MMHUCTEPCTBO TPYJA POCCUICKOMN ®EJEPALIUM

INOCTAHOBJIEHUE
ot 10 centsiops 1993 r. N 152

Ob YTBEPXXJIEHNUU HOPM
BPEMEHU HA PABOTBI IO ABTOMATHU3UPOBAHHOM APXUBHOM
TEXHOJOI'NM U JOKYMEHTAIIMOHHOMY OBECIIEYEHHIO
OPI'AHOB YIIPABJIEHUA

MunncrepcTBO Tpyaa Poccurickor denepanuu mOCTAaHOBIISIET:

1. VrtBepaute Hopmbl BpeMeHH Ha palOOThl MO aBTOMATU3UPOBAHHOM
apXMBHOM TEXHOJOTMH U  JOKYMEHTAlMOHHOMY OOECIIEUEHHUIO OpraHoB
yhpaBieHusi, paspadotanHbie LleHTpanbHbIM OHOpPO HOPMATHUBOB MO TPYAY IpHU
Bcepoccuiickom  mnieHTpe  mpousBoauTenbHOocTH  MuHtpyna — Poccum m
BcepoccniiCkuM Hay4HO-HCCIIEIOBATENBCKAM HHCTUTYTOM JOKYMEHTOBEICHUS U
apXuBHOTO Aena Pockomapxusa.

2. VYcraHoButb, 4YrO0 HOpMBI BpeMeHH, YTBEPKACHHBIE HACTOSAILNM
[locraHoBiIeHHMEM, PpEKOMEHAYIOTCS Uil [PUMEHEHUs B  MUHHUCTEPCTBAX,
BEIOMCTBAX M JAPYIUX YUYPEKACHUAX U OPraHU3alMsIX, UMEIOIIUX aHAJOTHYHYIO
CUCTEMY YINpaBICHUS, HE3aBUCHMO OT BEJAOMCTBEHHOM MOJUYUHEHHOCTH, (PopMm
COOCTBEHHOCTHU U XO35HCTBOBAHUS.

3. MuHuCcTEpCTBaM, BEJOMCTBaM M JPYTUM YUPEKICHUSIM U OPTaHU3alMsIM B
TPEXMECSYHBIN CPOK C yUeTOM MOTPEOHOCTH MPEeACTaBUTH 3asiBKu LleHTpanbHOMY
OIOpO0 HOpPMAaTMBOB MO TpyAy Ha wu3ganue HopM BpeMeHH, YTBEpP>KIECHHBIX
HactogmuM IlocTaHoBieHNEM.

[lentpanibHOMYy OIOpO HOPMATUBOB TIO TPYyAy OOECHEUYUTh HU3JIaAHUE
HE00XOMMOro KOJIMYECTBA yKa3aHHbIX HopM BpemeHH.

3amecturenb MUHUCTpa Tpya
Poccniickont @enepanun
P.BATKAEB

YTBepKIACHBI

[TocranoBeHneM MuHucCTEPCTBA TPyAa
Poccuiickon denepanmnu

oT 10 cents0ps 1993 r. N 152



HOPMbI
BPEMEHU HA PABOTBI IO ABTOMATU3UPOBAHHOM APXUBHOM
TEXHOJOI'IM U JOKYMEHTAIIMOHHOMY OBECIIEYEHHIO
OPI'AHOB YIIPABJIEHUA

Hopwmbl BpemeHn Ha paboThI 110 aBTOMATU3UPOBAHHON apXUBHOM TEXHOJIOTUU
U JOKyMEHTAIlMOHHOMY OOECIEUYEHHUIO OPTaHOB YMPABJICHUS MPEIHA3HAYCHBI TS
OIIPEENICHHS YHUCIEHHOCTH pa0OTHUKOB, 3aHATHIX BBIIIOJHEHUEM YIPABICHUYECKUX
paboT Kak B TPaJMLMOHHOM PY4YHOM, TaK M B ABTOMATH3UPOBAHHOM pEKUME
O0OpaOOTKM  TEKCTOBOW  JIOKyMEHTAallMd C MPUMEHEHHEM IEePCOHAIbHBIX
koMmibioTepoB Tuma IBM PC XT/AT u coBmecTuMBbIX ¢ HUMU DBM.

COopHUK PEeKOMEHIYeTCs AJI MPUMEHEHHUSI B MUHHCTEPCTBAX, BEAOMCTBAX U
JIPYTUX YUPEKICHUSIX aHATIOTUYHON CTPYKTYpPHI YIIPABJICHUSL.

Hopwmpbl BpeMenu pazpaboranbsl BeepoccuiickumM HayqyHO-MCCIIEI0BATEIBCKUM
MHCTUTYTOM JOKyMeHTOBeleHus u apxuBHoro aena (BHUNA/L) PocapxuBa non
METOJIMYECKUM PYKOBOJCTBOM LleHTpasibHOTO O10p0 HOPMATHUBOB IO TPYAY.

Hopmamu BpeMeHu oOXBadeHbl CICAYIOIMIME BHUABI padOT: MOATOTOBKA
MOJIOKEHUH, JIOJDKHOCTHBIX MHCTPYKIMW, pPErjaMeHTOB palboThl;, pa3palboTka
Tabenss GopM yNpaBlIeHYECKUX JOKYMEHTOB, alibOOMa YHU(PHUIIMPOBAHHBIX (POopM
JIOKyMEHTOB, HOMEHKJIATYphI e, KiIacCu(UKaTopoB, TpadapeTHBIX W THUIOBBIX
TEKCTOB; OpraHu3alus MPOIECCOB KOJUIETUAIBHON NEATEIbHOCTH; PEruCTpalus,
y4eT, KOHTPOJIb, MOUCK, XPAaHEHUE TOKYMEHTOB; CIpaBouyHas paboTa; paboTa 1o
oOpallleHUsIM TPaXK/JaH.

Hopwmel Bpemenn yrBepxkaens! [locranoBnennem Munucrepcrsa tpyaa N 152
ot 10 cenTsa6ps 1993 rona.

1. OO01He mMoI0KEHUS

1.1. HopMmbl BpemeHun Ha pabOThl MO aBTOMAaTU3UPOBAHHON AapXWUBHOU
TEXHOJOTMHM U JTOKyMEHTAllMOHHOMY OOECIEUEHHIO YNPaBICHUS PEKOMEHIYIOTCS
JUTSL OTIpeNIeNIEHus 3aTpaT BpEMEHU Ha paboThI ¢ YNPaBIEHYECKON TIOKyMEHTaluen
B TPAAULMOHHBIX YCJIOBUAX M B YCIOBHUSIX aBTOMAaTU3AllUU YIPABICHYECKUX
MPOLIECCOB, JJIA pacdyeTa YUCICHHOCTH PAaOOTHUKOB JOKYMEHTAIIMOHHBIX CIYKO U
SKOHOMHMYECKOTO OOOCHOBaHMS <*> TPUMEHEHHUS COBPEMEHHBIX CpEJICTB
AIIEKTPOHHO-BBIYUCIUTENBHON TEXHUKU B OPTaHax yNpaBJIE€HUS SKOHOMUKOM.

<*>  DKOHOMHYECKOE OOOCHOBaHHME CO3JaHUsl M BHEJIPEHUS CHUCTEM
JIOKYMEHTAIMOHHOTO O0ecnedyeHus: ynpaBiieHus:: MeTonyeckue peKOMEeHIaluu.
M.: I'maBapxus CCCP, BHUMIA/, 1990. 96 c.

1.2. B ocHOBYy pa3pabOTKM HOPM BPEMEHH TOJIOKEHBI CTPYKTypa M IITAThI
MUHUCTEPCTB, BEIOMCTB, OpTaHHW3aIllUd, YUYPESKIECHUNH <*>; TEXHOJOTHUYECKOE
OIMHMCAHKE YIIPABICHUYECCKUX MPOIIEAYDP; MaTepHUaIbl M3yUYCHUs] OpPTaHU3AIUU TPyAa
B ciryx06ax JIOKyMEHTAI[MOHHOTO oOecrieueHus; pE3yNIbTAThHI
(hOTOXPOHOMETPAKHBIX HAOIIOJCHUN; NaHHbIE OyXTaJaTepCKOro y4YeTa; JaHHBIC
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OIICPATUBHOTO yUCTa U pCruCTpau JOKYMCHTOB.

<*> B nanpHelIeM UMEHYIOTCS YUPEKACHUSI.

1.3. Ilpu pa3paboTke HOPM MCIOJIb30BaHbl CIEAYIOIMINE HOPMATUBHBIC
nokymeHThl: "[lonoxenue o0 opraHu3allMM HOPMHUPOBAHMS TPyAa B HAPOJIHOM
xo3sictBe", yrBepxkaeHo [locranoBnennem I'ockomtpyna CCCP u Ilpesnauyma
BIICIIC ot 19 wmions 1986 r. N 0226/I1-6, "MexoTpaciieBble METOIUYECKUC
pPEKOMEHJAIMU 10 pa3pad0TKe HOPMATHBHBIX MATEpPUAJIOB JUISI HOPMHUPOBAHUS
TpyJa B HEIPOU3BOACTBEHHBIX OTPACIIAX HapOAHOro xo3diicTBa" (M., DKOHOMUKa,
1988), "Eaunas tapudHas ceTka mo oOIIEOoTpaciaeBbIM JOIKHOCTAM CIyXallux'",
ytBepxaeHa lloctanoBnenuem IlpaButennctBa Poccuiickoit ®@enepanuu ot 14
okTs0pst 1992 1. N 785.

[Ipy HOpMHpOBaHMM TpyAa CIEIYyeT UCHOJIb30BaTh "YKpyNHEHHbIC
HOPMATHUBBI BPEMEHU Ha pabOTHI MO JEIONPOU3BOJCTBEHHOMY OOCTY>KHBAHUIO"
(M., DOkonomuka, 1988), "Enunbie HOpMBI BpemMeHU (BBIpaOOTKH) Ha
MaruHonucHbie padoTel”" (M.: 1988), "TunoBsie HOPMBI BpeMEHU Ha pabOTHI MO
KOIMPOBAHUIO U PA3MHOXKEHHUIO TOKyMeHTOB" (M., Dxonomuka, 1986), "Turmnosbie
HOpPMBI BpeMEHUM Ha paldoThl, BBHINONHAEMble B OuOmmorekax" (M., 1991),
"TurnoBble HOPMBI BPEMEHHM Ha TEPEBOJA U MepepadOTKy HAYyYHO-TEXHUYECKOUN
autepatypsl U gokyMeHToB" (M.: 1990), "TumoBsie HOpPMBI BpEMEHU Ha
nporpammupoBanue 3aga4 st OBM" (M.: 1989).

1.4. Tlpu pacyeTre U ONPENCICHHUH HOPM OBUIM HCIOJIB30BaHbI METO/IbI:
XPOHOMETPAKHBIX U3MEPEHUN, MOMEHTHBIX HAOIOJICHUM, SKCIEPTHBIX OICHOK,
MOOTEPAMOHHOTO CYMMHPOBAHUS 3aTpaT BPEMEHHU.

1.5. Hacrosimiue HOpMBI BpPEMEHH PpACIPOCTPAHSIIOTCS Ha BHUABI PadboT
(KOMIUIEKCHI 3a/1a4), SBJISIONINECS COCTABHOM YacThiO [ 0CYyIapCTBEHHON CHCTEMBI
nokymeHTarmoHHoro ob6ecnevenus ymnpasieHus (['CHOYVY), TumnoBoil cucTembl
nokymeHTarmonoro obOecrnieuenuss (TCJIO), ABTomaTu3upoBaHHOTO OaHKa
apXHUBHBIX TOKYMEHTOB (ABH/).

1.6. COOpHHUK COIEP>KUT HOPMBI BPEMEHU B 4Yacax Ha MPUHATYIO €IUHUILY
U3MEpPEHUs 00beMa KaxkJ0ro KOHKPETHOTO BHU1a PaOOTHI.

B cOopHuMKe TPUHATHI CIEAYIONIME OCHOBHBIE €IWHUIIBI H3MEPEHUS:
MAIlIMHOMMUCHBIM JIUCT, CTpOKa (MO3UIMsA), CUMBOJ (3HAK), JMOKYMEHT, (opma
JIOKyMEHTa, BOMNPOC, NEeYaTHBIA JIMCT, pPETrUCTpalMOHHAs KapTouyKa, 3ampoc,
cnpaBka (OTBET), MOMCKOBBIA 00pa3 TOKyMeHTa (3KpaHHas (opma), BUIEOorpamma,
MalllMHOTpamMMa, JeJio, €AUMHUIA XpaHeHus, OJIaHK, CBOJKA, CIpaBKa (IOKJan),
JIEKCUYEeCKasl €JIMHUIA, KIIOYEBOE CJIOBO, OalT, KaJbKYJSIIIMOHHAS €IMHHULIA
(ITpunosxenue 1).

1.7. 3aTpaTbsl BpeMEHU MO MOJHOMY TEXHOJIOTMYECKOMY IMKIIY MOATOTOBKH
JIOKYMEHTOB ONPEACIICHbI MYTEM HEMOCPEACTBEHHOTO U3yUYE€HUS 3aTpaT BPEMEHHU C
WCITOJIb30BAHUEM CTATUCTUYECKUX METOJ0B 00paOOTKH (DAKTUUECKUX JAHHBIX WITU
JTAHHBIX U3 TUIIOBBIX HOPM BPEMEHHU.

Psn  HOpM, Kacaromuxcsi TPYJAOEMKOCTH TPUHSITHS  YIPABICHUYECKUX
pEelIEeHU, pacCYMTaH HAa OCHOBE TEXHOJOTMYECKOIO OMUCAaHMS BCEro IMpolecca
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MOATOTOBKU PEILICHMs, CYMMHPOBAHUSI TPyJ03aTpaT MO BCEM OINEpalusIM, s
KQKJI0M U3 KOTOPBIX UCXOAHBIMU JIAHHBIMU MOCITYXKHUJIN XPOHOMETPAXKHBIE 3aMEPhl
WM DKCTIIEPTHBIE OLIEHKU <*>,

<*> B OCHOBHOM JKCIEPTHHIMU OLIEHKaMH ObUIM OXBAau€HBbI OIEpalu I0
nepeaaye (TpaHCIOPTUPOBKE), COTJIACOBAHUIO U YTBEPXKICHUIO TOKYMEHTOB.

1.8. C yueroM BpeMEHHM Ha MOJrOTOBUTEIHHO-3aKIIOUUTEIIbHBIE PAOOTHI, a
TakKe 00CITyKMBaHUE pabOYero MecTa, OT/bIX (BKIt04Yas GU3KYIbTYpPHBIC NAy3bl U
BpeMsl OTAbIXa, HEOOXOIUMOTO MPHU paboTe C MEPCOHATBLHBIMUA KOMIBIOTEPAMH) U
JMYHBIE TOTPEOHOCTH NPU pacueTe HOPM MpuMeHsuica kodddunuent 1,25.

1.9. Ilpu pacyere HOpM Ha TOATOTOBKY U O0OpabOTKY JOKYMEHTOB C
UCITOJIb30BAaHUEM CIPABOYHOM JIUTEPATYphl, KOPPEKTYpPOH TEKCTA, YCTPAaHEHUEM
IOPUUYECKUX HECOOTBETCTBUI, BBIMOJHEHUEM JPYTHX JIOTMUECKHUX MPOILEAYpP C
JIOKyMEHTHOM uH(pOpMaIel TPUMEHSUICS JOMOJHUTENbHBIA  KOIPPUIIUEHT
HaIps)KEHHOCTH, paBHbIN 1,2.

1.10. Ilpu ogHOBpEMEHHOM NPUMEHEHUHU IONPABOYHBIX KO3((ULHEHTOB
HOpMa BPEMEHU YMHOXaJIach Ha MPOU3BECHUE 3TUX KOA()(OULIMEHTOB.

1.11. Hopmbl BpeMeHM Ha aBTOMATH3WPOBAHHYIO TEXHOJOTHIO IOJIYYEHBI
MyTEM XPOHOMETPAXKHBIX 3aMEpPOB OTACIBHBIX ONEpaluidi 1O BBOAY-BBIBOLY
uH(popManuu C MTOMOILBIO NEPCOHAIBHBIX KOMITBIOTEPOB, npu
aBTOMATU3UPOBAHHBIX MOATOTOBKE, OPOPMIIEHUIO YIPABICHUYECKUX TOKYMEHTOB,
UX KOHTPOJIIO, Y4YeTy, PErucTpaluy, XPaHEHUIO, TOWCKY W JalIbHEUIIeMy
UCITOJIb30BAHUIO.

1.12. Ha ocHOBE HOpM BPEMEHM IIPOU3BOINUTCS PACUET SBOYHON YNCICHHOCTH
pabOTHUKOB, 3aHATBIX JOKYMEHTAI[MOHHBIM o0ecreueHreM,

ACIOIIPON3BOJCTBCHHBIM O6CJ'Iy>KI/IBaHI/IeM, pa60T01?1 C apXHUBHBIMH JOKYMCHTAMM.
1.12.1. C o>TOM LENBD onpenesnseTcd romoras TPYIOOEMKOCTb
HOpMMpPYeMBIXx pator (T ) B YWacax ¢ ydeToOM oOOBeMa KaXIZoTro BuIa
rl
BEIIOJIHSAEMEIX paboT no dopMmyJe:

T = SUM H X V ,
rl i HPi HPi
rme:
H - 3aTpaThl BPEeMEHM Ha BHIIOJIHEHME 1-T'0 HOPMMPYeMOTI'O BuIa
HPi
paboTe, uYac.;
4 - TomoBOM OOBEM 1-T'O HOPMMPYEeMOTO Buza paboTH, eI. W3M.
HPi
1.12.2. Tomoeras TPYOOEMKOCTb HEHOPMMPYeMHx pabor (T ) B u"acax

2
OHpe,I[e.HHeTCH MEeETOIOOM chnepTme OL€HOK C Yy4YeTOM O@"beMa BEITIOJIH A EMBIX
pabor no dopmye:

T =SUMH xV ,
T2 b Hi Hi
TIe:
H - DBKCIepTHas OlleHKa Tpynosarpar BpPEeMeHU Ha J—BIt

HJ



HEHOPMUPYEME BUI paboTel, uYac.;
\% - TOHOBOM 0OOBEM j—-I'O HEHOPMMPYEMOI'O BuIa paboTh, eI. M3M.
Hj
1.12.3. O6bmas romomBas TpynoeMKOoCTb (To) yHOpaBJieHUYeCKMX paborT
paccumTEHBaeTCsa 10 dopmye:

To =T + T .
vl T2

1.12.4. SIBounas yncaeHHOCTh paboTHUKOB (UsB) ompenensercs mo Gpopmyiie:

rae ®n - mone3nslil Goua pabodero BpeMEHH OJHOTO pabOTHHMKA 3a TOJ,
(npumensieTcs B cpenHeM paBHbIM 1800 yen.-u).

