA4N
Bblaua KOMIUIGKTOB JOKYMEHTOB BO BPEMEHHOE  IOJb30BaHHUE
OIpa3IeICHUSIM OUOIHOTEKH:
16 |odopmieHue 3asBKM Ha KOMIUIEKT JOKYMEHTOB, IIepelaBacMblii B OJ1Ha 3asiBKa 50
CTPYKTYPHOE NO/Ipa3JielieHne
17 |mombop MOKYMEHTOB B KOMIUICKTHI, HANFCAHUE BTOPOTO AK3EMIULIPA | OJHMH JOKYMEHT 40,0
KHWDKHOTO (popMyIsipa (MHAMKaTOpa)
Bbljaua KOMIUIEKTOB JOKYMEHTOB, OTMETKAa Ha KHW)KHOM (OpMyJisipe | OAWH JOKYMEHT
(MHOMKaTOpe) NMaThl BBIAAYM, JAHHBIX IOAPA3ACICHHS, IOIYYaIOIIero
KOMILIEKT
KonnuecTBO JOKYMEHTOB B KOMILIEKTE:
18 |25 6,8
19 |50 13,5
20 |200 108,0
ITomydeHne KOMIUIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX IOAPA3JACICHUI; | OIWH KOMIUIEKT
MOUCK KHIDKHOTO (opMmyisipa (MHIUKATOpa), TOTAIICeHHE OTMETKH O
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BBIJIaUe, BIIOKCHHUE €r0 B TOKYMEHT
KonngecTBo TOKYMEHTOB B KOMILIEKTE:
21 |25 6,8
22 |50 13,5
23 200 108
OOciry)KMBaHHe YNTATENIeH B YUTAIBHOM 3aie:
24 | mpoBeneHUE KOHCYNBTAINN, Oecel] C YATATEISIMHA Y KaTaJIoTOB, KapTOTEK, oJlHa 10,0
KHIDKHBIX TIOJIOK; HHQOPMHUPOBAaHUE YUTATENICH O HOBBIX IMOCTYIUICHHUAX, | KOHCYJIBTALIUS
0 paboTe DJJIEKTPOHHOTO KaTalora, CTaHIMKA CaMOOOCITYKHBaHHSI, O
paboTe cC DSICKTPOHHBIMH pecypcaMH VAaleHHBIX 0a3 JaHHBIX, O
BO3MOKHOCTSIX pabOTHl B JMYHOM KaOWHETe Ha caifte OMOIMOTEKH, O
MOJIb30BaHUH JIETCKOW KOMHATOM
[Tom6op MOKYMEHTOB B 1MOACOOHOM (DOHJIC YUTATBHOI'O 3aJIa, epeavya Ha |  OIUH JOKYMCHT
kadenpy BblIauu:
25 | mo TpeOOBaHUIO YNTATENS 3,0
26 | 1Mo yCTHOMY 3ampocy 3,0
27 |10 onpeJeNeHHON TeMe 3,5
[ombop mOKyMeHTOB IO Yy4eOHOH MporpaMMe Ha OCHOBAaHHH MAaKeTa | OJIUH KOMIUICKT
KOMILIEKTa TOKYMEHTOB, BBIIABAEMBIX CTYICHTAaM, TIOAOOp YUYCOHUKOB IO
¢dakympTeTaM, Kypcam, TpYIIaM; CBEepKa KHIDKHBIX (OPMYISIPOB C
Ha3BaHUEM KHUT, MHBCHTAPHBIMH HOMEPaMHU
Konn4ecTBo JOKYMEHTOB B KOMIUICKTE:
28 |10 4,0
29 20 8,0
30 |40 16,0
31 |BBlmaya JTOKYMEHTa: CBEpPKa BBHIIABAEMOTO IOKYMEHTA C YHTATCIBCKUM | OJUH JOKYMCHT 2,0
TpeOOBaHUEM; TPOBEpKA HAJNM4YUS CTPAaHUI[, BHCCCHHE 3alUCH Ha
YUTATCIICKOM TPeOOBaHWU (KOHTPOIBHOM JIHCTKE), BIIOXKCHHE B
YUTATENLCKUI OUIIET; pacCCTaHOBKA, OTMETKA KHUTOBBIIAYH
Bbigaya TOKYMECHTOB: CBEpPKa BBIIABAEMOTO JTOKYMEHTA C YHTATEIbCKHM
TpeOOBaHUEM; POBEPKA HAIMYHS CTPAHUI], CKAHMPOBATH YMTATECIBCKUI
OWJeT; CKaHUPOBATh BbHIIABACMbIC KHHUIH; OTMETKA KHHUTOBBIIAYH;
OTMETKA CTATUCTUKH ITOCENIAEMOCTH:
32 |npuHATHE [OKYMEHTa: CBepka ero ¢ TpeOoBaHHEM (KOHTPOJIBHBIM | OJWH JOKYMEHT 2,0
JIUCTKOM), TPOBEPKA COXPAHHOCTH JOKYMEHTA, HAJMYWs CTPaHHMII,
BHECCHHE OTMETKH O MIPHEME
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33 |momyyeHwe ~ JOKYMEHTa,  3aKa3aHHOTO  YUTATeJieM B OTHCNC | OIUH JOKYMCHT 0,5
KHUTOXPaHCHUS
34 | mepenada TOKyMEHTa, CIAHHOTO YHTATENEM, B OT/IENI KHUTOXPaHEHUS OIIMH TOKYMEHT 1,0

OT60p U nepeaada 10KyMEHTOB Ha KOIIMPOBAHUC!

35 |orOop HOKyMeHTOB (OTAENBHBIX  cTaTed) [yl  Iepefayd Ha| OJWH JOKyMEHT 5,0
MUKpPO(UIEMUpPOBaHKE 1 KOTIMPOBAHUE

36 |moaroToBka JOKYMEHTOB K KONHMPOBaHWIO, OQOpPMIICHHE 3aKas3a,| OIUH JOKYMCHT 3,0
perucrpaius B y4eTHbIX Gopmax

37 |nomyyenne MuUKpoQWIBMa M KOIHMH, MpPOBEPKa MPaBHIBHOCTH OJIUH 3aKa3 50
BBINIOJTHEHHS 3aKa3a

OOciryxuBaHUE YNTaTENCH Ha ADOHEMEHTE:

38 |1moxbop AOKYMEHTOB JJIsl pEKOMEHIALUH YATATEISIM OJIMH JIOKYMEHT 50

BBII[a‘Ia JAOKYMCHTOB YHMTATCJIKO, ITONUCK (I)OpMyHina HUTaTCIIA, YKa3aHHUC OJUH NOKYMCHT
CpOKa BO3Bpara, IpOBCpPKa HAJIUYIUA CTPAHUIL; O6CJ'Iy)KI/IBaHI/Ie

BBII[a‘{a JOKYMCHTOB: CBE€PKa BbIIABACMOI'0 JOKYMCHTA C YUTATCIbCKUM
Tpe60BaHI/ICM; IIpOBEpKa HaJIn4uAa CTpaHMIL; CKaHUPOBAaHUC
YUTATCIBCKOTO 6I/IJ'I€T21; CKaHUPOBAaHUC BBIHaBaCMOﬁ KHUTH; paclicuaTka
KOHTPOJIBHOI'O JINCTKA C YKa3aHUEM CPOKa BO3BpATa U CIIMCKA BbIJAHHBIX
KHHUTI'; OTMETKAa KHUI'OBbIJJa4YH, OTMETKA CTATUCTUKHU ITOCCIIACMOCTH

39 | B3poCIBIX 2,7

40 | nereit 3,2

41 |mpoBenenue Oeceapl € uyuTaTeneM, WHGOPMHPOBAHHE O HOBBIX | OJHMH YUTATEIh 50
MOCTYTIJICHUAX

HOJ’Iy‘ICHI/Ie JAOKYMCEHTAa OT YHWTATCJIsI; BHCCCHHUC OTMCTKH O IIPpUEME, OJUH JOKYMCEHT
MPOBEpKa HaJIW4usA  CTPAHUIL, BJOKCEHUEC KHWKXHOI'O (bOpMyJ'Iﬂpa;

o0ciy)XKuBaHue:
42 | B3pOCIIBIX 1,8
43 | mereit 5,0
44 |mpojuleHHE CpoKa IOJb30BaHMS JOKYMEHTOM; TIOMCK (opMyisipa| oauH Gopmysp 3,0

YUTATECJIA; BHECEHUE OTMCETKHU O IPOAJICHUU CPOKA IMOJIb30BaAHUA

[Tpumeyanue: kK HOpMaM BpEMEHHU NPUMEHSIOTCS MOBBIIIAIOIINE KO3 OUIIMEHTHI:

- Ipyu 00CITy>)KUBaHUM YnTaTeseil KHHO(POTO(hOHOIOKYMEHTaMH - 1,2;

- Ip¥ 00CITy>)KUBaHUH YNTATENIC HOTHBIMHU, KapTorpadMIeCKUMHU, H30u31aHusamu - 1,15;

- Ipyu 00CITy>)KUBaHUM YHTATEJICH ClIelMaIbHBIMU BUIAMH HAyYHO-TEXHHYECKOH JINTEpaTypsl M JOKyMeHTauuu - 1,1;
- Ipu paboTe ¢ JOKYMEHTaMH Ha HHOCTPaHHBIX si3bIKax - 1,15,

4.5.2. BHyTpenHss pabota
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Tabmuma 71
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.

1 2 3 4
[MoaroroBka K BblIAYE:

1 |paccraHoBka popMyiIpoB uuTaTENCH (1O CPOKAaM, HOMEpaMm, alaBuTy) oJIH GopMYyJISIp 1,0

2 | paccTaHOBKa COaHHBIX JOKYMEHTOB B (JOHJIE OTKPBITOTO JOCTYIIA OJIVH IOKYMEHT 2,0

3 | paccTaHOBKa CIaHHBIX TOKYMEHTOB B (JOHIE OCHOBHOTO XpaHCHHS OJIMH JOKYMEHT 3,0

4 |momgBeneHWe WTOTOB PabOTHI 3a MPOIICAIINI [1eHb, BHECCHHE 3aINICH B eKEIHEBHO 15,0
JTHEBHHUK

5 | moadop MOKYMEHTOB IO MpeIBapUTEIbHBIM 3aKa3aM YNTATENICH U IUIaHaM |  OJIMH JIOKYMEHT 3,0
YTEHHS

6 | mpocMOTp HOBBIX MOCTYIUICHUH ISl pEKOMEHIALNH YUTATEISIM OJIVH IOKYMEHT 2,0

7 |TmpocMOTp M TIONOJIHEHWE KHWKHBIX BBICTaBOK, SIIMKOB CBOOOIHOTO | OJWMH JIOKYMEHT 3,0
BBIOOPA KHHT, TEMAaTHIECKUX TIOJIOK U CTEeIUTaXeH

8 | moaroroBka pabouero mecra €XKEe/IHEBHO 10,0
Pabora ¢ ¢popmynsapom unTaTens:

9 | aHanu3 GopMyISpOB YMTATENCH, BBISBICHHE YNTATEIILCKMX HHTEPECOB oJIH GopMyJIsIp 4,3

10 |cocraBieHMe KapTOYKH Ml KAapTOTEKHM YHUTATEIbCKUX WHTEPECOB; | OIHA KapTOuKa 0,86
COCTaBJICHUE CIMCKA YUTATEIbCKUX MHTEPECOB - 1 3ammnch

11 |3amuce B dopmynspax (MHBIX JIOKYMEHTax) O pe3ylbTarax aHajiuza OJIHA 3aIlUCh 3,6
YTEHHs 3 ONPECICHHBII EPUOJ

12 |3amuch B MHCBHHMKE OHOIMOTEKAps O JMHAMHUKE YTCHHS M HHTEpecax 0JIHA 3aITUCh 9,2
guTaTeNs (TPYIIbI YUTATENEH)
Pabota ¢ unTarensmMu, He BO3BPATHBIIMMH JIOKYMEHTHI B CPOK:

13 |mpocmotp u oTOOp (doOpMyNISIpOB uMTaTeNned, HE BO3BPATUBILUX | OIHH QOPMYJISIpP 1,0
JIOKyMEHTBI B CPOK

14 |HanucaHWe OTKPBHITOK-HAIIOMMHAHWI O BO3Bpare JOKYMEHTOB; OTMETKA | OIHMH QOpMYJIsIp 6,0
JIaThl HATOMUHAHKS Ha GOpMYJIsipe

15 |omoBemenne (mo TenedoHy, ODIIEKTPOHHOW TOYTE) dHTATEeNs, He| OauH Gopmymsp 5,0
BO3BPATHBIIETO JOKYMEHTHI B CPOK; OTMETKAa AaThl HAIOMHHAHHSA B
dhopmysipe

KOHCYH bTaHTIIOC www.consultant.ru Crpanvua 167 u3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa



http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

KonTponp 3a cpokamMu BO3BpaTa JIOKYMEHTOB B aBTOMAaTH3UPOBAHHOM
pexume:

16 |BpBOg Ha  TpUHTEP MO  YCIOBUSAM  COHCKAa  YHTAaTeled | OJTHA 3aITHCh 0,16
a0OHEHTOB-3aJ0JI’KHUKOB

17 |cocraBieHuE CIIHMCKA 3aJ0JKHUKOB OJHa 3aIKCh 0,16

18 |pacmedaTka Ha MPUHTEPE HATIOMUHAHUSA A0OHCHTAM M YUTATENSIM O CPOKE OJHAa 3aIKCh 2,2
BO3Bpara (aJpec, Ha3BaHUS B3ATHIX JJOKYMCHTOB)

19 |u3psaTHEe w3 0a3pl NAHHBIX CBEICHUHA O 3aHATOCTH BO3BPAIICHHBIX OJIHA 3aIACH 0,4
JOKYMEHTOB
OdopmiieHHE TOUCKA 3aI0DKHUKOB Yepe3 CYI:

20 |cHaTHe xommH c (opMyJApa UMTATENS, YTOUYHCHHE aBTOPA, HA3BaHUS, | OIUH JOKYMCHT 2,7
WHBEHTAPHOTO HOMEpa, IEHY IOKYMEHTa, HE BO3BPAIIEHHOTO B CPOK;
MEPEYNCICHAE TOCMOUUTMHBI 32  O(GOpMIICHHE  HCIIOJTHHUTEIBHBIX
HAJIHUCE; Iepeaaya Jiena B Cya

21 |nomyyenune M OGOpPMIICHHE JOKYMEHTOB M3 HOTAapUAILHONH KOHTODHI | OJWH JOKYMEHT 2,7
(mpocTaBiicHHE HOMEpa pPACUYETHOrO CYeTa, HOMEP HCIOJHHUTEIBHOM
HaJIIICH)

22 |cocTaBieHHE aKTa Ha OIUIATy 4Yepe3 CyA YTepSHHBIX TOKYMCHTOB | OIUH JOKYMCHT 2,7
(mpuIIOXKEeHHE K aKTy - (POPMYIIIp YUTATEIS)
[IpueM TOKyMEHTOB B3aMeH YTEPSHHBIX:

23 |HOMCK yMTaTeIbCKOro (hOpMyIsipa; BHECEHHE COOTBETCTBYIOLICH 3allMCH | OJWH JOKYMEHT 10,0
B (hopMyJIsIp, TETPab yueTa KHUT, IPUHATHIX B3aMEH YTEPSHHBIX

24 | mpocMOTp JOKYMEHTa, MIPeIaraeMoro B3aMeH YTePSHHOTO OIIMH TOKYMEHT 2,0
Pa6oTa ¢ oTkazamu:

25 |yder m kiaccu(uKanmusd OTKAa30B: OTMETKAa Ha JIMCTKE YUTATENBCKOTO | OJHO TpeOoBaHHE 1,6
TpeOOBaHUS IPUYKHY OTKA3a

26 |paccraHOBKa YUTATEIbCKUX TpeboBaHMi B KapTOTeKy | OJJHO TpeOOoBaHHUE 0,32
"HeyJOBIETBOPEHHBIH cripoc”

27 |aHanu3 O0TKAa30B, COCTABJIICHUE CBOJKH OTKA30B B OTPACIEBOM paspese (1o OJIMH OTKa3 1,0
MIPUYMHAM OTKa3a ¥ MEPaM HX JIMKBUIAIUU M [IPEIyPESIKICHN)

28 | cocraBieHHe OUOTHOTPAPHUSCKOrO OMUCAHUS HA JTOKYMEHTHI, HUMCIOIINE OJTHO 2,0
HauOOJNbIIEE YWCIIO OTKAa30B, MW IepeJada KapTOYKd B  OTAeN | Oubimorpadudeck
KOMILIEKTOBAHUS o€ OIMHMCaHHe

4.5.3. BHecTanmoHapHOe 00CITy)KUBaHHE

Tabiuua 72
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma

n/n N3MEpeHust BpPEMEHH, MUH.

1 2 3 4
Opranuzanusi OMOJIMOTEYHBIX ITHKTOB, IIEPEIBHIKHBIX OUOINOTEK:

1 |3akiIroyeHHE DOTOBOpA MEXAY OMOIMOTEKOH M opraHu3aluel, rjae OyleT | OJUH JA0roBOp 270,0
OCYIIECTBIISITHCS BHECTALIMOHAPHOE 00CITyKMBaHHE

2 | odopmiernue popmynsapa OHOMNOTETHOTO ITyHKTA onuH hopmyIsp 13,5

3 |odopmieHne mnanku ¢ JOKyMEHTaMH (JIOrOBOp, JOBEPEHHOCTh Ha OJTHA TIarKa 13,5
MOJTy4eHHE KHUT, GOPMYJISIPOB OMOIMOTEYHOTO IYHKTa, OTYETOB)

4 |cocraBieHHME CXEMBl pa3MemeHHs OWONMOTEYHBIX IYHKTOB  Ha OJIHa CXeMa 126,0
TEPPUTOPHH IOpoJia, paiioHa

5 |cocraBnenue rpaduka OOMEHAa  OKYMCHTOB, HAXOIAIIUXCS B oJIuH rpaduK 18,0
OMOIMOTEUHBIX MTyHKTaX, NEPEIBHKHBIX ONOIHOTEKAX

6 |cocraBienue [UTaHa METOINYECKOM IIOMOIIA OJIMH IlJIaHa 46,0
O6ubIMoTEKaPSIM-00IIeCTBCHHUKAM

7 |odopmieHue OOBSABICHUS O AHAX W dYacaX pabOTHl OMOIMOTEYHOTO | OJHO OOBSBIICHHE 12,0
ITyHKTA, IIEPEeIBIKHON OMOIHOTEKH
I[TonGop KOMILJIEKTOB JOKYMEHTOB I OMOJIMOTEYHOrO IyHKTA,
MepeIBIKHON OMOINOTEKH
[Tonbopka KoMIUIEKTa JOKYyMEHTOB OJIMH KOMIUIEKT
KonnuecTBO JTOKYMEHTOB B KOMILIEKTE:

8 |10 15,0

9 (30 45,0

10 |100 148,5

11 |BbImaya JOKyMEHTa B OHONMOTCYHBIH ITYHKT, OTMETKAa B KHIDKHOM | OJIMH JOKYMEHT 2,0
(dopMynsipe naTel BBIIAYH, HOMEpA IMyHKTa

12 |3anuce B Gpopmyisip OMOIMOTEHHOrO MyHKTA JAThl BBIAAYH JOKYMEHTOB, OJIHA 3aIlUCh 1,0
KOJIMYECTBA BBIJIAHHBIX U BO3BPALICHHBIX B CTALMOHAP JOKYMEHTOB

13 |paccraHoBka KHIXHBIX (OPMYJSIPOB B KapTOTEKy 3a pa3feNuTeseM | OJUH KHIDKHBIHA 0,4
CUIIIBI OMOJIMOTEYHOTO MYHKTA, NMEPEABIKHON OMOIMOTEKH, BHYTPHU II0 bopmymsip
andaButTy paMuInii aBTOPOB

14 |mpuem [OKyMEHTOB U3 OWOMHMOTEYHOTO MYHKTA, TEPEIBIKHOM | OIMH JOKYMEHT 1,6
OMOTMOTEKH: TIPOCTABIIEHUE OTMETKHU O TIpUEMe, BIOXKEHHE (GOpMyIisapa B
JOKYyMEHT
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4.6. O6cmyxuBaHne 110 MexOnOIMoTeaHoMy abonemeHTy (MBA)

Tabmuma 73
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
O0cnyxuBanue yutareneil onomuorexu mo MBA:
1 | peructpamus uuraTens, noyussytomerocs MBA OJIMH YUTATEIb 1,35
2 |3amonHeHWe OllaHKa-3aKas3a, MIPOCTABICHHE PETHCTPAlMOHHOTO HOMEpA, OJIVIH 3aKa3 2,2
JaThl
3 | yTOouHEeHHe yKa3aHHBIX YHMTATEJIEM CBEJICHHMH O 3aKa3aHHOM JIOKyMEHTE, OJIVH 3aKa3 1,6
LIEJTH 3aIpoca, HCTOYHHKE, OTKY/a ITOJIy4EeHBI CBECHUS
Bubmmorpadudeckas qopaboTka 3akasza; yTo4YHeHHe OnOInorpadguaeckux
CBEJCHUI:
4 | mo cipaBOYHBIM M3JaHUSIM 27,0
5 | mpu momommm aBTOMaTH3UPOBAHHBIX CPEICTB 0,22
6 |mpoBepka HaNMMYHA 3aMPAIIIBAEMOTO JTOKYMEHTa B OMONIMOTEKAaX TOPOAa, | OJWH TOKYMEHT 10,2
o0acTy, peruoHa, B TOM YHCJIe 10 CBOIHBIM KaTajloraM
7 |HampaBieHue OilaHKa-3aKa3a C IPOCTABICHHON OTMETKOH (IITemIesneM) OJIMH 3aKa3 0,27
"B ropojae HeT" B OTpaciieBOH, YHUBEPCAIbHBIHN LIEHTP WX B OHOIHOTEKY
(opraH uHbOpMAIIKK) IO JAHHBIM CBOIHBIX KaTaJIOTOB
8 |3ammce cBemeHMid O HampaBieHHHM 3aka3a 1o MBA (HamMeHoBaHuMe OJTHA 3aIHCh 1,4
OoubimoTekw, naTa) Ha 000POTHOM CTOpPOHE OJIaHKa 3aKa3a
9 |nomemenue Onanka-3akasa B "KapToTeky 3ampocos uutareseit mo MBA" | oxHo TpeboBaHue 0,32
3a pazmemuteneM "3ampocsl mo MBA, HampaBneHHBIE B ApyrHe
6ubimorexn"
10 |mpuem nokyMmeHTOB, npHciaHHbIX 1o MBA; pacneuaTka OaHaeposid,| OJIMH JOKYMEHT 3,8
IIPOBEPKA COCTOSIHUS JOKYMEHTOB, OTMETKA JaThl ITOJYYEHHS U Ha3BaHUS
OnONMMOTEKH, BBICIABIIEH IOKYMEHTHI, MHBEHTAPHOI'O HOMEpa, CpoKa
I0JIb30BaHMUs; Pa3MECTHTh OJIaHK-3aKa3 M3 pasjiesia KapToTeKH "3arpocsl
o MBA, HanpasiieHHble B pyrue 6ubnmorexu" B pasznen "[lonyueHHsie
no MBA u3nanus"
11 |onoBemieHne YUTATENS O MOJYYEHHH 3alPOIISHHOTO JJOKYMEHTa M CPOKE | OJIHO M3BELICHHUE 1,35
MOJIb30BAHUS UM
12 |BBIgaya YNUTATENIO MONTYYECHHBIX T0 MBA OKyMEHTOB B UNTAIBLHOM 3aj€ | OIMH JOKYMEHT 1,0
(B ciyxeOHOM TIOMENICHMH OWOJUOTEKH); CBEpKa BBIJABAEMOTO
JOKyMEHTa ¢ OJaHKOM-3aKa30oM, MpPOBEPKa HAIWYHUA CTPAHUL |
COCTOSTHHE JIOKYMEHTa, OTMETKA BbIJaul
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13

NpUeM JOKYMEHTa OT YMTaTelsl B YUTAIBLHOM 3ajie; CBepKa JOKyMEHTa C
YacThio OJlaHKa-3aKa3a, MPOBEPKAa COXPAHHOCTH IOKYMEHTa, OTMETKa O
npueMe, MOMENICHHE JOKYMEHTa B CIICIMAIbHO BBIJICIICHHOE MECTO
(3aKphITHI mIKad)

