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

MUHUCTEPCTBO KYJIbTYPbI POCCUIICKON ®EJEPAIIUN

IMPUKA3
ot 30 nexadps 2014 r. N 2477

Ob YTBEPXJIEHHWU TUITIOBBIX OTPACJIEBBIX HOPM
TPYJIA HA PABOTbI, BBITTOJIHAEMBIE B BUBJIMOTEKAX

B cootBetrcTBUU ¢ myHkTOM 2 IIpaBun pa3paOboTKu U yTBEP>KACHUS TUIIOBBIX
HOpPM TpyJAa, YTBEPXKICHHBIX IocTaHoBIeHHEM IIpaButensctBa Poccuiickoi
®enepanuu ot 11.11.2002 N 804 (Cobpanue 3akoHOHaTeNbcTBa Poccuiickoit
deneparuu, 2002, N 46, ct. 4583), npuka3biBao:

1. YTBepaAUTh TUTIOBBIE OTPACIIEBBIE HOPMBI TPY/Ia HA PAOOTHI, BHIOIHSIEMBIE
B OMOJIMOTEKAX, COTJIACHO MPHUIIOKEHUIO.

2. KoHTponb 3a WUCHOTHEHHWEM HACTOAIIETO IMPUKa3a BO3JIOKWTH Ha
3amecturenss Munucrtpa KynbTypbl Poccniickon @enepanun H.A. Manakosa.

MI/IHHCTP
B.P. MEJIMHCKHNI

[Ipunoxenue

K npuKa3zy MUHUCTEPCTBA KYJIbTYPBI
Poccutickon ®enepanuu

ot 30 nexabpst 2014 r. N 2477

THUITIOBBIE OTPACJIEBBIE HOPMbI
TPYJIA HA PABOTbI, BBITIOJIHAEMBIE B BUBJIMOTEKAX

I. BBomHast yacth

TunoBeie oOTpacieBbie HOPMBI TpyJda Ha pPaOOTHI, BBIMOJTHSIEMbBIE B
OoubnuoTeKkax, pa3paboTaHbl B COOTBETCTBUM ¢ TTyHKTOM 2 [lpaBui paspaboTku u
YTBEPKJICHUSI THUMOBBIX HOPM  TPyJAa, YTBEPKIACHHBIX TOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®eneparuun ot 11.11.2002 N 804 (Cobpanue
3akoHosarenbcTBa Poccuiickoit ®eneparuu, 2002, N 46, ct. 4583), B 1emsIx
peanuzanuu nyHkta 4 pasgena V Ilnana meponpusituii ("mopokHOW KapThl')
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"U3meHeHuss B OTpacisix COIUAIbHOW c(epbl, HampaBlIEHHbIE HA TOBBLIIICHHE
adpdexTuBHOCTH  chephl  KyJbTYphl',  YTBEPXKICHHOTO  pPaCHOpPsLKEHUEM
[IpaButensctBa Poccuiickoit @epepauuu ot 28.12.2012 N 2606-p (Cobpanue
3akoHozarenbcTBa Poccutickont ®denepanuu, 2013, N 2, ct. 137; 2014, N 19, cr.
2470), u npenHazHaueHbl I (HOPMUPOBAHUS OOOCHOBAHHBIX ONTHMAJIBHBIX
nmokaszarejied  TPYJIOEMKOCTH  BBITIOJHEHUsS  pabOT B TOCYJIApPCTBEHHBIX
(MyHUITUTIAJIBHBIX) ~ OMOJHMOTEKAax, ONpEeACTICHUS  IITaTHOM  YHMCJICHHOCTH
pa0OTHUKOB, BBbIJIAYM HOPMHPOBAHHBIX 3aJaHUA M COOTHOLIEHUU MEXKIY
TJIAHOBBIMH U JOTOBOPHBIMU PabOTaMHU.

II. HopmaTtuBHas 4acTb
1. TunoBbIle OTpacieBble HOPMBI TPY/1a Ha paOOTHI,
BBINOJIHSEMbIE B TOCYJaPCTBEHHBIX (MYHULIMIIATIBHBIX ) OMOIMOTEKAX
(0e3 ncrosb30BaHNs aBTOMaTU3UPOBAHHBIX CUCTEM

yIpaBJICHUSI POIIECCaAMHU )

1.1. KommiekroBanue 6ubimnoreynoro Gpoxnma



N HaunmenoBanue nporuecca, onepanuu. Coctan Enununa Hopma
n/ paboThI U3MEpPEHHUsS | BPEMEHH,
i MUH.
1 2 3 4
Tekymiee komruiekToBaHue 6uOIMOTEUHOTO (hOHAA
[IpocMOTp KHHUTOM3AATENBCKOW W KHHUTOTOPTOBOM
uH(popmManuu:
1 |mpocMOTp KHHMIrOM3JaTENbCKOM W KHUTOTOPTOBOM OJlHa 2,0
nHpopMaru O3NS
2 |TIPOCMOTD uH(bOpMaIIH OYKMHUCTUYECKUX OJIHa 2,0
ayKIIMOHOB HO3ULIMS
OnpeneneHnve TeMbl W BHJA  JOKYMEHTa, 0JIHa
MOJIJIEKAIIETO 0TOOPY, BBIICHEHHE HEOOXOJUMOCTH |  IO3ULIHUS
MPUOOPETEHUS JIJIS:
3 |IOKyMEHTOB, KHUT, MAaT€pUAJIOB 5,2
4 |cTaponeydaTHbIX U PyKOMUCHBIX JOKYMEHTOB 10,0
Omnpenenenre dK3eMIUITPHOCTH 3aKa3a: oJlHa

IMO3UIIHA

Tabmura 1



S | s oapaszaeneHui 0,89
6 |1t OMOIMOTEKHU B 1IEJIOM 1,6
Odopmiierne 3akasza; yka3zaHHE OHK3EMIULIPHOCTH,| OJIMH 3aKa3
CTOMMOCTH 3aKa3a, JaThbl
KomnuecTBo 3aKka3aHHBIX HA3BAHUIA:
7 11-15 40,0
8 |16-25 65,0
9 |26-75 196,0
10|76 -100 261,0
11 |opopmaenue 3aka3za Ha 3apyOEKHbBIE JTOKYMEHTHI OJIUH 82,0
JTOKyMEHT
12 |moaroTroBka CrucKa JOKYMEHTOB, MPEAJIaraeMbIX K OJTHO 26,0
MEXIyHApOJTHOMY KHUTOOOMEHY; CBEpKa CIMCKA C| Ha3BaHUE
KaTajaoroM
13 |cocraBnenue KapTOYKH TUTSt KapTOTEKHU OJIHa 6,0
OpraHU3alui-IIAPTHEPOB; yKa3aHWEe  Ha3BaHWsI| KapToyka
OpraHUW3alliid, aJpeca, Ha3BaHUS OOMEHHUBACMBIX
JTOKYMCHTOB
Pabora B aBToMaTu3upoBanHoii cucreme (AC):
14 |BBOA 3aka3a TEKYIIEro KOMIUICEKTOBAHUS B 0azy OJTHO 4.6




maHHBIX AC Ha3BaHUE

15 |penakThpoBaHuE BBEJICHHBIX B 0a3y JIaHHBIX OJTHO 2,5
CBEJICHUI O 3aKa3e Ha3BaHUE

16 |BpIBOg ~ HA  MPUHTEp  JAHHBIX  TEKYIIETo OJIMH 1,6
KOMITJIEKTOBAHMSI; paciieyaTka JTOKYMEHT

17 | Benenue peecTpa mocTaBIIMKOB B AC OJlHa 8,3

TTO3ULIAS

Benenue kapToTeku TEKyIIEro KOMIIJIEKTOBAHUS:

18 |cocraBiieHre KapTOUKH, yKa3aHHWE aBTOpa, 3arjlaBus, oJlHa 45
BBIXOJ/IHBIX JaHHBIX, PETUCTPAIIMOHHOTO HOMEpa KapTouKa

19 |mepeHeceHne CBENCHMA O 3aKa3e Ha KapTOUKH, OJIHa 1,0
yKa3aHUE JK3EMIUIIPHOCTH 3aKa3a, pachpeaelieHne| KapTodka
0 CTPYKTYPHBIM TIOIpa3ICICHUSIM

20 |moabop KapTOYKH MO andaBUTy ISl PACCTAHOBKHU B oJlHa 0,4
KapTOTEKY TEKYIIETO KOMIUICKTOBAHUS KapTOYKa

21 |paccTaHoBKa KapTouku B andaBute GhaMuIui OJIHa 1,0
aBTOpOB, 3arjaBUii B  KApTOTEKy TEKYIIero| KapTouka
KOMILUIEKTOBAHUSA
Odopmienne TOANUCKKM  HA  MEPUOIUUYCCKHE
A30aHUS:

22 |BpIOOp Ha3BaHUS TEPUOAMYECKUX U3JIAHUN NS OJTHO 2,7




IIOJIITUCKH Ha3BaHUE

23 |cOop 3asBOK OT TMOapa3/eleHuid OMOJMOTEeKH [JIs| OJIHA 3asBKa 1,5
MOAMUCKH Ha IEPUOIUYECKUE U3AaHuUs

24 |cBepKa paclevaTKd CIHCKOB YCJIOBHO 3aKa3aHHBIX OJTHO 1,7
MePUONYECKUX H3JaHUH C KapTOTEKOW 3aKa3oB,| Ha3BaHUE
BHECEHHE U3MEHCHHI B pacreyaTKH CITUCKOB

25 |cBepKa 3akaza TEKYIIEeTro Toja Ha TEPHOIUYCCKUE OJIHO 2,4
W3aHUsS C TIOAMUCKON TMPEBIIyIIero Tojaa IJjisi| Ha3BaHUE
BBISIBJIEHHSI M3MEHEHHH B Ha3BaHUAX, BHECCHHE
W3MCEHEHUHN JaHHBIX

26 |cBepKa BBIXOJIHBIX JTAHHBIX BIIEPBBIC 3aKa3bIBACMBIX OJTHO 13,5
3apyOEKHBIX MIEPUOTUIECKHAX W3aHUH c| Ha3BaHHe
OoubmmorpaUuyecKUMH CHpPABOYHUKAMHU U JAPYTUMH
WH()OPMAITMOHHBIMHA UCTOYHHKAMU

27 |opopMmienne 3aka3za Ha TIOJINMHUCKY; MOJICUET| OJWH 3aKa3 8,4
CTOMMOCTA TIOJINMUCKH C y4EeTOM JIOCTaBKH,
3aIl0JIHEHHE KBUTAHI[UH aboHeMeHTa Ha
MIePUOINYECKOES U3/IaHNC

28 |coCTaBJCHHE PETHCTPAIMOHHON KApTOYKH ISt OJIHa 4,5
KapTOTEKHU MIEPUOANICCKUX HU3TaHUN KapTouKa
PaboTa B aBToMaTu3upoBanHoM pexume (AC):

29 |BBOJ 3aKkaza Ha MEPUOJUYECKHE H3JIaHUs B 0azy OJTHA 3,5

JaHHBIX

KapTO4Ka




30 [BBIBOJ Ha DJKpaH PErUCTPAllMOHHON KapTOYKH, OJIHA 1,8
pacrneJaTka KapTO4YKa
31 |[KOppeKTHUpOBKa 3aKa3a: BBIBOJ Ha S3KpaH CIIHCKa OJTHO 1,8
NEPUOINYCCKUX U3JJaHUI; BHECCHHE M3MEHCHUI Ha3BaHUE
[ToaroToBKa JOKYMEHTAITMH JIJIS1 3aKYTKH U3/IaHUM:
32 |ayKIMOHHAs JOKYMEHTAIHS OJINH 480,0
KOMILJIEKT
33 | TOKyMEHTAIUs JIJIsi KOTUPOBOK OJIMH 400,0
KOMILIEKT
34 | TOroBOp/KOHTPAKT OJIMH 240,0
KOMILIEKT
35 |cocTaBieHHE TEXHUYECKOTO 3aIaHMsI JIJIs1 ayKITMOHA OJINH 240,0
KOMILIEKT
36 |cocTaBiieHHE CBOIHBIX TAOJHUI[ U CHMCKOB H3IaHUN OJINH 360,0
JUTSI TaMOXXHH, COMPOBOIUTEIHHOM JOKYMEHTAITUH | KOMIUICKT
JUTSI MEXKTyHAPOTHOTO TIOYTaMTa
Ilepenmcka ¢ KHUTOTOPTOBBIMH OpraHU3AIUSIMH H
M3aTeIbCTBAMH, OMOINOTEKaMU, JapPUTCIISIMU:
37 |cocTaBieHHe, TMe4yaTh TEKCTa MHChMa (3ampoca,| OJTHO MHUCHMO 10,2

MPETEH3UN), PErucTpaluss B KHUTE€ MCXOISAIIUX
JOKYMEHTOB  (MOCTAaHOBKA JaThl, MOPSJKOBOTO
HOMEpa, YKa3aHWE HAMMEHOBAHUS OpraHU3alluu,




KpaTKoe cojiepKaHue MUChMa)

38 |cocTaBieHue, mevyaTh OJaroJapCTBEHHOTO IMHChMA, | OAHO MUCHhMO 11,0
peructpanus B Kaure JlapoB Oubamorexu

39 |cocraBnenHue, neyaTh MUChbMa HA MPEABAPUTEIBHBIHN | OTHO MUCHMO 5,2
obOcueT W3IaHUH, ITOATOTOBJICHHBIX K
PUOOPETEHUIO

40 |odopmitleHHe,  OTHpaBKAa  3aKa3a  M3JAIONMIMM | OJWH 3aKa3 3,1
OpraHU3aIHsIM, PACITPOCTPAHUTEISIM

41 |atpuOyliusi W COCTaBJIEHHE 3aKIIOUCHUS IS OJIMH 360,0
AKCIIEPTHOM KOMUCCHH TPH MOKYIKE JTOKYMEHTa JIOKYMEHT
JlokoMIIeKToBaHUE OMOIMOTESYHOTO (hOHIA!

42 |mepenucka ¢ JluccepTalmOHHBIMA — COBETaMHU: | OJTHA 3asiBKA 20,0
COCTaBJIcHHE, Ha0Op TEKCTa TMuchMa (3ampoca,
MPETCH3MN) B Cllydae OTCYTCTBHUSI 0053aTEILHOTO
AK3EMIUISIPA TOKyMEHTa B (hOH/IE

43 |mosiyueHue 3asBKM Ha TMPUOOpETEHHE JOKYMEHTOB| OJHA 3asiBKa 2,6
OT TIOJIPA3AEIICHUI

44 | cBepka 3aaBKH ¢ "ba3oii JaHHBIX 3aKa3a" OJTHO 2,0

Ha3BaHHE

45 |mpoCcMOTp KapTOTEKH HEYAOBIETBOPEHHOTO CIPOCA; OJIUH 3,0

aHAJIN3 OTKA30B IS BBISBICHUS OTCYTCTBYIOIIUX | JTOKYMEHT

JOKYMEHTOB




46 |cocTaBicHUE oubmorpaduyecKom 3aIliCH; OJIHA 3,6
yKa3aHue KOJUYECTBA OJK3EMIUIIPOB M CHIJVIOB| KapTOYKa
MOJpa3AeIeHUN
OTOOp HSJEKTPOHHBIX W3JAHUN MJIs DJIEKTPOHHOU
oubnuoteku (Ob):

47 |otOop (aiina mo cmmckaMm mnpenaoxkeHud mist Ob, OJTHO 3,0
MpoBepka Ha JTyOJETHOCTh, MPOBEJACHUE CBEPKU| Ha3BaHUE
3aIUCH ¢ IEKTPOHHBIM Kataiorom (9K)

48 |mmpoBepka JIETUTUMHOCTH pa3MeIIeHUs OJTHO 10,0
3JIEKTPOHHOTO IOKYMEHTA B Db HAa3BaHUE
OT60p ceteBbIX yaaneHHbIX pecypcoB (CYP):

49 |mpocMOTp KHHUTOM3ATEIHCKOW M KHHUTOTOPIOBOM | OJIUH pecypc 2,0
uHbopMaIuu

50 |ompenmeneHue TEMBI pecypca, COCTaBa, YCJIOBHH | OJHWH pecypc 90,0
JI0CTyIa, CO3/IaHUE TIEPBUYHOM 3alCH B IMACIIOPTE
pecypca

51 |opranuzamusi TPOBEACHUS TECTOBOIO J0CTyna K| oauH pecypc | 860,0
CYP

52 |3amojHeHue JUCTa TeCTUPOBAHUS onuH pecypc | 420,0

53 |BKJIIOYEHHE 3asiBKHM B DJEKTPOHHBIA yKa3aTelb oJlHa 0,26

3aKa3a

KapTouYKa




OT60op NOKYMEHTOB H3 OOMEHHbIX (HOHIOB
OMOIMOTEK TS TOKOMITJICKTOBAHUS

54

POCMOTp CIIHCKOB, KAPTOTEK, KATAIOTOB OOMEHHBIX
dhoHI0B OMOIMOTEK, OTOOpP HYKHBIX JIOKYMEHTOB,
CBEpKa C KaTajoraMd U KapTOTEKaMH CBOEH
OMOIMOTEKH; COCTaBJICHHE CHUCKAa Ha JOKYMEHTHI,
0TOOpaHHbIE B 0OOMEHHOM (pOH[Ie

OJTHO
Ha3BaHUE

3,2

KomnuectBo AOKYMCHTOB, BKIIIOUCHHBIX B CIIMCOK:

55

1

3,6

56

2-10

37,4

57

11-25

87,7

58

26 - 50

197,0

CocraBnenue oOmepaTUBHOrO (TEKYIIEro) IIaHa
KOMITJICKTOBAHMS:

59

OTIPE/ICIICHHE MEPONPHUATHH 1O  (OPMHUPOBAHHUIO
eauHoro (oHga Ha TEKYIIUW TOJ, OTBETCTBEHHBIX
WUCIOJHUTEICH,  KOJIWYSCTBEHHBIX  ITOKa3aTejeH
oobemMa  (GoHma  (MOCTyIUIGHHWE,  BBIOBITHE),
HMCTOYHUKOB MOCTYIUICHUS, CMEThI PacX0JI0B

OJHH IIJIaH

1044,0

OdopmiieHne miaHa KOMIJIEKTOBAHUS B opMe:

60

TaOIUIL

OJlHa

2,6




Taduna

61 |kapTOoTEeKH OJIHA 2.6
KapTouKa
Pabora B aBTOMaTH3upoBaHHOM pexkume (AC):
62 |BBOJ TTaHA KOMIUIEKTOBaHUS B 0a3y maHHbIX AC OJIMH IIaH 1,1
63 |KoppeKTUpOBKa 0a3bl JIaHHBIX; BBIBOJ Ha DSKpaH; OJIMH 1,6
BHECEHHE U3MCHCHUN JIOKYMEHT
1.2. [IpyeM u y4eT NOCTYNIUBIINX JOKYMEHTOB
N HaumenoBanue nporiecca, onepaiuu. Cocras Enunawnna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
I MHUH.
1 2 3 4
1 |PacnakoBka/ymakoBKa U3IaHUI OJTHA mMaykKa 2,5
2 |Pa3bop  IOKYMEHTOB IO  BHUJaM,  SI3BbIKaM, OJTHO 1,0
HMCTOYHUKAM TIOCTYTUICHUS Ha3BaHUE
3 |IIpoBepka oTcyTCTBUS OpaKOBAHHBIX SK3EMILISPOB OJIH 1,0

AK3EMILISAP

Tabauna 2



HpHeM JOKYMCHTOB, IMOCTYIIMBIIUX C
COIMPOBOAUTCIIBHBIM JOKYMCHTOM:

OpueM  JOKYMEHTOB IO  COINPOBOJUTEIbHBIM OJIUH 2,8
MaTepuaiiaMm (JUCT PEerucTpalvu, CUeT, HakjajHas,| SK3eMIUIIp

KOIUS YeKa, aKT), MoA0O0p UX Mo andaBUTy aBTOPOB

WJIM 3arjiaBUi, HKCIEIUIIMOHHBIM HOMEpaMm, CBepka

C COMPOBOJIUTENBHBIM JOKYMEHTOM, MPOCTABIICHNE

[IEHbl Ha W3/IaHWH, MOJCYET YHUCIIa IK3EMIUISPOB,

00111ell CTOUMOCTH

MIPUEM  PYKONMMUCHBIX KHWI, TOCTYNUBIIMX C OJIVH 30,0
COMPOBOJAUTENLHBIM JOKYMEHTOM JIOKYMEHT

[Ipuem nuccepraumii:

MOCTYMHUBIINX C COMPOBOJUTEIHLHBIM IMHUCHMOM W3 OJTUH 21,0
JluccepTalMOHHBIX COBETOB JTOKyMEHT
MOCTYMUBIIMX C COMNPOBOJUTEIBHBIM MHUCHMOM W3 OJIUH 6,6
AKCTICAUIIIH JTOKyMEHT

npueM aBTopedepaToB AMCCepTalid, TOCTYMUBIINX OJIH 1,3
C COMPOBOUTEIHLHBIM TUCEMOM U3 YKCIICTAIIAN JTIOKyMEHT

[Tpuem JIOKyMEHTOB, MOCTYTHBIIIAX 6e3

COTIPOBOIMTENILHBIX JOKYMEHTOB:

MpoBepKa Ha JyOJNETHOCTh; MPOBEICHHE OLEHKH OJIVH 3,1
JIOKYMEHTOB JIOKYMEHT




10 |cocraBiieHHE aKTa HA MPUEM JIOKYMEHTOB OJTHO 1,0
Ha3BaHUE
[IpueM pYKONUCHBIX KHUT, MOCTYIMUBIINX 0O€3
COTPOBOUTEILHBIX JOKYMEHTOB:
11 |cocTaBneHne akTa Ha MPUEM PYKOIUCHBIX KHHUI H OJIUH 0,1
JTIOKyMEHTOB JIOKYMEHT
12 |{mpoBepka Ha HamuuWe OJMWU3KUX TIO BPEMEHH || OJIHA 3aIHCh 10,8
TEMaTUKE PYKOMHCHBIX KHUT W JIOKYMCHTOB B
¢ongax HUOP mno cuyxedHOMY, andaBUTHOMY,
YYETHOMY KaTajory
[IpoBeneHME SKCMEPTU3BI M OICHKUA PYKOMHCHBIX OJINH
KHWT ¥ JJOKyMEHTOB: JTOKyMEHT
13 |opauHaApHOA 600,0
14 | nOBBIIEHHON CIIOKHOCTH 1200,0
15 |Ha MHOCTpaHHBIX S3BIKAX 1200,0
16 |kapTorpaduyueckoro Marepuaia 1200,0
17 | My3bIKaIbHOTO COJIEPKAHUS 1200,0
18 | pykomnuceii ¢ rpaBropamMu U H3oMaTepuaiaMu 1200,0
19 |npoBeneHne TEPBUYHONW aTpUOYIMH JOKYMEHTOB OJIH 10,0
(penkux ¥ IEHHBIX KHUT), OTOOP B COOTBETCTBHH C| JTOKYMEHT

npoduaeM KOMIUIEKTOBAHUS W pPaclpeiesieHHue I0




noadoHAaM U KOJUICKIIHSIM

20 |mpocTaHOBKa IITEMIIEdsT Ha 00OpPOTE TUTYIBHOTO OJIVH 0,26
nucTa ¥ Ha 17-# cTpaHule JOKyMeHTa HK3EMILIISIP

21 |mpocTaHOBKa  PETUCTPALlMOHHOTO  HOMEpa  Ha OJIMH 0,26
JTOKYMEHT IK3EMILISIP

22 |HakJeWBaHWE HA JOKYMEHT METKH ISl YCTPOMCTB OJIUH 1,2
PagroO4acTOTHOU UJEHTU(UKAIIU O0OBEKTOB, | IK3EMILISP
aKTyalu3anus METKU

23 |HaKJeuBaHUE MITPUX-KOAa HAa OOOPOT TUTYIHHOTO OJIMH 0,26
JIUCTA U O0JIOKKH AK3EMILIISIP

24 |BHeceHHe pa3MeTKH 1o GoHAaM Ha U3TaHUE OJIMH 0,26

AK3EMILIISIP

CBepka NOCTYNMBIIMX JTOKYMEHTOB C KAapTOTEKOU
TEKYIIETO KOMILJIEKTOBAHUSI:

25 |MOMCK ~ KapTOYKM B KApTOTEKE  TEKYIIETO OJIHa 0,52
KOMIUIEKTOBAaHHUS, CBEPKa KapTOUKH C JOKYMEHTOM,| KapTouka
BHECEHHUE OTMETOK

26 |coCcTaBJCHHE CHHCKAa PETUCTPAIMOHHBIX HOMEPOB OJIH 0,36
HOBBIX TOCTYIUICHHW HJISi M3TOTOBIICHUS MEYATHOW | JTOKYMEHT

KapTOYKHU

Pabora B aBTOoMaTu3upoBanHoii cucreme (AC):




27 |cBepka JOKyMEHTa C yKazaTeJeM 3aKa3aHHBIX OJTHO 3,0
W3JIaHUI, BHECEHHE OTMETOK Ha3BaHUE

28 |mpoBepka Ha TyOJETHOCTH MOCTYIMUBIINX U3IaHUMA B OJINH 1,6
0aze manaeix AC JIOKYMEHT

29 |perucTparvs HOBBIX IMOCTYIUICHUH B 0asze JaHHBIX OJINH 9,1
AC JIOKYMEHT

30 |mpueM W  perucTpanus PYKONHUCHBIX  KHWT, OJIUH 3,6
MPOCTABJICHUE OTMETKH B  PETHUCTPAIMOHHOM | JTOKYMEHT
’KypHaje HOBBIX MOCTYIUICHUH, KHUTE y4eTa HOBBIX
MOCTYIUICHU U
[Tpuem u peructparus >KypHaJIOB U Tra3er:

31 \mombopka >KypHaJlOB W Tra3eT 1o au(aBUTy OJIVH 0,94
Ha3BaHUW, NOUCK PETrUCTPALMOHHOW KAPTOUYKHM B| JOKYMEHT
KapTOTEKe IMOJIMUCHBIX HM3JaHUi, OTMETKAa HOMEpa,

JaThl TIOJYYCHUS U3AaHUS

32 |mpocTaBJICHHUE MITEMIIENS Ha KypHAaJe OJIVH >KypHaJ 0,2

33 |MpocTaBJICHHUE IITEMIIENS Ha ra3eTe OJIHa rasera 0,16

34 |peructpaiusi HOBBIX TMOCTYIUIEHUH B 0asze JaHHBIX OJINH 2,6
AC JOKYMEHT

[Ipuem w® perucTpamus CETEBBIX  YIAJICHHBIX
pecypcoB (CYP) B AC:




35 |mpoBepKa JOCTYITHOCTH pecypca (TIprem) OJIUH pecypc 30,0
36 |[oopMiieHHe CONMPOBOAMTEIBHON JTOKYMEHTAIIUH | OJIMH PECypC 10,0
(akT mpuema)
37 |BBeneHwme 3amucu B peecTp yaera CYP OJIUH pecypc 4,8
38 |BBemeHME 3anucy B peecTp nacrnoptoB CYP OJIMH pecypc 3,7
39 |moaroroBka cBenenuit g caiita o CYP OJINH pecypc 20,0
AJIMUHHUCTPUPOBAHUE CETEBBIX yTaJICHHBIX
pecypcoB B aBTOMaTU3UupoBaHHOM pexkume (AC)
O6paboTtka 3anucen TUISt BEJICHUS
WH()OPMAITMOHHBIX TIOUCKOBBIX CEPBUCOB:
40 | TOKyMeHT OJTHO 4,0
Ha3BaHUE
41 |maket/B/] OJTHO 10,0
HAaUMEHOBaH
ue
43 |aktyanuzanus ceeaeHuit o CYP OJTHO 6,0
Ha3BaHUE
44 |cO0p CTaTUCTUKU O COCTaBe W 00 HCIOJb30BAaHUU OJTHO 0,3
CYyP Ha3BaHUE

[Ipuem u 00paboTKa AJIEKTPOHHBIX HW3IAHUN IS
OnexTpoHHOM 6ubnuorexu B AC:




45 \mpoBepka  KauecTtBa  (aitjoB,  perucrtparus OJIUH 9,3

ANIEKTPOHHOTO J0oKyMeHTa B OK, mepenaua ¢aitnoB| TOKyMeHT

Ha cepBep

dopMupoBaHue aKTa nepenayn HOBBIX

MOCTYIUJICHUH B JPYTUE MOIpa3ICICHHUS:
46 |B AC depe3 mporpaMMy AUCIIETUYEPU3AIUN U3TaHUI OJIMH 0,15

AK3EMILISIP
47 |B py4HOM PEXUME OJIUH 2,0
AK3EMILISIP

Benenue "Kunuru cymmapsoro yyera"

Pa3bop mMOKyMEHTOB MO BHJaM, OTpacjsM 3HAHWH,| OJIHA 3aIlHCh

S3bIKaM; TOJCYET YHCJIa JOKYMEHTOB, 3alluCh

PE3yNbTaTOB MOJICYETA 10 YCTAHOBJICHHON (hopMme B

"Kuury cymmapsoro yuera"

Konn4ecTBo T0OKyMEHTOB B MAPTUU NOCTYILICHUM:
48 |1 0,6
49 |2 -50 30,8
50 |51 -250 150,0
51 [BBOJ CTaTUCTUUYECKUX JTaHHBIX B 0a3y JaHHbIX AC OJIHA MAPTHS 3,1
52 |mojcYeT TOCTPAHUYHO 110 TIO3UIUSM JaHHBIX, oJlHa 1,6

MIEPEHECEHUE UTOTOB HA CIIEIYIOIIYIO0 CTPAHUILY TTO3UIIUS




53 |[cBepka (MHAHCOBBIX JOKYMEHTOB oOTIella ¢ OJINH 1,46
(hMHAHCOBBIMU JOKYMEHTAMH OyXTajaTepuu JTOKYMEHT

54 |opopMiieHre  CONMPOBOJUTEIBHBIX  JOKYMEHTOB OJINH 13,0
(cduer, HakiajgHasg, aKkT) A [OepeJayd  B| JOKYMEHT
OyXTanTepuo

55 |obopmiieHne UHBEHTapHOW KHHUTHU, HyMepalus OJIHa 0,88
JUCTOB, TMPOCTABJICHHE HOMEpa B MHBEHTApHOW | CTpaHHUIIA
KHUTE

56 |3amuch MOKYMEHTOB IO YCTaHOBJICHHOW (opme B OJIUH 2,8
WHBEHTAPHYIO KHUTY, MIPOCTABIICHUEC WHBEHTAPHOTO| TOKYMEHT
HOMEpPA Ha TJOKYMEHTE

57 |nmpoBeeHNEe UHAUBUIYATBLHOTO YYeTa JOKYMEHTA M0 OJIMH 1,0
aKTOBOM CHCTEME, TIPOCTaBJICHUE WHBEHTAPHOTO| TOKYMEHT
HOMEpPA Ha TJOKYMEHTE

58 |mpoBenenue WHMBUIYaJIbHOTO ydera c OJIHa 4,7
MPUMEHEHUEM YYETHOTO KaTajora: COCTaBJICHUE| KapTOuKa
ouborpaduuecKoro OTIMCaHUS JIOKYMEHTA,
yKa3aHWEe IICHbl, WHBCHTApPHOTO HOMEpa, Troja
MOCTyIUIEHUsl, Homepa  3amucu B "KuHure
CyMMapHoro  yyera"', 4yMcia  HOCTYNHBLIMX
AK3EMILISAPOB, ux pacrpeiesicHue 1o
MOIpa3IeICHUSM

59 |pukcupoBaHue B XKypHaJIe PETHCTPAIIMU KApPTOUYEK | OJHA 3aMKCh 0,3

YUETHOI'O KaTaJlora MHBCHTApHOI'0 HOMCEpaA, IICPBOro




CJIOBA 3arjiaBusi

60 |mpocTraBiieHHE THBEHTApPHOTO HOMEpPa Ha JOKYMEHTE OJIVH 2,6
JTIOKYMEHT
61 | peructpaiusi IaTEHTOB B HyMEPaIlMOHHOW KHUTE OJIMH 0,3
JTOKYMEHT
62 |mpueM aKTOB Ha BBHIOBIBIIME JOKYMEHTHI OT| OJWH aKT 8,7
CTPYKTYPHBIX TOApAa3JACICHN; BHECEHHUE 3aITUCH B
"Kaure  cymmaphoro  yuera" (2-4  4acTh);
MIPOCTABJICHUE HOMEpPA aKTa
HckitoueHre NOKyMEHTa [0 aKTy U3 YYETHBIX OJIUH
bopwm: JOKYMEHT
63 |MHBEHTApHON KHUTH 1,4
64 |ydeTHOro KaTajora 0,88
65 | onrcy MHBEHTapHBIX HOMEPOB 1,0
66 |uckiroueHHe BBIOBIBIIMX JOKYMEHTOB U3 0asbl OJINH 1,0
maHHbIX AC JOKYMEHT
6/ |morameHre WHBEHTAPHOTO HOMEpa W IITEMIIeNs OJINH 0,5
OMOIMOTEKN Ha TOKYMEHTE JOKYMEHT
68 |moanIMBKa aKTOB OJIMH aKT 0,26

[Tpumeuanue: npu paboTe ¢ JOKyMEHTaMHM HAa MHOCTPAHHBIX fA3BIKAX K HOPME BPEMEHH MPUMEHSETCS MOBBIIIAIOIINN




kodpdunuent 1,15.

1.3. bubnuoreunas o6paboTka JOKyMeHTOB. OpraHu3alys U BeJCHUE KaTaJIoroB

N HaumenoBanue nponecca, onepanuu. Cocras Enunawnia Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
PaboTa c nmeuaTHO# KapTOUKOM:
1 |dbopmupoBaHre KOMIUIEKTa MEYATHBIX KapTOYEK Ha OJIHa 1,25
OCHOBE MalIMHOUYMTaeMond Oubiamorpaduyeckoi| KapTouka
3amucH
2 |pa300p KOMIUTEKTA IMEYaTHBIX KapTOYCK 0JIHa 0,42
KapTOYKa
3 |moaldop mevyaTHbIX KapTodeK 1o andaButy dhaMuinui OJIHa 0,43
aBTOPOB WJIM 3arJIaBUi ISl PacCTaHOBKM B| KapTOudKa
CIIyKEOHYIO KapTOTEKY
4 |paccTaHOBKA KQpTOYEK B CIY)KEOHYIO KAPTOTEKY 0JlHa 0,96
KapTOYKa
5 |moxbopka meyaTHbIX KapTOUEK K JOKYMEHTaM oJlHa 0,52

KapToyKa

TaOmuma 3



CBepKa IMOCTYIIMBINUX JOKYMCHTOB C KaTaJIOI'aMH:

6 |mpoBepka TO Karajgory IMOBTOPHOCTH JOKYMEHTA,; oJlHa 1,9
TIepeHeceHHE C KaTaJ0XHOU KapTOUYKH | KapToyka
OoubMoTeuHoro mudpa, MoJIHOTO HHEKCA

7 |TIOMCK B CITy’)KEOHOM KaTaJlore¢ CBOJHOTO OIFCAHWS; OJlHa 2,6
BHECEHHE OTMETOK KapToyKa

8 |odopmieHHe TEYATHOM KApTOUYKH, HAIMCAHUE OJTHa 0,68
WHBEHTApDHOTO  HOMepa, Immdpa ©  JOPyrux| KapTodka
OMOJIMOTEUHBIX OTMETOK
[Tpunucka 1y61eToB:

9 |cBepka JIOKYMEHTa Ha TyOJIETHOCTD 10 OJTHO 0,94
cirykeOHOMY, alipaBUTHOMY, YUETHOMY KaTajory Ha3BaHUE

10 |mpunrcka aybnera B KaTaJlor: IPOCTABJICHHE OJTHO 2,42
WHBEHTAPHOTO HOMEpa; TepeHeceHue Immdpa Ha| Ha3BaHUE
JIOKyMEHT
[Tpunucka mpoaoKarOIIMXCsT U3TaHHN:

11 |mouck B perucTpallMOHHON KAPTOTEKE KApPTOYKHU Ha OJIHO 0,84
W3/IaHhe; CBEpKa €€ C OPUTMHAJIIOM; BHECEHWE| Ha3BaHUE
OMOJIMOTEUHBIX OTMETOK

12 |mouck B Karajore KapTOYKHU; OTMETKA MOCTYIUICHHUS OJTHO 3,1
COOTBETCTBYIOIIIETO BBITTYCKA; MPOCTaBIICHWE | Ha3BaHUE

WHBEHTAapHOTO HOMepa, mudpa, BHECEHHE IPYTUX




OHOJIMOTEYHBIX OTMETOK

dopmupoBanue oudIHorpadUUIeCcKom 3anucu

CocTaBneHue  OCHOBHOM  Oubmmorpaduueckoi OJTHO

3aMUCH TIPU OTCYTCTBUHU II€UAaTHOM KapTOYKA B| Ha3BaHUE

JTOKyMeHTe  (O3HAKOMJICHHE €  JIOKYMEHTOM;

COCTABJICHHE OIMCAHMS; BHECEHHE OUOIMOTEYHOU

OTMETKH)

KonaudecTBo 371€MEHTOB OMHMCAHMS:
13/1-4 0,42
14|5-6 5,2
15|7-9 6,2
16 |10 - 13 7,2
17 |14 -19 8,2
18 |20 - 27 9,2
19 |cocraBneHue OCHOBHOM oubmorpadudecKoi 3,5

3aMiCM  C  TIOMOIIBI0  MakeTa  KapTOYKH,

HaleyaTaHHOTO B KHHUTE; TPOCMOTP M3JaHUs; CBepKa

C MaKeTOM KapTOUYKH
20 |cocTaBienue 100aBOYHOI'O OITMCAHHUS K OCHOBHOM oJlHa 1,9

oubmmorpaduueckon 3anucu KapTO4YKa




21 |o3HaKOMJICHHME C  JOKYMEHTOM; COCTaBJICHHE OJINH 3,5
AHATTMTHYECKOU 3aIuCH JTOKYMEHT
22 |COCTaBJICHUE CCBUIOYHOM KapTOYKH K OCHOBHOM OJTHA 1,26
oubmorpaduuecKou 3amnucu KapTouKa
®opMupoBaHue  OuOIHOrpaguueckoil  3amucu
PYKOTTMCHOM KHUTH
CocraBneHue  OCHOBHOM  OuOnuorpaduueckoit OJTHO
3amucu (0O3HAKOMIICHHE C JIOKyMEHTOM; | Ha3BaHHE
COCTaBJICHHE, OTIFICaHME, MIPOCTaHOBKA
OMOINOTEUYHOM OTMETKH ):
23 | cpeaHe cnoKHOCTH 600,00
24 | TTOBBIIIEHHOM CII0KHOCTH 1200,0
25 |Ha UHOCTPAHHOM SI3BIKE 1200,0
26 |kapTorpaduuecKkoro Marepuana 1200,0
2 | My3BIKaJIbHOTO COACPIKAHUS 1200,0
28 | nopaboTtka yCTapeBILUX 3anuce, HE OJTHO 300,0
COOTBETCTBYIOIIHNX COBPEMCHHBIM | Ha3BaHUC

apxeorpaduueckuM HOpMaM: JaTUPOBKA PYKOIHCEH
10 BOJSHBIM 3HAKaM; pOCIHCh COJEPKAHUS
COOpDHHMKOB HEIOCTOSSHHOTO COCTaBa, BHECCHHE
JOIIOJTHUTEIIBHBIX CBEAEHUM C YYETOM JOCTHUKECHHM
COBPEMEHHOI UCTOpUOTpaPuu




PenaktupoBanue Oubmorpaduieckoi 3anucu:

29 |mpoBepka TMPaBWIBHOCTH JJIEMEHTOB 3allUCH Ha 0JTHa 1,0
KapTO4Ke KapTouKka
30 |obopmiieHne KapTOYKM IS AyONMpOBaHHUS Ha 0JTHa 3,2
MHOKUTEJIHHOM aIlapare; MpoCcTaBIeHUE UHACKCOB, | KapToyka
mupoB, OMOIMOTEYHBIX TTOMETOK, OMpenesieHue U
yKa3aHue TUpaXka KapTouek
['pynmnoBast 00paboTKa TOKYMEHTOB
OTO6Op OJHOTUIHBIX JOKYMEHTOB, TOJICKAIINX | OJHA TPYIIIa
rpynmnoBoii  oOpaboTKe;  cocTaBleHUWE  OOIEeHl | JOKYMEHTOB
XapaKTePUCTHKU Ha KOMIUJIEKT TOKYMEHTOB
KonunuecTBo 1OKyMEHTOB B TpyIIIIE:
31|1-9 39,0
32110-15 60,0
33|16 -30 106,0
34 |mpoBepka IPaBUILHOCTH COCTaBJICHHUSI 0JlHa 13,0
XapaKTePUCTHKN Ha KOMIUJICKT TOKYMEHTOB XapaKTepPHUCT
uKa
Pekaranmoru3zanus (3aMeHa KaTajlOHBIX KapTOUeK):
35 |cBepka KapTOYKH C JOKYMEHTOM; HCIpPaBIICHUE o/Ha 17,4
CTaporo oubamorpaduIecKoro OMHCAaHMS;| KapTOUKa




COCTaBJICHME HOBOI'O  OIMCAHUS; IEPEHECEHUE
mudpa, HWHBEHTAPHOTO HOMEpa, OWOIMOTEUHBIX
ITOMETOK

HOI[I‘OTOBKa K HHACKCHUPOBAHHUIO OOKYMCHTOB [JIA
KaTaJIOI'OB:

36 |moa00p KapTOUKU K JOKYMEHTY, CBEPKA U BIOXKEHUE OJIHa 0,5
B JIOKyMEHT KapTouka

37 |03HaKOMJICHHE C JIOKYMEHTOM; YCTAHOBJICHUE OJTHO 0,88
TEMAaTHUKH; paclpeesieHue 0 OTPacisaM 3HAHUA (IO | Ha3BaHUE
TEMAaTHKE)

38 | mpoCcMOTp MHOCTPAHHBIX W3JIaHUH, IEPEBOJ] JAHHBIX OJTHO 0,37
Ha PYyCCKHM S3BIK Ha3BaHUE
Cucremarusaius JOKyMEHTOB:

39 |cucreMatm3anus JOKYMEHTa C HCIHOJb30BaHUEM OJTHO 2,6
WHJEKCOB TI€YaTHOM KapTOYKM WJIM MakKeTa| Ha3BaHUE
KapTOYKH, HareyaTaHHOTO B U3JIaHUH,
03HAKOMJICHUE C JIOKYMEHTOM, poBepKa
COOTBETCTBHS MHJIEKCOB Ta0JIUIIaM KJIacCHU(DUKAIUH,

MPUHATHIM B OMOJIMOTEKE, MPOCTABJICHHE HHICKCA
Ha JJOKYMEHTE

40 |cuctematuszanusi JTOKyMEHTOB TMpPH  OTCYTCTBUU OJIHO 4,7

MeYaTHOM KapTOYKU M MaKeTa KapTOYKW B M3JaHUU;| Ha3BaHUE

O3HAKOMJICHUC C JOKYMCHTOM, OIIpCACIICHUC




HHICKCA IIO Ta6JII/IHaM KJ'IaCCI/I(I)I/IKaHI/II/I, IMPUHATBIM

B OumOnmoTeke; TMpOCTaBICHWE HWHIAEKCAa Ha
JTOKYMEHTE

41 |ompeneneHue aBTOPCKOTO 3HaKa JIOKYMEHTa IO OJTHO 0,62
aBTOPCKHUM TaOJIMIIaM Ha3BaHUE

42 |mudpoBKa T0KyMEHTa Mpu (PopMaTHO-UHBEHTAPHOU OJIHO 0,42
paccTaHOBKe: oImpeseiaeHue ¢opmara JOKYMEHTa,| Ha3BaHHUE
HamucaHue mudpa

43 |penakTUpoBaHUE KIACCU(UKAITMOHHOTO WHJICKCA; OJTHO 0,88
MpPOBEpKa TPABWIBHOCTA HWHJEKCA, aBTOPCKOTO| Ha3BaHUE
3HaKa

44 |coctaBieHuE KapTOYKH al(aBUTHO-TIPEAMETHOIO OJIHa 2,0
Katajora (Ha HOBYIO TEMAaTHKy); HalUCaHUE Ha| KapTouyka
KapTOYKE WHACKCA, HA3BaHUS KaTajaora U KapTOTCKH,

B KOTOPBIX OTpaKarOTCA JOKYMCHTHI; YKa3aHHUE
CCBUIKM W OTCBUIKH, CBSI3M MEXIY OTICIbHBIMH
pyOpukamu

[IpeameTu3anus TOKyMEHTOB:

45 |mpenMeTu3anus JIOKYMEHTOB C UCIIOJIb30BaHUEM OJTHO 2,6
pyOpuK IIe4YaTHOH KapTOYKH, IpOBEpKa| Ha3BaHHUE
COOTBETCTBUS ~ PYOPHKM  I€YATHOM  KapTOUKH
MPEAMETHOMY KaTajory

46 |mpeameTH3anus  JOKYMEHTOB TPU  OTCYTCTBUH OJTHO 4.6




NeYaTHOW KapTOYKHU; O3HAKOMJICHUE C JIOKYMEHTOM, | Ha3BaHHE
onpeaeneHue pyopuku

47 |cocTaBieHHE HOBBIX IMPEIMETHBIX pyOpUK U 0JTHa 1,3
noipyOpuK; MepeHEeCeHUEe Ha KapTOUKHM CIY>KeOHOM | KapTouka
KapTOTEKH

48 |penakTupoBaHUE MPEAMETHOM PYOpHKH; MPOBEpKa OJIHa 0,88
MPaBUJIBHOCTH TMPEAMETHOM pyOpUKHM, TOYHOCTH| KapTOuKa
HaIMCaHus
Opranuzarnus angaBUTHOTO KaTajora:

49 |\mogbopka KapTouku 1o andaBury GdaMuaui OJIHa 0,36
aBTOPOB WJIM 3arylaBUil ISl PacCTaHOBKM B| KapTOUYKa
angaBUTHBIN KaTajaor

50 |paccraHoBKa peIBapUTEIbHO moA00paHHbBIX oJlHa 0,36
KapTO4eK B aj(paBUTHBIN KaTajaor KapTouka

51 |pemaktupoBanue andaBUTHOTO KaTajora; mpoBepKa OJIHa 0,88
PAcCTaHOBKU KapTOUYEK, MPABUILHOCTH JOOABOUYHBIX | KapTOYKa
Y CCBUIOYHBIX KapTOUYEK; UCTIPABIIEHNE OMNOOK

52 |Hanucanue  pazgenuTens  Juisl  andaBUTHOTO OJIUH 0,88
KaTajora, ykazaHue OyKBbI, CJIoTa pa3aenuTenb

53 |paccTaHoBKa pazaenuTenei B an(aBUTHBIM KaTajor: OJINH 0,36
noAa0oOpKa paszenuresnei mo angaBuTy, MOUCK MECTA | pa3ICIUTEIb

pasacinTelIA, YCTAaHOBKA, 3aKPCIITICHUEC CTCPIKHSA




OpI‘aHH?)aHI/ISI CHUCTCMAaTHUYCCKOI'O KaTaJiora:

54 |mopbopka KapTOUKH IO MHJIEKCaM, BHYTPH paszfena OJIHA 0,42
no andaBuTy (paMIMiA aBTOPOB WIIM 3aryIaBUi JUIsi| KapToudKa
PacCTaHOBKH B CHCTEMATHYCCKHI KaTajaor

55 |paccTaHOBKa  MpeABApPUTEIBLHO moA00paHHbBIX 0JIHa 0,42
KapTO4YeK B CHCTEMATHYECKUM KaTajor KapTo4YKa

56 |pemakTUpOBaHWE  CHUCTEMATHYECKOTO  KaTajora: OJlHa 0,88
MpOBEpKa TPABUILHOCTH HAMOJHEHUS pa3/IelioB| KapTouKa
Katajora TIO0  COJACpP)KaHWIO, HWHISKCAlMH |
pPacCTaHOBKE; UCIIPABICHUE OIITMOOK

57 |aHaNM3 CUCTEMAaTHYECKOTO Karajiora: HCIpaBJCHUE OJlHa 5,2
WHJEKCOB, BHECEHWE W3MEHEHWH B aj(aBUTHBIN| KapTOUKa
KaTajaor

58 |HammcaHnue pasnenuTeNs I CUCTEMAaTHYECKOTO OJINH 2,6
KaTajora: YyKa3aHHWE HaWMMCHOBaHMUS  paszjiena,| pas3Ie/IuTellb
MmojIpasiesia u APYyTuX OTMETOK

59 |paccraHoBKa pa3fenHuTeei B CHUCTEMAaTHYCCKUN OJINH 0,42
KaTajor: mojabopka IO HMHACKCAM, IOMCK MECTa,| pa3/Ie/IuTellb
YCTaHOBKA, 3aKPETUICHUE CTEPIKHS
Opranuzarnus IpeaIMeTHOI0 KaTajora:

60 |mogOopka KapTOueK IO NPEIMETHBIM pyOpHKaM, 0JlHa 0,42
BHYTpH pyOpHK 110 andaBuTy paMUIUi aBTOPOB WM | KapTOUYKa

3arjiaBum




61 |paccraHoBKa peABapUTEILHO mo00paHHBIX OJIHA 0,42
KapTOYEK B IIPEIMETHBIN KaTajaor KapTO4YKa

62 |penakTupoBaHUE MPEIMETHOTO KaTajiora: MpoBepKa 0JTHa 1,0
NPaBUJIBHOCTH CCHUIOK, OTCHUIOK, pyOpHK KapTouka

63 |HamucaHue — pasgenHTeNs Il IPEeIMETHOTO OJINH 2,3
KaTajiora, ykazaHue pyoOpuKH, OTChUIKH, CChUIKU pa3zieauTeNb

64 |paccTaHOBKa pa3feiuTeNIsI B MPEIMETHBIN KaTajor, OJINH 0,42
MMOMCK MECTa, YCTAHOBKA, 3aKPEIIJICHUE CTEPIKHS pa3eIuTeNb
Opranuzanus HYMEPAaIMOHHOTO Karajaora
HOPMATHUBHO-TEXHUYECKOMN JTOKYMEHTAIIUHU:

65 |mogbopka KapTOYKM 10 BHJAAM  JIOKYMEHTOB, oJlHa 4,3
YCJIOBHBIM ITU(MPOBBIM 0003HAYCHHSIM, al(aBUTy| KapTOYKa
COKpAIIICHHBIX  Ha3BaHUW CTpaH, JIATHHCKOMY
angaBuTy (MHOCTPAHHBIX CTAHJAPTOB), IO HOMEPAM
JIOKyMEHTOB

66 |paccraHoBKa npeIBapUTEIbHO moA00paHHbBIX oJlHa 0,41
KapTOYEK B KaTaJoT KapTOuYKa

67 |penakTupoBaHue Karajora (npoBepka 0JlHa 3,2
MpaBUIbHOCTH  OuOIMOrpaMyeckux ONUCAHUM,| KapTouka
PAcCTaHOBKU;, WCIIPABJICHUE OIIWOOK); BHECEHUE

JOTIOJIHEHUIT W W3MEHEHWl B KaTajor (OTMEHa,
3aM€Ha, U3MEHEHUs, MPOJICHUE CPOKA ACHUCTBUA C
YKa3aHHEM UCTOYHUKA)




68 |HamucaHue U pacCTaHOBKA pa3/IelIUTEIICH OJINH 1,3
pa3aenuTenb

Opranuzanus u BeJIeHUE JIEKTPOHHOTO KaTajora:

69 |cBepka MOCTYNMMBIIMUX JOKYMEHTOB Ha TyOJETHOCTH OJIMH 1,6
B DJIGKTPOHHOM KaTajore JOKYMEHT

70 |mpumnucka MIPOAOKAIOIIUXCS W30aHUN B OJINH 1,6
AIIEKTPOHHOM KaTajore JOKYMEHT
®opmupoBaHue OMOIMOTrpaPUUECKON 3amucu sl | OJHA 3aHCh
AJIEKTPOHHOTO Kartajora; BBOJ B 0a3y JaHHBIX;
3aI0JIHEHNE COOTBETCTBYIOIUX MOJICH:

71 |mpu HAIMYUUW MaKeTa MeYaTHOW KapTOYKU 0,36

72 |ipu OTCYTCTBHUH MEYATHON KapTOUKU 0,42

73 |cocTaBiieHHe aHAJIMTUYECKOM 3alUCH 3,5

74 |cocTaBieHHE N100aBOYHBIX U CCHUIOYHBIX OMMCAHUI OJIHO 0,88

OTHCaHue

75 |penaktTupoBanue OuOIMOrpaUUecKor 3amucu B OJTHO 1,3
0a3e nanabix AC; BHeCeHHE U3MEHEHUIN OlnMcaHue

76 |BBOJ TEpedHs] MPEIMETHBIX PYOpUK apuPpMETHUKO- 0JlHa 0,36
noruyeckux yctpoilct (AJIY) k cucremarnueckomy| pyOpuka
KaTaJIOT'y ¥ F€HEPAIbHON CIPAaBOYHOM KapTOTEKE

7’7 | BBIBOJ Ha 9KpaH Oubnuorpaduyeckux 3anucen OJIHA 3aIUCh 0,83




78 |penakTupoBaHue pyOpHK; HAIIOJTHEHUE Pa3JiesiOB 0JIHA 3aIUCh 3,0
W3bsaTHE KapTOUYeK U3 KaTajaoroB
W3bsiTE  KapTOYKM  HA  WUCKIIOYCHHBIC W3 oJlHa
6ubaroTeyHoro GoHa JOKYMEHTHI: KapTouKka
79 |andaBUTHOTO KaTaJiora 0,52
80 |cucTeMaTH4YECKOro KaTajora 0,56
81 | mpeameTHOTO KaTajgora 0,56
82 |HyMepanmoHHOTO KaTajora 0,42
83 |uzbpsarue oubmuorpaduyeckoi 3anucu U3 | OJIHA 3aIUCh 0,84
AJIIEKTPOHHOTO KaTajora
Texnuyeckas 00paboTKa TOKyMEHTa
HakinenBanme Ha  JOKyMEHTE JINCTKA CpOKa OJINH
BO3BpaTa, KapMaIlka, spjblKa: JTOKyMEHT
84 | nucTOK CpoKa BO3BpaTa 0,42
85 |kapmMmailiek 0,42
86 |sipJIbIK 0,26
Hanucanue mudpa Ha TOKYMEHTE U SPJIBIKE: OJIUH
JTIOKyMEHT
87 |Ha TOKyMeHTe 0,26




88 |Ha sipibIke 0,36

89 |mepeHecenrne (GOpMaTHOTO M CHUCTEMATHYECKOIO OJIVH 1,6
MUQPPOB ¢ KAPTOYKH Ha JTOKYMCHT JOKYMCHT

90 |odopmiieHre KapTOUKH I TUPKUPOBAHUS OJTHO 1,0

Ha3BaHHE

01 |BHeceHWE  W3MEHEHMM B  KapTO4yke  IIOCTe OJHO 0,42
THPAKUPOBAHHUSI Ha3BaHHE

92 |pacmpeneneHrue KaTaJlOXKHBIX KapTOYEK Ha HOBBIC oJlHa 0,42
MOCTYIUICHUSI TI0 CTPYKTYPHBIM IOJpa3JelIeHUsIM | KapToukKa
MOCJIe TUPAKUPOBAHUS

O3 |3amonmHeHue KHIDKHOTO (popmynsapa: yKa3aHue OJIMH 0,88
mudpa, HMHBEHTAPHOTO  HOMEpa  JIOKYMEHTA,| KHIOKHBIM
dbaMuIMM ¥ HMHUIMAIOB aBTOpA, €ro HasBaHus,| (Gopmyisap
LIEHBI, TO1a U3TaHU

94 |3amonHEHHWE KApTOYKU HHIWKATOpa Ha JOKYMEHT, OJIMH 0,88
HampaBJSIEMbIi B~ KHUTOXpaHEHWE:  yKa3aHHE| WHIUKATOP
MHBEHTApHOTO HOMEpA, aBTOpa W 3arijiaBus, mmdpa
pPacCTaHOBKHU

95 |3amonHeHHEe MepeIaToyHON BEAOMOCTH Ha MapTHIO OJIHa 0,42
HOBBIX MTOCTYTUICHUN BEJOMOCTbH
Pabora B AC
BriBo Ha 3KkpaH y4eTHBIX (HOpM; pacredaTka: onHa hopma




96 |nMuCTH MHAWBUAYABHOTO Y4eTa JOKYMEHTOB 0,05

97 |mepenaroyHas BEJOMOCTh HOBBIX IMOCTYIJICHUN 0,05

98 |kapTrouka c OubnHOrpadUYECKON 3amuChi0 IS 0,05
YYETHOTO KaTaJiora

99 | KHMKHBIN HOPMYIIAP 0,05
10 |kapTouka MHAMKATOpA 0,05
0

[Tpumedanue: K HOpMaM BPEMEHH MPUMEHSIOTCS TTOBBIMIAIOIINE KOI(DPHUITUCHTHI:

- TIPU COCTaBIIeHUH OMOIMOTrpadruecKoro onucaHus Ha JOKYMEHT, Ha TUTYJIBHOM JIMCTE€ KOTOPOTO YaCTUYHO OTCYTCTBYIOT
TaHHBIC 7151 Onbmuorpaduyeckoi 3amucu - 1,13;

- pu OuOIMOTEUHON 00paboTKe: KMHOPOTOHOHONOKYMEHTOB - 1,21; HOTHBIX, KapTorpadpuyeckux, uzomzaanui - 1,15,
CHeIUaIbHBIX BUOB HAYYHO-TEXHUUECKON JTUTEPATYphl U JOKyMeHTanuu - 1,10;

- mpu paboTe C JOKYMEHTaMH Ha HWHOCTPAHHBIX S3bIKaX, MPU OpPraHU3allMid W BEJICHUU KpPAaeBEAYECKOro Karajora
(kapTOTEKM) U OMOIMOTEYHOTO KaTajiora Ha MHOCTPaHHOM si3bIke - 1,15, Ha sa3bikax ctpaH Asun u Adpuku - 1,5.

1.4. Pabora ¢ honmoM
1.4.1. PabGoTa no npuemy JOKyMEHTOB

Ta0Omuma 4

N HaunmenoBanue npouecca, onepannn. Cocta Ennnanna Hopwma
n/ paboThI U3MEPEHHUsST | BPEMEHH,
i MUH.




2 3 4
[Tpuem JIOKYMEHTOB B CTPYKTYPHBIX
HOJpa3AeICHUsX
[Ipuem DOKYMEHTOB M3 OTJeNla KOMIUIEKTOBAHUS, | OJHA MAPTUS
CBEpKa C COMPOBOAUTEIHHBIM MaTepHUaIoM
KonnuecTBo 3K3eMILTAPOB:
1-25 14,4
26 - 75 37,2
perucTpanrs HOBBIX MOCTYIUICHUN MEPUOJIUYECKUX OJIUH 0,26
U3JIaHUM, IPOCTABJICHHE OTMETKHU B| JOKyMEHT
PETUCTPALIMOHHON KapTOTEKE
IIpOBEpPKa TOJI0BOTO KOMIUIEKTA KYypHAJOB M Ta3eT| OJUH HOMEP 1,0
Ha HaJIMY1e HOMEPOB
MPOBEpPKA 3alKHCH Ha IEPBOM HOMEpPE TOJOBOrO| OJUH HOMEpP 5,0
KOMIUIEKTa: IIH(ppa, HOMEPOB, OTCYTCTBYIOIINX
HOMEPOB, MECSILIEB
3anuce HOMeEpa B TONOTrpadUyuecKyr0 OIUCh,| OJUH HOMEpP
MPWIOKEHHUS U CTIeIMaIbHbIE BBITYCKHU:
Ha PyCCKOM S3bIKE; 1,0
Ha UHOCTPAHHBIX SI3bIKAX 2,0




8 |mpocTaBiieHHE IITEMITEIISI CTPYKTYPHOT'O| OJMH HOMEP 0,26
MO/Ipa3iesICHUs Ha JOKYMEHTE
[TonGop 1OKyMEHTOB AJiI pACCTAaHOBKU B (POH]IE:

9 |mombopka MOKYMEHTOB IO KiIacCHU(UKAIMOHHBIM OJINH 0,52
WHJIEKCaM, aBTOPCKOMY 3HaKy JTOKYMEHT

10 |mogbopka JOKYMEHTOB 1o (hopMaTry, MHBEHTAPHBIM OJIUH 0,92
HOMEpaMm, mudpaM pacCTaHOBKU JTOKyMEHT

11 \mogGopka AOKyMEHTOB 110 aidaBUTy Ha3BaHUH, OJIMH 0,48
rojilaM, HoMepam, pazjeiam, MopsSIKOBOMY HOMEPY JIOKYMEHT

12 \mogbopka CHENBHIOB HOPMAaTHUBHO-TEXHHUYCCKON OJIMH 0,36
JOKYMEHTAIMHU TI0 KJlaccaM, MOJKIaccaM, TpymnmnaM,| JTOKYMEHT
MOATPYIIIaM, UHBEHTApPHBIM HOMEpPAM
PaccranoBka 6ubimoreuHoro Gonma:

13 |paccTraHoBka JIOKYMEHTOB Ha CTeUlaXkaX B OJINH 0,52
CUCTEMATHYCCKU-aI(haBUTHOM TIOPSIKE JTOKyMEHT

14 |paccraHoBKa JIOKYMEHTOB Ha  CTeJlaXax B OIMH 1,3
(hopMaTHO-WHBEHTAPHOM TIOPSIIKE JTIOKyMEHT

15 |paccTaHoBKa JOKYMEHTOB IO ai(aBUTy Ha3BaHUM, OJIMH 0,63
rojilaM, HoMepam, pasjeam, MopPsIKOBOMY HOMEPY JTIOKyMEHT
paccTaHoBKa HOPMATHBHO-TEXHUYECKOMN OJIUH
JOKYMEHTAIMU MO KJjlaccaM, MOAKJIaccaM, IrpynmnaM,| JTOKYMEHT




nmoarpyiiiiaM, MTHBCHTAPHbBIM HOMCpaAM

KomugectBo JOKYMCHTOB B HO,Z[60pKeI

16 |1-5 0,52
17 16 - 10 5,2
18 {11 -15 0,88
19 |paccTaHoBKa JOKYMEHTOB Ha CTelUIa)Kax B OJIMH 5,00
dbopMaTHO-CUCTEMATHYECKOM U andaBUTHOM | JOKYMEHT
nopsiike (IpeIMETOB M MaTepHalioB TrpauKH) B
BUTPUHAX M IIKagax C Yy4EeTOM KOMIUIEKCHOTO
XpaHEHUs! pyKOIMCHBIX U CTAPONEYaTHBIX KHUT
20 |paccTaHOBKa JTOKYMEHTOB Ha MHKPOHOCHTEISIX B OJINH 3,0
WHBEHTAapPHOM M HYMEPAIMOHHOM MOPSIIKE JOKYMEHT
pOBEpPKa MPAaBUIBHOCTU PAaCCTAaHOBKU JIOKYMEHTOB|  MacCHUB
B OTJIEJILHBIX MaccuBax GoH/a donma
KonnuecTBo npoBepsieMbIX JOKYMEHTOB:
21|1-200 26,1
221201 - 305 42,0
23306 - 400 57,0
24 1401 - 600 88,0




25 |mepemernieHue  (MepeHeceHrWe) JOKYMEHTOB Ha| OJHA IOJIKa 4,0
cBOOOIHBIE MeCTa
OdopMieHre TOTOYHBIX pa3fe/nuTeNe; HaMCaHue OJINH
TIOJIOYHBIX pa3IeUTeNei: pasenuTenhb
26 | U1l CHCTEeMaTHIeCKOM pacCTaHOBKH (POHIIA 3,6
27 | nnst opMaTHOM paccTaHOBKH (hoHIA 2,6
28 | s andaBUTHOM paccTaHOBKHU (oHA 2,6
29 | nnst HyMepaImoHHOM pacCTaHOBKH (oHIa 2,6

[Tpumevanue: K HOpMaM BPEMEHH MPUMEHSIOTCS TTOBBIMIAIOIMINE KOIDPHUITUSHTHI:

- IpU TOI00PE U paccTaHOBKE KMHO(POTODHOHOTOKYMEHTOB - 1,2;

- HOT, KapTorpapuueckux, usousganuil - 1,5;

- ipu paboTe C TOKYMEHTaMU Ha MHOCTPAaHHBIX sA3bIKax - 1,15;

- Ha si3pIKax ctpad Asum u Adpuku - 2,0.

1.4.2. Pabota no coxpaHHocTH ¢hoHa

N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
I MUH.

1 2 3 4

Tabmura 5



IIpoBepka 6ubmuoTeunoro Goxma:

1 |HanucaHue KOHTPOJBHOTO TaJloHa Ha JIOKYMEHT:| OJIMH TaJIOH 0,88
yKa3aHWe Ha HEM WHBEHTapHOTO HOMepa, mmdpa,
dbamMuIMM, WHUIMAIOB aBTOpa, 3arjaBHs, ToJa,
MecCTa U3JIaHusl, IEHbI, MECTa XpaHEHUs
2 |MapKUpOBKa KOHTPOJIBbHBIX TAJOHOB: YCTAHOBKA, IJIC| OJUH TaJIOH 0,26
YYT€H JaHHBIM JOKYMEHT (y4eTHBIM KaTajor,
WHBEHTapHAas KHUTA); MIPOCTaBIICHUE
OTO3HAaBaTEIHLHOTO 3HAKA
[TonOopka KOHTPOJIBHBIX TaJJOHOB: OJIMH TaJIOH
3 |10 MHBEHTapHBIM HOMEpam 0,21
4 |mo andaBuTy paMUINil aBTOPOB WJIH 3aTJIaBHi 0,31
5 |mo kmaccupUKAIMOHHOMY UHICKCY 0,52
6 |cBepka KOHTPOJBHBIX TAJOHOB C WHBEHTAPHOHN | OJWH TaJIOH 0,21
KHUTOHM, OTMETKa TIPOBEPKH HA TAJIOHE U B KHUTE
7/ |cBEepKa KOHTPOJBHBIX TAaJOHOB C YYETHBIM WJIM| OJHH TaJOH 0,26
an(paBUTHBIM,  TOMOTPAaUYECKUM  KaTaJloraMw,
OTMETKa Ha TaJIOHE U B KaTajore
8 |amamm3 hopMbI WHIMBUAYAJIBHOTO y4eTa; OJINH 1,3
BBISIBIICHHE JJOKYMEHTOB, HE MPOIIEIINX MTPOBEPKY | TOKYMEHT
9 |cocraBieHue  KapTOYKM Ha  JOKYMEHT, He OJINH 0,83




POLIEAIINNA TPOBEPKY

JOKYMCHT

10 |mouck JOKYMEHTOB, HE MPOIISAIINX ITPOBEPKY, IO OJIVH 3,6
pa3IMYHBIM  y4YeTHBIM  ¢opMaM, KapToTeKam,| ITOKYMEHT
KypHaJIaM, KHUKHBIM TIOJTKaM
CocraBieHue CcOucKa HeIOCTalmMX B (OHIE | OJIUH CIIHCOK
JTIOKyMEHTOB
KonndecTBo TOKyMEHTOB B CITUCKE:

1111 0,78

1212-10 8,3

1311-25 19,3
OT60p TOKYMEHTOB JIJI U3BATHS U3 (POHIA
[IpocMOTp TOKYMEHTOB Ha MpPEIMET H3BATHSI W3 OJTUH
dhonma: JIOKYMEHT

14 | renpodubHbIX 3,1

15 | nyOneTHbIX 1,6

16 | ycTrapeBImuX Mo coepKaHuo 3,1

17 | BeTxux 0,88

18 | manmouncnonbp3yeMbIX, HEUCIOIb3YEMBIX 2,6

HOI[FOTOBKEI JOKYMCHTOB K aKTUPOBAHHIO:




19 \moxbopka JOKYMEHTOB B IMapTUHU MO MNPUYUHAM OJINH 0,36
U3BSITHS; CBEPKA C KHIKHBIM (DOPMYIISIPOM JTOKYMEHT

20 |moa0opka KHIKHBIX (DOPMYIISIPOB HA JOKYMEHTax B OJIUH 0,42
NOpSJIKE ~ MHBCHTApHBIX  HOMEpoB,  aidasuta,| Gopmyisp
KYPHAQJIOB - T10 TOJIaM U HOMepaMm
CocrapiieHue cIUCKa K aKTy BBIOBITHA (TIEpedauM);| OJUH aKT
MOICYET 00I1Iel CyMMBI; 0(hOpMJICHHE aKTa
KonndecTBo TOKyMEHTOB B CITUCKE:

21 |1 0,78

22 (2-10 7,8

23 111-25 19,3
IToaroroBka JOKYMEHTOB B IIEPEIJICT:

24 |oTOOp MOKYMEHTOB Il TIeperieTa; MpoBepKa OJIUH 3,4
COCTOSIHUS ~ JOKYMEHTa; 3arojHeHue (CBepka)| TOKYMEHT
KHIDKHOTO (popmyIisipa

25 |mog0opka KOMIUIEKTOB, CBSI3bIBAHHWE B MUKW, OJVH 2,6
odopMiIeHUE JOKYMEHTOB JJIS TIEPE/Iayy B TIEPEIUICT | JTOKYMEHT

26 [MOATOTOBKAa  JIOKYMEHTOB K  BOCCTaHOBJICHHIO: OJINH 2,6
mo100p JIOKyMEHTA, AQHAJIOTUYHOTO | JIOKYMEHT
MOBPEXICHHOMY; opopmiieHHEe  3aKa3a  Ha

KOIIMPOBAHUC




27 |mpueM 3aKa3a IIOCJe KONUPOBAHHUA, TMPOBEpPKa OJIUH 0,83
KadyecTBa KOMHUM, TMOJATOTOBKAa JIOKYMEHTa K| JOKYMEHT
MeperieTy

28 mpueM  JOKYMEHTOB M3 IIeperuieTa:  CBEpKa OJIUH 5,2
MOCTYNMUBIIMX M3 TIEperieTa JOKYMEHTOB C| JIOKYMEHT
KHIDKHBIM  (pOopMyJisipoM;  TIpOBEpKa  KadyecTBa
MeperuieTa; BOCCTAHOBIICHUE 3arjlaBHsl; HAIMCAHUE
mudpa Ha SIPIBIKE, KOPEIIKe TOKYyMEHTa
[ToammuBKa ra3er ¥ TOHKUX KypHAJIOB:

29 |ompenenenne (Qopmara, BIOXKEHHE KOMILJIEKTa| OJHA MarKa 13,0
KypHaJoB B  TMamkKy HyXHoro  Qopmara,
3aBsI3bIBAHKE; BBIHECEHHE MM(pa, HA3BaHUS, Toja
W3J1aHUsI, HOMEpa KYPHAJIOB Ha 00JI0KKY U KOPEIIOK
TaTKA

30 |packnaaka Ta3eT TO Ha3BaHUSM: TIPOKAJbIBAHWE,| OJIHA IMaIka 9,4
BJIO)KEHHE B  KapTOHHYI OOJIOKKY  (Iamky),

MPOIHYPOBKa; odopmMiieHne O00JI0KKK (Ha3BaHUE,
roj, HoMep, MecsII)
Menkuit peMmoHT dhoHIA:

31 |moxakieiika JOKyMEHTa, KapMalllkoOB, SPJIBIKOB;| OJIHA Marka 4.2
BOCCTAHOBJICHUE 3aIJIaBUN
PecraBpanus kopemkos:

32 |onpenenenue obbema pabOThI; YyJajJeHHE CTapoTo OJIVH 60




KOpelika, IOATOTOBKa  KoOJIeHKopa  (0Ope3ka,| KOpPEIIoK
MOAKJEHKa);  MpOIIMBKa  OJOKa  JIOKYMEHTAa,
MOJAKJICHKa HOBOTO KOpEIIKAa, pa3MEIIEHHUe IO/

mpecc

PecraBparnus crpanmi;

33 |omnpenesneHue o0BeMa paboTHI; MMOJKJIEHKA oJlHa 10
dbororpaduii, KapT, dYEpTEKEH; BOCCTAHOBICHHE| CTpPaHMIIA
qyacTel CTpaHuIL (ctp.)
O6ecnbutnBanue GpoHaa:

34 |oGecnibuiMBaHKe (OHIA C TOMOIIBIO IIBLIECOCA; oJlHa 12,0
oOecrieyeHue paboyero Mecta TEXHUYECKHMH| MEpOMOJIKa
CpeICcTBaMH; TPOBEJACHUE OOECIBUIMBAHUS; 3aHOC
TEXHUYECKUX CPEJICTB B MECTA XPAHCHUS

35 |pyuHoe oOecnbuiiBaHue (QoHmA; obOecredeHue oJHa 9,4
pabodero mMecta TEXHHYECCKHMH CPEJCTBAMH; 3aHOC| MEPOIOJIKa

TCXHUUYCCKUX CPCACTB B MCCTA XPAHCHUA

[Tpumevanue: K HOpMaM BPEMEHH MPUMEHSIOTCS TTOBBIMIAIOIINE KOI(DPHUITUEHTHI:
- IPY PYYHOM OOECTIBUTMBAHUH (POH]Ia HOTHBIX, KapTorpapuyecKux, M30u3JaHul, nuccepraui - 1,2;

- mpu obecnbpUIMBaHUY (OHIA C TIOMOIIIBIO ThLTecoca - 1,3.

1.4.3. Uzyyenue 6ubauoreunoro ¢houaa

Tabmuma 6



N HaumenoBanwme mporiecca, onepamuu. CocTas Enunnna Hopwma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
b MUH.
1 2 3 4
[TogroToBuTenpHas  paboTa 1O  HW3YYCHHIO
o6ubnuoTeunoro GoHa:

1 |cocraBienwe 1aHa pabOThl MO  U3YYEHUIO| OJUH IUIaH 214,0
oubnmoreunoro gonaa (yactu GpouHaa)

2 |MOATOTOBKAa  MHCTPYMEHTapus 10  HU3YyYECHHIO 0JIHa 6,3
O6ubnuoTeyHoro (oHa; COCTABJICHHE TaONHIBI MO| TabiuIa
Pa3TUYHBIM aCTIEKTaM U3YYCHUS

3 |moxbopka ouomMorpaduIecKux oCcoOwii, OJTHO 20,0
WH)OPMAIIMOHHBIX  CIIMCKOB  JIJIT  MPOBEACHUsSI| TocoOue
PaboOTHI 10 M3YYSHHUIO OMOIMOTEYHOTO (hOoHIA

4 |mOATrOTOBKA WHCTPYKTaXKa JJIsi MPOBEACHUS paboT OJIVH 83,0
o U3y4eHuro oubdauoreunoro Gouga UHCTPYKTAXK
bubmuorpaduueckoe u3ydeHue OUOIMOTECYHOTO
dbona
O3HaKOMIICHHE C coJiep>KaHUEM OJTHO
oubnorpaduueckoro nocodus, HHGOPMAIIMOHHOTO |  TTocoOue

CIIUCKA JUIA TPOBEIEHUS pabOThl IO H3YYEHUIO
oubnmoteuHoro GpoHma




KoandgecTBo Ha3BaHUH B ITOCOOHUU:

1-25

15,7

26 - 50

34,0

51 -100

68,0

CBepka KapTOYKM KaTtajora ¢ 6ubauorpaduyeckum
ONMHCaHUEM JOKYMEHTa, YKa3aHHOTO B IOCOOHH;
BHECEHHE OTMETKH O HAIMYUU JJOKyMEHTa B (POHJIE:

OJHa
KapTO4Ka

an¢aBUTHBIN KaTajior

0,26

CUCTEMATHUYECKHUI KAaTaJIoT

0,42

10

coctaBiieHre OUOIMOTrpadUYECKOro OIMUCaHUsA Ha
OTCYTCTBYIOIIHE B OMOINOTEKE JOKYMEHTHI

OJIHa
KapToukKa

2,6

MPOCMOTP HAIOJIHEHHUS CUCTEMATHYECKOIo Karajiora
B pa3IMYHBIX acrekTax (Mo OTpacisM 3HaHUS,
BUJIaM, TOJaMm); COIOCTABJICHHE TMOJYYCHHBIX
JAHHBIX c TEMATUKO-TUIIOJIOTUYECKUM
(mIepCeKTUBHBIM) IJIAHOM KOMILUJIEKTOBAHMUS;
YTOUHEHUE, BHECEHUE KOPPEKTHUB B  IUIaH
KOMILUIEKTOBAHHUS

0JlHa
KapTouKa

KonuuectBo KapTOUYCK B AIIUKE!

11

1-500

43,0

12

501 - 1000

85,0




13 {1001 - 2000 173,0
Cratuctuueckoe uzydeHue o6udanoreynoro Gouma:

14 |3amonHEHNE CTATUCTUYECKUX TaOIUI] (IO COCTaBY, 0JTHa 19,3
TUHAMUKE u CTETICHU WCIIOJIB30BaHUS |  Tabnuia
OuOMMoTeYHOro (POH/IAa) HAa OCHOBAHUU YYETHOU
JIOKyMEHTAIUU

15 |pacuer ToKa3arejei KHHT'000ECIICUEHHOCTH, OJINH 2,0
o0OparaeMocT, YNTACMOCTH MOKa3aTelb

16 |crutomHOM TPOCMOTP JAOKYMEHTOB Ha CTEJUIaXKaXx, OJIVH 0,84
MOJICUET MO KHWKHBIM (DopMmyJisipaM WM JIUCTKaM | JTIOKYMEHT
CpOKa BO3BpaTa KOJIMYECTBA KHUTOBBIIAY

17 |mapkupoBka Heucronb3dyemMoi yactu ¢GoHAa B OJIVH 0,26
3aBUCUMOCTH OT TIPUYWH, BBI3BABIIUX HU3KYIO| JTOKYMEHT
o0paIaemMocThb

18 |3amonnenune TaOJIUIIBI WHTECHCUBHOCTHU oJlHa 50,0
HCIIOJIb30BaHUs OUOIMOTEYHOrO (hoHIa Tabauia
CocraBieHne ¥ aHaIW3 TaOJNHIl 110 H3YYEHUIO
oubnroteuHoro Gponaa
CocraBiienue TaOIUIbL:

19 [mo cocrtaBy, Ppa3BUTHIO U  HCIIOJIb30BAHUIO oJlHa 63,0
oubimoTreunoro GpoxHma Tabauia




20 |mo cTenmeHu WCIOJab30BaHuA (OHJA B Pa3IUUHBIX OJIHA 68,0
acnekTax (B OTpacieBOM, 110 BUJAM U3JIaHUI ) Tabnuia

21 |mo 06beMy HEHCIOJIb3yeMON U MajoCHpalnBaeMon 0JTHa 63,0
JacTH (OH/Ia ¥ IPUYMHAM €€ HaKOILICHUS Ta0IHMIa
AHann3 TaOINLbL: OJIHa

TabanIa

22 |0  cOCTaBy, pa3BUTHI0O U  HCIOJIH30BAHUIO oJlHa 56,0
oubmoteuHoro Gpouaa Tabauia

23 |10 CTENEHM HCIOIb30BaHusA (OHIA B Pa3TMYHBIX oJlHa 56,0
acriekTax (B OTpaciieBOM, 110 BUJIaM U3JIaHUM ) TabanIa

24 Mo cocTaBy W BEIWYMHE HEUCIIOJIb3YeMOU U oJlHa 60,0
MaJjocrpanimBaeMori 4yactu (oHga W mpuyuHaM ee| Tabiuia
HaAKOILICHHUS

25 |cocTaBjcHHE TUTAaHA MEPOTPHUITHH W TPEJIOKEHUN | OJIUH IIJIaH 161,0

0 pe3yabTaTaM u3ydeHus GoHaa

[Tpumeuanue: Bpemsi POBEICHUS] HHCTPYKTa)Ka B HOPMY BPEMEHH HE BXOJUT; IPU paboTe ¢ TOKYMEHTaMU Ha HMHOCTPAHHBIX
A3bIKaX K HOpMaM BpPEMEHHU NMPUMEHSETCS MOBbIatonii koagduuuenr 1,15.

1.5. OGcnyxrBaHUE YUTATEIICH

1.5.1. Pabora ¢ uurarejiem

Tabmuna 7



N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma

n/ paboThI U3MEpPEHHUS | BPEMEHH,

i MUH.

1 2 3 4
3anuchk ynuTaresns B OUOIHOTEKY:

1 |mpocMOoTp  OKyMEHTOB  uMTarens  (Hacmopr, OJIMH 1,7
YIOCTOBEpEHUE,  MOPYUYUTENHCTBO);  IMPOBEpPKa| YHUTATEIh
HaJU4Msl ~ yYETHO-PETHUCTPAIIMOHHON  KapTOYKH
JUTATEIIS

2 |3amomHenue  Qopmymnsapa  yMTaTeNs,  y4ETHO- OJIUH 2,0
PETUCTPAIIMOHHON KapTOUYKU, YUTATEIHCKOTO OMJIeTa| YHUTaTelh

3 |03HAKOMIJICHHE YUTATENs C TIPaBUJIaMH TTOJIh30BaHUS OJINH 5,0
OMOIMOTEKOM, PacIoIOKEHUEM donma,| uuTaTEIH
CIIPaBOYHBIM anmnapaToM

4 |MOMCK W PACCTAHOBKA YYETHO-PETHUCTPAIIMOHHBIX OJIHa 0,26
KapTo4dek 1o andaBuTy haMUiuii YuTaTenen KapTouKa
Ilepeperucrpanys yurarenen

5 |mouck Qopmymsipa (pPEruCTPAlIMOHHOM KapTOYKHU) OJIH 12,0
yUTaTeNs; BHECEHHWE W3MCHCHMH B HHUX HW| YHUTaTCNb
YUTaTeNbCKUM  Omier  (YTOYHEHHWE  aHKETHBIX

JaHHBIX, HOBOTO YHTATEIBCKOTO HOMeEpa,
nepeperucTparim)

aThI




3anuch (mepepeructpanus) yuTaTenen B
aBTOMATU3UPOBAHHOM PEKUME:

6 [Habop Ha KJIaBUAType CBEACHUW O YHUTaTeNe: OJINH 6,0
dbamuus, uMs, OTYECTBO, XapaKTEpU3YIOIIUE €ro| YuTaTelb
npu3Haku (oOpa3oBaHWe, CIEIUATLHOCTh, WHAs
uHdopmarus), Koa

7 |OCyIIECTBIICHHE KOHTPOJISI 32  BO3MOKHBIM OJINH 1,0
HaJIWYMEM JaHHBIX O 4YHUTATeNe, 3alllMcaBIIEMCS B| 4YUTATENb
OumOimoTeky (paHee 3alMcad, JIMIIEH IIpaBa
MOJIb30BaHUs)

8 |odopmiieHHe Koja dYWTATeAsd C KOHTPOJIBHBIM OJINH 0,52
pa3psioOM M CPOKOM TMOJIb30BAHUSI YUTATEIBCKUM | UYHUTATEIb
OMJIeTOM Ha OCHOBE BBIJJAHHOM MHGOPMAIINH

O |BBIBEICHME HA MPUHTEP CBEICHUN O 3alHMCaBIIEMCS OJINH 1,3
yuTaTeNie B BUAE OJaHKa, BbIpe3aHue OJaHKa M| YUTaTeNb
BKJIEHKA €ro B UNTATEILCKUU OHUIET
Pabora nucrnerdyepckoi CIyKObl:

10 |[mpuem uymTaTenbckoro TpeOOBaHUS, TPOBEpPKa OJTHO 0,73
MPaBUJILHOCTH 3aMOJHEHUST TPEOOBaHMM, yTOUYHEHHE | TpeOOBaHME

MeCTa  XpaHEHUs  JOKYMEHTOB; OTMETKAa B
JTUCIETYEPCKOM CeTKe, Iepefadya TpeOOoBaHUsA B
KHUTOXpaHEHUE

Brimonnenne tpeboBaHul moTpedUTENeH, BblAaua




JOKYMCHTOB U3 OCHOBHOT'O KHUTI'OXPAaHCHUA:

11 |monyuyenue TpeboBaHUM, perucTparys, MogoopKa ux OJTHO 3,0
o mudppam TpeboBaHUe

12 |{mowick  MOKYMEHTa, HaHECEHHWE OTMETKH Ha OJTHO 5,0
TpeOOBaHUM, KHHKHOM (POpMYJIsipe, AUCIETYEPCKOM | TpeOOBaHHE
CETKe

13 |ycTaHOBNIEHHEe MecCTa HaxXOXKICHUS HEHaWJIECHHOTO OJTHO 7,0
JTOKYMEHTA 10 CITPaBOYHBIM KapTOTEKaM, KaTtajoraM | TpeOoBaHHE

14 |Bpimaua JOKYMEHTa U3 OTJella KHUTOXPaHCHHS OJIMH 2,0
MOTPEOUTENIO; OTMETKAa Ha KHHXHOM (QopMmyssipe,| JTOKYMEHT
TpeOOBaHUU

15 |npuHsATHE [OKyMEHTa OT TOTPEeOUTENsl; TIOUCK OJIVH 3,0
KHIDKHOTO (popMysisipa, TpeOOBaHMsI; TOTAllICHUE| JOKYMEHT
OTMETKH O BbIZAue
Bbiiaua KOMITJIEKTOB JOKYMEHTOB BO BpPEMEHHOE
MI0JIb30BaHUE TIOAPA3ACICHUSIM OUOTUOTEKHU

16 |odbopmieHre 3assBKM Ha KOMIUIEKT JOKYMEHTOB,| OJIHA 3asBKa 5,0
TepeIaBacMbIil B CTPYKTYPHOE TIOIpa3ieiICHUE

17 \mogGop MOKYMEHTOB B KOMIUJIEKTBI, HalKUCaHUE OJTNH 40,0
BTOPOTO  3K3eMIUIApa  KHIKHOTO  (opmyssapa| TOKYMEHT
(uHAMKaTOpA)
Brimaya KOMIUTEKTOB JOKYMEHTOB; OTMETKAa Ha OJMH




KHIDKHOM (popmyJisipe (MHIUKATOpe) JaThl BBIJIAYH,
JTAHHBIX TTOIPA3ICTICHUS, TIOTYJAIOIIET0 KOMIUICKT

JOKYMCHT

KomnnyectBo AOKYMCHTOB B KOMIIJICKTC!

18

25

6,8

19

50

13,5

20

200

108,0

[Tomyuenue KOMITJIEKTOB JIOKyMEHTOB oT
CTPYKTYPHBIX TOAPA3ICICHUN; IMOUCK KHUKHOTO
dbopmynsipa (MHAUKATOP); TOTAIIEHHE OTMETKU O
BbIJ]a4€, BIIO)KCHHE €T0 B IOKYMEHT

OJTVH
KOMILIEKT

KonuuecTBo JOKYMCHTOB B KOMIIJICKTC:

21

25

6,8

22

50

13,5

23

200

108

OO6cnykuBaHUe YUTATEIEeH B YUTAILHOM 3aJIe:

24

MPOBEICHNE KOHCYJIbTAIUU, OECEbI C YMTATEIEM Y
KaTaJIOTOB, KapTOTEK, KHVDKHBIX TTOJIOK,
WH()OPMUPOBAHKE YATATENS O HOBBIX MOCTYTICHUSX

OJHa
KOHCYJIbTAall1
b |

50

I[TonGop 1mOKyMeHTOB B  moacoOHOM  ¢oHe
YUTAJFHOTO 3aJIa; Tiepeaava Ha Kadeapy BbIIauH:

OJTNH
JIOKYMEHT




25 |1mo TpeOOBAHUIO YU TATESA 2.0
26 |10 yCTHOMY 3aIpocy 1,7
27 | 1o ompeAeneHHOM TeMe 3,1
[Tonbop MOKyMEHTOB Mo ydeOHOW mporpamme Ha OJIUH
OCHOBAaHMM MaKeTa KOMIUIEKTa JOKYMEHTOB,| KOMIIJIEKT
BBIJJABAEMBIX CTYAEHTaM; MOJ00p Y4YEOHUKOB IIO
dakyapTeTaM, Kypcam, TpyIiaM; CBEpKa KHIDKHBIX
GOpMyISIpOB ¢ Ha3BaHWEM KHUT, WHBEHTAPHBIMH
HOMEpaMu
KonnuecTBo TOKyMEHTOB B KOMILIEKTE:
28 |10 2,7
29 |20 5,4
30 |40 10,8
31 |BeIgaua JTIOKYMEHTA: CBEpKa BBIJIaBa€MOT'O OJIMH 2,0
JOKyMEHTa  C  YUTaTeJIbCKUM  TPEOOBAHHWEM;| TOKYMEHT
MpOBEpKa HAWYMS CTPAHUIl; BHECEHHE 3aIllMCH Ha
YUTATEIILCKOM TPeOOBaHUH (KOHTPOJIHHOM JIHCTKE);
BJIO)KCHHE B YHTATEICKUI OWIET, PacCTaHOBKA,
OTMETKa KHUTOBBIIAYN
32 |monmyyeHue JOKYMEHTa: CBEpKa ero ¢ TpeboBaHUEM OJIMH 2,0
(KOHTPOJIBHBIM JIUCTKOM); TPOBEPKA COXPAHHOCTH| JTOKYMEHT

OOKYMCHTA, HAJIN4YWA CTpaHULl, BHCCCHHUC OTMCTKHU O




npueme

33 |mojydyeHue JOKYMEHTa, 3aKa3aHHOTO0 YHMTaTelieM B OJINH 0,5
OTJieJIc KHUTOXPaHEHUS JOKYMCHT
34 |mepenada TOKyMEHTA, CIAHHOTO YATATEIEM, B OT/IET OJINH 1,0
KHUTOXPAaHCHHUSI JTOKYMEHT
OTt60p u mepeada TOKYMEHTOB Ha KOITUPOBaHUE: OJINH
JTOKyMEHT
35 |oT00p JOKyMEHTOB (OTHENBHBIX CTaTed) s OJIMH 5,0
nepeaadu Ha MUKPOPUILMUPOBAHUE U| JOKYMEHT
KOITMPOBAHUE
36 [MOArOoTOBKAa  JOKYMEHTOB K KOMIMPOBAHMUIO; OJIMH 3,0
obopMIICHHE 3aKa3a; PETHCTpalHs B YYCTHBIX| JTOKYMEHT
dbopmax
37 |monmyuyenue MuUKpoduIbMa W KONHUH, TIPOBEpKAa| OJUH 3aKa3 50
MIPaBUJIBHOCTH BBITIOJIHCHHS 3aKa3a
OO6cnyxuBaHUE ynTaTeNIe Ha aDOHEMEHTE:
38 |moa0op TOKYMEHTOB JJIsi PEKOMEHIAITUN YUTATEIISIM OJINH 5,0
JTIOKyMEHT
Brimaya 7OKyMEHTOB 4HMTATENt0, TIOUCK (hopmysapa OIMH
guTaTeNs, YKa3aHHE CpOKa BO3BpaTa, IPOBEPKA| TOKYMEHT

HaJM4Msl CTPAHUIL; 00CTy)KUBaHUE:




39 |B3poCBIX 2,7
40 | netent 3,2
41 |mpoBeneHue Oecenpl C YUTATEIIEM, OJIMH 5,0
MH(GOPMUPOBAHNUE O HOBBIX MOCTYTUICHUSIX YUTaTEh
[lomyuenne JOKyMEHTa OT 4YHWTaTeNs, BHECEHUE OJIMH
OTMETKH O TpHUEME; MPOBEpPKa HANUYUA CTPAHUI];| JOKYMEHT
BJIO’KEHUE KHIHKHOTO (hOpMYIIsipa; 0OCTyKHBaHHE:
42 |B3pOCIBIX 1,8
43 | netent 5,0
44 |mpopJsieHne CpoKa MOTb30BAHUS JOKYMEHTOM; IMTOUCK OJINH 3,0
dopmynsipa yuTaTeld; BHECEHHE OTMETKH 0| (opmyisap
MPOJJICHUN CPOKa MOJIb30BaAHUS
Coznanne KomMii JTOKYMEHTOB IO  3ampocam
YUTaTEIEH:
45 |KOHCyJbTAlMsI YuTaTeNel Mo BhIOOpPY MapaMeTpoB OJlHa 5,0
KOITUPOBaHUS KOHCYJIbTaIIH
s
46 | co3maHue ICKTPOHHON KOIMK ¢ OpUTHHAJIA OJIHA CKaH- 0,15
KOIHS
47 |co3nanue OymMaXHOU KOIUM C OpUTHHAJA 0JIHa 0,15

CTpaHHuIa




48

CO3J/IaHUE KOTTUU ¢ MUKPOPOpM OJIUH KaJp 0,5
49 |nmevaTh OYMa)KHBIX KOIHM JOKYMEHTOB 13 Db OJIUH JINCT 0,08
50 |co3manue AIeKTPOHHOH (POTOKOIUU C OpUTHHATIA OJIUH KaJp 5,0
[Tpumeuanue: K HOpMaM BPEMEHH MPUMEHSIOTCS TTOBBIIIAIOIMINE KOIDPUITUEHTHI:
- Ipu 00CTy>KUBAaHUU ynuTaTenelt KUHOMOTOPOHOJOKYMEHTaMHu - 1,2;
- HOTHBIMH, KapTorpaduuecKuMHu, U30u31aHusIMu - 1,15;
- CTICIMAJIBHBIMU BUJIAMU HAyYHO-TEXHUYECKOW JTUTEPATYPhl U JOKyMeHTaImu - 1,1;
- Ipu paboTe C TOKYMEHTaMU Ha MHOCTPAHHBIX sA3bIKax - 1,15;
- Ipu paboTe ¢ TOKYMEHTaMHU Ha si3bIkax A3uu u Adpuku - 1,5.
1.5.2. Buytpennss padora
N HaumenoBanue nporiecca, oneparuu. Coctas Enunawnna Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
N MUH.
1 2 3 4
IloaroroBka K BeIgaye:
1 |paccranoBka GopMyispoB yuTaTenei (o cpokam, OJIUH 15,0
HOMEpaM, anaBUTy) bopmysip
2 |moJBeeHHE UTOroB pabOThl 3a MPOIICAIINNA JI€Hb,| €XKEIHEBHO 9,2
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BHCCCHHMC 3allMCHU B JTHCBHUK

3 |moa0op TOKYMEHTOB IO IIPEABAPUTEIbLHBIM 3aKa3aM OJINH 3,0
ypTaTeIed M IUIaHaM YTEHUS JOKYMCHT

4 |mpOCMOTP HOBBIX MOCTYIUICHHH /I PEKOMEH AN OJH 2,0
YUTATEIAM JTOKYMEHT

5 |IpocMOTp ¥ TIOMOJIHEHWE KHUXHBIX BBICTaBOK, OJINH 3,0
SIIAKOB CBOOOJHOTO BHIOOpA KHUT, TEMATHYECKHX | JOKYMCHT
MOJIOK U CTEJIIaKEH

6 |moaroToBka pabodero Mecra e)XKeJHEBHO 10,0
Pabota ¢ popmynsapom uurarens:

7 |aHamu3  (GOpPMYJSPOB  YUTATENE,  BbISBICHUE OJIUH 4,3
YUTATCIIBCKUX HHTEPECOB bopmysp

8 |cocTaBienue KapTOUKH VTS KapTOTEKU oJlHa 0,86
YUTATCIIBCKUX HMHTEPECOB; COCTABJIICHWE CIMCKA| KapTOUYKa
YUTATEIIBCKUX HHTEPECOB

9 |3ammcer B (Qopmynsape uyuTaTeNss O PeE3yNbTaTax | OJHA 3alUCh 3,6
aHaJM3a YTCHMS 3a ONPEACICHHBIN TIEPHOT

10 |3anuch B JHEBHHKE OMOIMOTEKapss O JUHAMHUKE | OJHA 3aIHCh 9,2

YTEHUS U UHTEpecax uynuTarelis (CpyImbl YuTaTenen)

PaGora ¢ uwmrarensaMmu, He
JTOKYMEHTBI B CPOK:

BO3BPaTUBIINMHU




11 |mouck ¢opmynsapoB yuTareneld, HE BO3BPATHUBIINX OJIUH 1,0
JOKYMEHTBI B CPOK bopmysip

12 |HanMcaHue OTKPBHITOK-HAIIOMUHAHUN O BO3BpaTe OJINH 2,0
JOKYMEHTOB; OTMETKa JaThl HalOMHUHAaHHWS Ha| (Qopmyssp
dbopmysipe

13 |onoBemenue (o  TenedoHy)  UUTATENS, HE OJIVH 4,0
BO3BPATHUBIIIETO JOKYMEHT B CPOK; OTMETKa Hathl| (opmyisp
HarloMuHaHus B popmysipe
OOecnieueHre KOHTPOJII 3a CpPOKaMH BO3BpaTa
TOKyMeHTOB B AC:

14 | BbIBO HA TIPUHTEP CIHUCKA YHUTATECH 1 a0OHESHTOB- | OMH CITHCOK 0,16
3aJI0JDKHAKOB

15 |cocTaBiieHne crmcKa 3a10/HKHUKOB OJIUH CIIHUCOK 0,16

16 |pacmedaTtka Ha MPUHTEPE HATIOMHHAHHUS aOOHEHTaM | OIMH CITHCOK 2,2
U YHUTATeNsIM O CPOKE BO3Bpara (aapec, Ha3BaHUS
B3SITHIX JJOKYMEHTOB)

17 |u3patue n3 0Oa3bl JAaHHBIX CBEOECHUNW O 3aHITOCTH | OJHA 3aIlUCh 0,4
BO3BPAIICHHBIX IOKYMEHTOB
OdopmiteHne Moucka 3aJ10/HDKHIUKOB Yepe3 CY/I:

18 |konmupoBanue ¢opMyisipa YUTATENsI; YTOYHEHHE OJIH 2,7
aBTOpa, Ha3BaHWsA, WHBEHTAPHOTO HOMEPA, IIEHBI| TOKYMEHT

NOKYMCHTA, HC BO3BPalICHHOTO B CpPOK;




NEepeurciIeHue TOCHONIUIMHB 32  odopmieHue
WCIIOJIHUTEIIbHBIX HAJIMCEN; IIEPECBIIKA J1€]1a B CYL:

19 \monyuyenne u  odopmIIeHHE JIOKYMEHTOB W3 OJIUH 2,7
HOTApHAIbHOW KOHTOPHI (MPOCTaBICHHE HOMEpa| IOKYMEHT
pacyeTHOro cuera, HOMEpa HCIOJIHHUTEIbHON
HAJIITICH )

20 |cocTaBieHHE aKTa Ha OIJIATy 4Yepe3 Cy.l YTePSHHBIX OJIVH 2,7
JTIOKYMEHTOB JIOKYMEHT
[IpueM TOKYMEHTOB B3aMEH YTCPSIHHBIX:

21 \mouck  uyMTaTenbCcKoro  (Gopmyssipa; BHECEHHUE OJIVH 5,0
COOTBETCTBYIOIIEH 3amuch B (QOpMYJsp, TETpaiab| TOKYMEHT
ydeTa KHUT, IPUHATHIX B3aMEH YTEPSHHBIX

22 |MpoCMOTp JIOKYMEHTa, IMpejaracMoro B3aMeEH OJINH 2,0
YTEPSITHHOTO JIOKyMEHT
PaboTa c oTkazamu:

23 |yd4eT u knaccudukaius 0TKa30B: OTMETKA Ha JINCTKE OJTHO 1,6
YUTATEIIBCKOTO TPeOOBAHUS MMPUYHHBI OTKA3a TpeOOBaHME

24 |pacCTaHOBKAa  YHMTATEIIbCKUX  TpeOOBaHWN B OJTHO 0,32
KapTOTEKE "HEYIOBJIETBOPEHHBIN cripoc” TpeboBaHMe

25 |aHanM3 OTKa30B, COCTaBJIEHWE CBOJKM OTKAa30B B| OJWH OTKa3 1,0

OTpaclieBoM paspese (110 MpUYUHAM OTKa3a U Mepam
UX JUKBUAAIMHU U NPEIYTPEKICHUS)




26 |cocraBieHue OuOIMOTpaUIECKOro OMUCAHUS Ha OJTHO 2.0
JOKYMEHTBI, UMEIOIINE HAanOOIbIIIEe YUCI0 OTKA30B, | Oubmmorpad
U Tiepeada KapTOYKH B OTJE] KOMIUICKTOBAHUS WYECKOE

OTIMCAHKE
1.5.3. BHecTanmronapHoe 00CiTyKMBaHUe

N HaumenoBanue nponecca, onepanuu. Cocras Ennnaunna Hopwma

m/ paboThI U3MEpPEHUsI | BPEMEHHU,

i MUH.