[Ipumep pacyeta YMCIEHHOCTH pPAOOTHUKOB CIYKObl JIOKYMEHTalWU
npuBesieH B [Ipunoxennn 2.

1.13. CriucouyHasi 4ucieHHOCTh paboTHUKOB (YUcmh) apxuBa ompenenseTcs: mo

dbopmyie:

Ycn = Yas x K,

rne Ko - kosdduimeHT, y4yuTHIBAIOMUNA T[JIAHUPYEMbIE HEBBIXO/IbI
pabOTHUKOB BO BpEMsl OTITyCKa, OOJIE3HH U T.II.:

% IIJIaHMPYEMBIX HEBBIXOIOB

rae npoueHT (%) TIaHUPYEMBIX HEBBIXOAOB OIPEAETSAETCS IO JaHHBIM
OyXTaJaTepCKOro yJeTa.

1.14. O6BbeKTOM HOPMHUPOBAHUS B aBTOMATHU3UPOBAHHOM PEXHUME SBIISIFOTCS
aBTOMATHU3UPOBAHHBIE MPOIECCHl MH(POPMALMOHHON TEXHOJIOTUHU; HPUBOAUMbIC
HOPMBI pAcCUMTaHbl WJIM HU3MEPEHbI C YYETOM MPUMEHEHUS MEepCOHATbHBIX
xkoMmibtoTepoB Tuna IBM PC XT/AT u coBmectumbix ¢ HUMH OBM, a Takxe Ha
OCHOBE ONBITA UCIOIb30BAHUS aBTOMATU3UPOBAHHBIX 0a3 naHHbIX (ABJl). O6bem
0a3bl JaHHBIX OIPAHUYMBAETCS €MKOCTBIO HAKOMHUTENIEH Ha MKECTKOM MarHUTHOM
nucke (tumna "Bunuectep") He MeHee 20 M0. Bpems peakiiuu cuCTeMbl COCTaBIISET
40 - 60 cek.

1.15. DOnemeHTapHble aBTOMATU3UPOBAHHBIE MPOLECCHl BKIIOYAKOT: BBOJ
uHbOpMallMU O JTOKyMEHTE (MHACKCHUPOBAHUE), BBOJ COJEP)KaHUS JOKYMEHTa U
CTaTUCTUYECKUX JAHHBIX Ha OCHOBE CTAaHIAPTHBIX (OPM, MNPEAYCMOTPEHHBIX
IpOrpaMMHBIM 00€CIIeYeHHEM; MOMCK MH(POpPMAIMU B JUAJIOIOBOM pEXHME Ha
OCHOBE KOMaH/1, IPeyCMOTPEHHBIX TPOrPaMMHBIM 00€CTIEYEHUEM.

ba3pl TaHHBIX CO3[1AI0TCSI HA PYCCKOM SI3bIKE, TE3aypyC CO3JAETCS HA OCHOBE
TEPMUHOB Ha PYCCKOM SI3BIKE.

1.16. CocTaB TEXHUYECKUX U MPOTPAMMHBIX CPEJICTB, TEXHOJIOTHS 00pabOTKH



nanabx Ha [I9BM omnpenensitorces ¢ y4eToM roJloBoro oo6beMa JOKyMEeHT0000poTa
opranu3anuu, 00beMa KOHTPOJIUPYEMBIX JOKYMEHTOB IIPH CPEAHEM 00beMe OJTHOM
PETUCTPAIIMOHHO-KOHTPOIbHONH (opmbl B 1500 cHMMBOIOB, a Takke KOJIWYECTBA
yHUDUITUPOBAHHBIX (GOpM TOKYMEHTOB (He Ooiee 50).

2. Opranu3anus Tpyaa

2.1.  JlokymeHTallMOHHOE  oOOecreueHue ¢ JAEJONPOU3BOJICTBEHHOE
OOCITy’)KMBaHHE OCYIIECTBISACTCA CHEIHATBHON CIyXOO0W HOKyMeHTamuu <*>,
JEUCTBYIOIIEM HA MPABAaX CAMOCTOSTENBHOTO CTPYKTYPHOIO IOAPA3JEiICHUs WU
MOAYMHEHHOM HEMMOCPEACTBEHHO PYKOBOAUTEIIO OPTaHU3ALUH.

<*> EnuHas rocyJapcTBEHHas CHCTEMa JOKYMEHTAllMOHHOTO OOecleueHUs
ynpasieHus. O0ume TpeOboBaHUs K TOKYMEHTAM U ClIy>)k0aM TOKYMEHTallMOHHOTO
ob6ecneuenus. M.: 'maBapxus CCCP, BHUNJIA/L, 1990, C. 62.

PaboTa cinyx0b1 noKyMeHTaIuu periiamentupyercs [lonoxkeHuem o Hel, Ha
OCHOBE THUMOBBIX 3anay, (yHkud u mpaB CrayxObl JTOKYMEHTAIMOHHOTO
o0ecrnieueHusl.

Cnyx0a MOKyMEHTallud HMEET KPYTIyl IedaTh ¢ 0003HAYE€HHWEM CBOETO
HaMMEHOBaHUs (yNpaBlIEHUE JeIaMH, KaHUEISpUsl, OOIHIA OTAE).

2.2. B cocTtaB JIOKYMEHTAIlMOHHBIX CIY>KO B COOTBETCTBUU ¢ EmuHoi
rOCyJIapCTBEHHON CHCTEMOW JOKYMEHTAIIMOHHOTO OOECIEUCHUsl YyNpaBICHUS
BXOJSAT CJENYIOIIME MOJApa3JeieHusl: B MHHHCTEPCTBAX M BEIOMCTBax -
yIpaBJICHHE JIeTaMu (CEKpeTapHuaT, MHCIIEKIUS TPU MUHUCTPE, KaHLEJISIPUs, OTJAEN
MHACEM, OTJEJ COBEPIICHCTBOBAHMUS pPabOThl C JOKYMEHTaMH W BHEIPEHUS
TEXHUYECKUX CPEICTB, IEHTPAJIbHbBIN apXUB); HA TOCYAAPCTBEHHBIX MPEANPUATUAX
(OOBeIMHEHUSAX), B YUYPEKICHUSAX M OpPraHU3AlMAX - KaHUEISApHs, apXwB; B
npedeKTypax - oOUuil OT/IeN, ApXUB.

2.3. ®dynknuu pabOTHUKOB CHY>KOBI JOKYMEHTAIIMU PErIaMEHTUPYIOTCS
JIOJDKHOCTHBIMU MHCTPYKIMSIMH, Pa3pabOTaHHBIMH B COOTBETCTBUU ¢ Tapudno-
KBATM(PUKAIMOHHBIMU  XapaKTEPUCTUKAMHU 10 OOIIEOTPACTEBBIM JIOJKHOCTSIM
CIy)KallluX, YTBEpXKIeHHbIMU MunHucrepctsoM tpyna Poccuiickonn ®Peneparnuu
(M., 1992).

HaumenoBanust  OMKHOCTEH  paOOTHUKOB — CIYKOBI  JOKYMEHTAIMU
YCTaHaBJIMBAIOTCS B COOTBETCTBUU C "ENMHON Tapu(pHOU CETKON MO OTPacieBbIM
JTOJDKHOCTAM — cinyKamux', yTtBepxkjaeHHou IloctanoBnenuem IlpaButenncTBa
Poccuiickoit @eneparuu ot 14 oktsi6ps 1992 r. N 785.

BrlinonHenne paboT UCMONMHUTENAMHA JPYroro J0KHOCTHOTO HAMMEHOBAHUS
HE MOXKET CITY>)KUTh OCHOBAaHUEM JJISI KAKUX-THO0 M3MEHEHHUI HOPM BPEMEHHU.

24. Cnyx0a JOKYMEHTAallMd OCYILECTBISET cleAyomue (QyHKIUH:
pa3pabOTKy W BHEIPEHHUE HOPMATUBHBIX U METOJAMYECKUX JOKYMEHTOB 10
COBEPILIEHCTBOBAHMIO JIOKYMEHTAIMOHHOTO obecrieueHus TUTSt
BHYTPHUBEJIOMCTBEHHBIX W TOABEIOMCTBEHHBIX CTPYKTYp; pa3paboTKy Tabems
MpUMEHSIEMbIX (POPM TOKYMEHTOB, YHHU(PUKAINIO (OPM OTPACIEBBIX JTOKYMEHTOB;
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paboTy ¢ mNHCbMAaMM TpaXkIaH; SKCIECAUIMOHHYI0 00pabOTKy, HOCTaBKYy U
nepeMenieHre JOKYMEHTOB; PETUCTpalio U y4eT JoKymeHToB, co3aaHue UIIC
<*>'  KOHTPOJb  WCIOJHEHUS  JOKYMEHTOB,  O(OpMIICHHE,  BBIIYCK
(TUpaXUpoBaHWE) W  PACCBUIKY JIOKYMEHTOB  KOJUIETHAIbHBIX  OPraHoB;
dbopmupoBaHue, XpaHEHHUE JIe] U UX UCIOJIb30BaHKE, MOJTOTOBKY U Mepeaaydy Jeil
B apXMB OpraHU3alUu.

<*> UIIC - uHPOpMAITTOHHO-TIOUCKOBBIE CUCTEMBI.

2.5. Cuyx0a JIOKyMEHTalMW MPOBOJUT IOCTOSIHHYIO palboTy IO
COBEPIIICHCTBOBAHUIO TEXHOJOTHH JTOKYMEHTUPOBAHUS U PabOTHI C JOKYMEHTaMH
Ha 0a3e COBPEMEHHBIX CPEJICTB BBIUMCIUTEIbHON U OpraHU3aI[MOHHON TEXHUKH.

2.6. PanumonHasnbHas opraHu3anusi pabo4yMX MECT M CO3[aHWE HaWITYyYIIHX
YCIOBUM Tpylda sl COTPYOHHKOB CIY)KO TOKYMEHTAallMOHHOTO OOECIeUeHUs
BKJIIOYAET TUIAHUPOBKY CIIYKEOHBIX MOMEIIEHUH B COOTBETCTBUU C TEXHOJIOTHEH
BBITIOJIHAEMOU PaboThl ¥ 3(P(HEKTUBHBIM HUCIOJIb30BAaHUEM pPabOYMX IUIONIAJIEH,
pasMenieHre MeOelad M CIEeUUAIM3UPOBAHHOTO OOOpYIOBaHUS C YYETOM
00s3aHHOCTEM M cocTaBa OINEpaluid, a TakkKe HeoOXoauMoro komdopra,
criocoOcTByOMIEro 3PpHEeKTUBHOMY TPYY.

2.7. Hopma mnnomaau CIyXKeOHbIX IOMEIIEHUH  YCTaHABIMBACTCS
JNEHCTBYIOIIMMU HOPMAaTHBaMHM M3 pacueTa 4YeThIpeX KBaJApaTHBIX METPOB
(MUHHUMAaJIBHO) HAa OJHOTO PaOOTHHKA.

YcnoBus TpyAa HOJKHBI COOTBETCTBOBATH TPEOOBAHUSIM CTPOUTEIHHBIX HOPM
¥ TIPaBUJI, TOCYAAPCTBEHHBIX M OTPACIEBBIX CTAHIAPTOB.

VYcnoBust Tpyaa paOOTHUKOB CIIyObI NMPU aBTOMATU3UPOBAHHON 00pabOTKe
JIOJKHBI  COOTBETCTBOBATH CIIEIUATBHBIM TpPEeOOBAHMSIM, YCTAHOBICHHBIM IS
pabOThI BEIUMCITUTENBHBIX IIEHTPOB.

2.8. Pexum Tpyna W OTAbIXa PaOOTHUKOB, 3aHSATHIX JOKYMEHTAIIMOHHBIM
o0ecrieueHneM YIpaBJ€HUs, YCTAaHABIMBAETCS HCXOJS W3 PACIOpsAlKa JHA C
y4E€TOM perjlaMeHTallud BceX 00s3aTelbHBIX PabOT W BBHIMOJHEHUs Hauboliee
CJIIOXHBIX (TPYIOEMKHUX) U3 HUX B TIEPBOM MOJIOBUHE JIHS, KOT/Ia Y pabOTaronmx
oTMeuaeTcs 0oJiee BHICOKAsl YCTOMYMBAsI pad0OTOCIIOCOOHOCTD.

PabGoTta ¢ mepcoHanbHBIM KOMITBIOTEPOM JOJDKHA 3aHMMaTh He Ooiee 4-X
gacoB moapsia ¢ 10 - 15-MUHYTHBIM MepephIBOM IOCIIe Ka)XI0T0 Yaca, Mpu MEHee
MHTEHCUBHOM padote 10 - 15 MuHYT yepe3 Kaxaple 2 yaca <*>.

<*> BpeMmeHHbIE CaHUTAPHBIE HOPMBI IJIsI PAOOTHUKOB BBIYUCIUTEIHHBIX
HEHTPOB: MOCK. WHCTHTYT TUTHEHBI Tpyna W mpod3aboneBaHuil. AKaneMus
MmeaunuHckux Hayk CCCP, 1982.

PaGoTHukn ciyx0bl JOKYMEHTAMM OOECTIEUMBAIOTCS HEOOXOIUMBIMU
CIIPAaBOYHBIMU MaTepHaJaMH, B TOM UHCJIE: WHCTPYKIUSMU TI0 BEJICHUIO
JIEJIONIPOU3BOICTBA W JIPYTUMU HOPMATUBHO-METOJUYECKHUMH JOKYMEHTAMH,
CIIPAaBOYHHUKAMHU TI0 JEHCTBYIOIIEMY 3aKOHOJATEIhCTBY, CIPABOYHUKAMU-
yKazaTelsiMi U MaMsTKaMH, HEOOXOJUMBIMHU B JOKYMEHTAIIMOHHOM 00€CTIeUeHUN



YIPABJICHUYECKOU JIEATETLHOCTH.

2.9. Paboune mecta paOOTHUKOB CIYKOBI JOKYMEHTAIIMH OOOPYIYIOTCS
COOTBETCTBYIOIIUMH CTOJAMH, 00€CIEUYNBAIOIIMMH yI00HOE pa3MellleHHe Ha HUX
BBIYMCIIUTEILHON M OpPraHU3allMOHHON TEXHUKH, MPEAMETOB TpyJa, SIIUKOB,
NOJIOK M 1KaoB Jii XpaHEHUs JIOKYMEHTOB, METOIAMYECKOW JHUTepaTyphl,
KapTOUEK, JIOTKOB (PUIIOKEHHE 3 - HE IPUBOIUTCS ).

BbIaBUKHBIE SIIMKHU CTOJNA JOJDKHBI OBITH 000PYI0BaHbI MPUCTIOCOOICHUSIMU
JUTSl XpaHeHusI Tanok. Ha kaxaoM simuke JoJDKeH ObITh IEPEUYCHb HAaXOSAIITNXCS B
HEM TIaToK.

Jlenma v mankud AOJHKHBI UMETh SICHYIO MapKHPOBKY, Pa3IUYHYIO PaCIBETKY,
KOJIOBBIC OTMETKH.

Ha crome momkHO HaXOAWTHCS MHUHHUMAIBLHO HEOOXOIMMOE KOJIMYECTBO
JIOKYMEHTOB JIJIsI OTICPAaTUBHOM pabOThI B TEUCHHUE PaOOUEro JHS.

2.10. Opranu3alMOHHO-TEXHUYECKUMH YCIOBHUIMU, MPUHATHIMU B COOPHUKE,
peayCcMaTpUBAIOTCS:

- panMoHaJIbHAsI OpraHu3aIus paboyrx MecT;

- CBOEBPEMEHHOE IOJIydeHHE pabOoTalIMMMU HEOO0XO0IUMOW HHGOpPMaIUH
(KOHCYJBTAIIMN U UHCTPYKIIUHN);

- COOJIIO/ICHHE PAITMOHAIBHOTO PEXKUMa TPYAa U OTAbIXA;

- oOecrieueHre YCTaHOBJICHHBIX CAHUTAPHBIX HOPM.

3. HopmaTtuBHas 4acTth

1. Hopmbl BpeMeHu Ha paOOThI 110 JOKYMEHTALIMOHHOMY
00€eCIeYeHUI0 yIpaBIeHUs

1.1. [ToaroToBKa TUMOBBIX NOJIOKEHUN
O CTPYKTYPHBIX OAPA3ICICHUAX

Conepxanue pabOThI: U3YYEHHE HOPMATHBHO-METOIMYECKOW M TMPaBOBOU
JUTEpaTyphl, yCTaBa, CTPYKTYpPhl M INTAaTOB OpraHM3aluu, (QyHKIMA W 3a1ad
CTPYKTYPHBIX TIOJIpa3/ieJIeH, MOArOTOBKA U 0(hOPMIICHHUE TTOTI0KEHUS.