OJIMH JOKYMEHT

0,5

14

u3BJIeueHUe OlaHKa-3aKa3a U3 KapTOTEKH, 3aliCh CBeleHHH 00 OTIpaBKe
u3AaHus (ara, HOMEp MOYTOBOTO OTIPABICHUS); MEPECTAHOBKA JIHCTKA
u3 pazzgena "Ilomyuenusie o MBA m3manus” B paszmen "Bo3BpameHHas
muteparypa"

OJIMH JIUCTOK
TpeOoBaHUA

1,0

15

MOJITOTOBKAa K OTIPaBKE IOKYMEHTOB B OMOIHOTEKY-(hOHIOACPKATEIH
3aKa3HON OaHIEpOJIbIO; yMAaKOBKAa OaHAEpONM, B3BCIIMBAaHUE g,
HaKJeWBaHUE MapKH (€ciIM HET LIEHTPAIN30BaHHOI OIIATHI MEPECHUIKN),
HalMCaHue a/Ipeca, COCTABICHUE OITUCH

OJVH TOKYMEHT

3,6

16

paboTra ¢ OoTKazaMu; NpU TOJYYEHUH OT OMOIMOTeKU-(HOHIOAEpIKATEIS
M3BEILCHHsI 00 OTKa3e WJIM 33JEP)KKe BBINOJHEHUs 3alpoca: U3BICUCHUE
U3 KapTOTEKW OJlaHKa-3aKa3a, yKa3aHWC MPUYHMHBI M JaThl OTKasa Ha
00OpOTHOI CTOpOHE, MepecTaHoBKa W3 pazaena "3ampockl mo MBA,
HaTpaBJICHHBIC B Ipyrue oubmuoreku" B pazmen "Otkasel mo MBA"

OJIVH OTKAa3

1,03

17

cooOmeHne B OTAEN OOCTYy)KMBaHHS O IOJIYYCHHH OTKa3a (Jara,
TIPUIHMHA)

OJIMH OTKa3

1,35

O06cnyxuBanue aboHeHTOB 10 MBA

[Ipuem 3akazoB:

18

IIpU OTCYTCTBHM HOMepa a0oHEeHTa Ha OJaHKe-3aka3e IpoBepKa II0
KapToTeKe aOOHEHTOB, A0OHUPYETCS JIN JaHHAst OPTaHU3aIUs

OJIMH OTKAa3

1,0

19

opraHuzanysi abOHUpYeTCs: INPOCTaBICHHE HOMepa Ha OjaHKe-3akase,
CBEpKa ajpeca, Ha3BaHWS OPraHM3alMM, (AMHIMHM OTBETCTBEHHOTO IIO
MFBA, BHeceHue U3MEHEHUH B KAPTOUKH

OJIMH OTKa3

3,6

20

MepBUYHOE OOpamieHre a0OHEHTa B TEKYHIEeM TOXIy: MpPOCTaBICHHE B
KapTOYKe roJ] 0OpaleHus, 1aTy

OJIMH OTKa3

3,6

21

opopmneHne aboHeHTa (opraHW3alusi paHee He abOHHPOBAIACH):
NPUCBOCHHUE a0OHEHTY HOMepa, 3aloJIHeHHE KapTOYKH PErHCTpaluu
abonenta MBA wu pasgenutens (popmynsAp), yKa3zaHHE IIOJHOTO
HAaMEHOBaHMSA OHMOIMOTEKH, MMOYTOBOTO anapeca, TenedoHa, (pammmumy,
UMCHH, OTYECTBA OTBETCTBECHHOI'O JIWIIA, AAaTbl OTKPBITUA W HOMEpa
aboHeHTa

OIIMH a0OHEHT

50

22

PpacCTaHOBKA PETUCTPALIMOHHBIX KAPTOUYCK B KAPTOTCKY

OJlHa KapTOo4Ka

0,32

23

odopMIeHHEe H3BEUIeHUS sl aboHeHTa (CTaHIApTHOE H3BEIICHHE 00
OTKPHITHH aDOHEMEHTa); 3aIpOC HEJOCTAIOIINX CBEACHUH AJIST KapTOTEKH
THUIIOBBIM ITMCBMOM

OJIHO U3BEILICHHUE

1,6

24

MPOBEpKa MPABUIBHOCTH 3allOJHCHHS OJlaHKa-3aKa3a, 3a10JDKCHHOCTH
aOoHEHTa, MPOCTaBJICHUE Ha 00opoTe 1-ii yacTh Onanka-3akasza (ctp. 2)
CBOCTO IITEMIICNII W JaThl TOJy4YeHUs 3akaza B pyoOpuke "CiyxeOHbIC

OJIUH OaHK-3aKa3

3,8
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OTMETKH OMOJIHOTEeKaps" TP BHINOJIHCHUY M TICpEHANPABICHUH 3aKa3a B
cTpoke "paiioH, ropon"

25 |mepemada Ha y9acTOK pabOTHI ¢ OTKa3aMH HENPABIIEHO O(OPMIICHHBIX onnH OaHK 0,43
3aKa30B U 3aKa30B a00HEHTOB-3a10JKHUKOB

26 |mmdpoBka 3aKa30B a0OHCHTOB; MOAOOpPKA OJIAHKOB-3aKa30B IO OJIMH OJIaHK 2,7
anaBUTy, MPOBEPKA HATHYUS TOKYMCHTA TI0 KaTaJlory

27 |moaroToBka  JOKYMEHTa K  Bblgaue:  CBepka  JOKyMEHTa C| OJUH JOKyMEHT 1,4
6HaHKOM'3aKa3OM, IMMPOBEPKa HAJIUYHMA CTpaHUI] U COCTOSIHUA NOKYMCHTA,
NpOCTaBIICHHE Ha OllaHke-3akaze mmppa TOKyMEHTa, YKa3aHHe
WHBCHTApHOI'O HOMCEPA, KOJIM4eCTBa JOKYMCHTOB, [JaTbl BblAA4H;
MPOCTABJICHUC IHTEMIICIIA 6H6HI/IOTCKI/I C Ha3BaHUEM W IMOYTOBBIM
ampecoM, yKazaHHe CpOKa BO3Bpara, MPOCTaBICHHE HOMepa OaHmepoin
BHU3Y

28 |mocTaHOBKa 3aKa3a Ha odepenpb (B Cllydae 3aHSATOCTH W3JAHUA); OTIIPaBKa OJIMH 3aKa3 1,6
U3BEICHUS a00HEHTY

29 |mepenava M3aHUs HAa KONMpoOBaHHE (IIPU 3aKa3e Ha (PPAarMEHT M3JAHUS: OJIMH 3aKa3 2,7
CTaThs U3 )KypHaJIa, COOPHHKA)

30 | oTmpaBKa HOKYMEHTOB a0OHEHTaM: YIaKOBKa OaHAEPOIH, B3BEUIMBAHUE, | OIUH JOKYMCHT 2,5
HAKJICMBAHUE MApKH, HAITUCAHKE aJ[peca, COCTABICHHE OIHCH

31 |paccraHoBKa OJlaHKOB-3aKka30B (1-sf 4yacTh) Ha BBIJAHHBIE JOKYMEHTOB | OJWH JOKyMEHT 0,32
(BbICTIaHHBIE) B KapTOTEKy OOCIyXMBaHUSI aOOHEHTOB B pasjeln
"Brigannaslie 1o MBA n3ganus"

32 | bubnmorpadrueckas AOpadOTKa HEBBITONHEHHBIX 3aKa30B; YTOYHEHHUE | OIUH JOKYMCHT 3,2
OubmMorpaMYeCcKUX CBEICHUM 110 CIIPaBOYHBIM H3/IaHUSIM

33 |BBIBIICHHE HAWYMS 3alpallliBacMOro JOKYMEHTa B OHONHOTEKax | OIUH JOKYMEHT 10,2
ropojia, peruona

34 |odbopmiieHHe 3aka3a K I[CPCHANpPABICHHIO B Jpyrue OHOIHOTEKH; OJIVIH 3aKa3 2,7
yKa3zaHHEe Ha OOOpPOTHOH CTOPOHE NMPHWYHMHBI W JATHI NE€pEHANpPaBICHUS,
OTMECTKH (6] IIPOBEPKE 110 CIIpaBOYHBIM U30aHUAM, CHUT'JIbI
oubmoTek-hoHIOAepKATENEH IO CBOTHOMY KaTaJory

35 |oTmpaBka a0OHEHTY W3BEIICHHS O TIEPEHANpPABICHUH 3alpoca C | OJHO W3BEIICHUE 1,6
yKa3aHHeM OHOJIMOTEKH, B KOTOPYIO OH HalpaBlieH

36 |perucrtpamms OTKa3a B ydYeTHbIX (opMax; OTIpaBKa abOHEHTY OJIMH OTKa3 3,6
OnaHKa-3aka3a B Cllydae HEBO3MOXHOCTH BBINOJHEHHS C OTMETKOW O
MIPUYHMHE 0TKA3a B COOTBETCTBYIOIICH PyOpHKe

37 |npueM NOKyMEHTa, BO3BpAlIeHHOr0 aOOHEHTOM; IOJyYeHHE Ha IO4Te, | OJAWH JOKyMEHT 3,2
pacrieyarka OaHIEpOJH, NMPOBEPKA COCTOSHMS JIOKYMEHTA, W3BIICUCHHE
OnaHKa-3aKa3a M3 KapTOTEKH OOCIY)KMBaHUS aDOHEHTOB, yKa3aHHE Ha
HEM JaThl BO3BpaTa JOKyMEHTa, [lepecTaHOBKa OJaHKa-3aKa3a B paslell
"Bo3Bparennas tuteparypa”
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38 |KOHTpONH 3a CpPOKAMH TIOJNB30BaHUs  JOKYMCHTOB, BBISBJICHUC | OJUH JOKYMCHT 1,6
JIOJDKHUKOB, HAMPaBJICHUEC HATTOMUHAHU T
Bremonaenne pador B AC:
39 | popmupoBanure 0a3bpl JaHHBIX 00 a0OHEHTaX IO COOTBETCTBYIOIIECH OIUH a0OHEHT 5,4
¢dbopme, BBOA HHPOPMAIIUK O HOBOM a0OHEHTE
40 |momck B Oa3e JaHHBIX CBeAeHMH 00 aO0OHMPOBAaHWM OpraHU3alWH; | OJUH aOOHEHT 3,6
BHECEHUE U3MEHEHU N
41 |BBOm MH(MOpPMAIMH O IPHUEME 3aKa30B OT aDOHEHTOB OIH a0OHEHT 0,27
42 |BBon WHGpOpPMALMM O TEpeHaINpaBICHUM 3aKa3a, BHIBOA Ha IPHHTEP | OJMH aOOHEHT 1,6
U3BEIICHHUS O NICpEHANPABICHIH 3aKa3a
43 | BBOI IAaHHBIX O MMOCTAHOBKE 3aKa3a Ha O4epe/b; COOOIIeHHEe a0OHCHTY OIIMH a0OHEHT 1,6
44 |peructpanus BBIJAHHBIX a0OHEHTY JOKYMEHTOB, IMPOCTABJICHHUE CPOKA | OIUH JOKYMEHT 2,7
BO3Bpara
45 | ymaneHue M3 MacCHBa TaHHBIX O BO3BPAIICHHOM JOKYMCHTE OIIMH TOKYMCHT 0,16
46 |KOHTpOIJIb 32 CPOKAMH BO3BpaTa JOKYMCHTA: MOUCK W OTOOp JaHHBIX B| OJMH a0OHEHT 2,7
MaMATH MAaIlWHBl O 33J0JDKHHUKAX, BBIBOJI HYKHOW HWH(pOpManuu Ha
MIPUHTEP, pacrevyarka CIICKOB C YKa3aHHEM ajipeca abOHEeHTa
4.7. MaccoBas paboTa
Ta6muma 74
N HawnmenoBanue npornecca, oneparuu. CoctaB paboThI Enuanna Hopma
n/m HU3MEPEHUSI BPEMEHH, MUH.
1 2 3 4
IToaAroTOBKa MacCOBBIX MEPOIPHUATHIA
OmnpeneneHne TEMBI, COCTaBa AayAWTOPHH, OTBETCTBEHHOIO 32 OJITHO
MEpONPUSATHE B IIEJIOM, COCTABICHUE IUIaHA MOJATOTOBKH MEPOIIPHSTHS, MEpPOTPUSITHE
BOTIPOCOB ISl OOCYXKICHHS, MPUTIAIICHHE KOHCYJIBTAHTOB, JICKTOPOB,
moI00pKa JOKYMEHTOB TI0 TEME MEpOIPHSTHS; OPTaHU3AIMs BBICTABKH
JUTEPaTyphl, aaTb00MOB; OTIOBEIICHUE YHTATENCH O MEPOIpPHATHH Yepe3
apumy, NTyONUKAIMM B TI€YaTH, IO PAJHO, TEJICBHICHHIO, dYepes
AMEKTPOHHYIO PACCBUIKY; BBISBICHHE BBICTYNAIOIIUX; II€4aTb W
pacrpocTpaHeHHE MPUTJIACUTEIBHBIX OWMIICTOB, H3TOTOBJICHHE
PEKBU3UTOB, KYKOI, ACKOpaluii, KOCTIOMOB;, IOATOTOBKA IMOMEIICHUS;
MPOBEJICHUEC COBCHMIAHHMS IO UTOTaM IIOATOTOBKH W IPOBEICHUS
MEpONpUATHIA, 0QOPMIICHHE IPOTOKOIA, COCTABICHHE U OITyOIIHMKOBAHHE
UTOTOB TPOBEICHHBIX MEPOTIPHUSITUN:
1 |uurarensckas KoH(pepeHIUs 4900,0
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2 | nuTepaTypHO-XYJ0)KECTBEHHBIH Beuep, Be4ep OTPACICBON KHUTH, TUCITYT 3340,0
3 | Bedep BOMpPOCOB M OTBETOB, YCTHHIH JKypHAI 2600,0
4 | xiry6 mo nHTEpecam 2600,0
5 | merckwmit yTpeHHUK 3900,0
6 |BUKTOpHWHA, KOHKYPC, HTpa-IIyTEeIICCTBUE 3900,0
7 | BBICTaBKH JIETCKOTO TBOPYECTBA 2280,0
8 |mmTepaTypHO-1I03HaBaTEIBHOTO 3aHATHSA 10 30 YeIoBeK (TPYIIIOBOTO) 1800,0
9 |ypoka TBOpuecTBa (MacTep-Kiacca) 960,0
10 |xomanmgHOM HrpbI-KBecTa (cBbIme 30 YemoBek) 4800,0
11 |xBecra msa oxHOM Tpymsl 10 30 YemoBek 2400,0

OpraHmauI/m KHW>XHBIX BBICTAaBOK

CocraBneHne miaHa OpPraHU3alMd M NPOBEJICHNS BBICTABKH; BBIIBICHHE
1 0TOOp JOKYMEHTOB; IOATOTOBKA COIPOBOJUTEIHHON TOKYMEHTALMH K
BBICTaBKE; CO3JIaHWE XYyJOXKECTBEHHOTO IIPOEKTa; MOHTaX BBICTABKHY;
opraHuzaiys HHGOpMaMOHHO-PEKIaMHON paboTHI IO

TIOIYJIIPU3aLMH BBICTABKH; TIOABEACHIE UTOTOB PAOOTHI

TemaTuueckue BBICTaBKH 00111e0M0THOTEYHOTO maciiTaba, | oOJHa BBICTaBKa
opranu3yemMsbie Ha (poHmIax OHOIHMOTEKH:

KomnmgecTBo 2KCITIOHATOB:

12 |1-50 560,0
13 |51-100 1120,0
14 101 - 200 2240,0

BricTaBKM 110 OIIPENENEHHON OTpaciy 3HaHUHI WU TEME, OpraHU3yeMble

Ha ¢onne 6ubnmmoreku OJIHa BBICTaBKa

KonmnyecTBO SKCITIOHATOB:

15 |1-50 310,0

16 |51-100 940,0

17 101 - 200 1920,0
Ha ¢onzne ornena 0JIHA BBICTABKa

KomnuecTBo 3KCIIOHATOB:
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18 |1-25 180,0
19 [26-50 360,0
20 |51-100 720,0
BrICTaBKH, MOCBSIIICHHBIC JKU3HU U JCSITEIBHOCTH BBLIAIOIIMXCS JIIONCH | OJHA BHICTaBKA
("mepconanuu')
KonnuecTBo 3KcrioHaTOB:
21 |1-10 47,0
22 |11-25 110,0
23 |26 -50 210,0
BricTaBKH Ha MMOJTKaX CTEIUTaXeH OJTHa BHICTaBKa
KonngecTBo SKCIOHATOB:
24 |1-5 25,0
25 |6-10 44,0
BricTaBkM HOBBIX MOCTYIJIEHUHM OJIHA BBICTaBKa
KonngecTBo SKCIOHATOB:
26 [1-25 40,0
27 |26 -50 72,0
28 |51-100 160,0
PaspaboTka u ampo0aiius IporpaMM 3aHsATHI U TPEHUHTOB (BHIOOD TEMBI, OJ/IHO 3aHSTHE
o000 JUTEPaTyphl, COCTABICHUE IJIaHA 3aHATHH, MOAOOp Marepuaa,
aHaJIN3 MMPOBEICHHBIX 3aHATUH, TOpabOTKa):
29 |MaccoBoe 3aHsATHE 3000,0
30 |rpymmoBoe 3aHsTHE 1500,0
31 | uHAMBHIYATBHOE 120,0
IMpoBenenne 3aHsATHs (TMOArOTOBKA, PENETHIMS, IPOBEICHHE, yOOpKa| OJHO 3aHSATHE
MTOMEIICHU )
32 |maccoBoe 3aHsTHE 300,0
33 |rpynmoBoe 3aHsATHE 210,0
34 | uHAMBHIYATBHOE 90,0
Urpei-KkBecTHI (JIUTEpaTypHBIC, MPOGOPUCHTAIIMOHHEIC, TEMATHUCCKHUC) OJTHA UTPA-KBECTA
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35 |HOoAroTOBKa UrphI-KBECTa: BBIOOP TEMBI, TOJ00P JINTEPATYphl, HAMCAHUE 300,0
CIieHapHsl, U3TOTOBJIEHUE KOCTIOMOB U JEKOpaIMi, OA00p MPeIMETHOTO
psizna, cocTaBlICHHE MOJNOKEHHsI 00 Urpe-KBECTa; PacChUIKa MPUIIIAICHUN
W CIIMCKa JIUTEPaTypbl, cOOp 3asBOK; 3aKylKa NpH30B; odopmieHHe U
neyarb CepTU(QHUKATOB M TPaMoOT, IyTEBBIX JIUCTOB; oOdopmileHHE
BBICTABOK JIETCKUX padboT, paboTa KIOPH KOHKypca B paMKax KBecTa,
peneTHnuu

36 | mpoBerneHue: MOATOTOBKA  IMOMEMICHWH  CTaHIWA,  IpOBEICHHE 480,0
UTPBI-KBECTa, YOOpKa MOMEIICHHS
Pexnama 6ubnnorexu; paboTa 1Mo NpUBJICUCHUIO YUTATENEH:

37 | mOArOTOBKA PEKJIAMHOI'O COOOIICHUS B I€YaTh, M0 PAaU0, TCACBUICHHIO | OJ[HA IyOIUKAIIHS, 420,0
0 paboTe OMOIHOTEKH, OCOOCHHOCTSIX (DYHKIIMOHUPOBAHUS PA3IMUYHBIX | OJHO COOOIICHHE
MO/Ipa3/IeNIeHn i, HOMEHKIIATYPE YCIIYT, MPEIOCTaBIAeMbIX OMOIHOTEKON

38 |moaroToBka IIIaKkaTa O JESATENBHOCTH OHOIHOTEKW (BEIOOp TEMHL, OJIMH IIIaKaT 210,0
ompejeneHue cojiepkanus u (OPMBI, cllada B [eYath)

39 | opranm3anus 3KCKypcHii; mpueM U 0GOpMIICHHE 3asIBKH, YTOUHCHHE TEMbI |  OJIHA KCKYPCHUs 52,0
9KCKYPCHI U cOCTaBa IKCKYPCaHTOB
BeisiBneHue MOTEHIUATBHBIX notpeduTenen
OUOIMOTEYHO-NH(POPMAIIMOHHBIX YCIYT OHOINOTEKU:

40 | mpocMOTp MpecChI OJIUH JOKYMEHT 6,8

41 |mpocMOTp U aHaIH3 TOKYMEHTOB KOHKYPHUPYIOIMIHX (GrpM OIIMH TOKYMEHT 52,0

42 | BemeHHME KapTOTEKH MOTPEOUTEIHCKOTO PHIHKA OJTHa KapTOYKa 1,3

43 | BCTpeuu ¢ pyKOBOIMTENSIMH (DUPM, OPraHU3aIMi, IPEAPUSTHI OJTHO 210,0

MEpOIpUsITHE
IIpumeuanue:
- BpeMsI OpraHM3allid BBICTABOK JIMUTEPATYPhI, IPOBEACHHE MAaCCOBBIX MEPONPHATHH M IKCKYpCHH B HOPMY BPEMEHHU HE
BXOJIUT;

- K HOpMaM BpEMEHH IPHUMEHSIOTCS MOBHIMAOMue Kod()(UIIMeHTH: P OpraHu3aluy BBIE3THON BBICTaBKH - 1,1; mpum
9KCIIOHMPOBAHUH HA BBICTABKE JINTEPATYPhl HA HHOCTPAHHBIX s3bIKax - 1,6.

