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[Tpuka3 Munuctepcra KyabTypbl PO ot 30 nekadps 2014 1. N 2477 "OO0 yTBep>KI€HHH TUITOBBIX
OTpaclIeBbIX HOPM TpyZAa Ha pabOThl, BHIIIOJIHAEMbIE B OnOInoTeKax"

B coorBerctBun ¢ nynktom 2 IlpaBun pa3pa®oTKu M YTBEpXKACHHsI TUIIOBBIX HOPM TpyZa,
YTBEpXKACHHbIX T1ocTaHoBiieHneM [IpaButenbctBa Poccuiickoit ®enpepanuu ot 11.11.2002 N 804
(Cobpanme 3akoHoaarenbeTBa Poccniickoit @enepanuu, 2002, N 46, ct. 4583), nmpukas3biBaro:

1. YTBepauTh TUNOBBIE OTPACIEBBIE HOPMBI TPyJda Ha padOThI, BBHINOJHAEMbIE B OMOIMOTEKAX,
COTJIACHO MPUJIOKEHUIO.

2. KoHTposb 3a UCHOJHEHMEM HACTOSILIEro IpHKa3a BO3JIOKUTh Ha 3aMmecTtuTens MuHuctpa
KynabTyphl Poccutickoit @enepanun H.A. Manakosa.

MunucTp B.P. Mennuckuii

3apeructpupoBano B Muntocte PO 12 mas 2015 r.
Peructpanmonsnsiit N 37244

IIpunoxenune
K Iprkasy MUHHCTEPCTBA KyJIbTYPbl PD
ot 30 nexadps 2014 r. N 2477

Tunosbie oTpaciieBbie HOPMbI
TPyAa Ha padoThbl, BbINOJIHseMbIe B 0U0JIHOTeKaX

TAPAHT:
CwM. cripaBKy 0 HOpMax Tpyaa

CM. Meroauueckne pEeKOMEHJAMKM MO BBEJACHUIO HOPMHPOBAHHSA Tpyla B TOCYAapCTBEHHBIX
(MyHMIIMTIQIBHBIX) YYPEXKACHUSAX KYJIbTYPHl C YKa3aHUSMH OCOOCHHOCTEH BBEICHHS THIIOBBIX HOPM
TpyAa B Oubanorekax, GpuibMopoHIaxX, 300MapKax, My3esx U JAPYIMX OpraHU3alHsIX My3eWHOro TUIa,
yTBEpKACHHbIE THcbMOM MuHKynbTypbl Poccun ot 3 uronsg 2015 r. N 231-01-39-HM

1. BBoanag yactnb

TunoBsle oTpaciieBble HOPMbI TpyJa Ha palbOThI, BBHIIOJIH’IEMblE B OMOIMOTEKaX, pa3pabOTaHbl B
COOTBETCTBUM C MyHKTOM 2 IlpaBun pa3paOoTKu M yTBEP)KIEHUS TUIOBBIX HOPM TPYJAad, YTBEPKIACHHBIX
nocranosienuem IlpaButensctBa Poccuiickoit  ®enepaunu ot 11.11.2002 N 804 (Cobpanue
3akoHoaarenbcTBa Poccuiickoit ®@enepamuu, 2002, N 46, cr.4583), B memsx peanus3anuu IyHKTa 4
pasnena V Ilnmana meponpusituii ("mopokHoil kapTel') "MI3MeHEHUs B OTpacisiX COLHMAIBbHOM cdepsl,
HalpaBJIEHHbIE Ha MOBbIIEHUE A(P(EKTUBHOCTH cepbl KyIbTYpbl"', YTBEPKIEHHOTO DPACIOPSIKEHUEM
[IpaBurensctBa Poccuiickoit @enepauuu ot 28.12.2012 N 2606-p (Cobpanue 3aKOHOJATEILCTBA
Poccuiickoit ®enepanuu, 2013, N2, cr. 137; 2014, N 19, ct.2470), w mnupeaHazHadeHbI IS
¢dopmMHpoBaHUs OOOCHOBAHHBIX ONTHMAJbHBIX IOKa3aTeled TPYIOEMKOCTH BBIMOJIHEHUS paboT B
TOCYJIapCTBEHHBIX (MYHUIIMITAIBHBIX) OMOIMOTEKaX, OMpEACNICHUs IITaTHONH YHCICHHOCTH PAaOOTHHKOB,
BbIJJaYd HOPMHUPOBAHHBIX 33/1aHUI U COOTHOILIEHUH MEX/y TUIAaHOBBIMH U JOTOBOPHBIMHU pabOTaMHU.

II. HopmaTuBHast 4acTh

1. TunoBbIe oTpacjieBbie HOPMbI TPY/AA HA PA0OThI, BHINOJHAEMbIE B TOCY1apPCTBEHHbIX
(MyHUIMIIAJIBHBIX) OM0IHOTEeKaX (0e3 HCIOJIB30BAHNS ABTOMATH3HPOBAHHBIX CHCTEM YIIPABJICHHUS
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NMpoueccamMm)

1.1. KommiiekroBanue 6ud/11oTe4yHoro gpounjaa

Tadauuna 1
N n/n HanmenoBanwme nporecca, oneparuu. CoctaB padoThI Enununa Hopma
U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
Tekymiee KOMIUIEKTOBaHUE OMOJIMOTEYHOTO POH 1A
[IpocMOTp KHUTOU3JATEIBCKON U KHUTOTOPTOBOM
uH(pOpMaINN:
1 MPOCMOTP KHUTOU3JATEIHLCKON U KHUTOTOPIOBOM OJHA MO3UIIUI 2,0
nHbOpMaIu
2 pocMOoTp uHGOpMauu OYKHHUCTHYECKUX ayKIIMOHOB OJIHA TTO3UITHS 2,0
OrmpezenieHne TeMbl U BUJA JOKYMEHTA, MOJICKAIIETO OJIHA TTO3UIIHS
0TOOpY, BBISICHEHHE HEOOXOAUMOCTH MPUOOPETEHUS AJIS:
3 JOKYMEHTOB, KHUT, MATEPHAIIOB 5,2
4 CTapoOIEeYaTHBIX U PYKONKMCHBIX JOKYMEHTOB 10,0
Ornpezenienne SK3eMIUTIPHOCTH 3aKa3a: OJIHA TTO3HIIHS
5 JUTS TIOJIpa3IeleHUI 0,89
6 UL OMOJIMOTEKY B LIETIOM 1,6
OdopMmienue 3aKasa; yKazaHue dK3eMIUISIPHOCTH, OJIVH 3aKa3
CTOMMOCTH 3aKa3a, AaThl
KonuuecTBO 3aKka3aHHbBIX Ha3BAHUM:
7 1-15 40,0
8 16 - 25 65,0
9 26 - 75 196,0
10 | 76-100 261,0
11 odopmiieHre 3aKka3a Ha 3apyOexHble JOKYMEHTBI OJIUH 82,0
JOKYMEHT
12 MOATOTOBKA CIHUCKA JOKYMEHTOB, MPEJIaraeMbIX K OJIHO Ha3BaHHUE 26,0
MEXIYHApOAHOMY KHUTOOOMEHY; CBEpKa CITUCKA C
KaTaJloroM
13 COCTABJICHUE KaPTOUYKH JJIs1 KAPTOTEKH OJIHA KapTOYKa 6,0
OpraHu3ali-apTHEPOB; YKa3aHUE HA3BAHUS
OpraHmzaluii, agpeca, Ha3BaHUsI 0OMEHUBAEMBIX
JTOKYMEHTOB
PaGora B aBTroMaTtu3upoBanHoii cucteme (AC):
14 BBO/I 3aKa3a TEKYIIEr0 KOMIUIEKTOBAHHUS B 0a3y JaHHBIX OJHO Ha3BaHME 4,6
AC
15 | penakTupoBaHHe BBEIEHHBIX B 0a3y JaHHBIX CBEJICHUH O OJ/IHO Ha3BaHUE 2,5
3aKase
16 BBIBOJI HA IPUHTEP JAAHHBIX TEKYIIETO KOMIUJIEKTOBAHUS; OIUH 1,6
pacreJarka JTOKYMEHT
17 | Benenue peectpa noctaBumkoB B AC OJIHA ITO3ULIUS 8,3
Benenne kapToTeKH TEKYIIEro KOMIUICKTOBAHUS:
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18 | cocraBneHue KapTOUKH, YKa3aHUE aBTOPA, 3arjaBus, OJIHA KapTO4Ka 4,5
BBIXOJIHBIX JIAaHHBIX, PETHCTPAIIMOHHOTO HOMEpa
19 | nepeHeceHue CBEIEHNH O 3aKa3e HA KAPTOUKH; yKa3aHUE OJIHA KapTO4Ka 1,0
IK3EMITIIPHOCTH 3aKa3a, pacrpeiesieHrue 1Mo CTPYKTYPHBIM
MOApPa3ACIICHUSIM
20 | moxbop KapTOYKH 1O aihaBUTY SISl pACCTAHOBKH B OJIHA KapTOYKa 0,4
KapTOTEKY TEKYIIEro KOMILJIEKTOBAHHUS
21 paccTaHOBKa KapTOUKH B andaBure paMHUIINil aBTOPOB, OJIHA KapTO4Ka 1,0
3arjaBUid B KAPTOTEKY TEKYIIETO KOMIIJIEKTOBAHUS
OdopMieHne MOAMMCKN HAa IEPUOANYCCKHUE U3IAaHUS:
22 BBIOOp HA3BaHUs NMEPUOAUYECKUX U3AHHUM JIJIS IOMIMUCKH | OJHO Ha3BaHHUE 2,7
23 | cOOp 3asBOK OT MOApa3/IeICHN OUOINOTEKH IS OJIHA 3as1BKa 1,5
MTOAMMCKH HA TTEPUOTUYCCKIE U3TaHuUs
24 CBEpKa pacreyaTKu CIIMCKOB YCIOBHO 3aKa3aHHbIX OZIHO Ha3BaHUE 1,7
MePUONYCCKUX U3aHHUH ¢ KAPTOTEKOW 3aKa30B, BHCCCHUE
W3MEHEHUH B pacnevyaTKu CIIUCKOB
25 CBEpKa 3aKa3a TEeKYIIero rojia Ha MepuoInYecKue U3JaHus | OJHO Ha3BaHHE 2.4
C TIOJAMUCKON MPEBIAYIIETO TOa JIsl BBISBICHUS
W3MEHECHUI B Ha3BaHUSX; BHCCCHUE M3MEHCHUN JTaHHBIX
26 | cBepKa BBIXOJHBIX JaHHBIX BIIEPBbIE 3aKa3bIBAEMBIX OJIHO Ha3BaHUE 13,5
3apyOeKHBIX MEPUOINIECKUX U3JIaHUH C
oubnmorpaduyecKuMy CIpaBOYHUKAMH U APYTHMHA
MH(POPMAIMOHHBIMU UCTOYHUKAMHU
27 odopmileHre 3aKa3a Ha MOANUCKY; OJICYET CTOUMOCTH OJMH 3aKa3 8,4
MOAMKUCKHU C YY€TOM JOCTABKH; 3alI0JIHEHUE KBUTAHIIUN
a0OHEMEHTA Ha MEePUOANYCCKOE U3TaHNE
28 | cocTaBi€HUE PErHMCTPALIMOHHON KapTOUKH JUIsl KAPTOTEKH | OJHa KapTouka 4,5
MIePUOTUYCCKHUX WU3TaHUH
Pabota B aBToMaTu3npoBanHoM pexkume (AC):
29 | BBOJ 3aKa3a Ha MEPHOANUYECKUE U3JIaHUs B 0a3y JaHHBIX OJIHA KapTOYKa 3,5
30 | BBIBOJ Ha 9KpaH PErUCTPALlMOHHON KapTOUKH, pacrieyaTka | OJHa KapToyka 1,8
31 KOPPEKTHUPOBKA 3aKa3a: BbIBOJ HA HKPaH CIIMCKa OJIHO Ha3BaHUE 1,8
MEPUOINYECKUX U3/IaHNI; BHECEHUE N3MEHEHUN
[ToaroroBka TOKyMEHTALMK JJISI 3aKYITKA WU3JAHUIA:
32 ayKIIMOHHAs TOKYMEHTALHs OJIUH 480,0
KOMILIEKT
33 JOKYMEHTalus 111 KOTUPOBOK OJIUH 400,0
KOMILIEKT
34 JIOTOBOP / KOHTPAKT OJIUH 240,0
KOMILIEKT
35 COCTABJICHUE TEXHUYECKOr0 3a1aHus I ayKIIMOHA OJIUH 240,0
KOMILICKT
36 COCTaBJIEHUE CBOIHBIX TAOJIHI] U CIIUCKOB U3JaHUN IS OJIUH 360,0
TaMOHH, COTIPOBOAUTEIILHON JJOKYMEHTAIUH JIJIS KOMILICKT
MEXYHApOAHOTO MoYTaMTa
[Tepenumcka ¢ KHUTOTOPTOBBIMU OpTaHU3AMMSAMHU U
W3JIaTeNbCTBAMU, OMOIMOTEKAMU, TAPUTEIISIMHU:
37 COCTAaBJICHHE, [1€YaTh TEKCTA MHUChMa (3ampoca, OJIHO IIHCHMO 10,2
MIPETEH3HH ), PETUCTPAIUS B KHUTE HUCXOJISIIINX
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JOKYMEHTOB (IIOCTaHOBKA J1aThl, IOPSAKOBOTO HOMEPA,
yKa3zaHHe HaUMEHOBaHMsI OpPraHU3alUuu, KpaTKoe
CoJIep’KaHue MUChMa)

38

COCTaBJICHHE, TIeUaTh 0JIar0JapCTBEHHOTO IMHChMa,
peructpanus B kaure JlapoB OuOimmoTexu

OAHO ITMCBMO

11,0

39

COCTaBJICHHE, [1€4YaTh MMCbMa Ha NpeABapUTEIbHBIN
00CUeT U3/1aHuil, MOArOTOBJICHHBIX K TPHOOPETECHUIO

OAHO ITMCBMO

5,2

40

oopmienue, oTpaBKa 3aKaza U3AAOIIUM OpPraHU3alUsIM,
pacrpoCTpaHUTEISIM

OJWH 3aKa3

3,1

41

aTpUOYIIUS U COCTABICHHUE 3aKIIOYCHHUS JIJIsl SKCIIEPTHOU
KOMHUCCHH MPU NOKYIKE TOKYMEHTa

OJWH
JOKYMCHT

360,0

JlokoMIekToBaHue OMOIMOTEeYHOr0 POoHA!

42

nepenucka ¢ JluccepraiioHHBIMU COBETAMMU:
cocTaBlieHHe, Ha0Op TeKCcTa MIChMa (3arpoca, MPeTeH31N)
B CJIydae OTCYTCTBHS 0053aTEIBHOTO IK3EMILISIpa
JOKyMeHTa B GOH/IE

OJHa 3as1BKa

20,0

43

MOJIy4eHHUe 3asBKU Ha MPHOOPETeHNE JOKYMEHTOB OT
MOJIpa3ICJICHUI

OJHa 3asj1BKa

2,6

44

CBepKa 3asBKU ¢ "ba3oi qaHHbIX 3aKaza'

OJHO Ha3BaHHC

2,0

45

IIPOCMOTP KapTOTEKU HEYIOBIETBOPEHHOI'O CIIPOCA;
aHaJIM3 OTKA30B JUIS BBISBIICHUS OTCYTCTBYIOIIMX
JIOKYMEHTOB

OJWH
JAOKYMCHT

3,0

46

cocTaBJIcHHE OMOIMOTpadUIeCcKOr 3alMCH; yKa3aHUue
KOJIMYECTBA SK3EMIUISIPOB M CUTJIOB MOIpa3IeICHHI

0JlHa KapTo4Ka

3,6

OTO60p AICKTPOHHBIX M3AAHUN IS AIICKTPOHHON
6ubnmorexu (3b):

47

otOop ¢aiina rmo crmckam npeaioxkenuit 1 b,
MpOBEpKa Ha JIyOJIeTHOCTh, MPOBEJICHUE CBEPKU 3aITUCH C
ANEeKTpOHHBIM KatanoroM (JK)

OJHO Ha3BaHHC

3,0

48

MPOBEPKA JIETUTUMHOCTU Pa3MELIEHUs 3IEKTPOHHOTO
nokymenTa B Ob

OJHO Ha3BaHHC

10,0

OT160p cereBbIX ynaneHHbix pecypcoB (CYP):

49

MPOCMOTP KHUTOU3AATEIBCKON U KHUTOTOPTOBOM
uHpopMauu

OJIMH pecypc

2,0

50

onpeJielIeHue TEMBI pecypca, CoOCTaBa, YCJIOBUM JOCTyIa,
CO3JJaHUE NEPBUYHOM 3allMCH B NACIIOPTE pecypca

OJIH pecypc

90,0

51

opranu3anus MpoBCACHUA TCCTOBOT'O JOCTYIIA K CVYP

OJIMH pecypc

860,0

52

3aIOJIHCHUC JINCTA TCCTUPOBAHUA

OJIH pecypc

420,0

53

BKJIIOUCHUC 3asBKH B BHCKTPOHHLIﬁ YKa3aTcJIb 3daKa3a

OHa KapTO4YKa

0,26

OT60p TOKYMEHTOB 13 OOMEHHBIX (POHIOB OMOIHOTEK NSt
JTIOKOMITJIEKTOBAHHUSI:

54

MPOCMOTP CIHCKOB, KAPTOTEK, KaTAIOTOB OOMEHHBIX
¢boHI0B O6MOAMOTEK, OTOOP HYKHBIX JTOKYMEHTOB, CBEpKa C
KaTaJIoraMH ¥ KapTOTeKaMH CBOEH OMOIHNOTEKH;
COCTaBJIEHHE CITUCKA Ha JOKYMEHTBI, OTOOpaHHBIE B
oObMmeHHOM (hoHTTe

OZIHO HA3BaHUE

3,2

Komuuecto JOKYMCHTOB, BKIIFOYCHHBIX B CIIUCOK:

55

1

3,6

56

2-10

37,4
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57 11-25 87,7
58 | 26-50 197,0
CocrapneHre onepaTuBHOTO (TEKYILEro) riaHa
KOMILIEKTOBaHUS:
59 ompe eI HUE MEPOIIPUATHN 110 (POPMHUPOBAHUIO €AMHOTO OJMH IIJIaH 1044,0
(dhoH/Ia HA TEKYIIUI IO/, OTBETCTBEHHBIX UCTIOJHUTEICH,
KOJIMUYECTBEHHBIX MOKa3aTenei oobema ponaa
(moctymiieHue, BEIOBITHE ), ICTOYHUKOB ITOCTYTICHUS,
CMETBI pacxoJl0B
OdopmiieHne m1aHa KOMIJIEKTOBAHUS B popme:
60 TalJIuI oJ1Ha Tabimna 2,6
61 | xapToTeku 0JIHa KapTO4Ka 2,6
Pabota B aBTOMaTH3upoBanHoM pexxkume (AC):
62 | BBOJ IJIaHa KOMILJIEKTOBaHUS B 0a3y gaHHbIX AC OJIVH ILJIaH 1,1
63 KOPPEKTUPOBKA 0a3bl JaHHBIX; BHIBOJ Ha SKPaH; BHECEHUE OJINH 1,6
WM3MEHEHUN JIOKYMEHT
1.2. IIpueM 1 y4eT NOCTYNUBIINX JOKYMEHTOB
Taoauma 2
N n/mt Haumenosanue mporuecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
1 PacnakoBka / ymakoBka u3JiaHuil OJlHa ITavKa 2,5
2 Paz0op 1oxKyMeHTOB 1O BUAAM, SI3bIKaM, HICTOYHUKAM OJIHO Ha3BaHue 1,0
IIOCTYIUICHHUS
3 [IpoBepka oTcyTCTBUS OpaKOBaHHBIX SK3EMIUISIPOB OJIVIH 1,0
AK3EMILLIP
IIprem TOKyMEHTOB, OCTYNUBIINX C COMPOBOIUTEIBHBIM
JIOKYMEHTOM:
4 IIPUEM JOKYMEHTOB I10 CONPOBOUTENIBHBIM MaTepralaM OJIH 2,8
(JIuCcT peructpanuu, cYeT, HakJIaJHasl, KOIUs 4YeKa, aKT), AK3EMILISIP
no100p ux Mo andaBUTy aBTOPOB WM 3arJIaBUH,
AKCIEIUIIMOHHBIM HOMEpPaM, CBEpKa C COMPOBOIUTEIbHBIM
JOKYMEHTOM, ITPOCTaBJICHUE LIEHBI HAa U3JaHUH, [TOJICYET
qclla SK3EMIUISIPOB, O0IIeH CTOMMOCTH
5 IIPUEM PYKOIIUCHBIX KHUT, IOCTYIUBIIUX C OIVH 30,0
COINIPOBOJUTENIbHBIM IOKYMEHTOM JIOKYMEHT
IIpueM guccepranmii:
6 MOCTYIUBIIUX C CONPOBOIUTENIBHBIM ITUCHEMOM U3 OJUH 21,0
JliccepTallMOHHBIX COBETOB JOKYMEHT
7 MOCTYIUBIIUX C CONPOBOIUTENIBHBIM ITUCHEMOM U3 OJUH 6,6
IKCIEUIIIHI JOKYMEHT
8 npueM aBTopedepaTroB IuccepTaIuii, TOCTYIUBIINAX C OJIVH 1,3
COIIPOBOJUTENIHBIM IUCHbMOM U3 DKCIEANIINN JOKYMEHT
ITpuemM 10KyMEHTOB, HOCTYNUBIINX 0€3
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COMMPOBOAUTCIILHBIX JOKYMCHTOB!

9 MPOBEPKa Ha AYOJIETHOCTD; MPOBECHUE OIICHKH OIVH 3,1
JJOKYMEHTOB JOKYMEHT
10 | cocraBiieHHe aKTa Ha PUEM JOKYMEHTOB OJIHO Ha3BaHUe 1,0
[Iprem pyKONUCHBIX KHUT, TOCTYMUBLINX 0€3
COIIPOBOJUTEINIbHBIX JOKYMEHTOB:
11 COCTaBJICHHE aKTa Ha IPUEM PYKOIUCHBIX KHUT U OJVH 0,1
JJOKYMEHTOB JOKYMEHT
12 | npoBepka Ha HaTM4YUe OJU3KUX IO BPEMEHH U TEMaTHUKE OJIHA 3aIUCh 10,8
PYKOIHMCHBIX KHUT U TI0KyMeHTOB B ¢pongax HUOP mo
ciy>)keO0HOMY, ali)aBUTHOMY, YYETHOMY KaTaJory
[IpoBeneHue 3KCepTU3bI U OLIEHKU PYKOIMCHBIX KHUT U OJIMH
JIOKYMEHTOB: JIOKYMEHT
13 | opauHapHOi 600,0
14 MOBBIIIEHHOMN CJIOKHOCTH 1200,0
15 Ha UHOCTPAHHBIX SI3bIKAX 1200,0
16 | kaprorpaduyeckoro marepuana 1200,0
17 MY3bIKAJILHOT'O COZIEPKAHUS 1200,0
18 | pykonuceil ¢ rpaBiopaMu U U30MaTepuataMu 1200,0
19 | mpoBeneHue NepBUYHON aTPUOYIIMU JOKYMEHTOB (PEIKHX OJVH 10,0
Y IICHHBIX KHHT), 0TOOP B COOTBETCTBUU C MPOhHIEM JIOKYMEHT
KOMIUIEKTOBAHUSI U paciipeiesieHue 1o noapoHiam u
KOJUIEKIIUSM
20 | mpocTaHOBKA IITEMIIENSI Ha 000pOTE TUTYIBHOTO JIUCTA U OJVH 0,26
Ha 17-i cTpaHuIe JOKYMEHTa JK3EMILISIP
21 MIPOCTAHOBKA PETUCTPALIMOHHOTO HOMEpAa Ha JOKYMEHT OJWH 0,26
AK3EMILISIP
22 | HaKJIeMBaHUE Ha JOKYMEHT METKHU JJIsl yCTPONUCTB OJIVIH 1,2
paznoyacTOTHON UJIEeHTU(UKALMU OOBEKTOB, IK3EMILILAP
aKTyaJlu3alns METKU
23 | HakJIeMBaHME IITPUX-KOJa HA 00OPOT TUTYIBHOI'O JIUCTA U OIVH 0,26
00JI0KKHU HK3EMILISIP
24 BHECEHHUE pa3MeTKH 1o GOoHIaM Ha U3AaHUe OJIUH 0,26
HK3EMILISIP
CBepka OCTYNUBIINX JOKYMEHTOB ¢ KAPTOTEKON
TEKYIIEr0 KOMIIJIEKTOBaHMUSI:
25 | MOMCK KapTOYKHU B KAPTOTEKE TEKYILEr0 KOMIUIEKTOBAaHUA, | OJHA KapTOYKa 0,52
CBEpKa KapTOYKH C JOKYMEHTOM, BHECEHHE OTMETOK
26 | cocTaBieHHUE CIIMCKA PETMCTPALIMOHHBIX HOMEPOB HOBBIX OIVH 0,36
MOCTYIUIEHUH JJ1 U3TOTOBJICHUSI IeYaTHOW KapTOUYKU JIOKYMEHT
PaGora B aBTroMatu3upoBanHoii cucteme (AC):
27 | cBepKa JOKyMEHTA C yKa3aTeleM 3aKa3aHHbIX U3JaHUi, OJIHO Ha3BaHUE 3,0
BHECEHUE OTMETOK
28 | mpoBepKa Ha AyOJETHOCTb MOCTYNUBLIMX M3AaHUH B 0a3e OIVH 1,6
naHHbIX AC JIOKYMEHT
29 | perucTpanys HOBBIX NMOCTYyIJIEHHH B 6a3e qaHHbIXx AC OIVH 9,1
JIOKYMEHT
30 | mpueM U perucTpanus pyKOIUCHBIX KHUT, IPOCTABIICHUE OJIMH 3,6
OTMETKH B PETUCTPAILIMOHHOM KypHaJIe HOBBIX JIOKYMEHT

25.12.2025

Cuctema 'APAHT
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IIOCTYIJICHUH, KHUT'€ Y4€Ta HOBBIX MOCTYIUICHUI
[Ipuem u peructpanus *KypHaJIOB U ra3er:

31 | moxbopka KypHaJIOB U Ta3eT 1o andaBuTy Ha3BaHU, OJIMH 0,94
MOKMCK PErUCTPAIIIOHHON KapTOUKH B KapTOTEKE JOKYMEHT
IIOAINMCHBIX U3JaHUM, OTMETKA HOMEPA, AAThI MOTYUEHUS
W3J1aHus

32 | mpoCTaBJICHHUE IITEMIIEIS HA )KypHaJe OJIMH KypHAJI 0,2

33 | mpocTaBieHUE MITEMIIEIs Ha Ta3eTe OJIHa razera 0,16

34 perucTpanmsi HOBBIX MOCTYIUICHUH B 0a3e qaHHbIX AC OIH 2,6

JOKYMEHT
[Ipuem u perucTpanus CeTeBbIX yJAICHHBIX PECYPCOB
(CYP)B AC:

35 MIPOBEPKA JOCTYIMHOCTH pecypca (Ipruem) OJINH pecypc 30,0

36 | opopmiieHHE CONTPOBOIUTEILHOM TOKYMEHTAIIUH (aKT OJIUH pecypc 10,0
npruemMa)

37 | BBenenue 3anucu B peectp yuera CYP OJIUH pecypce 4,8

38 | BBenenue 3amucu B peectp nacnoproB CYP OJIUH pecypc 3,7

39 MOArOTOBKA cBedeHuM 1 caiita o CYP OJIUH pecypce 20,0
AJIMUHUCTPUPOBAHUE CETEBBIX YAAJIIEHHBIX PECYPCOB B
aBToMatu3npoBaHHOM pexknume (AC)

O06paboTka 3anuceil 1y BeAeHUsT HHPOPMAITUOHHBIX
MTOMCKOBBIX CEPBUCOB:
40 | TOKyMEeHT OJIHO Ha3BaHUE 4,0
41 maket/b /] OJIHO 10,0
HAaUMEHOBAHUE

43 aktyanu3anus csegennii o CYP OJIHO Ha3BaHUE 6,0

44 cOOp CTAaTUCTUKH O COCTaBe M 00 ucnosb3oBanuu CYP OJIHO Ha3BaHHE 0,3
[Ipuem u 00paboTKa IEKTPOHHBIX U3IaHUHN AJIs
OnexktpoHHoM 6nbmnoTeku B AC:

45 | mpoBepka kauecTBa (pailyioB, perucrpanus 3JIeKTPOHHOTO OJIMH 9,3
nokymenTa B OK, nepenaua (aiinos Ha cepBep JOKYMEHT
@opMHpOBaHUE aKTa IepeJad HOBBIX IIOCTYIUICHUH B
JpYTHE NOPa3ECIICHUS:

46 | B AC uepe3 mporpammy AUCTIETUYEPU3ALNH U3TAHUI OJVH 0,15

AK3EMILISIP
47 | B py4HOM pEXKUME OJIVIH 2,0

AK3EMILISIP

Benenue "Kuuru cymmapsoro yuera'

Pa300p 1oKyMeHTOB 1O BUJaM, OTPACisiM 3HAHU, OJIHA 3aIlHCh

SI3bIKaM; MOJICUET YUCia IOKYMEHTOB, 3allUCh PE3YyIbTaTOB

MoJicYeTa Mo ycTaHoBJIeHHOU (popme B "Kuury

CyMMapHoro ydera'

KonnyecTBo T0KyMEHTOB B MapTUX NOCTYIIJICHUM:

48 1 0,6

49 |2-50 30,8

50 | 51-250 150,0

51 BBOJI CTATUCTHYECKUX JaHHBIX B 0a3y naHHbIx AC OJIHA NTapTUs 3,1

52 MOJICYET TOCTPAHWUYHO 10 TMO3UINSAM JAaHHBIX, OoJIHa MO3ULIUS 1,6
IIEPEHECEHNE UTOTOB Ha CIEAYIOIY0 CTPAHUILY

25.12.2025 Cucrema TAPAHT 7/190
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53 CBepKa (PMHAHCOBBIX TOKYMEHTOB OT/eja ¢ (PMHAHCOBBIMHU OIVIH 1,46
JOKYMEHTaMU OyXrajtepuu JIOKYMEHT
54 odopMIIeHHE COTTPOBOTUTENLHBIX JOKYMEHTOB (CUET, OJVH 13,0
HaKJIaJHas, aKT) JJIs nepefadn B OyXraiaTepuio JIOKYMEHT
55 | odopmiieHre HHBEHTAPHON KHUTH, HyMEpalus JHCTOB, OJlHa CTpaHuLa 0,88
MIPOCTaBJICHHE HOMEpPa B MHBEHTApPHON KHUTE
56 | 3amuch JOKYMEHTOB IO YCTaHOBJICHHOU popMme B OJVH 2,8
MHBEHTapHYIO KHUTY, IIPOCTaBJIE€HUE UHBEHTApPHOI O JOKYMEHT
HOMEpa Ha JIOKYMEHTE
57 | npoBeeHHE UHAUBHUAYAJIBHOTO y4eTa JOKYMEHTA 110 OJVH 1,0
aKTOBOM cHUCTEME, TPOCTaBICHHE HHBEHTAPHOI'O HOMEpa JIOKYMEHT
Ha JIOKYMEHTE
58 MPOBEJICHUE UHMBUAYAJIBHOTO y4€Ta C MPUMEHECHUEM 0JIHA KapTO4YKa 4,7
YUETHOTO KaTajiora: CocTaBleHre OnOImorpaduaeckoro
OMMCaHUs JOKYMEHTA; YKa3aHHUe IIeHbl, HHBEHTAPHOTO
HOMEpa, roj/ia MOCTYIUIeHUsI, HoMepa 3anucu B "Kuaure
CyMMapHOro y4dera'", yiciia MOCTYIHUBIINX IK3EMILISIPOB,
WX pacupeieIeHHue 1o MoApa3IeIeHUsIM
59 | dukcupoBaHue B KypHalle PETUCTPALIUU KapTOUYEK OJIHA 3aIlHCh 0,3
YUETHOr'0 KaTajlora MHBEHTapHOI'0 HOMEpa, IIEPBOro CI0Ba
3ariaBHs
60 | mpocTaBieHUE UHBEHTAPHOTO HOMEPA HA JJOKYMEHTE OJINH 2,6
JIOKYMEHT
61 perucTpanys NaTeHTOB B HyMEPalMOHHOW KHUTE OIVIH 0,3
JIOKYMEHT
62 | mpUeM aKTOB Ha BBHIOBIBILIME IOKYMEHTBI OT CTPYKTYPHBIX OJIMH aKT 8,7
NoApa3AelieHuii; BHeceHue 3anucu B "KHure cymmapHoro
yuera" (2-1 4yacTh); IPOCTABICHHE HOMEPA aKTa
HckmoueHne TOKyMeHTa M0 aKTy U3 yYETHBIX (opM: OIVIH
JOKYMEHT
63 | ”HBEHTapHOM KHUTHU 1,4
64 | ydeTHOro Karajora 0,88
65 | onMcH HHBEHTapHBIX HOMEPOB 1,0
66 WCKITIOYEHHE BBHIOBIBITUX JOKYMEHTOB M3 06a3bl JaHHBIX OJIUH 1,0
AC JIOKYMEHT
67 | moraileHre UHBEHTAapHOTO HOMEpA U LITEMIIETS OJIH 0,5
O61OIMOTEKN HA TOKYMEHTE JOKYMEHT
68 MOJIIIINBKA aKTOB OJIUH aKT 0,26

I[Ipumeuanue: npu paboTe C JOKYMEHTaMH Ha HWHOCTPAHHBIX S3bIKaX K HOpPME BPEMEHU
IpUMeHseTCs NOBbIIAIMi koddduuuent 1,15.

1.3. bubauoreynasi 00padoTKka 10KyMeHTOB. OpraHu3anus v BeJeHUe KaTaJIoroB

Tabauna 3
N n/n HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enununa Hopma
A3MEPEHUS BPEMEHU,
25.12.2025 Cucrema TAPAHT 8/190
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MHH.