Tab6auna 1

HOPMbI BPEMEHHU HA TIOJITOTOBKY TTOJIOXEHUI

HammenoBaHme |EngmHuna |lVcnojyHu- Hopma BpemMeHM, U N
pPaboTH n3Mepe- | Tesib HOP-—
HUA TPaIMLMOHHAA | aBTOMATU3U— | MBI

TEXHOJIOT' A POBaHHAA
TEXHOJIOT' A

1 2 3 4 5 6

1. IomroToBKa |5 Mx YIIpPaBJILO—
MIOJIOXeHUs 0O myM JejiaMu




YhnpaBJieHUM »ne-
Jamm (YI)
[looroToBKa 5 M 3aM. yI-—
npoexTa paBJigmnmero

neJsiaMmm 37,0 22,2 1
Koppekruposka |—-"- YIIPaBJIAn—
IpoexkTa mmit mejamm |0, 8 0,5 2
[leuaTaume ue- |[-"- MamyHucTka |1,47 0,015 3
pe3 1,5 uHTEP-
BaJa
CorylacoBaHue IOOKYy~— PUCT,

MEHT MUHUCTP 0,33 0,18 4

YTBepXOeHre ="- pyKoBOOM-—

TeJIb yu-—

pexneHus 0,5 0,5 5
PasMHOXeHM e 1 xomnusd|omneparTop

KMB 0,05 - 6
Oocrarka (ne- |1 nmoc- |xypbep 0,11 0,01 7
penaua B nom— |TaBka
pa3noesieHus)
2. lomroToBka |3 MJ
[IOJIOXEHUS O
CTPYKTYPHOM
nompas3nejyieHun,
cayxbe <*>
[TooroToBKa =-"- yhopaBJiso-
IpoeKTa LUM neja-

MU,

3aB. oTme-

JIOM 22,2 11,32 8
KoppexTupoBka |-"- =" 0,48 0,3 9
lleuaTaume (1,51 xonusa|mammHuctkal|O0, 8 0,009 10
MHT.)
CorjiacoBaHue 3 mMi 0PUCT 0,2 0,11 11
YTBepXoeHue ="- 3aM. MMU-

HMUCTPAa 0,3 0,3 12
PasMHOXeHME 1 xonmsa|omnepaTop

KMB 0,03 - 13
IocTaBka 1 moc- |xypbep 0,07 0,01 14

TaBKa

<*> DKcneauuus, KaHUEIspus, ceKpeTapuar, OOIIMi OT/eJN, UHCICKIUS IO
KOHTPOJITIO.

1.2. IloaroToBKa A0KHOCTHBIX MHCTPYKIUH paOOTHUKAM
JIOKYMEHTAIIMOHHBIX CITYKO

Conepxxanre pabOTBI: W3YYCHHE HOPMATHBHO-METOIMYECCKOH W TIPaBOBOM
JUTEpaTyphl W INTATOB OpraHW3aIMu, €€ (QYHKIWA W 3aaad, MOATOTOBKa W
oopMIIeHIUE UHCTPYKITHA.

Tabmnuma 2

HOPMbI BPEMEHU HA TIOJIOTOBKY JOJDKHOCTHBIX MHCTPYKIINIA



EHHHHHaHSMepeHHH-BﬂﬂHHHOHHCHBﬁiHHCT

HammvenosaHme |Vcrios— Hopma BpemMeHHU, 4 N HOPMEL
paboTH HUTEJb
TpanuLMOHHAaA aBTOMaTU3UPOBAH—
TEeXHOJIOI'UA Had TeXHOJIOTUA

2 M1 (3 v (4 |2 mua |3 M |4 M

1 2 3 4 5 6 7 8 9

[looroToBKA 3aB.
npoexkTa MHCT-|oTmesiom (14,5 |21,49|28,9(9,3 11,11(12,6]1
PYKLUUM
KoppexTHrpoBKa | 3aB.

ormesiom |0,32 10,48 |0,6 |0,2 0,3 0,4 |2
[leuaTaHue Mall—-Ka 0,39 (0,6 0,8 |0,01 |0,01 |0,02(3
CorylacoBaHue |OPUCT 0,2 0,2 0,3 10,2 0,2 0,3 |4
YTBepXxOoeHue 3aB. yI-

paByexn. (0,2 0,3 0,4 |0,2 0,3 0,4 |5
PasMHOXeHMEe ornepaTop

KMB 0,02 |0,03 |0,04|0,02 (0,03 (0,046

1.3. IToAroToBKa HHCTPYKLIMH MO JOKYMEHTALIMOHHOMY
00CITy)KUBaHUIO (AEIONPOU3BOICTBY)

Conepxanue  pabOThl:  HM3Y4YEHUE  METOJMYECKUX U  HOPMATUBHBIX

nokyMmentoB, ['C/IOY, moaroroBka NpoekTa, COIIACOBaHUE, KOPPEKTUPOBKA,
reyaTaHue, pa3MHOKEHUE.

Ta0muma 3
HOPMbI BPEMEHU HA TITIOAI'OTOBKY MHCTPYKLMU
1O IOKYMEHTALIMOHHOMY OBCJIY> XNBAHHWIO
(AEJIOITPON3BOACTBY)

Hcnonaurens - 3aBeAyIONIMNA KaHIIEASIpUEH

HammeHoBaHMe Enuunia Hopma BpemMeHmu, u N HOPMEHI
pPaboTE nsMepe-—
Hua TPpanuLMOHHAA |aBTOMaTU3U—
TEeXHOJIOI' A poBaHHAaA
TEeXHOJIOI'MA
1 2 3 4 5
[IooTOTOBKA MHCTPYKLUM
10 IEeJIONPOM3BOLACTBY 5 wmi 344 172,2 1

1.4. PazpaboTka periameHTa paboThl KOJUIETHATILHOTO OpraHa



Copepxanue pabOThl: U3y4eHHE MPAKTUKH PaOOThl KOJUIETHAIBHOTO OpraHa,
TE€XHOJIOI'MH HMOArOTOBKH MaTE€pHAIOB I €ro (PyHKIMOHUPOBAHMS; IOATOTOBKA U
00CyKJIeHHE IPOEKTa perjiaMeHTa, COrJIaCOBaHUE C 3aMHTEPECOBAHHBIMU JIUIAMU;
ne4yaTaHue, yTBEpKICHUE, pa3MHOKEHUE, PACChLIKA.

Ta0muma 4

HOPMbI BPEMEHUW HA PASPABOTKY PEIJIAMEHTA
KOJUIETMAJIBHOU AEATEJIBHOCTHU

HcnonHuTesns - OTBETCTBEHHBIA CEKPETAPh KOJJIETHAIBHOTO OpraHa

HammveHnOBaHMe Envum- HopmMma BpemMeHM, u N HOpPMEL
paboTH ua ms-—
Mepenyus |TPAAMUMOHHAA |aBTOMATU3M-
TEeXHOJIOT'UA POBaHHAA
TEeXHOJIOT'UA
1 2 3 4 5
[looroToBKa peryaMeHTa (10 wmi 516,06 172,2 1

1.5. PazpaboTka perinameHTa AesITeIbHOCTH PyKOBOJICTBA

Conepxanue pabOThI: H3ydeHUE pacmopsigka padoThl  PYKOBOJICTBA,
pacrpeienieHds 00s3aHHOCTEN pyKoBoJaUTENeH, Tpaduka uX paboThl; MOATOTOBKA
MIPOEKTa pacropsiika, ero 00CyKJeHre, CorjacoBaHue, MeyaTtaHue, yTBepKICHuE,
pa3MHOKEHUE, ITepeada o NPUHAIICKHOCTH.

Tabmura 5

HOPMbI BPEMEHU HA PA3PABOTKY PEI'NTAMEHTA
JEATEJIBHOCTHU PYKOBOICTBA

HcnomHuTens - ynpasisioLIKMg 1€J1aMy, 3aB. KaHUEISIpUEn

HammeHoBaHMe Enmun- Hopma BpemMeHmu, 4 N HOPMEHI
PaboOTE na ms3-
Mepenyus |TPAAMUMOHHAA |aBTOMATU3N-
TEXHOJIOTUSA poBaHHAaA
TEXHOJIOTUSA
1 2 3 4 5
PazpaboTka perJjiaMeHTa |perJja- 328,0 123,0 1
MEHT

1.6. Pazpabotka Tabenst hopM ympaBiIeHYECKUX TOKYMEHTOB

Conepxxanue paOoOThl: ompeneiaeHrue (QYHKIUMHA M Kpyra YNpaBJIEHYECKUX



3a/a4  MOApA3JCICHUsA, MOMJICKAIMUX JOKYMEHTUPOBAHUIO, HCCJIEIOBAHUE
JOKYMEHTAllMd U BBIOOP JTIOKYMEHTOB C MOCTOSIHHOW (hOpMOM, COJEp:KaHUEM U
OTIPEJICTICHHOW MEePUOJUYHOCThIO, BKIIOUEHHbIX B OKVY]l unu yTBep>KIEeHHBIX
MEXOTPACIEBBIMU U OTPACIEBBIMU OPTaHAMH.

1.6.1. Hopmbl BpeMeHHU Ha pa3paboTKy Tadens
dbopM ynpaBiIeHUECKUX TOKYMEHTOB, IPUMEHSIEMBIX
B CTPYKTYPHBIX MOJIpa3/IeICHUSIX

Tabnuua 6
Ncnomnurens - cniennanuct 1, 2 kareropuu

CocrTaBijieHME U BeIOeHUe Hopma BpemeHHU, 4 N HOPMEL
Tabeynga GopM IOKYMEHTOB
c oOBeMOM HO3MLUUM <*> |TpaIMUMOHHAS |aBTOMAaTU3UPO-—
TEXHOJIOTUA BaHHAaA TEeXHO-
JIOTUA
1 2 3 4
10 87,5 58,4 1
20 93,0 62,0 2
30 98,5 65,7 3
40 104,0 69,3 4
50 109,5 73,0 5

<*> [lo3uums oobemom 200 3HaKOB (CUMBOJIOB).

1.6.2. Hopmbl BpeMeHu Ha pa3paboTKy eAMHOTO Tadems
dbopM yrpaBIeHUECKUX IOKYMEHTOB, IPUMEHSIEMBIX B JIEATEILHOCTH
MUHHCTEPCTBA (BEIOMCTBA, OPraHU3aIiuu)

HcrionHUTEND - PYKOBOJIUTENH CITY>KOBI JOKYMCHTAIIHH.

Conepxxanue paboTbl: cOop Tabenel (GopM TOKYMEHTOB CTPYKTYPHBIX
Mo/Ipa3ieJIeHUH, aHaIN3 BBISBICHHOTO KOMIUIEKCA YIPABICHUECKUX JTOKYMEHTOB,
OTIpEJICICHUE  IEeJIECOOOPAa3HOCTH  CO3JaHUS W TPUMEHEHUS KOHKPETHBIX
JOKYMEHTOB,  BBISBJICHHE  COCTaBa  HEYHHU(UIMPOBAHHBIX  JIOKYMEHTOB,
UCKITIOUCHHE JyOJUpYyeMBIX TOKYMEHTOB M TIIOKa3aTeled WM HEmPaBOMEPHO
UCIIOJIB3YeMbIX  (POPM  JOKYyMEHTOB, TPYNIUPOBKAa (OpM TOKYMEHTOB IIO
GyHKIHUSM W yNpPaBICHYECKUM  3a/JadaM, TOJTOTOBKAa, COTJIACOBAaHUE W
YTBEPKJICHUE eTUHOTO Tabelst HopM C pyKOBOACTBOM.

Tabmuma 7

HammMeHnoBaHMe paborT HopmMa BpemMeHM, U N HOPME



consultantplus://offline/ref=55651ED93B4AB8E8377576F30FDA80B36196D0ED8B270E3486A4FAE258PBkCD

TpaIMUMOHHAS |aBTOMaATU3UPO—

TEeXHOJIOTUS BaHHAS TEeXHO-—
Jorusa
1 2 3 4

1. CocTaBJjieHMe U Bele-

HMe eIuHOoIo Tabensa dopMm

IOKYMEHTOB C OOBEMOM

nosmumm <*>

60 115,0 33,5 1

70 120,5 38,5 2

80 126,0 44,0 3

90 132,0 49,5 4

100 m GoJee 150,0 55,0 5

2. BHeceHMe UBMeHEeHUN 0,08 0,05 6

<*> Qnna no3urusa oobemMom 200 3HaKOB (CUMBOJIOB).
1.7. Pa3zpabotka HomeHKkiatypsl aena (H])

1.7.1. Pa3paboTka HOMEHKJIATYPHI €7
CTPYKTYPHOTO TOIpa3AeICHUS

Conepxanue pabOTHI: COCTaBJIEHHWE HOMEHKIATYPbl Jel CTPYKTYPHBIX
NOAPA3NAECICHUNA - H3YYCHUE HOPMATUBHBIX W METOJUYECKUX JOKYMEHTOB,
CIIPABOYHBIX MOCOOUN, (QYHKIHMM CTPYKTYpHOTO MOApa3eNieHus, 0COOEHHOCTEH
€ro JIeJONPOU3BOCTBA, COCTABA U COJIEPKAHUS TOKYMEHTOB, ONPE/ICIICHHE CPOKOB
XpAaHEHUsl, COCTABIICHMS, CHUCTEMAaTH3allUd 3aroJIOBKOB J€J; BHU3UPOBAHUE
PYKOBOJICTBOM CTPYKTYPHOI'O TMOApPA3JEICHUs, KOHTPOJIb 3a MPaBHIbHOCTHIO
dbopmupoBaHuUs €.

TabOmura 8

HOPMbI BPEMEHU HA PA3SPABOTKY HOMEHKIJIATYPBI AEJI
CTPYKTYPHOI'O IIOAPA3JEJIEHNA

WcnionauTens - Ae10nporu3BOICTBEHHBIN PAOOTHUK
Ennnuna nzmepenus - nosunus, paHas 100 3nakam (cUMBOJIaM)

CocraBieHue | Koam— Hopma BpemeHHu, 4 N
HOMEHKJIATYPEHL | 4eCTBO HOPMBL
e Io3MLUMUM | TpaIULUMOHHAS aBTOMAaTMU3UPOBaHHAA
TexHoJIoTUS <*> TEeXHOJIOTUA

1 2 3 4 5
OnucaHue
IO 3ULUN 10 11,0 6,0 1

25 24,8 13,0 2




50 46,8 25,5 3
75 66,0 36,0
100 82,5 45,0 5

IS

<*>  VKpynHEHHblE = HOPMATHBBl  BpeMEHHM Ha  paboTy  TIO
JIeIONPOU3BOACTBEHHOMY 00CIyXMBaHu0. M.: DxoHOMUKa, 1988.

1.7.2. CocTaBiieHre CBOJHOM HOMEHKJIATYPHI JIeJI OpraHu3aIiu

Copepxanue paboOThI: pa3paboTKa KiIacCU(PUKAIMOHHOM CXEMbl CBOJHOU
HoMmeHknatypel nen (CHJ), yaudukanus, obiiee pegakTUpOBaHUE TEKCTOB BCEX
pa3iesioB HOMEHKJIATYPbI JIe] CTPYKTYPHBIX noApaszaeneHuid, coctapienre CHJ (¢
OrJIaBJIEHUEM, IIPEIUCIOBUEM, CIUCKOM COKpAIIEHUI, pEKBU3UTAMU COTJIACOBAHUS
U YTBEP)KIECHHUSI), COIVIACOBAHME C BEJIOMCTBEHHBIM apXMBOM, PaCCMOTPEHHE Ha
3aceaHuM LEHTPAJIbHOM DKCIIEPTHOW KOMHMCCHUH OPTraHM3alllH, COIVIACOBAHUE C
apXMBHBIM  YUYPEXKJIECHHEM, O(POpPMJIIEHHUE 1O YCTAaHOBIEHHON QopmMe H
yrBepxkaenne CHJI; KOHTposib 3a MpaBUIIBHOCTHIO ()OPMHUPOBAHUS JI€] B TEUCHUE
roJia, BHECEHUE YTOUYHEHU B HOMEHKJIATypy /1], COCTABJICHHE UTOIOBOM 3aHUCH K
HOMEHKJIaType JeJI, Iepeadya UTOTOBBIX CBEJIECHUN B BEJIOMCTBEHHBIN apXuB I10
YCTaHOBJICHHOU (popMme.

Tabmuma 9

HOPMBI BPEMEHU HA ITOJITOTOBKY CBOJHOM HOMEHKJIATYPhGI
JEJI

HcnomHuTens - ynpasBiasioMng 1eJIaMH, 3aBEIYIOIINN KaHIIEISIpUE
Enununa wusmepenuss - mosunusi, paBHas 100 3Hakam/cuMBOJiaM MpuU
CEMHU3HAYHOM MHJEKCE

HammeHOBaHME Kommuec- Hopma BpemMeHM, U N HOPMEHI
PaboOTE TBO IIO—
SULUML, TPpanuLMOH— | aBTOMaTU3UPO—
o Had TEexXHO- [BaHHaA Tex-—
Jormusa HOJIOTUA
1 2 3 4 5
CocraBiieHue
CBOIHOM HOMEH-—
KJIATYPH OeJI: 100 180 120 1
150 230 150 2
200 240 160 3
250 250 165 4
300 270 180 5
350 290 195 6
400 330 220 7




1.8. Pa3pabotka anp6oMa yHu(pULIEPOBAHHBIX (HOPM
OpraHM3alMOHHO-PACTIOPSAUTEIEHON TOKYMEHTAIH

Conepxanue  pabotel: cOop, o00paboTka, aHanM3 W  yHUUKAIMUSA
BHYTPUBEJIOMCTBEHHBIX (DOPM OpTaHM3alMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB,
MOJITOTOBKA MPOEKTa aTb00Ma, KOPPEKTHUPOBKA MPOEKTa, YTBEPKICHUE, U3/IaHNE.

Ta6muma 10
HOPMbI BPEMEHU HA PABPABOTKY AJIbBOMA YHUOUIITMMPOBAHHBIX
®OPM JIOKYMEHTOB
HammeHnoBaHME Vcnosi— Enmun- Hopma BpemMeHHU, 4 N HOPMEL
PaboOTEl, BHIIOJI— [HUTEJb na ms3-
HSeMOM B COOT-— mMepe-— TpaIMLMOHHAL [aBTOMaTU3U—
BETCTBUU C HUSA TEXHOJIOTUSA |poBaHHAL
TOCT 6.38-90 TEeXHOJIOTUSA
1 2 3 4 5 6

1. PazpaboTka
bopMEL:
npmukasa, yka- |cneuma- (1 mo-
3aHudg, IocTa- |JIMCT KYMeHT
HOBJIEHUHA, pe-
meHnS 10,6 0,41 1
nycbMa-u3Be-— orBeTc- |1 mo-
MEeHUS TBEHHHM |KYyMeHT

cekpe-

Tapb 8,2 0,41 2
OOKJIaDHOM 3a- |[cneuma- |3amnmcka
OIMCKU JIMCT 8,2 0,05 3
6jiaHka-nucbma |—"- BJ1aHK 4,11 0,03 4
3amnpoca paboTHUK | 3anpoc

crpaBoO-—

YHOM

CITyXOHI 5,3 0,03 5
2. CocraByeHue [cneuma- |50 dopm
anbboma JINCT OOKY—

meHTOB |495,0 19,3 6

1.9. Pa3zpaboTka knaccudukaTopa CTpyKTYPHBIX TIOJIpa3ieIeHUu

Conepxanue pabOTHI: O3HAKOMIICHHE C METOJMYECKON JIUTEpaTypoi,
CTPYKTYpPOM, IITaTaMH OpPTaHWU3AIMH, TTOJATOTOBKA MPOEKTa Kiaccu(dUkKaTopa, ero
corJlacoBaHMe, 10paboTKa, 0hopMIICHUE U YTBEPKACHUE.