1 2 3 4
Opranuzanus OMOIMOTEYHBIX MTYHKTOB,

MepeIBIKHBIX OMOIHOTEK:

1 |3akmrodeHHE J0TOBOpa MEXAy OHOIMOTEKOW U OJINH 270,0
opraHuzaiuen, TIe  OyJeT  OCYIIECTBIATHCS| JIOTOBOP
BHECTAIIMOHAPHOE 0OCITY)KUBAHUE

2 |odopmiienue popmysipa OMOIMOTEUHOTO TyHKTA OJIUH 13,5

opmyssp

3 |odopMmieHue mankd ¢ JOKyMEHTaMHu (JIOroBopa,| OJHA Marka 13,5

JOBEPEHHOCTH Ha TOJy4YeHHe KHUT, (opMmyspa
OMOMMOTEYHOrO0 NYHKTa, OTYETOB M  JPYrux
JTOKYMEHTOB)

Tabmuma 9



4 |cocTaBjeHHE CXEMBbI pa3MeIleHHs OHOJMOTEUYHBIX | OJHA CXeMa 126.,0
MMyHKTOB Ha TEPPUTOPUU TOPOJIa, pailoHa
5 |cocraBineHue rpaduka OOMEHa  JOKYMEHTOB, | OJUH Ipaduk 18,0
HaXOJsAUMXCsl B~ OMOMMOTEUHBIX  MYHKTaX,
NepeABMKHBIX OMOTMOTEKAX
6 |cocTaBieHME IUIaHA  METOJUYECKOW  TIOMOIIM | OJIUH IJIaH 46,0
O6ubIMoTeKAPSIM-00IIECTBEHHUKAM
7 |odopmieHue OOBSABICHUS O JHSAX U yacax padOThI OJIHO 12,0
OMOJIMOTEYHOI O MTyHKTA, NEPEABMKHON OMOJIMOTEKH | OOBSBICHUE
[Toxbop KOMILJIEKTOB JIOKyMEHTOB TUTSI
OMOJIMOTEYHOT O MyHKTA, IEPEIBHKHOM OMOINOTEKN
[Togbopka KOMITJIEKTa TOKYMEHTOB OJIUH
KOMITJIEKT
KonndecTBO TOKyMEHTOB B KOMILJICKTE:
8 |10 15,0
9 130 45,0
10 {100 148,5
11 |Bpimaua JOKyMeHTa B OHOJMOTEYHBINM IYHKT; OJTNH 2,0
OTMETKa B KHWKHOM (opMmylisipe maThl BBIIAYH,| JTOKYMEHT
HOMEpA IMyHKTa
12 |3anuce B popmyssipe OMOIMOTEUHOTO MyHKTA JaThl| OJHA 3alHCh 1,0




BbIAd9U JOKYMCHTOB, KOJIHNYCCTBA BbIAAHHBIX H
BO3BpAalllCHHLIX B CTAIXMOHAP JOKYMCHTOB

13 |paccTaHOBKa KHUKHBIX (DOPMYIISIPOB B KAPTOTEKY 3a OJIUH 0,4
pa3lieIUTEeNeM CHUIJIbI  OMOJIMOTEYHOTrO MYHKTA,| KHIKHBIN
MepeBMKHON OMOMMOTeKH, BHYTpU 1o andaBury| (opmyisap
(dbaMuuii aBTOpOB

14 \mpuemM IOKYMEHTOB M3 OHOJHMOTEYHOrO ITYHKTA, OJIMH 1,6
NepeABMKHON OMOIMOTEKH: MPOCTABICHUE OTMETKH | JIOKYMEHT
0 MpueMe; BIIOKEHHE GOopMYJIsipa B IOKYMEHT
1.6. O6cnyxuBaHue o MexxonooreyHomy abonementy (MbA)

N HaumenoBanue nporiecca, onepaiuu. Cocras Enunawnna Hopwma

1/ paboThI U3MEPEHUS | BPEMEHH,

N MUH.

1 2 3 4
OO6cnyxxuBaHnue untarenei oudamorexku nmo MBA:

1 |peructpanus ynraresns, nonb3ytomnierocs MBA OJIUH 1,35

YUTATEIb
2 |3amoyiHeHne OJaHKa-3aKasa, MPOCTABJICHUE | OJMH 3aKa3 2,2

PETUCTPAIMOHHOI'O HOMCpPA, A4aThl
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YTOUHEHUE YKAa3aHHBIX YUTATEIEM CBEACHUH O
3aKa3aHHOM JOKYMEHTE, LIEIIU 3aIpoca, UCTOYHHUKA,
OTKYyZa NOJIy4€HbI CBEJCHUS

OJHH 3aKa3

1,6

bubmmorpaduueckas nopaboTka 3akaza; yTOUHCHHE
OoubmuorpaduuecKux CBEICHUM:

I10 CIIPaBOYHBIM U3AaHHAM

27,0

IIpH IIOMOIIIKY aBTOMAaTHU3UPOBAHHLIX CPCACTB

0,22

MpOBEpKa HAJWYMUs 3alpaliiBacMoOro JIOKYMEHTa B
OuOIMOTeKax TOpojaa, O0JacTH, PErMoHa, B TOM
YHCIIC TT0 CBOJHBIM KaTaJloram

OJIVH
JOKYMEHT

10,2

HarmpaBjeHue OllaHKa-3akaza C MPOCTaBIICHHOMN
ormeTkoi (mremnenem) "B ropoge Her" B
OTPacj€BOW, YHUBEPCAIbHbIA LEHTP WIX B
oubnuorexky (opran wuH}OpMaIUMK) MO JaHHBIM
CBOJHBIX KaTajJoroB

OJHH 3aKa3

0,27

3aluCh CBEJEHUW O HampaBjieHUU 3akaza no MBA
(HammeHOBaHUE OWUONMOTEKH, JaTa) Ha OOOPOTHOM
CTOpOHE OJaHKa 3aKa3a

OJHa 3aIlliuCh

1,4

noMelneHune OyiaHka-3akaza B "KaproTeky 3amnpocoB
yutareneid no MBA" 3a pa3znenurens "3anpocsl 1o
MFBA, HanpaBneHHble B ipyrue 0uoimmorexku"

OJTHO
TpeboBaHME

0,32

10

npueM JOKYMEHTa, NpuciaHHoro 1o MBA;
BCKpbITUE  OaHIEpOiM, TMPOBEpKa  COCTOSIHUE

OJIUH
JIOKYMEHT

3,8




JOKYMEHTa, OTMETKa JaThl MOJYYEHHUS M Ha3BaHUS
OMOIMOTEKH, BBICIABIIEH TOKYMEHT, HHBEHTAPHOTO
HOMEpa, CPOKa MOJIb30BaHUS; IEPECTaHOBKA OJIaHKa-
3aKaza W3 pasnesia kaproTeku "3ampockl o MBA,
HaIlpaBJEHHbIE B Apyrue OuOIMOTeKH" B paznuen
"[lonryuennsie no MBA u3pganns"

11 |u3BelleHHE YMUTATENSI O TMOJYYEHUU 3aIPOILICHHOTO OJTHO 1,35
JOKyMEHTA M CPOKE TTOJIb30BAHUS UM HA3BEIECHUE

12 |Bpimaya  4yuTaTeNO  MOJAy4YeHHBIX 1o  MBA OJIMH 1,0
JOKYMEHTOB B YHTaJIbHOM 3ajie (B CIy)KEOHOM| JIOKYMEHT
MIOMEIIIEHUH OWOJIMOTEKH); CBEpPKa BBHIIABaEMOTO
JIOKYMEHTa ¢ OJIJAHKOM-3aKa30M; MPOBEpPKa HATHMIHS
CTPAHMII U COCTOSIHUS JOKYMEHTA; OTMETKA BBIaUH

13 |mpueM JOKyMEHTa OT YWTaTels B YHTAIBHOM 3alic; OJINH 0,5
CBEpKa JIOKYMEHTa ¢ 4YacThio OJlaHKa-3aKas3a,| JTOKYMEHT
MpOBEpPKA COXPAaHHOCTH JOKYMEHTA; BHECCHHE
OTMETKH O TIIpUeMe; IIOMEIICHHE JOKYMCHTa B
CIIEMAIIBHO BBIJICICHHOE MECTO (3aKPBIThIN mIKad)

14 |u3Bneuenue OnaHKa-3aKka3a W3 KapPTOTEKH, 3aMKCh| OJUH JIMCTOK 1,0
CBelleHMH 00 oTmpaBke wu3MaHus (Jarta, HOMEp| TpeOoBaHUs
ITOYTOBOTO OTIIPABJICHHUS); IIEPECTaHOBKA JIUCTKA W3
pazaena "llonyuennsie mo MBA u3ganusa" B pasnen
"Bo3zBpaniennas aureparypa

15 |moaroroBka K OTIpaBKe JOKYMEHTOB B OMOJIMOTEKY- OJINH 3,6
dboHaoaEpKATENb 3aKa3HOW OAHIEPOJIbIO; YIIAKOBKA| TOKYMEHT




OaHmepoIin; B3BEIIMBAaHUE €€; HAKJICMBAHUE MApKH
(ecnu HET LEHTPAIM30BAHHOM OIUIATHI MEPECHUIKH);
HaIlMCaHWE aJpeca; COCTABIEHUE OMKUCH

16

pa60Ta C OTKa3aMH

OJHH OTKa3

1,03

17

COOOIIIEHHE B OTIET OOCITY)KMBaHUS O TMOJTYYECHUH
OTKa3a (J1aTa, MpuYruHa)

OJIMH OTKa3

1,35

O6cnyxuBanue aboHeHTOB o MBA

[Ipuem 3aka3oB:

18

Mpyu OTCYTCTBUM HOMepa a0OHEHTa Ha OJaHke-
3aKa3e TMpOBEpKa IO KapToTeke aOOHEHTOB,
abOHUpYETCs U JJaHHAs! OpraHu3aIus

OJHH OTKa3

1,0

19

opraHuzanusi a0OHUPYETCs: MPOCTABJICHHE HOMEpa
Ha OJylaHKe-3aka3e; CBEpKa ajpeca, Ha3BaHUS
opraHuzainuu, GpaMuauu OTBETCTBEHHOro Mo MBA;
BHECEHUE U3MEHEHUN B KAPTOUKHU

OJIMH OTKa3

3,6

20

nepBUYHOE oOpalieHre abOHEHTa B TEKYIIEM TOJy:
MPOCTABJICHUE B KAPTOUKE T0Jja OOpaIeH s, TaThI

OJIMH OTKa3

3,6

21

opopmieHue aOOHEHTa (OpraHu3alus paHee He
a0OHMpPOBAach): MPUCBOCHUE aOOHEHTY HOMEpA;
3aMo0JIHCHUE KapTOUKH peructparuu abonenra MBA
u paszgenurens (popMmyssp); ykazaHHE IOJTHOTO
HAUMEHOBaHUA OMOJMOTEKHU, TOYTOBOTO ajpeca,
tenedoHa, bammmu, MMEHHU, OTYECTBA

OJIUH
A00HEHT

50




OTBETCTBEHHOT'O JIMIIA, JaThl OTKPBITHS M HOMeEpa
a0OHeHTa

22

pacCTaHOBKA  PETUCTPALIMOHHBIX  KapTOueK B
KapTOTEKYy

OJlHa
KapTouKa

0,32

23

odopmiieHHE W3BEILCHUS TSt aboHeHTa
(cranmapTtHoOe U3BEILICHNE 00 OTKPBITUU
a0OHEMEHTA); 3aMpoC HEOCTAIOUIUX CBEICHUM IS
KapTOTEKU TUIIOBBIM MUCHMOM

OIHO
W3BEIICHUE

1,6

24

NpoBEepKa TMPaBUIBLHOCTH 3arlloJHEHHs] OllaHKa-
3aKa3a, 3aJJ0JDKCHHOCTH a0OHEeHTa, MPOCTaBJICHHE Ha
o0opore 1-i1 yactu OnaHka-3akasza (CTp. 2) CBOEro
HITEMIIENsT U JaThl MOJY4YEeHHsI 3aKka3a B pyOpuke
"Ciny>)xeOHble ~ OTMETKM  Oubnumotekaps"  mpu
BBINIOJTHEHUM U NIEPEHAIPaBJICHUU 3aKa3a B CTPOKE
"paiiona, ropoaa"

OJIH OJIaHK-
3aKas

3,8

25

meperaya  Ha y4yacTOK paboThl € OTKa3aMu
HEIMpaBUJILHO O(POPMIICHHBIX 3aKa30B (HET IEYaTH,
MOJAMKCH, Hepa30opunBO OQOpMIICHHBIE, HE Ha
S3bIKE  OpWTMHAIa) ©  3aKa30B  AOOHEHTOB-
3aJI0JDKHUKOB

OJIMH OJIaHK

0,43

26

mupoBKa 3aKa30B a0OHEHTOB; MOJ0OpPKa OJaHKOB-
3aka3oB 1o  andaBuUTy; TPOBEpPKa  HAIUYUSA
JOKYMEHTA IO KaTaJory

OJIH OJIaHK

2,7

27

IIOATrOTOBKA AJOKYMCHTA K BbIJJA4cC: CBCPKa

OJIUH

1,4




JOKYMEHTa ¢ OJJaHKOM-3aKa30M; IIPOBEpPKa HaIUUUs
CTPAHMI] U COCTOSIHHUS JOKYMEHTA; IPOCTABIICHUE HA
Onmanke-3aka3e (JuieBoil ctopone 1-if m 3-i vactu
ctp. 1, 5) wmmdpoB [HOKyMeHTa; yKa3zaHUE
WHBEHTAPHOTO HOMEpAa, KOJIMYECTBA JIOKYMEHTOB,
JaThl BbIJAYM; HA OOOPOTHOM CTOpPOHE 2-W YacTu
(ctp. 3) mpocrtaBieHuE IITEMIENsT OUOTUOTEKH C
HAa3BaHWEM M IIOYTOBBIM aJPECOM, YKa3aHHE CpPOKa
BO3BpaTa, BJIOKEHHME 2-i1 uyacTu OjlaHKa-3aka3a B
BBIJIAaBaEMbII JTOKYMEHT; IIPOCTaBJIECHUE HOMeEpa
OaHJepOI BHU3Y

JOKYMCHT

28

MOCTAHOBKA 3aKa3a Ha o4epe/ib (B Clydae 3aHSATOCTH
n31aHus); a0OHEHTY OTIPABKA U3BEIICHUS

OJIMH 3aKa3

1,6

29

nepenavya U3IaHus Ha KOMHpOBaHHUE (IIPH 3aKaze Ha
(dbparMeHT U3gaHus: CTaThsl U3 KypHaJa, COOpHUKA)

OJIMH 3aKa3

2,7

30

OTIIpaBKa JOKYMCHTOB a0OHEHTaM: YIIAKOBKa
6aHI[epOJ'H/I; B3BCHIMBAHUC, HAKJICHUBAHUC MApPKH,
HallMCaHUC aapecCa,; COCTABIICHUC OIINCHU

OJVH
JOKYMEHT

2,5

31

paccTaHoBKa OnaHkoB-3aka3oB (1-1 dacTh) Ha
BBIJIJAaHHBIC JIOKYMEHTHI (BBICIIAHHBIE) B KapTOTEKY
oOcmykuBaHusi aDOHEHTOB B pasnen "BrimaHHbIe 110
MBA uznanus"

OIMH
JOKYMEHT

0,32

32

oubnmorpaduueckas Ja0pab0TKa HEBBIITOJIHEHHBIX
3aKa30B; yTOUYHEHHE OMOIMOrpaguueckux CBeIeHUN
10 CTIPABOYHBIM U3JaHUSM

OJVH
JOKYMEHT

3,2




33

BBISIBJICHUE HAJTMYUS 3alPalInBacMOro JOKyMEHTA B
O6uOIMOTEKax ropoia, PETUOHA

OJUH
JTOKYMEHT

10,2

34

odopmiieHrE 3aKasza K MEepeHANpaBICHUIO B JIPYTHE
OMOJIMOTEKH; yKa3aHWe Ha OOOpPOTHOU cTopoHe 1-it
yacTu OJyiaHka-3aka3a (CTp. 2) NPUYMHBI U JaThl
nepeHanpasienus (mremmens "Her B 6ubmuoTteke,
HeT B OubiamoTekax ropoja..."); OTMETKH O
MPOBEPKE TIO CMOPABOYHBIM H3AAHUSAM, CHUTJIBI
oubmoTex-hoHI0AepKATEIICH I10 CBOJTHOMY
KaTaJiory

OJHH 3aKa3

2,7

35

OTHpaBKa aOOHEHTY U3BEILICHUS O TIEpeHAIIPaBICHUN
3ampoca € yKa3aHMEeM OHOJIMOTEKH, Kyaa OH
OTIIpaBJIeH

OJHO
HN3BCIICHUC

1,6

36

perucTpanus oTkaza B YUETHBIX (popmax; OTHpaBKa
aboHeHTy OnaHka-3akaza (3-10 4acTh) B cCiydae
HEBO3MOXKHOCTH  BBITMIOJTHEHUSI C OTMETKOM O
MPUYMHE 0TKa3a B COOTBETCTBYIOIIEH pPyOpHUKe

OJHH OTKa3

3,6

37

BO3BPAIIEHHOTO a0OHEHTOM;

BCKpBITHE  OaHEpOIH;
JIOKyMEHTa; HW3BJICUCHUE
OlaHka-3akaza ®3  KapTOTEKH  OOCTY>KUBAHUS
a0OHEHTOB, yKa3aHWE Ha HEM JaThl BO3BpaTa
JOKyMEHTa, MepecTaHOBKa OJaHKa-3aKaza B pasJiel
"Bo3zBpaniennas aureparypa

MpUeM JTIOKYMEHTa,
MOJIyYEHHE Ha IIouTe,
MPOBEPKAa  COCTOSIHUS

OIMH
JOKYMEHT

3,2

38

obecrnieueHue KOHTPOJII 3a CpPOKaMM I10JIb30BaHUA

OAHH

1,6




JIOKYMEHTaMHU: BBLISIBJICHHE JIOJDKHHUKOB, |  JTOKYMEHT
HANpaBJICHUE HAIIOMUHAHUUI
Brimonuenue padot B AC:

39 |bopmupoBanre 0a3pl JaHHBIX 00 abOHEHTax I10 OJIUH 54
COOTBETCTBYIONICH (opMe, BBOA HHPOpMaMU O aOOHEHT
HOBOM a0OHEHTE

40 |mouck B 0a3e JaHHBIX CBEACHHWN 00 aOOHWpPOBaHUHU OJINH 3,6
OpraHW3alliN; BHECCHUE N3MCHCHUN a0OHEHT

41 |BBOJ MH(OpPMALIMHK O TIPHEME 3aKa30B OT AOOHEHTOB | OJIMH 3aKa3 0,27

42 |BBOj wuH(pOpMamuu O TIEpeHANpaBICHUM 3aKa3a,| OJWH 3aKa3 1,6
BBIBOJI Ha TIPUHTEP U3BEIIECHUS O MepEHaINpaBICHUN
3aKasa

43 |BBOI JaHHBIX O IIOCTAHOBKE 3aKa3a Ha O4Yepe.b;| OJWH 3aKa3 1,6
cooO1iieHne abOHEHTY

44 |peructpanidsi BBIJIaHHBIX aOOHEHTY JOKYMEHTOB, OJIMH 2,7
MIPOCTABJICHUE CPOKa BO3BpaTa JTOKYMEHT

45 |ynaneHue W3 MacCuMBa JIaHHBIX O BO3BpAlIEHHOM OJINH 0,16
JTOKyMEHTE JTIOKyMEHT

46 |obecrieueHrEe KOHTPOJS 3a CpOKaMH BO3Bpara OJIUH 2,7
JOKyMEHTa: TIOMCK W OTOOp JaHHBIX B mMaMsATH| aOOHEHT

MallMHbBl O  33J0/DKHHUKAaX; BBIBOJ  HYXXHOH
uHpOpMallMK Ha TMPHUHTEP; pacredyarka CIHUCKOB C




YKa3aHHUCM aJipccCa a0oHEHTa

1.7. MaccoBas padota

N HaumenoBanue nmpornecca, onepanuu. Cocras Ennnaunna Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
n MUH.
1 2 3 4
IToaroroBka MaccoOBBIX MEPOIIPUITUI
Onpenenenue  TEMBI, cocTaBa  ayJUTOPHUH, OJTHO
OTBETCTBEHHOTO 33 MEpPONpPUSITHE B  LEJIOM;| MEPOIPUITH
COCTABJICHHE IUIaHAa TMOATOTOBKH MEpPONPUITHS, e

BOMIPOCOB  IJIsi  OOCYXACHHS;  TPUTJIANICHUE
KOHCYJIbTAHTOB, JIGKTOPOB; MOAOOpPKa TOKYMEHTOB
M0 TEME MEPOIPHUATHS;, OPTaHMU3aIUs BBICTABKU
JUTEPATYPHI, aTLOOMOB; OIMOBEIEHUE YUTATENICH O
MEpONPpUATHH Yepe3 apuIlu, myOIuKaIuy B IMeYaTH,

110 paauo, TCICBUICHHUIO, BBIAIBJICHUC
BBICTYIIAIOIINX rcyaTrb u paciapoCTpaHCHUC
MMPpUriIaCUTCIIbLHBIX 6I/IJ'ICTOB; IIOATrOTOBKA

MIOMEIIEHUsI; TPOBEJCHUE COBEIIaHUS 10 HTOram
MOATOTOBKM M TPOBEICHUS  MEPONPUITHS,
oopMIIEHUE TPOTOKOJIA:

Tabmura 11



1 |uuTarenbckas KOHpEpEHIIUs 4900,0
2 |UTEepaTypHO-XYAOKECTBEHHBIH  Beuep,  Bedep 3340,0

OTpaciieBOi KHUTH, JUCITYT
3 |Bedep BOMPOCOB U OTBETOB, YCTHBIN KypHAaI 2600,0
4 |kmy0 o UHTEpecam 2600,0
5 |ZIeTCKuM yTpeHHUK 3900,0
6 |BUKTOpHMHA, KOHKYPC, UTpa-IyTEIIECTBHE 3900,0

Opranu3zaius KHHKHBIX BBICTABOK

CocraBieHue IJIaHa OpraHu3aldd W TPOBEICHUS

BBICTABKM; BBISIBIGHHE UM OTOOpP JOKYMEHTOB;

MOJIFOTOBKA COINPOBOAMTENBHOM JOKYMEHTALlUH K

BBICTABKE; CO3JIJaHUE XYIO>KECTBEHHOTO IIPOEKTa;

MOHTaX BBICTABKH; OpraHu3aivs WH(OOPMAIIMOHHO-

peKJIaMHOM paboThl MO MOMYJSIPU3ALUU BBICTABKHU;

MOJIBEJICHUE UTOTOB PaOOTHI

TemaTuueckre  BBICTAaBKM  0O0I[€OMOIMOTEYHOTO oJlHa

Macmitaba, opranuzyembie Ha poHIaxX OMOINOTEKH BBICTaBKa

KonnuecTBo 3KCrIOHATOB:
7 11-50 560,0
8 |51 -100 1120,0




9 1101 - 200 2240,0
BricTaBkM 10 OmpeAcsIeHHONW OTpACIv 3HAHWUU WIH
TEME, OpraHu3yeMble:
Ha ¢oHe OUOTNOTEKU oJlHa
BBICTABKA
KonnuecTBo 3KkCIOHATOB:
10|1-50 310,0
11 |51 -100 940,0
121101 - 200 1920,0
Ha (oHe oTaena OJIHa
BBICTABKA
KonnuecTBo 3kCnoHATOB:
13|1-25 180,0
14 126 - 50 360,0
15(51-100 720,0
BricTaBkM, MOCBAIICHHBIC XU3HU U JICSITEIHLHOCTH 0JlHa
BBIJAIOLIUXCS JIFOIeH BBICTABKA

KonngecTBO 3KCITOHATOB:

16

1-10

47,0




17 (11-25 110,0

18 |26 - 50 210,0
BricTaBKkH Ha ITOJIKax cTeJUIaKen oJIHa

BLICTaBKa
KomnuecTBO DKCIOHATOB:

19(1-5 25,0

2016-10 440
BricTaBKM HOBBIX NOCTYTUIEHUM OoJHa

BBICTaBKa
KonunuecTBO DKCIOHATOB:

2111-25 40,0

22 126 -50 72,0

23 151 -100 160,0
Pexnama OubmuoTeku; paboTta 1O MPHUBICUYECHUIO
quTaTeeH:

24 |MOArOTOBKA PEKJIAMHOTO COOOIIEHUSI B Te4aTh, IO OJIHa 420,0
paauo, TeNeBUACHUI0O O paboTe OMOIMOTEKH, | MyOauKaIus,
OCOOCHHOCTSIX  (PYHKIIMOHMPOBAHUS  Pa3IMYHBIX OJTHO
nojpa3eeHU’, HOMEHKJIaType yCIyT, | cOooOIIeHHe

PEeA0CTaBISIEMbIX OMOINOTEKOM




25 |moaroroBka miakara O IEATEIbHOCTH OMOIMOTEKHU | OOUH IUIAKAT 210,0
(BBIOOp TEMBI, OIPEICIICHUE COJIEPKaHusI U (POPMBI,
claya B TI€YaTh)

26 |opraHuzamusi 3KCKypcuUM; IIpueM Hu odopMIIeHHE 0JTHa 52,0
3asiBKM, YTOUHEHHME TEMbl HKCKYpCHH W COCTaBa| SKCKypCHUS
HKCKYpPCaHTOB
BrisBienue MOTEHITUATBHBIX noTpeduTene
O6uOIMOTEeYHO-UH(OPMAIIIOHHBIX yCIyr
OMOINOTEKU:

27 | IpOCMOTp MPECCHI OJIMH 6,8

JTOKyMEHT

28 |TIpOCMOTp W aHAM3 JTOKYMEHTOB KOHKYPHUPYIOIIHUX OJTUH 52,0
bupm JOKYMEHT

29 |BefcHUE KApPTOTEKH MTOTPEOUTEIHCKOTO PhIHKA oJlHa 1,3

KapTouKa

30 |BcTpeun ¢ pyKOBOAMUTENSAMH (DUpPM, OpTraHHU3aIui, OJIHO 210,0

MPEANPUATAN MEPOTIPHUATH
e

31 [cbop u IMOATOTOBKA MaTepuagoB 11t | oquu Oykner | 7680,0
UH()OPMAITMOHHBIX OyKJIETOB (00X, o
OTZIETBHOMY IIPOEKTY)

32 |pa3paboTka au3aitHa W MakeTta WH(opManMoHHBIX | oauH OykieT | 14400,0

OyKJIETOB




33 | o0ecrieuenme KOHTPOJIS KauecTBa  TOTOBBIX | OJIUH OYKJIET 20,0
MH(GOPMALIMOHHBIX OyKJIETOB
34 |moa0op CyBEHUPHOM MPOAYKIIUH OJTHO 1440,0
MEPOTIPUSATH
e
35 |moaroroska pa3aaTOYHbIX MaTepHuasaoB OJTHO 480,0
MEpOIPHUSATUS MEpOTIPHUATH
e
[Ipumeuanue:

- BpEMsI OPraHU3alMM BBICTABOK JINTEPATYPHI, MPOBEICHUE MACCOBBIX MEPOIPHUATUN U IKCKYpCHU B HOPMY BPEMEHU HE
BXOJUT;

- K HOpMaM BpPEMEHHU MPHUMEHSIOTCS MOBBIIAIONIME KOA(DPUIIMEHTHI: MPU OpraHu3alMi BbIE3JHOW BBICTaBKU - 1,1; mpu

AKCIIOHMPOBAHUHU HA BBICTABKE JINTEPATypbl HA MHOCTPAHHBIX S3bIKaX - 1,6, Ipu paboTe ¢ JOKYMEHTaMH Ha sI3bIKaX A3UHU H
Adpuxu - 2,0.

1.8. CrpaBounast u unopmManmonHasi padbora

Tabmuma 12
N HaumenoBanue nporecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
I MUH.
1 2 3 4
Y4yer mNOCTYNHMBIIMX BTOPUYHBIX JIOKYMEHTOB




(kapToyek)

CyMMapHblii ~ y4eT  KapToueKk B  KypHaie
NOCTYIUICHUH U BBIOBITUS B PETUCTPAILIMOHHBIX
KapToTeKax

OJIHa IIapTHA

Yucio IMOCTYIIMBIINX KaPTOYCK:

11-110 19,0
2 (111 -220 63,0
3 221 -600 160,0
4 |BBISIBIICHHE HEBBIITOJHCHHBIX 3aKa30B; COCTABJICHHWE| OJUH 3aKa3 45

3asiBKM HA HEBBIIIOJIHEHHBIE 3aKa3bl

Opranuzanus CIpaBOYHO-OUOIMOTpadUIECKOTO

anmapara (CbA)

IIpocMoTp u OTOOp HTOKYMEHTOB U3 TEKYIIUX

nocTyruieHui s BkitoueHus B CbA, B ToM 4ucie

KpaeBETUCCKUM KaTajor:
5 |kuura OJTHA KHHUTA 3,2
6 |cOopHUK OJIHA CTaThs 2,7
7 |KypHan OJIHA CTaThs 2,7
8 |razera OJIHA CTaThs 1,6




9 |6ubmuorpaduyeckoe mocodue OJIHA 3alUCh 0,5
10 |neTonuch KHWIKHBIX, JKYPHAJbHBIX U Ta3eTHBIX | OJHA 3aMKCh 0,83
crareu
11 | npukHWKHBINM OMOTHOTpaPUUECKHii CITUCOK OJIHA 3aIUCh 0,5
Cocrapnenue 6ubarorpaduueckoi 3anucu 0JIHA 3aIUCh
KomuuectBo  smemeHTOB  OmOmMorpadudeckoi
3aMucu:
1211-4 3,2
13|5-6 0,5
14 \7-9 6,0
CocraBieHrue aHHOTAIlMW, HW3Y4YEHHE TOKYMEHTA, OJTHa
HaITMCAaHUEe TEKCTa: AHHOTAITUS
15 |aHHOTHpPOBAaHUE KHUT 260,0
16 |anHOTHpOBaHUE CTATEH 156,0
17 |ananuThyeckass POCHHUCH KYpPHAJIbHBIX, Ta3€THBIX OJIVH 3,8
crateil, cOOpHUKOB, OMOIMOTpadUUECKUX MOCOOMI:| TOKYMEHT

O3HAKOMJICHUC C COACPKAHUCM HN3JaHUA,
COCTaBJICHHE aHAJIMTUYECKOU POCIINCHU

ITpocmoTtp MOCTYIUBIIUX  HWH(POPMAITMOHHBIX
(BTOPUYHBIX) JIOKYMEHTOB U HUX OTOOp A




BritoueHust B CbA (mepBuuHsbIit 0T60p)

[IpocmoTp wuHpOPMAMOHHOTO U3AaHUS (B TOM
YHCJie KapTOUKH) U OTOOp M3 HUX JIOKYMEHTOB JIs
BitoueHuss B CBA; cucremarusanus KapTodek IO
THUMAM KaTaJoroB M KApTOTEK; MPOBEpPKA MHIEKCOB;
paccTaHOBKA KapTOUYKHU

OJlHa
KapTouKa

Huco kaprouexk:

18

1-10

18,0

19

11 -100

165,0

20

101 - 300

490,0

[Ipocmotp u otbop kaprouek B CBA ¢ 1enbto
U3BATUS WU TIEpEMEILICHUS (BTOPUUHBINA OTOOD):

21

U3BATHE M3 KAaTAJIOrOB M KapTOTEK KapTOYeK Ha
JOKYMEHTBI, CHOUCaHHble W3 (OHAA; MPOCMOTP
KpAaeBEIYECKHX, ounbnuorpaduyeckux 17§
(dakTorpaduyeckux KapTOTE€K, HU3BITHE U3 HUX
KApTOYEeK Ha JOKYMEHTBI, MOTEPSIBIIME LEHHOCTD,
MEepEeBE/ICHUE KapTOYeK B apXMBHBIE KapTOTEKU
(YHUYTOXXEHHE); BHECEHHWE OTMETKH B IKypHaje
y4€Ta U PErUCTPAllMOHHON KapTOTEKe

OJlHa
KapToukKa

1,5

OpraHm3anusi TEHEPaJbHOTO CHCTEMATHYECKOTO
karanora (I'CK):




22 |pocMOTp ¥ OTOOP JOKYMEHTOB JIJIsi BKJIIOUCHUS B OJINH 2,7
I'CK; opopmenue kapTouek JTOKYMEHT

23 |HamMcaHUe U PaCCTAaHOBKA Pa3ICIIUTEIIS OJINH 1,7

pa3aeiIuTelNb
PenaxtupoBanune I'CK:

24 \uckmouenne n3 ['CK kapToyek Ha JOKYMEHTHI, oJIHa 1,5
YCTapeBIIMX WM HEMPOMUILHBIX, TIEPEBEACHUE MX | KapTOYKa
B apXUBHYIO 4acTb (U3bsATHE); JACTaIM3alUs
paszeson

25 |HamMcaHue HOBBIX pa3jeiauTescit OJIMH 1,4

pa3IeauTeNb
Opranuzanus KapTOTeKH TIEPCOHATHI:

26 |ompeneneHUe W COCTaBIICHWE TIEPEYHS  JIUII, OIINH 1,5
CBEJIEHUS O KOTOPBIX OTPAXalTCS B KapTOTEKE;| TOKYMEHT
MIPOCMOTP MH(POPMAIMOHHBIX H3JIaHHUH, TTEPBHUUYHBIX
JIOKYMEHTOB; OTOOp JIOKYMEHTOB JIJIsl BKIIFOUCHHUS B
KapTOTEKY

27 |TexHMuYecKas W  CoJep)KarelibHasi  oOpaboTka OJIUH 2,7
JOKYMEHTOB  JUIsl  BKJIFOYCHUS B  KapTOTEKY;| JOKYMEHT
paccTaHOBKAa KapTO4eKk 1o andaButy GdaMuiui
aBTOPOB U IO BUaM JIOKYMEHTOB

28 |HamucaHUe U PaCCTAaHOBKA pa3/IelIUTENICH OJINH 1,4

PasaciInTClib




Opranuzanus daxkrorpaduyeckoit kaproreku (DK):

29 |ompeneneHue TpeaMeTa, OO0BEKTa W OCHOBHBIX OJINH 2,7
npu3HaKoB ansg  oTpaxkeHus B DK; mpocMoTp| ITOKYMEHT
JOKYMEHTOB W o0TOOp i BiiIoueHHs B @K
3aHeCeHHEe OTOOpaHHBIX CBEJCHUM Ha  KapThl
MH)OPMAITMOHHOTO  MaccuBa €  BHECEHHEM
COOTBETCTBYIOIUX OTMETOK B TIOMCKOBBIM MAacCHB
(dhaxkTorpaduyeckoi KapTOTEKU

30 |pemaktupoBanne @K; mnpoBepka MNpaBUILHOCTH OJIVH 1,6
BHECCHMsI CBEJCHUN W yKa3aHUN 00 MCTOYHHMKAX| JTOKYMEHT
uHbopmauu

31 |HammcaHWe U PACCTAaHOBKA pa3/IClINTEIICH OJINH 1,4

pa3zieauTeNb
Opranm3anusi TEMaTHYECKUX TAMOK  Ta3eTHBIX
BBIPE30K:
32 |IpOCMOTp Ta3eTHBIX BBIPE30K, CHCTEMATH3AIINS UX 0JIHa 2,5
BBIpE3Ka

33 |odopmaeHue BBIPE30OK IS XpaHEHUS B OJlHa 3,2

TEeMAaTUYeCKHX  TamKax;  KpaTKoe  ONUCaHWEe| BBIpE3Ka

HCTOYHHKA, HAKJICMBAHUC HA KAPTOYKHU

1.8.1. CnpaBouHo-Oubnrorpaguyeckoe 00CIyKuBaHue

Tabmuma 13



N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
i MUH.
1 2 3 4
[Tpuem 6ubIUMorpaduuecKux 3ampocos:
1 |mpuem OumbGMMOTpadMYECcKOro 3ampoca; YTOYHEHHUE | OJUH 3alpoc 0,43
TEMBI, IIEJIEBOTO W YHTATEIbCKOTO HA3HAYCHUS,
MOJIHOTBI ~ WCTOYHWKOB,  THIIOB, BHJIOB |
XPOHOJIOTHYECKUX PaMOK 3aIpOCOB
Brinonnenue cripaBok
BrinonHeHne TeMaTHUYECKOW CIIPABKU; IIOMCK U O/lHa
oTbop JIOKyMEHTOB; COCTaBJICHHE| CITpaBKa
OoubmorpauuecKoro OIMCcaHus
[IrucbMEeHHO; KOTMYECTBO UCTOYHUKOB:
2 |1 3,0
312-5 15,0
4 16-10 30,0
Y CTHO; KOIUYECTBO UCTOYHUKOB:
5|1 2,0




Brinmonnenue azpecHo-Oudanorpaduieckon
CIIpPaBKH;, YCTAHOBJCHUE HAJIWMYMS WIA MeCcTa
HaxXOXXJEHUS JTOKyMEHTa WJIM €ro 4acTu B (oHme
oubmmoTeKH

HI/ICBMCHHO; KOJINYCCTBO HCTOYHHKOB:

6 |1 2,0
712-5 12,0
8 |6-10 24,0
VY CTHO; KOJTMYECTBO UCTOYHUKOB:
91 1,5
Brinonaenune  yrounsitonieit  6ubmuorpaduyeckoin OJIHa
CIIPaBKH, YCTaHABIMBAIOWIEH M (MJIM) YTOUHSIIONICH | CcIpaBKa
AJIEMEHTBI o6ubmuorpaduueckoro ONMCaHUs,
KOTOpPBIE OTCYTCTBYIOT WJIM HCKaKECHBI B 3ampoce
JUTATEIIS
[IucbMEHHO; KOTMYECTBO UCTOYHUKOB:
101 2,7
11(2-5 14,0
1216 - 10 27,0

YCTHO; KOJIMYECTBO UCTOYHUKOB:




131 1,6
Brinonnenue bakrorpaduueckoit CIIPaBKH, 0JIHa
yCTaHABJIMBAIOIIEH KOHKPETHbIE CBEIEHUS O TEX| CIpaBKa
WIM UHBIX 00BEKTaX, COOBITUSIX, TIPOLIECCaX, IaTax
[TncbMEHHO; KOTMYECTBO HCTOYHUKOB:

141 2,7

15|2-5 13,5

16 |6 - 10 2,7
VY CTHO; KOTUYECTBO UCTOYHUKOB:

171 1,6
KoHcynbranus y cnpaBoyHO-OUOIMOTrpaduyecKoro
amnmapara:

18 |mpoBeneHne Gecenbl O CO3MaHUM W HMCIOJIb30BAHUH OJIHa 4,2
CIIPAaBOYHOTO ammapara, 1o METOJIMKE | KOHCYJIbTAIlH
oubmorpaduueckoro moucka s
Benenne poHa BEIMOTHEHHBIX CIIPABOK:

19 |ot0op cripaBku 1151 POHIA, PA3TOKEHUE IO TTATTKAM OJIHa 4,2
(xoHBepTam); ohopmMIICHHE CTIPABKU CIIpaBKa

20 |cocTaBieHuEe KapTOYKU [JIsi apXWBa; YyKa3aHUE 0JIHa 2,7
NOPSAJIKOBOIO  HOMEpa, TeMbl, JaThl BbIJA4M;| KapTOuKa




ITOCTAaHOBKA KapTO4YKH B KapTOTCKY apXuBa
BBIIIOJIHCHHBIX CIIPABOK

PaboTsl B pexume AC:

21 |popmupoBanue ['CK; BBOog B 0a3y JaHHBIX oJlHa 2,0
AQHATMTHYECKOM  POCIHMCH  Ta3eTHO-)KYPHAIBHBIX | KapTOUYKa
craTei, COOPHUKOB
22 |mouck u oTOOp OuOMMOrpaduyecKux 3amuceil Mo OJlHa 2,7
YCIIOBHSIM KapTO4YKa
23 |BBIBOJI Ha dKpaH OmOiMorpaduueckoi 3amucu WiId oJlHa 1,6
OT/ICJIbHBIX W3 HEE CBEJICHUM; pacrevaTKa KapTouKa
1.8.2. bubnuorpaduyeckoe nHHOPMUPOBAHHE
N HaumenoBanue npornecca, onepaiuu. Cocrtas Ennaura Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
I MHUH.
1 2 3 4
BroisBnenne  wHGOpPMAIMOHHBIX  MOTpPeOHOCTEH
CIICIIHAJINCTOB METOJIOM aHKETHUPOBAHMS:
1 |ompenenenue KOHTUHIE€HTAa noTpeouTeNne OJINH 34,0
uHpOopMaIK; pa3paboTKa 3assBOK IS ONMPEIACICHUS | TOTPEOUTETh

Tabmuma 14



nHQOpPMAIIMOHHBIX ~ TOTpeOHOCTEW  (3ampoCoB);
pacceuika (pacmpocTpaHEHHUE) 3asBOK; 00paboTKa
MOJIyYEHHBIX  3asBOK; COCTaBJIICHHE Ha 0ase
MOJYYCHHBIX JAaHHBIX KapTOTEKHM KOHTHUHIEHTA
noTpeduTenei uHbOopMaIuu U ux
MH(OPMAIMOHHBIX OTPEOHOCTEN (3aIIPOCOB)

BoisiBienne  MH(OPMAIMOHHBIX  MOTpeOHOCTEN
CHELIMAJIMCTOB HAa OCHOBE AaHalu3a ILIAHOBO-
OTYETHOMN JTOKYMEHTALINH:

oTOOp, M3yYEHHE, aHAJIU3 OTYETHHIX JOKYMEHTOB; OJIUH 24,0
dbopmupoBaHue TEMAaTUKHU CIIPAaBOYHO-| OTYETHBIH
UH)OPMAITMOHHOTO  OOCTY)KMBAHUS B  Pa3HBIX| JTOKYMEHT
peKIMax

pacrpeneneHue TEMATHYECKUX pyOpuK OJIHa 2,7
UH()OPMAITMOHHBIX noTpeGHOCTEeM no| pyOpuka
MO/PA3ICNICHUsIM, Yy4YacTBYIOIIUM B CIPABOYHO-

MH(})OPMAITMOHHOM 00CITYKUBAaHUU

3akmoueHne ¢ a0OHEHTaMH  JIOTOBOpa  Ha

nH(}OpMAITMOHHOE 00CITY )KHBaHNUE:

aHaJIM3 TAaHHBIX O 3aMHTEPECOBAHHOCTH a0OHEHTOB B OJINH 2300,0
MHOOPMAIIMOHHOM  OOCITYXMBAaHMM M PEXKUMax| JOTOBOP

n30UpaTeTHLHOTO pacmpocTpaHeHUs u
PETPOCTIEKTHBHOTO  TIOWICKA;  3aKJIIOYEHUE U
NEePECMOTp JOTrOBOpa




@®opmupoBanue  ceth  aOOHEHTOB  CHCTEMBI
nu30UpaTeIbHOTO PACIpOCTpaHeHuss WHGOPMaLUU
(MPN):

OTIPE/ICJICHNE KOHTHHIEHTa a0OHEHTOB CHUCTEMBI
HNPU; BbIsiBICHHE TUMNOBBIX W WHIUBUIYAIBHBIX
3alpocoB a0OHEHTOB; HM3y4YeHHE, Kiaccu]ukarms,
MHJICKCUPOBAHHUE 3alpOCOB; BBEICHUE JAHHBIX O
3aIpocax B aIpECHYIO0 KapTOTEKY

OJIH
a0OHEHT

34,0

IToaroroBka CUrHaJIBHOIO OIOBEUICHUSA B CHUCTEME
NPU

BrisBieHne, mpocMOTp W OTOOpP MaTepuajoB W3
TEKYIIHNX MOCTYTUICHUH; pacrpeneneHue
OTOOpaHHBIX MaTEPUATIOB M3 TEKYIIUX MOCTYIICHUMA
10 abOHEHTaM

OIHO
OIIOBEIIEHUE

KonuuecTBo IMPOCMOTPCHHBIX JOKYMCHTOB!

1-2

3,0

3-4

12,0

5-10

32,0

[ToaroroBka moa0OPOK CUTHAIBLHBIX OMOBEIICHUMN B
cucreme PN

3anonHeHue OJlaHKa-3aKka3a Ha TUPAKUPOBAHUE;
pPErHCTPalI0 NOCTYIHUBIIMX KOIHWW, MPOBEPKA KX

OJHO
OIIOBCIICHUC




KauyecTBa M DJK3EMIUDIPHOCTH;  3aIllOJHECHUE
CONPOBOJIUTENIBHON TOKYMEHTALUN

KomnnyectBo 3allpOCOB:

9 11-2 14,0
10(3-4 17,0
11|5-7 21,0
12 18-10 25,0
[TpocMoTp 1 0TOOP TOKYMEHTOB it BBoja B AC
IIpocMoTp MaccuBa MOCTYNMBIIMX JOKYMEHTOB; OJIUH
0TOOp JOKYMEHTOB COOTBETCTBYIOIIEH TEMaTHUKU M| JOKYMEHT
BBejicHUE B 0a3y naHHBIX AC
OT60p NEPBUYHBIX JOKYMEHTOB:
13 1-50 290,0
OT060p BTOPUUYHBIX JOKYMEHTOB:
14 |1-50 110,0
15 |moxaroroBka kapTouku st pabounx kaprorek MPU OJIHO 2,7
OMKCaHUE
16 |monroroBka TpadaperoB c¢ kaproukamu WPU ms OJIH 1,4
TUPAKUPOBAHUS Tpadaper




KoppekTupoBka BbIXOIHBIX TaOYISTpaMM:

17 |ocHOBHOM psift OJIHA 3alUCh 2,7
18 | BcrioMoraTenbHbIN yKa3aTelhb OJIHA 3alNCh 1,6
19 |penakTupoBaHHE  BBIXOJHBIX  TaOyIsrpaMM M| OJHA 3aIKCh 4,2
odopmIIeHHE JOKYMEHTOB
20 |pa3pe3ka, pacmedyaTka I0J0OPOK Ha OTJIEIbHbBIC OJTHO 1,6
OTIMCaHUS OTHCaHue
Koppextuposka cucremsr MUPU mo pesynbraram
aHajM3a KapT 0OpaTHOMU CBSI3H
OOpaboTka M aHanmM3 KapThl OOpaTHOM CBS3M;| OJHA KapTa
BHECCHUE OIICHKH CHUTHAJIBLHOTO OIIOBCHICHHS B
YYETHYIO KapTy aOOHEHTa; KOPPEKTUPOBKA CHCTEMBI
Ha OCHOBE aHAJIN3a KapT 0OpaTHOM CBS3H
KonnuecTBo kapt:
21 (1-7 70,0
22 (8-10 75,0
23 (11-15 80,0
24 116 - 20 85,0

Bpigada 10OKyMEHTOB 10 3aI1poCy:




25 |BBISIBJIEHHE M OTOOp JOKYMEHTOB (W3JaHUs) IO OJINH 1,4
3amMpocy B CHPABOYHO-MH(POPMAIMOHHOM (OHJIE,| TOKYMEHT
oopmieHuE BbIIaYN JIOKyMEHTOB B
YCTaHOBJICHHOM TTOPSIIKE
['pynmoBoe Oubnuorpadguieckoe HHPOPMUPOBAHUE:

26 | bopmMupoBaHHe cocTaBa rpyIibl aDOHEHTOB OJIVH 720,0

a0OHEHT

27 |yTOYHEHHWE TEMbI, COTJACOBAaHWE HWCTOYHHKOB| OJIHA TEMa 3,6
nH(pOpMaIH, BUIOB TOKYMCHTOB

28 |cocTaBJIeHHE PErUCTPAIIMOHHON KapTOUKH OJIHa 1,6

KapTOYKa
IToxGopka JIOKYMEHTOB VIS nHpopManmy; oJlHa
COCTaBJICHHE W HAaNMCaHUE OMOBEIIECHUS; OTMpaBKa| KapTOuKa
OTIOBEIIICHUS;, 3aMHUCh B KapTOYKU HWHGOpPMAIINH;
aHaJIN3 KapThl OOPATHOM CBS3U
[IucbMEHHO; KOJTUYECTBO U3IaHUM:

29 |1-5 12,0

3016-10 24,0
VY CTHO; KOJIUYECTBO U3aHUM:

31|1-5 12,0

OnepaTtuBHOE HUH()OPMUPOBAHUE I10 3aMPOCY:




32 |popmupoBaHue ceTH  A0OHEHTOB,  BBISBJICHHUC OJIUH 4.4
THTIOBBIX u WHINBUTY aTbHBIX 3ampocoB| abOHEHT
noTpeouTeNneu

33 |u3ydeHue, KinaccuUKAIUSI 3alpocoB; BBEACHHUE | OJIUH 3aIPOC 6,3
JAHHBIX O 3aIPOcax B aIPECHYIO0 KAPTOTEKY
Hanucanue 0630poB u cripaBok
BoisiBienne u 0oTOOpP HMCTOYHUKOB; 00pabOTKa U OJIMH
aHanu3 OTOOpaHHBIX JIOKYMEHTOB;, HANHMCAHUE| aBTOPCKHMA
TekcTa 0030pa (CIpaBKH); MOATOTOBKA PYKOMHUCH K| (aBT.) JIUCT
neyaTu
O0630p (cripaBka) MO MEPBUYHBIM UCTOUHUKAM:

34 |Ha PYCCKOM SI3BIKE 5400,0

35 |Ha HUHOCTPAHHOM SI3BIKE 7200,0

36 | 0030p (cmpaBKa) MO BTOPUYHBIM HCTOYHUKAM 4100,0
Opranuzarus u MIPOBE/ICHHE YCTHBIX
oubmuorpaduuecknx 0630pOB HOBBIX MOCTYIIIICHUH
OTO6op  HOBBIX  TNOCTYIUJIEHMH 1O  3apaHee| OIUH 0030p

00BSIBIICHHOM TEMAaTHUKE; CUCTEMAaTHU3AIIHSI
MCTOYHUKOB TI0 TEMaM, TMPOCMOTPp U aHaJIH3
JOKyMEHTOB;  moabopka  Oubimorpadudeckux

OMHCAaHWM, KpaTKUX aHHOTaIui, pedeparoB Ha
OTOOpaHHBIC WMCTOYHUKH, TOATOTOBKA PYKOIHCH




oubmorpaduueckoro o63opa

KomugectBo IMPOCMOTPCHHBIX u OTO6paHHI>IX
HJOKYMCHTOB!

37(1-10 400,0
38 |11-25 450,0
39 (26 - 55 500,0
40 |56 - 140 600,0

[ToaroToBKa OIOMIETEHS HOBBIX MOCTYIUICHHM

YTounenue (ompenesieHHe) TeMaTHYSCKUX TPAHHI] oJHa

Mmoucka ®W  OTOOpa  JOKYMEHTOB,  CO3/JaHHE| OIOJUICTCHBb

pyOpukaropa OIOJUICTCHS;, BBISIBIICHHE H OTOOpD

JOKYMEHTOB B MAaCCHUBE TEKYIIUX ITOCTYIUICHUI

MCTOYHUKOB WH(MOpMaImu; moadopka aHHOTAIUH,

pedeparoB, ux cucremaTuzaius

KonudecTBO MpOCMOTPEHHBIX TOKYMEHTOB:
4111-37 60,0
42 |38 - 60 90,0
43 |61 -95 180,0
44 196 - 150 320,0




45

151 - 380

960,0

Opranuzanus u nposenenue "JlHs napopmanun':

46

ONpEIEIICHHE TEMBI; COCTAaBJICHHE niaHa
MPOBEJICHUS; BBISIBICHUE U IOCTaBKa JJOKYMEHTOB U3
COOTBETCTBYIOIIMX TOJApa3AcieHUN OUOIUOTEKH;
OpOCMOTp U OTOOp JOKYMEHTOB; IpUIJallleHue
CHELMATMCTOB-KOHCYJITAaHTOB; IOJIFOTOBKA
BBICTaBKHU JUTEPaTYphI; OTIOBEUICHHE
3aMHTEPECOBAHHBIX OpraHU3alluil U CIEUUATHUCTOB;
oopmiieHHE  BBICTaBKHM; HAallMCaHUE  KPATKUX
aHHOTaUui; opraHu3anus cOopa 3asBOK Ha
JOKYMEHTBl, HMX BblJaua, KOHCYJbTUPOBAHUE,
NEXKYpCTBO OuOIMorpadoB; mNpoBeIEeHHUE aHaAINU3a
MEPOTPHUITHS

OJTHO
MEPOIPUATH
e

640,0

Opranmzanus u nogaroroBka "Jlas 6ubnuorpadun",
"JlHs mocoous":

47

YTOYHEHHE TEMBbI; COCTABJICHUE IJIaHa; O(OPMIICHHE
BBICTaBKU-TIPOCMOTPA; MOJIFOTOBKA 0030pa;
MOJrOTOBKAa  KOHCYJbTAIlMM;  COCTaBICHHE U
HaIMCaHue OOBSABIICHUS; COCTABIICHUE M HANMCAHUE
MPUTITACUTETBHBIX HUCeM, UX  PacChUIKa;
MpUIJIalieHue 3aMHTEPECOBAHHBIX JIMIL 110 Paino, 1O
TenedoHy, TMYHO

OJIHO
MEPOIPHUSITH
e

1940,0

Opranuzaius u nposeaenue "Jlus cnenuanucra'




Onpenenenue Ttembl  "IlHa  cnenumanucra" ¢ OJTHO
3aMHTEPECOBAHHBIMU  OpPTAHM3AIUSAMH,  (HOPMBI | MEPOTIPUATH
MIPOBEICHUSA (cranmoHapHasi, BbIC3/IHAS), e
OTBETCTBEHHOTO 32 MEpOIpPHUATHE B  IIEJIOM;
COCTaBJICHHE IIJIaHA MEPOIPUATHS, MPOTPAMMEI
MoMCKa U 0TOOpa MH(POPMALMOHHBIX MATE€pPUAJIOB;
MOATOTOBKA OTKPBITBIX IPOCMOTPOB u
TEMaTUYECKHUX BBICTABOK JUTEPATYPhI 1o
crenuaibHOCTH,  OuOnuorpaduueckue  0030pHI;
3aKa3  JIEKIUM,  KUHO(MUIbMA;  OIOBELICHUE
3aMHTEPECOBAHHBIX  OpraHu3aluii;  opopMIIeHUE
BBICTABKH; OpraHu3aius AeKypcTBa oubdmuorpados,
KOHCYJIbTAHTOB-CIIEI[UAJIMCTOB; oOecrieueHue
BbIJAYM W3JaHUA WJIM UX KOMNUWA BO BpeEMS
MEpOMPUSATUST WM HEMOCPEACTBEHHO IIOCJIE HEro;
JNEMOHCTpALNs BBICTABKHU; aHAJIN3 pe3ynbTaToB "J{Hs
crenuaiiucra”

Huco conyTCTBYONUX MEPOIPUATHIA:

48 |1-2 1940,0
49 |3-4 2600,0
50|5-6 3500,0
51|7-8 4600,0

[Tpumeuanue: Bpems mposeneHus "Jusa undopmaruu”, "/Ius cneumanucra”, "/{us 6ubnuorpadguu" B HOpMYy BpeMEHU He
BXOJIUT.



1.8.3. UndopmanimonHas padota

n/

HanmenoBanwme mporiecca, oneparuu. CoctaB
paboThI

Enunanna
M3MEpPEHUS

Hopma
BPEMEHH,
MUH.

2

4

[loaroToBka mOMyNApHBIX  OUOIMOTpadUUIECKUX
nocoouit

BoiGbop Tembl TmocoOuWs; BBISBICHHE U OTOOP
JOKYMEHTOB, (OPMHUPOBAHUE pa3/JeloOB IOCOOUS;
aHHOTHPOBAHUE JIOKYMEHTOB; noJ10opKa
(dakTorpaguyeckoro Marepuaia, WIUTFOCTPAIIH;
HaIMCaHUe TEKCTa; COCTABJIEHUE BCIIOMOTATENIbHBIX
yKazaTele; KOHCYJbTAllMd Yy CHEIUAINCTOB Ha
pa3IMYHBIX ATanax padoThl; 00CYyXKAEHHE PYKOIUCU
Ha 3aceaHuH HAyYHO-METOJAMYECKOTO
(peaKIMOHHOI0) COBETa; JOpa0OTKa PYKOIKCH TIO
3aMeUaHUsIM; C/laya PyKOTHCH B M€YaTh:

COCTaBJICHHE TMOMYJSPHOTO OMOIHOTpaPUIecKOro
yKazaTels, MyTeBOAUTEIIS, CITPAaBOYHHUKA

OJIVH aBT.
JIUCT

13500,0

IIOATOTOBKA KOMMEHTapHUEB, IIPUMEYaHNUN
IIONYJISIPHO-TIPOCBETUTENBHOTO  XapakTepa,  He

OJHH aBT.
JIUCT

5400,0

Tabmura 15



TPeOYIOUIUX CIEeIMAIBHBIX UCCIICIOBAHUIMI

MOJATOTOBKAa KOMMEHTapHeB, MPUMEYaHUW HAy4dHO-| OJIMH aBT. 10800,0
UCCIIeI0BATEIHLCKOrO XapaKrepa JIUCT

[ToaroroBka PETPOCTIEKTHBHBIX HAy4HO-

BCIIOMOTATEIIbHBIX ounbauorpapuyeckux

yKazareJyen:

BBIOOpD TEMBI; CO3JaHME AaBTOPCKOTO KOJIJICKTHBA;| OJIMH aBT. 9720,0
pa3paboTka UHCTPYKTUBHO-METOAHYECKHE JUCT

MaTepHaoB;, BBHIIBICHHE W OTOOpP TOKYMEHTOB,;
pabota Haxm  OubauorpaduyecKol  3amUChIO;
AHHOTHPOBAHUE; oubnuorpaduyeckas
TPYNIIUPOBKA;  COCTaBJIEHWE  BCIOMOTATEIbHBIX
yKazaTenei; oOCyXJIeHHe PYKONHCH yKazaTels Ha
3acelaHuu Hay4YHO-METOIUYECKOTO
(pemaKIMOHHOTO) COBETa; nopaboTka 1o
3aMEYaHMsIM;  cladya  PYKOMUCH B TI€YaTh;
cocTaBjieHHe OubOIMorpaduueckoro ykaszarens IIo
aKTyaJTbHOW TEMAaTHKE C XPOHOJIOTHYECKUM OXBATOM
OT 2-X 70 5-TH JIET ¥ aHHOTAIUSIMH, TTOSCHSIOIIAMHU
Ha3BaHUS

CocraBnenue OubOIMOTpadUUECKOro yKaszarens IIo
KOMIJIEKCHBIM M MEXKOTpPAclIeBbIM  TpolIemMam
Oo0Iero ¥  PETHOHANBHOTO  COACpPXKAHHUS  C
XpPOHOJIOTUYECKUM oxBatom 1 - 2 roma, ¢
AHHOTAIMSIMU, MOSICHSIOIMMY Ha3BaHUS:




Ha PYCCKOM A3BIKC

9720,0

¢ BrmouenueM or 30% mgo 40% o0Bema
nyOJIMKaIUi Ha THOCTPAHHBIX SI3BIKAX

11000,0

COCTaBJICHHE AHHOTUPOBAHHOT'O
OoubImorpaduuecKoro ykasaTesisi MHOTOOTPacIeBOro
COJIEpKaHUSI C XPOHOJOTHMYeCKUM oxBaToMm A0 100
neT u OoJee, TPeOYIOMEro CIUIONIHOTO MPOCMOTpa
JOKYMEHTOB, CJIOKHBIX oubmuorpaduyecKux
pa3bICKaHMM, yuyeTa BCeX Mepeu3TaHuil myoIuKanui
U UX XapaKTEPUCTUKU ITyTEM CIUYEHUS TEKCTOB

OJIVH aBT.
JINCT

18800,0

[ToaroroBka aHaIUTUUECKOTO 0030pa

BrisiBnenne u otbop AOKYMEHTOB [isi 0030pa;
MOArOTOBKAa  pyOpukaropa mpeamera  0030pa;
M3YyYCHHE U OIEHKa JOKYMEHTOB; CHCTEMaTH3aIus
MaTepuasa; COCTaBIIEHHE TEKCTa aHATUTHYECKOTO
0030pa; o0OCyXJeHHUE PYKONUCH Ha 3acelaHUu
Hay4YHO-METOJNYECKOTO (PEJaKLMOHHOIO) COBETa,
nopaboTka 0030pa 1o 3aMe4aHusIM; c/jauya B NeYaTh:

OJIMH aBT.
JINCT

IO PYCCKUM IIECPBUYHBIM UCTOYHHUKAM

9720,0

10 CMCIIAHHBIM IICPBUYHBIM MCTOYHHUKAM

10800,0

10

110 MHOCTPAHHBIM IICPBUYHBIM NCTOYHHUKAM

12400,0

HOI[I‘OTOBKa AHAJIMTUYECKOU CIIpAaBKHU:




11

Brisasiaenue | oTbop JIOKYMEHTOB JUIS
aHAJIMTUYECKOUN CIIpaBKH, U3YUYEHUE, aHAIIU3, OIICHKA
U CHCTEMAaTHU3alusl UX; COCTABIICHUE TEKCTA CIPABKU

OJHH aBT.
JIUCT

5200,0

[ToaroroBka pedepaTuBHOTO 0030pa

BreisiBneHne  w oTOOp  JIOKYMEHTOB  JUJIS
pedepaTUBHOTO 0030pa, M3yYCHHE M aHAIU3 HX;
pedepupoBaHKe  HCTOYHHKOB,  CHCTEMAaTH3aIlus
TEKCTOB  aHHOTAIIM; COCTaBJICHHEC  TCKCTa
pedeparuBHOrO 0030pa; OOCYXJAeHHE 0030pa Ha
3aceIaHuH HayYHO-METOHYECKOTO
(pemakIMoOHHOI0) COBeTa; JopaboTka 0030pa IO
3aMEYaHMsIM; C/1aya B IeYaTh:

OJIMH aBT.
JIMCT

12

110 PYCCKUM MUCTOYHUKAM

5200,0

13

10 CMCIIIaHHBIM MCTOYHUKaAM

6480,0

14

10 MHOCTPAHHBIM NCTOYHHUKAM

7300,0

CocraBnenue sKcnpecc-uHbopmaIiu:

15

BBISIBICHHE W OTOOp Marepuaiga IO TeEME,
CUCTEMaTHU3AallMs €ro ¥ MOJAr0OTOBKA JIJIsl IeYaTH

OJIMH aBT.
JINCT

3840,0

CocraBnenue oubnuorpadpuyeckoin 3aIucH,
aHHOTaIuu, pedepara

CocraBnenue oubmuorpaduueckon 3aIuUCH:
M3ydeHUE W aHaIM3 JOKYMEHTa; COCTaBJICHUE

OJHa 3aIlliuChb




3arojIOBKa OIKCAHMS; MPOBEPKA 3alMCH, BHECEHUE
WCTPaBICHUI

KomuuectBo  sneMeHTOB  OubOIMoOrpaduyeckoro
OTIHCAHUS:

16 (1-4 3,2
1715-6 54
18(7-9 6,4
CocraBieHne aHHOTAIMM, W3y4Ye€HWE U aHAIN3 oJHa
JOKYMCHTa, HaIIMCAaHUE TEKCTa aHHOTAIIHH aHHOTAIUS
19 |aHHOTHpPOBAaHUE KHUT 270,0
20 |aHHOTHpOBaHUE CTaTEH 160,0
21 |cocraBnenue pedepara: U3yYeHHME W aHANM3| OJUH aBT. 5920,0
JOKYMEHTa, Ha KOTOPBIH cocTaBisgeTcs pedepar; JIACT
HaIlMCaHHUEe TEKCTa; BHCCCHUE UCIIPABIICHHM
AHanuTHYECKass POCIHCH JKYypHAIbHBIX, Ta3eTHBIX
cTaTei, COOpHUKOB, OMOIMOrpadUIecKUx MOCOOMIA:
22 | 03HAKOMJIEHHE c CoJIepKaHUEM W3JIaHUS;, | OJHA CTAThs 3,6

COCTAaBJICHUEC aHAJIMTHYCCKOI'O OITMCAaHUA Ha CTAaTbIO

ITonnepxka calita OHMONMOTEKH MW OTISIBHBIX
MIPOEKTOB:




23 |BepcTKa CTpaHHI] caira, pa3MeleHue| OJIMH aBT. 300
MOATOTOBJICHHOTO MaTepuajia B COOTBETCTBYIOIIHI JIACT
pasznen canra

[Ipumeuanue: HOpMa BpEMEHHM Ha cocTaBiieHHE OubIMorpaduyeckoro mnocoOus aaHa M3 pacyera paboThl aBTOPCKOIO
KOJIJIEKTHBA.

1.9. HCpCBOI[ u Hepepa60TKa IICYaTHBIX TCKCTOB C MHOCTPAHHBIX A3BIKOB Ha pYCCKI/Iﬁ H C PYCCKOI'O Ha NHOCTPAHHBIC A3bIKH

Tabmuma 16
N HaumenoBanue nponecca, onepanuu. Cocras Ennnauna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4

IlepeBon TekcTa € MHOCTPAHHBIX S3BIKOB Ha
PYCCKUI SI3BIK

UreHne opuruHalia; aHajln3 TEKCTa; pa3MEeTKa €ro ¢| OJUH aBT.
BBISIBIICHUEM TPYAHBIX TEPMHUHOB, IPaMMaTHUYECKUX JIUCT
KOHCTPYKITUH, JIEKCUYECKHX OO0OpPOTOB, IIEXOBBIX U
YKaprOHHBIX TEPMUHOB:

1 |mosHBII TUCHMEHHBIN MEPEBO/T OJIVH aBT. 2580,0
JUCT

2 |COKpalleHHBIM MuChbMEHHBIM TiepeBos oT 30% 10| OJIMH aBT. 1620,0




50% o0Obema TekcTa JIUCT

BBIOOPOYHBIN MTUCHMEHHBIN MIEPEBO OJIH aBT. 1520,0
JIACT

[TepeBox TekcTa ¢ pycCKOro si3pIKa HA MHOCTPAHHBIE

SI3BIKU:

MTOJTHBIN TTMCHMEHHBIN TIEPEBO/T OJIVH aBT. 5160,0
JIACT

TepmuHonoruueckass paboTa TpU  BBINOJHEHUH

MMUCHbMEHHOTO IEPEeBO/Ia:

OTBICKAaHHUE OTMEUCHHBIX B OPUTHMHAJICE HE3HAKOMBIX OJIMH 18,1

WO HEMOHATHBIX TEPMHUHOB W COKpaIlleHWHd B| TEPMHH,

CIIOBapHO-CIPABOYHOM  JUTEpaType;  IMOAOOpKa| COKpalleHUe

COOTBETCTBYIOIIIETO TEPMHUHY DKBUBAJIEHTA;

pacm@poBKa COKpaIIeHHs

Koncynpramms nepeBounKka co CrielHaInCTaMu:

BBISICHEHUE MPABUIILHOTO W3JIOKEHUS YacTel TEeKCTa OJIHa 36,2

10 MaJI03HaKOMOM TEMAaTHKE; YTOYHEHHE | KOHCYJIbTAI!

COOTBETCTBHS TIEPEBOJIa OPUTHHATY P

Cocrapienue 6uborpadguuecKkoro OnucaHus:

cocTaBliecHHe  OMOIMOrpauyeckoro  OMUCaHHUS OJTHO 60,0

MepeBo/ia MO JAaHHBIM, B3ATHIM C TUTYJBHOTO JIUCTA| OIHMCAHHE

nepeBozaa




BrisBiaenne ommOOK 1 BHECEHHE H3MEHEHUH B TEKCT
IIEepeBOJia IOCJIC NcHaTanusi:

8 |mpoBepka MPaBUWJIBHOCTH PaCIIOJIOKEHUS |  OJUH aBT. 200,0
OTIIEYaTAaHHOTO TEKCTa; CBEpKa C PYKOMHCHIO; JUCT
npaBKa

Texauueckoe oGopmIICHHE IEPEBOIOB:

9 |BmHCHIBaHKE B TEKCT MEPEBOAA CHMBOJIOB U BCTABOK OJTHO 2,0
Ha UHOCTPAHHOM SI3BIKE BITHCHIBAHUC
10 | BkiIeuBaHUE PUCYHKOB, Ta0IHII, HOPMYIT OJIHa 3,0
BKJICMKA

IlepeBoa 3aroJIOBKOB CTaTE€ U JOKYMEHTOB:

11 |mepeBoa 1 3amKCh 3ar0JI0OBKA OJINH 120,0
3ar0JI0BOK

[Ipumeyanue:

- HOPMBI BPEMEHHU MPENYyCMATPUBAIOT BBITOJIHEHHE NEPEBOJIOB C MHOCTPAHHOIO SI3bIKa WM HA WHOCTPAHHBINA, KOTOPBINA Y
MepEeBOIUMKA SIBJSIETCS OCHOBHBIM (110 00pa30BaHUIO UM IPUMEHEHUIO);

- MIPU BBINOJHEHUU TIEPEBOJIOB C JPYTUX SI3bIKOB WJIM HA JPYrue MOMHMO OCHOBHOTO K HOpMaM BPEMEHH NMPUMEHSETCS
MOBBIIIAOIMMKA K03 uruent 1,1.

1.10. UccnenoBaTenbckas pabora

Tadomuma 17



N HaumenoBanue nporiecca, onepaiuu. Coctan Enununa Hopwma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
i MUH.
1 2 3 4
PazpaboTtka mnporpaMMbl (TEXHHUYECKOTO 3a/JaHUS)
UCCJICTIOBAHMUS
O6ocHOBaHHE aKTyaJbHOCTH TEMBbI, BBHISBICHHE U OJTHa
000CHOBaHUE poOIEMHOM CUTYallMH, | IporpaMmma
dbopMynupoBaHue 1EAH, 3aHad W  TUIOTE3bI
WCCIICIOBAHMS; HAMMCAHNE TEKCTa
HUccnenosanne HOCUT:
1 |OnepaTuBHBII XapakTep 38250,0
2 |IUIOTaXXHBIN (pa3BebIBATEIbHBIN) XapaKTep 21600,0
PazpaboTka METOUKH UCCIIEA0BaHUS
PazpaboTrka (HamucaHWe) TEKCTa METOJIUYCCKUX OJ[Ha
JOKYyMEHTOB IO TPOBOJUMOMY HCCIEIOBAHUIO,| METOJHMKA
anmpoOaIuu COCTaBJICHHBIX JOKYMEHTOB; YTOYHCHHE
U J0paboTKa METOJUYECKOTO WHCTPYMEHTapus,
COCTaBJICHHE OKOHYATEJILHOTO BapuaHTa
JTOKYMEHTA!
3 |MeToAMKa TMPOBEJEHUS WCCICIOBAHUSA, HOCSIIETO 28000,0

ONEPATUBHBIN, SMIIMPUYECKUN XapaKTep




METOJIMKA MPOBEACHUS HCCIEAOBAHUS, HOCSIIETO
MAJIOTAXHBIN (pa3Be/lbIBATEIIbHBIN) XapaKTep

15600,0

Pazpabotka UHCTPYKIIUH 1o 00paboTke
JTOKYMEHTAIMH (MCXOAHBIX JaHHBIX ), TIOJTYUYEHHOW B
XO0/I€ UCCIICIOBAHUS:

0JlHa
UHCTPYKIIUS

pyuHas 00paboTka

15600,0

MallnHHas 00padoTKa

20400,0

Pa3pa60TI<a IMPCAIITIaHOBBIX )51 IIJTaHOBBIX

JOKYMCHTOB IICPCIICKTUBHOI'O XapaKTcpa:

pa3paboTka KOHIICMIIMK OCHOBHBIX HAIpPaBJICHUI
pa3BuUTHS OMOIMOTEYHOTO Jejda B pPEruoHe Ha
MIEPCIICKTHUBY

OJIVH aBT.
JIUCT

13050,0

KOHLIETITyaJIbHOE oOecrnieueHre Oubamorpapuyeckux
u3laHuil; 00OCHOBaHME  AKTYaJIbHOCTH  TEMBI,
YUTATEIbCKOTO W LEJIEBOr0 Ha3HA4YeHUs MocoOus,
€ro CTPYKTYpPHI (CXEMBbI), BBIpaOOTKA METOUYECKUX
NPUHLIUIIOB M PEIIEHUH IJIs PaCKPBITUS TEMBbI;
HaIMCaHUe TeKCTa

OJIMH aBT.
JINCT

11220,0

COCTaBJICHHE MPOrHo3a (MpearIaHOBBIM TOKYMEHT),
CBSI3aHHOTO C MEPCIEKTHBAMHU PAa3BUTHUSI OMOIHOTEK;
HaIMCaHUe TeKCTa

OJIMH aBT.
JINCT

13050,0

10

pa3paboTKa IENeBBIX MmporpamMMm (I CETH
OMOJIMOTEK WX OAHOM OMOJIMOTEKH); JTUarHOCTHKA

OJAHH aBT.
JINCT

15200,0




CUTyallud, BHEIIHUX W BHYTPEHHUX BIUSHUHA Ha
(GYHKIIMOHUPOBAHKUE U pa3BUTHE OMOIMOTEK (OAHOM
O6uOIMOTEKN); BEIpAOOTKA PEKOMEHIAIINH, PEILICHUS;
HaIKMCaHUE TeKCTa

CocraBneHnue CBOJHBIX KaTaJoroB KHMWKHBIX
IIaMsATHHKOB:

11 |pa3paboTka TPOCIEKTA; BBISBICHHUE JTOKYMEHTOB -| OJWH aBT. 18200,0
KHUKHBIX TIAMSATHUKOB, Hay4HOE OIIMCAHHE UX; JIUCT
COCTaBJICHHE CIIPABOYHOTO ammapaTa; HaIlMCaHHe
TEKCTa
Opranm3anmonHas  paboTa 1O  TPOBEICHHUIO
MCCJICIOBAHMUS:

12 |co3manue HCCJIEIOBATEIBCKOTO KOJIJICKTUBA; OJTHO 7140,0
cocTaBieHHe  pabodero  IlaHa  MPOBEACHMS | HCCIICIOBAHH
HCCJICTIOBAHMS, COTJIACOBaHUE ero c e
WCTIOJTHUTENSIMU; OTpeesieHue Iiomaaku (6a3bl)

UCCJICIOBAHMS; TIEPENUCKa C HUMH; TPOBEICHUE
MHCTPYKTaXEM, CEMUHApOB, COBEIIAHU,
KOHCYJIbTAallN I

13 | 6ubnuorpaduueckas npopaboTka TE€Mbl| OJIMH aBT. 1200,0
ucciaenoBanms, paboTa B apxuBax, HW3YUYCHUE JUCT
HOPMaTHUBHO-TEXHUYECKOM JIOKyMEHTAITUH,

uH(popmaruu 00 aHajgorax U JAPYTHX MaTepUalioB,
OTHOCSAIIUXCS K pa3pabaTbiBaeMoi TeMe




O06paboTka moy4eHHo nHPOopMaIUu:

14 |cbop wu oOpaboTrka wuHPOpMAIMKM HA OCHOBE| OJWH aBT. 7800,0
NEPBUYHBIX HCXOJHBIX JAHHBIX (CTATUCTHYECKHUX JUCT
JTaHHBIX, OTYETOB, IIAHOB, CIIPABOK, MAaTEPHAIIOB
KOMaHJAMPOBOK)
15 |ananu3 obpaboTanHON HHPOpMALTII OJIMH aBT. 5200,0
JIUCT
[TogroToBKka MarepuajioB II0 WTOraM HAy4HOUH
paboOThI:
16 |HanmucaHue HayYHOTO OTYETa; MOJArOTOBKA PYKOIMCH | OJUH aBT. 13200,0
K IeYaTH Ha Pa3JIMYHBIX dTarax padoThl JUCT
17 |manucanue MpPoOMEXKYTOYHOTO OT4YeTa (CIpPaBKU) O| OJMH aBT. 6400,0
XO0/1€ UCCIIeIOBAHUS JIUCT
[ToaroToBKa M HaNMMCAaHWE TEKCTA CTAThU B COOPHUK
HAay4YHBIX  TPYJIOB,  MPaKTHUYECKoe  Tocolwue,
PO ECCHOHATIBHYIO TIPECCY; MOJATOTOBKA PYKOTTUCH
K IeYaTH Ha PA3JIMYHbIX Tarax padoThl:
18 | cTaThs TeOpETUUYECKOTO XapaKTepa OJIUH aBT. 15200,0
JUCT
19 |crarhs IpUKIIATHOTO, TPAKTUYECKOTO XapaKkTepa OJIMH aBT. 9200,0
JUCT
20 |mamucaHue JOKJIaga IO  WTOraM  HAYYHOTO| OJIMH aBT. 6700,0




UCCIIEOBAHUS; MOJITOTOBKA  pPYKONHWCEH  Ha JIACT
Pa3TMYHBIX dTamax padoThI

21 |pa3paboTka pEKOMEHJAIMK, HMHCTPYKIIMU TIIO| OJIUH aBT. 14100,0
BHCJIPCHUIO MaTEepPUAIOB HAYYHOTO HCCIICIOBAHMUS, JIACT

HallMCaHHUC TCKCTaA, IIOATOTOBKA PYKOIIMCHU K IICYATH
Ha Pa3/IMYHbIX 3Tallax pa6OTBI

[Ipumeuanue:

- HOpMa BPpCMCHH Ha COCTABJICHHUC ITPpOTpaMM, MCTOAUK, HHCTPYKHI/Iﬁ JaHa Ha I/ICCHGI[OBaTCJ'IBCKI/Iﬁ KOJIJICKTHB,
- 9aCbl TPpyA03aTpart pacClpCACIAI0TCA MCXKAY UCIIOTHUTCIEIMU B 3dBUCHUMOCTH OT UX HAI'PY3KH,

- B IIPOIIECC MOJTOTOBKM PYKOMHUCH K TI€YaTH BXOJAT: cJada PYKOIHUCH HAaydYHOMY PEIaKTOpy, OOCYXKIECHHE B OTJEIE,
HayYHOM COBETE, J0pabOTKa PYKOIHCH.

1.11. MeTtoaudeckas pabota

HanmenoBanue npouecca, onepaunn. Cocta Ennnanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
| MUH.
1 2 3 4
ITonroroska METOIUYECKOTO nocoowus,

PEKOMEHTAIU A

[TpuHIIMTIIATEHO HOBAs pa3pabOTKa TEMBI:

Ta0Omuma 18



W3Y4YEHUE TEMBbl, BBISBJICHUE U aHAJIU3 JOKYMEHTOB
M0 TeMe, YTOYHEHHE YHMTATEIbCKOrO M IEJIEBOTO
Ha3HAYEHUs MOCOOUs, PEKOMEH/IAINI; COCTaBICHUE
MPOCIEKTa; HAIMCAHUE TEKCTA

OJHH aBT.

JIUCT

15300,0

Moaudukanus panee pa3padOTaHHON TEMBbI:

BBISBICHHC M M3YYCHHE HOBBIX JOKYMCHTOB U
HAKOIJICHHBI ~OMOJMOTEKAaMH OIBIT II0  TEME
mocoOus, PEKOMEHIAIMH; YTOYHEHHE IPOCIICKTA,
BHECCHHEC M3MCHCHHM B CTPYKTypy TeEKCTa B
COOTBETCTBHUM C JOCTIDKCHHSIMH OHOJIMOTCYHOM
TEOPHMH W TIPAKTUKW, IIOJATOTOBKA PYKOIHUCH K
00CyXIeHUIO; TOpaboTKa MO UTOraM 0OCYKJICHHS

OAHH aBT.

JIUCT

8670,0

Pa3paboTka  OKYMEHTOB, PpErjJaMEHTHUPYIOIIUX
JIeSITEILHOCTh OMOJINOTEK, MTOJIOJKCHUH,
MHCTPYKLHM, MPOEKTOB IOCTAHOBJIIEHWW, YCTAaBOB,
3aKOHOAATEIbHBIX aKTOB

HpHHI_[I/IHI/IaJ'II)HO HOBas TEMa.

BBISIBJICHHE, W3Y4YCHHE | AaHalM3 JIEHCTBYIOIINX
JOKYMEHTOB IO TE€Me, HalHhCaHWEe TEeKCTa MPOEKTa
JIOKYMEHTA, o0cyxeHue, anpobanus B
OoubnmoTexax, Ha 3acelaHuu HAy4HO-
METOJIMYECKOTO0 COBETa; JA0padoTKa JOKYMEHTa;
MOJIFOTOBKA K YTBEPKICHUIO

OJIMH aBT.

JIUCT

17340,0

Moaudukanus panee pa3padOTaHHOTO JOKYMEHTA:




aHaJIU3 U OLIEHKA JIOKYMEHTA; IIOUCK U OTOOP HOBBIX
JNEUCTBYIOUIMX JIOKYMEHTOB II0 TEME; BHECEHUE
U3MEHEHUS B TEKCT JOKYMEHTa; OOCYXIEHHE Ha
3aceJaHuU Hay4YHO-METOJNYECKOTO COBETA;
nopaboTKa MO UTOraM OOCYXIEHHUS; MOATOTOBKA K
YTBEPKICHUIO

OJHH aBT.

JIUCT

7650,0

PazpaboTtka yuyeTHbIX hopM, Tabmu1l, 00pa3IoB:

yTOYHEHUE TIpeAMeTa, OOBEKTa, COJepKaHUsS
yueTHOM  (opmbl, TabnuIpl, o0paszma; oToOp
MoKaszaTesiel, CHUCTeMaTu3alus uX, pa3padoTka
MakeTa Yy4YeTHOW QopMbl, TaOIUIBI, 00pa3ua;
o0OCyXX/IeHHe Ha 3aceJaHuu HAayYHO-METOIUYECKOTO
COBETA; TIOJITOTOBKA K YTBEPKICHUTO

OAHH aBT.

JIUCT

7650,0

CocraBieHue peKOMEHAAUUMid 1O  BHEIPEHUIO
pErIaMEHTUPYIOIIUX JOKYMEHTOB B IPAKTUKY:

pa3zpaboTka METOIUYECKUX pEeKOMEH AN,
WHCTPYKLHH, IUIAHOB 110 BHEAPEHUIO HOPMATUBHOMN
JOKYMEHTALMU; MIOATOTOBKA PYKOIIMCH K NIEYaTH

OJIMH aBT.

JIUCT

14025,0

Iloaroroska HNUCBMEHHOH KOHCYJIbTAllUH,
METOIMYECKOTO ITHMChMa:

BBISBIICHHE W aHaJIU3 JIOKYMEHTOB TIO TEME;
M3yueHHe U 0000IIeHUE OMbITa pabOThl OMOINOTEK;
HaIlMCaHWe TEKCTa KOHCYJIBTAIMH, METOIUYCCKOTO
IUChMa; TIOJIFOTOBKA K OOCYXKIEHHUIO Ha 3aceIaHHH

OJIMH aBT.

JIUCT

8670,0




HAaY9YHO-MCTOOAUYCCKOI'O COBCTA, zxopa60TKa 110
uTroram 06CY)KI[€HI/I$I; caaya B II€4aThb

[TonroroBka o030pa AEATEILHOCTH OUOIUOTEK IIO
OTIpEe/ICIICHHOW TeMaTHKE:

8 |yrounenue TEMBI 0030pa; OTIpe/IeTICHNE | OJWH aBT. 9180,0
XPOHOJIOTUYECKHUX TPAHMIIL; BBISIBICHUE JOKYMEHTOB, JHCT
oTOOp, TPOCMOTP M aHalu3; HAIWCaHHE TEKCTa;

MOJTrOTOBKA PYKOMIHCH K 00CYKACHHUIO Ha 3aceJaHUU
HAYYHO-METOJAUYECKOTO COBETa; nopaboTka
PYKOIHMCH TIOCTIe 00CYKACHUS

PenensupoBanue HAYYHBIX, METOAMYECKUX,
UH(POPMAIIMOHHBIX MaTEPHAJIOB:

9 |uTeHme peneH3UpyeMOoro MarepHualia; OlleHKa €ro B| OJUH aBT. 783,0
[EJIOM,  OTACIBHBIX  YacTel,  yCTAaHOBIICHHE JMCT
COOTBETCTBUSI ~ UYUTATEIBCKOMY W IEJICBOMY
HA3HAYCHUIO,  HAyYHBIM W METOJWYCCKHM
TpeOOBaHUSIM

10 |Hanucanue pereH3uu OJIMH aBT. 1305,0

JIMCT

HOI[FOTOBKEI JICKIIMU, KOHCYJIbTAlITUN

Pa3paboTka  T1utaHa  JIEKIMK,  KOHCYJIbTAIUH,
nmoja0oOpKa maTepuaina, U3ydeHUEe €ro; COCTaBJICHUE
CIINCKA JINTEPATYpbl K JIEKUWH, KOHCYJIbTALWU;

OJIHA JICKLIHSI,
KOHCYJIbTallH
s




HallMCaHHC TCKCTA.

11 |mepBuYHAs JEKIUS 1566,0
12 |moBTOpHAas JEKIMS, C yI€TOM HOBOTO MaTepuana 313,2
13 | nepBu4Has rpynmnoBasi KOHCYJIbTAIUs 1305,0
14 |noBTOpHAsi TpyIIoOBasg KOHCYJIbTAlUA C YYETOM 522,0
HOBOTO MaTepHala
15 |mpoBenenue YCTHOMU VHIMBU]IyaJIbHOM | OJTHA JICKLIHS,
KOHCYJIbTAIAH KOHCYJIBTAIIH
s
16 |oTBeT HA TUCHEMO OJTHO MMUCHMO 162,0
[IpoBeneHne MPaKTUKYMOB, CTAXKUPOBOK
[Ipaktukym (7 - 10 nHeil): ompeneineHUE TEMBI, OJIMH
3a/laHusl, YNPaKHEHUS, COCTaBJICHHE Tpaduka U | MPAKTUKYM
YTOYHEHHE CPOKOB MIPOBE/ICHUS 3aHATUH:
17 | rpynnoBoii mpakTUKyM 2295,0
18 | unaMBUyaTbHBIN IPAKTUKYM 2160,0
CraxupoBka (7 - 10 nHeiil): yTOUYHEHHE CpPOKOB oJHa
MIPOBE/ICHUS] CTAKUPOBKU; BBISBIICHUE JIUTEPATYPHI| CTAKUPOBKA

10 U3y4aeMOMY BOIIPOCY; COCTABJIEHHE MPOrPaMMBbI
U rpaduka CTaXHPOBKM C YyYETOM COCTaBa
ClIywmiaTesied;  3aKIOYEeHUE O  MPOXOKIACHUHU




CTaXXUPOBKMU:

19 |rpymnmoBas cTaXupoBKa 2805,0

20 |mHAUBHTyallbHAS CTAXKUPOBKA 2349,0
[IpakThka CTYACHTOB  BBICHIMX W  CPEIHUX
CHEIUATBHBIX YUeOHBIX 3aBEACHUI:

21 |MOATOTOBKA W OpraHW3alMs IPAKTUKUA CTYJACHTOB oJlHa 4860,0
(mo 30 nHeit); pa3paboTKa IUIaHA MPAKTUKH,| TMPAKTHKA
COTJIaCOBaHUE €ro C PYKOBOIUTEIEM MPaKTUKH
(npencraButeneM y4e0HOTO 3aBeJICHUS);

COCTaBJIeHHE TpaduKa TOCEIICHUSI CTPYKTYPHBIX
MOApa3IeNieHUui;  OpraHW3anus  TPAKTHICCKUX
3aHITHH; TTO/IBE/ICHUE UTOTOB TIPaKTUKH,
COCTaBJICHHE XapaKTEPUCTUKU NMPAKTUKAHTOB
IIpakTHueckue 3aHATHS:

22 |TOJTOTOBKA TMPAKTHYECKOTO 3aHSATHS; COCTABJICHUC OJTHO 1050,0
3aJlaHus o BBITIOJITHEHUIO U3y4aeMoro| 3aHsTHE
OMOIMOTEYHOTO TPOIecca, KOHTPOJIHHBIC BOIPOCHI,

TEMAaTUYECKUM CIHUCOK JUTEPATYphl K 3aJaHHIO;
HaIMCaHUEe TE3HCOB
CocraBnenue yueOHOM MpOorpaMMBl:

23 |ompeNesieHue COoCTaBa CIyIIaTeNed; COCTaBJIEHUE 0JlHa 5733,0

TEMaTUYEeCKOr0  ITUIaHA, YTOYHEHHE  TMOpsAIKa| Mporpamma

N3YYCHUS; OIIpCACICHHUC IIOCJICA0BATCIIBHOCTHU




U3JI0’KEHUS] TEMBI, BBIJICICHUE OCHOBHBIX BOIIPOCOB;
COCTABJICHHE CIHCKa JHUTEPATypbl IO TeMam
OporpaMMbl; HAIUCaHWE TEKCTa; O0O0CYXKIeHHE
MporpamMMbl Ha 3aCE€JaHUU HAyYHO-METOJIUYECKOIO
COBETa

[Tocemnienne 6MOIMOTEK, BHIE3/IbI B KOMAHIUPOBKHU C
LEJIbI0 U3Y4YeHUs pabOThI U OKa3aHUs METOIMYECKOM
MTOMOIIIH:

24

MOATOTOBKA K KOMAaHAUPOBKE; YTOYHEHHUE CPOKOB U
enu KOMAaHJAUPOBKH, 03HAKOMJICHUE C
MMCIOIIMMHCS  JIOKYMEHTaMH UM MaTepuaiamu
MPEABIAYIIUX BBIE3JOB W IMyOJHMKAIMd B TIeYaTH;
COCTaBJICHHUE MPOTPaMMBI (T1JIaHA) KOMaHIUPOBKU

OJHa
KOMaHIHUpPOB
Ka

574,2

25

coCTaBJieHHEe MH(GOPMAIIMOHHOTO OTYeTa (CIpPaBKH)
O MPOBEJECHHOMN padoTe: CBEIEHUN O MECTE BbIE3/a,
HeasiX W CpoKaXx KOMaHIUPOBKH, OOBEKTax
MOCEIICHHS], aHAJIU3 COCTOSHUA PabOThl MO TeMme
BBIE3/1a, BBIBOABI W TMPEIIOKEHUS B  aapec
OMOIMOTEeKN

OAHH OTYCT

1050,0

26

COCTaBJICHME aBaHCOBOTO OTYETa; 3alOJIHEHUE
OTYETHOTO OJIaHKa CO BCEMH MPHJIOKEHUAMHU; cAada
B OyXrajTepuio

OAHH OTYCT

40,0

27

MOATOTOBKAa  MH(OpPMAIUM MO  pe3yibTaTam
KOMaHAUPOBKU (YCTHO) B CEKTOPE, Yy 3aBEIYIOIIETO
OT/AEJIOM, Ha  HAy4YHO-METOJIMYECKOM  COBETE,

oJlHa
uH(popManus

105,0




3acelaHuU JUPEKITUU

28 |MOJAroTOBKAa OTYETHOrO MaTepHaia o pe3yibTaTaM OJIHA 500,0
KOMaHIUPOBKH JJIS pa3MEIICHUS Ha CaliTe uHbOopMaIUs

29 |pa3paboTka M COCTaBJICHHE YYEOHBIX TIUJIAHOB U OJIMH 1200,0
mporpamMm CUCTEMBI JOTIOJTHUTEIHPHOTO |  TICYATHBIN
npodeccruoHanbHOro  oopazosanus  ([AI1O0) B JIUCT
oTpaciu

30 |cocTaBieHue paboumx TMporpaMM TI0  BHOBH OJIUH 1800,0
BBOJIUMBIM JTUCITUTITNHAM, aKTyaM3aIlis| TeYaTHBIN
JEHCTBYIOIIUX MMPOTPaMM JUCT

31 |pa3paboTka  METOAMYECKHMX  MAaTEPUAIOB IO OJINH 360,0
KOHTPOJIIO 3HAaHWW OOYYalOIIUXCS; COCTaBJICHUE| IeYATHBINA
JOKYMEHTOB T10 TIJIAHUPOBAHHUIO Y4E€OHOTO TIpoIiecca JIUCT

32 |pa3paboTka y4yeOHO-IPOTPAMMHON JTOKYMEHTAIIUU OJIMH 1800,0
JUISL  TIpOBENIEHHsS  00pa3oBaTEIBHOTO MPOIECcca,| MeYaTHBIN
METOJAMYECKUX pa3pabOTOK MO MPUMEHECHHUIO HOBBIX JUCT
MHOOPMAIIMOHHBIX  TEXHOJOTMH B y4eOHOM
mporiecce

33 |pa3paboTka HOPMaTHUBHBIX JIOKyMEHTOB, OJINH 3600,0
PETJIAMEHTUPYIOIINX BCE BHUILI 00pa30BATEIBHOW | JTOKYMEHT
NEATEIILHOCTH B OMOJINOTEKE

34 |cocTaBieHHE W TOJATOTOBKAa K H3IAHHUIO YYCOHBIX OJINH 1800,0
nporpamMM,  NOCOOWM,  CaMOCTOSITEJIbHO  WJIM| T[E€YaTHBIN




COBMECTHO c JIPYTUMHU 0JIpa3ICICHUSAMU JIACT
OHnOIHOTEKHU
35 |ygacTtue B CIIeIIMATU3UPOBAHHBIX coBerax | onquH nokiax | 2400,0
OMOJIMOTEKU: TOATOTOBKA ISl MPOdEeCCHOHATBHOM OJTHO 1200,0
nmeyatd myOJuKaIMii M MaTepualioB BBICTYIUICHHH | COOOIICHHE
Ha KOH(pEpEHIIHIX
36 |MoAroTOBKa K OOCYXIEHHUIO Y4YeOHBIX IIporpamMm OJTHO 2400,0
JITO x 3acenanusaM Y4eHOro CoBeTa 3acelaHue
37 |cocTaBicHUE KaJIbKYISITUH IIEH Ha TUIATHBIC YCIYTH OJIUH 120,0
JTOKyMEHT
38 | opranuzanus MIaATHOTO OOy4YEHUS MO JIOTOBOpaM Ha OJINH o (axty
OKa3aHWe IIIaTHBIX O0pa30BaTENbHBIX YCIYT C| JOKYMEHT |3aTpadyeHH
IOPUIUICCKUMHA U (PU3UIECKUMU JTUIIAMHU oro
BpEMEHU
39 |MoAroTOBKAa JOKYMEHTOB K JIMIICH3UPOBAHUIO U OJINH 12000,0
aKKpEIUTAIINH, CBSI3aHHBIE C  peanu3anueli| JOKYMEHT
o6ubnmoTekoil oopazoBarenabHbIX Mporpamm JAI10
40 |moaroToBka  MaTepHajoB  JUISL  3aHATHH  B| OJMH Yac 240,0
JTMCTAHIIMOHHOM (hopme 3aHSITUN
41 |moaroroBka y4eOHBIX U YyYEOHO-METOIUYECKHX OJlHa 1800,0
MaTepuaioB TUTS 1504 pa3MelieHus B| IIporpamma

UH()OPMAITMOHHO-TETIEKOMMYHUKAIIMOHHOMN ceTn

"NuTepHeT" U X CBOEBPEMEHHOE OOHOBIICHUE




42 |opraHuzarus y4eOHOT0 mpoiiecca IS OJIHA 42420,0
oOydJaronuxcs 1mo mporpaMmam npodecCHOHaNBHOM | TTporpamma
MepenoAroTOBKU OMOIMOTEYHBIX KaJIpOB:
opraHu3amusi 00pa30BaTEIBHOTO MpoIiecca, YIeOHO-
MeToAMYecKass  paboTa;  HayYHO-METOAMYECKas

pabota

43 |opraHuzarmms y4e0HOTO mporecca TUTS OJlHa 21210,0
oOyJaromuxcsi 1O [porpaMMmaM  IOBBIIICHHUsS | Iporpamma
KBaJIM(PUKALINH OMOINOTEYHBIX KaJIpOB:

opraHuzaiysi 00pa3oBaTeIbHOTO Ipoliecca, yueOHo-
MeToaudeckas — paboTa;  HAyYHO-METOAMYECKas
pabota

[Ipumeyanue:

- K HOPME BPEMEHHU IMpPU COCTABJICHUU JTOKYMEHTOB, PETJIaMEHTHPYIOIIUX JEATEIIbHOCTh PECIyOJUKaHCKHUX, KPAeBbIX U
00JIaCTHBIX OMOJIMOTEK, MPUMEHSIETCS NOBBILIAINNA KO3 uimenT 1,15;

- BpeMs MpPOBEACHMS JIEKIMH, KOHCYJIbTALMHU, MPAKTUKYMOB, CTaXKUPOBOK, MPAKTUKH, MPEObIBAHHUS B KOMAHJIUPOBKE U
MPOBEACHUS HTHPOPMALIMH 110 €€ pe3yJIbTaTaM B HOPMY BPEMEHH HE BXOAUT.