2

Pabora ¢ meuaTHOI KapTOYKOMU:

(dhopMUpOBaHHE KOMIUICKTA IMMEYATHBIX KAPTOUYCK HA OCHOBE
MalTMHOYHTaeMON OMOIHorpaduIecKoi 3armmucu

0JIHa KapTO4Ka

1,25

pa300p KOMIUIEKTA MMEYaTHBIX KAPTOUYEK

0JIHa KapTO4Ka

0,42

moAOOp MEYaTHBIX KapToUeK 1Mo aiaBuTy GamMuanit
aBTOPOB WJIM 3arJlaBU Ui PACCTAHOBKHU B CITYKEOHYIO
KapTOTEKY

OJlHa KapTO4Ka

0,43

pacCTaHOBKA KapTOUEK B CIY)KEOHYIO KApTOTEKy

0JIHa KapTO4Ka

0,96

non6op1<a IEYaTHBIX KAPTOYEK K TOKYMCHTaAM

OJIHa KapTO4YKa

0,52

CBCpKa MOCTYIIMBIIUMX NOKYMCHTOB C KaTaJIOTaMHU:

IIPOBEPKA IO KaTaJIory OBTOPHOCTH JJOKYMEHTA;
MIEPEHECEHUE C KaTaI0KHOM KapTOUKH OMOIMOTEUHOTO
muQpa, HOJHOTO HHIEKCA

0JIHa KapTO4Ka

1,9

IIOUCK B CJ'Iy>KC6HOM KaTaJIoTr€ CBOAHOI'O OIIMCAaHMA,
BHCCCHUC OTMCTOK

OJlHa KapTO4YKa

2,6

oopmieHre neyaTHON KapTOUYKHU, HAlTMCAHUE
WHBEHTAPHOTO HOMepa, mudpa u Jpyrux OHOIMOTEYHBIX
OTMETOK

OJlHa KapTO4YKa

0,68

[Ipunucka ny0neToB:

CBEpKa JOKYMEHTA Ha AyOJIETHOCTb 110 CIY)KEOHOMY,
asi(haBUTHOMY, YIYETHOMY KaTaJIOTy

OAHO Ha3BaHHC

0,94

10

IIPUIKCKA y0ieTa B KaTajor: NpoCTaBIeHUE
WHBEHTapHOI'0 HOMEpA; NepeHeceHre Mudpa Ha JOKYMEHT

OJHO Ha3BaHHC

2,42

[Tpunrcka mpoaoKAIONIUXCS U3TaHNN

11

MTOMCK B PErUCTPAIMOHHON KapTOTEKE KapTOUYKU Ha
W3JIaHUE; CBEpKa €€ C OPUTHHAJIOM; BHECCHHE
OUOJIMOTEYHBIX OTMETOK

OJHO Ha3BaHHC

0,84

12

MOVCK B KAaTaJIOTe KAPTOYKH; OTMETKA TIOCTYIIIICHUS
COOTBETCTBYIOIIETO BBITYCKA; TPOCTABJICHHE
WHBEHTapPHOTO HOMepa, Mudpa, BHECEHUE IPYTUX
OMOJIMOTEYHBIX OTMETOK

OJJHO Ha3BaHHC

3,1

dopmupoBanue oubnnorpaduyecKkon 3anucu

CocraBieHne 0OCHOBHOM Oubarorpadueckoil 3armucu npu
OTCYTCTBHH N€YaTHOW KapPTOUKH B JOKYMEHTE
(03HaKOMIIEHHE C IOKYMEHTOM; COCTaBJIEHHE ONMMCAHUS;
BHECeHHE OUOIMOTEYHON OTMETKH)

OJHO Ha3BaHHC

KoanuecTBo 31€MEHTOB ONUCAHUS:

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

COCTaBJIeHHE OCHOBHOMN OuOnorpaduyeckoit 3anmcu ¢
MTOMOIIBIO0 MaKeTa KapTOUYKH, HAlleYaTaHHOTO B KHUTE;
IIPOCMOTP M3JaHUS; CBEPKA C MAKETOM KapTOYKH

3,5

20

25.12.2025

COCTaBJICHUEC HO63BO‘IHOFO OIMCAaHUI K OCHOBHOM

Cuctema 'APAHT

OJTHa KapTOYKa

1,9
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6ubnuorpaduyeckoit 3anucu

21

03HAKOMJICHHE C JIOKYMEHTOM; COCTABJICHUE
aHAJIMTUYECKOU 3aIIMCH

OJIMH
JIOKYMEHT

3,5

22

COCTaBJICHUE CCHUIOYHON KApTOYKHU K OCHOBHOM
o6ubamorpaduueckoil 3anucu

OJIHa KapTO4Ka

1,26

dopmupoBanue GHOIHOrpapUUECKO 3aMCH PYKOITCHOM
KHUTHU

CocraBieHne OCHOBHOM OMOIHOrpaduuecKoil 3amucu
(o3HAKOMIIEHHE C JOKYMEHTOM; COCTaBJICHNE, OTIMCAHNUE,
POCTAHOBKA OMOIMOTEYHON OTMETKN):

OJHO Ha3BaHHC

23

cpez[Heﬁ CJIOKHOCTHU

600,0

24

HOBBIIIEHHON CIIOKHOCTU

1200,0

25

Ha HHOCTPAHHOM SA3BIKC

1200,0

26

KapTorpaguueckoro Marepraia

1200,0

27

MY3bIKaJIbHOT'O COACPIKAHUA

1200,0

28

I0paboTKa yCTapeBIIUX 3AIMHUCEH, HE COOTBETCTBYOLIHX
COBPEMEHHBIM apXxeorpapuuecKuM HOpMaM: TaTHPOBKA
PYKOIHUCEH 10 BOASIHBIM 3HaKaM; POCIIUCH COJCPIKaHHS
COOpPHHMKOB HEMOCTOSHHOT'O COCTaBa; BHECCHNE
JOTOJTHUTEIBHBIX CBEACHUH C YI€TOM JTOCTIKCHUN
COBPEMEHHOH ucTopuorpaduu

OAHO Ha3BaHHC

300,0

PenakTupoBanue OubamorpaduuecKom 3ammc:

29

ITPOBCPKaA MPAaBUIIBHOCTHU 3JICMCHTOB 3aIllMCHU HAa KAPTOYKC

0JIHa KapTO4Ka

1,0

30

oopmieHHE KapTOUKH 115 TyOIMPOBaHUS HA
MHOKHTEIHHOM anmapare; IpOCTaBJICHUE UHICKCOB,
mudpoB, OMOITUOTEUHBIX IOMETOK, OTIPEICTICHUE 1
yKa3aHUe TUPaXa KapTOYeK

OJlHa KapTO4YKa

3,2

I'pynnoBas 06paboTka JOKYMEHTOB

OTOOp OMHOTHUITHBIX IOKYMEHTOB, MOJJIEKAIIAX
IpymnmnoBoi 00paboTKe; cocTaBleHHe 001IeH
XapaKTEPUCTHUKU HA KOMILJIEKT TOKYMEHTOB

OJlHa TpyIIa
JIOKyMEHTOB

KoyimuecTBO JOKYMEHTOB B TpyIIIIE:

31

1-9

39,0

32

10-15

60,0

33

16 - 30

106,0

34

IMPOBEpKa MPAaBUJIbHOCTU COCTABJICHUA XAPAKTCPUCTUKN HA
KOMIUJICKT JOKYMCHTOB

OJIHa
XapaKTCPUCTHUK
a

13,0

Pexaranoruzamus (3aMeHa KaTaJ10KHBIX KapTO‘-ICK)Z

35

CBEpKa KapTOYKH C JOKYMEHTOM; UCTIPABICHUE CTAPOTO
O6ubIrorpaduuecKoro OMucaHus; COCTaBJICHHE HOBOTO
OIMCAHUS; TIepeHeceHne mudpa, HHBEHTAPHOTO HOMEPa,
OMOIMOTEYHBIX ITIOMETOK

0JlHa KapTO4Ka

17,4

IloaroToBka k HHJACKCHUPOBAHUTIO JOKYMCHTOB JIA
KaTajJoroB:

36

Mo100p KapTOUYKH K JJOKYMEHTY, CBEPKa M BIIO)KCHHE B
JIOKYMEHT

OHa KapTO4Ka

0,5

37

25.12.2025

03HAaKOMJICHUE C JOKYMEHTOM; YCTaHOBJICHUE TEMATHKU;
pacrpeiesieHre 1Mo OTPacysaM 3HaHUS (10 TEMATUKE)

Cuctema 'APAHT

OJHO Ha3BaHHEC

0,88
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38

MIPOCMOTP UHOCTPAHHBIX U3JaHUM, IEPEBOJI JaHHBIX Ha
PYCCKHUH SA3BIK

OJHO Ha3BaHHC

0,37

CI/ICTeMaTI/IBaL{I/Iﬂ JOKYMCHTOB!

39

cucTeMaTu3anys JOKyMEHTAa C UCIIOIb30BAHUEM HHIIEKCOB
[I€YaTHOM KapTOUYKH MJIM MAKeTa KapTO4KH,
HAIle4YaTaHHOTO B U3J1aHUH, O3HAKOMIICHHE C JOKYMEHTOM,
IIPOBEPKA COOTBETCTBUS UHIEKCOB TabIMLIaM
KJ1accu(UKaLuy, IPUHATHIM B ONOJIMOTEKE, IPOCTaBIEHUE
MHJICKCA HA JOKYMEHTE

OJHO Ha3BaHHC

2,6

40

CUCTEMaTU3alusA JOKYMEHTOB [P OTCYTCTBHUH I1€YaTHON
KapTOYKU U MaKeTa KapTOYKU B U3JAaHUH; O3HAKOMIICHUE C
JOKYMEHTOM; OIpEEICHNE HHIEKCa 110 TaduLam
KJ1accu(UKaLuy, MPUHATHIM B OMOIMOTEKE; IPOCTABICHUE
MHJCKCA HA JOKYMEHTE

OJHO Ha3BaHHC

4,7

41

oIpeziesieHne aBTOPCKOTO 3HaKa JOKYMEHTA [0 aBTOPCKUM
Tadmam

OJHO Ha3BaHHC

0,62

42

mugpoBKa JOKyMEHTa Ipu (POPMATHO-MHBEHTAPHOM
paccTaHoBKe: onpeenenue popmara J0KyMeHTa,
Hanucanue mudpa

OJHO Ha3BaHHC

0,42

43

pEeIaKTHPOBAHUE KITACCU(DHUKAIIMOHHOTO HHJICKCA;
IIPOBEPKa NPABUJIBHOCTH UHJEKCA, aBTOPCKOr'0 3HAKA

OJHO Ha3BaHHC

0,88

44

COCTaBJIEHHE KAPTOUKH aJI(PaBUTHO-TIPEIMETHOTO
Karajiora (Ha HOBYIO TEeMaTHKY); HallUCAHUE Ha KAPTOUKe
MHJIEKCA, Ha3BaHUs KaTajlora U KapTOTEKH, B KOTOPBIX
OTPa)KaAIOTCsl JOKYMEHTHI; YKa3aHUE CCBUIKM U OTCBUIKH,
CBSI3U MEXKAY OT/ACIbHBIMH PyOpHUKaMu

0JlHa KapTO4Ka

2,0

[IpenMerunzanus TOKyMEHTOB:

45

IIpeIMETU3alNs JOKYMEHTOB C UCIIOJIb30BAHUEM PYOPUK
Ne4aTHON KapTOUKU; IPOBEPKA COOTBETCTBUS PyOPUKH
MI€YaTHON KapTOYKH MPEAMETHOMY KaTajaory

OJHO Ha3BaHHC

2,6

46

MIPEAMETU3ALNS TOKYMEHTOB IIPH OTCYTCTBUH IT€YaTHOMN
KapTOYKHU; 03HAKOMIICHHE C JOKYMEHTOM, OIIPEACIICHUE

pyOpuKu

OJJHO Ha3BaHHC

4,6

47

COCTaBJIEHHE HOBBIX MPEIMETHBIX PYOPHUK U MOJIPYOPHK;
NIEpeHECEeHNE Ha KapTOUKH CITyKEOHON KapTOTEeKU

OHa KapTO4Ka

1,3

48

pellakTUpOBaHHE MPEIMETHON pyOpHKH; MpOBEpKa
MPaBWJIbLHOCTH NMPEAMETHON pyOpUKHU, TOUHOCTH
HaIMCaHus

OHa KapTO4Ka

0,88

Opranu3zanus an@aBUTHOTO KaTauora:

49

moa0opKa KapTouku 1o andaBuTy (paMunuii aBTOPOB UITU
3arjaBUi JJIs1 PACCTAHOBKH B aj()aBUTHBIN KAaTaJIOT

OHa KapTO4Ka

0,36

50

paccTaHoOBKa MPeIBAPUTENBHO TOJJOOPAHHBIX KAPTOUEK B
an(aBUTHBIN KaTaJIOT

OHa KapTO4Ka

0,36

51

PECAAKTUPOBAHUC aJI(I)aBI/ITHOI‘O KaTaJjiora; rmpoBcpKa
PaCCTaHOBKHU KApTOYCK, MMPaBUJIIbHOCTHU J106aBO'-IHI)IX )51
CCHIJIOYHBIX KaPTOUCK; UCITPABJICHHUC OIINOOK

OHa KapTO4YKa

0,88

52

HaMMCcaHue pa3faenuTens Ut an(aBUTHOTO KaTauora,
yKa3aHue OyKBBI, CJI0Ta

OJIUH
pasenuTenb

0,88

53

25.12.2025

paccTaHOBKa pasjienuTeneil B anaBUTHBIN KaTaJor:

Cuctema 'APAHT

OJWH

0,36
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nox0opKa pazaenuTesnei no andaBuTy, MOUCK MecTa pa3aenuTenb
pazzenuTensi, yCTAaHOBKA, 3aKPETNICHUE CTEPIKHS
Opranu3zaiys CUCTEMAaTUYECKOr0 KaTajiora:

54 | mogbopka KapTOUYKH 10 UHACKCAaM, BHYTPH pasjesia o OJIHA KapTOYKa 0,42
andasuty hamMuIHil aBTOPOB WIIH 3arIaBUH TSI
pacCcTaHOBKH B CUCTEMATHUECKUI KaTajaor

55 paccTaHOBKA MPEIBAPUTEIBHO MOJ00PaHHBIX KapTOYCK B 0JIHA KapTOYKa 0,42
CHUCTEMAaTUYECKUH KaTajaor

56 | pegakTUpOBaHHE CUCTEMATUYECKOTO KaTajora: mpoBepka OJIHA KapTO4yKa 0,88
IIPaBWJIBHOCTH HAIIOJIHEHUS Pa3/eioB KaTajlora 1o
COJIEP>KaHUI0, UHACKCAIIUH U PACCTaHOBKE; UCIIPABICHUE
OIHOO0K

57 aHaJIM3 CUCTEMAaTUYECKOIr0 KaTajora: MCIIpaBICHUE OJIHA KapTOYKa 5,2
WHJICKCOB, BHECEHNE N3MEHEHUH B ali()aBUTHBIN KaTajaor

58 | HanMcaHMe pa3feNuTeNs JUIsl CHCTEMAaTHUECKOT0 KaTaunora: OJIUH 2,6
yKa3aHHe HauMEHOBaHMsI pa3jiena, nopas3zena 1 Ipyrux pasaenuTenb
OTMETOK

59 | paccraHoBKa pa3jenuTesel B CHCTEMaTUYECKUM KaTaJlor: OJVH 0,42
moa0opKa Mo UHJeKcaM, IOUCK MeCTa, YCTaHOBKa, pa3aenuTenb
3aKpEIJICHUE CTEPIKHS
Opranu3zaiys npeIMeTHOro Karajora:

60 | mombopKa KapTOYeK 10 MPEAMETHBIM pyOpHUKaM, BHYTpH 0JlHa KapTO4Ka 0,42
pyOpuk no andaBuTy dhaMuIHil aBTOPOB WIIM 3arjaBHil

61 paccTaHOBKA MPEIBAPUTEIBHO MOJ00paHHBIX KapTOYCK B 0JIHA KapTO4Ka 0,42
MPEIMETHBIN KaTaJIor

62 | pemakTHpOBaHUE MPEIMETHOTO KaTajuora: mpoBepKa OJlHA KapTOYKa 1,0
MIPABUIILHOCTH CCBIJIOK, OTCBUIOK, pyOpHK

63 HaMMCcaHUue pa3AeauTes AJisl IPEAMETHOIO KaTajora, OVH 2,3
yKa3aHue PyOPHKHU, OTCHUIKU, CCHUIKU pa3zenuTenb

64 paccTaHOBKA pa3fEeNUTENs B IPEAMETHBIN KaTaJor, IOUCK OJIUH 0,42
MECTa, YCTAaHOBKA, 3aKPETJIEHUE CTEP)KHS pa3enuTenb
Opranuzanys HyMepalMoHHOT0 KaTanora
HOPMAaTHUBHO-TEXHUYECKOW JJOKYMEHTAIUU:

65 | moxbopka KapTOYKU MO BUJAM IOKYMEHTOB, YCIOBHBIM OJIHA KapTOYKa 4,3
1M (pOBBIM 0003HAUECHUSAM, AN(PABUTY COKPALICHHBIX
Ha3BaHWM CTpaH, JTATUHCKOMY aji(aBUTy (MHOCTPaAHHBIX
CTaHJapTOB), IO HOMEpPaM JOKYMEHTOB

66 | paccTaHOBKa MPEIBAPUTENILHO MTOJOOPAHHBIX KapTOYEK B OJIHA KapTOYKa 0,41
Karajor

67 | pemakTupoBaHue Katajora (IIpoBepKa MPaBUIHLHOCTH OJIHa KapTOYKa 3,2
Ooubnmorpaduueckux onucaHuii, pacCCTaHOBKH,
WCIIpaBJieHNE OMMUOO0K); BHECEHHE JTIOTIOJTHCHUNA U
W3MEHEHUH B KaTaJlor (OTMEHA, 3aMEHA, U3MEHEHU,
MIPOJUIEHNE CPOKA JEHCTBHS C YKa3aHWEM UCTOYHHKA)

68 | HamMCaHME U PACCTAHOBKA pa3JENUTENEH OIVH 1,3

pa3zenuTenb

Opranuzanys 1 BeJIEHHE JIeKTPOHHOIO KaTajlora:

69 | cBepka MOCTYNUBIIUX IOKYMEHTOB Ha 1yOJE€THOCTh B OIVIH 1,6
3JIEKTPOHHOM KaTaJiore JOKYMEHT
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70 | mpunucKa NpoIoJIKAIOIIMXCS U3JaHUM B 3JIEKTPOHHOM OIVIH 1,6
Karajore JIOKYMEHT
®opmupoBanue OMOIHOrpapUUECcKOM 3aUCH IS 0J1HA 3aIlMCh
3JIEKTPOHHOTO KaTajora; BBOJ B 0a3y aHHBIX;
3aI10JIHEHWE COOTBETCTBYIOIINX MOJIEH:

71 MPU HAUTMYUK MaKeTa e4aTHON KapTOUKHU 0,36

72 | Ipy OTCYTCTBUM MEYATHON KAPTOUYKHU 0,42

73 COCTaBJICHUE aHAJIMTUYECKOM 3alMCH 3,5

74 COCTaBJIEHUE JOOABOYHBIX M CCHUIOYHBIX OITMCAHUI OTHO 0,88

ONMCAHUE

75 | penaktupoBaHue OuOMorpaduUecKkoit 3anucu B 6aze OJTHO 1,3
nanueIX AC; BHECEHNE U3MEHEHUH OonHcaHue

76 | BBOA MepeyHs MPEAMETHBIX PYOPHUK apr(pMETHKO- oJIHa pyOpuka 0,36
noruyeckux yctpoicts (AJIY) k cuctemaTuyeckoMmy
KaTaJory U TeHepaJIbHOM CIPaBOYHOMN KapTOTEKe

77 | BBIBOJ HA HKpaH OuOnmmorpaduyeckux 3anucen OJIHA 3aIHCh 0,83

78 | penaktupoBaHue pyOpHK; HAMIOJHEHUE PA3/IEIIOB 0JIHA 3aITUCh 3,0
W3patue kapToueKk U3 KaTrajaoros
N3paTre kKapTOYKK Ha UCKIIFOUYCHHBIC U3 OMOIMOTEYHOTO 0JlHa KapTo4Ka
(dhoHIa JOKYMEHTBI:

79 | andaBuTHOrO Karaigora 0,52

80 CHCTEMaTHYECKOTO KaTajiora 0,56

81 | mpeameTHOro Karajiora 0,56

82 HYMEPAIMOHHOTO KaTajora 0,42

83 n3bATHE OMOIMOTrpadUUECKO 3aIMUCH U3 JICKTPOHHOTO OJIHA 3aIUCh 0,84
Karajora
TexHnuyeckas 00paboTKa TOKyMEHTa
HakneuBanue Ha TOKyMEHTE JIMCTKa CPOKa BO3BpATa, OJIUH
KapMallika, spibIKa: JOKYMEHT

84 | mucToK cpoka BO3Bpara 0,42

85 | xapmamek 0,42

86 | spabIK 0,26
Hamnucanne mmdpa Ha JOKyMEHTE U SIPIIBIKE: OJIH

JOKYMEHT

87 | Ha MOKyMeHTe 0,26

88 | Ha ApnbIke 0,36

89 | mepenecenue HOpMATHOTO U CUCTEMATHIECKOTO MIM(POB C OJINH 1,6
KapTOUYKH HA JOKYMEHT JOKYMEHT

90 | odbopmiieHrE KapTOUKH JIJISI THPAKUPOBAHUS OJIHO Ha3BaHUE 1,0

91 BHECEHME U3MEHEHMH B KAPTOUYKE M1OCIIE TUPAXKUPOBAHUS OJIHO Ha3BaHUe 0,42

92 | pacnpeneneHre KaTajJ0KHbIX KAPTOUYEK Ha HOBBIE OJIHA KapTOYKa 0,42
MOCTYIJICHUS 110 CTPYKTYPHBIM MOJAPA3AECICHUIM TIOCIIE
TUPAKUPOBAHUS

93 | 3amosiHeHHME KHUKHOTO hopMyIsipa: ykazanue mudpa, OJTH 0,88
WHBEHTapHOTO HOMEpa IOKyMeHTa, GaMIIUU U KHIDKHBIH
WHUIIMAJIOB aBTOPA, €r0 Ha3BaHMUsI, IIEHBI, TOJIa U3JaHuUs bopmymsip

94 | 3amoyiHeHHE KapTOYKHU UHJIMKATOpa HA JOKYMEHT, OJINH 0,88
HaIpaBJIsieMbIil B KHUTOXPaHECHHE: YKa3aHUe WHIIUKATOP
WHBEHTAapHOTO HOMEpa, aBTOPa U 3aryiaBus, mudpa
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paccTaHOBKH
95 3aM0JIHEHUE MePEeIaTOYHON BEIOMOCTH Ha MapTHUIO HOBBIX oHa 0,42
MOCTYIUJIEHUM BEJOMOCTb
Pa6ota B AC
BriBo1 Ha 2KpaH yueTHBIX (popM; pacmedarka: oaHa Gopma
96 JIMCThI MHAUBUAYAIBHOTO yUeTa JOKYMEHTOB 0,05
97 repelaToyHas BEJOMOCTh HOBBIX MOCTYIUICHUI 0,05
98 | xapTouka c OubHorpaduIecKol 3aMUChIO ISl Y9€THOTO 0,05
KaTajiora
99 | kHIWKHBIN GopMyIp 0,05
100 | kapTouka MHIUKATOpPA 0,05

[Ipumeuyanue: K HOpMaM BPEMEHH MTPUMEHSFOTCS MOBBIIAIONINE KOIPPUITUSHTHI:

- IPU COCTaBJIEHUU OMOIMOTrpadUUecKoro ONMCcaHus Ha JOKYMEHT, Ha TUTYJIbHOM JILCTE€ KOTOPOTO
YaCTUYHO OTCYTCTBYIOT JIaHHBIE JUIst OnOarorpaduueckoii 3amucu - 1,13;

- mnpu OubnuorteuHoil oOpaborke: KUHOPOTOGOHO OKYyMEHTOB - 1,21; HOTHBIX,
Kaprorpaduueckux, uzom3gaHwii - 1,15, cmenuanbHBIX BHIOB HAyYHO-TEXHHUYECKOH JUTEPATyphl H
JokymeHTauuu - 1,10;

- mpu paboTe C JOKYMEHTaMH Ha HHOCTPAaHHBIX SI3bIKaxX, MPU OpPraHU3aluud U BEACHUU
KpaeBeIuecKoro kartajora (KapTOTeKH) M OMOJIMOTEYHOTO KaTajora Ha MHOCTpaHHOM s3bike - 1,15. Ha

SI3bIKax CTpaH Aszuu u Appuku - 1,5.

1.4. Pabora ¢ pongom

1.4.1. PaGoTa no npueMy 10KyMeHTOB

Taoauna 4
N n/n Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEHUS BPEMEHH,
MUH.

1 2 3 4
[IpriemM TOKyMEHTOB B CTPYKTYPHBIX MOJPa3AEICHUIX
IIprem TOKyMEHTOB U3 OT/I€1a KOMIIJIEKTOBAHMsI, CBEPKA C | OZJHA NMapTHs
COINIPOBOJUTENILHBIM MaTepHaJIOM
KoanuecTBo 3K3eMIUISIPOB:

1 1-25 14,4

2 26-75 37,2

3 pEerucTpanys HOBbIX MOCTYIUICHUN NIEPUOJUYECKUX OIVH 0,26
W3J1aHuH, IPOCTaBIEHUE OTMETKU B PETUCTPALMOHHON JIOKYMEHT
KapTOTEKe

4 IIPOBEpPKA I'OIOBOI0 KOMILJIEKTA )KYPHAJIOB U Ira3eT Ha OJIMH HOMEP 1,0
HaJIMunue HOMEPOB

5 IIPOBEPKA 3aMKCH HA IEPBOM HOMEPE I'0JI0BOTO OJINH HOMEp 5,0
KOMILIEKTA: mudpa, HOMEPOB, OTCYTCTBYIOIIUX HOMEPOB,
MecCSIEB
3anuce HoMepa B TONOrpaduuecKyro ONUCh, IPUI0KEHUS OJIMH HOMEp
U CHelHaJIbHbIE BBITYCKHU:
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6 Ha PYCCKOM SI3BIKE; 1,0
7 Ha MHOCTPAHHBIX S3bIKAX 2,0
8 MIPOCTABJICHHUE IITEMIIENISI CTPYKTYPHOTO TOIpa3 ieiIeHuUs OJIUH HOMEP 0,26
Ha JIOKYMEHTE
ITonGop HOKYMEHTOB JIsl paCCTaHOBKH B (poHIe:
9 Mo00pKa TOKYMEHTOB 10 KJIaCCH(PUKAIMOHHBIM OJINH 0,52
HHJIEKCaM, aBTOPCKOMY 3HaKy JIOKYMEHT
10 | moxOopka TOKyMEHTOB 1O (hopMaTy, UHBEHTAPHBIM OJIMH 0,92
HOMepaM, mudpam pacCTaHOBKU JIOKYMEHT
11 no00pKa JOKYMEHTOB 110 ajiaBUTY Ha3BaHUM, T0J1aM, OIVIH 0,48
HOMepaM, pazJienam, NOpsIKOBOMY HOMEpY JIOKYMEHT
12 | nonbopka cnenBuI0B HOPMAaTUBHO-TEXHUUECKON OJIUH 0,36
JOKYMEHTAIMH 110 KJlaccaMm, MoJIKJIaccaM, rpyIam, JIOKYMEHT
MOJIrpyInaM, MHBEHTAPHBIM HOMEpam
PaccranoBka 6ubmmoTeyHoro Gpoxmaa:
13 paccTaHOBKA IOKYMEHTOB Ha CTEJIaXax B OVH 0,52
CUCTEMATHYECKU-aJI(DaBUTHOM HOPSIKE JOKYMEHT
14 paccTaHOBKA IOKYMEHTOB Ha CTEJUIaXax B OVH 1,3
(hopMaTHO-WHBEHTAPHOM TIOPSIJIKE JOKYMEHT
15 paccTaHoOBKa JOKYMEHTOB MO andaBUTy Ha3BaHUM, TOAAM, OVH 0,63
HOMEpaM, pazJienam, NOpsIKOBOMY HOMEpPY JOKYMEHT
paccTaHOBKAa HOPMaTUBHO-TEXHUYECKON JOKYMEHTAINH OJIUH
10 KJ1accaM, MojKjaccam, rpynmnam, HoArpymnmnam, JOKYMEHT
WHBEHTapHBIM HOMEpam
KonngecTBo TOKYMEHTOB B TOA0OpKe:
16 1-5 0,52
17 ]6-10 5,2
18 11-15 0,88
19 | paccraHOBKa JOKYMEHTOB Ha CTEIIaKax B OIVH 5,00
(hopMaTHO-CUCTEMATHUECKOM U ali()aBUTHOM TOPSIJIKE JOKYMEHT
(mpenMeTOoB U MaTepuanoB rpagukm) B BUTPUHAX U
mKagax ¢ yueToM KOMITJIEKCHOTO XPaHEHHs pyKOTIHCHBIX
Y CTapONeYaTHBIX KHUT
20 | paccraHOBKa JOKYMEHTOB Ha MUKPOHOCHUTEIISX B OIVIH 3,0
MHBEHTAPHOM M HyMEPaLMOHHOM MOPSIKE JOKYMEHT
MIPOBEpKa MPABUIIBHOCTH PACCTaHOBKU JJOKYMEHTOB B MaccuB GoHJa
OTJeNbHBIX MaccHBax (oHJa
KonnuecTBo npoBepsieMbIX JOKYMEHTOB:
21 1-200 26,1
22 | 201-305 42,0
23 | 306 -400 57,0
24 1401 - 600 88,0
25 nepemMenieHue (MepeHeceHne) JTOKYMEHTOB Ha CBOOOTHBIC OJTHA IIOJIKA 4,0
MecTa
OdopmieHne MONOYHbIX pa3euTeNel; HalucaHue OJIUH
TIOJIOYHBIX Pa3/ieIUTeNeH: pa3ennuTenb
26 | 1ud cucTeMaTHYecKoil paccTaHOBKH (OHJa 3,6
27 | nast popmaTHON paccTaHOBKHU (oHIA 2,6
28 | nist andaBUTHOM paccTaHOBKU (OHIA 2,6
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| 29 ‘ JUIs. HYMEPAIMOHHOM pacCcTaHOBKU (hOHJIA 2,6 ‘
IIpumeyaHue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MOBBIIIAIOIINE KO UITMCHTHI:
- IpU 1OA00PE U pacCTaHOBKE KMHO-, (POTO-, HOHOIOKYMEHTOB - 1,2;
- HOT, KapTOrpapuIecKux, N30M3AaHul -1,5;
- IpU paboTe ¢ JOKYMEHTaMHU Ha HHOCTPaHHbIX fA3bIKax - 1,15;
- Ha s3bIKax ctpaH As3uu u Adpuku - 2,0.
1.4.2. Pabora nmo coxpannoctu poHjaa
Tabaunna S
N n/n Haumenosanue npouecca, onepauuu. CoctaB padOThI Enununa Hopwma
U3MEpEeHUus BpPEMEHU,
MUH
1 2 3 4
ITpoBepka 6ubMoTeyHoro Goxma:
1 HaIMCaHWE KOHTPOJIHHOTO TaJIOHA HAa JIOKYMEHT: YKa3aHue OJIH TaJIOH 0,88
Ha HEM MHBEHTapHOro HOMepa, mudpa, hamMuIuy,
WHUIMAJIOB aBTOpPA, 3arjaBus, roa, MecTa U3/1aHus, LEHbI,
MecTa XpaHEeHHUs
2 MapKUpPOBKa KOHTPOJIbHBIX TAJIOHOB: YCTAHOBKA, I'/1€ OJIMH TaJIOH 0,26
YUYTEH JaHHbIM JOKYMEHT (Y4EeTHBINH KaTaJor, MHBEeHTapHas
KHMIa); IPOCTABJIEHUE ONO3HABATEJILHOTO 3HAKA
ITon6Gopka KOHTPOJIBHBIX TAJIOHOB: OJIUH TaJOH
3 110 MHBEHTAapHBIM HOMEpaMm 0,21
4 1o andaBuTy GaMunuil aBTOPOB UITU 3ariiaBUl 0,31
5 110 KJIaCCU()MKALMOHHOMY HHIEKCY 0,52
6 CBEpKA KOHTPOJIbHBIX TAJIOHOB C UHBEHTAPHOM KHUTOM, OJIVH TAJIOH 0,21
OTMETKA ITPOBEPKH HA TAJIOHE U B KHUTE
7 CBEpKa KOHTPOJIbHBIX TAJOHOB C YYETHBIM HIJIN OJWH TaJIOH 0,26
asi(haBUTHBIM, TOTIOTpapUUECKUM KaTajloraMu, OTMETKa Ha
TaJOHE U B KaTajore
8 aHau3 GOpPMbl MHIUBUIYAJIBHOTO yUETa; BbISABICHUE OJIMH 1,3
JJOKYMEHTOB, HE IPOIIEIIINX IPOBEPKY JOKYMEHT
9 COCTABJICHUE KaPTOYKH HA JOKYMEHT, HE MPOLICAIINN OIVH 0,83
IIPOBEPKY JIOKYMEHT
10 | moMCK NOKYMEHTOB, HE NPOLIEAIINX IIPOBEPKY, 1O OIVH 3,6
Pa3IMYHBIM YYETHBIM (pOopMamM, KapTOTeKaM, KypHajam, JIOKYMEHT
KHUKHBIM TTOJIKaM
CocTaBlieHHe CIIMCKA HEIOCTAIOMUX B (JOHJIE JOKYMEHTOB | OJMH CIIHCOK
KomnuecTBo TOKyMEHTOB B CIIUCKE:!
11 1 0,78
12 | 2-10 8,3
13 11-25 19,3
OT6Op NJOKYMEHTOB JIJIsl U3BITHS U3 (DoHIA
IIpocMOTp AOKYMEHTOB Ha IpeAMET U3bATUS U3 POHIA: OJINH
JIOKYMEHT
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14 | HempoUIBbHBIX 3,1
15 yOJIETHBIX 1,6
16 | ycTtapeBHIUX MO COACPHKAHUIO 3,1
17 BETXHUX 0,88
18 MaJIOMCIIONIb3YEMbIX, HEUCITOIb3YEMbIX 2,6
[ToaroroBka TOKYMEHTOB K aKTUPOBAHUIO:
19 | nogbopka TOKYMEHTOB B ITAPTUH IO MPUYNHAM HU3BATHS; OJVH 0,36
CBEpKa C KHIKHBIM (OPMYIISIPOM JIOKYMEHT
20 | mombopka KHWKHBIX (POPMYIIIpOB HA JOKYMEHTaX B OJVH 0,42
MOpSIKE MHBEHTAPHBIX HOMEPOB, anaBuTa, KypHAJIOB - bopmysip
10 r0JIaM ¥ HOMepam
CocraBiieHHE CIIMCKA K aKTy BBIOBITHUSA (TIepeaaun); OJIMH aKT
mozicueT 001Iel CyMMBbI; OpOpMIICHHE aKTa
KonnuecTBo TOKyMEHTOB B CIIUCKE:
21 1 0,78
22 | 2-10 7,8
23 11-25 19,3
IToaroroBka JOKyMEHTOB B MEPEIUIET:
24 | oTOOp JOKYMEHTOB JIJIs TIEPEIUICTa; TPOBEPKA COCTOSHUS OJINH 3,4
JIOKYMEHTA; 3arojiHeHue (CBepKa) KHUKHOTro (hopMyspa JIOKYMEHT
25 moAOOpKa KOMILUIEKTOB, CBSI3bIBAHUE B IMAUKH; OJINH 2,6
odopmIieHHe JOKYMEHTOB JUIsl Iepeiayil B MepeIuieT JIOKYMEHT
26 MOATOTOBKA TJOKYMEHTOB K BOCCTAHOBJICHHIO: TIOJ00D OVH 2,6
JOKYMEHTA, aHAJIOTUIHOTO TIOBPEXKJICHHOMY; 0(OpPMIICHHE JOKYMEHT
3aKa3a Ha KOMHMPOBaHHE
27 | mpueM 3akasa [ociie KONMpoBaHUs, IPOBEPKA KauecTBa OJIUH 0,83
KOIUH, MOArOTOBKA IOKYMEHTA K MePerieTy JIOKYMEHT
28 | mpueM IOKYMEHTOB U3 MeperieTa: CBepKa MOCTYMUBIINX OJIH 5,2
U3 MeperieTa T0KYMEHTOB ¢ KHUKHBIM (hOPMYIIIpOM; JTOKYMEHT
MIPOBEpKa KayecTBa MeperuieTa; BOCCTAHOBJICHHE 3ariaBus;
HanucaHue mudpa Ha SpIbIKe, KOPEIIKe JOKYMEHTa
[TommmBka ra3er ¥ TOHKUX KYpPHAJIOB:
29 | ompenenenue ¢popMmara, BIOKEHHE KOMIUIEKTA KypHAJIOB B OJlHA TIarKa 13,0
TMarnky Hy)KHOTO (hopMaTa, 3aBsi3bIBAHNE; BEIHECCHUE
mdpa, Ha3BaHUA, TOJa U3/IaHus, HOMepa KypHaJIoB Ha
00JI0KKY M KOPEIIOK NanKu
30 | packiiagka raser 1o Ha3BaHUSIM: IPOKaJIbIBaHUE, OJIHA TarKa 9,4
BJIO’KEHUE B KAPTOHHYIO 00JIOKKY (IIAanKy), IPOIIHYPOBKa;
odopmiieHne 0010KKH (Ha3BaHUE, TOJI, HOMEP, MECSII)
Menkuit peMoHT doHaA:
31 MOJKJICMKA TOKYMEHTA, KAPMAILIKOB, SPJIBIKOB; OJIHA TTaIlKa 4.2
BOCCTAaHOBJICHUE 3ariaBui
PecraBpanust kopemkos:
32 | onpexnenenue oobeMa pabOThI; yaaleHHe CTapOro OJIMH KOPELIOK 60
KOpEIIKa, TOAr0TOBKAa KOJICHKOpa (00pe3Ka, MOAKICHKa);
MPOIINBKA 0JIOKA JOKYMEHTA, MOAKJIeHKa HOBOTO
KOpeIlIKa, pa3MellleHne o] Ipecc
PecraBpanus crpanuit:
33 ompeseneHue oobeMa paboThl; mokIelika hoTorpadui, OJTHA CTPaHUIIA 10
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KapT, 4YepTekKeH; BOCCTAHOBJIECHUE YaCTEH CTPaHULL

(ctp.)

Ob6ecnbpuiuBanue GoHaA:

34

00eCIbUITMBaHUE q)OHHa C IIOMOIIIBIO IIBIIICCOCA,
obOecrieueHue pa60qer0 MECTa TECXHUYCCKUMU CPCACTBAMMU,
IMPOBCACHUC O6€CHBIJII/IB3HI/ISI; 3aHOC TCXHUYCCKUX CPCIACTB
B MCECTa XpaHCHUA

OJIHa
MECPOIIOJIKa

12,0

35

pyuHoe obOecnbuIMBanue GoHaa; odbecrneueHue paboyero
MeCTa TeXHUYECKHUMH CPEICTBAMU; 3aHOC TEXHUICCKIX
CpPEJICTB B MeCTa XpaHEHUs

oJHa
MEpOIIONKa

9,4

-1,2;

[Ipumeuyanue: K HOpMaM BPEMEHU MIPUMEHSIOTCS MOBBIIIAIONINE KOOPPUITUSHTDI:

- IpU PYYHOM oOecHbUIMBaHUU (POHJA HOTHBIX, KapTorpaduuyecKux, W30M3AaHUH, TUccepTaluit

- ipu o0ecnbUIMBaHUM (POH/IA C TOMOIIBIO blIecoca -1,3.