Tabmnma 11

HOPMbI BPEMEHHU HA PA3PABOTKY KIIACCUOUKATOPA
CTPYKTYPHBIX ITOAPA3IEJIEHNI



Enunuiia uamepenus - mo3uiys 00beMoM 75 3HaKOB

Hammvenosanume |KosmuectT- [Mcnos— Hopma BpemMeHHU, 4 N HOPMEL
paboTH BO IO3M-— |HUTEJDb
UM KJjac-— TpanuLMOHHAA [ aBTOMATU3U—
cupmraTo- TEXHOJIOTMA |(pOBaHHAA
pa, 1no TEeXHOJIOI'UA
1 2 3 4 5 6
Onmcanue nosu-—|1 nucne- |0, 04 0,02 1
umm KTOP
10 0,03 0,2 2
15 0,34 0,4 3
20 0,74 0,6 4
25 0,94 0,70 5
30 1,14 0,80 6
35 1,36 1,0 7
40 1,56 1,2 8
50 n 2,00 1,6 9

Hojiee <*>

<*> Jlanee npumensiercs kodpduimeHt 1,2 kK HopMe Ha Kaxabie 10 mo3utiuii.
1.10. Pa3paboTtka kinaccudukaropa KOppeCoHACHTOB
Conepxxanue pabOThI: O3HAKOMJIEHHE C KOPPECHOHJIEHTCKOW IOYTOM,
BBISIBJICHUE TIOCTOSIHHBIX KOPPECIIOHJAEHTOB, TOJrOTOBKAa Kiaccudukaropa,
nopaboTKa, yTBepkKAeHUE U opopmieHue kiaccupukaropa.

Tabmauma 12

HOPMbI BPEMEHU HA PA3PABOTKY KITACCUOUKATOPA
KOPPECIIOHAEHTOB

HcnonauTens - yrnpapistommi AeIaMy, 3aBEYIOIINN KaHUIEISIpUen

HammeHoBaHMe Kommuec— Hopma BpemMeHmu, u N HOpPMEL
pPaboTH TBO I10-—
SMLU/Iﬁ TPaOVMLIMOH- | aBTOMaTMU3NPO—
<E> Hasd TEeXHO- [BaHHasa Tex-
Jorusa HOJIOTUSA
1 2 3 4 5

Paspaborka 10 1,47 0,7 1
kjaccudmxaropa |20 2,9 1,4 2
KoppecHnoHneHToB | 30 4,4 2,0 3

40 5,87 2,8 4

50 7,3 3,6 5




<*> [lo3unus oobemom 100 3HaKOB (CUMBOJIOB).

1.11. Pa3zpa®oTka TUIIOBBIX TEKCTOB YIIPABIECHUYECKUX TOKYMEHTOB

Conepxanue
YIPaBJICHYECKUX JIOKYMEHTOB, BHIOOp ¥ TpPYNIHPOBKA IO THUIAM TEKCTOB,
opopmienue B coorBercTBUM ¢ ['OCTamm, np.
HOPMATUBHO-METOIUYECKAUMHU TOKYMEHTAMH, IeYaTaHue i COOPHUKA THUIIOBBIX

KOPPEKTUPOBKA TEKCTOB,

paboTHI:

W3y4YCHHUE,

TCKCTOB, COTJIACOBAHUC U YTBCPIKICHHUC.

HOPMbI BPEMEHU HA PA3PABOTKY THUIIOBbBIX TEKCTOB

Ennanna namepeHus - TOKyMEHT

0000111EHNE

n

YIIPABJIEHYHECKUX JOKYMEHTOB

aHaJIu3

TeJIbHOEe

[looroToBKa PasxHoBunHOCTE | OOBEM Hopma BpemMeHM, U N
OpPraHMB3aLMOH— IOKYMEHTOB |IOOKy-— HOpP-—
HO-pacrnopsaou- MEHTOB | TPaOMUMOHHAS | aBTOMaTURYM— | MBEL
TEeJIbHEX OOKYy-— B Ma- TEXHOJIOTUS |[pOBaHHAaS
MEHTOB MMHO — TEeXHOJIOTUS
TIVICHBIX
JIMCTAax
<*>
1 2 3 4 5 6
[Iprkas npmukas
MUHMCTPA 5 mn 25,1 15,0 1
npukKas
3aMeCTHUTeJIS
MUHMCTPa =" 23,0 13,7 2
npukas
HauvaJlbHMKA
yIpaBJIeHUSA 5 mn 10,23 6,1 3
[IocTaHOBJIEHME [ COBMECTHOE
IoCcTaHOBJIEHME [ 5 M 25,1 15,0 4
Pemenne COBMECTHOE
pemeHue 5 mn 23,0 13,7 5
[IpoTOKOJ IIPOTOKOJI
3acenaHusa 5 M 8,0 44,0 )
[cbeMO cayxebHoe
OMCcbMO (MHU-—
LMaTUBHOE) 0,2 mi|l,5 0,06 7
ciyxebHoe
IICbMO
(oTBEeTHOE) 0,4 mn|l1,3 0,05 8
NCbMO—
V3BelleHuEe 0,3 mm|1,14 0,15 9
CONPOBOIOM—

Tabmura 13




OIMCBMO 0,1 mi|0,1 0,05 10

HoxkylanHas cnnyxebHas

3anncKa OOBACHUTETb —
Hasg Banmcka 0,5 mm|0,2 0,05 11

PacrnopsxeHre |pacrnopsaxeHue
3aBenyniIero
OTIeJIOM 0,3 mn|0,5 0,05 12

<*> (OO0beM IaH W3 pacuera TOTO, YTO Ha MAIIUHONMUCHBIN JIHCT,

HareyaTaHHblid yepe3 1,5 uaTepBana, odee KoauuecTBo - 2450 3HaKOB.
1.12. PazpaboTka TpadapeTHbIX TEKCTOB
Conepxanue paboThl: cOOp, 0000IIEHHE W cHUcTeMaTu3alus TpadapeTHBIX
TEKCTOB, BBIJICJICHUE IOCTOSHHOM M TNEpEeMEHHOW 4YacTH TEKCTa JIOKyMEHTOB,
oopmiieHne 6J1aHKOB C TpadapeTHBIMU TEKCTAMU, PA3MHOKEHUE THUPAXA.
Tabmumua 14
HOPMbI BPEMEHU HA PABPABOTKY TPA®APETHBIX TEKCTOB

Enunuiia uamepenus - Tekct qokyMmenta oobemoM 1000 3HaKoB

HamMeHOBaHME VcnosmHm— Hopma BpemMeHM, U N HOPMH
pPaboTH TeJlb
TPaguLMOH— [aBTOMATU3UPO—
Has TexXHO- |BaHHas Tex-—
JIOTUA HOJIOTUSA
1 2 3 4 5
[logroToBKa PabOTHUK
TpadapeTHOTO neJionpo-
TEeKCTa MU3BOOCT—
BEHHOMU
CITy X OB 5,32 3,1 1

1.13. Pa3zpaboTka oneporpaMmsbl MPOX0XKACHUS TOKYMEHTOB
Conepsxanue paboThI: 00CIe0BaHUE MAPIIPYTOB MPOXOKICHUS TOKYMEHTOB,
panoHanu3anus uX, (UKCalus HOBBIX MapUIPYTHBIX ONTHMAJbHBIX CBS3€H B

oreporpaMme.

Tabmura 15

HOPMbI BPEMEHU HA PA3PABOTKY OIIEPOI'PAMMEBI
[MPOXOXIAEHNA JOKYMEHTOB

HcnomauTens - ”HCIEKTOP



HammeHoBaHMe Enmunina Hopma BpemMeHHU, 4 N HOPMEL

pPaboTH nsMepe-

HUA TPaIMLMOH— | aBTOMaTU3NPO—
Hasd TeXHO- [BaHHasa Tex-
JIoTHUA HOJIOTUHA
1 2 3 4 5

PaszpaboTka onepo-
ONEepPOIPAMMEL rpaMMa
IPOXOXIOEHMA
- BXOIAWMX
IOKYMEHTOB 73,3 59,0 1
- MCXOIAWMX
IOKYMEHTOB 73,8 59,0 2
- BHYTPEHHUX
IOKYMEHTOB 7,5 6,0 3
Pazpaborka
onepoIpaMMEl
NPOXOXIOEHMA
KOHTPOJIMPYEMEIX
IOKYMEHTOB =-"- 65,2 52,2 4

1.14. lJokyMEHTUpPOBAHUE KOJUIETHATBHON JESITEIbHOCTH

1.14.1. CocraBiieHue rogoBOro IUIaHa B BUIIE
MepeyHs BOIPOCOB, TOBTOPSIOIMIUXCS €KETOJHO Ha 3aCeIlaHUH
KOJUICTHAJIBHOTO OpraHa

Copepxanve paOOTBI: PACCMOTPEHUE CIHMCKA TOCTOSHHBIX BOIPOCOB,
NEePUOJIMYHOCTh HMX HM3MEHEHHMs, COIJIaCOBAaHHWE IIPOEKTa TOAOBOrO IIJIaHA C
PYKOBOIUTENIEM, YTBEp)KIEHUE IUIaHA, IepeAada IUlaHa Ha Pa3MHOMKEHUE,
THpaXWpPOBaHHE IUTaHa, nepenaya ero B OCK, moammBka sK3eMIusipa B €70,
nepefaya OCHOBHOIO THpaXka B JKCHEAMIMIO, PAcChlIKa IIJaHa IO CIUCKY
MOCTOSIHHBIX YYaCTHUKOB 3aCEIaHMS.

TabOmura 16

HOPMbI BPEMEHU HA ITOAI'OTOBKY ITEPEYHA BOITPOCOB,
OBCYXIAEMbBIX
KOJIJIET MAJIBHBIM OPT"TAHOM

Ennnuna nzmepenus - Bonpoc, o0beM 200 3HaKOB (CUMBOJIOB)
HcromauTesns - OTBETCTBEHHBIN CEKPETAPh KOJUIETHAIIBHOIO OpraHa

HammeHnoBaHMe Enmunna Hopma BpemeHHu, u N HOPMEL
pPaboTH nsMepe-—
HUS TPaIMLMOH- | aBTOMaTU3NPO—

Had TeXHO—- |BaHHad TeX-—
Jiorm4a HOJIOT'UA




[TogroToBKa IIe- |BOIPOC
PedYHsa BOIIPOCOB,
oBCcyXIaeMexX

eXeTOIHO :
or 10 mo 20 19,7 7,94 1
21 - 30 49,2 19,85 2
31 - 40 68,9 27,79 3
41 - 50 78,0 34,1 4

1.14.2. CocTaBiieHne KBapTAJIIHOTO IJIAHA
KOJUIETHaJIbHOIO OpraHa

Copepxanne pabOTHI: MOATOTOBKA TMPEMJIOKEHUH K IIaHy paboThl, HX
COIJIaCOBAaHME, Nepeaadya JOKyMEHTOB HA PacIedarKy, MOJIy4eHUE PaCleyaTKH, €€
pasmHoxenue B KMb, TupaxupoBaHue IMpOeKTa IJIaHA, pACChUIKA MPOEKTa IUIAHA
paboThl MO CHMCKY, NMPEACTABICHUE IPOEKTa IUIaHAa pabOThl Ha 3acelaHue IS
OOCY’KIE€HHs U BBIHECEHUS PEIIECHUs M0 €ro YTBEPXKACHUIO, Iiepeaada pacleyaTku
11aHa paboThl Ha MOJAIUCH PYKOBOJIUTEINO, pacleyaTka IiaHa padoTsl Ha KBapTall,
OpraHu3alys THPA)KUPOBAHUS U PACCHUIKH KBAapPTAJIBHOTO IJIaHa PaOOTHI.

Taomuma 17
HOPMbI BPEMEHU HA ITIOAI'OTOBKY KBAPTAJIbHOI'O ITJTAHA
PABOTBI
KOJUIETUAJIBHOI'O OPTAHA

Eannuna nzmepenus - Bonpoc, o00beMoM 200 3HakOB (CUMBOJIOB)

HammeHOBaHME McnosgHmu—- Hopma BpemMeHM, U N HOPMEHI
pPaboTH TeJlb
TPaOULMOH- | aBTOMaTUBUPO—
Hasg TEeXHO- [BaHHaAa Tex-—
Jorusa HOJIOTHUS
1 2 3 4 5
[looroTOoBKA ceKpeTapb
KBapTaJIbHOTO KOJIJIe T~
JjlaHa Ha: aJIbLHOTO
IOBa BoIpoca opraHa 10,8 4,3 1
T -"- 16,2 6,48 2
yeTepe -"- 21,6 8,6 3
nares —"- 27,0 10,8 4
mecTs M BOoJee 31,0 12,4 5

1.14.3. [logroToBKa u MpOBEACHUE 3aCEIAHUS
KOJUJIETUAJIBHOTO OpraHa



Copepxanue paOOTHI: MOATOTOBKAa MAaTepUAlOB K 3aCE€NaHUIO, OIMpeeeHHe
OTBETCTBEHHOT'O JIMIA 32 MOATOTOBKY IPOEKTa PEIICHUS] U CIPABKU KOHKPETHBIX
UCIIOJIHUTENEH, (OPMHUpPOBAHKME MPOEKTAa peuieHus, (HOPMUPOBAHHE TMOBECTKU
3ace/laHusl, U3MEHEHHUE MMOBECTKHU 3acefaHus, JOPMUPOBAHUE CIUCKA YUYACTHUKOB,
dbopMHpoBaHUE MPOEKTA MPOTOKOJIA 3aCeaHus, OTMETKA B CIIUCKE MPUTIIAIICHHBIX
NPUCYTCTBYIOIIUX Ha 3acellaHud, NPOTOKOJIMPOBAHUE 3acellaHus, pacredyaTka
CTEHOTpaMMBbI 3acellaHus, Tiepeiaya ee CeKpeTapro, COrJIaCOBaHUE CTEHOTPAMMBbI C
BBICTYIAIOIINUMU.

Tabmuma 18
HOPMbBI BPEMEHU HA PABOTHGI I10 ITIOJJI'OTOBKE 3ACEJIAHU A

Hcnonnurens - CCKPCTAPb KOJJICTHAJIBHOI'O OpTraHa

[logroroBka npo-|EmomHuIa Hopma BpemMeHHu, 4 N HOPMEL
MEXYTOUHEIX IO- |uU3Mepe-
KYMEHTOB HUA B TPaOMLMOH- | aBTOMaTUBUPO—
MamyHO— |[Hasd TexXHO- |BaHHAS Tex-—
MVICH. Jorusa HOJIOTHUS
JMCTax
1 2 3 4 5
[IncbMa-usBeme—- |0,3 M 1,14 <*> 0,15 1
HUSA
IokJIamHOM
3aNVCKU =" 4,8 4,8 2
[loBecTkM 3Bace-
oaHmusa 2 MJI 2,56 0,39 3
Cnomucka
NpUIJIalIe HHBIX 3 M 7,5 1,53 4
Cnoucka
Ha PacCCBUIIKY 1 M 1,46 0,6 5

Cnmcka TNOCTOSH-—

HBEIX YYaCTHMKOB |1 mJ 1,46 0,6 6
Teslerpamm 0,3 mn

TenedpoHoTPaAMM 0,3 mn 0,2 0,08 7
TeseraunorpammM (0,3 M 0,26 0,08 8

Pemennsa, npuka-
3a, I[OCTaHOBJIE—
HMS KOJIIeT'MaJlb—
HOT'O opraHa 5 M 37,1 24,6 9
Brmmckmy ms3s pe-
meHms, IIpukKasza,
IIOCTAHOBJIEHUSA

KOJIJIETMAJIbHOT'O
oprasHa 0,5 mn 0,9 0,3 10
[IpoTokoJia 3ace-
OaHMA KOJIJIeI'mM—
aJIbHOTO oOpTraHa |5 M 18,76 7,48 11
Brmmckm M3 npo-—
TOKOJIA 0,5 mn 0,9 0,3 12




<*> TuroBble HOPMbI BPEMEHH 110 MaTEPHUATHHO-TEXHUIECKOMY CHA0KEHUIO.
1.14.4. Yuer 1OKyMEHTOB KOJUIETUAJIBHOTO OpraHa
Conepxanue paOOTHI: MOJYyYEHHE JOKYMEHTOB, YYET, MOJICYET KOJMUYECTBA
JIOKYMEHTOB TIO0 YYETHBIM JaHHBIM, OOOOIIEHHWE YYETHBIX JIaHHBIX IO BHJIAM
JIOKYMEHTOB, 0(DOPMIICHHE UTOTOBBIX TAHHBIX.

Tabmuma 19

HOPMbI BPEMEHU HA YUYET IOKYMEHTOB KOJUIEI'MAJIBHOI'O
OPI'AHA

Hcnonnurens - CCKPCTAPb KOJJICTHAJIBHOI'O OpTraHa

YueT OoxKyMeHTOB |EnmHmuia Hopma BpemMeHHU, 4 N HOPMEL
KOJIJIETMAJIBHOTO |U3Mepe-—
oprasa HUSA TPaOMLMOH- | aBTOMaTUBUPO—
Hasg TEeXHO- [BaHHasa Tex-—
JIOTHUS HOJIOTHUS
1 2 3 4 5
[Ipukasza 1 moxy- 0,08 0,03 1
MEHT
Pemenus, nocra- |-"- 0,1 0,03 2
HOBJIEHUS
TesieTpaMMbL 1 Tene- (0,07 0,03 3
IrpaMMa
CBOIOKU 1 cromkall,O 0,08 4
Onucwu 1 ommce |0,18 0,1 5
IncbeMa-usBemenus |1l nucemo|0,07 0,03 6
lIpukaza (nocra- |1 moxy- (0,1 0,05 7
HOBJIEHUS) , B3S— [MEHT
TOT'O Ha KOHTPOJIb

1.14.5. Peructpanust JOKyMEHTOB KOJUIETHAJIBHOIO OpTraHa

Conepxanue paOOThl: MOJyYeHHE JOKYMEHTOB, PErucTpanusi JOKYMEHTOB B
PEruCTPallMOHHBIX (popmax.