4.8. CripaBo4Has 1 nHGOpPMaMOHHAS paboTa

Tabnuna 75
N HaunmenoBanue npouecca, onepanun. CoctaB paboThI Ennnnna Hopma
n/n U3MEpPEHUst BPEMEHU, MUH.
1 2 3 4
VY4eT NoCTyNUBIINX BTOPHUHBIX JOKYMEHTOB (KapTO4eK)
CyMMapHbIii y4eT KapTOueK B KypHaJle IIOCTYIUIGHHMH W BBIOBITHS B OJlHa MapTus
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PETUCTPAIIMOHHBIX KaPTOTEKax
Uwncno MOCTYMHUBIINX KapTOUCK:
1 |1-110 19,0
2 |111-220 63,0
3 |221-600 160,0
4 | BBIABIIGHHME HEBBIIOJHEHHBIX 3aKa30B; COCTABJICHHME 3asBKU Ha OJIMH 3aKa3 4,5
HEBBIMOJHCHHBIC 3aKa3bl
Opraauzanus crpaBoYHO-OnOIHOTpadmyeckoro ammapara (CBA)
IIpocmMoTp u OTOOp MOKYMEHTOB U3 TEKYIIUX MOCTYIUICHUHA I
BiimoueHus: B CBA, B ToM uncie kpaeBeJuecKHil KaTaor:
5 | xnaura OJIHA KHUTa 3,2
6 |cOopHHUK OJIHA CTaThs 2,7
7 |XypHan OJIHA CTaThs 2,7
8 |rasera OJIHA CTaThs 1,6
9 | 6ubnmorpaduueckoe nocodue OJTHA 3aIHCh 0,5
10 |7eromuch KHIKHBIX, )KYPHAIBHBIX H Ta3€THBIX CTaTEeH OJIHA 3aITHCh 0,83
11 | mpukHMKHBIN 6HOIHOTrpadUIecKuil CITUCOK OJIHA 3aIlUCh 0,5
Cocrasnenue 6ubanorpaduyeckoit 3anucu 0JIHA 3aIUCh
KomngectBo ameMeHTOB OnOIMorpadnaecKkoi 3armmcu:
12 (1-4 3,2
13 [5-6 0,5
14 (7-9 6,0
CocraBieHUE aHHOTAIMH, U3yYCHHE JOKYMEHTA, HAIICAHUE TEKCTA: OJTHA aHHOTAITHS
15 |aHHOTHpOBAaHWE KHHUT 260,0
16 |aHHOTHpOBaHue cTateil 156,0
17 |aHamuTHyecKas POCIHCH JKYPHAIBHBIX, TA3€THBIX CTaTei, COOPHUKOB, | OJMH JOKYMEHT 3,8
OoubmorpaduIeckux MocoOUii: 03HAKOMIICHHE C COJICPKAHUEM H3JIaHHUS,
COCTaBJICHUE aHATATHYECKOW POCIIHCH
[TpocMOTp MOCTYNUBIIKX UHPOPMAITMOHHBIX (BTOPUIHBIX) JJOKYMEHTOB U
0TOOp WX I BKIIOYEHHS B CIPABOYHO-OMOIMOTpaduueckuii ammapar
(mepBUYHBIH OTOOD)
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[TpocMoTp MHPOPMAIIMOHHBIX M3JaHUi (B TOM YHCIEe KAPTOYKH) M OTOOp |  O/iHA KapTo4Ka
U3 HUX JOKyMEHTOB JUIs BiioueHUsd B CBA; cuctemartusaius KapTodex
[0 THUMaM KaTajoroB M KapTOTEK; MpOBEpKa HHIEKCOB, pPacCTaHOBKA
KapTo4ek

Yucno KapTouek:

18 |1-10 18,0
19 |11-100 165,0
20 |101-300 490,0

IIpocmoTp 1 oT60p KapTodek B CBA ¢ 1ebio u3bsATUS WK NTepeMenIeHUs
(BTOpHYHBIIA 0TOOP):

21 |M3bATHE M3 KAaTaJOroB M KapTOTEK KapTOYeK Ha JOKYMEHTHI, COHCAaHHbBIC | OJHA KapTouka 15
n3 (oHmA;, TPOCMOTP KpaeBemUecKWX, OumOnmmorpaduyeckux
(bakTorpadpyecKux KapTOTEK, U3bSATHE M3 HUX KAPTOYEK Ha JOKYMCHTHI,
HOTEpSBIINE LICHHOCTD, NEPEBEACHHE KAPTOUCK B apXHBHBIC KapTOTCKH
(YHUUYTOXXECHHE);  BHECEHHE  OTMETOK B  OJKypHaJle ydera H
PETHCTPAIMOHHO KapTOTeKe

Opranuszanus raaBHo# cripaBounoi kaproreku (I'CK):

22 |mpocMmoTp u 0oTOOp mOKyMeHTOB s BkitoueHus B I'CK; odopmieHue | oIuH JOKYMEHT 2,7
KapTOYKH
23 | HamMCaHWE W PACCTAHOBKA Pa3eITUTEII OJIMH pa3AeINTeNb 1,7

PenaxtupoBanue I'CK:

24 |uckmouenne w3 I['CK kaproyek Ha IOKyMEHTHI, yCTapeBIIME WJIM | OJHA KapTOdKa 5,0
HenpoWIbHEIE, IIEpeBEACHHE WUX B apXMBHYIO 4YacTb (U3bBATHE);
JIeTaJTU3UPOBAHNE Pa3/IeIIbl

25 |HamucaHKe HOBBIX paszeiuTelnei OJIMH pa3AeIuTeNb 1,4

OpFaHI/ISaHI/Iﬂ KapTOTCKU HCpCOHaJ’IHﬁZ

26 |ompezaeneHHe M COCTAaBIICHHWE MEpPEYHs JIUI, CBEACHHS O KOTOPBIX | OJWH JOKYMEHT 10,0
OTPaXAKOTCS B KapTOTEKe, MPOCMOTP HWH(POPMAIHOHHBIX HW3IAHHUI,
NIEPBUYHBIX JTOKYMCHTOB, OT60p JOKYMEHTOB [JI1 BKIIIOUCHUA B
KapTOTEKY

27 |TexHu4YecKas M coJepiKaTeibHas 00paboTKa JOKYMEHTOB ISl BKIIOYCHUS | OJIMH JOKYMEHT 2,7
B KapTOTEKy; PAaCCTaHOBKAa KapTodek Mo andaBuTy (paMuimii aBTOPOB H
10 BUAAaM JOKYMEHTOB

28 | HamMCaHUE W PACCTAHOBKA pa3JiciUTEICH OJIMH Pa3AeIuTelb 1,4

Opranuzanus pakrorpapudeckoit kaproreku (PK):

29 |omnpenencHue ImpeaMmera, OOBCKTA UM OCHOBHBIX IMPHU3HAKOB JIJIsl | OIUH JOKYMCHT 2,7

KoucyanaHTnmoc www.consultant.ru Crpanuua 178 us 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

orpaxenust B OK; mpocMotp nokymeHToB U oT00p st BKitoueHust B OK;
3aHeceHHe OTOOPAHHBIX CBEACHUH Ha KapThl HHYOPMAILIOHHOTO MacCcuBa
C BHECEHHEM COOTBETCTBYIOIIMX OTMETOK B IIOUCKOBBIH MacCHB
(axrorpaduueckoil KapToTeKH

30 | pemaktupoBanne DK; mpoBepka MpaBUIBHOCTH BHECEHWS CBEICHHH M| OIUH JOKYMEHT 1,6
yKa3zaHHH 00 UCTOUHUKAX HHPOPMALIUH

31 |mamucanue u pacCTaHOBKaA pa3z[enMTene171 OAVH pa3aejInTeCIib 1,4

OpraHmaum[ TEMATUYCCKUX IMallOK ra3€THBIX BBIPE30K:

32 TIPOCMOTP ra3€THBIX BBIPC30K U UX CUCTEMATU3ALINA OJlHa BbIPpE3Ka 2,5

33 | odopmiieHHE BBIPE30K IJIsI XPAHCHUS B TEMATHUCCKHX MAaIKax; KpaTkoe | OJHA BhIpE3Ka 3,2
ONHCAaHUE UCTOYHHKA, HAKIEUBAHUE HA KAPTOYKH

34 |cmpaBku mo TeneoHY O MEATETFHOCTH OMONMHOTEKH (IIpeloCTaBICHUE eKEITHEBHO 90,0
MOJIB30BaTeIsIM HH(pOpMaIu o padoTe OMONMOTEKH, KPYXKKOB, CTYAHH,
MPOBEJCHUSI KOHIIEPTOB; COCAMHEHHWE C JAPYTUMH MOJpa3iAeieHUIMU
OMOINOTEKH)

4.8.1. CnpaBouyHO-0ubIHOrpaduuecKoe 00CTy)KUBAHHE

Tabmmma 76
N HawnmenoBanue nporecca, onepamuu. CocTaB pabOThI Enuania Hopma
n/n H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
[Ipuem OuOIHOTpadUIESCKUX 3aMIPOCOB:
1 |mpuem OumbmHOrpaduueckoro 3ampoca; YTOUHEHHE TEMBI, IIeJIeBOTO U OJIMH 3aIIpocC 50
YUTATCJIIbCKOr0 Ha3HA4YCHUs, IOJIHOTY HUCTOYHUKOB, THUIIOB, BUJIOB H
XPOHOJIOTHYECKHX PAMOK 3aIlpOCOB
BrinonHenue cripaBok
BrImoHeHHe TeMaTHYeCKOW CHpaBKH; IMOWCK M OTOOP JOKYMEHTOB, OJIHa CIIpaBKa
cocTaBiieHre OUOIHOTrpaUIeCcKOro OMUCAHMS
[TceMeHHO; KOTMYECTBO HCTOYHNUKOB:
2 |1 3,0
3 |2-5 15,0
4 16-10 30,0
VY CTHO; KOTHYIECTBO HCTOYHUKOB!
5 |1 2,0
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BeinonHeHne aapecHO-OMOIHOrpauecKor CIpPaBKH; YCTAHOBIICHHE
HAJIMYMS WM MECTa HAXOXICHUS JOKYMEHTAa WU €ro YacTH B (OHIE
OubIMOTEKH

[MncpMeHHO; KOMMIECTBO HCTOYHHUKOB:

6 |1 2,0

7 |2-5 12,0

8 |6-10 24,0
Y CTHO; KOJIMYECTBO UCTOYHHUKOB:

9 |1 1,5
Brinmonnenue YTOYHSIOLIEH oubnmorpadudeckoit CIIPaBKH, OJIHa CIpaBKa
YCTaHABJIMBAIOLLEH u (nnn) YTOYHSIOLEH 3JIEMEHTBL
OnbIOTrpa)MueCcKOro ONMUCaHHs, KOTOPBIE OTCYTCTBYIOT HJIM MCKa)KEHBI
B 3aIIPOCE YUTATEIIS
[MucpMeHHO; KOIMYECTBO HCTOYHHUKOB:

10 |1 2,7

11 (2-5 14,0

12 (6-10 27,0
Y CTHO; KOIMYECTBO UCTOYHHUKOB:

13 |1 1,6
BeinonHenne  (akTorpapuUuecKkod  CIOpaBKH,  YCTAHABJIMBAIOIICH | OJHA CIIpaBKa
KOHKPETHBIE CBEJIEHUS O T€X WJIM MHBIX 00BEKTaxX, COOBITUAX, MPOIIECCax,

Jatax
HI/ICBMCHHO; KOJIMYECTBO HCTOYHUKOB:

14 |1 2,7

15 (2-5 135

16 (6-10 2,7
Y CTHO; KOJIMYECTBO HCTOYHHUKOB:

17 |1 1,6
Koncynbranus y cripaBo4HO-O0HOIHOTpa@uecKoro amnmapara

18 |IIpoBemenue Oeccempl 00 OpraHM3alKMKd M HCIOJB30BAHUH PA3THUHBIX OJlHa 10,0
4acTe CMpaBOYHOTO ammapara, MO0 METOAMKe Oubnmorpaduyeckoro| KOHCYIbTAIUS
MTONCKa
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Benenne GpoH/a BBITOJHEHHBIX CIIPABOK:
19 |otbop cmpaBok i1 (OHAa, pa3nOKEHHE IO MamkaM (KOHBEpTaMm);| OJIHA CIpaBKa 0,5
odopMIICHHE CTIPaBKH (3aIIUCh B TETPAAb yUeTa)
20 |cocraBieHHe KapTOYKM JJIsl apXMBa; yKa3aHUE IOPSAKOBOIO HOMEpa, | OJHA KapTodkKa 2,7
TEMBI, JaTbl BBAAYM; YCTAHOBKA KapTOYKM B KapTOTEKy apXuBa
BBITTOJTHEHHBIX CIIPaBOK
Pabotsl B pexxume AC:
21 | popmupoBanme rrmaBHOU crupaBouHoil kaproreku (I'CK); BBOm B 0a3zy| omxHa KapTodka 2,0
JaHHBIX  AHAJUTHYECKOM  POCHHMCH  Ta3eTHOXYpPHAJIbHBIX  CTaTeH,
CcOOPHUKOB
22 |nouck u oTOop 6uOIMOrpaduUIecKoi 3arucH 10 YCIOBUIM OJlHa KapTo4Ka 2,7
23 | BBIBOJI Ha 3KpaH OMOMMOrpadUIecKoil 3anvcy Wil OTACTBHBIX CBEJCHUH; | OIHA KapTOUKa 1,0
pacrieuaTka
4.8.2. bubnumorpadudeckoe HHGOPMHUPOBAHHUE
Tabmuua 77
N HawnmenoBanue npornecca, onepamnuu. CocTaB pabOThI Enuania Hopma
n/n N3MepeHusl BpPEMEHH, MUH.
1 2 3 4
BrisiBnenne mHGOpManMOHHBIX TOTPEOHOCTEH CHENUAIMCTOB METOIOM
AHKETHPOBAHMS:
1 |ompenencHue KOHTHHIEHTa mMOTpeOuTeNneii uHboOpMaIMu; pa3paboTKa | OJUH MOTPEOUTEINH 34,0
3as1BKU JIJIs1 oTIpesiesieHus: MHPOPMAIMOHHBIX MOTPEeOHOCTEHN (3alpoCcoB);
pacchuika (pacrpoCTpaHUTh) 3asiBKH; 00pabOTKa MOIYyYeHHBIX 3asiBOK;
cocTaBjeHHMEe Ha 0a3e MOJYYEHHBIX JAaHHBIX KapTOTEKH KOHTHUHICHTA
norpebuTenet wHPOpMAIMUM W UX HH(POPMAIMOHHBIX MOTPEOHOCTEH
(3ampocoB)
BrrsiBnenne MHGOPMAIMOHHBIX NMOTPEOHOCTEH CIENNAlCTOB HA OCHOBE
aHaJM3a IJIaHOBO-OTYETHOM JOKyMEHTAIUN:
2 |oTbop, W3yueHHe, aHaJIM3 OTYETHHIX JOKYMEHTOB W (opMHpOBaHME | OAMH OTYESTHBIN 24,0
TEMAaTHUKH CIPABOYHO-MH(POPMAIIOHHOTO OOCIY)KUBAHUSI B Pa3HbIX JIOKYMEHT
peKHMax
3 | pacnpeneneHue TeMaTHYECKUX pyOpHK MH(MOPMAIIMOHHBIX OTpeOHOCTEH |  0o/tHA pyOpuKa 2,7
10 TOJPA3AETCHUsIM, YJYacTBYIOIIMM B CHPaBOYHO-WH(OPMAIIMOHHOM
00CITy)KHBaHUU
3akimroueHne ¢ aOOHEHTaMH  JOroBopa Ha  MH(OpMannMoHHOE
o0ciryKUBaHHe:
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4 | aHamu3 JaHHBIX O 3aMHTEPECOBAHHOCTH aOOHEHTOB B MH(OPMAIIMOHHOM |  OJWH JIOTOBOD 2300,0
OOCTYy)KHBaHHH M PEKHAMAX H30OUPATENBHOTO pPACIPOCTPAHCHUS H
PETPOCIIEKTHBHOTO TIOMCKA; 3aKITI0UYCHHE U IEPECMOTP JOT0BOpa

®opmupoBaHre  ceth  aOOHEHTOB  CHCTEMBI  H30HMPaTEIBHOTO
pacupoctpanerns uHpopmarun (MPU):

5 |ompeneneHne KOHTHHreHTa abOOHEHTOB cucteMbl KPU; BeIsBICHHE OIUH a0OHEHT 34,0
TUTIOBBIX WM  WHIWBUAYAIbHBIX  3allpOCOB a0OHEHTOB, W3y4YCHHE,
kinaccu(UKaus, WHACKCUPOBAHHE 3allPOCOB; BBCIACHUE JAHHBIX O
3arpocax B aJ[peCHYI0 KapTOTECKY

ITonroroBka curHaabHOro onoemieHus B cucreme MPU

BeisiBIIeHHE, TIPOCMOTP M OTOOP MaTepUaoB M3 TEKYIIMX MOCTYIUICHUI; | OHO OMOBEIICHHE
pacrpezienieHie 0TOOpAaHHBIX MAaTEPUANIOB U3 TEKYIIMX MOCTYIUICHUH 1O
aboHeHTaM

KonngecTBo MPOCMOTPEHHBIX JOKYMEHTOB!

6 |1-2 3,0
7 |3-4 12,0
8 |5-10 32,0

[MoxroToBka MogOOPOK CHTHATBHEIX OMoOBeNeHui B cucteme IPU

3arnoJiHeHHE OaHKa-3aKasa Ha TUPAXKUPOBAHUE, peructpanus | OJHO OITOBCIICHUE
TOCTYIIMBIIUX KOHHﬁ, IMMPOBEPKa HX Ka4Ye€CTBA W OK3CMIUIAPHOCTHU,
3aI10JIHCHUEC COHpOBO}IHTeHBHOﬁ JOKYMEHTalun

KommaectBo 3aIlpoOCoOB:

9 (1-2 14,0
10 |3-4 17,0
11 |5-7 21,0
12 |8-10 25,0

ITpocmotp 1 0T6Op HOKYMeHTOB aist BBosia B AC

IIpocmMoTp MaccWBa MOCTYNMHUBIIMX JOKYMEHTOB; OTOOp IOKYMEHTOB | OIUH JOKYMEHT
COOTBETCTBYIOIIEH TEMAaTHKU U BBeJleHHE B 06a3y naHHbIX AC

OT100p MEepBUYHBIX JOKYMECHTOB!

13 |1-50 290,0

OT00p BTOPUYHBIX JOKYMEHTOB:

14 |11-50 110,0
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15 |moaroToBKa KapTOUKH s pabounx kapTotek MPU OJIHO OTUCaHHe 2,7
16 |moaroroBka Tpadaperos ¢ kaproukamu UPU mis tupaxupoBanus onuH Tpadaper 1,4
KoppekTrpoBKa BEIXOIHBIX Ta0YIArpaMM:
17 | ocHOBHOII psin 0JIHA 3aIHCh 2,7
18 |BcmomMoraTenbHBIN yKazaTelb OJIHA 3aIACH 1,6
19 |penmakTHpOBaHUE BBHIXOJHBIX TAOYJSTPaMM M OPOPMIICHHUE TOKYMEHTOB OJIHA 3aIHUCh 4,2
20 | HapesaHue, pacredaTka IOA0OPOK HA OTACTHHEIC OTIHCAHHS OITHO OITMCAaHUE 1,6
KoppekTtupoBka cuctemsr MPU mo pesysbpraTtam aHain3a KapT 0OpaTHOM
CBsI3H
O0paboTka ® aHaMM3 KapThl OOpaTHOW CBS3W; BHECEHHE OICHKH OIlHa KapTa
CHUTHAJILHOTO OIOBEUICHHS B YYETHYIO KapTy aOOHEHTa; KOPPEKTHPOBKA
CHCTEMBI Ha OCHOBE aHaIM3a KapT 00paTHOU CBSI3U
KommaecTBo kapt:
21 |1-7 70,0
22 |8-10 75,0
23 |11-15 80,0
24 116-20 85,0
Brinaua JOKyMEHTOB MO 3ampocy:
25 |BpIsBIEHME M OTOOp JIOKYMEHTOB (M3JaHuWs) 10 3ampocy B| OJWH JOKyMEHT 1,4
crpaBoYHO-UH(pOpMaIuoHHOM (hoHae, ohopMIICHHE BbIIAYy JOKYMEHTOB
B YCTAHOBJICHHOM MOPSIIKE
I'pynnoBoe 6ubmmorpaduieckoe MHGOPMHUPOBAHHUE:
26 | dbopmupoBaHUe COCTaBa rpymi a0OHEHTOB OJIH a0OHEHT 720,0
27 |yTOYHEHHE TEMBI, COTIACOBAHWE WCTOYHHKOB WH(OPMAIUHN, BUIBI OJlHa TeMa 3,6
JIOKYMEHTOB
28 | cocTaBieHHE PETUCTPAMOHHON KApPTOUYKH 0JlHAa KapTOYKa 1,6
[Mombopka MOKyMEHTOB sl WH(GOpPMAIMK; COCTaBICHUEC WM HAIWCAaHUE | OJHA KapTOUYKa
OTIOBEIICHUS, OTIPABKa OIOBEIICHHUS; 3alHCh B KApPTOYKA WHPOPMALUY;
aHaJU3 KapThl 00paTHOU CBSI3U
[MucbMEeHHO; KOJIMIECTBO U3JaHHN:
29 |1-5 12,0
30 |6-10 24,0
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[aTa coxpaHeHus: 26.05.2015

VY CTHO; KOJIMYECTBO M3JIaHUH:
31 [1-5 12,0
OnepatuBHOE MHOPMUPOBAHHUE MO 3aMPOCY:
32 |dopmupoBaHue  ceTd ~ a0OHEHTOB,  BBUIBICHHE  THUIOBBIX M| OIMH aDOHEHT 4,4
WHIIMBHIYaJIbHBIX 3aIIPOCOB ITOTpeOHUTENeit
33 | m3ydeHue, Kiaccu(UKamUs 3alPOCOB; BBEICHHE NAHHBIX O 3aIpocax B OJIMH 3a1poC 6,3
aJlpecHyI0 KapTOTEKy
Hanncanue 0630poB 1 CIpaBok
BrisiBnieHne u 0TOOp HMCTOYHHMKOB; 00pabOTKa M aHanMM3 OTOOPAHHBIX | OJMH aBT. JICT
JOKyMEHTOB; HamMcaHWE TeKcTa o0030pa (CIpaBKM); IIOATOTOBKA
PYKOIINCH K TI€9aTH
CocrasieHue 0030pa (CIpaBKHu) MO MEPBUYHBIM UCTOYHUKAM
34 | Ha pycCKOM SI3BIKE 5400,0
35 | Ha HTHOCTPaHHOM SI3BIKE 7200,0
36 |cocraBienue 0030pa (CpaBKU) MO BTOPHYHBIM HCTOYHHKAM 4100,0
Oprasmsanuss W TPOBEACHHE YCTHBHIX OnOMHOrpadmieckux 0030poB
HOBBIX ITOCTYIUICHUH
[TonOopka HOBBIX MOCTYIUIEHHH MO 3apaHee OOBSIBICHHOW TeMaTHKE; OJIH 0030p
cUCTEeMaTH3alusl HMCTOYHMKOB [0 TeMaM, [POCMOTp M  aHalu3
JOKyMEHTOB; TOAOOpKa OubOanorpadMueckux ONUCAHUH, KpaTKue
aHHOTalMU, pedeparsl Ha OTOOpaHHbIE HCTOYHHMKH; IOJ'OTOBKA
pykomucu 6ubnuorpadugeckoro o63opa
KonmuecTBO NpOCMOTPEHHBIX U OTOOPAHHBIX IOKYMEHTOB!
37 |1-10 400,0
38 [11-25 450,0
39 |26-55 500,0
40 |56 - 140 600,0
[Noaroroska OrosIETEHSI HOBBIX MOCTYIUICHUH
VYTouHeHHe (OIpeeseHHe) TeMaTH4eCKHUX TpaHHll Moucka M ordopa| ojHA OHOJUIETEHb
JIOKyMEHTOB; CO3/1aHie pyOpHKaTtopa OJIETeHs; BBISBICHHE U OTOOP
JOKyMEHTOB B  MAacCHBE TEKYIIUX IOCTYIUICHMH  HCTOYHHKOB
nHpOPMaNNH; TOA00PKa AaHHOTAITUH, pedepaThl, CHCTEMAaTH3AIU UX
KonruecTBO NPOCMOTPEHHBIX JOKYMEHTOB:
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

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

Opranuzanys u npoeneHue Meponpustus "Jlens unpopmarmn':

46

OTIpEJiETICHUE TEMBI; COCTABJICHHWE IUIaHA IIPOBEICHUS; BBIABICHHE U
JOCTaBKa  JOKYMEHTOB M3  COOTBETCTBYIOUIIMX  IOAPAa3JeNICHUIH
OMOMMOTEKN, MPOCMOTP M OTOOP JOKYMEHTOB; MOATOTOBKA BBICTABKH
JUTEPaTyphl;  OINOBEIIEHWE  3aMHTEPECOBAHHBIX  OpTaHM3allMid |
CHELHATINCTOB; O(OPMIICHHE BBICTABKH; HAMMMCAHHE KPATKUX aHHOTAIWH;
opranmzanys cOopa 3asBOK Ha JOKYMEHTHI, UX Bbla4a, KOHCYJIbTAIWH,
JEeXypcTBO OMOIMOrpadoB; MPOBEICHNE aHATN3a MEPOIIPUATHS

OJTHO
MEpOIpUsITHE

640,0

Opranuzanus u noarotoska Mepornpusitus "Jlens 6ubnuorpagun", "leHp
nocobus":

47

YTOYHCHHEC TEMBI; COCTaBJICHUEC IJ1aHa, O(I)OPMHGHI/IG?
BBICTaBKU-TIPOCMOTpA; HNOATrOTOBKA 0630pa; NOATOTOBKA KOHCYJIbTAllUU,
COCTaBJICHUEC M HaIIMCAaHUC 06’BHBJ'I€HI/I$I; COCTaBJICHUEC W HAIIMCAHUC
MIPUTIIACUTCIIbHBIX IIMCEM, paccblIKa ux; MpuUrjamecHue
3aUHTEPCCOBAHHBIX JIMI IO paanuo, 1o TGJ'IG(bOHy, JIMYHO

OJTHO
MEepOoIpusITHE

1940,0

Opranuszauus u nposegeHue Meponpusatus "Jleus cnenuanucra'

OmpeneneHne TeMbl C 3aMHTEPECOBAHHBIMHM OpPraHU3ALUSAMH, (HOPMBI
npoBefeHUsl  (cTalMOHapHas,  BBbIE3/IHAs);  COCTaBJICHHE  IUIaHA
MEpOIPUSATHH, TpPOrpaMMbl TOHWCKa M 0TOOpa HH(OPMALUOHHBIX
MaTepHalioB; IOJArOTOBKA OTKPBITBIX IPOCMOTPOB W TEMAaTHYECKHX
BBICTaBOK JINTEPATYPHI 10 CIEHAIbHOCTH, OubIrorpaduieckre 0030phl,
3aKa3 JIGKUUH, KUHO(QHUIBMOB, OIOBELICHUE 3aWHTEPECOBAaHHBIX
opraHu3anuii; oQopmIIeHHEe BBICTaBKH; OOECNEUYeHHE BBIAAYN W3JaHUI
WIN MX KOMHH BO BpEeMs MEPONPHUSTUS WM HEMOCPEACTBEHHO MOCIe
HEro; JIGMOHCTpAIHs BBICTABKH; aHANN3 pe3yiibraToB "J[Hs crenuanucra”

OJTHO
MEpPOIIPUAITHE

Yucno conyTCTBYIOLIMX MEPOIPUSATHIL:

48

1940,0

49

2600,0

50

3500,0

51

7-8

4600,0

4.8.3. Nudpopmannonnas padbora

Tabnuma 78
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

N | HaumenoBanue npouecca, onepanuu. CoctaB paboTh Ennnnna Hopma
n/n U3MepEeHust BPEMEHH, MUH.
112 3 4

[MoaroroBka momyJsipHBIX OMOIHMOTrpadUUIECKUX MOCcoOumit

Br100op TembI mocoOust; BBISIBIICHHE M OTOOP TIOKYMEHTOB, (hOpMHpOBaHHE
pa3zienoB  1TOCOOWS;  AHHOTUPOBAHHE  JIOKYMEHTOB;  IOJOOpKa
¢akrorpaduueckoro Martepuana, WUIIOCTPALUI; HaNHWCaHUE TEKCTa;
COCTaBJICHHUE  BCIIOMOTATENbHBIX  YyKazaTeled; KOHCYJbTallMd Yy
CHELHUAIMCTOB Ha Pa3IMYHBIX dTanax paboTel; 00CYXICHHE PYKOIUCH Ha
3acelaHui Hay4YHO-METOJMYECKOTO (pEelaKIIMOHHOTO) COBETa; TOpadOTKa
PYKOIIUCH IO 3aMEYaHHsIM; cllaya PYKOIIUCH B I1€4aTh:

1 |cocraBnecHue MOITYJISIPHOTO oubnuorpaduaeckoro yKa3aTels, | OJWH aBT. JIUCT 13500,0
MYTEBOJMTENS, CIPABOYHHKA

2 | moAaroToBKa KOMMEHTapHEB, IPUMEYAHHH MOMYJISPHO-IIPOCBETUTENBHOTO | OJIUH aBT. JIUCT 5400,0
XapakTepa, He TPEOYIONIHMX CIeIUAIbHBIX HCCIICIOBAHMUIM

3 |moaroroBka KOMMEHTAapHEB, NMPHUMEYAHWH HAYIHO-HCCIICIOBATEIECKOTO | OIUH aBT. JIUCT 10800,0
xapakrepa
IToaroroBska PETPOCIIEKTUBHBIX HAYYHO BCIIOMOTaTEJIbHBIX

OubnrorpaduuecKux yKa3arenei:

4 |BeIOOp TEMBI, CO3aHHWE AaBTOPCKOTO KOJUICKTHBA; pa3paboTKa | OIWH aBT. JIUCT 9720,0
HUHCTPYKTHBHO-METOJMYECKHX  MAaTepHalioB; BBIABICHHE H  OTOOp
JOKYMCHTOB; pabota HaJ oubnmorpaduyeckoit 3aITUCHIO;

aHHOTHpOBaHME; OuOIMorpaduyeckass TPYNNHUPOBKA;  COCTABIICHHUE
BCIIOMOTATENbHBIX YyKa3aTeseil; oOCyXXIeHHEe DPYKOIIMCH YKa3aTels Ha
3ace/laHii HayYHO-METOJMUYECKOT0 (PelaKIMOHHOT0) COBETa; 10paboTKa
10  3aMEYaHWsM; CJadya pPYKONHCHM B  II€4aTh;  COCTaBJICHHE
Ooubnmorpadmueckoro  ykasarens IO aKTyaJlbHOH  TeMaTuke C
XPOHOJIOTUYECKMM OXBaToM OT 2-X J0 5-TH JIeT W aHHOTALUSIMH,
TIOSICHSIIOLIIMMY Ha3BaHUs; COCTAaBIEHUE ONOIMOrpadMueckoro ykasarens
10 KOMIUIGKCHBIM ¥  MEXOTpaclieBbIM  IpobiemMaM  o0mero u
PETrHOHANBHOIO COAEPKaHMs ¢ XPOHOJIOTMYECKHM OXBaToM 1 - 2 roxa, ¢
AQHHOTAIMSMH, TTOSICHSIOIIUMH Ha3BaHUSL:

5 |Ha pycckoM si3bIKe OJIMH aBT. JIUCT 9720,0

6 |c Bxmouenuem ot 30% mo 40% oObema MyOJIMKAIMiI HA WHOCTPAHHBIX | OJWH aBT. JIUCT 11000,0
SI3BIKAX

7 |cocraBieHMe aHHOTHPOBaHHOTO  OuONMOrpaduyeckoro  ykaszaTeist | OJMH aBT. JIUCT 11000,0

MHOTOOTPACIEBOr0 COAEPXKAHHS C XPOHOJIOrMYecKMM oxBaroM jao 100
net u Oojee, TPeOYIOMNIT CIUTOMIHOTO ITPOCMOTPA JOKYMEHTOB, CIIOMKHBIX
O6nbnrorpaduuecKux pa3bICKaHUi, yyeTa BceX Iepen3aHui myOauKaui
U MX XapaKTEPUCTUKH ITyTEM CIIMUCHHS TEKCTOB
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

IToaroroBka aHaTUTUYECKOTO 0030pa

BrrgBienue u otOOp TOKYMEHTOB s 0030pa; IOATOTOBKA pyOpHKaTopa
npenmera 0030pa; W3y4eHHE M OLCHKAa TOKYMEHTOB; CHCTEMAaTH3alHs
MaTepHana; COCTAaBICHHE TEKCTa aHAIUTHYECKOro 0030pa; o0CyXIeHHUe
PYKONMCH Ha 3acelaHuH HayYHO-METOANYECKOro (pemaKIHOHHOTO)
coBeTa, 10paboTKa 0030pa IO 3aMEYaHHsIM; cllaya B I1eYaTh:

OJHH aBT. JIUCT

10 pyCCKUM NEPBUYHBIM UCTOYHHUKAM

9720,0

10 CMCIIAaHHBIM NNEPBUYHBIM UCTOYHUKAM

10800,0

10

110 MTHOCTPAHHBIM NIEPBUYHBIM UCTOYHHUKAM

12400,0

IToaroroBka aHaIUTUYECKOM CIIPABKHU:

11

BBIABJICHUE M 0T60p JAOKYMCHTOB  JJIsd aHATUTHISCKON CIIpAaBKH,
HN3y4YCHUC, aHAJTIN3, OLCHKA M CUCTCMATU3alHs HX; COCTABJIICHHUC TCKCTa
CIIpaBKH

OJHH aBT. JIUCT

5200,0

IMoxroroska pedepatuBHOrO 0030pa

BrrsiBnenue 1 oTOOp JOKyMEHTOB AJISI pedepaTuBHOTO 0030pa, H3yUCHHUE
W aHanmM3 ux; pedepupoBaHUE HCTOUYHUKOB; CHCTEMATH3ALUs TEKCTOB
aHHOTAIlMH; COCTaBJEHHE TEKCTa pedepaTHBHOrO 0030pa; oOCyXIeHHe
0030pa Ha 3aceaHNM Hay9YHO-METOJMYECKOTo (PEAaKIMOHHOTO) COBETA;
JopaboTka 0030pa 10 3aMEeYaHMsIM; CAada B I1€9aTh:

OJHH aBT. JIUCT

12

10 pyCCKHUM UCTOYHUKAM

5200,0

13

10 CMCIIaHHBIM UCTOYHUKaAM

6480,0

14

110 MHOCTPAHHBIM UCTOYHUKAM

7300,0

CocraBieHune 3kcpecc-uH(opMaIim:

15

BBIABJICHUE H 0T60p Martepuajla 110 TeMe, CUCTEMaTu3alusa cro Hn
IIOAroTOBKA JJIA II€4YaTu

OJIMH aBT. JIUCT

3840,0

CocraBienne Onbamorpadmaeckon 3amucy, aHHOTaluy, pedepara

CocraBnenne Oubmmorpaduueckoil 3amucu: U3ydYeHHE W aHAIU3
JOKyMEHTa, COCTaBJICHHE 3arojoBKa OINWCAHUs, TIPOBEPKa 3aIlkCH,
BHECEHUE UCIPABICHUI

OJiHa 3aITuCh

KonuuecTBo 31meMeHTOB 6H6HI/IOFpa(1)I/I‘l€CKOFO OIIMCaHUA:

16

1-4

3,2

17

5-6

5,4

18

7-9

6,4

CocraBlieHUE AHHOTAaluW; U3YUYCHHUC U aHaJIn3 JAOKYMCHTA, HAllMCAHUC

OJIHA aHHOTalus
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

TEKCTa aHHOTALHH:

19 |aHHOTHpOBaHWE KHHUT 270,0

20 |aHHOTHpOBaHME cTaTeH 160,0

21 |cocraBneHue pedepara: M3y4eHHE M aHaJIM3 JOKyMEHTa, HA KOTODBIA | OJMH aBT. JIUCT 5920,0
cocTapisiercst pedepat, HalMcaHUE TEKCTa, BHECCHUE UCTIPABIICHUI

22 |aHanWTHYECKas POCINCH JKYPHAIBHBIX, Ta3€THBIX CTaTel, COOPHHWKOB,| OJXHA POCIHCH 120,0
oubnmorpaduaeckux mocoouit

23 | 03HAKOMJIEHHE C COJIep)KaHUEM H3JaHusl; COCTABJICHUE aHAIUTHYECKOTO OJIHA CTaThs 3,6
OIMCAHUs Ha CTAaThIO

[Mpumeyanue: HOpMa BpeMEHHM Ha COCTaBJIeHHE OMOIMOrpaduuecKoro mocoOWs AaHa W3 pacyeTra pabOTHl ABTOPCKOTO
KOJUICKTHBA.

4.9. HepeBoz[ u nepepa60TKa TNEYATHBIX TCKCTOB C MHOCTPAHHBIX A3BIKOB HA pYCCKI/Iﬁ 1 C PyCCKOI'0O Ha NHOCTPAHHBIC A3BIKN

Ta6muma 79
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enununa Hopma
n/n HU3MEpEHUs BpPEMEHH, MUH.
1 2 3 4
IlepeBoa TEKCTa C HHOCTPAHHBIX SI3BIKOB HA PYCCKHIA A3bIK
UreHue opurrHalla, aHAM3 TEKCTa, pa3MeTKa ero C BBIABICHHEM | OJIWH aBT. JIUCT
TPYAHBIX TEPMHHOB, TI'PaMMATHYECKHX KOHCTPYKIHH, JIEKCHICCKUX
000pOTOB, IEXOBBIX U JKAPTOHHBIX TEPMUHOB:
1 | mosHBIN MTHCHMEHHBIH MTEPEBO 1580,0
2 | cokpameHHbIH TUchbMeHHBIH iepeBo oT 30% 10 50% oOvema Tekcra 1620,0
3 | BBIOOPOUHBII TUCBMEHHBIN MEPEBO/T 1520,0
[lepeBox TeKCTa C PYCCKOTO S3bIKA HA HHOCTPAHHBIC SI3BIKU:
4 | nONHBII MUCHMEHHBINA TIEPEBO/T OJIMH aBT. JIUCT 1980,0
TepMuHONIOrHYecKas paboTa MPH BHIIIOITHEHUH THCBMEHHOTO TIEPEBOIA:
5 |mouMCK OTMEUYEHHBIX B OpWTHHANIEC HE3HAKOMBIX WM HETOHSITHBIX OJIMH TEPMUH, 18,1
TEPMHHOB U COKpAIICHWH B CIOBAPHO-CIPABOYHON JHTEPATypeE; COKpaIIeHUE
moI00pKa COOTBETCTBYIOIIUX TEPMHHY SKBHBAJICHTOB, pacliudpoBka
COKpallleHUu i
KoHcynmbramus nepeBoaurKka co CrieluaaucTaMu:
6 |BBIACHCHHE NPABWILHOTO W3JOXKCHHUS YACTCH TEKCTa IO MAJO3HAKOMOM oaHa 36,2
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

TEMATUKE; YTOUHCHUEC COOTBETCTBUSA NNEPEBOJA OpUTHATY KOHCYJIbTallud

CocraBieHne OHOIHOTpapIecKOro OMCAHMS:

7 |cocraBneHue OHOIMOTpadUIECKOrO ONMUCAHMS MEPEBONA IO JAHHBIM, | OJHO OMUCAHUE 10,8
B3SITBIM C THTYJBHOTO JINCTA TIEPEBOIA

[TpoBepka n KOPPEeKTUPOBKA IIEpeBO/Ia MOCIe Habopa:

8 |mpoBepka MpaBIIBPHOCTH PACIIONIOKEHHS OTIEYaTaHHOTO TEKCTa; CBEpKa | OJUH aBT. JIHCT 200,0
C PYKOIIHCHIO; TIPaBKa

Texunueckoe oopMIICHUE NIEPEBOAOB!

9 |HamucaHHe B TEKCTE IEPEBOJAa CHMBOJOB W BCTABOK Ha MHOCTPAHHOM | OJHO BITHCHIBAHHC 2,0
SI3BIKE
10 |ycraHOBKa pHCYHKOB, TaOnuil, Gopmys OJIMH 3JIEMEHT 3,0

HepeBozL 3ar0JIOBKOB CTaTeH B JAOKYMCHTOB!

11 |mepeBon ¥ 3amHUCH 3aroJIOBKA OJIMH 3aroJIOBOK 10,8

[Ipumeuanue:

- HOPMbI BPEMEHHM INPENyCMaTPHUBAIOT BBIIIOJHEHHE IEPEBOJIOB C MHOCTPAHHOTO S3bIKA WJIM HA MHOCTPAHHBIH, KOTOPBIH Y
MIEpeBOAYMKA SIBJISICTCS OCHOBHBIM (110 00pa30BaHUIO WM IPUMEHEHHIO);

- TIpY BBHINIOJHEHUH TEPEBOJIOB C APYIMX S3BIKOB WJIM Ha JIPyrde IMOMHMO OCHOBHOTO K HOpPMaM BPEMEHH IIPHMEHSETCS
moBeIIaromui ko3 duruent 1,1.

4.10. UccnenmoBarenbckas pabora

Tao6muma 80
N HanmenoBanue nporecca, onepamuu. CocTaB pabOThI Enuanna Hopma
n/n M3MEpeHusl BpPEMEHH, MHUH.
1 2 3 4
Pa3zpaboTtka nmporpamMmbl (TEXHUUECKOTO 3aJIJaHUS) HCCIIETOBaHMUS
OOoCHOBaHME aKTyaJbHOCTH TEMBl, BBIIBICHHE M OOOCHOBAaHHE | OIHA IIPOTrpaMma
npoOeMHOM cuTyanmu, (QOpMyJIMpOBaHME WEIH, 3a4ad W THUHOTE3bI
UCCIIeIOBAHMS; HAITCAHUE TEKCTa
HccnenoBanue HOCHT:
1 | nunoTaxHbIH (pa3BelbIBaTEIbHBIN) XapakTep 21600,0
2 | mpuKIaTHON XapakTep 38250,0
Pa3paboTka METOIVMKH NCCIICTOBAHIS
PazpaboTka (HamucaHWe) TEKCTa METOAMYECKUX JOKYMEHTOB II0 | OJiHa METOJMKA
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

IpoOBOAUMOMY HUCCJIICA0BAHUIO, OMITMpUYCCKas anpo6au1x1;1
PEICBAHTHOCTU COCTABJICHHBIX NJOKYMCHTOB; YTOYHCHUC U I[OpaGOTKa
METOAUYCCKOTI'O HUHCTpYMECHTapus, COCTAaBJICHUC OKOHYATCJIIBHOTO
BapuaHTa JOKYMCHTA:

METOIMKH  IPOBEACHUS  HCCIENOBaHMS, HOCAIIETO  NHJIOTAKHBIH
(pa3BenpIBaTENHHEIN) XapaKTep

18000,0

MCETOAUKU MMPOBEACHUA I/ICCHCI[OBaHI/Iﬁ, HOCAIICTO npnxnaaﬂoﬁ XapakTep

33000,0

PaspaboTka HHCTpYKIUH 1O 0OpabOTKe MOKyMEHTAIMH (HMCXOTHBIX
JIAHHBIX ), IOJTYYEHHOU B X0/ UCCIEAOBAHUS:

OJIHa UHCTPYKLUS

pyuHas oOpaboTka

15600,0

MarHHast 00paboTka

20400,0

Pa3paboTka NpenmIaHoBEIX M IUTAHOBBIX JOKYMEHTOB IIEPCIICKTHBHOTO
Xapakrepa:

pa3paboTKa  KOHIEMIMH  OCHOBHBIX  HAMPABICHUHA  Pa3BUTHS
OMOJIMOTEYHOrO JieNia B PETHOHE Ha TIEPCIICKTUBY

OJIUH aBT. JIUCT

13050,0

KOHIIeNITyaJbHOE  Oo0ecrieueHne  OWOmmorpaduieckux  HM3IaHU;
000CHOBaHHE aKTyabHOCTH TEMbI, YHTATEIHCKOE U 1IeIeBOC Ha3HAYCHHE
mocoOusi, ero CTPYKTYpbl (CXeMBl), BBIPAOOTKA METOIUYECKUX
NPUHIMIIOB M PEICHHH JUIS PACKPBITHS TEMbI; HAITCAHUE TEKCTA

OJIWH aBT. JIUCT

11220,0

COCTaBJICHHE IMIPOTHO3a, CBS3aHHOTO C MEPCIECKTHBAMHU Pa3BUTHUS
OHOJIMOTEK; HAITMCAHUE TEKCTa

OJIMH aBT. JIUCT

13050,0

10

pa3paboTka IeJeBBIX MporpaMM (Ui ceTh OWOJMOTeK WIM OJHON
OMOIMOTEKH); AMATHOCTHKA CUTYAIlMH, BHCIIHMX U BHYTPCHHUX BIIMASHUI
Ha (DYHKIMOHWpOBAHHE M pa3BUTHE OWUOIMOTEK (OJHOW OWMOIMOTEKH);
BBIPa0OTKa pEKOMEH/IAINN, PEIICHHI; HallMCAaHUE TeKCTa

OJIUH aBT. JIUCT

15200,0

CocTraBlieHHE CBOJIHBIX KaTaJIOIOB KHMKHBIX ITaMATHHUKOB!

11

pa3paboTka TIPOCIMEKTa; BBISBICHHE JOKYMEHTOB -  KHIDKHBIX
MaMsITHUKOB; OMKUCAaHUE U COCTABJIEHUE CIIPABOYHOTO amnmnapara

OJIUH aBT. JIUCT

18200,0

Opl"aHI/ISaHI/IOHHaﬂ pa60Ta 10 MPOBEACHUIO UCCIICJOBAHUA:

12

CO3/IaHUE WCCIEIOBATENFCKOTO KOJUIEKTHBA; COCTaBJICHHE pPaboyero
IUTaHA TIPOBEJCHUS MCCIEOBAHMUS, COTIIACOBAHNE €T0 C UCIIOJTHUTEISIMH;
omnpejeNieHne TUIomaAKy (0a3bl) HCCIEAOBaHUs; TEpenucKka ¢ HUMH,
MPOBEJICHNUE UHCTPYKTaXEH, CECMUHAPOB, COBEIIAaHUM, KOHCYJIbTallUN

OJHO
HUCCICOAO0BAHHUC

7140,0

13

oubnmorpaduueckass mpopaboTka TEeMBI HCCIEIOBaHUS, paboTra B
apxuBax, N3Yy4YCHUEC HOpMaTI/IBHO-TeXHHqCCKOﬁ JOKYMCHTAaIH,
uHdopmanmu 00 aHajmorax M JAPYruX MaTepuajiax, OTHOCSIIMXCS K
paspabaTrsiBacMOl TeMe

OJIUH aBT. JIUCT

1200,0

O0paboTka noy4yeHHOH MH(POPMAIHH:
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14 |cbop u oOpaboTka MH(pOPMALMHM HA OCHOBE MNEPBUYHBIX HCXOJHBIX | OJWH aBT. JINCT 7800,0
JaHHBIX (CTaTHCTHYECKUX JIAaHHBIX, OTYETOB, IIJIAHOB, CIIPABOK,
MaTepHalloB KOMaHIUPOBOK)

15 |ananu3 0OpaboOTaHHON WH(POPMALINH; BEIBOJBI, PEIICHHUS, IPOTHO3 OJIMH aBT. JIUCT 5200,0
[ToaroroBka MaTepuasoB 10 UTOraM HAYYHOH pabOTHI:

16 |HanmcaHue Hay4yHOTO OTYETa; IOJrOTOBKA PYKONUCH K Ie4aTH Ha | OJWH aBT. JIUCT 13200,0
Pa3IMUHBIX 3Tanax pabdoThl

17 |HammcaHME MPOMEKYTOUYHOTO OTYETa (CIIPABKH) O XOA€ UCCIICTOBAHUS OJIVH aBT. JIUCT 6400,0
IMoaroroBka ¥ HamMcaHWE TEKCTa CTaTbU B COOPHHMK HAayYHBIX TPY/OB,
MPaKTHYeCKoe IMoco0ue, MNpopecCHOHATIBHYIO TIpeccy; IOArOTOBKa
PYKOIIUCH K TI€YaTH Ha PAa3IMYHbIX Tarnax paboThl:

18 |cTaThs TEOPETHIECKOTO XapaKTepa 15200,0

19 | crarbs NpHUKIAIHOTO, NPAKTHYECKOTO XapakTepa 9200,0

20 |HammpcaHWe MOKJaJa IO WTOTAM HAyYHOTO WCCJIECJOBAaHUS; MOATOTOBKA | OJWH aBT. JINCT 6700,0
pYKOIHCEH Ha pa3IMYHBIX dTarnax paboThl

21 |pa3paboTka peKOMEHIANWH, WHCTPYKIWH I0 BHEIPEHHWIO MAaTEPUAJIOB | OJWH aBT. JINCT 14100,0
HAay4HOTO HCCIICIOBaHMS; HAIMCAHUE TEKCTa; IOJIrOTOBKA PYKONHUCH K
NeYaTH Ha pa3IMYHbIX dTanax paboThl

[Ipumeuanus:

- HOpMa BpEMCHHU Ha COCTABJICHUE MTPOrpaMM, METOAUK, I/IHCprKHI/Iﬁ JlaHa Ha I/ICCHGZ[OB&TGJILCKI/Iﬁ KOJIJICKTHUB;,
- 4acChbl TPpyA03aTpaT pacupeACIA0TCA MEKAY UCIOJIHUTCISIMA B 3dBUCUMOCTH OT UX HAIPY3KH.