1.4.3. U3yuenue 6m0am0TEeYHOT0 (pOHAA

Taoauua 6

N /i

HaumenoBanue nporecca, onepanun. CoctaB paboThl

Enununa
HU3MEpPEHUs

Hopma
BPEMEHH,
MUH.

2

3

4

[MonroroBuTenpHas padoTa 1Mo U3y4EHUIO OMOIUOTEIHOTO
dhonpa:

COCTaBJICHHE TIaHA PaOOTHI IO N3YUYEHHUIO OMOIMOTEIHOTO
dhonga (yactu hoHaa)

OJAHH ITJIaH

214,0

MMOATOTOBKA MHCTPYMCHTAPUA 110 U3YUCHUTO
OMOIMOTEYHOTO (I)OHI[a; COCTaBJICHUC Ta6J'II/II_U>I 110
PA3JIMIHBIM aCIICKTaM N3YUYCHU S

oJHa Tabiuma

6,3

noabopka 6udMorpaguIecKux mMocooui,
MH(GOPMAIMOHHBIX CIIMUCKOB JJIS POBEACHUS pabOTHI MO
M3Y4eHHI0 OnbnroTedyHoro Gpoxaa

OJIHO IToco0ue

20,0

MOJIrOTOBKA MHCTPYKTaXa Il IpOBeIeHUs paboT 1o
M3Y4eHHI0 OnbnnoTeyHoro Gpoxaa

OJWH
HHCTPYKTaXX

83,0

bubnuorpaduyeckoe nzydenue 6ubIMoTeyHoOro GpoHaa

O3HakoMJIEHHE € coJiep:kaHueM oubarorpaduueckoro
noco0usi, THGOPMAIIMOHHOTO CIIUCKA JJIS IPOBEICHHS
paboThHI IO U3yUeHUI0 OubanoTeuHoro Gouaa

OJIHO IToco0ue

KonndecTBO Ha3BaHUM B TOCOOHH:

1-25

15,7

(o)}

26 - 50

34,0

51-100

68,0

CBepka KapTOUYKH Karajora ¢ Oubauorpapuieckum
OIHCaHHEM JIOKYMEHTA, YKa3aHHOTO B IOCOOMH; BHECEHHE
OTMETKH O HAJIMYMH JOKYMEHTa B OHJIE:

OJTHA KapTOYKa

asi(haBUTHBIN KaTaJIor

0,26

CHUCTEMATUYECKUU KaTaJIor

0,42
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10

cocTaBiieHHe OMOIOrpaduuecKoro OnucaHus Ha
OTCYTCTBYIOIIHE B OMOIMOTEKE TOKYMEHTBI

OIHa KapTO4Ka

2,6

IMPOCMOTP HAIIOJITHCHHA CUCTCMATHUYCCKOI'0 KaTajaora B
PA3JIMYIHBIX ACIICKTaX (HO OTpacC/isIM 3HAHHA, BUIAM,
FOI[aM); COIIOCTABJICHHUEC MMOJTYYCHHBIX JaHHBIX C
TEMATUKO-THIIOJIOTHYCCKHUM (HepCHCKTI/IBHHM) IIJIaHOM
KOMINIJICKTOBAHUA; YTOUHCHUC, BHCCCHUC KOPPCKTHUB B
IIJIaH KOMIIJICKTOBaHUA

0JIHa KapTO4Ka

KomnnuectBo KapTO4CK B SAIIUKC!

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0

Craructuueckoe n3ydeHue OuoImoTeqHoro GoxHmaa:

14

3aroJIHEHNE CTATUCTUYECKUX TabuIl (10 COCTaBy,
NUHAMHUKE U CTEIEHU UCIIOIb30BAaHUA OUOIMOTEYHOTO
(doHa) HA OCHOBAHUH YYETHOH TOKYMEHTAIIUU

olHa Tadiuna

19,3

15

pacdyer rnokasaresieil KHUroo0eceueHHOCTH,
00paIaeMoCTH, YATACMOCTH

OJINH
IoKa3aTeiib

2,0

16

CIUIOIIHOM MPOCMOTP JOKYMEHTOB Ha CTeJUIaXax, IOJICYET
10 KHKHBIM (POpMYyJIsipaM WIIM JINCTKAaM CPOKa BO3Bpara
KOJIMYECTBA KHUIOBbIIAY

OJUH
JOKYMEHT

0,84

17

MapKHPOBKa HEUCTIOIb3yeMOH YacT (poHma B
3aBUCHMOCTH OT IIPUYHMH, BEI3BABIINX HU3KYIO
o0paniaemMocTh

OJUH
JOKYMEHT

0,26

18

3aroJIHEHNE TaOJINIBI HHTEHCUBHOCTH HUCIOIb30BaAHUS
oubmmoTeyHoro Goxa

oJHa Tadimna

50,0

CocraBieHre U aHaau3 TabIUL 110 U3YYEHHUIO
oubmmoTeyHoro Goxa

Cocrasiieaue TaOJINIBL;

19

10 COCTaBY, Pa3BUTHUIO U HCIIOIH30BAHUIO OUOIHOTEYHOTO
dbonga

oJHa Tabiumna

63,0

20

IO CTETMEHU HCIIOIb30BaHMs (POH/IA B Pa3IMYHBIX aCMIEKTax
(B oTpacieBoMm, Mo BUIaM U3AaHUIN)

oJHa Tabiuna

68,0

21

10 00bEMY HEUCITIOJIb3yEMOI M MaJIOCIIpaIlIiBaeMOM YacT!
(dhoH/Ia U TPUYMHAM €€ HAKOTICHUs

oJHa Tadimma

63,0

AHanm3 Ta0InUIIbL;

oJHa Tadimma

22

10 COCTaBY, Pa3BUTHUIO U HCIOIH30BAHUIO OUOIHOTEYHOTO
dbonga

oJHa Tabiuna

56,0

23

O CTETMEHU HCITIOIb30BaHMs (POH/A B Pa3IMYHBIX aCTIEKTax
(B oTpacieBom, Mo BUIaM U3AaHUIN)

oJHa Tabiuna

56,0

24

10 COCTaBY U BEIUYMHE HEUCIIOJIB3yEMOU U
MaJIoCIpalIuBaeMoi yacTi GoHa U IPUYKNHAM €€
HAaKOILICHUs

oJHa Tabiuna

60,0

25

COCTAaBJICHHUE ILIaHa MEPOIIPUATHHN U IPCIIOKECHUHU 1O
pe3yjibTaTaM N3YyUCHUA (I)OH,Z[a

OJIVIH IIJIaH

161,0

IIpumeuyanue: BpeMs NPOBEICHUS MHCTPYKTaka B HOPMY BpEMEHHM He BXOJAUT; IpuU paboTe ¢
JOKYMEHTaMHU Ha MHOCTPAHHBIX SI3bIKaX K HOpMaMm BPEMEHU MPUMEHSETCS MOBBIMIAMNN KO3(hULIUEHT

1,15.
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1.5. O6cayxuBanue ynTareseu

1.5.1. PaGoTa ¢ ynrarejiemM

Taoaunma 7

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

3anuck ynTaTess B OMOJIMOTEKY:

MIPOCMOTP AOKYMEHTOB yuTaTens (macmnopr,
YA0CTOBEpPEHHUE, TOPYUUTEIHCTBO); MPOBEPKA HATUUHS
Y4ETHO-PETUCTPALIMOHHON KAPTOUKH YUTATEIS

OJJVH YUTAaTCJIb

1,7

3arosiHeHne (GopMyJIsipa YuTaTes,
Y4ETHO-PErHCTPALMOHHON KAPTOUKH, YATATEIBCKOTO
ounera

OIHUH YUTaTCJIb

2,0

O3HAKOMJICHUE YUTATENs C IPAaBUIIaMU 110JIb30BAHUS
OuOIMOTEKOH, pacmoiokeHrneM (OH/a, CIPABOYHBIM
anmnapaTom

OAHMH YHMTaTCJIb

5,0

MTOVICK ¥ PACCTAHOBKA YYETHO-PETHUCTPAITMOHHBIX KAPTOULCK
1o andaButy GamMunuil yuratenen

0JlHa KapTO4Ka

0,26

Ilepeperncrpanus ynrareneu

nouck ¢popmynsipa (perucTpallMOHHONW KApTOUKHU)
YUTaTeNIs; BHECCHUE N3MCHCHUN B HUX U YHTATEIIbCKUI
ousnet (yTOYHeHHe aHKETHBIX JaHHBIX, HOBOTO
YUTATEIHLCKOTO HOMEPA, JaThl IEPEePETUCTPALIAHN)

OAHH YMTaTCJIb

12,0

3anucek (mepeperucTpanms) yntaTenaei B
aBTOMATHU3HPOBAHHOM PEKHME:

Ha0op Ha KJIaBHAType CBEJACHUM 0 unTaresne: haMumus,
UMs1, OTYECTBO, XapaKTEPU3YIOIIHE €r0 MPU3HAKU
(oOpa3oBaHue, CrIeUATBLHOCTD, HHAsI HH(GOPMAITHs ), KOJI

OIHUH YUTaTCJIb

6,0

OCYIIIECTBIICHHE KOHTPOJIS 32 BO3MOKHBIM HaTUUHEM
JTAHHBIX O YATATENe, 3alMCaBIIUMCS B OMOIHOTEKY (paHee
3amucaH, JIMIIEH MpaBa MoJIb30BaHUs)

OJWH YUTaTCIIb

1,0

odopMmIIeHHE KO/1a YUTATENS C KOHTPOJIbHBIM Pa3psioM U
CPOKOM MOJIb30BaHUS YUTATEIHCKUM OUIIETOM Ha OCHOBE
BBIAHHON MH(QOpMAaIIH

OIHUH YUTaTCJIb

0,52

BBIBEJICHUE Ha IIPUHTEP CBEACHUI O 3amucaBlIeMCs
yuTaTeNe B BUjE OJaHKa, BRIpe3aHue OJlaHKa U BKIICHKa
€ro B UNTATENIbCKHUI Onier

OJJVH YUTaTCIIb

1,3

Pabora qucneruepckoit ciryKObl:

10

MIPUEM YUTATEIbCKOTO TPEOOBaHMSI; TPOBEPKa
MPaBWJIbHOCTH 3al0JHEHUs TpeOOBaHUM, YTOUHEHHE MecTa
XPaHEHMS JOKYMEHTOB; OTMETKA B IUCIIETYEPCKOM CETKE,
nepesiaya TpeOOBaHUsl B KHUTOXPAHEHUE

OJHO
TpeboBaHue

0,73

Brinmonnenue tpeboBaHuii motpedburenei, Bpaava
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JIOKYMEHTOB U3 OCHOBHOT'O KHUTOXPAHEHUS:
11 MoTydeHue TpeOOBaHUM, pEruCTpaIs, MoA00pKa Ux 1Mo OIHO 3,0
mudpam TpeOoBaHue
12 MTOUCK JIOKYMEHTA, HAHECEHUE OTMETKU Ha TPeOOBaHUH, OJTHO 5,0
KHIDKHOM (pOpMyJIsipe, TUCTIeTYSPCKON CETKE TpeOoBaHuE
13 | ycraHOBIIEHHE MECTa HaXOKIECHHSI HEHAllIEHHOTO OJIHO 7,0
JIOKYMEHTA M0 CIPaBOYHBIM KapTOTEKaM, KaTajoram TpeboBaHue
14 | BbIaya TOKyMEHTA U3 OT/AEIA KHUTOXPaHEHUs OIVIH 2,0
MOTPEOUTENIO; OTMETKA Ha KHIXKHOM (popmyIisipe, JIOKYMEHT
TpeOOBaHUH
15 MPUHATHE JOKYMEHTA OT MOTPEOUTEIS; MOMCK KHIDKHOTO OJVH 3,0
dbopmyisipa, TpeOOBaHUS; MOTANICHHE OTMETKH O BbIJIa4e JIOKYMEHT
Bbigaua KOMIUIEKTOB JOKYMEHTOB BO BPEMEHHOE
M10JIb30BaHKE TOJIPa3ICIICHUSIM OMOIHOTEKH:
16 | opopmiieHHe 3asIBKM HA KOMILIEKT JOKYMEHTOB, OJlHa 3asBKa 5,0
1Iepe/laBaeMblil B CTPYKTYPHOE NOpa3AelIeHUE
17 o00p AOKYMEHTOB B KOMILJIEKTHI; HAIMCAHUE BTOPOTO OIVH 40,0
IK3EMILIIPa KHIHKHOTO (hopMyJisipa (MHIUKATOPa) JIOKYMEHT
Bbigaua KOMIUIEKTOB JOKYMEHTOB; OTMETKA Ha KHHYKHOM OJIUH
dbopMyIsipe (HHIUKATOPE) NaThl BBIAAYH, TaHHBIX JOKYMEHT
MO/Ipa3/IeJICHHUs, TOTYYaIOIero KOMILIEKT
KonnuecTBo TOKyMEHTOB B KOMIUIEKTE:
18 |25 6,8
19 |50 13,5
20 | 200 108,0
[TonydyeHne KOMIUIEKTOB JJOKYMEHTOB OT CTPYKTYPHBIX OJIUH
MOIpa3/ICIICHUI; TOMCK KHIYKHOTO (hopMyJIsipa KOMILJIEKT
(MHIMKATOp); MOTalIeHHe OTMETKH O BbIJIadye, BIOKEHUE
€ro B JOKYMEHT
KonnuyecTBO TOKYMEHTOB B KOMILIEKTE:!
21 25 6,8
22 | 50 13,5
23 | 200 108
OO6cny)KuBaHNE YUTATENeH B YUTAILHOM 3aJIe:
24 | mpoBeJeHUE KOHCYIbTALUU, O€CeIbl C UNTATENIEM Y OJIHa 5,0
KaTaJIoroB, KapTOTEK, KHMKHBIX TOJIOK, MHOOPMUPOBAHUE | KOHCYJIbTAIIHS
YUTATENSI O HOBBIX MOCTYIUIEHUSIX
[Ton6op n1oKyMeHTOB B OJACOOHOM (DOHJIE YUTATIEHOTO OJINH
3aJa; nepeqada Ha kadeapy BbIIAUU: JOKYMEHT
25 10 TPeOOBAHUIO YUTATEIIS 2,0
26 | mo yCTHOMY 3ampocy 1,7
27 | no onpeneneHHoN TeMe 3,1
[Toa6op MOKyMEHTOB 110 yueOHO# mporpaMme Ha OJTH
OCHOBaHMU MAaKeTa KOMIUIEKTa JIOKYMEHTOB, BbI1aBa€MbIX KOMILJIEKT
CTYJEHTaM; 11oA00p yueOHUKOB MO (aKkynbTeTaM, Kypcam,
rpymmaM; cBepka KHIKHBIX (QOPMYIISPOB C Ha3BaHUEM
KHUT, MTHBEHTAPHBIMU
HOMEpaMH
KonnyecTBO TOKYMEHTOB B KOMILICKTE:
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28 10 2,7
29 |20 5.4
30 140 10,8
31 | BblIaya JOKyMEHTa: CBEPKa BbIIaBAEMOI'0 IOKYMEHTA C OJIMH 2,0
YUTATEIbCKUM TPeOOBaHUEM; [IPOBEPKA HATMYMUS CTPAHUIL; JIOKYMEHT
BHECEHUE 3aIUCH HA YUTATEIILCKOM TPEOOBaHUU
(KOHTPOJLHOM JINCTKE); BIOYKEHNUE B YUTATEIIHLCKUMA OUJICT,
paccTaHOBKA, OTMETKA KHUTOBBIIAYN
32 | moaydeHue JOKYMEHTA: CBEpPKa e€ro ¢ TpeOoBaHHEM OJVH 2,0
(KOHTPOJIBHBIM JIUCTKOM); IPOBEPKA COXPAHHOCTH JOKYMEHT
JOKYMEHTA, HaJTM4Us CTPAHUII, BHECEHUE OTMETKH O
rpueMe
33 MOJy4eHUE JOKYMEHTA, 3aKa3aHHOTO YUTATEJIEM B OT/IEIIC OIH 0,5
KHUTOXPAHECHUS JIOKYMEHT
34 nepeaayda JOKyYMEHTA, CIAHHOTO YUTATEIEM, B OTJIEN OIVH 1,0
KHUTOXPAHCHUS JIOKYMEHT
OTt60p u nepenavya JOKyMEHTOB Ha KOIMPOBAHHE: OJIUH
JIOKYMEHT
35 | oTOop AOKYMEHTOB (OTIENbHBIX CTATE) /I Mepeiayu Ha OJIUH 5,0
MUKPO(DUIEMHPOBAHNE U KOTUPOBAHUE JIOKYMEHT
36 MOATOTOBKA JOKYMEHTOB K KOMMPOBAHUIO; O(OpMIICHHE OVH 3,0
3aKasa; perucTpaiys B yueTHbIX (popMax JIOKYMEHT
37 | nomyuyeHue MUKpo(uiIbMa U KOIIUHU; IPOBEPKa OJIVH 3aKa3 5,0
MIPABIJILHOCTH BBITIOJIHEHUS 3aKa3a
OO6cnyxuBaHNe ynuTaTenel Ha aDOHEMEHTE:
38 | moxbop TOKYMEHTOB IJI PEKOMEHIAIUU YUTATENSAM OJIUH 5,0
JIOKYMEHT
Brigaua 10KyMEHTOB YUTATENIO, TOUCK (popmyIisipa OJIUH
YUTATEINs, YKa3aHHue CpoKa BO3BpaTa, MPOBEpKa HATUYHUS JTIOKYMEHT
CTpaHUIl; 00CTyKHBaHHE:
39 | B3pocibIX 2,7
40 neTen 32
41 npoBefieHue Oeceibl C yuTaTeneM, HHPOPMUPOBAHUE O OJIUH YUTATENh 5,0
HOBBIX MMOCTYTUICHUSX
[TonyyeHnue JOKyMeHTa OT YUTATElIsl, BHECEHHE OTMETKH O OJIH
npueMe; MPoBEpKa HATMYUS CTPAHUIL; BIOKEHUE JTIOKYMEHT
KHIDKHOTO (popMyJsipa; 00cnyKuBaHue:
42 | B3poCHbIX 1,8
43 neTen 5,0
44 | mpoJuleHHEe CPOKa MOJIb30BaHUs JOKYMEHTOM; ITOMCK OJIUH 3,0
(dbopMyIspa unTaTENs; BHECEHHE OTMETKU O MPOIJICHUH bopmysap
CpOKa MOJIb30BAHUS
Co3anue Konuil TOKYMEHTOB 0 3aIIpocaM YUTaTeNei:
45 | KOHCyJbTAIMs YKUTaTeNel 0 BHIOOPY apaMeTpoOB OJIHa 5,0
KOIMPOBAHUS KOHCYJbTaIus
46 | co3gaHMe IEKTPOHHON KOIIMHU C OpUTMHAJIA OJIHa 0,15
CKaH-KOTIHS
47 | co3ganne OyMa)XHOW KOIUU C OpUTHHAIIA OJIHA CTpaHULIA 0,15
48 CO3J]aHue KOIUU C MUKPOhOpM OJINH KaJIp 0,5
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49 | meyatp OyMa)KHBIX KOMUH TOKyMEHTOB U3 Db OJIUH JIUCT 0,08
50 CO3JIaHUE DJICKTPOHHON (hOTOKOIHMH C OPUTHHAJIA OJIMH KaJp 5,0

IIpumeuyanue: K HOpMaM BpEMEHH ITPUMEHSIOTCS MOBBIIIAIONINE KOI(PUIUEHTHI:

- ipu 00CITy’)KMBaHUM yuTaTeNel KWHOYOTOHOHOTOKYMEHTaMH - 1,2;

- HOTHBIMH, KapTorpaduIeCcKUMH, U30M3aaHusIMH - 1,15;

- CHleMaIbHBIMH BUJJAMH HAYYHO-TEXHHUYECKON JINTEpaTyphl U JOKyMeHTauH - 1,1;
- Ipu paboTe ¢ JOKYMEHTaMHU Ha HHOCTPaHHbIX sA3bIKax - 1,15;

- Ipu paboTe ¢ JOKYMEHTaMH Ha si3bIkax Asuu u Appuki - 1,5.

1.5.2. BuyTpennsisi pabora

Ta6aunna 8
N n/nt Haumenosanue mpouecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEpEHUS BPEMEHH,
MUH.

1 2 3 4
ITonroToBka K Bbl1aye:

1 paccTaHoBKa (popMysIsipoB yuTareseu (1o cpokam, OJIUH 15,0
HOMepaM, anaBuTy) dhopmysap

2 10/IBEJIEHUE UTOrOB pabOThI 3a MPOLIELINI IEHb, €XKETHEBHO 9,2
BHECEHHE 3aIMCH B THEBHUK

3 110100p AJOKYMEHTOB I10 MPEABAPUTEIbHBIM 3aKa3aM OJIUH 3,0
yuTaTesel ¥ I1aHaM YTeHUs JOKYMEHT

4 IIPOCMOTP HOBBIX ITOCTYILJICHUH JUIsl PEKOMEHIALNH OIVIH 2,0
YUTATEISIM JOKYMEHT

5 IIPOCMOTP U MOIMOJHEHUE KHUKHBIX BBICTABOK, AIIMKOB OJIMH 3,0
cBOOOJHOrO BBIOOpA KHUT, TEMAaTUYECKUX MTOJIOK U JIOKYMEHT
CTEeJUIaXKEN

6 MO/ITOTOBKA pabovero Mecra €)KEJTHEBHO 10,0
Pabota ¢ hopmynsipoM yuTaTeNs:

7 aHaJIu3 GOPMYJISIPOB UMTATEJIEH, BBISIBICHHE OIVIH 4,3
YUTATEIbCKUX HHTEPECOB bopmysip

8 COCTABJICHME KaPTOUYKH JUUIS KAPTOTEKN YUTATEIIbCKUX OJIHA KapTO4Ka 0,86
MHTEPECOB; COCTABJICHHE CIIMCKA YUTATEIbCKUX HHTEPECOB

9 3amuch B GOpPMYIIsipe UuTaTENs O pe3yabTaTax aHaliu3a 0JIHA 3aITUCh 3,6
YTEHHUsI 3@ ONIPEICIICHHBIN IEpUOJT

10 | 3anuch B JHEBHUKE OMOIMOTEKAps O JMHAMMKE YTEHUS U OJIHA 3aIIUCh 9,2
MHTepecax uuTaress (rpynnsl yuraTeneil)
Pabota ¢ unTaTensimMu, He BO3BPATUBILIUMH JOKYMEHTHI B
CpOK:

11 MOUCK (hOPMYJIISIPOB UUTATENEH, HE BO3BPATUBIIMX OIVH 1,0
JIOKYMEHTBI B CPOK dhopmysap

12 | HanucaHMe OTKPBITOK-HAIIOMUHAHUI O BO3BpaTe OIVH 2,0
JJOKYMEHTOB; OTMETKa JAaThl HAIIOMUHAHUS Ha (popmyIisipe dhopmysap

13 oroBeleHue (1o TeaeoHy) YuTaTessi, He BO3BPATHUBILETO OIVH 4,0
JJOKYMEHT B CPOK; OTMETKa JJaThl HATIOMHUHAHUS B dhopmysap
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bopmyssipe
ObecrieueHrie KOHTPOJIS 32 CPOKaMU BO3BpaTa JOKYMEHTOB
B AC:

14 BBIBOJ] Ha MPUHTEP CIMCKA YnUTaTEIeH 1 aODOHEHTOB- OJIMH CIIMCOK 0,16
3aJI0JKHUKOB

15 COCTaBJICHHUE CIIHCKA 3aJ0KHUKOB OJIUH CITUCOK 0,16

16 | pacrieyaTka Ha IPUHTEPE HATIOMUHAHKS AOOHEHTaM U OJINH CITMCOK 2,2
YUTATEJISIM O CPOKE BO3Bpara (ajpec, Ha3BaHUs B3STHIX
JIOKYMEHTOB)

17 A3BIATHE U3 0a3bl JAHHBIX CBEICHUN O 3aHITOCTH OJIHA 3aITHCh 0.4
BO3BPAIICHHBIX TOKYMEHTOB
OdopmiieHre moucKa 3a0KHUKOB Uepes CyI:

18 KOMHUpoBaHue (HopMyJIsipa YMTATENsT, YTOUHCHHE aBTOPa, OJVH 2,7
Ha3BaHUs, MHBEHTAPHOTI'O HOMEPA, LIEHbI JIOKYMEHTA, HE JOKYMEHT
BO3BPAIIICHHOTO B CPOK; MEPEUUCIICHNE TOCIONUIHHBI 32
o(opmMIIeHrEe UCTIOTHUTENBHBIX HAAMUCEH; TepechlTKa
Jiena B CyJI:

19 | momyuenue u ohopMiIeHHE TOKYMEHTOB U3 HOTAPUAIBHOM OJIUH 2,7
KOHTOpBI (IIPOCTaBJICHHE HOMEpA PACYETHOTO CUeTa, JOKYMEHT
HOMEpa UCTIOTHUTEILHON HAIITHUCH)

20 | cocTaBleHHUE aKTa Ha OIIATY Yepe3 Cy/ YTepSHHBIX OJIUH 2,7
JIOKYMEHTOB JIOKYMEHT
[IpueM JOKyMEHTOB B3aMEH YTEPSIHHBIX:

21 MOMCK YUTATENbCKOTO (pOopMyIisipa; BHECEHUE OJIUH 5,0
COOTBETCTBYIOILEH 3amucu B GOpMyJisip, TETpalib yueTra JOKYMEHT
KHHT, IPUHSTBIX B3aMEH YTEPSIHHBIX

22 | mpoCcMOTp AOKYMEHTA, IIpejaraéMoro B3aMeH OJIUH 2,0
YTEPSIHHOTO JIOKYMEHT
Pabora c oTkazamu:

23 y4eT ¥ KiaccuuKaius 0TKa30B: OTMETKA Ha JIHCTKE OJIHO 1,6
YUTATEIHCKOTO TPEOOBAHMS MPUUUHBI OTKa3a TpeboBaHuE

24 | paccTaHOBKA YUTATEIbCKUX TPEOOBaHUN B KapTOTEKE OJIHO 0,32
"Hey1I0BJIETBOPEHHBIN cripoc” TpeboBaHuE

25 aHaJIN3 OTKAa30B, COCTABJIEHHE CBOJIKH OTKAa30B B OJIVH OTKAa3 1,0
OTpaclieBOM paspese (1o MpHUUMHAM 0TKa3a U MepaM UX
JTUKBHUJIAIUU U IPEAYIPEIKICHHUS)

26 | cocraBneHue 6UOIHOrpagUUECKOro ONUCaHUS Ha OJIHO 2,0
JIOKYMEHTBI, UMEIOII1e HanOoJIbIIee YUCIO OTKAa30B, U oubaunorpaduy
nepeaayda KapToO4YKy B OTAENI KOMIUIEKTOBaHUS €CKOe

ONMCAaHNE
1.5.3. BHecTannoHnapHoe o0ci1y:KnBaHue
Tadauua 9
N n/n HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enununa Hopma
U3MEPEHUS BpPEMEHHU,
MUH.
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1 2 3 4
Opranu3zanys 6MOIMOTEYHBIX TYHKTOB, TEPEABHKHBIX
O6ubINOTEK:
1 3aKJII0YEHHE JOTOBOPA MEKIY OMOIHMOTEKO 1 OJIUH JOTOBOP 270,0
opraHu3zaiueil, rjae OyAaeT OCyIIeCTBISAThCS
BHECTAI[MOHApHOE 00CITYKUBAaHUE
2 odpopmiienre hopmyssipa OMOINOTESUHOTO MTYHKTA OJIH 13,5
bopmysip
3 odopMIIeHHE TIAITKH C IOKYMEHTaMH (J0roBOpa, OJ/IHA TIarkKa 13,5
JIOBEPEHHOCTHU Ha MOJTYYCHHE KHHT, GopMyspa
OMOJMOTEYHOTO IMYHKTA, OTYETOB U JPYTHX JTOKYMEHTOR)
4 COCTaBJICHHE CXEMbI Pa3MEIICHUS OMOIMOTEUHBIX TTYHKTOB OJIHa cxeMa 126,0
Ha TEPPUTOPHH ropojia, pailoHa
5 cocTaBlieHHEe rpaduKa 0OMEeHa JOKYMEHTOB, HAXOJSAIIMXCS | OJUH rpaduk 18,0
B OMOIMOTEYHBIX MYHKTAaX, MEPEIBIKHBIX OMOIMOTEKAX
6 COCTaBJICHHE IIJTaHa METOUUYECKOM ITOMOIITH OJIMH IIJIaH 46,0
OMOJIMOTEKAPSIM-0011IEeCTBEHHUKAM
7 odopmiteHre 0OBSIBICHHS O THIX U Yacax paboThl OIHO 12,0
OMOJIMOTEYHOT0 MyHKTA, EPEIBUIKHOM OMOINOTEKH 00BsABIIEHUE
[Toa®op KOMIIIEKTOB JOKYMEHTOB JIJIsi OMOJINOTEYHOTO
MYHKTA, epPeIBIKHON OUOINOTEKN
[TonOopka KOMITJIEKTa TOKYMEHTOB OJIUH
KOMIUJICKT
KonnuecTBo TOKyMEHTOB B KOMIUIEKTE:
8 10 15,0
9 30 45,0
10 100 148,5
11 BbIjIaya JIOKyMEHTa B OMOIMOTEUHBIH MMyHKT; OTMETKa B OJIUH 2,0
KHIDKHOM (pOpMyJIsipe JaThl BBIIAYH, HOMEpa MyHKTA JIOKYMEHT
12 | 3anuck B hopmyiisipe OUOIMOTEYHOTO MyHKTA JaThl OJIHA 3aIIUCh 1,0
BBIJIAYU JIOKYMEHTOB, KOJTMUECTBA BBIJAHHBIX U
BO3BPAIIICHHBIX B CTAI[HOHAP JOKYMEHTOB
13 | paccraHOBKa KHMXKHBIX (DOPMYJISIPOB B KAPTOTEKY 3a OIVH 0,4
pa3zieTuTeNeM CUTIIbI OMOIMOTEYHOTO MTYHKTA, KHIDKHBIH
NepeaBIKHON OMONIMOTEKH, BHYTPHU 1O andaBuUTy bopmysip
(dhamunnii aBTOpoB
14 | mpueM JOKYMEHTOB U3 OMOIMOTEUHOrO MYHKTA, OIVH 1,6
MepeABMUKHON OUOIMOTEKHU: TPOCTABIEHUE OTMETKH O JTIOKYMEHT
npremMe; BIokeHne GopMyIspa B JOKYMEHT
1.6. O6cayxuBanue mo Mme:xk0udanoredunomy abonementy (MBA)
Tadauua 10
N n/n HaumenoBanue nporiecca, oneparuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BPCMCHH,
MUH.
1 2 3 4
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OO6cmyxuBaHue ynrareneit ononmoreku mo MBA:

perucTpanus YuTaTess, noub3yromerocs MbA

OJJVH YUTAaTCJIb

1,35

3aIllOJIHCHUC 6naHKa-3aKa3a, IMPOCTABJICHUC
PErUCTPpaiuOHHOIO HOMEpPA, JaThl

OJJWH 3aKa3

2,2

YTOYHCHUC YKa3aHHBIX YUTAaTCICM CBGI[CHI/If/i (6]
3aKa3aHHOM JJOKYMCHTC, LCJIU 3allpoca, UCTOYHUKA,
OTKYyJa IIOJYUYCHBI CBCACHUSA

OJHH 3aKa3

1,6

bubmmorpaduueckas nopaboTka 3akas3a; yToOUHEHUE
OoubmorpaduUecKuX CBEICHHIA:

110 CIIPABOYHBIM U3JAHUAM

27,0

9]

IIpyU MIOMOIIH ABTOMATU3WPOBAHHBIX CPCACTB

0,22

MIPOBEPKA HAIMYUS 3allPAIIiBAEMOTr0 IOKYMECHTA B
OuOIMOTEKax TOpoIa, 00JACTH, peTHOHA, B TOM YHUCIIE 110
CBOJIHBIM KaTajoram

OJIUH
JIOKYMEHT

10,2

HarpasjieHue OJaHKa-3aKa3a ¢ MPOCTABICHHOW OTMETKOM
(remmnenem) "B ropone Het" B oTpacieBoi,
YHHUBEPCATbHBIN IIEHTP WIKU B OMOINOTEKY (Opran
nH(OPMAIINY) TIO JAHHBIM CBOJHBIX KATaJIOTOB

OJHH 3aKa3

0,27

3aIlUCh CBEJICHHI O HAIIPABJIICHUH 3aKa3a 1o MBA
(HanMeHOBaHUE OUOIMOTEKH, 1aTa) Ha 000POTHOU
CTOpOHE OJIaHKa 3aKa3a

OJHa 3aIIiCh

1,4

nomenieHue O61aHka-3akasza B "Kaproreky 3ampocoB
yurareneit no MBA" 3a paznenurens "3anpocskl no MBA,
HalpaBlIeHHbIE B Ipyrue 6ubauorexku”

OJTHO
TpeOoBaHuE

0,32

10

IIpueM JOKYMEHTa, pUciIaHHoro no MbA; BckpsiTue
0aH/IepoiIH, IPOBEPKa COCTOSIHUE TOKYMEHTA, OTMETKa
JaThl TIOJyYEHUS U Ha3BaHUsS OMONMOTEKH, BhICTIABIIEH
JOKYMEHT, THBEHTAPHOI'0 HOMEPA, CPOKA I10JIb30BaHUS;
[epecTaHOBKa OJIaHKa-3aKa3a U3 pas3zesa KapTOTeKU
"3anpocs! o MBA, HanpaBiieHHBIE B ApyTHE
6ubanorexkn" B paznen "llomyuennsie no MBA n3nanus”

OJINH
JIOKYMEHT

3,8

11

HU3BCHICHUC YNUTATCJIA O MMOJIYYCHHUU 3aIIPOIICHHOT'O
JAOKYMCHTA U CPOKE ITOJIB30BAHUA UM

OJHO
HU3BCIICHUC

1,35

12

BbI/Iaya YNUTATEIIO MOIY4eHHbIX 10 MBA 10KymMeHTOB B
YUTAJIBHOM 3aJie (B CIIy’)KEOHOM MOMEIEHUU OUOINOTEKN);
CBEpKa BBIJJaBAEMOTI'0 IOKyMEHTa ¢ OJJaHKOM-3aKa30M;
MIPOBEpPKA HAIMYUS CTPAHUI] U COCTOSIHUS JOKYMEHTAa;
OTMETKA BbLAAYU

OJVH
JTIOKYMEHT

1,0

13

MpUEM JOKYMEHTa OT YUTATENs B UUTAIbHOM 3aJI€; CBEpKa
JOKYMEHTA C 4acThlo OJlaHKa-3aKa3a, IpoBepKa
COXPAHHOCTH JIOKYMEHTa; BHECEHUE OTMETKHU O IPUEME;
MIOMEILIEHUE TOKYMEHTA B CIIELUAIBHO BBIIEJICHHOE MECTO
(3aKphITHIN mIKad)

OJIMH
JOKYMEHT

0,5

14

W3BJICUCHHE OJTaHKa-3aKa3a U3 KapTOTEKH, 3aMHCh
CBeJIeHUH 00 OTIpaBKe M3AaHUs (J1aTa, HOMEP MOYTOBOTO
OTIPABIICHHUS ); IEPECTAHOBKA JIMCTKA U3 pa3zena
"ITomyuennsie mo MBA u3nganusa" B pazaen
"Bo3Bpaniennast auteparypa’

OJIMH JIUCTOK
TpeOOBaHMS

1,0

15

MO/ITOTOBKA K OTHPaBKe IOKYMEHTOB B OMOINOTEKY-

OINH

3,6
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boHOaEpKATENb 3aKa3HOM OaHAEPOIIbIO; YITAKOBKA
OaH/IepoJI; B3BEIIMBAHUE €€; HAKJIEUBAaHHE MapKH (€ciIu
HET LIEHTPAJIM30BAHHOM OIUIATHI IEPECHIIKN ); HAIMCAHNE
ajipeca; COCTaBJIEHUE OIKCH

JOKYMEHT

16

pabota ¢ oTKazaMu

OJMH OTKAa3

1,03

17

cooOLIeHne B 0T/1e] 00CIy»KMBAaHUS O NOJYYEHUHU OTKa3a
(nara, mpu4MHa)

OAHH OTKa3

1,35

O6cmyxuBanue aboHeHToB M0 MBA

[Tpuem 3aka3os:

18

IIpU OTCYTCTBUH HOMEpa abOHEHTa Ha OJaHKe-3aKa3e
IIPOBEpKa MO KapTOTeKe a0OHEHTOB, A0OHUPYETCS JIH
JaHHAsl OpraHU3aIHs

OJMH OTKAa3

1,0

19

opraHu3zalys abOHUpPYyeTCs: IPOCTAaBICHNE HOMEpa Ha
OnaHKe-3aKa3e; CBEpKa aJpeca, Ha3BaHUS OpraHu3ally,
¢damunun oTBeTcTBeHHOro 1o MBA; BHeceHne n3MeHeHui
B KapTOYKH

OAHH OTKa3

3,6

20

MepBUYHOE OOpaleHre abOHEHTa B TEKYILEM TOAY:
MIPOCTABJICHHUE B KAPTOUYKE roJla OOPAIEHUS, TAThI

OAHH OTKa3

3,6

21

oopmiieHre aOOHEHTa (OpraHu3aIs paHee He
a0OHUPOBAJIACh): MPUCBOCHUE A0OHEHTY HOMEPA;
3aIl0JIHEHHE KapTOUKH perucrpanuu abonenta MBA u
paznenutens (GopMyIisip); yKazaHUE TTOJHOTO
HAaMMCHOBaHHS OMOJIMOTEKH, TIOYTOBOTO aJIpeca,
tenedona, GpaMUIHHA, UMEHH, OTYECTBA OTBETCTBEHHOTO
JIMIIA, IaThl OTKPBITUSI K HOMEpa a0DOHEHTA

OJIMH a0OHEHT

5,0

22

PacCTaHOBKA PCrUCTPATMOHHBIX KAPTOUCK B KAPTOTCKY

0JlHa KapTO4Ka

0,32

23

oopmieHne u3BemeHus Uit a0OHEHTa (CTaHAapTHOE
M3BelIeHUE 00 OTKPHITUH a00OHEMEHTA); 3aIIPOC
HE/IOCTAIOIINX CBEICHUH U KAPTOTEKH TUTIOBBIM
MMCEMOM

OJHO
HU3BCIICHUC

1,6

24

MIPOBEpKa MPABUIIBHOCTH 3all0JIHEHUs O1aHKa-3aKasa,
3aJJ0JDKEHHOCTH a0OHEHTa, MpocTaBjieHne Ha odopore 1-i
yacTH OJlaHKa-3aka3a (CTp. 2) CBOEro MITEMIIENS U AaThl
noJTy4eHus 3akasza B pyopuke "CiyxeOHble OTMETKH
O6ubaroTexaps" MpH BBHITOJIHEHUU U NTEpeHaNpaBICHUH
3aKa3a B CTpoKe "paiioHa, ropoaa”

OJIUH
OJIaHK-3aKa3

3,8

25

nepeaada Ha y4acToOK paboThI C OTKa3aMH HEMPaBUIHHO
0(OpMIIEHHBIX 3aKa30B (HET MeYaTH, MOIHICH,
Hepa300purBO 0OPMIICHHBIE, HE HA SI3bIKE OpUTHHAJA) U
3aKa30B aDOHEHTOB-33I0JIKHIKOB

OIIMH OJIaHK

0,43

26

mQppoBKa 3aKa30B aOOHEHTOB; 10A00pKa OJaHKOB-
3aKa30B MO an(aBUTy; MPOBEpKa HAIUYHS JOKYMEHTA O
KaTaJory

OIIMH OJIaHK

2,7

27

MIOArOTOBKA JOKYMEHTA K BbI1aye: CBEpKa JOKyMEHTa C
0J1aHKOM-3aKa30M; [TPOBEPKA HAIUYUS CTPAHUI] U
COCTOSIHUS JIOKyMEHTa; IIPOCTaBlieHHE Ha OJaHKe-3aKa3e
(muueBoit cropone 1-# u 3-if yactu ctp. 1, 5) mmdpos
JIOKYMEHTA; yKa3aHUEe MHBEHTAPHOI0 HOMEPA, KOJIMUECTBA
JJOKYMEHTOB, JIaThl BbIIau; HA 0O0OPOTHOM cTOpoHE 2-i1

OJINH
JIOKYMEHT

1,4
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qacTH (CTp. 3) MpoCTaBJIeHUE MTEMIIEs] OMOIHMOTEKH C
Ha3BaHMEM U TIOYTOBBIM aJIPECOM, YKa3aHHE CPOKa
BO3Bpara, BIOKEHHE 2-i YacTH OJIaHKa-3aKkasa B
BBIJJaBAEMBII IOKYMEHT; IPOCTABJICHUE HOMEpa
OaHIIepOIN BHU3Y

28 MMOCTAaHOBKA 3aKa3a Ha o4yepelib (B cydae 3aHITOCTH OJMH 3aKa3 1,6
n3/ianusl); aDOHEHTY OTIPABKa N3BEUICHUS

29 | mepenaya u3aHus Ha KOMMpOBaHUe (IIPH 3aKa3e Ha OJMH 3aKa3 2,7
(parMeHT U3AaHus: CTaThs U3 JKypHala, COOPHUKA)

30 | oTmpaBKa JOKYMEHTOB a0OHEHTaM: YITAKOBKa OaHIEPOIIH; OJIUH 2,5
B3BEIIMBAHKE; HaKJIEMBaHUE MapKH; HAIIUCAHUE a/Ipeca; JOKYMEHT
COCTAaBJICHHE OIHUCHU

31 paccTaHOBKa OJaHKOB-3aKa30B (1-51 4acTh) Ha BBIJJTAHHBIE OJVH 0,32
JIOKYMEHTHI (BBICJIAHHBIE) B KAPTOTEKY 00CITYKMBaHUS JOKYMEHT
a0oHEHTOB B pasnen "Brimanasie mo MBA n3znanus"

32 | oubnmorpaduueckas 10pabOTKa HEBBIOJHEHHBIX 3aKa30B; OJINH 3,2
yTOYHEHHE OMOIuOrpapuuecKux CBEACHUN Mo JOKYMEHT
CIIPABOYHBIM U3JIAHUSIM

33 BBISIBIICHUE HAJIMYMS 3aMPAIMBAEMOI0 JOKYMEHTA B OJIVH 10,2
OnOIMOTEKaX TOPOa, pETHOHA JIOKYMEHT

34 | opopmiieHHe 3aKa3a K IEPEeHANPABICHUIO B IPYTHE OJIMH 3aKa3 2,7

OoubnMoTekn; ykazanue Ha 000pOTHOI cTopone 1 -if yactu
OJiaHKa-3aka3a (CTp. 2) MPUYUHBI U JIAThI
nepeHamnpanieHus (mremmnens "Her B OubnnoTeke, HET B
OuOIMOTEKax TOpo/a..." );0TMETKH O IIPOBEPKE 1O
CIIPaBOYHBIM U3JIaHUSIM, CUTJIbI OMOIHOTEK-
dbonmoaepxareneil Mo CBOIHOMY KaTajory

35 OTMpaBKa aOOHEHTY U3BEIICHHS O NepeHaANpaBICHUN OJIHO 1,6
3arpoca ¢ yKkazaHueM OMOJIMOTEKH, KyJia OH OTIPAaBJIEH U3BElICHNE
36 | peructpanus oTka3a B y4eTHBIX opMax; OTIpaBKa OJIMH OTKa3 3,6

aboHeHTy OnaHka-3aka3a (3-10 4acTh) B cliydae
HEBO3MO>XHOCTH BBITTOJIHEHHUSI C OTMETKOHN O IPHYNHE
0TKa3a B COOTBETCTBYIOIIEH pyOpuke

37 | mpueM JOKYMEHTa, BO3BPALICHHOT'O aOOHEHTOM; OJIMH 3,2
MOJTyYeHHUE Ha IT0YTe, BCKPHITHE OaHIePOITH; TIPOBEPKa JOKYMEHT
COCTOSIHUSI JIOKyMEHTA; U3BIIeUeHUE OTaHKa-3aKa3a u3
KapTOTEKH 00CITyKMBaHUsI aDOHEHTOB, YKa3aHUE Ha HEM
JaThl BO3BpaTa JOKYMEHTa, IePeCTaHOBKA OJlaHKa-3aKa3a
B pasnen "Bo3Bparnennas auteparypa"

38 | obecnieueHre KOHTPOJIS 32 CPOKAMH MOTb30BaAHUS OJIUH 1,6
JIOKYMEHTaMU: BBISIBIICHUE TOJDKHUKOB, HAIPABIICHHUE JIOKYMEHT
HAallOMUHAHUIN
Brimonaenune padot B AC:

39 | dopmupoBanue 6a3bl JaHHBIX 00 A0OHEHTAaX IO OJIMH a0OHEHT 5.4
COOTBETCTBYIOMIEH hopMe, BBOJI MH(GOPMALIUK O HOBOM
aboHEeHTe

40 MOUCK B 0a3e TaHHBIX CBEACHUN 00 a0OHUPOBAHUH OIMH a0OHEHT 3,6
OpraHu3alii; BHECEHUE U3MEHEHUN

41 BBOJ] HH(QOPMAIIMH O IpUeMe 3aKa30B OT a0OHEHTOB OJIVH 3aKa3 0,27
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42

BBOJ I/IH(bOpMaI_[I/II/I O ICPCHAITPABJICHUH 3aKa34d, BBIBOJ Ha
IIPHUHTEP U3BCIICHNU O IICPCHAIIPABJICHUHN 3aKas3a

OJHWH 3aKa3

1,6

43

BBOJI JIaHHBIX O MOCTAHOBKE 3aKa3a Ha OYePe/Ib;
coolmieHne abOHEHTY

OJWH 3aKa3

1,6

44

perucTtpanysa BbIIAHHBIX a6OHeHTy JOKYMCHTOB,
IIPOCTABJICHUEC CPOKA BO3BpaTa

OJWH
JOKYMCHT

2,7

45

yJIaJICHUE U3 MacCHBA JIAHHBIX O BO3BPAILICHHOM
JIOKYMEHTE

OJIUH
JIOKYMEHT

0,16

46

o0ecrnieueHre KOHTPOJIA 3a CPOKaMH BO3BpaTa JIOKyMEHTa:
MTOWCK ¥ OTOOP JIAaHHBIX B MAMSITH MAITUHBI O
3aJI0JKHUKAX; BBIBOJ HYKHOW MHGOpMaUU Ha IPUHTEP;
pacrneuyaTka COMCKOB C YKa3aHHEM ajpeca aDOHEHTa

OJIMH a0OHEHT

2,7

1.7. MaccoBasi paGora

Taoauua 11

N /i

Haumenopanue nporecca, onepanun. CoctaB paboThl

Enununa
HU3MEpPEHUs

Hopma
BPEMEHH,
MUH.

2

3

4

IToaroroBKa MaccoOBBIX MEPOIIPUATUI

Omnpenenenue TeMbl, COCTaBa ayTUTOPUH, OTBETCTBEHHOT'O
3a MEpOIPUATHE B LI€JIOM; COCTABJIEHHUE IJIaHA TIOATOTOBKU
MEPOIPUATHS, BOIIPOCOB JIJIs1 OOCYXACHUS;, IPUTTIAIICHUE
KOHCYJIbTAHTOB, JIEKTOPOB; MOJA00PKA TOKYMEHTOB 110
TeMe MEPONPUATHS; OpraHU3aIUs BEICTABKH JINTEPATYPHI,
aTb00MOB; OMOBEIICHUE YUTATENIEH O MEPOTIPHUATHH Yepe3
adumm, myOoIMKaIluy B IeYaTH, 10 Paaro, TEIEBUICHUIO;
BBISIBIICHUE BBICTYMAIOIINX; TIEYaTh M PACIIPOCTPAHEHUE
MPUTJIACUTETbHBIX OUJIETOB; MOATOTOBKA MTOMEILIEHUS;
MPOBEACHUE COBEIIAHUS 10 UTOTAM MOJTOTOBKH U
MIPOBEJICHUS] MEPONPUSITHS, 0POPMIICHHE TPOTOKOTIA!

OJIHO
MEPOIIPUATHE

—

qUuTaTCJIbCKas KOH(I)epeHI_II/ISI

4900,0

\S]

JINTEPATYPHO-XY0KECTBEHHBIN BEUEp, BEUEP OTPACICBOMI
KHUTH, JUCITYT

3340,0

BeUYep BOIPOCOB M OTBETOB, YCTHBIN JKypHAII

2600,0

KJIy0 10 MHTEpecam

2600,0

JNETCKUM YTPEHHUK

3900,0

N[N |~ |W

BUKTOPHHA, KOHKYPC, UT'PA-ITYTCIICCTBUC

3900,0

OpFaHI/ISaHI/IH KHHM>KHBIX BBICTABOK

CocraBnenue mjaHa OpraHu3alui U MIPOBEACHUS
BBICTaBKH; BBISIBJICHHE U 0OTOOp JOKYMEHTOB; MOATOTOBKA
COTPOBOUTENHHON TOKYMEHTAIINN K BBICTABKE; CO3/IaHUE
XyJI0)KECTBEHHOT'O TPOEKTA; MOHTaXX BBICTABKU;
opranuzanus HHHOPMAIIMOHHO-PEKIAMHON pabOTHI IO
MOMYJISIPU3AIIMH BRICTABKY; MO/IBEIEHUE UTOTOB PabOTHI

TeMaTuueckue BLICTaBKH 001Ie0MOIMOTEUHOr0 MacIITada,

OJITHa BbICTaBKa
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opranmu3yeMble Ha (hOHIaxX OMOTHOTEKN
KosnyecTBo 3KCIIOHATOB:

7 1-50 560,0

8 51-100 1120,0

9 101 - 200 2240,0
BrIcTaBKM 11O ONpENEIICHHON OTPACIy 3HAHUM UITU TEME,

OpraHu3yeMble:
Ha QoHae OMOIMOTEKH OJTHA BBICTABKa
KonnyecTBo 3KCIIOHATOB:

10 1-50 310,0

11 51-100 940,0

12 101 - 200 1920,0
Ha QoHze oTaena OJTHA BBICTABKA
KonnyecTBo 3KCIIOHATOB:

13 1-25 180,0

14 |26-50 360,0

15 | 51-100 720,0
BricTaBky, OCBSILIEHHBIE KU3HU U 1€ATEIbHOCTH 0JlHa BbICTAaBKa
BBIJIAIOIINUXCS JIIOAEH
KonnyecTBo 3KCIIOHATOB:

16 1-10 47,0

17 11-25 110,0

18 |26-50 210,0
BpIcTaBKM Ha NOJIKAX CTEJUIAKEN OJ/IHA BBICTABKa
KonmyecTBo 3KCIIOHATOB:

19 1-5 25,0

20 [ 6-10 44,0
BbicTaBKM HOBBIX NOCTYIUIEHUH 0JIHa BBICTABKa
KonmyecTBo 3KCIIOHATOB:

21 1-25 40,0

22 126-50 72,0

23 | 51-100 160,0
Pexnama 6ubnuotexu; paboTa Mo NpUBICUYCHHIO
YUTATEJIEeH:

24 | mOATOTOBKA PEKIAMHOIO COOOIIEHHS B IIE€UaTh, [0 Pauo, OJIHa 420,0
TEJEBUICHUIO 0 paboTe OMOIMOTEKH, 0COOEHHOCTSIX nyOnuKanus,
(YHKIIMOHMPOBAHUS PA3IMUHBIX M0/Ipa3AeIeHUH, OJIHO
HOMEHKJIATYype yCIyT, NPEJOCTaBIsIeMbIX OMOINMOTEKOMN cooO1eHne

25 MOATOTOBKA IJIaKaTa O AeATeIbHOCTH OHOIHOTEKH (BBIOOD OJIVH IIJIaKaT 210,0
TEMBI, OTIpeJIeNIeHNE CoJepKaHus U POpPMBI, c1aya B
reyarp)

26 | opraHu3anys SKCKypCuu; IpueM u opopmiieHue 3asBKH, OJIHa 52,0
YTOYHEHHE TEMBI IKCKYPCHM U COCTaBa IKCKYPCAHTOB 9KCKYpCHs
BrisBiieHre moTeHIIMABHBIX TOTpeOuTENen
610IMOTEeYHO-MH(POPMAITMOHHBIX YCIYT OMOIHOTEKH:

27 | mIpOCMOTp IPECCHI OJINH 6,8

JIOKYMEHT
28 | mpocMOTp U aHAU3 JOKYMEHTOB KOHKYPUPYIOIUX (prupm OIVH 52,0
JIOKYMEHT

25.12.2025

Cuctema 'APAHT

30/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

29 | BeneHHE KAPTOTEKHU MOTPEOUTEIHCKOTO PhIHKA OJIHA KapTOYKa 1,3
30 | BCTpeuu ¢ pyKOBOIUTEIAMU (PUPM, OpraHU3AIIHH, OIHO 210,0
TIPEATPUSTHI MEpPOIPUITHE
31 cOOp M OArOTOBKA MaTEPHAIIOB ISl HMH(OPMAITHOHHBIX OJIUH OYKJIET 7680,0
OyKi1eToB (OOIIMX, IO OTEIBHOMY IPOEKTY)
32 | pa3zpaboTka au3aiiHa 1 MaKkeTa HH(HOPMAIIHOHHBIX OJIUH OyKIIeT 14400,0
OYKJIETOB
33 obecrieueHre KOHTPOJIS KaueCTBA TOTOBBIX OJIMH OYKJIET 20,0
MH(POPMaIMOHHBIX OYKJIETOB
34 | moabop CyBEHUPHOM MPOAYKIIMHI OJIHO 1440,0
MEpPONpUSITHE
35 | HOAroTOBKa Pa3AaTOYHbIX MAaTEPUAIOB MEPOIIPUATHS OJIHO 480,0
MEpONpUSITHE

IMpumeuanmue:

- BpeMs1 OpraHU3alMK BBICTABOK JINTEPATYpPBhI, IPOBEICHNE MACCOBBIX MEPOIIPUATUI U IKCKYPCUH B
HOPMY BPEMEHU HE BXOJHUT;
- K HOpMaM BPEMEHH MPHUMEHSIOTCS MOBBIIIAIONINE KOAPPHUIIMEHTHI: TIPU OPTraHU3alUuN BBIC3THON

BBICTaBKU - 1,1; MpU 3KCIOHMPOBAHMM HA BBICTABKE JIMTEPATYpbl HA MHOCTPAHHBIX s3bIKax - 1,6, mpu
pabote ¢ ToKyMeHTaMu Ha s3bIkax Aszun U Adpuxu - 2,0.
1.8. CnpaBouHasi u nH()OpMaAHOHHAA padoTa
Taoauna 12
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
VY4er mocTynMBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOUEeK)
CyMMapHBIi yUeT KapTOUeK B KypHaJle TIOCTYIUICHUH U OJTHA TApTHUs
BBIOBITHS B PETHCTPAIIMOHHBIX KAPTOTEKAaX
Umncao NoCTYNMBIIMX KapTOYeK:
1 1-110 19,0
2 111-220 63,0
3 221 - 600 160,0
4 BBISIBJICHIC HEBHITTOJIHCHHEIX 3aKa30B; COCTABJICHIE OJIMH 3aKa3 4.5
3asiBKM Ha HEBBITIOJIHEHHBIE 3aKa3bl
Opranu3zanus cnpaBoyHo-O0ubnmorpaduyeckoro anmnapara
(CBA)
[TpocMoTp U 0TOOP JOKYMEHTOB U3 TEKYILIUX
MOCTyIIeHnH Juis BKIoueHust B CbA, B Tom uuncie
KpaeBeT4eCKHii KaTaJIor:
5 KHUTa OJIHA KHHTA 3,2
6 cOOpHHK OJIHA CTAThA 2,7
7 KypHaI OJIHA CTaTh 2,7
8 rasera OJIHA CTaThs 1,6
9 o6ubnuorpaduyeckoe nocodue 0JIHA 3alHCh 0,5
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10

JICTOIMMCh KHUKHBIX, ) XYPHAJIBHBIX U I'A3CTHBIX craTei

OJHa 3a11ucCh

0,83

11

MIPUKHIDKHBINA OMOIMorpaduuecKuii CIuCoK

OJHa 3aIIiCh

0,5

CocraBienue 6ubimorpaduyeckoi 3anucu

OJHa 3a11ucChb

KommaecTBo snemenToB 6nbnmorpaduyueckoit 3anmucu:

12

1-4

3,2

13

5-6

0,5

14

7-9

6,0

CocraBiieHne aHHOTAlMH, U3y4EHHE JOKYMEHTA,
HalycaHue TEeKCTa:

OJIHa
AHHOTal Ui

15

AHHOTHPOBAHUC KHUT'

260,0

16

AHHOTHPOBAHUE CTATEU

156,0

17

aHAJTMTHYECKasi POCIUCH KYPHAIbHBIX, Ta3€THBIX CTaTeH,
COOpHHKOB, OMOIMOTpaPUIECKIX TTOCOOHIA:
O3HAKOMJICHHUE C COJICPKAHUEM H3/IaHUs; COCTABIICHHE
AHAJIMTUYECKON pOCIIUCH

OJINH
JOKYMEHT

3,8

ITpocMOTp NOCTYNUBIIMX MH(YOPMAITMOHHBIX (BTOPUYHBIX )
JIOKYMEHTOB U UX 0TOOp 111 BKItoueHust B CbA
(mepBUYHBINA OTOOP)

[TpocMmoTp MHPOPMAIMOHHOTO U3/IAHUS (B TOM YHUCIIE
KapTOYKH) U OTOOP U3 HUX JIOKYMEHTOB JJIsl BKIIOUEHUS B
CBA; cucremaTu3zanus KapToyeK IO THUIIaM KaTaloroB U
KapTOTEK; NPOBEPKA HHJEKCOB; pACCTAHOBKA KAPTOYKHU

0JlHa KapTO4Ka

Hucno kapTroyek:

18

1-10

18,0

19

11-100

165,0

20

101 -300

490,0

ITpocmoTtp u oT60p Kaprouek B CBA ¢ 1enbio U3bATus Win
nepeMenieHus (BTOpUYHBIN 0TOO0D):

21

U3BATHE U3 KaTAJIOTOB U KapTOTEK KapTOUYeK Ha
JIOKYMEHTBI, CIUCaHHbIE U3 (OH/Ia; TPOCMOTP
KpaeBeI4ecKUX, OMOIrorpaguueckux u
(hakTorpaduueCKUx KapTOTEK, U3BATUE U3 HIUX KAPTOUEK
Ha JIOKYMEHTBI, IOTEPSIBIINE IEHHOCTD, IIEPEBEJCHUE
KapTO4YeK B apXUBHbIE KAPTOTEKH (YHUUTOKEHUE);
BHECEHHUE OTMETKHU B )KypHaJIe yueTa U PETUCTPALIMOHHON
KapTOTEKe

OHa KapTO4Ka

1,5

OpraHH3aHI/I${ FeHEPAJIbHOI'0 CUCTEMATUYICCKOTO KaTaJiora
(TCK):

22

MPOCMOTP U OTOOP TOKyMEeHTOB i BkitoueHus B ['CK;
oopMIIeHHE KapTOYEK

OJVH
JIOKYMEHT

2,7

23

HaIMMCAaHUC U PACCTAaHOBKA PA3ACIIUTCIIA

OJIUH
pa3ienuTenb

1,7

Penaktuposanne I'CK:

24

uckimouenue u3z ['CK KapTO4YCK Ha JOKYMCHTHI,
YCTAapCBUINX HUIIN HCHpO(bI/IJ'II)HBIX, MEPEBCIACHUC UX B
APXUBHYIO 9aCTb (I/IS’B}ITI/IG); ACTAJIN3alus pasgcjioB

OHa KapTO4YKa

1,5

25

HAMMCaHUE HOBBIX pa3AeiINTENeH

OINH
pa3aeNuTEND

1.4

Opranu3zanys KapTOTeKH MEePCOHAINN:
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26 | ompeneneHue U COCTABICHUE MEPEUHS JIULI, CBEJICHUS O OJIH 1,5
KOTOPBIX OTPAXKAIOTCS B KAPTOTEKE; MPOCMOTP JOKYMEHT
MH()OPMAIIMOHHBIX U3IaHUN, ICPBUYHBIX JIOKYMCHTOB;
0TOOp AOKYMEHTOB JUIsl BKJIIOUEHHSI B KAPTOTEKY

27 | TexHHYecKas U coJepiKaTenbHas 00padoTKa JOKYMEHTOB OIVIH 2,7
JUIS BKJIFOUYEHHUS B KAPTOTEKY; pacCTaHOBKA KapTOYEK IO JIOKYMEHT
andasuty dhamMuIMii aBTOPOB U 10 BUJAM JIOKYMEHTOB

28 HaMMCaHUE U pacCTaHOBKA pa3jeiauTene OIH 1,4

paszenuTenb
Opranuzanus paxrorpapudeckoit kaprorexu (PK):

29 onpeereHue IpeaMera, 00beKTa 1 OCHOBHBIX IPU3HAKOB OIVH 2,7
it orpakeHust B OK; mpocMoTp JOKyMEHTOB U OTOOp JUIst JIOKYMEHT
BriroueHus: B OK; 3anecenrne oToOpaHHBIX CBEICHUN Ha
KapThl MH(HOPMAIIMOHHOTO MACCHBA C BHECCHUEM
COOTBETCTBYIOIIUX OTMETOK B IOMCKOBBI MacCHB
(bakrorpaduIecKoil KapTOTCKH

30 | penaktupoBanue ®K; npoBepka npaBUJIbHOCTH BHECCHUS OJVH 1,6
CBEJICHUH W yKa3aHHI 00 UCTOUYHUKAX UHPOPMALIUU JIOKYMEHT

31 HaMMCaHUE U PacCTaHOBKA pa3jeiauTene OVH 1,4

pazenuTenb
Opranu3zaiys TeMaTHYECKHUX MaroK ra3eTHBIX BBIPE3OK:

32 | IpOCMOTp ra3eTHbIX BBIPE30K, CUCTEMATHU3AIMS X OJIHA BBIPE3Ka 2,5

33 odopmIIeHrEe BBIPE30K ISl XPAHEHUS B TEMaTHUYECKHUX OJIHa BBIpE3Ka 3,2
Tarnkax; KpaTKoe OMKUCAaHUe UCTOYHUKA, HAaKJIEUBaHUE Ha
KapTOUYKU

1.8.1. CnpaBouno-0uduorpaduyeckoe 00cay:;KuBaHue
Tabauua 13
N n/n Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
[Tpuem GubnnorpapuyecKkx 3arpocos:
1 npreM OuOIMOrpaduUecKoro 3arnpoca; YTOYHEHUE TEMBIL, OJIMH 3a1poc 0,43
LIETIEBOTO U YUTATEIbCKOTO HA3HAYEHUSI, TTOJTHOTHI
HMCTOYHUKOB, TUTIOB, BUJOB U XPOHOJIOTUYECKUX PAMOK
3ampocoB
BrinonHenue cnpaBok
BrinoHeHne TEMaTHYECKOM CIIPAaBKU; MIOUCK U OTOOP OJ[HA CTIpaBKa
JTIOKYMEHTOB; COCTaBJIeHHE OMOIMOrpaduieckoro
OTIMICAHUS
[TrnchbMEHHO; KOJTMYECTBO HCTOYHHUKOB:
2 1 3,0
3 2-5 15,0
4 6-10 30,0
VCTHO; KOTUYECTBO UCTOUYHHKOB:
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5 1 2,0
Brinonaenue aapecHo-o6ubanorpaduueckon CripaBKH;
YCTAaHOBJICHHE HAJTMYHMS HIIM MECTA HAXOXKICHUS
JIOKYMEHTA WJIM €T0 YacTh B (oH1e OMOIMOTEKH
[TucbMEeHHO; KOJTMYECTBO HCTOYHHKOB:

6 1 2,0

7 2-5 12,0

8 6-10 24,0
VY CTHO; KOJIMYECTBO HUCTOUYHUKOB:

9 1 1,5
Beinonnenue yrounsronei 6udarorpaguueckoi CpaBky, | OJiHa CIIpaBKa
yCTaHABIMBAIOLIEH U (MIM) YyTOUHSIOIIEH AIEMEHTBI
O6ubnuorpaduyeckoro onucaHus, KOTOpble OTCYTCTBYIOT
WJIM UCKQKEHBI B 3alIpOCE YUTaTENs
[TuchbMEeHHO; KOJTMYECTBO HCTOYHHKOB:

10 1 2,7

11 |2-5 14,0

12 |6-10 27,0
VY cTHO; KOTHYECTBO NCTOYHHUKOB:

13 1 1,6
Brimonnaenue (akrorpaduueckoit cipaBKH, 0JlHA CIpaBKa
yCTaHaBJIMBAIOLIEH KOHKPETHBIE CBEJICHUSI O TE€X WU
MHBIX 00BEKTaX, COOBITHAX, MTPOIeccax, AaTax
[TucbMEeHHO; KOJTMYECTBO HCTOYHHKOB:

14 1 2,7

15 [2-5 13,5

16 |6-10 2,7
VY cTHO; KOTMYEeCTBO NCTOYHHUKOB:

17 |1 1,6
Koncynbramnus y cripaBouHo-0ubnuorpaduyeckoro
anmnapara:

18 npoBeeHue Oeceibl O CO3JaHUH U UCTIOIb30BAHUHI OJIHa 4,2
CIPaBOYHOTI'0 anmnapara, o METOJuKe KOHCYJIbTaIHsI
6ubnuorpaduyeckoro Noucka
Benenne ¢oHIa BRITIOTHEHHBIX CIIPABOK:

19 | otOop cnpaBku A GOHAA, pa3IOkKEHHUE O MarKam OJIHA CIIpaBKa 4,2
(xoHBepTaM); 0(hopMIIEHHE CTIPABKH

20 | cocraBieHME KapTOUKHU I apXHBa; yKa3zaHHe OJIHa KapTOyKa 2,7
MOPSIIKOBOTO HOMEPA, TEMBI, IaThl BBIJJAUN; TIOCTAHOBKA
KapTOYKH B KAPTOTEKY apXUBa BHIIOIHEHHBIX CIIPABOK
Pa6otsl B pexume AC:

21 dopmuposanue I'CK; BBoj B 6a3y JaHHBIX aHAJTUTUYECKON | OJHA KapTOUKa 2,0
POCTINCH Ta3eTHO-)KYPHAJIBHBIX CTaTel, COOPHUKOB

22 | mouckK ¥ 0TOOp OMbIMorpapuUecKux 3amucei o OJIHA KapTOYKa 2,7
YCIOBUSAM

23 | BBIBOJ Ha 3KpaH OMOIuorpaguueckom 3anucu min OJIHA KapTOYKa 1,6
OTJENIbHBIX U3 Hee CBEJCHUH; pacreyaTka
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1.8.2. bu6amorpaguyeckoe nHpopMupoBaHHe

Taoauna 14

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

BrisiBnenne nHpopMaMoHHbIX MOTpeOHOCTEN
CHEIMAIUCTOB METOJIOM aHKETUPOBAHUS:

orpeJieieHue KOHTHHIEHTa NoTpeduTenei nupopmanuu;
pa3paboTKa 3asBOK JJIs ONpeIeICHNAsT MHPOPMAIMOHHBIX
MOTPeOHOCTEH (3aMPOCOB); pacchUIKa (PACIIPOCTPAHCHHE)
3asBOK; 00pabOTKa MOJYYCHHBIX 3a5BOK; COCTABIICHHE HA
0a3e MOTYYCHHBIX TJAHHBIX KAPTOTCKHU KOHTHHIEHTA
notpedurenel nHGopMaIuu 1 uX HHPOPMaITHOHHBIX
noTpeOHOCTEH (3a1pocoB)

OJIMH
oTpeOuTETHh

34,0

BrisiBnenne nHopMaMoHHbIX MTOTpeOHOCTEN
CIEIMAIMCTOB Ha OCHOBE aHaJIn3a [JIJAaHOBO-OTYETHON
JIOKYMEHTaIUU:

0TOOp, 3yueHHE, aHATIN3 OTYETHBIX JIOKYMEHTOB;
(dbopMUpOBaHHE TEMATHKHU CIPABOYHO-MH(POPMAITIOHHOTO
00CITY)KMBaHUS B Pa3HBIX PEKHMAX

OJUH
OTYETHBIN
JIOKYMEHT

24,0

pacmpezenieHne TeMaTU4eCKuX pyoprK HHGOPMaIMOHHBIX
noTpeOHOCTEH M0 MOAPa3ICICHUSAM, YIaCTBYIOIIIM B
CIPaBOYHO-MH(GOPMAITMOHHOM OOCITY>)KMBaHUH

oJlHa pyOpuKa

2,7

3akiroueHne ¢ abOHEHTaMu JI0TOBOpa Ha
MH(pOpPMaLMOHHOE 00CTYKUBAHUE!

aHaJIN3 JJAHHBIX O 3aMHTEPECOBAHHOCTH AOOHEHTOB B
MH(POPMALIMOHHOM 00CTY>)KMBaHUHU U PEKUMaX
n30UpaTeabHOr0 PacIpOCTPAHEHUS U PETPOCIIEKTUBHOTO
TIOMCKA; 3aKJIIOYEHUE U IEPECMOTP AOrOBOpA

OJTUH JIOTOBOP

2300,0

dopMUpOBaHUE CETH AOOHEHTOB CUCTEMBI
n30upaTenpHoro pacnpocrpanenus nHpopmanuu (MPN):

orpezeNieHue KOHTUHTeHTa aboHeHTOB cucteMbl P,
BBISIBJIEHUE TUIOBBIX U MHAUBUIYaIbHBIX 3aIIPOCOB
a0OHEHTOB; U3yUeHUe, KilacCu(PUKaIus, NHIEKCUPOBAHUE
3aIIPOCOB; BBEJACHUE JaHHBIX O 3alpOCax B a[PECHYIO
KapTOTEKY

OJIUH a0OHEHT

34,0

TloaroroBka cUrHaJILHOTO OIOBeIlleHUd B cucteme TPU

BrrsiBrienue, npocMoTp ¥ 0TOOp MaTepHaIoB U3 TEKYLIHX
MOCTYIUIEHUH; pacnpeziesieHe 0TOOpaHHbBIX MaTepHajoB
U3 TeKYIIMX MOCTYIUIEHUH 110 a0OHEHTaM

OJHO
OITOBCIIICHUEC

KommaectBo IMPOCMOTPCHHBIX JOKYMCHTOB!:

1-2

3,0

3

3.4

12,0

5-10

32,0

[ToaroroBka mogOOPOK CUTHAIBHBIX OMOBEIICHUN B
cucreme UPU
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3amonHeHne OJIaHKa-3aKa3a Ha THPAKUPOBAHUE;
pErucTpalmio MOCTYMUBIINX KOMUN, TPOBEPKa HX
KauecTBa U SK3EMILUISIPHOCTH; 3aII0JTHEHUE
COINPOBOJIUTENILHOMN IOKYMEHTAlUU

OJHO
OITIOBCIIICHUEC

KosmmuecTBo 3anpocos:

1-2

14,0

10

3-4

17,0

11

5-7

21,0

12

8-10

25,0

ITpocmoTp 1 0TO6Op AOKYMEHTOB 1 BBoa B AC

ITpocMOTp MaccHBa MOCTYMUBIIUX JTOKYMEHTOB; 0TOOD
JIOKYMEHTOB COOTBETCTBYIOIIEH TEMAaTUKH U BBEJICHUE B
6a3y nanubix AC

OJIMH
JOKYMEHT

OT60p MEepBUYHBIX TOKYMEHTOB:

13

1-50

290,0

OT60p BTOPUUHBIX JOKYMEHTOB:

14

1-50

110,0

15

MMOATOTOBKA KapTOYKH Il pabounx kaprorexk NPU

OJIHO
OIMCaHue

2,7

16

moAroToBKa TpadapeToB ¢ kaproukamu MPU niis
THUPAKUPOBAHUS

oauH Tpadaper

1,4

KoppekTtupoBka BbIXOJHBIX TaOyIsIrpamMm:

17

OCHOBHOW PsiJT

OJHa 3a1ucChb

2,7

18

BCIIOMOTATEJIbHBIN yKa3aTelb

OJHa 3a1ucChb

1,6

19

pEeAaKTHPOBAHUE BHIXOTHBIX TaOyIsArpaMM U oopmiieHue
JIOKYMEHTOB

OJHa 3aIIiCh

4,2

20

pa3pe3Ka, pacricyaTka HO,Z[60pOK Ha OTACJIBHBIC OIIMCaHUA

OJITHO
OIMCaHue

1,6

Koppextuposka cuctemsl MPU no pe3ynbraTam ananmsa
KapT 00paTHOI CBsI3U

O06paboTka 1 aHaIM3 KapThl 0OPATHON CBS3U; BHECEHUE
OLIEHKU CUTHAJIBHOI'O OIOBEIIEHUS B YUETHYIO KapTy
aOOHEHTa; KOPPEKTUPOBKA CHCTEMBbl HA OCHOBE aHaIN3a
KapT 00paTHOM CBsI3U

OlHa KapTa

Komuuecto KapT:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bblgaua JOKyMEHTOB 110 3a11pOCy:

25

BBISIBIICHUE U OTOOP JTOKYMEHTOB (M3/1aHUsI) 110 3aIpOCy B
CIpaBOYHO-UHPOPMALMOHHOM (hoHIE, OopMIIeHHE
BBIJIAYM JOKYMEHTOB B YCTaHOBIICHHOM TIOPSIJIKE

OJIMH
JOKYMEHT

1,4

I'pynnoBoe Oubaunorpapuieckoe HHHOPMUPOBAHHE:

26

(bOpMI/IpOBaHI/IC COCTaBa I'pynIibl a0OHEHTOB

OJIUH a0OHEHT

720,0

27

YTOYHCHUE TEMBI, COIIaCOBAHUC NCTOYHHUKOB
I/IH(bOpMaI_[I/II/I, BUJI0B TOKYMCHTOB

OJlHA TeMa

3,6

28

COCTABJICHHE PETUCTPAIIMOHHON KaPTOUYKH

OJTHA KapTOYKa

1,6

Hon6op1<a HJAOKYMCHTOB IJId I/IH(I)OpMaI_II/II/I; COCTaBJICHUC U

OJHa KapTO4YKa
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HaIMCAHKUE OMOBEUICHUS; OTIPABKA OMOBEIICHHUS; 3aM1Ch B
KapTOUYKH MH(OPMALIUY; aHAJIU3 KapThl 00paTHOM CBI3U

IIcbMEHHO; KOTUYECTBO U3IaHUM:

29

1-5

12,0

30

6-10

24,0

VY CTHO; KOJIUYECTBO U3JaHUM:

31

1-5

12,0

OnepatuBHOE HHPOPMUPOBAHUE I10 3aIPOCY:

32

(dopmupoBaHue ceTu a0OHEHTOB, BBISBICHUE THUIIOBBIX U
VHJUBUAYAJIBHBIX 3alIpOCOB IOTpEOUTENEH

OJIMH a0OHEHT

44

33

n3yueHue, Kiaaccu(uKaIys 3ampocoB; BBEICHUE TAaHHBIX O
3ampocax B aJ[PpeCHYI0 KapTOTEKY

OJIUH 3aIIpocC

6,3

Hamnmcanue 0030poB U CIIpaBoOK

BersaBnenue u oT00p HCTOYHUKOB; 00pabOTKa M aHAJIH3
0TOOpaHHBIX TOKYyMEHTOB; HallMCaHUE TeKCTa 0030pa
(ctipaBKH); MOATOTOBKA PYKOINMCH K MIEYaTH

OJIUH
ABTOPCKUH
(aBT.) TUCT

00630p (cripaBka) MO MEPBUYHBIM HCTOYHUKAM:

34

Ha PYCCKOM SA3BIKC

5400,0

35

Ha HHOCTPAHHOM A3BIKC

7200,0

36

0030p (cpaBKa) M0 BTOPUYHBIM UCTOYHHUKAM

4100,0

Opranu3anys 1 MPOBEJCHNUE YCTHBIX OHOIHoTrpaguuecKinx
0030pOB HOBBIX IOCTYIJICHUH

OT60p HOBBIX NOCTYIUICHUH MO 3apaHee 0O0bABICHHOM
TEMAaTHUKE; CUCTEMAaTU3aI1sl UCTOYHUKOB TI0 TEMaM,
MIPOCMOTP U aHATU3 JJOKYMEHTOB; MOA00pKa
OoubmorpadguuecKkux ONMucaHui, KpaTKUX aHHOTAITHH,
pedeparoB Ha OTOOpaHHBIE HCTOYHHUKH; TTOJTOTOBKA
pykonucu 6ubnmorpaduueckoro o63opa

OJIMH 0030D

Komuuecto IMPOCMOTPCHHBIX U OTO6paHHI>IX HOKYMCHTOB!