Tabmura 20

HOPMbI BPEMEHU HA PETUCTPALINIO JOKYMEHTOB
KOJUJIETMAJIBHOI'O OPTTAHA

Hcnonuurens - cekpeTapb KOJUIETUAIBHOTO OpraHa, HHCIIEKTOP

|PePMCTpauMH HO-'O@%GM ' Hopma BpemeHmu, 4 ' N HOPMEL '



KYMEHTOB KOJIJIE— | IOKYMEH—
TMaJIbHOT'O opra-|Ta B TPaOULMOH- | aBTOMaTUBRUPO—
Ha 3HaKax Hasg TeXHO- [BaHHaAa Tex-—
JoTrmsa HOJIOTUS

1 2 3 4 5
OTnpaBJigseMHe 230 0,08 0,08 1
[TonmyuyaeMele 230 0,04 0,03 2
BuyrTpenumue
(mpmkaszel, oDOC—
TAHOBJIEHUS) 230 0,08 0,03 3

1.14.6. ITocTaHOBKa JOKYMEHTOB KOJUIETHAJIBHOTO OpraHa
Ha KOHTPOJIb

Conepxanue paOOThI: HANpaBlIEHWE KOIMUU JOKYMEHTa B CTPYKTYpHOE
noJipa3ziesieHue, MOIydeHne KOMHH KOHTPOIUPYEMOTO TOKYMEHTa, 03HAKOMJICHHE
¢ HUM, 3aBenieHue PKK Ha naHHbIN TOKyMEHT.

Tabmuma 21
HOPMbI BPEMEHU HA [IOCTAHOBKY JOKYMEHTOB HA KOHTPOJIb

HcnomHuTens - ceKpeTaph KOJIETHaIbHOIO OpraHa

[locTanoBka no- |EnomHuua Hopma BpemMeHM, U N HOPMEH
KyMEeHTa Ha KOH- |u3Mepe-
TPOJIb HUA TPaIMLMOH— | aBTOMaTU3UPO—
Hasd TeXHO- [BaHHaA Tex-
JIOTUA HOJIOTUA
1 2 3 4 5

llpukasza, nocra-|PKK/PK®

HOBJIEHUSA <F> 0,96 0,46 1
[IpoToxoJa =" 0,05 0,03 2
[InceMa =" 0,07 0,05 3
<*>  PKK -  peructpallMOHHO-KOHTpOJbHas  KapTouka, PK®d -

perucTpaloHHO-KOHTpobHAs ¢popma B [IIDBM.
1.14.7. BeneHnne KOHTPOJIbHON KapTOTEKU
Copepxxanue paboThl: CUCTEMATH3AIMS 10 CPOKAM MCTIOJIHEHHSI JOKYMEHTOB,
10 HWCIIOJHUTENAM, TIpynnaM JOKYMEHTOB (MpUKa3aM MUHUCTPA, PELICHHUIM

KOJUJIErMaJIbHOTO OPraHa).

Tabmuma 22



HOPMBI BPEMEHU HA BEJJEHUE KOHTPOJILHOI KAPTOTEKH

IICHOHHHTGHB"HHCHGKTOPIH)KOHTPOHH)

HammMveHOBaHMe Enovunna Hopma BpemMeHM, U N HOPME
paboTH usMepe-
HUA TPaIMLMOH— | aBTOMaTU3NPO—
Hasg TEeXHO- [BaHHasa Tex-—
JIoTHUA HOJIOTUSA
1 2 3 4 5
Benenue xoHTpoJib- | PKK 0,15 - 1
HOM KapTOTeKU’ PK® - 0,08 2

1.14.8. KoHTpOap 32 HICTIOJIHEHUEM JOKYMEHTOB
KOJUIETMAJIbHOTO OpraHa

Conepxanvue paOOThI: IOJIYYEHHE KOIMHUU KOHTPOJHUPYEMOTrOo JOKYMEHTA,
O3HAKOMJICHME C HEHW;, BBINOJHCHUE TMOPYYEHUM; KOHTPOJIb HCIIOJHEHUS
nokymeHToB; cocraBieHne PKK, monydeHue cBeaeHuid O  pe3yibTarax
ucroigHeHnus, 3anuck cBeneHnit B PKK; wHbOpMupoBanue pykoBoauTeneii o
COCTOSIHUM  MCIIOJIHEHMS, CHATHE JOKYMEHTOB C KOHTPOJA B  Ciydae
HEOOXOJMMOCTH TEpeHoca CpoKa HCIOJHEHHUS WIM HW3MEHEHHsS COCTaBa
WCIOJIHUTENEH, COIIaCOBAaHME HX C PYKOBOJCTBOM; COCTABIICHUE CBOJKHU
JIOKYMEHTOB, HE HCIIOJIHEHHBIX B CpPOK; COCTaBJICHUE CBOJAKUA OO HCIIOJHEHUU
JIOKYMEHTOB, TMOJJISKAIIUX KOHTPOJ0; O0000IIeHUE pPe3yJbTaTOB HCIOITHEHUS
nokymeHToB; oTMeTka B PKK 0 xone ncnonnenus.

Tabmura 23

HOPMBI BPEMEHU HA KOHTPOJIb UCITIOJITHEHU S ITOPYYEHUI
I1O ITPOTOKOJIAM KOJUIETMAJIBHOI'O OPTAHA

HcnonHurens - ceKpeTapb KOJUIETHAIBHOTO OpraHa

KOHTpOJIE MCIIOJIHEHUA Enmunia Hopma BpemeHmu, 4 N HOPMEL
IOOKYMEHTOB nsMepe-—
HUS TPaIMLMOH- | aBTOMaATU3IUPO—
Hasg TexXHO- [BaHHasa Tex-—
Jorusa HOJIOTUSA
1 2 3 4 5

HanommHuaHme o npmbiam- |1 moxy-—
XEHUM CPOKOB MEHT 0,84 0,38 1
IlooTroToBKa CBeIeHUM OO0 |CcBoIKa
VICIIOJIHEHHBIX [IOPYYEHMAX 0,76 0,54 2




CBemeHUM O HEMCIIOJIHEeH- [-"-

HBIX [IOPYYEHUAX U 0,07 0,04 3
IOpydYeHUl C INepeHeceH— |[-"-

HEIMM CPOKaMMU 0,07 0,04 4
CBeneHUM O CPOKe MC— -"-

[IOJIHEHUA IOKYyMeHTa 0,92 0,6 5
CnpaBku (cBonmku) o6 =-"-

VCIIOJIHEHUM IOKYMEHTOB

3a Mecsdl, KBapTaj, IToI 19,0 0,76 6
IokJjlama IJiS KOJIJIeTu— IOKJIam

aJIbHOT'O opTaHa 16,0 8,0 7

1.14.9. KoHTpOJIb 32 CBOEBPEMEHHBIM MPEACTABICHUEM
MaTepHaJIOB K 3aCE€AaHUI0 KOJUIETHAJIbHOIO OpraHa

Copepxxannie  pabOTBL:  ONpeNEeNeHHEe  OTBETCTBEHHOTO  JHIIA  3a
CBOECBPEMEHHBIM  IPEACTABICHUEM MATEPUAIOB K 3aCENAHUI0  KOJUJIETHH;
HallOMMHAHUE O CpOKax NPEACTABICHUS JOKYMEHTOB; IIOJIYyYECHHE CBEINCHUN O
NPEACTABICHUH JIOKYMEHTOB; HH(OPMHPOBAHUE PYKOBOAMTENIEH O COCTOSHUHU
VICIIOJIHEHHU; COCTABICHUE CBOJKHU O JIOKYMEHTaX, HE INPEICTABICHHBIX B CPOK;
0000IIeHNE pe3ylbTaTOB, AHAIM3 COCTOSHUS MPEJICTaBICHUS JIOKYMEHTOB B
OpraHu3alu.

Tabmuma 24

HOPMbI BPEMEHUN HA KOHTPOJIb 3A CBOEBPEMEHHbBIM
INPEACTABJIEHUEM MATEPHAJIOB K 3ACEJJAHUIO

HcnomHuTens - ceKpeTappb KOJIJIETHaIbHOIO OpraHa

HammeHOBaHME Enonamnna Hopma BpemMeHM, U N HOPMHI
pPaboTH nsMepe-—
HUSA TPamuLMOH— | aBTOMaTU3UPO—
Hasg TexXHO- |BaHHas Tex-—
JoTHUs HOJIOTHUS
1 2 3 4 5
HanoMmHaHUE 1 Bomnpoc|0,84 0,38
[IpoBepKa HaJNM- |KOMIJIEKT
uysa NpencTab-— (cnmpaB-
JIEHHEIX MaTepua- |ka, Opo-
JIOB eKT pe-
meHUs) 0,16 0,16

1.14.9. BbInoJiIHEHHE TEXHUYECKUX 00A3aHHOCTEN

IK)KOHHGFHaHBHOﬁQHCﬂTeHBHOCTH

Tabmura 25



HOPMbI BPEMEHU HA BBITIIOJIHEHUE TEXHUYECKHX
OBSI3BAHHOCTEHN
T10 KOJUIETMAJIBHOM JIEATEJIBHOCTH

HammvenoBaHme |(VcnomHm-— Enmnumnua Hopma BpemMeHM, u N
paboTH TEeJb U3MEepeHms HOpP-
TPamulLMOHHAS [ aBTOMATH~ | MBI
TEXHOJIOTUSA |3UpPOBaHHASA
TeXHOJIOTUS
1 2 3 4 5 6

[lepenaua MaTe-|cekpeTapb |l KOMIJIEKT
PraJIOB Ha pa3-— |KoJJerum-—
MHOXEHMEe IOKYy- |aJIbHOTO
MEHTOB opraHa 0,045 0,011 1
PerucTpaums TEeXHU— 1 3anuchb
NPMOBIBIIMX Ha JeCKUn

3acenaHue cekpeTapsb 0,08 0,025 2
Pas3sMHOXeHUE uHCcHekTop |1l OBuier
IPUTJIIACUTETIL —
HEIX IOOKYMEHTOB 0,38 0,3 3
PasMHOXeHUE =-"- 1 Tener-

TeJjierpaMMm pamMma 0,38 0,3 4
PasMHOXeHUE =" 1 xoMIJIEKT
MaTeprasioB oBBeMoM
KOJIJIeTMAaJIbLHOT'O 10 mn;

opraHa 0,91 0,8 5
Pacceuika ma-— -"- 1 anmpecart

TepMraJioB 0,023 0,023 6
OnoremeHue O =" 1 onoseme-
naTe HHUEe 0,01 0,006 7
KomnnexToraHue | -"- 1 Bompoc
nankKy Cc Mare-
puaraMm K 3a-

cenaHuo 0,3 0,3 8

1.14.10. ITogroToBKa MaTepuaioB K 3aCeTaHUIO
KOJUICTHAJIBHOI'O OpraHa
Conepxxanue  paOOTBI:  COCTaBJICHHE,  COTJlacoBaHHWE,  OGOpPMIICHHE,
YTBEPKACHUC, PCTUCTpALUA, PA3MHOKCHUEC, paCChIJIKA.
Tabmmia 26

HOPMbI BPEMEHHA HA TITIOAI'OTOBKY MATEPHUAJIOB K 3ACEJJAHUIO
KOJUIETMAJIBHOI'O OPT’AHA

Enununa nzmepenus - KOMIUIEKT JOKYMEHTOB o0bemMoM 10 mut

HammeHOBaHUE
pPaboTH

EnomvHuua | cniojsi—
n3Mepe- | HUTeJb

HUA

Hopma BpemMeHM, U

TpaﬂMHMOHHaH|aBTOMaTMBM—

HOP~-
MEL



TEXHOJIOTUS |pOBaHHAL
TEXHOJIOTUS
1 2 3 4 5 6
lNonroToBka mnpoekTa|l moky-|pyko-
IOCTAHOBJIEHNUH, MEHT BOIOU—
npukasa, peleHus TeJlb 6,5 3,0 1
[IoOTOTOBKA CIHOpPaBkM|3 M pPYyKO-—
IO BOMNPOCY BOIOU—
TeJlb 4,7 4,15 2
[IoOTOTOBKA TEeXHU— |2 MII creuu-—
KO—-3KOHOMMUUECKOTO anucT
O0OOCHOBAHMA INpen-
JIOXEHUM 3,9 3,6 3
CorjacoBaHue npo- |1 cor- |[-"-
eKTa pelleHUs JacoBa- 0,58 0,31 4
HUe
PazMmHOXeHre MmaTe- |10 mi
praJioB 0,22 0,22 5
Mz3pmaHve nocrTaHoB- |10 wmi
JIeHUM, TIPUKa30B 3,8 3,0 6

1.15. OdbopmieHue TOKyMEHTOB
1.15.1. CormacoBanue JOKyMEHTa
Copepxxanne  pabOTBHI:  Tepenada  JOKyMEHTOB Ha  COIJIACOBaHHE,
O3HAaKOMJIEHUE C JOKYMEHTOM, BHU3UPOBAaHHE U MPOCTABIECHUE IMOJIHUCH,
JOJKHOCTH U JIaThl, IOJyYEHUE TOKYMEHTOB aBTOPOM MHUCHMA.
Tabnuma 27
HOPMbBI BPEMEHU HA COT'JTACOBAHUME TOKYMEHTOB

Enunuiia uamepenus - T0KyMEHT 00beMOM S5 MJT

HammeHoBaHMe VcnnosHn— Hopma BpemMeHmu, u N HOPMEL
pPaboTH TeJlb
TPaIMLMOH— | aBTOMaTU3UPO—
Had TEexXHO- [BaHHaA Tex-—
JIOTUA HOJIOTUHA
1 2 3 4 5
CorslacoBaHue PyxoBo—-
OUTeJb,
cneuua-
JIMCT 1,5 0,3 1
CocraBJiieHue OpucT,
JrcTa COIJlaco— [cekpe-
BaHUA Tapb py-
KOBOOM—
TeJsa 0,08 0,01 2




1.15.2. YTBepxaeHue (moanrcaHue) J0KyMEHTOB
Copepxanre pabOTHI: Iepenaya JOKYMEHTOB Ha yTBepKIeHue (MOIMMCaHuE)
PYKOBOJUTEIIO, MTOJIYICHHUE U TPOCMOTP JOKYMEHTa PYKOBOJMUTEIEM, OOCYXKICHHE
HESICHBIX BOIIPOCOB, KOPPEKTUPOBKA IOKYMEHTA, IPOCTAHOBKA JTAThI U TTOIHCH.
Tabmuma 28
HOPMbI BPEMEHU HA YTBEPXJIEHUE (ITOAITMCAHUE) JOKYMEHTOB

HUcnonaurens - pykOBOAUTEI

HammveHnoBaHre |EnuHuia Hopma BpemMeHHU, 4 N HOPMEL
PaboOTE M3MepeHusa

B MallMHO— |TPaIMLMOH- [aBTOMaTU3MPO-—

NMCHEIX Hasg TexXHO- |BaHHas Tex-—

JancTax JoTmsa HOJIOTMU S

1 2 3 4 5

YTBEepXOeHNUE, 1 0,4 0,2 1
nomnucaHme no-|2 0,5 0,25 2
KyMeHTa 3 0,70 0,35 3

4 0,96 0,48 4

5 1,2 0,6 5

or 6 mo 10|1,5 0,75 6

Bosiee 10 1,8 0,9 7

1.15.3. Ileyaranue qOKymMeHTa

Conepxxanue  paOOTBI: TOJyYEHHE OpUTMHANA JJId  [edYaTaHus |
O3HAKOMJIEHUSI C HHMM; Ha0Op M MPOKJIAJKa JIMCTOB KOMHUPOBAIBHOW OyMaroif;
3aKiaJKd Oymard B MHINYIIYIHO MaliMHy (MpUHTEp), NevYaTaHWe, W3BJICUEHUE
HaleyaTaHHOrO Marepuaia W3 MUIIYIIed MamuHKA (MpUHTEpa), yAaleHue
KOIMPOBAJIbHOW Oymaru, caada padboThl.

Tabmura 29
HOPMbI BPEMEHU HA IIEHATAHUWE JOKYMEHTA

Ucnonuurens - MammHucTKa, onepatop [I19BM

HammeHnoBaHMe Enmunna Hopma BpemeHHu, u N HOPMEL
pPaboTH nsMepe-— T
HUS B Ha DBJIEeKT— Ha I[PpUHTEepe
MaUIMHO— |pPUYECKOM <EF>
IV CHEIX MallMHKE
JrcTax <E>




0,18
0,36
0,54
0,71
0,89
1,07
1,25
1,4

1,6

0 1,79

()]

[leuaTaHue OOKYy-—
MEHTa 00OBEeMOM
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<*> Hopwmpl gaHBl Ha Te4aTaHWe TEeKcTa udepe3 1,5 mHTepBasna. B ciyuae
neyaTaHusi yepe3 APYyrue MHTEpPBajbl HOPMbI KOPPEKTUPOBATH B COOTBETCTBUU C
"EnqunpiMu HOpMaMu BpeMEHH (BBIPAOOTKHM) HAa MAIIMHOMUCHBIE paboTh". M.:
DOxoHoMmuKa, 1988.

<**> B cimydae HCHOJIb30BaHUSI MPUHTEpPA MPUMEHSETCS TMONPABOYHBIN

koadurment K = 0,84.
1.15.4. Pa3mMHOX€EHNE TOKYMEHTA
Copepxanne pabOTHI: MOTyYCHUE JOKYMEHTOB Ha Pa3MHOKEHUE, 3aTI0JTHEHUE
OmaHkKa 3aka3a (KYpHaJbHOM CTpPOKHM), pErucTpanus 3aKa3a, pPa3MHOXKECHHE
JIOKYMEHTOB, BblJIaua 3aka3a (pa3MHOKEHHOTO MaTepurarna).
Tabnuua 30
HOPMbI BPEMEHU HA PASBMHOXEHUE JIOKYMEHTA

HcnionauTens - onepaTop KOMUPOBATHLHO-MHOXHUTEIHHOTO OIOPO

HammeHoBaHMe Enmunia Hopma BpemeHmu, u N HOPMEL
pPaboTE nsMepe-—
HMA TPaOVMLIMOH- | aBTOMaTMU3NPO—
Hada TeXHO— |BaHHad TeX—
JIoOTma HOJIOT'UA
1 2 3 4 5

Obopmiienme 3a- |1 zaxkaz (0,03 0,03 1
Kasa
YueT 3akKasz0B 1 sanmmce|0,02 0,01 2
PasMHOXeHMe mo- |1l konmsa
KYyMEeHTOB MeTo- |dopMmaTa
oM kKceporpabwum|Ad 0,38 0,3 3

1.16. Peructpanus u y4eT JOKyMEHTOB




1.16.1. Peructpanus 1OKyMEHTOB

Conepxanue pabOThI: TPHUEM KOPPECMOHACHIIMM, BCKPBITHE KOHBEPTA,
CUCTEMaTH3allMsl JOKYMEHTOB Ha PETUCTPUPYEMbIE U HEPETHCTPUPYEMBIE,
COCTABJICHHE  PETHCTPAllMOHHOM  KapTOYKM,  MPOCTAHOBKA,  3alOJHEHHE
PErUCTPAllMOHHOTO IIITaMIla, paclpelejieHue JIOKYMEHTOB Ha Tiepe/laBacMbie
PYKOBOJMTEIIO OpTraHU3alMK Il pACCMOTPEHHUSI U BBIHECEHHUS PE30JIIOIMU U Ha
NOJJIEeXKAIIME Iepeade Il UCIIOJHEHUS B CTPYKTYPHBIE MOIpa3ACICHHUS.