1.12. PaboThl Hay4HO-OPraHU3ALMOHHOTO XapaKTepa

Tabmura 19

N HaunmenoBanue npouecca, onepamnn. Cocta Ennnanna Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.




2

HOI[I‘OTOBKa H IIPOBCACHUC TCOpGTPI‘lGCKOfI, HAaYy49HO-
HpaKTI/I‘{eCKOﬁ KOH(i)CpCHHI/II/I, TCEMATHYCCKOI'O
CCMHUHAapa

Omnpenenenre cocraBa OPrKOMHUTETa U yYaCTHUKOB
KoH(pepeHuuu, ceMmuHapa; QopMUpOBaHUE U
YTBEPXKJICHUE TMPOTPAaMMbl U  TPUTIIACUTEIHLHOTO
OwieTa; opraHU3alMOHHBIE MEPONPUATHS (TEKyIas
CBA3b C YYAaCTHMKaMH, pacChUIKAa MaTepUaloB);
MOATOTOBKAa K W3JIaHUIO TE3UCOB; BBIPAOOTKA
MpOeKTa PEKOMEHIAIN; ¢dbuHaHCOBO-
XO3SIIICTBEHHOE oOecrieueHne KoH(epeHuu,
ceMuHapa (opopmIICHHE TIUIATEKHBIX JTIOKYMEHTOB,
BCTpeYa yYaCTHUKOB, PETHUCTpAIHs, pa3MEIICHHUE B
TOCTUHUIIE);  aHamM3 W OIeHKa  paboThI
KoH(epeHInn, ceMruHapa; oIBEICHUE UTOTOB

OJTHO
MEpOTIPUATH
e

KonnyecTBo yyacTHUKOB:

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

[ToaroToBka " IIPOBEICHUE ceMuHapa,
METOANYECKOT0 JIHA, 3aCeaHus "Kpyrioro crouaa"

OnpeneneHre y4acTHUKOB, PYKOBOJUTEIS, CPOKOB U

OJTHO




MeCTa IPOBEJCHUS CEMUHApa, METOAMYECKOTO JHS,
3acegaHus  "kKpyrioro — crtona';  ompeaesieHue
KOHTHHI€HTa YYaCTHHKOB; pa3padOTKa MPOTrpaMMBbl;
uHpOpMallMOHHOE obOecreueHue (TeKyas CBS3b C
YYaCTHUKAaMH, PAcChUIKa MaTEpHUANIOB); BbIpaOOTKa
NpoeKTa pEKOMEHAALWW; W3AaHue W PaCChLIKa
IPOrpaMMBbl; PETUCTpAIHsl YYaCTHUKOB; aHAIU3 U
OlLICHKa CeMHHapa, METOJAMYECKOTO JHs, 3acelaHus
"Kpyrioro croJsa"

MEpOTIPUATH
e

KosmmuecTBO y4aCTHHKOB:

1-50

1570,0

51 -100

3980,0

101 - 150

6150,0

~N | o | o b~

151 - 450

8270,0

IToaroroBka 3ace1aHuil PEAKOJIICTUH:

YTOYHEHHE CpOKa M TOBECTKH 3acelaHusi; 0TOOp
MaTepHaoB ISl OOCYXIACHUS U IMOATOTOBKA WX JIJIS
KOITMPOBAHUS; oTpeieIICHUE OITMIOHEHTOB
(pe1eH3eHTOR); OMOBEIIEHUE O 3aCEIaHUHM YJICHOB
PEAKOJUIETHH; PACChUIKA MAaTEpUajioB IO TOBECTKE
3acenaHus; oopmieHrE IPEITIOKCHUMN,
BBICKA3aHHBIX YUaCTHUKAMU 3aCeaHus

OHO
3aceqaHne

560,0

Opranuzanusi 3acefaHuil POOJEMHBIX KOMUCCHH,




COBCTOB, TBOPUYCCKHUX KOJIJICKTUBOB!

9 |ompeneneHue MOBECTKH JHS U CPOKa NPOBEACHUS OJTHO 940,0
3aceaHus, YTOYHEHHE COCTaBa  yYaCTHUKOB;| MEPOTPHUATH
MOJITOTOBKAa  JIOKyMEHTOB, OpTraHHU3AIOHHBIC e
MeponpuaTus (OMOBEIICHHE O 3aCeIaHHH, MOJI00P
MartepuasioB); ohopMIIEeHHE TPOTOKOIA U PEIICHUS

10 |pa3paboTka MakeTa Mpe3eHTAIUH J1JI1 MEPOTIPUITHS OJIHa 600,0

npe3eHTaIus

11 |moaroToBKa MpEe3eHTAIIUH AJIST MEPOTPUATHS oJlHa 600,0

MIPE3CHTAIUS

[Ipumeyanue:

- TpU TIPOBEIECHUH MEPONPHUSATHA Ha MEXKIYHAPOJHOM YPOBHE K HOpME BpPEMEHH NPUMEHSETCS MOBBIIIAIOIIHIA
koad¢uiment 2,0, Ha GpenepaibHOM ypoBHE - 1,85;
- B HOPMY BPEMCHH HE BXOJIUT BpEMs MPOBEICHHUS KOH(EPEHIIMU, CeMUHAPa, METOIMYECKOTO JIHS, 3aceaHus "KpPYyriioro
crona" ¥ BpeMs, CBSI3aHHOE C M3JJTaHWEM MaTepualioB KOH(EpeHIH, CeMUHApA.

1.13. PegaktupoBanue pykonucei

N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
I MUH.

1 2 3 4

Tabmura 20



PenaktupoBaHnve  Hay4YHbBIX M METOJUYECKUX
MaTepuaioB

[IpoBepka u ucHpaBieHUE PYKOIHCH B IpOIEcce
NOJATOTOBKM €€ K  T[e4yaTh;  oOecrieueHue
COOTBETCTBHUS TEKCTa HAy4YHBIM M JIUTEPATYPHBIM
TpeboBaHusIM, (GopMe U I1EJICBOMY Ha3HAYCHHIO
W3JIaHHS, COTJIACOBAaHWE BHOCHUMBIX HCIIPABICHUN C
aBTOPOM; JOPa0OTKA PYKOIUCH:

penakTupoBaHue MoHorpaduil, COOpHUKOB HAYYHBIX | OJMH aBT. 2840,0
TPYJIOB, HAYYHBIX OTYETOB, MPAKTUYECKUX TTOCOOUH JIUCT
pENaKTHPOBAaHHE  METOAUYECKMX  MaTepUalIOB:| OJIMH aBT. 2500,0
MHCTPYKTUBHO-METOIUYECKUX TTHCEM, JIUCT

pEKOMEHIAIN ], KOHCYJIbTaIIHH, 0030poB

JeSTeTLHOCTH OMOIMOTEK

pEAaKTUPOBAHUE JOKYMEHTOB, PETJAMEHTUPYIOIIMUX | OIUH aBT. 2400,0
NEATEeIbHOCTh OMOJIMOTEK: YCTaBOB, IMOJIOXKECHUH, JIACT

WHCTPYKLIHI

peIaKTUPOBaHUE CTAaTUCTUUYECKUX TAOJMIl, YUETHBIX | OJUH aBT. 1980,0
dhopm, oOpasioB JIUCT
peNaKTUpPOBAaHUE  MaTepUaoB  KOH(MEpPEHIWM:| OJMH aBT. 1050,0
JIOKJIaJ10B, COOOIIIEHUH JINCT

PenaktupoBanue HOITYJISIPHOTO
O6ubarorpaduyecKkoro Mmocoousi, PeTPOCIEKTUBHBIX




HAYYHO-BCIIOMOTATEIbHBIX YyKa3aTesei, 0030poB,
CIPaBOK, pedepaToB, aHHOTAIIHIA:

6 |penakTUpoBaHUE MOIMYISAPHBIX OUOIUOTpaPUUYECKUX | OJIUH aBT. 2640,0
nocoOuii:  TemMaTH4YecKux  OmOimorpaduuecKux JIUCT
yKazaTelsel, ClIpaBOYHUKOB

7 |pemakTupoBaHHE PETPOCHEKTUBHBIX HAay4YHO-| OJIMH aBT. 2100,0
BCIIOMOTaTeJIbHBIX YKa3aTeJeu JIUCT

8 |pemakTUpOBaHHE aHATUTHYECCKUX 0030pOB, CIIPABOK,| OJIMH aBT. 1080,0
aHHOTalM, pedepaToB, CBOAHBIX pedepaTUBHBIX JIUCT
0030pOB, 3KCIpecc-uHPOpMALIHA

9 |pemakTupoBaHue OUOIHOTpadUIECKOM 3arrcu OJIHA 3aIUCh 4,6

10 |KOHTPOJIBHOE PETAKTUPOBAHKE OJIHA 3alNCh 6,2
[Tpumeuanue: npu peAaKTUPOBAHMHM CMEIIAHHOTO TEKCTa K HOPME BPEMEHH MIPUMEHSETCA MOBbIIatonnil kodguuuenr 1,1.
1.14. BcnomoraTtenpHO-TEXHUYECKas paboTa

N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma

i/ paboThI U3MEpPEHUsI | BpPEMEHH,

| MUH.

1 2 3 4

Tabmanma 21




MarmmHonucHbie paboThI

HOHY‘I@HI/Ie OpuUrruHajia JJIA néyaTaHus 151
O3HAKOMJICHUC C HUM, Ha6op

[TeuaTanue Texcra 6€3 BEpTUKAIBLHOTO TpadIieHHs oJIHa
CTpaHUlIa
MaITUHOMHICH
Oro TEKCTa

Pa3mepbl nHTEpBAIIOB:

2 13,4
1,5 17,6
1 22,0
[leyatanue  Tekcta  Ha  (dopmaTKax 0e3 OJIHa
BEPTUKAJILHOTO TpadIieHus CTpaHHIla
MaITHHOTTUCH
OT0 TEKCTa

Pa3meps1 unTEepBaos:

2 17,6
1,5 20,8
[TeyaTanue TekcTa ¢ BEpTUKAIBHBIM TpadacHueM oHa

CTpaHuLa

MAallINnHOIIMCH




Ooro TCKCTa

Pa3mepsbl nHTEpBAJIOB:

6 |2 17,6

7 11,5 21,0

8 |1 28,0
[leyaTanue Tekcta Ha opMaTkax C BEPTUKAIbHBIM OJlHa
rpaduieHuem CTpaHHIIa

MalIuHOMHUCH
Oro TeKCTa
Pa3mMepbl nHTEpBAIOB:

9 |2 17,6

10 1,5 22,0
CunTka U KOPPEKTUPOBKA TEKCTA IMOCJE MeYaTaHUS
Ha MalIMHKE:

11 |mpoBepka MIPaBUIBHOCTU PacoJIOKEHUS oJHa 4,4
OTIIEYaTaHHOTO TEKCTa, CBEPKAa C PYKONUCHBIM;| CTpaHULA
KOPPEKTUPOBKA MAITMHOMMCHOTO TEKCTa MalIMHOMHUCH

Oro TeKCcTa
12 | cunTka, KOPPEKTUPOBKA U BEPCTKA oHa 4,4
CTpaHHIa

MAallINnHOIIMCH




Ooro TCKCTa

13 |HakenBaHUE IPABOK 0JIHa TIpaBKa 1,4
MamuHonucHble  pabOThI,  BBIMOJHSEMBIE B
aBTOMATHU3UPOBAHHOM PEXKUME
BBoxa maTepuana B KOMIBIOTED: olHa
CTpaHHuIIa
14 |nabop TekcTa ¢ aucra 11,0
15 |nabop 6ubmmorpaduyecKoro OnucaHus 14,0
BriBox maTepuana Ha 3KpaH: olHa
CTpaHHuIIa
16 |mpaBKka TeKCTa Ha KOMIIBIOTEPE, BEPCTKA TEKCTA 8,6
17 | penakTupoBanune OMOIMOrPaPUUIECKOro ONMUCAHUS 2,7
18 | BBIBOJ TEKCTA HA TIPUHTEP; pacredaTka OJlHa 1,6
CTpaHHuIIa
19 | BeBOA hopM TabsHIl HA PKPAH OJIHa 11,0
Tabnuia
20 |HamosHEeHHE TaOIUI] COJIEP)KAaHNEM OJIHa 1,6
Tabnuia
Hactpoiika  TexHudyeckoro  00OpyIOBaHHUA U

TEXHUYCCKOC COIIPOBOKIACHHUC MCpOHpI’IHTHﬁI




21 |HacTpoliKa TEXHHMYECKOTO OOOpYyIOBaHHUS IS OJTHO 120,0
MPOBEACHHUS ~ MEPOINPHUSATHH, B  TOM  YHCIE| MEPOIPHUATH
TpaHcIupyeMbIX 1o cetu "MHtepuet" e

22 | TEXHHUYECKOE COTPOBOXKICHUE MEPOTIPUSITHI OJTHO 300,0

MEpOTIPHUATH
e
23 |IpoBEJICHUE ayJIuO/BUACO3AMUCH KW  (POTOCHEMKHU OJTHO 300,0
MEPOIPHUATHIA MEpOIPUATH
e
24 |obpaboTka ayano/Buaeo/hoToMaTepruaion OJINH 420,0
HOCUTEJD
uHdopmauu

25 |pa3paboTka pa3nuuHbix 0a3 gaHHBIX (BJl) mus| omma BJ] 28800,0
BEJICHUS MTPOCKTOB

26 |HamMcaHWe WHCTPYKIMA TI0 HCIoab3oBaHuto bJ[| onauH aBT. 18000,0
MTPOCKTOB JIACT

27 |TexHudeckas noanepxkka bJ] mpoekTos 0JlHa 4800,0

byHKIHS

28 |TecTUpoBaHUE HOBBIX CUCTEM | BepCHii OJIHa 1800,0
MPOTPaMMHOTO o0ecIeueHus/IporpaMMHO-|  (DYHKITHS
anmapaTHOr0 KOMILJIEKCa, HCIOJIb3yeMOro TpH
peanu3aiuy IPOeKTOB U padoTe Mo Ipa3IeICHIS

29 |TecTUpoOBaHUE IPOTrPaMMHOTO 0JTHa 1800,0




o0ecrneveHUs/IPOrpaMMHO-aNIapaTHOTO KOMITIEKCa |  (QyHKIUS

30 [cocTaBieHue IUIaHA TECTUPOBAHUS MPOTPAMMHOIO| OJWH IIJIaH 2400,0
o0ecredeHUs/ IPOoTrpaMMHO-aNIapaTHOTO0 KOMITJIEKCa

31 |mpoBepka COOTBETCTBHS pa3paboTaHHOTO oJlHa 480,0
IIPOTPAMMHOTO o0ecreyeHus/mIporpaMMHO-|  (DyHKIIUS
anmnapaTHOro KOMILIEKCa TEXHUYECKOMY 3aJJaHUIO0

32 |olleHKa MPOTrpaMMHOTO 00ecIeYeHHsI/ TIPOrpaMMHO- OJTHO 25500,0
anmapaTHOTO KOMILJIEKCa IPOrPaMMHO

e
oOecrieueHue

33 |cocTaBiieHune aNropuT™Ma TECTUPOBAHUS OJINH 8400,0
MIPOTPAMMHOTO o0ecreyeHus/IporpaMMHO-|  aJITOPUTM
anmapaTHOTO KOMILJIEKCa

34 |co3maHue TECTUPYIOIIETO CKpHUITa Jjisi npoBeAeHus | oguH ckpunt | 600,0
Harpy304HOro TECTUPOBAHUS IPOrPaMMHOTO
obecrnieyeHu s/ mporpaMMHO-aIapaTHOrO0 KOMILJIEKCa

35 |mpoBeneHne Harpy304HOro TECTUPOBAHUS OJIHO 480,0
MIPOTPaMMHOTO o0ecIeueHus/IpOrpaMMHO- | HATPY30YHOE
anmapaTHOr0 KOMILIEKCa TECTUPOBAHU

e

36 [sKcmepTHaAs OIEHKAa MPOrpaMMHOI0 00ecTICUeHUS, oJlHa 2400,0

MOJIFOTOBJIEHHOTO B JIPYTHX | KCIEPTH3a

OpraHMU3aIMsIX/IPOrPaMMHO-aMIapaTHOTO




KOMIIJICKCA

37 |co3naHue alropruTMa KOHBEPTUPOBAHMS pPabOUMX 0JTHa 2400,0
Tabmu1 6osbinoro oudauoreunoro karanora (bbK) | orpacias BBK

38 |HamucaHue KOHBEpTEpa I  MpeoOpa3oBaHUS 0JTHa 4800,0
pabouux T1abmau BBK B aBromaTmsupoBaHHyMo | oTpaciib BBK
MHOOPMAIMOHHYIO ~ CUCTEMY  JIMIICH3UPOBAHUS
OTACNBbHBIX BUIOB nesatensbHOocTH (AWC JION)
(uHTErpanus OMOIMOTECYHBIX TAHHBIX )

39 |mpeobpa3oBaHue METOINYECKUX JTAHHBIX OJTHO 1440,0
AIIEKTPOHHOTO KaTasiora JjIsl TIepeadn KOHBEPTHUPOB

aHue

[Tpumeuanue: npu Habope TEKCTa Ha KOMIBIOTEPE € JIATUHCKUM LIPUPTOM K HOPME BPEMEHH MPUMEHSIETCS MOBBIIIAOIINN
ko3 durment 1,3.

1.15. PaGoTa no opranuzaiuu TpyJa u yupaBIeHUIO

N HanmenoBanue nporuecca, onepauun. Coctan Ennnanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
N MUH.

1 2 3 4

[InanupoBanue paboThI
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Coop, aHamnu3 HCXOJTHOM nHpopManmu;
OTpe/ieNieHHE OCHOBHBIX 3aJad ToJla, YTOYHEHHUE
CPOKOB  BBITMIOJHEHUS  3a/JaHWi,  HAMNHCAHHE
OOBSCHUTENTLHON 3alUCKH, IMOATOTOBKA IIPOCKTa
IIaHa K 00CYXKJIEHUIO Ha BCEX ypPOBHSX, A0paboTKa
nocine OOCYXJCHHS;, TPEACTaBICHHE IUIaHA Ha
COTJIACOBAaHUE M YTBEPKICHHE:

OJHH IIlJIaH

1 |mwrana 6uOIMOTEKH 6240,0

2 |1aHa KOMIUIeKca/yIpaBieHUs 4800,0

3 |mnaHa oTaena, CeKTopa 2740,0

4 |MHIUBHAYATHHOTO TIAHA 370,0
ExxenneBHBI  y4ueT paboOThl B CTPYKTYPHBIX
opa3IeICHUSX

5 |cTraTucTHUecKuit y4eT 3alMCAaBIINXCS | OJHA 3aIIUCh 2,8
(mepeperucTpUpPOBABIINXCS ) YUTATEIICH

6 |CTaTUCTUYECKHI yueT KHUTOBBIIa4, TOCEIICHUN OJTHA 3alUCh 8,6

7 |ydet uHpopMaMOHHO-ONOIHOTrpadUIecKOil pabOThI | OJTHA 3aITUCH 2,7
0 YCTaHOBJICHHOM (popme

8 |ydeT BBITIOJIHEHHBIX CIPABOK OJIHA 3alNCh 2,7

ExenneBHbIi yder aOOHEHTOB, MOJB3YIOIIUXCS
nporpammamu MBA:




9 |cratucTHYecKHil y4eT aOOHEHTOB, IMOJB3YIOIIUXCS | OJHA 3aMKCh 2,7
MBA

10 |craTucTHYECKUM  y4eT  TOJIYYEHHBIX  3aKa30B,| OJHA 3aIKCh 9,8
BBIJJAHHBIX JIOKYMEHTOB

11 |cTaTucTHYECKU y4yeT 3aKa3oB, MEPEHANPABJICHHBIX | OJIHA 3AMHCh 2,7
B JIpyrue OuOImoTeKu

12 |3amuch wtoroB pabotel B "JIHEBHWUK paboOTHI" | OJIHA 3aMKChH 3,2
nojApaseacHus OuOInoTeKH

13 |MHIUBUAYAIBHBIM y4YeT: €KEIHCBHOE 3aIlOJIHCHHUE | OJHA 3aIHCh 15,0
JUCTKA yd4eTa TpyJo3aTpaT WIM JHEBHUKA PabOTHI
oubmmoTexaps
CBOJHBIN CTATUCTUYCCKHUM YyUET 10 OMOJIMOTEKE
Uucno uwuTareiae, KHUTOBBIIAY, IIOCCIICHMI; | OJIHA 3allUCh
IIOABEAECHUE WUTOIOB CTATUCTUYECKUX MAHHBIX IIO
oubnnoTexKe:

14 |mecsan 528,0

15 |kBapran 792,0

16 |rox 1080,0
Cratuctuyeckuii yuet B pexxnme AC:

17 |BBOA CTaTUCTUYECKUX JAHHBIX C KOHTPOJIBHOTO| OJIUH JIUCT 0,16

JIUCTa




18 |cBONHBI CTAaTUCTHYECKUM YYeT 110 OMOJIHMOTEeKe OJIHA 0,27
(4ucyo ynTaTese, KHUTOBbIIay, MOCEIICHUN) Tabnuia
[lonBenenne WTOroB CTATUCTHYECKHX MAHHBIX IO oJHa
OuoIMoTEKE: Taduna

19 |Mmecsn 0,27

20 |kBapTai 0,27

21 |ron 0,27
CocTraBiieHHE OTUYETOB:

22 \pueM  TJIaHOBO-OTYETHBIX  JOKYMEHTOB  OT OJINH 60,0
CTPYKTYPHBIX  MOJAPA3JAEICHUH €  TPOBEPKOM | HJOKYMEHT
IOJIHOTHI COCTaBa; COCTABJICHHUE CBOJHOM TaOJHIIBI
OCHOBHBIX ITOKa3aTelie
CocraBiieHHE AaHAJIMTHYECKOTO OTYETa: aHajlW3| OJUH OTYET
NEATEeIbHOCTU  TMOJIpa3iesiecHuii W OMOJIMOTEKH,

OTMETKa W3MEHEHHUH 3a TIoJ, HalWCaHHE TEKCTa,
MIPE/ICTABJICHUE HA COTJIACOBAHUE U YTBEPIK/ICHHUE:

23 |oTyeT OMOINOTEKH 3a TO 3980,0

24 |oT4eT OT/eNa, CEKTOPa 3a T 1320,0

25 |MHAUBUIYATBHBIN OTUET 3a TOf 586,0
CocraBnenne (PUHAHCOBBIX OTYETOB OO OIJIaTE IMO| OJWUH OTYET

BHAAM IIATHBIX YCIIYT:




26 |3a MecsIl 510,0

27 |3a kBapTanl 840,0
OT4eT mepe YNTaTeIsIMA U HACETICHUEM:

28 |ompenieseHue CpoKa MPOBEACHUS OTUYETa, MTOBECTKU OJTHO 1580,0
THS, OIOBEIICHHWE O JHE OT4YeTa YHUTaTeNICH,| MEPOIPHUATH
HAceJCHUsS, BBIMYCK CTEHTa3eThl, OQOpMIICHUE e
IIPOTOKOJIA, 3aME€UYAaHUN U TIPEIJIOKECHUN YUTATENEH,

HACeJICHUs, COCTABIICHUE TIJIaHa MX peah3aIiuu

[ToaroroBka MpOU3BOICTBEHHBIX COBEIIAHUH

OrnpeneneHrue TOBECTKH JIHS, Kpyra YYacCTHHKOB, OJTHO
MOATOTOBKA  CIPaBKH, JPYTHX  MEPONPHATHH,| COBEIIAaHWC
MPOCKTAa  PCIICHMS, OIOBEIICHHE  YYaCTHHUKOB

COBEIIAHHUSI, IOJITOTOBKA ITOMEIIICHHMS:

29 |comemnianue paOOTHUKOB OMOINOTEKH 320,0

30 |comemnianue paOOTHUKOB OTEIA 264.0

31 |coBemaHue 1Mo UTOraM IMPUHATHIX PEIICHUH C IO OJTHO 27,0
OIICHKM WX  Pe3ylbTaToOB, MPOW3BOJCTBEHHBIC| COBEIIAHUE
COBCIIIAHMS TI0 HTOTaM roja

32 |omepaTuBHOE COBEMIAHUE (ISl PEIICHUS TEKYIIUX OJTHO 60,0
IIPOM3BOJICTBEHHBIX 3a]1a4) COBCIIIAaHHE

OpranuzaimoHHO-0oNepaTuBHas padoTa:




33 |ToKyMeHTalbHOE O(OopMIICHHE peXruMa padoThI OJIUH 360,0
otnena (cocraBieHue rpaduka paboThl, OTITYCKOB) JTOKYMEHT
34 | oOecrieuenme KOHTPOJIS 3a BBIIOJIHEHHUEM OJTHO 15,0
IIPOM3BOJICTBEHHOTO 3aJaHUs U KAYSCTBOM pabOThI 3aJjaHue
35 |obecrieuenune KOHTPOJIS 3a UCHOJIHEHUEM OJTUH 15,0
yIOPaBJICHYECKOTO peIIeHus, IpuKa3a, YyKa3aHHs| JIOKYMEHT
JTUPEKTOPA, 3aMECTUTENS JUPEKTOPA, 3aB. OTIAEIOM
36 |3akirodueHWe, MPOIJICHUE JOoToBOpa ¢ ¢upMamu, OJIUH 840,0
MIPEANPUATHSIMH, OpraHU3aIHSIMH, YaCTHBIMH | JIOTOBOP
MpEeAMPUHAMATEIIIMA
37 |cocTaBicHHUE KaJIbKYISIUH IIEH Ha TUIATHBIC YCIYTH OJTUH 3340,0
JTOKyMEHT
38 | BBIMUCBHIBAHUE CUETA, KBUTAHIIUU OJINH 13,4
JIOKYMEHT
39 |cBepKa orIaThl CYETOB OJIMH 13,8
JIOKYMEHT
Jlesonpon3BoaCcTBO:
40 |mpueM U peTHCTpaIHs BXOISAIICH KOPPECTIOHICHITUN OJINH 15,0
JTOKYMEHT
41 |konmmMpoBaHWE/CKAaHUPOBAHKE IOKYMEHTOB OJIH 15,0

JOKYMEHT




42 |ornpaBka/mosiyueHue (HaKkCOBBIX KOMUN JOKYMEHTOB OJIUH 30,0
JTOKYMEHT

43 |obecrieueHHE  KOHTPOJISI 32  CBOEBPEMEHHBIM OJINH 15,0
WCIIOJITHCHHEM JIOKYMEHTa JOKYMCHT

44 |cucremaru3amus U OOAIIMBKA  HCIIOJHEHHBIX OJINH 30,0
JIOKYMEHTOB B COOTBETCTBUM C HOMCHKJIATYPOM JIeNT | JTOKYMEHT
Pabota B pexume AC:

45 | perucTtpanus BXOJISIICH KOPPECIIOH ICHIINH: oJlHa 15,0

KapTouKa

46 | oOecrieueHue KOHTPOJIS 3a HUCIIOJITHEHUEM | OJIHA 3aIIUCh 7,0
JOKYMEHTA: BBIBOJI Ha OKpaH KOHTPOJLHOM
KapTOYKH; BBOJI B Hee HH(GOpPMAIIUKU 00 UCTIOTHEHUHN

47 |pemeHue XO35IMCTBEHHBIX BOMPOCOB (TOAaua 3asBOK | OJMH BOIIPOC 30,0
Ha YCTpaHCHHE HEUCITPaBHOCTEH paboumnx
MMOMEIICHUM, 3aKa3 M IOJyYCHHE KaHIICIAPCKUX
TOBApPOB U JIPYTUX MAaTEPHUAJIOB CO CKJIaJIa)
Bzanmonetictue MEXTY CTPYKTYPHBIMH
MO/Ipa3ICIICHUSIMH

48 | cocTaBieHue 3aIpocoB, TpeOOBaHUM, OJINH 20,0
MOSICHUTEIBHBIX 3aIMUCOK U CIY)KEOHBIX 3aITMCOK JTOKYMEHT

49 |mogava 3ampocoB, TPEOOBaHMM, TMMOSCHUTEIHHBIX OJIH 25,0
3aMHCOK U CITy>KEOHBIX 3aIIUCOK B MMeYaTHOU (hopMe | JTOKyMEHT




50 |momaya 3ampocoB, TPeOOBaHUM, MOSCHUTEIBHBIX OJINH 10,0
3aMMMCOK M CIY)KEOHBIX 3allUCOK B AJIEKTPOHHOHM | TOKYMEHT
dbopme

51 |oGecrieueHre KOHTPOJISI 32 MUCIIOJTHEHHUEM 3alpOCOB, OJINH 40,0
TpeOOBaHMM, MMOSICHUTEIbHBIX 3aIIiCOK M| JOKyMEHT

CJ'Iy}KC6HBIX 3aIIMCOK

HpHMeanHCZ BpCM: IMPOBCACHUS OTUCTA IICPC YUTATCIIAAIMU, HACCIICHUCM, COBCHIaHI/Iﬁ B HOPpMY BPCMCHH HC BXOOUT.

2. TuroBble OTpacieBbie HOPMBI TPY/la Ha PaOOTHI, BBHITIOJIHSIEMbIC
B TOCYAapCTBEHHBIX (MYHUILIUITABHBIX) OMOINOTEKAX (HA OCHOBE
ABTOMATU3UPOBAHHBIX CUCTEM YIPABJICHUSI MPOIIECCAMU)

2.1. KomniekroBanue ¢hoHI0B

N HanmenoBanue npouecca, onepaunn. Cocta Ennnanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
1 |mpuem u orOGop Ayig (POHIOB HOBBIX MOCTYIUICHHIH, OJIVH 3,6
MOJIYYEHHBIX MO COMPOBOAMTEIILHOMY JOKYMEHTY -| JTOKYMEHT
JUCTY FOCYJapCTBEHHOMN perucTparuu
2 |TexHu4eckas o0paboTKa JOKyMEHTOB OJIMH 4,5
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JOKYMCHT

3 |BBOJ JOKYMEHTOB B 0a3y naHHbIX (B/]) OJINH 45
JTOKYMEHT
2.2. bubnunorpapuyeckoe ONUCaHUE U MHAEKCUPOBAHUE JOKYMEHTOB
N HaumenoBanue npouecca, onepauuu. Cocras Enununa Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
| MUH.
1 2 3 4
1 |popmupoBanne OubnHorpaduyecKkoil 3amwcu Ha| OJHA 3aIHChH 18,0
JOKYMEHTBI Ha PYCCKOM sI3bIKe (OmucarenbHas
KaTajoru3aius)
2 |dopmupoBanue OubnHorpaduueckoil 3ammcu Ha| OJHA 3aIHChH 27,0
JOKYMEHTBI Ha WHOCTPAHHBIX €BPOIMEHCKUX SI3BIKAX
W s3pIKax HapomoB Poccuu, Kpome pycCKOro
(omucarenpHas KaTaJloOTU3aIus)
3 |popmupoBanue OuOIMOrpadUUecKoil 3amucu Ha| OJHA 3aMKCh 60,0
CTapoTieuaTHhIC KHUTH U PYKOMHUCH (OmMHcaTenbHas
U cojiepKaTesibHasl KaTajloru3aius)
4 |MHAEGKCUpOBAaHUE JOKYMEHTOB (cojep»aTelibHasi| OJlHA 3aIllUCh 18,0
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KaTaJIOTHU3aIus)

5 |popmupoBaHuEe aBTOPUTETHOM 3amucu (Ha HMMEHa| OJHA 3aIKCh 30,0
JIM1I, HAUMEHOBAHUM OpTraHU3aIIHil)

6 |hopmupoBaHue NaHHBIX B (JOHIOBOH 3aMiCH 0JIHA 3aIUCh 5,0
2.3. Pabora ¢ karamoramu

N HaumenoBanue nponecca, onepanuu. Cocras Enunawnia Hopwma

1/ paboThI U3MEPEHUS | BPEMEHH,

i MUH.

1 2 3 4

1 |pa3bop kapToyek sl pacCTaHOBKU B ajiaBUTHBIE OJIHa 0,2
KaTaJIOTH KapTO4YKa
PenaktupoBanne  TeHEpambHOTO  an(aBUTHOTO 0JTHa
Karajuora: KapTOuYKa

2 |katajor - ctapsiil psa (o 2000 roga); 1,0

3 |katajor - HOBbIH psif (¢ 2000 rona); 0,5

4 |kara’mor - HMHOCTPAHHBIE EBPONEWUCKUE SI3BIKK U 1,0

A3bIKM HapoaoB Poccun, kpome pycckoro
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5 [pazbop KapTOYeK TUISt PacCTaHOBKH B 0JTHa 0,3
CHUCTEMATUYECKUE KaTAJIOTH KapTO4YKa

6 |pemaktupoBanue ['eHEpalIbHOIO CHUCTEMATUYECKOTO 0JlHa 0,5
karanora (I"CK) KapTo4yKa

7 |pemaKTUpPOBAHUE OpUTHHAI-MaKeTa 0JTHa 0,3
oubnuorpaduueckux 3anuceit (b3) Ha oyHOYACTHBIE| KapTOUKa
JTIOKYMEHTBI

8 |pemakTupoBaHWE  OpUTHHaI-Maketa b3  Ha 0JIHa 0,45
MHOTOYaCTHBIC TOKYMEHTBI KapTO4YKa

9 |pemakTupoBaHHE 3amKCceil Ha €IMHUIIBI XPAHEHUS B| OJIHA 3aIUCh 5,4
nporpammuoe obecniedenuu (I110) no uzBenieHusM o
BHECCHHH W3MCHCHHWI B KAaTaJIOTH, TIOJYYCHHBIM W3
TexHosoruueckoro oraena (TO)
PenaktupoBanue b3 perpokonBepcun B 10| onHa 3amuch
(xoHTpOIBHBIE 1O opmarta u Tekcta b3):

10 | penakTupoBaHNE KOHTPOJIbHBIX MOJIEH popMara 5,4

11 | penaktupoBanue tekcra b3 5,4

12 |penaktupoBanue 6udamorpaduyeckux 3anuceit (b3)| oxna 3anuch 5,4
B IIO (BBemenme wuHmekcoB BbBK B B3
PETPOKOHBEPCHUH)

13 |popmupoBanne b3 B IIO ¢ wucnonp30BaHWEM | OJHA 3aMKCH 12,0

CBOJHOTO Kartajiora oubnuorexk Poccun




14 |penaktupoBanue b3 Ha MHOro4acTHbIE JJOKYMEHTOB | OJHA 3aIKCh 12,0
B [1O

2.4. Pabora ¢ poHmoM

Tabmuma 26
N HaumenoBanue nponecca, onepanuu. Cocras Ennnaunna Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4

[ToaroToBuTenbHas pabora:

1 |moaroroBka pabo4mx MecCT OJTHO 5,0
pabouee
MECTO

2 |monmydyeHWE JOKYMEHTOB C BBICTABKM HOBBIX | OJIHA IAPTHUSA 16,0
MOCTYIUJIEHUH (TIpHU y4acTHH 4-X YeJIOBEK) (100
JTOKYMEHTOB)

3 |mpueM HOBBIX MOCTYIUICHUH B IPOrpaMMe Mepeadul | OJHa MapTus 12,0
(100
JTOKYMEHTOB)

O0paboTka HOBBIX MOCTYTLICHUH:

4 | mepBUYHBIN pa300p HOBBIX MOCTYIUICHUIN OJIHA MapTHs 26,0




(100

JIOKYMEHTOB)
5 [pazbop JIOKYMEHTOB IS OmpeIesICHNsI | OJHa TapTHs 1,0
PacCTaHOBOYHBIX MIH(PPOB (200
JIOKYMEHTOB)
6 |mpeaBapuTeNbHas ~CHCTEMATH3allMs JOKYMEHTOB| OJHA MapTHUs 1,0
IPYIIIOBOM 00paboTku TUTSt ONpeIENICHUS (100
MOJIOYHOTO MHJIEKCa JIOKyMEHTOB)
[IIndpoBka TOKYMEHTOB: OJIUH
JTOKyMEHT
7 |c aByms mmdpamu (1 - "BUpTyasbHbIN") 1,0
8 |0e3 mmdpa 1,8
9 |mOCBUIBI 3,6
10 |BBOg I bpa 0,5
[IudpoBka TOKYMEHTOB TPyIIIOBOI 00pabOTKH: OJIH
JTIOKyMEHT
11 |mpenBaputenbHas cuctemaTuzaius (BBOJ HHJIEKCA 1,0
otpacim 3HaHus no tadauiaMm BBK B OK)
12 |neranpHast cuctemaTuzainus (BBOJ  MOJIOYHOTO 1,0
nnnexca bbK B OK)
13 |o6paboTka  MOKYMEHTOB  Ha  HHOCTPAHHBIX OJIMH 3,6




CBpOHeﬁCKHX A3BIKax

JOKYMCHT

14 |06paboTka JOKYMEHTOB Ha HAIlMOHAJBHBIX SI3BIKAX OJINH 45
HapoJ10B cyOBekTOB Poccutickoit denepanun JIOKYMEHT
15 |npuem u 006padoTka qokymenToB X VIII - XIX Ba. OJIMH 8,0
JTOKYMEHT
16 |mpuem " o0paboTka OTEUYECTBEHHBIX OJIUH 1,8
MEePUOMYECKAX HW3JIaHUA W3 3ala TEKYMUX | TOKYMEHT
nepuoandeckux m3ganuit (3TIIN)
17 |{nmpuem u 0O6paboTKa MHOCTPAHHBIX MEPUOAUUECCKUX OJIVH 1,8
m3aanui u3z 3TIIA JIOKYMEHT
18 |nepemmudpoBka 10KyMEHTOB OJIMH 27,0
JIOKyMEHT
19 |BBO Gap-koaa mokymenTta B DK OJINH 2,6
JTOKyMEHT
20 |mepenada nokymeHToB B ponz Oubmmotexu (Ob) OJTHA TTAPTHUS 26,0
(200
JTOKYMEHTOB)
OO6cnyxuBanue yntateneit u aboneHToB B Ob:
21 |BeimonHEHHE  TpeOOBaHWM, MOCTYNHUBIIMX IO OJTHO 1,0
AIIEKTPOHHOMY 3aKa3y TpeboBaHMe
22 |B3alMOpacueT CO CTPYKTYPHBIMU MOJIpa3ICICHUSIMU | OJTHA MMapTHUS 14,0




OHMOIMOTEKH (200
JIOKYMEHTOB)
23 |paboTa ¢ 3aJI0;>KEHHOCTBIO OJINH 1,8
JIOKYMEHT
CoxpaHHOCTb (hOHIOB:

24 |moAroTOBKA JOKYMEHTOB Ha MHUKPO(DUILMUPOBAHUE OJIH 5,4
U CKaHUPOBaHHUE JOKYMEHT

25 |mepeiayda JIOKYMEHTOB Ha MUKPO(DUIBMUPOBAHKUE U | OJHA MAPTUS 16,0
CKaHUPOBaHUE (20

JIOKYMEHTOB)
Caepka donaa ¢ 31eKTpoHHbIM Katanorom (JK): OJIMH
JOKYMEHT

26 |0THOYACTHBIC TOKYMEHTOB 1,8

27 |MHOTOYaCTHBIC TOKYMEHTOB 3,6

28 | mpoBepKa J10CTyIa K JJIIEKTPOHHOMY PECYPCY OJIMH 5,4

JOKYMEHT
[lepeBoa nokyMeHTOB B 1iu(poBoil popmar:

29 |mpuem/mepeavya TEYATHBIX W3JIaHUM U3 OTIeNa OJINH 0,9
bonmoaepxkarens o aBTOMATHU3WPOBAHHOW | JTOKyMEHT
nmporpaMMe nepeaad

30 |cBepka MOJIYYEHHBIX JOKYMEHTOB C AJIEKTPOHHBIM OJIMH 3,3




KAaTaJIOTOM M pacIpeericHue 3aKiIaJoK ¢ UMEHEM
daiina mo neyaTHHIM OpUTHUHAJTIAM

JOKYMCHT

31 |pacmpeneneHyde TEYaTHBIX JOKYMEHTOB MEXKY | OJIHA IMapTUs 55,0
oreparopamu ckaHupoBaHus (40 TOKYMEHTOB)

32 |CKaHMPOBaHUE [I€YaTHBIX JTOKyMEHTOB B OJlHa 0,33
MTOJTHOIIBETHOM PEXUME CTpaHHUIIA

33 |KomMpOBaHUE OMEPATOPOM DIIEKTPOHHOW KOIUHU OJIMH 30,0
OTCKaHUPOBAHHOTO JIOKYMEHTA Ha CEpBEP JTOKyMEHT

34 |06paboTKa 3JEKTPOHHONW KOIHUHU OTCKaHHUPOBAHHOTO oJlHa 2,5
A30aHUS CTpaHHUIIA

35 |KomupoBaHUE OMEpPaTopoM OOpabOTKH TOTOBOM OJIMH 30,0
AJICKTPOHHON KOIMHWHU OTCKAHUPOBAHHOTO W3JaHUS C| JOKYMEHT
paboueil CTaHIIMK Ha cepBep

36 |Bepudukarus (mpoBepka C TTOMOIIIBIO OJTUH 10,0
JTI0Ka3aTeILCTB) U KOHTPOJIb KadecTBa| JOKYMEHT
00pabOTaHHBIX DJIEKTPOHHBIX KOMHM TEYATHBIX
U3IaHuU

37 |pacnio3HaBanue Tekcra U cosnanue [1JIdD-daiinos OJINH 35,0
AJIICKTPOHHBIX KOTIMH IeYaTHBIX W3IaHHH JTOKYMEHT

38 |komupoBaHUe paCO3HAHHBIX [1D-daitnos OJTNH 6,0
ANIEKTPOHHBIX ~ KOMWW  TEYaTHBIX MW3JaHUHd B| JOKYMEHT
TEXHOJIOTMUECKYI0  TamKy I JajibHeHIen

3arpy3Ku Ha cepBep




2.5. O6cnyXMBaHWE HHOTOPOJHUX a0OHEHTOB B IIEHTPE IUcTaHMOHHOTO oOpa3zoBanus (LI10) u MBA

N HaumenoBanue npomnecca, onepanuu. Cocras Ennnaunna Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
1 |moaroroBka pabouux MecCT OJTHO 4,2
pabouee
MECTO
2 |TIPOCMOTpP DJIEKTPOHHOM TMOYTHI, O3HAKOMJICHHE C OJIHO 26,0
MOCTYMUBIIMMH COOOIIIEHUSIMHU cooOIIeHHe
3 |perucrpanys abOHCHTOB OJINH 45
a0OHEHT
4 |npuem 3aKa30B oT a0OHEHTOB yepe3| OJWH 3aKa3 2,7
aBTOMATU3UPOBAHHYIO CUCTEMY rmoprasna
VOpPABJICHUS  JIOMOJIHUTEIBLHOTO  O0OCTY)KHBAHUS
(YO)
[IpoBepka IO 3JICKTPOHHOMY KATaJlOTy HAJTUYIHS OJIUH
IOKyMeHTa B (OHAAX, MPOCTABJICHHE IIH(Ppa Ha| JTOKYMEHT

OJlaHKe-3aKa3e:
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5 |0e3 oubimorpaduyeckoit 10paboTKH 3,6
6 |c Oubmuorpaduyeckon 10pabOTKOM 17,0
7 |mpueM JOKYMEHTOB OT OT/IEJIOB (POHIOACPKATENCH | OIUH peic 9,0
(u3 OBb)
8 |moaroToBka M opopMIICHUE JOKYMEHTOB K BBIJIaUe OJIMH 2,7
JTOKYMEHT
9 |bopmupoBaHHNe KaNbKYJISIMU HA OIUIATYy YCIYTH Ha OJIHa 1,0
BbIJIa4y KOMMHU JOKYMEHTA I10 3alpocy aOOHEHTA CTpaHHIla
10 |mpoBepka nmocTyIUICHHS TUIaTeXa 1o BUaM OIIaThl | OJIHA 3asBKa 1,0
11 |peructparus BBIIAYH JIOKYMEHTOB B OJTVH 1,8
aBTOMATU3MPOBAHHOMN CUCTEME JTOKyMEHT
12 |oTmpaBka Ganaeposei oJlHa 4.4
OaHIepoIIh
13 |cocTaBienune OIINICH IIOJATrOTOBJIEHHBIX K| OJIHA 3aIlUCh 2,7
OTIMpaBIICHUIO OaHEpoJeh
14 |TpancnopTupoBka OaHjeposiell B TOApa3jeicHUE | OJHA MapTUsl 9,0
OTIPABKH 3aKa3HbBIX OaHACPOICH
15 | npriem 10KyMEHTOB, BO3BpPAILEHHBIX A00OHEHTAMHU OJIVH 2,8
JTOKYMEHT
16 |pabota c oTkazamu OJIMH OTKa3 2,7




17 |opranmu3zanus u BeJieHUE KapTOTEK OJIHA 1,0
KapTO4YKa
/oguH OJIaHK-
3aKas
18 |pacreuatka auccepTallMM M3 JJICKTPOHHOM Oa3bl| OJIMH JIMCT 1,0
JTUCCepTallii 1Mo 3aKa3y abOHEeHTa
19 |KOoHTpOJIb 3a MoramieHueM 3a10JKCHHOCTH OJIMH 14,0
aOOHEHT
20 | moMCK HEeTOJIyYeHHBIX OaHIepoei OJlHa 55,0
OaHaepoIIb
21 |BO3BpaT OMIMOOYHO 3aCIIAHHBIX JTOKYMEHTOB OJIHa 3,5
OaHaeposb
22 |cripaBKH " KOHCYJIbTallu1 00 YCIIOBUSIX oJlHa 9,0
oOCTy>KUBaHUS a0OHEHTOB, 1o paboTe | KOHCYJIbTAIU
aBTomMaTu3upoBaHHoi cucteMsl [IJIO 1 MBA A
2.6. CripaBouHO-0ubIMOTrpaduueckoe 00CIyK1UBaHUE
N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
I MUH.
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2 3 4
Brinmonnenue YCTHBIX ounbnrorpapuIecKux
CTIPaBOK:
MOATOTOBKA PabOYMX MECT €)KETHEBHO 13,0
€XKEHEBHBIM CTATUCTUYECKUN YYET CIPABOYHO-| €KEIHEBHO 13,5
ouborpaduueckoro 00CIyKUBaHUsI YuTaTeIen
M3y4YCHUE OTPULIATENBHBIX OTBETOB Ha OJIVH 13,5
oubnuorpaduyeckue 3amnpochl ¢ MEJbI0 BBIABICHUS | OTPULIATEIHH
Opaxka bIil OTBET
pueM 3amnpoca Ha BBITIOJIHEHUE | OJIMH 3aIIPOC 10,0
oubmorpaduIecKoit CripaBKu
odopmIIEHHE KOHTPOJIBHOTO JIMCTKA MOJIB30BaTENS OJINH 1,0
TI0JTB30BaTE
b
TeMaTh4yecKasl ycTHasg Oubnuorpaduueckas cripaBka OJlHa 17,0
cripaBKa
aZipecHasl yCTHas CIipaBKa 0JlHa 8,0
crpaBKa
YTOUHSIOINIAs yCTHas Oubimorpaduyueckas cripaBka OJIHa 18,0
cCrpaBKa
(daxkTorpaduueckass yctHas Oubauorpaduueckas 0JTHa 15,0




CIIpaBKa CIpaBKa
Koncynbranuu: 0JIHa
KOHCYJIbTAIIH
s
10 | Oubmmorpaduyeckas 10,0
11 | opuentupyromas 6,0
12 |BcrioMorarebHO-TEXHUYECKAS 3,0
13 | oubnmorpaduueckas/pakTorpapuieckas crpaBka 0JIHa 12,0
CrIpaBKa
BrlnonHeHre MNHUCbMEHHBIX OUOIMOrpaduyecKux
CIPaBOK:
14 |{nmpuem u perucrTpaiusi MHUCBMEHHOIO 3ampoca B| OJHH 3ampoc 3,0
OpraHU3alMOHHOW IpyIIIIe
15 | nucnieTuepu3ais MUCHMEHHBIX 3alPOCOB B TPYMIE| €XKEIHEBHO 60,0
CBbO
16 |peructpamust  3ampoca B KypHaje  ydyeTa| OJlHa 3alHCh 3,0
MMACbMEHHBIX cpaBoK rpymnmsl CbO
[TucrMenHas TeMaTu4decKas CrpaBKa:
17 | TemaTudeckas crpaBka 1-il CTENEHU CIOXKHOCTH: JI0 0JTHa 1200,0
25 Ha3BaHUil, C MPOCMOTPOM OMOIMOTrpapUUecKux| CIpaBKa

HCTOYHHUKOB




18 |TemaTtuyeckass crnpaBka 2-M CTENEHH CIIOXHOCTH: OJIHA 2900,0
CBBILIE 25 Ha3BaHUMU, c IPOCMOTPOM |  CIIpaBKa
OoubmuorpaduueCKnX U TEKCTOBBIX HCTOYHUKOB

19 \muceMeHHas  yTouHsmomias —Oubauorpaduyeckas OJIHA 360,0
CIIpaBKa CIpaBKa

20 |muchrMeHHas aapecHas CrpaBKa oJlHa 120,0

CIpaBKa
21 |mucemenHas pakTorpaduueckas crpaBka oJlHa 360,0
CrpaBKa
[TuceMeHHbBIe KOHCYJIbTAINH: oJlHa
KOHCYJIbTAIH
o

22 |6ubnuorpaduueckas 480,0

23 | OpHeHTHpYIOIIIas 480,0

24 | KOHCYJbTAIHS-KITUIIIE 240,0
PenakTripoBaHue  BBINOJIHCHHBIX  IMHCHMEHHBIX
CITPaBOK:

25 |agpecHasi MIChbMEHHAas CIIpaBKa 0JlHa 9,0

crpaBKa
TemaTndeckas MMCHEMEHHAS CTIPaBKa: oJlHa

CIIpaBKa




26 | 1-i1 cTerieHu CII0KHOCTHA 18,0
27 | 2-11 CTEIIEHN CIIOKHOCTHA 48,0
28 | yTouHsIOIAsl MUChMEHHAs CTIpaBKa oJlHa 8,0
CIpaBKa
29 | pakrorpaduueckas MICHMEHHAs CITPaBKa oJlHa 8,0
CIIpaBKa
30 |peructparus BHIMOJTHEHHOW MMCHMEHHOMN CIPABKHU B| OJIHA 3aMKCh 3,0
rpyIIe CIpaBOYHO-OUOIMOTpadUIECKOTO
oocnyxkuBanuss (CbO) B kypHasie  ydeTa
MMMCbMEHHBIX 3aIIPOCOB
31 |peructpaiusi BHIMOJTHEHHOW MMCHMEHHOMN CIPABKHU B| OJIHA 3aMKCh 2,0
opra"uzainonHo rpymnme CbO
32 |opopmiienne W mepemaya/oTIpaBiICHHE OTBETa| OJUH 3alpocC 12,0
3aKa34uKy
BupryanbHas cipaBoyHas ciayxoa:
33 |BUpTyaJibHAsl TEMaTHYECKasi CIIpaBKa OJIHa 18,0
crpaBKa
34 |BupTyasibHas aipecHas CripaBKa OJIHa 7,0
crpaBKa
35 |BUpTyalibHAsl YTOUHSIIOIIAs CIIPaBKa 0JlHa 18,0

CIIpaBKa




36 |BUpTyaJibHasi OpPUCHTUPYIOIIAs CIIpaBKa 0JTHa 6,0
CrIpaBKa
37 |BupTyanbHas dakTorpaduueckas crupaBka 0JTHa 15,0
CrIpaBKa
38 |odopmiieHrEe OTBETA HA 3aIIPOC YUTATEIIS OJTHO TTUCHMO 6,0
39 | momoyiHeHNEe apXyBa BBIMOJTHEHHBIX cripaBokK ("'basbl OJlHa 11,0
3HAHUN" CIIpaBKa
40 |ckanupoBanue JgokymMeHToB u3 ¢douHmoB CbO mo oJlHa 3,0
3aKasam IoJb30BaTeei CTpaHHIla
Koncynbranuu: oJHa
KOHCYJIbTAIIH
s
41 |6ubnmorpaduueckas 10,0
42 | opueHTHpYIOIIas 10,0
43 | KOHCYbTAIUS-KITUIIIE 5,0
44 |xoopaUHAIIMS W JUCIIETYEpU3AIMS  BBITIOJTHEHUS | OJTHO TTUCHMO 12,0
BUPTYaJIBHBIX CIIPABOK
bubnuorpaduueckoe oOyueHre Noab30BaTENECH: 0JlHa
KOHCYJIbTAIH
s
45 | meToqnueckas 10,0




46 | TemaThyeckas 15,0
47 |moaroTtoBka oubmorpaduueckoro OJTHO 2400,0
0030pa/o0yJaroniero MEpONpHUATHS IO METOJIUKE | MEPOIPHSITH
dbopmupoBanus ~ OubimMorpaduueckol  3ammcw, e
paboTHI c KaTaJIOTaMU, 1o METOIUKE
oubmorpaduIecKoro OTIMCaHUs,
oubnmorpaduuecKuMu HMCTOYHUKAMU
GbopMHUpOBaHUS CIHCKA JIATEPATyphl K HAYYHOU
pabote
48 |nmpoBeneHUE oubmorpaduueckoro OJTHO 60,0
0030pa/o0yuarorero MeponpusaTHs (1o MyHKTY 39) | MeponpusITH
e
DKCKypcHUH  TIO dboHmaM W CIIpaBOYHO- 0JTHa
oubnuorpaduueckomy anmnapary (CBA) LIBC: AKCKypCus
49 | moaroToBKa 480,0
50 |mpoBenenme 60,0
Benenue CIIPaBOYHO-OMOIHOTpapUIECKOro
ammapara:
51 |BegeHue apxuBa  BBIMOJHEHHBIX  CIPAaBOK B OJIHa 8,0
AICKTPOHHBIN PEKUM crpaBKa
52 |BBOA KapToTeK B 0a3y maHHbIX (B/I) OJIHa 6,0

KapTO4Ka




BricTaBouHas padora: oJlHa
BBICTaBKa
53 |pa3paboTka miaHa opraHU3aIiyd U SKCIIOHUPOBAHUS 2160,0
TEMaTUYEeCKOU BBICTABKHU
54 |moATOTOBKA COMPOBOJUTEIHLHON JOKYMEHTAIIUU K 360,0
BBICTaBKE, 3TUKETAXKY
55 |MOHTaXX BBICTaBKH 480,0
56 | teMOHTaX BEICTABKU 240,0
57 |cozmanue aduil, OOBABICHUM, MporpaMM st 60,0

IIPOBCACHUA BBICTABOK

[Ipumeuanue: npu paboTe ¢ JOKYMEHTAMH Ha WHOCTPAHHBIX €BPOMEUCKUX sI3bIKaX W si3blkax HapoaoB Poccum, kpome
PYCCKOro, K HOpMaM BPEMEHU MPUMEHSETCS MOBbIIaomui koddgdunuent 1,15.

2.7. HoTHbIE M31aHNS U 3BYKO3aNNCH

N HanmenoBanue npouecca, onepamnn. Cocta Ennnanna Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
N MUH.

1 2 3 4

dopmupoBaHue 6udIMorpadhUIecKoi 3armucu:
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Ha TpaMMO(OHHBIC TIACTUHKU (IPaMIUIaCTUHKHM) Ha| OJHH JIUCK 140,0
PYCCKOM SI3bIKE (OMUcaTe/IbHas KaTaJOru3alius)

Ha TPaMIJIACTUHKHA HAa WHOCTPAHHBIX €BPOMNEHCKHUX| OJHUH JIUCK 180,0
A3bIKaX U A3bIKaxX HapojoB Poccuu, kpome pycckoro

(omucarenpHas KaTaJIOTH3AIKs)

Ha ayJuOJMCKax Ha PYCCKOM f3bIKE (OmMucaTeIbHasi| OJWH JIUCK 160,0
KaTaJioru3aiusi)

Ha ayJIuoJuCKaXx Ha HWHOCTPAHHBIX EBPOMEUCKUX | OIWH JAUCK 220,0
SI3BIKaX M s3bIKaX HapojoB Poccuu, kpoMe pyccKoro

s3bIKa (OMUcaTeNbHAs KaTaJIOru3aliusl)

Ha auckax ¢opmara ayauodailioB (omucaTenbHasi| OJWH JAMCK 480,0
KaTajoru3aius)

Ha HOTHBIE M3JIaHUA Ha  PYCCKOM  S3bIKE OJINH 132,0
(omucarenbHas KaTaJIOTH3AIKS) JIOKyMEHT

Ha HOTHBIC M3JaHUsI HA UHOCTPAHHBIX €BPOIMEHCKUX OJIMH 140,0
A3bIKaX U A3bIKaX HapojoB Poccuu, kpoMe pyccKoro| JTOKYMEHT
(onucaTenbHas KaTaaoru3amus)

CnpaBouHo-0ubnnorpaduueckoe 00CITyKMBaHUE B

YUTAITBHOM 3aJIe

Brinonnenue YCTHOM oubmorpadpuueckoit

CIIPABKH:

npuem 3arpoca Ha BBITOJIHEHUE | OJIMH 3a1pOC 6,0




ouborpaduuecKoil CripaBKu

9 |temaTnueckas ycTHas OuOnauorpaduyueckas crpaBka 0JTHa 20,0
CTpaBKa
10 |ycTHas anpecHas o6ubmuorpaduueckas cpaBka 0JTHa 12,0
CIpaBKa
11 |yTounstomas yctHas 6ubanorpaduueckas crnpaBka oJlHa 22,0
CIIpaBKa
12 | dpaktorpaduueckass yctHas Oubmuorpaduueckas OJIHa 18,0
CIpaBKa CIpaBKa
Koncynpranuu: O/lHa
KOHCYJIbTaIIH
s
13 |oubmmorpadpudeckas 10,0
14 | opuentupyromas 3,0
15 | BcnoMorareabHO-TEXHUYECKast 6,0
BrlnonHeHre MHUCbMEHHBIX OUOIMOrpaduyecKux
CTIPaBOK:
16 |{mpuiem u peructpanus 3ampoca B KHHUIE YydeTa 0JlHa 15,0
MMCbMEHHBIX OUOIMOrpauYeCcKux CpaBoOK CITpaBKa
17 |u3yuenue 3ampoca, yCTaHOBJICHHE WM YTOYHEHHE oJlHa 900,0
3JIEMEHTOB OubIHMorpaduyecKoil 3anucu crpaBKa




Benenue CIIPpaBOYHO-OMOIHOTpadUIECKOro
amnmapara:

18 |odopmieHne KapTOUKH JI1 KAaPTOTEK 0JTHa 16,0
KapTouKka
19 |co3manme OubOmmorpaduaeckoir 3armmcu (b3) Ha| omHa 3ammCh 8,0
CTaTbu IO  My3bIKE€ M3  JOKYMEHTOB, HE
COOTBETCTBYIOIIUX MPOPHITIO
20 |BemeHrEe KapTOTEK OJlHa 1,0
KapTO4YKa

2.8. Pabora ¢ muTepaTypoii 1o 6ubIMoTeKOBEACHNTO, OMOIMOrpadoBEICHUIO M KHIUTOBEICHHUIO

N HaumenoBanue nmponecca, onepanuu. Cocras Ennaura Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
| MUH.
1 2 3 4
OO0paboTKka HOBBIX TOCTYIJICHUH B MPOrPaAMMHOM
ob6ecneyenuu (I10):
1 |mpueM  HOBBIX TOCTYIUICHHM  OTEUECTBEHHBIX OJIUH 0,5
JOKYMEHTOB B JIUCIETYEPCKOM  TporpamMme| TOKYMEHT

nepeaadn
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2 |pUeM HOBBIX TIOCTYIUICHMH Ha HMHOCTPaHHBIX OJIUH 1,0
EBPOTEHCKUX S3bIKaX M SI3bIKaXx HapogoB Poccum,| mOKymMeHT
KpOME PYCCKOTO
3 |odopMiieHHe KapTOYKH Ha JIOKYMEHT Ha PYCCKOM 0JTHa 8,0
S3BIKE JIJI KaTaJIoroB U KaptoTek obnacreit (ObJI) KapTouka
4 |odpopmiieHHe ~ KapTOUYKM Ha  JOKYMEHT  Ha oJlHa 10,0
WHOCTPAHHBIX EBPONEHCKHX S3bIKaX M sI3bIKax| KapTouka
Hapos10B Poccuun, kpoMe pycckoro, Jijisi KaTaJloroB U
kaptotek OBJI
5 |AHanuTuyeckoe onucanue J0kymeHToB B [10 OJIHA CTaThbs 12,0
OOcnyXxuBaHWE  TOJB30BaTEICH;  BHPTyaJIbHAS
CIpaBoYHas ciyk0a:
6 |mpuem 6ubIMOTrpadUUEcKOro 3anpoca YUTaTeNs OJIMH 3aIpocC 3,0
7 |BUpTyaJIbHasl TEeMaTHYECKasi ClIpaBKa OJlHa 54,0
crpaBKa
8 |BUpTyasibHAs aipecHas clipaBKa 0JlHa 18,0
cripaBKa
9 |BupTyanbHast yTOUHSIOLIAs CIpaBKa OJlHa 26,0
crpaBKa
10 |BupTyanbHas akrorpaduueckas crpaBka OJIHa 20,0

cCrpaBKa




11 |odopmieHne oTBETa HA 3aIIPOC YUTATEIIS OJIHO TTHUCHMO 10,0

12 |momonHeHne apxuBa BBINOJHEHHBIX cripaBok ("baza 0JTHa 10,0
3HaHUN") CITpaBKa

13 |e)KeTHEBHBIM CTATHCTHYECKH y4YeT CIIPaBOYHO-| €KETHEBHO 12,0

oubrorpaduueckoro 00CIyKUBaHUsI YuTaTeIeH

2.9. O6paboTKa ONTUYECKUX KOMITAKT-AUCKOB B 00pa30BaTeNbHbIX 2JIEKTPOHHBIX pecypcax (ODP)

N HaumenoBanue nporecca, onepaiuu. Cocras Enunawnna Hopwma
1/ paboThI U3MEPEHUS | BPEMEH,
II MHH.
1 2 3 4
1 |monydeHwe © JOCTaBKa ONTHYECKUX KOMIAKT-| OJIHA MapTUs 30,0
JINCKOB JIOKyMEHTOB
(100 nuckoB)
2 |mpueM HOBBIX MOCTYIUICHUH ONTHYECKUX KOMIIAKT-| OJIHA MapTus 60,0
JIACKOB JIOKyMEHTOB
(100 nuckoB)
3 |cyMMapHbIi y4eT KOMIIAKT-IMCKOB (mo| ogHa mapTus 7,0
yCTaHOBJICHHOU (hopme) JTIOKyMEHTOB
4 |MHAWBUYATbHBIN yU€T KOMIIAKT-AUCKOB OJIHA 3aIIUCh 1,0
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5 |TexHMueckas oO0pabOTKa OINTUYECKUX KOMIIaKT- OJINH 2.0
JIACKOB JTOKYMEHT
6 |mudpoBka 10kyMeHTOB B MoxayJie [10 OJIMH 1,0
JIOKYMEHT
2.10. Pabora ¢ yurareaaMu
N HaunmenoBanwme npornecca, onepanun. Cocta Enununa Hopma
1/ paboThI U3MEPEHUS | BPEMEHH,
I MHUH.
1 2 3 4
3anuch Tmodb30BaTeNsl B OMOMMOTEKYy, pabora cC
YUTATEIEM B YUTAILHOM 3aJI€E:
1 |moaroroBka paboumx MecT Tonb3oBarene wu| onuH [IK 2,0
00CTy)KHBAOIIETO nepcoHaa: IpoBepKa
TEXHUYECKOTO COCTOSIHHSA CETEBOTO OOECIEUEHUS U
MapKa BBIYMCIHUTENBHON TEXHUKHY; BKIIIOueHUe [1K
2 |npuHsTHE Mep Mo JukBUaanuu cooeB B padorte IIK,| omaun cOoit 10,0

B paboTe ceTH, OTCYTCTBUS JOCTyIa K 0a3e MaHHBIX
MTOJIb30BaTENEM; uH(OPMUPOBAHKE
COOTBETCTBYIOIIUX CIYk0 o0 c00siX; TmpoBepka
HEUCIPABHOM TEXHUKHU; (pukcamusi cOOeB B TETpaau
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ydeTa ¢ YKa3aHMEM XapakTepa HEHCIPAaBHOCTH U
BpEMEHM Hadaja c0os; IOClIe  yCTpaHEHUs
HEIOJIAJIKM OTMETKA BPEMEHH €€ YCTPAHEHUS

IpPOCMOTP  JIOKYMEHTOB  4uTaTenas  (Iacropr, OJIUH 3,0
YIOCTOBEpEHUE,  MOPYUUTENbCTBO),  IPOBEpPKa| YHUTATEIh
HaJU4Msl ~ yYETHO-PETUCTPAIIMOHHONW  KapTOYKH

YUTaTENsA

3anojgHeHue  GopMmysspa  YWTaTeNs,  YYETHO- OJIVH 5,0
PETUCTPALIMOHHON KAPTOUYKHU, YUTATENBCKOTO OMJIeTa| KOMILUIEKT
O3HAKOMJICHHE YUTATENS C MPaBUIIAMH TIOJIB30BAHUS OJIMH 6,0
OMOIMOTEKOM, pPacnoIoKEHUEM doHma,| uuTaTEIH
CIIPaBOYHBIM anmnapaToM

mog0Op W paccTaHOBKA IO HOMEpaM OWIETOB, OJTHa 2,0
andaBuTy hamunuit yuTaTesnen YYETHO-| KapTOuKa
PETUCTPAIIMOHHBIX KapPTOUYEK

OCYIIECTBIICHME  KOHTPOJSI 32  BO3MOXXHBIM OJINH 0,5
HAIMYUEM JAaHHBIX O YHWTaTeJe Kak HapyliuTele| dYUTaTelb

(luimmeH  mpaBa  MOJB30BaHUA); BeneHue (H

PEryJspHBIA MPOCMOTP) KAPTOTEKU YHUTaTeNe-

HapyLINTEJIEN

ITepeperucrpanus yurareei:

nmouck Qopmynsapa (perucTparMOHHOW KapTOUYKH) OJIHa 2,0

quTaTrciisi, BHCCCHHC U3MEHEHUH B HHUX U B

KapToyKa




YUTaTeNIbCKUE OwWieThl (YyTOYHEHHE AHKETHBIX
JAHHBIX, HOBOI'O YMTATEIBCKOIO HOMEPA, JaThbl
MEPEPETUCTPALIMH) C BEACHUEM KapTOTEKH HAy4YHBIX
TeM M TEKyIIMX HU3MEHEHWH (MOJydeHUE 3BaHUM,
myOJIMKaIUH, Taphl)

3anuck (mepepeructparus) yuTaTenen B
aBTOMATU3UPOBAHHOM PEKUME:

9 |cpemka poTokaMepoi I YMTATEIIbCKOTO OnjIeTa OJIMH 0,5
MOCETUTEIb

10 |oopmnenne koma YHUTATENs C  KOHTPOJBHBIM OJIUH 0,4
pa3psAIOM W CPOKOM TIOJIb30BaHHUSI UYUTATCIBCKUM | TIOCETHTEIb
OwmiieToM, Ha OCHOBE BbIIAaHHOW MH(OpMaIuu

11 |Bpimaya HA NPUHTEP CBEACHUN O 3aMKMCaBIIEMCS OTVH 0,4
JUTaTENIC B BUJIC YUTATEIIBCKOTO OMteTa MIOCETHUTEIb

12 \Habop Ha KJIaBHAType CBEACHUNW O YHUTaTENE: OJINH 2,0
baMuius, UM, OTYECTBO, XapaKTEPHU3YIONIUE €ro| MOCETUTENh
npu3Haku (0Opa3oBaHWe, CHEUUATBHOCTH), KO/,
HOMEP YUTATEIBCKOTO Omiiera; porocheMKa

13 |ocymiecTBeHuE KOHTPOJIA 3a BO3MOJKHBIM OJINH 2,0
HaJUYMEeM JIaHHBIX O YHWTATENe, 3alHiCcaBIIeMCS B| MOCETUTEIh
OoubimoTeky (paHee 3amucad, JIMIIEH IpaBa
MOJIb30BaHUs )

14 |oopmnenne uuTaTenbckoro OuseTa ¢ HOMEPOM M| OJWH OMIIET 1,0




CPOKOM TIOJIb30BAaHUSl YMUTATEIbCKUM OWJIETOM Ha
OCHOBE BBIJIaHHOW HH(pOpMAaLIUN

15

Bblld49a Ha IIPHHTCP CBe,HeHI/Iﬁ O 3alIiuCaBHICMCs
quTarTclicC, IMPOBCIACHUC pa,Z[I/IO‘laCTOTHOﬁ
I/II[GHTH(bI/IKa]_II/II/I YUTaTCIILCKOI'O 6I/IJ'I€Ta;
IIPOBCACHUC JCHCKHOT'O B3anMOpacCuCTa C
ITOJIB30BATCIIEM UCPC3 KACCy

OJIUH
[IOCETUTEID

5,0

Y,Z[aJIGHHaSI 3aIInCh.

OAHH
ITOCCTHUTCIIb

16

CBEpKa [JAHHBIX PErUCTPAllMOHHOM  KapTOYKH,
CKaHUPOBAHHBIX KOMHWKW C Iacnopra W APYTUMH
JOKYMEHTAMHU IIOJI30BATENsI M IOATBEPXKICHUE
3asBKU

2,0

17

odopmiieHHE TOTOBOPA-O(EepThl HA MPEIOCTABIICHHUE
J0CTyIa K 3JI€KTPOHHBIM pecypcaM OMOJIMOTEKU

3,0

18

Ha0oOp Ha KJIaBUAType MAAHHBIX, IS 3arOIHEHUS
JIOTOBOpA, BBIBOJ, JIOIOBOpPA HA IMPHUHTEP, MOIANKCH
JIMLA, 3aKIFOYABIIETO JOTOBOP

19

oopmieHue BXOJIa-BbIXOJIa  YWTATeNsl W3
OMOIMOTEKU: CKaHUPOBaHUE MIOCTOSTHHOTO
YUTATCIIBCKOTO OWileTa, BbIJada KOHTPOJBHOTO
JUCTKA

OIHH
IIOCCTUTCIIb

2,0

Brimonnenue TtpeOoBaHui MOJIb30BaTENEH, BbIIaua




JOKYMCHTOB M3 CIICHHUAIIM3UPOBAHHOI'O (1)OHI[aZ

20 |monydeHue TpeOOBaHMS Ha IOKYMEHT U3 OCHOBHOTO OJTHO 1,0
XpaHEHMsI, TMPOBEpPKa MPABUIBLHOCTH 3aIllOJHEHMs | TpeOOBaHUE
TpeOOBaHMUs, pErUCTpaLIUs

21 |pa3bop TpeboBaHMiI TIO sIpycaMm, pacchUIKa IIO OJTHO 10,0
MTHEBMOIIOYTE TpeboBaHMe

22 |momyyeHue TpeOOBaHUS HAa JOKYMEHT; MpOBEpKa OJTHO 10,0
MPaBUILHOCTH 3aMOJTHEHUS TpeboBaHwmsI; | TpeOOBaHME
peructpanus, aopadoTka TpeOoBaHUs; MOAOOp IO
mudpam B CHICITUATU3NPOBAHHOM (OHIC

23 |mogrotoBka U odopMIeHHME ~ OTKa3oB U OJTHO 50
MepeHanpaBjeHUii;  oTOpaBka  TpeOoBaHUN  C| TpeOoBaHUE
OTKa3aMHM | MepeHAIPaBIsIEMbIMHU TPEOOBAHUSIMU

24 \mouck  JgoKyMeHTa B  (oHIe, OTMETKa Ha OJINH 5,0
TpeOOBaHNM, KHIZKHOM (OpMYJIsipe, JUCTIETYEPCKON | JTOKYMEHT
CEeTKe

25 | TpaHCTIOPTUPOBKA/IOCTaBKAa w3JaHUsT W3 GoHIA B OJIH 8,0
YUTAITBHBIN 32T JTIOKyMEHT

26 | TpaHCHIOPTUPOBKA/IOCTaBKAa H3JaHUs W3 (GOHAA B 45,0
YUTAJIbHBIN 3211 (YIaJICHHOE XPaHUJIUIIIE)

27 |ycTaHOBKAa MeCTa HaXOXJEHUS HEHANJIECHHOTO OJINH 5,0
JOKyMeHTa 1o ©0azaMm u OaHKaM  JaHHBIX,| JOKYMEHT

CIIPAaBOYHBIM KapTOTCKAaM, KaTaJloraM




28

Bbllaya JIOKYMEHTa W3 CIELHAIU3UPOBAHHOTO
dboHma  uyMTaTeno; OTMETKa Ha  KHIDKHOM
dbopmymsipe/TpeOOBaHUN; 3aMKUCh JTOKYMEHTOB B
YUTATEIbCKYIO0 KaPTOUKY (BKJIaJHOW JIMCT); OTMETKA
B KHHIE 3aKa30oB; OTMETKa O BbIaue B
aBTOMATHU3UPOBAHHOU CHUCTeMe (M3MEHEHHE CTaTyca
U3JIaHUs)  TyTeM  CUYUTHIBAHUA  IITPHUX-KOJAA
JOKYMEHTa

OJIUH
JIOKYMEHT

1,5

29

MpueM  JIOKYMEHTa  OT  4YuTaTends;  IOHUCK
KOHTPOJBHOTO JIMCTKA MOJb30BaTENsl, TPEOOBAHMIA;
MPOBEpPKA COXPAHHOCTU JIOKYMEHTA; IOraiieHue
OTMETKM O BbIJlau€ Ha KOHTPOJIBHOM JIUCTKE
MOJIb30BATENS; noraiieHue BbIJIA4H B
aBTOMATH3UPOBAHHOW cHCTEME (M3MEHEHHE cTaTyca
W3JaHusl)  OyTEM  CYUTBIBAHHUS  LITPUX-KOJa
TOKyMEHTa

OJVH
JTOKYMEHT

1,5

30

BbIJ]aua JOKYMEHTa W3 3KCHO3ULUU My3es KHUTHU
(MK) coTpyaHuKy ceKTopa XpaHEHHUs [Jisl BbLIAYH
YUTATEII0; CHATUE BUTPUHBI C OXPaHbI 110 3BOHKY Ha
IyJIbT OXPaHbI; BCKPHITUE BUTPHUHBI; BIEMKA KHUTH
U3 BUTPUHBI, 3aKPbITUE BUTPHHBI, IOCTAaHOBKA
BUTPUHBI Ha OXpaHy; (QUKcamus BbJAa4Yd B

"KypHnane Bbigaun" MaTrepHalioB W3 IKCIO3UIUHU
MK

OJIMH
JOKYMEHT

40,0

31

MIPUHATUE JTOKYMEHTA OT YUTATEJS; MIOUCK 3allUCH B
"Xypnasie BbIgaun'"; morameHue OTMETKH O BbIAAYE;

OJVH
JOKYMEHT

30,0




CHSITUE BHUTPUHBI C OXpaHbl MO 3BOHKY Ha IYJbT
OXpaHbl; BCKPBITUE BUTPUHBI; BO3BpaT KHUTH B
BUTPUHY (MOHTaX); TOCTAaHOBKA BUTPUHBI Ha
OoXpaHy

32

npueM TpeboBaHMii OT uyutatened B HaydHo-
uccienoBarenbckoMm otaene pykonucedr (HHUOP),
IPOBEpPKA KadecTBa HX 3aIlOJHEHUSA; POCIHUCH B
KHUI'€ perucTpauuu TpeOoBaHun

OJIMH pa3 B
JCHBb

30,0

33

O3HaKOMJIEHHUE C TpeOOBaHMEM, YTOUHEHHE MecCTa
XpaHEeHusi 1Mo TomnorpauyecKkoMy  yKazarTelio;
BbIEMKa €IUHUI] XpaHeHus (eA. Xp.) U3 KapTOHA,
pa3MelleHue B KapTOHE  KapTbl-3aMEHUTEIS;
MpOBEpKa COOTBETCTBUsA MmM(pa W 3arojoBKa Ha
00JI0’)KKE M B TpeOOBaHUU; MPOBEPKA (HHU3UUECKOTO
COCTOSHUS  eA.  Xp.,  odopmieHue  JHcTa
WCIIOJIb30BaHUs, 3aMI0JTHEHUE KHUTH BBIIAYN

CAHNHUIIA
XPpaHCHUA

3,0

34

IIPOBCPKaA JUCTaXa ca. Xp. IIpu BbIAA4cC,
YCTAHOBJICHUC HAJIWUYHOTIO JIMCTAKa C 3alluCblO0 B
3aBCPUTCIIbHOM JIMCTC W Ha 06.]10)1(1(6, OTMCTKa B
3aBCPUTCIILHOM JIMCTE O IIPOBCPKE

OJHH JIHCT

0,2

35

MpOBEpKa JUCTaxa npu BbIJIaue c
nepeoOpMIECHUEM  3aBEPUTEIBHOTO  JIUCTA  C
yKa3aHUEM BCEX OCOOEHHOCTEW XpaHSAUIUXCS B €]l
Xp. JOKYMEHTOB

OJdHH JIUCT

0,3

36

IMPOBCPKA JIMCTAKa IMOCJIC BO3BpAIICHUA CH. Xp. U3

OAHH JIHUCT

0,2




gyutanpHoro 3ana (UY3) wim OT COTPYAHHMKOB; IS
OlL1, dboTo, aBTorpados, KOJUTCKITMOHHBIX
JIOKYMEHTOB - 00s13aTesbHa

37

HyMepaIys U MepeHyMepanus JUCTOB TPU BbIIaye
€. Xp. JJIS HUCIOJb30BaHUS C COCTABJICHHEM
Pa3BEPHYTOr0 3aBEPUTEITHLHOTO JUCTA C BBIHECEHUEM
BCEX 0COOECHHOCTEN JOKYMEHTOB

OJHH JIHUCT

0,3

38

mupoBKa 00JOXKEK €. Xp.; CBEpKa 3arojioBkKa €.
Xp. ¢ onucklo; npocrasienue mramna HUOP u ero
3aII0JIHEHHUE

CAHNHUIIA
XPpaHCHUA

2,2

39

opopmieHue o000keK (OT pyKH): pa3IuHOBKA
MTOBEPXHOCTH OOJIOXKKH; HAIHMCaHUE Ha OOJIOKKE
HanMeHOBaHMs (DOHJIA, 3aroJIoBKa €1. Xp., KpalHUX
JaT, KOJIMYEeCTBAa JIUCTOB M  JIOKYMCHTOB B
COOTBETCTBHH C OIHMCHIO

SJIMHUIIA
XpaHEHHUS

6,0

40

IPUEM MW TPAHCHOPTHpPOBKAa ena. Xp. u3 Y3 B
XpaHWJIMLIE U U3 XpaHuiuia B U3

SJIMHUIIA
XPpaHEHHUS

15,0

2.11. Bpigaua KOMIUIEKTOB JJOKYMEHTOB BO BPEMEHHOE T0JIb30BaHUE TTOAPA3ACICHUSIM OUOIUOTEKH

1/

HammenoBanme npornecca, ornepanun. Cocra
paboThI

Enunuiia
U3MEpPEHUS

Hopwma
BPEMEHH,
MUH.
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1 2 3 4

1 |odopmaenue 3asBKH/aKTa Ha KOMILJIEKT | OJ{HA 3asBKa, 30,0
JOKYMCHTOB, IepeAaBacMblii B  CTPYKTYypHOE aKT
oJipa3ieJcHUuE

2 |mogbop MOKYMEHTOB B KOMIUICKTBI; PETHUCTpAITUs OJTUH 10,0
BBIJIAaHHBIX JJOKYMEHTOB B YUETHBIX (hopMax KOMILIEKT

3 |BBIJAaYa KOMIUIEKTOB JOKYMEHTOB, OTMETKa Ha OJIUH 5,0

KHIUKHOM dopmysisaipe (MHIUKATOpe) AaThl BbIJAYW,| KOMILUICKT
JAHHBIX TOAPA3/CICHUs, MOTYyYAIOIIEro KOMILIEKT;
OTMETKa B KHUIE BbIJIauyd JIaThl BBIJaYd, JAHHBIX
MO/Apa3/IeNeHus, MOJYYaIOEro KOMILJIEKT; OTMETKa
B AKTe nepenayu

4 |nosyyeHue KOMILIEKTOB JIOKYMEHTOB OT OJIMH 18,0
CTPYKTYPHBIX TOAPA3ACICHUN; TIMOUCK KHWKHOTO| KOMIUICKT
dbopmynsipa (MHIMKATOpA); MOTAalIEHUE OTMETKH O
BBIJlaue, BJIOKCHHWE €ro B JOKYMEHT, IIpOBEpKa
(hU3UYECKOTO COCTOSIHMS, MEPECcUeT JUCTOB, CBEpKa
¢ AKTOM Iiepe/iauy; MmorameHue OTMETKH O BbIJade
B KHUT€ BBIJIa4H; Tiepeiada JOKYMEHTOB Ha COPOCKY

2.12. OO6cnyXuBaHuE TMOJb30BATENEH TOKYMEHTAMHU B YHMTAJILHOM 3aje, 3aje C THOPUIHBIM OOCITyKMBaHUEM, 3aiie
AJIEKTPOHHBIX pecypcoB, 3aiie "MHTepHeT", 3aie crnernuain3npoBaHHoro otaena. [Ipuem 3aka3oB 1o tenedoHy u3 ropojia
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N HaumenoBanwme mporiecca, onepamuu. CocTas Enunnna Hopwma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
b MUH.

1 2 3 4
OO0cayxuBaHUE MOJb30BaTEIEH OMOIMOTEKU:

1 |mpoBeneHHne KOHCYIbTAIIUH, OECEIBI C YMTATEIIEM T10 OJINH 3,6
mpaBujaM OOCITYXMBAaHUS B YHTATLHOM 3¢ M| YUTATENb
MPEAOCTABIAEMBIX YCIIyraX, II0 HCIOIb30BAHHUIO
CIIpaBOYHO-OMOMMOrpaduyeckoro  amnmapara
($hOHIOB, AIEKTPOHHBIX PECYPCOB, HH(POPMUPOBAHHE
YUTATENS O HOBBIX TTOCTYIIIICHUSIX

2 |koHcynbTarnuu 1o padote ¢ [IK B untamsHOM 3aie, OJIUH 2,0
1o paboTe B JIEKTPOHHOU OMOIMOTEKE YuTaTeNb

3 |[mpueM 3aKa30B IIOJb30BATENIC HA W3JaHUS H3| OJWH 3aKa3 1,0
OCHOBHOTO KHUTOXPaHUJIHIIA; poBepKa
MPaBUIILHOCTH 3aMOJTHEHUS TpeOOBaHMUS,
pEeTHCTpanus

4 |mpueM 3aKa3oB M0 TeneQoHy U3 ropoaa OJIVIH 3aKa3 5,0

S |moiy4yeHue JOKYMEHTa, 3aKa3aHHOIO0 YWTATElIeM B OJIUH 0,9
CHeIUaIn3upOBAaHHOM (POH/IE/INTATLHOM 3aJ1e JIOKYMEHT

6 |paccTaHOBKa M3JaHUN HA OPOHEMOJIKAX YUTAIBHOTO OJINH 0,4
3ajma, TMOCTYNUBIIMX W3 KHUTOXPAHWIHINA TIO| JTOKYMEHT

3aKa3aM I10JIb30BaTelICh




7 |moabop JMOKYMEHTOB Ha OpOHEIOJKE, 3aKa3aHHBIX OJINH 0,47
W3 OCHOBHOTO KHUTOXPaHWIMING, Tepeaada Ha| TOKYMEHT
kadenpy BbIaYU

8 |mombop JOKYMEHTOB B  IOACOOHOM  (oHJe OJINH 2,0
YUTAJBLHOIO 3a/1a; epeaava Ha Kadeapy BbIIauu JIOKYMEHT

9 |moa6op JTIOKYMEHTa B XpaHEHUU OJIMH 10,0
CIeIMAIM3UpOBaHHOTO  (oHAA;  OTMETKAa  Ha| JOKYMEHT
TpeOoBaHMM; TIiepeqada JOKyYMEHTa Ha Kadeapy
BBIJa4YU

10 | oopmieHre BHIIAHHOTO JUCKA OJIMH JTUCK 50

11 |peructparys B KOMIBIOTEPHOH MpOTpamMMe, MPOCUYET OJINH 9,0
JUCTOB ¥ (PU3UUYECKOTO COCTOSIHUS TOKYMEHTA JTOKyMEHT

12 |yctaHoBKa MecTa HaXOXJCHUS HEHaWJICHHOTO OJINH 22,0
TIOKyMEHTa I10 CIIPaBOYHBIM KapToTeKaM,| JOKYMEHT
KaTajoraM, perucTparus 0TKa30B

13 |moabop YMTATENbCKUX KApTOYEK JJII BIHCHIBAHMS oJlHa 10,0
JOKYMEHTOB HAa TEKYIIUH JeHb; TMOJIMUCAHUE| KapTOUKa
KapTOYEK Y 3aB. 0T/eJIoM 0 aomycke B otaen HAOP

14 |Bpimaua TOKyYMEHTa YUTATENIO: CBEPKa BhIJJABAEMOTO OJINH 1,8
JOKyMEHTa C  YUTaTeJIbCKUM  TPEOOBAHHWEM;| TOKYMEHT

MPOBEpKa HAJUYMsI CTPAHMII/KAIPOB MUKPODHUIHMA,
MUKpouII, coJiep KaHue KOMITaKT-/TMCKa;

CUMTBIBAHME IITPUX-KOAA (IPH  DIEKTPOHHOM




3akaze) B Moxayie "mupkyisuua' OK; ormerka
KHUTOBBIJIAYH Ha KOHTPOJBbHOM JIUCTKE

15

npueM JOKyMEHTa OT YHTaTeNs: CBEpPKa €ro C
TpeboBaHHEM (KOHTPOJBHBIM JIMCTKOM), MpPOBEpPKa
COXPaHHOCTH JIOKYMEHTA, HAIMYHUSI CTPAHUIY/KaIpOB
MUKpoduiIbMa, MUKPOUII, COAECpKAHUE JHCKa,
CUUTHIBAaHHE INTPUX-KoAa (P  DIIEKTPOHHOM
3aKa3e), BHECEHHME OTMETKM O I[pUeMe Ha
KOHTPOJIBHOM JINCTKE

OJIUH
JIOKYMEHT

1,5

16

nepeaada/TpaHCIOPTUPOBKA/IOCTaBKA  IOKYMEHTA,
COAHHOTO YWTATEIIEM, B CIEIUAIU3HUPOBAHHBIN
dboHa; OTMETKAa O B3auMopacueTre OoOCITyKUBaHUS H
KHUTOXPaHCHHUSI

OJIVH
JOKYMEHT

1,0

17

BBIICHCHHC II0 IIOBOAY 3dKa3ad H IIPOJJICHHC CPOKa
IIOJIb30BAHUA JOKYMCHTAMU II0 TeJ'Ie(I)OHy

OJIMH 3arpoc

1,0

18

BBIICHCHHC I10 ITOBOJAY 3daKai3a W HPOAJICHHE CPOKa
IIOJIb30BAHUA JOKYMCHTAMU II0 BHGKTpOHHOﬁ I1o4TC

OJIMH 3a1Ipoc

2,0

19

obecrieucHue KOHTPOJII 3a CpPOKaMM I10JIb30BaHUA
AOKYMCHTAaMHM M3 OTACIA XPAaHCHUSA

OJTUH 3a1poc

0,8

20

MPO/JICHHE CPOKa MOJIb30BaHUS JIOKYMEHTA: MOUCK
KapTOYKH; BHECEHHWE OTMETKHU O MPOJJICHUU CpOKa
MOJIb30BAHUS; MIPOJITIEHUE MO TeIePOHY

Ha O4WH OCHb

30,0

21

IMPOBCPKA 3a10JDKCHHOCTHU YUTAJIBHBIX 3aJI0B OTACITY

OAHH

50




XPAaHEHUs; CBEPKA MPEIbABICHHON 3a10KEHHOCTH
C JOKYMEHTAIIMEN YUTAIBHOTO 3aj1a

JOKYMCHT

22

pa60Ta C OTKa3aMH; KOHTPOJIb CPOKOB ITOCTYILJICHUA
OTKa30B; IMIPOBCPKa 000CHOBAHHOCTH OTKa30B; YUCT
OTKa30B

OJHH OTKa3

0,8

Bbmaqa KOIIMK  JOKYMCHTA U3 BHGKTpOHHOﬁ
6I/I6JII/IOTGKI/I, peaHI/I3OBaHHOI>JI B CHCTCMC
3allMUIICHHOI'O IIpocMOTpa, 110 3aIllpoCy
IIOJIB30BAaTCJIA:

23

odopmIICHHE 3aKa3a Ha KOMMPOBAHUE

OJIMH 3aIpoC

2,0

24

pacrieuarka JIOKYMEHTOB 1o 3ampocam
OJb30BaTeIEn

OJIVH JIUCT

1,0

25

AJIEKTPOHHOE KOIMHUPOBAaHUE: TIOMCK JIOKYMEHTA,
COXpPaHEHHOTO II0Jb30BaTeIeM; MpoBepka (aiina
JUI.  KOMMPOBAHMS, DJICKTPOHHOE KOIMMPOBAHMUE;
MpOBEpPKA, BbIJaya HOCHUTENSI MOJb30BATENIO; TIO
3ampocy TMOJIb30BaTeNsl - 3aluCh Ha ONTHYECKHUI
KOMITIaKT-IUCK OMOJINOTEKHU

OJIMH 3arpoc

10,0

2.13. Buytpennss paborta

HaunmenoBanue Imponecca, orncpannm. Cocrasn

Enununa

Hopwma

Tabmura 35



/ paboThI U3MEPEHUs | BPEMCHH,

i MUH.

1 2 3 4
[ToaroToBKa K BhIJIa4Y€ TOKYMEHTOB:

1 |mpoBepka OpOHETOJIOK c OTJIO’)KEHHBIMH | HA OJIUH JIEHD 10,0
JOKyMEHTaMu (110 HOMEPAM YHUTATEIbCKUX OUJIETOB,
0 CpoKaM)

2 |cOpocka TOKYMEHTOB (TI0 CpOKaM) OJIUH 0,2

JIOKYMEHT

3 |pacctaHoBKa (HOpPMYJSIpOB uuTaTeseil (10 Cpokam, OJIMH 0,3
HOMepaMm, andaBuTy, mmdpaMm); paccTaHoBka| (Gopmyisap
KOHTPOJIbHBIX JIUCTKOB TOJIb30BATENICH MO0 HOMEpaM

4 |mojBeAeHUE UTOTOB PabOTHI 3a MPONICAIINI JEHb; |HA OJUH JICHb 12,0
BHECCHHE 3aITUCH B JHCBHUK/JIUCTHI ydeTa

S5 |moadop JOKYMEHTOB IO MPEIBAPUTEIBHBIM 3aKa3am OJIUH 10,0
YUTaTeNICH 1 TIaHAM YTCHHUS JTOKYMEHT

6 |TPOCMOTP HOBBIX MOCTYIUICHUW JIJISI PEKOMEHIAITUU OJIH 3,0
YUTATEIISIM JTIOKyMEHT

7 |mpocMOTp (MpoBepKa MPaBUIBHOCTH PACCTAHOBKHU)|HA OJIUH JICHb 5,0
KHHUT OTKPBITOTO JocTymna B U3

8 |mpoBepka HalW4yus ONMUCEH B YWUTAJILHOM 3ajie| Ha OJHY 60,0




HUOP HeeII0

9 [3amoJIHEHHE JIMCTOB 3a0JKEHHOCTH Ha OJIMH J€Hb 5,0

10 |mpoBepka  BBIIAHHBIX M3AAHUA MO  JUCTaM OJIMH 1,0
3a10JDKEHHOCTHU JTOKyMEHT
PaboTta ¢ oTkazamu:

11 |ydet u kiaccupuKalys OTKa30B: OTMETKA Ha JIUCTKE | OJIMH OTKa3 0,2
YUTATEIbCKOTO TPeOOBaHHUS MPUYMHBI OTKa3a

12 |mpoBeneHne MoOWCKa JOKYMEHTa, OTCYTCTBYIOIIETO OJINH 40,0
10 HEYCTAaHOBJICHHOM IIPUYNHE JIOKYMEHT

13 |paccTaHOBKa  YHMTATEIHCKHX TpeOOBaHMIA B OJIHa 0,3
KapTOTEKE "HEYIOBJIETBOPEHHBIN cripoc” KapTo4Ka

14 |anamu3 0TKa30B, COCTaBJIEHHE CBOJAKHU OTKa30B (I1O| OJHA CBOJKA 16,0
MpUYMHAM OTKa3a M MepaM WX JHUKBUAAIUA |
MpEeAYNPEXICHUS )

15 |cocraBinenne OuOIMOrpadUIECKOro ONHMCaHUS Ha oJlHa 2,4
JOKYMEHTBI, UMEIOIINE HANOOJIBIIIEE YHUCIO OTKA30B;| KapTOUKa
repeada KapTOYKH B OT/IC]T KOMIUICKTOBAHHS

16 |cocTaBieHre KapTOTEKH OTKA30B, MPOBEPKA U TIOUCK oJHa 54,0
mo QoHIy, OTMETKa B (popMylspe U B KapTOTEKE| KapTOUKa
OTKa30B IO pe3yJbTaTaM MPOBEPKHU
2.14. Ob6cnyxuBanue 10 MexOuOIMoTeyHOMYy aboHeMeHTy (MBA).

OOGcnyxuBaHHe

110

MEXIYHAPOIHOMY



MexOnomoreuHomy aboneMeHTy (MMBA)

N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma

m/ paboThI U3MEpPEHUsI | BPEMEHHU,

i MUH.