37

1-10

400,0

38

11-25

450,0

39

26 - 55

500,0

40

56 - 140

600,0

IlogroroBka OIOJIIIETeHS HOBBIX HOCTyrIJleHI/Iﬁ

YTouHeHue (onpeeseHne) TeMaTHYeCKUX IPaHull TIOUcKa
1 0TOOpa JOKYMEHTOB; CO37aHne pyOpHUKaTopa
OroJIyIeTeHs; BBIABIEHUE U OTOOP IOKYMEHTOB B MacCHBE
TEKYIUX MOCTYIJIEHUH UCTOUHUKOB MH(OpMAIIUH;
noAOOpKa aHHOTaIuH, pedeparoB, UX cUCTEeMaTH3aIUS

OIlHA
OIOJUIETEHD

Komunuecto IMPOCMOTPCHHBIX JOKYMCHTOB!

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

Opranmsanus u nposeaenue "Jlas nandopmarnun':

46

onpeJieJIeHUE TEMbI; COCTABIICHUE TJIaHA TPOBEICHHUS;
BBISIBIICHUE U JOCTaBKa JOKYMEHTOB M3 COOTBETCTBYIOIINX
nojipa3iesieHuit OMOIMOTEKN; TPOCMOTP M OTOOP

OJIHO
MEpONPUITHE

640,0

25.12.2025
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AOKYMCHTOB; MPUIJIAIICHUC CIICIIUATIUCTOB-
KOHCYJIbTAHTOB; MOJATOTOBKA BHICTABKHU JIUTEPATYPHI;
OTOBEIIEHHE 3aMHTEPECOBAHHBIX OpPraHU3aINi 1
CIEIUATKCTOB; 0(hOpMIICHHE BHICTABKU; HAITUCAHUE
KpaTKUX aHHOTAIMi; OpraHu3alus cOopa 3assBOK Ha
JOKYMEHTBI, UX BbIJa4a, KOHCYJIbTHPOBAHKE, IEKYPCTBO
o6ubmmorpadoB; MpoBeIcHNE aHATN3a MEPOIPUSTHUS

Opranmsanus u noaroroska "J{us oubauorpadun", "us
nocobus":

47

YTOYHEHHE TEMbI; COCTaBJICHHE TIaHa; 0(hOPMIICHUE
BBICTABKH-IIPOCMOTPA; MOATOTOBKA 0030pa; MOATOTOBKA
KOHCYJIbTAI[MH; COCTABJICHUE U HAITUCAHUE OOBSIBICHNUS;
COCTaBJICHHUC U HAITUCAHUC MMPUTTIACUTCIIbHBIX ITUCEM, UX
pacchUIKa; IPUTJIANICHHE 3aMHTEPECOBAHHBIX JIUIL 110
paano, mo TenedoHy, JUIHO

OJIHO
MEpOIPUITHE

1940,0

Opranuzanus u npoeaenue "Jlus cnenuanucra"

Onpenenenue Temul "/{Hs cnenuanucra" ¢
3aMHTEPECOBAHHBIMY OPTraHU3aUsAMU, (OPMBI
MIPOBEJICHUS (CTallMOHAPHAS, BbIE3/IHAS ), OTBETCTBEHHOTO
3a MEpONPUSITHE B 1IEJIOM; COCTaBJICHUE TIJIaHa
MEpPOIPUATHS, TPOTrPAMMBI IIOMCKa U 0TOOpa
MH()OPMAMOHHBIX MAaTEPHAIIOB; TIOJITOTOBKA OTKPBITHIX
MIPOCMOTPOB M TEMAaTUYECKHX BBICTABOK JTUTEPATYPHI 110
CHenrabHOCTH, Onbarorpaduueckue 0030phl; 3aKa3
JIEKUWHU, KHWHO(PHUIIbMA; OTIOBEIICHHE 3aMHTEPECOBAHHBIX
opranu3anuii; oOpMIICHIE BRICTABKH; OpraHU3aIUs
NexXypcTBa OMbmuorpadoB, KOHCYIbTaHTOB-
CIEIUATIUCTOB; 00eCIeueHrEe BbhIauu U3JaHUH WIIH UX
KOIUH BO BpeMsi MEPOIIPUSITHSI WU HETIOCPEICTBEHHO
MOCJI€ HETO; JIGMOHCTPAIMs BHICTABKH; aHAIN3
pesynbTaToB "JlHs cnenuanucra'

OJIHO
MEPOIIPUATHE

Yucio conyTCTBYOMUX MEPONIPUATHI:

48

1-2

1940,0

49

2600,0

50

3500,0

51

4
6
_8

N || W

4600,0

I[Ipumeuanue: Bpems npoBeneHus "us wuHpopmanuu", "JHa cnenumanucra", "JlHd
6ubnuorpaduu" B HOpMy BpeMEHHU HE BXOIUT.

1.8.3. Undopmanunonnas padora

Taoauua 15

N /o

HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI

Ennanma
HU3MEpPEHHUS

Hopma
BPEMEHU,
MHH.

2

3

4

[ToaroroBka nonyssipHbIX OMOIMOrpapuUecKux Nocoouit

25.12.2025

Cuctema 'APAHT

38/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

Br160p TeMbI mocoOust; BEISIBICHHE U OTOOpP JOKYMEHTOB,
(dbopMHpOBaHUE Pa3IEIIOB MTOCOOWS; aHHOTUPOBAHHE
JTOKYMEHTOB; 10I00pKa (pakTorpauueckoro MaTepuaiia,
WJLUTIOCTPAIIHIA;, HAIICAHUE TEKCTa; COCTABIICHHE
BCIIOMOTATENbHBIX YKa3aTellell; KOHCYIbTAlluu Y
CICIUAIMCTOB HA PA3IMYHBIX dTarax paboThl;
00CyX/IeHHE PYKOIMCH Ha 3aCeJaHUH Hay4YHO-
METOAMYECKOTO (PEAaKIIMOHHOT0) COBETa; J0PadOTKA
PYKONHCH MO 3aMEYaHUsIM; c/ladyd PYKOIIUCH B N1€YATh!

COCTAaBJICHHE MOIYJISIPHOTO OMOIMOrpaduIecKoro
yKazareJsi, MyTeBOUTEIIs, CIPABOYHHKA

OJHH aBT. JIUCT

13500,0

[IOJIrOTOBKA KOMMEHTApUEB, IPUMEUaHHH
MOMYJISPHO-TIPOCBETUTEIHHOTO XapaKTepa, He TPEOYIOLIIX
CIELMAJIbHBIX MCCIIEJOBAaHUM

OJHH aBT. JIUCT

5400,0

IIOAroTOBKa KOMMCHTAPUCB, HpHMC‘IaHI/Iﬁ HAy4YHO-
HCCICA0BATCIILCKOI'O XapaKTepa

OAHH aBT. JIUCT

10800,0

[ToAroToBKa peTPOCIEKTHBHBIX HAYYHO-BCIIOMOTaTEIbHBIX
OoubnmorpaduyecKux ykasareneu:

BBIOOP TEMBI; CO3/IaHUE aBTOPCKOTO KOJUICKTUBA,;
pa3paboTKa HHCTPYKTUBHO-METOMUECKUE MATCPUAIIOB,;
BBISIBJICHUE U OTOOP TOKYMEHTOB; paboTa HaJl
oubamorpaduueckoit 3anMchi0; aHHOTUPOBAHHKE;
oubnuorpaduueckas rpynnupoBKa; COCTaBICHUE
BCIIOMOT'aTeNIbHBIX YKa3aTeleit; 00CYyKICHUE PYKOIUCH
yKa3aTess Ha 3ace/IaHui HayYHO-METOAHYECKOTO
(penakiMoOHHOT0) COBETA; JOPabOTKa MO 3aMEUYaHUsIM;
cllaya PYKOIHCHU B TI€UaTh; COCTABJICHUE
Ooubarorpadguueckoro ykasaTels 1o aKTyalTbHOW TEMAaTHKE
C XPOHOJIOTHYECKHUM OXBAaTOM OT 2-X JI0 5-TH JIeT U
AHHOTAIIUSIMU, MTOSICHSIONUMH HAa3BaHUS

OAHH aBT. JIUCT

9720,0

CocraBienue Oubnmorpauyeckoro ykasaress 1o
KOMIUIEKCHBIM U MEXKOTpPACIEBBIM ITpo0ieMaM 0011ero u
PETHOHAIBHOTO CO/IEPIKAHUS C XPOHOJIIOTHYECKUM OXBaTOM
1-2 roja, ¢ aHHOTAIUSIMU, TOSCHSIONIMMHY Ha3BaHMSL:

(9]

Ha PYCCKOM SA3BIKC

9720,0

¢ BrimrodeHreM oT 30% 1o 40% oObema mydmukanuii Ha
WHOCTPAHHBIX S3bIKaX

11000,0

COCTaBJICHHE aHHOTHPOBAHHOTO OMOIMOrpapuuecKoro
yKa3zaTeJsi MHOTOOTPACIIEBOI0 CO/IEPIKAHUS C
XpoHoJoruyeckum oxsaroM a0 100 net u 6onee,
TpeOYIOLIEro CIUIOMIHOTO MTPOCMOTPA JOKYMEHTOB,
CIIOKHBIX Onbnorpaduyeckix pa3blCKaHHM, yueTa Bcex
nepen3IaHui MyOIMKaluil 1 X XapakKTepUCTUKU ITyTeEM
CIIMYCHUS TEKCTOB

OJWH aBT. JIUCT

18800,0

IToaroroBka aHaTMTUYECKOTO 0030pa

BrrsiBiienue u oT60p TOKYMEHTOB ISl 0030pa; MOArOTOBKA
pyOpukaropa npenMera 0030pa; H3ydeHHUE U OIleHKa
JIOKYMEHTOB; CUCTEMAaTH3allUsl MaTepUaa; COCTaBICHUE
TEKCTa aHAIUTUYECKOro 00630pa; 00CYKJeHHE PYKOIIUCH

OJWH aBT. JIUCT

25.12.2025
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Ha 3aCeaHUH HAyYHO-METOJAMYECKOTO (PEIAKIIHOHHOTO)
coBeTa, JJopaboTKa 0030pa Mo 3aMeUaHusIM; cada B
reyaTh:

110 PYCCKHM IICPBUYHBIM NCTOYHUKAM

9720,0

110 CMCIIAHHLIM IIEPBUYIHBIM UCTOYHUKAM

10800,0

110 MTHOCTPAHHBIM NICPBUYHBIM HCTOYHHUKAM

12400,0

HOI[FOTOBKa aHAJUTUYECKOM CIIPpaBKH:

BrsiBiienue u 0T00p TOKYMEHTOB JIJIsl aHATUTHIECKOM
CIIPAaBKH, H3y4YCHHE, aHAJIN3, OLICHKA U CUCTEMaTU3alus
UX; COCTABJICHUE TEKCTa CIIPABKH

OJWH aBT. JIUCT

5200,0

IToarororka pedepaTuBHOrO 00630pa

BrisiBnenue u 0T00p JOKYMEHTOB JUIsl pedepaTuBHOTO
0030pa, U3y4YeHHUE U aHAITU3 UX; pedepupoBaHue
HMCTOYHUKOB; CUCTEMATHU3AIIHsI TEKCTOB aHHOTAIUH;
COCTaBJICHHE TEKCTa pedepaTHBHOTO 0030pa; 0O0CYKICHHE
0030pa Ha 3acelaHuu HAyYHO-METOAMYECKOTO
(penakIMOHHOT0) COBeTa; 10paboTKa 0030pa 1Mo
3aMEUYaHUsIM; C/laya B ICYaTh:

OJWH aBT. JIUCT

12

110 PYCCKHUM UCTOYHUKAM

5200,0

13

110 CMCIIIaHHBIM UCTOYHHUKaAM

6480,0

14

110 MTHOCTPAHHBIM UCTOYHUKAM

7300,0

Cocrasiienue sxcnpecc-uHpopMaIuu:

15

BBIABJICHUC U OT60p Marcpualia 1o T€Me, CUCTEMaTru3alunsa
€ro 1 nmoAroToBKa JJId I€4aTHu

OJWH aBT. JIUCT

3840,0

Cocrasiienne 6ubrorpadUuecKoi 3anvucH, aHHOTAIUH,
pedepara

Cocrasiienne 6ubarorpaduueckoi 3anucy: u3yueHue u
aHaJIM3 JIOKYMEHTA; COCTABJICHUE 3aTr0JIOBKA OITUCAHUS;
MPOBEpKa 3aMMCH, BHECEHNE UCTIPABICHUN

OJJHa 3a11ucChb

KonuuecTBo n1eMeHTOB 6H6n1/10rpaq)1/1qecxor0 OITMCaHM:

16

1-4

3,2

17

5-6

5.4

18

7-9

6,4

CocraBieHue AHHOTAallMK,; U3YYCHUEC U aHaJIU3 JOKYMCHTA,
HaImTMCaHUEC TCKCTa aHHOTAIlM

OJIHa
AHHOTal Ui

19

AHHOTHPOBAHUC KHUT'

270,0

20

AHHOTHUPOBAHUC craTeu

160,0

21

COCTaBJIeHHE pedepaTa: N3ydeHUE U aHAIIU3 JOKYMEHTAa,
Ha KOTOpPBIN cocTaBiisieTcs pedepar; HaMCcaHue TeKCTa;
BHECEHME MCIPABICHUN

OJWH aBT. JIUCT

5920,0

AHanmuTHYECKasi pOCIIUCH KyPHAIbHBIX, Ta3€THBIX CTATeH,
cOOpHUKOB, OMOIMOrpaduuecCKUX NOCOOUH:

22

O3HAKOMIICHHE C COACPKAHUEM HU3JJaHUSA; COCTABJICHUC
AHAJITUTUYCCKOI'O OIMMCaHus Ha CTaTbIO

OJIHA CTaThs

3,6

[Togneprxka caiita GUOTMOTEKN M OTJAEIHHBIX TPOCKTOB:

23

BEpPCTKA CTPAHUIL CaiiTa, pa3MelIeHUE TOITOTOBIEHHOTO
MarepHrajia B COOTBETCTBYIOIIMI pa3iell caiita

OJWH aBT. JIUCT

300

[Ipumeuanue: HopMa BpeMEHHU Ha cocTaBiieHHe OHOIMorpaduueckoro nocodus naHa U3 pacyera
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pa6 OTBI aBTOPCKOT'O KOJUICKTHBA.

1.9. IlepeBoa 1 nepepadoTKa MEYATHBIX TEKCTOB ¢ HHOCTPAHHBIX SA3bIKOB HA PYCCKHH U ¢ PyCCKOr0

Ha HHOCTPAHHBIEC A3BIKH

Tab6auna 16
N n/n HanmenoBanwme nporecca, onepainuu. CoctaB padoThI Enununa Hopma
U3MepeHus BPEMEHH,
MUH.

1 2 3 4
IlepeBos TEKCTa C MHOCTPAHHBIX SI3bIKOB HA PYCCKUH SI3BIK
UreHune opuruHana; aHajiu3 TEKCTa; pa3MeTKa ero ¢ OJIUH aBT. JIUCT
BBISIBJIEHHEM TPYJHBIX TEPMUHOB, FPAMMAaTHYECKUX
KOHCTPYKLIUH, IEKCUYECKUX 000POTOB, LIEXOBBIX U
YKaprOHHBIX TEPMHHOB:

1 MOJIHBIN TMChbMEHHBIN MEPEBO/T OVH aBT. JIUCT 2580,0

2 COKpalIeHHbIH TUChbMEHHBIN niepeBoa oT 30% 1o 50% OJIMH aBT. JIUCT 1620,0
o0BbeMa TeKcTa

3 BBIOOPOYHBIN MUCEMEHHBIH MEPEBOA OJIMH aBT. JIUCT 1520,0
IlepeBon TeKCTa € pycCKOro si3plka HA MHOCTPaHHbIE
SI3BIKU:

4 TOJIHBIN TMChbMEHHBIN MEPEBO/T OVH aBT. JIUCT 5160,0
TepMuHnonornyeckas paboTa pu BbIITIOJIHEHUU
IUCHbMEHHOI0 [IepeBO/Ia:

5 OTBICKaHHE OTMEUEHHBIX B OPUTMHAJIC HE3HAKOMBIX MJIH OJIUH TEPMHUH, 18,1
HENOHSTHBIX TEPMUHOB U COKpAIEHU B COKpallEHHUE
CJIOBapHO-CIIPAaBOYHOM JIUTEPATYpE; MOI00pKa
COOTBETCTBYIOILLIEIO TEPMUHY SKBUBAJICHTA; paclin(poBKa
COKpaLICHUS
KoHcynpTranus nepeBoaunka co crenuaiicTaMu:

6 BBISICHEHHE NIPABUIIBHOIO U3JIOKEHUS YaCTEM TEKCTa 110 OJIHa 36,2
MaJ03HaAKOMOM TEeMAaTHKe; YTOUHEHHE COOTBETCTBUS KOHCYJIbTaIUs
1IepeBOJia OPUTHHAILY
Cocrapienne 6u0aorpadUyecKoro OnMcaHus:

7 cocTaBiieHHe OMOIorpaguuecKoro onucaHus nepeBoaa OJIHO 60,0
10 JJAaHHBIM, B3SITBIM C TUTYJIBHOTO JINCTA IEPEBOAA ONMCAaHNE
BersiBrieHue ommO0K U BHECEHUE U3MEHEHUH B TEKCT
IIepeBo/Jia Mocie NeyaTaHus:

8 IIPOBEPKA IIPABUIBHOCTH PACIIOJIOKEHUS OTIIEYATAHHOTO OJIVH aBT. JIUCT 200,0
TEKCTa; CBEpPKa C PYKOINHCHIO; MPaBKa
Texandeckoe ohopmiIeHHE EPEBOIOB:

9 BIIMCHIBAaHUE B TEKCT MIEPEBOJA CHMBOJIOB U BCTABOK Ha OJIHO 2,0
MHOCTPAHHOM SI3bIKE BIIMCHIBaHHE

10 | BKJIIeMBaHUE PUCYHKOB, Ta0IHII, GOPMYII OJIHA BKJIEHKA 3,0
ITepeBoa 3arojIOBKOB CTaTeN U JOKYMEHTOB:

11 [IEPEBOJ U 3aIIUCh 3ar0JIOBKa OIVH 120,0

3aroJIOBOK
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IMpumeuanmue:

- HOPMBI BPEMEHH IPEAyCMaTPUBAIOT BBHINIOJIHEHHE MEPEBOJIOB C MHOCTPAHHOIO SI3bIKA WM Ha
MHOCTPaHHBIN, KOTOPBIN Y IEpeBOAUMKA ABIIIETCS OCHOBHBIM (IT0 00pa30BaHUIO WIH IPUMEHEHHUIO);
- TIpU BBIMIOJIHEHUH TIEPEBOJOB C JIPYTUX SI3bIKOB WJIM HAa JIPYrue MOMHUMO OCHOBHOI'O K HOpMam

BpEMEHHU MTPUMEHSETCS MOBbIIatonui kodddurment 1,1.

1.10. UccnenoBarenanckast padbora

Taoauma 17

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

Pa3zpaboTka nmporpaMMsbl (TEXHUYECKOTO 3a/IaHHS )
WCCIICIOBAHHS

ObocHOBaHME aKTyaJIbHOCTH TEMBI, BBISIBICHUE U
000CHOBaHKE MPOOIEMHON CUTYaluu, POPMYINPOBAHHUE
11€JIM, 33/1a4 U TUIIOTE3bl UCCIIEIOBAHUS; HAITMCAHUE TEKCTa

oJHa
nporpamma

HccnenoBaHue HOCHUT:

OnepaTuBHBII XapakTep

38250,0

MUJIOTAXHBIN (pa3BebIBATEIbHBIN) XapaKkTep

21600,0

Pa3paboTka MEeTOIMKH UCCIICTIOBAHUS

Pa3zpaboTka (HanucaHue) TEKCTa METOUICCKUX
JOKYMEHTOB I10 TIPOBOJIMMOMY HCCIICIOBAaHHIO, alipoOaIiuu
COCTaBJICHHBIX JOKYMEHTOB; YTOYHCHHE U IOpabOTKa
METOJIMICCKOTO HHCTPYMEHTAPHSI, COCTABIICHUE
OKOHYATENILHOTO BapHaHTa JOKYMEHTA:

oJHa
METOIUKA

METOJIMKA MTPOBEJICHUS UCCIIEIOBAHUSI, HOCSILETO
OIIEPATUBHBIN, SMIUPUUYECKUN XapaKTep

28000,0

METOAMKA MTPOBEACHUS UCCIIEI0BAHUS, HOCAILETO
MAJIOTAXKHBIN (pa3BebIBATEIbHBIN) XapaKTeP

15600,0

Pa3paboTrka uHCTpYKIIMU TTO 00pabOTKE JOKYMEHTAIIUU
(MCXOHBIX JAHHBIX ), TOJTYYEHHOW B X0J1€ MCCIICOBAHMUS:

OJIHa
WHCTPYKIUS

(9]

py4Has o0paboTKa

15600,0

MaluHHas 00paboTKa

20400,0

Pa3paboTka npeaiaHoOBbIX U IIAHOBBIX JIOKYMEHTOB
MEPCIEKTUBHOIO XapaKTepa:

pa3paboTKa KOHLENIMY OCHOBHBIX HAIPaBJICHUN pa3BUTHUS
O61OIMOTEYHOTrO JieJla B pErHOHE Ha MEPCIEKTUBY

OJWH aBT. JIUCT

13050,0

KOHIIeNITyalIbHOE obecnieueHue Oudarorpaduueckux
W3IaHHI; 000CHOBAHNE aKTYaIbHOCTH TEMBI,
YUTATENILCKOTO U I[EJIEBOTO HA3HAUYEHUS TOCOOHSI, €ro
CTPYKTYPHI (CXEMBI), BRIPAOOTKA METOIUUECKUX
MIPUHIUIIOB U PEIIEHUH /Ul PAaCKPBITUS TEMBI; HAIICAHUE
TEKCTa

OJWH aBT. JIUCT

11220,0

COCTaBJICHHE NMPOTHO3a (MIPEeANIaHOBbIN TOKYMEHT),

OJWH aBT. JIUCT

13050,0

25.12.2025
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CBSI3aHHOT'O C MEPCIIEKTUBAMH Pa3BUTHs OUOIHOTEK;
HAlMCAHUE TEKCTA

10

pa3paboTKa IeJIeBBIX MPOrpaMM (JIJist CETH OUOIMOTEK HIIN
OJTHOY OMOJINOTEKN); TMAarHOCTUKA CUTYalluy, BHEITHUX H
BHYTPEHHUX BIUSHUN Ha QYHKIIMOHUPOBAHUE U PA3BUTHE
OoubmoTek (0JHON OMOJIMOTEKH ); BBIPAOOTKA
PEKOMEH/IAlliH, PEIICHYSI; HAIMMCAHNUE TEKCTa

OJWH aBT. JIUCT

15200,0

CocraBnenne CBOJHBIX KaTaJIOI'OB KHHMXHBIX ITaMATHHUKOB:

11

pa3pa60TKa IIPOCIICKTA; BBIABIICHHUE JOKYMCHTOB -
KHWXXHBIX MTaMATHUKOB; HAYYHOC OITMCAHUC UX;
COCTAaBJICHHE CITPABOYHOI'0 allliapara, HalluCaHUEC TCKCTa

OJHH aBT. JIUCT

18200,0

Opranu3anuoHHas paboTa 1o NPOBECHUIO HCCIICIOBAHMUS:

12

CO3JIaHKME UCCICAOBATEILCKOTO KOJJIEKTUBA; COCTaBJICHUE
pabodero miaHa MpOBEJACHUS UCCIICIOBAHUS,
COTJIAaCOBAHUE €T0 C UCIOJIHUTEIISIMH, OIIPEICIICHNE
rromaaku (0a3bl) UCCIIEIOBAHUS; TIEPETIUCKA C HUMU;
MPOBEJICHUE HHCTPYKTAKEH, CEMHUHAPOB, COBEIIAHMUIA,
KOHCYJIbTALIUI

OJITHO
HCCJIEIOBaHUE

7140,0

13

oubnuorpadudeckas mpopadoTKa TEMbI UCCIEAOBAHUS,
paboTa B apXxuBax, U3y4CHHE HOPMATUBHO-TEXHIUYECKOMN
JOKYMEHTAIH, THPOPMALIUU 00 aHAIOTaX U APYTHX
MaTEPUAaJIOB, OTHOCSIINXCS K pa3padaThiBaeMO TeMe

OAHH aBT. JIUCT

1200,0

O06paboTka Moy4eHHO HHPOpMAIIH:

14

cbop 1 06paboTka HHPOPMAITUU HA OCHOBE MTEPBUYHBIX
MCXOHBIX JaHHBIX (CTATUCTUYCCKUX JaHHBIX, OTUCTOB,
IUTAHOB, CIIPABOK, MATEPUAIOB KOMaHIMPOBOK)

OJWH aBT. JIUCT

7800,0

15

aHajn3 00paboTaHHOM MHpOPMALTUH

OAHH aBT. JIUCT

5200,0

IToaroroska MaTCpHraJIOB 110 UTOI'aM HaquOﬁ pa6OTBIZ

16

HAIMMCAaHUEC HAYYHOT'O OTUCTA, IMOATIOTOBKA PYKOIIMCH K
II€YaTHU Ha PA3JIMYHBIX STallaX pa6OTI>I

OJWH aBT. JIUCT

13200,0

17

HanucaHue MPOMEKYTOYHOI0 OT4YeTa (CIPaBKHU) O X0/
HCCIIEI0BaHUS

OJWH aBT. JIUCT

6400,0

[ToaroroBka 1 HamucaHWe TEKCTa CTaTbU B COOPHUK
Hay4YHBIX TPY/IOB, IPaKTHYECKOE TTocoOue,
npodeccuoHalbHYIO PECCy; MOArOTOBKA PYKOIHMCH K
1e4aTH Ha Pa3JIMYHBIX 3Tanax paboThl:

18

CTaThsl TEOPETUYECKOTO XapaKTepa

OJWH aBT. JIUCT

15200,0

19

CTATbhd NPUKIIAHOTO, ITPAKTHYCCKOI'0 XapaKTCpa

OJWH aBT. JIUCT

9200,0

20

HaImMCaHUC JO0KJIaaa 1o UToraM HaydHOT O UCCIICIOBAHUA
IIOATOTOBKA pYKOHHCCﬁ Ha pa3JIMYHbIX 3Tallax pa6OTBI

OJWH aBT. JIUCT

6700,0

21

pa3paboTKka peKOMeHIAINH, UHCTPYKIIUU IO BHEIPEHUIO
MaTepHUaIOB HAYYHOTO MCCIICOBAHHMS; HAIMCAHUE TEKCTa,
MOATOTOBKA PYKOIUCH K TIeUaTH Ha Pa3IUYHbIX dTarmax
paboThI

OJWH aBT. JIUCT

14100,0

IIpumeyanue:
- HOpMa BPEMEHU Ha COCTABJICHUE IIPOrpaMM, METOAUK, UHCTPYKLIUN JaHa Ha UCCIIE0BATEIbCKUN
KOJUIEKTUB;
- 4aChl TPYA03aTpaT PacIpeaesatoTCs MEXKIY UCIIOJIHUTEIIMUA B 3aBUCUMOCTU OT UX Harpy3Ku;
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- B IIpOLIECC MOATOTOBKM PYKOIHCHU K I€YaTH BXOAST: cllada PYKOIMCH HAy4YHOMY DPENAKTODPY,
oOcyXJIeHUE B OT/eJIe, HAYYHOM COBETe, J0pab0TKa PYKOIHCH.

1.11. Meroanueckas padora

Taoau

na 18

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHU
MUH.

9

2

3

4

IToaroroBka METOUYECKOTO TTOCOOHS, PEKOMEH TAIT I

[TpuHIMnManbHO HOBAs pa3pabOTKA TEMBI:

I/I3y‘IeHI/Ie TCEMBI, BBISIBJIICHHUEC U aHAJIU3 [[OKYMGHTOB 10
TEMe, YTOUHEHHE YUTATEIILCKOTO U IEJIEBOTO HA3HAUYCHUS
0CcOOHs, PEKOMEHIAIINI; COCTaBIICHHE MTPOCIICKTA;
HalMCaHHUE TEKCTA

OJWH aBT. JIUCT

15300,0

Monudukamms panee pa3padoTaHHON TEMBI:

BBISIBJICHHE U U3YYE€HHE HOBBIX JOKYMEHTOB U
HAKOILJICHHBIN OMOIMOTEKAMH OIBIT 10 TEME IIOCOOHS,
pEKOMEHIalluii; YTOUHEHHUE TPOCIEKTa, BHECCHHE
W3MEHEHUHN B CTPYKTYPY TEKCTa B COOTBETCTBUU C
JTOCTHXKCHHAMHU OMOJIMOTECYHON TEOPUH U NTPAKTHUKY;
[IOJITOTOBKA PYKOITUCH K OOCYKIEHHIO; 10paboTKa 10
UTOraM OOCYKICHHS

OAHH aBT. JIUCT

8670,0

Pa3paboTka TOKyMEHTOB, periiaMeHTHPYIOIIHX
JeATEILHOCTh OMOIUOTEK, TIOTI0KEHHM, HHCTPYKITHIA,
ITPOCKTOB HOCTaHOBJ’ICHHﬁ, YCTaBOB, 3aKOHOJATCIIBHBIX
aKTOB

[IpyHIMNIHANBEHO HOBAs TEMaA!

BBISIBJICHHE, U3YUCHUE U aHATTU3 JEHCTBYIOLTUX
JOKYMEHTOB I10 TeM€, HaITMCaHNE TEKCTa MIPOSKTa
JOKyMEeHTa, 00CyX/IeHue, anpodanus B OnOIuoTekax, Ha
3acelaHui Hay9HO-METOIMYECKOTO COBETA; T0OpaboTKa
JIOKYMEHTA; OJITOTOBKA K YTBEPKACHUIO

OJWH aBT. JIUCT

17340,0

Monudukaius panee pa3pabOTaHHOTO JOKYMEHTA!