4.11. Meromuueckas padbota

Ta6muma 81
N HanmenoBanue npormecca, oneparun. CoctaB pabOThI Enuanima Hopma
/1 HU3MEPEHUs BpPEMEHH, MUH.
1 2 3 4
[ToaroToBKa METOAUYECKOTO MOCOOHS, pEKOMEH TAITHIA
[IpuHIMNIHATEHO HOBas pa3padOTKa TEMBI:
1 |wm3y4eHHe TeMBI, BHISABICHHE U aHAIHN3 JTOKYMEHTOB IO TeME, YTOYHEHHE | OJWH aBT. JIUCT 15300,0
YUTATENICKOTO W IEJIEBOTO HA3HAYEHUS IMOCOOWS, PEKOMEHIAIUH;
COCTaBJICHUE MPOCIECKTA; HAIIMCAHUE TCKCTA
Momudukamnys panee pa3pad0TaHHOW TEMBI:
2 |BBIABICHHE W UW3yYCHHE HOBBIX JOKYMCHTOB ¥ HAKOIUIGHHOTO | OJIUH aBT. JUCT 8670,0
OHMOJIMOTEKaMU OIBITA TI0 TEME IMOCOOWs, PEKOMEHAAIUI; yTOYHCHHE
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MPOCIIEKTa, BHECEHHE N3MEHEHHS B CTPYKTYPY M TEKCT B COOTBETCTBHH C
JOCTHXKEHUSIMH ~ OMOJIMOTEYHONM TEOpUM U MPAKTHKH; IIOATOTOBKA
PYKOITUCH K O0CYXICHHUIO; TOPabOTKa IO UTOraM 00CYKICHUS

Pa3paboTka JOKYMEHTOB, PETIAMEHTHPYIOIIHX eSTeIbHOCTh OHOIHOTEK,
MOJIOXKEHUW, HMHCTPYKLUH, TPOEKTOB IOCTAaHOBJIEHUH, YCTaBOB,
3aKOHOJATEIbHBIX aKTOB

HpI/IHHI/IHI/IaHLHO HOBasdA T€Ma:

3 | BbISBICHME, M3YYCHHE U aHaJIU3 ACHCTBYIOUIMX IOKYMEHTOB IO TEME, | OJMH aBT. JIHCT
HalMCaHue TEKCTa MPOEKTa JOKYMEHTa, 00CYXAEHHUE, alpoONpOBaHUE B
OnOIMOTEeKaX, Ha 3aCeJaHUU HAYyYHO-METOANYECKOr0 COBETa; 0padOoTKa
JIOKyMEHTA; ITOJITOTOBKA K YTBEPKICHUIO

17340,0

Moandukanus panee pa3pabOTaHHOTO JOKYMEHTA:

4 |aHamu3 W OLEHKa JOKyMEHTa; MOUCK M OTOOp HOBBIX JEWCTBYIOIIUX | OJWH aBT. JINCT
JOKYMEHTOB II0 TEME; BHECEHHME M3MEHEHMH B TEKCT JOKYMEHTa,;
o0Cy/IeHUEe Ha 3ace[JaHHM Hay4HO-METOAUYECKOI0 COBETa; AopaboTka
0 UTOTaM 00CY>KAEHUsI; HOATOTOBKA K YTBEPIKACHHIO

7650,0

Pa3paboTka yueTHBIX ()opM, TaOIHII, 0OPaA3IOB:

5 |yrouHeHue npenmera, 00beKTa, COllepKaHUs YIETHOM (OPMBI, TAOIHIIBI, | OJUH aBT. JIUCT
oOpasia; oTOOp MokaszaTenel, cucTeMaru3alys MX; pa3paboTka makera
yueTHOH (opMbl, TaOmuIlBl, 00pa3ia; OOCYXKICHHEe Ha 3aceIaHHH
HAYYHO-METOANYECKOTO COBETA; TIOTOTOBKA K YTBEPKICHHUIO

7650,0

CocraBiieHue pCKOMeH,I[aLII/Iﬁ 0 BHCAPCHUIO PCTIIaMCHTUPYIOIHX
JAOKYMCHTOB B IPAKTHUKY:

6 pa3pa60TI<a METOAUYCCKHUX peKOMeH,Z[aL[Hﬁ, HHCprKHHfI, IUIaHOB 11O OJIMH aBT. JIUCT
BHCAPCHUIO HOpMaTPIBHOP'I JAOKYMEHTAalu; IIOATOTOBKA PYKOIIHMCH K
eyaTu

14025,0

HO}]FOTOBKa IMUCbMEHHOM KOHCYJIbTalluU, METOAUYCCKOTO IMMUCbMa:

7 BBISIBJICHUE W aHAJIU3 JOKYMCHTOB II0 TEME; U3YUCHHUC U O606HI€HI/I€ OJIUH aBT. JIUCT
OIIbITa pa6OTLI 6I/I6J'II/IOTCK; HamMCaHWE€  TEKCTa  KOHCYJIbTAalliH,
METOAUYECCKOroO IIMCbMaA, IIOATOTOBKa K O6CY)K,Z[GHI/IIO Ha 3acClaHuun
HAay4YHO-MCTOJAUYCCKOIr0 COBCTA, ,Z[Opa60TKa 10 HTOram 06CY)KHCHI/IH;
caayda B I1€4aTb

8670,0

[ToaroroBka 0030pa JEATENHHOCTH OHOJUMOTEK IO ONPEEICHHOMN
TEMATHUKE:

8 |yrouHeHWe TeMbl 0030pa; ONpe[elCHHE XPOHOJOTHYECKMX TPAHUI], | OJHUH aBT. JIHUCT
BBISIBJICHHE JIOKYMEHTOB, OTOOp HX, MPOCMOTP U aHAJW3; HAIHMCAHUE
TEKCTa; MOATOTOBKA PYKOMHCH K OOCYXICHHIO Ha 3acelaHuu
HAYYHO-METOJMYECKOTO  COBETa;  JopabOTKa  PYKONHUCH  MOCIE
00CyXKIeHUs

9180,0

Penen3upoBaHne ~ HaydHBIX,  METOAWYECKHAX,  HH(DOPMAIHMOHHBIX
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MaTepHalIoB:
9 |dreHHWe pemeH3MPYyeMOro Marepuaia; OIEeHKa €ro B IeJIOM, OTHCIBHBIX | OJUH aBT. JHUCT 783,0
4acTel, YCTAHOBJICHHWE COOTBETCTBHS UYHTATEIBCKOMY M IIEJIEBOMY
Ha3HAYCHHUIO, HAYYHBIM U METOANYECKIM TPEOOBaHIAM
10 |HanmcaHue pereH3uH OJIVH aBT. JIUCT 1305,0
IToaroroBka neKuWi, KOHCYIbTALUN
Pa3zpaboTka mutaHa JIeKIWMH, KOHCYJIbTAlWH, IOJOOpKa MaTepHasa,| OjHa JEKIus,
N3y4EHHE €ro; COCTABICHHE CIIMCKA JIMTEpaTypsl K JICKOWH, | KOHCYJIbTAIH
KOHCYJIbTAINN; HAIIMCAHUE TEKCTa:
11 | nexums 1566,0
12 | nexums, TeMaTHUYeCcKas BCTpeya, BEOMHAp, MacTep-Kiace 90,0
13 | mepBu4Has rpynnoBasi KOHCYJIbTAIMS 1305,0
14 | moBTOpHAs TPYMIIOBask KOHCYIBTAINS C YYETOM HOBOTO MaTepHaia 522,0
15 |mpoBemeHHe YCTHOW WHAWBUAYAIEHOW KOHCYIIBTAIIHN oIHa 50,0
KOHCYJIbTAIIHS
16 |oTBer Ha MUCHEMO OJIHO IMHCHEMO 162,0
[TpoBenenne ceMrHapoOB, YUEOHBIX KypCOB, MPAKTHKYMOB, CTAKHPOBOK:
17 |cemuHap, yueOHbIN Kypc (2 - 7 nHEH); onpejelieHHe TEMbl, yTOYHEHHE | OJMH CEMUHAp, 8400,0
CpOKa IPOBENICHNUs, COCTABIICHHE IPOrPAMMBI, ONOBEIIEHUE YYACTHUKOB | y4eOHBIH KypC
U BBICTYTAIOIINX
[Ipaktukym (7 - 10 nmHeit); ompeneneHne TEMBI, 3aaHUs, YIPAXKHEHUS, | OJUH MPAKTHKYM
cocTaBJeHHE Tpadrka ¥ yTOYHEHHE CPOKOB ITPOBEICHNS 3aHATHHA:
18 | rpymmoBoii npakTUKyM 2295,0
19 | uHAMBUAYaTIBbHBINA IPAKTUKYM 2160,0
Craxuposka (7 - 10 gHeit); yroYHEHHE CPOKOB IPOBEACHHS CTAXUPOBKY; | O/IHA CTAKHUPOBKA
BBIBJICHHE JIMTEPAaTyphl IO HM3YYaceMOMY BOIPOCY; COCTaBJICHHUE
NpOrpaMMbl M Trpaduka CTaXHPOBKM C YYETOM COCTaBa CiyIIaTeleH;
3aKJIFOYEHHUE O MTPOXOXKICHUN CTAKUPOBKH:
20 |rpymmoBasi CTa)KUPOBKa 2805,0
21 | uHAMBHIYyaNbHAS CTAKHPOBKA 2349,0
[MpakTHKa CTy[IEHTOB BBICIIMX W CPEIHUX CIEHHANbHBIX Y4EeOHBIX
3aBE/ICHUN:
22 |MOATOTOBKA M OpraHW3alMs MPaKTHKH cTyneHToB (1o 30 1Hel);| OJHA MpakTHKA 4860,0
pa3paboTka IUlaHa NPAKTHKH, COIJACOBAaHHE €ro C PYKOBOIUTEIEM
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MPaKTHKH (TIpeJcTaBUTENIeM YUeOHOTO 3aBEICHUs); COCTABICHHE rpaduKa
MOCEIIEHUSI CTPYKTYPHBIX MOAPa3AENeHUN; OpraHu3alus NPaKTHUYECKUX
3aHATHUH; TOJABEJECHNWE HTOrOB IPAKTUKU; COCTABJIEHHE XapaKTEepUCTHK
MIPAKTUKAaHTOB

[IpakTuueckue 3aHATHSL:

23 |HOATOTOBKAa MpPAaKTUYECKHX 3aHSATHH; COCTAaBICHWE 3aJaHusl 10| OIHO 3aHSTHE 1050,0
BBIMIOJIHCHHIO HM3Y4aeMOro OHWOJIHOTEYHOTO MpPOIecca, KOHTPOIbHbIC
BOIPOCHI, TEMATHYECKUH CIHCOK JHMTEPATYphl K 3aIaHUI0; HAIHCaHUE
TE3UCOB

CocraBneHue y4eOHO# MPOrpamMMBl:

24 | ompenencHUE COCTaBa CIIyIIATENICH; COCTABICHHE TEMAaTHYECKOro IDIaHA, | OJHA IporpaMma 5733,0
YTOYHCHHE TMOpSAAKAa H3Yy4YCHHS; OIPECICHHE IOCISI0BATEIEHOCTH
W3JI0XKEHHS TEMBI, BBIJICTICHHE OCHOBHBIX BOIPOCOB; COCTABIICHHUE CIIUCKA
JHUTEPaTypel MO TeMaM NpPOrPaMMBbl; HAIMCAaHHE TEKCTa; OOCYXICHHUE
NpOrpaMMBbl Ha 3aCeIaHUH HayYHO-METOANYECKOrO COBETA

[Mocemenne OMOIMOTEK, BBIE3IHI B KOMaHAWPOBKH C LENBI0 H3y4YCHUS
paboThI U OKa3aHUSA METOAUYECKOM TOMOIIIH:

25 | moATOTOBKA K KOMaHAWPOBKE; YTOYHEHHE CPOKOB U IETH KOMaHIUPOBKH, oJlHa 574,2
03HAKOMJICHHE C HMCIONIMMHUCS JIOKYMEHTAMH W  MaTepHalaMH | KOMaHAUPOBKA
NpeABIIYIIMX BBIC3JIOB M MyONUKAlMid B [EYaTH; COCTAaBIICHHUE
mporpamMmel (IU1aHa) KOMaHIUPOBKH

26 |cocraBieHHe WH()OPMAIMOHHOTO OT4YeTa (CHpPaBKH) O IPOBEACHHOM OJIH OTYET 1050,0
paboTe; OTYET BKIIIOYAET: CBEJCHUS O MECTe BbIE3/a, IeJIsIX U CPOKax
KOMaHJIUPOBKH, OOBEKTAaX MOCCHICHHS, aHalW3 COCTOSHHS pPabOTHI MO
TeMe BbIe3/1a, BBIBOJIBI U MPEJIOKCHHS B aipec OMOINOTEeKH

27 |cocTaBlIeHHE AaBaHCOBOI'O OTYETa, 3alOJHEHHE OTYSTHOTO OJaHKa co OJIMH OTYET 40,0
BCEMH MPHUIOKEHHUSIMH, C/1ada B OyXraaTepuio

28 |moaroTtoBka WH(OPMANWHU IO pe3yibTaTaM KOMAaHIUPOBKH (YCTHO) B | OgHA MH(DOpMAIUL 105,0
CEeKTOpe, Y 3aBEIYIOLIEro OTAEeNOM, Ha HayYHO-METOAUYECKOM COBETE,
3acelaHny JUPEKINN

MOHHUTOpPHHT  JEATENBHOCTH  JAETCKMX  OuOmmoTexk  Poccuiickoit

deneparyu:
29 | cocraBieHHe POPM OTUYETHOCTH OJIUH OTYET 1200,0
30 | pacchuika nHGOPMAIIMOHHBIX MUCEM M ()OPM OTUETHOCTH 10 BJ] meTckux | 0aHA pacchlIKa 45,0

o6ubmmotex Poccuiickoit @eneparmu

31 |cbop (opm OTHETHOCTH, IIEKTPOHHBIE U Tee(OHHbIE KOHCYIbTAIMH T10 OJIMH cOop 120,0
BOIIPOCAM 3aIl0JHEHUs! (HopM

CocraBiienre KajleHIaps Npo(ecCHOHANBHBIX MEPOIPHATHH JETCKHX
oubmamorek Poccuiickoit Denepaiinu (eKETOAHBIN 1 €)KEKBAPTATbHBIN ):
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32 |cocraBieHHe U pacchUIKa HHPOPMAIIMOHHBIX THICEM eXerogHas u 120,0
KBapTaJlbHast

33 |cbop m 0OpaboTKa MOIYYCHHOW HMH(POPMAINH, BHECEHHE B KaJCHAAPHh eXerogHas u 1200,0
npo¢hecCHOHABHBIX MEPOIIPUATHIH KBapTaJIbHas

34 | yrouHeHHe MH(GOPMAIMHU TI0 IPOBOJUMBIM MEPOIPHATHIM eXerogHas u 200,0
KBapTaJlbHast

00630p mydarKaui MPo(eCcCHOHATEHON MPECCHI (€KEMECIIHO):

35 | oTOOp, MPOCMOTP U aHANK3 CTATEH B JKypHaJax MecCsTIHas 450,0
36 |ureHue MaTepuaia MecsS4YHas 420,0
37 | HammMcaHWeE CTaThbU MecsTyHas 400,0
38 | cmaua B oTHmeN pa3sMenIeHUs HH(DOPMAITHH Ha CalTe MeCsIHas 10,0
39 |moaroToBka (pemAKTHPOBAaHUE) EKErOAHOW CBOIHOW CTaTUCTHYECKOH OJIH OTYET 18900,0

OTYETHOCTH CHENHAIH3UPOBAHHBIX OnOmmoTek Poccuiickoit Dexepanum,
paboTaONINX ¢ MOJIOJACKBIO

40 |ocymiecTBICHHE MOHHUTOPUHTA JAEATEIFHOCTH CIICUATU3UPOBAHHBIX | OJJHA HHPOPMALUSI 105,0
oubimotexk Poccuiickoit Denepanny, pabOTAIONIMX C MOJOACKBIO JUIS
BBOJIa B 0a3y (€KEeMECSIIHO)

[Ipumeuanue:

- K HOPME BPEMEHHM NPHU COCTABJICHHU JOKYMEHTOB, PErJIaMEHTHUPYIOUIMX JESITEIbHOCTh PECHYOJIMKAHCKHX, KPaeBbIX H
00JacTHBIX OMOIHOTEK, MPUMEHSIETCS TTOBBIIIAOIINI KO3 PumeHT 1,5;

- BpeMs TIPOBEICHMS JIEKIUH, KOHCYJbTAIMH, IPaKTHKyMOB, CTQXHPOBOK, NPAKTUKH, NMPEOBIBaHHUS B KOMAHAWPOBKE H
IIpOBeCHUs HHOPMALINH IO €€ pe3yJibTaTaM B HOPMY BPEMEHH HE BXOJUT.

4.12. PaboTHI HAYYHO-OPTaHU3AMUOHHOTO XapaKTepa

Ta6muma 82
N HanmenoBanwue nporecca, oneparun. CoctaB paboThl Enuania Hopma
n/m H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
IlogroroBka M NpOBEAEHUE TEOPETUUECKOM, HAYYHO-IIPAKTUYECKON
KOHq)epeHLH/II/I, TEMATUYCCKOTO CEMHUHApa, IMOHNCK MEXITYHAPOAHBIX
CIICIHUAIMCTOB; COIIPOBOXIACHHUEC MCEKIYHAPOAHBIX CIICHIUAIUCTOB B
KayecTBE IMEPEeBONYNKA; NHCbMEHHBIM TepeBo] HH(POPMAIMOHHBIX
MaTepHajoB ¢ PyCCKOT0 Ha MHOCTPAHHEIE A3BIKU
OmpeneneHne cocraBa OPrKOMHTETa M YYacTHHKOB KOH(EpeHINH, OJTHO
cemuHapa;  (OpPMHpOBaHME U YTBEP)KAEGHHE  NPOrpaMMbl W |  MEpOIpHUsTHE
IIPUTJIACUTENBHOTO Ouera; OpraHM3alUOHHbIE MEpONpUATHS;
MOJrOTOBKA K H3IaHUIO TE3HCOB; BBIPAOOTKAa NPOEKTa PEKOMEHJALNH;
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(bHHaHCOBO-XO?:)IﬁCTBeHHOC obecreueHne KOH(l)epeHIII/II/I, CeMHUHapa;
aHaJIiu3 U OLICHKa pa6OTI)I KOH(l)epeHHI/II/I, CeMHrHapa; noABCICHUE UTOT'OB

KonnuecTBo y4acTHUKOB:

1 |1-100 5670,0
2 |101-150 7560,0
3 |151-450 9300,0

[MoaroToBka M MPOBEACHUE CEMUHApPA, METOMUYCCKOTO IIHS, 3aceIaHHs
"kpyraoro crona", BeOuHapa

OrmnpenienieHUe YYacCTHUKOB, DPYKOBOIUTEINS, JICKTOPOB, NOKJIAJTYHKOB, OJTHO
CpOKa M MecTa IPOBENCHHS CEMHHApa, METOIMYECKOTO IHS, 3aCCHaHMs| MEpONpPHATHE
"kpyrioro croja", BeOMHapa; ONpeNeNiCHHEe KOHTHHICHTA yYaCTHHKOB;
pa3paboTka mporpamMmbl; HHGOpPMAalMOHHOE oOOeclieyeHue; BhIpabOTKA
MPOEKTa PEKOMEHAAIMN; U3JaHIe U PACCHUIKA NPOrPAMMBL; PETHCTPALHS
YYaCTHUKOB; TEXHHYECKOE CONPOBOXKICHHE BeOMHApa: OOecleucHue
9NIEKTPOHHOH KOMMYHUKATHBHON IUIOIIAAKHU, IOATOTOBKA JIIEKTPOHHBIX
Npe3eHTalMi, KOHBEPTHPOBAHHE IPE3CHTALMI Ha  DICKTPOHHEIC
w1aThOpMBI, TUCTAHIIMOHHAS HACTPOIKa KOMIBIOTEPHOTO 000PYIOBAHHS
CIlylIaTeNei, NpenBapUTeIbHOS TECTUPOBAaHWE M BeJIeHUE BeOMHApa,
aHAJIM3 M OLEHKA CEMHHApa, METOANYECKOrO JHs, 3aceAaHHs "KPYriioro
crona", BeOMHApa

KonnyecTBO y4yaCcTHHUKOB:

4 |11-50 1570,0
5 |51-100 3980,0
6 |101-150 6150,0
7 |151-450 8270,0

IToaroroBka 3acelaHui PEAKOIIIETUU:

8 |yrouHeHme cpoka W TIOBECTKM 3acelaHUs; OTOOp MAaTEpHANOB IS | OJHO 3aceIaHue 560,0
00CYXKIEHUST W TOJArOTOBKA WX I KOIHMPOBAHUS; OIPCICICHUC
ONIIOHEHTOB  (PEIICH3EHTOB); OIOBEIICHHE O 3acCCIaHWH UWICHOB
PEAKOJUICTUH,  PACCBUIKA MATEPUAIIOB 10 IOBECTKE 3ace/IaHus;
odopMIIeHHE TPEATIOKCHHUN, BRICKA3aHHBIX YYACTHUKAMH 3aCCIaHUs

Opranuzanus 3aceaHdii MPOOIEMHBIX KOMHUCCHIA, COBETOB, TBOPUYECKHIX
KOJUIEKTHBOB:

9 | ompeneneHne MOBECTKH JIHS M CPOKOB MPOBEJICHNUS 3ace/IaHusl, YyTOUHEHNE OJTHO 940,0
coCTaBa YYaCTHUKOB, TIOATIOTOBKAa JOKYMEHTOB, OpPraHU3aIllMOHHBLIC MEPOIIPUATHE
MepornpusaThs (OMOBEIICHHE O 3acelaHud, MOoJ00p MaTepHalioB);
oopmIIeHHE IPOTOKOJIA U PEILECHUS

IIpumeuanue:
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- TIpH TIPOBEACHUH MEPOIPHATHI Ha MEXIYHAPOIHOM YPOBHE K HOPME BPEMEHHU MPUMEHSETCS MOBBIIIAIOMINN KO3 ULHEHT
2,0; Ha penepampHOM ypoBHE - 1,85;
- B HOPMY BpEMEHH HE BXOAWT BpeMs MPOBEJCHUsI KOH(EPEHIMU, CEMHHApa, METOANYECKOro JHS, 3aceJaHusi "KpPyrjioro
cTona" ¥ BpeMsi, CBA3aHHOE C W3[aHHEeM MaTepHaIoB KOH(PEPEHIHU, CEeMUHApa.

4.13. PenaktupoBaHue pyKOITHUCEH

Tabmnmma 83
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n NU3MEpeHus BpPEMEHH, MUH.
1 2 3 4
PepakTipoBaHKe HayYHBIX U METOJMYECKUX MaTepUaIOB
IlpoBepka M WCIpaBIEHHE PYKOMHCH B IIPOLECCE IMOJATOTOBKH €€ K
reyaTy; yYCTAaHOBKA COOTBETCTBHS TEKCTa Hay4YHBIM M JIUTEPATYPHBIM
TpeboBaHusIM, (hopMe U IeNeBOMY Ha3HAUEHHIO M3[aHUS, COTJIACOBaHUE
BHOCHMBIX HCIIPaBJICHUH C aBTOPOM; 10pabOTKa PYKOITUCH:
1 |pemaktupoBanue MoHOTrpaduii, COOPHHKOB HAYYHBIX TPYAOB, HAYYHBIX | OIWH aBT. JIUCT 2840,0
OTYETOB, MPAKTUYECKUX MOCOOHI
2 | penakTupoBaHUE METOIUYECKHX MaTepualioB: | OZMH aBT. JIUCT 2500,0
WHCTPYKTUBHO-METOAMYECKUX IHCEM, pPEKOMEHJIAIMH, KOHCYJIbTAlHH,
0030pOB IEATSILHOCTH OHOTHOTEK
3 |pemaktmpoBaHWE JOKYMEHTOB, pPETIAMEHTHPYIOUINX JICSITEIBHOCTH | OJUH aBT. JIUCT 2400,0
OUOTHOTEK: YCTABOB, MOJIOKEHUH, HHCTPYKIIUH
4 | pemakTHPOBAaHUE CTATHCTUYCCKUX TAOJIHII, YIETHBIX (hopM, 00pasIoB OJIMH aBT. JIUCT 1980,0
5 | pemakrupoBaHHe MaTepHaOB KOH(PEPEHIUIA: JOKIAI0B, COOOIIEHUI OJIVH aBT. JIUCT 1050,0
PacmmpoBka ayamosanuceit (MaTepruaroB KOH(PEPEHINA, COBEIAaHNN):
6 |Habop Tekcra ¢ ayanodaiina OJIMH aBT. JIUCT 2400,0
7 | pemakTupoBaHHE HAOPAHHOTO TEKCTA OJIMH aBT. JIUCT 1200,0
8 | KOHTpOJILHOE peaKTHPOBAHUE OJIMH aBT. JIUCT 120,0
PenaktupoBanne  momysspHoro  OuOsmorpaduueckoro  mocoOws,
PETPOCIIEKTHBHBIX ~HAYYHO-BCIIOMOTATENbHBIX ~yKazaTeled, 0030poB,
CIPaBOK, pedepaToB, aHHOTAIIHUIA:
9 |penmakTupoBaHWe ~ MOMYyJSIpHBIX  OuOiMorpaduyeckux  HOCOOWI: | OJUH aBT. JIHCT 2640,0
TeMaTH4YeCKuX OnbIuorpadMuecKknx yKasareiael, ClIpaBOYHUKOB
10 |pemakTupoBaHHE PETPOCIICKTHBHBIX HAYYHO-BCIIOMOTATC/IbHBIX |  OIMH aBT. JINCT 2100,0
yKa3zareneu
11 |penmakTHpoBaHHMC AHAIUTUYCCKUX O030pOB, CHpPABOK, AHHOTANWM,| OJWH aBT. JINCT 1080,0
KOHCYH bTaHTIIOC www.consultant.ru Crpanvua 197 u3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

pedepaToB, CBOAHBIX pedepaTUBHBIX 0030pOB, IKCIpecc-uHGOpMaIHi

12

penakTupoBaHue 6HOIMOTpadhUISCKON 3aICcH

OJHa 3aIHCh

4,6

13

KOHTPOJIbHOC PCIAKTUPOBAHNEC

OJiHa 3aIluCh

6,2

[Ipumeuanue: pu peIakKTHPOBAHUN CMEIIAHHOTO TEKCTa K HOPME BPEMEHH MPUMEHSETCS MOBRIIAomui ko3dduruent 1,1.