1 2 3 4
[Ipuem 3aka3oB:

1 |peructparusi aOOHEHTOB B AaBTOMAaTHU3WPOBAHHON | OJWH 3aKa3 10,0
cUCTEME

2 |mpueM 3aKa3oB OT 3apyOeXKHbIX aOOHEHTOB B| OJUH 3aKa3 50
aBTOMATHU3MPOBAHHOW CHUCTEME: pacriedaTka OaHKa-
3aKasa; mudpoBKa

3 |odopmileHHE 3aKa30B 0 IUPKYJISINH OJIVH 3aKa3 5,0

4 |mosryyeHue JIOKYMEHTOB; 00paboTka B OJUH 5,0
aBTOMATHU3UPOBAHHOW CUCTEME JOKYMEHT

5 |paboTta ¢ oTKa3aMu: U3MEHEHHUE CTaTyca B CHUCTEME,| OJMH OTKa3 3,0
yKa3aHue NPUYMHBI 0TKa3a, u3BelleHne adoOHeHTa 00
OTKaze
Brigauya 1OKyMEHTOB:

6 |odopmiieHne JOKYMEHTOB K Bbaue OJIMH 5,0
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JOKYMCHT

7 |oTmpaBKa: B3BEIIMBAaHHE OaHEpoJiel; HaAKJICUBAHUE OJINH 7,5
aJpECHON STHKCTKH M INTPHX-KOJa; MPOCTaBjCHUE| OaHIEPOJIh
neJyaTei; yrakoBka

8 |cocraBienue MEXKTYHAPOTHOTO CIMCKa (5| oMH CIIUCOK 6,0
HK3EMILISIPOB)

9 |odopmiteHHe TOKYMEHTOB JIJIsI TAMOYKHH OJINH 5,0

JTOKyMEHT

10 |cocraBiieHHEe CIIMCKAa Ha3BaHUH, OTHPABJISEMBIX | OJIUH CITMCOK 10,0
JTOKYMEHTOB

11 |paboTa ¢ 3a0JDKEHHOCTBIO: COOOIIEHHE a00OHEHTY O | OHO MHUCHhMO 5,0
3QJIep’)KKe  JIOKyMeHTa; pabora ¢ JHUCTaMU
3a10JDKEHHOCTHU
OOGcnyxuBaHue quTaTeaei 1o MBA
(MexXTyHApOIHBIN A00OHEMEHT):

12 | npuem 3aka3oB: MpocTaBiIeHUE HOMEpa OMOTUOTEKH,| OJIMH 3aKa3 5,0
KyJla HampaBIIICTCSd 3aKa3, HOMEp 3aKasa; IedyaTh
OJraHKa-3akasa

13 |oTmpaBKka 3aKa3oB B MEKyHapOIHbIe OMOIHMOTEKU OJIMH 3aKa3 7,0

14 |pabota c oTkazamMu OJIVH 3aKa3 3,0

15 |monyuenue JIOKYMEHTOB IS YUTATEIIEH: OJINH 15,0




opopMiIcCHUE KapTOUYKH, KOJHMYECTBO IOJYYCHHBIX | JTOKYMEHT
DK3EMIUISIPOB;  TMPOCTABJIICHWE JaThl  BO3BpaTa;
3aroJHEHUE ACKIapAIAN JIJIST YATATEIIS

16 |Bo3Bpar nokymeHToB U3 Y3: mpoBepka Bcex OJIVH 5,0
IYHKTOB JICKJapalliy; Iepeadya JOKYMEHTOB Ha| JOKYMEHT
OTIPABKY

17 |oTmpaBka: B3BeIIMBaHUE OaHACPOJICH; HAKICHBAHUE OJIMH 7,5
aJpPEeCHOM ATUKETKH M IITPUX-KOJAA; MpOCTaBieHUE| OaHIEpOsb
reyaTeii; yrakoBKa
OO6cnyxuBanue uyntarenei oubdamorexku no MBA:

18 | mosydenwue 3aka3a U3 YUTATBHOTO 3aJ1a OJIMH 3aKa3 3,0

19 |3amonHenune OJaHKa-3aKasa; MPOCTaBJICHUE | OJIUH OJIaHK 2,0
PETUCTPAIMOHHOTO HOMEPA, JaThl

20 |yToyHeHWEe YyKa3aHHBIX YHTATEJIEM CBEICHUU O OJINH 3,0
3aKa3aHHOM JIOKYMEHTE, IIeJIM 3alpoca, UCTOYHUKA,| JTOKYMEHT
OTKYyJa TOJIYYCHBI CBEJICHHUSI

21 |oubnuorpaduyeckas nopaboTka 3aKaza; YTOUHEHHE| OJIMH 3aKa3 20,0
Ooubnuorpauyeckux CBEACHHI; y4eT MOJyYEeHHbIX
1 OTpabOTAHHBIX TPeOOBAHUI

22 |npoBepKa HAJIUYWS 3aMpaliuBaeMoOro JOKYMEHTa B OJINH 8,0
OubmMoTeKkax ropojaa, o0JacTH, peruoHa, CTPAHbL,| JTOKYMEHT

MHpa, B TOM YHUCJIC 10 CBOJAHBIM KaTaJloraM




23

3aKa3 u3aaHus I10 BHCKTpOHHOI?I IIo4YTC, 3aIIOJIHACTCA
BHGKTpOHHBIﬁ OJaHK WIA B BUJIC ITPOMU3BOJIBHOI'O
IIMCbMa

OJIUH
JIOKYMEHT

7,0

24

3allUCh CBEJCHMI O HampaBJieHMH 3akaza 1o MBA
(HauMeHOBaHHE OMOIMOTEKH, J1aTa) Ha O0OOPOTHOM
CTOpOHE OJIaHKa-3aKasa

OJHH 3aKa3

3,0

25

rmoMeleHne Oy1aHka-3akaza B "KaproTeky 3ampocoB
yutarened mo MBA" 3a paznenurenem "3amnpocsl 1o
MFBA, HanpaBneHHble B ipyrue 0uoianorexku"

OJIH OJIaHK

1,0

26

MOJIyYeHUE JTOKYMEHTa OT YUTaTelsl B YUTAIBLHOM
3ajie; CBEpKa JIOKyMeHTa ¢ OJaHKOM 3akasa,
IIPOBEpPKA COXPAHHOCTH JOKYMEHTA, BHECEHUE
OTMETKHM O I€pelaye B COOTBETCTBYIOIIMN OTIEN B
KHUIE€  PErucTpalyy; TOJy4YEeHHE JTOKYMEHTA,
npucianHoro nmo MBA; pacrneuatka OaHzepoiu,
IIPOBEPKA COCTOSIHMSI JOKYMEHTa, OTMETKa JaThbl
MOJIyYeHUs] M Ha3BaHWUsI OWOIMOTEKH, BBICIABIICH
JOKYMEHT, UHBEHTApPHOTO HOMEDA, CpOKa
MOJIb30BAHUS; [EepPEecCTaHOBKAa OJaHKa-3aKaza H3
pazgena  kaproreku  "3ampocel no  MBA,
HarpaBJeHHbIE B Apyrue OuOIMoTeKu" B pasnen
"[Tomyuennsie no MBA n3nanus”

OJIH
JOKYMEHT

50

27

BbIJIaya NOJIy4eHHbIX 10 MBA u3 uuTaneHOrO 3ana;
CBEpPKa BBIAABAEMOIO JIOKYMEHTa C OJaHKOM-
3aKa30M; IIPOBEPKA HAJIWYMUA CTPAHUL[ U COCTOSHMS

OJVH
JTOKYMEHT

1,0




JOKYMCHTA; OTMCTKA BbIAa9H1

28 |mepenava U3gaHUs IMOCIE BO3BpaTa U3 YUTAIBHOTO OJTHO 5,0
3aJ1a Ha MUKpoduiIbMupoBaHue (M/(]) U3/1aHuE

29 |BO3BpaT WU3JAHUSA TOCIIEe MHUKPO(UIBMUPOBAHUS, OJTHO 5,0
npocTasiieHue mudpa M/ W31aHue

30 |moATOTOBKA K OTMPABKE JOKYMEHTOB B OMOJIMOTEKY-| OJIMH 3aKa3 12,0
(dhoH0AEp)KATENb 3aKA3HOW OaHAEPOJIbIO; YIIaKOBKA
OaHmeposd, B3BEIIMBAHUE €€, HAKICHBAHUE MApPKH
(eci HET IIEHTPATM30BAHHON OILJIATHI TIEPECHIIKH);
HAIMCAaHKE aJpeca, COCTABICHHUE OTHICH

31 [paboTta ¢ oOTKazamMu - TIPH TIOJIYYCHUH OT| OJIMH 3aKa3 6,0
OoubnnoTeku-QoHI0ACpKATENISI  W3BELICHUST 00
OTKa3e WJIM 3aJePKKE BBITIOJIHCHHUS 3ampoca:
yCTaHOBKa OJlaHKa 3aKa3a ¢ yYKa3aHWEM TPUYUHBI U
naThl OTKa3a B kaproreky "Otka3bl mo MBA"

32 |cooOmieHue B OTAEN OOCITY)XKMBaHUS O TOJYYCHUH | OIWH OTKa3 2,0
oTKa3a (JaTa, MpuYNHa)
O6cnyxuBanue aboHeHTOB 110 MBA:

33 |monydyeHue 3aka3a: abOHEHT OOpaTWJICA B TEKYIIEM | OJHMH OTKa3 0,5
rojly BIIEPBBIC: MPOCTABIICHHE B KApPTOUKE TOja
oOpallieHus1, 1aThl

34 |opopmnenue aboHeHTa (opraHu3alys paHee He OJIUH 12,0
a0OHMpOBaNach):  perucrpanus  aOoHeHTa  B| aOOHEHT




aBTOMaTHSHpOBaHHOﬁ CHCTCMC, 3aKJIIOYCHHC
A0roBopa; CoriiaCoBaHmuc ¢ OPpUANICCKHUM OTACIIOM

35 |paccTaHOBKA  PETHCTPAIlMOHHBIX  KapTOYeK B 0JTHa 8,0
KapTOTEKe KapTo4Ka

36 |moctaBka TpeOOBaHWA B  CIEHAIM3UPOBAHHBIC OJHO 10,0
boHabI TpeboBaHMe

37 | mocTaBka 5| BO3BpaT JIOKYMEHTOB B OJINH 10,0
CHeIMaIn3upOBaHHBIC (DOHTBI JTOKyMEHT

38 |mudpoBKka 3aka30B aOOHEHTOB, IMOJA0Op OJIAHKOB-| OJWH 3aKa3 4,0
3aKa30B 10  andaBuUTy, MpoOBEpKa  HAJTUIHSA
JOKYMEHTa 10 KaTaJloTy

39 |oTmpaBKa  JIOKyMeHTa  aOOHEHTaM:  yMaKOBKa| OJWH 3aKa3 12,0
OaHzeposid, B3BCIIMBaHWE, HAKJICHMBAHUEC MAapKH,
HaIMCcaHue aapeca; COCTaBJICHUE OTIUCH,
TPaHCIIOPTUPOBKA B TPYIITY OTIPABKH

40 |oubnuorpaduyeckas m0pabOTKa HEBBINIOJHEHHBIX | OJWH 3aKa3 20,0

3aKa30B; yTOUHEHHE OnOIuorpaduyecKux CBEIACHUMN
MO0 CHPAaBOYHBIM M3IAAHUSM; y4YeT MOJYYCHHBIX U
OTpabOTaHHBIX 3aKa30B

2.15. Pabota ¢ nocTosiHHOM 3Kkcno3uiei My3es KHUTH

Tabmuma 37



TaOmuma 38

N HaumenoBanwme mporiecca, onepamuu. CocTas Enunnna Hopwma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
b MUH.
1 2 3 4
1 |peskcno3uius (KOPPEKTUPOBKA pa3ieIOB TEMATHUKO- OJIMH 96,0
HKCIIO3UIIMOHHOTO TUIaHA, BBISBICEHWE MaTEpHUAJIOB| JKCIIOHAT
JUTSL OKCTIOHUPOBAHUS, TI0100D)
2 |3aMeHa OTAENBHBIX OSKCIOHATOB TIO YCJIOBHSIM OJINH 80,0
XpaHeHus (BbIBICHHUE, OTOOD) AKCIIOHAT
3 |MOHTaX, JEMOHTAX OJIMH 24,0
AKCIIOHAT
4 | aHHOTHUPOBAHWE HOBBIX IKCIIOHATOB OJIMH 12,0
AKCIIOHAT
5 |pemakTupoBaHMe W 3aMeHa (TIe4aTh, OGHOPMIICHHE) OJTUH 18,0
aHHOTAIIMM U SKCIUTUKAIMU B DKCIIO3UIIMU HKCIIOHAT
[Tpumedanue: pabOTHI OIMUCHIBAIOT KOMITJICKTOBAaHHE, YUET, COXPAHHOCTh HEKHMKHBIX MaTepruanioB My3est KHUTH.
2.16. CnpaBounas u nHdopMalroHHas paborta
N HaunmenoBanue nporuecca, onepannu. Cocta Enununa Hopma




/ paboThI U3MEPEHUs | BPEMCHH,
b MUH.
1 2 3 4
Y4eT TOCTYyNUBIIMX  BTOPUYHBIX  JIOKYMEHTOB
(kapToyeK):

1 |BbIsIBIIEHWE HEBBIMIOJHEHHBIX 3aKa30B; COCTaBJICHUE| Ha OJHY 840,0
3asIBKY Ha HEBBITTOJTHCHHBIC 3aKa3bl HE/IEITI0
Opranuzanus CIpaBOYHO-OUOIMOTpadUIECKOTO
anmapata (CBbA):

2 |cocraBieHue OnonuorpaduIecKom 3ammucu OJIMH 2,3

JIOKyMEHT
[Ipocmotp u otbop kaprouek B CBA B wmenmsax
U3BATHS WK NIepeMEIICHUS (BTOPUUHBIA OTOOD):

3 |M3BATHE W3 KaTaJOrOB M KapTOTEK KAapTOYEK Ha OJTHO 1,0

JOKYMEHTBI, CHHUCaHHbIe ©3 (OHAA, MPOCMOTP| HA3BaHUE

KpAaeBEIYECKHX, oubnuorpaduyeckux U
(dakTorpaduyeckux KapTOTEK; HU3BITUE U3 HUX
KapTOYeK Ha JOKYMEHTHI, MOTEPSBIINE IIEHHOCTD,
MepeBeICHUE KapTOUYKHM B apXHUBHBIE KapTOTEKH
(YHMUYTOXKEHHE); BHECEHHUE OTMETKH B JKypHaje
y4yeTa U PETUCTPALIMOHHOW KapTOTEKE; U3bITUE U3
KaTaJoroB M KapTOTEK KapTOYeK Ha JOKYMEHTHI,
criucaHHble u3 GoHAa




Opranuzanus KapTOTEKH NEpCOHANMNI u
TEMAaTHUYECKOU KaPTOTEKU:

ONpENENICHUE U  COCTaBJICHUE [MEpPEeuHs  JIMIL,
CBEICHMSI O KOTOPBIX OTPAXArOTCSI B KapTOTEKE;
IPOCMOTP MH(OPMALMOHHBIX M3JaHUH, NEPBUYHBIX
JOKYMEHTOB, OTOOp JOKYMEHTOB JJisl BKJIIOUECHHS B
KapTOTEKY; COCTaBJICHUE aHAJINTUYECKOTO
AHHOTHPOBAHHOTO OHUOIMOrpauyYecKOro ONUCAHUS
JOKYyMEHTa

OJlHa
KapTOTEKa

15,0

MPOCTABJIICHUE  KBAIU(PUKAIUOHHBIX  MHJECKCOB,
noadoOp KapTouek Mo uHAeKkcaMm (andaButry) u
paccTaHOBKA KapTOYKH B MH(DOPMAIMOHHBIA MAaCcCUB

OJHa
KapTOTCKa

4,0

TeXHUYECKass M  cojepkareiabHas  oOpaboTka
JOKYMEHTOB  JUIsl  BKJIIOYEHUS B  KapTOTEKY;
paccTaHOBKAa KapTOUKH 10 andaButy damuini
aBTOPOB U IO BUJaM JIOKYMEHTOB

OJVH
JOKYMEHT

3,0

TEXHUYECKOE PEHAKTUPOBAHUE KApPTOTEK: IIPOBEPKA
COOTBETCTBUS CTPYKTYPBHlI, COAEPIKAHUS 151
opopMIeHUSI  KApTOYeK B  COOTBETCTBHUH  C
TpeOOBaHUSIMU JAHHON KApTOTEKH; 3aMEHa BETXHX
KapTOYEK U pa3feauTeeu

OJIHa
KapTouYKa

2,0

2.17. DkCKypCUOHHAs JESITEIbHOCTD

Tabmura 39



N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
b MUH.
1 2 3 4
DKCKypCHs IO SKCIIO3UIUU MY3€sl KHUTU:
1 |oG30pHas FKCKypCHs oJlHa 60,0
IKCKYPCHS
2 [9KCKYypCHS C IMOJ00POM U MTOKa30M KHUT oJHa 300,0
AKCKYpCHUS
2.18. IIpoekt "AnTunnaruatr"
N HaumenoBanue npornecca, onepaiuu. Cocrtas Ennaura Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
| MUH.
1 2 3 4
OdopmiieHre W y4eT MOKYMEHTOB ISl OKa3aHUS
YCIIyT:
1 |monydeHue u MpoBEpKa JOTOBOPOB, 3aKIFOYEHHBIX C OJIVH 60,0

(bU3MYECKUMHU JIMIIAMHU, YUTATeIsIMU OMOJIMOTEKH,

AOKYMCHT

Taomura 40



I10 OKa3aHHIO YCIYI', CBA3AHHLIX C HCIIOJIb30BAHUCM

ANEKTPOHHBIX pecypcoB (OP) U 3IeKTpOHHBIX
oubmuotex (Ob)

BBITPYy3Ka  peecTpa U3  aBTOMATU3UPOBAHHOW | OJUH peecTp 15,0
CUCTEMBI 1O  C(OPMHUPOBAHHBIM  JIOTOBOpAM,

3aKIIFOYEHHBIM c buznuecKuMu JUIaMH,

yuTaTeNsIMu OUOJIMOTEKH, IO OKa3aHWIO0 YCIYT,

CBSI3aHHBIX C UCMOJIb30BaHueM DP u Db

CBEpKa [aHHBIX [0 TMOCTYNHUBIIMM JIOTOBOpPAM,| OJIHA CBEPKA 40,0
3aKIIFOYECHHBIM c buznuecKuMu JUIaMH,

YUTATeSIMU  OMOJIMOTEKH, TIO OKAa3aHWIO YCIYT,

CBSI3aHHBIX C Hcmojp3oBanueM OP m Db, ¢

peecTpoM, BBITPYKEHHBIM W3 aBTOMATHU3UPOBAHHOM

CUCTEMBI

MpueM 3adBKH OT IOPUAMYECKOTO JIMIla Ha OJINH 15,0
3aKJIFOYEHHE JIOTOBOpa MO OKAa3aHUI0  yCIYT,| JHOKYMEHT
CBSI3aHHBIX C UCIOIb30BaHUuEM DP u Db

MOATOTOBKA TEKCTa JOTOBOpa MO OKA3aHUIO YCIYT, OJIH 15,0
CBSI3aHHBIX C UCIOIb30BaHuEM DP u Db JOKYMEHT
COTJIaCOBaHWE JIOTOBOpa IO OKa3aHUIO YCIYT, OJIH 300,0
CBSI3AHHEIX C UcnoJib30BanueM DP u Ob JIOKYMEHT
perucTpaius J0ToBOopa IO OKa3aHWIO  YCHYT, OJIH 60,0

CBSI3aHHBIX C UCIOJIb30BanueM DP u Db

JTOKYMEHT




8 [3amonHeHHWe  TpeOOBaHMS Ha  odopmiieHue OJIUH 30,0
(hMHAHCOBOTO JOKYMEHTAa K JOTOBOPY IO OKA3aHUIO | JTOKYMEHT
YCIIYT, CBSI3aHHBIX C UCIOIb30BaHueM DP u Db

9 |mpoBepka odopMiieHHOTO (PMHAHCOBOTO JIOKYMEHTA OJIVH 15,0
K JOTOBOpPY Ha OKa3aHWE YCIyr, CBA3AHHBIX C| JTOKYMEHT
ucnoas3oBanueM OP u Ob

10 |\moamucaHne JOKYMEHTa II0 OKa3aHUI0  YCIHYT, OJIMH 960,0
CBSI3aHHBIX ¢ UcnoJib3oBaHueM OP u Db JIOKYMEHT

11 |BHeceHHE B peecTpbl ydyeTa MEPBUYHBIX JAHHBIX O OJIUH 30,0
JOTOBOPE 0 OKa3aHWIO YCAYT, CBS3aHHBIX C| JTOKYMEHT
ucnoas3oBanueM OP u Ob

12 |ckanmpoBanue 0o(OpPMIEHHOTO JTOKyMEHTa Ha OJINH 30,0
OKAa3aHUE YCIYT, CBSI3aHHBIX C MCIOJb30BaHUEM OP| HOKyMEHT
u Ob

13 |oTpaBka MO SJIEKTPOHHOW TMOYTE HOPUIUYECKOMY OJIHO 40,0
JUIy CKaHMPOBAHHOW KOMWW JIOKyMEHTa Ha| COOOIIeHUE
OKa3aHHE YCIYT, CBS3aHHBIX C MCIOJb30BaHUEM OP
u Ob

14 |{moaroroBka TEKCTa JIOKYMEHTa O BHECCHHH OJIUH 60,0
W3MEHEHUW B 3aKJIIOYECHHBIM JIOTOBOP HA OKAa3aHWE| JOKYMEHT
YCIIyT, CBA3aHHBIX C UCTOIb30BaHueM JP u Ob

15 |moaroToBka TEKCTa IICHOBOTO TIPEIJIOKECHUS Ha OJIUH 60,0

OKa3aHUE YCIYT, CBSA3aHHBIX C KCIMOJb30BaHUEM OP

JOKYMEHT




u Ob

16 |moaroTroBka TEKCTa akTa K JOTOBOPY OO0 OKazaHUHU OJINH 60,0
YCIIyT, CBSI3aHHBIX C UCIOIb30BanueM DP u Ob JTIOKYMEHT

17 |mpoBepka maHHBIX Ha OQUIMAIBHOM  CcaiTe oJlHa 20,0
rOCYIapCTBEHHBIX 3aKYIOK O MPOBEJACHUU TOPTOBOM |  3aKyIlKa
3aKyNKA Ha OKa3aHWE YCIyr, CBA3aHHBIX C
ucnoas3oBanueM OP u Ob

18 |coxpaHneHue AOKyMEHTAIMH ¢ OQUIIMANTBHOTO caiiTa| OIuH (Qailn 15,0
TrOCYJapCTBEHHBIX  3aKyHMOK 10  OOBSBICHHOMN
TOPTOBOM 3aKylKe Ha OKa3aHWE YCIYT, CBSI3aHHBIX C
rcnoJib3oBanuem OP u Db

19 |mpoBepka OOKyMEHTAIlMd TOPTOBOW 3aKylmKd Ha OJIUH 40,0
OKAa3aHUE YCIYT, CBSI3aHHBIX C MCIOJb30BaHUEM OP| HOKyMEHT
u Ob

20 |moaroToBKa 3asBKU JUIS y49acTHUsS B OOBSBICHHOM | OJIHA 3asBKa 150,0
TOProBOM  3aKynmke Ha O(QUUUAIBLHOM  CcalTe
TOCYAapCTBCHHBIX 3aKyNMOK IO OKa3aHWUI0 YCHYT,
CBSI3aHHBIX C UCMOJIb30BaHueM OP u Db

21 |Bu3upoBaHWE  3asABKM B COOTBETCTBHH  C OJIUH 360,0
periaMeHToOM OMOIHOTEeKH JIOKYMEHT

22 |IOATOTOBKA TEKCTa OTOBOpA NIt O(OPMIICHUS IO OJIH 70,0
OKOHYAHHMIO TOPTOBOW 3aKyNmKU Ha OQUIIUATBEHOM | TOKYMEHT

caute roCyaapCTBCHHBIX 3aKYyIIOK II0 OKa3aHHWIO




yCIIyT, CBSI3aHHBIX C KUCIOIb30BanueM DP u Ob

23 |pa3mernieHrde 3asBKM  Ha OQUIMAIBPHOM CcalTe| OJiHA 3asBKa 40,0
roCyJapCTBEHHBIX 3aKYITOK

24 |yyacThe B TOProBOW 3aKynke Ha OQHUIUATBHOM oJlHa 120,0
caliTe TOCYNapCTBEHHBIX 3aKyMOK TO PETJaMeHTy| 3aKyIlKa
AIICKTPOHHOM TIJIOIIAIKK

25 |TTOATOTOBKA TEKCTOB JOKYMEHTOB B COOTBETCTBUU C OJINH 360,0
TpeOOBAaHUAMHU PETJIAMEHTA TIPOBEICHUS TOPTOBOM | JOKYMEHT
3aKyMKA 110 OKa3aHWUIO YCIYT, CBS3aHHBIX C
ucnoiir3oBanueM OP u Ob

26 | hopmupoBaHme [UTATEXKHOTO JTOKyMEHTa B OJINH 30,0
OyXrajaTepcKkod mporpamMmMe 1O TpPeOOBAHUIO HA| JTOKYMEHT
odopmiieHHE (PUHAHCOBOTO JOKYMEHTa K JOTOBOPY
M0 OKAa3aHUIO YCIYT, CBA3aHHBIX C MCIOJIb30BAaHUEM
OP u Db

27 |BBIBOJ Ha TI€YaTh W3 OYXTaJITEPCKOH MPOTPaMMBbI OJTVH 7,0
c(hOpPMHPOBAHHOTO TIATSIKHOTO JJOKYMEHTA JTOKYMEHT

28 |mepemava TMakeTa TUIATEKHBIX JIOKYMEHTOB Ha| OJHMH IMaKeT 30,0
MO/IMKICAHNE B OyXTaaTepuro

29 |bopMupoBaHHE €XKETHEBHOTO OTYETa O pabOTE IO OJIUH 60,0
MPOEKTY ¥ BBHINIOJIHEHUHM YCIYT, CBS3aHHBIX C| JOKYMEHT
ncnoab3zoBanuem OP u Ob

30 [KOHTPOJIb CPOKOB BBIMOJIHEHHS YCIIYT, CBSI3aHHBIX C OJIVH 30,0




ucnoib3oBanueM DP u Db JIOKYMEHT

31 |KOHTPOJb HCMOMHEHUs] (PMHAHCOBBIX 00S3aTEIHCTB OJINH 30,0
0 JOTOBOPY Ha OKa3aHWE YCIyT, CBSA3aHHBIX C| JOKYMEHT
ucnoib3oBanueM DP u Db

32 |cBepKa HCIIOTHEHUS 00S3aTENBCTB 0 3aKITIOYECHHBIM OJINH 60,0
JOTOBOpaM Ha OKa3aHHWE YCIYr, CBS3aHHBIX C| JOKYMEHT
ucnoiirzoBanueM OP u Ob

33 |KOppeKTUpOBKa JaHHBIX B peecTpax ydera o0 OJIMH 40,0
WCIIOJTHCHWHM yCIIOBUM JOTOBOpAa TIO OKA3aHHIO| JTOKYMEHT
YCIyT, CBA3aHHBIX C UCIOIb30BanueM DP u Ob

34 |HampaBieHUE IOPUIUIECKOMY JIUILy COOOIICHHS II0 OJTHO 30,0
ANIEKTPOHHOM TouTe€ 00 HCIOMHEHUH YCJIOBHUM| COOOIICHHE
JIOTOBOpAa TI0 OKa3aHWIO YCAYT, CBS3aHHBIX C
ucnoiis3oBanueM OP u Ob

35 |popmupoBanue MMaKeTa JIOKYMEHTOB IUIS| OOWH IaKeT 40,0
HalpaBJCHUS OPUIUYCCKOMY JIMIY TTOYTOBBIM
OTIpaBIICHUEM

36 |BBIJIaua OPHUTMHAJIOB 3aKIIOUCHHH M KOMIUICKTOB OJINH 60,0
JIOKyMEHTOB 3aKa34MKaM Ha PyKH JTIOKyMEHT

37 |TOATOTOBKA KOMIUIEKTa JOKYMEHTOB IO JIOTOBOpam OJINH 60,0
C TIIOJIHOCTBIO BBINIOJHEHHBIMA 00A3aTEbCTBAMU | KOMIUIEKT

OKa3aHMsl YCIIyT, CBSI3aHHBIX C MCIOJIb30BaHUEM OP
u Ob, nia nepenaun B OyxXrantepuio




38

COCTaBJICHHE pEeCcTpa KOMILJIEKTOB JIOKYMEHTOB,
XpaHsAIIMXCSd B apXWBe W/WJIM TEepellaBaeMbIX B
OyXxraiateputo

OJIUH PEECTP

60,0

39 [cocTaBineHue W OoQOpMIICHHE apXWUBHOM IIalKH | OJHA Iarka 30,0
OpUTHHAJIOB IOKYMEHTOB

40 | co3manue apXUBHOU 3JIEKTPOHHOM KOIINH OJIMH 40,0
JOKYMEHTOB ~ C  TIOJIHOCTBIO  BBIMIOJHEHHBIMHU | JTIOKYMEHT
00s3aTEIbCTBAMU  OKa3aHUsSl yYCIYT, CBSI3aHHBIX C
ucrionibzoBanueM OP u Db, mnepemaBaeMbIX B
OyXTanTepuo

41 |mepemavya JOKYMEHTOB B OyXTaJITEpPHIO 1O PEECTPy | OIAMH PEECTP 40,0
KOMILJIEKTOB TOKYMEHTOB

42 | bopMupOBaHHE OTYETOB O pe3ylbTaTax paboThl MO OJINH 1200,0
OpPOEKTy  OKa3aHWs  YCIyI,  CBS3aHHBIX  C| JIOKyMEHT
ucnoas3oBanueM OP n Ob
NudopmanmonHas moanepkKa IOJIb30BaTENeH 110
OKa3aHUIO YCIIYT, CBA3aHHBIX C UCMOJIb30BaHUEM DP
u Ob:

43 | TeneoHHBIE KOHCYIBTAIlMM MO OKA3aHUIO YCIYT,| OJMH 3BOHOK 40,0
CBSI3aHHBIX C HcHojJb30BaHueM OP u Ob, mig
IOPUINICCKUAX U (PU3HUCCKUX JTUI]

44 |cocrTaBiieHME COOOIIEHHWA B OTBET Ha BXOIALINE OJTHO 180,0
AJIIEKTPOHHBIE THChbMAa IO  OKA3aHUIO  YCIYT,| COOOIIEHHE




CBSI3aHHBIX C UCIIOJIb30BaHueM OP u Db

45 | popMupoBaHUEe CMHUCKA KJIWEHTOB JUIS IPOBEACHUS OJIHA 1920,0
MacCOBOM pACCBUIKM I10 JJICKTPOHHOM TIMOYTe IO| pacchUIKa
IPOCKTY  OKa3aHus  yCIHYT, CBSI3aHHBIX C
ncnoab3zoBanuem OP u Ob

46 |moAroTOBKA JTOKYMEHTOB JJIsl IIPOBEICHUS MAaCCOBOM oJlHa 600,0
PACCBUIKU 110 MPOEKTY OKa3aHHUs YCIYT, CBSI3aHHBIX| pacChlIKa
¢ ucnoJjipzoBanueM DP u Ob

47 |mpoBeJieHHE MAacCOBOM pPAaCCBUIKM IO MPOEKTY oJlHa 90,0
OKa3aHWs YCIyT, CBSI3aHHBIX C MCIOJIb30oBaHUEM DP| pacchiika
u Db
Ocy1ecTBICGHUE YCIIYTH TIPEIOCTABICHUS TOCTYIIAa K
9P u Ob:

48 |peructpanisi HOBBIX/aKTHUBAIIM/ICaKTUBAIIMS paHee | OJIHA 3aIUCh 30,0
paboTaromux OPUINISCKUX/PU3UICCKUX JIUI[ B
aBTOMATU3UPOBAHHOW CUCTEME

49 | hbopmupoBaHue COOOIICHHS IIPEJCTABUTEITIO OJTHO 30,0
IOPUJIMYECKOTO JIMIIA C JAHHBIMH IS aKTUBAIMH | COOOIICHHE
noctymna k 9P u Ob

50 |KOHTpOJIb 3a OKa3aHWEM YCIYT, CBSI3aHHBIX C OJTHO 60,0
ucnons3oBanueM OP u OB, nis OpuanYecKuX U | IOPHUIHYECKO
dbm3nyeckux auil ¢ OP u Db, BKIoyas MOHUTOPHUHT | ¢/(hU3UIeCKO
HapYIIEHUS MTPaBUJI OKa3aHUS YCIIYT € JINIO




51 |KOppeKTUPOBKA JIaHHBIX O HOPUAMYECKUX JIUIAX B| OJHA 3aMKCh 30,0
ABTOMATU3UPOBAHHOU CUCTEME

52 |BHeCeHHE M3MEHEHUN B CIHMCOK IOPHUIAMYECKUX JIUII, | OJHA 3aMHCh 30,0
pa3MEIICHHBINA Ha CaiTe MPOEKTa
OcyIecTBICHHE YCIYTH TPOBEPKH TEKCTOBOTO
JOKyMEHTa Ha HaJIW4Me 3aUMCTBOBAHMHA U3
JIOKyMEHTOB B cocTaBe Ob:

53 |BHECeHHE B peecTp ydeTa NEPBHYHBIX JAHHBIX O OJIUH 15,0
MOCTYNHUBIIEM JOKYMEHTE Ha OKa3aHUE YCIYTH| TOKYMEHT
MPOBEPKH TEKCTOBOTO JOKYMEHTa Ha HAIAYUE
3aMMCTBOBAHUU U3 JOKYMEHTOB B cocTaBe Db

54 | KOppEKTUPOBKA JAHHBIX B peecTpe ydyeTa 00 3Tamax OJIUH 15,0
BBITIOJTHCHHS 3aKa3a M0 OKA3aHHIO YCIYTH MPOBEPKU | JTOKYMEHT
TEKCTOBOTO JOKYMCHTa Ha HAJMYHE 3aMMCTBOBAHUH
13 JOKYMEHTOB B cocTaBe Ob

55 |pacmpeneneHue JTOKYMEHTOB IO DJKCIEpTaMm st OJIVH 40,0
OKa3aHMs YCIYTH MPOBEPKH TEKCTOBOTO JOKYMEHTAa| JTOKYMEHT
Ha HaJU4YWe 3auMCTBOBAHMH W3 JOKYMCHTOB B
cocrase Ob

56 |mepemaua JOKyMEHTa OKCIEPTy IJIsi OKa3aHUs OJIMH 15,0
YCIIYTH  TIPOBEPKHM TEKCTOBOTO JIOKYMEHTAa Ha| JOKYMEHT

HAJINYME 3aUMCTBOBAHUU U3 JTOKYMEHTOB B COCTaBE
Ob




57 |monydyeHue U oOpabOTKa PKCIEPTOM JOKYMEHTa Ha OJIUH 40,0
OKa3aHUE yCIyTU MPOBEPKH TEKCTOBOTO JOKYMEHTAa| JOKYMEHT
Ha HaJU4YWe 3auMCTBOBAHMM W3 JOKYMEHTOB B
cocrase Ob

58 |u3yyeHue - IKCIEPTOM  CTPYKTYpbI,  COCTaBa, OJIVH 180,0
colepKaHUsl JOKyMEHTa JUId OKa3aHUs YCIYTH| JTOKYMEHT
MPOBEPKM TEKCTOBOTO JOKYMEHTa Ha HaJIudue
3aMMCTBOBAHUU U3 JOKYMEHTOB B cocTaBe Db

59 |mpoBepka JKCHEPTOM JOKyMEHTa Ha HaJIUYUe OJIVH 180,0
MIPUEMOB, TIPETATCTBYIOIINX PACIIO3HABAHUIO TEKCTA| JTOKYMEHT
aBTOMATU3UPOBAHHOM  CHUCTEMONM U  OKa3aHUIO
YCIYyTH TIPOBEPKHM TEKCTOBOTO JIOKYMEHTa Ha
HAJIMYUe 3aMMCTBOBAHUI M3 JOKYMEHTOB B COCTaBe
Ob

60 |mpoBeneHHE OKCHEPTOM TEPBUYHONW  MPOBEPKHU OJIMH 60,0
JOKyMEHTa C UCIIOJIb30BAaHUEM | JIOKYMEHT
aBTOMATU3UPOBAHHON CUCTEMBI

61 |0O6paboTKa SKCIEPTOM OTYETa AaBTOMATHU3HPOBAHHOMN OJIH 480,0
CUCTEMBI O TMEPBUYHON TMPOBEPKE JOKYMEHTa C| TOKYMEHT
EJTBI0 NCKITFOUCHHSI KOPPEKTHBIX 3aUMCTBOBAHHIM

62 |aHamM3 SKCHEPTOM HEKOPPEKTHBIX 3aMMCTBOBAHUM, OJIVH 600,0
0OHapYy>KCHHBIX B JIOKYMEHTE JTIOKyMEHT

63 |aHanM3 crpaBOYHO-OMOIMOTpaUUIEcCKOro arrmapara OJIH 480,0
JOKYMEHTa,  BKJIOYas  CBEPKY  HCTOYHHUKOB,| JTOKYMEHT




YKa3aHHBIX B CIIMCKC JIUTCPATYPhI

64 | popmupoBaHUE TEKCTa IKCIIEPTHOTO 3aKITFOUYEHUS 110 OJIVH 120,0
UTOTY MPOBEICHHON MPOBEPKU JOKYMEHTA C YI€TOM | JOKYMEHT
JaHHBIX OTYETa aBTOMATU3UPOBAHHON CHCTEMBI

65 |mpoBepka TEKCTa 3aKIIOUEHUS HA  MpPEaMeT OJTUH 15,0
COOTBETCTBHUSl YCTAHOBJIEHHBIM TpPEOOBAHMSIM K| JTOKYMEHT
pe3yNbTaTy OKa3aHUs yCIyTU MPOBEPKU TEKCTOBOTO
JOKyMEHTa Ha HaJIWM4YMe 3aUMCTBOBAaHMHA U3
JIOKYMEHTOB B cocTaBe Db

66 |aHamm3  coiep)KaHWUS ~ pPE3yJbTATOB  IMPOBEPKH, OJIUH 60,0
YKa3aHHBIX B  3aKJIIOYEHUH, KOPPEKTHUPOBKA| JTOKYMEHT
(bopMyTUPOBOK

67 |BBIBOJ HA TIEYaTh UTOTOBOM (POPMBI 3aKITFOUCHHUS 10 OJINH 15,0
pe3ynbTaTy MPOBEICHHON MPOBEPKH TOKYMEHTa C| JOKYMEHT
Y4eTOM JaHHBIX OTYETa aBTOMATH3MPOBAHHOMN
CUCTEMBI

68 | moanucanue 3aKIIF0UYEHUS OJINH 240,0

JTOKYMEHT
69 |ckanupoBaHue 0HOPMICHHOTO 3aKITFOYCHUS OJIUH 30,0
JTIOKyMEHT

70 |[KOppEeKTUpPOBKAa B peecTpax ydeTa JaHHBIX O OJIH 40,0

BBITIOJIHEHUH  00S3aTeNIbCTB 10  JIOTOBOPY M| JTOKYMEHT

OKa3aHUIO YCIYI'M IMPOBEPKHU TCKCTOBOI'O JOKYMCHTA




Ha HaJlW4Me 3aMMCTBOBAHMM U3 JIOKYMEHTOB B
coctase Db

71 |cocTaBiieHME JOIOJHEHUS K 3aKJIOYEHUIO 110 | OHO ITHCHMO 120,0
pe3ynbTaTy  OKa3aHUsS  IPOBEPKH  TEKCTOBOTO
JTOKYMEHTa Ha HaJIMYME 3aMMCTBOBAaHUH U3
JIOKYMEHTOB B cocTaBe Db

72 [cOop m o00paboTKa CTAaTHCTHYECKUX JIAaHHBIX II0| ojuH 3ampoc | 240,0
73 |mpoekTaM ¢ ucnoiib3oBanuem OP u Db

74 | mpoBeaeHME MPOBEPKU KauecTBa ¢aitnos B Ob oJluH (aiin 40,0

75 [3arpy3ka (QainoB mis  BkiIodeHus B Db c¢| omuH daiin 30,0
MIPOCTAaHOBKOW MPHU3HAKA JOCTYyIa

76 |pe3epBHOE KonupoBaHue QaitioB Db OJIHO 60,0
KOMMPOBaHUE

2.19. OkazaHue yclyr yJajJeHHbIM IOJIb30BaTEIsIM, B TOM YMCJIE YUTATENISIM OMOJMOTEKH, MOCPEICTBOM OHJIANHOBBIX
aBTOMaTH3upoBaHHbIX cepBUCOB (ONAC)

Tabmauma 41
N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
I MUH.

1 2 3 4




1 |tenedoHHBIC KOHCYJIbTALIMM IO OPraHU3AIMOHHBIM | OJIMH 3BOHOK 30,0
BorpocaM OGOPMIICHUS U TPEIOCTABICHHUS YCIYT
yepe3 OnAC

2 |cocTaBjieHUE COOOIIEHUM B OTBET Ha SJIEKTPOHHBIC OJTHO 180,0
nucbMa noJibzoBateneid OnAC CoO0IIIeHrE

3 |mepeHampaBieHHE COOOIICHUI B MOJpa3zelieHue, OJIHO 15,0
OTBETCTBEHHOE 3a OKa3aHHWE KOHKPETHON YCIYTH B| COOOIIEHHE
OnAC

4 |KOHTpONIb M OO0pabOTKa MONYyYEHHBIX 3aKa30B B| OJWH 3aKa3 20,0
OaAC

5 |mpoBepka 3akazoB B OnAC Ha COOTBETCTBHE| OJUH 3aKa3 30,0
MpaBujIaM NPEIOCTaBICHUS YCIyT

6 |KOHTpPOJIb 3a TMOCTYIUICHHSIMH  CpPEICTB IO | OJIHA yCIIyra 60,0
oriadyeHHbIM 3akazaM B OnAC

7 |KOppEeKTHUPOBKA CTaTyca 3aKa3a, 3aKphITHE 3aKa30B OJIMH 3aKa3 30,0

8 |MOArOoTOBKAa aKTa CBEPKU 3a OTYETHBIA TMEPUOJ] O OJINH 60,0
MOCTYIICHUSX CPEJCTB 10 OTUTAYEHHBIM 3aKa3aM B| JOKYMEHT
OaAC

9 |moamnucaHue CBOAHBIX OTYETHBIX IOKYMEHTOB OJIMH 300,0

JTOKYMEHT
10 | bopmupoBanue nakeTa JIOKYMEHTOB IUIsl| OAWH MaKeT 30,0

HalpaBJICHUA ITIOYTOBBIM OTIIPABJICHUCM




11 |popMupoBaHHEe €XKETHEBHOTO OTYETa O HOBBIX| OJUH OTYET 60,0
3aKa3ax U BbINOJHEHUH yciayT B OnAC

12 |popMupoBaHHE HTOTOBBIX OTYETOB O pe3yinbTaTax| omauu otder | 1500,0
paboThl MO MPOEKTY, C ACTaTU3alMel MO KaXI0i
OTJ/ICJIBHOM yCIIyTe
Perucrtpanus monap3oBaTesieil B peKUME OHJIANH:

13 |mpoBepka 3amucy moJIb30BaTeNsl B OMOIMOTEKY OJINH 1,0

IIOJIL30BATEI
b

14 |o6pabotka u BBOA (amMuIUMU, HMEHH, OTYECTBA OJIMH 2,5

MTOJTB30BATEIS M aJIpeca €ro AJICKTPOHHOM IMOYTHI AIEKTPOHHBI
i hopmymsip

15 |cocraBiieHMe THMCbMa C YKa3aHWEM JIOTHHA | OJTHO 2,5
CTCHEPUPOBAHHOTO CHCTEMOU TIapoJIsl, | AJCKTPOHHOE
MPUKPEIUICHUE  WHCTPYKIIMM  TIOJB30BaHUS | MMHUCHMO
OTIIPABKa €T0 1O JIEKTPOHHOU MOYTE IMOIH30BATEITIO
OO0cyXMBaHUE TTOJIH30BATENCH B PEIKUME OHJIANH:

16 |Beirpy3ka u3 OnaAC OTYETHBIX JaHHBIX 3a| OJUH (aiin 5,0
ONIPEIEIICHHBIN IEPUOJ BPEMEHU

17 |pa3MenieHue HOBBIX MOCTYIJIEHUH JTOKYMEHTOB Ha| OJUH (paiin 1,5

caure ONOJIMOTEKU: CcO3/IaHUE 3aroJjIOBKa

aHHOTAIINK; MpUKpeTieHre (ailsioB




18 |paccbuika TIO SJEKTPOHHOW TIOYTE YAAJICHHBIM OJTHO 1,5

MOJTH30BATESIM MH(GOPMAIIMOHHBIX COOOIIEHNN AIEKTPOHHOE
MIUCHMO
19 |\undpopmamoHHOE CONMPOBOXKICHHUE caiiTa, mopraja OJTHO 1,5

M CTpaHUWI] B COIMAIBHBIX CETAX: CO3JaHUE| COOOIICHHE
3aroJioBKa aHHOTAIIMH; PUKperieHue daina(oB)

3. TumnoBkle OTpaciieBble HOPMbI TPyJa Ha padOTbI, BBIIOJIHSIEMbIE
B CIIELIMATIM3UPOBAHHBIX OMOIMOTEKAX AJI UHBAIHUJIOB IO 3PEHHIO

Hopmbl Tpyna pa3paGoTanbl Ha OCHOBHBIE BHJbI Pa0OOT, BBIMOJHSEMBIX B CICHHAIU3UPOBAHHBIX OMOIMOTEKAX JUIS
WHBAJIMJIOB TI0 3pEHUIO: KOMIUIEKTOBAaHUE U yueT OubimnoTedHoro Gona; 6ubimoreunas oopaboTka JOKyMEHTOB; OpraHU3aIus u
BEJICHUE KaTaJIoroB, opMupoBaHue 0a3 JaHHBIX, B TOM Yucie 06a3 JaHHBIX 3BYKOBBIX (DaityioB; pabota ¢ poHI0M U obecreueHue
€ro COXpaHHOCTH; CTallMOHAPHOE€ U BHECTAIlMOHApHOE OOCTY)KMBAHHE IOJb30BaTENEl; MaccoBas, CIpaBOYHAs U
uHpopmaimoHHas paboTa; Hay4YHO-METOAMYECKass U PEeJaKIMOHHO-U3JATENbCKas paboTa; BBIMYCK MaJOTUPAXHBIX W3IaHUM
crenuaibHbIX (hOPMAaTOB.

[Tpu BBITOTHEHWHM PAOOT CIIA0OBUIANIMMHU M HE3PSYUMHU CHCIHATMCTAMH JEHCTBYIOT TOMPABOYHBIC KOADOUIIMCHTHI: IS
crmaboBumsamuX - 1,5; st He3psunx - 2,0.

3.1. KommiiekroBanue 6ubanoTeyHoro ¢hoHa

Tabmnuma 42

N HaunmenoBanue npouecca, onepamnn. Cocta Ennnanna Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.




2 3 4

Teky1iee KoMIUIEKTOBaHUE OMOIMOTEUHOTO (POHA:
MPOCMOTP KHHUTOM3JATEIBCKOH W KHUTOTOPTOBOM oJHa 0,5
uHpopMauu (aHHOTHUPOBAHHBIX IIJIAHOB BBIMYCKA| ITO3HITUS
JUTEPATYPHI, TMPOCIIEKTOB, CANTOB W3IATEIBCTB U
M3AI0IINUX OpTraHU3aIluiN )
ONpeNelieHHe  TEeMbl U BHUJIa  JOKYMEHTa, OJIUH 6,0
MOJIJICXKAIIETO OTOOPY, BBISICHEHHWE HEOOXOIUMOCTH | TOKYMEHT
MpUOOPETEHUS, CBEPKA C MIEKTPOHHBIM KaTaJoroM
OrnpeneneHne dK3eMIUIIPHOCTH 3aKa3a: OJlHa

ITO3ULINS
JUIs1 TIOJIpa3ieieHUM 1,0
JUTsT OMOJIMOTEKU B LIEJIOM 2,0
obopmiieHHME  3aKaza: COCTaBJICHUE JIOTOBOpPa,| OJIUH 3aKa3 450
oopMIICHUE TPUIIOKECHUSI K JOTOBOPY; YyKa3aHHE
DK3EMIUIIPHOCTH, CTOMMOCTH 3aKa3a; COCTaBJICHUE
TEXHUYECKOTO 3aaHUS
MOJATOTOBKA K TMPOBEJEHUIO TOPTOB: COCTaBJICHUE 0JlHa 200,0
Crucka TpeOOBaHMM K Yy4YacTHHKaM KOHKypca;| Ipoleaypa

OMOBEILEHHE YYAaCTHUKOB KOHKypca O CpOKe
MPOBEJICHUSI; HAITMCAHUE, PETUCTpaIUsl U pacchliKa
NUChMa B U3/1aTENbCTBA U U3/IAI0NINE OPTaHU3aluU




Pa6ora B ABTOMATHU3UPOBAHHOM PCIKHUMC!

7 |BBOJ 3aKaza TEKYIIEro KOMIUICKTOBaHHS B 0azy OJTHO 3,0
naHHBIX aBToMaTu3upoBaHHOW cuctembl (BJl AC);| Ha3BaHue
yKa3aHUE 3K3eMIUIIPHOCTH 3aKasa, paclpeeicHUue
M0 CTPYKTYPHBIM MO/Ipa3/IeTICHUSIM

8 |penaktupoBanue BBeneHHBIX B b/ AC cBenenuii o OJTHO 6,0
3aKase; BHIBOJI HA IKpaH; BHECEHUE U3MEHEHU I Ha3BaHUE

O |BpIBON ~ HAa  TPUHTEP  JAAHHBIX  TEKYIIETO OJTHO 1,0
KOMITJIEKTOBAHMSI; paciieyaTka Ha3BaHUE
Benenne kapToTeKkH TEKYIIEro KOMILIEKTOBAHMS:

10 | cocTaBieHre KapTOUKH; yKa3aHUE aBTOPa, 3arjiaBus, OJIHa 3,0
BBIXOJIHBIX JJAHHBIX, ICTOYHHUKA KOMIUIEKTOBAHUS KapTouKa

11 |pa3pe3ka HM3OATENBCKUX IUIAHOB, pACIEYaTOK IS OJIHa 2,0
KapTOTEKH TEKYIIETO KOMILIEKTOBAHMS; | KapTOUYKa
HaKJICMBaHUE HA KATAIOXKHBIE KAPTOUKU

12 |nonbopka kapTouek Mo ajndaBuUTy; pacCTaHOBKA B 0JlHa 1,0
KapTOTEKY TEKYIIETO KOMIUICKTOBAHUS KapTOYKa
OdopmiieHre  TONNMUCKKM  HA  MEPUOJIMYECKHE
W3JIaHMS:

13 |{mpocmoTp  karaioroB  "Pocmeuatu"; = oTOOp 0JTHa 0,5
MEPUOINYECKUX U3JTAHUN JUTSI TIOIITUCKH MO3UITUS




14 |cOop 3asBOK I TMOJINUCKKA OT CTPYKTYPHBIX | OJIHA 3asBKa 1,0
MOJpa3AeeHUN

15 |odbopmienne 3akaza Ha TOANHUCKY; IIOJACYET| OJMH 3aKa3 300,0
CTOMMOCTH TIOJMHUCKH C Yy4Y4EeTOM JIOCTaBKH;
COCTaBJICHHE JIOTOBOPA, 0(hOpMIICHHE MPUITOKEHHUS K
JIOTOBOPY

16 |cocraBiieHHE PpETUCTPAIMOHHONW KApTOYKH  JIJIS oJlHa 6,0
KapTOTCKH TEPUOJUYECKUX H3JaHUH; YKa3aHHE| KapTouka
WHJEKca, Troja, IEePUOJUYHOCTH, HCTOYHHKA
MTOCTYIUICHUS, CTPYKTYPHOTO TIOApa3AcICHUS
PaboTa B aBTOMaTU3UPOBAHHOM PEKUME:

17 |BBox 3aka3a Ha mepuoanveckue uznanus B b/l AC OJIHa 3,0

KapTO4YKa

18 | koppekTupoBKa 3aKasza; BBIBOJ Ha JKpaH CIIHMCKa OJIHa 0,3
MEPUOJNYECCKUX U3JAHUI; BHECEHUE N3MEHCHUI MOMpaBKa
JlokoMIIIeKToOBaHHUE OMOIMOTESYHOTO (hOHIA!

19 |\mpuem 3asBOK Ha MPUOOpETEHUE JOKYMEHTOB OT| OJIHA 3asBKa 3,0
CTPYKTYPHBIX TIOJIpa3IeiICHUI

20 |cocraBieHue oubmorpaduyeckoit 3aIuCH; 0JIHa 3,0
yKa3aHUE KOJUYECTBA OK3EMIUIIPOB M CHIJVIOB| KapTOYKa
MOJIPA3ICIEHAN

21 | BKITIOYEHHE 3asIBKU B KAPTOTEKY JOKOMILJICKTOBAHHUS oJlHa 0,3




KapTO4Ka

22 |IpOCMOTpP KapTOTEKH HEYJAOBJICTBOPEHHOTO CIIPOCa; OJIVH 2,0
aHaJIM3 OTKa3a IS BBIABICHUS OTCYTCTBYIOIIHUX | JOKYMEHT
JOKYMEHTOB;  BKIIOYHUTh HX B  KapTOTEKY
JTIOKOMILIEKTOBaHUS
CocraBnenue OTIEPAaTUBHOTO riaHa
KOMILJICKTOBAHMUSI:

23 |ompenencHue KOJIMYECTBEHHBIX okKasaTejieli| OJIWH IUIaH 1200,0
oObeMa  (oHga  (NMOCTyIUIEHHE,  BBIOBITHE),

OTPAacCJEBOTO COCTaBa, WCTOYHUKOB TOCTYIUICHUS,
CMETHI PacX0JI0B
OdopmiieHne miaHa KOMIUJIEKTOBaHUS B popMe:
24 | Tabmunig oJlHa 5,0
Tabnuia
25 |KapTOTeKH oJlHa 3,0
KapTouKa
PaboTa B aBTOMaTU3UPOBAHHOM PEKUME:
26 |BBOJ I1ana komiiekToBanus B b/ AC OJIVH IUIaH 30,0 -
120,0
27 |koppektupoBka bJl; BBIBOJ Ha dKpaH; BHECEHHUE 0JTHa 0,3

U3MEHEHU N

MOTpaBKa




3.2. Ilpuem, BHIOBITHE U YUET JOKYMEHTOB

N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
1| MUH.

1 2 3 4
[IpuemM nocTynuBIIMX TOKYMEHTOB:

1 |mpueM  JOKYMEHTOB IO  CONPOBOJUTEIHLHBIM | OJTHA IMAPTHUS 5,0
JOKyMEHTaM  (HakJajHas, aKT); noadopka
JIOKYMEHTOB T10 KOMIUIEKTaM, al(aBUTy aBTOPOB U
3arjaBui, JKCIETUIMOHHBIM HOMEpaMm; CBEpKa C
COTPOBOJAMUTENILHBIM  JIOKYMEHTOM; TPOCTAaBJICHHUE
IIEHbl Ha JIOKYMEHTE, MOJICUET YKCIIa DK3EMILIIPOB,
0O0IIIyI0 CTOMMOCTh
[Ipuem  gOoKymMeHTOB 0€3  CONMPOBOIAMTEIBHBIX
JIOKyMEHTOB:

2 |moabopka JTOKYMEHTOB IO KOMILIEKTaM, aji(aButy OJTNH 10,0
aBTOPOB W  3arjlaBUi; TPOBEICHHWE  OICHKH| JTOKYMEHT
JTIOKyMECHTOB

3 |cocTaBjIeHUE aKTa Ha MPUEM JOKYMEHTOB OJINH aKT 5,0

4 |mpocCTaBJCHHUE MTEMIIENS Ha TUTYJILHOM JIUCTE W Ha OJIUH 0,6

Tabmura 43



17-# cTpanuiie JoOKyMeHTa Ha OyMa)XHOM HOCHUTENE, | JOKYMEHT
KOKJIOM KOHTEeHHepe 'roBopsmed" KHUTHM Ha

KacceTax, KOHTeHHepax (uerni-kapT, ONTHICCKUX U

KECTKUX JIUCKOB

CBepka MOCTYNMBIIMX JIOKYMEHTOB C KapTOTEKOM

TEKYIIEro KOMIUIEKTOBAHMUS:

5 |cBepka MOCTYMUBIIETO JOKYMEHTAa C KapTOYKON M3 0JIHa 1,0
KapTOTEKM TEKYIIEro KOMIUICKTOBAHHUS, TIOMCK| KapTOukKa
KapTOYKH, BHIMOJHEHUE HA KAPTOUKE OTMETOK

6 |ycTaHOBIICHHE KapTOYKU 3a pa3ienuTenib 0JIHa 0,5
"BeImoHeHHbBIEC 3aKa3bl" KapToyKa
PaboTa B aBTOMaTU3UPOBAHHOM PEIKUME:

7 |co3manme B bl AC 3amucu 0 HOBOW OpraHM3aIliu-| OJHA 3aIHCh 2,0
MOCTABIITUKE

8 |momck 3amucu B BJl "3aka3"; BHECEHHE OTMETOK O| OJHA 3aIuCh 0,6
BBITIOJIHEHUHU 3aKa3a

9 |mpoBepka Ha nyOJIETHOCTD MOCTYIHBIINAX OJVH 2,0
nokymeHTOB B b/ AC JIOKYMEHT

10 | peructpanus HoBbIX ocTyrieHui B B/ AC OJIUH 3,0

JTOKYMEHT

11 |moamucka HAa  MPOAOJDKAIOIIUECS W3IaHUS, OJTHO 2,0

BBITIOJIHEHWE B PETHCTPAIMOHHOW  KapTOYKE| Ha3BaHUE




OHOJIMOTEYHBIX OTMETOK

12 |koppektupoBka 3anucei B bJ] AC; BbIBOJ 3amucu Ha oJlHa 0,3
9KpaH; BHECEHHE U3MEHEHUN nornpaBKa
[Ipuem u peructpanus >KypHaJIOB U Ta3er:

13 |mogbopka KypHaJOB W Ta3eT 1O andaBUTy OJIUH 1,0
Ha3BaHMM; ITOMCK PETUCTPALMOHHOW KapTOYKA B| JOKYMEHT
KapTOTEKE TMOAMHUCHBIX TIEPHOAUICCKUX W3IaHUM;

OTMETKa HOMEpa, AaThl TTOJTYICHUS JOKYMEHTA
14 | npocraBiieHue MTEMIENS Ha XKypHalle, Ta3eTe OJIVH 0,5
JIOKYMEHT
PaboTa B aBTOMaTU3UPOBAHHOM PEKUME:

15 |oTMeTKa O perucTpanuu NepUOANICCKUX U3AAHUN B | OJTHA 3aIHCh 0,5
bJI AC (HOMep, KOJWYECTBO HSK3EMIUISIPOB, OTIEI
XpaHEHHUS])

Benenne KHUTH CyMMapHOTO y4eTa:

16 |BbImECNIEHHE JOKYMEHTOB TIO BHUAAM, OTPacCisiM | OJHA MapTUs 10,0
3HAHWS; TIOJICYET 4YHWCIa JOKYMEHTOB, 3aliCh
PE3yNbTATOB MOJICYETA 1O YCTAHOBJICHHON (hopMme B
kHure cymmapHoro yudera (KCVY)

17 |moxacyeT mocTpaHUYHO MO Mo3uIuUAM AaHHbIX KCVY; oJlHa 2,0
MEPEHECEHUE UTOTH Ha CIICTYIOIIYI0 CTPAHUILY MO3UITUS




18 |cBepka  (PUHAHCOBBIX JOKYMEHTOB OTHela C OJINH 2.0
(hMHAHCOBBIMU JOKYMEHTAMH OyXTajaTepuu JTOKYMEHT

19 |odbopmieHrue  CONMPOBOAUTENBHBIX  JIOKYMEHTOB OJINH 15,0
(HakJIaiHasl, aKT) U1 IEpeIadn B OyXTalITepuro JIOKYMEHT
PaboTa B aBTOMaTU3UPOBAHHOM PEIKUME:

20 |BBox cratuctuueckux nanHbix KCY B BJ] AC (rox, | ogHa mapTus 6,0
HOMED KCY, HOMEp COIIPOBOAUTEIIBHOTO
JTOKYMEHTa, UCTOYHUK KOMIUICKTOBAHUS, MCTOYHHUK
(MHAaHCUpPOBaHUSA,  YHUCJIO  Ha3BaHUM,  YHCIIO
AK3EMIUISAPOB, TUIT U3IaHUN, CyMMa)

21 |pacnieyatka KCY na nmpunTepe OJlHa 1,0

CTpaHMIIa

Benenne nHBEHTapHOW KHUTH:

22 |opopmiieHne WHBEHTApHOW KHHUTH; HyMepaIus OJlHa 1,0
CTpaHHII, IPOCTaBJICHHE HOMEpa B HWHBEHTApHOW| CTpaHMIIA
KHHUTE

23 [3amuch JOKYMEHTOB IO YCTAHOBJICHHOW (opme B OJTNH 10,0
WHBEHTAPHYIO KHHUTY, BHECCHHE| JOKYMCHT
oubnnorpauueckux  CBEJCHUM  Ha  HOBBIC

MOCTYIUJICHUST; MPOCTaBJICHNUE NHBEHTAPHOTO HOMEpa
Ha JTJOKyMEHTE, UACHTH(PUKAIIMOHHOTO (CHCTEMHOTO)
HOMEpa Ha KECTKOM JIFCKE

Pa6ora B ABTOMATU3UPOBAHHOM PCIKHUMC!
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co3laHue  OmOnmorpaduueckol  3amucu  Ha
MOCTYNUBIIMKA JOKyMEHT B "MHBeHTapHOW KHMrE"

BJL AC

OJIUH
JIOKYMEHT

15,0

25

paciicyaTka I/IHBGHTapHOﬁ KHHUTHU Ha IIPUHTCPC

OJlHa
CTpaHUIIA

1,0

BrIOBITHE TOKYMEHTOB:

26

COCTAaBJICHHUC TIOAO0BOIO IIJIaHAa  Ha BBI6BITI/IG;
YKa3aHHC KBapTala, moapas3acICHUs, BUaa
AOKYMCHTOB, KOJIMYCCTBO

OJIVH IUJIaH

2160,0

CocraBiieHHE aKTOB CITMCAHUS:

27

npueM  (GopmMyIsSIpoB,  CIUCKOB  BBIOBIBIIUX
JOKYMEHTOB OT CTPYKTYPHBIX TIOJIpa3/eicHUM;
perucTpanus akra

OJIUH aKT

10,0

28

TTOUCK 1o WHBEHTAPHOMY HOMEPY
ouOnmorpauuecko  3amuck B DJIEKTPOHHOM
Karajore; ornpejeieHne kodPpuilMenTa 1eHsl, roja
MOCTYIJIEHUST W BHECEHWE  JUIsl  CIHCAHUS
JIOTIOJTHEHUH B OMOIMOTpaduuecKyro 3anuch

OJHa 3aIlliuCh

0,5

29

MPU OTCYTCTBHM 3alMICH B DJICKTPOHHOM KaTajore
BBCJICHHE BCEX TUTST dbopmMupoBanus
oubmuorpaduyueckon 3amucu CBEJICHUI c
dbopmysipa WK U3 CIIHCKA aKTa

OJ[HA 3aITUCh

3,0

30

BHCCCHUEC 3aIIMCHU B AKTC CIIMCAHWA K MHBCHTAPHOMY

OJHa 3alluCh

0,2




HOMEpPY JOKYMEHTa HOMepa BbIOBIBIIEH KHUTU U3
KOMILJIEKTA PENbEPHO-TOYEHHOTO JOKyMEHTA

31 |mpoBepka WHBEHTaPHBIX HOMEPOB, rojia| oJHa 3amuch 3,0
MOCTYIUICHUS, KOA(@UIIMEHTa II€Hbl BBIOBIBIIIETO
JOKyMEHTa

32 |pacrieyaTka CHIHCKAa BBIOBIBIIMX JOKYMEHTOB B| OJHA 3aIHCh 3,0

aﬂ(baBI/ITHOM MMOPAAKS I YAAJICHHUA HWHBCHTAPHBIX
HOMCPOB MW H3BATHA KAPTOUCK HN3 CUCTCMBI
KapTOYHLBIX KAaTaJIOI'OB OMOJIMOTEKH

33 |3amuch O BBIOBIBIIUX W3 JSHCTBYIONUX (DOHIOB| OJTHA 3aIKChH 3,0
OMOJMOTEKM JOKYMEHTaX B COOTBETCTBYIOIIUX
rpadgax 2-# yactu KCY (mata, HOMep axra,
KOJUYECTBO, CyMMa, COJCp)KaHHE, IPUYHHBI

BBIOBITHSA )

34 | ucKkiIrOYeHne JOKYMEHTA MO aKTy U3 YUETHBIX (popMm OJIMH 4,0
(MHBEHTapHOW KHUTH) JOKYMEHT

35 |moramieHde WHBEHTApHOTO HOMEpa W IITeMIIeNs OJTNH 0,5
OMOJIMOTEKU HA JJOKYMEHTE JIOKYMEHT

36 |oaIIMBKa aKTOB OJIUH aKT 0,5

[Ipumeuanue: npu paboTe ¢ JHOKYMEHTaMH HAa HMHOCTPAHHBIX $3bIKaX K HOPME BPEMEHM NMPUMEHSIETCS] MOBBIIIAIOIINN
ko3 durment 1,2.

3.3. bubnunoreunast 06pabOTKa JOKYMEHTOB



N HaunmenoBanue nporuecca, onepanuu. Coctan Enununa Hopma
n/ paboThI U3MEpPEHHUsS | BPEMEHH,
i MUH.
1 2 3 4
[IpueM TOKYMEHTOB:
1 |mpuem napTHH JIOKyMEHTOB; IIpOBEpKa | OJTHA TMAPTHUS 50
AK3EMITISIPHOCTH 1o COIMPOBOIUTEIILHOMY
JTOKYMEHTY; 3alTUCh B KHUTEC ydeTa
2 |TIOATOTOBKA JOKYMEHTOB K WHICKCUPOBAHHUIO U OJTUH 0,7
BBOJTY B DJIEKTPOHHBIA KaTaIor JTOKyMEHT
3 |MpOCMOTpP W BBISBICHHWE aHAJIOTMYHBIX W3JaHUN Ha| OJHA 3aIHCh 0,2
JIPYTUX BUJIaX HOCUTEJNEH B AJICKTPOHHOM KaTaJjiore
4 |mpocMOTp JTOKYMEHTOB Ha HMHOCTPAaHHBIX U OJIVH 30,0
HAIlMOHAIBHBIX SI3BIKAX; MEPEBOJA JJIS OMNHCAHHS| JTOKYMEHT
CBEJICHUM Ha PYCCKUU SA3BIK
®opmupoBanue 6ubdIMorpaduyecKon 3anucu
Pexaranoruzanus:
S |cBEepKa KapTOYeK C JOKYMEHTOM; HWCIpaBJICHUE oHa 7,0

CTaporo oubamorpaduIecKoro OTIFICAHWS;

KapToyKa
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COCTaBJICHHE HOBOTO OIMCAHUSA; TEPEHECCHHE
mudpa, HHBEHTAPHOTO HOMEpPA, OHOIMOTEUHOMN
MOMETKH

CI/ICTCMaTI/BaHH}I JOKYMCHTOB!

cucreMaru3ansa JOKYMCHTOB C MCIIOJIb30BAHHUCM
IeYyaTHOMN KapTOYKH HWJIM aHajJdora Ha APYromM BHIC
HOCHUTCIIA, IIPOBCPKa COOTBCTCTBUA HHACKCOB
Ta6HHHaM KJIaCCI/I(i)I/IKaHI/II/I, IIPUHATBIM B
6I/I6JII/IOTGKG; IMPOCTAaBJICHUC NHACKCA HA JOKYMCHTC

OJINH
JOKYMEHT

2,0

CHUCTeMaTHU3alus JTOKyMEHTOB TIPH OTCYTCTBUHU
MeYaTHOW KapTOUYKM WJIM aHajiora Ha JIpyroM BUJE
HOCHTEIIS; IPOCMOTP TUKETKH U3JaHMs,
MPOCITYLINBAHUE KacceThl/qucKa/eni-KapThl;
YTEHUE  CBEACHUN,  HalMCaHHbIE  peibeHO-
TOYEYHBIM IIPUPTOM, IS YTOYHEHHUS aBTOpA,
Ha3BaHMS, BBIXOJHBIX  JIaHHBIX, COJEpPKaHUS;
OINpEJEIICHUE UHJEKCa 1o Tabauam
Kilaccupukanmy, TOPUHATBIM B OMOIMOTEKe,
MPOCTABJICHUE UHJIEKCA HA JOKYMEHTE

OJIH
JOKYMEHT

10,0

ompeJelieHue aBTOPCKOTO 3HaKa JOKyMEHTa II0
ABTOPCKUM TaOJIUIIaM

OIMH
JOKYMEHT

0,2

IIPOBEpPKAa  NPABWIBHOCTHU U VCIIPaBJICHUE
KJIAaCCU(UKALMOHHOTO MHEKCA U aBTOPCKOTO 3HAKa,
YKa3aHHBIX Ha 3TUKETKE "TOBOpALIEH" KHUTH

OIMH
JOKYMEHT

3,0




10 |onpenenenue WHJIEKCOB IpOM3BEICHUH, | o/1Ha (irer- 5,0
3amrcaHHbIX Ha (ienr-kapte (0T 4 10 8 Ha3BaHWUIA), KapTa
i GOpMHUPOBAHMSI KaTaIOKHOTO Hdpa

11 |onpenenenue dhopmara, KoaudecTBa OpalIeBCKUX U OJTHO 5,0
MJIOCKOTIEYATHBIX JIMCTOB, XapaKTepa MPUIOKEHUN,| Ha3BaHUE
penbedHO-TOYCUHBIX ~ W3JAaHUM U pelibedHO-
rpaduyecKux nmocooui

12 |onpenenenne ©W  TEpPEUYUCICHHE  MaTepHAJIOB, OJTHO 5,0
UCIIOJIb30BAaHHBIX TMPU  CO3JIaHUM  TAKTUJIBHBIX | Ha3BaHUE
PYKOJENbHBIX W3/JaHHM; TMepecyeT KOJIUYECTBa
CTpaHWIl, TPUJIOKEHUW,  BBISABICHUE  JPYTUX
XapaKTEPHBIX OCOOCHHOCTEN JOKYMEHTOB

13 |mepecuer  TPWIOKEHUUN,  BBISIBICHUE  JIPYTUX OJIHO 3,0
XapaKTEPHBIX ~ OCOOEHHOCTEH  IJIOCKOMEYAaTHOTO| Ha3BaHUE
JOKyMEHTa
[IpeameTn3anus 10KyMEHTOB:

14 |\mpenMeTtusaiusi JOKYMEHTOB C HCIOJIb30BAaHHEM OJIHO 3,0
pyOpuK neYaTHOU KapTOYKHU; NpOBEpKa| Ha3BaHHE
COOTBETCTBUS ~ PYOpPHKM  I€YATHOM  KapTOUKH
MIPEAMETHOMY KaTajory

15 |mpenmern3aruss  IOKYMEHTOB TPH  OTCYTCTBHH OJTHO 6,0
MeYaTHOW KapTOYKH; 0O3HAKOMJICHHE C JIOKYMEHTOM,| Ha3BaHHUE

onpeaeneHne pyopuku




16 |cocTaBiieHHME HOBBIX TIIPEAMETHBIX PYOpPUK U 0JTHa 2,0
moApyOpHK; MepeHeceHne Ha KapTOUKH CIY>KeOHO# | KapToudka
KapTOTEKU

17 |penaktupoBaHue MpeIMETHOW pPYyOpHKH; MpOBEpKa 0JTHa 1,0
MPaBUJIBHOCTH TMPEAMETHOM pyOpUKHM, TOYHOCTH| KapTOuKa

HaITMCaHUsA

[Tpumevanue: K HOpMaM BPEMEHH MPUMEHSAIOTCS TOBBIILIAIOIINE KOI(DPUITUEHTHI:

- TPH COCTaBJICHHH OWOIMOTpadUYEcKOTO OMUCAaHWsA Ha JOKYMEHTE, Ha THUTYJLHOM JIUCTE, HAa KOTOPBIX YAaCTHYHO
OTCYTCTBYIOT JaHHBIC /ISl Onbmorpaduyeckoi 3amnucu - 1,2,
- mpu OUOINOTEYHOM 00pabOTKE HOTHBIX U3JaHUM - 1,5;
- ipu paboTe C TIOKYMEHTaMU Ha HMHOCTPAHHBIX S3bIKax - 1,2.

3.4. Opranu3zanus 1 BEeJICHUE KaTajloTroB

N HanmenoBanue npouecca, onepaunn. Cocta Ennnanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
Opranuzanus an(paBUTHBIX KaTaJIoroB
(TIoCKOINEeYaTHBIX KHUT, HOT, TPAMILJIACTUHOK):
1 |moxbopxka kapTodek no andaBuTy GamMuauii aBTOpoB OJIHa 0,2

WY 3arjaBuit IJIs1 paCCTaHOBKHU

KapToyKa
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paccTaHOBKa IIPEIBAPUTEIIHLHO 10 T00paHHBIX oJlHa 0,3
KapTOYeK KapTO4YKa
pEIaKTUPOBAHUE KaTajiora; IMPOBEpKa PAacCTaHOBKHU oJlHa 0,5
KapTOYeK, MPaBUILHOCTH I00aBOYHBIX M| KapTouka
CCBUIOYHBIX KapTOUYCK, UCIIPaBICHUE OIITHOOK

HaIlMCaHWE pa3JCauTeNsd I KaTajlora, yKa3aHue OJUH 0,6
OYKBBI, cJI0Ta pa3/IeIuTEeIb
paccTaHOBKA pa3JielUTENICH B KaTallore, MOoA00pKa OJINH 0,3
pazmenuTenst 1Mo andaBuTy; TOWUCK  MeCTa| pa3IeauTeNb
pa3IeauTeNs; IPOCTABICHUE PA3ACIIUTEIS

MPOBEPKa PAaCCTaHOBKHU pa3AeluTeNel; NCIPaBICHNE OJINH 0,3
o1rmOoK pa3ieIuTelb
OpraHu3aIus CHUCTEMATHIECKOTO KaTajora

IUIOCKOIIEYATHBIX KHUT

moA0OpKa KapToueK Io MHACKCAM, BHYTPU paszjeia oJlHa 0,3
no andaButy (GamMuinii aBTOPOB WM 3arjiaBuil Jisi| KapTOudka
pPacCTaHOBKHU

paccTaHOBKa npeaBapUTEILHO mo00paHHBIX OJIHa 0,3
KapTOYeK KapTOYKa
pPEIaKTUPOBAHUE KATAJIOra; MPOBEPKA MPAaBUILHOCTH oJHa 1,0
HAITOJTHEHMS PA3/CelIOB KaTajora IO COJIEp)KaHHIO,| KapToudKa

HHACKCAIH U paCCTaHOBKC, NCIIPABIICHUC OmIOOK




10 |pexnaccuduxanys KaTajora; HCIIPaBIICHHE OJIHA 6,0
WHJIEKCOB, BHECCHHE HWCIpaBlieHWH B ai(aBUTHBIN| KapTOUYKa
KaTaJjor

11 |Hanmcanue pasznenuTens I KaTajaora;, yKazaHue OJINH 0,5
HAaMMEHOBAaHUS pasliesia, TMojpas3Aelia U HHBIX | pa3/IeIuTeNb
pas3eymnTeneu

12 |paccranoBka pazfenuTenield B KaTajior; moadopka mo OJIVH 0,3
MHJIEKCaM, IOMCK MECTa, TOCTAaHOBKA PA3JCIUTENs | pa3/IeIuTeNb

13 |mpoBepka pacCTaHOBKH pa3/ienuTeNe, UCTIPaBIICHUE OJIMH 0,3
omOoK pa3ieuTelb
Opraauzanus CHUCTEMATHICCKUX KaTaJioroB
("roBopsux" U peabe(PHO-TOYECYHBIX KHUT, KHUT TIO
My3bIK€ ¥ HOTHBIM U3JIaHUSM DPEJIbe(HO-TOUCUHOTO
mpudTa):

14 |{nonbopka  kapToyek, O(GOPMICHHBIX  JBYMS OJIHa 1,0
mpud@Tamu  (IUIOCKOMEUYaTHBIM U penbedHO-| KapTouka
TOYECYHBIM), II0 MHACKCaM, BHYTPH pasjena 10
andaButy (pamMuinii aBTOPOB WM 3arjiaBUuil Juis
pacCTaHOBKH

15 |paccraHoBKa  mpeABapUTEILHO MOT00paHHBIX OJIHa 4,0
KapTo4eK, O(POpMIEHHBIX ABYMS IIpUPTaMU KapTo4yKa

16 | penakTupoBaHME KaTaJIOTa; MPOBEPKA MPABUILHOCTH 0JTHa 0,5
HAIOJTHEHMS PA3/eJIOB KaTajora MO COJEPKaHHIO,| KapTOudKa




WHJIEKCAIlM U PAaCCTaHOBKE KapTOUeK, UCIIPABIICHHUE
OIINOOK

17 |pexnaccuduxanus KaTajora; HCIIPaBIICHHE OJTHA 6,0
WHJICKCOB, BHECCHHWE HCIIPaBJICHUN B aj(aBUTHBIN| KapTOUKa
KaTajaor

18 |Hanmcanue pasnenuTens i1 KaTajaora;, yKazaHue OJIMH 1,0
HanMMEHOBaHMUsI pasjiena, mojapasesa pa3/IeIuTEeIb

19 |paccranoBKa pazaenuTenei B Karajore; Moa0opka OJIUH 0,3
Mo  WHACGKCaM, TIONCK  MeCTa, IIOCTaHOBKA| pa3/eIuTeIb
pa3IeauTeIs

20 |mpoBepKa pacCTaHOBKHU pa3feliuTeNe, NCIIPaBICHNE OJINH 0,3
o1rmOoK pa3ieIuTelb
Pabora ¢ MakeToM INIOCKOIIEYAaTHOM KaTaj0KHOU
KapTOUKH:

21 |\mpounThIBaHUE HE3psSYeMy paOOTHUKY TEKCTa OJIHO 12,0
IIJIOCKOIIEYaTHOM KapTOUYKH Ha3BaHUE

22 |BHECEHHME B MakKeT IIJIOCKONEYaTHONW KapTOYKHU OJTHO 12,0
oubnuorpaduueckor 3amucu pesibeHO-TOYEUHbIM | Ha3BaHHE
mpudToM

23 |nmepeHeceHre AaHHBIX O (aigax ¢ KECTKOro JIMCKa OJTHO 4.0
Ha KaTaJIO)KHBIE KAPTOUKH Ha3BaHUE

24 | penakTupoBaHUE DSJIEMEHTOB OuOIMOrpaduueckoil| ogHa 3amuch 0,3




3aIncH, BBIIIOJIHEHHOH ~ penbe()HO-TOUEHUHBIM
mprudTOM; UCTIPABICHHUE OINOOK

OpraHmam/Is{ TOHOFpa(l)I/I‘ICCKOFO Kartajora.:

25 |mogbopka KapTOUYEK o CTPYKTYPHBIM OJIHa 0,2
nojapasenaeHusaM (oTaeaaM-(HoHI0AePKATEIISIM) KapTouKa

26 |mogbopKa KapTO4YeK MO0 HHBEHTApHBIM HOMEpam OJlHa 0,2

KapTouka

27 |paccTaHOBKa peIBapUTEIbHO moA00OpaHHbBIX oJlHa 0,2
KapTO4eK KapTouka

28 |pemakTUpOBaHME KaTajiora; mpoBepKa MpaBUIbLHOCTH OJIHa 0,3
pPacCTaHOBKHU KapTOueK u paslenuTeneil;| KapTouyka
HCIIPABJICHUE OIMMOKHU

29 |HamMcaHue pa3IeauTeNs I KaTajiora, OCTaHOBKa OJINH 0,3
pasaenuTens B KaTaJior pas3aenuTenb
W3bsiTHE M3 KapTOYHBIX KaTajloroB (andaBUTHOTO,
CUCTEMATUYECKOT0, TOMOrpauyecKoro) KapTouyek
Ha HWCKJIIOYEHHble U3 OubiamoTreuHoro ¢oHaa
JTOKYMCHTBI:

30 |peructpanus akta Ha CIUCAHUE B KHUTE y4yeTa OJIMH aKT 3,0

31 \mouck  kapTouku  (OCHOBHOW,  J100aBOYHOMN); OJIHa 1,5
3auepKUBaHUE CITUCBIBAEMOTO WHBEHTAPHOTO | KapTOuYKa

HOMEpa, HWHBEHTAPHOTO HOMEpa CIHUCHIBAEMOI




KHUTY U3 KOMIUIEKTA Peibe(HO-TOYEHHOTO MIpudTa
(PTLII) B COOTBETCTBYIOIIEM MHBEHTAPHOM HOMEPE;
yAAJIEHUE KapTOUYKU

32 |mojicyeT KOJNYeCTBa U3bATHIX KAPTOUEK U3 CHCTEMBI 0JTHa 0,1
KapTOYHBIX KaTaJoroB U KapTOTEK; 3alKCh B KHUTY| KapTOuKa
y4dera
[lepeaapecoBka TOKYMEHTOB:

33 |peructparus akTa Tepenadd JTOKYMEHTa B KHUTE| OJWH aKT 3,0
ydera

34 |mOMCK KapTOYKH, HCIPABICHUE MECTa XpaHEHUs OJIHa 3,0
JOKYMEHTA; BO3BpAIICHUE KAPTOUKH B KATaJIOT KapTOYKa
Texuunueckas 00pabOTKa TOKYMEHTOB:

35 |HakJleMBaHWE KapMamlkKOB Ha JIOKYMGHT Ha OJINH 1,0
OyMa)XHOM HOCHTEJIC; HalMCaHWE Ha KapMalllKe| KapMariek
WHBEHTAPHOTO HOMEPA, MECTa XpaHCHUS

36 |Hanmucanue mudpa Ha OOJOXKKE, TUTYJIHHOM JIUCTE OJIUH 0,8
JTOKyMEHTa JTOKYMEHT

37 |BIOKEHHE KHIDKHOTO (opMyisipa B KapMarlek, OJIH 0,1
KOHTEMHED bopmymsip

38 |mpoBepka M wucIpaBieHUEe MmUdpa HA ITUKETKAX OJIH 0,5
ay/IMOBU3YyaJIbHBIX JOKYMEHTOB HAa aHAJIOTOBBIX M| JOKYMEHT

1U(POBBIX HOCUTENSAX




39

COCTaBJICHHE  IUIOCKOIIEYAaTHOM  OJTUKETKM  HA
ayIMOBU3YyaJIbHbIE JOKYMEHTHl HAa AHAJOIOBBIX M
IU(QPOBBIX  HOCHUTENSX; IPOBEpKa  3aIlUCH,
UCIpaBjeHue OIIMOOK; pacreyaTka

OJIUH
JIOKYMEHT

5,0

40

noa0OpKa JOKYMEHTOB [0 MECTy XpaHCHHUS;
nepeaayda JTOKYMEHTOB C KaTaJIOKHBIMU KapTOUYKaMHU
U KHWKHBIMA  (QopmymspaMu B OTIEHbBI-
dhoHoaepKaATENN

OJIUH
JIOKYMEHT

1,0

41

OTMCTKa B KHHIC YUCTa O IICpCHaUC IIapTUH
JOKYMCHTOB

OJIHa I1apTHA

3,0

OpFaHI/ISaHI/I}I 1 BCACHUC DJICKTPOHHOTI'O KaTajiora

®opMHUpOBaHUE U BBOJ B b/l AC
oubmorpaduueckux 3amnuceit

OJHa 3aIlliuCh

[lmockonmeyaTHRIX U3TaHUN:

42

IpAU  OTCYTCTBMM  I[I€YaTHOM  KapTOYKU U
AHAJIOTMYHBIX 3aIIMCEN B DJIEKTPOHHOM KaTajore

6,0

43

npu HaIn4Ynun neyaTHoOM KapTOYKH 501041
aHaAJIOTMYHBIX 3aluCcel B QJICKTPOHHOM KaTajore

4,0

44

MpU JTIONOJHUTEIBHON paboTe ¢ aHHOTaluen (MOUCK
anHoTauuu B "MHTEepHeTe", pegaKiys aHHOTAIUH )

15,0

PenbedHO-TOUCUHBIX U3TaHMIA:




45 | 0e3 BBOIa aHHOTALIUU 4.0
46 |mpu TOTIOTHUTEILHON paboTe ¢ aHHOTaIUeH 15,0
47 |M3maHuii Ha KacceTax 4.0
48 |M3maHui Ha ONTUYECKUX JTUCKAX 5,0
49 |m3nanuii Ha dieni-KapTax 15,0
50 |c )XecTKOro aucka 3,5
51 |penbedHO-TpadudecKux Nocoouit 7,0
52 | TaKTUJIBHBIX PYKOJICIbHBIX U3IaHUI 25,0
53 |cocTaBiieHrEe aHATIUTUYECKOM 3aITUCH OJIHA 3aITUCh 5,0
54 |pocnich coaep)kaHuss COOPHHMKOB, HaIleuyaTaHHBIX OJIUH 25,0
penbedHO-TOYCHHBIM HIPUPTOM COOpHUK
55 |cocTaBienne 100aBOYHBIX U CCHUIOYHBIX OITMCAHUNI OJTHO 1,0
OITMCaHUE
56 |penaktupoBaHue Oubmuorpaduyeckux 3amuceil; | oJHa 3amuch 1,0
MPOBEpKa TMPABUJIBHOCTH  DJIEMEHTOB  3alUCEi;
BHECEHHE U3MEHCHUN
57 |cocTaBiieHUE U BBOJ B DJIEKTPOHHBINA KaTaJOT HOBBIX | OJHA 3aMKCh 0,5
pyOpUK, TOAPYOPUK, IEPCOHATIUN
58 | BeIBO OHOMMOrpaduyecKkux 3anucei Ha SKpaH OJIHA 3aIHUCh 15,0




@®opmatupoBaHHE€ M pacreyaTka KapToueKk H
YUeTHBIX (hopM

dopMaTHpoBaHHUE U paclieyaTka KapTOYCK: 0JTHa
KapTo4Ka
59 |ocHoBHas a1 andaBUTHOTO KaTaiora 2,3 cex.
60 | no6aBouHas i andaBUTHOTO KaTaiora 1,0
61 |ccpumounas 1t apaBUTHOTO KaTajora 1,0
62 | nnst TomorpaguvIecKoro Karaaora 0,7
63 |hbopmaTpoBaHHEe W pacliedyaTka MakKeTa KapTOYKH | OJMH MaKeT 1,5
(TuTOocKOTIeUaTHAsT 3amUCh) IS CHUCTEMATHYECKOTO| KapTOYKH
Karajora 'roBopsaumx" U penbedHO-TOUECUHBIX
JTIOKyMECHTOB
64 |pacniedyaTtka KHWKHBIX (HOPMYIISIPOB OJIMH 0,2
hopmysp
65 |ompeneneHue HAK3EMIUIAPHOCTH (IO  KOJIUYECTBY OJTHO 0,7
KHUT B KOMIUICKTE) U pacredaTtka GOopMysipoB JJisi| Ha3BaHUE
W3aHUN,  HaneYaTaHHBIX  pelbe(PHO-TOUYCUHBIM
mpudToM
PerpocrieKTHBHOE  MOIOJHEHHE  DJICKTPOHHOTO
KaTajora:
66 |mouck B an(aBUTHOM KaTajore IUIOCKOEYaTHBIX OJTHA 0,2




KHUT KapTouku JJis BBoga B bl AC KapTouKa

67 |[BBOA CBeACHUM C IIJIOCKOIIEUATHOM KapTOYKH B OJTHO 2.0
COOTBETCTBYIOIIME  TOJIsl  OmOnmorpaduyueckoil| Ha3BaHUE
3anucu B B[ AC

68 | mouck 1o YYETHBIM JOKyMEHTam U OJTHO 2,0
TOMOTrpapuIECCKOMY KaTajory CBCJICHUM,| Ha3BaHHUE
OTCYTCTBYIOIIUX B IJIOCKOIIEYATHON KapTOUKE; BBOJ
HalJICHHBIX CBEJCHHUNM B COOTBETCTBYIOIIHE IO
oubmorpaduueckoit 3anucu B b/ AC

69 |mpoBepka  MpaBWIBHOCTH  OuOIMOrpaduueckoi OJTHO 0,5
3aIIiCH Ha3BaHHUE

70 |Bo3Bpar B an(aBUTHBIA KaTaJIOT IUIOCKOTIEYATHBIX OJIHa 0,2
KHHUT OTPa0OTaHHOW KapTOYKH KapTO4YKa
N3bsiTue oubnuorpaduyeckomn 3anucu u3
AJICKTPOHHOTO KaTajora:

71 |peructpais aKTa Ha CIHCAHHE JOKYMEHTOB B| OJHH aKT 3,0
KHHUTEC ydeTa

12 |u3pdaTHe u3 3JIEKTPOHHOTO KaTtajora| ojHa 3aIich 3,0
oubmorpaduueckux 3amuceil Ha UCKIIOUEHHbIC U3
O6ubaroTeyHoro (GoHa JOKYMEHTHI

73 |MOJCYeT KOJIMYECTBA H3BATHIX U3 AJIIEKTPOHHOTO | OJHA 3aMKCh 0,1

KaTajora 3an1/1ce171; 3aIIMCh B KHUT'Y y4C€Ta




3.5. ®opmupoBaHue 6a3 TaHHBIX 3BYKOBBIX (haiiioB

N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
Il MUH.
1 2 3 4
KonseptupoBanue ayJIM0JIOKYMEHTOB c
KPUNTO3AIUTON C >KECTKOrO0 JHCKa B MPOrpamMMbI
JU1s1 paOOTHI € "TOBOPAIITUMU KHUTAMHU'";
1 |ompeaeneHue HaTWYHUS TIOKYMEHTA B MPOrpaMme s OJTHO 0,05
paboThl C "TOBOPSAIIMMH KHUTAMHU'; H3MCHCHHE| Ha3BaHHUE
HaCcTPOCK MPOTrpaMMBbl IS pabOTHl C "TOBOPSIIMMHU
KHATamMu'"
2 |3amnoJTHeHNe KOP3UHBI TOKYMECHTAMH OJTHO 0,04
Ha3BaHUE
3 |co3manue MPOMEKYTOUHOM ManKu JUISI| OJHAa IarkKa 1,0
KOHBEPTHPOBAHUS
4 |KOHBEPTHPOBAaHWE OTOOpPAHHBIX JOKYMEHTOB B OJTHO 0,03
MIPOMEKYTOUHYIO TIAIKY Ha3BaHUE
5 |KOHBEPTHUPOBAHUE TOKYMEHTOB U3 MPOMEKYTOUHOMN OJTHO 0,08
Manky B MPOTPaMMBI i pabOThl ¢ "TOBOPSANIMMU | HA3BaHUE
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KHUTramMu"

KonBepTupoBanue ayiMoJJIOKyMEHTOB C ONITHYECKUX
JTMCKOB B MPOTPaMMBbI ISl pabOTHI C "TOBOPSIIIMMHU
KHUTramMu'"':

6 |mouck MOKyMEHTOB B MporpaMmax aiisi paboThl ¢ OJTHO 0,05
"roBOpAIIMMHU KHUTaMU'" Ha3BaHUE
[ToaroToBKa MOKyMEHTa K KOHBEPTHPOBAHUIO:

7 |KomupoOBaHHE TOKYMEHTA C JINCKa OJIMH Yac 0,12

3BYyYaHUS

8 |KOHBEpTHPOBAHME JIOKYMEHTa BCIIOMOTATEIbHOM | OJIMH Yac 1,1
MIPOrpaMMOu 3BY4YaHUs

9 |mpu OTCYTCTBHM Ha3BaHHs JOKYMEHTa O3BYYHMBaHUE OJTHO 2,0
Ha3BaHUS CPEICTBAMHU Ha3BaHUE

10 |3amonHenue Y4YETHOU bopMBI BBOJMMOTI'O OJIHO 2,0
JOKyMeHTa (C y4YeToM BpEeMEHH Ha TIOWCK| Ha3BaHUE
anHotaiuu B "HMutepuere", wunHmexkca BBK B
AJICKTPOHHOM KaTaJiore) JUIsi KOHBEPTHUPOBAHHS B
MpOrpamMMBbl JIJ1sl pabOThI € "TOBOPSIIIIMMU KHUTaMU'"

11 |konBepTUpOBaHMe B mporpaMmmbl s pabotel c¢| 100 M6 4,1

"rOBOPAIIMMU KHUTAMU'"

KonseptupoBanue ayAMOJOKYMEHTOB c
KPUIITO3alIUTON C CalTa OpraHu3aluu-napTHEpa B




porpaMmsbl JjIsl pabOTHI € "TOBOPSIIIMMUA KHUTAMHU'";

12 |onpeneneHue HaIW4Us TOKYMEHTa B MpOrpaMme st OJTHO 0,05
paboTHI ¢ "TOBOPAIIUMH KHUTAMH'" Ha3BaHUE
13 | ckaunBaHKE TOKYMEHTOB C caiiTa 1 MO 0,2
14 | pazapxuBuUpoOBaHHE JOKYMEHTOB 1 M6 0,2
15 |3anonHeHue YYETHOU dbopmbl BBOJINMOTO OJIHO 0,3
JOKyMeHTa (C y4YeToM BpEeMEHH Ha TIOMCK| Ha3BaHUE
aHHotaiiui B "HMutepuere", wunHmexkca BBK B
AJIEKTPOHHOM KaTaJlore) JyUisi KOHBEPTHUPOBAHUS B
MIPOTPaMMBI JIJIsl pabOThI € "TOBOPSIIIIUMHA KHUTaAMU'"
16 |kouBepTHUpOBaHME B MporpamMmmbl st paboter c¢| 100 M6 4,1
"roBOpAIIMMHU KHUTAMU'"
IToaroroBka crucka HOBBIX MOCTYIUICHHM (popmart
JOKYMEHTA):
17 |BeIrpy3ka KaTajora nporpaMmbl AJigs padOThl C OJlHa 4,0
"rOBOPAIIMMU KHUTAMU'" BBIIPY3Ka
18 |Brirpy3ka u3 (¢aiiza JOKYMEHTOB, MOCTYNHUBIIMX 3a OJlHa 20,0
ONpENCIICHHbI BPEMEHHOW HHTEepBan (Mecsll,| BBIIpy3Ka
KBapTaJ, rof)
19 |ynanenue numHUX WHPOPMAIMOHHBIX TOJEH B| OJUH CIHCOK 10,0

CITMCKEC HOBBIX HOCTYHJIGHI/Iﬁ

(150 - 200

Ha3BaHUM)




20 |konupoBanue ¢aiina u3 popmara b AC B popmar| ouH CIUcoK 1,0
JOKYMEHTa

21 |mpeoOpa3zoBaHue JOKyMEHTa B (hopMare JOKyMEHTa 40 K6 6,0
JUTSI TIOCTIEAYIOIIETO pa3MEIlleHHsI Ha CaiiTe
O3ByuMBaHHE  CIIMCKa  HOBBIX  MOCTYIUICHUMU
CHUHTE3aTOPOM PEUHU:

22 |BBITPY3Ka KaTajora NpOrpaMMbl Uisi paboOThl C OJlHa 4,0
"roBopsIMMU KHUTamMu'" BBITPY3Ka

23 |BoiTpy3ka u3 (aitna ¢popmara bJ] AC noxkymMeHTOB, OJIHa 20,0
MOCTYNUBIIMX 32  ONPEJCICHHBI BPEMEHHOM | BBITPY3Ka
MHTEpBaJ (MecsIIl, KBapTall, TOJ)

24 |ynanenue JUITHUX WHQGOPMAIMOHHBIX IIOJeH B| OJHMH CIIHUCOK 10,0
CITUCKE HOBBIX MMOCTYTUICHUN

25 |komupoBanue (aiina u3 ¢popmara bl AC B popmar| (150 - 200 1,0
JTOKYMEHTa Ha3BaHMI)

OJIUH CIHCOK

26 |mpeoOpa3oBaHue JOKyMEHTa B (hopMare JOKyMEHTa 40 K6 6,0
B popMy, yI0OHYIO JIJIsl 03BYUMBAHUS CUHTE3aTOPOM
peun

27 |pa3buBka JOKyMeHTa B ¢opmaTe JOKyMEHTa Ha 40 Ko 80,0
MPETIOKCHHUSI

28 | 03ByuMBaHUE JIOKyMEHTa B MPOTPaMME JJIsi YTEHUS 40 Ko 3,0




BCITyX TeKCTOBBIX (haiisioB ("bamadonka" u npyrue)

29 |pa3mereHue 03BYYEHHOTO CIIICKA HOBBIX | OJTUH CITUCOK 15,0
MOCTYTUICHUH Ha calTe (150 - 200
Ha3BaHUM )
30 |KOHBepTUpPOBAaHWE  O3BYYCHHOTO  CIIMUCKAa  B| OJUH CITUCOK 1,0
MIPOTPaMMBI JIJIst pabOThI € "TOBOPSIIIIMMHA KHUTaAMU'"
3.6. Pabora ¢ ponnom. PaboTa no nprieMy JOKyMEHTOB
N HaumenoBanue nporiecca, onepaiuu. Coctas Enunawnna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
[Tpuem JIOKyMEHTOB B CTPYKTYPHBIX
MOIpa3ICIICHUSX
[Tpuem JTIOKyMEHTOB u3 oTzena | OJHa MapTus
aBTOMATU3UPOBAHHON 00paOOTKM JOKYMEHTOB H
OpraHU3aIHH KaTajoros, CBEpKa C
COTIPOBOAMTEIILHBIM JOKYMEHTOM:
1 |1- 25 sx3emmuIsipoB 10,0
2 |26 - 75 3K3eMILISIPOB 30,0
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3 |perucrtpaiysi HOBBIX MOCTYIUICHHH TEPUOIUICCKUX OJIUH 0,5
W3JIaHUH, MIPOCTaBIICHUE OTMETKHU B| JIOKYMCHT
PErUCTPALlMOHHON KapTOTEKE

4 |mpocTaBieHUE IITEMIIEIIS WIN OTMETKA OJIUH 0,5
CTPYKTYPHOT'O TOJIpa3/IeJICHHUs Ha JOKYMEHTE JIOKYMEHT
[TonGopka HOKYMEHTOB JIJIsl paCCTaHOBKH B (poHIE
[TonOopka JOKYMEHTOB I10 BUJaM U3IaHUM: OJINH

JTOKyMEHT

5 |mIockorieyaTHbIE U3AaHUS 0,07

6 |penbedHO-TOYCUHBIE U3IaHUS 0,08

7 |"ToBopsiue" KHUTH Ha KacceTax 0,1

8 |u3maHMsg HA ONTHYECKHUX IUCKAX 0,07

9 |m3maHus Ha Quiem-KapTax 0,07

10 | penvedHO-Tpaduyeckue nocodus 0,08

11 |TakTUIBHBIE PYKOIEIIbHBIE U3JAHUS 0,1

12 |{monmbopka KOMIUJIEKTOB PENIbePHO-TOYCUHBIX KHUT OJIH 2,0
10 Ha3BaHUAM KOMILIEKT

13 |monbopka NTOKYMEHTOB IO KJIaCCU(PUKAIUOHHBIM OJIUH 0,3
WHJIEKCaM, aBTOPCKOMY 3HaKy JTOKYMEHT




[TonGopka mepuoAMYECKUX H3AaHUN IO aadaBUTy OJVH
Ha3BaHUSM, TOJIlaM, HOMEPaM: JTOKYMEHT
14 | mwiockorieuaTHble U3aHUS 0,07
15 | penbedHO-TOUCHHBIC U3TAHUS 0,08
PaccranoBka 6ubimoTeyHoro Goxaa
paccTaHOBKa JIOKYMEHTOB Ha  CTe/UlakaX B OJVIH
CHUCTEMaTHYECKO-aa(haBUTHOM TTOPSIKE: JIOKYMEHT
16 |mTockorieyaTHble U3MaHUS 0,08
17 |penbedHO-TOUECUHBIE U3TAHUS 0,11
18 |"roBopsimue" KHUTH Ha KacceTax 0,1
19 |u3maHus Ha ONTUYECKUX JUCKAX 0,1
20 |m3manus Ha (rrem-KapTax 0,1
21 |penbedHO-TpadudecKre mocoous 0,11
22 | TaKTUJIbHBIC PYKOACIbHBIC U3IaHUS 0,11
PaccraHoBKa EPHOIUYCCKUX U3IAHUHN 110 al(aBUTY OJUH
Ha3BaHUWH, TogaM, HOMepaM: JTOKYMEHT
23 | II0CKOIeYaTHRIE U3JaHUS 0,1
24 |penbedHO-TOUCUHBIC U3TAHUS 0,13




25 |packiajka Ta3eT 110 Ha3BaHMUSIM, NpOKaJbIBaHWE| OJHA Iarka 10,0

JBIPOK, BJIOKEHUE B KAPTOHHYIO OOJIOXKKY (ITarKy),

MPOUIHYPOBKa, odopmiieHue oOJOXKKU (HA3BaHHE,

roJi, HOMep, MeCHIII)

[IpoBepka mpaBUIBLHOCTH PACCTAHOBKHU JIOKYMEHTOB|  MAacCHUB

B OT/ICJIbHBIX MaccuBax (oHJA: donma
26 |1 - 200 10KyMEHTOB 30,0
27 |201 - 400 moKyMEHTOB 60,0
28 |mepemenieHre (ImepeHeceHWe) JOKYMEHTOB Ha| OJiHA IMOJIKa 5,0

CBOOOJTHBIE MECTa

OdopmiieHne, HalMCaHUE TTOJIOYHBIX Pa3eIUTEINCH: OJIUH

pa3zieauTeNb

29 | TSl cCHCTEeMaTHIeCKOW pacCTaHOBKH (POHIIA 4.0
30 | st anaBUTHOM paccTaHOBKH (POHIA 3,0

3.7. Pabora ¢ donmom. PaGota mo coxpanHoctu ponma
N HaumenoBanue nporecca, oneparuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
| MUH.
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1 2 3 4
ITpoBepka 6ubauoTeunoro Goxma:

1 |HammMcaHue KOHTPOJIBHOTO TajlOHA Ha JOKYMEHT;| OJMH TajloH 2,0
yKa3aHWe Ha HEM WHBEHTAapHOrO HoMepa, mudpa,
dbamMunnM, WHUIMAIOB aBTOpa, 3arjaBHs, Toja,
MecTa U3/1aHUs, IEHbI, MECTA XPAHEHUS

2 |oTMETKa O TPOBEpKE IOKyMEHTa Ha (opMmyIspe, OJIMH 0,2
KOHTEIHepe, 00JI0KKE TOKyMEHTa JOKYMEHT
[Ton6opka KOHTPOIBHBIX TAJTOHOB: OJIUH TaJIOH

3 |10 HTHBEHTapHBIM HOMEpam 0,8

4 |\mo andaBuTy (pamMuIuil aBTOPOB UIIH 3ariiaBUi 0,13

5 |mo kmaccupUKAIMOHHOMY UHICKCY 0,1

6 [cBepka KOHTPOJIBHBIX TaJlOHOB C WHBEHTAPHOM | OJMH TaJIOH 0,5
KHUIOM; OTMETKa TIpOBEpPKM Ha TaJlOHE U B
VHBECHTApPHON KHUTE

7 |cBepKa KOHTPOJBHBIX TAJIOHOB C YYETHBIM WIIH| OJHMH TaJlOH 0,5
an(aBUTHBIM,  TOMOrpaUUECKUM  KaTalloramu;
OTMETKa MTPOBEPKU Ha TAJIOHE U B KaTajore

8 |mpocMoTp  GOpMBI  UHAMBUIAYAJIBHOIO  y4era, OJIUH 0,5
BBISIBJICHHE JOKYMEHTOB, HE MPOLIEANINX MTPOBEPKUA | JTOKYMEHT

9 |cocraBneHue  KapTOYKM HA  JOKYMEHT, He OJIMH 1,0




NPOLIEAIINNA TPOBEPKHU

JOKYMCHT

10 |mouck AOKYMEHTOB, HE MPOIIEIINX MPOBEPKH, IO OJINH 5,0
pa3IMYHBIM  y4YETHBIM  (dopMaM, KapTOTeKam,| JOKYMEHT
KypHaJIaM, KHH)KHBIM TTOJIKaM
CocraBieHue CcOucKa HeIOCTalmMX B (OHIE | OJIUH CIIHCOK
JTOKYMEHTOB:

11 |1 moxymeHT 1,0

12 |2 - 10 noKyMeHTOB 10,0

13 |11 - 25 noKkyMeHTOB 22,0
OT60p TOKYMEHTOB JJI U3BATUS U3 (POH]IA
IIpocMOTp ITOKYMEHTOB Ha NpPEAMET H3BATHS U3 OJIH
dhonpa: JIOKYMEHT

14 | nenpodunbHbIX 0,7

15 | nybneTHBIX 0,3

16 | ycTrapeBImuX Mo coepKaHuo 0,7

17 |BeTxux 0,2

18 | Mmanoucnonab3yemMbiX, HEUCIIOIb3yEMbIX 0,5
[ToaroToBKa TOKYMEHTOB K aKTUPOBAHUIO:

19 |mogbopka MOKYMEHTOB B MapTHH IO MNpPUYHMHAM OJIMH 0,08




U3BATHUS; CBEPKA C KHUKHBIM (POPMYIISIPOM

JOKYMCHT

20

no100pKa KHIKHBIX (OPMYIISIPOB HA JOKYMEHTHI B
NOpsAJIKE  MHBEHTAapHBIX  HOMEpPOB,  aydaBuTa,
’KypHaJbHBIE - TIO TOIaM U HOMEpam

OJINH
hopmyJsap

0,07

CocraBneHue cnucka K akTy BBIOBITHS (Ilepeaaun),
MOJICYET 001Iel CyMMBbI, 0QOPMIICHHE aKTa:

OJINH aKT

21

1 nokymeHT

1,0

22

2 - 10 JOKyMEHTOB

10,0

23

11 - 25 noKyMEeHTOB

24,0

[ToaroroBka JOKYMEHTOB Ha OYMaXXHBIX HOCHTEIISAX
IS TIeperuieTa

OT6op MOKyMEHTOB [JIsi TeperuvieTa; IpoBepka
COCTOSIHUSL ~ JIOKyMEHTa; 3aloJIHeHHe (CBEpKa)
KHUKHOTO (hopMmyIisipa:

OJVH
JOKYMEHT

24

IIIOCKOIICYATHBIC TOKYMCHTBI

2,0

25

penbeHO-TOUCUHBIE TOKYMEHTHI

3,0

26

moA0OpKa KOMIUIEKTOB, CBSI3bIBAHHWE B IaUYKH;
odopmIIeHHE JOKYMEHTOB JIJIsl TIepeayu B eperieT

OJVH
JOKYMEHT

0,5

ITonroroBka K pecrtaBpaiuy '"TOBOPSAMIUX' KHUT Ha
KacceTax M  JIOKYMEHTOB, 3allMCaHHBIX  Ha
ONTUYECKUX JTUCKAX:




27 |oTOOp JOKYMEHTOB JJI1 pecTaBpalldd, MpoBepKa OJIUH 3,0
COCTOSIHUSI ~ JTOKYMEHTa, 3alojHeHue (CBepka)| TOKYMEHT
KHIDKHOTO (popmyIisapa

28 |MOArOTOBKAa  JIOKYMEHTOB K  BOCCTaHOBJICHUIO; OJINH 0,5
noadopka JIOKyMEHTOB, AQHAJIOTUYHBIX | JTOKYMEHT
MOBPEXJICHHOMY; OGOpMIIEHUE JIOKYMEHTOB JIJIst
nepeaaun Ha PECTaBPAIHIO
PecraBpanusi  TUIOCKOINEUYaTHBIX U pelbedHO-

TOYEUHBIX IOKYMEHTOB:
29 | meperieTHbIE pabOTHI OJIMH 90,0
JTOKyMEHT

30 |BoccTaHOBIIEHUE OTIEJIBHBIX MTOBPEIKICHHBIX OJIHa 30,0
CTpPaHWII, HallEYaTaHHBIX  PEbe(PHO-TOYCUHBIM | CTpaHHUIIA
mpu@TOoM (ckaHupoBaHHUe, pacro3HaBaHue,
peNaKTUpPOBaHWE, pacrevyaTka Ha OpailIeBCKOM
MIPUHTEPE)

31 (menkuii  peMOHT  (MoAKJIEHKa  HaJOPBAHHBIX OJIMH 2,0
CTpaHWII,  TeperyieTa,  TUTYJAbHBIX  JIUCTOB,| JOKYMEHT
KapMaIllkoB,  SIPJIBIKOB,  3aME€Ha  NPYXUHHOTO
nepernieTa)

PecraBpanusi ~ TOKyMEHTOB,  3alMCaHHBIX  Ha
ayJIMOKacceTax:
32 |BOCCTaHOBJIEHHE TMOBPEXKIEHHOTO JOKYMEHTa C OJIHa 5,0




aQHAJIOTMYHOTO0 Ha CHEIUMaJIbHOM OOOpYJAOBaHWMU B| oOIeparus
3aBHCHMOCTH OT TEXHHYECKOI'0 OCHAIICHMS
33 |[MEJNKUHA PEMOHT (3aMEHa HEMPaBUIILHBIX CKIICEK, OJIUH 5,0
MOJKJIeHKa pakop/ia, STUKETOK Ha PyTisapax) JIOKYMEHT
Boccranosnenue YTPay€HHBIX/TIOBPEXKACHHBIX
JIOKYMEHTOB, 3aITMCaHHBIX HA ONTHYCCKHUX THUCKaX:
34 |ckaHMPOBAaHME TUCKA CTAHIAPTHBIMH CPEACTBAMU OJIMH TUCK 2,0
35 |cKaHUpOBaHHE MTOBPEXKICHHOTO JTUCKa C| OIMH OHUCK 20,0
HCIIOJb30BAaHUEM  CIICIIHAJIBLHOTO  ITPOTPAMMHOTO
oOecneyeHus
36 [3arpy3ka oOpa3a JAucka B  aBTOMAaTHYECKHM | OJIMH JUCK 3,0
nyOIuKaTop
KpartHoe Bocipon3BeIeHHE TUCKOB: OJUH TUCK
37 |TekcToBBIE (harIbI 0,3
38 |3ByKOBBIE (paiiiTbI 3,0
39 |Buaeodanbl 6,0
[TIpoBepka kauecTBa KONUIA: OJWH JUCK
40 |TekcToBBIC (DAMITBI 1,0
41 |3ByKOBBIE (pailiibl 5,0




42

BUIcoDaitibl 5,0

[IpueM JOKYMEHTOB IOCJE pecTaBpallvu:

43

CBEpKa IMOCTYNHMBIIMX JOKYMEHTOB C KHWXHBIM OJIMH 1,0
dbopMynspoM, MpoBEpKa KayecTBAa JOKYMEHTOB;| JOKYMEHT
BOCCTAHOBJICHHE 3arjaBus, HamucaHue mudpa Ha
APJBIKE, KOPEIIKE TOKyMEHTA

O6ecnbutnBanue GpoHaa:

44

obecnbiMBaHKE (OHAA C TOMOIIBIO IIBLIECOCA; OJlHa 15,0
obecrieueHue pabodero MecTa TEXHHMYECKUMH| MEPOIIOJIKa
CpPeACTBaMH: MBLIECOCOM, pabOYUM  CTOJIMKOM,
CTPEMSIHKOH, BEIpOM; MPOBEJACHUE 0OCCIIBIITNBAHMS,
3aHECCHHE TEXHWYECKHMX CpPEJICTB HA  MecTa
XpaHCHHSI

45

pydHoe oOecnbpliuBaHue (oHma; obecrneueHUe oJHa 10,0
pabouero MecTta TEXHHYECKUMH CPEICTBAMU:| MEPOIIOJIKA
CTPEMSHKON, paboYuM  CTOJIMKOM,  TEJIEKKOH,
BEIPOM,  TpSANKAMH,  TNPOTHpPKA,  3aHECCHUE
TEXHUYCCKUX CPEJICTB HA MECTa XpaHCHHUS

3.8. Pabora ¢ dhonmom. [lepeBoa mokymeHTOB B 1IupoBOil popmar

HaumenoBanue nporecca, onepanun. Coctan Enununma Hopma
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/ paboThI U3MEPEHUs | BPEMCHH,
b MUH.
1 2 3 4
OmudpoBka TOKyMEHTOB, HalleYaTaHHBIX PEIbEPHO-
TOYEUYHBIM HIpUPTOM:
1 |ckammpoBaHMEe W  paclliO3HaBaHWE  pelbe]HO- OJlHa 2,0
TOYEYHOTO TEKCTa CTpaHMIIa
2 |coxpaHeHue (aiisia B TEKCTOBOM (hopmate oJuH (aitn 0,5
PenaktupoBanue OTCKaHMPOBAaHHOTO Marepuaia B 0JIHa
TEKCTOBOM PEAAKTOPE: CTpaHHIla
3 |XyI0KECTBEHHBIN TEKCT 5,0
4 |TeXHUYECKHEe U JPYrHe CIEIHAIbHBIE TEKCThI 40,0
(HOTHas 3amUCh, MaTEMaTUKA, METUITNHA, XUMHSI)
OuudpoBka  JOKYMEHTOB,  3allMCAaHHBIX  Ha
MAarHUTHOU JICHTE:
S5 |mepeBoj aHAJIOTOBOM 3anucH B Iu(poBoi popMar | ogHa 3aMucCh 6,0
6 |oOpaboTka 3amycM Ha MarHUTHOM JIGHTE Ha| OJIUH Yac 180,0
KaTYIIKax; pecTaBpaIys 3ByKa 3BYYaHHUSI
7 |oOpaboTKa 3amyMcH Ha MAarHUTHOM JICHTE HA KacCceTe;| OJIMH 4Yac 90,0
pecTaBparus 3ByKa 3ByUYaHUS




OuudpoBka  JOKYMEHTOB,  3allMCaHHBIX  Ha
rpamIIacTUHKAX:

8 |moaroroBka IpaMILIaCTUHKH K 3aIucH OJTHA 12,0
(dboHOTpaMMBI; yAalleHWe TBUIM C TOBEPXHOCTH | TPAMILIACTHH
IPaMIUIACTUHKH, CHSITUE CTaTUYECKOTO Ka
AIEKTPUYECTBA

9 |3anuch dboHOTpaMMBI IPaMILIACTUHKH C 0JIHa
HCII0JIb30BAaHUEM 3BYKOBOTO peJlaKTopa dboHOrpamma
O6paboTka 3anucaHHol (POHOTPAMMBI: 0JIHa

(doHOrpamma

10 | mocTOsIHHOE aMITUTYTHOE CMEIICHHE 50

11 |ynaneHue MIETYKOB U MOTPECKUBAHUM C ITOMOIIBIO 10,0
MJIarMHa aBTOMATUYECKOTO HAXOXKICHUS U YIAICHUS
MOI00HBIX MIEITYKOB

12 |ycrpanenue (hOHOBBIX IITYMOB 10,0

13 |oGecrieueHre KayeCTBEHHOTO U €CTECTBEHHOTO 10,0
3ByYyaHHS C  HCIOJB30BaHUEM  DKBajaii3epoB
(rpaduueckoro, naparpaduueckoro,
napamMeTpHuecKoro)

14 | Hopmanu3zaius CBOMCTB 3BYKOBOI'O Marepuaia 5,0

15 |moaroroBka oOpaboTaHHOW (POHOTpaMMBI K 3aMKCH OJIHa 20,0
Ha JMCKax; pa3pe3ka 3ByKOBOTO (haiiyia Ha TPEKU dboHOrpamma




16 |3amuch MOATOTOBIICHHOTO ayJMOMaTepualia Ha JIMCK | OJWH JUCK 12,0
(c y4eToM  BO3MOKHOCTH  KOHBEPTHUPOBAHUS
Martepuana B popMmar aynuodaiina)

3.9. O6cnyxuBaHuE MOJIb30BaTeENEH

N HaumenoBanue nponecca, onepanuu. Cocras Ennnaunna Hopwma

m/ paboThI U3MEpPEHUsI | BPEMEHHU,

i MUH.