AHAJIM3 1 OICHKA JOKYMCHTA; ITIOMCK U OT60p HOBBIX
HCP’ICTBYIOHIHX JAOKYMCHTOB 110 TEMC; BHCCCHHUC
HU3MCHCHUA B TCKCT JOKYMCHTA, 06C}’)K)ICHI/IC Ha
3aCCJaHNU HAYYHO-METOAUYCCKOI'O COBCTA; I[Opa6OTKa oo
uroram 06Cy>I(JIeHI/I$I; IIOATOTOBKA K YTBEPKACHUIO

OJWH aBT. JIUCT

7650,0

Pazpabotka yueTHbIX (hopM, TabIu1, 00pas3IoB:

YTOYHEHUE MPeIMETa, 00BEKTa, COACPIKaHUS YIeTHOU
¢dbopmbl, TabIUIBI, 00pasla; 0TOOp MoKas3aresei,
CUCTeMaTu3alus Ux, pa3paboTka MakeTa y4eTHON (HOpMBlI,
Tabau1IbI, 00pasiia; 00CyKAeHNe Ha 3aceIlaHul HayqHO-
METOMYECKOTO COBETA; MOATOTOBKA K YTBEPKIACHHUIO

OJWH aBT. JIUCT

7650,0

CocraBieHne peKOMEHJaIuil 10 BHEAPEHUIO
pErIaMeHTHPYIOIUX JJOKYMEHTOB B IPAKTHKY:
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pa3paboTKa METOANYECKHX PEKOMEH AN, HHCTPYKIUH,
IUIAHOB 110 BHEIPEHUIO HOPMATUBHOM JOKYMEHTALINH;
IIOATOTOBKA PYKOIIMCH K IT€YaTH

OAHH aBT. JJUCT

14025,0

HOI[FOTOBKa MMMChbMEHHOM KOHCYJIbTalluU, METOANYCCKOI'O
InucbMa:

BBISIBJICHUE U aHAJIN3 JOKYMEHTOB 110 TEME; U3Y4YCHUE U
000011eHIE ONBITa PA0OTHI OMOIMOTEK; HATMCAHUE TEKCTA
KOHCYJIbTAI[MH, METOJMUYECKOTO MTUChMA; MTOJATOTOBKA K
0OCYKICHUIO Ha 3aCEaHU HAyYHO-METOANIECKOTO
COBeTa; JI0paboTKa 10 UToraM O0CYKJICHHUS; cllaua B
IIeyaTtb

OJHH aBT. JIUCT

8670,0

[TonroroBka 0030pa AeATEIBHOCTH OUOINOTEK O
ONpeJIeNICHHON TeMaTHKe:

yTOYHEHHE TEMBI 0030pa; ONpeaesieHIe XPOHOIOTHIECKUX
TPaHMUII; BBISBIICHUE IOKYMEHTOB, OTOOP, IIPOCMOTP U
aHaJIN3; HAIMCAHUE TEKCTa; MMOATOTOBKA PYKOITUCH K
00CYXICHUIO Ha 3aCe/IaHuU HAyYHO-METOAMYECKOTO
COBETA; 10pabOTKa PYKOIUCH TTOCJIE 0OCYKICHUS

OJWH aBT. JIUCT

9180,0

PeuensupoBanue Hay4HbIX, METOAUYECKUX,
MH(GOPMAIIMOHHBIX MaTEPHAJIOB:

YTCHUC PCUCH3UPYEMOI'0O MAaTCpUalia; OLICHKA €TI0 B LCJIOM,
OTACIBHBIX ‘IaCTef/'I, YCTAHOBJICHUC COOTBCTCTBUSA
YUTATCIBCKOMY U LCJICBOMY HA3HAYCHUIO, HAYUYHBIM U
METOJUYCCKUM Tpe60BaHI/I$IM

OAHH aBT. JIUCT

783,0

10

HaIllMCaHHC PCLCH3NU

OAHH aBT. JIUCT

1305,0

HOILFOTOBKa JICKIMH, KOHCYJIbTAalluX

Pa3pa60TKa IJIaHa JICKIIUH, KOHCYJIbTAalluH, nozl6op1<a
mMarepuaia, U3ydCHUC €T0; COCTABJICHHUEC CIIMCKa
JIMTCPATYPHI K JICKIIUH, KOHCYJIbTAIIUN; HAITUCAHUC TCKCTA:

OJIHA JIEKIIHA,
KOHCYJIbTAIIHS

11

TNICpBHUYHAS JICKII U

1566,0

12

IIOBTOpHAA JICKIWA, C YHCTOM HOBOI'O MaTcpuajia

313,2

13

TNICpBHUYHAA I'pyINIIOBast KOHCYJIbTAllus

1305,0

14

IIOBTOpHAsA I'pYyIIOBasd KOHCYJIbTalHA C YHETOM HOBOT'O
MaTcpurajia

522,0

15

IMPOBCACHUC YCTHOﬁ HHI[HBHI[y&HBHOﬁ KOHCYJIbTalluN

OJTHA JICKIIHS,
KOHCYJIbTAIIHSI

16

OTBET Ha MUCbMO

OJHO ITMCBMO

162,0

IIpoBeieHNE NPAKTUKYMOB, CTAXKUPOBOK

[Tpaktukym (7-10 nHel): onpeaeneHne TEMBbI, 3aJJaHNs,
YIpaXHEHUS; COCTaBJIeHHE rpaduka U yTOUHEHHE CPOKH
ITPOBEJICHUS 3aHATHUI:

OIVH
MPAaKTUKYM

17

IPYNITIOBON NPAKTUKYM

2295,0

18

VHMBUYAJIbHBIH PAKTUKYM

2160,0

CraxupoBka (7 - 10 nHelt): yrouHeHUE CPOKOB
MIPOBE/ICHUS CTAXXHPOBKH; BBISIBJICHUE JINTEPATYPHI 110
M3y4aeMOMYy BOIIPOCY; COCTABJIEHHE MPOTPaMMBbI U
rpaduka CTaXHPOBKH C YUYETOM COCTaBa CIyIIaTelNeH;
3aKIIIOYCHHE O IPOXOXKJICHUN CTAKHPOBKH:

o/Ha
CTaXKUPOBKA

19

IpynimoBasg CTaXXUPOBKaA

2805,0

25.12.2025

Cuctema 'APAHT

45/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

20

HHAWBUAYAJIbHAS CTAXKUPOBKA

2349,0

[TpakTHKa CTYZ€HTOB BBICIINX M CPEIHUX CIIEIUATBHBIX
y4eOHBIX 3aBEICHUN:

21

MOJITOTOBKA W OPraHU3alys NPAaKTHKH CTy1eHTOB (10 30
IHel); pa3paboTKa IJIaHa IPAKTUKHU, COTJIACOBAHUE €TO0 C
PYKOBOAMTENEM MPAKTUKH (TIPEICTaBUTENEM y4eOHOTO
3aBEJICHUS); COCTABIICHHE TpadyKa MOCCIICHHS
CTPYKTYPHBIX ITO/IPA3ICIICHUIA; OpTraHU3aIHsI
MPAKTUICCKUX 3aH$ITI/II71; IMOABCACHUC UTOT'OB IIPAKTHUKH,
COCTaBJICHUE XaPAKTEPUCTHKH NPAKTHKAHTOB

OJ[Ha ITpaKTHKa

4860,0

HpaKTI/ILICCKI/Ie 3aHATUA:

22

MMOATOTOBKA MMPAKTUYCCKOI'0O 3aHATHA; COCTABJICHHUC
3aaHuA 110 BBINTOJIHEHUIO U3Yy4aeMOI'0O OMOJMOTEYHOTO
Imponecca, KOHTPOJbHBIC BOITPOCHI, TEMATUYECKUM CITMCOK
JINTCPATYPHI K 3aJIaHUI0; HAITMCAHNUEC TC3UCOB

OJHO 3aHATHC

1050,0

CocraBiieHrne y4eOHON IpOorpaMMmBbl:

23

oTpesieNieHUE COCTaBa CIyIaTeNel; COCTaBIEHUE
TEMaTUYECKOr0 IJIaHa, YTOYHEHUE TTOPSI/IKa U3YUCHHUS;
oTpesieNIeHUE MOCIeI0BATEIbHOCTH U3JI0KEHUS TEMBI,
BBIJICJICHHE OCHOBHBIX BOIIPOCOB; COCTABIICHUE CITHCKA
JTUTEPATypHI [0 TEMaM MIPOrPaMMBbI; HAMCAHUE TEKCTa;
00CyXJIeHUE MMPOrpaMMbl Ha 3aCEAaHUN HAYIHO-
METOJIMYECKOTO COBETA

oJlHa
nporpamma

5733,0

[Tocemenne OMOTMOTEK, BHIE3/IHI B KOMAaHAUPOBKH C
LEJIBIO N3y4eHHs pabOThl U OKa3aHUsI METOMUECKON
ITIOMOIIIN:

24

MOATOTOBKA K KOMaHIUPOBKE; YTOUYHEHHE CPOKOB U LEJH
KOMAaH/IUPOBKH, O3HAKOMJICHHE C UMEIOIITUMUCS
JOKYMEHTaMU U MaTepHalaMU MPEIbITIYIINX BbIE3/I0B U
MyOJMKAIUi B TIeYaTH; COCTABJICHUE MPOTPaMMBI (TIJIaHA)
KOMAaHJIUPOBKH

oJlHa
KOMaHIUPOBKA

574,2

25

COCTaBJIeHHE NH(DPOPMALIMOHHOTO OTYETA (CIIPaBKU) O
IIPOBE/ICHHON paboTe: CBeICHUI O MECTe Bble3/1a, LEIsIX U
CpOoKax KOMaHIHWPOBKH, 00BEKTAX IIOCCIIICHUA, aHAJIN3
COCTOSIHUS pabOTHI IO TEME BbI€3]1a, BHIBOJIBI U
TIPEJIOKEHUS B afipec OMOIHMOTEKN

OJWH OTYECT

1050,0

26

COCTaBJICHHE aBAHCOBOT'O OTYETA; 3alI0JTHEHUE OTYETHOTO
0JIaHKa CO BCEMHU MPHIIOKEHUSMH; c/laua B OyXTaJaTepuIo

OJWH OTYECT

40,0

27

IIOATr0OTOBKA I/IH(bOpMaIII/II/I 10 pE€3yjibTaTaM KOMaHANPOBKH
(YCTHO) B CEKTOpe, Y 3aBEIyIOIIET0 OT/AEJIOM, HA HAYYHO-
METOMYECKOM COBETE, 3aCEAaHUHU TUPEKIINU

OJHa
uHpopManus

105,0

28

IIOATOTOBKA OTYETHOI'O MaTepuaa 1o pe3yiabTaraM
KOMAaHJIMPOBKH ISl pa3MELIEHUs Ha CalTe

OJlHa
uH(popManus

500,0

29

pa3paboTKa M COCTaBJICHUE YIECOHBIX IJIAHOB U MPOTPaMM
CUCTEMBI IONOJHUTEIBHOTO MPOPECCHOHATBHOTO
obpazoBanus (AI10) B oTpaciu

OUH
eYaTHBIN
JIUCT

1200,0

30

cocTaBjeHHe pabo4yHX MPOrpaMM MO BHOBb BBOAMMBIM
JUCLUIIIINHAM, aKTyaJIu3alus JeHCTBYIOLIUX IIPOrPaMM

OINH
neYyaTHBIN
JIUCT

1800,0
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31 | pa3paboTKa METOANYECKHX MAaTEpPHaIOB MO KOHTPOIIO OJIMH 360,0
3HaHUN 00YYaIOIIUXCsl; COCTaBJICHNE JOKYMEHTOB 10 MeYaTHBIH
TUTAHUPOBAHUIO Y4eOHOTO TpoIiecca JUCT

32 | pa3paboTka yueOHO-IIPOrPaMMHON TOKYMEHTAIIUHN IS OJVH 1800,0
MPOBEICHUST 00PA30BATEIHLHOTO MPOIIECCa, METOANIECKUX TeYaTHBIN
pa3paboTOoK 1O IPUMEHEHUIO HOBBIX HH(POPMAIIMOHHBIX JUCT
TEXHOJIOTMI B yueOHOM Ipoliecce

33 pa3paboTKa HOPMATHBHBIX JOKYMEHTOB, OJVH 3600,0
pPETTIAaMEHTHPYIOIIUX BCE BUIBI 00pa30BaTEIBHOM JIOKYMEHT
NEATEILHOCTU B ONOIMOTEKE

34 COCTABJICHHE M IMOJTOTOBKA K U3/IaHUIO YUYECOHBIX OIH 1800,0
porpamMmm, NocoOui, CaMOCTOATENLHO UM COBMECTHO C TeYaTHBIN
JPYTUMHU MO/Ipa3IeIeHusIMU OMOINOTEKH JIUCT

35 | yuacTHe B CIEUHMAIM3UPOBAHHBIX COBETaX OMOIMOTEKN: OJIUH J0KJIa] 2400.0
MOATOTOBKA JUIs Tpo(hecCHoHaNbHOM eyaT myOauKanui OIHO 1200.0
Y MaTepHaJOB BBICTYIUICHUN Ha KOH(EPEHIHIX cooO1eHne

36 MOATOTOBKA K 00CykIeHuto yueOHbIx nporpamm 10 k OJIHO 2400,0
3acejaHusIM YUeHOro coBeTa 3acejaHue

37 COCTABJICHHE KAJIbKYJISIUMU LIEH Ha IUIATHBIE YCIYyTH OVH 120,0

JIOKYMEHT

38 | opranuzanus mIaTHOro oOydeHus Mo J0roBopam Ha OJIUH o Qakxty
OKa3aHME TUIATHBIX 00Pa30BaTEIbHBIX YCIYT C JOKYMEHT 3aTpayeHHOro,
IOPUANYECKUMU U GU3NYECKUMU JINLIAMU BpPEMEHHU

39 | HOAroTOBKA JOKYMEHTOB K JIMIIEH3UPOBAHUIO U OJIUH 12000,0
aKKpeIUTalllU, CBA3aHHbIE ¢ peann3anuei OudInoTekon JOKYMEHT
obpasoBaTenbHbIX porpamm 110

40 MOJrOTOBKA MaTEPHUAIOB JJIsl 3aHITUH B IUCTAaHIIMOHHOM OJIMH 4ac 240,0
dbopme 3aHATHN

41 | moAroTtoBKa y4eOHBIX M yU€OHO-METOINYECKUX OJlHa 1800,0
MaTepHualoB JIJIs UX pa3MEIIEeHHs B nporpamma
MH(POPMAITMOHHO-TEIEKOMMYHUKAITUOHHON CETH
"MHTepHeT" U X CBOEBpEMEHHOE OOHOBIIEHHUE

42 | opranuzanus y4eOHOTO mpoIecca i 00yJaromuxcs mo OJIHa 42420,0
porpaMMaM pohecCuoHaNbHOM MepenoAroTOBKU nporpamma
OMOIMOTEUYHBIX KAJPOB: OPTaHU3aIMs 00pa30BaTEIHHOTO
mpolecca, yaeOHO-MeToin4YecKasi paboTa; Hay4yHO-
MeToanveckas pabora

43 opranmzaius yueOHOoro mnpoiecca A 00yqaromuuxcs mo o/Ha 21210,0
IIporpaMMaM NOBBIIICHUS KBaTU(PUKAUU OUOIMOTEUHbIX Iporpamma
KaJIpOB: opraHu3aivs o0pa3zoBaTeNbpHOTO MpoIiecca,
y4ueOHO-MeToAnuecKast paboTa; HaydHO-METOAuUecKast
pabota

IIpumeyanue:

- K HOpPME BpEMEHH TP COCTABJICHUH JOKYMEHTOB, PETIAMEHTHUPYIOIIUX eSTEIbHOCTh
peciyOIMKaHCKHUX, KPAaeBbIX U 001aCTHBIX OMOIMOTEK, TPUMEHETCs MOBBIIAOIINA KodpduuueHT 1,15;

- BpeMsi TIPOBE/ICHUS JICKIIMH, KOHCYJIbTAINH, TPAKTHKYMOB, CTQ)KHPOBOK, MTPAKTHKH, TTPEOBIBAHUS
B KOMaHJMPOBKE U MPOBEACHUS HH(POPMAIIUH IO €€ pe3ybTaTaM B HOPMY BPEMEHH HE BXOJIUT.
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1.12. PaGoTbl HAYyYHO-OPraHU3AIHOHHOI0 XapaKTepa

Taoauma 19

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

[TonroToBka u npoBeeHUE TEOPETUUECKOM, HAydHO-
PAKTUYECKON KOH(EPEHIINHN, TEMAaTHYECKOTO CEMUHapa

Onpenenenue cocraBa OprkOMUTETA U YYACTHUKOB
KOH(epeHIMH, ceMUuHapa; (OpMUPOBAHNE U YTBEPXKICHHUE
MPOrpaMMbl U IPUTIIACUTEIBHOTO OMIIeTa;
OpraHU3alMOHHBIE MEPOIIPHUATHS (TEKYILAs CBS3b C
Y4aCTHUKAMHU, PACChUIKa MaTEpPHaIOB); OATOTOBKA K
U3JIaHUIO TE3UCOB; BEIPAOOTKA MPOEKTA PEKOMEHJAlIMA;
(bMHAHCOBO-XO3SIMCTBEHHOE 0OecIIeueHNEe KOH(EePEHITNH,
cemuHapa (0(OpMIICHHUE TIIATEKHBIX JOKYMEHTOB,
BCTpEYa YYaCTHUKOB, PETUCTpaLUs, pa3MelleHHE B
TOCTHHHIIE); aHAJIU3 U OlIEHKa paboThl KOH(epeHuy,
CEeMHHapa; NOJBE/IEHUE UTOTOB

OJIHO
MEponpusTHe

KommuectBo YYaCTHHUKOB!

1-100

5670,0

101 - 150

7560,0

151 - 450

9300,0

[ToxroToBka u MpoBeIcHHE CEMUHAPA, METOINYECKOTO
JTHS1, 3ace/laHus "Kpyraoro croja'

OrnpezneneHne y4acCTHUKOB, PYKOBOJUTENS, CPOKOB U
MecTa MPOBEICHUS CEMUHApa, METOUYECKOTO JHS,
3aceaHus "Kpyrioro crosa'; onpeaeneHue KOHTUHIEHTa
Y4aCTHUKOB; pa3zpaboTKa MporpaMmsbl; HH)OPMALIMOHHOE
obecrniedeHure (TeKyIias cBsA3b C yYaCTHHUKAMU, PACChUIKa
MaTepHuasoB); BHIPaOOTKa MPOEKTa PEKOMEHIalIHi;
W3/1aHHE U PACChUIKa MPOrPaMMBbl; PETUCTpaALIUs
YYaCTHUKOB; aHAJIU3 U OIIEHKa CEMMHApa, METOIUYECKOTO
JIHs, 3acelaHus "Kpyraoro crosa'

OJIHO
MEpONPHUITHE

KonnyecTBo y4aCTHUKOB:

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

|||

151 -450

8270,0

[ToaroroBka 3aceanuii peIKOJICTUH:

YTOYHEHHE CPOKA U TTOBECTKH 3acelaHus; 0TOop
MaTepHuasoB Jijisi 00CYXKICHUS U TIOJITOTOBKA UX IS
KOIMPOBAHUS; OTPE/IEIICHNE OMMOHEHTOB (PElleH3EeHTOR);
OTOBEIICHHE O 3aCEJaHUH YJICHOB PEIKOJIJIETMU; PACChIIKA
MaTepUasoB MO MOBECTKE 3aceaHus; 0POopMIICHHE
MPEJJI0KEHU N, BICKA3aHHBIX YYACTHHUKAMM 3aCEIAHUS

OIHO
3aceaHue

560,0

Opranu3anus 3acelanuii MpoOJIEMHBIX KOMUCCHUH,
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COBETOB, TBOPYECKHUX KOJUICKTUBOB:
9 ONpe/IeICHUE TTOBECTKU JTHS U CPOKa IPOBEIACHUS OTHO 940,0
3ace/laHusi, YTOUHEHHE COCTaBa YYaCTHUKOB; MOJATOTOBKA MEpONPUITHE
JIOKYMEHTOB, OPTaHU3aIIMOHHBIC MEPOIIPUATHUS
(omoBemieHue 0 3acelaHuy, OI00P MAaTEPHAIIOB);
odopMIIeHHE TTPOTOKOJIA M PEIICHUS
10 | pa3paboTka MaKeTa MPe3CHTAIMH JJI1 MEPOTIPHUATHS OJlHa 600,0
MIPE3CHTALHS
11 MOJrOTOBKA MPE3ECHTALIMU JJIsI MEPOTIPUATHS oHa 600,0
MIPE3CHTALINS

IIpumeyanue:

- MIPU TPOBEACHUM MEPOINPUSATHII Ha MEXKIYHAPOJHOM YpOBHE K HOpPME BPEMEHHU NPUMEHSETCS
noBblnaonmii koddduuuent 2,0, Ha penepaabHOM ypoBHE - 1,85;

- B HOpMY BPEMEHH HE BXOJUT BpeMs MPOBEICHUS KOH(DEPEHIINH, CEeMUHApa, METOANYECKOTO JTHS,
3acemaHus "Kpyriaoro croya" U BpeMs, CBSI3aHHOE C U3JJaHUEM MAaTePHAIOB KOHPEPEHIINH, CEMHHAPA.

1.13. PenakTnpoBanue pykonucei

Taoauma 20

N /i

HaumenoBanue nporecca, onepanun. CoctaB paboThl

Enununa
HU3MEpPEHUs

Hopma
BpPEMEHH,
MUH.

2

3

4

PeHaKTI/IpOBaHI/Ie HAaYYHBIX 1 MCTOOAUYCCKUX MAaTCPHUAJIOB

IIpoBepka u ucnpaBiieHUE PYKOIKMCH B IIpoliecce
MOJATOTOBKHU €€ K Ne4aTu; 00ecredeHrne COOTBETCTBUS
TEKCTa HayYHBIM U JIUTEPATypHBIM TpeOOoBaHUIM, hopMe U
L[€JIEBOMY Ha3HAUEHUIO U3/1aHus, COIVIaCOBaHNUE BHOCUMBIX
UCIPABJIEHUHN C aBTOPOM; J0Pa0OTKA PYKOIUCH:

penaKTUpOBaHUE MOHOTpaduil, COOPHUKOB HAyUHBIX
TPYAOB, HAYYHBIX OTYETOB, IPAKTUYECKUX TOCOOMH

OJWH aBT. JIUCT

2840,0

penaKTHPOBAHUE METOJAMYECKUX MATEPHAIIOB:
WHCTPYKTUBHO-METOAMYECKUX MMHCEM, PEKOMEHIAIIHH,
KOHCYJIbTAINI, 0030pPOB JI€ATEILHOCTH OMOINOTEK

OJWH aBT. JIUCT

2500,0

peaaKTHpOBaHUE JOKYMEHTOB, PErVIAMEHTHPYIOLIUX
JesTeNbHOCTh OMOIMOTEK: YCTaBOB, MOJIOKEHHH,
MHCTPYKIUHI

OJWH aBT. JIUCT

2400,0

pPEAaKTHUPOBAHUE CTATUCTUYECKHUX TaOIUI, YIeTHBIX (HOpM,
00pasIos

OJWH aBT. JIUCT

1980,0

pEeIaKTHPOBAHUE MAaTEPHAIOB KOH(PEPESHIIUN: JOKIAI0B,
COOOIIIeHNI

OJWH aBT. JIUCT

1050,0

PenaxkTupoBanue nomynsgpHoro 6u0iauorpadguueckoro
OCO0MSs, pETPOCTIEKTUBHBIX HAyYHO-BCIIOMOTaTeNIbHbIX
yKaszaTtesei, 0030poB, CIIpaBoK, pedepaToB, aHHOTAIIMH:

peAaKTHPOBAHUE MOMYJSPHBIX OMOIMOrpapuIecKux
ocoOuii: TeMaTHUeCKuX OHOIMOorpapuuecKux
yKas3aTeneu, ClIpaBOYHUKOB

OJWH aBT. JIUCT

2640,0
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7 peoaKTUPOBAHUE PETPOCIEKTUBHBIX OJIVH aBT. JIUCT 2100,0
HAy4YHO-BCIIOMOTATEJIbHBIX YKa3zaTeseu

8 peaaKkTUPOBAHUE AHATUTHYECKUX 0030POB, CIIPABOK, OJIVH aBT. JIUCT 1080,0
aHHOTalu#, pedepaTroB, CBOIHBIX pedepaTUBHBIX 0030POB,
sKCIpecc-uHGOpMaIHii

9 penakTupoBaHue oudmorpaduIecKkoit 3anucu OJIHA 3aIUCh 4,6

10 | KOHTPOJBLHOE PEIAKTUPOBAHUE OJIHA 3aIUCh 6,2

noBbInaommi koddduuuenr 1,1.

1.14. BcnoMorareJibHO-TeXHM4YeCKasi padora

HpnMeanne: IIpu pEAAKTUPOBaHHMH CMCEIIAHHOI'0O TEKCTa K HOPME BPEMCHH IIPUMCHACTCA

Taoauma 21
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
MarmmHonucHbie paboThl
[Tonydenue opurnHana ajs nevyaTaHusl 1 03HAKOMIJICHHE C
HUM, HabOp
[Teyaranue Texcta 6e3 BepTUKAIBLHOTO rpadieHus OJlHA CTpaHUIA
MAaIIMHOIUCHO
ro TEKCTa
Pa3mepsl HHTEpBaJIOB:
1 2 13,4
2 1,5 17,6
3 1 22,0
IledyaTanue Texcta Ha popmaTkax 0e3 BEpTUKAIBHOTO OJIHA CTpaHuLa
rpadaeHus MalIMHOIMCHO
ro TEKCTa
Pasmeps! nHTEpBAIIOB:!
4 2 17,6
5 1,5 20,8
[leyaranue TekcTa ¢ BEpTUKAIbHBIM IpadieHHEM OJlHa CTpaHuIa
MAaIIMHOIIUCHO
ro TeKCTa
Pa3mepsl HHTEpBaJIOB:
6 2 17,6
7 1,5 21,0
8 1 28,0
[Teyaranue TekcTa Ha popmaTkax ¢ BEpTUKAIbHBIM OJlHa CTpaHuIa
rpadeHuem MAaIIMHOIIUCHO
ro TeKCTa
Pa3mepsl HHTEpBaJIOB:
9 2 17,6
10 1,5 22,0
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Cuntka u KOPPCKTHUPOBKA TCKCTA MTOCJIC ICUATAHUA HA
MAaNInHKCE:

11 IIPOBEPKA IIPABUIIBHOCTH PACIIOJIOKEHUS OTIIEYATAHHOIO OJIHA CTpaHULA 4,4
TEKCTa, CBEPKaA C PYKOIHUCHBIM; KOPPEKTUPOBKA MAaIlMHOIHUCHO
MaIIMHOIIMCHOI'O TEKCTa ro TEKCTa

12 CUUTKA, KOPPEKTUPOBKA U BEPCTKA OJIHAa CTpaHHULIA 4,4

MaIIMHOIIUCHO
ro TeKCcTa

13 HaKJICMBaHUE MTPABOK OJIHa IIpaBKa 1,4
MarmuHonucHbIE paboThl, BHITOIHAEMBIC B
aBTOMAaTU3HPOBAHHOM PEKUME
BBoj marepuana B KOMIBIOTED: 0JIHA CTpaHuLA

14 | Habop TekcTa C JImMcTa 11,0

15 | Habop 6ubaMorpauuecKoro ONMCcaHus 14,0
BbIBoJ MaTepuana Ha 9KpaH: OJIHa CTpaHuIa

16 | mpaBKa TEKCTa Ha KOMIIbIOTEpE, BEPCTKA TEKCTa 8,6

17 | penaktupoBanue 6nOIMOrpadgUuecKoro OnucaHus 2,7

18 BBIBOJI TEKCTA HA MPUHTEP; pacredyaTka OJIHa CTpaHHUIIA 1,6

19 | BeIBOX (hopM TabIMI] HA SKpaH 0JiHa Tabauna 11,0

20 HaITOJTHEHUE TaOJIUIL CoIepKaHUEM oJ1Ha Tabimua 1,6
Hactpoiika TexHHnYeCcKOro 000py10BaHus U TEXHUUECKOE
COIIPOBOKICHNUE MEPOIIPUSITUI:

21 | HacTpoiiKka TEXHUYECKOT0 000pYI0BaHMs JIIsl IPOBEACHUS OJIHO 120,0
MEpONPUATHHA, B TOM YHUCIIE TPAHCIUPYEMBIX II0 CETH MEpOIpUsITHE
"NuTepuer”

22 | TEXHHUYECKOE COIPOBOXKIECHUE MEPOTIPUATUI OJIHO 300,0

MEpOINpUsITHE

23 | mpoBeaeHUE ayaAuo / BUACO3AMUCH U (POTOCHEMKH OJIHO 300,0
MEpONPUITHH MEPONPUSITHE

24 o0OpaboTka ayauo / Buaeo / poroMarepraion OJINH HOCHUTEID 420,0

UHpOpMaLIUU

25 | pa3pabotka paznuuHbix 6a3 ganHbIX (b/1) mist Benenus onHa B/ 28800,0
ITPOEKTOB

26 | HamucaHWe MHCTPYKIMH IO UCI0JIb30BaHUI0 b/l MpOeKTOB | O/MH aBT. JIUCT 18000,0

27 | rexauueckas noanepxka b/ npoekros oJ1Ha QYHKIUS 4800,0

28 | TeCTMpOBAaHUE HOBBIX CUCTEM U BEPCHI MPOrpaMMHOIO o/iHa QYHKIUS 1800,0
obecrieyeHus / MporpaMMHO-aNNapaTHOTO KOMIUIEKCa,

HCIOJIb3YEMOT0 NPHU peaan3aluy MPOEKTOB U paboTe
I0/Ipa3JIeJICHUs

29 | TecTHpOBaHHUE MPOTPAMMHOTO obecreueHus / oniHa QYHKIUS 1800,0
IIPOrpaMMHO-AINIapPaTHOr0 KOMIUIEKca

30 | cocraBieHMe MJIaHa TECTUPOBAHUS TPOIrPAMMHOTO OJIMH IlJIaHa 2400,0
obecrieueHus / MPOrpaMMHO-aNTIapaTHOTO KOMIUIEKCa

31 MPOBEPKa COOTBETCTBUS pa3pabOTaHHOTO MPOrPaMMHOTO oJtHa PYHKITUS 480,0
obecrieueHus / MpOrpaMMHO-aNTIapaTHOTO KOMIUIEKCa
TEXHUUYECKOMY 33JJaHUIO

32 | olleHKa MpOrpaMMHOro obecrneueHus / OJIHO 25500,0
IIPOrpaMMHO-AINAPaTHOTO KOMILJIEKCa IIPOrpaMMHOE

o0ecrnieyeHue
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33 COCTABJICHHUE AJITOPUTMA TECTUPOBAHUS IPOTPAMMHOIO OIVIH 8400,0
o0ecrniedeHus / mporpaMMHO-aIapaTHOro KOMILIEKCa ITOPUTM

34 | co3maHue TECTUPYIOIIETO CKPHUIITA ISl POBEACHUS OJIUH CKPHUNT 600,0
Harpy304HOr0 TECTUPOBAHUS TPOTPAMMHOTO OOeCTIieueHuUs
/ IPOTPaMMHO-AIMIIAPATHOTO KOMIUJICKCa

35 MPOBEJICHUE HArPY30UYHOTO TECTUPOBAHUS TPOTPAMMHOTO OIHO 480,0
oOecrieyeHus / MporpaMMHO-aNIapaTHOTO KOMIUIEKCa Harpy3o4Hoe

TECTUPOBAHUE

36 | aKcnepTHas OLIEHKa IPOrPaMMHOT0 O0ecrieueHus, o/Ha 2400,0
MMOATOTOBJICHHOTO B APYTUX OpPraHU3aIusix/ JKCIIEpPTHU3a
MIPOrpaMMHOANNAapaTHOTO KOMILJIEKCa

37 | co3manue anropuTMa KOHBEPTUPOBAHUS pabouux TaOIuIl 0JIHa OTpaciib 2400,0
6ompi1oro 6ubdmuoreunoro karanora (bbK) BBK

38 | HamucaHue KOHBepTEpa I mpeoOpa3oBaHus pabounx 0JIHa OTpaciib 4800,0
tabnun BBK B aBTOMaTH3MpOBaHHYIO HH(POPMALIMOHHYIO BbK
CUCTEMY JIMLIEH3UPOBAHUS OTJEIbHBIX BUJIOB
nestenpHoct" (AUC JIOM) (uaTerparus OnGIuoTeuHbIX
JTAHHBIX )

39 npeoOpa3oBaHKe METOUYCCKUX JAHHBIX AJIEKTPOHHOTO OIHO 1440,0
Karajora JUis nepeaadu KOHBEpPTHUPOBA

HUE

IIpumeuanue: mpu HabOpe TEKCTa HAa KOMIIBIOTEPE C JATMHCKUM HMIPU(GTOM K HOPME BPEMEHHU
MPUMEHSICTCS TTOBBIIIArOIHi kodhdunment 1,3.

1.15. PaboTa nmo opranu3anuu Tpyaa M ynpaBJeHHIO

Tabauua 22
N n/n HaumenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEPEHUS BpPEMEHH,
MUH.
1 2 3 4
[TnanupoBanue paboThI
CO6op, aHanu3 UCXOAHOU MH(OPMAIUK; OTIpeIeTICHHE OJIVH TIJIaHa
OCHOBHBIX 3aJ1a4 T'0J]a, YTOUHEHHE CPOKOB BBITIOJIHEHUS
3aJIJaHul, HamucaHue 00bICHUTEILHOM 3aIMUCKY;
MOATOTOBKA MPOEKTA IJIaHa K 00CYKICHUIO Ha BCEX
YPOBHSIX, TOpa0OTKa MOCIEe 00CYKIEHUS; MPECTaBICHUE
TJIaHA HAa COTJIACOBAHUE M YTBEPKIACHUE:
1 iaHa OuOJIMOTEKH 6240,0
2 TJIaHA KOMITIeKca / yIpaBIeHHs 4800,0
3 IJIaHA OTJIEJIa, CEKTOpa 2740,0
4 VHJIMBUIyaJIbHOTO TIJIaHA 370,0
ExxenneBHbIN yueT paboThl B CTPYKTYPHBIX
MOAPAa3ACIICHUSIX:
5 CTAaTHUCTUYECKUH yUeT 3aIrCcaBIInXCs OJIHA 3aIHCh 2,8
(mepeperucTprupoBaBIINXCS) YUTATENEH
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6 CTATUCTUYECKUN y4eT KHUTOBbLIa4, TOCEIICHUI OJIHA 3aIIUCh 8,6
7 y4eT HH(POPMAIIMOHHO-01OIMorpaduaeckoit paboThl 1O OJIHA 3aITUCh 2,7
YCTaHOBJICHHOHW (hopMme
8 YYET BBITIOJTHEHHBIX CITPABOK OJIHA 3aIUCh 2,7
ExenHeBHBIN yueT aOOHEHTOB, MMOJIb3YIOIIUXCS
nporpaMMaMu MBA:
9 CTATUCTUYCCKUN yueT aOOHEHTOB, MOJb3ytomuxcs MBA OJIHAa 3aIliCh 2,7
10 | ctaTMCTUYECKUH YUET MOJIYYEHHBIX 3aKa30B, BbIJAHHBIX 0J1Ha 3aIlNCh 9,8
JTIOKYMEHTOB
11 CTaTUCTUYECKUN y4eT 3aKa30B, IEPEHAIIPABICHHBIX B OJIHA 3aIIUCh 2,7
Ipyrue OndInoTeKH
12 | 3anuch UTOroB paboTh! B "JIHEBHUK pabOTHI" 0J1Ha 3aIlMCh 3,2
nojApa3aesieHusi OnOIMOTeKH
13 | uHAMBUAYAJIBHBIN YUET: €XEIHEBHOE 3alI0JIHEHUE JINCTKA 0J1Ha 3aIlNCh 15,0
ydeTa Tpy103aTpat WiK JHEBHUKA paboThl OMbInoTeKaps
CBOJHBIN CTATUCTUYECKUH yUeT 1o OubnnoTexe
Yucao ynuTaTenneil, KHMTOBbIIaY, IIOCCIICHUM; IIOABCACHHS 0JIHA 3aIIUCh
WUTOTOB CTATUCTUYECKUX JAHHBIX 10 OMOIHOTEKE:
14 MeCSIIT 528.0
15 KBapTal 792,0
16 | rog 1080,0
Cratuctuueckuii yuet B pexume AC:
17 BBOJI CTATUCTUYCCKUX JAHHBIX C KOHTPOJIHHOTO JIUCTA OJIMH JIUCT 0,16
18 | cBOAHBIN CTAaTUCTHYECKUH y4eT o OubimoTeke (4ucio oJlHa Tabauna 0,27
yuTaTesei, KHUTOBbIJa4, TOCEIICHHI)
[lonBenenue UTOroB CTaATUCTUYECKUX JIAHHBIX T10 oJlHa Tabauna
O6ubamorTeke:
19 MeCSIIT 0,27
20 | xBapTan 0,27
21 roj 0,27
CocTaBiieHUE OTYETOB:
22 | mpueM MJIaHOBO-OTYETHBIX JOKYMEHTOB OT CTPYKTYPHBIX OIVH 60,0
MOJIpa3/IeJICHHUI C TPOBEPKOM MOJTHOTHI COCTABA; JIOKYMEHT
COCTaBJIEHHE CBOJIHOM TabJIMIIBI OCHOBHBIX IOKa3aTesel
CocraBiieHre aHAJIMTUYECKOTO OTYETa: aHAJIN3 OJIMH OTYET
JesTeTbHOCTH NOoJpa3iesieHuil 1 OMOINOTEKH, OTMETKA
M3MEHEHHUH 3a TOJ], HalluCaHUe TEeKCTa, IPEICTaBICHNE Ha
COIJIACOBAHUE U YTBEPKICHUE:
23 OoT4UeT OMOJIMOTEKH 3a TOJ, 3980,0
24 OTYET OTJIENIA, CEKTOPA 3a TOJL 1320,0
25 WHJIMBUIYAIbHBIA OTYET 32 TOJT 586,0
CocraBieHne GUHAHCOBBIX OTYETOB 00 OIUIATE MO BUJAM OJIUH OTYET
TJIATHBIX YCIIYT:
26 3a MecHIl 510,0
27 | 3a KBaprana 840,0
OT4er nepes YUTATENSIMH U HACEJIEHUEM:
28 | ompezeneHue CpoOKa NPOBEACHMSI OTUETA, [IOBECTKH JHS, OJIHO 1580,0
OTIOBEUICHHE O JIHE OTUETa YUTaTeNell, HaCeIeHUs], BBIITYCK | MEpOIpUITHE
CTEHTa3eThbl, 0pOpMIICHHE TPOTOKOJIA, 3aMEYaHUN 1
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MPEJI0KEHU N YNTATEIIEH, HACEIICHUS, COCTABIICHUE TUIaHa
WX pean3aiuu
[ToaroroBka npoOU3BOICTBEHHBIX COBEUIAHUI
OrnpeneneHne MOBECTKH JIHsI, Kpyra Y4aCTHUKOB, OJHO
MOATOTOBKA CIPABKH, IPYTUX MEPOIPHUATUN, TPOCKTA COBCIIIaHHC
peIIeHus, OTMOBEIICHUE YYaCTHUKOB COBEIIAHMS,
IIOJITOTOBKA IIOMCILICHUS :
29 | coBemanue pabOTHUKOB OMOINOTEKH 320,0
30 COBEIIaHNE paOOTHUKOB OT/IeIIa 2640
31 COBELLAHHUE 110 UTOTaM MPUHATHIX PELIEHUH € LENbIO OJIHO 27,0
OIICHKH WX PE3yJbTaTOB, IPOU3BOACTBEHHBIC COBEIIAHUS COBeIllaHHE
II0 HTOTaM roja
32 OTIEPaTUBHOE COBENIaHUE (JJIs1 PEIICHHS TEKYIIUX OTHO 60,0
MIPOU3BOJICTBEHHBIX 3a/1a4) COBCIIIaHHC
OpraHu3anoHHO-OIIepaTUBHAS padboTa:
33 | nokyMeHTalIbHOE 0(hOpMIICHUE pekrMa paboThI OTIea OJINH 360,0
(coctaBnenue rpaduka paboThl, OTITYCKOB JIOKYMEHT
34 obecrieueHre KOHTPOJIS 32 BHITIOJHEHUEM OJTHO 3aJaHue 15,0
MIPOM3BOJICTBEHHOI'O 33/IaHUsI K KAYECTBOM PaObOThI
35 obecrieueHre KOHTPOJIS 32 UCTIOJTHEHUEM OVH 15,0
YIPaBICHUYECKOTO PEIICHHUs], PUKa3a, yKa3aHus JOKYMEHT
JTUPEKTOPA, 3aMECTUTEIIS TUPEKTOPA, 3aB. OTJICIIOM
36 | 3akioueHUE, MPOJIJICHUE JOTOBOpa ¢ (UpPMaMH, OJIUH JIOTOBOP 840,0
NPEANPHUITHAMHI, OpPraHU3aAUSIMH, YaCTHBIMHU
MpeANPUHIMATEISIMU
37 COCTABJICHHE KAJIbKYJISIUMU LIEH Ha IUIATHBIE YCIYyTH OVH 3340,0
JIOKYMEHT
38 BBIITMCBIBAaHUE CUETA, KBUTAHIIUH OVH 13,4
JIOKYMEHT
39 | cBepka oIIaThl CYETOB OIVH 13,8
JIOKYMEHT
Jlenonpoun3BoaCcTBO:
40 MPUEM U PETUCTPALUSA BXOIALIEH KOPPECTIOHICHIIUN OJIUH 15,0
JIOKYMEHT
41 KOIMPOBaHUE / CKAHUPOBAaHUE JOKYMEHTOB OIVH 15,0
JIOKYMEHT
42 | otnpaBka / moixydeHue (pakcoBBIX KOMUH TOKYMEHTOB OIVH 30,0
JIOKYMEHT
43 obecrniedueHre KOHTPOJIS 32 CBOEBPEMEHHBIM HCTIOJTHEHHEM OJIUH 15,0
JIOKYMEHTA JIOKYMEHT
44 cucTeMaTu3auys U MOAIIMBKA UCTIOJIHEHHBIX IOKYMEHTOB OJIMH 30,0
B COOTBETCTBUU C HOMEHKJIATYPOH eI JTOKYMEHT
Pab6ota B pexxume AC:
45 peructpanus BXOASIENH KOPPECTTOHICHIINU: OJIHA KapTOYKa 15,0
46 obecrieueHre KOHTPOJISA 32 UCTIOJTHEHUEM JIOKYMEHTA! OJIHAa 3aIIiCh 7,0
BBIBOJ] Ha 3KPaH KOHTPOJIbHOM KapTOUYKU; BBOJ B HEE
nHpopmanuy 00 UCTIOTHEHUH
47 | pelieHue X03s51MCTBEHHBIX BOMPOCOB (I10/1a4a 3asBOK Ha OJIUH BOTIPOC 30,0
yCTpaHEHHE HeUCIpaBHOCTEN pabounx MOMENICHNH, 3aKa3
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U TIOJTyYEHHUE KAHIEIIPCKUX TOBAPOB U APYTUX
MaTepHaJIoB CO CKJIa/1a)

B3anMozeincTerue Mexay CTpyKTypHBIMU
NOAPAa3ACIICHUSMMU:

3aIIMCOK

48 COCTaBJICHHE 3aIPOCOB, TPEOOBAHUI, MOSCHUTEIHHBIX OJINH 20,0
3aIMCOK M CIIY>KEOHBIX 3aITHCOK JOKYMEHT

49 rmojiava 3amnpocoB, TpeOOBaHUM, MTOSCHUTEIBHBIX 3aITMCOK OJINH 25,0
Y CJIY’)KEOHBIX 3aIlMCOK B IIeUaTHOU hopme JIOKYMEHT

50 rojiava 3amnpocoB, TpeOOBaHUM, MTOSCHUTEIBHBIX 3aITMCOK OJINH 10,0
U CITy’KeOHBIX 3aMCOK B 3JICKTPOHHOM (hopme JOKYMEHT

51 obecrieueHre KOHTPOJIS 32 UCTIOJIHEHUEM 3aIIPOCOB, OJVH 40,0
TpeOOBaHMI, MOSCHUTEIBHBIX 3aITMCOK U CITYKEOHBIX JOKYMEHT

HpnMeanne: BpCM:A IIPOBCACHUA OTUCTA IICPCA YUTATCIIAMH, HACCIICHUCM, COBeIJ_[aHI/Iﬁ B HOpMY

BPEMCHH HC BXOOUT.