Tabmnma 31

HOPMbI BPEMEHU HA PETUCTPALINIO JOKYMEHTOB

IICHOHHHTGHB"HHCHGKTOP

HamMeHoOBaHME Ennuuna Hopma BpemMeHHU, 4 N HOPMEL
pPaboTH nsMepe-—
HUA TPaIMLMOH- [ aBTOMaTU3MPO—
Hasg TexXHO- |BaHHas Tex-—
JIOTUA HOJIOTUSA
1 2 3 4 5

3anosHeHKe pe- |1 permc-
TUCTPAaLUMOHHBIX TPpauMoOH—
IOAaHHEIX Ha pe- Hasd Kap-
TUCTPAaLUMOHHOM TOUKa
KapTouKe 0,152 0,054 1
3anoJjiHeHue B 1 zanmuchk
XypHajlax UCXOn-—
HBEIX IOAaHHBIX 0,10 0,01 2
Perucrpauuda 1 cTpoka
B XypHaJjlax BXO-—
OALMX HOOKYMEeH—
TOB, IIPUKa30B 0,08 0,01 3

1.16.2. Yuer tOKyMEHTOB

Conepxanue paOOThI: 3alOJIHEHUE YUYETHBIX (POPM JOKYMEHTOB, Iepenaya
YUETHBIX CBEACHUIN PyKOBOAUTEIISAM.

Tabmuma 32
HOPMbI BPEMEHU HA PABOTBLI I10 YUETY JOKYMEHTOB

HcnomauTens - ”HCOEKTOP

HammeHoBaHMeE Enmunina Hopma BpemMeHmu, 4 N HOPMEL
pPaboTH nsMepe-— T




HUA TPaOIVMLIMOH- | aBTOMaTMU3NPO—
Had TeXHO— |BaHHad TeX-—
Jiormn4a HOJIOT'UA

1 2 3 4 5

3anuce B kHUTe yue-|1l cTpoka
Ta OTIpPaBJIgeMEIX IO- |3alMcCy

KYMEHTOB 0,08 0,01 1
3anuck B KHUTe yue-—|-"-
Ta OTIPaBJIgEMEBIX

IPUKA30B :

- MMHMUCTPAa 0,05 0,033 2
- 3aM. MMHUCTPAa 0,05 0,04 3
3anmce B TeTpamu ="

ydyera SKCIeOuLunu 0,02 0,015 4
3arnoJjiIHeHUE

YY4eTHBEX GopM:
- cocraBJjeHue crnmuc- |1l cnmcok
Ka Ha 3akKasHyo

aBMUAIOUTY 0,4 0,20 5
- peecTpa Ha 1 peecTp

OTIIPAaBJIAEMYIO

OOKYMEHTAaLINIO 0,26 0,13 6
- ONMCHU BXOIAMMUX 1 omnmch

IOKYMEHTOB 0,35 0,20 7

1.17. CnpaBouHo-uHGOpMAIIMOHHOE 00CTy>KUBaHUE

Copnepxanue pabOTHI: CHUCTEMATHU3alUsl, PACCTAHOBKA PErHMCTPALMOHHBIX
kaptouek (PK) B xapToTeke B COOTBETCTBMHU C KjacCU(PUKATOpaMU WA CXEMOM
MOCTPOEHUSI KapTOTEKH; BHECEHHWE B KAaPTOUKUM M3MEHEHHU IO HCIOJHUTENSM,
oTOOp KapTO4YeK MO JOKYMEHTAaM, CPOKH HCIHOJIHEHHS KOTOPBIX HE HUCTEKaIoT,
nepectaHoBka PK Ha ucnonHeHHble JOKYMEHTHI B pa3zael kaproteku; oroop PK Ha
JOKYMEHTBI C UCTEKAIOLIUMU CPOKAMH UCTIOJHEHUS.

Tabmura 33
HOPMbI BPEMEHU HA BEJIEHUE CIIPABOYHOM KAPTOTEKU

HcnonHurens - THCIIEKTOP

HammeHoBaHME Enmunia Hopma BpemeHmu, 4 N HOPMEL
pPaboTH nsMepe-—
HUS TPanuLMOH— | aBTOMaTU3UPO—
Has TexXHO- [BaHHasa Tex-—
JIoTUA HOJIOTUHA
1 2 3 4 5
1. 3anojHeHMe PK
KapToOTeKU 0,04 0,04 1
2. BeneHMe KapTOTEKM ="
anbaBUTHOM
(permMoHanbHOM) 0,1 0,06 2




3. TouckoBas paboTa:
3.1. IpmuHATHMe 3amnpoca
3.2. Illouck Tekyumemn
nHGOPMaL UM

- no OP <*>

- IO KOHTPOJIO

- OPUIONYECKOM

3.3. Ilouck peTpocCIeK-—
TMBHOV MHOOpMALUM B
YUPEXIeHUN

- no OPI

- IO KOHTPOJIO

- OPUIONYECKOM

3.4. Tllouck mHOOpMaLUM
10 OesaTeNbHOCTHU
KOJIJIETMAJILHOTO OpTaHa
- Tekyuen

- PETPOCIEKTMBHOM

3.5. Nouck mHOOpMaLUM
IO ONMCHK BXOIAUMX
OOKYMEHTOB

3.6. Iomck mHbOpMaLUM
IO KApTOTEeKe NOpydeHUl
IpaBUTEJILCTBA

3.7. Houck muHboOpMaLMM
10 IPaBUTEJIbCTBEHHEM
OOKYyMeHTaM

- Tekyuemn

- PEeTPOCHEeKTUBHOMN

3.8. Iouck mHboOpMaLUM
10 IOenyTaTCKOM IouTe
3.9. Ilouck TeKkyumem MUH-—
dbopMauMM Mo nMcbMam
MOCKOBCKMX (0BJIaCTHBIX)
opraHuszauun

3.10. Homck muHbOpMaLUM
10 ydeTy OTIpaBJIgeMON
KOPPECIOHIEHUUN

3.11. Beimaua CHOpaBOK
(Ha ommH 3amnpoc)

3amnpoc

3amnpoc

crpaska

0,33

0,17
0,085
2,5

0,031

0,054
0,054
0,08

0,054
0,08
0,08

0,054

0,002

0,001

0,005

(&)

[ee)

10
11

12

13

14
15

16

17

18

19

<*> OP]] - opraHn3aiiMOHHO-PACTIOPSAUTENbHAS IOKYMEHTAITH.
1.18. CnpaBouHO-aHAIUTUYECKAS paboTa
1.18.1. IlogroroBka cripaBoOK pa3oBOTO XapakTepa

Copepxanue paboThl: HalMcaHue, opopMIIEHHE pa30BOM CIpaBKu 1o (opme,
paccMOTpeHHe Ha 3aceqaHuu skcrneptHoil komuccuu (OK), mpencrabiieHue

CIpaBKM Ha YTBEPKIAECHUE OKCIEPTHO-IPOBEPOYHOM KOMHMCCUU  apXHBa,
oOcyxkaeHue, J0opadoTKa MO 3aMEuyaHUsM, YTBEPXKICHHE PYKOBOAHUTEIEM
OpraHU3alyH.

Taomura 34



HOPMbI BPEMEHU HA TIOJI'OTOBKY CITPABOK

IICHOHHHTGHB"33B.KaHHGHHpHCﬁ,HHCHCKTOp

HammveHoOBaHMe Enovunna Hopma BpemMeHM, U N HOPME
PaboTE usMepe-
HUSA TPaIMLMOH- | aBTOMATU3IUPO—
Has TexXHO- |BaHHasg Tex-—
JIoTHUS HOJIOTUS
1 2 3 4 5

CeenmeHuda O CpOKax 1 nopy-
WCIIOJIHEHUSA Iopyde— |deHUue
HUM, [IPUKa30B 0,089 0,01 1
CnpaBka O HeBwIoJi- |1 cnpas-
HEHHHX B CPOK IOKYy-— [Ka
MEHTax :
- pazoBasa (Ha
1 moxymeHT) 0,03 0,01 2
- exeMecsauHas
(10 moxyMeHTOB) 0,26 0,05 3
- KBapTaJibHag
(30 mOKyMEHTOB) 3,0 0,6 4
- TomoBas (CBhHIIE
100 moxyMeHTOB) 8,0 0,92 5
CnpaBka 06 mcnosHe- |1 cnpas-
HUM [OPYYEeHUM, OpU-|Ka
Kas0B, IIOCTAHOBJIE—
HUM, PacCIOPpSXeHUN
- paszoBasg
(1 moxymeHT) 0,02 0,01 6
- exeMecsYyHasa
(10 moOKYyMEHTOB) 0,26 0,05 7
- KBapTaJbHasg
(30 moKyMEeHTOB) 0,76 0,46 8
- romoBas (CBH-
me 100 DOKYMEHTOB) 2,25 0,6 9
CBenmeHMS O KOJIU-— 1 cBonka
yecTBe KOHTPOJMUPpYE-—
MeIX OPJI Ha:
- 50 moxymMeHTOB 0,04 0,01 10
- 100 mokyMeHTOB 0,08 0,02 11
- 200 DmokyMeHTOB 0,17 0,05 12
- 500 mokyMeHTOB 0,42 0,1 13
CnpaBka o nopyudeHu-|1l cnpas-
X C IEePpeHeCEeHHBIMM |Ka
CpoKaMm
- 1 nopyueHue 0,06 0,02 14
- 5 nopyueHuM 0,1 0,05 15
- 10 nopyueHUM 0,16 0,06 16

1.18.2. IloaroToBka CBOJIOK, aHATUTHYECCKUX 0030pOB

Conepxanue paboThl: cOOp M 0000IIEHUE PE3yIhTATOB HCIOIHUTEIHCKON
JTUCIMIUIMHBL 32 TpeOyemblld TIEpHOJ BpPEMEHU MHOTOACIIEKTHOTO XapakTepa,

aHaJIu3

WCHOJIHUTEIBbCKOMN JUCHUIIIINHBI,

COCTaBJICHUE CBOJOK,

JTIOKJIa/I0B,



0030pOB.

Tabmura 35
HOPMbI BPEMEHU HA IIOJI'OTOBKY CBOAOK, AHAJIMTUYECKMUX
OB30POB
Hcnomnurens - ynopaBisAlONMA  A€NaMu, 3aBEAYIOIIMN  KaHUEISPUEH,

CCKPCTaphb KOJJICTUAJILHOI'O OpraHa, HHCIICKTOP IO KOHTPOJITO

HammveHOBaHMeE Enovunna HopmMma BpemMeHM, U N HOPME
pPaboTH nsMepe-
HUSA TPpaOULMOH- | aBTOMaTUSUPO—
Hasd TeXHO- [BaHHasaA Tex-
Jormnsa HOJIOTUA
1 2 3 4 5

CBOnmHass BEOOMOCTBHL |CBOIKA
00 MCIIOJIHEHUU
IOKYMEHTOB :

- exeMmecsauHas
(30 DOKYMEHTOB) 0,9 0,07 1
- KBapTaJlbHag
(100 moxyMeHTOB) 1,8 0,2 2
- romomBasga
(200 DOKYMEHTOB) 2,5 0,03 3
CnpaBka O pesylib— [copaeBka
TaTax KoJJeruallb-—
HOM OeaTeJIbHOCTU 5,0 1,0 4
IOoxJjianm O pe3yiabTa- |OookJjan
Tax MCIIOJIHUTEJIb—
CKOV HOesaTeJIbHOCTU

MUHUCTPY
- MOJYyTOIOBOM 9,0 0,8 5
- TOIOBOM 16,0 1,0 6

Ioxkiyan o pesysbTa—|-"-
Tax MCIIOJIHUTEJIb—

CKOM IOesaTeJIbHOCTU
Ha COBENAaHUM KOJI—

JleTnaJIbHOT'O opraHa
- KBapTaJibHEIMA 0,40 0,05 7
0630p ImeATeJIbHOCTU | 0030p
CTPYKTYPHBIX IIOI—
pasneyeHumn 12,5 0,9 8
AHaJIuU3 MCIOJIHU— =-"-
TeJIbCKOWV HOesaTellb-—
HOCTY MMUHUCTEPCT—
Ba, YyYpexIeHUs 0,9 0,1 9

1.19. KoHTpoJIb HCTIONHEHUS JOKYMEHTOB

Conepsxanue pabotsl: coctaBineHue PK, ecnu oHa He mepemaeTcst u3 Ciry>kObl
peructpanuu, npoctaBieHue nomeTku "K" Ha nokymente u PKK, pacnonoxenue
nepsoro 3k3eMiusipa PK B kaproreke, HamnpasneHue BToporo sk3emiuisipa PKK



BMECTE€ C JOKYMEHTOM WCIIOJHUTENI0, KOHTPOJIb WCIOJHEHUSI JOKYMEHTA,
HAllOMUHAHUE O CPOKe UCHoJIHEeHHU, 3anuch cBeaenuit B PKK, nunpopmupoanue
PYKOBOAMTENIEH O COCTOSIHUM WCIIOJIHEHHS, CHSATHE JOKYMEHTa C KOHTPOJIS.
CocraBneHue CBOJKU JIOKYMEHTOB, HE UCIIOJTHEHHBIX B CPOK; COCTABIIEHHUE CBOJKU
00 HMCMOJHEHUU TOKYMEHTOB, MOJICKAIINX KOHTPOIIO; 0000IIeHNnEe Pe3yIbTaToB
UCIIOJIHEHUSI JIOKYMEHTOB B CTPYKTYPHBIX MOJPA3JCICHUIX, aHAJIU3 COCTOSTHUS
WCITOJIHEHUSI IOKYMEHTOB B YUPEKICHHUH.

Tabmuma 36

HOPMbI BPEMEHU HA KOHTPOJIb UCIIOJIHEHUA JTOKYMEHTOB

HcnonHuTens - HHCIIEKTOP

HammeHnoBaHMe Ennunna Hopma BpemMeHHU, 4 N HOPMEL
pPaboTH nsMepe-—
HUA TPanuLMOH- | aBTOMAaTU3UPO—
Had TEexXHO- |[BaHHaA Tex-—
Jorusa HOJIOTUA
1 2 3 4 5

[TocTaHoBkKa OOKyMeH- [PKK

Ta Ha KOHTPOJIb 0,96 0,46 1
[IpoBepka CcBOeBpe-— 1 Tene-
MEHHOT'O IOBeIeHUs dboHHOE
IOOKYyMEeHTa IO coobue-
VICIIOJIHUTEJIS HHUEe 0,03 0,03 2
[lpenBapuTesibHAA 1 mHano-

IpOBEepKa, peryJIupo- |MMUHAHMKE
BaHMEe XOIa MCIIOJI—
HeHUd 0,84 0,38 3
YueTr m obobueHUe
PesyJIbTaTOB KOHTPO-—
JIS VCIOJIHEHUS

- cHaTue Cc koHTposa|l PKK 0,05 0,03 4
— IIepeHOC CpoKa 1 PKK 0,08 0,03 5
- NOITOTOBKA CIpaB- |CIpaBKa
K1 nJsa mHbopmmpoBa- |(no 20

HUSA PYKOBOICTBA IOOKyMEeH—
PYKOBOACTBA TaMm 1,8 1,0 6
KouTpose coszzmaBae- |1 PKK

MHIX IJIS BHYTPEHHETO
[IOJIb30BAHUSA IOKY-—
MEHTOB 0,76 0,54 7

1.20. Pabota ¢ oOpallieHusIMH, PETIOKEHUIMHU, 3asIBICHUSIMU
U Kaso0amu rpaxaan <*>

<*> B nanpHelieM umenyetcs "oOpamieHus".

Conepxanue pabOTBhI: BCKPBITHE JOKYMEHTOB, IPOBEpKa MPABUILHOCTH



aJpeCcOBaHUs, PETUCTPALIUSI B )KypHaJe, COCTaBlIeHne WH(DOPMAITMOHHOTO JINCTKA,
BIIEUATHIBAHUE €0 COJIepKaHUsl B peructpanuonnyto kaprouky (PK), nepenaua B
CTPYKTYpPHOE TOJIpa3JielieHue W PYKOBOJACTBY, MepeHoc pesontonun Ha PK|
MOMEIICHHE KapTOUKH B KapTOTEKe, KOHTPOJIb MUCIOJHEHHs OOpalieHuii, BO3BpaT
oOpallieHusi B pEeruoHbl M0 MPUHAIJICKHOCTH, aHAJIU3, 0000IEHHEe U CIPAaBOYHOE
oOCTy>KMBaHHUE MO OOpAllleHUsIM Tpak/laH, COCTABIICHUE CBOAHBIX BEAOMOCTEH U
CIIPaBKU 00 UCTIOJTHEHUHU.