1 2 3 4
3anuchk Mojap30BaTesIcii B ONOIMOTEKY:

1 |mpocMOTp [IOKYMEHTOB MOJB30BaTeNs (MacHopr, OJIUH 2,0
YICHCKUN OWJIET, CTyJICHUYECKUI OWIIeT, cripaBka 00 | MOoJIb30BaTEN
WHBAJIMTHOCTH 110 3PEHUI0), TPOBEpPKA HATWYIUS b
YYETHO-PETUCTPAIMOHHOM KAPTOYKHU MOJIH30BATEIS
3amnonHeHne YYETHO-PETUCTPAITMOHHBIX OJIUH
JOKYMEHTOB TTOJTh30BATEIIS: bopmysip

2 | hopmyssip Ha OyMaKHOM HOCUTENIE 5,0

3 |3MEeKTPOHHBIN HOPMYIISIP 4,0

4 | perucTpallMOHHAs KapTOYKa 5,0
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S5 |TpaHCHIOPTHBIN JTUCT 6,0
6 |moroBop oOCITy)KHUBaHUSA (2 IK3EMILISPA) 7,0
7 |TeTpaab pErucTpaluy MOJIb30BaTENEH 1,0
8 |o3HaKOMIIEHHE c MpaBUIaMHU MM0JIb30BaHUSA OJIMH 20,0
OMOIMOTEKOM, CITPAaBOYHBIM amIapaToM, HaJUYHEM | TIOJIb30BaTEl
APYTHUX OTACNIOB, TIEPEUYHEM MPEAOCTABIICMBIX b
yCIyT
9 |paccraHoBKa PETUCTPALIMOHHBIX KapTO4eK 0JIHa 1,0
MOJIb30BATENECH B KAPTOTEKY KapTouka
[IepeperucTpanus noyib30BaTENCH
[lonck © BHECEHHME M3MEHEHUH B  YYETHO-
PETHCTPAIMOHHBIC IOKYMEHTHI ITOJIh30BaTEIIS:
10 | bopmymsip Ha OyMa)KHOM HOCHUTENE OJIMH 1,0
(opmyssp
11 | anexTpoHHBIN GopMyIISIp OJIH 1,0
hopmyssp
12 | perucrpanuonHas KapTouka 0JlHa 1,0
KapTo4YKa
13 | TpaHCIOPTHBIN JTUCT OJIVH JIUCT 1,0
14 | noroBop 00CITyKUBaHUS OJTVH 1,0

JOTOBOP




3.10. CranmmonapHoe oOCIyKMBaHHE MMOJIb30BaTENEH

N HaumenoBanue npomnecca, onepanuu. Cocras Ennnaunna Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
OOcnyXuBaHHE  TOJIb30OBATEe B OTAeNax
a0OHEMEHTa: 00IIEeT0 U HOTHO-MY3BIKAJIbHOTO:
1 |undopmupoBaHue  TOJIb30BaTENICH O  HOBBIX | OJHA Oecena 5,0
MOCTYIJIEHUsAX; Oecela C  TOJb30BareleM y
BBICTABOK
ITonGopka nokymeHToB u3 (oHma oTaena st
BBIJIAYH TT0JIH30BATEIIIO:
2 |M3mMaHWs,  HANCYaTaHHbIE  PelbeHO-TOUYCTHBIM OJIUH 3,0
mpudTOoM JOKYMEHT
3 |"ToBopsmiue" KHUTH U MY3BbIKaJIbHBIC TIPOU3BEICHUS OJINH 3,0
Ha KacceTax JTIOKyMEHT
4 |m3maHus Ha MHUQPOBBIX HOCUTENSAX HHPOpMAIIUU OJIH 1,0
(mucku, ¢en-KapThl ¢ KPUMTO3AIUTON ) JOKYMEHT
S5 |rpaMIUIaCTUHKHU OJINH 1,0
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JOKYMCHT

6 |HOTHBIC U3MaHMS (TUIOCKOTICYATHBIE U IO CHCTEME OJINH 2.0
Bpaits) JIOKYMEHT

7 |mM3maHus, HaleyaTaHHBIE IUIOCKONEYAaTHBIM, B TOM OJIMH 1,0
YHClie YKPYITHEHHBIM, IPHPTOM JTOKYMEHT

8 |3BykoBble (haiimpl u3 0a3pl JaHHBIX 'ToBOpAMUX'| OAWH (aili 15,0
KHUT C KPUNITO3AIUTON

9 |3amuch 3BYKOBBIX (hailjioB 'roBopsmux" KHHUT C| OAWH (aiia 10,0
KPUNTO3AaILUTON Ha (remni-kapTy MOJIb30BaTeNs C
MpEABAPUTEILHON MOJATOTOBKON (OYUCTKOM) (uiet-
KapThI MOJIb30BATENS

10 |mpenocraBieHue I10JIL30BATEIIO HOTHBIX 51 OJIMH 2,0
MY3bIKQJIbHBIX JJOKYMEHTOB JIJISi TIPEIBAPUTEIBHOTO | JTOKYMEHT
MPOUTPBIBAHUS, TMPOCIYIIMBAHUS B TOMEIICHUU
oTaena
[IpoBepka JOKyMEHTOB TIEpe]l BhIadyeii/mprueMoM Ha OJVIH
COOTBETCTBHUE U OTCYTCTBHUE JAE€(PEKTOB: JOKYMEHT

11 |u3nanusa,  HameyaTaHHblE  PeIbepHO-TOUEUHBIM 1,0
mpudToM

12 | "roBopsiue" KHUTH U MY3bIKaJIbHbIE MIPOU3BEICHHUS 3,0
Ha KacceTax

13 |u3ganus Ha UUQPPOBBIX HOCUTENSIX HHPOPMAIUH 1,0




(mucku, Quen-kapThl ¢ KPUMTO3AITUTOM )

14 |rpammiacTUHKH 1,0
15 |HoTHBIC M3maHusA (IJIOCKOTIEYaTHBIE U IO CHCTEME 1,0
Bpaiins)
16 |u3maHus, HaleyaTaHHEBIC IUIOCKOIIEUATHBIM, B TOM 0,8
9HUCIIe YKPYTHEHHBIM, ITPUGTOM
17 |Bplmaya JOKYMEHTOB TIOJIb30BaTENt0, OTMETKa O OJIMH 0,7
BBIJIaue B KHUKHOM (hOpPMYJISIpe JIOKYMEHT
OtMeTKa 0 Bblgave/mpueMe TOKYMEHTOB: OJINH
JIOKYMEHT
18 |B pyuHOM pexunmMe 1,0
19 | B aBTOMaTHU3UPOBAHHOM PEKUME 0,7
20 |TlpueMm JOKYMEHTOB OT TOJIb30BaTelsd, IOUCK U OJINH 1,0
BKJIaJIKa KHHXKHOTO (popMyIisipa JIOKYMEHT
[Iponnenue cpoka Mmoab30BaHUs TOKYMEHTAMHU: OJINH
JTOKYMEHT
21 |B py4yHOM pEKUME 2,0
22 |B aBTOMaTU3UPOBAHHOM PEKUME 0,7
KoHcynbramnus nojb30BaTens: oJlHa

KOHCYJIbTallu




23

I10 pa60Te C KapTOYHBIM KAaTaJIOT'OM

5,0

24

110 paboTe ¢ AAEKTPOHHBIM KaTajiorom

7,0

25

1o IKCILTyaTaluu TU(HITOMArHUTO()OHOB,
tudodeni-raeepon

10,0

OTéop u mepemaya Ha BOCIHPOU3BEICHUE B
CIEHHATBHOM dbopmare dbparmMeHToB
MJIOCKOTIEYATHBIX TEKCTOBBIX U HOTHBIX JJOKYMEHTOB
(o 3ampocy noab30BaTeNs):

26

IpueM 3ampoca OT TO0JIb30BaTelsd, IOoa00pKa
JTIOKYMEHTOB, o(popMIIeHHE 3aKa3a

OJVH
JOKYMEHT

5,0

27

MOATOTOBKAa  JOKYMEHTa K  BOCIPOHW3BEICHHIO
(Touck, 3aKJaaKa dbparMeHToB, OIICHKA
BO3MOXKHOCTH CKaHHUPOBAaHHS TEKCTa, PYYHOTO
Habopa HOTHOM 3amucH no cucteMe bpaiins)

OJIHa
CTpaHUIIa

2,0

OO6cnyXuBaHUE MOJIH30BATENEH B UUTATLHOM 3aJI€:

28

WH()OPMUPOBAHKE O HOBBIX MOCTYIUICHUSX; Oecesa C
MOJIb30BATEIEM Y  BBICTABOK, TE€MaTUYECKUX
KHWKHBIX TTOJIOK

oJ1Ha Oecena

50

[Towick JTOKYMEHTOB IO 3ampocy ITOJIb30BaTelis B
moAcoOHOM (oHe:

OIVH
JOKYMEHT




29 | mo BUgaM U3IaHUI 3,0
30 |mo ompeeIeHHOM TeMe 4.0
[IpoBepka JOKyMEHTOB TIEpe]l BhIIAUCH/IpreMOM Ha OJVH
COOTBETCTBHE M OTCYTCTBHUE ACPEKTOB: JTOKyMEHT
31 |u3gaHusi,  Hame4YaTaHHbIE  pPeIbePHO-TOUCUHBIM 1,0
mpu@TOM
32 |"roBopsiiue" KHUTH Ha KacceTax 4,0
33 |m3manus Ha IUGPPOBBIX HOCUTEISX HWHGOpPMAIUU 1,0
(mucku, dren-kapThl)
34 |u3maHusA, HameyaTaHHBIE INIOCKOIMEYAaTHBIM, B TOM 0,8
YUCJIC YKPYMTHEHHBIM MIPUPTOM
35 |TaKTUIIbHBIC PYKOACIBHBIC H3IaHUS 1,0
36 |penbedHO-rpadudecKkre mocoous 1,0
37 |BBIJaYa JTIOKYMEHTOB TIOJIb30BATEIII0, OTMETKA O OJINH 0,7
BBIJIa4€ B KHMKHOM (popMmyIisipe JTOKYMEHT
OtmeTKa 0 BbIIaue/pueMe JOKYMEHTOB: OJIUH
JTOKYMEHT
38 |B pyuyHOM pEKUME 1,0
39 |B aBTOMaTHU3UPOBAHHOM PEKUME 0,7




40 |mpueM JOKYMEHTOB OT IIOJIb30BaTelsl, IIOMCK U OJINH 1,0
BKJIaJIKa KHMKHOTO hopMyJIsipa JTOKYMEHT
KoHcynbranus nojib3oBaTens: 0JlHa

KOHCYJIbTAIIH
s

41 |mo paboTe ¢ KapTOYHBIM KaTaJIOrOM 7,0

42 | 1o paboTe ¢ IIEKTPOHHBIM KaTajJoroM 8,0

43 |mo AKCILTyaTalu TU(HITOMArHUTO()OHOB, 10,0
tudrodien-rnieepon

44 o SKCITyaTalldyd aJalTHBHBIX THMIOTEXHUYCCKHUX 20,0
CPEIICTB U MPOTpaMM

45 |mo  3KCIulyaTallud KOMIBIOTEPHOM TEXHUKU U 20,0
MPOTPaMMHOT0 00ecTieUeHUs
Pabota ¢ urenom:

46 |mpeaBapuUTENIbHAS 3aITUCH TTOJIH30BATEINSI K UTCITY OJIHA 3aMHUCh 1,0

47 \mouck, odopmieHHE JTOKyYMEHTa JJid BbIJAaud OJIMH 5,0
MTOJIB30BATEITIO JTOKYMEHT

48 |uTeHne TeKCTa OJIHa 5,0

CTpaHMIIa
(popmar A4)
49 |mpoYnTHIBAaHUE TEXHUYECKOTO u apyrux | 1000 3HaKOB 6,0




CTeTIMATbHBIX TEKCTOB Ha MarHUTHYIO
JeHTY/TIUGPOBBIC HOCUTEIH

OTéop u mepemaya Ha BOCHPOU3BEICHUE B
CIIeIIMAIbBHOM dbopmarte dbparmMeHToB
IJIOCKOTEUAaTHBIX ~ JIOKYMEHTOB  (II0  3ampocy
MOJI30BATEIS):

50 ([mpuem 3ampoca OT TOJb30BaTeNs, MOAOOpKa OJIMH 5,0
JIOKYMEHTOB, o(hopMIIeHHE 3aKa3a JIOKYMEHT
51 |moAroTOBKA JOKYMEHTA K BOCTIPOM3BEICHHIO OJlHa 2,0
CTpaHMIIa
3.11. BaectanmmonapHoe o0CIy)KMBaHHE MOJIb30BaTENEH
N HaumenoBanue nporiecca, onepaiuu. Coctas Enunawnna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
| MUH.
1 2 3 4
HanomHoe o6city>krBaHuE MOJIb30BATENCH:
1 |mpuem 3aka3a oOT moJib30BaTeNs MO TeneoHy,| OJUH 3aKa3 4,0
odopmIIeHHE 3aKa3a
[Touck u3 poHma KOMILJIEKTA TOKYMEHTOB: OJIUH
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KOMILJICKT

U3JaHMsI,  HalleYaTaHHbIE  pelbeHO-TOUCTHBIM
mpudTom (10 - 15 KHUT U3 KOMIUIEKTA)

15,0

"roBopsiive" KHUTU Ha KacceTax (5 Ha3BaHMI)

10,0

W31aHUs Ha UU(POBBIX HOCUTENSIX HWH(MOpMALUU
(mucku, dueni-kaptsl) (5 Ha3BaHUIN)

6,0

OTMETKa O BblJa4e JOKYMEHTa B KHUXHOM
dbopmysipe

OJIUH
JIOKYMEHT

0,7

OTmeTka 0  BbIIaue/ipueMe  JOKYMEHTOB B
bopmyIsipe Moab30BaATEIIS:

OJIUH
JIOKYMEHT

B PY4YHOM pPEKHUME

1,0

B aBTOMAaTHU3HUPOBAHHOM PCIKHUMC

0,7

MOJITOTOBKA JOKYMEHTOB K OTIPAaBKE; COPTUPOBKA
10 BHJAM U3JIaHWM, YIIaKOBKa, OQOopMIICHHE
TPAHCIIOPTHOT'O JIMCTA, IMOIPY3Ka; COrJIACOBAHUE C
MOJIB30BATENIEM 0 TelneOHY, JOCTaBKa 3aKa3a

OJHH 3aKa3

15,0

npueM AOKYMCHTOB OT II0JIb30BaTCIIsA; BBITPY3Ka,
pacCIlakOBKa, ITIOUCK " BKJIaJKa KHHU>KHOTI'O

dbopmymsipa

OJIMH 3aKa3

8,0

[IpoBepka AOKYMEHTOB Mepes OTIPaBKON/IPUEMOM
Ha COOTBETCTBUE U OTCYTCTBUE NEPEKTOB:

OJTNH
JIOKYMEHT




10 |\u3ganus,  HamewyaTaHHbIE  pelibe(hHO-TOUCUHBIM 1,0
mpudTom

11 |"roBopsimue" KHUTH Ha KacceTax 6,0

12 |u3ganns Ha UUQPPOBBIX HOCUTENSIX HHPOPMAIIH 1,0
(nucku, prem-KapThl)

[Iponnenue cpoka Mmoab30BaHUS TOKYMEHTAMHU: OJIUH
JTOKyMEHT

13 | B pyuHOM pexume 2,0

14 | B aBTOMaTHU3HUPOBAHHOM PEKUME 0,7
OOcnyxuBaHUE TMOJIb30BaTeNe B OMOJIMOTEUHBIX
MyHKTaX:

15 |moaroroBKka ®W  3aKJIIOYEHHE JOTOBOpa  MEXKIY OJINH 300,0
OubnuoTexkoil W opraHuzamueit, rtae OyAeT| JA0roBop
OCYIIIECTBIIATHCS BHECTAIIMOHAPHOE 0OCITY)KUBAHNE
Odopmiienne Gopmysisipa OUOIMOTEYHOTO MyHKTA: OJIVH

hopmyssp

16 | B pyuHOM pexume 7,0

17 | B aBTOMaTU3HUPOBAHHOM PEKUME 6,0

18 |opopmnenne manku C JOKyMEHTaMH (JIOTOBOp,| OJIHA Marka 15,0

JIOBEPEHHOCTD HA MOJTYyYEHUE KHUT, OTUYETHI)




19 |cocraBiieHre CcXeMbI pa3MelieHdus OWOIMOTEYHBIX | OJHA CXeMma 120,0
MTyHKTOB TI0 TEPPUTOPHUSIM
20 [cocraBnenue rpaduka OOMEHa  JOKYMEHTOB, | OJUH rpaduk 20,0
HAXOJAIUXCS B OMOIMOTEUHBIX ITyHKTaX
21 |cocraBiieHHMe IUTaHA ~ METOJAWMYECKOW  IMOMOIIM | OIWH IUIaH 60,0
OMOIMOTEeKAPAM-00IIICCTBEHHUKAM
Briiaua 1OKyMEeHTOB B OMOJIMOTEUHBIN MTyHKT:
ITongroroBka ® pacmeyaTka CIIHCKa JIOKYMEHTOB, | OJIUH CITHCOK
MpeHa3HAYCHHBIX ISl BBIJIaYd  OMOJIMOTEYHOMY
MYHKTY:
22 |20 TOKyMEHTOB 30,0
23 |40 1OKyMEHTOB 60,0
24 {100 toxkymMeHTOB 120,0
ITonGopka u3 dhoHIa MO CIHUCKY/3as9BKE KOMILJICKTOB OJUH
JOKYMEHTOB Pa3INYHBIX (HOPMATOB: JTIOKyMEHT
25 |u3MaHus,  HaleyaTaHHble  PelIbe(pHO-TOYEUHBIM 3,0
mpudTOoM
26 |"roBopsimue" KHUTH Ha KacceTax 2,0
27 |\u3nanus Ha TUQPOBBIX HOCUTENSIX HWH(MOpMAIUU 1,0

(nucku, aemn-KapThbl)




28 |nm3maHusa, Hale4yaTaHHBIC IIJIOCKOIICYATHBIM, B TOM 1,0
YHUCJIe YKPYIMTHEHHBIM MPUPTOM
CBepka JOKYMEHTOB CO  CIIMCKOM/3asBKOM M OJINH
IpoBepKa JOKYMEHTOB TEpell  BbIOAa4ed Ha| JTOKYMEHT
COOTBETCTBHE M OTCYTCTBHUE AC(HEKTOB:
29 |u3maHus, — HameyaTaHHbIe  pelibe()HO-TOUYCUHBIM 1,0
mpudToM
30 |"roBopsimue" KHATH Ha KacceTax 6,0
31 |u3nanus Ha OUQGPOBBIX HOCHTEISIX HH(pOPMAIUU 1,0
(mucku, dren-kapThl)
32 |u3maHus, Hale4YaTaHHBIE IIJIOCKOIEYATHBIM, B TOM 0,8
YUCJIe YKPYMHEHHBIM IPUGTOM
33 |copTHpOBKA IO BHJaM HM3JaHHI, OTMETKA O BBIJAUC OIINH 1,0
JOKYMEHTa B KHIKHOM (OpMYJIsipe JTOKyMEHT
OtMmeTKa 0 BbIIaue JOKYMEHTOB: OIINH
JTOKYMEHT
34 |B pyuyHOM PEKUME 1,0
35 |B aBTOMaTHU3MPOBAHHOM PEKUME 0,7
36 |paccTaHOBKAa KHUXHBIX (POPMYJISIPOB B KapTOTEKY OJIVH 1,0
MHIUKAaTOpa bopmysip
37 |moaroToBKa JOKYMEHTOB K OTIPAaBKE; YIMAaKOBKa, OJIMH 30,0




COCTaBJICHHE OIKCH, TIOTPY3Ka KOMILJIEKT

38 [orMeTka 00 oOTmpaBKe 3aka3za B JKypHaje| OJHa 3alKCh 2,0
perucTpanuu

39 |omoBenieHre ab0OHEHTa 00 OTIPaBKe 3aKa3a OJIUH 1,0

a0OHEHT
[IpuemM 1OKYMEHTOB 13 OUOIMOTEYHOrO MyHKTA:

40 |pacnakoBKa MOCBUIKH, COPTUPOBKA JOKYMEHTOB I10 OJIHa 3,0
BUJIaM W3IaHUM MOCHLIKA
[IpoBepka  BO3BpalleHHBIX  JIOKYMEHTOB  Ha OJIUH
COOTBETCTBHE, KOMILJIEKTHOCTD, OTCYTCTBUE| JIOKYMEHT
Ne(EeKTOB:

41 |v3maHus,  Hame4aTaHHble  pelbeHO-TOUYECUHBIM 1,0
mpu@TOoM

42 |"roBopsrmiue" KHUTH Ha KacceTax 6,0

43 |m3manusi Ha UUQPOBBIX HOCUTEISIX WH(OOpMAIUU 1,0
(mucku, drien-KkapThl)

44 \u3maHvsl, HaTlCYaTaHHBIC IIJIOCKOIICYATHBIM, B TOM 0,8
YHUCJIe YKPYMTHEHHBIM MIPUPTOM

45 |copTUpOBKa JIOKYMEHTOB 1O BHJIaM U3JaHUM, TTOUCK OJIMH 1,0
1 BKJIaJIKa KHUKHBIX (DOPMYJISIPOB JTOKYMEHT
OtmeTKka 0 mpreMe TOKYMEHTOB: OJIUH




JOKYMCHT

46 |B py4yHOM pEKUME 1,0
47 |B aBTOMAaTHU3UPOBAHHOM PEXUME 0,7
48 |onoBenieHre abOHEHTA O MPUEMe JOKYMEHTOB OJIUH 1,0
a0OHEHT
49 |oTmeTKa 00 0OMeHe JOKYMEHTOB B JIHEBHHUKE OTJIeJa | OJIHA 3aIUCh 1,0
3a04HO€ 00CITYKUBAHUE MOJIb30BaTEICH
OdopmieHue HOKYMEHTOB Ha  OOCITYXKHBaHHE
a0OHEHTOB:
50 (mpuem 3asBKM OT ab0oOHEHTAa Ha OOCITY)KHBaHUWE,| OJIHA 3asBKa 5,0
MOATOTOBKA MAKeTa JOKYMEHTOB K OTIPABKE
Odopmnenue popmynsipa abOHEHTA: OJINH
hopmysp
51 | B py4HOM pexruMe 6,0
52 |B aBTOMaTHU3MPOBAHHOM PEKUME 7,0
Brimaya m1okyMeHTOB aOOHEHTaM
ITonbopka w3 ¢GoHma 1o 3akazy abOHEHTa OJIUH
JOKYMEHTOB Pa3JINYHBIX (HOPMATOB: JTOKYMEHT
53 |u3maHus,  HamedaTaHHbIE  PEbe(HO-TOYCUHBIM 3,0




mpudToM

54 |"roBopsiiue" KHUTH Ha KacceTax 2.0

55 |u3gaHus Ha IUGPOBBIX HOCUTEISIX HWHGOpPMAIUU 1,0
(nucku, aemn-KapThl)

56 |M3maHusa, HameyaTaHHBIE INIOCKOIEYaTHBIM, B TOM 1,0
YHUCIIe YKPYIMTHEHHBIM MIPUPTOM
CBepka JOKYMEHTOB CO CIHCKOM H IIpOBEpKa OJIMH
JOKYMEHTOB TIepejl BbIJaueii Ha COOTBETCTBUE M| JOKYMEHT
OTCYTCTBHUE JIe(DEKTOB:

57 |u3maHusg, — HameyaTaHHbIE  pelibe()HO-TOUYCUHBIM 1,0
mpudToM

58 |"roBopsimue" KHATH Ha KacceTax 6,0

59 |m3manus Ha MOUGPOBBIX HOCHTEISIX HH(pOPMAIUN 1,0
(mucku, Queni-kapTh)

60 |u3maHus, HamneyaTaHHBIE INIOCKOIEYaTHBIM, B TOM 0,8
YHUCJIe YKPYMTHEHHBIM MIPUPTOM

61 lorMeTka O BBIJAYE JIOKYMEHTAa B KHIKHOM OJTNH 0,7
dbopmysipe JIOKYMEHT
OtMeTKa 0 BbIIaue JOKYMEHTOB: OJINH

JTOKYMEHT
62 | B py4HOM pexuMe 1,0




63 |B aBTOMaTU3UPOBAHHOM PEKHUME 0,7

64 |paccTaHOBKA KHWKHBIX (POPMYJIIPOB B KAPTOTEKY OJIVH 1,0

opmyssp

65 |moaroToBKa JIOKYMEHTOB K OTIPAaBKE; YIAaKOBKA, OJIMH 30,0
COCTaBJICHHE OITHCH, TIOTPY3Ka KOMILICKT

66 lorMeTka 00 oOTmpaBKe 3aKa3a B JKypHaje| OJHa 3alucCh 2,0
peruCTpanuu

67 |omoBemieHre aboHeHTa 00 OTIIpaBKe 3aKasa OJIMH 1,0

a0OHEHT
[Ipuem 1OKyMEHTOB OT aOOHEHTOB:

68 |mpueM JTOKYMEHTOB; COPTHPOBKA IIOCBUIOK IIO OJTHa 2,0
aapecaM, OTMETKa O TpUeMe B OKypHaje| TIOCHLIKA
perucTpanuu

69 |pacnakoBKa MOCBUIKH, COPTUPOBKA JOKYMEHTOB ITO OJTHa 3,0
BHUJIaM M3JIaHUHU MOCBIJIKa
[IpoBepka  BO3BpalIeHHBIX  JOKYMEHTOB  Ha OJIUH
COOTBETCTBHE, KOMILJIEKTHOCTb, OTCYTCTBUE| JOKYMEHT
ne(EeKTOB:

70 |\u3maHus,  HameYaTaHHbIE  PEbeHO-TOYCUHBIM 1,0
mpudToM

71 |"roBopsiiue" KHUTH Ha KacceTax 6,0




72 \u3nanusg Ha MUQGPOBBIX HOCHUTEISIX HH(pOpMAIUU 1,0
(nucku, aemn-KapThl)
73 |u3maHusA, HaledyaTaHHBIC IIJIOCKOIICYATHBIM, B TOM 0,8
YUCJIe YKPYMHEHHBIM HIPUGTOM
74 |copTUpOBKa TOKYMEHTOB IO BUJaM U3JIaHUH, TTOUCK OJVH 1,0
1 BKJIaJKa KHUKHBIX (POPMYJISIPOB JIOKYMEHT
OtmMmeTKa 0 IpreMe TOKYMEHTOB: OJINH
JTOKyMEHT
75 |B py4YHOM PEKUME 1,0
76 |B aBTOMaTU3MPOBAHHOM PEKUME 0,7
77 |omoBelieHre aOOHEHTA O MPUEeMeE JTOKYMEHTOB OJINH 1,0
a0oHEeHT
78 |oTMeTKa 00 OOMEHE IOKYMEHTOB B THEBHUKE OT/Eja | OJHA 3aIKCh 1,0
3.12. Baytpennss padbora
N HaumenoBanue nporecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHH,
I MUH.
1 2 3 4
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IToaroroBka K BbIgave:

1 |monBeneHre UTOrOB PabOTHI 3a MPOIICAMIHNN JCHB, | €XKEIHEBHO 15,0
3aMuch B THEBHUKE

2 |paccraHoBKka (GOpPMYISAPOB  MOJb30OBATENEH IO OJIMH 1,0
CpoKawm, 1o ajapaBUTy bopmymsip

3 |moxgbopka TOKYMEHTOB II0 BHJAM H3JaHUN I10 OJINH 1,0
MpeBapUTEIbHBIM 3aKa3aM MOJIb30BaTeNeH JOKYMEHT
[IpocMOTp HOBBIX MOCTYIJIEHUH JIJIs1 PEKOMEHIalluu OJIMH
M10JIb30BATEIISIM: JOKYMEHT

4 |raszeTsl 5,0

S |KypHaJbl, Halle4YaTaHHbIC IJIOCKOIIEYaTHBIM 15,0
mpu@TOoM

6 |’KypHanbpl, HameyaTaHHbIE pelbedHO-TOUYCHHBIM 5,0
mpu@TOoM

7 |KHUTH, HAaTleYaTaHHBIC TIJIOCKOTICYATHBIM IpU(TOM 5,0

8 |KkHUTH, Hare4yaTaHHbIC penbeHO-TOUEUHBIM 2,0
mpudTOoM

9 |aynuoBu3yalbHbIE U3JaHUSI HAa aHAJOTOBBIX U 2,0
U (POBBIX HOCUTEISIX

10 |[mpocMOTp ¥ TIOMOJIHEHWE KHUXXHBIX BBICTaBOK, OJIMH 5,0
MOJIOK M CTEeJUIaXeH, OTKPBITHIX Ui CBOOOAHOTO| JTOKYMEHT




AOCTYyIIa I10JIb30BaTEIICH

11 |moaroroBka pabouero mecra €)K€ THEBHO 15,0
Pa6oTa ¢ popmynsspom mosib30BaTeNs:

12 |ananu3 QopMyIsIpOB TOJIb30BaTENIel, BBISIBICHHE OJIVH 20,0
YUTATSIIBCKUX HHTEPECOB bopmysip

13 |3amuch B opMylisipe MoJIb30BaTENsI O pe3yJbTaTax OJIVH 3,0
aHaJIM3a YTCHUS 3a ONpe/ICICHHBINA MTEPUO/T bopmysip

14 | cocTaBneHre KapTOTEKH YUTATEIHCKUX HHTEPECOB OJlHa 3,0

KapTouka

15 |3anuch B JHEBHUKE OuMOIMOTEKapsi O JAWMHAMUKE | OJHA 3aMKCh 2,0
YTCHUS W WHTEpecax IONb30BaTeIeH (TPYIITbI
MOJIb30BATENEH )

PaGota c mnonp3oBarensiMu, HE BO3BPATUBIIUMU
JTOKYMEHTBI B CPOK:

16 |mpocMoTp 1 0TOOp HOpPMYIIAPOB MOTB30BATENEH, HE OJIH 2,0
BO3BPATHUBIIHMX JOKYMEHTHI B CPOK bopmysip
W3BemieHne 1onp30BaTeNs, HE BO3BPATHBIIETO OJIUH
JTIOKYMEHTBI B CPOK; OTMETKA JaThl HAIOMUHAHUA B| (hopmyisp
bopmysipe MOab30BaATEIIS:

17 |yctHo (o Tenedony) 3,0

18 |mucekMeHHO depe3 TMMOYTOBOE OTHACICHUE WM 3,0




ANEKTPOHHYIO MOYTY

19 |ynanenue u3 6a3bl JaHHBIX CBEACHUN O 3aHATOCTH OJINH 0,7
BO3BPAIlICHHBIX JJOKYMCHTOB JOKYMCHT
[IpueM TOKYMEHTOB B3aMEH YTCPSIHHBIX:

20 |mpocMOTp M OILIEHKa JOKYMEHTa, MPEAIOKEHHOTO OJIMH 3,0
B3aMEH yYTEePSHHOTO JTOKYMEHT

21 |3amuch O 3aMeHE JIOKYMEHTa B (dopmyssipe OJIVH 2,0
MOoJb30BaTeNsl, B TETpaaud ydeTa JIOKYMEHTOB,| JOKYMEHT
MIPUHATHIX B3aMEH YTEePSHHBIX
Pabora ¢ oTkazamu:

22 |3amojHEHWE KApTOYKM Ha OTKa3 C yKa3aHUEM OJIHa 4.0
MPUYHMHBI, PACCTAHOBKAa KApTOYEK B KApTOTEKy| KapTOUKa
OTKa30B

23 |aHanuM3  OTKa30B, TMOATOTOBKAa  CIHMCKa  Ha| OJIMH OTKa3 8,0
JIOKOMILIEKTOBaHUE (PoHIa
3.13. OGcayxuBanue Mo MexondmmoTeunomy abonementy (MBA)

N HaumenoBanue nporecca, oneparuu. Cocras Enununa Hopwma

n/ paboThI U3MEPEHUs | BPEMEHH,

Il MHUH.

Tabmura 54



2 3 4
OOcnyxMBaHWe WHIWBHIYAITbHBIX ITOJIH30BaTENICH
oubnuotexu mo MBA:
perucrpanus nojiab30BarTens, nojae3yromerocs MbA OJIMH 2,0
MOJIb30BaTEN
b
3anoJIHEHME OJIaHKAa-3aKas3a OJIVH 3aKa3 3,0
YTOYHEHUE YKa3aHHBIX IOJIb30BATEJIEM CBEJACHHUM O| OJIMH 3aKa3 2,0
3aKa3aHHOM JIOKYMEHTE, I[eJIsX 3aMpoca, UCTOYHHKE,
OTKY/1a MOJIy4EeHbI CBEJICHUS
bubnuorpaduueckas qopaboTka 3aKaza; yTOYHEHUE | OJIUH 3aKa3
OoubmmorpaduuecKux CBEICHUN:
M0 CIIPaBOYHBIM M3JIaHUAM U3 (hoHAa OMOTHOTEKH 10,0
MIPU TIOMOIITM BHYTPEHHUX M BHEITHUX 0a3 JaHHBIX 50
MPOBEpPKA HaJWYusl 3alpaliviBacMoOro JIOKYMEHTa B OJIH 12,0
OnOIMOTEKaxX, B TOM YHUCJIE 110 CBOJAHBIM KaTaJioraM | JTOKYMEHT
3amuCh CBEJEHUM O HampaBjeHuu 3akaza mo MBA| oaun 3akas 2,0
(HaumeHoBaHWe OWMOIMOTEKHW, JaTa); OTIpaBKa
3aKa3za B OMOJMOTEKY, UMEIONIYIO 3alpariuBaeMbli
JIOKyMEHT
nepeMenieHne O6JaHKa-3aka3a B KapTOTEKy 3alpoCoB OJTHO 0,5




nosnb3oBarenei o MBA 3a paspenurens "3anpocsl
no MBA, HanipaBJeHHbIE B Ipyrue OudImoTexu"

TpeboBaHUe

9 |mpuem nokymeHTa, mpuciaHHoro mo MBA OJINH 4.0
JIOKYMEHT

10 |u3Bemienue MOJIE30BaTENSA 0 MOJTY4YEHUH OJINH 2,0
3alPOIICHHOT0  JOKYMEHTa H  CpPOKaX  €ro | Mojb30BaTel
[MOJIb30BAHUA b

11 |Bpimaya mONB3OBATENIO TMOJAy4YeHHBIX 10 MBA OJIUH 2,0
JOKYMEHTOB B YHTAJIBHOM  3aJie;  CBEpKa| TOKYMEHT
BBIJIaBAEMOTO JIOKYMEHTa C OJaHKOM-3aKa3oM,
MIPOBEPKa COCTOSHUS TOKYMEHTa, OTMETKA O BbIa4e

12 {mpueM 1mOKyMEHTa OT TIOJIb30BaTeNs; CBEpKa OJIMH 1,0
JTOKyMEHTa ¢ OJaHKOM-3aKa3a, IPOBEepKa COCTOSHUS | JTOKYMEHT
JOKyMEHTa, OTMETKa O TIpUeMe, IOMEIICHUE
JOKYMEHTA B CTCITHAIBHO BBIJCIICHHOE MECTO

13 |u3Brieuenne OmaHKa-3aka3a W3 KapTOTEKH, OTMETKA| OJUH JIMCTOK 1,5
00 oTmpaBke AOKYMEHTa (AaTa, HOMEp IMOYTOBOrO| TpeOOBaHUs
OTIpAaBIICHU); TIEPECTAaHOBKA JMCTKA W3 pasieia
"[lonyuennsie 1o MBA wu3manua" B paszpen
"BosBpaniennas aureparypa'

14 |moarotroBka JOKYMEHTOB K OTHpaBKE B OMOJMOTEKY| OJMH 3aKa3 5,0

(dboHoAep)KATENIb;, YIAKOBKA 3aKa3a, MPOCTABIICHHUE
mramna "l[louta crensix", HamWcaHue ajapeca,
COCTaBJICHUE OITHUCH




15

paboTa ¢ OTKazaMu; MpH MOJTYICHUH W3BEIICHUS 00
OTKa3e WM 3aJep>KKe BBINOJHEHHUS 3ampoca
yKa3aHue B OJlaHKe-3aKa3e Ha OOOpPOTHOW CTOpPOHE
NPUYMHBl W JaThl OTKa3a, IMEPECTAaHOBKA €ro W3
pazaena "3ampocel mo MBA, HampaBieHHbIE B
apyrue oubmmoteku" B pasznen "Otka3el mo MBA";
COOOIIIEHHE B OTIET OOCITYKMBaHUS O TMOJTYYECHUH
oTKa3a (1aTa, MpUYNHA)

OJHH 3aKa3

4,0

Oo6cnyxuBanue aboHeHToB 1mo MDBA: cBepka 1o
KapToTeKke aODOHEHTOB HOMEpa aDOHEHTa Ha OJIaHKe-
3aKa3e OpraHu3aluu

Opranuzaiusi aOOHUPYETCS:

OJHH 3aKa3

16

MPOCTABJIICHUE HOMEpa Ha OJjaHKe-3aKas3e, CBEpKa
ajapeca,  Ha3BaHWS  OpraHM3anuu,  (QamMuInH
oTBeTCTBEHHOTO 10 MBA (BHeceHHe N3MEHEHUH B
KapTOYKH)

4,0

AOGOHEHT 00paTUJICS B TEKYIIIEM TOTy BIIEPBBIC:

OJIUH
a0OHEHT

17

MIPOCTABJICHHE B KAPTOYKE Toja OOpallleHUs, JaThl,
odopmiieHHe aOOHEHTA

1,0

Opranusanus paHee He a0OHHPOBAIACH:

OJIUH
A00OHEHT

18

IOpUCBOEHHE  a0OHEHTy HOMepa, 3aloJIHCHHE

6,0




KapTouku  perucrtpanuu  aboneHta MBA u
dbopMynAp, yKa3aHHE IIOJIHOTO HANMMEHOBAHUS
OpraHu3alMy, [OYTOBOrO  ajpeca, TenedoHa,
dbamMuIMM, UMEHHU, OTYECTBA OTBETCTBEHHOT'O JIMIIA,
JaThl OTKPBITHS U HOMEpa aDOHEHTa

19 |paccraHoBka  pEruCTpallMOHHBIX  KapTOYEK B OJIHa 0,5
KapTOTEKY KapTO4YKa

20 |opopmnenue u3BemleHWsS i1 a0oHeHTa 00 OJTHO 2,0
OTKPBITUM a0OHEMEHTa (3ampoC HEJOCTAIOMIMX JUIsl| U3BEUICHUE
KapTOTEKU CBEJICHUIA)

21 |mpoBepka TPaBWJIBHOCTH 3alOJIHEHUs OJaHKa-| OJWH OJIaHK- 50
3aKasa, 3a/I0JDKEHHOCTH a0OHEHTA; MPOCTaBJICHUE Ha 3aKa3
o0opoTe OslaHKa-3aKas3a IITaMIia U AaThl TIOJTyYCHHUS
3aKasa

22 |mmdpoBKa 3aka30B a0OHEHTOB; MOJ0OPKa OJIAHKOB-| OJUH OJIaHK- 3,0
3aKa3oB 1O  andaBUTy, TPOBEPKA  HATUYIHUS 3aKa3
JIOKYMEHTOB 10 KaTaJIoTy

23 |MOATOTOBKAa  JOKyMEHTa K  BbIJade; CBEpKa OJIMH 2,0
JOKyMEHTa ¢  OJIaHKOM-3aKa30M,  IPOBEPKa| JTOKYMEHT

COCTOSIHHUS JIOKYMEHTA; IMPOCTaBJICHUE Ha OJIaHKe-
3aKaze mmdpa JOKYMEHTa, HHBEHTApPHOTO HOMeEpa,
KOJIMYECTBA JJOKYMEHTOB, JaThl BBIIAUH, IITEMIICIIS
OMOJMOTEKH C Ha3BaHHUEM M IIOYTOBBIM aJpPECcOM;
yKa3aHue CpOKa BO3BPATa; BJIOKECHHUE YacTH OJaHKa-
3aKka3a a0OHEHTa B BBIJABAEMBIA JIOKYMEHT,




ITPOCTAaBJICHUC HOMCpaA 6aHzxep0Jm

24 |1mocTaHOBKA 3aKa3a Ha o4epe]lb, OTIpaBka a0OHEHTY | OJIMH 3aKa3 2.0
W3BEIICHUS

25 |mepenayda u3aHus Ha KOTIUPOBAHHE OJIMH 3aKa3 3,0

26 |oTnpaBKa JTOKYMEHTOB a0OHEHTaM; yIaKOBKa| OJIMH 3aKa3 5,0
3aka3a, mpocrtabieHue mramna '[loura cnenbix",

HaIMCaHUE aJpeca, COCTaBICHUE OIUCH

27 |paccTraHoBKa  OJJaHKOB-3aKa30B Ha  BBIJIAHHBIC OJIMH 0,5
JIOKYMEHTBI B KapTOTEKy OOCITy)KMBaHHS a0OOHCHTOB| JOKYMEHT
B pazjen "Boimannbsie o MBA u3nanus"

28 |npuHsITHE JIOKYMEHTOB, BO3BPAIIICHHBIX OJIMH 4,0
a0OHEHTaMM;, BCKpBITHE OaHACpPOJIH, TMPOBEPKA| TOKYMEHT
COCTOSIHUSI JOKYMEHTa, yKa3aHue Ha OJlaHKe-3aKa3e
JaThl BO3BpaTa JIOKYMEHTa, MepecTaHOBKa OJIaHKa-
3aKasa B paszen "Bo3BpanieHHas aureparypa’

29 |ananus CpPOKOB [10JIb30BaHUA JIOKYMEHTOB, OJIMH 2,0
BBISIBJICHUE JOJDKHUKOB, HaNpaBJICHUE | JOKYMEHT
HaIlOMUHaHUHN

30 [paboTa ¢ oOTKa3zaMM: yKa3zaHHe B OJaHKe-3akaze| OJMH OTKa3 4.0

MPUYMHBI W JaThl OTKa3a; PETUCTpars OTKa3a B
YYETHBIX (hOpMax; pacCTaHOBKA JINCTA TPEOOBAHMS B
KapTOTEKE OTKA30B; OTMpPaBKa aOOHEHTY W3BEIICHUS
00 oTkaze




3.14. MaccoBas pabota

n/

HanmenoBanwme mporiecca, oneparuu. CoctaB
paboThI

Enunanna
M3MEpPEHUS

Hopma
BPEMEHH,
MUH.

2

4

HO,Z[FOTOBKa MaCCOBBIX MepOHpI/IHTI/Iﬁ

Onpenenenue  TEMBI, COCTaBa  ayIUTOPHH,
OTBETCTBEHHOI'O 3a  MEPONPHUATHE B  LEIOM,
COCTABJICHHE IUIAaHA IIOATOTOBKH MEPOIPUITHS,
BONPOCOB  JUIsl  OOCYXKICHMs,  IpUIJalleHnue
KOHCYJIbTAHTOB, JIEKTOPOB, MOJ0OpPKa TOKYMEHTOB
[0 TEME MEPOIpPUATHS;, OPraHU3alUs BBICTABKU
JUTEpaTypbl, OINOBELIECHHE  IIOJIb30BATEIEH O
MEpONpUATHH 4epe3 aduiM, KaHaibl CBS3U;
BBISIBIICHUE BBICTYTAIOIINX; MOATOTOBKA
ITOMEILEHHUS; TPOBENCHUE COBEIIAHUS IO HTOram
MTOATOTOBKY Y ITPOBEIAEHUSI MEPOTIPUSTHS:

OJTHO
MEPOIIPUITH
e

YUTaTeNIbCKask KOH(DEpEHITHs

4800,0

JIUTCPATYPHO-XYTOKC CTBEHHBIM BCUCD, BCUCP
KHHUT'U, AUCITYT

3600,0
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3 |Bedep BOMPOCOB U OTBETOB, YCTHBIN JKypHAaI 3000,0
4 |xmy0 1Mo uHTEepecam 3000,0
5 |nmeTckuii yTpEHHHUK 3600,0
6 |BUKTOpHHA, KOHKYPC, UTPa-IIyTEHIECTBUE 3600,0
Opranuzanusi KHH>KHBIX BBICTaBOK
CocraBieHue IJIaHa OpraHU3aldd W TMPOBEICHUS OJTHa
BBICTABKH; BBISBJICHHE U OTOOp JOKYMEHTOB;| BBICTaBKa
MOJATOTOBKA COIPOBOJUTEIHLHON JOKYMEHTAIIMU K
BBICTABKE;  MOHTaX  BBICTABKH;  OpraHu3alus
nH()OpMAITMOHHO-PEKIIAMHOMN paboThI o
MOMYJISIPU3AIMA  BBICTABKH, TOJBEJICHUE HTOTOB
paboTHI:
7 |1mTaHa BBICTABKHU 600,0
8 |BBICTaBKH MO TOTOBOMY IIJIaHY 360,0
9 |omepaTHBHBIX BBICTABOK HOBBIX IMOCTYTIJICHUI 120,0
Pexnama OubOnuotexku; paboTa MO MPUBJICUCHHUIO
I10JIb30BATEJIEH:
10 |moaroTroBka peKIaMHOTO COOOIIEHUSI B CPEACTBax OJTHO 300,0
MaccoBoi MHGOpMaLUM, U1 pa3MelIeHus Ha cailTe| cooOlleHue

OMOJIMOTEKH, TTOPTAJIe CHEIUaIbHbIX OMOINOTEK, Ha
aBTouHpopmaTope 0  pabore  OMOIMOTEKH,




OCOOCHHOCTSIX  (YHKIMOHHUPOBAHMS  Pa3IMUHBIX
NOJIpa3eiICHU N, HOMEHKJIaType YCIIYT,
MPEAOCTABIAEMbIX ~ OMOMMOTEKON, ©  JApyrou
uHbOopMaIuu

11 |moaroroBka miakKara O IEATEIHLHOCTH OWOJMOTEKH | OJUH ILIaKaT 300,0
(BBIOOp TEMBI, OTIpeieNIeHHE CoAepKaHus U (HOpPMbI)
[ToaroToBka Oykiera o OMOIUOTEKE: OJIMH OYKJIEeT
12 |oguH mucT, IByXCTOpOHHSIS eyaTh (popmar A4) 600,0
13 | aBa qucTta u 6oJee 1200,0
14 |opranuzanusi KCKypcHil o OuOIHOTEKe; MpUeM U OJIHa 60,0
oopMIIeHUE 3asBKH, YTOYHEHUE TEMbI SKCKYPCUM M| IKCKYpPCHUS
COCTaBa IKCKYPCAHTOB
BrisBienne TOTCHITMATBHBIX MOJIb30BaTeNIeH
O01OIMOTEYHO-UH(OPMALIMOHHBIX yCIyr
OMOIMOTEKU:
15 |mpocmoTp npeccel u "NHTEpHET"-pecypcoB OJIUH 8,0
JTOKYMEHT
16 |cbop 5 aHaJIN3 nHpopMaru 0 OJINH 8,0
KOHKYPEHTOCTIOCOOHOCTH OMOIMOTEKU JTOKYMEHT
17 | Benenue KapTOTEKH MOTPEOUTETHCKOTO PHIHKA 0JTHa 0,3

KapTouYKa




BCTPEUH C MPEACTaBUTEISAMH (PUPM, OpraHU3aIui, OJTHO 120,0
MIPEANPUATAN MEPOTIPUSITH
e

[Ipumeuanue:
- BpeMsl IIPOBEJICHUSI MAaCCOBBIX MEPOIIPUATUN, BBICTABOK JIUTEPATYPhI U SKCKYPCHUM B HOPMY BPEMEHU HE BXO/IUT;
- IPY OpraHU3alMK BBIE3THON BBICTABKM K HOPMaM BPEMEHHU MTPUMEHSETCS MOBbIIaoNui ko3¢ dunuent 1,1.

3.15. CnpaBounas u undopmaimontas padota. Opranuzanus cripaBo4Ho-Oudrorpadguueckoro anmnapara (CbA)

Tabnuna 56
HaumenoBanue nporecca, onepaiuu. Cocras Ennnuna Hopwma
paboThI U3MEPEHUS | BPEMEHH,
MUH.
2 3 4

[IpocMoTp U 0OTOOp HTOKYMEHTOB U3 TEKYIIUX
NoCTyIUIeHUM 1151 BKItoueHust B CBA:

1 |miockomeyaTHble KHUTH Ha OyMaXKHBIX HOCHTEIISIX OJIHA KHUTA 4,0
2 |IJIOCKOIleYaTHBIE KHUTY Ha ONTHYECKUX HOCUTEISIX | OJHA KHHUTra 6,0
3 |cTaThy U3 MJIOCKONEYATHBIX COOPHUKOB, )KyPHAJIOB | OJHA CTaThi 3,0
4 |cTaThu U3 ra3eT OJIHA CTaThs 2,0
5

penbeHO-TOUCYHBIEC KHUTH OJIHA KHHUTa 6,0




6 [cratbu U3  penbe(HO-TOYEHYHBIX  COOPHHMKOB,| OJHA CTaThs 4,0
KypHaJIOB

7/ |aynMOBH3yaJIbHbIE W3/IaHMsI Ha AaHAJOTOBBIX M| OJHA KHUTA 6,0
U(POBBIX HOCUTEISIX

8 |cTaTbhu U3 3ByKOBBIX COOPHUKOB, KYPHAJIOB OJIHA CTaThi 50

9 |6ubnmorpaduueckne mocoOWs, B TOM YHCIE Ha| OJHA 3aIHCh 0,7
ONITHYECKUX HOCUTEISIX

10 |neromucH KHWKHBIX, KYpPHAJIbHBIX M Ta3€THBIX | OJIHA 3aMKCh 1,0
crareun

11 | nmpuxkHUXKHBIE OMOIHOTpaPUIECKUE CITUCKH OJIHA 3aIUCh 0,7

12 |mpocmoTp u OoTOOp MOKyMEHTOB W3 BHemHUX bJl| omHa cTaThs 6,0
MEPUOINYECKUX M3IaHul Jy1sl BKItoueHus B ChA:

13 | cocraBnenne OuOIMOrpaPUIECKON 3aTUCH OJIHA 3aIUCh 4,0
CocraBneHue aHHOTAIMM, W3Y4YEHUE [TOKYMEHTA, 0JIHa
HaIMCaHUEe TEKCTa: AHHOTAITUS

14 |aHHOTUpPOBAHME KHUT 120,0

15 |anHOTHpOBaHUE cTaTEN 60,0

16 |ananuTHYecKash POCHHUCH KYPHAIBHBIX, Ta3€THBIX OJIUH 4,0
cTaTeil, cCOOpHUKOB, OMOIMOTpadUUECKNX MOCOOMIt;| TOKYMEHT

O3HAKOMJICHUC C COJACPIKAaHUEM
COCTaBJICHHE aHAJIMTUYECKOU pocuncu

U3JaHus,




17 |cucremaTuzaius KapTO4YeK Ha OTOOpaHHBIE IS OJIHA 2.0
BKTFOYeHUS B CBA TOKyMEHTHI TIO TUITAM KaTajJoroB| KapTOdYKa
U KapTOTEK; IMPOBEPKAa WHACKCOB, pPACCTAaHOBKA
KapTOYKHU
Opranuzaiusi TeMaTUYECKUX crpaBouHbiX B/I:

18 |mpocMoTp, OoTOOp M cUCTEeMaTU3alMs JOKYMEHTOB OJIVH 10,0
mutst BkItouenus B b/, BBon nndopmaruu JIOKYMEHT

19 | penakTupoBaHue BJI: BHECEHUE B| OJIHA 3aIUCh 1,0
oubnunorpaUueckyr0  3amuch  JONOJHEHUH U
W3MCHEHUH; WCKIIOUYCHHUE 3aliCh Ha BBIOBIBIIHE
TOKYMEHTBI

20 | BBOJ HOBBIX pyOpHK oJlHa 1,0

pyOpuka

Opranu3zaius moOTHOTEKCTOBBIX b/I:

21 |\mpocMoTp, OTOOp W TpEeAMETH3aIus JTOKYMEHTOB OJIVH 10,0
111 BKJIFOYeHUs B b/ JIOKYMEHT
Beon B B/l Oubnuorpaguueckux  3amuceil| oJlHa 3aMKCh
IJIOCKOIIEYaTHBIX U3JaHUM:

22 |1py HAJIMYUU 3aMKUCH B DJIEKTPOHHOM KaTajiore 2,0

23 |Ipy  COCTaBJIEHWUM HOBOW OubOIMoOrpaduyeckomn 6,0

3aIIMCH




24 \mpu JOTOJIHUTEIBHOM TIOMCKE HWH(pOpMaIuu B 10,0
"UurepHere"

25 |cKaHUpOBaHHE TEKCTA JTIOKYMEHTa c OJTHA 6,0
pacrio3HaBaHKWEM; UCIIPABIICHHUE OIINOOK CTpaHUIIA

26 | pemaKTUPOBAHUE BJI; BHECEHUE B| OJIHA 3aIUCh 1,0
oubirorpaUuecKyr0  3amuch  JONMOJHEHUH W
W3MEHEHHUH, UCKIIIOYEHHE 3alliUCU U TEKCTa U3JaHHUs
Ha BBIOBIBIIIE IOKYMEHTBI
Opranuzanus KapTOTEKH NEPCOHAIIMIM:

27 |omipeniesiecHe W COCTaBJICHUE TIepeyHs  JIMII, OJIMH 20,0
CBEJIEHUS O KOTOPBIX OTPAXKalTCSI B KapTOTEKE;| TOKYMEHT
MPOCMOTP UHOOPMAITMOHHBIX A3TaHUNA 51
MEPBUYHBIX JOKYMEHTOB; OTOOp TOKYMEHTOB JIJIS
BKJTFOUCHHS B KAPTOTEKY

28 |TexHMYecKass W CoJep)karellbHas  oOpaboTka OJINH 3,0
JOKYMEHTOB  JUIsl BKJIIOYCHHS B  KApTOTEKY;| MTOKYMEHT
paccTaHOBKa KapTouek 1o andaButry GdaMuiui
aBTOPOB U IO BUaM JIOKYMCHTOB

29 |meranmu3ans pas3eioB; HAMMCaHWE M PacCTaHOBKa OJINH 2,0
pasnenurenen pa3aenTesnb

30 |penakTupoBaHUE KapTOTEKH; BHECEHHUE OJINH 1,0
WCIIPABJICHU M, JOMIOJHEHUM, U3MEHEHU N JIOKYMEHT

Opranuzanus akTorpadpuyeckoil KapTOTEKH:




31 |ompenenenue mpeaMeTa, OOBEKTa W OCHOBHBIX OJINH 3,0
MIPU3HAKOB ISl OTPAKEHUSI B KAPTOTEKE; MPOCMOTP | TOKYMEHT
1 O0TOOP JTOKYMEHTOB JIjIsl BKJIFOUCHHS B KapTOTEKY;
3aHECCHHE OTOOpPAaHHBIX CBEICHWA Ha KapTOYKHU
UH(GOPMAIIMOHHOTO MacCHBa
32 |penakTupoOBaHUE KapTOTEKHU; IpOBEpKA OJIVH 2,0
NpaBUIBHOCTH  CBEACHUMM M yKa3aHWd 00| JOKYMEHT
HMCTOYHHUKAX HH(POPMAIIUN; BHECCHUE HCTIPABIICHUN
33 |HamMcaHUe U PACCTAHOBKA pa3/IClIUTEIICH OJIMH 2,0
pa3/IeIuTEeIb
OpraHm3anusi TEMaTHYECKUX TAMOK  Ta3eTHBIX
BBIPE30K:
34 |TpOCMOTp M CHCTEMAaTH3aIUs Ta3€THBIX BBIPE30K OJIHa 3,0
BBIpE3Ka
35 |obopmiieHne  BBIPE30K IS XpaHEHUS B OJIHa 4,0
TEMAaTHYECKUX  MamKax; KpaTKO€  OIMCAaHWE| BBIPE3Ka
HCTOYHHKA

3.16. CnpaBounas u undopmarmontas padota. CrnpaBouHo-6ubmuorpaduueckoe 00CcIyKuBaHUE

1/

HaumenoBanwue mporecca, onepamnuu. Coctas
paboThI

Enununa
W3MEPEHUS

Hopwma
BPEMEHU,
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MHH.

2 3 4
[Tpuem OubmMorpaduuecKux 3arpocos:
npueM OuOIMOrpapuUecKoro 3ampoca; YTOYHEHHUE | OJMH 3ampoc 1,0
TEMBbI, IIEJIEBOTO W YHTATEIbCKOTO Ha3HAYCHHUS,
MOJIHOTHI ~ WCTOYHUKOB,  TUIOB, BUJOB U
XPOHOJIOTHYECKHUX PAMOK 3arpoca
BrinonHeHue cripaBok
Temarnueckass  cmpaBka: MOMCK U 0TOOp oJlHa
JIOKYMEHTOB; COCTaBJieHHe Oubmmorpaduyeckoro| CrpaBka
OTHUCaHUS:
nuckMeHHas crpaBka (1 - 10 HICTOYHHUKOB) 10,0
ycTHas crpaBka (1 UICTOYHUK) 2,0
AnpecHo-6ubnuorpaduyaeckas CIIpaBKa: OJIHa
YCTAaHOBJICHHE HAJIWYUS WJIM MECTOHAXOXJICHHUS| CIpaBKa
JIOKyMEHTA WJIA €ro 4acTu B oHAe OUOIMOTEKH:
nucbMeHHas crpaBka (1 - 10 uCTOUHUKOB) 10,0
ycTHas ciupaska (1 HCTOYHUK) 2,0
YTouHsIOIas CTIpaBKa: YCTAHOBJICHUE U YTOUHEHHUE oJlHa
AJIEMEHTOB OUOIHOTrpaduIecKoro OMUCAHUS: crpaBKa




6 |muceMeHHas cripaBka (1 - 10 HICTOUHHKOB) 10,0

7 |ycTtHas cupaBka (1 HCTOYHUK) 2,0
daxkrorpaduyueckas CIIpaBKa: YCTaHOBJICHHE oJlHa
KOHKPETHBIX CBEJACHUU O COOBITHSIX, OOBEKTax,| CIpaBKa
nmpoleccax, garax:

8 |mucpmenHas cipaska (1-10 ncToYHUKOB) 10,0

9 |ycrHas cnpaBka (1 UCTOYHUK) 2,0
CocraBneHue TeMaTUYECKHX OuOIrorpapuyeckux
CITUCKOB:

10 |mouck, otbOp W cHcTeMaTH3alus JOKYMEHTOB; OJINH 7,0
cOCTaBJiIeHHE OUOIMOTPaPUIECKOro ONMUCAHUs JIOKYMEHT

11 |opopmnenue cnucka; BHIBOJ Ha MPUHTEP, OTIPaBKa | OAUH CIIHCOK 10,0
10 JIEKTPOHHOW IOYTE, KONMUPOBAHUE HA CHEMHBIN
HOCHTEJb MTOJTh30BaTEISA
Benenne poHma BEIMOTHEHHBIX CIIPABOK:

12 | peructpanus BEIIOJHEHHON CIPABKU B KypHaJIe 0JlHa 2,0

cripaBKa

13 |BBOA TeMaTHUYECKOM CIIPaBKHU B JIEKTPOHHBIA apXUB oJHa 2,0

BBITIOJTHCHHBIX CIPABOK cripaBKa

3.17. CnpaBouHas u uaopmanronHas pabora. bubnuorpapuueckoe nHpopMHUpOBaHHE




N HaunmenoBanue nporuecca, onepanuu. Coctan Enununa Hopma
n/ paboThI U3MEpPEHHUsS | BPEMEHH,
i MUH.
1 2 3 4
BoisBienne  uHGOpPMAIMOHHBIX  MOTpeOHOCTEH
CIEIUATNCTOB METOJIOM aHKETUPOBAHMUS:

1 |ompenencHue KOHTHHT€HTA noTpeOuTeNeH OJINH 60,0
nH(popmanuu; pazpaboTKa 3asiBOK JJI ONPEEIeHUs | TOTpeOUTEIh
MH()OPMAIIMOHHBIX 3allPOCOB; PACChUIKA 3asBOK;
00paboTKa TOJIYYCHHBIX 3asBOK; COCTaBJICHHE Ha
OCHOBE MOJIYYEHHBIX JTAHHBIX KapTOTEKHU
KOHTUHTEHTa TOTpeOuTeNe HHPOpMalUu U UX
MH()OPMAITMOHHBIX 3aIIPOCOB
3akimtoueHue ¢ aOOHEHTaMHM  JIOTOBOPOB — Ha
nH(}OpMAITMOHHOE 00CITY )KHUBaHNUE:

2 |aHaNIM3 JAHHBIX O 3aUHTEPECOBAHHOCTH AOOHEHTORB B OJINH 90,0
MHOOPMAIIMOHHOM  OOCITYXMBAaHMM M PEXKUMax| JOTOBOP

n30UpaTeIHLHOTO pacmpoCTpaHeHUs U
PETPOCHEKTUBHOTO  TMOMCKA;  3aKJIIOYeHHEe U
NePECMOTP JOTOBOPOB

cDOpMI/IpOBaHI/IC CETH aOOHEHTOB CHUCTCMBI
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M30MpaTeNIbHOTO  pachupocTpaHeHusi UHGOpMaIH
(UPN):

OTIPE/ICJICHNE KOHTHHIEHTa a0OHEHTOB CHUCTEMBI OJINH 60,0

WNPW; BbIABICHHEC TUIOBBIX W WHJIWBHIYAIbHBIX| aOOHCHT

3aIpocoB a0OHEHTOB; M3yYeHHUE, KiIaccupuKamus u

WHJIEKCaIldsl 3aIlpOCOB; BBOJ JIaHHBIX O 3alpocax B

aJPECHYIO KapTOTEKY

IToaroToBKa CUTHAJIBLHOTIO OIOBEIIEHHS B CHCTEME

HNPU:

BBISIBJICHHE, MPOCMOTP W OTOOp MaTepuaioB U3 OJTHO 20,0

TEeKYIIUX TOCTYIUICHWA, OTIpaBkKa WH(OpPMAIINH | OTIOBEIICHHE

MOTPEOUTENTIO

rpynmnoBoe Oubnuorpapuyeckoe HHPOPMUPOBAHUE

(dbopMHupoBaHUE COCTaBa TPy aOOHEHTOB OJIMH 10,0
aboHeHT

YTOYHEHHE TEMbI, COTJIACOBAHME MCTOYHUKOB| OJIHA TEMA 20,0

uH(pOpMaIuu, BUIOB TOKYMEHTOB

[Touck NOKyMEHTOB 111 HH(DOPMAITUH, COCTaBICHUE OJIHO

Y OTIIPaBKa OIOBEIICHUS: OITOBEIIEHHUE

MTUCHMEHHO 10,0

YCTHO 10,0




OnepaTuBHOE HHPOPMUPOBAHUE TIO 3aIIPOCY:

9 |popmupoBanue cetd aOOHEHTOB;,  BBISBJICHHUC OJIVH 5,0
TUTIOBBIX ¥ UHIVBUAYAIBHBIX 3aIIPOCOB aboOHEHT
10 |u3yuenue u KiIaccCU(UKALKUK 3alPOCOB; BBOJ | OJUH 3aIPOC 7,0
JTAHHBIX B aJIPECHYIO KapTOTEKY
Hammcanne 0630poB 1 CripaBoK
BoisBienne u 0oTOOpP HMCTOYHMKOB; 0OpaOOTKAa M| OJIMH aBT.
aHanu3 OTOOpaHHBIX JIOKYMEHTOB; HAaNKHCaHHUE JIUCT
TEeKcTa 0030pa/CrpaBKu:
11 |1mo mepBUYHBIM UCTOYHHUKAM 6000,0
12 |0 BTOPUYHBIM UCTOYHHKAM 4200,0
13 |nabop u hopmaTtupoBaHue TEKCTa 0030pa/CrIpaBKu OJIHa 20,0
CTpaHHIla
(1800 - 2000
3HAKOB)
Opranuzarus u MIPOBE/ICHHE YCTHBIX
oubmuorpaduuecknx 0630pOB HOBBIX MOCTYIIIICHUH
OTOéop  HOBBIX  TOCTYIUIEHHH 1O  3apaHee| OJuH 0030p

00BSIBIICHHOM TEMAaTHUKE; CUCTEMaTHU3AIIHSI
MCTOYHMKOB TI0 TEMaM, TMPOCMOTPp U aHaJIH3
JOKyMEHTOB;  moabopka  Oubmuorpaduyueckux

OMHCaHWM, KpaTKUX aHHOTalMi, pedepaToB Ha




OTOOpaHHBIC HCTOYHHMKOB; MOJTrOTOBKA PYKOIHCH
oubmmorpaduueckoro o030pa; KOJIMYECTBO
MIPOCMOTPEHHBIX M OTOOPAHHBIX JOKYMEHTOB:

14

10 50 TOKyMEHTOB

600,0

15

cebiie 50 TOKyMEHTOB

1800,0

[ToaroToBka OrOJIETEHS] HOBBIX MOCTYIUICHUM

OmnpeneneHre TeMaTUYECKUX TpaHUI] IIOUCKA U
orOopa JIOKyMEHTOB; cO3/laHue pyOpukaropa
OroyyIeTeHs; BBISIBJIEHHME U OTOOp B MAaccUBE
TEKYIIUX TOCTYIUICHUH MCTOYHUKOB HMH(OpMaLUu;
noa0OpKa aHHOTaUui, pedepaToB; KOJIUYECTBO
MPOCMOTPEHHBIX IOKyMEHTOB:

OJIUH
OIOJUIETEHD

16

10 50 T0OKyMEHTOB

300,0

17

cebiie 50 TOKyMEHTOB

600,0

IToaroroska TEKYILHUX ounbmuorpaduyeckux
nocoouit

Beibop Tembl mocoOusi, BBISIBICHHE U OTOOD
JOKyMEHTOB, (OpPMHpPOBAHUE PA3CIOB TOCOOUS,
AHHOTHPOBAHUC JTOKYMEHTOB, noa0opKa
(daxkTorpaduyeckoro Marepuana, HUIIOCTpAIUH,
COCTaBIICHHE TEKCTa, BCIIOMOTATEeNbHBIX yKa3aTeleH,
KOMIIBIOTEPHBIT HaboD, KOHCYJIbTAIIH y
CHEIMATMCTOB HA Pa3IUYHbIX JTamnax paboThl,

OJIVH aBT.
JIUCT




O6CY}K,ZIGHI/I€ u I[Opa60TKa I10 3aMCYaHUAM:

18

cocTaBjieHHe  Oubnuorpaguyeckoro  ykasaTeds,
KaTajora, myTeBOIUTENsI, CIIPABOYHHUKA

15000,0

19

MOATOTOBKA KOMMEHTapHEB, npUMEYaHU
IIPOCBETUTENIBCKOIO  XapakTepa, He TpeOyroIuX
CIELMAIbHBIX UCCIIETOBAHNM

6000,0

20

IMOATrOTOBKA KOMMCHTApPHCB, anMeanHﬁ HAay4HO-
HCCIICIOBATCIILCKOTO XapaKTepa

12000,0

[TonroroBka PETPOCTIEKTUBHBIX Hay4HO-
BCIIOMOTATEIbHBIX oubnuorpaduyeckux
yKa3aTeJen:

21

BBIOOpD TEMBI, CO3JaHHE AaBTOPCKOTO KOJIJIEKTHBA;
pa3paboTka MHCTPYKTUBHO-METOANYECKUX
MaTEpUajoB; BBISABICHHE U OTOOp JOKYMEHTOB;
pabora Ham  OuOMMOrpaduUYEecKor  3aIuChio;
AHHOTHPOBAHUE; oubnuorpaduueckas
TPYNIHUPOBKA;  COCTABJIEHHWE  BCIIOMOTATENIbHBIX
yKazaTelsei; KOMIbIOTEpHbIH HAa0op; 00CYXIeHUE U
n0paboTKa Mo 3aMeUYaHusIM

OJIVH aBT.
JIUCT

10080,0

CocraBnenue AaHHOTUPOBAHHOTO
ouborpaduuecKoro Wn
O6moOubIMOorpauIeCcKoro ykasaTeis Mo aKTyaIbHOM
TEMaTHKE C XPOHOJOTUYECKUM OXBAaTOM OT 2 IO 5
JeT:

OJIVH aBT.
JIUCT




22

Ha PYCCKOM A3BIKC

10080,0

23

¢ BrmouenueM or 30% mgo 40% o0Bema
nyOJIMKaIUi Ha THOCTPAHHBIX SI3BIKAX

12600,0

24

COCTaBJICHHE AHHOTUPOBAHHOT'O
OoubImorpaduuecKoro ykasaTesisi MHOTOOTPacIeBOro
COJIEpKaHUSI C XPOHOJOTHMYeCKUM oxBaToMm A0 100
JeT,  TpeOyromero  CIUIONIHOTO  MPOCMOTpa
JOKYMEHTOB, MOMCKa CJIOHBIX
oubnuorpaduuecKux U3IaHun

OJIVH aBT.
JINCT

21000,0

CocraBnenue PEKOMEHAATEIBHBIX
oubMorpaduuecKux CIMCKOB

BeisiBnenue cnpoca noTpeOUTENEH, ONpenesIeHne
TE€Mbl, OTOOp JOKYMEHTOB, COCTaBJIEHHUE OYEpKa,
KOMITbIOTEPHBINA HA0Op, BHECEHUE UCITPABICHUI:

OJINH CIIMCOK

25

1o 10 3amuceit

30,0

26

cselie 10 3amcen

30,0

[ToaroroBka aHaIUTUYECKUX 0030pOB

BoisBienne u 0TOOpP JOKYMEHTOB, TIOJTOTOBKA
pyOpukaTopa, W3y4Y€HHE M OIlEHKa JIOKYMEHTOB,
CHUCTEeMAaTH3alHs Marepuana, COCTaBJICHUE
aHAJIMTUYECKOr0 0030pa, KOMIIBIOTEPHBIN HaOO0p,
o0cyX/1eHre U JOpabOTKa MO 3aMEYaHUSIM:

OJIVH aBT.
JIUCT




27 |10 TIepBUYHBIM UCTOYHHUKAM Ha PYCCKOM SI3bIKE 10080,0
28 |10 cMeIIaHHBIM IEPBUYHBIM UCTOYHUKAM 12000,0
29 |mo0 mepBUYHBIM HMCTOYHMKAM HA HHOCTPAHHBIX 13800,0
SI3BIKAX
CocraBneHue sKkcnpecc-uHpopMauu:
30 (BpIsiBIEHHE © OTOOp Marepuajga IO TeMe,| OJIUH aBT. 4500,0
CUCTEMaTHU3AaIIMsI; KOMIIBIOTEPHBII HAOOP JIUCT
Cocrasnenue pedepara:
31 |u3yueHue u aHaIM3 TOKyMEHTa; COCTABJIICHNE TEKCTa| OJUH aBT. 6600,0
pedepaTa; KOMIBIOTEPHBIH  HAOOp; BHECCHHUE JUCT
WCTPaBICHUIN
3.18. Hayuno-meroauueckasi pabora
N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHHU,
| MUH.
1 2 3 4
[ToaroToBka METONYECKUX MoCcoOuiA,

PEKOMEHTAIUN:
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pa3pa60TKa HOBOU TCMBI, N3y4CHHUC TCMBI,
BBIABJICHHMEC MW aHAJIMW3 JOKYMCHTOB IIO TCEMC,
YUTATCIIBCKOC MW HOCJICBOC HA3HAYCHUC HOCO6HH,
peKOMﬂHﬂaHHﬁ; COCTaBJICHUC IIPOCIICKTA,
HaIrmmCaHUC TCKCTa

OJHH aBT.

JIUCT

18000,0

Monudukanus — paHee  pa3pabOTaHHON  TEMbI;
BBISIBICHUE W M3YyYEHHE HOBBIX JOKYMEHTOB U
HaKOTUICHHOTO OuOMMOTEKaMu OmbITa IO TeMe
nocoOus, peKOMEHAAluil; YTOYHEHUE, BHECEHUE
W3MEHEHUH B CTPYKTYPY U B TEKCT B COOTBETCTBHUHU C
JOCTHKEHUSIMU OMOJIMOTEYHOW TEOPUU U MPAKTHUKHU;
nopaboTka/mepepaboTka TeKCTa

OAHH aBT.

JIUCT

10200,0

Pa3paboTka  OKYMEHTOB,  pErjaMeHTUPYIOIINUX
JEeSATEIbHOCTh OMOIHNOTEK, MOJIOKEHUH,
MHCTPYKIIMHM, MPOEKTOB NOCTAHOBJIEHUW, YCTaBOB,
3aKOHOJATEIBHBIX AKTOB:

pa3paboTka HOBOM TEMBI, BBIIBICHHE, H3YyUYCHUE,
aHaMM3 JCHUCTBYIOIIUX JIOKYMEHTOB TI0O TEMC;
HaIllCcaHue TEKCTa MPOeKTa JIOKYMCHTA;
oOcyxneHue ©  amnpodarus  JOKyYMEHTa B
oubnmoreke; n1opaboTka JOKYMEHTA; MOJrOTOBKa K
YTBEPKICHHUIO

OAHH aBT.

JIUCT

20400,0

MoauduKkalus paHee pa3zpadOTAHHOTO JTOKYMEHTA;
aHaJIM3 U OIIEHKA JOKYMEHTa; MOUCK U OTOOP HOBBIX
JNEUCTBYIOIIMX JOKYMEHTOB IO TeMe; BHECCHHUE

OJIMH aBT.

JIUCT

9000,0




U3MEHEHUN B TEKCT JOKYMEHTa; OOCYXJECHHE U
nopaboTKa JOKYMEHTA; MOATrOTOBKA K YTBEP KIICHHUIO

Pazpabotka ydyeTHbIX hopM, TabauIl, 0Opa3IOB:

YTOYHEHHE TpeAMeTa, OO0BEKTa, COICpKaAHUS
y4eTHON Qopmbl, Tabmuibl, oOpasia; OTOOp u
CUCTEMaTHU3allMsl TMoKa3aTeseil; pa3padoTka MakeTa
yueTHOM ¢opmbl, TaOIuUIEl, 00pasia; 0OCYyXKIeHUE
JIOKYMEHTA; TIOJIFOTOBKA K YTBEPKICHUIO

OJIVH aBT.

JIUCT

9000,0

CocraBneHne peKOMEHJAIMM 10  BHEAPEHUIO
pErIaMEHTUPYIOIINX JTOKYMEHTOB B IPAKTUKE:

pa3palboTka METOANYECKUX pPEKOMEHALNN,
MHCTPYKIUH, IUIAHOB 10 BHEIPEHUIO HOPMAaTHUBHOMN
JOKYMEHTAILMU; TOATOTOBKA TEKCTA

OJIMH aBT.

JIUCT

16500,0

Iloaroroska NUCHMEHHBIX KOHCYJIbTAllHM,
METOINYECKHUX ITUCEM:

BBISBJICHHE M aHaJIU3 JIOKYMEHTOB TII0 TEMC;
u3ydeHue u 0000IIeHrne onbita paboThl OMOIHOTEK;
MOATOTOBKA TEKCTa; OOCYXKIeHue u JopaboTka
TEKCTa

OJIVH aBT.

JIUCT

10200,0

[ToaroroBka 0030pOB AEATEILHOCTH OMOIHMOTEK IIO
OIPEICIIEHHON TEMAaTHUKE:

OMpeJeeHue TEeMbl UM XPOHOJIOTMYECKHX TPAHMII
0030pa; BBISABJICHHE, MPOCMOTpP, OTOOP U AaHAIIU3

OJAHH aBT.

JINCT

10800,0




JOKYMEHTOB O TeMe 0030pa; MOJrOTOBKAa TEKCTa,
oOcykaeHue u JopaboTKa TeKCTa

PeuiensupoBanue HAyYHBIX, METOJANYECKHX,
MH(OPMAIIMOHHBIX U IPYTUX MAaTepUaJIOB:

9 |dTeHMe peleH3UpPyeMOro MarepHualia; OlleHKa €ro B| OJUH aBT. 900,0
[EJIOM,  OTHEJNBbHBIX  4YacTed;  yCTaHOBIICHHE JHCT
COOTBETCTBUSl ~ YHUTATEIIbCKOMY M LIEJICBOMY
Ha3HAYEHUIO,  HAyYHBIM W METOJWYECKUM
TpeOOBaHUIM

10 |manucanue perneH3un OJIVH aBT. 1500,0

JUCT
IToaroroBka aeKIMil, KOHCYJIbTaUN
PazpaboTka  mnmaHa  JEKIUHM,  KOHCYJbTAallWH,
nof0oOpKa  JMUTEpaTypbl, COCTaBJICHHE  CIIMCKa
JUTEPATyphl K JEKIUH, KOHCYIbTAIUU, TOJrOTOBKA
TeKcTa:

11 |nepBu4HAas JEKITUsS onna jeknus | 1800,0

12 | noBTOpHAas JEKLHUs, C yU€TOM HOBOIO MaTepuana onHa jekuus | 360,0

13 | nepBuyHas rpynmnoBasi KOHCYJIbTalUs 0JlHa 1500,0

KOHCYJIbTaIH
s
14 |moBTOpHAs TpyHmoBas KOHCYJIbTallUs C Yy4ETOM oJlHa 300,0




HOBOT'O MaTepuasa KOHCYJIbTAIIH
s
15 |ycTHas uHAMBUyaTbHAS KOHCYJIbTAIIHS OJTHA 600,0
KOHCYJIbTAIIH
s
[IpoBeaeHNEe MPAKTUKYMOB, CTAXKUPOBOK
OnpeneneHre  TeMbl,  3aJaHUS  MPAKTHKyMa,
cTaxxupoBkH (7 - 10 aHeil), BbIIBIEHUE JIUTEPATYPHI
M0 W3y4aeMOMY BOTPOCY, COCTaBJcHHE Tpaduka
MIPOBEICHMS 3aHSATHMN, TIOATOTOBKA 3aKIIOUYCHUS O
MIPOXO’KICHUH TTPAKTUKYMa, CTaXKUPOBKHU:
16 |mpakTuKyM (MHAWBHUIYaTbHBIH, TPYTIIOBOH) OJIUH 2400,0
IPAKTUKYM
17 | craxxupoBKka (MHIUBHIyaIbHAS, TPYTIIIOBAsT) OJIHa 2700,0
CTaXXHPOBKA
[IpakThka  CTYACHTOB  BBICHIMX W  CPEIHUX
CHeIUaTbHBIX YUeOHBIX 3aBEACHUI:
18 |moaroroBka W opraHu3alus MPAKTUKU CTYJICHTOB OJIHa 5400,0
(mo 30 nHei); pa3paboTka TUIaHA TMPAKTUKH,| TMPAKTHUKA

COrJJaCOBAaHUE €ro C PYKOBOJMUTEIEM IPAKTUKH;
COCTaBJICHHME TpauKa TMOCEIEHUS CTPYKTYPHBIX
MOJApA3/ICICHUI;  OpraHu3auus  NPAKTUYECKUX
3aHSTHI; MO/IBEICHUE UTOTOB MIPaKTUKHU;




COCTABJICHUC XAPAKTCPHUCTHUK IIPAKTHKAHTOB

[Tocemenne GMOMMOTEK, BHIE3/IbI B KOMAHIUPOBKHU C
IEJIBI0 U3YYEHHUS paOOThl M OKa3aHUS METOIUYECKOM
IIOMOIIIH:

19 |moaroroBka K KOMaHAMPOBKE; YTOYHEHUE CPOKOB H OJlHa 660,0
Lenen KOMaHIUPOBKH; 03HAKOMJICHHE C| KOMaHJIHUPOB
JOKyMEHTAaMH W  MarepuajaMd  HPESABLTYIINX Ka
BBIC3JIOB M ITyOJMKAIlMii B II€YaTH; COCTaBJICHUC
IJ1aHa KOMaHIUPOBKHU

20 |cocTaBieHHE OTYETA/CIPaBKA O TIPOBEICHHOM | OJWH OTYET 1200,0
pabote

21 |cocTtaBieHne aBaHCOBOTO OTYETa, 3alOJHEHHE| OIUH OTYET 60,0
OTYETHOro OJIaHKa
PaboTa Hay4yHO-OpPraHU3aIMOHHOTO XapaKTepa:

22 |OATOTOBKA M MIPOBEICHUE TEOPETUUECKUX, HAYUHO- OJIHO 6000,0
MPaKTUYCCKUX KOH(EPEHIIMH; ONPEICIICHIUE COCTaBa | MEPOIIPHUATH
OPTKOMHTETa W  Y4YaCTHUKOB  KOH(EPCHIIUU; e
dbopMHUpOBaHHE ®  YTBEPKICHHUE IPOTPAMMEI;

OpraHU3alHOHHBIC MEPOIPHUSITHS, BBIPa0OTKA
IIPOEKTa PEKOMEHIAIINI; (bUHAHCOBO-
XO3SIMCTBEHHOE OOECIeUeHne, aHaJIu3 M OIEHKa
paboThl KOHGEPEHIINH; TOIBECHUE UTOTOB
23 |IOATOTOBKA M TMPOBEIACHUE CEMHHAPOB, KPYTJIBIX OJTHO 3000,0




CTOJIOB; ONPEEIIEHUE COCTaBa YYaCTHUKOB, CPOKA U | MEPONPUATH
MecTa MPOBEICHUSI MEPOTIPUATHIL; (popMHUpOBaHHUE U e
YTBEpXKIACHHE  MPOTrpamMMbl;  MH(POPMAIIMOHHOE
oOecrieueHue; BbIpa0OTKA MPOEKTa PEKOMEHIALIMIA;
aHaJIM3 U OLIEHKA MEPOIPUATHN

[Ipumeyanue:

- NpU TPOBEACHUM MEPONPUITHII Ha MEXKIyHaApOJHOM YPOBHE K HOPME BpPEMEHH TPUMEHSETCS TOBBIIIAIONIUN
koaddurment 2,0, Ha penepanbHOM ypoBHE - 1,85;
- BpeMs IMPOBENCHUS JIEKIMA, KOHCYJIbTAlMi, MPAKTUKYMOB, CTOXKUPOBOK, MPAKTHK, MPEObIBAaHUS B KOMaHIAMPOBKAX,

MPOBENCHHS KOH(EpEeHLN, CEMUHApOB, KPYIJIBIX CTOJIOB M BPEMS, CBS3aHHOE C M3JaHUEM MATEpUaJOB KOH(EpeHUHUH,
CEMHHApPOB, B HOPMY BPEMEHU HE BXOJST.

3.19. PenakiimonHo-u3aTenbckas pabora

Tabmumua 60

N HaumenoBanue nporecca, onepaiuu. Coctas Ennnaunna Hopwma
n/ paboThI U3MEpPEHUs | BPEMEHH,
I MUH.
1 2 3 4

IToaroToBUTENBbHBIN dTAIl:
1 |yugactue B COCTaBJIEHHUU TEMATAUYECKOTO| OJIHA TEMa 450

(U3maTenbCcKoro)  IJlaHa,  IJIJaHA  PACChUIKH;

coriaiaCcoBaHuc TCM HBﬂaHHﬁ, aBTOPOB/aBTOpCKI/IX




KOJIJICKTHUBOB

00CYXKJIeHHEe C aBTOpPOM TEMbl U XapakTepa| OJHH aBT. 30,0
3aKa3bIBAEMOTO MIPOU3BEICHUS, OCHOBHBIX JUCT
TpeOOBaHMM, KOTOPHIM JOJKHO YJOBJIETBOPSTH

IPOU3BEICHUE u yCIIOBUH aBTOPCKOTO

BO3HATpaXkICHUSI

o0CyX/IeHHEe W YTBEpXKJCHHE IUIaHa-TPOCHEKTa| OJUH IIaH- 30,0
U3JIaHus MIPOCIIEKT
3aKJIIOUCHHE JIOTOBOpa-3aka3za (B Ciyyae BHEIIHEIo OJIUH 20,0
aBTOpa) MEXKIy aBTOPOM M OMOJIMOTEKOHM C| JIOroBOp-
yKa3aHueM o0beMa W CPOKOB IMOATOTOBKH M CIAYH 3aKa3

PYKOTIMCH B PEIaKIITMOHHBIN OT/IET

COCTaBJICHHE JIOTOBOpa Ha Iepeaady OMOIMOTEKe OJINH 20,0
npaBa BOCITPOU3BONTH TIPOU3BEICHUE B| JIOTOBOp
BBIOpaHHOM OMOJIMOTEKOM hopmaTe

O03HAKOMJIEHUE c aBTOPCKUM OpUTMHAJIOM | OJIUH aBT. 120,0
(pyKOnuChI0), TMPUHATHE PpEIICHUS O Tepenaye JUCT

PYKOTIMCH B TIPOW3BOJICTBO HJIM O HEOOXOIUMOCTH

n0paboTKU

cocTaBieHue rpaduka MPOXOKIACHUS PYKOMUCH B| OJUH rpaduk 20,0
oTJIeNe

PenakuumonHslii sramn: OJIVH aBT.