2. TunoBble oTpac/ieBble HOPMbI TPY/a HA padOThI, BbINOJIHSIEMbIE B FOCY/1apCTBEHHBIX
(MyHHIMNIAJTbHBIX) 0H0JMOTEKAX (HA OCHOBE AaBTOMATH3HPOBAHHBIX CHCTEM YIPABJIEHUSA

MPoLEeCcCaMMu)

2.1. KommjiektoBanue (poHa0B

Ta6anna 23
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUs BPEMEHH,
MUH.
1 2 3 4
1 npuem U oToop i (POHI0B HOBBIX MOCTYIJICHHH, OJIUH 3,6
IIOJIYYEHHBIX 110 COMPOBOIUTEIBHOMY JOKYMEHTY - JIUCTY JOKYMEHT
rOCYAapCTBEHHOM PErUCTPALMH
2 TeXHH4YecKas 00paboTKa JOKYMEHTOB OJIVIH 4,5
JOKYMEHT
3 BBOJI IOKYMEHTOB B 06a3y naHHbIX (BJ1) OIVIH 4,5
JOKYMEHT
2.2. bubauorpajguyeckoe onucaHue ¥ HHIEKCHPOBaHUe IOKYMEHTOB
Tao6anna 24
N n/n HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enununa Hopma
W3MepeHus BPEMEHH,
MUH.
1 2 3 4
1 ¢dopmupoBanue 6ubimorpaduyeckoi 3anucu Ha OJ1HA 3aIlNCh 18,0
JIOKYMEHTBI Ha PYCCKOM sI3bIKe (OnmucaTenbHas
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KaTaJ0TU3a1usl)

2 dhopmupoBanre OuOIHOrpadUIECKOi 3aIucH Ha OJIHA 3aITUCh 27,0
JIOKYMEHTBI Ha MHOCTPAHHBIX €BPONEHCKUX S3bIKaX U
s3pIKax HapoAoB Poccum, kpome pycckoro (onucarenbHast
KaTaJIOru3alus)

3 dhopmupoBanre OUOIHOrpadUIECKOM 3aIucH Ha OJIHA 3aITUCh 60,0
cTapoIlieyaTHbIE KHUTH U PYKONUCH (OmHcaTesIbHas U
coJiep>KaTelIbHas KaTaJoru3alus)

4 WHJIEKCUPOBAaHHUE TOKYMEHTOB (COJepKaTeIbHas OJIHA 3aIliCh 18,0
KaTaJIOru3aius)

5 (dhopMHupOBaHKE aBTOPUTETHOM 3anvcy (Ha UMEHa JIHII, OJIHA 3aIUCh 30,0
HaMMEHOBAHMI OpraHu3anui)

6 (hopMupoOBaHKE TAaHHBIX B (POHTOBOM 3aIHCH OJIHA 3aIUCh 5,0

2.3. Pabora ¢ kaTajorammu
Taoauma 25
N n/mt Haumenosanue mporuecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEpEHUS BpEMEHHU,
MUH.

1 2 3 4

1 pa3bop KapToYeK JAJisi paCCTAaHOBKU B alipaBUTHBIE OJlHA KapTOYKa 0,2
KaTaJjoru
PegakTupoBanue reHepaibHOTO anaBUTHOTO KaTauora: 0JIHa KapTO4Ka

2 KataJor - ctapbiid psaj (o 2000 roga); 1,0

3 Katayior - HOBbIH psan (¢ 2000 rona); 0,5

4 KaTaJIOT - UHOCTPAHHbBIE EBPONEICKUE A3BIKU U SI3BIKH 1,0
HapooB Poccun, kpome pycckoro

5 pa3bop KapToYeK JAJisi paCCTAHOBKHU B CHCTEMaTHYECKUE OJIHA KapTOYKa 0,3
KaTaJgoru

6 penaktupoBaHue ['eHepaTbHOrO CUCTEMAaTUYECKOTO OJIHA KapTOYKa 0,5
karasora (I'CK)

7 peIaKkTUpOBaHNE OpUTHHATI-MaKeTa OMoInorpaguIecKux OJIHA KapTOYKa 0,3
3anuceidt (b3) Ha oHOYACTHBIE TOKYMEHTHI

8 pelakTHpOBaHUE OpUrnHan-Makera b3 Ha MHOro4acTHble | OJlHA KapTO4Ka 0,45
JIOKYMEHTBI

9 peaKTUPOBAaHUE 3aMMCEN Ha €IMHULIBI XPAaHEHUS B OJIHA 3aIlMCh 5,4
nporpammuoe odecnieuenuu (I10) mo uzBemieHusm o
BHECCHHH U3MEHEHHI B KaTaJOTH, TIOJYYCHHBIM U3
TexHosiornueckoro ornena (TO)
Penaxtuposanue b3 perpokonsepcuu B [10 OJTHA 3aITNCh
(xoHTpONBHBIE TTOJIA (hopmara u Tekcta b3):

10 | penakTHpoBaHHE KOHTPOJIBHBIX Mosiel hopmara 5,4

11 penakTupoBaHue Tekcra b3 5,4

12 | penaktupoBanue 6udauorpaduueckux 3anuceit (b3) B [10 | oxna 3anuch 5,4
(BBenenue nnaekco bbK B B3 perpokonBepcun)

13 ¢dopmupoanue b3 B 10 ¢ ncnonb3oBaHreM CBOTHOTO OJIHA 3aIUCh 12,0
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Kartasiora oudiaunorek Poccuu

14 penaktupoBanue b3 Ha MHOro4acTHele 1OKyMeHTOB B [10 OJlHAa 3aIiCh 12,0
2.4. Padora c ¢ponzom
Tab6auna 26
N n/n Haumenosanue npouecca, onepauuu. CoctaB padOThI Enununa Hopwma
U3MEpEHUS BPEMEHH,
MUH.
1 2 3 4
[ToaroroButenpHas pabora:
1 MMOATOTOBKA pabOUYNX MECT 0JIHO pabouee 5,0
MECTO
2 MOJIy4YEHUE JOKYMEHTOB C BHICTABKM HOBBIX MTOCTYIIJICHUI OJIHA MapTUs 16,0
(npu yyactuu 4-X 4eJ0BEK) (100
JIOKYMEHTOB)
3 IIPUEM HOBBIX ITOCTYIIEHUH B IIPOTpaMMe Iepeaadn OJIHA MapTUs 12,0
(100
JJOKYMEHTOB)
O06paboTKa HOBBIX MTOCTYIJICHUH:
4 MIePBUYHBII pa300p HOBBIX MOCTYIJICHHMA OJIHa TapTus 26,0
(100
JIOKYMEHTOB)
5 pa3bop TOKYMEHTOB ISl ONIPEICIICHUS PACCTAHOBOYHBIX OJIHA NapTHUs 1,0
mudpoB (100
JJOKYMEHTOB)
6 IIpeIBAPUTENIbHAS CUCTEMATHU3ALMS JOKYMEHTOB OJlHa MapTus 1,0
IpynmnoBoi 0OpabOTKY /7S ONpeAeIeHHs OJI0YHOIO (100
MHJEKCa JIOKYMEHTOB)
IudpoBka 10KyMEHTOB: OIVIH
JOKYMEHT
7 ¢ 1Byms mudpamu (1- "BupTyanbHbIi'") 1,0
8 6e3 mudpa 1,8
9 JIOCBUIBI 3,6
10 | BBog mmudpa 0,5
HIndpoBka T0KyMEHTOB I'pyNIIOBONH 00pabOTKU: OJIMH
JOKYMEHT
11 npeABapuTeNIbHAs cCUCTeMaTh3alus (BBOJ NHIEKCA 1,0
otpacyu 3HaHus no tabnuuam bBK B OK)
12 | neranpHas cucreMarusanys (BBOJ IOJIOYHOTIO UHAEKCA 1,0
BBK B DK)
13 00paboTKa JOKYMEHTOB HA MHOCTPAHHBIX €BPONEHCKUX OIVH 3,6
sI3BIKaX JIOKYMEHT
14 | o6paboTKa TOKYMEHTOB Ha HAIIMOHAIBHBIX SI3BIKAX OJIUH 4,5
HapoJoB cyObekToB Poccuiickoit Denepanuu JOKYMEHT
15 | mpuem u obpabotka fokymeHnToB X VIII - XIX BB. OIVIH 8,0
JOKYMEHT
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16 | mpueM u 00pabOTKa OTEUECTBEHHBIX MEPHOAMYECKIX OJIMH 1,8
W3JIaHu# U3 3aj1a TeKyIIUX NePUOANYECKUX U3TaHUN JOKYMEHT
(3TIIN)
17 | npuem u 06pabOTKa MHOCTPAHHBIX TEPHOTUIECKUX OJVH 1,8
n3nanui u3 3TIN JOKYMEHT
18 nepemuppoBKa JOKyMEHTOB OJVH 27,0
JOKYMEHT
19 | BBOg Oap-koxa nokymenta B DK OJIMH 2,6
JIOKYMEHT
20 | mepenava 10KyMeHTOB B (hoHx 6ubimoreku (Db) 0JlHa IapTus 26,0
(100
JJOKYMEHTOB)
OO6cmyxuBanue yntaresneii 1 abonenTos B Ob:
21 | BeImOJHEHHE TPEOOBAHMIA, TOCTYIHUBIINX I10 OJIHO 1,0
AIIEKTPOHHOMY 3aKa3y TpeboBaHue
22 | B3aUMOpacueT CO CTPYKTYPHBIMH MOAPA3/IEICHUSIMU OJIHA ITapTUs 14,0
OMOIMOTEKH (100
JJOKYMEHTOB)
23 paboTa ¢ 3aJI0JDKEHHOCTBIO OVH 1,8
JIOKYMEHT
CoxpaHHOCTb (DOH/IOB:
24 | mOArOTOBKA JOKYMEHTOB Ha MUKPO(DUIbEMUPOBAHHE U OJIUH 5.4
CKaHUPOBaHUE JIOKYMEHT
25 nepenavya JOKyMEHTOB Ha MUKPO(UILMUPOBAHUE U OJIHa TapTus 16,0
CKaHMPOBAaHHE (20
JIOKYMEHTOB)
Caepka (honaa ¢ anmekTpoHHbIM Kataiorom (9K): OJVH
JIOKYMEHT
26 | 01HOYACTHBIE JOKYMEHTOB 1,8
27 | MHOTrO4acTHble JOKYMEHTOB 3,6
28 | mpoBepKa JIOCTyMa K 3JIEKTPOHHOMY Pecypcy OJIH 5,4
JOKYMEHT
IlepeBon JOKyMEHTOB B I()poBOil hopmart:
29 npueM / epeiada neyaTHbIX U3IaHui U3 OTIeNa OIINH 0.9
(boHIOaEpKATENS [T0 ABTOMAaTU3UPOBAHHOH Nporpamme JOKYMEHT
nepenay
30 | cBepKa MOIYYEHHBIX TOKYMEHTOB C 3JIEKTPOHHBIM OIVH 3,3
KaTaJoroM U pacrpeseseHue 3aKaalok ¢ MMeHeM (aiina JIOKYMEHT
10 NI€YaTHBIM OPUTHHAJTIAM
31 paclpeieJIeHUe IIeYaTHbIX JOKYMEHTOB MEXKIY OJIHA IapTus 55,0
orneparopamu ckaHupoBaHust (40 TOKYMEHTOB)
32 CKaHUPOBAHME MEYATHBIX IOKYMEHTOB B IMOJHOLBETHOM OJIHA CTpaHULIA 0,33
pexuMe
33 | KOMUPOBAHME ONEPATOPOM IEKTPOHHON KON OJIHa 30,0
OTCKaHMPOBAHHOT'O JOKYMEHTa Ha CEPBEP JOKYMEHT
34 00paboTKa JIEKTPOHHON KOMTUU OTCKaHUPOBAHHOTO OJIHA CTpaHULIA 2,5
W3JIaHUS
35 | xomupoBaHHE ONEepPaTOpoM 00pPaOOTKU TOTOBOI OJIMH 30,0
AJIEKTPOHHON KOMUHM OTCKAaHUPOBAHHOTO M3AHMUSI C JIOKYMEHT
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paboueii cTraHIIMK Ha cepBep

36 | Bepudukanus (MpoBepKa ¢ MOMOIIBIO J0Ka3aTeIbCTB) U OJVH 10,0
KOHTPOJIb KauecTBa 00pabOTaHHBIX IEKTPOHHBIX KO JOKYMEHT
MeYaTHBIX W3JIaHUN

37 | pacnio3naBanue Tekcta u co3nanue [1/1dD-daiinos OJIMH 35,0
ANIEKTPOHHBIX KOMUN NEYaTHBIX U3JaHHM JIOKYMEHT

38 KonmupoBaHue pacno3HaHHbIX [1J{D-(haiinoB 2IeKTPOHHBIX OJVH 6,0
KOIHM MEeYaTHBIX U3aHUI B TEXHOJIOTUYECKYIO MAIKYy s JOKYMEHT
JAJIbHEHIIEH 3arpy3Ku Ha CEpBEP

2.5. O6ciry:knBaHue NHOTOPOJAHUX A00HEHTOB B IIeHTPe JUCTAHIUOHHOTO0 oOpa3oBanus (LI1O) u

MBA
Tadauuna 27
N /i HaumenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopma
U3MEpEHUs BpPEMEHU,
MUH.
1 2 3 4
1 [IOITOTOBKA pabo4Mx MecT 0JIHO pabouee 4,2
MECTO
2 IIPOCMOTP 3JIEKTPOHHOM MOYTHI, 03HAKOMJICHHE C OJIHO 26,0
NOCTYIMUBUIMMHU COOOIICHUSIMU cooOnieHue
3 perucrpanusi abOHCHTOB 0/IH a0OHEHT 4,5
4 IpHUeM 3aKa30B OT a00OHEHTOB Yepe3 OJIVH 3aKa3 2,7
aBTOMAaTU3MPOBAHHYIO CUCTEMBI ITOPTaJIa YIPABICHUS
nonojHuTenpHoro oocysxkuanus (Y J10)
IIpoBepka Mo JIeKTPOHHOMY KaTalory HaIu4yus OJIUH
JOKYMEeHTa B OHJIaX, MPOCTaBIeHHE IM(pa Ha OJIaHKE - JIOKYMEHT
3aKase:
5 6e3 oubsmorpaduaeckoit 10padbOTKH 3,6
6 ¢ Oubamorpaguueckoil 1opaboTkon 17,0
7 IIpUEM TOKYMEHTOB OT OTJIeN0B (hOHAOAepKaTenel OJIUH peiic (13 9,0
®b)
8 MOATOTOBKA U 0()OPMIICHHE TOKYMEHTOB K BbIJaue OIVH 2,7
JOKYMEHT
9 (dbopMHUpOBaHKE KANbKYISIIIMK Ha OIJIATY YCIYTH Ha OJlHa CTpaHUIa 1,0
BbIJIaYy KOIMHU JOKYMEHTA 110 3a1pocy a0OHEeHTa
10 | mpoBepka NOCTYIUIEHHUsI IJIaTEXa MO BUAAM OIJIAThI OJIHA 3as1BKa 1,0
11 perucTpanys Bpl1a4u JOKYMEHTOB B aBTOMAaTU3UPOBAHHOM OIUH 1,8
CHUCTEME JOKYMEHT
12 | orpaBka GaHzaeponeit OJlHa 4,4
0aHepoiIb
13 | cocraBieHre ONUCH MOATOTOBIEHHBIX K OTIIPABICHUIO OJIHa 3aIllCh 2,7
Oanepoeit
14 TpaHCIIOPTHPOBKA OaHIeposiel B TOApa3AeICHIE OJIHA TapTHUs 9,0
OTIIPABKH 3aKa3HbIX OaHIeposieit
15 | mpueM JOKYMEHTOB, BO3BpAILICHHBIX A00HEHTaMHU OJIMH 2,8
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JOKYMEHT
16 paboTa ¢ oTKa3amMu OJIMH OTKa3 2,7
17 | opranu3anus 1 BeJleHUE KapTOTEK OJIHA KapTOYKa 1,0
/onuH OlaHK-
3aKa3
18 | pacmeyaTka AuCCepPTAMH U3 AICKTPOHHOU 0a3bl OJIUH JIUCT 1,0
JiccepTaluil o 3aka3y aboHeHTa
19 | KOHTpOJIb 3a MOTrallIEeHUEM 3a10JKEHHOCTH OJIMH a0OHEHT 14,0
20 MTOMCK HETIOJyYeHHBIX OaHeposei oHa 55,0
0aHaepoib
21 BO3BpAT OIMIMOOYHO 3aCIaHHBIX JOKYMEHTOB oHa 3,5
0aHaepoib
22 CIIPaBKH M KOHCYJIbTAIIMU 00 YCIIOBUSX OOCITY >KHMBaHUS o/Ha 9,0
abOHEHTOB, 10 paboTe ABTOMATU3UPOBAHHON CUCTEMBI KOHCYJIbTAITUS
10 u MBA
2.6. CnipaBouHo-0nb1norpaguyeckoe 006CIy;KMBaHue
Taoauma 28
N n/mt Haumenosanue mpouecca, onepanuu. CoctaB pabOThI Ennnauna Hopma
U3MEpEHUS BPEMEHH,
MUH.
1 2 3 4
Brinonnenue yctHbix Oubnmorpaduyeckux CrpaBokK:
1 MOATOTOBKA PaOOYNX MECT €)KE€IHEBHO 13,0
2 €KEHEBHBIN CTATUCTUYECKUN YUET eXeTHEBHO 13,5
CIpaBOYHO-OMOIMOrpaduyeckoro oOCITyKUBaAHHS
YUTaTEIIeH
3 U3y4YeHUE OTPULIATEIIbHBIX OTBETOB Ha OIVH 13,5
oubnuorpaduueckue 3arpockl C IeNIbI0 BEISIBIICHUS Opaka | OTpUIlATEIbHBI
i
OTBET
4 IIPHUEM 3ampoca Ha BHINOJIHEHUE Oubanorpaduieckoi OJIMH 3a1poc 10,0
CIPaBKH
5 o(opMieHrEe KOHTPOJIBHOTO JIMCTKA MOJIb30BATES OJIUH 1,0
10JIb30BaTEIh
6 TeMaTH4ecKasi ycTHasi Oubinorpadudeckas cripaBka 0JIHA CIIpaBKa 17,0
7 aZipecHasl ycTHasl ClipaBKa 0JIHA CTIpaBKa 8,0
8 yTOYHsIIOIIasi ycTHasi Onbnuorpaduyeckas cipaBka 0JIHA CIIpaBKa 18,0
9 ¢akrorpaduyeckas yctHas Oubauorpaduyeckas crpaBka 0JIHA CIIpaBKa 15,0
Koncynbranuu: oJHa
KOHCYJBTAIUs
10 | 6ubnuorpaduueckas 10,0
11 OpHUEHTHpYIOIIas 6,0
12 BCIIOMOTaTeIbHO-TEXHUUECKas 3,0
13 oubnuorpaduueckas/ dhakrorpaduyeckas crpaBKa OJIHA CTIpaBKa 12,0
BrinonHenue nucbMeHHbIX OUOIMorpaduyeckux CrpaBokK:
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14 | npueM u perucTpanus TMCbMEHHOIO 3a1Ipoca B OJIMH 3aIIpoc 3,0
OpraHM3aIOHHON rpymnmne
15 | nucneruepusanysi NMCbMEHHBIX 3ampocoB B rpymnie CbO €)KEJTHEBHO 60,0
16 | perucTtpanus 3amnpoca B )KypHaje ydyeTa MUCbMEHHBIX OJIHA 3aIUCh 3,0
cnpasok rpynnsl CbO
[TucpMeHHast TeMaTu4eckasi CupaBKa:
17 TeMaTuyecKas CripaBKa 1-0i CTENEeHM CIOKHOCTH: 10 25 OJIHA CITpaBKa 1200,0
Ha3BaHUii, ¢ MPOcMOTPOM OubIHOTpaduyecKux
HMCTOYHUKOB
18 | TemaTnueckas cupaBKa 2-0il CTENIEHU CII0)KHOCTH: CBBILIE OJlHa CIIpaBKa 2900,0
25 Ha3BaHUM, C TPOCMOTPOM OMOIHOTrpadUIECKUX U
TEKCTOBBIX UICTOYHHUKOB
19 | nuceMeHHas yTouHsromas oudauorpaduyueckas crpaBKa OJIHa CITpaBKa 360,0
20 | nucpMeHHas aJipecHasl ClipaBKa 0JIHA CIIpaBKa 120,0
21 nucbMeHHas (hakTorpadudeckas crpaBKa OJIHa CITpaBKa 360,0
[TuceMeHHbIE KOHCYIBTAIIUH: oJlHa
KOHCYJIbTAILIMSI
22 | oubnuorpaduueckas 480,0
23 | opueHTHpYyIOLIast 480,0
24 KOHCYJIbTAIUS-KJIUIIE 240,0
PenaktupoBaHye BbINOJIHEHHBIX TMCbMEHHBIX CIIPABOK:
25 aZpecHas MUCbMEHHAas CIpaBKa OJIHa CITpaBKa 9,0
Temarnueckasi IMCbMEHHAsI CIIPaBKa: 0JIHA CIIpaBKa
26 1-ii cTeneHu CiI0KHOCTH 18,0
27 2-H CTENIEHH CIIOKHOCTH 48.0
28 | yTouHsIOIIas MMCbMEHHAs CIpaBKa 0JIHA CIIpaBKa 8,0
29 (hakTorpaduyeckas MUCbMEHHAs CIIpaBKa OJIHa CITpaBKa 8,0
30 | peructpanus BbIIOJIHEHHON MMCHbMEHHOMN CIPaBKU B OJ1HA 3aIlMCh 3,0
rpyIie cpaBoYHO-O0nbInorpaduyeckoro oocayKuBaHHs
(CBO) B :)xypHaje yyeTa NHCbMEHHBIX 3alIPOCOB
31 pEerucTpanys BbIIOJIHEHHON TMCbMEHHOM CIIPABKU B OJIHA 3aIUCh 2,0
opranusanuonHoi rpynne CbO
32 | odbopmieHue u nepenava / OTIpaBIEeHUE OTBETA 3aKa3YUKY | OJIMH 3aIpoc 12,0
BuptyanbsHas cripaBoyHas ciryxo6a:
33 | BUpTyasibHas TeMaTHYeCKasl ClipaBKa 0JIHA CIIpaBKa 18,0
34 | BupTyasibHas agpecHas CpaBKa OJIHA CIIpaBKa 7,0
35 | BUpTYyasbHas YTOUHSIONIAs CIIpaBKa 0JIHA CIIpaBKa 18,0
36 | BUpTyaJbHasi OPUEHTUPYIOILAs CIIPAaBKa OJIHA CIIpaBKa 6,0
37 | BuptyanbHas (axkTorpaduueckas cupaBka OJIHA CIIpaBKa 15,0
38 | oopmiieHne oTBeTa HA 3aIPOC YUTATEIIS OJTHO TTUCBMO 6,0
39 | nomoNHEHNE apXUBa BBIOJIHEHHBIX cIIPaBokK ("'ba3bl OJIHA CIIpaBKa 11,0
3HAHUU"
40 CKaHupoBaHUe AOoKyMeHTOB u3 GpoHaoB ChO mo 3akazam OJIHA CTpaHULA 3,0
10JIb30BaTENEeN
Koncynpranuu: OJlHa
KOHCYJIbTaIUs
41 o6ubnuorpaduyeckas 10,0
42 | opueHTHpYOIIAs 10,0
43 KOHCYJIbTAIUSI-KJIUIIIE 5,0
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44 KOOpJMHALIMSA U JUCIIETYEPU3aLIHs] BBITIOJIHEHUS OJIHO ITMCHEMO 12,0
BUPTYaJIbHBIX CIPABOK
bubnmorpaduueckoe oOydeHHE MOIB30BATEICH: OJlHa
KOHCYJIbTAIIHSI
45 METOIMYECKast 10,0
46 TeMaTH4IecKas 15,0
47 | moaroroBka 6ubmmorpaduueckoro 063opa / 00ydaroIero OJTHO 2400,0
MEPOIPHUSATHS 10 METOANKE (POPMUPOBAHUS MEpPOIPUATHE
oubnorpaduueckoii 3anucu, padboThl ¢ KaTaJIOTaMH, 110
METOAMKE OMOIHOrpauuecKoro OMuCaHus,
OoubMorpaguIecKUMU UCTOYHUKAMHU (HOPMUPOBAHHS
CIHCKA JINTEPATYPHI K HaydHOU paboTe
48 | npoBenenue oudHorpadguueckoro oo63opa / 00yJaroniero OJTHO 60,0
MeponpusTHs (110 MyHKTY 39) MEpONPUITHE
Dkckypcuu no GoHAaM U oJlHa
cnipaBoyHO-Oubmorpaduyeckomy anmnapary (CBA) LIBC: OKCKYpCHS
49 HOATOTOBKA 480,0
50 | mpoBeneHue 60,0
Benenue cnpaBouHo-Oubnmorpaduyeckoro anmapara:
51 | BegeHHe apXuBa BBHIIOJHEHHBIX CIPABOK B AJIIEKTPOHHBIN OJlHA CTIpaBKa 8,0
PEKUM
52 | BBoA KaproTek B 6a3y nannbixX (b]1) OJIHA KapTOYKa 6,0
BricTaBounas padora: OJTHA BBICTABKA
53 pa3paboTKa IIaHa OPraHU3aluy U SKCIIOHUPOBAHUS 2160,0
TEMaTUYEeCKON BBICTABKU
54 MOATOTOBKA CONPOBOJIUTEIBHOM JOKYMEHTALIUH K 360,0
BBICTaBKE, STUKCTAKY
55 MOHTAaX BBICTaBKHU 480,0
56 JIEMOHTAaK BBICTaBKU 240,0
57 | co3nanue aduir, 0ObIBICHUHN, MPOTPAMM ISl IPOBEICHUS 60,0
BBICTaBOK

HpnMeanne: npu pa60Te C JOKYMCHTAaMHU Ha HWHOCTPAHHBIX eBpOHeﬁCKHX A3BIKAX M A3bIKAX

Hapos10B Poccuu, kpome pycckoro, K HoOpMaM BpEMEHHU MTPUMEHSETCs MoBbIIatonui kosddurument 1,15.

2.7. HoTHbIe M31aHUA U 3BYKO3aIIUCH

Tabauua 29
N n/n HaumenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEHUs BPEMEHH,
MUH.
1 2 3 4
dopmupoBanre OMOIMOrpaGUIEcKoi 3aMncu:
1 Ha rpaMMO(OHHBIE TNIACTUHKU (TPaMILJIACTUHKH) Ha OJIVH JIUCK 140,0
PYCCKOM $I3bIKE (OnMcaTeabHasl KaTAIOTH3aIlNs )
2 Ha I'PaMIUIACTUHKY HAa THOCTPAHHBIX €BPONEHCKHX S3bIKaX OJUH JUCK 180,0
U s13bIKax Hapos10B Poccun, KpoMe pyccKkoro
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(omucarenbHast KaTaJIOTU3ALIMS)
3 Ha ay/IMOJMCKaX Ha PYCCKOM SI3bIKe (OIucaTesbHas OIVH OVICK 160,0
KaTaJIOru3aius)
4 Ha ayJMOJUCKaxX Ha MHOCTPAHHBIX €BPONEHCKUX S3bIKAX U OIVH IVCK 220,0
sI3bIKax HapoJ 0B Poccuu, KpoMe pycCcKoro si3blka
(ommcarenbHast KaTAJTOTHU3AIIHS)
5 Ha quckax ¢opmara ayanodaiaoB (onmucareabHas OJWH JUCK 480,0
KaTaJIOru3aius)
6 Ha HOTHBIC U3/IaHMS Ha PYCCKOM SI3bIKE (OMUcaTeIbHas OJVH 132,0
KaTaJjoru3anus) JOKYMEHT
7 Ha HOTHBIE U3JJaHUSI HA THOCTPAHHBIX €BPONEHCKUX OIVH 140,0
SI3bIKAX M sI3bIKaxX HapoJ0B Poccuu, Kpome pyccKoro JOKYMEHT
(ommcarenbHast KATAJTOTHU3AIIHS)
CrpaBouHo-0ubmorpaduieckoe o0CTyKUBAaHUE B
YUTAILHOM 3aJie
Brinonnenue ycrHoi 6nbnunorpaduyueckoii CripaBKu:
8 MIPUEM 3aIrpoca Ha BBIMOJHEHHE OnOInorpadudeckoit OJIVH 3a1poc 6,0
CIIPaBKH
9 TeMaTu4ecKasi ycTHasi Oubnuorpadudeckas cpaBka OJIHa CITpaBKa 20,0
10 | yctHas aagpecHas bubnunorpaduueckas cupaBka OJIHa CITpaBKa 12,0
11 | yrounsitomas yctHas 6ubauorpaduyeckast cripaBka 0JIHA CIIpaBKa 22,0
12 | dakrorpaduyeckas yctHas 6ubnnorpaduueckas cupaBka OJIHA CIIpaBKa 18,0
Koncynpranuu: onHa
KOHCYJIbTAIIHSI
13 | bubnmorpaduueckas 10,0
14 OpUEHTHPYIOLIAs 3,0
15 BCIIOMOTaTEeIbHO - TEXHUYECKas 6,0
BrinonHenne nucbkMeHHbIX OuOrorpaduyecKux CIpaBoK:
16 | mpuem u perucTpanus 3arpoca B KHATE y4yera OJIHA CIIpaBKa 15,0
MMCbMEHHBIX OMOIHorpauyecKux CrpaBoK
17 | u3ydeHue 3anpoca, yCTAHOBJICHUE UM YTOUYHEHUE OJIHA CITpaBKa 900,0
2JIeMEHTOB OubnHnorpaduyeckoil 3anucu
Benenue cnipaBouHo-O0ubnmorpaduyeckoro anmapara:
18 | opopmieHre KapTOUKHU JJIsl KAPTOTEK 0JIHa KapTOYKa 16,0
19 | co3nanue 6ubauorpaduueckoit 3anucu (b3) Ha craThu no OJIHA 3aIlHCh 8,0
MY3bIKE U3 JIJOKYMEHTOB, HE COOTBETCTBYIOIINX MPOPHUITIO
20 BEJICHUE KapTOTEK OJIHA KapTOYKa 1,0

2.8. Pabora c qurepaTypoii mo 6M0IM0TeKOBeIeHUI0, 0MOauorpadgoBeIeHHI0 H KHUTOBeIeHUI0

Tadauua 30
N n/n HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enununa Hopma
U3MEpeHUs BPEMEHH,
MUH.
1 2 3 4
O06paboTka HOBBIX MOCTYIIEHUH B IPOrPaMMHOM
obecrieuenuu (I10):
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CIPaBOYHO-OHOIHOTpahUIECKOTO 00CITY)KUBAHHSI
yuATaTeNneu

1 IIPUEM HOBBIX IIOCTYIIEHUH OT€YECTBEHHBIX JOKYMEHTOB OJIMH 0,5
B JIUCIETYEPCKON MporpaMMe nepegaun JIOKYMEHT
2 IIPUEM HOBBIX ITOCTYIIJIEHUH Ha HHOCTPAHHBIX OIVIH 1,0
€BPOIEHCKUX S3bIKaX U s3bIKax Hapos10B Poccuu, kpome JIOKYMEHT
PYCCKOro
3 odopmIileHHEe KapTOYKU Ha TOKYMEHT Ha PYCCKOM SI3bIKE 0JlHa KapTOYKa 8,0
JUTSL KaTaJioroB u kaprotek odsacreit (OBJI)
4 oopmieHre KapTOUKU Ha JOKYMEHT Ha MHOCTPaHHBIX OJIHA KapTO4Ka 10,0
€BPOIEHCKUX S3bIKaX U s3bIKax Hapos10B Poccuu, kpome
pycckoro, s kataioros u kaprorek ObJI
5 AHaJIMTUYECKOE onucaHue JoKyMeHToB B [10 OJlHA CTaThs 12,0
OO6cyXMBaHUE MOJIb30BaTENEH; BUPTYyaIbHas CIIPaBOYHAS
ciyxoa:
6 npueM OnbmorpaduIeckoro 3anpoca YuTaTess OJIH 3aI1pocC 3,0
7 BHUPTyaJbHas TEMaTUYeCKas CIpaBKa OJlHA CTIpaBKa 54,0
8 BHUpTYyaJbHasl aJ[pecHas ClpaBKa 0JIHA CIIpaBKa 18,0
9 BUpTYyaJbHasl YTOUHSIONIAs CIIPaBKa 0JIHA CIIpaBKa 26,0
10 | BuptyanbHas axTorpaduueckas cnpaBka OJIHa CITpaBKa 20,0
11 oopmMiieHrEe OTBETa Ha 3aIPOC YUTATEIS OJIHO MMHCHMO 10,0
12 | momojHEHUE apX1Ba BBHIMOJTHEHHBIX cripaBok ("'baza OJIHa CITpaBKa 10,0
3HaHUN")
13 €KEIHEBHBIN CTATUCTUYECKUHN yUyeT €KE€IHEBHO 12,0