Tabmuma 37
HOPMbBI BPEMEHU HA PABOTY C OBPAIIEHUSIMU,

[TPEJJIOXXKEHUAMMU,
3AABJIIEHUAMU U )KAJIOBAMU I'PAXKIAH

HammveHnoBaHmre [JCnoJsHM- Enmun- Hopma BpemMeHHU, 4 N HOPMEL
pPaboTH TeJlb ua ms-
Mepe- |TpaIMUMOH-|aBTOMaTU3U-—
HUS Hasg TEeXHO- |pOoBaHHAasA
JIOTmMAa TEXHOJIOT' A
1 2 3 4 5 6

[lonyueHMue o0O0O- |OeJIONpOoM3-— |IOKy-—
pameHun BOOMUTEJb MEHT 0,009 0,009 1
Perucrpaumnsa OeJIONPOomU3— | IOKY —
obpaleHun BOOMUTEIb MEHT 0,044 0,044 2
[lepenmaua 06- MHCIEeKTop |[-"-
pameHun 0,030 0,030 3
[lonyueHnne pe- |cekperapb |PKK
30JIOLUY PYKO—
BOIICTBA 0,32 0,27 4
[lepemauya uc- =" IOOKy-—
IIOJIHEHHOTO 00— MEHT
pameHma 110
IPUHAIJIEXHOCTHU 0,14 0,09 5
PasmemeHue mHcnexkTop |[PKK
KapToueK B
KapToTeke 0,4 0,09 9
[locTraHoBka Ha |-"- -"-
KOHTPOJIb 0,906 0,406 7
[Mpenynpenmn-— ="- ="-
TEeJIbHBM KOHT-—
POJib 0,86 0,39 8
VHdpopMaumoOHHOE [ —" - 3anpoc
oBCIIyXMBaHUE 16,0 8,0 9
CnpaBouHO-11O— |—-"- ="-
nckosasa pabora
o obpalleHMaM
rpaxnaH
- 3aloJIHeHue
bopMEl 3amnpoca 0,06 0,06 10
VcnojiHeHue yc—|-"- =-"-
THOT'O 3alpoca 0,14 0,03 11
ITouck mHbOpPMa—|—-"-
umy no obpame-
HMAM TpaxIaH
- TeKylun 0,2 0,05 12




0,42 0,1

- peTpocnexk-—
TUBHBIV

12 \

1.21. Cexperapcko-pedepeHTcKre padoThl

Copepxanne paOOTBl: oOpraHu3als paboOThl  PYKOBOIAUTENS, MpUEM
MOCETUTENEH, MOATOTOBKA COBEIIAHWN, BeJACHHE TeNe(OHHBIX IEPETOBOPOB,
pabota €O  CIOy)XEOHOM  KOpPPECHOHIEHIUEH, KOHTPOJb  PaCHOpPsKEHUN
pyKOBOIUTENSA, OOECIeYeHNe CIPaBOYHO-HHPOPMAIIMOHHOTO OOCITYKHBaHWUSI,
BBITIOJTHCHHE MAITMHOITMCHBIX, CTEHOTPapUIeCKIX, MHOXHUTEIBHBIX padoT.

Ta0muma 38

HOPMbI BPEMEHUN HA CEKPETAPCKO-PE®EPEHTCKUE PABOTDI

HcnonauTens - cekperapb, CEKpeTapb-MaIIMHUACTKA

HamMeHOBaHME EnvHnna Hopwma N
PaboTEH MUBMEPEHUS |BPEMEeHM, Y [HOPMEH
1 2 3 4

[IpyeM HocCeTUTeNen 1 nocemeHue 0,02 1

BeneHue TeJiebOHHHX IEPeT'OBOPOB 1 neperosop|0,008 2

BeI30OB abOHEHTa K PYKOBOIMUTEJIO 1 BEIBOB 0,24 3

OpraHms3auys CBA3Y PYKOBOOUTEJIS 1 Tesnedou-

C HeOOXOIOVIMEIMM JIMLIAMMU Hoe coemu- |0,2 4
HeHUe

[lontyyeHre mMHOOPMALMUM IO 3alpocy 1 3anpoc

pykoBomuTesia OO0 MHTepecyoleM

ero Jmaule 0,28 5

YcTHasa nepenada (coobmeHme) pyko- |1 coobmeHue

BOOMTEJID HeoOxommmoM MmHOoOpMaL MM 0,03 6

[IoOTOTOBKA CONPOBOIUTEJIEHOTO 1 IOKYyMeHT

nmMceMa Ha I[I9BM 0,02 7

PacneuaTka OOKYMEHTa Ha IPMHTEpPe 1 MammHO- 0,08 8
IIMCHBIM JIUCT

Pa3MHOXeHME IOKYyMeHTa B CcJiyxde 1 xomnmsga

PaBMHOXEHMsS Ha KCepoKce 0,43 9

PasMHOXeHME IOKyMeHTa Ha Gakce =" 0,06 10

BEIZOB YyUYaCTHMKOB COBEUAHMSA I10 1 BEI3OB

TesedoHy 0,025 11

3akas npomnycka no rejiedponHy 1 zakas 0,04 12

1.22. ABTOMaTU3UPOBAHHBIN BBOJI M TIOUCK MHGOPMAITHH

Conepsxanue paboThl: BBOJ MHPOPMALIMKM O AOKYMEHTE (MHIEKCUPOBAaHUE) U
BBO/I COJIEpaHUsl JOKyMEHTa Ha OCHOBE CTaHJAPTHBIX (hOPM; OUCK MH(DOpMAIUU
B JMAJOrOBOM PEXHME HAa OCHOBE KOMAaHJ MPOTPaMMHOI0 OO€CleyeHus; BBOJ
CTaTUCTUYECKUX JaHHBIX HA OCHOBE CTaHAAPTHBIX (HOPM, MPETYCMOTPEHHBIX
MPOTPaMMHBIM 00€CTICUCHHUEM.



Tabmura 39

HOPMbI BPEMEHU HA ABTOMATU3MPOBAHHBIN BBO/]
N ITONCK UTHOOPMAILINHA

IICHOHHHTGHB"apXHBHCT]_KaTeFOpHH

HammeHOBaHME pabOTE Envunna |HopmMa BpemMeHN, N
NUBMepeHUs g HOPMEL
1 2 3 4

1. Beom muHbopMalmMmM O IOOKYMEHTE B

0as3y IaHHBEIX (MHIOSKCHUPOBAHUE) 0,42 1

Beon mHpopMaumMM O OOKYMEHTE tant

- OpM IOJIMHE 3BalucCu:

o 100 Banr 0,02 2

o 200 Bant 0,03 3

no 300 Gant 0,05 4

[Ionbop KJIYEBEIX CJIOB

- IPU KOJIMUECTBE TEPMUHOB: TEPMUH

5 TepMMHOB 0,07 5

6 —-"- 0,08 6

7 —n_ 0,1 7

8 -"- 0,12 8

9 -"- 0,13 9

10 ="~ 0,15 10

CosmaHMe NIOMCKOBOTO obOpasa ="- 0,1 11

PenmakTupoBaHMe IIOMCKOBOTO ofbpaza |-"- 0,1 12

[lepeHOC TepMMHOB B CJIOBapb nomc—|-"-

KOBOT'O ofOpasa INOKYMEHTOB 0,02 13

[IpocMOTpP cJoBapsd IJsd HoOTBepxOae- |-"-

HUSA NPaBUJILHOCTY BHIleAmer mHbop-—

Maumum 0,03 14

2. BBOI comepxaHus IOKyMeHTAa 2000 Gamr|1,0 15

3. Homck mHbOpMaLUM TEepPMUH

dopMUPOBAHME 3aNpocCa [0 KJIUEBHM

cJIoBaM:

3 TepMmHa 0,05 16

4 TepMMHA 0,07 17

5 TepMMHOB 0,08 18

6 TEPMMHOB 0,1 19

7 TEepMMHOB 0,12 20

8 TEepPMMHOB 0,13 21

9 TepMMHOB 0,15 22

10 TepMMHOB 0,17 23

CocTaBJieHMe I[IOMCKOBOI'O Ipelnmca- |IOMCKOBOE

HMA M ero BBOO B OBM npennuca-|0,08 24
HUe

[IoMCK B IOMAJIOTOBOM PEXMME OTBET Ha

- BHIOOP YCJIOBUM IIOMCKA 3amnpoc 0,05 25

- Habop CUCTeMH OI'PaHUYEHUN 0,05 26

— HIPOCMOTP 1,0 27

4. BRIBOI IAaHHBIX

BEIBOI CTATUCTUUECKMX IOaHHBIX BUOEO— 0,05 28
TpaMMa

BriBon dakTorpadmuecKUx HOaHHEIX BUIEO— 0,05 29

TpamMma




2. Hopmbl BpeMeHH Ha paboThl, BHIIOIHIEMBIE B IPOIECCE
aBTOMATHU3AIMH APXUBHON TEXHOJIOTUU

2.1. CocTaBneHue CTAaTUCTUYECKUX OTUYETOB
00 opraHu3alyy XpaHeHUs JOKYMEHTOB apXHUBHOTO (OH/IA
B (henmepanpbHOM apxuBe (0e3 aHaIM3a TaHHBIX )

Conepxanne paboThl: 3amosiHeHHe ¢GopMbl 3-Al° Ha OCHOBAaHMM YYETHBIX
JIOKYMEHTOB.

Taomura 40
HOPMBI BPEMEHU HA COCTABJIEHUE CTATUCTUYECKUX OTUETOB
Ob OPTAHU3ALMU XPAHEHHMS IOKYMEHTOB APXMBHOI'O ®OHJIA
B ®EJJEPAJIBHOM APXUBE

WcnonauTens - cTapiinii XpaHuTenb (hOHIO0B

HammeHoBaHME Hopma BpemMeHHU, 4 N HOPMEL
pPaboTH

TPaIMLUMOH- |aBTOMaTU3UPO-—
Hag TexXHO- |BaHHAas TeX-—

Jorusa HOJIOTUS

1 2 3 4
3anojHeHue QopMel 3-AT 8,2 0,05 1
[Tpumeuanue. CraTucTuueckKue OTYETHI COCTaBJISIFOTCS B

aBTOMATU3UPOBAHHOM PEKHUME HAa OCHOBE CTAaHJAPTHBIX (OPM, TPEAYCMOTPEHHBIX
MpOrpaMMHBIM  OOECIEUEeHHEM,  BBIBOJ ~ OJHOW  CTaHAapTHOM  Qopmbl
OCYyILIECTBJsIETCT B TedeHWe 3  muHyT. OOmee BpeMs  COCTaBJICHUS
CTATUCTUYECKOTO OTYETa 3aBUCUT OT KOJIMYECTBA (DOPM.

HopMmbl BpeMeHM Ha pabOTHI, BBIMOJHSEMBbIC B apXuUBaX B TPaJAUIIMOHHOMN
TEXHOJIOTHUH, JaHbl Ha OCHOBaHWUU "THIOBBIX HOPM BpPEMEHH M BHIPAOOTKH Ha
OCHOBHBIC BU/IbI pabOT, BEITIOIHSAEMBIE B rocapxuBax'. M., 1988.

2.2. CocraBnenue "Cnucka TOKYMEHTOB C YKa3aHUEM
Ccpoka xpaHeHus"

Conepxanue paboOTHI: TMOUCK CBEACHUM IO YYETHBIM MaTepualiaM,
COCTaBJICHHE U NI€YATh CIIUCKA.

Tabmura 41

HOPMbI BPEMEHUN HA COCTABJIEHUE CITMCKA JOKYMEHTOB C



YKA3AHUEM
CPOKOB XPAHEHUA

IICHOHHHTGHB"apXHBHCT]_K&TCFOpHH

HammMveHOBaHMe Enovunna Hopma BpemMeHM, U N HOPME
paboTH usMepe-
HUS TPaOULMOH- | aBTOMaTUBUPO—
Hasg TEeXHO- [BaHHasa Tex-—
JIoTHUA HOJIOTUSA
1 2 3 4 5

CocraBiieHue
comcka (rnepeu-
HS) IOOKYMEHTOB
C yKaszsaHUueM
CPOKOB xpaHeHus|l i 82 1,2 1

2.3. CocraBneHue otyeta "CBeieHUs 10 KOMIUIEKTOBAHUIO apXuBa'

Conepxxanue palOTBI: TOWUCK CBEICHMM MO YYETHBIM Marepuaiam JJis
COCTAaBJICHHS OTYETA.

Tab6auna 42

HOPMbI BPEMEHUN HA COCTABJIEHUE OTYHETA "CBEJEHUA
10 KOMIUIEKTOBAHNIO APXNBA"

Wcnonuurens - apxuBucT 1 kareropuun

HamMmeHOBaHME Hopma BpemMeHM, U N HOPMHI
pPaboTH
TPaOMLUMOH— |[aBTOMaTU3UPO—
Hasg TexXHO- |BaHHas TexX-—
Jorusa HOJIOTHUS
1 2 3 4
CocTaBJyieHHMe oOTUeTa 8,2 0,05 1

2.4. CocraBnenue otueTa "CBeIeHUA 110 UCIIOJIH30BAHUIO
JOKYMEHTOB apxuBa"

Conepxanue pabOThI: TOWCK CBEICHHM 10 YYETHBIM MarepuajiaMm Jjist
COCTaBJICHHUS OTYETA.

Ta0mura 43

HOPMbI BPEMEHU HA COCTABJIEHUE OTYHETA "CBEJEHUA



[1O UCITOJIb3OBAHUIO JOKYMEHTOB APXIBA"

IICHOHHHTGHB"apXHBHCT]_K&TCFOpHH

HammeHoBaHME Hopma BpemMeHHU, 4 N HOpPMEL
pPaboTH
TPagMLMOH— [aBTOMAaTU3UPO—
Hada TexXHO- |BaHHad TexX-—
JIOTUA HOJIOTUHA
1 2 3 4
CocTaBJjieHMe oOTueTa 8,2 0,05 1

2.5. BbInosiHEHHE 3aMpOCOB O PETPOCIIEKTUBHOMY
MOUCKY UHGOpMALIUH

2.5.1. BeimonHeHue 3anpocoB 0 MOUCKY TOKYMEHTOB
JUYHOTO MPOUCXOXKICHHUS

Copepxanne pabOTBI: TPOCMOTP 3ampoca, omnpeaeneHue (OHAOB A
IPOCMOTpa, U3yYeHNE HAyIHO-CIPABOYHOTO amnmapara.

Tabmuua 44

HOPMbI BPEMEHUN HA BbIITOJIHEHUE 3AITPOCA TIO ITOUCKY
JOKYMEHTOB
JIMYHOI'O ITPOUCXOXIEHMA

Wcnonuurens - apxuBucT 1 kareropuun

HammeHnoBaHMe Hopma BpemeHmU, u N HOPMEL
pPaboTH
TPaIMLMOH— | aBTOMaTU3UPO—
Hasd TeXHO- [BaHHaA Tex-
JIOTUA HOJIOTUA
1 2 3 4

BrlnmosiHeHMe 3Banpoca IIo

[IOMCKY IOKYMEHTOB JIMYHO—

IO NPOUCXOXIEHMSA 0,55 0,08 1

2.5.2. CocraBiieHue CripaBoOK Ha (HOHIBI
TOCYJapCTBEHHBIX yUPEKICHHMA

Conepxanue pabOThI: MOUCK CBEJICHUM MO KaTajgoraM M KapTOTEKaM.

TaOmurta 45



HOPMbI BPEMEHN HA COCTABJIEHHE CIIPABOK 110 POHIAM
I'OCYAJAPCTBEHHbLIX YUPEXIEHNN

IICHOHHHTGHB"apXHBHCT]_K&TCFOpHH

HammeHoBaHMeE Enmunia Hopma BpemMeHHU, 4 N HOPMEI
pPaboTH nsMepe-
HUa TPaguLMOH— |[aBTOMATU3UPO—
Hada TexXHO- |BaHHad TexX-—
JIOTUA HOJIOTUHA
1 2 3 4 5

BrimosiHeHMe CcHnpaBoOK Ha
GOHIEI TOCYHOapPCTBEHHEX
y4upexneHun 1 ;i 82,0 1,2 1

2.5.3. BrinosHeHHE TEMAaTUYECKUX 3aIIPOCOB

Conepxanve padOThI: M3y4eHHE HAYYHO-CIIPABOYHOTO aIrllapara, BBISBICHUE
CBEJICHUH I10 TEME 3ampoca.