JUCT




penaKIMOHHAas oOpaboTka: JUTEPATypPHOE,
TEXHUYECKOE U CHEUUAIbHOE PEIAKTUPOBAHUE
pYKOIKMCH; HAOOp W/WIK TeperneyaTka; MoAroTOBKa
U3JIaTeNIbCKOrO0 OpuruHana (BbIOOp TEXHOJIOTHH,
M3rOTOBJICHHE 3aKa3a U CO3/IaHNE MaKeTa U3AaHus)

780,0

KOHCTPYKTOPCKO-0(OpMHUTENTbCKAs pabora:
MPOCKTUPOBAHNE BUJA W3JAHUS U €T0 CTPYKTYPHI;
nogbopka Qopmara u mapku Oymaru, dopmara
MOJIOC M3JaHWs, TapHUTYp W Kerjaed mpudra,
OTpesieNieHue XapakTepa W YWCia WIUTIOCTpAIii,
dbopmata odopmieHus, Buga OOJIOKKH WU
NeperieTa; MIPOCKTUPOBAHHKE BHEIITHETO
obopmIICHUS U3AaHUS

660,0

10

MPOU3BOICTBEHHBIN ATam: BIOOP MoJaurpaduueckon
0a3pl; pacyeT TOTpeOHOCTHM B  Marepualax;
COCTaBIICHWE  MPENBAPUTENBHON  KabKYJISAIUH
3aKa3a;  OMpeAeNieHHe  CTOMMOCTH  W3/IaHUf;
pa3paboTka Tpaduka NTPOXOXKACHUS 3aKaza Ha
noaurpauyeckoM  MPEANpUSATHH;  3aKIIOYCHHUE
JIOTOBOpA ¢ TUnorpaduen

OIHO
W3IaHUE

360,0

PenaktupoBaHne  Hay4HBIX M METOJAMYECKUX
MaTepHAaJIOB

[IpoBepka ¥ ucHpaBiIeHUE PYKOIUCH B Tpolecce
MOJATOTOBKM €€ K Ie€YaTH; YCTAaHOBKA COOTBETCTBUS
TEKCTa HAay4YHbIM U JIMTEPATypHBIM TPeOOBaHUSM,




dopMe ® TENeBOMY HA3HAYCHWIO  W3/aHUS;
COTJIACOBAHUE BHOCHMBIX HCIPABJICHHA C aBTOPOM;
10paboTKa PYKOIKCH:

11 |penakTupoBanue MoHOTpaduii, COOPHUKOB HAYYHBIX | OJIMH aBT. 3480,0
TPYJOB, HAYYHBIX OTYETOB, IPAKTUUYECKUX TTOCOOUI JUCT

12 |penakTupoBaHue METOIUYECKUX MaTepuaIoB| OJMWH aBT. 3000,0
(MHCTPYKTUBHO-METOANYECKUE MMChMa, JUCT
PEKOMEH/IAInH, KOHCYJIbTAIIHH, 0030pBI
NEeATETLHOCTH OMOIMOTEK)

13 |penakTupoBaHue JOKYMEHTOB, PETIAMEHTHUPYIOIINX | OJUH aBT. 2940,0
NEATETLHOCTD CTICITHABHBIX OMOIUOTEK TSI CIICTIBIX JUCT
(YycTaBOB, MTOJIOKEHUHN, HHCTPYKIIHI )

14 |pegakTupoBaHUE CTATUCTUUYECKUX TAOJIML, YYETHBIX | OJHH aBT. 2400,0
dbopm, oOpasioB JIUCT

15 |penaktupoBanue MaTepuaioB KOH(EpeHIii | OJ1H aBT. 1200,0
(TOKIaI0B, COOOIICHMI) JIUCT
PenaktupoBanne OuOmmorpaduueckux MmMocooOwuii,
PETPOCTIEKTUBHBIX Hay4HO-BCIIOMOTaTEIbHbIX
yKazatenei, 0030poB, CIOpaBoK, pedepaTos,
AHHOTALUN:

16 |penaktupoBanue OuOIMOTrpapUUYECKUX TOCOOMI| OJMH aBT. 3000,0
(TemaTtuueckux OuOMMorpaduuecKkux yKaszaTeseu, JUCT

CIIPAaBOYHUKOB)




17 |penakTupoBaHue PETPOCIEKTUBHBIX HAay4YHO-| OJIMH aBT. 2280,0
BCIIOMOTaTeNbHBIX yKa3aTenen JHCT
18 | penakTHpoBaHHE AaHATUTUUECKUX 0030pOB, CIIPABOK,| OJIUH aBT. 1200,0
aHHOTaIMi, pedeparoB, CBOJHBIX pedepaTUBHBIX JHCT
0030poB, FKcIpecc-uHGOpMAaIIHiA
19 |penaktupoBanue 6uOIMOrpadUUECKUX 3arucen OJIHA 3aIKCh 5,0
20 |KOHTPOJBHOE PEAaKTHPOBAHNE OJIHA 3aMHCh 7,0
MammHonucHele  pabOThI,  BBHINOJIHAEMbIE B
aBTOMATU3UPOBAHHOM PEKUME
HaGop Ha koMmmbroTEpE:
21 | Tekcra ¢ nmucra OJlHa 20,0
CTpaHuIla
(1800 - 2000
3HAKOB)
22 |oubnmorpaduiecKkoe onucanme OJTHO 50
OTHCaHNe
[IpaBka Ha KOMMIBIOTEPE, BEPCTKA HA KOMIIBIOTEPE:
24 | TekcTa OJlHa 10,0
CTpaHHIla
25 |Oubamorpapuyeckoe OnrucaHue OJlHa 2,0

CTpaHHuIa




26 | BBIBOJI TEKCTa Ha MIPUHTEP, paclieuarka OJIHAa 2.0
CTpaHMIla

27 | BBIBOJ (hOpM TAOIHUI] HA MOHUTOP OJIHAa 2,0
CTpaHMIIa

28 | HanomHeHUe TabIUIl CoIepKaHUEM OJTHa 18,0
TadIuIa

[Tpumeuanue: npyu peAaKTUPOBAHUM CMEIIAHHOTO TEKCTa K HOPME BPEMEHH MTPUMEHSETCA MOBBIIAONINI K03 duuueHt 1,2.

3.20. [lepeBoa u nepepabOTKa MEYATHBIX TEKCTOB C MHOCTPAHHBIX SI3bIKOB HA PYCCKHI U C PyCCKOT0 HA HHOCTPAHHBIE S3bIKU

Tabnuua 61
N HanmenoBanue npouecca, onepannu. Cocta Ennnanna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
| MUH.
1 2 3 4

IlepeBoxg TekcTa ¢ WHOCTPAaHHBIX S3BIKOB Ha
PYCCKHU A3BIK

Urenue opuruHaia, aHaunu3 TEKCTa, pa3MeTKa €ro ¢| OJIUH aBT.
BBIIBJIEHUEM TPYIHBIX TEPMHHOB, TPAMMATHYECKUX JIUCT
KOHCTPYKIUH, JIEKCUYECKHX OOOpPOTOB, LEXOBBIX U
KAHPOBBIX TEPMHHOB:




ITOJIHBIN TTMCbMEHHBIN TTEPEBO/T

3360,0

COKpaIlleHHbI THChMEHHBIN TiepeBoa oT 30% 1o 3600,0

50% o0Obema TekcTa

BBIOOPOYHBIN MIUCHMEHHBIHN MEPEBOT 3120,0

[TepeBox TekcTa ¢ pycCKOTo S3pIKa HA MHOCTPAHHBIE

SI3BIKU:

MOJIHBIN MUCbMEHHBIN MEPEBOJT OJIMH aBT. 3840,0
JIACT

TepmuHOIOTMYECKass paboTa TIPU  BBITOJHCHHH

MMUCHMEHHOTO IePeBO/IA:

MOMCK OTMEUEHHBIX B OPUTHHAJIC HE3HAKOMBIX WJTH OJINH 1500,0

HETTOHATHBIX TEPMUHOB W COKPAIICHWH B CJIOBApPHO-| TEPMUH,

CIIPaBOYHOM JTUTEPATYPE; noa0opKa OJHO

COOTBETCTBYIOIIIETO TEPMUHY DKBHUBAJICHTA, | COKPAIIICHHE

pacm@poBKa COKpalieHui

KoHcynpranus nepeBoIauKa co CreuaIuCTaMHu:

BBISICHCHUE TIPABWIIBHOTO M3JIOKCHUS YaCTEH TEKCTa 0JlHa 2700,0

1o MaJ03HaKOMOM TEMATHKE; YTOYHCHHE | KOHCYJIBTAITN

COOTBETCTBHS TIEPEBOJIa OPUTHHATY o

CocraBnenue 6nbauorpaduuecKoro OnucaHus:

cocTaBjieHHue  Oubmuorpauyeckoro  OMUCaHUS OJTHO 720,0




ImepeBoaa OIIMCaHUC

AHanu3 U BHECCHHME M3MEHECHUM B TEKCT ImepcBoaa
ITOCJIC PaCIICYATKHU:

8 |mpoBepka PaBUIBHOCTH pPacloJIOKEHUsI | OJIMH aBT. 240,0
OTIIEYaTAHHOTO TEKCTa; CBEpKa C PYKOMHCHIO; JMCT
npaBKa

Texnuyeckoe ohopMiIEHHE TEPEBOJIOB:

9 |BHeceHHE B TEKCT MEPEBOIa CUMBOJIOB M BCTaBOK Ha OJTHO 3,0
MHOCTPAHHOM S3BIKE BITMCHIBAHUE
10 | BHeceHUEe pUCYHKOB, TaOIUII, (GOPMYIT OJIHAa BCTaBKa 4,0

IlepeBoj 3aroj0BKOB CTaTEN U JOKYMEHTOB:

11 |mepeBoj 1 3amUCh 3ar0JIOBKOB OJINH 12,0
3aroJIOBOK

[Ipumeuanue:

- HOPMBI BPEMEHHU TMPEyCMATPUBAIOT BHITIOJIHEHHE TIEPEBOJIOB ¢ MHOCTPAHHOTO $I3bIKA WJIM HA WHOCTPAHHBINA, KOTOPHINA Y
NEePEBOUMKA SIBIISIETCS OCHOBHBIM (110 00pa30BaHUIO UM PUMEHEHHIO);

- TIpY BBIMIOJIHEHUU TEPEBOJOB C JPYIHX A3BIKOB WJIM HA JIPYrHe, MOMUMO OCHOBHOTO, K HOPMam BPEMEHU MPUMEHSETCS
MoBbIIArIMA Kodpduruent 1,1.

3.21. PaGoTa mo BBIMTyCKY MAJIOTUPAXKHBIX H3JJaHUN CIEIUATBHBIX (hOpPMATOB

Ta0Omuma 62



N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
b MUH.
1 2 3 4
BocripousBeienre MI0CKONEYaTHOTO JOKYMEHTa B
penbedHO-ToUeHHOM (hopmaTe
PaboTa ¢ TEKCTOM IIOCKOIEUAaTHOTO JOKYMEHTa Ha
OyMa)KHOM WJTH 3JIEKTPOHHOM HOCHUTEJIE:
1 |koMIBbIOTEPHBINA HAOOP TEKCTA BPYUHYIO OJIHa 20,0
CTpaHMIIa
(1800 - 2000
3HAKOB)
2 |CKaHMpPOBAaHHE W PaACIIO3HABaHHUE ITLIOCKOTICYATHOTO oJlHa 4,0
TEKCTa CTpaHHIla
(1800 - 2000
3HAKOB)
3 |3arpy3ka ¢aiia ¢ MIOCKOMEeYaTHBIM JOKYMEHTOM B oJlHa 0,5
KOMITBIOTED CTpaHHIla
(1800 - 2000
3HAKOB)
4 |yTeHWEe IUIOCKONIEYaTHOTO TEKCTa ¢ BHECCHHUE 0JTHa 5,0

WCOPABICHUIN

CTpaHHMIIA




(1800 - 2000

3HAKOB)
5 |u3MeHeHue TekcTa u3 (opMara JOKyMEHTa B OJTHA 1,0
AJIIEKTPOHHBIN (hopmar CTpaHHIla
(1800 - 2000
3HAKOB)
6 |uyTeHHME KOHBEPTUPOBAHHOTO TEKCTA; BHECEHUE 0JIHa 7,0
UCIIpaBJICHUN CTpaHHIla
(1800 - 2000
3HAKOB)
7 |mpuBeIeHUE TEKCTa B COOTBETCTBHC IIpaBUJIaM OJTHa 13 MuH.
nucbMa 1o cucteme bpaitns (26 ctpok x 30 3HaKOB) | cTpaHUIA
(1800 - 2000
3HAKOB)
PaccraHoBKa OPSIKOBBIX HOMEPOB CTPAHHII:
8 |B aBTOMAaTH3UPOBAHHOM PEKUME OJIHa 0,5
oreparnus
9 |mocTpaHWYHas PaCCTAaHOBKA B PyYHOM PEKUME OJIHa 1,0
CTpaHHIla
10 |BeIBOm ~ TekcTa Ha  OpailJIeBCKUW  MPUHTED;| OJHH JIUCT 2,0

pacrieyartka (IByXCTOPOHHSIA)

Pabora ¢ miIocKoneYaTHo HOTHOM 3aIUChIO;




11 |kommbIOTEpHBIN HA0OP (C JIMCTA) HOTHOM 3alKCH TIO 0JTHa 40,0
cucreMme bpainsg Bpy4Hyro CTpaHuIa
12 |ckanupoBaHME M pacrlo3HABaHUE Ha CIICIIMATBLHOM OJTHA 3,0
OpaiiieBCKOM CKaHepe CTpaHHIla
IIpoBepka HOTHOM 3aIIMCH, BHECEHNE HUCTIPABICHUM: oaHa
CTpaHHIla
13 |HOTHAas 3anuCh, HAOpaHHAS BPYYHYIO 60,0
14 |noTHas 3anmuCh, OJIYYEHHAs CO CKaHepa 20,0
15 |mpuBeneHMEe HOTHOM 3allMICM B  COOTBETCTBHE oJlHa 15,0
mpaBujaM 3amucd HOT 1o cucteme bpaiinsg (26| crpanuna
CTPOK X 32 3HaKa)
PaccranoBKa MOPSIKOBBIX HOMEPOB CTPAHHII:
16 |B aBTOMaTU3UPOBAHHOM PEKUME oJlHa 0,5
omeparnus
17 |moctpaHnyHas pacCTaHOBKA B PYYHOM PEXUME oJHa 1,0
CTpaHHIla
18 |BbIBOJI HOTHOM 3amKMCU Ha OpaJIEBCKUI TPUHTED; OJIHa 0,7
pacrneJaTka CTpaHHIla
Co3anne mIOCKONeYaTHON 00JI0KKHU
KomnerorepHsiit HaOOp TeKCTa BPYUHYIO: oaHa

00J10KKa




19 \tpu  oasmemenTa omnucaHus (aBTOp, 3arJiaBue, 3,0
BBIXO/THBIC TAHHBIC)
20 |ygeTbIpe U O60JIee PTEMEHTOB OIMCAHUS 4.0
21 | ckaHUpOBaHWE U pacrO3HaBaHUE TEKCTa oJlHa 3,0
00J105KKa
22 |BHECEHHE HUCIIPABJICHUN U (pOpMATHPOBAHHE oJlHa 3,0
00J105KKa
JluzaitH 00JI0KKHU: OJlHa
00JI0KKa
23 |6e3 muIrocTpaIui 1,0
24 | c MUTIOCTPaITASMHU 2,0
25 |BBIBOJI O0JIOKKH Ha IIPUHTEP; pacrevyaTka oJlHa 1,0
CTpaHHIla
Co3nganue  JMIEBOM ©U  OOOPOTHOM  CTOPOH
MJIOCKOTIEYaTHOTO TUTYJILHOTO JIUCTA!
26 | KOMITbIOTEPHBIA HAOOP TEKCTA BPYUHYIO OJIUH 10,0
TUTYJIBHBIN
JIUCT
2/ |CKaHMPOBAHME U PACMO3HABAHUE TEKCTA OJIUH 6,0
TUTYJIBHBIN

JINCT




28 |BHeceHHe HCTIpaBiIeHUN U (popMaTUpoOBaHUE OJIUH 6,0
TUTYJIbHBIN
JIACT
29 |pa3paboTka au3aifHa TUTYJIBHOIO JINCTA OJINH 1,0
TUTYJIbHBIN
JIACT
30 |BBIBOJI TUTYJILHOIO JINCTA HA MIPUHTEP OJIUH JIUCT 2,0
Co3znanue nmuueBoi U 000POTHON CTOPOH penbedHO-
TOYEYHOTO TUTYJIHHOTO JINCTA:
31 | KOMITBIOTEPHBIA HAOOP TEKCTA BPYUHYIO OJIVH 10,0
TUTYJIbHBIN
JIACT
32 |CKaHMpPOBAaHHWE W PaACIIO3HABAHHUE ITLIOCKOTIEYATHOTO OJINH 6,0
TEKCTa TUTYJIBHBIN
JIUCT
33 |BHECEHHE HCTIPaBICHUN OJIMH 6,0
TUTYJIBHBIN
JIACT
34 |u3MeHeHue TeKcTa u3 (opMara JOKyMEHTa B OJlHa 1,0
AIIEKTPOHHBIN (hopmar onepanus
35 |uTeHHe KOHBEPTUPOBAHHOTO TEKCTA; BHECEHHUE OJIHa 2,0
UCIIPaBJICHUM CTpaHUIIa




36 |mpuBeAcHHUE TEKCTa B COOTBETCTBHE C MpaBUIaAMU OJIHA 6,0
nucbMa 1o cucteMe bpaitns (26 ctpok x 30 3HaKOB) | CcTpaHUIA
37 |BBIBOJI TEKCTA Ha OpaiIeBCKUM MMPUHTEP OJIUH JIUCT 2,0
BocnpousBeienne Imi0CKONEYaTHOW HILTFOCTPALKU
B penbepHO-rpaduyeckoM dpopmare:
38 | ckaHMpPOBaHUE TJIOCKOTICYaTHON MILTIOCTPAITAN oJHa 1,0
WJUTFOCTPAITH
o
O6paboTKa WLTFOCTPAIUH: oJHa
WJLTFOCTpAaIy
o
39 |06paboTKa TOTOBOTO KOHTYpa 10,0
40 |co3maHre HOBOTO KOHTYpa 60,0
41 | hbopMaTupOBaHKE TUIOCKOTICUaTHOW UILTIOCTPAIIH oJlHa 2,0
WJLTIOCTPAIN
o
42 |BBIBOJ] TUIOCKOTIEYATHOM WILTFOCTPAIIMH HA IPUHTED OJIHa 1,0
WJLTFOCTpAIn
o
IlepeBom  TIOCKOMEYATHOM  WIUTIOCTpAIlMUM  Ha oJHa
penbedoodpazyronryo oymary: WLTIOCTPaIn

A




43 |c OAHOKpaTHBIM MPOITYCKOM H300pa)KeHUs dYepes 1,5
HarpeBaTesIbHOE YCTPOUCTBO
44 |c nByKpaTHBIM IPONYCKOM M300paKEHUS dYepes 3,0
HarpeBaTEIbHOE YCTPOHUCTBO
[Teperer JTOKyMEHTOB, BOCITPOU3BEICHHBIX
penbedHO-TOYCHHBIM HIPUPTOM:
45 | nfaMUHUPOBaHUE O0IOKKH OJlHa 6,0
00J105KKa
46 |pydHas qucTornoadoopka oJlHa 2,0
JaucTonoadoop
Ka
47 | panpiioBKa pyyHas oJIMH OJI0K 0,3
(10 nucToB)
48 | BbIpaBHUBaHME U 00pE3Ka Kpasi CTPAHUIIBI oJlHa 0,3
omepanus
Kpemnenne ctpanun: OJIVH
JTOKYMEHT
49 | nByMs CKpeTiKaMu 0,3
50 | Ha MIACTHUKOBOW MPYXKUHE 4,0
51 |TepMoOKIIEEBOE KpEIJICHUE 6,0
52 |xecTkas KapTOHHas OOJOXKa C OyMaKHBIMU 60,0




NOKPOBHBIMH ~ CTOPOHKAMH W MPOIIMBHBIMH
KOpelIKamMu

BocrnpousBenienue MI0CKONEYaTHOTO JOKYMEHTA B
3BYKOBOM (popMare

IIpenBaputenbHas paboTa HaJ TEKCTOM:

1000 3HaKoB

53 |Xym0KeCTBEHHBIN TEKCT 5,0

54 |TeXHMYECKUH MW Jpyrue CHelUaIbHbIe TEKCTHI 10,0
(MaTeMaTHKa, MEIUIIMHA, XUMHUS )

[IpounThiBaHue Tekcra Ha  Kommbiorepe B| 1000 3HakoB
CTYIMIHBIX YCIOBHUSAX CO 3BYKOPEIKHCCEPOM:

55 |XyI0KE€CTBEHHBIN TEKCT 4.0

56 |TeXHMYECKUH MW Jpyrue CHelHUaIbHbIe TEKCTHI
(MaTeMaTHKa, MEIUIIMHA, XHUMHUS )

57 |mepe3anuch HAYMTAHHOTO TEKCTa Ha KOMITBIOTED oJlHa 50,0
(onmdpoBka 3ByKa) C aHAJIOTOBOIO HCTOYHUKA B| JIOPOXKKA
peaJTbHOM BpEeMEHHU

58 |006paboTKa HAYUTAHHOTO TEKCTA Ha KOMIIBIOTEPE OJlHa 1,5

JIOPOIKKa
59 |KOHTpOJIb 00paOOTAHHOM 3aMKMCH Ha KOMITbIOTEPE 0JlHa 50,0
JIOPOXKKa
Bocmponssenenue 03BYYEHHOTO TEKCTAa c OJlHa




KOMIIBIOTEPA: JIOPOKKA

60 |Ha KOMITaKT-KacCceTy B pealbHOM BpEeMEHU 50,0

61 |Ha quck 10,0

62 |My3bIKaIbHO-TaliMEpHOE 0OPOPMIICHUE 3BYKO3AITUCH OJIHa 50,0

JIOPO’KKa
Kpatnoe BOCITPOU3BEICHUE O3BYUEHHBIX
JIOKYMEHTOB Ha ayJMOKACCETHI:

63 |moATOTOBKA MaTepUajoB K  BOCIPOM3BEACHHIO | OJTHA KacceTa 4.0
(pacmakoBka ayJIMOKacCeT, epeMoTKa,
pa3MarHu4YMBaHUE)

64 |kpaTHOE BOCIPOW3BEICHUWE ayauo3amvceld  Ha OJTHa 3,0
CTaHIIMU CKOPOCTHOTO JIyOJMPOBaHUS ayAHOKACCET| OIepalus
(KOMITBIOTEP - KacceTa)

65 |kpaTHOE  BOCHpOW3BEICHHWE ayauo3anuceld  Ha OJTHa 5,0
CrieMaJIbHOM 000pYyAOBaHUU (KacceTa - Kaccera) B| omepanus
3aBUCUMOCTH OT TEXHHUYECKOTO OCHAIICHUS

66 |kpaTHOE  BOCHpOW3BEICHUWE ayauo3amuceld  Ha OJIHa 5,0
crienuaibHOM 000pyI0BaHUY (KaTyIIIKa - KacCceTa) B| oOIepaius
3aBUCUMOCTH OT TEXHHUYECKOTO OCHAIICHUS

67 |mpoBepka KauecTBa KOMUN OJIHa KacceTa 5,0

O(bOpMJIeHI/IC ayJUOKaCCET, ONTHUYCCKUX JHCKOB H




KOHTEUHEPOB

68 | co3nanue uneHTudukaropa, OTIPEICIISIONIETO OJINH 3,0
NPUHAISKHOCTh  KacceTbl K  JOKYMEHTY, B| WJICHTH(UKA
IUIOCKOIIEYaTHOM 5 penbeHO-TOUCYHOM TOP
BapHaHTaX; HaKJIEMBaHUE Ha KacCeTy

69 |co3manue IUIOCKOIIEYaTHOM DTUKETKH TUIA oJlHa 6,0
JIOKYMEHTa, 3allMCaHHOT0 Ha ayJauokacceTax (Habop| JTHUKETKa
TEKCTa, BBIBOJI Ha  OpalJeBCKUW  MPUHTED,
pacriedarka, paspe3aHue I0 3aJaHHOMY pa3Mepy,

HaKJICMBaHHE Ha KOHTEHHED)

70 |co3manue  penbe(HO-TOYCYHOW  ATHUKETKH IS OJIHa 9,0
JTOKYMEHTa, 3alIMCAaHHOT0 Ha ayJauokacceTax (Habop| JTHKETKa
TEeKCTa, JW3aiiH, BBIBOJ| Ha IPUHTEp, pacredaTka,
paspe3aHue 10 3aJJaHHOMY pa3Mepy, HaKJICHBaHHUE
Ha BHYTPEHHIOIO CTOPOHY KPBIIIKHA KOHTCHHEPA)

71 |packnaaka ayJInoKacceT 1o OJlHa 1,0
KOMIUIEKTaM/KOHTCHHEpam omieparus
CO3JIaHUE DTUKETKU Ha JTUCKE:

72 |BBOJI B KOMIBIOTED OCHOBHBIX CBEACHHH O OJIH 5,0
JOKYMEHTE (aBTOD, 3arjiaBue) B| JOKYMEHT
CHeIMaIN3UPOBAaHHON MMPOTpaMMe

73 |BpIBOA Ha mpuHTep C (GyHKOHEH 'medyaTh Ha oJlHa 2,0
auckax', pacnevarka onepauus




74 | co3naHue MI0CKOIeYaTHOM KOHTEHHEPHON dTUKETKU OJIHA 8,0
U1 TOKYMEHTa, 3aliCaHHOTO Ha JAucKe (Habop| JTUKETKa
TeKCTa, (HOPMUPOBAHWE JW3aifHA, BHIBOA HAa
MPUHTEp, pacredarka, pa3pe3aHue Mo 3alaHHOMY
pasMmepy, pa3MelieHHe Ha BHEIIHEH CTOpOHE
KPBIIIKY KOHTEHHEpa)

75 |co3nanue  penbe(HO-TOYEHUHOM  KOHTEHHEPHOMU OJIHa 10,0
OTUKETKU I JOKYMEHTA, 3allMCAaHHOTO Ha JHUCKE| OSTHUKETKa
(Habop TekcTa, BBIBOJA Ha OpalJieBCKUM TPUHTED,
pacmedaTka, pa3pe3aHue IO 3aJaHHOMY pa3Mepy,
pasMeIeHne Ha BHYTPEHHEH CTOPOHE KPBIIIKU
KOHTEITHEepa)
ApXxuBarus 03By4eHHBIX JOKYMECHTOB:

76 |0bpaboTka MaTepuaa JJisi KOHBEPTUPOBAHUS OJIHa 30,0

JIOPOXKKa

77 |xonBeptupoBanue (aitnoB ¢opmara bBJ[ AC B oJlHa 6,0
dbopmar  aynuodait;ioB B 3aBHCHUMOCTH  OT| JOpPOXKKaA
TEXHUYECKOTO OCHAIIICHHUS

78 |mepeHoc apxuBa Ha cepBep 0JIHa 6,0

JIOPOKKa

3.22. Ob6cnykuBaHUE yJaJICHHbIX MT0JIb30BaTENCH

Tabmnuma 63



N HaumenoBanwue nporecca, onepanun. Cocta Ennnunma Hopma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
Il MHUH.
1 2 3 4
Peruncrpanus nosib3oBareneld B peKUME OHJIAVH:
1 |mpoBepka 3amucu moJib3oBatTelisa B OMOIUOTEKY OJIUH 2,0
M0Jb30BaTEN
b
2 |obOpaboTtka u BBOA (aMuIUK, HMEHH, OTYECTBa OJIMH 5,0
MTOJIB30BATEIIS M a/Ipeca €ro AIEKTPOHHOM MOUYTHI AJICKTPOHHBI
i hopmymsip
3 |cocTaBieHHME TIMCbMa C YKa3aHUEM JIOTHHA U OJTHO 5,0
CTCHEPUPOBAHHOTO CHCTEMOU TapoJIs, | JCKTPOHHOE
MPUKPEIUICHUE  WHCTPYKIIMM  TIOJB30BaHUS | MMHUCHMO
OTIpaBKa €ro MO JICKTPOHHOM IMOYTE MOIH30BATEITIO
OO6cyXBaHUE MTOJIH30BATENCH B PEKUME OHJIANH:
4 |KOHCYNbTAIMA O HCIOJb30BAaHUIO WHTEPAKTUBHOMU OJIHa 10,0
b/l "roBopsmmx" KHUAT ¢ KPUNITO3AUIUTON KOHCYJIbTAllH
P
5 |CcOMmpoBOXIEHUE BUPTYJILHOM KHUTOBBIIAUM: | OIMH 3aKa3 15,0

dbopMUpOBaHUE 3aKa3a Ha BUPTYAJbHOM KHIXKHOM
IIOJIKE




Boirpy3ka u3 AC HOBBIX MOCTYIUIGHMM 3a| OJIMH (haiis B 10,0
OTpe/IeNiCHHBIA TMepuoj BpeMeHu B dopmare| Qopmarte
PYCMAPK wu B Buuge ykazarens HoBeix| PYCMAPK
noctymienui (YHIT)
oauH ¢aii B 12,0
dbopmare
YHII
pa3MellleHre HOBBIX TMOCTYIUICHWH JIOKYMEHTOB Ha| OAuH (aili B 3,0
caiite OMONMMOTEKH: CO3/IlaHME 3aroJIOBKa aHHOTaluKu | Qgopmare
npuKpervieHue Qaiina (oB) PYCMAPK
oJIvH (At B 3,0
dbopmare
YHII
pacchbUIKa TIO DJIEKTPOHHOW TOYTE YAaJICHHBIM OJTHO 3,0
MOJIb30BATEISIM uHbOpMaIuu 0 HOBBIX | 3JIEKTPOHHOE
MOCTYIJICHUSX TOKYMEHTOB MTUCHEMO
nH(POPMAIIMOHHOE COMPOBOXKICHHUE CaiiTa, MopTayia OJTHO 3,0
U CTpaHWI] B COLMAJBHBIX CETAX: CO3/JaHHE| COOOIICHHE
3aroJIoBKa aHHOTAIlMU MpUKperuieHne (Haiio

4. TurmoBbie OTpaciaeBbIE HOPMBI TPY/a HA paOOTHI,
BBINOJIHSEMBIC B JCTCKUX, IOHOIIECKUX OMOIMOTEKaX, B OMOIMOTEKaX
Hay4HO-uccienoBarenbckux nHctuTyToB (HUI), 0O6pazoBarensHbIx
yupexaeHuit (0e3 HCTOIb30BaHMs aBTOMATH3UPOBAHHBIX CUCTEM
YIPABJICHHS IPOLECCAMU)



4.1. KommexkroBanue 6ubiroredynoro Gpoxaa

N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.

1 2 3 4
Tekymiee koMIuieKToBaHUE OMOIMOTEUHOTO (DOHA:

1 |mpocMOTp KHUTOM3IATENbCKOW M KHUTOTOproBoii| (1 mpaiic 980.0
uHbOpMaIuu 8000

HauMEHOBAH
1)

2 |ycTaHOBJIEHME TeMbl W  BuUAa  JOKyMmeHta,| (1 mpaiic 2.0
MOJIJISXKAIIETO OTOOPY; BBISICHEHHE HEOOXOIUMOCTH 8000
NpUOOpETEHUS HaNMEHOBaH

1)
Ornpenenenue sK3eMIUTIPHOCTH 3aKa3a: (1 mpaiic
8000
HaMEHOBaH
1)
3 | s moapaszaeaeHui 0,5
4 | st OMOJIMOTEKH B LIETIOM 1,0
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obopmIIeHHE 3aKasa, yKa3aHHE SK3eMIULIPHOCTH,| OJIUH 3aKa3 1,0
CTOMMOCTH 3aKa3a, JaThl
KosmyecTBO 3aKka3aHHBIX Ha3BaHUM:
511-15 15,0
6 |16-25 25,0
7 126-75 75,0
8 |76 -100 100,0
9 |odopmiileHne 3aka3za Ha BBIACKY 3apyOeKHBIX OJINH 100,0
JTIOKyMEHTOB JTOKyMEHT
10 |moaroroBka cmuicka JTOKYMEHTOB, IpeJjlaracMbIX K OJTHO 26,0
MEXKIYHAPOJJHOMY KHHTOOOMEHY; CBEpKa CMHCKAa C| Ha3BaHHE
KaTajaoroM
11 |cocraBienune KapTOUKH VTS KapTOTEKU oJlHa 1,0
OpraHU3alui-MIAPTHEPOB; yKa3aHWE€  Ha3BaHWs| KapTOYKa
OpraHM3aldi, ajapeca, Ha3BaHHSI OOMCHHMBAEMBIX
JIOKyMEHTOB
Pabora B AC:
12 |BBOA 3aka3a TEKYIIEr0o KOMIUIEKTOBAaHMUS B 0a3y| OJMH 3aKa3 5,0
nma"HHeIX AC
13 |penakTupoBaHue BBEIEHHBIX B 0a3zy JaHHBIX| OIMH 3aKa3 30,0

CBEJICHUII O 3aKa3e; BBIBOJ Ha D3KpaH; BHECEHHE




NU3MEHEHUM

14 |BrIBOJ Ha MIPUHTEP JTAHHBIX TEKYILEero | OJWH 3aKa3 1,6
KOMIUICKTOBaHUS; pacreyaTKa
BEJICHNE KAPTOTEKU TEKYIIETO KOMITJICKTOBAHUS

15 |cocraBiieHre KapTOUKH, YKa3aHUE aBTOpa, 3arjiaBus, oHa 0,5
BBIXOJTHBIX JAHHBIX, HOMEPA B M3/IaTEILCKOM IJIaHE | KapTOuYKa

16 |mepeHeceHne CBENECHMI O 3aKa3e Ha KapTOUKH; 0JIHa 0,3
yKa3aHue JK3EMIUIIPHOCTH 3aKas3a, pachpejielieHue| KapTodka
M0 CTPYKTYPHBIM MO/Ipa3/IeTICHUSIM

17 |pa3pe3aHre M3IaTENIbCKUX IUIAHOB, pacredyaTka s oJlHa 1,5
KapTOTEKU TEKYIIETO KOMILJIEKTOBAHMS,| KapTOuyKa
HaKJICUBaHUE HAa KATATOXKHYIO KAPTOUKHU

18 |moabop kapTouku mo andaBUTy AT PACCTAHOBKH B OJlHa 0,5
KapTOTEKY TEKYIIETO KOMIUICKTOBAHUS KapTO4YKa

19 |paccranoBka kapTouku B andaBute pamuamii OJlHa 0,4
aBTOPOB, 3arjaBUid B  KapTOTEKy TEKYIIETro| KapTouka
KOMITJIEKTOBAHHSI
OdopmiieHre  TONNMUCKKM  HA  MEPUOJIMYECKHE
W3JIaHMS:

20 |mpocmoTp kartanora "Pocnedatu", otOop HazBaHUS OJTHO 0,8
MEPUOINYECKUX U3JTAHUN JUTSI TIOIITUCKH Ha3BaHUE




21

cOOp 3aiBKM OT MOApa3ACICHUN OUOIMOTEKHU IS
MOAMKCKY HA IEPUOTUICCKIC U3TaHUS

OJHa 3ajiBKa

1,5

22

CBCpPKa pPaACIICYATKH CIIMCKOB YCJIOBHO 3aKa3daHHBIX
IMMCPUOINICCKUX I/ISI[aHI/Iﬁ C KapTOTeKOﬁ 3aKa30B,
BHCCCHHC N3MCHCHHUA B PACIICUATKH CIIMCKOB

OJTHO
Ha3BaHUE

1,04

23

CBCpKa 3aKa3a TCKYHICro roJga Ha IICPHOIUYCCKHC
u3gaHusa ¢ HO,Z[HHCKOP'I npcapLAymero roga aJt
BBHISIBIICHUST H3MCHCHUM B Ha3BaHUAX, BHCCCHHC
OTMCTOK

OJHO
Ha3BaHHC

0,2

24

CBEpKa BBIXOJIHBIX JTAHHBIX BIIEPBBIC 3aKa3bIBACMBIX
3apyOEKHBIX MIEPUOTUIECKHAX U3JTaHUuN C
oubmuorpadUueCKUMH CIPaBOYHUKAMHU U JPYTUMH
UH()OPMAITMOHHBIMUA UCTOYHUKAMU

Ha OOUH T'OJ

80,0

25

opopMieHue 3aka3za Ha MOJIMUCKY; TMOJCYET
CTOUMOCTH  TIOAMUCKHM C  Y4E€TOM JOCTaBKH,
3ar0JIHCHUE KBUTAHIINHU aboHEeMeHTa Ha
MEPUOANYECKOE U3TaHUE

OJIMH 3aKa3

30,0

26

COCTaBJICHUE PErUCTPAIMOHHON KapTOUKW IS
KapTOTEKU MEPUOIMUECKUX U3JIAHUM; MPOCTaBJICHUE
Ha KapTo4yke WHACKCa, TOJa, TMEePUOIUIHOCTH,
HMCTOYHUKA MOCTYILJICHUS

0JlHa
KapToyka

0,5

Pabora B AC:

27

BBOJl 3dKd3a Ha IMCPHUOJUYCCKHC H3JIaHUA B 633}’

OJIHa

10,0




TaHHBIX KapTouKa

28 |[BBIBOJI Ha DOKpaH PETHCTPAIIMOHHOM KapTOUKH; OJIHA 1,0
pacredaTtka KapTouKka

29 | KOppeKTUpOBKa 3aKas3a: BBIBOJI Ha SKpaH CIHCKa OJTHO 0,3
MIEPUOINYECKUX U3/IaHNI; BHECCHHE N3MEHEHUN HaMEHOBaH

ue
[lepenucka ¢ KHUTOTOPTOBBIMH OpPTaHU3ANMSIMHU M
U3/1aTENILCTBAMH, OMOJIMOTEKaAMM:

30 |cocTaBieHue, HaOOp TEeKCTa MHUChMa (3ampoca, | OJTHO MUCHMO 60,0
MPETEH3UU), PETUCTpalsi B KHUTE HCXOMSAIIUX
JOKYMEHTOB (TMPOCTaBJICHUE JaThl, IOPSIIKOBOTO
HOMEpa, YKa3aHWEe HaWMEHOBAHUWS OpTaHHW3alIlnH,

KpaTKOro Cojiep>KaHus MUChMa)

31 |opopmnenue 3aka3za "KHura - mourtoit", oTmpaBKa| OJWH 3aKa3 3,1
3aKa3a B Mara3suH, 0OMEHHBIC ()OH/IBI
JlokoMIIIeKToOBaHHUE OMOIMOTESYHOTO (hOHIA!

32 |mosny4yeHue 3asBKM Ha MPUOOPETEHHE TOKYMEHTOB| OIHA 3asBKa 0,3
OT TIOJIPA3ACIICHUN.

33 |cocTaBieHue oubmorpaduyeckoit 3aIuCH; 0JIHa 3,0
yKa3aHUe KOJMYECTBAa DJK3EMIULIPOB W CHIJIBI| KapTOYKa
MOJIPA3ICIEHAN

34 | BKITIOYEHHE 3asIBKU B KAPTOTEKY JOKOMILJICKTOBAHHUS oJlHa 0,26




KapTO4Ka

35

IMPOCMOTP KAPTOTCKH HCYOOBJICTBOPCHHOI'O CIIPpOCA,
dHAJIN3 OTKA30B JI1I BBIABJICHUA OTCYTCTBYIOIIHMX
JOKYMCHTOB, BKJIIOUYCHUC B KapTOTCKY
JOKOMIIJICKTOBAaHMS

OJIUH
JIOKYMEHT

3,0

OT6op JOKYMEHTOB H3 OOMEHHBIX (POHIOB
OMOJMOTEK ISl JOKOMIUICKTOBAHUS

[IpocMOoTp  CHHMCKOB,  KapTOTEK,  KaTaJoroB
OOMEHHBIX (OHAOB OHONHOTEK, OTOOpP HYKHBIX
JOKYMEHTOB, CBEpKa C KaTaJloraMH U KapTOTEKaMu
CBoeM OHWOJMOTEKH, COCTaBJICHME CHHCKa Ha
JOKYMEHTBI, OTOOpaHHbIC B 0OMEHHOM (POHIE

OJVH
JTOKYMEHT

KonuuecTBo JOKYMCHTOB, BKIIFOYCHHBIX B CITMCKU:

36

1

5,0

37

2-10

7,8

38

11-25

16,0

39

26 - 50

32,0

CocraBieHue omnepaTUBHOrO (TEKyLIEro) IUJIaHa
KOMIUIEKTOBAHMUSI:

40

OTpe/IeJICHHEe MEPONpUATUNA 10 (HOPMHUPOBAHUIO
eauHoro (oHaa Ha TEKYIIUHA T0J, OTBETCTBEHHBIX

OJIVH IUJIaH

480,0




UCIIOJIHUTENICH,  KOJMYECTBCHHBIX  IOKa3aTescH
oobemMa  (oHma  (MOCTyIUICHHWE,  BBIOBITHE),
OTPAcIeBOrO COCTaBa, WCTOYHUKOB IMOCTYILICHHS,
CMETHI PacxoJI0B

OdopmiieHne miaHa KOMIJIEKTOBaHUS B (popMe:

41 | Tabaunir oJlHa 2,6
Tabaua
42 |KapTOTEKH OJlHa 2,6
KapTO4YKa
Pabora B AC:
43 |BBOJ TJIaHA KOMIUICKTOBaHMS B 0a3y gaHHbIX AC OJIVH IUIaH 1,1
44 |xoppeKkTHpOBKa 0a3bl NAaHHBIX; BBIBOJ Ha DKpaH; OJINH 30,0
BHECEHHE U3MEHEHUI JTOKyMEHT
4.2. Ilpuem 1 y4eT NOCTYNUBIINX JOKYMEHTOB
N HaumenoBanue nporiecca, onepaiuu. Coctas Enunanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
II MHH.
1 2 3 4
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HpHeM JOKYMCHTOB, IMOCTYIIMBIIUX C
COIIPOBOAUTCIIBHBIM JOKYMCHTOM

[IpueM  JOKYMEHTOB II0  COINPOBOJHUTEIHLHBIM
MaTepraiaMm (CUeT, HakjIaJHas, KOMHS 4YeKa, aKT),
moA0oOpKa ux mo ajadaBUTy aBTOPOB WM 3arjlaBui,
AKCHEIUIIMOHHBIM HOMEpaM, CBEpKa c
COTIPOBOAMTEILHBIMU JOKYMEHTaMH, IMPOCTABJICHUEC
IIEHbl HAa W3JaHWH, TOJCYET YHCIa 3K3EMIUIIPOB,
00111ell CTOUMOCTH

OJIHa I1apTHA

KomnuectBo AJOKYMCHTOB B IIapTHUH:

1 4,0
2 -50 8,9
51 - 250 43,3
[Tpuem JIOKyMEHTOB, MOCTYNHUBIIHNX 0e3

CONPOBOJAMUTENBHBIX JOKYMEHTOB:

noadOp JAOKYMEHTOB Mo andaButy daMuiui OJIVH 3,1
aBTOPOB WJIM 3arjaBui; MpoBepKa Ha AyOJETHOCTb;| JAOKYMEHT,
MPOBE/ICHUE OLIEHKH IOKYMEHTOB; COCTaBJICHUE aKTa| OIUH aKT

Ha IIPUEM JIOKYMEHTOB

KonuyecTBO TOKyMEHTOB, BKJIFOUEHHBIX B aKT:

1 0,36




6 [2-5 2,1

7 |6-10 3,7

8 |mpocTaHOBKa IITEMITETST Ha TUTYJBHOM JIMCTE W Ha OJMH 0,5
17-# cTpaHule TOKyMeHTa JOKYMEHT
CBEpKa IOCTYMHBIINX TOKYMEHTOB C KapTOTCKOM
TEKYIIEr0 KOMIUICKTOBAHHMSI

9 |moMcK  KapTOYKM B  KapTOTEKE  TEKYIIETo OJIMH 3,0
KOMIUIEKTOBAaHHMS, CBEpKa KapTOUKHU C JIOKYMEHTOM, | JOKYMEHT
BHECEHHE OTMETOK

10 |oTOGOp mepBOro 3K3eMIUIsApa, BIOKEHHUE KAPTOUYKH B OJIUH 0,5
JIOKYMEHT JIOKYMEHT

11 |mocTaHoBKa KapTOYKHU 3a pasmenuTes OJIHa 0,3
"BpInmoHeHHbBIC 3aKa3bl" KapToyKa
Pabora B AC:

12 |mpoBepka Ha 1yOJIE€THOCTH MOCTYMUBIINX U3IaHUN B OJIMH 1,0
6a3ze nanubpix AC JOKYMEHT

13 |peructpaius HOBBIX TMOCTYIUICHUN B 0a3e JaHHBIX OJTNH 3,0
AC JIOKYMEHT
[Tpuem u peructpanus >KypHaJIOB U Ta3er:

14 |moabop xypHaJoB M Ta3er mo ajadpaBuUTy HA3BaHUM, OJIMH 2,0
MOUCK PETHCTPAIIMOHHON KapTOYKH B KApPTOTEKE| TOKYMEHT




ITOAITMCHBIX HBﬂaHHﬁ, OTMCTKa HOMCpPA, HdaThl
IMOJIYYCHUA U3aaHUA

15 |mpocTaHoBKa IITEMIIENIS HA KypHase OJIVH JKypHaJ 0,1
16 |mpocTaHOBKa MITEMIIENs HA Ta3eTe OJIHA rasera 0,5
Benenue "Kauru cymmapHoro yuera':
pa300p JOKYMEHTOB MO BHUIaM, OTpACIsM 3HAHU, OJIUH 2,0
A3bIKaM, TIOJICYET YKCJIa JIOKYMEHTOB, 3alluCh| JOKYMEHT
pPE3yNbTATOB MOJICYETA 10 YCTAaHOBJICHHON (hopMme B
KHUTY CYMMapHOT'O y4eTa
Konn4ecTBo T0KyMEHTOB B MAPTUU NOCTYILICHUM:
171 2,0
18 |2 - 50 6,8
1951 -250 42,0
20 |BBOJI CTAaTUCTHYECKUX MaHHBIX "KHUTH cymMMapHOTO | ofHa mapTus 3,0
yuera" B 6a3y nanubix AC
21 |moacyeT MOCTpaHWYHO IO MO3MITUSAM JaHHBIX KHurn oJlHa 3,2
CyMMapHOTO Yyd4eTa, TICPCHECCHHE WTOTOB Ha| ITO3HIIUA
CJICYIOIYIO CTPaHUILY
22 |cBepka (PMHAHCOBBIX JOKYMEHTOB OT/Aela C OJIH 5,0
(hMHAHCOBBIMU JOKYMEHTAMH OyXTajaTepuu JTOKyMEHT




23 |oopMiieHHE COMPOBOIUTEIBLHOIO JOKYMEHTA (CUeT, OJIUH 3,0
HaKJIaJHas, aKkT) JJIA [epeadyn B OyXraiaTepHro JOKYMEHT

24 |opopMieHue WHBEHTaApHOM KHHUTH, HyMepalus 0JTHa 0,88
JUCTOB, TMPOCTABJICHHE HOMEpa B HHBEHTApHOW | CTpaHHUIIA
KHUTE

25 |3amuch JOKYMEHTOB IO YCTaHOBJIEHHOW (opMe B OJIVH 0,88
WHBEHTAPHYIO KHUTY, MPOCTABIICHUE WHBEHTAPHOTO| JIOKYMEHT
HOMEpPA Ha JOKyMEHTE

26 |IpoBeACHNE WHANBUAYAIBHOTO yUeTa JOKYMEHTA I10 OJIMH 3,0
aKTOBOW CHCTEME, MPOCTaBJICHHE WHBEHTAPHOTO| JOKYMEHT
HOMEpa Ha JOKyMEHTE

27 |TIpoBeICHHE WHIVNBUIYATEHOTO ydera c OJIHa 3,0
NPUMEHEHHEM YYETHOTO Karajora; COCTaBJICHHE| KapToyka
oubnrorpaduueckoro OTIMCaHUS JIOKYMEHTA,
yKa3aHWe IIeHbl, HWHBEHTApHOTO HOMEpa, Toja
MOCTYIUICHHUS, HOMEpa 3aliCH B KHATE CyMMapHOTO
ydera, 4YHuCiIa TMOCTYNHUBIIMX OSK3EMIUISIPOB, HX
pacrnpeiesieHue 1o Moipa3aesieHUsIM

28 |3anuch B )KypHAJIe PErUCTPALMKA KaPTOUYEK YUETHOTO | OJTHA 3aMKCh 1,0
Karajora WHBEHTApHOTO HOMEpa, MEPBOrO CJIOBa
3aryiaBusl

29 |mpocTaHOBKA MHBEHTAPHOTO HOMEpa Ha JOKYMEHTE OJIMH 2,6

JTOKYMEHT




30 |peructparys MaTeHTOB B HyMEpallMOHHON KHUTE OJINH 0,3
JTOKYMEHT
31 |monydyeHWEe aKTOB Ha BBIOBIBIIME JOKYMEHTHI OT| OJMH aKT 1,0
CTPYKTYPHBIX IOApPA3ACIICHUI, BHECEHUE 3aIlUCH B
Kuure  cymmaphnoro  yuera  (2-81  4acTh),
MIPOCTaBJIEHHE HOMEpa aKTa
32 |MCKIIIOUYEHHE JOKYMEHTA 10 aKTy U3 YYETHBIX (OpM OJIVH 3,0
JIOKYMEHT
33 |MCKIIFOYCHHE BBIOBIBIINX JOKYMEHTOB U3 0asbl OJINH 2,0
naHHbIx AC JOKYMEHT
34 |moramieHue WHBEHTAPHOTO HOMEpAa MW IITEMITSIS OJINH 0,3
OMOIMOTEKN HA JOKYMEHTE JOKYMEHT
35 |moamnMBKa aKkTOB OJINH 3,0
JIOKYMEHT

[Ipumeuanue: npu paboTe ¢ JTOKYMEHTaMH HAa HMHOCTPAHHBIX $I3bIKaX K HOPME BPEMEHHM MPUMEHSIETCS MOBBIILIAIOIINN
ko3 durment 1,15.

4.3. bubnuoteunas o6padoTKa 10KyMeHTOB. Opranu3anus U BeCHUE KaTajJoroB

1/

HaumenoBanwue mporecca, onepamnuu. Coctas
paboThI

Enununa
W3MEPEHUS

Hopwma
BPEMEHU,

Tabmura 66



MHH.

2 3 4

PaboTa ¢ nmeyaTHO#l KapTOUYKOM:

paz0opka KOMIUIEKTa EYaTHBIX KapTOUYeK OJIHa 0,42
KapTO4YKa

noa0OpKa TMEYaTHBIX KapToueKk To0  andaBUTy OJIHa 0,36

(haMuIMii aBTOPOB WJIM 3arJIaBUM /1 PACCTAHOBKM B| KapTOUKa

CITyKEOHYIO KapTOTEKY

paccTaHOBKA KapTOYEK B CIYKEOHYIO KapTOTEKY OJIHa 0,36
KapTouKa

mo00pKa NMEYATHBIX KapTOUeK K JTOKYMEHTaM OJTHa 0,52
KapTO4YKa

CBepka NOCTYNUBIINX TOKYMEHTOB C KaTaJOTaMU:

MpOBEpPKA MO KAaTaJIOry IMOBTOPHOCTU JIOKYMEHTA, OJIHa 1,9

nepeHeceHne C KaTaJI0)KHOU KapTOYKH | KapTOuKa

oubmmoTedHoro mudpa, MOJTHOTO HHICKCA

MOMCK B CITy’)KEOHOM KaTaJlore CBOJHOTO OIMWCAHMS, OJIHa 2,6

BHECEHHE OTMETOK KapTo4YKa

obopmiIeHHME TI€YaTHOW KAPTOYKU, HANKCAHHE 0JIHa 0,68

WHBEHTApHOTO  HOMepa, mudpa ©W  HHOH| KapTOUKa

uHopMaru




[Tpunucka 1y6aeTos:

8 |cBepka JOKyMeHTa Ha JyOJIETHOCTh O CIY>KEOHOMY OJTHO 0,94
an(aBUTHOMY, yUETHOMY KaTaJIOTy Ha3BaHUC

9 |mpumnuceiBanue Ay0ieTra B KaTajlor: MPOCTABIICHUE OJTHO 0,84
WHBEHTAPHOTO HOMEpa, NepeHeceHue Immdpa Ha| Ha3BaHUE
JTIOKyMEHT
[Tpunucka mpoaoKaArOIINXCS W3TaHHN:

10 |mouck B perucTpalMoOHHON KapTOTEKe KapTOUKU Ha OJIHO 0,84
W3/1aHhe, CBEpKa €€ C OpPUTHMHAJIOM, BHECEHHE| Ha3BaHUE
OMOTMOTEUYHBIX OTMETOK

11 |mouck B KaTajore KapTO4eK, OTMETKa MOCTYIUICHHS OJTHO 3,1
COOTBETCTBYIOIIIETO BBITTYCKa, IPOCTaBIICHUE | Ha3BaHUE
WHBEHTAPHOTO HOMepa, mudpa, BHECEHHUE IPYTUX
OMOTMOTEUYHBIX OTMETOK
dopmupoBanue 6ubanorpadudeckon 3amnucu
CocraBneHue  OCHOBHOM  OuOnuorpaduyeckoit OJTHO
3aMMCH TIPU OTCYTCTBUHU II€UYAaTHOM KapTOYKM B| Ha3BaHHUE
JTOKyMeHTe  (O3HAKOMJICHHE C  JIOKYMCHTOM,

COCTaBJICHUE OITMCAaHWs, BHECEHUE OMOJIMOTEYHBIX
OTMETOK)
KonndecTBo 371€MEHTOB ONMKMCAHMS:
1211-4 0,42




13|5-6 5,2
14|7-9 6,2
15]10-13 7,2
16 |14 - 19 8,2
17 120 - 27 9,2
18 |coctaBneHnre  OCHOBHOM  OmOIHOTpadUIECKOM 20,0
3aMUCM  C  TIOMOIIBI0  MakKeTa  KapTOYKH,
Hale4yaTaHHOTO B KHHUTE; MPOCMOTP M3/IaHUs, CBEpKa
C MAaKETOM KapTOYKH, BHECEHHUE W3MEHEHUS W
JIOTIOJTHEHUS
19 |cocraBienne m0OABOYHOrO OMMCAHUS K OCHOBHOHU OJIHa 1,9
oubmorpaduueckoi 3amnucu KapTouKa
20 |o3HaKOMJICHHME C  JOKYMEHTOM, COCTaBJICHHC OJINH 10,0
aHAJTMTHYECKOU 3aIuCH JTOKyMEHT
21 |cocTaBieHUE CCBUIOYHOM KapTOYKH K OCHOBHOM oJlHa 0,52
OoubmorpaduuecKou 3armucH KapTO4Ka
PenaktupoBanue Oubmorpaduieckoi 3anucu:
22 |mpoBepKka NPaBUIBHOCTH DSJIEMEHTOB 3alKCH Ha 0JlHa 1,0
KapTOYKE KapTO4YKa
23 |opopmiieHne KapTOUKH Al OyOJIMpOBaHUS Ha OJIHa 1,4
MHOXHUTEIIBHOM aIapare; MpoCTaBJICHUE UHACKCOB,| KapTOUYKa




mu@poB, OMOIMOTEUHBIX TTOMETOK, OMpPEICIICHUE U
yKa3aHue THpaka KapToueK

I'pymnimoBast 06paboTKa TOKYMEHTOB

OTOOp OJHOTHUIIHBIX JOKYMEHTOB, MOJJIEKAITUX

OJIHA TPyIIa

rpynmnoBoil  o0pa®oTke;  cocTaBieHHWe  OOLIEeH | JOKYMEHTOB
XapaKTEPUCTUKU Ha KOMIUIEKT JTIOKYMEHTOB
KonmnuecTBo TOKyMEHTOB B TpyIIIIE:
24 11-9 39,0
25|10-15 60,0
26 |16 - 30 106,0
27 |mpoBepka PaBUIILHOCTH COCTaBJICHUS OJIHa 13,0
XapaKTePUCTUKU Ha KOMIUJIEKT JTIOKYMEHTOB XapaKTepUCT
uKa
Pexkaranoruzanus:
28 |cBepKa KapTOUYKM C JOKYMEHTOM; HCIIpaBJeHUE 0JlHa 5,7
CTaporo oubnuorpaduyecKoro OMUCAHUS;| KapTOYKa

COCTaBJICHME HOBOTO OIMCAHUS; TEpPEeHeCceHne
mudpa, WHBEHTAPHOTO HOMEpa, OMOIMOTECYHBIX
MTOMETOK

HO)II‘OTOBKa K MHACKCUPOBAHHUIO JOKYMCHTOB IJIA
KaTaJIOI'OB:




29 |mopbopka KapTOYKM K JOKYMEHTY, CBEpkKa U OJIUH 0,5
BJIO’)KCHHE B JIOKYMEHT JTOKYMEHT

30 |0o3HaKOMJICHHE C JIOKYMEHTOM; YyCTaHOBJICHHE OJTHO 0,88
TeMaTUKH; paclipeiejieHue 0 OTpacisM 3HaHHs (10| Ha3BaHHUE
TEMaTHUKE)

31 |mpocMOTp MHOCTPAHHBIX M3JIaHUM, TIEPEBO/ TaHHBIX OJIMH 0,37
Ha PYCCKHH S3BIK JIOKYMEHT
Cucremaru3ans J0KyMEHTOB:

32 |cucTeMaTu3aius JOKYMEHTa C HCIIOJIb30BaHUEM OJINH 2,6
MHJIGKCOB  TI€YaTHOM  KapTOUYKHM WJIM MaKeTa| JOKYMEHT
KapTOYKH, HaIle4aTaHHOTO B W3JaHUH,
03HAKOMJICHHE c JIOKYMEHTOM, MpoBepKa
COOTBETCTBUS MHJIEKCOB TaOIMIIaM KiaccCu(uKaiuy,

MPUHATBIM B OMOJIMOTEKE, MPOCTABJICHHE HHAECKCA
Ha JOKYMCHTE

33 |cucrematu3anus JTOKyMEHTOB TIPH  OTCYTCTBUU OJINH 2,0
MeYaTHOW KapTOYKU M MaKeTa KApTOYKH B M3AAHUH;| JTOKYMEHT
O3HAKOMJICHHE C  JIOKYMEHTOM,  OIpE/CICHHEC
WHJEKCA 0 Ta0auIaM KiacCUu(UKaIUHU, TPUHSATHIM
B  OuOnmoTeke, TMpOCTaBJIE€HHWE HWHJEKCa Ha
JTOKYMCHTE

34 |ompeneneHue aBTOPCKOrO 3HaKa JOKYMEHTa [0 OJIH 0,3
aBTOPCKUM TaOJIMIIaM JTOKYMEHT




35 |mudpoBKa JoKymMeHTa npu (HOpMaTHO HHBEHTAPHOU OJIUH 0,42
paccTaHOBKe; ompeaeneHne (opmara JAOKYMEHTa,| JTOKYMEHT
Hamvcanue mudpa

36 |penakTupoBaHuE KIAaCCU(DHUKAIIMOHHOTO WHJEKCa; OJINH 0,5
MpOBEpPKAa TMPABUIBHOCTH HHJIEKCA, aBTOPCKOTO| JOKYMEHT
3HaKa

37 |cocTaBieHUE KapTOYKHU al(paBUTHO-TIPEAMETHOIO oJlHa 2,0
KaTajora (Ha HOBYK TEMaTHKY); HaIlMCaHME Ha| KapTouka
KapTouKe MHJCKCA, Ha3BaHUE KaTajora U KapTOTEKH,

B KOTOPBIX OTPAXKAIOTCA JOKYMEHTHI, YKa3aHHE
CCBUIKM M OTCBUIKH, CBSI3b MEXIy OTJICIbHBIMU
pyOpukamu

[TpenmeTn3anust JOKyMEHTOB:

38 |mpeaMmeTH3alds JOKYMEHTOB C HCIOJIb30BaHUEM OJTHO 2,6
pyOpuK [I€4YaTHOH KapTOYKHU; IIpOBEpKa| Ha3BaHHE
COOTBETCTBUS ~ PYOpPWKM  IEYATHOM  KapTOUKH
MIPEIMETHOMY KaTaJiory

39 |mpenMeTu3anusi JTOKYMEHTOB TMpPU  OTCYTCTBUHU OJTHO 3,0
MeYaTHOW KapTOYKH; 03HAKOMJICHHUE C JJOKYMEHTOM,| Ha3BaHHUE
onpeaeneHue pyopuku

40 |cocTaBneHUE HOBBIX MPEAMETHBIX pPYOpUK U OJIHa 1,5
oApyOpHK; MepeHeceHNe Ha KapTOYKHU CIy>KeOHOH | KapTouka

KapTOTEKH




41 |penakTUpoBaHUE NPEAMETHON PYOPHMKH; IPOBEpKa 0JTHa 5,0
MPaBUIBHOCTH TPEIMETHON pPYOpHWKH, TOYHOCTH| KapTOUYKa
HaIMCaHUs
Opranu3aius andaBUTHOTO KaTaiora:

42 \mombopka KapTouku 1o andaButry pamuimi oJlHa 0,36
aBTOPOB WJIM 3arjiaBUil  JyIsl PacCTaHOBKM B| KapTOuykKa
aaBUTHBIN KaTaIOT

43 |pacCTaHOBKA  MPEABAPUTEIBHO  MOJOOpPaHHBIX OJTHa 0,36
KapTO4YeK B al(paBUTHBIN KaTajaor KapTO4YKa

44 |penaktupoBaHue andaBUTHOTO KaTallora; MpOBEpKa OJIHa 0,88
PacCTaHOBKM KapTOUYCK, MPAaBUILHOCTH JOOABOUYHBIX | KapTOYKa
Y CCBUTOYHBIX KapTOUEK, NCIIPaBIICHUE OMNOOK

45 |HamucaHWe — pasfenauTenas A andaBUTHOTO OJINH 0,88
Karasora, ykazaHue OyKBbI, CJIora pa3zieIuTeNb

46 |paccTaHOBKa pa3fenuTeNs B al(aBUTHBINA KaTajor: OJIMH 2,0
noa0oOpKa paszuenuTes mo andaBUTy, MMOUCK MECTa | pa3/ieIuTeNb
pa3eauTeNs, MOCTAHOBKA, 3aKPETUICHUE CTEPKHS
OpraHu3anus CHCTEMaTHICCKOTO KaTajora:

47 |mon0opKa KapTOUKH MO MHACKCAM, BHYTPHU pasjelia OJIHa 0,42
o andaBuTy (pamMuIMiA aBTOPOB WIIM 3arjiaBUi JIsi| KapTOdKa
PAcCTaHOBKH B CHCTEMATHYECKHI KaTajaor

48 |paccTaHOBKA  TMPEIBAPUTEIHHO MOTI00PaHHBIX oJIHa 0,42




KapTOYEeK B CUCTEMAaTUUYECKUI KaTajaor KapTouKa

49 |penakTUpOBAaHHWE  CHUCTEMATHYECKOro  KaTajora: OJIHA 0,88
pOBEpPKAa TMPABUIBHOCTH HAINOJHEHUS pa3jeiioB| KapTOYKa
Katajiora IO  COJACP)KaHHIO, HHACKCAIIMU U
paccTaHOBKE, UCIIPABIICHUE OINOOK

50 |pekmaccudukanus CHUCTEMAaTHYECKOTO  KaTajora: oJlHa 10,0
HCIIPABJICHUE WHIEKCOB, BHECCHHME H3MEHEHHUM B| KapTouka
arhaBUTHBIN KaTaJior

51 |HamucaHue paznenuTens Il CUCTEMATHYE€CKOIO OJINH 1,0
KaTajora: yKa3aHWe HaWMCHOBAaHMS  pa3jela,| pa3IeauTeb
nmojipasziesia u IPyrux pa3aciauTerneit

52 |paccTaHOBKa pa3feiUTeNII B CHCTEMaTHYCCKUH OJINH 2,0
KaTajor: TMoa0OpKa IO WHAEKCaM, IOWUCK MeCTa,| pa3IeauTeb
MMOCTAaHOBKA, 3aKPEIICHUE CTEPIKHS
Opranuzarnus MpeaIMeTHOr0 KaTajaora:

53 |moxbopka KapTOYKU MO TPEAMETHBIM pyOpUKam, OJIHa 0,42
BHYTpH pyOpuK 1o andaButy ¢haMuInuii aBTOPOB UM | KapTOUKa
3arjaaBuu

54 |paccTaHOBKa  TpeABaApUTEIHLHO mo00paHHbBIX 0JIHa 0,42
KapTOYeK B IIPEAMETHBIN KaTaJior KapTouKa

55 |penakTupoBaHuE MPEAMETHOTO KaTajiora: MpoBepKa 0JIHa 1,0
PaBUIILHOCTH CCHIJIOK, OTCBUIOK, PyOpUK KapTouKa




56 |HamucaHue — pazfenMTeNs  JUIL  IPEAMETHOTO OJINH 2.3
KaTayora, ykazaHue pyOpUKH, OTCHUIKH, CCHUIKA pa3eauTeNb

57 |paccTaHOBKa pa3AciMTeNsl B MPEIMETHBIA KaTajor, OJINH 2,0
MOMCK MECTa, MOCTAHOBKA, 3aKPEIJICHUE CTEPIKHS pa3zieauTeNb
Opranuzanus HYMEPaIMOHHOTO KaTajora
HOPMATHUBHO-TEXHUYECKOMN JTOKYMEHTAIIUHU:

58 |mombopka KapTOYKH IO BHUAAM JIOKYMEHTOB, OJlHa 4.3
YCIOBHBIM IU(POBBIM 0003HAUECHHSM, al(aBUTy| KapTOUKa
COKpAIICHHBIX  Ha3BaHWW CTpaH, JATHHCKOMY
andaBuTy (MHOCTPAHHBIX CTAHAAPTOB), IO HOMEpPaAM
JTIOKyMEHTOB

59 |paccTaHoBKa  TMpEABAPUTEIIBHO moA00paHHbIX 0JIHa 0,41
KapTOYEK B KaTaJloT KapTO4YKa

60 |pemakTupoBaHME KaTajora: mpoBepKa MPaBUIbLHOCTH OJIHa 2,6
oubnuorpaduuecknux  OMHMCAHHWM, PACCTAHOBKH,| KapTOUKa
WCIIpaBJICHUE OIMMOOK; BHECCHHWE [OTOJHEHUU U
W3MCHEHUH B KaTajior (OTMEHa, 3aMeHa, N3MCHEHUS,

MPOJJICHUE  CpOoKa  JICHCTBUSA € yKa3aHUEM
HMCTOYHUKA)
61 |HamucaHue U PacCTAaHOBKA PA3JCIIUTEINS OJIH 1,3
pa3IeIuTeNb
Opranuzaius u BeJIeHUE JICKTPOHHOTO KaTajora:
62 |cBepKa MOCTYNMUBIIUX JOKYMEHTOB Ha JAYOJETHOCTH OJINH 1,6




B DJICKTPOHHOM KaTtajore JTIOKYMEHT
63 |mpunuchIBaHWE TNPOJOJDKAIONIMXCA HM3JaHUM B OJINH 1,6
AJIEKTPOHHBIN KaTajaor JTIOKYMEHT
®opmupoBanue OuOIMOTrpadUUECKON 3amucu JJsl| OJHA 3aHCh
AIIEKTPOHHOTO KaTajora; BBOJ B 0a3y JaHHBIX;
3aMo0JHEHUE COOTBETCTBYIONIUX TOJICH:
64 | mpu HAMUYUU MaKeTa MeYaTHON KapTOUKU 0,36
65 |1pu OTCYTCTBUM NEYATHOU KapTOUYKHU 0,42
66 |cocTaBiieHHe aHAJIMTUIECKOM 3alIUCH 3,5
67 |cocraBiieHre JO0OAaBOYHBIX M CCHUIOYHBIX OITMCAHUNA OJTHO 0,88
OTIMCAHHE
68 |pemakTupoBanue OUOIHOrpaPUUECKON 3amucu B OJIHO 1,3
0ase nanabix AC; BHECEHHE U3MEHEHUMN OIMMCaHME
69 |BBOm mepeuHs mpeaMeTHhIXx pyopuk  AJIY Kk OJIHa 0,36
CUCTEMATHYECKOMY  KaTaJloTy U TEHepalbHOM| pyOpuka
CIIPaBOYHOM KAPTOTEKE
70 |BBIBOA Ha 3KpaH OmOiHorpadguueckux 3anucei OJIHA 3aIHUCh 0,83
71 |penakTupoBaHue pyOpUK, HallOJTHEHUE pa3iesioB OJIHA 3aIHUCh 7,5

HN3bsaTue KapTO4YCK U3 KaTaJIOI'0B

HN3bsaTue KapTO4YKH Ha HCKIIOYCHHBIC n3

OJlHa




OuOIMoTeYHOro (POHIA IOKYMEHTHI: KapTouKa
72 |andaBUTHOTO KaTajora 0,42
73 | cUCTEMATHYECKOTO KaTajgora 0,36
74 |mpeaMeTHOro Karajora 0,36
75 |HyMepalMOHHOT0 KaTajora 0,42
76 |u3BITHE onbmmorpaduueckux 3ammcen 13| OJIHA 3aIIUCh 2,0

AIIEKTPOHHOTO KaTajora

Texanueckas oOpaboTKa TOKyMEHTa

HaknenBanue Ha JOKYMEHT JIMCTKAa CpOKa BO3BparTa, OIUH

KapMallika, sipjbIKa: JIOKYMEHT
77 |TMCTOK CpoKa BO3BpaTa 0,42
78 |kapMarrek 0,42
79 |pIIbIK 0,26

Harmmcanue mmmdpa Ha TOKYMEHTE U SIPJIBIKE: OJUH

JTOKYMEHT

80 |Ha nokymeHTe 0,26
81 |Ha sipybIke 0,36
82 |mepeHecenne (GOpMaTHOTO U CHUCTEMATHYECKOIO OJIVH 3,0

mudpa ¢ KapTOYKHA HA JJOKYMEHT JTOKyMEHT




83 |oopmieHrne KapTOYKM JUII  TUPAKUPOBAHMS: OJTHO 1,0
OTIpe/eICHUE U YKa3aHUEe TUPaKa Ha3BaHUE

84 | KOppeKTUPOBKA KAPTOUKH TOCJIE TUPKUPOBAHUS OJTHO 0,42

Ha3BaHUE

85 |pacmpeneneHue KaTalOKHBIX KAapTOYEK Ha HOBBIE 0JIHa 0,42
MOCTYIUJICHUSI TIO CTPYKTYPHBIM TOJPA3JeiCHUsIM | KapTOuKa
MOCJI€ TUPAKUPOBAHUS

86 |3amonmHeHWE KHIDKHOTO (opmyrspa: yKa3aHUeE OJIUH 0,88
mudpa, HWHBEHTAPHOTO  HOMEpA  JIOKYMEHTA,| KHIKHBIHA
baMUIMM W WHHAINHWAJIOB aBTOpa, €ro HasBaHus,| (Gopmysp
IIEHBI, TO/1a U3AAHUS

87 |3amonmHEeHUE KapTOYKA HWHAMKATOpAa Ha JTOKYMEHT, OIINH 0,88
HalpaBIsieMblii B KHUTOXPAaHCHHE: yKa3aHWE| WHIUKATOP
WHBEHTAPHOTO HOMEpa, aBTOpa W 3aryiaBus, mudpa
pacCTaHOBKH

88 |3amonmHEHWE TMepeaaToyHOW BEIOMOCTH HAa TapTHIO OIINH 0,15
HOBBIX MTOCTYTICHUN JTOKYMEHT
Pa6orta B AC
BrIBo Ha 3KpaH y4eTHBIX (hOpM, pacredarka: onxHa hopma

89 |nMMCcTOB MHAMBUYATBHOTO yUeTa JIOKYMEHTOB 0,05

90 |mepenaToyHOM BEIOMOCTH HOBBIX TIOCTYIUICHHM 0,05




91 |kapTouku ¢ OuOIMOTpaPUUECKON 3aMUCHIO IS 0,05
YYETHOTO KaTajiora

92 |kHmKHOTO hopMyIsipa 0,05

93 |kapTOYKU MHANKATOPA 0,05

HpHManHHeI K HOpMaM BPCMCHH IIPHUMCHAIOTCA ITOBLIIIAIOIINC KOI)(b(bI/II_[I/IeHTBII

- MIPY COCTaBJIEHUH OMOIMOrpadMIecKOro OMUCaHus Ha JOKYMEHT, Ha TUTYJBHOM JIMCTE KOTOPOTO YaCTHYHO OTCYTCTBYIOT
TaHHBIC 7151 Onbmuorpaduyeckoi 3amucn - 1,13;

- npu OuOIMOTEUHON 00paboTKe: KUHOPOTOHOHONOKYMEHTOB - 1,21; HOTHBIX, KapTorpapuyeckux, uzomsaanui - 1,15,
CHEIHAbHBIX BUAOB HAyYHO-TEXHUYECKON JIUTEpaTyphl U JoKymMeHTanmu - 1,10;

- mpu paboTe C JOKYMEHTaMHU Ha HWHOCTPAHHBIX S3bIKaX, MPU OpraHU3allMi W BEACHUU KPaeBEIUECKOro KaTajora
(kapToTekH) U OMOIMOTEYHOTO KaTajiora Ha MHOCTpaHHOM si3bike - 1,15.

4.4. Pabora ¢ ponmom

4.4.1. Pabora 1o npueMy JJOKyMEHTOB

Tabmauma 67
N HaumenoBanue nporecca, onepaiuu. Cocras Enununa Hopwma
i/ paboThI U3MEpPEHUsI | BpEMEHHU,
I MUH.
1 2 3 4
1 |IIpuem JIOKYMEHTOB B CTPYKTYPHBIX
MOJpa3AECIEHUSX




2 |mpueM JOKYMEHTOB H3 OTJeja KOMIUICKTOBAHUS, | OJIHA IMapTHs 90,0
CBEpKa C COMPOBOAUTEIILHBIM MaTEPHATIOM

3 |perucrtpaiyss HOBBIX MOCTYIUICHHH IEePUOIUYCCKUX OJIUH 0,4
W3IaHUH, MIPOCTABJICHUE OTMETKHU B| JOKYMEHT
PEruCTpaIlMOHHON KapTOTEKe

4 |mpocTaBieHHUE ITEMITEIIS CTPYKTYpPHOTO OJIVH 0,26
nojpa3ieJIeHrs Ha JIOKYMEHTE JIOKYMEHT
[TonOop 1OKYMEHTOB AJi paCCTaHOBKH B (POH]IE:

5 |mombopka JOKYMEHTOB II0 KJIacCH(UKAIMOHHBIM OJIMH 0,52
HHJIEKCaM, aBTOPCKOMY 3HaKY JIOKYMEHT

6 |moxbopka TOKYMEHTOB MO (opMary, HHBEHTAPHBIM OJIMH 0,36
HOMEpaM JIOKYMEHT

7 |mopbopka MEPUOAMYECKUX H3JaHUM 10 al(aBUTY OTVH 0,5
Ha3BaHUSAM, TOJlaM, HOMEpaM JTOKyMEHT

8 |mombopka CHEIBUIOB HOPMATHBHO-TEXHUYECKOU OJINH 0,36
JOKYMEHTAIMH TI0 KJlaccaM, IMOAKJIaccaM, TpymnmnaM,| JTOKYMEHT
MOATPYIIITaM, HHBEHTaPHBIM HOMEPaM
PaccranoBka 6mbimoreunoro gonma:

9 |paccraHoBKa JIOKYMEHTOB Ha CTejlakaXx B OJIMH 0,52
CHUCTEeMAaTHYCCKHU-aJI(PAaBUTHOM ITOPSIIKE JTIOKyMEHT

10 |paccraHoBKa JOKYMEHTOB Ha CTe/UlakaX B OJINH 1,3




(hopMaTHO-UHBEHTAPHOM MOPSIIKE JTIOKYMEHT

11 |paccraHOBKa MEPHOIUYECKUX M3AaHUH 10 andaBUTy OJINH 0,52
Ha3BaHWH, rojam, HoMepam JTIOKYMEHT
PaccranoBka HOPMAaTHUBHO-TEXHUYECKOMN OJIUH
JOKYMEHTAITMH TI0 KJlaccaM, IMOAKJIaccaM, TpymnmnaM,| JTOKYMEHT
MOATPYIIIaM, UHBEHTapPHBIM HOMEPAM
KonnuuecTBo TOKYMEHTOB B MOAOOPKE:

1211-5 0,52

136 -10 5,2

14 111-15 0,88
PaccraHoBka JOKYMEHTOB Ha MHMKPOHOCHUTEISX B OJIUH
WHBEHTAPHOM U HYMEPAIMOHHOM TOPSIIKE: JIOKyMEHT

15 |mpoBepka MpaBUILHOCTH PACCTAHOBKH JOKYMEHTOB OJIMH 0,5
B OT/ICJIbHBIX MaccuBax (poHJa JIOKyMEHT

16 |nepenBuxenue (MepeHeceHHWe) JOKYMEHTOB Ha OJIVH 0,4
CBOOO/IHBIE MECTA JIOKYMEHT

17 |opopmieHue MoNOYHBIX pa3fenuTeNield; HanrcaHue OJIUH 10,0
MOJIOYHBIX Pa3ACIUTEICH pa3IeIuTeNb

[Tpumevanue: K HOpMaM BPEMEHH MPUMEHSIOTCS TTOBBIMIAIOIINE KOI(DPHUITUEHTHI:

- Ip¥ TOAOOPE M pacCTaHOBKE KNHOPOTOPOHOAOKYMEHTOB - 1,2;




- IPU MOJI00PE U PACCTAHOBKE HOT, KapTorpaduuecKux, U30u31anuii - 1,5;
- pu paboTe C JOKyMEHTaMH Ha HHOCTPAHHBIX s3bIKax - 1,15,

4.4.2. PaboTa o coxpaHHOCTH (hoH/1a

N Haumenoanue npouecca, onepauuu. Cocras Enununa Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
[IpoBepka 6ubmuoTEUHOTO (hOHA:
1 |HammcaHue KOHTPOJBHOIO TaJOHA Ha JAOKYMEHT,| OJHH TaJOH 3,0
yKa3aHue Ha HEM HMHBEHTApHOro HoMepa, mudpa,
dbaMuIMy, WHUIMAJIOB aBTOpa, 3arjaBus, TOJa,
MeCTa U3JIaHusl, IeHbI, MECTa XpaHEHUS
2 |MapKHpOBKa KOHTPOJBHBIX TAJOHOB: YCTAHOBKA, TJIE| OJUH TaJIOH 8,0
YYT€H JAHHBI JOKYMEHT (Y4YETHBIA KAaTaJor,
WHBEHTapHAas KHHTA), POCTaBJICHHE
OTI03HABATEIHHOIO 3HAKA
[TonGopka KOHTPOIBHBIX TAJTOHOB: OJIMH TaJIOH
3 |10 UTHBEHTAapHBIM HOMEpPaM 0,1
4 |mo andaBuTy pamMuIuil aBTOPOB UJIH 3arjaBUi 0,1
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5 |mo knaccupUKaMOHHOMY HHJIEKCY 0,1

6 [cBepka KOHTPOJIbHBIX TaJJOHOB C WHBEHTAPHOM | OJMH TaJIOH 2,0
KHUTOM, OTMETKa IIPOBEPKU HA TAJIOHE U B KHUTE

7 |cBepKa KOHTPOJBHBIX TAJOHOB C YYETHBIM WJIH| OJWH TAJIOH 3,0
an(paBUTHBIM,  TONOrpapUUYECKUM  KaTajoraMw,
OTMETKA Ha TaJIOHE U B KaTaJIore

8 |mpocmoTrp  QopmMBI  MHAWBHIYaTbHOTO  y4eTa, OJIMH 3,0
BBISIBIICHHE JJOKYMEHTOB, HE MIPOIIIC/IINX ITPOBEPKU | TOKYMEHT

9 |cocraBieHHMe  KapTOYKHM HA  JOKYMEHT, HE OJIMH 3,0
MPOIICAIINMA MPOBEPKHU JIOKYMEHT

10 |mouck JOKYMEHTOB, HE MPOIISANINX MPOBEPKY, MO OJIMH 20,0
pa3IMYHBIM ~ YYETHBIM  (dopMaM, KapTOTeKaM,| JOKYMEHT
KypHaJIaM, KHH)KHBIM TTOJIKaM
CocraBieHue cOucka HeAOCTalmMX B (OHIE | OJUH CIIHCOK
JIOKYMEHTOB
KonndecTBO TOKYMEHTOB B CITUCKE:

1111 0,78

12 12-10 8,3

13111-25 19,3

OT60p TOKYMEHTOB JyTsl H3BATUS U3 (POoHIA




[IpocMOTp JOKYMEHTOB Ha MpPEAMET H3BATUS U3 OJIUH
donna: JTOKYMEHT
14 |HenpoduIbHBIX 3,1
15 | nyOneTHbIX 1,6
16 | ycTapeBImIuX 1Mo COAEPKAHUIO 3,1
17 |BeTxux 0,88
18 | Mamouncmoabp3yeMbIX, HEUCIIONB3YEMBIX 2,6
[ToaroToBKa JOKYMEHTOB K aKTHUPOBAHUIO:
19 \mogbopka JOKYMEHTOB B IMAapTUHU IO NPUYUHAM OJIMH 0,36
U3BATHUSA, CBEPKA C KHWKHBIM (hOopMyIsipoM JOKYMEHT
20 |mogbopKka KHIKHBIX (OPMYJISIPOB Ha JOKYMEHTHI B OJIUH 0,42
MOpSIIKE ~ MHBEHTAapHBIX  HOMEpOB,  andaButa,| (popmyisp
’KYpHAJIbI - IO T0JIaM U HOMEpam
COCTaBJICHHE CHHCKa K aKTy BbIObITHA (IlepeAaudu),| OIUH aKT
mojcyYeT o0mel cymMmbl, OQOpMIICHHE aKTa;
MOTAllICHNe WHBEHTAPHOTO HOMEpa M IITEMITETs
OMOJIMOTEKU HA JJOKYMEHTE; MOJIIIMBKA aKTOB
KonmuecTBo TOKyMEHTOB B CIIHCKE:
21 |1 0,78
22 |2-10 7,8




23 |11-25 19,3
[ToaroToBKa JOKYMEHTOB B MEPEILIET:

24 |oTOOp MOKYMEHTOB [UId TMIEperieTa; MpOBEpKa OJIMH 3,0
COCTOSIHUSI ~ JOKYMEHTAa; 3alojHeHue (CBepka)| TOKYMEHT
KHUKHOTO (hopMyJisipa

25 |mombopka  KOMIUIEKTOB, CBSI3kKa B TAYKW; OIVH 2,6
oopMIIeHHE JOKYMEHTOB JJIS TIEpEIayyl B TIEPETUICT | JTOKYMEHT

26 [MOAroTOBKAa  JIOKYMEHTOB K  BOCCTaHOBJICHHUIO: OJIMH 10,0
noa0op JIOKyMEHTa, AHAJIOTUYHOTO | JIOKYMEHT
MOBPEXKICHHOMY, opopmieHue  3akaza  Ha
KOITUPOBaHUE

27 |\mpueM 3akaza TMocje KOIMWPOBaHUS, IpPOBEpKa OJIVH 7,0
KauecTBa KOMHM; TIOATOTOBKAa JOKYMEHTa K| JTOKYMEHT
MepervieTy

28 {mpueM  JOKYMEHTOB M3  TIEperuieTa; CBepKa OJIVH 7,0
MOCTYNUBIIMX M3 TEperieTa JOKYMEHTOB C| JOKYMEHT
KHIDKHBIM ~ (pOpMyJIIpoM, TIpOBEpKa  KadecTBa
MeperuieTa; BOCCTAHOBIICHUE 3arjlaBUsl; HANMCAHUE
mudpa Ha SIPIBIKE, KOPEIIKe TOKYyMEHTa
[ToammBka ra3et ¥ TOHKUX KyPHAJIOB:

29 |onpenenenue ¢Gopmara, BIOXKEHHUE KOMIUIEKTa| OJIHA Marka 3,0

’KYpHaJOB B  MamnkKy  HyXHoro  Qopmara,
3aBsI3bIBAHME; BBIHECEHHE IIM(pa, Ha3BaHUS, Toja




U3JlaHus, HOMEpPOB JKypHAJIOB Ha OOJIOKKY H
KOPEIIOK ManKu

30

packiaaka ra3eThl 10 Ha3BaHUSM, MPOKAILIBAHHE,
BJIO)KEHHE B KapTOHHYIO OOJOXKY  (IMamky),
MPOIIHYPOBKa, OQopMIIeHHE OOJIOXKKK (Ha3BaHUE,
roji, HOMep, MecsII)

OJlHa ITaIlKa

5,0

Menkuii peMoHT QoHJa:

31

MOAKIIEMKA JIOKYMEHTa, KapMallKkoOB, SPJBIKOB,
BOCCTAHOBJICHUE 3arjaBU U HHOW PEMOHT

OJIHA MaIKa

2,0-5,0

O6ecnbutnBanue GoHaa:

32

obecnpiMBaHUE (POHAA C TOMOIIBIO IIBLIECOCA;
obecricueHne pabodero MecTa TEXHHYECCKUMH
CpPeACTBaMH: MBLISCOCOM, pabOYUM  CTOJIMKOM,
CTPEMSIHKOM, BEAPOM; MPOBECHNE 00CCIIbUIMBAHUS,
3aHECCHUE TEXHUYCCKHUX CPEJICTB B MECTa XPaHCHUS

oJHa
MEPOIIOJIKa

12,0

33

pyuHoe oOecnbuiiBanue (GoHAa; oOecreyeHue
pabouero MecTta TEXHUYECKHMMH  CPEACTBAMHU:
CTPEMSHKOH, pab0oYuM  CTOJMKOM,  TEJICKKOM,
BEIpOM,  TpSIKaMHU; NpPOTHPKA,  3aHECEHUE
TEXHUYECKUX CPEJICTB B MECTAa XPAHECHHUS

oJHa
MEpOIIOJIKa

9,4

[Tpumeuanue: K HOpMaM BPEMEHU IPUMEHSIOTCSI MTOBBIMAONINE KOIPPHUITUSHTHI:
- IPH pyYHOM OOecTbUIMBaHUU (DOH/IA HOTHBIX, KapTorpaduueckux, u3ousnanui - 1,2;
- mpu 00€CTIBUIMBAHUY C TIOMOIIIBIO TblIecoca - 1,3.



4.4.3. zyuenue OubamnoTeyHoro ¢hoHaa

N HaumenoBanue nmponecca, onepanuu. Cocras Enunanna Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
| MUH.
1 2 3 4
[logrotoButenbHass ~ pabota 1O  M3YYECHHIO
o6ubnuoTeunoro GoHma:

1 |cocraBinenue 1IaHa pabOTBl 1O  HW3YYCHHUIO| OJMH IUIaH 10,0
o6ubnuoTeunoro ¢ouaa (yactu hoHaa)

2 |IOATOTOBKAa  WHCTPYMEHTApUS 10  HU3YUYCHHIO oJlHa 10,0
oubnrotreuHoro (QoHma; cocTaBieHHWE TaOIUIBI TO| Taliauia
Pa3TUYHBIM aCTIEKTaM U3YYCHUS

3 |moabopka oubmmorpaduuecKux nmocoouit, OJTHO 10,0
WHOOPMAITMOHHBIX ~ CIIMCKOB [T MPOBEACHUS| TI0COOHMe
paboOTHI 10 M3YUYECHHUIO OMOIMOTEUHOTO PoHAA

4 |mpoBefeHUE WHCTPYKTaXKa ISl MPOBEAEHUs paboT OJIH 10,0
Mo U3y4eHuto oudauoreuHoro Gouaa UHCTPYKTaX

bubnuorpaduueckoe wu3ydeHue OUOIMOTEYHOTO
dbonga
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O3HakOMJICHHE C COJIep)KaHUEM OJTHO
oubmmorpaduyueckoro mocoousi, MHGOPMAITMOHHOTO |  TTOCOOHE
CIIUCKA JUIA TPOBEIACHUS pabdOThl IO H3YUYEHUIO
oubmmoTeunoro GoHaa
KonuyecTBo Ha3BaHuUii B MOCOOUH:
511-25 15,7
6 |26 -50 34,0
7 151 -100 68,0
CBepka KapTOYKU KaTtajora ¢ 6ubiauorpaduyeckum 0JIHa
OMHCAaHUEM JOKYMEHTa, YKAa3aHHOTO B IOCOOWMH;| KapTOuka
OTMETKa O HAJIMYMU JTOKYMEHTa B (poH/Ie:
8 |andaBuTHBII KaTaNOT 2,0
9 |cucTeMaTHYECKHUN KaTajior 5,0
10 |cocraBienne OuOIMOrpad®UUIECKOro ONHMCAHUS Ha oJlHa 2,6
OTCYTCTBYIOIIME B OMOJIMOTEKE TOKYMEHTHI KapTouKa
[TpocmoTtp HATIOJTHCHUS CUCTEMATHIECKOTO 0JTHa
KaTrajora B pa3IMYHBIX aclekTax (1o oTpacisaM| KapToudka

3HaHUA, BHJAM, ToJaM M JPYTHUM acleKTam);
COTNIOCTABJICHHUE TOJYYEHHBIX JTaHHBIX C TEMaTHUKO-
TUIIOJIOTHYECKUM (MepCHEeKTUBHBIM) IJIAHOM
KOMIUIEKTOBAHUS; YTOUYHEHUE, BHECEHHE KOPPEKTHUB
B IUIaH KOMIUJIEKTOBAHUS




KomngectBo KapTOYCK B AIIUKE:

11 |1 -500 43,0

12 |501 - 1000 85,0

13 {1001 - 2000 173,0
Cratuctuyeckoe u3ydeHue oudiuoreuynoro Gpoxma:

14 |3amonHEHNE CTATUCTUYECKUX TaOIHUI] (ITO COCTaBY, OJlHa 10,0
IUHAMHUKE 51 CTEIIEHU WCIIOJIB30BaHUsI | TaOIHIa
OubMMoTeYHOro (POHIAa) HAa OCHOBAHUU YYETHOU
JTIOKYMEHTAIU!

15 |pacuer ToKazarejei KHUT000ECIICUEHHOCTH, OJINH 4,0
o0OparaeMocT, YUTACMOCTH [I0Ka3aTellb

16 |crutonrHOM TPOCMOTP JAOKYMEHTOB Ha CTEJUIaXKax, OJIMH 0,84
MOJICUCT MO KHIDKHBIM (DopMyiisipaM WIIM JINCTKaM | JOKYMEHT
CpOKa BO3BpaTa KOJIMYECTBA KHUTOBBIIAY

17 |mapkupoBka Heucnonb3dyemMoi dyactu ¢oHAa B OJIUH 0,26
3aBUCUMOCTH OT TIPUYWH, BBI3BABIIUX HU3KYIO| TOKYMEHT
o0OpaIaeMocTh

18 |3amonHenne TaOJIUIIBI WHTEHCUBHOCTHU oJlHa 50,0
HCIIOJB30BaHUs ONOIMOTEYHOro (hoHIa Tabauia

CocraBneHne ¥ aHaIW3 TaOJNHIl 110 H3YYEHUIO
ouboteuHoro Gpouaa




Cocrasiienue TaOIUIbL:

19 \mo cocTtaBy, pa3BUTHIO U  HCIOJb30BAHUIO OJIHA 63,0
oubmoreunoro GpoHma Taduna

20 |0 cTemeHr WCTHONB30BaHMS (DOHIA B Pa3TUIHBIX OJlHa 68,0
acriekTax (B OTpacjaeBOM, IO BHJAM U3JIaHUA H| TaOJHMIa
HHBIM aCIICKTaM)

21 |mo o0BeMy HEMCTOIB3YEeMON M MaJlOCTIPAIInBaeMOM oJlHa 63,0
JacTH (POH/IA U IPUIMHAM €€ HaKOTUICHUS TabauIa
AHanu3 TaOIUIB:

22 |0 COCTaBy, Pa3BUTHUI0O U  KCIOJIb30BAHUIO OJIHa 56,0
oubimoreunoro GpoHma Tabauia

23 |TI0 CTEMEeHW WCTOJb30BaHUS (POHIA B Pa3TUUIHBIX OJIHa 56,0
acriekTax (B OTpacjeBOM, IO BHJAM U3JIaHUW H| TaOJHMIa
WHBIM aCTIEKTaM)

24 \mo cocTaBy ¥ BEIWYMHE HEUCIIONB3yeMOW | OJIHa 60,0
MaJjiocrpanmBaeMol 4yactu (oHaa W MpUYMHAM ee| Tabnuma
HAKOILIECHUS

25 |cocTaBieHME IUIaHa MEPONPUATUA pean3alluu | OJIUH IIJIaH 161,0

MPEAJIOKEHHM 10 pe3ysibTataM u3ydeHus ponaa

[Ipumeyanue:

- BpeMs IIPOBEICHNS] UHCTPYKTAXKa B HOPMY BPEMEHU HE BXOJIMT;

- pu paboTe C JOKYMEHTaMU HAa MHOCTPAHHBIX S3bIKaX K HOpMaM BPEMEHM NMPUMEHSAETCS MOBBIAOMUN KO3()PHUIIHEHT




1,15.