4.14. BcnoMorarenpHO-TeXHAYECKas padoTa

Ta6muma 84
N HaumenoBanue nporuecca, oneparuu. CoctaB paboThl Enunanna Hopwma
n/n HA3MEPEHUS BPEMEHH, MUH.
1 2 3 4
1 |o3HaKOMIICHHE C MaTEepPUAIOM OJIUH JOKYMEHT 10,0
2 | pemakTHpoBaHHE MaTCPHAIIOB OIIMH TOKYMEHT 12,0
4.15. PabGoTa o opranuzaiuu Tpyaa u yIpaBICHUIO
Tabmuma 85
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enununa Hopma
n/m HU3MEpEHUs BpPEMEHH, MUH.
1 2 3 4
[TmaHupoBaHue pabOTHI
COop, aHanu3 UCXOAHOW MHGPOpPMAIUH, OMpejelieHne OCHOBHBIX 3aad OJIMH TUTaH
roaa, YTOYHCHUC CpPOKOB BBIITOJIHCHU ST 3a£[aHPII>i, HaIlMCaHUuC
0OBSICHUTENILHOM 3alMCKH; MOJrOTOBKA IPOEKTa IUIaHa K O0OCYXKICHHUIO
Ha BCEX YPOBHSX, 10pabOTKa MOCie 00CYXISHHMs; MPECTaBIeHHE IIaHa
Ha COTJIACOBAHHUE U YTBEPIKACHHE:
1 |mnana 6uGIMOTEKH 6240,0
2 |mmaHa otaena, cektopa 2740,0
3 | MHAMBHUIYaNBHOTO MJIaHa 370,0
EsxenHeBHBIN yueT paboThl B CTPYKTYPHBIX MOJIPA3AeIeHUSX:
4 |cTaTMCTHYECKWH y4YeT 3amucaBIIMXCS  (IIepeperucTPUPOBABIINXCS) OJIHa 3aIlUCh 2,8
yyTarenei
5 |crarucTuueckuil y4eT KHUTOBBLAY, TOCEIICHUN OJTHA 3aIHCh 8,6
6 |yuer urdopMarmoOHHO-OMOIHOrpadhuIecKoi paboThl M0 yCTAaHOBJICHHOM OJTHA 3aITHCh 2,7
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dbopme
7 | y4er BBITIOIHEHHBIX CIIPAaBOK OJIHA 3aIACH 2,7
E>xenHeBHBIH yueT aOOHEHTOB, MoJb3yronmxcs MBA:
8 |craructuueckuil yyet aOOHEHTOB, MOJb3yromUXcsi MBA 0JIHA 3aIHCh 2,7
9 |crartucTHdecKuil y4eT HOJTYICHHBIX 3aKa30B, BRIIAHHBIX JTOKYMEHTOB OJHA 3aIHCh 9,8
10 |cTaTUCTHYECKHI  ydYeT 3aKa30B, [CPCHANPABICHHBIX B JPYrHe OJHa 3aIHCh 2,7
OHOIMOTEKH
11 |3amuch uroru pabotel B "J{HEBHHUK paboThHl" moapa3aencHuss ONOIHOTeKH OJIHA 3aIACH 3,2
12 |uHAMBUAyaNbHBIA YYeT: €XKCIHCBHOC 3allOJIHCHHE JIUCTKA ydeTa OJIHA 3aITHCh 2,7
TPYA03aTPaT WU JHCBHUKA PabOThl OHOIHOTEKAPS
CBOJHBIN CTATUCTHICCKHUN yUET 10 OHOIHOTEKE
Uucno uuTareneld, KHUTOBBIIAY, MOCCIICHWA W WHOW WH(QOpPMALNY, OJHA 3aIHCh
MOJBEACHNE UTOTOB CTATHCTHYECKUX JAaHHBIX 10 OUOIMOTEKE:
13 | mecsig 528,0
14 |kBapTan 792,0
15 |rox 1080,0
Cratuctuueckuii yuet B pexxume AC:
16 |BBOJ CTATUCTHYECCKHX JAHHBIX C KOHTPOJILHOTO JINCTA OJIMH JIUCT 0,16
17 |cBOmHBIA CTATHCTUYECKUU yd4eT MO OuOinMoTeke (YUCIO YHTATelNeH, Ha MecH1] 120,0
KHHUTOBBIJIa4, TOCEUIEHUI 1 WHOW NH(pOpMAIIUN)
IToaBeeHrE UTOTOB CTATHCTHYECKUX JAHHBIX 110 OUOIMOTEKE: Ha MeCSII]
18 | mecsn 0,27
19 |kBapTan 0,27
20 |roxm 0,27
CocTaBiieHHE OTYETOB:
21 | mpuweM IUTaHOBO-OTYETHBIX TOKYMEHTOB OT CTPYKTYPHBIX ITOJIPA3/ICICHUI | OIUH JOKYMEHT 13,0
C TPOBEPKOW TOJTHOTHI COCTAaBa; COCTABJICHUE CBOJHOW TaOJHIBI
OCHOBHBIX ITOKa3aTejeit
CocraBieHre  aHAJIMTHYECKOTO  OTYETA:  aHAIN3  JEATEIIbHOCTH OJIMH OTYET
To/Ipa3eNIecHnii 1 OMONMMOTEKH, OTMETKa W3MEHEHHUs 3a TOJl, HAITMCAHHE
TEKCTa, PEJICTABIICHUE Ha COTJIACOBAHUE U YTBEPIKIACHUE:
22 | or4yeT OMOIMOTEKH 3a rOJ 3980,0
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23 |oruer oTAeNa, CEKTOpa 3a roj 1320,0
24 | vHAMBHUIYANBHBIA OTYET 32 TOJI 586,0
CocraBjeHre (UHAHCOBBIX OTYETOB 00 OILIATE 110 BUIAM IUIATHBIX YCIIYT: OIHUH OTYET
25 | 3a mecsIr 510,0
26 |3a kBapTan 840,0
CocraBiieHH€e OTYETA IJIs YUTATEIEH U HACEICHMS:
27 |ompexnencHUE CpOKa MPOBEACHUS OTYETa, MTOBECTKU IHS, OIOBCIICHHE O OJIHO 1580,0
JIHE OT4YeTa YHWTaTelel, HACENICHHs; BBIMYCK CTEHTa3eThl; odopMieHHE MEpOIPUsITHE
MPOTOKOJA, 3aMEYaHUil W MPEJIOKEHH uHuTaTesed, HaceleHus,
COCTaBJICHHUE [UIaHA X peaH3aliu
IToaroroBka NpoM3BOACTBEHHBIX COBEILIAHUN
OmpeneneHne MOBECTKH JHS, KPYra YYaCTHHKOB; TMOATOTOBKA CIPABKH, | OIHO COBEIIAHHE
JIPYrUX MEpOINpPUATHH, IPOEKTa PEIICHUS; OIOBEUICHUE YYaCTHHKOB
COBEIIAHHNS; TOATOTOBKA ITOMEIECHHUS:
28 | coBemanue paOOTHUKOB OMOIHOTEKH 320,0
29 | coBemanue pabOTHUKOB OT/EIIa 264,0
30 |coBemaHme IO WTOraM IMPHHATHIX PEIICHWH C WENbl0 OICHKH WX | OJHO COBEIIaHUE 27,0
Pe3yNbTATOB, POU3BO/ICTBEHHBIC COBEIIAHMUS 110 UTOTAM rojia
31 |omeparuBHOE coBelIaHHE ([UIs PEIISHMS TEKYLIUX IPOM3BOACTBEHHBIX | OJIHO COBEILAHHUE 22,0
3a/1a4)
Opraan3anuoHHas (ornepaTuBHas) pabdora:
32 | mokymeHTadpHOEe O(opMIICHHE peKUMa PabOThl OTAENa (COCTABICHHE | OIUH JOKYMCHT 268,0
rpa¢uka paboThl, OTITYCKOB U IPYTHX JOKYMEHTOB)
33 | obecrieueHe KOHTPOJIS 32 BBIITOJHEHUEM MPOM3BOACTBEHHOTO 3aaHUs U OJIHO 3a/IaHHE 4.4
Ka4ecTBOM PabOTHI
34 | obecnieueHre KOHTPOJIA 3a HCIONHCHHEM VIIPABJICHYECKOTO PEUICHHUS, | OIUH JOKYMCHT 8,8
MIPHKa3a, yKa3aHUs JUPEKTOPa, 3aM. JUPEKTOPA, 3aB. OTIEIIOM
35 |3axmo4yeHre, MPOJICHHWE [JOroBopa ¢ (GupMaMH, MOPEANPUSNTHIMH, | OIHMH JOTOBOP 840,0
OpraHU3aIUsIMH, YaCTHBIMHY [TPEIIPUHUMATEIIIMA
36 | cocTaBieHHE KANBKYILIIUH [IEH HA TUIATHBIC YCITYTH OJIMH JOKYMEHT 3340,0
37 | BBINMCBHIBAHHUE CUETA, KBUTAHIIMH OJIUH IOKYMEHT 13,4
38 | cBepka omiaThl CYETOB OJIMH JOKYMEHT 13,8
Jlenonpou3BoICTBO:
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39 |mpueM u perucTpanus BXoAsIed KOpPeCIOHACHIINN OJIVH JIOKYMEHT 5,6
40 | obecrieueHne KOHTPOJIS 32 CBOCBPEMEHHBIM HCIIOTHEHNEM JOKYMEHTa OIIMH TOKYMEHT 5,6
41 |cucremaTu3auusi M TOJIIMBKA  HCIIOJHEHHBIX  JOKYMEHTOB B | OJWH JOKyMEHT 5,6

COOTBCTCTBHU C HOMeHKJ'IaTypOﬁ JcI

Pabora B pexume AC:

42 |peructpamusi BXOAANICH KOPPECHOHACHIMM: BBOJ B 0a3y [OaHHBIX | OIHA KapTOUKa 7,6
KOHTPOJIbHOM KapTOYkM (AaTa TOCTYIUICHHUS, WHACKC JOKyMEHTa,
KOPPECIOH/ICHT, JaTa, HHACKC TIOCTYIMUBIIETO JOKYMEHTa, KpaTKoe
COJICpIKaHUE, PE3OITIOLHS, KOMY HAIPABIICH)

43 | obecreueHne KOHTPOJIA 3a UCIOJIHEHHEM JOKYMEHTA: BBIBOJ| HA JKpaH OJTHA 3aIHCh 4,6
KOHTPOJILHOM KapTOYKH, BBOJ B Hee HH(POPMAIMK 00 UCTIOTHEHUH

HpI/IMe‘IaHI/ICZ BpEMs NPOBCACHNA OTHUCTA NIEPCA YUTATCIIAMHU, HACCIICHUCM, COBCH.[aHI/Iﬁ B HOPMY BPEMCHU HC BXOAUT.

4.16. Obciry)xuBaHNEe yIAICHHBIX MTOJIB30BaTEICH

Tabmuma 86
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enununa Hopma
n/m HU3MEpEHUs BpPEMEHH, MUH.
1 2 3 4
Peructpanus nonbp3oBaTeneil B pexxuMe OHJIANH:
1 |mpoBepka 3amucH MoJik30BaTeNsd B OMOIHOTEKY oIuH 1,0
MTOJTb30BATEb
2 |obpaboTka u BBOJ (haMWIIMK, UMEHH, OTYECTBA IOJH30BATENIA M ajapeca OJIUH 2,5
€r0 JIEKTPOHHOH I10YThI 3JIEKTPOHHBIN
hopmynsp
3 |cocraBneHuMe IMCbMa C YyKa3aHHEM JIOTMHA W CTeHEPHUPOBAHHOTIO | OJTHO 3JIEKTPOHHOE 2,5
CUCTEMOM Tapouisi, NPUKPEIVICHNEe MHCTPYKIUH TI0JIb30BAHUS M OTIpaBKa MTHUCHEMO
€ro 1O 3JIEKTPOHHOMU ITOUTE MOJIb30BATEII0
Ob6cmyXuBaHNE MTOJIF30BATEIICH B PEKIME OHJIANH:!
4 | KOHCYJIBTAIUS IO MCIIOIb30BaHNIO HHTEpakTUBHOM B/l kHUT oJlHa 5,0
KOHCYJIbTAIHS
5 | compoBoxeHHE BUPTYaJbHOM KHUTOBBIAAYM: (pOpMHpOBaHHME 3aKaza Ha OJIVIH 3aKa3 7,0
BHUPTyaJIbHON KHIDKHOMU MOJIKE
6 |Berpyska m3 AC HOBBIX TOCTYIUICHHHA 3a OINPEICICHHBIA IEPUOL onuH Gair 5,0
BpEMEHU B BUJIC yKa3aTeis HOBBIX nmoctyruienni (YHIT)
7 |pa3MeleHHE HOBBIX MOCTYIUICHHWH IOKYMECHTOB Ha CalTe OMOJIMOTEKU: onuH (haiin 15
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CO3JIaHUE 3aroJIOBKa aHHOTAIMHU NIPUKpEIUIeHe (aiina(oB)
8 |paccpuika 1O 3JEKTPOHHOW TOYTE YHAICHHBIM  IIOJB30BATEINISIM | OJHO DJICKTPOHHOE 1,5
HUH(OPMALUK O HOBBIX MOCTYIUICHUSX JOKYMEHTOB IIHCHMO
9 |uHpOpMaUMOHHOE CONMPOBOXKIECHUE CaiTa, NOpTajla W CTPaHWIl B| OJHO COOOIIECHHUE 1,5
COLMAJBHBIX CETAX: CO3JaHHWE 3arojioBKa aHHOTAIlMM NPHKpEIJICHHe
(aiinoB
Pabora c caiitom oTnena 6uOIMOTEKH
Pabora ¢ HOBOCTAMH OTHENA:
10 |moxmroroBka wMarepuana K NyOJIMKanuM (IIpecc-peim3, IOCT-peiiu3, | OJHH Ie4aTHbIH 1050,0
CTaThs) JIUCT
11 |pa3memieHre HOBOCTH Ha caiite OJTHa HOBOCTD 10,0
12 |pa3melieHrE HOBOCTH B COIMATIBHBIX CETAX OJlHa HOBOCTh 10,0
13 |oTmpaBka HOBOCTHOTO COOOIIEHWS M pa3MelIeHHs Ha caifTaX | OZHO cOOOIIeHHe 10,0
HapTHEPOB
14 | moxbop WILTFOCTpaMK K HOBOCTH OJlHa 5,0
WILTIOCTpPALHs
Pabora ¢ ¢ororanepeeii otaena:
15 | poTocremka OJIHAa ChEMKa 30,0
16 |mombop dhororpaduii oxHa (oTorpadust 3,0
17 |oOpabotka pororpaduii ¢ MOMOIIBIO TPAPHIECKOTO peaaKTOpa omHa oTorpadust 15,0
18 | coznanue doToranepen oJHa (oToranepes 15,0
19 | no6aBnenue noamnuceii kK Gportorpadusim onHa oTorpadus 2,0
PaGora C TOJHOTEKCTOBEIMM MarepualamMu, OnbanorpaduuecKuMu
CIHMCKaMH Ha caiTe:
20 |dopmaTupoBaHne MarepuaioB Ui NyOnauKaiuu (NEepeBoj B Jpyrue | OJMH MaTepHal 20,0
(opmartsl, eTIeHne MaTeprata Ha YacTH)
21 | moGamileHUe omMHCaHW K MaTepuany (aHHOTAaIUs, KIFOYEBBIC CIOBA) -| OIMH MaTepuai 10,0
1000 3nakoB
22 |3arpy3ka mMarepuaja Ha BHEIIHHNA CaiT OJIMH MaTepuan 15,0
23 | oOHOBIEHHUE CIIHCKA ITyOIMKAIMH COTPYAHUKOB OT/IENa o/iHa 2,0
o6ubnmorpaduueck
ast 3aIKch
PenaktupoBanue 1 0OHOBJICHHE HH(POPMAIMU Ha CalTe:
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

24 | pepakTUpOBaHHE MaTEpUAIOB OJlHA 3aIUCh 2,0

Co3manne (QOpPMBI 3JIEKTPOHHBIX OMPOCOB (IKCIIPECC-OMpPOC, OHIANH

AQHKETHPOBaHUE):
25 |cozaaHue U pa3MelleHHe BOIPOCOB Ha caiTe OJIVH BOIIPOC 6,0
26 |cozgaHue CTpaHUIIBI ONIpoca U 100aBJIeHUE KOJla ¢ caiiTa OJlHa CTpaHUIIa 15,0

Co3aHue HOBBIX pa3/IeNioB Ha caifre:

27 |co3nanue OJIUH pa3jen 15,0

PeZ[aKTPIpOBaHI/IC ¥ OOHOBJICHHE I/IH(I)OpMa]_II/IOHHOFO KOHTEHTA Ha CauTe:

28 |pemakTUpoBaHME CTaTEH, pa3MEIEHHBIX Ha caiiTe 0JlHa HOBOCTb 10,0
29 | mowmck 1 0TOOP MHPOPMALIUH [T PEIaKTHPOBAHUS cTaTHCTHIEeCcKOi B/ 20,0
30 | obHoBTeHNE 3amucedt bJ1 OJIHA 3aIACH 5,0
31 |BHecenue HOBBIX 3amuceii B B/] OJIHa 3aIIUCh 10,0

O0paboTKa JOKYMEHTOB AJISI 3arpy3KH HA CauT:

32 |pemaktupoBaHue U HOPMAaTUPOBAHUE TEKCTA JTOKYMEHTA OJIVH aBT. JIUCT 60,0
33 | KOHBepTUpPOBaHHE JOKYMEHTa U3 OHOTO hopMara B Ipyroit popmar OIIMH TOKYMEHT 10,0
34 |3arpy3ka Ha BHEIIHUE PECYPChI OJIUH JOKYMEHT 15,0
35 | pa3merneHue Ha caiite oTaena OJIUH JOKYMEHT 10,0

3aroaHeHne CTpaHUIbI OT/JCJ/Ia B COONHUAJIbHBIX CCTAX!

36 |mouck u 0TOOp HOBOCTEH Ha BHELIHUX pecypcax 0JTHa HOBOCTb 24,0
37 | cocraBieHye aHHOTAIMHM K HOBOCTSIM 0JIHa HOBOCTb 15,0
38 | pasmerneHre MocTa Ha CTPAHHUIIE OT/EA 0JIHa HOBOCTh 5,0

4.17. Onpenenenue KHUTOOOECTIEYCHHOCTH Y4eOHOTO Tiporiecca B 6a3e maHHbIX AC

Tabimma 87

N HawnmenoBanwue npornecca, onepamun. CoctaB paboThl Enuanima Hopma

1/ HU3MEPEHUS BPEMEHH, MUH.

1 2 3 4

1 |momck ompemeNeHHOW MUCHMIUIMHBI Y4eOHOrO Mporecca B MOAYJIC | OQHA AMCIUIUIAHA 1,0

"KuuroobecrneueHHOCTh"

2 |nmouck B 6aze maHHbIX AC JOKYMCHTOB, MOIXOMSIIMX JJIsSi BHIOPAHHOM | OJIHA TUCIHIUIAHA 10,0

KoucyanaHTnmoc www.consultant.ru Crpanvua 203 u3 219

Hafieé)KHasa npaBoBaa noaoAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

JUCLUIUINHBL (OCHOBHOH CIIHCOK), B PEXXUME NMPOCTOr0 M PACIIMPEHHOTO
MIOUCKa

Tabmuma 88

Tao6muma 89

3 |mpocMOTp Kaxmoro JAOKyMEHTa IO BCEM IapamMeTpaM Ui ONPENCICHHS | OJWH TOKYMEHT 60,0
HEOOXOIMMOCTH BKJIOUEHHS €ro B CHHCOK, OTOOp BBIOpaHHBIX
JOKYMEHTOB ([IOOaBIEHHE K WMEIOIIUMCS TOJSAM €IIe OIHOTO IO
" mucrmiHa")
4 | mpucoearHeHUE OTOOPAHHBIX JOKYMEHTOB (OCHOBHOW CITMCOK) B MOJYJIE | OJIHA TUCLUILIMHA 5,0
"KHUT0O00CCTICUeHHOCTS" K ONPEICICHHON TUCIUILIHHE
5. TumoBbIe OTpaciieBbIe HOPMBI TPyAa Ha paboThI, BHIIIOIHAEMBIE
B JIETCKHUX, FOHOIIIECKUX OMOamoTekax, B onbaunorexax HUUM,
00pa3oBaTENBHBIX YUPEKIACHHUH (Ha OCHOBE aBTOMATH3MPOBAHHBIX
CHCTEM YIIPABIICHHS IPOIIECCAMH)
5.1. KommexToBauue (GOHIOB
N HaumenoBanue mporiecca, onepanud. CoctaB paboThI Enunanna Hopwma
n/n N3MepeHust BpPEMEHH, MHUH.
1 2 3 4
1 |opuem u otTOOp Anst (OHAOB HOBBIX IOCTYIJICHHUi, MOJYYEHHBIX IO | OJAWH JOKyMEHT 3,6
COIIPOBOAUTEIBHOMY JIOKYMEHTY - JICTY FOCYJApPCTBEHHOH PErncTpanuu
2 | Texamyeckas 00pabOTKa JOKYMEHTOB OIIMH TOKYMEHT 45
3 |BBOI MOKyMeHTOB B 0a3y maHHbix (BJ]) OJIH IOKYMEHT 45
5.2. bubmorpaduueckoe onvucaHue ¥ HHACKCHPOBAaHUE JOKYMEHTOB
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuania Hopma
n/n H3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
1 | popmupoBanme 6ubmmorpaduIeckoil 3amucy Ha JOKYMEHTHI Ha PYCCKOM OJIHa 3aIlUCh 18,0
A3bIKe (OTHcaTeNIbHAST KaTAIOTU3aITH )
2 | popmupoBanue OuOimorpaduueckoll 3ammcu Ha JIOKYMEHTHl Ha OJlHA 3aIUCh 27,0
WHOCTPaHHBIX EBPOICHCKUX s3bIKaX W S3bIKaX HApoJoB Poccuiickoii
denepanun, KpoMe pyccKoro (orucaTeNbHas KaTaJlorH3alus)
3 | MHIOEKCHUpOBaHKE TOKYMEHTOB (COAEpKaTeIbHAS KaTaIOTH3AIIHS) OJIHA 3aIHCh 18,0