Tabmnuma 46
HOPMBI BPEMEHU HA BBITTOJIHEHUE 3AITPOCOB

Hcnomxurens - apxuBucT 1 kareropun

HammeHoBaHMe Hopma BpemMeHmu, u N HOPMEL
pPaboTE
TPaguLMOH— [aBTOMATU3UPO—
Has TexXHO- |BaHHas TexX-—
JIOTUA HOJIOTUSA
1 2 3 4
BrinmosiHeHMe 3amnpoca 6e3
IpoCMOTpa ONMucemn 8,2 1,0 1
[Tpunoxenue 1
ITEPEYEHD

YCJIOBHBIX OBO3HAYEHMI 1 COKPAILIEHMI, YIIOTPEBJISIEMbBIX
B HOPMATHUBHOM CBOPHUKE

ABTOpCKV[ﬁ JINICT — €IVHUIIa M3MEPEHUA obbeMa MNIMCBMEHHOTO
(am) IOKYyMEHTAa, CJyXalas OCHOBaHMEM IJis ydeTa



APXUBHBEI OOKYMEHT

Banut

B

Bur

BiaHk

Buneorpamma
Bonpoc

I'pada

IaHHBIE

OaTUPOBAHHEI OOKYMEHT

Iesno

Hokiian

IJOKyMEeHT

JoxkyMeHTalMOHHAada
OIeaTeJIbHOCTD
HJOKYyMEHTALMOHHO—
MHPOPMAaLMOHHEIN
IOMCK IOOKYMEHTOB

HoxyMeHTaumusa

Enuumua XpaHeHA

EIVHMYHBEINT OOKYMEHT

Banpoc (pasz3oBBM)

3anpoc (IIOCTOSHHEBIN)

TpyIa aBTOPOB, IIE€PEBOOUMKOB, PeIakKTOPOB U
Op. ABTOPCKUIM JIMCT COOTBETCTBYET TEKCTY

B 40000 meyvaTHHIX BHAKOB (BKJIOUAS SB3HAKU
NpenrHaHusa U OpoOeJitl MexIy CJIOBaMu), T.e.
IPYMEePHO 22 CTpaHMulaM MAalMHOIMCHOTO
TEeKCTa (4epes IOBa MHTepBaja)

OOKYMEHT, HaXONAMMUNMCS Ha XPaHeHUU B
apxmuBe

eIMHMIIa €MKOCTM 3allOMMHAKIMX YyCTPOMCTB
KOMIIbIOTEPa, XaPaKTEePpUIYIIMX DJIEMEHT
IaMsaTH, B KOTOPOM MOXHO XPaHUTL 1 CHMMBOJI
(byxBy, umdpy, CHOelLMaJIbHEM 3HAK)

fasza IaHHBIX

MMHMMAJIbHAA eIMHMIa KOoJIMUYeCcTBa MHbopMauuu
B OBM, paBHas OIOHOMY IOBOMYHOMY pPa3paAny
CrelMaJIbHBEIM JIMCT, [IpelHas3HAUEHHB IJIg
COCTaBJIeHMA IOKYMEHTOB 10 3alaHHOM Gopme,
WM HOCUTEJIb MHPOpMalLMM C HAHECEHHBIMM Ha
HEM IIOCTOSHHEIMM PEKBU3UTAMU

MaTepMraJibHEM OOBEKT, COINEepPXallMi
3aKpPEeNnJIeHHYI BUIEO03alMCh

enuHMIa OOCYyXIOaeMOM TeMaTUKM IIOBEeCTKU
3acenaHusa KOJUJIeTMaJIbHOT'O opraHa
BEPTHUKAJIbHO PAaCIIOJIOXKEHHBY PAl HOaHHEIX B
Tabnulle, IIOMEIEHHBM MeXIy BepTUKAaJlbHEMU
JIMHEVIKaMU

nHpopMaLMsa, NpencTabaplasg coboM’
CBeneHMsi, OOBUHO BHIPAXEHHEIE B UMCJIEHHOM
BUIE

IOIOKYMEHT, B KOTOPOM ykaszaHa ZaTa ero
COCTAaBJIEHUS WU NYyOJIMKOBAHUSA

COBOKYIIHOCTB CJIYXeOHEX IOOKYMEHTOB OOBEMOM
B 150 smmcroB, pasmepom 297 - 210 MM
(bopmaT A4), COPOWIOPOBAHHEIX B OIHOM [IalKe
non obmmMM Hasz3BaHMEM UM ODOBEOMHEHHBIX OOIMM
IPUBHAKOM

IOOKYMEHT, COHepXallMy aHaJInTUUeCKUM
obobmanmuil MaTepMall O ONPpeleJIEHHOM TeMe
MaTepMaJlbHBEIM HOCUTEJIb C 3akKpellJIeHHOM
nHdpopMalLMrelr IO Ppa3JIMUHBEIM BUIOAM
OedaTeJIbHOCTM PabOTHMKOB yINPaBJIEHUECKOTO
TpyIoa

COBOKYIIHOCTbL IIPOLIECCOB IO COOpy U
0bpaboTke HOOKYMEHTOB

IIpolLleCC HaXOXIEHMS M BbBOAUM U3

IIOMCKOBOT'O MacCCHUBA INOKYMEHTOB,
COOTBETCTRBYKIMX MHOOPMALMOHHOMY 3alpocy
niy obJlajanuMx 3alaHHBIMM IPM3HAKAMU
cobpaHMe IOKYMEHTOB

CaMOCTOSATEJNIbHEM INOKYMEHT WMJIM COBOKYIHOCTb
OOKYMEHTORB, YUYMTHBAEMBEIX IIPU XPAHEHUM KakK
oTHmeJyibHas eOMHMIIA

IOOKYMEHT, IO dopmMe M IO COIepXaHMIO
VMeUMY BaKOHUEHHEM BUI U pacCMaTpMUBaeMBIl
KaK CaMOCTOATeJIbHAasa enmMHuua (XypHal,
OuCcbMO, OMOIMOT. KapToTeKa)

3anpoc M0 KakKoMy-Jubo cOopMyIMpOBaHHOMY
BOINpPOCY (Teme), PaCCUMTAHHHM Ha I[IOJIydeHUe
oTBETAa

3amIpoc, oTpaxawluii OTHOCUTEJIEHO
IIOCTOSHHYIO NOTPeOHOCTL B MHOOpMALUM 10
onpeneJyIeHHOMY BOIIpPOCy (Teme), C
[IOJIyUYeHMEM MNOTpebuTesieM CUCTEMAaTUUECKON
nHdpopMalLMM, OTBedalllely STOMYy 3alpocy



3asaBKa

MHCTPpYKLMA

VlcxOonHBEIE IOaHHEBE

KanbkyJndaumMoOHHad
enuHMLIa
Kunobanmr (xbamnt)

KmwoueBoe cmoBo (KC)

KMB
Konmsa moxkyMeHTa

Jlekcuueckad enguHMlla
(JIE)

MamrHOT'paMMa

MamMHOIMCHEIY JOKYMEHT

MalMHONMCHEIM JIUCT
(Mi1)

MerabamnuT (MbantT)

HI

OKY [

OPII

[leyaTHRIM JIUCT
()

[Nosuum4a

[IouckoOBHM obOpas
OOKyMeHTa

[loMckoBOe mnpennmcaHue

YCTHOE MJIM NMCBbMEHHOE COOofDueHMe,

comepxallee M3JIOXKEHME KaKOoM-JMOO NPOCHOEHL,

3anpoca uiIM TpeboBaHUA

IOOKYMEHT, B KOTOPOM HAKTCHI yKa3aHMa IO

OCYLWEeCTBJICHUID KaKUxX-JIMOO NIPOLIeCCOB,

mercTeuM 1o pabore

uupporas mHbopMauMs, CIyXallas OCHOBHBIM

MCXOIOHBIM MaTepMraJioM IIpU NPpOBeleHUU

pacyeTa, BHEUMCJIEHUN M T.I.

enuHMLIA M3MepeHMsa ofbeMa, IJg KOTOPpOoIo

paccumMTaHa HopMa (mesio, IOOKYMEHT, JIMCT)

eIuHUlla €MKOCTM 3aloMMHARIMX YyCTPOMCTE,
10

paBHas 2 mnu 1024 GauT

JleKkcuueckas eIuHMla, KoTopasd B

omnpeleJIeHHHX KOHTeKCTax OIIMCHBaeT

SA3EIKOBYI0 KOHCTPYKLMIO (IIOJIHO3HAYHOE

CJIOBO MJIM CJIOBOCOUYETaHME e€CTEeCTBEHHOTO

g3bBIKa, KOTOpPOe HeceT HauboJiee CMECIJIOBYIO

HaTpPy3KYy)

KONMPOBaJIbHO-MHOXMTEJIbEHOE OKpo

YeTKO OTIeYaTaHHHM NOKYMEHT, TOYUHO

COOTBETCTBYLIMI BOCIPOM3BOOUMOMY

OPUIMHAJY (TeKCTy, M300paxeHMo)

[IOCJIeNOBATEJIbHOCTE OyKB, LUMOp U

CrelMaJIbHEIX CHMMBOJIOB, IPUHATas B

€CTEeCTBEHHOM sA3HKe IJig O00O03HAaUYeHUST

CHelMaJIbHOT'O IOHATUS

OOKYMEHT Ha OyMaXHOM HOCHUTEJIe, CO3IOaHHHM

CpenCTBaMM BHUMUCIMUTEJIEHOM TEXHUKM B

ONMCbMEHHOM ¢QopMe M OQOPMIJIEHHEI B

YCTaHOBJIEHHOM IOpPsAIKe

IMCBMEHHEM IOKYMEHT, TEeKCT KOTOPOI'O

oTIeyaTaH Ha OuUymey MallMHKe

enuHMLIa M3MepeHMsa oObeMa MallMHOINMCHOIO

TeKCTa Ha JucTe OyMarm pasmMepoMm 297 - 210

MM (bopmaT A4), HaAmedyaTaHHOTO C OINHOM

CTOPOHH, Ha KOTOpPOM pas3Memaercs 38 - 41

cTpoka (2450 BHakom) uepes 1,5 muHTepBasa

c kxosimdecTBOM 60 - 64 rneyaTHEX 3HakKa B

CTpoke (B aBTOMATUBUPOBAHHHX YCJIOBUSAX — 2

xBamT)

enIMHUIla €MKOCTM 3alOMMHAKINMX YyCTPOMCTE,
20

paeHasa 2 mnr 1048576 Baur

HOMEHKJIaTypa IeJ

OBLEeCO3HE KJIacCuPuKaTop yNpabBJIEHUECKOM

OOKYMEHTAaLUN

OpPTaHM3alUMOHHO-PAaCHIOpPAONUTEeIbHAA

OOKYyMEHTaluusg

mMaTepuati, comepxammy 40 THIC. €Y. BHAKOB,

uyTOo cocrTaBadgeT 16,7 MamMHOIMCHOM

CTPaHMLE, HalleyaTaHHHEX uyepes 1,5

MHTepBaila

TEKCT, PaBHBM TpeM I'OPU30HTAJILHEIM CTPOKaM

bopmaTa A4, obvemom 180 - 192 meyaTHEIX

3HaKa

B IOOKYMEHTAJIbHEX MHOOPMALMOHHO-TIOMCKOBHEIX

cucTeMax - (QopMajM30BaHHOE IpelCcTaBJIEHUE

CMEICJIOBOTO COHOEepXaHMA HOOKYyMEHTa Ha

MHOOPMALIMOHHO-TIOMCKOBOM sI3EIKE

B IOOKYMEHTAJIbHEIX MHOOPMALMOHHO-TIOMCKOBEIX

cucTeMax - 3alpocC IoJIb30BaTelNsd,

NIpenCTaBJIEHHEM Ha MHQOPMALMOHHO-IIOMCKOBOM
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[I5BM
PeruvcrpaumroHHasa
kapTouka (PK, PKK)
PK®

PeTpoCrneKTUBHEIN
IIOUCK

CnpaBka (oTBeT)

Cromka
CuMBOJI (3HaK)

CreHorpamMMa

Crpoka
Tabamua

Tekymmit MTOUCK

TezaypycC

Tupax

YCJIOBHEIM 3HAK

dopmMa mokyMeHTa

IndporoOM KOIL

OK3EeMIIIAP

[Ipumeuanue.

TepMuHOIOTHYECKU I

SA3BIKE
IIepCcoHajibHaA DBJIEKTPOHHO-BHUUCIINTEJIbHAS
MallHa

KapTouKa, MMenlas CIelMaJibHO
pazpaboTaHHY® QOpMy IJiS 3alMcCK M CjilyXalas
OJIA ydyeTa UM KOHTPOJIA IIOCTYIIaIMX
IOKyMeHTOB, oObemoM He 6Oojsiee 1500 3HaAKOB
PeTrUCTPaLMOHHO-KOHTpPOJIEHass Gopma
KapTOUKM, MCHOJIb3yeMmas B I[IOBM

oTOOP IaHHBEIX, XPaHAWMXCS B BallOMMHALIEM
YCTPOMCTBe, IO IBYyM UM 0O0Jiee BPEMEHHBIM
KPUTEPUSM [0 3aOaHHOM TeMaTUKe

CBeIeHMs O 3alpalluBaeMOM IIpelIMeTe WJIU
OEeMCTBUMU

IOKYMEHT, OOBeIMHANIMUN CTAaTUCTUUECKUE
iy MHQOPMAaLMOHHEIE IOaHHEE 10 KaKOMy-JMOO
BOIIPOCY

rpadrueckoe m300paxeHue KakKoTo-Jmbo
[IOHATHUSA WM NpelIMeTa B KadeCTBe eIMHUIE
3aKOOVUPOBAHHOM MHbOPMaLUM

PYKONMCHEIM (MAaWIMHONMCHEIM) IOKYMEHT,
CO,Hep)KaLLU/HZ 3allMiCb TeKCTa B BUIOE YCIJIOBHBIX
ODO3HAUEHUM, MNPUMEHSEMEIX [IPU
cTeHOTpadrpoBaHUM

YacTb TeKCTa, PAacCIOoJIOXeHHasd Ha OINHOM
TOPM3OHTAJIbLHOM JMHUM QopmaTa A4,
cocraBiusaomas 60 - 64 neyaTHHX 3HaKa
dbopMa rpadmueckoro OpencTaBJIEHUSA
UMCJIEHHBEIX B3aMMOCBSSBHBIX BEeJIMUMH,
CONPOBOXIAEMEIX [NOSCHUTEJbHEM TEKCTOM
IIOMCK IIaHHBIX, YIOBJIETBOPAKNIMX BPEMEHHOMY
KPUTEPU 10 OOHOMY AaCIIEKTY

CJIOBaphb KJIOUEBEIX CJIOB, OTpaxaolmx
CMBICJIOBEHIE CBSA3M MeXIy CJIOBaMM WMJIM MHBEMMU
CMBICJIOBEIMM DJIEMEHTAMM IaHHOT'O S3BIKA,
Hpe,HHaBHaquHI::Iﬁ oJigd IIOMCKa CJIOB IO UX
CMEICJTY

oblee UMCIJIO OTIIE€YAaTAaHHEIX DK3EMIIJISPOB
OAaHHOTO M3IaHud

rpaduyuecKkmyt 3HAK, NPUHATHINM IJII
CUMBOJIMYECKOTO M300paXeHMsa KAaKOTO-JMOO
TIOHATUA WIIM NPEenJIOXEHMA

amuctT Oymaru (dopmar A4) C YyCTAHOBJIEHHOM
COBOKYIIHOCTBIO PEKBUBUTOB, PAaCIIOJIOXEHHEIX
B OIIpPEeIeJIeHHOM I10CJIeNOBAaTEeJIbHOCTU IJId
KaXgoro BMIa IOJOKYMEHTa

KOI, 3HakKM KOTOPOTO HNPenACTaBJANT COOOoM
uMOpPL

enuHMlIA ydeTa INOKYMEHTOB (pa3MHOXEHHBIX
WJIM MalMHOIIMCHEIX KOTIUI)

cioBapb 1o  HWH(pOpPMATHKE.

MexayHapoIHbIN 1IEHTp HaydyHOU U TexHuuyeckod mHpopmarmu. (MIUHTHN), M.:

1975 1.

TonkoBelii ciioBaps no uHpopmatuke. B.W. Ilepumkos, B.M. CaBunkos, M.:
duHaHCHI U cTaTUCTHKA, 1991 1.



ITPUMEPHBII PACUET YNCJIEHHOCTU
PABOTHHMKOB HEHTPAJIBHOI'O AIIIIAPATA, OBECIIEUNBAIOIINX
KOMIUIEKC
SATAY "VUET U PETUCTPALINA JOKYMEHTOB" B TPAIMIIMOHHBIX
YCJIOBUAX U B YCJIOBUAX ITPUMEHEHUA ABTOMATU3 AL

[Tpunoxenue 2

N HammMveHOBaHMe Env- |Tomo-|HopMa BpeMeHU HopmaTuBHaA
Tadb- jeElelelini HMla |BOM Ha eIMHUIY TPYLOEMKOCTE,
JIVLIEL nsme- | obrveM| MBMepeHUd, U u
u peHud [pabo-
HOP-— TH B Tpa- |B yCc—- |B Tpa- |B yC-
MEL OVLVOH . | JIOBUAX | OMUMOH . | JIOBUAX
YCJIOBU— |aBTO— |yCJiOo-— aBTO—
axX MaTU3. | BUAX MaTU3.
1 2 3 4 5 6 7

32-1 |[3BanonHeHme pe- |1 PK

TUCTPALMOHHO—

KOHTPOJILHOM

KapTOTEeK!U 10000(0,152 0,054 |1520 540
32-2 |3anonHeHue Xxyp-|1l 3a-

Hajla MCXOOSWMX |IUCHh

IOKYMEHTOB 6000 0,1 0,01 600 60
32-3 |3anonHeHue Xxyp-|-"-

Hajla permucrpa-

UMy [IPUKA30B IO

Kampam 190 0,08 0,01 15,2 1,9
32-3 |3BanosHeHue xyp-|-"-

HaJjla LUMPKYJSApPOB 400 0,08 0,01 32 4
34-2 |Bemenme kaprTo- |1 PK

TEeKM TeJjieTpaMM 350 0,1 0,06 35 21
-"- Benenme xapro- |[-"-

TEKM TIPABUTEJH—

CTBEHHHX IOKY-—

MEHTOB 900 0,1 0,06 90 54
=" Benenme kapro- |-"-

TEKM Ha NOMUChbMa

u3 objlacTen 5000 (0,1 0,006 500 300
=" Benenme kapro- |-"-

TEeKM NIUCEM U3

MOCKOBCKUX Op-—

TaHu3aluuin 800 0,1 0,06 80 48
-"- Benenme xapro- |[-"-

TEeKM OenyTaT-—

CKOM TIOYTHI 300 0,1 0,06 30 18

Benenue kapto- |[-"-

TeKM OOpalleHUM

TpaxnaH

anbaBUTHON 12000(0,1 0,06 1200 720

PeTrMoHaNIbHOM 12000(0,1 0,06 1200 720

Benenue kapto- |[-"-

TEKM [NOPYYEHUM

Cosera

MUHMUCTPOB 1200 (0,1 0,06 120 72
33-1 |3BanosnHeHue KHU-|1l 3a-




33-2

33-3

33-5

33-6

™M y4yeTa
OTIpPaBKU
LUMPKYJISPOB
BarnoJiIHEHME KHU—
™M yuyeTa
OTIpPaBJIgEMBIX
IPUKa30B
3aloJIHEHME Xyp-—
HajJjla UMPKYJISPOB
3aM. MMHMUCTpPA
3arnoJjiIHeHUE
y4eTHHEX GopM,
cocTaBJIeHUE
CIMcKa Ha
3aKa3HYI
aBManouTy
CocrarjieHue
peecTpa Ha
OTIpaBJIgeMyIo
IOKYMEHTALINIO

IncCb

50

30

400

100

6000

0,26

1,5

20

40

1560

16

20

780

TpyooOeMKOCTE,

nTOro:

7047,

3376, 39

['ogoBast Tpy1o€MKOCTh pabdOT MO KOMIUIEKCY 3adad "Y4eT u perucrpauus
nokymMeHToB" (¢ yderom kod(p¢uumenta K
BPEMEHM Ha OpPraHU3alMOHHO-TEXHUYECKOE OOCITy)XKMBaHUE pPAbOYEro MecTa,

OT/IBIX U JINYHBIC MOTPEOHOCTH) COCTABJISET:
MIPU TPAAUIIMOHHBIX METOJIax PabOTHI -
T=7047,7x 1,1 =7752,47 uen.-u4.

®n - mone3nslit GoHA pabodyero BpeMEHU OAHOTO pabOTHUKA 3a Toj, 4,

npuHuMaetcs paBHbIM 1800 u.
OTtcroaa 4iCIeHHOCTb:

= 4,31 uemn.;

1,1, yuuThIBaromero 3aTparbl

B YCJIOBHAX aBTOMATHU3AINH YUCTA KU PCTUCTPAINN JOKYMCHTOB -

T=3376,39x 1,1 = 3,14 yemu.-u.