4.5. O6cnyXuBaHUE YUTATEIEH

4.5.1. Pabora ¢ yurarenem

N HaumenoBanue nporiecca, onepaiuu. Coctan Enununa Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
| MUH.
1 2 3 4
3anuch ynuTartels B OMOJIUOTEKY:
1 |mpocMOTp  NMOKyMEHTOB  uuTarens  (Macmopr, OJIMH 2,0
YAOCTOBEPEHUE,  TMOPYYUTEIBCTBO);  MPOBEpPKa| YUTATEIh
HaJU4Msl ~ yYETHO-PETUCTPAIIMOHHONW  KapTOYKH
yuTaTeNs; BbIJA4a AHKEThl IS 3alOJHEHUS
MOJI30BATEIEM C TOJPOOHBIM TOSICHEHUEM  TI0
3aII0JIHEHHUIO T1OJICU
2 |3amonmHeHue  dopMmyispa  UdTaTeNs,  YYETHO- OJIH 2,0
PETHCTPAIMOHHON KapTOUYKH, YUTATEIIHCKOTO OWJIeTa| YWTaTeh
3 |03HAKOMIJICHHE YUTATENS C MPABUJIAMH TIOJIb30BaHUS OJIUH 5,0
OnOINOTEKOM, PaCIoJIOKEHUEM donma,| uuTaTEIH
CIIPaBOYHBIM amnmapaTom, AIIEKTPOHHBIMHU

pecypcamMu (ayAMOKHUTAMH, YIAJICHHBIMH Oa3amu
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JAHHBIX, TUCKaMHU, pribMorpadueii)

noa0OpKka M paccTaHoBKa Mo andaBuTy GhaMIIAMA 0JTHa 0,26
YUTaTeNe YYeTHO-PErUCTPAIMOHHBIE KAPTOUKHU KapTouka
Ilepeperucrpanys ynraresen:

nouCK (opmyiisipa (pEerucTpalMOHHONW KapTOYKH) OJIUH 12,0
quTaTeNsl, BHECEHHWE W3MCHCHHMH B HHUX U| YHUTaTeNb
YUTATEIbCKUN OUIIET

3anuch (mepepeructparus) yuTaTenen B
aBTOMATU3UPOBAHHOM PEKUME:

Ha0Op Ha KIaBUAType CBEJICHUN O YHTaTelne: OJIMH 6,0
dbaMuus, UMs, OTYECTBO, XapAKTEPU3YIOIIUE €ro| YHUTaTelb
npu3Haku (oOpa3oBaHuE, CHEIUATBHOCTh U HWHBIE

MIPU3HAKH ), KOJT

KOHTPOJIb 32 BO3MOXKHBIM HaJUYHEeM JaHHBIX O OJTUH 1,0
quTaTesie, 3amucaBIIeMcs B OWOIMOTEKYy (paHee| 4YWTaTelb
3anucaH, JUIIEH MpaBa MOJIb30BAHMUS)

obopmiieHHME KOJa YHUTaTelIsl C KOHTPOJIbHBIM OJVH 0,52
pa3psIOM W CPOKOM TIOJIb30BAaHHUSI YUTATCIBCKAM | YHUTATEIh

OWJIeTOM Ha OCHOBE BBIJJAHHOW MH(OPMAIIUH

BBIBOJI Ha MPHUHTEP CBEJACHUN O 3aluCcaBIIEMCS OJINH 1,3
yuTaTeNie B BUAE OJjaHKa, BbIpe3aHue OJjlaHKa M| YUTaTeNb

BKJIEMKA €r0 B YATATEIHCKUNA OUJIET




Pabora nucreTuepckoi CiIyKObI:

10 \mpuem 4yuTaTENbCKOrO TpeOOBaHMS; MPOBEpPKa OJTHO 2,0
NPaBUWIBLHOCTH 3aMOJHEHUsI TpeOOBaHUsA, YTOUYHEHUE | TpeOOBaHUE
MeCTa  XpaHEeHHs  JOKYMEHTOB;, OTMETKa B
JUCIIETYEPCKON CeTKe, Iepefadya TpeOoBaHUSA B
KHUTOXpPaHEHUE
Brinonnenne TpeboBaHui mOTpeOUTENEH, BhITAYa
JIOKYMEHTOB M3 OCHOBHOT'O KHUTOXPaHEHUS

11 |momy4enue TpeOOBaHUS, pErHCTPAIlHs, TOJOOPKa UX OJTHO 3,0
1o mudpam TpeOoBaHUe

12 |mowick MOKYMEHTa, OTMETKa Ha TpeOOBaHUH, OJTHO 5,0
KHIKHOM (hopMyJIsipe, TUCIIETYEPCKOM CETKe TpeOoBaHUE

13 |ycTaHoBIeHHE MeCTa HaXOXACHUS HEHAWJICHHOTO OJTHO 7,0
JOKYMEHTa MO CIIPaBOYHBIM KapTOTEKaM, KaTtajoraM | TpeOoBaHUE

14 |Bpimaya JOKYMEHTa U3 OTJella KHUTOXPaHCHHS OJIMH 2,0
MOTPeOUTENI0; OTMETKA Ha KHIDKHOM (opmyrspe,| TOKYMEHT
TpeOOBaHMS

15 |npuHsATHE JOKyMEHTa OT MOTPeOuTENs; TMOUCK OJIUH 3,0
KHIKHOTO (opMyssipa, TpeOOBaHMsI; TOTANICHUE| JTOKYMEHT

OTMCTKH O BbIJa4H

Bbmaqa KOMIIZICKTOB AOKYMCHTOB BO BPEMCHHOC
ITOJIb30BAHHUC MMOAPA3ACICHUAM OMOJIMOTEKHU:




16 |odbopmieHre 3asBKM Ha KOMIUIEKT JOKYMEHTOB,| OJIHA 3asBKa 5,0
MepeIaBaeMbIil B CTPYKTYPHOE TIO/Ipa3ieJICHUE
17 \mogGop MOKYMEHTOB B KOMILJIEKTBI, HaIlHCaHUE OJINH 40,0
BTOPOTO  JK3eMIUIIpa  KHIDKHOTO  (opMyssipa| JTOKYMEHT
(uHAMKaTOpA)
Bpijaua KOMIUIEKTOB JOKYMEHTOB, OTMETKa Ha OJINH
KHIKHOM opmyiisipe (MHIUKATOpe) AaThl BBIJAYH,| JTOKYMEHT
JTAHHBIX MOJIpa3/ICJICHHS, TOJIYYarOIero KOMITJIEKT
KonndecTBO TOKyMEHTOB B KOMILJICKTE:
18 |25 6,8
19 (50 13,5
20 1200 108,0
[Tonyuenue KOMILJIEKTOB JIOKYMEHTOB OT OJIMH
CTPYKTYPHBIX TOAPA3ICICHNN; TIMOUCK KHWKHOTO| KOMIUICKT
dbopmynsipa (MHAMKATOpa), MOTAallEeHUE OTMETKU O
BbIJIa4€, BJIO)KCHHE €T0 B IOKYMCHT
KonudecTBO TOKyMEHTOB B KOMILJIEKTE:
21 125 6,8
22 |50 13,5
23 1200 108




O6CJIy}KI/IBaHI/Ie YUTaTEJICH B YUTAJIbHOM 3aJIC:

24

IPOBEJICHNE KOHCYJIbTAIlUM, Oeces] ¢ YMUTATEIIMU Y
KaTaJoroB, KapTOTEK, KHHKHBIX IIOJIOK;
uH()OpMUpPOBaHKE yHUTaTeIcH 0 HOBBIX
MOCTYIUICHUSX, O pabOTe 3JIEKTPOHHOTO Karajora,
CTAaHIIMM  CaMOOOCIy’KHUBaHHUs, O pabore ¢
AJIEKTPOHHBIMU PECYpCaMU yIaJICHHBIX 0a3 JaHHBIX,
O BO3MOKHOCTSX pabOThl B JIMYHOM KaOWHETE Ha
caiitTe OHMOIMOTEKHM, O TIOJL30BAaHUU JETCKOH
KOMHATOM

OJlHa
KOHCYJIbTaIIH
i

10,0

I[TonGop 1mOKyMeHTOB B  TMOACOOHOM  ¢oHIE
YUTAIBHOIO 3aJIa, TIepeaaua Ha Kadeapy BelIauu:

OJIUH
JIOKYMEHT

25

110 TpeOOBAHUIO YUTATEIIS

3,0

26

M0 YCTHOMY 3a1pocy

3,0

27

T10 OIIPEJECIICHHON TEME

3,5

[TogGop nMOKyMEHTOB MO y4eOHON mporpamMme Ha
OCHOBAaHMHM  MaKeTa KOMIUIEKTa  JOKyMEHTOB,
BBIJIaBAEMbIX CTYACHTaM, MOJ00p Yy4EeOHUKOB II0
(dakynpTeTaM, Kypcam, TrpylmnaM; CBEpKa KHIDKHBIX
GbOpMyISIpOB ¢ Ha3BaHWEM KHUT, WHBEHTAPHBIMH
HOMEpPaMH

OAHH
KOMILJICKT

KonuuectBo JOKYMCHTOB B KOMIIJICKTC:

28

10

4,0




29 (20 8,0

30 (40 16,0

31 |Beimaya  JOKyMEHTa:  CBEpKa  BbIIaBaEMOTO OJIMH 2,0
JOKYMEHTa C  YUTATEeIbCKUM  TpeOOBaHHEM;| JTOKYMEHT
NpOBEpKa HAJMYUs CTPAHUIl; BHECEHHE 3aIlllCH Ha
YUTATEIILCKOM TpeOOBaHUU (KOHTPOJIBHOM JIHCTKE),

BJIOXKCHHE B UUTATEIbCKUI OMIIET; paccTaHOBKa,
OTMETKa KHUTOBBIIAYH

Bbimaya  TOKyMEHTOB:  CBEpKa  BBIIaBaeMOTO
JOKYMEHTa C  YUTATEIbCKHUM  TpeOOBaHHEM;
NpoBepKa  HaJIW4YWs  CTPAHMI;  CKaHUPOBATh
YUTATEIILCKUN OWIIET; CKaHMPOBATh BBIAABAEMBIC
KHUTH; OTMETKA KHUTOBBIIAYH; OTMETKA CTATUCTUKU
MOCENIaeMOCTH:

32 |mpuHATHE OKyMEHTa: CBEpKa ero ¢ TpeboBaHUEM OJINH 2,0
(KOHTPOJIBHBIM JIUCTKOM), TPOBEPKAa COXPAHHOCTH| JOKYMEHT
JIOKYMEHTa, HAJIMYHsI CTPAHHII, BHECEHHUE OTMETKH O
npruemMe

33 |mosyueHue MOKYMEHTA, 3aKa3aHHOTO YHUTATEIeM B OJTUH 0,5
OTJIeJIe KHUTOXPaHEHHSI JTOKYMCHT

34 |mepenaya TOKyMEHTa, CAAHHOTO YHUTATEJIeM, B OT/IEI OJINH 1,0
KHUTOXPaHCHHUS JTOKYMEHT

OTt060p u neperaya TOKYMEHTOB HAa KOITMPOBAaHUE:




35

oTOOp JIOKYMEHTOB (OTHEIBHBIX CTaTeu) s
nepeaadn Ha MUKPO(OUITEMUAPOBAHUE U
KOITUPOBAHUE

OJUH
JTOKYMEHT

5,0

36

MOJrOTOBKA  JOKYMEHTOB K  KOIHPOBAHHMIO,
opopmileHHe 3aka3a, PETUCTpAlUsS B YUYETHBIX
dbopmax

OJIUH
JOKYMEHT

3,0

37

IIOJIYUCHUC MHKpO(i)I/IJ'IBMa H KOIIMH, IIPOBCPKaA
IIPaBUJIBHOCTH BBIIIOJIHCHHA 3aKa3a

OJHH 3aKa3

5,0

OOcnyxxuBaHUE ynTaTENIe HA ADOHEMEHTE:

38

HOI[60p AOKYMCHTOB JII pPCKOMCHAOAINH YU TATCIIAIM

OJIVH
JOKYMEHT

5,0

Brimaya 7OKyMEHTOB 4MTATENt0, OUCK (hopmysapa
yuTaTeNsd, YKa3aHUE CpOKa BO3BpaTa, IpPOBEpKa
HaJM4MsI CTPAHUIL; 00CTy)KUBaHUE

OJVH
JOKYMEHT

Bpijaya  J1OKYMEHTOB:  CBEpKa  BbIJIaBa€MOTO
JOKYMEHTa C  4YUTaTeIbCKUM  TpeOOBaHHEM;
MpOBEpKAa  HAJIW4YMSA  CTPaHUI]; CKAHUPOBAHHUE
YUTATEILCKOTO OMIeTa; CKAHUPOBAHUEC BBIJIaBacMOI
KHUTH; pacledyaTka KOHTPOJBHOIO JIMCTKA C
YKa3aHHEM CpOKa BO3BpaTa W CIKCKa BbIJIAHHBIX
KHHT; OTMETKa KHUTOBBIJIAYH;, OTMETKA CTATHCTUKU
MOCEIIAeMOCTH:

39

B3POCJIBIX

2,7




40 | netent 3,2

41 |mpoBeneHUE Oecebl c YHUTATEIEM, OJINH 5,0
UH(OPMHUPOBAHHUE O HOBBIX MOCTYIUICHUSIX YUTATEID
[TomydyeHue nOKyMeHTa OT YHTATENs; BHECCHHUE OJINH
OTMETKH O TIpHEeMe, NPOBEpKa HAJWYHs CTPAHUIl,| TOKYMEHT
BJIOKEHHE KHUKHOTO (hopMyIsipa; 00CITyKUBaHHE:

42 |B3pOCTBIX 1,8

43 | netent 5,0

44 |mpojjieHre cpoKa MOJIb30BaHMS JOKYMEHTOM; TTOUCK OJIMH 3,0
dbopmynsipa yuTaTeNsd; BHECEHME OTMETKH 0| (opmysap
MIPOJVICHUH CPOKa TOJIb30BaHUS

[Tpumevanue: K HOpMaM BPEMEHH MPUMEHSIOTCS OBBIILIAIOIINE KOIDPUIIUEHTHI:

- Ip¥ OOCITy’)KUBaHUM YUTaTeNeil kuHopoToPoHOmOKYyMEHTaMH - 1,2;

- Ipy 00CTY’)KUBAaHUU YUTATENIEH HOTHBIMU, KapTorpaduyeckumu, nzonsganusmu - 1,15;

- Ipy 00CITY’)KUBAaHUU YUTATENEH ClIEUaIbHBIMKU BUIAMH HAYYHO-TEXHUYECKOM JIUTEpaTyphl U JOKyMeHTauuu - 1,1;
- ipu paboTe ¢ TOKYMEHTaMHU Ha MHOCTPAHHBIX si3bIkax - 1,15.

4.5.2. Baytpennss pabota

Tabmura 71

HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma
paboThI W3MEpPEHUsI | BPEMEHH,




MHH.

2 3 4
IToaroroska x BeIgaye:
pacctaHoBKa (POpMyIISIpOB YMTATENCH (IO CpPOKaM, OJIUH 1,0
HOMEpaM, an(aBUTYy) bopmymsp
paccTaHOBKa CHAHHBIX JOKYMEHTOB B  (OHIE OJIUH 2,0
OTKPBITOT'O JI0CTYyIIA JIOKYMEHT
pacCTaHOBKA CHAHHBIX JOKYMEHTOB B  (poHIe OJIUH 3,0
OCHOBHOTO XpaHEHUS JIOKYMEHT
MOJBE/ICHUE UTOTOB pabOTHI 3a MPOIICAIINNA JI€Hb,| €XKEIHEBHO 15,0
BHECEHUE 3aIINCH B JHEBHUK
MoA00p JOKYMEHTOB I10 MPEJABAPUTEIBHBIM 3aKa3am OJINH 3,0
yuTaTelend 1 IIaHaM YTeHUS JIOKYMEHT
MIPOCMOTP HOBBIX MOCTYIUICHHM ISl PEKOMEH AN OJIUH 2,0
YUTATEIISIM JTIOKyMEHT
MPOCMOTP H TIOMOJIHCHHE KHWXHBIX BBICTaBOK, OJINH 3,0
SIIAKOB CBOOOJHOTO BBIOOpA KHUT, TEMAaTHYECKHX | JOKYMCHT
MOJIOK U CTEJUIAXKEN
MOATrOTOBKa pabouero mecra €)K€ THEBHO 10,0

Pa6ota ¢ popmynsipom unrarens:




9 |anamm3  GQOpPMYJISIPOB  UMTATENCH,  BBISIBJICHUC OJIUH 4,3
YUTATEIIBCKUX HHTEPECOB bopmysip

10 | cocraBienue KapTOYKH IS KapTOTEKHU OJTHA 0,86
YUTATEIbCKUX HWHTEPECOB; COCTABJICHHWE CIHUCKa| KapToyka
YUTATEIbCKUX UHTEPECOB - | 3amuch

11 |3amuce B dopmynspax (MHBIX JOKYMEHTax) O| OJlHA 3alKCh 3,6
pe3ynbTaTax aHajaM3a YTEHUs 3a OIpeAeIICHHbIN
epuoI

12 |3amuch B AHEBHUKE OWOIMOTEKapss O JIWHAMHUKE | OJTHA 3aIHCh 9,2
YTCHUS U MHTEPECcax YATaTess (TPYMIbl YUTaTEIICH)
PaGota ¢ uyuTatemsiMH, HE  BO3BPATHUBIIUMHU
JTOKYMEHTBI B CPOK:

13 |mpocMoTp u oTOOp GOPMYISPOB uUTATENCH, HE OJIMH 1,0
BO3BPATUBIIMX JOKYMEHTHI B CPOK bopmysip

14 |Hanmcanue OTKPBITOK-HAIIOMUHAHUN O BO3BpaTe OJIMH 6,0
JOKYyMEHTOB; OTMETKa JaThl HanoOMHHaHUS Ha| (opmysap
dbopmysipe

15 |onoBemenue (o TenedoHy, DJIEKTPOHHOM MOYTE) OJIH 5,0
qUTaTeNs, HE BO3BPATHBIIEIO JOKYMEHTBHI B CPOK;| (opmyisp

OTMETKA JaThl HATOMUHAHUS B (OpMYyIIsipe

KoHnTpons 3a cpokamMu BO3BpaTra JOKYMEHTOB B
aBTOMATHU3UPOBAHHOM PEKUME:




16 |BBIBOJI HA TIPUHTEP MO YCJIOBHUSAM CIHMCKA YUTATEJICH | OJHA 3aMKCh 0,16
1 a0OHEHTOB-3a]0JDKHUKOB

17 |cocraBiieHHEe CIIUCKA 3aJ0JKHUKOB OJIHA 3alUCh 0,16

18 |pacmiedatka Ha MPUHTEPE HANIOMUHAHUS a0OHEHTAaM | OJIHA 3aIHCh 2,2
W YHTATENIsIM O CPOKe BO3Bpara (aapec, Ha3BaHUS
B3STHIX JIOKYMEHTOB)

19 |u3psATHEe W3 0as3bl JAHHBIX CBEACHUN O 3aHATOCTH | OJHA 3aIIHCh 0,4
BO3BPAIICHHBIX IOKYMEHTOB
OdopmiieHne moucka 3aI0JKHUKOB Yepe3 CY/I:

20 |cuatue xomuu c (GopMyJIsipa YUTATENsl; YTOUYHEHUE OJIMH 2,7
aBTOpa, Ha3BaHWS, HWHBEHTAPHOIO HOMEpa, IEHY| MTOKYMEHT
JOKYMEHTa, HE  BO3BpAIllCHHOIO B  CPOK;

MepEeUYnCIeHNe TOCHOIUIMHBI 3a  OohOpMIICHUE
HCIIOJTHUTEILHBIX HAAUCEH; Iepeiaya aena B Cy/I

21 \momyyenne u  odOpMIICHHE JIOKYMEHTOB W3 OJIVH 2,7
HOTapHaJIbHONH KOHTOPHI (TIPOCTABICHHWE HOMEpa| JTOKYMEHT
pacyeTHOro  cyera, HOMEpP  HCIOJIHUTEIHHOMN
HAJIMUCH )

22 |cocTaBJIeHHME aKTa Ha OIJIaTy 4Yepe3 Cyll YTePSIHHBIX OJIUH 2,7
JOKYMEHTOB (TIPHJIOKEHUE K aKTy - (opmMynsap| ITOKyMEHT

YUTATENs)

[IpueM JOKYMEHTOB B3aMEH YTEPSIHHBIX:




23 |TIOUCK  YHUTATeNbCKOro  (opMyJjisipa; BHECEHHE OJIUH 10,0
COOTBETCTBYIOIICH 3amucu B (GOPMYJsIp, TETPaah| TOKYMEHT
ydeTa KHUT, IPUHSATHIX B3aMEH YTEPSHHBIX

24 \mpocMOTp JIOKYMEHTa, IMpejjiaracéMoro B3aMeH OJINH 2,0
YTEPSIHHOTO JIOKYMEHT
PaboTa c oTkazamu:

25 |yder u knaccuduKamms OTKAa30B: OTMETKA Ha JINCTKE OJTHO 1,6
YUTATEIIBCKOTO TPeOOBAHUS MTPUYMHY OTKa3a TpeboBaHME

26 |paccTaHOBKa YUTATEIbCKUX TpeOOBaHUN B OJTHO 0,32
KapTOTEKY "HEYJOBJIETBOPEHHBIN cripoc” TpeboBaHMe

27 |aHalIM3 OTKa30B, COCTaBJIEHHE CBOAKHM OTKAa30B B| OJUH OTKa3 1,0
OTpacjeBOM paspese (1Mo MpUYUHAM OTKa3a U Mepam
WX JINKBUJAITUU U TIPETyTPEKICHUS)

28 |cocTaBieHue OMOMMOTpaUUECKOTO0 OMHUCAHHUS Ha OJTHO 2,0
JIOKYMEHTBI, UMEIOIINE HAOOIbIIIEE YUCIO OTKA30B, | Oubmauorpad
U Tiepeiada KapTOUKH B OT/IETT KOMIUJICKTOBAHUS UYECKOE

OTIHCAaHHE

4.5.3. BHecTanmoHnapHoe o0CTy>KUBaHUE

N HaunmenoBanue nporuecca, onepannu. Cocta Enununa Hopma

TabOmuma 72



/ paboThI U3MEPEHUs | BPEMCHH,
i MUH.
1 2 3 4
Opranuzanus OMOIMOTEYHBIX ITYHKTOB,
MePEIBUKHBIX OMOIMOTEK:

1 |3aknroyeHue JOroBopa MEXIy OHOIMOTEKOH U OJIUH 270,0
opraHu3ammen, Tae  OyIeT  OCYIIECTBIATHCS| JIOTOBOP
BHECTAIIMOHAPHOE O0OCITY)KUBAHUE

2 |odopmiienue popmysspa OUOINOTEUHOTO MTyHKTA OJIVH 13,5

opmyusip

3 |odopmiieHHe TAnKu C JOKYMEHTaMH (JOroBOp,| OJiHA Marka 13,5
JIOBEPEHHOCTh HA TIOJYyYE€HHE KHUT, (HOPMYJISPOB
OMOIMOTEYHOTO MTYHKTA, OTYETOB)

4 |cocTaBjeHUE CXEMbI pa3MelleHus OUOJMOTEUHBIX| OJHA CXeMa 126,0
MIyHKTOB Ha TEPPUTOPUU TOPOJIA, pailoHa

S5 |coctaBneHue rpaduka oOMeHa  JOKYMEHTOB,| OAMH Irpaduk 18,0
HaXOIAINXCS B ONOJIMOTEYHBIX MyHKTAax,

MePEIBIKHBIX OMOJIMOTEKAX

6 |[cocTaBiieHME IIJIJaHAa  METOJMYECKOM  ITOMOINM| OJWH IUIaHa 46,0
OMOIMOTEeKAPAM-00IIIECTBEHHUKAM

7 |odopMiieHre OOBSBICHHUS O JHAX WM 4Yacax padOTHI OJTHO 12,0
OMOIMOTEYHOT O MyHKTA, EPEIBUKHON OMOTUOTEKH | OOBSIBICHNE




[Tox6op KOMILJICKTOB JOKYMEHTOB ISt
OMOIMOTEYHOTO MYHKTA, IEPEIBUKHON OMOTNOTEKH

[TogOopka KOMILIEKTa TOKYMEHTOB OJIUH
KOMILJIEKT
KonudecTBO TOKyMEHTOB B KOMILJICKTE:
8 |10 15,0
9 |30 45,0
10 {100 148,5
11 |Bpimaua JOKyMEHTa B OMOJMOTEUHBIA MYHKT, OTVH 2,0
OTMETKa B KHWXKHOM (opMynsipe maThl BBIIAYH,| JTOKYMEHT
HOMEpA MMyHKTa
12 |3amucy B Gopmyinssp OUOIMOTEUHOTO IMYyHKTA JAThl| OJIHA 3aMKCh 1,0
BBIJIaYM JIOKYMEHTOB, KOJMYECTBAa BBIIAHHBIX U
BO3BPAIIICHHBIX B CTAIIHOHAP TOKYMCHTOB
13 | paccTaHoBKa KHIKHBIX (DOPMYIISIPOB B KAPTOTEKY 3a OJIH 0,4
pa3euTeNIeM CHUTJIbI  OMOJIMOTEYHOTO TYHKTA,| KHIDKHBIN
MepeBMKHON OMOMMOTeKH, BHYTpU 1o andaBury| (opmysap
(dhaMuuii aBTOpOB
14 |mpueM [OKyMEHTOB M3 OHOJIMOTEYHOTO IyHKTA, OJIMH 1,6
MepEeABMKHON OMOIMOTEKH: MPOCTABICHUE OTMETKH | JTOKYMEHT

0 mpueMe, BIoxkeHue Gpopmyssapa B JOKyMEHT




4.6. O6cnyxuBanue 1Mo Mmexxoudamoreunomy abonementy (MBA)

N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
OO6cayxuBaHnue uynrtarenei oudamorexku mo MBA:
1 |peructpanus uurtarens, noiab3yromerocs MBA OJINH 1,35
JUTATENb
2 |3amojHeHue OnaHKa-3aKasa, MIPOCTABJICHHUE | OJWH 3aKa3 2,2
PETHCTPAIMOHHOTO HOMEpa, AaThl
3 |yTOYHEHHWE YKa3aHHBIX 4YHTATeJIeM CBEJASCHHUM O| OJWH 3aKa3 1,6
3aKa3aHHOM JIOKYMEHTE, I1IeJI 3ampoca, UCTOYHHKE,
OTKY/1a TTOJTy9YCHBI CBEICHUS
bubnuorpaduueckas qopaboTka 3aKasza; yTOYHEHUE
oubmmorpaduuecKux CBEICHUN:
4 |10 cpaBOYHBIM U3JIAHUAM 27,0
S |IpU NOMOUIM aBTOMAaTU3UPOBAHHBIX CPEJICTB 0,22
6 |mpoBepka HaTWYMs 3aMpalIviBaeMoro JOKYMEHTa B OJINH 10,2

OubmmoTexkax Tropoja, OO0JacTH, PEruoHa, B TOM

JOKYMEHT

Tabmura 73



YuCJIC 110 CBOAHBIM KaTaJioraM

HampaBieHue OJlaHKa-3akaza C MPOCTaBIICHHOMN
orMeTkor (mremrenem) "B ropoge Her" B
OTpacjeBOil, yHUBEpPCAIbHBIA IIEHTp WJIM B
oubnuorexky (opran uH}OpMaNUMU) MO JaHHBIM
CBOJHBIX KaTajJoroB

OJHH 3aKa3

0,27

3allUCh CBEJCHMUM O HampaBJieHMH 3akaza 1o MBA
(HaumeHOBaHUE OUONIMOTEKH, JaTa) Ha OOOPOTHOM
CTOpOHE OJIaHKa 3aKa3a

OJHa 3alliuCh

1,4

noMelneHue 0j1aHka-3akaza B "KapToTeky 3amnpocoB
yutareneit no MBA" 3a pasaenurenem "3anpocsl 1o
MFBA, nanpaBnennble B ipyrue 0uoiamnorexku"

OJTHO
TpeboBaHUe

0,32

10

IIpUEM JOKYMEHTOB, MNpHUCIaHHBIX 10 MDBA;
pacneyatka OaHIEpOJIM, TPOBEPKA  COCTOSIHUS
JOKYMEHTOB, OTMETKA JaThl MOJTYYEHUSI U Ha3BaHUS
OubIMoTEKH, BBICJIABIIEH JIOKYMEHTBHI,
WHBEHTAPHOTO  HOMEpa, CpOKa  IOJb30BAHMS;
pa3MecTuTh OJaHK-3aKa3 M3 pasfena KapTOTEeKH
"3ampocet mo MBA, HampaBieHHbIE B Jpyrue
oubnunorexku" B pasgen "llomydennsie mo MBA
u31aHus"

OJIMH
JOKYMEHT

3,8

11

OINIOBCHICHHUC YUTATCJIA O IMOJYUYCHHUHA 3alIpOIICHHOTO
JOKYMCHTA N CPOKC I10JIb30BAHHA UM

OJHO
HN3BCIICHUC

1,35

12

Bbla4da YUTATCIIIO IMOJIYYCHHBIX I10 MBA

OJIUH

1,0




JOKYMEHTOB B YHTaJbHOM 3ajie (B CIyKeOHOM
MOMEIICHNN OWOIMOTEKH); CBEpKa BBIIABAEMOTO
JOKYMEHTa C OJIJAHKOM-3aKa30M, IMPOBEPKa HATMYUS
CTpaHUIl U COCTOSTHUE IOKYMEHTa, OTMETKA BbIJIaun

JOKYMCHT

13

MpUEM JOKYMEHTA OT YUTATENs B YMTAIBHOM 3aJI€;
CBEpKa JIOKYMEHTa C 4YacThlo OJlaHKa-3aKasa,
MPOBEpPKA COXPAHHOCTH JIOKYMEHTa, OTMETKa O
npueMe, MOMENICHUE JTOKyMEHTa B CIEIUaIbHO
BBIJICJIEHHOE MECTO (3aKPBITHIN miKad)

OJIUH
JIOKYMEHT

0,5

14

U3BJICUCHHUE OJIaHKa-3aKa3a M3 KapTOTEKH, 3aIUCh
CBeJleHUH 00 oTnpaBke u3naHus (mara, HOMEp
MOYTOBOTO OTIPABJICHHMS); TIEPECTAHOBKA JIMCTKA U3
paznena "llonyuyennsie mo MBA uzganus" B pasnen
"Bo3Bpaniennas aureparypa

OJIVH JINCTOK
TpeOOBaHUS

1,0

15

MOJATOTOBKA K OTIPABKE JOKYMEHTOB B OMOJIMOTEKY-
dboHaoaEpKATENb 3aKa3HOW OAaHIIEPOJIbIO; yIaKOBKa
OaHmeposid, B3BEIIMBAHUE €€, HAKICHBAHUE MAapKH
(eci HET IEHTPATM30BAHHON OIJIATHI TICPECHUIKH),
HAIMCAaHKE aJpeca, COCTABICHHUE OTHCH

OJIUH
JIOKYMEHT

3,6

16

pabota ¢ OTKazamMu; TpU  TOJYYEHUH  OT
oubmuoTeku-QoHAOAEPKATENST ~ HM3BEUIEHUS 00
OTKa3e WM 33JICPKKE BBINOJHEHUS 3ampoca:
M3BJICUCHUE U3 KapTOTEKH OJaHKa-3aKas3a, yKa3aHue
MPUYUHBI M JaThl OTKa3a Ha OOOPOTHOUM CTOpOHE,
nepectaHoBka wu3 pazzgena "3ampockl 1o MBA,

OJHH OTKa3

1,03




HaIlpaBJICHHBIC B JApyrue OMOIMOTEKH" B pasfen
"Otka3el 1o MBA"

17

cooOIIeHne B OTAEN OOCITY)KMBAaHUSA O TMOTyYCHUHU
OTKa3a (J1aTa, MpuYruHa)

OJHH OTKa3

1,35

O6cnyxuBanue aboHeHToB o MBA

IIpuem 3aka3oB:

18

IIpyu OTCYTCTBHHM HOMCpa aboHeHTa Ha OJlaHKe-
3aKa3cC IIPOBCPKa  IIO KapTOTCKC a6OH€HTOB,
a6OHI/Ipy€TC5I JIX JaHHaA OpraHru3anusdg

OJHH OTKa3

1,0

19

opraHu3aius abOHHUPYETCs: MPOCTaBJICHHE HOMEpa
Ha OJjaHKe-3akase, CBEpKa ajpeca, Ha3BaHHSA
opraHu3anuu, GpaMuiIud OTBETCTBEHHOro 1Mo MBA,
BHECEHHUE U3MEHECHUHN B KAPTOYKHU

OJHH OTKa3

3,6

20

nepBUYHOE oOpalieHre abOHEHTa B TEKYIIEM TOJy:
MPOCTaBJICHHUE B KAPTOUKE I'0J OOpaIleHus, 1aTy

OJIMH OTKa3

3,6

21

obopmiieHMe abOoHEHTa (OpraHu3alus paHee He
a0OHMpPOBaach): MPUCBOCHUE AaOOHEHTY HOMEpa,
3aMoJIHCHUE KapTOUKH peructparuu abonentra MBA
u pazaenurens (popmyssip), yKazaHuE IOJTHOTO
HaMMEHOBaHMUS OMOJIHMOTEKH, IIOYTOBOTO ajpeca,
tenedoHa, bhammmm, MMCHU, OTYECTBA
OTBETCTBEHHOTO JUIA, JaThl OTKPBHITHS W HOMEpa
aboOHEeHTa

OJIUH
A00HEHT

5,0




22 |pacCTaHOBKA  PETHCTPAIlMOHHBIX  KapTOYeK B 0JTHa 0,32
KapTOTEKY KapTO4YKa

23 |oopmieHue U3BEIICHUS TUIS aboHeHTa OJTHO 1,6
(cranmapTtHoOe U3BEILICHUE 00 OTKPBITUHU | M3BEILICHUE
a0OHEMEHTA); 3aMpoC HEOCTAIOUIUX CBEICHUM IS
KapTOTEKU TUIIOBBIM MHUCHMOM

24 \mpoBepka MPaBWIBHOCTH 3aIlOJIHEHMs  OJaHKa-| OJuH OJIaHK- 3,8
3aKasa, 3aJ10JDKEHHOCTU a0OHEHTA, MPOCTaBJICHUE Ha 3aKa3
obopore 1-i1 wactu OnaHka-3akasza (CTp. 2) CBOETrO
mTEeMIENs W J1aThl MOJy4YeHHUs 3aKa3a B PyOpHKe
"Ciny)xeOHble ~ OTMETKM  Oubnuorekaps"  mpu
BBITIOJIHEHUH U TIEPEHAIPABICHUH 3aKa3a B CTPOKE
"paiion, ropoxa"

25 |mepemaya  Ha yd4acTOK pabOTBl € OTKa3aMH| OJIUH OJlaHK 0,43
HEMpaBUJIbLHO O(GOPMIICHHBIX 3aKa30B W 3aKa30B
a0OHEHTOB-3a/I0JKHUKOB

26 |mudpoBKa 3aka30B a0OHEHTOB; MOJ00PKa OJIAHKOB-| OJIUH OJIaHK 2,7
3aKka3oB 1o  andaBUTy, TPOBEPKA  HATUYUS
JIOKyMEHTA MO KaTaJloTy

27 |MOArOTOBKAa  JOKyMEHTa K  BbIJade: CBEpKa OJIMH 1,4
JOKyMEHTa C OJIAHKOM-3aKa30M, MPOBEpPKa HAIMYMUSA | JTOKYMEHT

CTpaHUI] U COCTOSIHUS IOKyMEHTa, MPOCTaBJICHUE Ha
OnmaHke-3akaze 1mmMdpa JOKyMEHTa, yKa3aHUE
MHBEHTAapPHOTO HOMEpa, KOJIMYECTBA JIOKYMEHTOB,
JaThl BbIJ1a4H; POCTaBJICHUE HITeMIIETIS




OMOJMOTEKH C Ha3BaHHUEM M IOYTOBBIM aJPECOM,
yKa3aHUE CpOKa BO3BpaTa, MPOCTABJICHHUE HOMEpa
OaHmepoJ BHU3Y

28 |1mocTaHOBKA 3aKasa Ha o4epeb (B cliydae 3aHSATOCTH | OJIMH 3aKa3 1,6
W3J1aHus ); OTIIPABKa U3BEIICHUS aDOHEHTY

29 |mepenaya W3aHUs HA KomMpoBaHWe (MU 3aKa3e Ha| OJIUH 3aKa3 2,7
(bparMeHT U3gaHus: CTaThs U3 KypHaJa, COOpHUKA)

30 |oTpaBka JOKYMEHTOB a0OHEHTaM: yIaKOBKa OJIUH 2,5
OaHmeposid, B3BEIIMBAHWC, HAKICMBAHWE MAapKH,| TOKYMEHT
HaIMCaHUE aJpeca, COCTaBICHUE OIUCH

31 |paccTaHoBka OjaHKOB-3aka3oB (l-s wacTh) Ha OJINH 0,32
BBIJITaHHBIC JIOKYMEHTOB (BBICJAHHBIC) B KapTOTEKY| TOKYMEHT
oOcnyxuBaHusl aDOHEHTOB B paszen "BolaaHHbIe 11O
MBA u3nanus"

32 |oubmuorpaduyeckas g0paboTKa HEBBITIOJHEHHBIX OJINH 3,2
3aKa30B; yTOUYHEHUE OMOIMorpauyeckux CBEACHUN | JTOKYMEHT
10 CTIPaBOYHBIM H3IaHUSIM

33 |BBISIBIICHHE HAJIMYUS 3alPaAlIMBaeMOTo JTIOKYMEHTa B OJINH 10,2
OMOIMOTEeKax Topo/Ia, peruoHa JIOKYMEHT

34 |obopmiieHre 3aka3a K MepeHANpaBiIeHUIO B IPYTUE| OJIMH 3aKa3 2,7

OMOMMOTEeKW; YyKa3aHWe Ha OOOpPOTHOW CTOpPOHE
MPUYUHBI W JaThl IIEPEHANpPAaBICHUSA, OTMETKH O
MPOBEPKE TIO COPABOYHBIM H3JAHUSM, CHTJIBI




OouoMoTeK-(hoHI0AepKATEIICH 110 CBOJTHOMY
KaTaJiory

35 |oTnpaBKa a0OHEHTY U3BEIIEHUS O MepeHaNpaBICHUN OJTHO 1,6
3amnpoca ¢ yKa3aHueM OMOJIMOTEKHU, B KOTOPYIO OH| H3BELICHUE
HarpaBJieH

36 |peructpanusi OTKaza B y4e€THBIX (hopmax; OTIpaBKa| OIUH OTKa3 3,6
a0oOHeHTy OJlaHKa-3aKaza B ClIy4ae HEBO3MO>KHOCTH
BBITIOJIHEHUSI C OTMETKOM O TMpUYMHE OTKaza B
COOTBETCTBYIOIIEH pyOpuKe

37 |mpueM JOKyMEHTa, BO3BPAIlEHHOTO a0OHEHTOM; OJIMH 3,2
MOJIydeHUE Ha TI04YTe, pacredyaTka OaHIeposd,| TOKYMEHT
MpOBEpKa COCTOSIHMSI ~ JOKYMEHTa, W3BJICUCHUE
OllaHka-3akaza M3  KApTOTEKU  OOCITY>KHUBAHHUS
a0OHEHTOB, yKa3aHWE Ha HEM JaThl BO3BpaTa
JIOKyMEHTa, MepecTaHOBKA OJaHKa-3aKaza B pasnel
"Bo3Bpaiiennas aureparypa’”

38 |[KOHTPOJb 3a CpOKaMH IIOJIb30BaHHUS JOKYMEHTOB, OJIMH 1,6
BBISIBIICHUC JIOJIKHUKOB, HaNpaBJICHUE | JOKYMEHT
HANlOMUHAHUU
Brimonuenue padot B AC:

39 |popmupoBanue 0a3bl AaHHBIX 00 aOOHEHTax IO OJINH 54
COOTBETCTBYIOIICH (opMe, BBOA HHPoOpManuu oO| aOOHEHT

HOBOM aDOHEHTE




40 |mouck B 0a3e MaHHBIX CBEJEHUM 00 aOOHUPOBAHUU OJINH 3,6
OpraHU3alliy; BHECEHUE N3MCHECHUN aOOHEHT

41 |BBOJ MH(OpPMaLIMK O TIPHEME 3aKa30B OT AOOHEHTOB OJINH 0,27

aOOHEHT

42 |BBOoA wuH(pOpMamMM O TepeHanpaBlICHUN 3aKasa, OJIUH 1,6
BBIBOJI Ha MIPUHTEP U3BEIICHUS O NepeHAIpaBICHU | a0OHEHT
3aKasa

43 |BBOI JaHHBIX O ITIOCTAHOBKE 3aKa3a Ha OYEpeb; OJINH 1,6
cooOleHre a0OHEHTY a0OHEHT

44 |peructpaniis BBIIAHHBIX a0OHEHTY JIOKYMEHTOB, OJIVH 2,7
MIPOCTABJICHUE CPOKA BO3BpATa JTOKYMEHT

45 |ynajgeHde W3 MacCHMBa JIAaHHBIX O BO3BpaIlleHHOM OJIMH 0,16
JIOKYMEHTE JIOKYMEHT

46 |KOHTPOJIb 32 CPOKAMH BO3BpaTa JTIOKYMEHTA: TOUCK U OJINH 2,7
OoTOOp J@aHHBIX B MAMATH MAIllMHBI O 3aJ0JDKHHUKAX,| aOOHEHT
BBIBOJI HYXHOW uWH(pOpMamuu Ha  IPUHTED,
pacrnedaTka CIUCKOB C yKa3aHUeM ajipeca aOOHEeHTa
4.7. MaccoBas paboTa

N HaunmenoBanue nporuecca, onepannu. Cocta Enununa Hopma

Ta0Omura 74



1/

paboThI

HU3MCPCHUA

BpEMCHH,
MMHH.

2

4

IToaroroBka MaccoBBIX MEPONIPUATUN

OnpeneneHue  TeMbl,  COCTaBa  ayAUTOPHH,
OTBETCTBEHHOTO 3a MEpPOIPHUSATHE B  IEJIOM,
COCTABJICHHE IUIaHAa TMOATOTOBKH MEPONPUITHS,
BOIIPOCOB 11 OOCYXKIEHUs,  MpUIJIAlIEHUE
KOHCYJIbTAHTOB, JIEKTOPOB, MOAOOPKa JTOKYMEHTOB
0 TEME MEPOIpPHUATUSA;, OPraHU3alUs BbICTABKU
JUTEPATYpPHI, aJTbOOMOB; ONOBELIEHUE YUTATENIEeH O
MEpONpUATUH uepe3 apuIlu, MyOIuKaluy B IMeYaTH,
[0 Paauo, TEIECBUICHHUIO, 4YEPE3 DSIJIECKTPOHHYIO
PAacChUIKY; BBISBIICHHE BBICTYNAKOUINX; I€4aTh U
pacnpoCcTpaHEHHE  MPUIJIACUTENbHBIX  OWUJIETOB,
W3rOTOBJIICHHE PEKBHU3UTOB, KYKOJ, JEKOpauuH,
KOCTIOMOB; ITOATOTOBKA IOMELIEHUS; MPOBEICHUE
COBEIIaHUs MO UTOraM IMOATrOTOBKH M IPOBEICHUS
MEpONPUATHIH, oopmieHue MPOTOKOJIA,
COCTaBJICHHE 17} onyOJIMKOBaHUE WUTOTOB
MIPOBEICHHBIX MEPOIPUSTHH:

OJTHO
MEPOIPUATH
e

YUTaTeNIbCKask KOH(DEpEHITHs

4900,0

JIATEPATYPHO-XYA0KECTBEHHBIN BEYED, BEYEP
OTPacia€BOW KHUTH, TUCITYT

3340,0




3 |Bedep BOMPOCOB U OTBETOB, YCTHBIN JKypHAaI 2600,0
4 |xmy0 1Mo uHTEepecam 2600,0
5 |nmeTckuii yTpEHHHUK 3900,0
6 |BUKTOpHHA, KOHKYPC, UTPa-IIyTEHIECTBUE 3900,0
7 |BBICTaBKH JCTCKOI'O TBOPUYECTBA 2280,0
8 |murepartypHO-TIO3HaBaTeNpHOTO 3aHATHS 10 30 1800,0
YeJioBeK (rPyMIoBoro)
9 |ypoka TBopYecTBa (MacTep-Kiiacca) 960,0
10 | koManHO# Urphi-KBecTa (CBbIIE 30 YETOBEK) 4800,0
11 |xBecta amnst ogHOM rpynmbl A0 30 YeIoBek 2400,0

OpraHmauHa KHHNKHBIX BBICTABOK

CocraBneHue IJ1aHa OpPraHU3alMM M IPOBEICHHUS
BBICTABKM; BBISIBIEHHE UM OTOOpP JOKYMEHTOB;
MIOJATOTOBKA COINPOBOJUTEIBHON JOKYMEHTALMU K
BBICTABKE; CO3/IaHHE XYIOKECTBEHHOI'O ITPOEKTA;
MOHTaK BBICTABKH; OpraHH3alusi UH(POPMAILIMOHHO-
peKIIaMHOM pabOTHI MO

MOMYJISIPU3ALMA  BBICTaBKH;, TMOJABEJACHHE HWTOTOB
paboThI

TemaTHyeckrue  BBICTaBKH  0OIeOMOJIMOTEYHOrO
Mmaciitaba, opranuzyembie Ha poHIaxX OMOTUOTEKH:

OJHa
BbICTaBKa




KomnnyecTBoO 3KCIIOHATOB:

12|1-50 560,0
13 |51 -100 1120,0
141101 - 200 2240,0
BricTaBkM 1O ONpenereHHOW OTPACIM 3HAHUW WU
TE€ME, OpPraHu3yeMbIe
Ha ¢onne Oubamorexun OJlHa
BBICTABKA
KonnuecTBo 3kCnoHATOB:
15|1-50 310,0
16 |51 - 100 940,0
171101 - 200 1920,0
Ha donne otnena oJlHa
BBICTABKA
KonnuecTBo 3kCnoHATOB:
18 |1-25 180,0
19 126 - 50 360,0
20 |51 -100 720,0




BricTaBKM, MOCBAILIECHHBIE XU3HU U NIESITEIBHOCTH OJIHa
BbIAAtOIMXCS Jiroaen ("mepconanuu') BBICTABKa
KonnuecTBo 3KCIOHATOB:
21 1-10 47,0
22 |11-25 110,0
23 |26 - 50 210,0
BricTaBkH Ha ITOJIKax cTeIuIaKen oJHa
BBICTaBKa
KonnuecTBo 3kCnoHATOB:
24 |1-5 25,0
25|6-10 44,0
BricTaBKM HOBBIX NOCTYTUIEHUM OoJHa
BBICTaBKa
KonnuecTBo 3KCrIOHATOB:
26 |1-25 40,0
27|26 - 50 72,0
28 |51 - 100 160,0
Pa3paboTka u ampoOauusi mporpamMm 3aHSTUH U OJIHO
TPEHUHIOB (BBIOOP TEMbI, MOAOOP JUTEPATyphl,| 3aHITHE




COCTaBJICHHE IUIaHA 3aHATUM, MOJ0Op Marepuana,
aHaJIu3 MPOBEJICHHBIX 3aHATUH, T0pabOTKA):

29 | MaccoBoe€ 3aHATHE 3000,0

30 | rpymmoBoe 3aHsTHE 1500,0

31 |uHaUBUTyaTEHOE 120,0
[IpoBenenue 3aHsATUs (HOArOTOBKA, pENETULIUSA, OJTHO
MpOBE/ICHNE, YOOPKA MOMEIICHUS ): 3aHSATUE

32 | MaccoBoe 3aHSTHE 300,0

33 | rpymmoBoe 3aHsITHE 210,0

34 |MHIMBUIyATBHOE 90,0
NrpbI-KBECTHI (TuTepaTypHble,| OJHA UTpa-
poQOpUEHTAMOHHBIE, TEMATUYECKUE) KBECTa

35 |IOATOTOBKA WTPHI-KBECTAa: BBIOOP TEMBI, MOAOOP 300,0

JUTEPATYPhl, HAMMCAHUE CIICHAPHS, H3TOTOBJICHUE
KOCTIOMOB M JEKOpaIruii, Moa00p MPeaMETHOTO
psifa, COCTaBJICHHE TMOJIOKECHHUSI 00 WIpe-KBecTa;
pacchllka TPUTJANICHUH W CIIHCKA JIUTEPaTyphI,
cOOp 3asiBOK; 3aKymka TMpu3oB; odopmieHue u
nevyaTh CepTU(PUKATOB U TPAMOT, IMyTEBHIX JIUCTOB;
opopMIIeHHE BBICTABOK JETCKUX paboT, pabdoTa
KIOPU KOHKypCa B paMKaxX KBECTa, PETICTUIINH




36 |mpoBeleHHWE: TOATOTOBKA ITOMENICHUM CTaHIUM, 480,0
MIPOBE/ICHUE UTPHI-KBECTA, YOOPKA IIOMEIIECHHUS
Pexnama OubmuoTeku; paboTra IO IPHUBICUYSHUIO
YUATATEIICH:

37 |TTOATOTOBKA PEKJIAMHOTO COOOIICHUS B I€YaTh, IO OJIHa 420,0
paauo, TeNeBHACHUI0O O padoTre OMOIMOTEKH, | MyOauKaIus,
OCOOCHHOCTSIX  (PYHKIIMOHMPOBAHHUS  Pa3IMYHBIX OJTHO
nopa3ieeHUH, HOMEHKJIaType yCIIyT, | COOOIIEeHHE
MIPE0CTABIIIEMBIX OMOIMOTEKOMN

38 |moAroTOBKA IUIaKaTa O JNEATEILHOCTH OMOJIMOTEKH | OMWH IUIAKaT 210,0
(BBIOOpP TEMBI, ONIpEACIICHUE COAepXKaHUs U (HOPMBI,
caaya B II€YaTh)

39 |opranuzanus ASKCKypcuUi; mpueM © oQopMIICHUE OJTHa 52,0
3asBKM, YTOYHCHHE TEMBlI DKCKYpCHH W COCTaBa| DIKCKYpPCHS
9KCKYpPCaHTOB
BrisiBienue MOTECHIIUAIIBHBIX noTpeouTenei
O61OIMOTEeUHO-UH(OPMALIIOHHBIX yCIyr
OMOINOTEKHU:

40 | mpocMOTp TIPECChI OJINH 6,8

JTIOKyMEHT

41 |mpocMOTp U aHaldu3 JIOKYMEHTOB KOHKYPHUPYIOIIHX OJIH 52,0
bupm JOKYMEHT

42 |BeneHre KapTOTEKH MOTPEOUTENHCKOTO PhIHKA OJTHA 1,3




KapTouKa
43 |BCTpeYH C PYKOBOIUTEISIMU (DUPM, OpraHH3alNM, OJTHO 210,0
peIIPUITHN MEPOTIPHUITH
e
[Ipumeuanue:

- BpEMsI OPraHU3allMM BBICTABOK JINTEPATYPBI, MMPOBEICHUE MACCOBBIX MEPOIPHUATUN U IKCKYpCHM B HOPMY BPEMEHU HE
BXOJIUT;

- K HOpMaM BPEMEHHU MPHUMEHSIOTCS MOBBIMIAKONIIME KO3(DPUIMEHTHI: MPU OpraHu3alMi BbIE3JHOW BBICTaBKU - 1,1; mpu
HKCIIOHMPOBAHUM HA BBICTaBKE JIUTEPATYpbl HA MHOCTPAHHBIX sA3bIKaX - 1,0.

4.8. CripaBoyHast 1 nHGOpMaIMOHHAs paboTa

Tabmuia 75
N HaumenoBanue nponecca, onepanuu. Cocras Ennaura Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
II MUH.
1 2 3 4

Yyer noCTYNUBIIMX  BTOPUYHBIX  JIOKYMEHTOB
(kapTouek)

CyMMmapHblii  ydeT  KapTo4eK B JKypHaje| OJHa MapTus
MOCTYIJIEHUH W BBIOBITUS B PETUCTPAI[MOHHBIX
KapTOTEKaX




Ywucio IMOCTYIIMBIIUX KAaPTOYCK:

1]1-110 19,0
2 1111 -220 63,0
3 |221 - 600 160,0
4 |BbISIBJICHHE HEBBINOJIHEHHBIX 3aKa30B; COCTABJICHUE| OJIMH 3aKa3 4,5

3asBKU Ha HEBBIIIOJIHEHHBIE 3aKa3bl

Opranuzanus CIpaBOYHO-OUOIMOTrpaduIeCcKOro

anmapara (CbA)

[IpocMoTp u OTOOpP MOKYMEHTOB U3 TEKYIIUX

noctyruieHun i BkatoueHust B CbA, B ToM uucine

KpaeBEYECKHUM KaTaJIor:
5 |kHwura OJlHA KHHUTa 3,2
6 |cOopHUK OJIHA CTaThs 2,7
7 | xKypHan OJIHA CTaThi 2,7
8 |razera OJIHA CTaThs 1,6
9 |6ubmmorpaduueckoe mocodue OJIHA 3aMHUCh 0,5
10 |neTonuch KHWIKHBIX, JKYPHAJbHBIX U Ta3€THBIX | OJHA 3aMKCh 0,83

crareun
11 | npukHWKHBIN OMOTUOTpaPUUECKHIi CITUCOK OJIHA 3aIHUCh 0,5




Cocranenue 6ubauorpaduueckon 3amnmucu

OJHa 3aIlluCh

KomuuectBo  snmemeHTOB  OmOIMorpadudeckoi
3aIHCH:

121-4 3,2
13/5-6 0,5
14|7-9 6,0

CocraBineHue aHHOTAlMU, W3Y4YEHUE [OKYMEHTA, oJlHa

HaIlMCaHUE TEKCTa: aHHOTAIUS
15 |aHHOTHpOBaHUE KHUT 260,0
16 |aHHOTHpOBaHHKE CTaTCH 156,0
17 |ananuTHdeckass pPOCHHUCH KYPHAIBHBIX, Ta3€THBIX OJINH 3,8

cTaTeil, COOpHUKOB, OMOIMOTrpadUUEecKUX MOCOOM:| TOKYMEHT

O3HAaKOMJICHUE C COJEp’)KaHUEM  W3JlaHus,

COCTaBJICHHE aHAJMTUYECKON pocrcu

[IpocmoTtp NOCTYMUBIINX  WH(OPMAIMOHHBIX

(BTOpUYHBIX) JOKYMEHTOB W OTOOp UX Ui

BKJIIIOYEHUS B  CIPAaBOYHO-OMOIMOrpaduueckuit

anmapart (IIepBUYHBIN 0TOOD)

[IpocmoTp uHGOPMAIIMOHHBIX U3JaHUKH (B TOM OJlHa

qrclie KapTOYKH) U OTOOP M3 HUX JOKYMEHTOB JJIsi| KapToyka

BKJIIFOUCHHUA B CBA, CUCTEMATHU3alsA KAapTOUYCK II10




THIIaM KaTaJIOTOB M KapTOTCK; IIPOBCPKAa MHIACKCOB,
pacCTaHOBKAa KapTOYCK

Yucio KapTO4CK:

18 |1-10 18,0

1911-100 165,0

20 101 - 300 490,0
IIpocMoTp u oTOop kaprouek B CBA ¢ uenbio
U3BATUA WY TIEpEMEILICHUS (BTOPUYHBIA OTOOD):

21 |u3pATHE W3 KAaTAJOTOB M KapTOTEK KapTOueK Ha OJIHa 1,5
JOKYMEHTBI, CIHCaHHbIE H3 (POHJA; MPOCMOTP| KapTouka
KpAaeBEIYECKHX, ounbnuorpaduyeckux 17§

(dakTorpauueckux KapTOTEK, H3IBATHE U3 HUX
KapTOYeK Ha JOKYMEHTHI, MOTEPSBIIUE IIEHHOCTD,
MEepeBeICHUE KapTOUEK B AapPXUBHBIE KapTOTEKHU
(YHUUYTOXXEHHE); BHECEHHWE OTMETOK B KypHaje
y4eTa U perUCTPALIMOHHON KapTOTEKe

Opranuzanusi TJIABHOM CIIPAaBOYHOM  KapTOTEKH
(I'CK):

22 |pocMOTp U OTOOP JAOKYMEHTOB JIJIsi BKJIIOUCHHUS B OJIMH 2,7
I'CK; odopmieHue KapTouKku JTOKYMEHT

23 |HaNMCaHUe U PACCTAHOBKA PA3JICIUTENS OJIH 1,7

pas3ienuTenb




Penaxtuposanue I'CK:

24 |uckmouenne u3 ['CK kapTouek Ha JTOKYMEHTBHI, oJlHa 5,0
yCTapeBIHE WX HEPO(UIbHBIC, IEPEBEACHUE UX B| KapTOUYKa
apXMBHYI0 4YacTh (M3BATHE); JCTAITM3UPOBAHHC
pasienbl

25 |HamMcaHue HOBBIX pa3jeiuTescit OJIMH 1,4

pa3/IeIuTEeIb
Opranuzanus KapTOTEKH NEPCOHAIIMM:

26 |ompeniesiecHUe W COCTaBJICHUE  TepeyHs  JIMII, OJIMH 10,0
CBEJICHHS O KOTOPBIX OTPa)XKalTCsSd B KapTOTEKE;| TOKYMEHT
MPOCMOTP MH(DOPMAITMOHHBIX M3AAHUH, IEPBUIHBIX
JTOKYMEHTOB, OTOOp JTOKYMEHTOB JJIsi BKJIOUEHUS B
KapTOTEKY

27 |TexHMYecKass W  CoJep)karellbHas  oOpaboTka OJINH 2,7
JOKYMEHTOB  JII1  BKJIIOYEHHUS B  KapTOTEKy;| JHOKYMEHT
paccTaHOBKa KapTouyek mo andaButry GdaMuiui
aBTOPOB U IO BUaM JIOKYMCHTOB

28 |HamMcaHue U PacCTAaHOBKA pa3feiiuTeNei OJIH 1,4

pa3IelInTEeIIb
Opranmzanus paxktorpadudeckoit kaproreku (DK):

29 |ompeneneHue mpeaMeTa, OOBEKTa U OCHOBHBIX OJINH 2,7

npu3HakoB g otpaxeHus B DK; mpocMmorp| TOKyMEHT

JOKYMEHTOB W 0TO0op s BkiatoueHus B DK




3aHECEHUE OTOOpDAHHBIX CBEICHHH HAa KapThl
WHPOPMAIIMOHHOTO ~ MaccMBa C  BHECEHUEM
COOTBETCTBYIOIIUX OTMETOK B TOWCKOBBI MacCHB
¢bakrorpaduieckoil KapTOTEKH

30 |pemaktupoBanne @K; mnpoBepka MNpaBUILHOCTH OJIVH 1,6
BHECEHHUS CBEJICHMM M yKa3aHUM 00 MCTOYHMKAX| JOKYMEHT
uH(popmMauu

31 |HammcaHHUe U PACCTAaHOBKA pa3/ClIUTEIICH OJIMH 1,4

pa3/IeIUTEeIb
OpraHm3anusi TEMAaTHYECKUX TAMOK  Ta3eTHBIX
BBIPE30K:
32 | IpoCMOTp Tra3eTHBIX BHIPE30K U UX CUCTEMATH3AIUS 0JlHa 2,5
BBIpE3Ka

33 |odopmaeHue BBIPE30K VIS XpaHEeHUS B oJlHa 3,2
TEMATHYECKUX  MAaIKax; KpaTKoe  OINHWCaHuEe| BBIpE3Ka
MCTOYHHKA, HAKJICUBAHNUE HA KAPTOUYKHU

34 |cmpaBku 110 TenedoHy O IESITEIBHOCTH OUOIMOTEKH | €KETHEBHO 90,0

(mpegocraBieHHe MOJB30BATENSIM HH(GOPMaLUU O
paboTte OMOIMOTEKU, KPYKKOB, CTYAHM, IPOBEICHUS
KOHIIEPTOB; COEIMHEHHE C ApYyTUMU
nojpa3aeaeHusIMH OUOIUOTEKH )

4.8.1. CrpaBouHO-0nbIMOrpaduieckoe o0CIyKUBaHUE




N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
n/ paboThI U3MEpPEHHUsS | BPEMEHH,
n MUH.
1 2 3 4
[Tpuem 6ubIMOrpaduuecKux 3ampocos:
1 |mpuem OubnHOrpaguueckoro 3ampoca; YTOUHEHHE | OAMH 3aIpoc 50
TEMbI, IIEJIEBOI0 U UUTATEJIILCKOIO Ha3HAYECHUS,
MOJHOTY  MCTOYHUKOB,  THUIIOB,  BUJIOB U
XPOHOJIOTUYECKUX PAMOK 3apOCOB
Brinonnenue cripaBok
BrinonHeHne TeMaTHUYECKOW CIIPABKU; IIOMCK U O/lHa
oTbop JOKYMEHTOB; COCTaBJICHHE| CIIpaBKa
OoubmorpauuecKoro OIMCcCaHus
[TucbMEHHO; KOJIMYE€CTBO HCTOUYHUKOB:
2 (1 3,0
312-5 15,0
4 16-10 30,0
Y CTHO; KOIUYECTBO UCTOYHUKOB:
5 (1 2,0
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Brinmonnenue azpecHo-Oudanorpaduieckon
CIIpPaBKH;, YCTAHOBJCHUE HAJIWMYMS WIA MeCcTa
HaxXOXXJEHUS JTOKyMEHTa WJIM €ro 4acTu B (oHme
oubmmoTeKH

HI/ICBMCHHO; KOJINYCCTBO HCTOYHHKOB:

6 |1 2,0
712-5 12,0
8 |6-10 24,0
VY CTHO; KOJTMYECTBO UCTOYHUKOB:
91 1,5
Brinonaenune  yrounsitonieit  6ubmuorpaduyeckoin OJIHa
CIIPaBKH, YCTaHABIMBAIOWIEH M (MJIM) YTOUHSIIONICH | CcIpaBKa
AJIEMEHTBI o6ubmuorpaduueckoro ONMCaHUs,
KOTOpPBIE OTCYTCTBYIOT WJIM HCKaKECHBI B 3ampoce
JUTATEIIS
[IucbMEHHO; KOTMYECTBO UCTOYHUKOB:
101 2,7
11(2-5 14,0
1216 - 10 27,0

YCTHO; KOJIMYECTBO UCTOYHUKOB:




131 1,6
Breimonuenue dakTorpadpudeckoi CTIPaBKH, oJlHa
yCTaHABIUBAIONIEH KOHKPETHBIC CBEJCHHS O TEX| CIIpaBKa
WJIA UHBIX 00BEKTaX, COOBITHSAX, MMPOIIECCax, JaTax
[TncbMEHHO; KOTMYECTBO HCTOYHUKOB:

14 |1 2,7

15|2-5 13,5

16 6 = 10 217
VY CTHO; KOTUYECTBO UCTOYHUKOB:

17 |1 1,6
KoHcynbranus y cnpaBoyHO-OUOIMOTrpaduyecKoro
ammapara

18 |IIpoBenenne  Oecempl 00 ~ OpraHM3ald M| OJIHa 10,0
WCITOJIb30BAaHUN PA3IMYHBIX YacTeH CIPAaBOYHOTO | KOHCYJIbTAIH
anmapara, IO METOAUKE OuOIHMorpaguuecKkoro A
MoucKa
Benenne poHma BEITIOJHEHHBIX CITPABOK:

19 |ot6op cripaBok st hoHA, pa3IOKEHUE MO TAMKaM OJIHa 0,5
(xoHBepTam); oQopMIIeHHE CIpaBKH (3amuch B| CIpaBKa

TETpaab yUyeTa)




20 |cocTaBieHUE KapTOYKHU [JII apXWBa; YyKa3aHUE OJIHA 2,7
MOPSIIKOBOTO  HOMEpA, TEMbl, JaThl BBIJA4YM;| KapTOUYKa
YCTaHOBKA KApTOYKH B  KApTOTEKy  apxuBa
BBITIOJTHEHHBIX CTIPABOK
PaGoTs B pexume AC:

21 |bopmupoBaHHe TJaBHOM CIPABOYHON KapTOTEKU OJIHa 2,0
('CK); BBOm B 0a3y [MaHHBIX aHATUTUYECKOM| KapTOuKa
POCTIHCH Ta3eTHOKYPHAIBHBIX CTaTel, COOPHUKOB

22 |IOUCK M OTOOp OMOMHMOTpadUIECKON 3amucH 10 0JIHa 2,7
YCIIOBHSIM KapTO4YKa

23 |BBIBOJ Ha dKpaH OuOmMorpaduyeckoi 3amucH WU OJlHa 1,0
OTIICTLHBIX CBEJICHUI; pacrevyaTKka KapTO4YKa
4.8.2. bubnuorpaduueckoe nunpopmMupoBaHue

N HaumenoBanue nporecca, onepaiuu. Cocras Enununa Hopwma

i/ paboThI U3MEpPEHUsI | BpPEMEHHU,

| MUH.

1 2 3 4

BoisBienne  wHGOpPMAIMOHHBIX  MOTpPEOHOCTEH
CIEIUATIMCTOB METOJIOM aHKETUPOBAHMUS:
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oTpe/ieTiCHHE KOHTHHT€HTa norpedurenei
uH(pOpMaInu; pa3padboTKa 3asBKHU ISl OTNPEACIICHUS
MH(POPMALMOHHBIX ~ MOTpeOHOCTE  (3ampocoB);
pacceuika (pachpOCTpaHWUTh) 3asBKH; 00padOTKa
MOJIYYEHHBIX  3asBOK; COCTaBJICHHE Ha 0ase
MOJYYCHHBIX JAHHBIX KapTOTCKHM KOHTHUHICHTA
noTpeduTenei uH(popMauu U 170'¢
MH(OPMAIMOHHBIX OTPEOHOCTEH (3aIPOCOB)

OJIMH
NOTPEOUTEND

34,0

BoisBienne  MH(OPMAIMOHHBIX  MOTpeOHOCTEN
CHELIMAJIMCTOB HAa OCHOBE AaHalu3a ILIAHOBO-
OTYETHOHN JTOKYMEHTAIINH:

0oTOOp, U3YYCHHE, aHAIN3 OTYETHBIX JIOKYMEHTOB H
dhopmupoBaHue TEMaTUKHU CIIPaBOYHO-
MH(QOPMAIITMOHHOTO  OOCTY>KMBaHUSI B  Pa3HbBIX
pexnMax

OIVH
OTYETHBIHN
JOKYMEHT

24,0

pacnpeneneHue TEMaTHYECKUX pyOpuK
UH()OPMAITMOHHBIX noTpeGHOCTeH o
MO/APA3ICIECHUsM, YYaCTBYIOIIUM B CIPAaBOYHO-
MH(}OpPMAITMOHHOM 00CITYKUBaHUU

oJTHa
pyOpuka

2,7

3akmroueHne ¢ aOOHEHTAMH
nH(}OpMAITMOHHOE 00CITY )KHUBaHHUE:

JOTOBOpa  Ha

aHaJIM3 TaHHBIX O 3aMHTEPECOBAHHOCTH a0OHEHTOB B
WHOOPMAITMOHHOM  OOCITYXKMBAaHUM ¢  PEKUMaAX
n30UpaTeTHHOTO pacmpocTpaHeHUs U
PETPOCIIEKTHBHOTO  TIOWICKA;  3aKIIOYCHUE U

OJIMH
JIOTOBOP

2300,0




epecMOTp JA0roBopa

dopMupoBaHue  CeTM  aOOHEHTOB  CHUCTEMBI
U30MpaTeIbHOTO  pacnpocTpaHeHus: MHGOpMAaIUH
(UPN):

OTpPE/ICICHUE KOHTUHIEHTa a0OHEHTOB CHUCTEMBI OJTUH 34,0
WNPU; BbIsBICHHE THIOBBIX W HWHIWBHAYaJIbHBIX| aOOHEHT
3alpoCcoOB A0OHEHTOB; HM3y4YeHHUE, Kiaccudukaims,

HWHJIGKCHPOBAHUE 3aIllpOCOB; BBEJCHHE JaHHBIX O

3aIpocax B aJIPECHYIO0 KapTOTEKyY

[ToaroroBka CHUTrHaJILHOTO OIIOBEIEHUS B CHUCTEME

NPU

BrisBiieHne, mpocMOTp W OTOOpP MaTepuajoB W3 OJHO

TEKYITUX MOCTYTIJICHUH; pacmpenesieHue | OTIOBEIICHHE
OTOOpPAaHHBIX MAaTEPHAIOB M3 TEKYITUX MOCTYIUICHHUH

1o aboHeHTaM

KonmndecTBO MpOCMOTPEHHBIX TOKYMEHTOB:

1-2 3,0
3-4 12,0
5-10 32,0

[ToaroroBka moa0OPOK CHUTHAILHBIX OIOBEIICHUI B
cucreme UPU




3anonHeHue OJaHKa-3akaza Ha TUPAKUPOBAHUE;
perucrpanus NOCTYNHMBIIMX KOIMW, NPOBEPKA HX
Ka4ecTBa M JK3EMIULIPHOCTH;  3allOJIHEHUE
CONPOBOJIUTENIBHON TOKYMEHTALUN

OJTHO
OIIOBECIIICHUE

KonuyecTBo 3amnpocos:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

[IpocmoTp 1 0T6Op AOKYMEHTOB 17151 BBoAa B AC

[IpocMOTp MaccuBa MOCTYNUBIIMX JOKYMEHTOB;
0oTOOp JTOKYMEHTOB COOTBETCTBYIOIIEH TEMATHUKH H
BBejieHHE B 0a3y naHHbIX AC

OJVH
JOKYMEHT

OT60p MEepBUYHBIX JOKYMEHTOB:

13

1-50

290,0

OT060p BTOPUUYHBIX JOKYMEHTOB:

14

1-50

110,0

15

MOATrOTOBKA KAPTOUKH A1 pabounx kaprorek MPU

OIHO
OIMCAHUE

2,7




16 |moaroroBka TpadaperoB ¢ kaproukamu MPU ms OJINH 1,4
TUPAKUPOBAHUS Tpadaper
KoppekTupoBka BBIXOIHBIX TaOyJIATPaMM:

17 |ocHOBHOM psift 0JIHA 3aIUCh 2,7

18 | BcrioMoraTenbHbIN yKa3aTeahb OJIHA 3alUCh 1,6

19 |penakTupoBaHME  BBIXOJAHBIX  TaOyJlsIrpaMM M| OJIHA 3aMKCh 4,2
odopMIICHHE JOKYMEHTOB

20 |mape3aHue, pacredaTka IMOJO0OPOK Ha OTACIIbHBIC OJTHO 1,6
OMHCaHUS OTHCaHHE
Koppextuposka cucremsr MUPU 1o pesynbraram
aHaju3a KapT oOpaTHOM CBSI3U
OOpaboTka W aHanuM3 KapThl OOpaTHOW CBSI3M;| OJHA KapTa
BHECCHHE OIIEHKM CUTHAJIBHOTO OIMOBEIICHUS B
YYETHYIO KapTy aOOHEHTA; KOPPEKTUPOBKA CHCTEMBI
Ha OCHOBE aHaJIN3a KapT 0OpaTHOM CBS3U
KonnuecTBo kapr:

21 |1-7 70,0

22 18-10 75,0

23 |11-15 80,0

24116 - 20 85,0




BI)II[a‘-Ia JOKYMCHTOB II0 3aIIpoCy:

25 |BBISIBJIEHHE M OTOOp JOKYMEHTOB (W3JaHUs) II0 OJINH 1,4
3aMpocy B CHPABOYHO-MHPOPMAIMOHHOM (OHJE,| TOKYMEHT
oopmieHuE BbIIAUy JIOKYMEHTOB B
YCTaHOBJICHHOM TOPSI/IKE
['pynmnoBoe Oubnuorpadguieckoe HHPOPMUPOBAHUE:

26 | bopMupoBaHUE COCTaBa IPymn a0OHEHTOB OJIMH 720,0

a0OHEHT

27 |yTOYHEHUE TEMbl, COTJIACOBAaHHUE HCTOYHHMKOB| OJIHA TEMa 3,6
uH(dOopMaIuu, BUIAbl JOKYMEHTOB

28 |cocTaBJIeHHE PErUCTPAIIMOHHON KapTOUKH OJIHa 1,6

KapTouKa
[Tonbopka  AOKyMeHTOB st uH(OpManuy; oHa
COCTaBJICHHEC M HAalMCaHWE OTOBEIICHMS; OTMpaBKa| KapTOUKa
OTOBEIIICHUS;, 3aMHUCh B KapTOYKU WHGOPMAIINH;
aHaJIN3 KapThl OOpPATHOM CBS3U
[TncbMEHHO; KOJTMYECTBO M3AaHUN:

29 |1-5 12,0

306-10 24,0
Y CTHO; KOIUYECTBO U3aHUM:

31|/1-5 12,0




OnepaTuBHOE HHPOPMUPOBAHUE TIO 3aIIPOCY:

32 |popmupoBaHue ceTH  A0OHEHTOB, BBISBJICHHUC OJIVH 4.4
THUTIOBBIX u WH/TUBH Ty AJTbHBIX 3ampocoB| ab0OHEHT
noTpeouTeneu

33 |u3yueHue, KiacCH(UKAIUS 3alpoCOB; BBEICHHUE | OJUH 3aMPOC 6,3
JAHHBIX O 3aIPOCcax B aIPECHYIO0 KAPTOTEKY
Hanucanue 0630poB u cripaBok
BoisBienne U 0oTOOpP HMCTOYHMKOB; 0OOpaOOTKAa M| OJMH aBT.
aHaM3 OTOOpaHHBIX JIOKYMEHTOB;, HAIMCAaHUE JUCT
TeKCTa 0030pa (CIpaBKH); MOJTOTOBKA PYKOIHUCH K
neyaTu
CocraBnenue o030pa (CIpaBKH) MO MEPBUYHBIM
HUCTOYHUKAM:

34 |Ha PYCCKOM SI3BIKE 5400,0

35 |Ha HUHOCTPAHHOM SI3BIKE 7200,0

36 |cocTaBieHue 0030pa (CIpaBKU) IO BTOPHUYHBIM 4100,0
HUCTOYHUKAM
Opranu3zanus u IIPOBEJICHUE YCTHBIX
oubmuorpaduuecknx 0630pOB HOBBIX MOCTYIIIICHUHN
[Tombopka HOBBIX TIOCTYIUIGHWH TIO 3apaHee| OJuH 0030p

00BABICHHOMN TEMATHKCE, CHUCTEMATH3al A




HUCTOYHUKOB TI0 TeMaM, MPOCMOTP U aHalu3
JOKYMEHTOB;  Ton0opka  OmOImorpapuvecKux
OMHCaHWM, KpaTKUe aHHOTAlMH, pedepaTsl Ha
OTOOpaHHBIC WCTOYHUKH; TIIOATOTOBKA PYKOIHCH
oubnmnorpaduueckoro o63o0pa

KomnuectBo IMPOCMOTPCHHBIX n OTO6paHHBIX
JOKYMCHTOB!:

3711-10 400,0
38 |11-25 450,0
39 |26 - 55 500,0
40 |56 - 140 600,0

[ToaroToBKa OrOJICTEHS HOBBIX MOCTYIUICHHM

YTounenue (ompeneeHHe) TEMaTHYSCKUX TPAHHI] oJHa

nmoucka ©W  OTOOpa  JOKYMEHTOB;  CO3/aHHE| OMOJUICTEHBb

pyOpukaTropa OIOJUIETEHS, BBISIBICHHE W OTOOp

JTOKYMEHTOB B MAaCCHBE TEKYIIUX MOCTYIJICHUH

HMCTOYHUKOB HWHQOpMAIMU; TMOJ00pKa aHHOTAIIUH,

pedepatsl, cuctemMaTu3aIus ux

KonmndecTBO MpoCMOTPEHHBIX JOKYMEHTOB:
41 |1-37 60,0
42 |38 - 60 90,0




43

61 -95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranuzanust 1 npoBeaeHue meponpustus "JleHb
uHpopmanuun':

46

oTpe/ieNiCHUE TEMBI; COCTaBJICHUE riaHa
MIPOBE/ICHMUS; BHISIBJICHUE U JOCTaBKa JOKYMEHTOB M3
COOTBETCTBYIOIIUX TMOJPA3ACICHUM OUOIUOTEKH,
IpOCMOTP ©  OTOOpP JTOKYMEHTOB; TOJIOTOBKA
BBICTABKHU JUTEPATYPHL; OTIOBEIIICHUE
3aMHTEPECOBAHHBIX OpPTaHW3AIMA M CICIUATUCTOB;
opopMiicHUE  BBICTABKHM, HAHCaHUE  KPaTKUX
aHHOTanuii; opranm3anus cOopa 3asBOK Ha
JTOKYMEHTBI, UX BbIJa4a, KOHCYJIBTAIHNH, JEKYPCTBO
oubnmorpadoB; MPOBEICHUE aHATIN3a MEPOIIPUATHS

OJTHO
MEpPONPUATH
e

640,0

Opranuzanuss ¥ NOATOTOBKA mepornpuatus "JleHb
oubmmorpadun", "Jlenr mocodus":

47

YTOYHEHHE TEMbI; COCTABIICHHUE TUTaHA; O(POPMIICHUE
BBICTABKH-TIPOCMOTPA; MOJATOTOBKA 0030pa;
MOATOTOBKA  KOHCYJIbTAIlMU;  COCTaBICHUE U
HaIMCaHue OOBSIBICHUS; COCTABICHUEC M HAITMCAHUE
MIPUTIIACUTETBHBIX TTHICEM, pacchliKa uX;
TIPUTJIAIIICHUE 3aMHTEPECOBAHHBIX JIUIL 110 PO, IO
Tenedony, JMIHO

OJIHO
MEPOIPHUSITH
e

1940,0




Opranuzanuss 1 npoBefeHue meponpustus "JleHb
cnenuanucTa'

OnpeneneHue  TeMbl C  3aWHTEPECOBAHHBIMU
OpraHu3alusIMH, dbopmbl IPOBEICHHUSI
(cramoHapHasi, BbI€3[IHAsA); COCTaBJIEHUE IUTaHA
MEpONpUATHM, TPOrpaMMbl TOWUCKAa H  OTOOpa

MH(}OPMAITMOHHBIX MaTEepHUAJIOB; ITOATrOTOBKA
OTKPBITBIX ITPOCMOTPOB M TEMATUYECKUX BBICTABOK
JUTEPaTyphI o CIIEIMAIBHOCTH,

oubnuorpaduueckue  0030pbI, 3aKa3  JIEKIUH,
KUHO(QUIBMOB; OMOBEIICHUE 3aMHTEPECOBAHHBIX
opraHu3anuii; opopMIICHHE BHICTABKH; 00ECIICUCHUE
BbIIAYM HW3JAHWN WJIM HX KONUKM BO BpeEMs
MEpONPUATHS WM HEMOCPEACTBEHHO IIOCIIE HETO;
JEMOHCTpalKs BICTABKH; aHAIN3 pe3ysbTaToB "J[Hs
crienranucra”

OJTHO
MEpOTIPUATH
e

YUucno conmyTCTBYIOMMUX MEPOIIPUATHIA:

48 |1-2 1940,0
49 |3-4 2600,0
50|5-6 3500,0
51|7-8 4600,0

4.8.3. Uadpopmanmonnas pabora




1/

HaumenoBanme mporiecca, omepanuu. CocraB
paboTHI

Enunanna
M3MEpPEHUS

Hopma
BPEMEHH,
MUH.

2

4

[loaroToBka mOMyNApHBIX  OUOIMOTpadUUIECKUX
nocoouit

Beibop Tembl 1ocoOus; BBISIBIEHHE U OTOOP
JOKYMEHTOB, (OPMHUPOBAHUE pPAa3EIOB IOCOOHS;
aHHOTHUPOBAHUE JIOKYMEHTOB; noa0opKa
(dakTorpaguyeckoro Marepuaia, WIUTFOCTPAIIHA;
HaIMCaHUE TEKCTa; COCTaBJIEHWE BCIIOMOTATEIbHBIX
yKazaTele; KOHCYJbTallMd Yy CHEIUAINCTOB Ha
Pa3NUYHBIX ATanax padoThl; 00CYXKICHHE PYKOTTUCH
Ha 3acelaHuu HAy4YHO-METOJANYECKOTO
(pemakIMOHHOTO) COBETa; AOPa0dOTKa PYKOIHUCH TIO
3aMeUaHUsIM; c/laya PyKOTHCH B N€YaTh:

COCTABJICHHE TMOMYJSPHOTO OHOIHOTpaPUIecKoro
yKazaTels, MyTeBOAUTENS, CTPAaBOYHHUKA

OJIVH aBT.
JIUCT

13500,0

MOATOTOBKA KOMMEHTapHUEB, IPUMEYAHUH
MOMYJISIPHO-TIPOCBETUTENBHOTO  Xapakrepa,  He
TPEOYIOIMUX CHEIUATBHBIX UCCIIETOBAHUMA

OJIMH aBT.
JINCT

5400,0

IMOATOTOBKa KOMMCHTApPHCB, HpI/IMC‘{aHI/Iﬁ Hay49HO-

OJAHH aBT.

10800,0
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HCCIICOAOBATCIIBCKOI'O XapaKTCpa

JINCT

[ToaroToBka PETPOCIIEKTUBHBIX Hay4HO
BCIIOMOTaTeIbHBIX oubmorpaduyecKux
yKazaTeJeu:

BBIOOpP TEMBI; CO3/IaHWE aBTOPCKOTO KOJUICKTHBA;
pa3zpaboTka MHCTPYKTUBHO-METOIUYECKUX
MaTepuasoB; BBLISIBIEHUE U OTOOpP JTOKYMEHTOB;
pabora Ham  OuOnMOrpaduUeckoll  3aIucChio;
AHHOTUPOBAHUE; oubnuorpaduyeckas
TPYNIUPOBKA;  COCTaBJIEHHWE  BCIOMOTATEIbHBIX
yKazarenen; oOCyKJIeHHUE PYKONHMCH YyKa3aTesls Ha
3acelaHuu Hay4YHO-METOIUYECKOTO
(peIaKIMOHHOTO) COBETA; nopaboTka 1o
3aMEYaHMsIM;  Cclada  PYKONMUCH B  TIeYaTh;
coCTaBJieHHe OuOanorpaduueckoro ykaszaTesas IO
aKTyaJTbHOW TEMATHKE C XPOHOJIOTHYECKUM OXBATOM
OT 2-X 10 5-TH JIET U AHHOTALUSMHU, MOSICHSIOIUMH
Ha3BaHMS;  COCTaBieHUE  OubOIUOrpaduyecKoro
yKazaTelnss 1O KOMIUIEKCHBIM U MEKOTPACIEBbIM
npoOjemMaM OOIIET0 U PETUOHAIBHOTO COJIEPKAHUS
C XpOHOJIOTHYECKMM oxBaToM 1 - 2 roma, c
AHHOTAIMSIMU, TIOSICHSIONTMMY Ha3BaHUS:

OJIMH aBT.
JIMCT

9720,0

Ha PYCCKOM SI3BIKE

OJIMH aBT.
JINCT

9720,0

¢ BkmouenueM oT 30% go 40% o0bema

OJAHH aBT.

11000,0




HY6JII/IK3,HI/Iﬁ Ha MHOCTPAHHBIX A3BIKAX

JINCT

COCTaBJICHHE aHHOTUPOBAHHOTO
OoubmmorpaduuecKoro ykasaTesisi MHOTOOTPAaCIEBOTO
COJIEpKAaHUS C XPOHOJOTMYecKUM oxBaToMm A0 100
et u Oosiee, TPeOYIOUUN CIUIONTHOTO MPOCMOTpA
JOKYMEHTOB, CJIOKHBIX oubnuorpaduyeckux
Pa3bICKAHMIM, yuyeTa BCeX MEePenu3TaHuil myOInKanui
1 UX XapaKTePUCTUKHU ITyTEM CIIMUYCHUS TEKCTOB

OJHH aBT.
JINCT

11000,0

[ToaroroBka aHaIUTUYECKOTO 0030pa

BrisiBnenne u otbop AOKYMEHTOB [isi 0030pa;
MOArOTOBKAa  pyOpukaropa mpeamera  0030pa;
U3yueHHe M OIEHKAa JOKYMEHTOB; CHCTEMaTH3aIlHs
MaTepualia; COCTaBJICHHE TEKCTa aHAIUTHYECKOTO
0030pa; O0OCYXJCHHE PYKONMHCH Ha 3aceIaHuH
HAYYHO-METOANYECKOTO (PEJaKIMOHHOTO) COBETa,
nopaboTka 0030pa 1o 3aMeYaHusIM; clla4ya B TIeUaTh:

OJIMH aBT.
JINCT

I10 pYCCKUM IICPBUYHBIM UCTOYHHUKAM

9720,0

M0 CMCINAaHHBIM ICPBUYHBIM HCTOYHHKAM

10800,0

10

110 MHOCTPAHHBIM IICPBUYHBIM NCTOYHHKAM

12400,0

IToaroroBka aHAIMTUYECKOMN CITPABKH:

11

BBISIBJICHUE u oTOOp JTOKYMEHTOB TUIS
AHAJIMTUYECKOM CIIPABKH, U3YUEHUE, AaHAJIN3, OLICHKA
Y CUCTEMAaTU3allUs UX; COCTABJICHUE TEKCTa CIIPABKU

OJIMH aBT.
JIUCT

5200,0




[ToaroroBka pedepaTuBHOTO 0030pa

BreissBieHme m 0oTOOp  JOKYMEHTOB  JUIsi| OJIMH aBT.
pedepaTUBHOTO 0030pa, M3yYCHHE M aHAIU3 HX; JUCT
pedepupoBaHKe  HCTOYHUKOB,  CHCTEMAaTH3aIlus
TEKCTOB  aHHOTAIIMIA; COCTAaBJICHHEC  TCKCTa
pedeparuBHOrO 0030pa; 0OCYXJAeHHE 0030pa Ha
3aceTaHnH HAyYHO-METOIHYECKOTO
(penakMOHHOI0) CcOBeTa; JopaboTka o0030pa IO
3aMeYaHMsIM; C1aya B IeYaTh:
12 | o pycckuM MCTOYHUKAM 5200,0
13 |mo cMenaHHbBIM UCTOYHUKAM 6480,0
14 | mo nHOCTpaHHBIM HCTOYHUKAM 7300,0
CocraBnenue sKcnpecc-uHbopmaIu:
15 |BpiiBIEHME ® OTOOp MaTepuansa MO TeMe,| OJWH aBT. 3840,0
CHUCTEMATHU3AIIMS €r0 U MOJATOTOBKA JIJIS TIeYaTH JUCT

CocraBnenue oubnuorpadpuyeckoin 3aIucH,
aHHOTaIuu, pedepara

CocraBnenue oubnuorpaduueckon 3aIuUCH:
W3yYCHHE W aHalu3 JIOKyMEHTa, COCTaBJICHUE
3arojIoBKa OIMCAHUs, MPOBEpPKa 3allMCH, BHECEHUE
HCIIPABJIEHUMN

OJHa 3aIlliuCh

KonmuyectBo  snemeHTOB  OMOIMOrpaguvdeckoro




OIINCaHM:A:

16 |1-4 3,2
1715-6 54
18(7-9 6,4
CocraBneHue aHHOTAllMM;, W3y4YE€HHWE U aHAIU3 0JTHa
JIOKYMEHTA, HalMCaHue TeKCTa aHHOTAIIUH: AHHOTAITUS
19 |anHOTHpPOBAaHNUE KHUT 270,0
20 |aHHOTHUPOBAHHE CTATEH 160,0
21 |cocraBneHue pedepara: uU3yuyeHWE W aHAIM3| OJIUH aBT. 5920,0
JIOKyMEHTa, Ha KOTOpPBIA cocTaBisieTcst pedepar, JIUCT
HaIlMCcaHue TeKCTa, BHECCHHE UCITPaBICHUN
22 |aHamMTUYECKas POCHUCH KYPHAIBHBIX, Ta3€THBIX 0JlHa 120,0
craTteit, COOpHUKOB, OuOIMOTrpaduIECKUX MOCOOui pocuch
23 | 03HaKOMJICHUE C coJiep >KaHNEM M3JaHUs;, | OJHA CTAThs 3,6

COCTAaBJICHUEC aHAJIMTHYCCKOI'O OITMCAaHUA Ha CTAaTbIO

[Ipumevanue: HOpMa BpPEMEHHM Ha COCTaBJIieHHE OubOImorpaduyeckoro mocoOus aaHa W3 pacdyera paboThl aBTOPCKOTO
KOJUICKTHUBA.

4.9. IlepeBoa u nepepabOTKa NMEYaTHBIX TEKCTOB C MHOCTPAHHBIX SA3bIKOB HA PYCCKHUM U C PYCCKOTO HA MHOCTPAHHbBIE A3BIKU

Tabmura 79



N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
I MUH.
1 2 3 4
[lepeBox TekcTa ¢ HMHOCTPAHHBIX S3BIKOB Ha
PYCCKHU A3bIK
UreHne opurvHaia, aHaJIW3 TEKCTa, pa3MeTKa €ro ¢| OJMH aBT.
BBISIBJICHHEM TPYJHBIX TEPMHUHOB, TPaMMAaTHYECCKHX JIACT
KOHCTPYKIIUH, JEKCHYECKHX OOOPOTOB, IICXOBBIX U
’KapTrOHHBIX TEPMHHOB:
1 |moJyHBII TMCHEMEHHBIN MIEPEBO/T 1580,0
2 |COKpalleHHBIM MHChbMEHHBIM TiepeBos oT 30% no 1620,0
50% o0Bema TekcTa
3 |BBIOOPOYHBIN MUCHMEHHBIN TIEPEBO/T 1520,0
[TepeBox TeKcTa ¢ pyCcCKOTo S3bIKa HA MHOCTPAHHBIE
SI3BIKH:
4 | TOJHBINA MMCHbMEHHBIN MTEPEBOJ OJIVH aBT. 1980,0
JIACT

Tepmunonmornyeckass paboTa TIPU  BBHITOJTHCHHUH
MMHUCBMEHHOT'O MEPEBOJIA:




5 |MMOUCK OTMEUEHHBIX B OPUTHHAJIC HE3HAKOMBIX WJIU OJIUH 18,1
HETMOHSATHBIX TEPMUHOB M COKPAIICHUH B CIOBAapHO-| TEPMUH,
CIIPaBOYHOM JTUTEPATYPE; mo100pKa | COKpaIieHue
COOTBETCTBYIOIIHNX TEPMUHY SKBHUBAJICHTOB,
pactmpoBKa COKpAIICHHHA
Koncynpraims nepeBounka co CrielHaIucTaMu:

6 |BBISICHEHHE MTPABUJIBHOTO M3JI0KEHHS YacTe TeKcTa oJlHa 36,2
1o MaJIO3HAKOMOM TEMATHKE; YTOUYHECHHE | KOHCYJIbTAIIH
COOTBETCTBHS TIEPEBOJIa OPUTHHAITY o
CocraBnenue 6uOIMorpaduyecKoro OnucaHus:

7 |coctaBiaeHue  OMOIMOTpaUUECKOTO  OMHMCAHUS OJTHO 10,8
MepPeBO/Ia MO JAaHHBIM, B3ATHIM C TUTYJBHOTO JIUCTA| OIMCAHHE
nepeBoaa
IIpoBepka © KOPpPEKTHUPOBKA IEpeBOJA  IOCTE
Habopa:

8 |mpoBepka MPaBUIBHOCTH pACIIOJNIOKEHUS | OIUH aBT. 200,0
OTIIEYAaTaHHOTO TEKCTa, CBEpKa C PYKOMHUCHIO; JINCT
mpaBKa
Texnauyeckoe ohopMiIEHHE MTEPEBOJIOB:

9 |HamucaHue B TEKCTE MEPEBOja CUMBOJIOB U BCTABOK OJTHO 2,0
Ha UHOCTPAHHOM SI3BIKE BIIMCBHIBAHUE

10 | ycTaHOBKa pUCYHKOB, TaOJIHUI, (GOPMYIT OJIMH 3,0




QJICMCHT

HCpCBOII 3aroJI0BKOB CTaTE€H U JOKYMCHTOB!

11 |mepeBox 1 3aMKCh 3ar0JOBKA OJINH 10,8
3ar0JI0BOK

[Ipumeyanue:

- HOPMbI BPEMEHH IPEAYCMATPUBAIOT BBIOJHEHUE NEPEBOJOB C MHOCTPAHHOTO A3bIKA WJIM HA MHOCTPAHHBIM, KOTOPBIA Y
MepEeBOIUNKA SIBIISIETCSI OCHOBHBIM (110 00Opa30BaHUIO U IPUMEHEHUIO);

- MIPpU BBINOJHEHUU TNEPEBOJIOB C JPYTUX SI3bIKOB WM HA JPYrMe MOMHMO OCHOBHOI'O K HOpMaM BPEMEHHU MPUMEHSETCS
MOBBIIAOIMIMKA KO3 puuument 1,1.

4.10. UccnenoBarenbckas padoTa

Tabnuua 80

N HanmenoBanue npouecca, onepaunn. Cocta Ennnanna Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
n MUH.
1 2 3 4

PazpaboTtka mporpaMMmbl (TEXHHUYECKOTO 3aJaHUS)

MCCJIEIOBAHMUS

OO00CHOBaHME AaKTYaJbHOCTH TEMBbl, BBISBICHUE U 0JlHa

000CHOBaHUE poOIeMHOM CUTYalllH, | TporpaMmma

dbopMmynupoBaHHe IeNM, 3aJad U TUIOTE3bI




HCCJIICAOBAHM, HAITUCAHHUC TCKCTA

HCCJ’IGI[OB&HHG HOCHT:

MUAJIOTAXHBIN (pa3Be/lbIBATEIIbHBIN) XapaKTep

21600,0

MIPUKIIATHON XapaKTep

38250,0

Pa3pa60TI<a MCTOIUKH HMCCIICIJOBAHMA

PazpaboTtka (HamucaHue) TEKCTa METOJIUYECKUX
JOKYMEHTOB 10 TPOBOJUMOMY HCCJIEIOBAHHMIO,
AMITUPUIECKAS ampoOarus PENeBAaHTHOCTH
COCTaBJICHHBIX  JIOKYMEHTOB;  YTOYHCHHE M
nopaboTka  METOJIWYECKOTO  HMHCTPYMEHTapHs,
COCTaBJICHHE OKOHYATEIHLHOTO BapHUaHTa
JIOKYMEHTA:

OJHa
METOIUKA

METOJMKH TIPOBEJCHUS MCCIICAOBaHUS, HOCSIIETO
MAJIOTAXHBIN (pa3BeIbIBATEIIbHBIN ) XapaKkTep

18000,0

METOAVKH TPOBEACHUS HCCIECIOBAHUM, HOCAIIETO
[IPUKJIAHON XapaKTep

33000,0

Pa3zpaboTka WHCTPYKITUH 1o o0paboTke
JOKYMEHTAIMH (MCXOAHBIX JAaHHBIX ), TIOJYyYESHHOU B
XOJI€ UCCIICOBAHUS:

oJHa
VHCTPYKLHUS

pyuHas 00paboTka

15600,0

MallliHHas 00paboTKa

20400,0




Pa3zpaboTtka peArIaHOBBIX u
JIOKYMEHTOB MEPCIEKTUBHOTO XapaKTepa:

IIJTAaHOBBIX

7 |pa3paboTKa KOHLEMIIMM OCHOBHBIX HANpaBiCHUMN | OJIUH aBT. 13050,0
pa3BUTHs OMOTMOTEYHOTO Jella B pEruoHe Ha JIUCT
MEPCIEKTUBY

8 |KoHIeNnTyanbHOE oOecrieueHre OudamorpauyecKux | OJIMH aBT. 11220,0
W3/1aHui; OOOCHOBAaHME  aKTYaJbHOCTH  TEMBI, JIUCT
YUTATEIIbCKOE U 1€JI€BO€ Ha3HAYeHHUE MOCcoOus, ero
CTPYKTYpBl (CX€MbI), BBIpaOOTKAa METOJUYECKUX
NPUHIIMIIOB YW PEHICHUN 7 PACKPBITUS TEMBI,

HaIlMCaHUEe TeKCTa

9 |cocTaBieHue MPOTrHO34, CBSI3aHHOT'O C| OJIMH aBT. 13050,0
MEepPCIEKTUBAMHU Pa3BUTHA OWOIMOTEK; HaIUCaHUE JIUCT
TEKCTa

10 |pa3paboTka 1eNeBBIX mporpamMMm (IS CETH| OJWH aBT. 15200,0
OMOJIMOTEK WU OAHOM OMOJMOTEKH); JTUAarHOCTHKA JIUCT
CUTyall¥, BHEIIHUX WM BHYTPEHHHUX BIMSHUA Ha
(GYHKIIMOHUPOBAHUE W Pa3BUTHE OMOTMOTEK (OHOM
OuOIMOTEKN); BRIPAOOTKA PEKOMEH 1A, PEIICHHUIA,

HaIMCaHUEe TeKCTa
CocraBieHue  CBOJHBIX  KAaTajJOroOB  KHMKHBIX
MaMATHHUKOB:

11 |pa3paboTka TPOCMEKTA; BBISBICHHUE JIOKYMEHTOB -| OJWH aBT. 18200,0

KHIDKHBIX TaMSATHUKOB; ONUCAaHUE M COCTABJICHHE JIUCT




CIIPAaBOYHOI'O aIllrapara

OpranuzanmoHHass  pabota 1O  IPOBEJECHUIO
UCCJIeIOBAHUS:

12 |co3manne HCCJIEIOBATEIBCKOTO KOJIJICKTHBA; OJTHO 7140,0
cocTaBieHWe  pabodero  IlaHa  MPOBEACHMS | HCCICTOBAHH
UCCJICIOBAHMUS, COTJIacOBaHUE ero C e
WCIIOJIHUTEIISIMU;, OTpe/iesieHue Tuiomanku (0asbl)

UCCJIC/IOBAHMS; TIEPENUCKa C HUMH; TPOBEICHUE
UHCTPYKTaXe, CEMHUHAPOB, COBEIIaHUH,
KOHCYJIbTAllU 1

13 | 6ubnuorpaduueckas npopadoTKa TE€MbI | OJIMH aBT. 1200,0
uccienoBanus, paboTa B apxuBax, HU3Yy4YCHUE JIUCT
HOPMAaTHUBHO-TEXHUYECKON JIOKyMEHTAITUH,
uHpopmaruu 00 aHalorax W JAPYrux MaTepHhaliax,

OTHOCAIIUXCS K pa3pabaTbiBaeMoi TeMe
O06paboTka Mmosy4eHHo HHPOpMaLUK:

14 |cbop wu oOpaboTka wuHPOpMAaMM HA OCHOBE| OJUH aBT. 7800,0
MEPBUYHBIX MCXOMHBIX JaHHBIX (CTAaTUCTUYCCKUX JUCT
JAHHBIX, OTYETOB, IUIAHOB, CIPABOK, MaTCPHUAJIOB
KOMAaHJIUPOBOK)

15 |ananmu3 o6paboraHHONW uWH(OpPMALMK; BBIBOJBI,| OJUH aBT. 5200,0
peIIeHus, TIPOTHO3 JUCT

[TonroroBka wMarepuasoB 0O UWTOraM Hay4YHOU




pabOThI:

16 |HamuMcaHue HaydYHOTO OTYETa; MOJArOTOBKA PYKOIMCH | OJMH aBT. 13200,0
K ITIeYaTH Ha Pa3JIMYHBIX dTanax padoThl JIACT
17 |Hanucanue MPOMEXKYTOUYHOTO OTYeTa (CIpaBKU) O| OJIMH aBT. 6400,0
XO0JI€ UCCIIEIOBAHMS JIACT
[ToaroToBKa M HaNMMCAaHWE TEKCTA CTAThU B COOPHUK
HAay4YHBIX  TPYIOB,  MPaKTHYECKOoe  TocoOwue,
MPo()eCCHOHATIBHYIO TIPECCY; MOATOTOBKA PYKOTIUCH
K IeYaTH Ha Pa3JIMYHBIX Tarax padoThI:
18 | cTaThst TEOpETUUYECKOTO XapaKTepa 15200,0
19 | cTaThs mpUKIAAHOTO, TPAKTUYECKOTO XapaKTepa 9200,0
20 |mamMcanue  JOKJIaga IO MTOraM  HAYYHOTO| OJIMH aBT. 6700,0
WCCJICIOBAHMs;  TOATOTOBKA  pYKONHWCEW  Ha JIACT
Pa3TMYHBIX dTarax padoThI
21 |pa3paboTka  peKOMEHIAIMi, WHCTPYKIHMA I10| OJHH aBT. 14100,0
BHEJIPCHUIO MaTEepUajIOB HAYYHOTO HCCIICIOBAHMS; JIACT

HallMCaHUC TCKCTA; IMOATOTOBKA PYKOIIMCH K II€YATH
Ha pa3/IM4YHbIX JTallax pa6OTBI

[Ipumeyanus:

- HOpMa BPEMEHHU Ha COCTaBJIEHUE MPOrPaMM, METOAWK, MHCTPYKLUN 1aHA HA UCCIIEA0BATEIILCKUI KOJIJICKTHUB;
- 4achl TPYJ03aTpaT PaCIpEeeIISIIOTCS MEXITY UCTIOJTHUTENISIMU B 3aBUCUMOCTH OT UX Harpy3KH.




4.11. Metoauueckas pabota

N HaunmenoBanue nporecca, onepaunun. Coctan Enununa Hopma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
[ToaroToBka METOIMYECKOTrO nocoowus,
PEKOMEH TAIUIA
[TpuHIIMTIHATEHO HOBAsI pa3pabOTKa TEMBI:
1 |u3ydyeHue TeMbl, BBISBJICHHEC W aHAJIW3 JTOKYMEHTOB| OJIMH aBT. 15300,0
M0 TeMe, YTOYHEHUE YHMTATEIIbCKOTO M IIEJICBOTO JIUCT
Ha3HAYEHUs TOCOOUs, PEKOMEH IAINi; COCTaBJICHUE
MPOCIICKTA; HAITUCAHUE TEKCTa
Mopauduxkanus panee pa3padOTaHHOU TEMBbI:
2 |BbISIBJICHHE W HW3YYCHHE HOBBIX JOKYMEHTOB U| OJUH aBT. 8670,0
HaKOIJIEHHOTO OMOJMOTEKaMH ONbITa TIO0 TEME JIUCT

mocoOus, PEKOMEHJAIMi; yTOYHEHUE IMPOCIICKTa,
BHECCHHE W3MCHECHHUS B CTPYKTYpy U TEKCT B
COOTBETCTBUU C JOCTIDKEHUAMH OHOIMOTEYHOU
TEOPHMH W TPAKTUKW, TOATOTOBKA PYKOIHUCH K
00CyXIeHUI0; TOpaboTKa MO UTOraM OOCYKJICHUS

Tabmura 81



Pa3paboTka  JOKYMEHTOB, perjaMeHTHPYIOIIHNX
eI TeIIbHOCTh OMOINOTEK, TTOJIOKCHUH,
MHCTPYKIMH, IPOEKTOB IOCTAHOBJIEHUW, YCTaBOB,
3aKOHOAATEIBHBIX AKTOB

HpHHHI/IHI/IaJIBHO HOBas TEMa.