5.3. PaGora ¢ katajgoramu

KoHcynbTaHTINIOC
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

Tao6muma 90
N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Enunnna Hopma
n/m N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
[MoarorosurenbHas pabora:
1 |pa3bop KapTOYeK ISl pacCTaHOBKHU B aj(haBUTHBIC KaTaJIOTH OJTHa KapTO4Ka 0,5
PenakTupoBanue reHepansHOro ajadaBUTHOrO KaTanora: OJIHA KapTO4Ka
2 | xatanor - crapsiii psa (mo 2000 roxa) 1,0
3 | karanor - HOBbI# psaf (¢ 2000 roxa) 0,5
4 | karayor - HHOCTpaHHbBIC €BPONEHCKHE SA3bIKH U SI3bIKM HapojaoB Poccum, 1,0
KpOME PyCCKOTO
5 |pa3bop KapTOUeK IUIsl PACCTAHOBKH B CHCTEMAaTHYECKHE KaTaJIOTH OJIHA KapTO4Ka 0,3
6 |penmaxrupoBanue ['eHepanpHOTO cucTeMaTideckoro katamora (I'CK) OJTHa KapTOYKa 0,5
7 | penakrupoBaHue opUrHHANI-Makera b3 Ha 0IHOYACTHBIE TOKYMEHTHI OJTHa KapTO4Ka 0,3
8 |pemakrupoBaHHe OpHTHHANI-MakeTa b3 Ha MHOrO4acTHbBIC JOKYMEHTHI OJIHA KapTO4Ka 0,45
9 | penakrupoBaHHe 3amucel Ha eMUHUIBI XpaHeHus B [1O mo u3BeIIeHUsIM O OJIHa 3aI1Ch 54
BHECEHMH M3MEHEHHMU B KaTaJlOTH, MOJyYEHHBIMH M3 TE€XHOJOTMYECKOTrO
otnena (TO)
PenaktupoBanue oubmmorpaduueckux 3amuceit (b3) (koHTpoIBHBIE OIS OJTHA 3aITHCh
¢dopmara u tekcra b3):
10 |penakTupoBaHHE KOHTPOJILHBIX Mot (hopmara 5,4
11 |penaktupoBanue Tekcra b3 54
12 | penaxtupoBanne Oubmmorpaguyecknx 3amuceit (b3) B 1O (BBeneHue OJlHA 3aIUCh 5,4
unynekcoB bBK B B3)
13 | popmupoBanne b3 B IO ¢ wucrnonb30BaHHMEM CBOJHOrO KaTajora OJIHA 3aIlUCh 12,0
Poccuiickoit denepannu
14 |penaxtupoBanue b3 Ha MHOTOYacTHBIC TOKYMEHTHI B [10 OJIHA 3aIIACh 12,0
5.4. Pabota ¢ honmoM
Tabmuma 91
N HanmenoBanwue nporecca, oneparun. CocTaB paboThl Enuania Hopma
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

n/n NU3MepeHus BpPEMEHH, MUH.
1 2 3 4
[MoarorosurenbHas pabora:
1 |noaroroBka pabodnx MecT; opraHu3alys pabodero Mecra: MOAKIIOYEHUE |  OJHO padouee 5,0
KommbioTepa, Bxoa B OPAC, mpoBepka >JIEKTpOHHOW MOYTHI, PacChLIKa MECTO
OTBETOB Ha 3arpocChl; MOJArOTOBKA 3aia K paboTe: opranuzanusi pabounx
MeCT YHTaTeseH, BlaxkHas 00paboTka MOHHTOpa KOMIBIOTEPA, CTAaHIIMU
caMo00CITy)KMBaHUSI, MOHHTOpA 3JIEKTPOHHOTO KaTajlora, pPaccTaHOBKa
(pa3melieHre KHW)KHOTO MAacCHBa, CAAHHOTO TII0CJIE IPEIbIAYILIETo
paboyero JHsA, Ha IOJKaX OTKPHITOIO JOCTYNa), O3HAKOMJICHHE C
MIEPUOJIUKON U ¢ HOBOCTSIMHU B cetu "HMHTepHeT"
2 |momydeHue NOKYMEHTOB C BHICTABKM HOBBIX IMOCTYIUICHHH (TIpM ydacTuu | ogHa maptus (100 16,0
4-X 9eI0BeK) JIOKYMCHTOB)
3 |mpuem HOBBHIX moctymuieHuid B IIporpamme mepepaum; cBepka Hayinuus | oxHa maptus (100 12,0
KHUT B [TAPTHH C COMPOBOANUTEIBHBIM JIOKYMEHTOM JIOKYMEHTOB)
O0paboTKa HOBBIX OCTYIUICHUH
4 | IlepBuuHblii pa300p HOBBIX IMOCTYIUICHWH; MpOCTaBlieHHWE wiTemrens Ha | oaHa naptus (100 26,0
TUTYJIBHON M 17 CcTpaHWLaX KHUTH; aKTHBAlMsi W PENAaKTHPOBAaHHE B|  JOKYMEHTOB)
9JIEKTPOHHOM Kartajlore; IedaTh WHBEHTapHOro N U IpUKJIEHBaHHE
paaroMeTKH (€MHUYHBIC YK3EMILIAPHI)
5 |Pa30op JOKyMEHTOB ISl ONIPEEeIICHISI pAaCCTAHOBOYHBIX IIH(POB OIIMH TOKYMEHT 1,0
6 |IIpenBapurenbHas cucTeMaTu3alys JOKYMEHTOB I'pYNIOBOW 00paOOTKM | OIMH JIOKYMEHT 1,0
JUIS OTIPEIeNICHNUS TTOJIOYHOTO MHIEKCa
[udpoBka TOKYMEHTOB: OJVH TOKYMEHT
7 | c mByms mmgpamu (1 - "BUpTyarbHBIN") 1,0
8 | 0e3 mmdpa 1,8
9 | IOCBUIBI 3,6
10 |BBox mmdpa 0,5
[udpoBka TOKyMEHTOB IPYIIIOBOI 00pabOTKH: OJIMH JOKYMEHT
11 |mpenBapurensHas cuctemMaru3anus (BBOJA HMHJEKCA OTpacid 3HAHHS MO 1,0
tabmuiam BBK B DK)
12 | geranpHas cuctemaru3aius (BBoa nojounoro nuaekca bBK B DK) 1,0
13 | 06paboTKa JOKyMEHTOB Ha HHOCTPAHHBIX €BPOICHCKUX SI3BIKAX OJIUH JOKYMEHT 3,6
14 | o6paboTka JOKYMEHTOB HAa HAIMOHAIBHBIX S3bIKAX HAPOIOB CYOBEKTOB | OIWH TOKYMEHT 45
Poccuiickoit denepannn
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

15 | mpuem u o6pabotka nokymentoB X VIII - XIX BB. OJIUH JOKYMEHT 8,0
16 |mpuem u 00pabOTKa OTEIECTBEHHBIX Ieproandeckux m3aanuit nuz 3TIIU OIIMH TOKYMEHT 1,8
17 | mpuem n 06paboTKa MHOCTPAHHBIX NEpHOANYECKUX u3nanuit n3 3TTIN OJIUH JOKYMEHT 1,8
18 |mepemmdppoBka JOKyMEHTOB OJIUH JOKYMEHT 27,0
19 |BBox Gap-koma nokymenta B DK OIIMH TOKYMEHT 2,6
20 |nepenaua nokymeHTOB Ha sipyca @b B nucneTuepckoil mporpamme onHa maprus (100 26,0
JIOKYMEHTOB)
Ob6cnyxuBanue ynrateneii u abonenTos B Ob:
21 |BbINONHEHME TPEOOBAHM, NOCTYNHBIINX MO 3JEKTPOHHOMY 3aKa3y 0JIHO TpeOoBaHUE 1,0
22 | B3amMOpacydeT CO CTPYKTYPHBIMH MOIPa3ACICHAIMHI ONOIHOTEKI omHa maptus (100 14,0
JIOKYMCHTOB)
23 |paboTa ¢ 3aOIDKCHHOCTBIO: COCTaBJIICHHE IO 0a3e YHTAIBHOTO 3ajia| OIUH JOKYMCHT 1,8
CIHCKA 3a/J0JDKHUKOB; COCTaBJIICHHE IO 0a3e NEHTpalbHOH Kadempbl
CHMCKA 33/I0JDKHUKOB; BBIJEIICHHE M3 OOIIEro CHucKa 3aJl0/DKHHKOB
OMONMMOTEKN 3a/I0JDKHUKOB; €XEJHEBHBIH KOHTPOJb JIODKHHKOB C
HallOMUHAaHUEM O HEOOXOJMMOCTH BO3BpaTa 3aflep>KaHHBIX KHUT; aHAIIN3
3¢ GEKTHBHOCTH MPOICTAHHONW PaOOTHI
Oo0ecrieueHne cOXpaHHOCTH (HOHIOB:
24 |1oAroTOBKA JIOKYMEHTOB HA MUKPO(QHIBMUPOBAHNE  CKAHUPOBaHHE OJIVH JIOKYMEHT 5,4
25 |mepenaya JOKyMEHTOB HA MUKPO(MIEMHPOBAHHE U CKAHUPOBAHHUE onHa maptus (20 16,0
JIOKYMEHTOB)
Caepka Qonza ¢ 31eKTpoHHBIM KatasioroM (JK): OJIVH JIOKYMEHT
26 |oJgHOYACTHBIE JOKYMEHTBI 1,8
27 | MHOTOYaCTHBIC JOKYMEHTBI 3,6
28 | mpoBepka JOCTyIIA K 3JICKTPOHHOMY pecypcy OJIMH JOKYMEHT 54
5.5. CnpaBouHO-OnbMorpaduyeckoe 00CIyKUBaHHE
Tabmuma 92
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/n HU3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
BrimonHeHne yCTHBIX OUOMHOTrpadnIecKux CrpaBokK:
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

1 |noaroroBka pabo4mx MecT €)XEe/IHEBHO 13,0

2 |exemHEBHBIH CTAaTHCTHYECKUH YYeT CIPaBOYHO-OHOIHOTpadIIecKoro €KEeTHEBHO 13,5
00CITy>)KUBaHHs YUTATEINICH

3 | u3ydyeHne OTpHLATEIBHBIX OTBETOB Ha OMOMMOTpaduyuecKue 3ampochl © ©)XEe/IHEBHO 13,5
LIENbIO BBISIBIICHUS Opaka

4 | mpueMm 3ampoca Ha BBIIOJIHEHHE OHOInorpaguyeckoi cripaBKu OJIUH 3a1poc 10,0

5 | ohopmieHrE KOHTPOIBHOTO JIUCTKA MOIH30BATEIS oIuH 1,0

TIOJTE30BATEINb

6 |TemaTtmueckas ycTHas Oubimorpaduueckas crpaBka OJIHa CIpaBKa 17,0

7 |anmpecHas yCTHas CIpaBKa OJTHA CITpaBKa 8,0

8 |yrounsronias ycrHas Oubnuorpaguyeckas crpaBka OJTHA CIIpaBKa 18,0

9 | dakTorpaduueckas ycTHas dubimorpadudeckas crpaBKa OJTHA CITpaBKa 15,0

10 |opueHTHpYIOMmAS KOHCYIbTAIHS onHa 6,0

KOHCYJIbTaLHs

11 | oubnuorpaduyeckas/paxrorpaduueckas crnpaBka 1o Teiaedhony OJlHa CIIpaBKa 12,0
BEINonHeHHe MMCEMEHHBIX OHOIHOrpaguIecKuX CIpaBoK:

12 |mpuem u peructpauusi MHCBMEHHOIO 3alpoca B OPraHW3alMOHHON OJIUH 3a1poC 3
rpymie

13 | gucrieTuepu3anus MUCEMEHHBIX 3anpocoB B rpymme CBO €KETHEBHO 60

14 | perucrpaiys 3anpoca B KypHaje y4era MUCbMEHHBIX CHPABOK TPYIIIbI OJTHA 3aIHCh 3
CbO
IIucbmeHHas TeMaTuueckas cripaBKa:

15 |Temarmdeckas crpaBka 1-0il CTENEHW CIOXXHOCTH: 0 25 Ha3BaHUiA, C OJ/IHa CIpaBKa 1200,0
IPOCMOTPOM OHOIHOTpaUUECKUX HCTOYHUKOB

16 |Temarndeckas crpaBka 2-0il CTENICHH CI0KHOCTH: CBBIIIE 25 Ha3BaHUH, C OJlHA CITpaBKa 2900,0
MIPOCMOTPOM OHOIMOTpaPUIECKIX U TEKCTOBBIX HCTOYHHUKOB

17 | nmuceMeHHas yTouHstomas oubiuorpaduueckas crpaBka OJlHa CIIPaBKa 360,0

18 |muceMeHHast agpecHas CrpaBKa OJlHA CITpaBKa 120,0

19 | mucemenHas dakrorpaduyeckas crpaBka OJlHa CIIPaBKa 360,0

20 | nECbMEHHEIE KOHCYJIbTAIlUH: TeMaTH4ecKas KOHCYJIbTalUs, OJIHA 480,0
KOHCYJIbTALUS-KJINIIIE KOHCYJIbTALHS
PenakTupoBaHue BBIIIOJIHEHHBIX THCHbMEHHBIX CIIPABOK:
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[lokyMeHT npefoctaBneH KoHcynbTaHTloC

[aTa coxpaHeHus: 26.05.2015

21 |anmpecHasi MMCbMEHHas CIIpaBKa OJTHa CIIpaBKa 9,0
TemaTtndeckast MICbMEHHAS CIIPaBKa: OJIHA CTIpaBKa
22 | 1-if cTeneHu CI0KHOCTH 18,0
23 | 2-i cTeneHu CI0KHOCTH 48,0
24 | yTouHAIOMmIAs MMCHMEHHAS CIIPaBKa OJITHA CITpaBKa 8,0
25 | pakrorpaduueckas MMCbMEHHas CIIpaBKa OJTHa CIIpaBKa 8,0
26 |perucTpanys BBHIIIOJHEHHON NHChMEHHOW cmpaBku B Tpymme CBO B 0JIHA 3aIMCh 3,0
XKypHaJIe yJeTa MMChbMEHHBIX 3aIIpOCcOB
27 |peructpauus BBIIOJHEHHON NMUCHMEHHOW CIPaBKH B OpPTaHM3alMOHHOM OJIHA 3aIUCh 2,0
rpynne CbO
28 | odopmIteHHE U TIepeada/oTIpaBICHIE OTBETA 3aKa3UUKY OJIMH 3a1poC 12,0
BupryansHas cipaBodHas ciryk0a:
29 |BUpTyasbHasl TEMaTUYECKasl CIpaBKa OJTHA CIIpaBKa 18,0
30 |BupTyanmpHas agpecHas CIpaBKa OJTHA CITpaBKa 7,0
31 |BupTyasbHasl YTOUHSIOIIAS CIIPAaBKa OJlHa CIIpaBKa 18,0
32 | BupTyaslbHas OPUEHTHPYIOMIAS CIIPaBKa OJTHA CITpaBKa 6,0
33 | odopmiteHHE OTBETA HA 3AIPOC YUTATEIIS OJTHO TICHMO 6,0
34 | momosiHEHHE apXUBa BHIMOIHEHHBIX crpaBok ("'ba3a 3Hanuii") OJlHa CIpaBKa 11,0
35 | ckarupoBanue fokymMeHTOB U3 (hormoB CHO Mo 3aka3aM moip3oBaTeei OJTHa CTpaHUIIA 3,0
Koncynprarmm: o/lHa
KOHCYJIbTAIHS
36 |Meromuueckas 10,0
37 |Temarnyeckast 10,0
38 |nokanbHAs KOOPAWHALMS M JUCHETYEPHU3AIHS BEIIIOJHEHHUS BUPTYalbHBIX | OJHO IHCHMO 12,0
CIpaBOK
Bubnmorpagdudeckoe oOyueHre MOIb30BaTEICH
KoHncynpranuu: onHa
KOHCYJIbTAIHS
39 | Meromnueckas 10,0
40 |TemaTnyeckas 15,0
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[aTa coxpaHeHus: 26.05.2015

41 |moaroroBka OuOIMOrpaduvIeckoro 063opa Mo METOIUKE (HOPMUPOBAHUS OIIuH 0030p 2400,0
6ubnmrorpaduueckoit 3aImcH, paboTsl c KaTaloramu,
O6ubnrorpaduuecKUMu HUCTOYHUKAMU (dopmupoBaHus CIHcKa

JUTEPATYphl K HAyYHOH paboTe

42 |moAroTOBKAa W TPOBeACHHE OMOImMorpadudeckoro o03opa 1mo METOIUKe onuH 0030p 480,0
6ubmorpadIeckoTro ONMCAaHUSA

43 | mpoBeneHHE 3KCKypcHd 1O (OHIAM U CIPABOYHO-OMOIMOrpadUIeckoMy | OJHA 3KCKYPCHUS 480,0
armapary (CBA) LIBC

Benenue cipaBoyHO-0MOIHOrpadhuuecKoro anmapara;

44 | BeseHME apXUBA BBITOJHEHHBIX CIIPABOK B 3JICKTPOHHOM PEXKUME OJTHA CTIPaBKa 8,0

45 | BBOI KapTOoTeK B B/] OJTHAa KapTOYKa 6,0
BericraBouHast paboTa: OJIHA BHICTAaBKa

46 |pa3paboTka IUIaHA OpPraHU3alUUd W JKCIOHHUPOBAHUSA TEMATHUYCCKOU 2160,0
BBICTABKH

47 | mOATOTOBKA COTPOBOANTEIFHON JOKYMEHTAIINY K BBICTABKE, STHKETaXKa 360,0

48 | MOHTa)XX BBICTaBKHA 480,0

49 | 1eMOHTaX BBICTABKHU 240,0

IIpumeuanue: mpu paboTe ¢ ITOKYMEHTaMH Ha HWHOCTPAaHHBIX EBPONMEHCKMX S3BIKaX M sA3bIKaX HapoAoB Poccuiickoif
Deneparuy, KpOMe pycCcKOTo, K HopMaM BPpeMEHH NMPUMEHseTCs MoBImatonmi ko3ddurumenr 1,15.

5.6. HoTHBIe U31aHUS U 3BYKO3AIHUCH

Tabnwma 93
N HammenoBanwme nporecca, ornepanui. CoctaB pabOTHI Enunnna Hopma
n/n N3MepeHust BpPEMEHH, MUH.
1 2 3 4
dopmupoBanue 6nOMMorpaguIecKoil 3amcu:
1 |Ha rpaMIUIaCTHHKH Ha PYCCKOM S3bIKe (OIMcaTeIbHas KaTaloru3aris) OJIUH JTUCK 140,0
2 |Ha rpaMIUIACTHHKA Ha WHOCTPAHHBIX E€BPONMEHCKUX S3bIKaX M S3bIKAX OJIMH JUCK 180,0
HapogoB Poccuiickoit ®enepainuu, KpomMe pPyccKoro (ommcaTernbHast
KaTaJOTU3aIHs)
3 |Ha ayamo KOMIaKT-IMCKE HAa PYCCKOM s3bIKe (OMHUcCaTeIbHAs OJIMH JUCK 160,0
KaTaJoTU3a1usl)
4 |Ha ayaMo KOMITAKT-IWCKE HAa HHOCTPAHHBIX CBPOIEUCKUX SI3BIKAX M OJIMH TUCK 220,0
si3pIkax HaponoB Poccuiickoir ®Denepanuiv, KpoMe PYCCKOTO S3bIKA
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(onmcarenbHas KaTaJOrU3aIHs)
5 | Ha My3BIKaTbPHOM KOMIAKT-IHCKE (OMMCaTeIbHAs KaTaTOTH3ALIIHS) OJIIMH JUCK 480,0
6 |Ha HOTHBIE M3JAHUS HA PYCCKOM SI3bIKE (OMMcaTeNbHas KaTaJoTru3arys) OJIVH JIOKYMEHT 132,0
7 |Ha HOTHBIC W3JaHHS Ha MHOCTPAHHBIX E€BPOINEHCKUX SI3bIKaX M SA3bIKAaX | OJMH JOKYMEHT 140,0
HapojoB Poccuiickoit ®enepanuu, Kpome pycckoro (omucaTeiabHast
KaTaJoTu3a1usl)
CrpaBouHO-0nbOHOrpadmaeckoe 00CTy)KUBaHHE B YNTAIFHOM 3aJ1e
BerInonHeHHe yeTHOM 6ubnuorpaduyeckoii crpaBKu:
8 |mpmem 3ampoca Ha BRIIOTHEHHE OMOTHOTpadUIECKON CIIPAaBKU OJIMH 3a1poC 6,0
9 | remaruyeckasi ycTHas OubiMorpaduyeckas cnpaBKa OJTHA CIIpaBKa 20,0
10 |ycrHas agpecHast OubIHOTpadIuecKkas crpaBKa OJTHA CITpaBKa 12,0
11 |yrounstomas ycTHas Oubiamorpaduyeckas cpaBka OJTHA CITpaBKa 22,0
12 | pakrorpaduyeckas ycrHas oubnuorpaduueckas crpaBka OJTHA CIIpaBKa 18,0
KoHcynbraumu: oJHa
KOHCYJIbTaLHs
13 | 6ubnuorpaduyeckue 10,0
14 | opueHTHpYIOIIHE 3,0
15 | BcnoMoOrarelibHO-TEXHUYECKUE 6,0
BrimonHenue NMCbMEHHBIX OMOIUOTrpaguuecKux CpaBokK:
16 |mpmemM ™ perucTtpamus 3ampoca B KHUTE ydeTa NHCBMEHHBIX | OJIHA CIIpaBKa 15,0
OoubmorpadUIeckux CIpaBoK
17 |u3yueHue 3ampoca, YCTAHOBJEHHE WM YyTOYHEHHE OJIEMEHTOB | OJiHA CIpaBKa 900,0
oubmmorpaduueckoit 3amucu
Benenne cipaBouHO-0nbIMOrpadMueckoro anmnapara:
18 | odopmieHue KapTOUYKH AJIsl KAPTOTEK OJIHa KapTOo4Ka 16,0
19 |co3manme Oubmmorpadmdeckoit 3anmucu (b3) Ha cTaThu MO MYy3BIKE U3 0JIHa 3aIHCh 8,0
JIOKyMEHTOB, HE COOTBETCTBYIOIIMX Npodmio M3
20 | BeneHHE KapTOTEK OJIHa KapToyKa 1,0

5.7. Pabota ¢ nmuteparypoii mo 0MOIHOTEKOBEACHHUIO, OMOIHOrpad)OBEICHUIO U KHUTOBEICHUIO

Tabiuua 94
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N HaumenoBanue npouecca, onepauun. CoctaB paboThl Enunnna Hopma
n/n N3MEpeHust BpPEMEHH, MUH.
1 2 3 4
OO0paboTKa HOBBIX MOCTYIUICHUH B iporpaMMHoM obecnieueHuu (I10):
1 |mpueM  HOBBIX  TOCTYIJIGHHWH  OTEUYECTBEHHBIX  JOKYMEHTOB B | OJWH JOKyMEHT 0,5
JHUCIETYEPCKOH porpamMMe repeaadn
2 |mpueM HOBBIX IOCTYIUICHHH Ha MHOCTPAHHBIX €BPONEHCKMX S3bIKaxX M| OJIHH JOKYMEHT 1,0
s13pIKax HapoaoB Poccuiickoit denepanuu, KpoMe pyccKoro
3 | oopmiieHHEe KapTOUYKH Ha TOKYMEHT Ha PyCCKOM SI3bIKE ISl KATAJIOTOB M |  OJIHA KapTOuKa 8,0
00JIaCTHBIX KapTOTEK C UCIIOIb30BaHUEM OuOIMorpaduieckoii 3anucu
4 | odopmieHHe KapTOUKH Ha IOKYMEHT Ha WHOCTPAHHBIX EBPONEHCKHX | OIHA KapTOUKa 10,0
sI3pIKaxX M si3bIKax HapoaoB Poccuiickoit denepamnuu, KpoMe pycckoro,
JUIT  KaTtaloroB M OONACTHBIX  KapTOTEK C  HCIIOJIb30BAaHHEM
oubnmorpadudeckoil 3amucu
5 | ananutuuyeckoe onucaHue 0KyMeHToB B [1O OJIHa CTaThsl 12,0
OOciryxuBaHNe TOJIb30BATEICH; BUPTYyaJIbHAs CIIPAaBOYHAsS CITyk0a:
6 |mpuem OuOIHOTpadHUUECKOTrO 3ampoca YUTATEISA OJIMH 3a1poC 3,0
7 | BUpTyanbHas TeMaTHYECKas CIIpaBKa OJlHA CITpaBKa 54,0
8 |BupTyanpHas anpecHas crpaBKa OJTHA CITpaBKa 18,0
9 | BupTyanbHas yTOYHSIOLIAs CIIPaBKa OJTHa CIIpaBKa 26,0
10 |BupryambHas akrorpadudeckas crupaBka OJTHA CITpaBKa 20,0
11 | odopmieHue oTBETa Ha 3AIIPOC YUTATEIIS OJTHO ITHUCHMO 10,0
12 | momosHeHUe apXKBa BHINOIHEHHBIX cripaBok ("ba3a 3HaHuit") OJIHa CIIpaBKa 10,0
13 | exxenHEBHBIH CTATHCTHYECKUH YYeT CIpaBOYHO-OMONIMOrpaduieckoro €XKEJHEBHO 12,0
o0ciryKMBaHHs YUTaTeNeH
5.8. O0paboTKa ONTHYECKUX KOMIAKT-TICKOB (ODP)
Tabmuna 95
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
n/n HU3MEpeHust BpPEMEHH, MHUH.
1 2 3 4
1 |momyueHME M OCTaBKa ONTHYECKUX KOMIAKT-AMCKOB U3 JUCIETYEPCKOM OJlHA TTAPTHS 30,0
OLIK3 nokymeHToB (100
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JIUCKOB)
2 | mpueM HOBBIX HOCTYIUICHUH ONTHYECKUX KOMIAKT-IHUCKOB OJTHA TTAPTHUS 60,0
nmokymeHToB (100
JTUCKOB)
3 | cyMMapHbIif y4eT KOMIaKT-IUCKOB (II0 YCTaHOBJIEHHOH (opme) OJlHa MapTus 7,0
JIOKYMCHTOB
4 | uHAMBUAYaNBHBINA Y4E€T KOMIAKT-IUCKOB OJIHA 3aIUCh 1,0
5 | Texamueckas 00pabOTKa ONTHIECKAX KOMIIAKT-IICKOB OIIMH TOKYMEHT 2,0
6 |mudppoBka TOKYyMEHTOB B MOAYJIE dK3eMIuIsapbl [10 OJIMH JOKYMEHT 1,0
5.9. Pabota ¢ unTarensiMu
Tab6muma 96
N HammenoBanwne npomecca, ornepanui. CoctaB pabOTHI Enunanna Hopma
n/m U3MEpeHUs BpPEMEHH, MUH.
1 2 3 4
3anuch mosb3oBarens B OubInoTeKy, paboTa ¢ yuTaTeaem:
1 |moaroroBka paboymx MeCT TIONB30BaTeNiel W OOCIYKHBAFOIIETO oxuH [1K 2,0
MIepCOHaNa: MPOBEPKA TEXHMIECKOTO COCTOSIHUS CETEBOTO 00ECIICUeHIS 1
rapKa BBIYMCIUTEIbHON TEXHUKH, BKiItoueHue [1K
2 |mpuHsTHe Mep mno JnukBuaanuu cboeB B pabore IIK, pabore cern, oJuH cOoi 10,0
OTCYTCTBHUS OCTyNa K 0a3e MaHHBIX MOJIb30BaTeici, HHPOPMHUPOBAHHE
COOTBETCTBYIOIIMX  CIy)0 O c0O0sIX, TIpoBepKka HEUCIIPABHOTO
obOopynoBanusi, ¢Qukcanus cO0eB B TETpaad ydeTa C YKa3zaHHEM
XapakTepa HEHCIPABHOCTH M BPEMEHH Hauaia c0Os, MOCIe yCTPaHCHHSI
HETIOIAIKA OTMETKA BPEMEHH €€ YCTPaHCHHUSI
3 |mpocMOoTp  MOKYMEHTOB — 4urtarens  (MACHOPT,  YAOCTOBEPEHHUE, | OJUH YUTATEINb 3,0
MOPYYUTEIBCTBO), TPOBEPKAa  HAUYUS  YYCTHO-PETUCTPAIIMOHHOM
KapTOYKH YHTATEIIS
4 | 3amonHeHue (GOpMyIIsIpa YUTATEIIS, YICTHO-PETUCTPALIMOHHON KAPTOYKH, | OJHH KOMILICKT 5,0
YUTATENBCKOTO OMyieTa
5 |o3HakomileHHE uHTATENs C NpPABWIAMHU IMOJIB30BaHHUA OHONHMOTEKOH, | OIWH YUTATEINh 6,0
pactooxxeHreM (OHJa, CIIPABOYHBIM aIapaToM
6 |mombop m paccraHoBKa IO HomepaMm OwieroB, andaBuTy ¢GaMmwinii| OaHA KapTOuKa 2,0
YUTaTeNeH YIeTHO-PETHCTPAIIHOHHBIX KaPTOYCK
7 | ocymecTBIeHHE KOHTPOJIS 32 BO3SMOKHBIM HAJTWINEM JaHHBIX O YUTATEJe | OIUH YUTATENh 0,5
KaK HapymmTese (JUIIEeH MpaBa MOJIb30BaHUs); BeneHNe (M peryssIpHbII
MIPOCMOTP) KapTOTEKH YUTATENCH-HAPYIITUTENEeH
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Ilepeperucrpanus ynraTeieu:

monck (opmyispa (pPErHCTPalMOHHONW KapTOYKH) YHTATEINs, BHECEHUE
U3MEHEHHH B HHX M B YHTATEIbCKUX OWIeTaX (YTOYHCHHE AHKETHBIX
IaHHBIX, HOBOTO YHTATEIBECKOrO HOMEpa, IaThl IepeperiucTpanuu) c
BEJICHUEM KapTOTEKH HAyYHBIX TEM M TEKyIINX U3MEHEHHH (IoIydeHue
3BaHUH, ITyONIUKaNni, TapoB)