BbIABJIICHHC, HW3Y4YCHHC M adHAJINU3 IIGIZCTBYIOHIHX
JOKYMCHTOB IIO TCMC, HAIIMCAHHC TCKCTA IIPOCKTA
JOKYMCHTA, O6CY)KI[GHI/IG, aHp06I/Ip0BaHHe B
6I/I6HI/IOTeKaX, Ha 3aCcCaaHnn Hay4HO-
MCTOIHMYCCKOI'O COBCTA, nopa60TKa HJOKYMCHTA,
IIOATOTOBKA K YTBCPIKACHUIO

OAHH aBT.

JIUCT

17340,0

Moaudukaims panee pa3pabOTaHHOTO JOKYMEHTA:

aHaJIM3 U OIIEHKA JOKYMEHTA; TIOMCK U OTOOP HOBBIX
JEHUCTBYIONUX JOKYMEHTOB II0 TEME; BHECCHHUE
W3MCHCHUN B TEKCT MOKYMEHTa; OOCYXICHHE Ha
3aceIaHuu HAyYHO-METOIUYECKOTO COBETA;
nopaboTka MO UTOTraM OOCYKIEHHMS; MOATOTOBKA K
YTBEPKICHUIO

OJIMH aBT.

JIUCT

7650,0

PazpaboTtka yueTHbIx hopM, TabauIl, 00pPa3IOB:

YTOYHEHHE IMpeaMeTa, O0beKTa, COJep KaHUA
y4eTHOM Qopmbl, Tabmuibl, o0pasla; oTOOp
MoKasaresiei, CHCTeMaTh3alus HWX; pa3padboTka
MakeTa Y4yeTHOW QopMbl, TabmUIBl, 00pa3ua;
00CyX/IeHHE Ha 3aCeJaHWU HAyYHO-METOJMYECKOro

OJIVH aBT.

JIUCT

7650,0




COBCTA, IMIOATOTOBKA K YTBCPKACHHIO

CocraBneHue peKkoOMEHJAIMi 10  BHEAPEHUIO
PErIaMEeHTUPYIOMINX JOKYMEHTOB B MPAKTHKY:

pa3paboTka METOANYECKUX PEKOMEHIAIUH,
MHCTPYKIUH, IUIAHOB 10 BHEIPEHUIO HOPMATHUBHOMN
JOKYMEHTALMU; ITOArOTOBKA PYKOIIMCH K II€4aTH

OJHH aBT.

JIUCT

14025,0

Iloaroroska NUCHbMEHHOU KOHCYJIbTAllHH,
METOINYECKOIO IMIChMa:

BBISIBIICHHE M aHaJIU3 JIOKYMEHTOB TIO0 TEME;
u3ydeHue U 0000I1IeHrne onbita paboThl OMOINOTEK;
HaIlMCaHWe TEKCTa KOHCYJBTAIMH, METOIUYCCKOTO
MUChMa; MOATOTOBKA K OOCYXXICHHIO Ha 3acelaHUuu
HAyYHO-METOJUYECKOTO COBETa; J0padoTKa 1o
UTOTaM OOCYXKIEHUS; cJlava B IeYaTh

OJIHH aBT.

JIUCT

8670,0

ITonroroBka o0030pa AEATEILHOCTH OHOIHOTEK IIO
ONPENEIICHHON TEMATHKE:

YTOUYHEHUE TEMBI 0030pa; omnpeaeIeHNe
XPOHOJIOTHYECKUX TPAHUIL; BBISIBICHUE IOKYMEHTOB,
oTOOp WX, MPOCMOTP U aHAIM3; HAMHCAHUE TEKCTa,;
MOJATOTOBKA PYKOIHUCH K OOCYKJICHUIO Ha 3aCeJaHUU
Hay4YHO-METOHMYECKOTO COBETA; TopaboTKa
PYKOITUCH TIOCIIE 0O0CYKICHUS

OJIVH aBT.

JIUCT

9180,0

PGHGHBI/IpOBaHI/Ie HAay4YHbIX, MCTOOINYCCKHUX,




UH(OPMAIIMOHHBIX MaTEpUAJIOB:

9 |uTeHMe peleH3UPYEeMOTo Marepualia; OlleHKa €ro B| OJIUH aBT. 783,0
[EJOM,  OTHIENBHBIX  4YacTeil,  yCTaHOBJICHHE JIUCT
COOTBETCTBUSI ~ YHMTATEILCKOMY U LIEJIEBOMY
Ha3HAYCHHUIO, HAy4YHBIM M METOJMYECKUM
TpeOOBaHUIM

10 |Hanmcanue pereH3uu OJIMH aBT. 1305,0

JIUCT
[ToaroroBka aeKIMi, KOHCYJIbTAUN
Pa3paboTka  r1uiana  JeKUMdA,  KOHCYJIbTAIUH, | OJTHA JICKIUS,
moa0opKa MaTepuaja, W3y4eHHUE €ro; COCTaBJICHHUE | KOHCYIbTAIH
CIIUCKA JIUTEPATyphl K JICKIWH, KOHCYJIbTAIINH, s
HaITMCAaHUEe TEKCTa:

11 |nexmus 1566,0

12 |nexuus, TemaTuueckas BCTpeya, BeOWHAp, MacTep- 90,0
KJ1acc

13 | nepBuyHas rpynmnoBasi KOHCYJIbTalUs 1305,0

14 |noBTOpHas rpymnmnoBas KOHCYJbTallUs C YYETOM 522,0
HOBOTO MaTepHasia

15 |mpoBeneHue YCTHOM WHIMBUIYaJIbHON OJIHa 50,0
KOHCYJIbTAINH KOHCYJIbTAIIH

A




16 |oTBET HA ITHMCHEMO OJTHO ITUCHMO 162,0
[IpoBenenne  ceMuUHApOB,  YYEOHBIX  KYpCOB,

HNPaKTUKYMOB, CTAXKUPOBOK:

17 |cemunap, yuebHbIN Kypc (2 - 7 qHEil); onpeaeneHue OJIMH 8400,0
TE€MbI, YTOYHEHHUE CPOKa MPOBEACHHUSA, COCTABICHHUE| CEMUHAp,
IPOrpPaMMBl, OTIOBEIICHUE YYaCTHUKOB U| y4eOHbIN
BBICTYIAIOLIUX Kypc
[Ipaktukym (7 - 10 nHeil); ompeneneHUE TEMBI, OJIH
3aaHus, YOPAXHEHHs, COCTaBleHHWE Tpaduka | MPaAKTUKyM
YTOYHEHHE CPOKOB MPOBEICHUS 3aHATUN:

18 | rpymmoBoii MPaKTUKYM 2295,0

19 |MHIUBUAYAIBHBIA MPAKTUKYM 2160,0
CraxupoBka (7 - 10 nHel); YyTOYHEHHE CPOKOB OJIHa
MPOBEJCHUS CTAXUPOBKH;, BBHISBICHHE JIMTEPATYPHI| CTAXKHUPOBKA
[0 U3y4aeMOMY BOIIPOCY; COCTaBJIECHHE MPOrPaMMBbl
U rpaduka CTaXUPOBKM C YyYE€TOM COCTaBa
ClyliaTenei;  3aKioYeHHe O  MPOXOXKICHUHU
CTaKUPOBKHU:

20 |rpynmnoBasi CTaXKHpPOBKa 2805,0

21 |\uHaUBUyalIbHAS CTAXKUPOBKA 2349,0

IIpakTka CTYHEHTOB  BBICIIMX W  CPEOHUX
CHEIUATbHBIX YUeOHBIX 3aBEACHUI:




22

MOJTOTOBKA M OpraHU3alusl TPAKTUKH CTYJICHTOB
(mo 30 nHeil); pa3paboTka TJIaHA MPAKTUKH,
COTJIACOBAaHUE €ro C PYKOBOAMUTEIEM MPAKTHUKU
(mpeacTraButeseM y4eOHOTO 3aBEJICHUS );
COCTaBJicHHE TpaduKa TOCCIICHUS CTPYKTYPHBIX
MOApa3IeNiCHu;  OpraHW3anus  IPAKTHICCKUX
3aHITHH; TTO/IBE/ICHUC UTOTOB MIPaKTHKH,
COCTaBJICHHE XapaKTEPUCTUK MTPAKTUKAHTOB

OJlHa
MpaKkTHUKa

4860,0

[IpakTHyeckue 3aHATHUA:

23

MOJITOTOBKA TPAKTHUYECKUX 3aHSATHH;, COCTABIICHUE
3aJlaHus o BBITIOJTHEHUTO N3y4aeMOTO
OMOIMOTEYHOTO TpoIlecca, KOHTPOJIbHBIE BOIPOCHI,
TEMATUYCCKHIH CIUCOK JIMTEPATyphl K 3aJIaHuIo;
HAITMCAaHKWE TE3UCOB

OJHO
3aHATUC

1050,0

Cocrapnenue yueOHOM MporpaMMbl:

24

OIIpCACIICHUC COCTaBa CHymaTeHeﬁ; COCTaBJICHUC
TEMATHYICCKOI'O IJj1aHa, YTOYHCHHUC ImopAaaKa
HU3Yy4YCHUS, OIIPCACICHUC IIoCJICA0BAaTCIbHOCTH
H3JI0KCHUA TCMBI, BBIICIICHUC OCHOBHBIX BOIIPOCOB,
COCTAaBJICHUC  CIIMCKa JIMTCpAaTypbl II0 TEMaM
IIpOrpaMmMhbI; HaITMCaHucC TCKCTA, O6CY)KI[GHI/IC
ImporpaMmbl Ha 34CCAaHHU HAYYHO-MCTOAUYICCKOI'O
COB€Ta

0JIHa
nmporpamma

5733,0

[Tocemenne 6MOIMOTEK, BBIE3ABI B KOMAHIUPOBKH C
LEJIbI0 U3yYEHHUsl pa0OThI U OKa3aHUSI METOINYECKON




ITOMOIIIH:

25

MOJITOTOBKA K KOMaHAMPOBKE; YTOYHEHUE CPOKOB U
EeH KOMaHIUPOBKH, O3HAKOMJICHUE C
UMEIOIIUMHUCS ~ JOKYMEHTaMH W  MaTepuajiamu
NPEABIAYIIUX BBIE3JOB U IMyOJHMKAIMH B TE€YaTH;
COCTAaBJICHHE MPOTPAMMBI (T1JIaHA) KOMaHIUPOBKHU

OJlHa
KOMaH/IUPOB
Ka

574,2

26

COCTaBJICHHE MH(POPMAIIMOHHOTO OTYeTa (CIIPaBKH)
0 MPOBEACHHON pabOTe; OTUET BKIIFOYACT: CBCIACHHS
0 MecTe BbIe3Ja, LEIIX U CPOKAX KOMaHIUPOBKH,
00BbEKTaX TOCEHICHUS, aHAIN3 COCTOSHHS PaOOTHI
10 TEME BBIC3]1a, BEIBOJBI U MPEUIOKCHUS B aJIpec
OHnOIMOTEKHU

OAHH OTYCT

1050,0

27

COCTABJICHHE AaBAaHCOBOTO OTYETa, 3alOJIHCHHE
OTUETHOTO OJIaHKa CO BCEMU MPUIIOKECHUSIMH, Clada
B OyXrajntepuio

OAHH OTYCT

40,0

28

MOATOTOBKAa  HMH(POpPMANMA MO  pe3yibTaTam
KOMAaHJIUPOBKHU (YCTHO) B CEKTOpE, Y 3aBEYIOIIETO
OTIIEJIOM, Ha  HAYYHO-METOIAMYECKOM  COBETE,
3aceaHuy TUPEKIIUN

oJlHa
uHbopMaIus

105,0

MOHUTOPUHT JACATEIBHOCTH JETCKUX OHOINOTEK
Poccuiickon @enepanunmu:

29

cocTaByieHHE (OPM OTUETHOCTH

OJINH OTYET

1200,0

30

paccbUika HWHGOPMAIMOHHBIX muceM U (opMm

OJIHa

45,0




otueTHocTH 110 B/ nerckux 6ubmmorek Poccuiickoii| pacchuika
Odenepanuu
31 (cOop dopM  OTYETHOCTH, DIJICKTPOHHBIE | OJIUH cOOp 120,0
TeneoHHBIE  KOHCYJbTAllMM [0 BOIpOcam
3aroJIHeHUS (opM
CocraBieHue  KajeHaapss  IpogecCHOHATBHBIX
MeponpuaTUil  JeTckux Oubmumorexk Poccuiickoi
deneparuu (€XKEroIHBIN U eKEeKBapTaIbHbIN ):
32 |cocTaBieHHe U pacchulka MHPOPMAIIMOHHBIX TiceM | exxerogHas u | 120,0
KBapTaJIbHAS
33 |coop m oOpaboTka monydeHHOM uHMOopMmaruy, | exeroqras u | 1200,0
BHECCHHEC B  KaJlCHIaph  NpodhecCHOHATBHBIX | KBAPTAIbHAS
MEPOIPUATHI
34 |yrouHeHHe nHpopmaruu 1o MIPOBOJIUMBIM | €KETOIHAS U 200,0
MEpOIPHUSATUIM KBapTajabHas
O630p mnyOnukanuii MPoheCCHOHAIIBHOW TTPECCHI
(exxeMecsuHO):
35 [oT6Op, MPOCMOTP U aHAJIM3 CTATEH B KypHaIax MecsTaHast 450,0
36 |uTeHue maTepuana MecsYHas 420,0
37 |HamMcaHWEe CTaThU MecsTuHas 400,0
38 |cmaua B oTaen pa3MeleHus nHopMaluy Ha cailTe MecsIYHas 10,0




39 |moarotroBka (peIaKTHPOBAHKE) €KEroHOM cBojgHOM | oauH otdeT | 18900,0
CTATUCTUYECKOW OTYETHOCTH CHCIIHATM3UPOBAHHBIX
o6ubnmnorex Poccuiickoit @eaeparuu, paboTaroNMX ¢
MOJIOJIEKBIO

40 | ocy1iecTBICHUE MOHMTOPHUHTA JEITEIbHOCTU oJlHa 105,0
CIICHMAIU3UPOBAHHBIX ~ OmOmuoTek  Poccuiickoit | nHpopmarus
denepanuu, pabOTAIONTUX ¢ MOJIOACKBIO JIJIST BBOJA
B 0a3y (€KeMEeCsYHO)

[Ipumeyanue:

- K HOpME BPEMEHH IIPU COCTABJICHUH JIOKYMEHTOB, PErIaMEHTHUPYIOUIUX JESITCIBbHOCTh PECIyOIMKAHCKUX, KPaeBBIX U
00J1aCTHBIX OMOJIMOTEK, MPUMEHSETCS TOBBIIIArONTUH KodpdunmeHT 1,5;

- BpeMsl IIPOBEACHUS JICKIIMH, KOHCYJIbTAIlMH, MPAKTUKYMOB, CTaXHPOBOK, MPAKTUKH, IMPEOBIBAaHUS B KOMAaHJIUPOBKE H
poBeieHUs] HHGOPMAIIUK 110 €€ Pe3yIbTaTaM B HOPMY BPEeMEHHU HE BXOJIHT.

4.12. PaboThl HAYYHO-OPraHU3aIl[MOHHOIO XapaKTepa

Tabnuua 82
N HanmenoBanue nporuecca, onepauun. Coctan Ennnanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4

[ToaroroBka u NpoOBEAECHUE TEOPETUUECKON, HAYYHO-
NPAKTUYECKOM  KOH(EpEeHLMH,  TeMaTH4YEeCKOro




CEMHUHAapa; MOUCK MEKIYHAapOJIHBIX CIELHUAINCTOB;
CONPOBOXKJICHUE MEXIYHAPOJIHBIX CIELHAINCTOB B
KauecTBE MEPEeBOJYMKA; IMHCbMEHHBIA IEPEBOJ
WH(POPMALIMOHHBIX MaTEepHalOB C pPYCCKOTOo Ha
WHOCTPAHHBIE S3bIKH

OnpeneneHue coctaBa OPrKOMUTETAa M yYaCTHUKOB OJTHO
KOH(epeHnH, ceMHuHapa; (QOPMUPOBAHUE U | MEPOIPUATH
YTBEPXKJICHHE TNPOrpaMMbl U IPUIIIACUTEIBHOTO e

owiera; OpraHU3allOHHBIE MEpOTPUATHS;

MOATOTOBKAa K W3JIaHUIO TE3UCOB; BBIPAOOTKA

MIPOEKTa pPEKOMEHJalui; (buHaHCOBO-

X031 CTBEHHOE oOecrieueHue KOH(epeHLnH,

CEMHUHapa; aHaJIU3 U OLEHKAa paboThl KOH(pEpEeHIUH,

CEMUHAapa; M0JIBEICHNE UTOTOB

KosnuecTBO y4aCTHHKOB:

1-100 5670,0
101 - 150 7560,0
151 - 450 9300,0
[ToaroToBka 17} IIPOBEICHUE ceMuHapa,

METOJUYECKOro AHS, 3aceAaHusi "Kpyrioro croia",

BeOMHapa

Onpenenenne YYaCTHHUKOB, PYKOBOJMTEIISA, OJTHO

JEKTOpPOB,  JOKJIAT4MKOB, CpOKa M  MECTa| MEPOIPUATH




NPOBEICHUS] CEeMUHapa, METOJUYECKOTO  JIHS, e

3aceaHus "KpyrJioro crona", BeOMHapa;

ompeiesIeHNe KOHTUHIEHTA YYaCTHUKOB; pa3padoTka

nporpaMMbl;  HH(OpPMALMOHHOE  OOECIeYeHueE;

BBIpabOTKAa TMPOEKTa PEKOMEHAAIMI; W3JaHue |

pacchbUIKa MPOrPaMMBbl; PETHCTPALUS YYaCTHUKOB;

TEXHUYECKOE COINPOBOXKJICHHE BeOMHapa:

oOecrieueHne  DJIEKTPOHHOM  KOMMYHUKATHUBHOMN

IJIOIIA/IKHU, TOATOTOBKA 3JIEKTPOHHBIX NIPE3CHTAINH,

KOHBEPTUPOBAHUE IMPE3CHTALUN Ha BJIEKTPOHHBIE

1aThOPMBI, JVCTaHIIMOHHAS HACTpoOilKa

KOMITBIOTEPHOTO ~ OOOpYyIOBaHMSI  CIIyIIaTeleH,

MpPEABAPUTEIILHOE  TECTUPOBAHME U  BEJICHUE

BeOWHapa; aHalIM3 W  OLEHKa  CEMHHApa,

METOMYECKOrO JIHS, 3acedaHusi "Kpyrjioro croja',

BeOMHapa

KonnyecTBo yyacTHUKOB:
4 11-50 1570,0
5 |51-100 3980,0
6 |101 - 150 6150,0
7 151 -450 8270,0

[ToaroroBka 3acenaHuil PEAKOJIIETUNA:
8 |yrouHeHue CpoKa M TOBECTKM 3acelaHus; OTOOp OJTHO 560,0




MaTePHAJIOB JJIT 0OCYKJICHHS M MOJATOTOBKA MX JUIsSI| 3acelaHue
KOITUPOBAHUS; OTIpE/ICIICHHE OTITMIOHCHTOB
(peleH3eHTOB); OMOBEUICHUE O 3aCEaHhM YJICHOB
PEAKOJUIETHH; PACChUIKA MAaTEpUajiOB IO TOBECTKE
3acemaHus; odopmieHuE IPEITIOKCHUMN,
BBICKAa3aHHBIX YYaCTHUKAMU 3aCCIaHus

Opranuzanusi 3aceaHuil TPOOJEMHBIX KOMHUCCHH,
COBETOB, TBOPYECKHUX KOJIJIEKTUBOB:

9 |ompeneneHre MOBECTKU JHSI U CPOKOB MPOBEACHUS OJTHO 940,0
3acefaHus, YTOYHEHHE COCTaBa  yYaCTHUKOB;| MEPONPHITH
MOATOTOBKAa  JIOKYMEHTOB, OpraHU3aIlMOHHbIE e

MeponpuaTus (OMOBEIICHHE O 3aCeIaHHH, MOJ00P
MaTepuaioB); o(hopMIIEHHE MPOTOKOJIA U PEIICHUS

[Ipumeyanue:

- MpU TIPOBEACHUHM MEPONPHUATHI Ha MEXKIyHaApOJHOM YPOBHE K HOPME BpPEMEHH TPUMEHSETCS TOBBIIIAIONINN
koaddurment 2,0; Ha GpeaepansHOM ypoBHE - 1,85;

- B HOPMY BPEMEHHU HE BXOJUT BpEMs MPOBEACHUS KOH(PEPEHIIMH, CEMUHApa, METOJINYECKOTO JIHS, 3aceqaHus "Kpyriioro
cToyia" ¥ BpeMsl, CBSI3aHHOE C U3JJaHUEM MaTepHaIOB KOH(PEPEHIINH, CEMUHAPA.

4.13. PenaktupoBaHuEe pyKOITACEN

Tabmura 83

N HaunmenoBanue npouecca, onepanun. Coctas Ennnanna Hopwma
n/ paboThI U3MEPEHHUsST | BPEMEHH,




MHH.

2 3 4
PenaktupoBanne  Hay4YHBIX ©  METOIUYCCKUX
MaTepuasoB
[IpoBepka W HCIpaBICHUE PYKOMHUCH B IPOIECCE
MOATOTOBKM €€ K Te4YaTH; YCTaHOBKA COOTBETCTBHS
TEKCTa HAy4YHBIM W JIMTEPATyPHBIM TPEOOBAHUSM,
dbopMe ® TEICBOMY HA3HAUYCHHIO  HM3JaHUS,
COTJIaCOBaHME BHOCHMBIX HCIIPABICHUN C aBTOPOM;
0pabOTKa PYKOIKCH:
peaakTupoBaHue MoHorpapuii, COOpHUKOB HAyYHBIX | OJMH aBT. 2840,0
TPY/IOB, HAYYHBIX OTYETOB, MPAKTUYECKUX TTOCOOUH JIUCT
pelaKTUpOBaHWE  METOJAMYECKUX  MaTepuajoB:| OJMWH aBT. 2500,0
MHCTPYKTUBHO-METOIUYECKUX TTHCEM, JIUCT
pEKOMEHIaIuH, KOHCYJIbTAIIHH, 0030poB
NeATEeIbHOCTU OUOINOTEK
pEIAaKTUPOBAHUE JIOKYMEHTOB, PETVIAMEHTUPYIOIIUX | OJUH aBT. 2400,0
JeSTEPHOCTh OWMONMMOTEK: YCTaBOB, IMOJIOKEHUH, JINCT
WHCTPYKLIHI
pEIaKTUPOBAHUE CTATUCTHUYECKUX TAOJUIl, YUYETHBIX | OJMH aBT. 1980,0
dhopmM, 0Opasion JIUCT
peIaKTUpOBaHUE MaTepraioB KOH(EepeHIi: | OJIUH aBT. 1050,0
JOKJIaJIOB, COOOIICHUI JUCT




Pacmmdposka ayJIno3anucen (MaTepuayioB
KOH(epeHIIniA, COBEIIIAHMH ):

6 |Habop TekcTa ¢ ayauodaiina OJIH aBT. 2400,0
JUCT
7 |pemakTupoBaHME HAOPAHHOTO TEKCTa OJIVH aBT. 1200,0
JIUCT
8 |KOHTpPOJNBHOE peaKTUPOBAHNE OJIMH aBT. 120,0
JUCT
PenakrupoBanue MOMYJISPHOTO
oubmuorpaduueckoro mocodusi, peTPOCIEKTUBHBIX
HAyYHO-BCIIOMOTATENbHBIX yKa3aTenei, 0030poB,
CIIpaBOK, pedepaToB, aHHOTAIUH:
9 |pemakTupoBaHHE MOMYJISIPHBIX OMOIMOTrpadUUYECKUX | OJMH aBT. 2640,0
MoCcOOWi:  TeMaTHYecKux  Oubimorpapuyeckux JIUCT
yKazaresieu, CIIPaBOYHUKOB
10 | penakTupoBanue PETPOCHEKTUBHBIX HAay4YHO-| OJIMH aBT. 2100,0
BCIIOMOTaTEJIbHBIX YKa3aTeeu JIUCT
11 |penakTrpoBaHUE AHATUTHYECKUX 0030POB, CIIPABOK,| OJUH aBT. 1080,0
aHHOTalMi, pedepaToB, CBOAHBIX pedepaTUBHBIX JIUCT
0030p0B, dKCcIpecc-uHPOpMAITHIA
12 | penaktupoBanue oubnuorpaguueckoit 3anucu OJIHA 3aMHUCh 4,6
13 | KOHTpOJIEHOE pEAAKTHPOBAHHE OJIHA 3aIUCh 6,2




[Tpumeuanue: npu peAaKTUPOBAHUHM CMEIIAHHOTO TEKCTa K HOpME BPEMEHHU MTPUMEHSIETCS MOBbIIatonuil kodgduuuenrt 1,1.

4.14. BcnomorarenbHO-TeXHUYECKas: paboTa

N HaumenoBanue nporiecca, onepaiuu. Coctan Enununa Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
1 |o3HaKOMJIEHHE C MaTEPHATIOM OJIMH 10,0
JTOKyMEHT
2 |pemakTUpOBaHHE MATEPUATIOB OJIMH 12,0
JIOKyMEHT
4.15. PabGoTa 1o opraHuzaiuy Tpyaa v YIpaBJICHUIO
N HanmenoBanue nporuecca, onepauun. Coctan Ennnanna Hopwma
i/ paboThI U3MEpPEHUsI | BpPEMEHH,
| MUH.
1 2 3 4

TabOmura 84

Tabmura 85



[1nanupoBanue paboThI

Coop, aHanu3 HCXOJHOU nHpopManmu;
OTlpe/ieNieHue OCHOBHBIX 3a7a4 To0Jla, YTOYHEHHE
CPOKOB  BBIMIOJHCHHSI ~ 3aJlaHWi,  HAlHMCaHWE

OOBSCHUTENFHON 3alUCKH; IMOATOTOBKAa MPOEKTa
maHa K oOCYXXJICHHIO Ha BCEX YPOBHSIX, JO0pabOTKa
nocie OoOCYXJEHHs; MpEICTaBICHUE IUIaHa Ha
COrJIaCOBAaHUE U YTBEPKIACHUE:

OJHH IIIIaH

IU1aHa OMOJIMOTEKHU 6240,0
IJ1aHa OTJAea, CEKTopa 2740,0
WHIUBUTyJIBHOTO TIJIaHa 370,0
ExxenneBHBI  y4ueT paboOThl B CTPYKTYPHBIX

MO/Ipa3IeICHUSAX:

CTaTUCTHUYCCKUHT yder 3aMMCaBIINXCs | OJHA 3aIHCh 2,8
(mepeperucTpUpPOBABIINXCS ) YUTATEIICH

CTaTUCTUYECKUN YYET KHUTOBbIJIay, MOCEIICHUIN OJTHA 3alUCh 8,6
y4eT UuHPOpManoOHHO-O0nOIrorpaduyeckoil paboThl | O/THA 3aITUCH 2,7
0 YCTaHOBJICHHOM (popme

y4YeT BBITTOJTHEHHBIX CIIPABOK 0JTHA 3aIHCh 2,7

ExenneBHbIi yder aOOHEHTOB, MOJB3YIOIIUXCS
MPBA:




8 |cTaTUCTHYECKHI y4eT aOOHEHTOB, IMOJB3YIOIIUXCS | OJHA 3aMKCh 2,7
MBA

9 |craTUCTHYECKMII  y4eT TIOJYYEHHBIX  3aKa30B,| OJHA 3aIKCh 9,8
BBIJJAHHBIX JIOKYMEHTOB

10 |cTaTUCTHYECKUH ydeT 3aKa3oB, MEPEHAIPABICHHBIX | OJTHA 3aIHCh 2,7
B JIpyrue OuOImoTeKu

11 |3anuce wtorm pabotel B "J[HEBHUK paboOTHI" | OJHA 3aMKCh 3,2
nojApaseacHus OuOInoTeKH

12 \MHIUBUAYAIBHBIA y4YeT: €KEIHEBHOE 3aIlOJIHCHHUE | OJHA 3aIHCh 2,7
JUCTKA yd4eTa TpyJo3aTpaT WIM JHEBHUKA PabOTHI
oubmmoTexaps
CBOJHBIN CTATUCTUYCCKHUM YyUET 10 OMOJIMOTEKE
Yucao untaresieil, KHUTOBbIJa4, ITOCCIICHUI M MHOM | OJIHA 3aIlHCh
nH(pOpMAIH; MOABEICHNE UTOTOB CTATUCTUICCKUX
MAHHBIX 10 OMOJINOTEKE:

13 |mecsn 528,0

14 |kBapTan 792,0

15 |rox 1080,0
Cratuctuyeckuii yuet B pexxnme AC:

16 |BBOJ CTaTUCTHUYECKUX MAHHBIX C KOHTPOJIHHOTO| OJIWH JIUCT 0,16

JIUCTa




17 |cBOIHBIA CTAaTUCTUYECKUM Y4YeT 110 OMOJMOTEeKE| Ha MecsIl 120,0
(umciao ywuTaTenaed, KHUTOBBIAAY, TOCCIHICHUN W
MHON UH(POPMALIIH )
IlonBeneHne WTOrOB CTATUCTUYECKUX MAHHBIX MO| Ha MECSII]
oubnnoTexe:
18 |mecsn 0,27
19 |xBapTan 0,27
20 |rox 0,27
CocraBieHHE OTYETOB:
21 \mpueM  TIJIAaHOBO-OTYETHBIX  JOKYMEHTOB  OT OJINH 13,0
CTPYKTYPHBIX  MOJAPA3JAEICHUHM €  TPOBEPKOM| HJOKYMEHT
IOJIHOTHI COCTaBa; COCTABJICHHUE CBOJHOM TaOJHIIBI
OCHOBHBIX IIOKa3aTeje
CocraBjieHHE AHAIMTUYECKOTO OTYETA: aHaAJIW3| OJUH OTYET
NEATEeIbHOCTU  TMOJIpa3iesiecHuii W OMOJIMOTEKH,
OTMETKAa H3MEHEHHUsS 3a T0J, HalMCaHHE TEKCTa,
MIPE/ICTABJIICHUE HA COTJIACOBAHUE U YTBEPIK/ICHHE:
22 |oTyeT OMOIMOTEKH 3a TO 3980,0
23 |0T4YeT OT/IeNIa, CEKTOPa 3a T/ 1320,0
24 |MHAVBUYaBHBIN OTUET 3a TOf 586,0
CocraBnenne (PUHAHCOBBIX OTYETOB OO OIIaTE IMO| OJWUH OTYET




BHUIaM ILIATHBIX YCIIYT:

25 |3a mecs1t 510,0

26 |3a KBapTal 840,0
CocraBiieHue oT4yeTa A1 YUTaTeIel U HaCeIeHUS:

217 |ompenieseHue CpoKa MPOBEACHUS OTUYETa, MTOBECTKU OJTHO 1580,0
JHS, OIOBEIIEHHEe O JHE OT4YeTa YHuTaTeseH,| MEepOnpHsITH
HaceJICHHs; BBINTYCK CTEHTa3eThl; ogopMICHHE e
MPOTOKOJIa, 3aMEYaHUN U MPEIJIOKCHUNA YNTATEIIEH,

HacCeJICHHs, COCTaBJICHHUE TIJIaHa UX Pean3alliu

[ToaroToBka NMpoW3BOACTBEHHBIX COBEIIAHUI

OmnpeneneHre IMOBECTKU JHS, Kpyra Yy4YacTHUKOB, OJHO
MOATOTOBKA  CIPaBKH, JPYTUX  MEPOINPHUSATHMN,| COBEIIAHUC
MPOCKTa  PCIICHUS; OMOBCIICHHE YYaCTHHKOB

COBEIIaHUS;, TOATOTOBKA OMEIIIEHHUS:

28 |comemnianue pabOTHUKOB OMOINOTEKN 320,0

29 |comenianue paOOTHUKOB OTIENa 264,0

30 |coBemaHue Mo UTOraM MPUHATHIX PEIICHUN C LIEJIbIO OJIHO 27,0
OIICHKM WX  Pe3ylbTaToOB, MPOW3BOJCTBEHHBIC| COBEIIAHUE
COBEIL[AHMUS 10 UTOraM T'oJa

31 |onepatuBHOE COBEIIAHUE (I PEIICHUS TEKYIIUX OJTHO 22,0
IIPOM3BO/ICTBEHHBIX 3a71a4) COBEIIlaHuE




OpranuzaimonHas (onepaTuBHas) padoTa:

32 | ToKyMeHTalnbHOE O(opMIICHHE peXruMa padoThI OJIVH 268,0
otnena (cocraBiieHre Tpaduka padbOThI, OTIYCKOB M| JTOKYMEHT
JIPYTUX JTOKYMEHTOR)
33 |o0ecmieueHue KOHTPOJIS 3a BBIITOJIHEHHEM OJHO 4,4
MIPOM3BOJICTBEHHOTIO 3aJaHUS U KAUYECTBOM PaOOTHI 3aJlaHHe
34 |obecrieuenne KOHTPOJIS 3a HACIIOJTHEHUEM OJINH 8,8
VOPABJICHUYECKOTO PEIICHUs, TpUKa3a, YKa3aHWsA| JTOKYMCHT
TUPEKTOPA, 3aM. TUPEKTOPA, 3aB. OTACIIOM
35 [3akiroueHue, MPOJJICHHWE J0roBopa ¢ (Gupmamu, OJIMH 840,0
MIPEANPUATHSIMH, OpraHU3aIHSIMH, YaCTHBIMH |  JIOTOBOP
MPEANMPUHAMATEIIIMA
36 |cocTaBieHNE KaJIbKYJISIUU IIEH Ha IUIATHBIE YCIYTH OJIMH 3340,0
JIOKYMEHT
37 |BBIIUCBHIBAHUE CUETA, KBUTAHIIUU OJIMH 13,4
JIOKYMEHT
38 |cBepka orIaThl CYETOB OJINH 13,8
JTOKYMEHT
Jlesonpon3BoaCcTBO:
39 |mpueM | perucTpanus BXOSIIeH KOppeCIoHICHITUN OJINH 5,6

JOKYMEHT




40 |obecrieueHrE  KOHTPOJISI 32  CBOEBPEMEHHBIM OJINH 5,6
WCITOJTHCHHEM JIOKYMEHTa JTOKYMEHT

4] |cuctemaTh3amysi Y OOMIIMBKA  HWCHOJIHEHHBIX OJINH 5,6
JIOKYMEHTOB B COOTBETCTBUM C HOMEHKJIATYPOM JIeNT | JTOKYMEHT
Pabota B pexume AC:

42 |peructpans BXOZSIIEH KOPPECTIOHACHIIMU: BBOJA B OJlHa 7,6
0azy JIaHHBIX KOHTPOJBHOW KapTOYKU (JaTra| KapTOYKa
MOCTYIUICHHUS, UHACKC JOKYMEHTa, KOPPECIIOHEHT,

JaTa, WHACKC TOCTYIHUBIIETO TOKYMEHTa, KpPaTKOe
coJiep kaHue, PE30JTIONNsI, KOMY HaIlpaBJyIcH)
43 | o0ecrieueHmne KOHTPOJIS 3a HWCHOJIHEHUEM | O/THA 3aIIUCh 4.6

JOKYMEHTa: BbIBOJ HA DHKpaH KOHTPOJIbHON
KapTOYKH, BBOJ B Hee MH(POPMALIUHA 00 UCTIOJTHEHUU

HpI/IMe‘-IaHI/IeI BPpCM ITPOBCACHUA OTUCTA IICPCT YUTATCIIAMU, HACCIICHUCM, COBeHlaHI/If/'I B HOpMY BPECMCHH HC BXOOUT.

4.16. O6cnyxuBaHKe yAaJCHHBIX MOJIb30BaTENEH

N HanmenoBanue nporuecca, onepaunn. Coctan Ennnanna Hopwma
i/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.

1 2 3 4

Tabmura 86



Perucrpanus mosap3oBaTesieil B peKUME OHJIANH:

IIPOBEPKA 3aIMCH MMOJIB30BaTENS B OUOINOTEKY OJIVH 1,0

M0JIb30BaTell

b

o0paboTka ¥ BBOJ (aMwiNKk, HWMEHHU, OTYECTBa OJINH 2,5
MOJIH30BATEJIS U aJIpeca ero AJIEKTPOHHOM MOYTHI AJIEKTPOHHBI

i hopmysip
COCTAaBJICHWE IMCbMa C YKa3aHWEM JIOTHHA W OJTHO 2,5
CTCHEpHUPOBAHHOTO CHUCTEMOM TIapoJis, | JICKTPOHHOE
MPUKPEIUICHHE  WHCTPYKIIMU  TOJB30BAaHUSA M| THCHMO
OTIPABKa €T0 1O JIEKTPOHHOM MOYTE IMOIH30BATEITIO
OO0cnyxrBaHUE MOJIb30BaTEIEH B PEKUME OHJIANH:
KOHCYJIbTALMSl MO HCMOJIb30BAaHUIO MHTEPAKTUBHOM oJlHa 5,0
b/l xkHur KOHCYJIbTAIA

s

COIIPOBOXK/ICHUE BUPTYJILHOM KHUTOBBIIAUM: | OIMH 3aKa3 7,0
dbopMHUpoOBaHUE 3aKa3a HAa BUPTYAIbHOW KHUKHOU
TTOJIKE
Boirpy3ka u3 AC HOBBIX TMOCTYIUICHUH 3a| oAuH (aiin 5,0
OTIpe/IeTICHHBINA TIEPUOJ] BPEMEHH B BUJE YKa3aTels
HOBbIX noctyriennit (Y HIT)
pa3MellleHre HOBBIX TMOCTYIUIEHWH JOKYMEHTOB Ha| OAMH (aiin 1,5

calTe OMOJMOTEKMU: CO3JaHHuC 3aroJIoOBKa aHHOTalluu




npukperienue ¢aina(o)

8 |paccbulka TIO DJIEKTPOHHOW TIOUTE yNAJICHHBIM OJTHO 1,5
TIOJTb30BATENSIM uHbOpMAaITUU 0 HOBBIX | 2JIEKTPOHHOE
MOCTYTUICHUSX IOKYMEHTOB TUCHMO

9 |uH(pOpMAIMOHHOE COMPOBOXKICHWE CalTa, MmopTaia OJIHO 1,5
U CTpaHUI] B COLHAJIBHBIX CETAX: CO3/JaHHE| COOOIICHHE
3aroJIOBKa aHHOTAIlMU TPUKpeIuieHne (haiioB
Pabota ¢ caiitoM oTaena OMOIUOTEKH
Pabora ¢ HOBOCTSIMU OT/IETA!

10 \moxgroroBka Marepuana kK nyonukanuu (rpecc- OJIMH 1050,0
peIn3, MOCT-PEIIn3, CTaThs) TICYaTHBINA

JUCT
11 | pa3mMernieHue HOBOCTH Ha CalTe OJIHa 10,0
HOBOCTh
12 | pa3mMenieHre HOBOCTH B COITUATTBHBIX CETIX OJIHa 10,0
HOBOCTh

13 |oTpaBKa HOBOCTHOTO COOOIICHUSI JIJIST Pa3MEIICHUS OJTHO 10,0
Ha caliTax MapTHEPOB cooOIIeHHE

14 | mon0op UILTFOCTpAIK K HOBOCTH OJIHa 5,0

WLTIOCTPAIIH

A




Pabora ¢ ororanepeeit ornena:

15 | porocremka OJIHA ChEMKa 30,0
16 |moabop doTtorpadumuii oJlHa 3,0
dororpadus
17 |oOpaboTka gotorpaduii ¢ MOMOIIBIO TPaPUIECKOro OJlHa 15,0
penakropa doTorpadus
18 |coznmanme doToranepen OJlHa 15,0
doToranepes
19 | no6aBnenue noanucei k hororpadusm oJlHa 2,0
dboTorpadus
Pabota ¢  MOJHOTEKCTOBBIMH  MaTepHajaMH,
OoubamorpaduuecKUMH CIIMCKaMU Ha CauTe:
20 |dbopmaTupoBaHMEe MAaTEpUATOB I IyOJHUKAIIUU OJIMH 20,0
(nepeBon B mpyrue Qopmartkl, JeJIeHWe Marepuaia| MaTepuall
Ha YacTH)
21 |nobGaBrieHre omMMCaHUS K Marepuany (aHHOTAIus, OJIH 10,0
KJIro4YeBbIie cioBa) - 1000 3HakoB Marepua
22 |3arpy3ka MaTtepuaia Ha BHEIIIHUN CalT OJIH 15,0
MaTepua
23 |0OHOBJIEHHE CMOHUCKA MYyOJUKAIUi COTPYIHHUKOB OJlHa 2,0

oTzaeaa

oubsmorpad




HNYCCKasid
3aIIuCh

PenaktupoBanue u oOHOBIeHHUE HHPOPMAIMU Ha
caure:

24 | penakTupOBaHUE MaTEPUAIOB OJIHA 3aITUCh 2,0
Coszmanne  (GoOpMBI  DJIEKTPOHHBIX  OIMPOCOB
(3KCHIpecc-onpoc, OHJIaiH aHKETUPOBAHUE):

25 |co3naHue U pa3MeIIeHUe BOIIPOCOB Ha cailTe OJIMH BOTIPOC 6,0

26 |co3maHue CTpaHUIIBI OIpoca M J00aBJICHHE KOJa C oJHa 15,0
camra CTpaHula
Co31aHne HOBBIX Pa3/IeJIOB HA CANTE:

27 |co3manue OJIH pazel 15,0
PenaktupoBanve u 0OHOBIIEHHE MHPOPMAITMOHHOTO
KOHTEHTAa Ha CaulTe:

28 |pemakTUpOBaHME CTATEH, pa3MEUIEHHBIX Ha calTe 0JlHa 10,0

HOBOCTb

29 |mouck u otOop MH(pOpMaALUU AJIA PEAAKTUPOBAHUS 20,0
craTucTudeckou b/

30 | ooHOBACHHME 3amucei b/l OJIHA 3aIIUCh 50

31 |BHeceHHe HOBBIX 3amucei B b1 OJIHA 3alUCh 10,0




O6paboTKa JOKYMEHTOB JIJISl 3arPy3KH Ha CaMT:

32 |penaktTupoBanue W ¢GopMaTHPOBAHME  TEKCTa| OJIUH aBT. 60,0
JTOKYMEHTa JUCT
33 | KOHBEpTUPOBAHKE TOKYMEHTA U3 OJHOTO (popmarta B OJIMH 10,0
apyrou popmat JOKYMEHT
34 |3arpy3ka Ha BHEIITHUE PECYPCHI OJIUH 15,0
JTOKyMEHT
35 |pa3meleHre Ha caiTe oTena OJIMH 10,0
JIOKYMEHT
3anogHEeHUE CTPAHUIBI OTAENa B  COIMAIBHBIX
CeTAX:
36 |mouck 1 0TOOP HOBOCTEH Ha BHENTHUX pecypcax OJTHa 24,0
HOBOCTb
37 |cocTaBiieHHE aHHOTAIIMA K HOBOCTSIM OJIHa 15,0
HOBOCTb
38 |pa3melieHre 1MocTa Ha CTPaHMIIe OTesa oJHa 5,0
HOBOCTb

4.17. Onpenenenre KHUTOOOECIIEUEHHOCTH Y4eOHOTO Tpoliecca B 0aze ganubix AC
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N HaumenoBanwue nporecca, onepanun. Cocta Enununa Hopma

n/ paboThI U3MEpPEHHUS | BPEMEHH,

1| MUH.

1 2 3 4

1 |mouck omnpeneneHHOW AUCHUIUIUHBI  Y4eOHOTO oJHa 1,0
nporiecca B mojayie "KuuroobecrnedeHHOCTh" JTUCIUIIIIMHA

2 \mouck B 0Oaze gmanHBIXx AC  JTOKYMEHTOB, oJHa 10,0
MOAXO/SIUX IS BBIOPAaHHOW  JWCHWIUIMHBI | TACIIATIINHA
(OCHOBHOI  CIIMCOK), B pEXKUME MPOCTOIO U
pacCIIMPEHHOr0 MOKCKa

3 |mpocMOTp  KaXAOro  JOKyMEHTa IO  BCEM OJINH 60,0
napaMeTpaMm JJIsi  ONpENeSICHHs] HEOOXOJAMUMOCTH | JOKYMEHT
BKJIIOYEHUS] €ro B CIHCOK, OTOOpP BBIOpPAHHBIX
JIOKYMEHTOB (7100aBJI€HHWE K MMEIOIMUMCS TOJISIM
eIe OAHOI0 MoJis " mucIUIInHA ")

4 | nmpucoeIUHEHUE OTOOpaHHBIX JIOKYMEHTOB oJHa 5,0
(ocHOBHOI CITUCOK) B MOJyJI€ | TUCHUTUIMHA
"KuuroodecrneuyeHHOCTh" K ONpEeECTICHHOU
TUCLUATUIHHE

5. TumoBkIe OTpaciieBble HOPMBI TPYJa Ha pabOThI, BHITIOTHSIEMbIE
B JIETCKHX, FOHOIIIECKUX OMOIMoTekax, B onoanorekax HUN,
0o0pa30oBaTeIbHBIX YUPEKACHUHN (HA OCHOBE aBTOMATU3UPOBAHHBIX
CUCTEM YTIPABIICHUS MTPOIIECCAMM )



5.1. KommiekroBanue ¢hoHI0B

N HaunmenoBanue nporuecca, onepanuu. Cocta Enununa Hopma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
1 |mpuem u or6op miis (POHIOB HOBBIX MOCTYIUICHHIH, OJIVH 3,6
MOJIYYEHHBIX 1O COMPOBOJAUTEILHOMY JTOKYMEHTY -| JTOKYMEHT
JUCTY FOCYJAPCTBEHHOMN pEerucTpariu
2 |TexHU4eckas o0paboTKa JOKYMEHTOB OJIMH 4,5
JIOKyMEHT
3 |BBOJ JOKYMEHTOB B 0a3y naHHBIX (B/) OJINH 4,5
JTOKyMEHT
5.2. bubnmorpadudeckoe onucanrue U NHACKCUPOBAHUE TOKYMEHTOB
N HanmenoBanue nporuecca, onepaunn. Coctan Ennnanna Hopwma
i/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
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1 |popmupoBanue OubIMOrpaduueckoil 3amucu Ha| OJHA 3aMKCh 18,0
JOKYMEHTBI Ha PYCCKOM S3bIKEe (OmucaTenbHas
KaTajoru3anus)
2 |popmupoBanue OuOIMHOrpadUUecKoOil 3amucu Ha| OJHA 3aMKCh 27,0
JIOKYMEHTBI Ha MHOCTPAHHBIX €BPONEHCKUX SI3bIKAX
U s3bIkax HaponoB Poccuiickon denepanuu, Kpome
pyccKoTO (omucaTenbHass KaTaIOTH3aIlis)
3 |MHJEKCUpPOBaHHME JOKYMEHTOB (COJEp)KaTelbHas | OJHA 3aIKCh 18,0
KaTaJioru3aiusi)
5.3. Pabora c karajioramu
N HaumenoBanue nporiecca, onepaiuu. Cocras Enunawnna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
N MUH.
1 2 3 4
[ToaroroButenwpHas padoTa:
1 |pa3bop kapToyek sl pacCTaHOBKU B aj(aBUTHbBIE 0JlHa 0,5
KaTaJIOTH KapTOYKa
PenaktupoBanne  TreHEpambHOTO  an(aBUTHOTO 0JTHa

KarTajora.

KapToyKa

Taomura 90



2 |katajor - ctapsii psa (mo 2000 roma) 1,0

3 |katajor - HoBbIH psf (¢ 2000 rona) 0,5

4 |KaTajor - HWHOCTPAaHHbIE E€BPOIECUCKUE S3BIKU U 1,0
SI3BIKK HApOJI0B Poccum, kpoMe pyccKoro

5 [pazbop KapTOuyeK TUTSt pPacCTaHOBKH B 0JIHa 0,3
CHUCTEMATHYCCKUEC KaTAJIOTH KapTO4YKa

6 |pemaktupoBaHue ['eHEpalbHOIO CHUCTEMATUYECKOTO 0JIHa 0,5
karanora (I'CK) KapTouyKa

7 |penakTUpOBaHUE OpUTHMHAJI-MaKeTa B3 Ha oJlHa 0,3
OJIHOYACTHBIC JJOKYMEHTBI KapTouKa

8 |pemakTupoBaHWE  OpUTHHalI-Maketa b3  Ha 0JIHa 0,45
MHOTOYAaCTHBIC TOKYMEHTBI KapTO4YKa

9 |penmakTupoBaHHWE 3aMKMCEH HA €IWHUIIBI XpPAaHCHHUS B| OJHA 3aIHCh 54
I[IO no wu3BEHIEHUSIM O BHECEHUM HU3MCHECHUN B
KaTaJIOTH, TIOJYYCHHBIMH €3 TEXHOJOTHYECKOTO
otaena (TO)
PenaktupoBanue oubmmorpaduaeckux 3anuceit (b3)| oxna 3anuch
(xoHTpOIBHBIE 1O opmarta u Tekcta b3):

10 | penakTrpoBaHNE KOHTPOJIbHBIX MOJIEH opMarta 5,4

11 | penaktupoBanue tekcra b3 5,4

12 | penaxtupoBanue 6ubanorpaduueckux 3anuceit (b3)| oana 3anuch 5,4




B [1O (BBenenue nnaexkcoB bBEK B b3)

13 |dopmupoBanue b3 B IIO ¢ wucnosb30BaHUEM | OJIHA 3AMKCH 12,0
cBoaHoro karanora Poccuiickon denepanuu
14 |penaktupoBanne b3 Ha MHOro4acTHbIE JTOKYMEHTHI| OJIHA 3aIHCh 12,0
B [1O
5.4. Pabora ¢ ponmom
N HanmenoBanue npouecca, onepaunn. Cocta Ennnanna Hopwma
1/ paboThI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
[ToaroroButensHas padoTa:
1 |moaroTtoBka paboYMX MECT; OpraHHU3aIs padovero OJTHO 5,0
MecTa: TOJAKJIIYeHHe KommbioTepa, Bxoa B OPAC,| pabGouee
MPOBEpPKA AJIEKTPOHHOM IMOYTHI, PACChUIKA OTBETOB MECTO

Ha 3ampochl; TMOATOTOBKA 3ama K pabore:
opraHu3anus padOYWX MECT YHTATelIeH, BIIaKHAS
00paboTKa MOHHMTOpAa  KOMIIbIOTEpa, CTaHIIHUU
caMOOOCITy)KNUBaHUSA,  MOHUTOpPA  DIIEKTPOHHOTO
Karajora, paccTaHOBKa (pa3MelIeHHe KHWKHOTO
MacCHBa, CIAHHOTO TOCIe MPEABIAYIIET0 padodyero
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IHS, Ha  MOJIKAX  OTKPBITOrO  JOCTyHa),
O3HAKOMJIEHUE C MEPUOJIUKON U C HOBOCTSIMU B CETH
"UHTepHet"

MOJIy4YeHHE JOKYMEHTOB C BBICTABKM HOBBIX | OJIHA MAPTUS 16,0

MOCTYIUICHUH (TIpU y4acTHH 4-X 4eJIOBEK) (100
JIOKYMEHTOB)

IMpUeM  HOBBIX mocTymieHuid B [Iporpamme | ogHa maprtus 12,0

nepeJayu; CBEpKA HAJIWYUs KHAT B TMApTUUA C (200

COMPOBOJAUTENLHBIM JOKYMEHTOM JIOKyMEHTOB)

O0paboTKa HOBBIX MOCTYIICHUN

[lepBuuHblii  pa30op  HOBBIX  MOCTYIUICHWI; | OJHA MAapTHUs 26,0

MPOCTABJIICHUE IITEMNENs] Ha TUTYJIbHOU U 17 (100

CTpaHMIIAX KHUTH; aKTUBAIUS U PEAAKTUPOBAHHE B| TOKYMEHTOB)

AJIGKTPOHHOM KaTtajiore; rnedarb MHBEHTapHOTO N U

MIPUKJICUBAHNE PagOMETKH (emMHUYHBIC

AK3EMIUISPHI)

Paz6op JIOKYMEHTOB IS ONpEaCTICHUS OJTNH 1,0

pPaccTaHOBOYHBIX MIH(PPOB JTOKYMEHT

[IpeaBaputenbHasl cuCTeMaTH3alUA  JTOKYMEHTOB OJIUH 1,0

IPYIIOBOM 00paboTKH VTS ONpEeNIeNICHUsI | JTOKYMEHT

MOJIOYHOTO MHJIEKCa

[udpoBka TOKYMEHTOB: OJINH

JOKYMEHT




7 |c nByms mmmdpamu (1 - "BUpTyaabHBINA") 1,0
8 |0e3 mmdpa 1,8
9 |mOCBUIBI 3,6
10 |BBOA mmdpa 0,5
[IudpoBka TOKYMEHTOB I'pyIIIOBOI 00pabOTKHU: OJIVH
JIOKYMEHT
11 \mpenBaputenbHas cuctemaTuzaius (BBOJ HHJEKCA 1,0
otpaciu 3Hanud no tabauuam BBK B OK)
12 |neranpHass cucTemaTu3anus (BBOJ — IOJIOYHOTO 1,0
nnjaekca bBK B OK)
13 |o6paboTka JIOKYMEHTOB Ha WHOCTPAHHBIX OJIMH 3,6
EBpONEHCKUX S3bIKaX JIOKYMEHT
14 |06paboTka JOKYMEHTOB Ha HAIlMOHAJIBHBIX SI3BIKAX OJINH 45
Hapo10B cyObekToB Poccuiickoit deneparumn JIOKYMEHT
15 |npuem u o6padoTka qokymenToB X VIII - XIX Ba. OJIVH 8,0
JTOKYMEHT
16 |mpuem u o0paboTka OTEYECTBEHHBIX OJINH 1,8
nepuoanueckux uzganuii uz 3TINU JIOKYMEHT
17 |mpuem u 06paboTKa MHOCTPAHHBIX MEPUOTUIECCKUX OJIH 1,8

n3naduit u3 3TIIU

JOKYMEHT




18 |nepemudpoBKa JOKYMEHTOB OJIUH 27,0
JTOKYMEHT
19 |BBOA Oap-kona qokyMeHTa B OK OJIMH 2,6
JOKYMEHT
20 |{mepemaua  moxkymeHTOB Ha sapyca @b  B| omHa maptus 26,0
JTMCTIETYEPCKON IporpaMmme (200
JIOKYMEHTOB)
OO6cnyxuBanue uyntareneid u aboHeHToB B Ob:
21 |BpIMOSIHEHWE  TpeOOBaHMM, IMOCTYIHUBIIMX IO OJTHO 1,0
AIIEKTPOHHOMY 3aKa3y TpeboBaHMe
22 |B3aUMOpACUYET CO CTPYKTYPHBIMU MOJPA3ACICHUSIMU | OJIHA TTAPTHUS 14,0
OubIMOTEKN (200
JIOKYMEHTOB)
23 |paboTa C 3a0KEHHOCTBIO: COCTABJICHHE IO Oa3e OIINH 1,8
YUTAIBHOTO 3ana CIHCKa 3aJI0JDKHUKOB; |  JIOKYMEHT
COCTaBJICHHE 0 0a3e IEeHTpaIbHOW Kadeapsl

CIIMCKA 3a[0/DKHHUKOB; BBIAEIEHUE U3 OOIIETO
CIIMCKA 3a00/KHUKOB OHOJIIMOTEKH 3a0’KHUKOB;

€KETHEBHBIN KOHTPOJIb JOJIKHUKOB C
HAallOMMHAaHUEM O  HEOOXOJUMOCTHM  BO3Bpara
3aiepKaHHBIX ~ KHWT;  aHaiuu3  3((PEeKTUBHOCTU

MPOJICIAHHON PabOThI

Obecnieuenne coxpaHHOCTU (HOHIOB:




24 |MOArOTOBKA JIOKYMEHTOB Ha MUKPO(DHIBMUPOBAHUE OJINH 5,4
¥ CKaHHUPOBAHUE JTOKYMEHT
25 |mepenaya TOKYMEHTOB Ha MUKPO(PUILMUPOBAHKE U | OJTHA MMApTHUS 16,0
CKaHHPOBaHHUE (20
JIOKYMEHTOB)
Caepka ¢donza ¢ 31eKTpoHHbIM Katanorom (JK): OJIVH
JIOKYMEHT
26 | 0THOYACTHBIC JOKYMEHTBI 1,8
27 | MHOTOYaCTHBIE JOKYMEHTHI 3,6
28 |mpoBepKa JI0CTyMa K 3JIEKTPOHHOMY PECYpPCy OJIMH 5,4
JIOKyMEHT
5.5. CapaBouHo-0ubnuorpaduueckoe 00CIyKuBaHUE
N HanmenoBanue nporuecca, onepamnn. Cocta Ennnanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.
1 2 3 4
Brinonxenue YCTHBIX oubamorpapuyeckux
CIIPABOK:
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1 |moaroroBka pabouux MecT €)K€ THEBHO 13,0
2 |©KEIHEBHbIH CTAaTUCTUYECKUM Yy4YeT CHPaBOYHO-| €KETHEBHO 13,5
oubmorpaduueckoro o0CIyKuBaHUs YUTaATEICH
3 |u3ydeHue OTpULATEIbHBIX OTBETOB Ha| €XKEIHEBHO 13,5
oubmorpaduueckue 3amnpockl C LEJIbI0 BBISBICHUS
Opaka
4 |mpuem 3armpoca Ha BBITIOJTHEHUE | OIFH 3a1pOC 10,0
oubmorpaduuecKkoit cripaBKu
S5 |odopmileHre KOHTPOJIBLHOTO JIUCTKA MOJIb30BATEIS OJIVH 1,0
M0JIb30BaTel
b
6 |TemMaruueckas ycTHas Oubiuorpaduueckas cpaBka OJIHa 17,0
crpaBKa
7 |ampecHas ycTHas CIipaBKa OJTHa 8,0
crpaBKa
8 |yTouHsmomas yctHas oubnuorpaduueckas cpaBka 0JlHa 18,0
cripaBKa
9 |daxrtorpaduueckas yctHas OuOmmorpaduueckas OJIHa 15,0
CIpaBKa crpaBKa
10 | opuenTupyomas KOHCYIbTaIUs OJlHa 6,0
KOHCYJIbTAIIH

A




11 |6ubnmorpaduueckas/daxkrorpaduueckas  crpaBka 0JTHa 12,0
1o TenaeonHy CIpaBKa
BrimonHeHne MHCBMEHHBIX —OMOMHOrpadUuecKux
CTIPaBOK:

12 |lmpuem um perucTparus MHCBMEHHOTO 3ampoca B| OJWH 3ampoc 3
OpraHU3alMOHHOM TPyTIe

13 | nucneTyepu3alysl MUCbMEHHBIX 3aPOCOB B TPYMIE| €XKEIHEBHO 60
CBbO

14 |peructpamusi  3ampoca B KypHaje  ydeTa| OJlHA 3alHCh 3
MMUCbMEHHBIX cpaBoK rpymmsl CEO
[lucbMeHHas TeMaTH4ecKasi CIipaBKa:

15 | TemaTnyeckas crpaBka 1-Off CTENMeHW CIOKHOCTH: OJIHa 1200,0
hi (o 25 Ha3BaHUM, c MPOCMOTPOM |  CIIPaBKa
oubrorpauuecKux UICTOUHUKOB

16 | TemaTuyeckas crpaBKa 2-OH CTEMEHU CJIOKHOCTH: OJIHa 2900,0
CBBILLIE 25 Ha3BaHUM, C IIPOCMOTPOM |  CIIpaBKa
oubmorpaUuecKux U TEKCTOBBIX HCTOYHUKOB

17 |muceMeHHass  yTouHsromas  Oubmuorpaduueckas 0JlHa 360,0
CIpaBKa crpaBKa

18 | muceMeHHas agpecHasi ClipaBKa OJIHa 120,0

cCrpaBKa




19 |nmuceMeHHas dakTorpaduyeckas crpaBka 0JTHa 360,0
CrIpaBKa
20 | mucbMeEHHBIE KOHCYJIbTallUH: TEMaTUYECKas OJTHA 480,0
KOHCYJIbTAIIHSI, KOHCYJIbTAIUSI-KIIAIIIES KOHCYJIbTAIH
o
PenaktupoBaHue  BBIMIOJHEHHBIX  NMHCHbMEHHBIX
CITPaBOK:
21 |agpecHast MIChbMEHHAs CIIpaBKa OJlHa 9,0
CrpaBKa
TemaTtnueckas MUCbMEHHAs CIIpaBKa: oJlHa
CIpaBKa
22 | 1-ii cTereHu CII0KHOCTH 18,0
23 | 2-1i CTEIIEHH CII0KHOCTH 48,0
24 | yTOYHSIONIAs MUChbMEHHAs CITPaBKa OJIHa 8,0
CIIpaBKa
25 |(axTorpadudeckas MMCbMEHHAs CTIPaBKa OJIHa 8,0
CITpaBKa
26 |peructparus BHIMOJTHEHHOW MMCHMEHHOMN CIIPABKHU B| OJIHA 3aIKCh 3,0
rpynnie CbO B KypHane ydera IHCbMEHHBIX
3aIpoOCoB
27 |peructpaliys BbIITOJHEHHON MUCbMEHHOM CIIPAaBKHU B| OJHA 3aIKCh 2,0




opranuzanroHHou rpymme CbO

28 |opopMmnenre W Tepedava/oTHpaBiICHUE OTBETa| OJIMH 3aIPOC 12,0
3aKa34YHKy
BupryanpHas cipaBouHas ciayxoa:
29 | BuUpTyasbHAs TeMaTHYECKasl CIipaBKa oJlHa 18,0
CIIpaBKa
30 |BUpTyaJibHAsI aipecHas CripaBKa OJIHa 7,0
CrIpaBKa
31 |BUpTyalibHAsl yTOUHSIIOIIAs CIIPaBKa OJIHa 18,0
crpaBKa
32 | BupTyasbHAs OPUEHTUPYIOIIAs CIpaBKa oJlHa 6,0
CIpaBKa
33 |oopMiieHHEe OTBETa Ha 3aMPOC YUTATEISA OJIHO TTUCHMO 6,0
34 |momoJiHEHWEe apXuBa BBIMIOJHEHHBIX cripaBok ("'basa OJIHa 11,0
3HaHUN") CIIpaBKa
35 |ckaHupoBanue J0kyMeHTOoB u3 ¢onaoB CBO 1o OJIHa 3,0
3aKa3am I10JIb30BaTelIeH CTpaHuIa
Koncynpranuu: oHa
KOHCYJIbTAIH
s
36 |MeTomuuecKas 10,0




37 | TemaThyeckas 10,0
38 |nmokanbHAs  KOOpAMHAIMS W JUCIETYEpHU3aIys | OAHO MUChMO 12,0
BBITIOJIHEHHUS BUPTYAJIbHBIX CIPABOK
bubmnorpaduueckoe 00ydeHne moyib30BaTeei
Koncynpranumu: OoJHa
KOHCYJIBTAIIH
s
39 |MeTomuueckas 10,0
40 | temaTnuyeckas 15,0
41 |moaroToBka OumOimorpaduueckoro o63opa mo| omxuH 0630p | 2400,0
MeToguke  (opMupoBaHus — OubIMorpaduuecKoi
3amucHu, paboThI c KaTaJloraMu,
oubmorpaduuecKuMu UCTOYHUKAMU
(GbOpMHUpOBaHUS CIHCKA JIUTEPATyphl K HAYYHOU
pabote
42 \moaroToBka W TpoBeAeHUe OuOamorpaduyueckoro| oauH 0030p 480,0
o030pa 1o  MeToauke  OuOnMorpaduueckoro
OTIMICaHUS
43 |mpoBeneHUe KCKypcuu 1o (PoHIaM W CIpaBOYHO- 0JIHa 480,0
oubmmorpapuueckomy anmnapaty (CBA) IIBC AKCKypCHs

Benenue CIIPaBOYHO-OMOIHOTpaUIECKOro
ammapara:




44 |BeneHre  apxXuBa  BBIMOJHEHHBIX  CIIPAaBOK B OJIHA 8,0

AIIEKTPOHHOM PEKHME CrIpaBKa
45 |BBOJ KapTOoTeK B BJ[ OJTHA 6,0
KapTo4Ka
BricraBounas pabora: OJIHa
BBICTaBKa
46 |pa3paboTKa IUIaHa OpTaHU3AINHA W YKCIIOHUPOBAHUS 2160,0

TEMaTHUYECKON BBHICTABKH

47 |MOArOTOBKA COIMPOBOAMTEIBHON JTOKYMEHTAIIUU K 360,0
BBICTaBKE, DTHKETaXKa

48 | MOHTaXX BBICTAaBKH 480,0

49 | teMOHTaX BBICTABKH 240,0

[Ipumeuanue: npu paboTe C JOKyMEHTAMHU Ha WHOCTPAHHBIX EBPOIMEUCKUX SI3bIKAX M sA3bIKAX HaponoB Poccuiickoi
denepanyu, KpOME pycCKOro, K HOpMaM BpeMEHU MPUMEHSIETCs oBbIatomui koddduruent 1,15.

5.6. HotHbie M31aHus U 3BYKO3aUCH
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N HanmenoBanue npouecca, onepannu. Coctas Ennnanna Hopwma
i/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.




2 3 4
dopmupoBaHue 6uoIMorpadhUIecKoi 3armucu:
Ha  TIpaMIUIaCTUHKM  Ha  PYCCKOM  S3BbIKE| OJHH JUCK 140,0
(onmucaTenbHas KaTajaoru3amus)
Ha TPAMIUIACTUHKU HA WHOCTPAHHBIX €BPOMNEUCKUX | OJHUH JUCK 180,0
A3BIKAX U S3bIKaxX HaponoB Pocculickoit Penepanum,
KpOME PYCCKOTO (OmHrcaTeIbHAS KaTaIOTH3aIIHsl)
Ha ayJaMo KOMIAKT-IUCKE Ha PYCCKOM SI3bIKE| OJIMH JIUCK 160,0
(omucarenpHas KaTaJIOTH3AIKs)
Ha ayAuo0 KOMIIAKT-JMCKE€ Ha MHOCTPAHHBIX | OJIMH JIUCK 220,0
EBPOMEMCKUX  sI3bIKaX M sI3bIKax  HapoOB
Poccuiickonn ®denepanun, KpoMe PYCCKOrO s3bIKa
(omucarenbHas KaTaJIOTH3AIKS)
Ha MY3BIKQIBHOM KOMIIAKT-TUCKE (OmucaTeabHasi| OJHUH JUCK 480,0
KaTaJioru3alusi)
Ha HOTHBIE M3IaHUA Ha PYCCKOM  S3bIKE OJTNH 132,0
(ommcarenpHasT KaTAIOTH3AITHS) JTOKYMEHT
Ha HOTHBIC WM3/IaHMSI HA WHOCTPAHHBIX €BPOTEHCKUX OJIUH 140,0
SI3bIKAX U s13bIKaX HapoaoB Poccuiickon denepanuu,| HOKYMEHT

KpOME PYCCKOro (onucaTesbHasi KaTajloTu3aliusl)

CnpaBouyHo-0ubmmorpaduueckoe 0OCITyKUBaHUE B
YUTAJILHOM 3aJIe




Brinmonnenue YCTHOM oubmorpadpruyeckoit
CIIPaBKH:

8 |mpuem 3amnpoca Ha BBHITIOJTHEHHUE | OJIUH 3aIPOC 6,0
oubmorpaduuecKoil CripaBKu
9 |TemaTtmueckas ycTHas Oubmuorpaduueckas cripaBka oJlHa 20,0
crpaBKa
10 | ycTHas anpecHas oubmuorpadudeckas crpaBKa 0JIHa 12,0
CIIpaBKa
11 | yrounsitomias yctHasi oubmuorpaduyeckas crpaBka OJIHa 22,0
CrIpaBKa
12 | pakTtorpaduueckass yctHas Oubmuorpaduueckas OJIHa 18,0
CIIpaBKa crpaBKa
Koncynbrannmu: OoJHa
KOHCYJIbTAITH
s
13 | 6ubnuorpaduueckue 10,0
14 | opuenTUpyIOIIHE 3,0
15 | BcrmoMoraTrenbHO-TEXHUYECKHE 6,0
BolnonHeHre MNHUCbMEHHBIX OUOIMOrpaduyecKux
CTIPaBOK:
16 |[mpueM u peructpauus 3ampoca B KHUTE YyuyeTa OJIHa 15,0




MUCHbMEHHBIX OMOIHOrpapUIECKUX CIPaBOK CIpaBKa
17 |u3yuenue 3ampoca, yCTaHOBJICHHUE WM yYTOUYHCHHE 0JTHa 900,0
AJIEMEHTOB OUOIHOTpaduIeCKOn 3anucu CITpaBKa
Benenue CIIPaBOYHO-OMOIHOTpadhUIECKOTO
amnmapara:
18 | oopmiieHre KapTOUKH 17151 KAPTOTEK oJlHa 16,0
KapTO4YKa
19 |co3nanue OubOmuorpaduueckoit 3amucu (b3) Ha| oxHa 3anuCh 8,0
CTaTbu IO  MYy3bIK€ M3  JOKYMEHTOB, HE
COOTBETCTBYIOMUX TIpoduiio M3
20 |BeaeHUE KapTOTEK oJlHa 1,0
KapTouKa
5.7. Pabota c nuteparypoit mo OubanoTekoBeAeHUI0, OUOIMOTrpadoBEACHUIO U KHUTOBEICHUIO
N HaumenoBanue nporiecca, onepaiuu. Coctas Enunanna Hopwma
1/ paboTHhI U3MEPEHUS | BPEMEHH,
N MUH.
1 2 3 4

OOpaboTka HOBBIX TMOCTYIJICHHH B MPOrPaMMHOM
ob6ecneuenuu (I10):
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OpUeM  HOBBIX  TOCTYIUICHHH  OTCUECTBEHHBIX OJINH 0,5

JOKYMEHTOB B JIUCIETYEPCKON  TporpamMme| TOKYMEHT

nepeaadn

IpUeM HOBBIX IMIOCTYIUICHHA Ha HMHOCTPAHHBIX OJINH 1,0

€BpPOMEMCKUX  s3bIKaX M SI3bIKaX  HApOJOB| JTOKYMEHT

Poccuiickon denepanmum, KpoMe pycCKOTo

oopMJICHHE KAPTOUKH Ha JIOKYMEHT Ha PYCCKOM 0JIHa 8,0

A3bIKE JIJIST KATaJOroB W OOJIACTHBIX KapTOTEK C| KapTOodKa

UCIIOJIb30BaHUEM OubOIMorpaduueckoit 3anmucu

opopMieHue  KapTOYKA HAa  JOKYMEHT  Ha OJTHa 10,0

WHOCTPAHHBIX EBPONEHCKMX S3bIKAX MW SI3bIKaX | KapTOUYKa

HaponoB Poccuiickoit denepanyu, KpOME pyCCKOTO,

JUISL  KaTaJlorTOB W OOJACTHBIX  KapTOTE€K C

UCIIOJIb30BaHUEM OnbOMorpaduueckoii 3anmucu

aHAJIMTUYECKOE OMKCaHue JOKyMeHTOB B [10 OJIHA CTaThbs 12,0

OOcnyxuBaHWE  TOJB30BaTEICH;  BHPTyaJIbHAs

CIpaBOYHas ciyx0a:

npuemM 6uOIuOrpaduIECcKOro 3ampoca YuTaTess OJIVH 3ampocC 3,0

BUPTYyaJIbHAsl TEMaTHUECKasi CIIpaBKa 0JlHa 54,0
crpaBKa

BUpTYyaJIbHAsI aipecHas ClipaBKa 0JlHa 18,0

CIIpaBKa




9 |BupTyalibHas YTOUYHSIOIIAS CIIpaBKa 0JTHa 26,0
CrIpaBKa
10 |BuptyanbHas dakTorpaduueckas crupaBka 0JTHa 20,0
CIpaBKa
11 |odopmieHre oTBETa HA 3aMPOC YUTATEIS OJTHO MTHUCHMO 10,0
12 |momonHEHWE apXuBa BBHIMIOJHEHHBIX crpaBok ("'basa OJlHa 10,0
3HAHUN" CIIpaBKa
13 |e)keTHeBHBIM CTATUCTUYECKUN YYEeT CIPABOYHO-| €XKEITHEBHO 12,0
oubnmorpaduueckoro 00CIyKMBaHUS YUTATEICH
5.8. O6paboTka oNTHYECKUX KOMMIAKT-AUCKOB (ODP)
N HaumenoBanue npornecca, onepanuu. Cocras Ennaura Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
| MUH.
1 2 3 4
1 |monydyeHnwe # JOCTaBKa ONTHYECKHX KOMIAKT-| OJIHA MapTHUS 30,0
nuckoB u3 aucnerdepckoit OLK3 JIOKYMEHTOB
(100 nuckoB)
2 |pUeM HOBBIX IMOCTYIUICHUH ONTHYECKUX KOMIIAKT-| OJIHA MapTUs 60,0

JIUCKOB

AOKYMCHTOB
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(100 muckoB)

3 |CyMMapHbIi y4eT KOMITaKT-/TUCKOB (Mo | ojiHa mapTUs 7,0
YCTaHOBJIEHHOM (hopme) JIOKYMEHTOB
4 |MHIUBHUIYATbHBIA YY€T KOMIIAKT-IHUCKOB OJTHA 3aMHUCh 1,0
5 |TexHuueckas oO0paboTKa ONTUYECKUX KOMIAaKT- OJINH 2,0
JTUCKOB JTOKYMEHT
6 |mmdpoBKa JOKYMEHTOB B MOJTyJie SK3eMIUIsipbl [10 OJIVH 1,0
JIOKYMEHT
5.9. Pabota c unrarensimu
N HaumenoBanue nporiecca, onepaiuu. Cocras Enunawnna Hopwma
i/ paboThI U3MEpPEHUsI | BPEMEHHU,
N MUH.
1 2 3 4
3anuch Tmoib30BaTeNs B OuOIMOTEKy, pabora cC
YUTATEIICM:
1 |moaroroBka paboumx MecT Tonb3oBarene wu| onuH [IK 2,0

00CITyKHBAIOLIETO nepcoHaa: pOBEpKa
TEXHUYECKOTO COCTOSHUS CETeBOro oOecredyeHus M
napKa BEIYUCIUTENLHONW TeXHUKH, BKmoueHune [1K
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NpUHATHE Mep Mo JuKBuAanuu cboes B padbote 1K,
paboTe ceTH, OTCYTCTBUA JOCTyna K 0a3e JaHHBIX
MI0JIb30BATEIIEH, uHGOPMHUPOBaHUE
COOTBETCTBYIOIIUX CHYXK0 O c00sX, NpoBepKa
HEHCIIPaBHOTO 00opymoBaHus, (ukcaius cO0eB B
TeTpagd  ydera C  YyKa3aHHEM  XapakTepa
HEUCTIPAaBHOCTH W BpEeMEHW Hayaia c0os, mocie
yCTpaHEHHs] HEMNOJaJAKU OTMETKAa BpEMEHH €€
yCTpaHEHUs

OJIMH cOOoM

10,0

MPOCMOTP  JTIOKYMEHTOB  4yMTarens  (macmopr,
YAOCTOBEPEHHUE, MOPYYHUTENIBCTBO), IIpOBEpKa
HaJlM4usl  YYETHO-PETMCTPALMOHHOM  KapTOYKH
YUTaTENA

OTVH
yuTareilb

3,0

3anojgHeHue  GopmMmyispa  4YUTaTeNs,  Y4ETHO-
PErHCTPAllMOHHON KapTOUYKU, YUTATEICKOr0o Ouera

OJTVH
KOMIUIEKT

50

O3HAKOMJICHUE YUTATEJNsI C MPABUIIAMU TOJIb30BaHUS
OMOIMOTEKOM, PacCIOIOKEHUEM donna,
CIIPaBOYHBIM amlmapaToM

OAHH
qUTaTCJIb

6,0

moA0Op M paccTaHOBKAa II0 HOMEpaM OHJICTOB,
andaButTy bamunuit yuTaTenei YYETHO-
PETHCTPAIIMOHHBIX KAPTOUYCK

OJIHa
KapTo4YKa

2,0

OCYILIECTBJICHUE  KOHTPOJS 332  BO3MOXKHBIM
HaJIMYMEM JaHHBIX O YWTATENIe KaK HApYIIUTENe
(uiieH  mpaBa  MOJIL30BaHWS);  BeleHHEe (U
pPEeryJIApHBIA MOPOCMOTP) KAPTOTEKHM YHUTaTEIEH-

OIHH
qUTaTcCJib

0,5




HApYILIUTEIIEU

[TepeperucTpanus ynraTeyei:

8 |mouck Qopmynsipa (perucTpallOHHOW KapTOUYKH) OJIHa 2,0
YuTaTeNs, BHECCHHWE W3MEHEHWH B HHUX M B| KapTOUKa
YUTATCIIbCKUX Omierax (YyTOYHEHHE aHKETHBIX
JAHHBIX, HOBOTO YHUTATEJIBCKOTO HOMEpa, JAaThl
MepeperucTpaIm) ¢ BeJCHUEM KapTOTEKH HAYUHBIX
TEM W TEKyIIMX HW3MEHEHHH (MOJydeHUE 3BaHMUIA,
myOJIMKaIuii, 1apoB)
3anuce (mepepeructparys) yuTaTeyen B
aBTOMATU3HPOBAHHOM PEIKUME:

9 |cweMKa (oTOKaMepol M YUTATEIBCKOTO OWIeTa U OJINH 2,0
BcTaBKa (hororpaduu B YUTATEIbCKUNA OMIIET IIOCETUTEIb

10 |odbopmieHnue Kkojma dYuTaTeNlss C KOHTPOJIbHBIM OJINH 0,4
pa3psAIOM U CPOKOM TIOJIb30BAHUSI YUTATEIBCKUM | TIOCETHTEIb
OwIeToM, Ha OCHOBE BBITAaHHOW MH(pOpMAIUn

11 |Bbllaya HA MPUHTEP CBEACHUN O 3aMHCABIIEMCS OJVH 0,4
YUTaTENIC B BUJIC YUTATEIBCKOTO OMieTa MIOCETHUTEIb

12 |nabop Ha KkJaBUAType CBEJEHUNW O YUTATEE: OJIUH 2,0
dbaMuius, UMs, OTYECTBO, XapaKTEPHU3YIOUIUE €ro| MOCEeTUTENh
npu3Haku (0Opa3oBaHHWE, CIENUATBHOCTH), KO,

HOMED YUTATEIHCKOTO Omiera; porochemMka
13 |ocymecTBiaeHue KOHTPOJIS 3a BO3MOKHBIM OJINH 2,0




HAIMYUEM JaHHBIX O YHUTaTelle, 3alHCaBIIEMCs B
oubnmuoTexky (paHee 3amucaH, JIMIIEH TIpaBa
MOJIb30BaHUs)

ITOCCTUTCIIb

14

o(OpMJICHUE YUTATEIBCKOTO OuiIeTa ¢ HOMEPOM H
CPOKOM TIOJIb30BaHUSI YUTATEIbCKUM OWJIETOM, Ha
OCHOBE BBIJJaHHOUN MH(POPMAIIHH

OJIUH OUJIeT

1,0

15

BbIJlaya Ha TPUHTEP CBEJICHUNM O 3aMHUCaBIIEMCS
quTaTelNe; MIPOBE/ICHUE PaaroYacTOTHOU
UJeHTU(UKAITUT YUTATEIbCKOTO ounera;
MpPOBEICHHE  JCHEXKHOIO0  B3awMopacyeTa  C
MOJIb30BATEJIEM 4Yepe3 KacCy; YAaJICHHAs 3aluCh:
CBEpKa JIaHHBIX PETUCTPAIMOHHOW KapTOUKH, KOTTUU
c macrnoprta, odgopmIIeHHE J0roBopa-opepThl Ha
MPeI0CTaBIIEHUE AOCTYIA K DJIEKTPOHHBIM pecypcam
OubiMoTeKu, HAOOp Ha KJIaBUATYpe MAHHBIX, JIS
3allOJIHEHUs  JIOTOBOpPA, BBIBOJ ~ JOTOBOpa Ha
MIPUHTED, TTOANHKCH JINIIA, 3aKITFOYABIIETO JOTOBOP

OIHH
ITOCCTHUTCIIb

15,0

16

opopmieHue BXO/Ia-BbIXOJIla  YHUTaTENs u3
OMOIMOTeKN (TTOCTOSTHHBIM YUTATEIbCKUN OWIIET
CKaHUPYETCsl, BBIIACTCSI KOHTPOJIBHBIH JIMCTOK)

OJTVH
IMOCETUTEIID

2,0

Brimonaenne TpeOoBaHUI MOJB30BaTENeH, BhIIaya
JOKYMEHTOB u3 OCHOBHOTO
KHUTOXpaHEHUsl/CrienaIn3upoBaHHOTO (PoHa:

17

IMOJIYYCHHUC Tpe6OBaHI/I$[ Ha JOKYMCHT M3 OCHOBHOTO
XpaHCHUA, IIPOBCPKA IIPAaBUIBHOCTU 3aIllOJIHCHUA

OJTHO
TpeOoBaHUE

1,0




TpeOOBaHMsI, pErUCTpaLIUS

18 |monyuenune TpeOoOBaHUS Ha JTOKYMEHT, MpPOBEpKa OJTHO 1,0
PaBUJILHOCTH 3al0JIHEHUS TpeboBaHus, | TpeOoBaHUE
perucrtpaiys, jJaopadoTka TpeOoBaHUs, MOAOOp IO
mudpam B crienuaau3upoBaHHoM (oHie

19 |ycTaHoBKa MecTa HaXOXICHUS HEHaWJICHHOTO OJIMH 5,0
JOKyMEHTa 10 0a3aM ® 0OaHKaM JIaHHBIX,| JOKYMEHT
CIIPaBOYHBIM KapTOTEKaM, KaTajioram

20 |BpIIaua JTOKYMEHTa u3 oTaena OJIUH 1,5
KHUTOXPaHEHUsI/CTICeIMAIM3UPOBAHHOTO dboHma| MAOKYMEHT
YUTATEIIIO; OTMETKA Ha KHYKHOM
dbopmysipe/TpebOBaHN; 3alUCh JOKYMEHTOB B
YUTATEIbCKYI0 KapTOYKU (BKJIQJHOU JIUCT), OTMETKA
B KHHT€E 3aKa30B
Brimaua JTIOKYMEHTa u3 oTIena
KHUTOXPaHCHHUsI/CIICITUATM3NPOBAHHOTO dbonga
YHUTATEIO:

21 |mpuem TOKyMeHTa OT YUTATEJIsl/TI0JIh30BaTEIIs OJINH 1,0

JTOKYMEHT

5.10. Brigaga KOMIUIEKTOB TOKYMEHTOB BO BPEMEHHOE TOJIb30BAHUE MOPA3ACICHUSIM OUOTNOTEKH
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N HaumenoBanwue nporecca, onepanun. Cocta Ennnunma Hopma
n/ paboThI U3MEpPEHHUS | BPEMEHH,
Il MHUH.
1 2 3 4
1 |odpopmnenue 3asiBKW/aKTa Ha KOMIUIEKT | OJ{HA 3asiBKa, 20,0
JOKYMEHTOB, II€pe/laBaeMbli B  CTPYKTYpPHOE| OJIUH aKT
ojpa3ieacHue
2 |mogbop MOKYMEHTOB B KOMIUICKTBI; PETHUCTpAITUs OJIUH 10,0
BBIJIJaHHBIX JOKYMEHTOB B YYETHBIX (hopMax KOMILJIEKT
3 |BBIJIaua KOMILJIEKTOB JOKYMEHTOB, OTMETKa Ha OJINH 5,0
KHIDKHOM (opMmyJsipe (MHIUKATOpe) AaThbl BbIAAYU,| KOMIUIEKT
JAHHBIX TOAPA3ACIICHUN, IMOTYYarONuX KOMIUICKT,
OTMETKAa B KHHMI€ BBIJAYM JAThl BBIJAYH, JaHHBIX
MOApa3eNICHUH, MOMyJaroNuX KOMILUIEKT, OTMETKa
B aKTe Mepeaadn
4 |nosyyeHue KOMILIEKTOB JIOKYMEHTOB OT OJIMH 18,0
CTPYKTYPHBIX TOAPA3ICICHNN; IMOUCK KHWKHOTO| KOMIUICKT

dbopmynsipa (MHAMKATOpa), MOTAlIEHUE OTMETKU O
BblJlaue, BJIOKEHHE €ro B JOKYMEHT; IpoBepKa
(U3MYECKOTO COCTOSIHUSA, MEPECUET JIMCTOB, CBEPKA
C aKTOM Mepejayn; MoTaleHue OTMETKH O BbIaye B
KHUI'€ BbIIA4YH

5.11. O6cnyxuBaHu€e MONb30OBATENEH JOKYMEHTaMH B 3ajie ¢ THOPUAHBIM OOCTYKHMBAaHUEM, 3aJI€ 3JIEKTPOHHBIX PECYPCOB,
3ane "MHTepHer", 3aie cnenuanu3upoBaHHoro otaena. Ilpuem 3aka3os no tenedoHy u3 ropoja




N HaunmenoBanue nporuecca, onepanuu. Coctan Enununa Hopma
n/ paboThI U3MEpPEHHUsS | BPEMEHH,
i} MUH.
1 2 3 4
1 |mpoBeneHue KOHCYJIbTAIMHU, O€CEIbI C YUTATEIIEM T10 OJIVH 2,0
npaBuIam 00CTy>KUBaHUS B 3are M| YUTaTeNb
MPEAOCTABIISIEMbIX YyCIyrax, Mo METOAMKE MOoucCKa
M0 CIPaBOYHO-O0MOIMOTpadUuecKoMy amnmapary Mnpu
Y3, y KartajoroB, KapTOTEK, KHUKHBIX IOJOK, O
BO3MOXKHOCTSIX ~ TIOMCKa W HMCHOJb30BaHUS
AIEKTPOHHBIX pPECYpCOB; nH()OPMHUPOBAHUE
YUTATENS O HOBBIX TTOCTYIIIICHUSIX
2 |koHcynbTaruu no padote ¢ I1K B 3ane, mo padore B OJIMH 2,0
AIICKTPOHHOMN OMOJIMOTEKE YUTATENh
3 |mpueM 3aKa30B IIOJb30BATENIC HA W3JaHUS H3| OJWH 3aKa3 0,9
OCHOBHOT'O KHUTOXPaHUJIUIIIA
4 |monyyeHue JOKYMEHTa, 3aKa3aHHOTO 4YMTaTelieM B OJIUH 0,9
oTnene KHUTOXPaHEHU s/ CIICIIHAIM3UPOBAHHOTO |  JIOKYMCHT
(hoH1a/9UTATEHOM 3aJie OT/IelIa
5 |paccTaHOBKA M3JaHUN HA OPOHEMOJIKAX YUTAIBHOTO OJIH 0,3

3ajla, IIOCTYIMBIINX H3 KHHUI'OXpPAaHWIIUIIA IIO

AOKYMCHT
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3aKa3aM I10JIb30BaTelICh

6 |[moabop JMOKYMEHTOB Ha OpOHEIOJKE, 3aKa3aHHBIX OJINH 0,4
U3 OCHOBHOI'O KHHTOXpaHWIMINA, Iepejada Ha| JTOKYMEHT
Kadeapy BblIaun

7 |mombop  JOKYMEHTOB B  mojcoOHOM  (oHme OJINH 2,0
YUTAJBLHOIO 3aJ1a, epeiada Ha kadeIpy BeIaun JIOKYMEHT

8 |moxbop JOKyMEHTa B XpaHCHUH OJINH 10,0
crenuaan3upoBaHHoro  ¢GoHIa, OTMETKAa  Ha| JOKYMEHT
TpeOOBaHWM, TIepenada JOKyMEHTa Ha Kadeapy
BBLIAYHU

9 |ycTaHoBKa MecTa HaXOXICHUS HEHAWICHHOTO OJINH 22,0
JTOKyMEHTa 10 CIIPABOYHBIM KapTOTeKaM, | JTOKYMEHT
KaTajioram, perucTpaIys OTKa30B

10 |BpImaua TOKYMEHTa YMTATENIIO: CBEpKa BBIJIABAEMOTO OJINH 1,8
JOKYMEHTa C  YUTaTeIbCKUM  TpeOOBaHHEM, | KOHTPOJIBbHBI
MPOBEpPKA HAJUYHS CTPAHWI/KAaIpPOB MUKpODUIbMA,| ¢ JIUCTOK
MUKpO(HII, COJACp)KaHWE JINCKA, CUYUTHIBAHUE
mTpuUX-KoAa (IpH JJIGKTPOHHOM 3aKas3e) B MOIYJIE
"mupkymsanusa"  OK, oTMeTrka KHHUIOBBIJaYd Ha
KOHTPOJILHOM JIUCTKE

11 \mpuem JOKyMEHTa OT 4YHTaTeNs: CBEpKa €ro c OJINH 1,0
TpeOoBaHHEM (KOHTPOJBHBIM JIMCTKOM), TPOBEPKA| JOKYMEHT

COXPAHHOCTH JIOKYMEHTA, HAJIMYMS CTPaHUI/KaIpOB
MUKpO(UIbMa, MHUKPOQUII, COAECpKAHUE JHCKA,




CUMTBIBAHUE IITPUX-KOAa (IPU  AJNEKTPOHHOM
3aKa3e), BHECEHHME OTMETKM O IpUeMEe Ha
KOHTPOJIbHOM JIUCTKE

12 |nepenaya/TpaHCIIOPTUPOBKA/IOCTABKA  JIOKYMEHTA, OJINH 1,0
CIAQHHOTO YHTATEeJIeM, B OTJe] KHUTOXPaHCHUS JIOKYMEHT

13 |BBIICHEHHE IO TMOBOJY 3aKa3a W IMPOJJICHHE CPOKa| OJIMH 3aIpoc 1,0
M10JIb30BaHUs JOKYMEHTAMHU 110 TenehoHy

14 | BeIsiIcCHEHWE IO TIOBOIY 3aKa3a W TMPOJJICHHWE CPOKa| OJWH 3ampoc 2,0
MOJIb30BAHUS JOKYMEHTaMH TI0 JICKTPOHHON TTOUTE

15 |oGecrieueHre KOHTPOJS 3a CPOKaMH ITOJIb30BAaHUS | OJIMH 3aIIPOC 0,8
JTIOKyMEHTOB

16 |mpomieHre cpoKa MOJIb30BaHUS JOKYMEHTOB, ITOMCK | HA OJUH JCHb 30,0
KapTOYKH, BHECEHHE OTMETKH O MPOJJICHUU CpOKa
MOJIB30BaHUSA, TIPOJJICHHE TI0 TelaedoHy Cpoka
[MOJIb30BAHUA
5.12. Baytpennsis padbora

N HaumenoBanue nponecca, onepaiuu. Cocras Enununa Hopwma

i/ paboThI U3MEpPEHUsI | BPEMEHHU,

I MUH.
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2 3 4
[ToaroToBka K BbIJja4ye IOKYMEHTOB:
1110):15)0) OpOHENOJIOK C OTJIO’)KCHHBIMU | HA OJIUH JICHb 10,0
JTIOKyMeHTamu (TI0 CpoKam)
cOpocka JOKYMEHTOB (IO CpoKam) OJINH 0,2

JTOKYMEHT

MOJABE/ICHUE WTOTOB M  aHajiu3 paboThl  3a|Ha OJWH JCHb 12,0
MPOIIEAIINN JIeHb, BHECEHUE 3allUCU B JKypHAJIbI
CTaTUCTUKHU
MPOCMOTP HOBBIX MOCTYIUICHUN JIJISI PEKOMEHIAIIUN OJIUH 3,0
YUTATEIISIM JIOKyMEHT
npocMOTp (MpOBEpPKa MPABWIBHOCTA PACCTAHOBKH)|HA OJMH JIEHb 50
KHHT (DOH]a OCHOBHOTO XPaHCHHUS
[TonBeaeHMe UTOTOB pabOTHI 32 JICHB:
MpoOBEpKa aHKET W 3amuceil B 0a3e JaHHBIX Ha| €KETHEBHO 60,0
COOTBETCTBHE KOJOB (CEMbH) NETEHl, poAUTENeH U
JIPYTUX POJICTBEHHUKOB
MPOCMOTP HUH(OPMAIIUA O HOBBIX MEPOIPHUATHUAX,| €KETHEBHO 40,0
3aHATHSX, KHIDKHBIX BBICTABKaX, CHEKTAKISAX U
mpouee 11 PEKOMEH AN YU TATeIIIM
cucTeMaTH3aIus aHKET II0JIL30BATEJIEH, | €KEIHEBHO 15,0




3alIMCaHHBIX 34 JICHb

5.13. CrpaBouHas 1 uH(pOpMaIOHHas padoTa

N HaumenoBanue nmpornecca, onepanuu. Cocras Ennnaunna Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
Y4eT TOCTYyNUBIIMX  BTOPUYHBIX  JTOKYMEHTOB
(kapTOoueK):

1 |BEIsIBIIEHWE HEBBITIOJHEHHBIX 3aKa30B; COCTaBJICHUE| Ha OJTHY 840,0
3asIBKM Ha HEBBITTOJTHCHHBIC 3aKa3bl HEZIEII0
Opranu3zarus CIpaBOYHO-OUOIMOrpaduyecKoro
anmapara (CbA):

2 |coctaBieHue oubmmorpaduyecKoi 3amnucu OJIH 2,3

JTIOKyMEHT
[Ipocmotp u orbop kaprouek B CBA B memsix
U3BIATHS WIN TIEPEMENICHUS (BTOPUIHBINA OTOOD):

3 |U3BATHE M3 KATaJOrOB M KapTOTEK KapTOyeK Ha OJTHO 1,0

JOKYMEHTBI, CHOUCaHHble u3 (GOHAA; MPOCMOTP| HA3BaHUE

KpaeBeqUYECKUX, oubmorpaduuecKkux u
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(dakTorpaguueckux KapTOTEK, H3BATHE U3 HUX
KapTOYKM Ha JIOKYMEHTBI, MOTEPSIBUINE I[IEHHOCTD,
MEepeBOJl KAPTOYKM B  apXUBHBIE KapTOTEKHU
(YHMUYTOXKEHHE); BHECEHHUE OTMETKH B KypHaie
y4yeTa U PETUCTPALIMOHHOW KapTOTEKE;, U3BITUE U3
KaTaJoroB M KapTOTEK KapTOYeK Ha JOKYMEHTHI,
criica”Hbie u3 (poHa

Opranuzanus KapTOTEKU IIEPCOHAINI U
TEMAaTUYECKON KapTOTEKU:

ONpENEICHUE M  COCTaBJICHUE TIEpEeYHs  JIUL,
CBEICHUS O KOTOPBIX OTpa)xkarwTcs B KapTOTEKE;
IPOCMOTP MH(OPMALMOHHBIX M3JaHUM, NEPBUYHBIX
JOKYMEHTOB, OTOOp JOKYMEHTOB JJisi BKJIIOUEHHUS B
KapTOTEKY; COCTaBJICHUE aHAJINTUYECKOTO
AHHOTHPOBAHHOTO OUOIMOrpauyYecKOro ONUCAHUS
JOKYMEHTa

OJHa
KapTOTCKa

15,0

NPOCTaBJICHHE  KBAJU(PUKALMOHHBIX  MHJEKCOB,
noadOp KapToueKk Mo uHAeKcaMm (andaButy) U
paccTaHOBKA KapTOYKU B MH(DOPMAIIMOHHBIA MAaCcCUB

OJlHa
KapToukKa

4,0

TeXHUYECKass W  cojepkaTeiabHas  oOpaboTka
JOKYMEHTOB  JUIsl  BKJIIOYEHUS B  KapTOTEKY;
paccTaHOBKAa KapTOUKH 10 andaBuTy GhaMuiui
aBTOPOB U T10 BUaM JIOKYMCHTOB

OIMH
JOKYMEHT

3,0

TEXHUUYECKOE PENAKTUPOBAHHUE KAPTOTEK: MPOBEPKA
COOTBETCTBHS CTPYKTYPHI, COACPKAHUA W

OJlHa
KapToyKa

2,0




opopmileHHsT ~ KapTOYeK B  COOTBETCTBUM  C
TpeOOBAHUAMU JAHHON KApTOTEKW; 3aMEHa BETXHX
KapTOYeK U pa3AciIuTeNIen

5.14. DKCKypCHUOHHAas EATEIbHOCTD

N HaumenoBanue nponecca, onepanuu. Cocras Enunawnia Hopwma
m/ paboThI U3MEpPEHUsI | BPEMEHHU,
i MUH.
1 2 3 4
1 |sKckypcus 1o 6uOIMOTEeKe 0JTHa 60,0
IKCKYypCHUS
2 |yrmyOnmeHHass — OKCKypcHss € METOJWYECKUM oJlHa 300,0
coJiepKaHUuEM IKCKYypCHUS
5.15. Ilcuxonornueckas noaaepKKa ynTaTeneu
N HaunmenoBanue npouecca, onepannn. Cocta Ennnanna Hopwma
i/ paboTHhI U3MEPEHUS | BPEMEHH,
i MUH.
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2 3 4

MPOBEJCHNE TCUXOJOTHUCCKUX KOHCYJIbTAIMM IS OJIHA 180,0
JIETCH W POOUTEICH 10 BOMpOcaM pa3BUTHSA U | KOHCYJIBTAIH
YTEeHUS JIeTel s
['pynmoBsie 3aHATHS IS POAUTENICH MO BOMPOCAM OJHO
Pa3BUTHS M UTCHHS JCTEH: 3aHATHE
IMIOATOTOBKA 1080,0
MPOBE/ICHUE 120,0
podhecCHOHANIbHBIC KOHCYIbTAIIUK JJISI TTOAPOCTKOB oJlHa 180,0
1 CTapIIEKIIACCHUKOB KOHCYJIbTaIIH

o
npodeccHoHaNbHbIE TPEHUHTH MJISl TOAPOCTKOB U OJTHO 180,0
CTapIICeKJIACCHUKOB 3aHATHE