OJIHA KapTO4Ka

2,0

3anucs (mepeperucTpanus) YuTaTeseil B aBTOMaTU3UPOBAHHOM pEXHUME:

cheMKa GoToKaMepoil 1JIsl UUTaTeIbCKOTO OHileTa U BCTaBKa (ororpaduu
B UNTATEILCKUN OMIIeT

OJJVH IIOCCTUTCIIb

2,0

10

odopmieHHE KoIa 4YMTATENs C KOHTPOJIBHBIM pPa3psgoM U CPOKOM
NOJNB30BAHUSl  YMTATENILCKUM  OMJIETOM, Ha  OCHOBE  BBEIJAHHOW
nHpOpMAUH

OJJHH IIOCCTUTECIIb

0,4

11

BbIJJa4ya Ha HpI/IHTep CBe[[eHI/Iﬁ O 3alMcaBLIICMCd 4YHUTATCIIC B BHUIOC
YUATATENLCKOrO OuieTa

OJJVH IIOCCTUTCIIb

0,4

12

Ha60p Ha KJIaBHATypeC CBCI[eHPIfI O YUTaTeCJIC: (I)aMI/IJ'II/Iﬂ, nMs, OT4YCCTBO,
XapakTCpU3yromue €ro Nnpu3Haku (O6paBOBaHI/I€, CHeI_lI/IaJ'ILHOCTL), KOz,
HOMCD YUTATCIILCKOI'O 6I/IJ'IeTa; CI)OTOC’BGMK&

OJHH IIOCCTUTECIIb

2,0

13

OCYIIECTBJIEHHE KOHTPOJIA 32 BO3MOXHBIM HaJWYMEM JaHHBIX O
4yuTaTele, 3alUCaBIIeMCsl B OMOIMOTEeKy (paHee 3amucaH, JIUIIEH HpaBa
MIOJIb30BAHMUS)

OJIVH IIOCCTUTCIIb

2,0

14

0(1)OpMJ'I€HI/Ie YUTATEILCKOr0 OHIIETa C HOMCPOM M CPOKOM I10JIb30BaHUSA
YUTATCIIbCKUM 6I/IJ'I€TOM, Ha OCHOBEC BLI,I[aHHOﬁ I/IHq)OpMaI_[I/II/I

OJINH OMJIET

1,0

15

BbIJJaya Ha TPHHTEP CBEJICHHH O 3alMCaBIIEMCsl YHTATeNe; NPOBEICHNE
panvovacTOTHOW MICHTH(UKAIMK YUTATEIbCKOrO OMIIeTa; NpOBEICHHE
JICHE)KHOTO B3aMMopacueTa ¢ II0JIb30BaTelIeM uepe3 Kaccy; yAaJeHHAs
3aIliCh: CBEpKa JAHHBIX PErHCTPALlMOHHON KapTOUKHM, KONMHUH ¢ Hacnopra,
odopmiieHre  oroBopa-oepTel Ha IPEAOCTaBICHHE JOCTyNa K
JIEKTPOHHBIM pecypcaM OHMONMMOTeKH, HA0OP Ha KJIaBHAType JNaHHBIX, IS
3al0JIHEHHS JI0TOBOpA, BBIBOJ JOrOBOpa Ha MPUHTEP, MOANUCH JMIA,
3aKJII0YABIIETO JJOTOBOP

OJIVH ITIOCCTUTECIIb

15,0

16

ohOopMIICHHE BXOJla-BbIXOJa 4YHUTATENs W3 OUONMMOTEKH (TIOCTOSTHHBIN
YUTATENHCKAN OWIIET CKAHUPYETCSI, BBIAAETCS KOHTPOIBHBIN JINCTOK)

OJIWH ITIOCCTUTCIIb

2,0

Brimonnenne TpC6OBaHHﬁ HOHBSOBaTGJIeﬁ, BblJa4a JOKYMCHTOB U3
OCHOBHOTI'O KHI/IFOXpaHCHI/ISI/CHGIII/IEU'II/ISI/IPOBaHHOFO (bOH,HaZ

17

MOJTy4eHHEe TPeOOBaHMUS Ha TOKYMEHT U3 OCHOBHOTO XPaHEHHs, TPOBEPKa
MIPAaBUIBHOCTH 3aNIOJTHEHUS TPEOOBaHMSA, PETUCTPAIIS

OJTHO TpeOOoBaHUE

1,0

18

NoJyuyeHne TpeOoBaHMS HA JOKYMEHT, IIPOBEpKa MpPaBHIBHOCTH
3aI0JTHEHMs] TPeOOBaHUsI, perucTpanus, 10padoTka TpedboBaHus, mMoaoop
110 IMQpamM B CIICUAIN3UPOBAHHOM (OHIE

0JTHO TpeOoBaHUE

1,0

19

YCTaHOBKAa ME€CTa HaXOXIACHUA HEHaWJICHHOTO JOKYMCHTaA II0 bazam u

OOWH TOKYMCHT

50

KoHcynbTaHTINIOC

www.consultant.ru

Hafieé)KHasa npaBoBaa noaoAepXXKa

Ctpanuua 214 n3 219


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

0aHKaM JTaHHBIX, CIIPABOYHBIM KapTOTEKaM, KaTaJoram
20 |Bplmaga JOKYMEHTa W3 OTHENa KHUTOXPAaHEHUs/CIEIUATU3NPOBAHHOTO | OIUH JOKYMEHT 15
(oHIa YUTATEINIO; OTMETKA Ha KHIDKHOM (OpMyIsIpe/TpeOOBaHNN; 3aIHICh
JOKYMEHTOB B UYHTATEIBbCKYI0 KapTOUKH (BKIAJHON IJIMCT), OTMETKA B
KHHTE 3aKa30B
Bbiaya TOKyMeHTa W3 OTAENa KHUTOXPaHCHHS/CIICIUATU3UPOBAHHOTO
(hoHIa YUTATEIIO:
21 |npueM IOKYMEHTa OT YUTATEeIsl/I0JIb30BaTeNs OJIUH JOKYMEHT 1,0
5.10. Brigaya KOMIUIEKTOB JJOKYMEHTOB BO BPEMEHHOE ITOJIb30BAHUE TTOAPA3ACICHUAIM OUOIHOTEKH
Tabauna 97
N HammenoBanwne npomecca, onepanuu. CoctaB pabOTHI Enunanna Hopma
/o U3MEpeHUs BpPEMEHH, MUH.
1 2 3 4
1 |odopmieHne 3asgBKH/aKkTa Ha KOMIUIEKT JOKYMEHTOB, IepeIaBacMbIA B | OJHA 3asBKa, OJIH 20,0
CTPYKTYpHOE MOJIpa3/ieieHrue aKT
2 | moabop MOKyMEHTOB B KOMIUIEKTBI, PETUCTPAIIMS BbIIAHHBIX TOKYMCHTOB | OIMH KOMIUICKT 10,0
B YUYETHBIX opMax
3 |BBIgaua KOMIUICKTOB JTOKYMEHTOB, OTMETKAa HA KHUXHOM (opMyssipe| OIMH KOMIUICKT 5,0
(uHIMKATOpE) JaThl BBIJAYH, MAHHBIX MOAPA3ICICHHUN, MOJYYArOIIUX
KOMIUIEKT, OTMETKAa B KHHI€ BBIJAYM JaThl BBIJAYH, JAHHBIX
MOIPA3ACICHUH, IOIYYAIONMX KOMILJICKT, OTMETKA B aKTE Mepeaayn
4 |mony4eHHE KOMIUIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX HOJpPAa3JeNeHH; | OIMH KOMIUICKT 18,0
MONCK KHIDKHOTO (opMynsipa (MHIUKATOpa), MOTAlICHHE OTMETKH O
BEIJIa¥e, BIIOKEHHUE €r0 B JJOKYMEHT; IPOBEpPKa (PU3MUECKOTO COCTOSHUS,
IepecyeT JIUCTOB, CBEpKAa C aKTOM IMepefayH; IMOTalleHUe OTMETKHA O
BbIJjaUye B KHHUI'€ BBIIAYH

5.11. ObcnyxuBaHUe MOJIb30BaTENEH JOKYMEHTaMH B 3ajie C THOPUIHBIM 0OCITY)KHBAaHHEM, 3aJI€ JIEKTPOHHBIX PECYpPCOB, 3alle
"HurepHet", 3aJie cenuanu3npoBaHHoro otaena. [Ipuem 3akazos 1o TenedoHy n3 ropoaa

Tabmuma 98
N HawnmenoBanwue nporecca, oneparun. CoctaB paboThl Enuanima Hopma
n/m H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
1 |mpoBeleHHE KOHCYJIbTAallMHM, Oeceibl C YHTaTeJIeM [0 MPaBWJIAM | OJHUH YUTATEINb 2,0
o0OCIy)KMBaHHs B 3aJie W MOPEAOCTABISIEMBIX YCIIyrax, MO MeETOAUKE
MOMCKa TII0 CIpaBOYHO-OMONMOrpaduaeckoMy ammapary npu U3, y
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KaTaJoroB, KapTOTCK, KHUKXHBIX IIOJIOK, O BO3MOXHOCTAX IIOMCKa H
HCIOJIb30BaHUA JJICKTPOHHBIX PECYPCOB; I/IH(l)OpMI/IpOBaHI/Ie qyuTaTeiss o
HOBBIX IMMOCTYIJICHUAX

KoHCynbTau 1o pabore ¢ IIK B 3ame, mo paboTe B 3IEKTPOHHOM
O6ubnmnoTexe

OIWH YHUTaTCIIb

2,0

npuemM 3aKa30B MOJIb30BaTEICH Ha n3gaHus us3 OCHOBHOTO
KHUTOXpaHWJIMIIa

OJIMH 3aKa3

0,9

MOJydeHHe  JOKYMEHTa,  3aKa3aHHOTO  YHTaTelieM B OTHAeNe
KHUTOXPaHEHUs!/CIIeIMaIU3UPOBAHHOTO (hOH/1a/YNTATILHOM 3aJle OT/AeNa

OJIVIH TIOKYMEHT

0,9

pacCTaHOBKa PISZlaHPIﬁ Ha 6p0HeHOJ'IKaX YUTAJIBHOT'O 3aJjla, MOCTYIUBIINX
N3 KHUT'OXpAaHWJINIIA 110 3aKa3aM MOJIb30BaTEICH

OIIMH TOKYMEHT

0,3

noA0Op JOKYMEHTOB Ha OpOHEMNOJKe, 3aKa3aHHBIX M3 OCHOBHOTO
KHUTOXpaHWININA, Nlepesiada Ha Kadeapy Belaadn

OJIVIH TIOKYMEHT

0,4

oA00p TOKYMEHTOB B IIOACOOHOM (POH/IE YUTAIBHOTO 3aJIa, Iepeada Ha
Kadenpy BeIIaun

OIIMH TOKYMEHT

2,0

noA0Op JOKyMEHTa B XpaHEHUH CHELUATN3UPOBAHHOTO (OHMAA, OTMETKA
Ha TpeOOBaHUH, Nlepeaya JOKyMeHTa Ha Kadeapy BbIIaun

OJIVIH TIOKYMEHT

10,0

YCTaHOBKa MECTa HaXO0XJICHUA HeHaﬁ,I[CHHOFO JAOKYMCHTA 1o
CIIPABOYHBIM KapTOTCKaM, KaTajgoramM, perucTtpanus OTKa3oB

OIIMH TOKYMEHT

22,0

10

BblJjaya JIOKYMEHTa YHWTATENI0: CBEpKa BBIJABaEMOI0 JOKYMEHTa C
YUTATENECKUM TpeOOBaHMEM, TIpOBEpKa HAIWYMS CTPAHUI/KaJpoB
MUKpodmiIbMa,  MHUKpOQHWII,  COJCp)KaHWE  JAWUCKA,  CUHTHIBAHHE
mTpux-Kofga (TpH IIEKTPOHHOM 3akaze) B Moayie "mupkymsiusa” DK,
OTMETKa KHUTOBBIZIAYH Ha KOHTPOJILHOM JINCTKE

OJINH
KOHTPOJIbHBIN
JIMCTOK

1,8

11

mpueM JIOKyMEHTa OT 4YHTaTeNisl: CBepka ero ¢ TpeboBaHUEM
(KOHTPOJILHBIM JIUCTKOM), TPOBEPKA COXPAHHOCTH JOKYMCHTA, HATUYHS
CTPaHUI/KaaApOB MHUKpPO(GUIbMa, MHUKPOQHUILI, COACpPKAHUE JUCKA,
CUYMTBIBAHUE IITPUX-KOZA (MIPH IJCKTPOHHOM 3aKase), BHECEHHE OTMETKH
0 MpHeMe Ha KOHTPOJIBHOM JIMCTKE

OJIH IOKYMEHT

1,0

12

Hepeﬂa‘la/TpaHCHOpTHpOBKa/}IOCTaBKa JAOKYMCHTA, CAAHHOI'O0 YUTATCIICM,
B OTACJ] KHUTOXPAaHCHUS

OJIMH JOKYMEHT

1,0

13

BBIICHCHHE 10 IOBOJY 3aKa3a M IPOUICHHE CpPOKa IIOJIb30BAHUS
JOKYMEHTaMH 110 TeJIe(OoHy

OJIUH 3aIPOC

1,0

14

BbISICHCHHUE 110 IMOBOAY 3aKada U TMPOMJICHHUE CPOKa MOJIb30BaHUA
JAOKYMEHTaMH I10 SHGKTPOHHOﬁ 1o4yTe

OJTUH 3a1pPOC

2,0

15

obecrnieueHre KOHTPOJIA 32 CPOKAMH MOJIH30BAHUS TOKYMEHTOB

OJIUH 3aIPOC

0,8

16

MIPOAJICHHE CPOKA IOJIB30BAHMS TOKYMEHTOB, IOUCK KApTOYKH, BHECEHUE
OTMETKH O TPOUICHHH CPOKa MOJH30BaHUS, MPOMJICHHE MO TelaedoHy
CpOKa T0JTb30BaHUs

Ha OOWH OCHb

30,0

KoHcynbTaHTINNOC www.consultant.ru

Hafieé)KHasa npaBoBaa noaoAepXXKa

CtpaHuua 216 ns 219


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3 MuHkynbTypbl Poccun ot 30.12.2014 N 2477
"O6 yTBEpXAEHUM TUMOBbIX OTPACNEBLIX HOPM TPyaa Ha paboTbl,
BbIMOJSIHSIEMBIE B 6U...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.05.2015

5.12. BayTpensss padora

Tab6muma 99
N HaumenoBanue nporiecca, onepanuu. CoctaB paboThI Enununa Hopma
n/m HU3MEPEHUs BpPEMECHH, MUH.
1 2 3 4
IToaroToBka K BbIa4e JOKYMEHTOB:
1 |mpoBepka OpPOHEMOJIOK ¢ OTIOKCHHBIMH JOKYMEHTaMH (TI0 CPOKaM) Ha OJIUH JIeHb 10,0
2 | cOpocka TOKyMEHTOB (TI0 CpOKaM) OIIMH TOKYMEHT 0,2
3 |moaBemeHHE WUTOTOB M aHANKM3 paOOTHI 3a MPOUICIIINI /IcHb, BHCCCHHUE | HA OJUH JICHb 12,0
3aMUCH B KYPHAJIBI CTATUCTUKU
4 | mpocMOTp HOBBIX MOCTYIUICHHUH IJIST PEKOMEHIAINH YU TATEIISIM OIIMH TOKYMEHT 3,0
5 |mpocMoTp (TpoBepka MPaBUIIBHOCTH pAacCTaHOBKM) KHUT  (oHIa Ha OJJUH JIeHb 50
OCHOBHOT'O XPaHCHHS
[NonBeneHnne UToroB pabOTHI 3a ICHB:
6 |mpoBepka aHKeT W 3amuceid B 0a3e JaHHBIX Ha COOTBETCTBHE KOJIOB eKEIHEBHO 60,0
(ceMbm) netelt, poauTenel M JPyTuX POJCTBEHHUKOB
7 |mpocMoTp MH(POPMAIIUK O HOBBIX MEPOIPHSATHSIX, 3aHATHUSIX, KHHUKHBIX €XKETHEBHO 40,0
BBICTABKAaX, CIICKTAKIIAX U IPOYEe I PEKOMECHIAIIMY YUTATEIISIM
8 |cmcremarnzanus aHKET IOJIB30BaTENeH, 3aITMCaHHBIX 32 JICHD €XKETHEBHO 15,0
5.13. CnpaBouHas u uH(poOpMaIMoHHas paboTa
Tabmnwma 100
N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuanima Hopma
/1 H3MEPEHUS BPEMEHH, MUH.
1 2 3 4
VYdeT MOCTYIUBIINX BTOPHYHBIX JTOKYMEHTOB (KapTOYEK):
1 |BbIMBICHHE HEBBINOJHEHHBIX 3aKa30B, COCTABJACHHWE 3asBKM Ha| Ha OIHY HEICIIO 840,0
HEBBITTOJHEHHBIC 3aKa3bl
Opranu3anus crpaBoYHO-OuOIHOTpadrueckoro ammapara (CBA):
2 | cocraBneHue 6ubIMOrpad)uIEeCKO 3aMucu OIIMH JOKYMCHT 2,3
IIpocmotp u ot60p KapTouek B CHA B Hensx U3bSATUS WIN EPEMEIICHUS
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(BTOpHYHEI 0TOOP):

3 |u3BATHE U3 KAaTAJIOrOB M KAPTOTEK KapTOYEK Ha JOKYMEHTHI, CIIMCAaHHBIC | OJHO Ha3BaHHUE 1,0
n3 (oHmA;, TPOCMOTP KpaeBemdecknx, OumOnmmorpaduyeckux
¢bakTorpapuuecKux KapTOTeK, U3bSATHE U3 HUX KAapTOUYKH HA JOKYMCHTHI,
HOTEpSABIINE IIEHHOCTh, IEPEBOJ KAPTOYKH B apXHUBHBIC KapTOTEKH
(yHUuTOXKCHHE);  BHECEHHE OTMETKH B  JKypHaJe ydeTa W
PETHCTPAllMOHHOM KapTOTeKe; M3BATHE W3 KaTaloroB M KapTOTEK
KapTOYeK Ha JOKYMEHTHI, CIHCaHHbIe 13 (poHIa

Oprasuzanus KapTOTEeKH ePCOHATUI U TEeMaTHUECKOH KapTOTEeKH:

4 |ompemenicHHE W COCTaBICHHE IMEPEYHS JIHIl, CBEJCHHS O KOTOPBIX | OJHA KAPTOTEKa 15,0
OTPaXAIOTCSI B KApTOTEKe;, MPOCMOTP HH(MOPMAIMOHHBIX HW3IAHWH,
NEPBUYHBIX JOKYMCHTOB, OT60p JOKYMCHTOB [JId BKJIIIOYCHUSA B
KapTOTEKY; COCTaBIICHHE AHAJIUTHYECKOTO AHHOTHPOBAHHOTO
oubIMOrpaduIecKOro ONMUCaHusI TOKYMEHTa

5 |mpocraBieHne KBaMM(pUKAIIMOHHBIX HWHIEKCOB, MOA0Op KapTOYeK IO | OJHA KapTOdKa 4.0
nHAeKcaM (anpaBUTy) W pAcCTaHOBKA KapTOYKH B HWH(OPMAIMOHHBIH
MaccHB

6 |TexHHYecKas M cojuepkarenbHas 00paboTKa JOKYMEHTOB JUIsl BKJIFOUEHUS | OJMH JJIOKYMEHT 3,0

B KapTOTEKY; PacCTaHOBKa KapTO4KH 1o andaButy (paMuinii aBTOpoB U
10 BUJIaM JJOKYMEHTOB

7 |TexHWYECKOE peNaKTHPOBAaHWE KapTOTEK: IIPOBEPKAa COOTBETCTBHA | OJHA KapTOYKa 2,0
CTPYKTYpBI, COACpKaHHA W O(POPMIICHHS KapTOUYEeK B COOTBETCTBUHU C
TpeOOBaHUSAMH JaHHOH KapTOTEKH; 3aMeHa BETXHX KapTOdeK U
paznenureneit

5.14. DKCKypCHOHHAS eI TeTbHOCTD

Ta6muma 101

N HawnmenoBanwue nporecca, oneparun. CoctaB paboTh Enuania Hopma
n/m HA3MEPEHUS BPEMEHH, MHH.

1 2 3 4

1 |skckypcus o 6ubimroTexe 0JIHa SKCKYpCUs 60,0

2 | yrnyOneHHast 9KCKypCHsi C METOIMUECKHM COJIepKaHUEM OJIHa 3KCKYpCHs 300,0

5.15. Ilcuxonoruueckas MoAAep>KKa YuTaTeae

Tabiumma 102

N HaumenoBanue npouecca, onepauun. CoctaB paboTsl Envnnna Hopma
n/n U3MEpEeHust BPEMEHU, MUH.
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1 2 3 4
1 |mpoBeneHne ICUXONIOTHIECKAX KOHCYIBTAINH IS IeTei U poAnuTeNeil mo oJlHa 180,0
BOIMPOCaM Pa3BUTHUS U YTCHUS JeTei KOHCYJIbTAI[HS

prHHOBLIe 3aHATUA I pOZ[PITeJ'Ieﬁ IO BOIIpOCaM pas3BUTUA U YTCHUA OJIHO 3aHATHC

JeTen:
2 | moaroroska 1080,0
3 |mposenenHme 120,0
4 | mpodeccuoHaIbHbIE KOHCYJIbTallU! ULt MOJPOCTKOB u oJlHa 180,0
CTapIIEKJIACCHUKOB KOHCYJIbTalINs
5 |npodeccnonansHBIE TPSHUHATH T TOAPOCTKOB M CTAPIICKIACCHUKOB OJTHO 3aHSTHE 180,0
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