2.9. O6padoTKa ONTHYECKUX KOMIIAKT-IMCKOB B 00pa30BaTe/IbHBIX 3JIEKTPOHHBIX pecypcax (OJP)

Taoauna 31
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MepeHus BpPEMEH,
MUH.
1 2 3 4
1 MOJyYEHHUE U JOCTaBKa ONTUYECKUX KOMITAKT-TUCKOB OJIHA NapTHUs 30,0
JIOKyMEHTOB
(100 nuckoB)
2 IIPUEM HOBBIX MTOCTYIIJIEHUN ONTUYECKUX KOMIIAKT- OJIHA NapTUs 60,0
TTICKOB JIOKYMEHTOB
(100 guckoB)
3 CYMMapHbIH y4eT KOMITaKT-IUCKOB (110 YCTaHOBJIEHHOMN OJIHA MMapTUs 7,0
hopme) JIOKYMEHTOB
4 VHIUBUYAIbHBIN yU4E€T KOMITAKT-UCKOB OJIHA 3aIiCh 1,0
5 TEeXHUYECKas 00pabOTKa ONTHYECKUX KOMIAKT-IUCKOB OJINH 2,0
JIOKYMEHT
6 g poBKa TOKyMEeHTOB B Moyie [10 OIUH 1,0
JIOKYMEHT
2.10. PaGora ¢ ynrarejasiMu
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Taoauma 32

N o/

Haumenosanue mpouecca, onepauuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

3anuck moJIb30BaTeNs B OMOINOTEKY, paboTa ¢ YuTaTeIIeM
B YUTAJILHOM 3aJIC:

MOATOTOBKA pabOYMX MECT MOJIb30BaTeNeh U
00CITy’)KMBAIOIIETO MepCOHaA: MPOBEPKA TEXHUIECKOTO
COCTOSIHUS CETEBOT0 O0SCIICUCHUS U TTapKa
BBIYHCIIMTENLHON TeXHUKH; BKIroueHne 11K

onuH IIK

2,0

MPUHATHE Mep IO JUKBUAauu cooes B padore I1K, B
paboTe ceTH, OTCYTCTBHS JOCTYyIA K 0a3e TaHHBIX
M0JIb30BaTeNe; MHPOPMHUPOBAHNE COOTBETCTBYIOIMX
ciryx0 0 cO0sX; MPOBEpKa HEUCTIPABHOM TEXHHKH;
¢uxcanus cO0eB B TETpay yueTa C yKa3aHHEM XapaKkTepa
HEHMCIPAaBHOCTH ¥ BPEMEHH Hauasia c0osi; rmocie
YCTpaHEHUs HETIOJIAZKU OTMETKA BPEMEHH €€ yCTpaHEHUs

OJIUH cOOM

10,0

MIPOCMOTP AOKYMEHTOB yuTaTeNs (macmnopr,
YA0CTOBEpPEHNE, TOPYUUTEIILCTBO), TPOBEPKA HATUYHUS
Y4ETHO-PETUCTPAIIMOHHON KApTOUYKH YUTATEIS

OAHMH YHMTaTCJIb

3,0

3arosiHeHne (GopMyJIsipa YuTaTes,
Y4ETHO-PErHCTPALMOHHON KAPTOUKH, YATATEIBCKOTO
ounera

OJWH
KOMIIJICKT

5,0

O3HAKOMJICHUE YUTATENsl C IPAaBUIIaMU 110JIb30BaHUS
OuOIMOTEKOH, pacmoiokeHrneM (OH/a, CIPABOYHBIM
annapaTom

OAHMH YMTaTCJIb

6,0

1o100p M paccTaHOBKa 110 HOMepaM OMJIETOB, alipaBUTyY
(bamunuil ynutareneil y4eTHO-perucTpallMOHHbIX KapTOUeK

0JlHa KapTO4Ka

2,0

OCYILIECTBIICHHE KOHTPOJIS 32 BO3MOKHBIM HAJTMYUEM
JAHHBIX O YATATENIC KaK HapyLIUTeNe, (JUIIEH IIpaBa
10JIb30BAaHUS); BeJICHHE (M PEryJsipHBIN MPOCMOTD)
KAapTOTEKH YUTaTeNeH-HapyILnTeNen

OIHUH YUTaTCJIb

0,5

[lepeperncrpanus yuTaTesen:

nouck Gopmyispa (perucTparmoHHON KapTOUKH )
YUTATEIsl; BHECEHUE U3MEHEHUH B HUX U B UNTATEIbCKHE
OmneTsl (YTOUYHEHHE aHKETHBIX JIAaHHBIX, HOBOT'O
YUTATENBCKOTO HOMEPA, JaThl IEPEPETUCTPALIUN) C
BEJICHUEM KapTOTEKH HAYYHBIX TEM U TEKYIIUX U3MEHEHUM
(moy4yeHue 3BaHU, MyOIUKAILIUHU, TaphI)

0JlHa KapTO4Ka

2,0

3anuck (epeperucTpairs) yntareicii B
ABTOMATU3HPOBAHHOM PEXHUME:

cheMKa (pOTOKaMepoH JJIsl YUTATEIbCKOro Ouiera

OINH
OCETUTEINb

0,5

10

odopMmIIeHrEe KO/Ia YUTATENs C KOHTPOJIbHBIM Pa3psioM U
CPOKOM TOJIb30BaHUsI YUTATEIBCKUM OMIIETOM, HA OCHOBE
BBIAHHON MH(pOpMaIun

OINH
OCETUTEINb

0,4
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11 | BBLAaya Ha MPUHTEP CBEACHHI O 3alKCaBIIEMCs YUTaTENe OJIMH 0,4
B BU/JIE UNTATEJILCKOTO Omiiera MIOCETUTEb

12 | Habop Ha KJIaBHAType CBEJACHUN O YMTaTelNe: (haMuIHs, OJIMH 2,0
UM$1, OTYECTBO, XapaKTEPU3YIOIIHE €ro MPU3HAKU MOCETUTEIb
(oOpa3oBaHue, CrIeUAIBHOCTE), KO/, HOMEP
YUTATEIbCKOro Ousera; portocreMka

13 OCYIIECTBJICHUE KOHTPOJIS 32 BO3MOXKHBIM HAJTMUUEM OJIUH 2,0
JAHHBIX O YATATEJNe, 3arucaBiieMcs B OubiInoTeKy (panee MOCETUTEIb
3anucaH, JIMIIEH [1paBa M0JIb30BaHUs)

14 | odopmileHHE YUTATEIBCKOTO OMIIeTa C HOMEPOM U CPOKOM OJIuH OmiieT 1,0
M0JIb30BAHUS YUTATEIHCKUM OUJIETOM Ha OCHOBE
BBIAHHOHN HH(OpMAITIH

15 BblJlaya Ha MPUHTEP CBEJACHUI O 3alMCABIIEMCS YATATENE OINH 5,0
MIPOBEICHUE PAJINOYACTOTHON HIICHTU(DUKALINU IIOCETUTEIb
YUTATEIbCKOTO OUJIeTa; MPOBEIEHUE JCHEKHOTO
B3aMMOpacueTa C M0JIb30BATEIEM Yepe3 Kaccy
VY naneHHas 3anuche: OJIUH

IIOCETUTEIb

16 CBEpKa JaHHBIX PETUCTPAIIMOHHON KapTOUYKH, 2,0
CKaHMPOBAHHBIX KOIMHUH C MACIOpTa U IPYTUMHU
JIOKYMEHTaMU MOJIb30BaTells U MOJITBEPKICHUE 3asIBKH

17 | opopmiierne noroBopa-odepThl Ha MPEIOCTABICHUE 3,0
JIOCTYTA K 3JIEKTPOHHBIM pecypcaMm OUOINOTeKH

18 | Habop Ha KJIaBHATYpe JaHHBIX, JIs 3aIIOJIHEHHS OTOBOPA,
BBIBOJI IOTOBOPA Ha MIPUHTEP, MOAMKCH JIHIIA,
3aKJIFOYABIIETO JOTOBOP

19 odopMIIeHHE BXOAa-BbIX0/1a YUTATENS U3 OUOJIMOTEKH: OVH 2,0
CKaHUPOBAHHE NOCTOSTHHOI'O YUTATEILCKOTO Ouera, IIOCETUTEIb
BbIJIa4a KOHTPOJIBHOT'O JINCTKA
Brimonnenue TpeboBaHuit OIb30BaTENEH, BbIIaYa
JIOKYMEHTOB M3 CHEeIMAIN3UPOBAHHOTO (OHJIA!

20 | momydeHue TpeOOBaHUSA HA JOKYMEHT U3 OCHOBHOT'O OJIHO 1,0
XpaHEeHus, MpoBepKa MPaBUIbLHOCTH 3aII0JHEHUS TpeboBaHuE
TpeOOBaHUs, PETUCTPALUS

21 | pa3bop TpeboBaHuUl N0 ApycaM, pacChlIKa IO OJIHO 10,0
ITHEBMOIIOUTE TpeOoBaHUE

22 | mosydyeHue TpeOOBaHUS Ha JOKYMEHT; IIPOBEpKa OJIHO 10,0
MPAaBUIBLHOCTH 3aIMIOJIHEHUS TPEOOBaHUS; pErUCTparys, TpeboBaHue
nopaboTka TpeboBaHMsl; MoA0op 1o mudpam B
CIeLMAIU3UPOBAHHOM (hOHJIE

23 | moAroToBKa U 0OPMIIEHHE OTKA30B U M€pEeHANpaBICHHUI; OJIHO 5,0
OTIIpaBKa TpeOOBAHUH C OTKa3aMH U MepEHAIIPaBIIIEMbIMU TpeGoBaHue
TpeOOBaHUSIMHU

24 | mouck oKyMeHTa B ()OHJIE, OTMETKA Ha TpeOOBaHUH, OJINH 5,0
KHIJKHOM (OpMYJIsipe, AUCTIETYEPCKON CeTKe JIOKYMEHT

25 | TpaHCIIOPTHPOBKA / TOCTaBKa MU3AaHUS U3 POHIA B OJINH 8,0
YUTATBHBIN 3271 JIOKYMEHT

26 | TpaHCIIOPTHUPOBKA / TOCTaBKa M3JaHUs U3 (GOHA B 45,0
YUTAIbHBIN 3211 (ylaJIeHHOE XPaHUIIHUIIIE)
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27

YCTAaHOBKA MCCTAa HAXOXKIACHUS HGH&IZ,Z[GHHOI‘O JOKYMCHTa
o 0a3am u OaHKaMm JaHHBbIX, CIIPABOYHbBIM KapTOTCKAM,
Karajoram

OJIUH
JIOKYMEHT

5,0

28

BbIJIaya JIOKYMEHTA U3 CIIeUaTU3UPOBaHHOTO PoHIa
YUTATENI0; OTMETKA Ha KHIKHOM (popmyrsipe /
TpeOOBaHUY; 3aMIUCh JOKYMEHTOB B YUTATEILCKYIO
KapTOYKH (BKJIAJIHOM JIUCT); OTMETKA B KHUT'€ 3aKa30B;
OTMETKa O BblJJau€ B aBTOMATH3UPOBAHHON cucTeMe
(M3MeHeHHe cTaTyca U3/IaHus) MyTEM CUUTHIBAHUS
HITPUX-KOJA IOKYMEHTa

OJIMH
JOKYMEHT

1,5

29

MpUEM TOKYMEHTA OT YUTATENS; IOUCK KOHTPOJIBLHOIO
JIMCTKA MOJIb30BaTeNs, TPeOOBaHUI; MPOBEPKa
COXPAaHHOCTH JOKYMEHTA; OTAIIEHUE OTMETKH O BbIIAUE
Ha KOHTPOJIbHOM JIUCTKE MOJIB30BATEIS; TOTAIICHUE
BbIJIa4M B aBTOMAaTU3UPOBAHHOMN cUCTEME (M3MEHEHHE
cTaryca MU3JaHus) TyTeM CUMTHIBAHUS IITPUX-KOJa
JIOKYMEHTa

OJWH
JOKYMCEHT

1,5

30

BbIJIaya JIOKYMEHTa U3 3Kcrno3uuuu mysest kauru (MK)
COTPYJIHHUKY CEKTOpa XpaHEHHUs JUIsl BbIIAUU YUTATEINIO;
CHSTHE BUTPUHBI C OXPAHBI 10 3BOHKY Ha IYJIbT OXPAHBI;
BCKPBITHE BUTPUHBI; BBIEMKA KHUTH U3 BUTPUHBI,
3aKpBITUE BUTPHHBI; IOCTAHOBKA BUTPUHBI HA OXPaHY;
¢ukcarys Beyiaun B "XKypHaiie Beigaun'" MaTepHalioB U3
skcno3umu MK

OJINH
JIOKYMEHT

40,0

31

IPUHATUE JOKYMEHTA OT YUTATENIs; IOUCK 3alHiCU B
"XypHane Bblaaun"; norameHue OTMETKU O BbLAAYE;
CHSITHE BUTPUHBI C OXPAHBI 10 3BOHKY Ha IYJIbT OXPAHBI;
BCKPBITHE BUTPUHBI; BO3BPAT KHUTHU B BUTPUHY (MOHTaX);
IIOCTAHOBKA BUTPUHBI HA OXPaHy

OJIUH
JOKYMEHT

30,0

32

npueM TpeboBaHuii OT untarenei B Hayano-
ucclnenoBaTenbckoM otaene pykonuceit (HUOP),
IIPOBEPKA KAYECTBA UX 3aIOJIHEHUS; POCIIUCH B KHUTE
peructpanuu TpedoBaHui

OJIVH pa3 B
JICHb

30,0

33

03HaKOMJIEHHE C TpeOOBaHNEM, YTOUHEHUE MECTa
XpaHEeHHUs MO TororpaduyeckoMy yka3aTesto; BbleMKa
€IMHUILI XpaHeHus (e1.Xp.) U3 KapTOHA, pa3MeIleHUE B
KapTOHE KapThl-3aMEHUTEIS; IPOBEPKA COOTBETCTBUS
mmdpa U 3arojioBka Ha 00JIOKKE U B TPEOOBAHUH;
IpoBepKa (PU3NYECKOr0 COCTOSHUS €11.XP.; OPOpMIICHHE
JIMCTa UCIIOJIb30BAaHUA, 3aII0JJHCHUEC KHUTHU BbIJa4l

cAnHuIa
XpaHCHUA

3,0

34

IPOBEpPKaA JINCTAXKA €A.XP. IIPHU BblAAa4UC, YCTAHOBJICHUC
HAJIMYHOI'O JIUCTAXKa C 3allMChIO B 3aBCPUTCIIBHOM JINCTC U
Ha O6J'IO)KKC, OTMCTKA B 3aBCPUTCIILHOM JINCTC O IPOBCPKE

OJHWH JIUCT

0,2

35

MIPOBEpKa JIMCTa)ka MpH BblJ1ade ¢ nepeodopMIeHHEM
3aBEPUTEIBHOTO JIUCTA C YKA3aHUEM BCEX OCOOCHHOCTEMH
XpaHAIMXCS B €.Xp. JOKYMEHTOB

OJIVH JIUCT

0,3

36

IIPOBEPKA JIMCTaXa I0CJIE€ BO3BPALICHUS €11.XP. U3
YUTaNBHOTO 3aJ1a (43) nin ot coTpyaHukos; ais OL,
¢oro, aBTOrpaoB, KOJIEKIIUOHHBIX JOKYyMEHTOB -
o0s13aTenbHa

OJHWH JIUCT

0,2
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37 | HyMepanus U nepeHyMepanust JUCTOB IIPH Bblaue e1.Xp. OJIMH JIUCT 0,3
JUISL KCTIOJIb30BAHUS C COCTABICHHEM Pa3BEPHYTOTO
3aBEPUTENIBHOIO JINCTA C BBIHECEHUEM BCEX OCOOEHHOCTEM
JIOKYMEHTOB

38 | mmdpoBKa 00JI0KEK €1.XP.; CBEpKa 3arojioBKa e1. Xp. C eANHUIIA 2,2
onucelo; npocrasieHue mramna HMOP u ero 3anonnenue XpaHeHUs

39 | opopmitenne 0010keK (OT PyKH): pa3IHHOBKA eAMHUIIA 6,0
MOBEPXHOCTU 00JI0KKH; HAlTMCaHUE Ha 00JI0KKE XpaHeHus
HaMMEHOBaHMA (OHJIA, 3ar0J0BKA €/1.XP., KpallHHUX JarT,
KOJIMYECTBA JINCTOB U IOKYMEHTOB B COOTBETCTBHUH C
OIHCHIO

40 | mpueMm U TPaHCIIOPTUPOBKA €1.Xp. U3 43 B XpaHWIUILIE U U3 €IMHULA 15,0
XpaHuiauia B 43 XpaHEHUsI

2.11. Bblgaya KOMILIEKTOB AOKYMEHTOB BO BPEMECHHO€ IOJb30BaAHUE NMOAPA3aCJICHUAM OHOIMOTEKH

Taoauma 33
N n/mt HaumenoBanue mpouecca, onepanuu. CoctaB paboOThI Ennnauna Hopma
U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
1 odopmileHre 3a8BKH /aKTa Ha KOMIUJIEKT JOKYMEHTOB, OJIHA 3asBKa, 30,0
repeaBaeMblil B CTPYKTYPHOE MOIpa3IeIeHIe aKT
2 MoA00p AOKYMEHTOB B KOMILJIEKTHI; pErHCTpaIlHs OVH 10,0
BBIAHHBIX JOKYMEHTOB B YYETHBIX (popmax KOMILJICKT
3 BbIJJa4a KOMIUIEKTOB JIOKYMEHTOB; OTMETKA Ha KHUKHOM OIVH 5,0
dbopmynsipe (MHAMKATOPE) AaThl BbIAUd, JaHHBIX KOMIUIEKT
MOAPAa3ACIICHHUs], TOTYYaIOIEero KOMIUIEKT; OTMETKA B
KHUTE€ BBIJIAYM aThI BbIIAYH, JAHHBIX TTOIPa3/ICTICHNUs,
MOJIyYarolIero KOMIUIEKT; OTMETKa B AKTe nepeaadn
4 MOJIy4YEHUE KOMIUJIEKTOB JJOKYMEHTOB OT CTPYKTYPHBIX OIVH 18,0
MOApa3ACIICHUI; TOUCK KHMKHOTO (hopmyJsipa KOMILJIEKT
(MHIMKATOpa); OTallleHHe OTMETKH O BbIJaue, BIOKEHUE
€ro B JIOKYMEHT; MPOBEpKa, (PU3NIECKOro COCTOSHUS,
TepecyeT JUCTOB, CBEPKA ¢ AKTOM Iepeaun; MmoraneHne
OTMETKH O BblJIay€ B KHHUI'E€ BbIAuu; Iepegada
JJOKYMEHTOB Ha COPOCKY

2.12. O0cay:;kuBaHue MOJIb30BaTe e JOKYMEHTAMHU B YUTAJIBLHOM 3aJie, 3aj1e ¢ THOPUIHBIM
o0ciIy’KnBaHHeM, 3aJ1e JJICKTPOHHBIX pecypcoB, 3aie ""HHTepHeT", 3a/1€ cCllennaJIn3upoOBaHHOI0
otaeaa. [lpuem 3axka3zoB no resedgony u3 ropoaa

Tabanna 34
N n/n HaumenoBanue nporecca, oneparuu. CoctaB paboThl Enununa Hopma
A3MEPEHUS BPEMEHU,
MUH.
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1 2 3 4
OO6cmyXuBaHKe MOJb30BaTeNe OMOIMOTEKH:

1 IIPOBEICHUE KOHCYJIbTALlUHU, OE€Cebl C UNTATENIEM T10 OJIMH 4YMUTaTENb 3,6
IIpaBUIaM OOCITY>)KHBaHUS B UNTAJILHOM 3ajle U
IIPEIOCTABIIIEMBIX yCIIyrax, 110 UCI0JIb30BaHUIO
crpaBoYHO-OHOIMOTpaduueckoro anmnapara u GOHIOB,
AJIEKTPOHHBIX PECYPCOB, HH(POPMUPOBAHUE YUTATEIS O
HOBBIX NOCTYIUICHUSX

2 KOHCynbTaruu 1o padore ¢ [1K B untanpHOM 3aie, 1o OJIMH YUTaTEIb 2,0
paboTe B 3MEKTPOHHOM OMOIMOTEeKE

3 IIPUEM 3aKa30B M0JIb30BaTelNeil Ha U3aHus U3 OCHOBHOT'O OJIMH 3aKa3 1,0
KHUTOXpaHWINIIA; IPOBEPKA TPABUIIBHOCTH 3aII0JTHEHMS
TpeOOBaHUs; pPErHCTpaLUs

4 IIPHUEM 3aKa30B 10 TeJaeOoHy U3 TOpoa OJIVH 3aKa3 5,0

5 MOJTy4YeHHE IOKYMEHTA, 3aKa3aHHOTO YUTATEIEM B OJIUH 0,9
CTeIMAIM3UPOBAHHOM (DOH/JIE / YUTATHHOM 3aJIe JIOKYMEHT

6 paccTaHOBKA M3JaHUN Ha OPOHEINOJIKAX YUTAIBLHOIO 3ala, OJIUH 0,4
MOCTYNUBIIMX U3 KHUTOXPAHUJIUINA [0 3aKa3aM JIOKYMEHT
10JIb30BaTeNe

7 110100p AOKYMEHTOB Ha OpOHENOJIKE, 3aKa3aHHbIX U3 OJIUH 0,47
OCHOBHOI'O KHUT'OXPaHWINIIIA; Iepeaaya Ha Kapeapy JOKYMEHT
BbIJIA4X

8 0J100p JOKYMEHTOB B 1101COOHOM (DOHJ1€ UNTAILHOTO OJIUH 2,0
3aja; nepeaada Ha Kadeapy BblIaun JOKYMEHT

9 110100p AOKYMEHTA B XpAaHEHUHU CHELUAIN3UPOBAHHOIO OJIUH 10,0
¢doHaa; oTMETKa Ha TpeOOBaHUY; epeiadya JOKYMEHTa Ha JOKYMEHT
Kadenpy BblIauu

10 o opMIIeHHE BBIJJAHHOTO JIMCKA OIVH OUCK 5,0

11 | peructpanus B KOMIBIOTEPHON ITpOrpaMMe, MpocyUeT OJIMH 9,0
JIMCTOB M (PU3MYECKOTO COCTOSHUS IOKYMEHTa JOKYMEHT

12 | ycraHOBKa MeCTa HaXOK/JECHUSI HEHAIEHHOTO TOKYMEHTa OJIVIH 22,0
10 CIIPaBOYHBIM KapTOTEKaM, KaTajoram, perucTpamus JOKYMEHT
OTKa30B

13 MoA00p YUTATENHCKUX KAPTOUEK JJIs1 BIUCHIBAHUS OJIHA KapTOYKa 10,0
JOKYMEHTOB Ha TEKYIIUN JIeHb; MOJIMUCAHUE KAPTOUEK Y
3aB. 0TI€70M 0 onycke B oraen HMOP

14 | BbIaya TOKyMEHTA YUTATEIIO: CBEPKA BbIJIABAEMOT0 OJIUH 1,8
JOKYMEHTA C YUTATEeIbCKUM TpeOOBaHHEM; IPOBEPKA JOKYMEHT
HaJIM4us CTpaHULl / KaJpoB MUKpO(HIbMa, MUKpOdHILI,
coJiepKaHne KOMITAKT JMCKa; CYNThIBAHUE IITPUX-KOAA
(TIpu PIEKTPOHHOM 3aKase) B Mojyiie "mupkynsmus” JK;
OTMETKAa KHUTOBBLAAYM Ha KOHTPOJIBHOM JIUCTKE

15 | npuem TOKyMEHTa OT YUTATENs: CBEPKA €ro C OIVIH 1,5
TpeboBaHUEM (KOHTPOJIBHBIM JIMCTKOM), IPOBEPKA JOKYMEHT
COXPAHHOCTH JIOKYMEHTa, HAJIMYMS CTPAHUI] / KaJpoB
MUKpO(hUIbMa, MUKPO(HIL, COlEepKaHUe AUCKa,
CUMUTBHIBaHHE IITPUX-KO/1a (TIpU JIEKTPOHHOM 3aKa3e),
BHECEHUE OTMETKHU O IPUEME Ha KOHTPOJIbHOM JINCTKE

16 | mepenaya / TpaHCIIOPTHPOBKA / TOCTaBKa JIOKYMEHTA, OIH 1,0
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CIAaHHOTO YHUTATENIeM, B CIICIIHAIM3UPOBAHHBIN (OH]T; JOKYMEHT
OTMETKa 0 B3auMopacueTe 00CIyKUBaHUS U
KHUTOXPAHCHHUS
17 | BhISICHEHHE MO MOBOY 3aKa3a U MPOJJICHUE CPOKa OJIH 3ampoc 1,0
TI0JIb30BAHUS JOKYMEHTaMU 10 TesiehoHy
18 BBISICHEHHUE T10 IMOBOJY 3aKa3a U MPOJICHUE CPOKa OJIH 3a1poc 2,0
MOJIb30BAaHUS IOKYMEHTAMHU 10 3JIEKTPOHHOM MouTe
19 | obecrieueHre KOHTPOJISI 32 CPOKAMHU TTOTH30BAHUS OJIMH 3a1poc 0,8
JIOKYMEHTaMU U3 OTJIeNIa XpaHeHus
20 | mpoJuleHHE CPOKA T0JIb30BAHUS JJOKYMEHTA: IIOUCK Ha OJIUH JICHb 30,0
KapTOYKH; BHECEHHUE OTMETKHU O MPOJJICHUH CPOKa
MI0JIb30BaHUS; TPOAJICHHUE IO TeNeOoHy
21 MPOBEpKa 3a/I0JKEHHOCTU YATAJIbHBIX 3QJI0B OTIIENY OIH 5,0
XPaHEeHUs; CBEPKA MPEAbIBICHHOMN 3aJ0JKEHHOCTH C JOKYMEHT
JOKYMEHTAIMel YUTAIbHOTO 3aj1a
22 | paboTa ¢ OTKa3aMu; KOHTPOJIb CPOKOB ITOCTYTIICHUS OJIMH OTKa3 0,8
OTKa30B; IPOBEpPKa 00OCHOBAHHOCTU OTKAa30B; yYET
OTKa30B
Bbigaua konuu TOKyMeHTa U3 AIEKTPOHHON OMOIHOTEKH,
peaJin30BaHHON B CHCTEME 3alUIIEHHOTO IPOCMOTpa, 10
3arpocy Mojab30BaTels:
23 | odopmiieHue 3aKa3a Ha KOIMMPOBAHUE OJIMH 3aI1poc 2,0
24 | pacrieyaTka JJOKYMEHTOB I10 3alpocaMm MoJib30BaTelen OJIUH JIUCT 1,0
25 3JIEKTPOHHOE KOIUPOBAHUE: ITOUCK JIOKYMEHTA, OJIVH 3a1poc 10,0
COXPaHEHHOTO MOJIb30BaTeIeM; poBepKa (aina s
KOIMPOBAHUS, JJIEKTPOHHOE KOIMPOBAHKE; IPOBEPKA,
BbIJ1aya HOCUTEJIS [10JIb30BATENIO; IO 3apoCy
MIOJIb30BATEJIS - 3aMKCh HA ONTUYECKUI KOMITaKT-TUCK
OnbIMOoTEKN
2.13. Buyrpenunss padora
Tabauua 35
N n/n Haumenosanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
[ToaroroBka K BbI1aue JOKYMEHTOB:
1 MPOBEpKa OPOHETOJIOK C OTIOKEHHBIMH JOKyMEHTaMH (10 | Ha OJUH JeHb 10,0
HOMEpaM YUTATEITHCKUX OUJIETOB, IO CPOKaAM)
2 cOpocKa JOKYMEHTOB (II0 CPOKaM) OJINH 0,2
JTOKYMEHT
3 paccTaHoBKa (POPMYIISIpOB YUTATENEH (IO CpOKaM, OJTH 0,3
HOMepaM, anaBuTy, Udpam); paccTaHOBKa bopmysip
KOHTPOJIBHBIX JINCTKOB TOJB30BaTeNIel 110 HOMEepaM
4 MO/IBEJICHUE UTOTOB PabOTHI 3a IPOIIE/ I IEHb; Ha OJUH JC¢Hb 12,0
BHECCHHE 3aIMCH B IHEBHHK / JINCTHI yueTa
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5 no00p JOKYMEHTOB I10 MPeIBAPUTEIbHBIM 3aKa3aM OIVIH 10,0
yuTaTesael U miaHaM YTeHUs JIOKYMEHT
6 IIPOCMOTP HOBBIX MOCTYIIJIEHUH JIIs1 pEKOMEHAALNN OJIMH 3,0
YUTATEISIM JIOKYMEHT
7 IIPOCMOTp (TIpOBEpPKa MPABUIBHOCTU PACCTAHOBKHU ) KHUT Ha OJIMH JICHb 5,0
OTKPBITOTO JoCTymna B 43
8 MpOBEpKa HaJIM4us onvceit B yntaibuoM 3aie HUOP Ha OJIHY 60,0
HEZEII0
9 3aII0JJHEHUE JIMCTOB 3a0JKEHHOCTH Ha OJUH JI€Hb 5,0
10 | mpoBepKa BbIIaHHBIX U3aHUII 110 JINCTaM 33J0>KEHHOCTH OJIUH 1,0
JIOKYMEHT
Pabora ¢ oTkazamu:
11 yueT U Kilaccu(UKaIus 0TKa30B: OTMETKA Ha JIUCTKE OJIUH OTKa3 0,2
YUTATENILCKOTO TPEOOBAHNUS IPUYMHBI OTKA3a
12 MPOBEACHUE MOUCKA JOKYMEHTA, OTCYTCTBYIOIIETO 1O OVH 40,0
HEYCTaHOBJICHHON NPUYNHE JIOKYMEHT
13 | paccTaHOBKA YMTATEILCKUX TPEOOBAHUI B KAPTOTEKE 0JlHa KapTO4Ka 0,3
"HeyJ0BJIETBOPEHHBIH crpoc”
14 | aHaynM3 OTKa30B, COCTABJICHUE CBOJIKM OTKa30B (110 OJIHa CBOJIKA 16,0
MIpUYKMHAM 0TKa3a U MepaM HMX JTUKBUIALNH U
TIPEAYTIPEKACHUS)
15 | cocraBnenue Oubrorpaduyeckoro ONMUCaHus Ha OJlHA KapTOYKa 2,4
JIOKYMEHTBI, UMEIOLI1E HauOOJIbIIEE YUCIIO OTKA30B;
nepeiaya KapTOUKH B OT/I€T KOMIUIEKTOBAHUS
16 | cocraBineHue KapTOTEKU OTKA30B, IPOBEPKA U MOUCK I10 0JlHa KapTo4Ka 54,0
¢dbonny, oTMeTKa B GOpMYIIsipe U B KAPTOTEKE OTKA30B IO
pe3ysibTaTaM NpOBEPKHU
2.14. O6cayxuBanue mo Mex0udanoreunomy abonementy (MBA). O0cayxuBanue mo
MEeKIYHAPOAHOMY MexOudanoreunomy abonementy (MMBA)
Taoaunma 36
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
IIpueM 3aka3oB:
1 peructpaiysi abOHEHTOB B ABTOMATU3UPOBAHHON CHCTEME OJIMH 3aKa3 10,0
2 IIPUEM 3aKa30B OT 3apy0exKHbIX A0OHEHTOB B OJIMH 3aKa3 5,0
aBTOMAaTH3MPOBAHHON CHUCTEME: pacreyaTka OJiaHKa-
3aKasa; mu@poBKa
3 oopmieHne 3aKa30B MO HUPKYISAIHH OJIMH 3aKa3 5,0
4 MOJIy4eHHUe TOKYMEHTOB; 00paboTKa B OJIUH 5,0
aBTOMATHU3MPOBAHHOW CUCTEME JOKYMEHT
5 paboTa ¢ 0TKa3aMu: U3MEHEHHUE CTaTyca B CUCTEME, OJIMH OTKa3 3,0
yKa3aHHe IPUYMHBI 0TKa3a, U3BeleHne aboOHeHTa 00
OTKaze
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Brinaua TOKyMeHTOB:

6 odopmIIeHHE TOKYMEHTOB K BbIJaue OIVH 5,0

JIOKYMEHT

7 OTIMpaBKa: B3BEIIMBaHKUE OaHIepPOJIei; HaKJICUBaHUE OIH 7,5
aJpPECHON ATUKETKHU U IITPUX-KO/A; MPOCTABICHUE 06aHaepoib
neyarei; ymakoBka

8 COCTABJICHHE MEXXIYHAPOIHOTO CIUCKA (5 YK3eMILISIPOB) OJINH CITMCOK 6,0

9 odopmIIeHHE JOKYMEHTOB ISl TAMOYKHH OJIMH 5,0

JIOKYMEHT

10 | cocraBineHHe clIMCKa Ha3BaHUM, OTIPABISEMBIX OJIMH CIIUCOK 10,0
JIOKYMEHTOB

11 paboTa ¢ 3a10JDKEHHOCTHIO: COOOIIeHIEe a0OHEHTY O OJIHO TTUCBMO 5,0
3aJIep’KKe TOKyMEHTa; paboTa ¢ JIMCTaMU 3aJJ0OJKEHHOCTH
O6cnyxuBanue untaresneid mo MBA (MexIyHapoJHBIN
aOOHEMECHT):

12 | mpuem 3aka30B: MPOCTaBICHUE HOMEpa ONOINOTEKH, Kyaa OJIVH 3aKa3 5,0
HaIpaBJIAETCS 3aKa3, HOMEP 3aKa3a; nevyarb OIaHKa-3aKasza

13 OTIIPaBKa 3aKa30B B MEXKIYHAPOIHbIE OUOINOTEKH OJIMH 3aKa3 7,0

14 | pabota c oTKazaMu OJIMH 3aKa3 3,0

15 | momyueHue NTOKYMEHTOB Ui yUTaTeneil: opopmieHue OJIUH 15,0
KapTOYKH, KOJIMYECTBO MOTYYECHHBIX SK3EMILISPOB; JOKYMEHT
MIPOCTaBJICHHE JaThl BO3BpaTa; 3al0JHEHHE IeKIapalun
JUTSL YATATETIS

16 | Bo3BpaT AOKyMeHTOB U3 U3: mpoBepKa BCEX IIYHKTOB OZUH 5,0
JIeKJIapaliy; epeaada JOKyMEHTOB Ha OTIIPABKY JIOKYMEHT

17 OTIpaBKa: B3BEIIMBaHKE OaHIepOJIei; HaKICHBaHUE OJVH 7,5
aJpPECHON ATUKETKHU U IITPUX-KO/A; MPOCTABICHUE OaHzIepoiIb
neyarei; ymakoBka
O6cnyxuBanue ynrtareneit oudauorexku no MBA:

18 MOJIyYECHHUE 3aKa3a U3 YNTAIHHOTO 3aJ1a OJIMH 3aKa3 3,0

19 3aroHeHue OllaHKa-3aKa3a; MPOCTaBJICHHE OUH OJIaHK 2,0
PEruCTPalIMOHHOTO HOMEPA, AThI

20 YTOUYHEHUE YKA3aHHBIX YUTATEIIEM CBEIAECHUN O OJIUH 3,0
3aKa3aHHOM JIOKYMEHTE, IIeJIH 3aIpoca, NCTOYHHKA, JTIOKYMEHT
OTKY/1a MOJTYYEHbI CBEACHUS

21 oubnuorpaduueckas 1opaboTKa 3aKa3a; yTOUHEHUE OJIMH 3aKa3 20,0
Ooubnuorpaduyeckux cCBeleHH; yu€T MOTyUYeHHbIX U
0TpaboTaHHBIX TPEOOBAHUI

22 | mpoBepKa HaJIM4us 3allpaliiBaeMoro JOKyMEHTa B OIVH 8,0
O6ubaroTekax ropoaa, 00J1acTy, perTHOHA, CTPAHbl, MUPA, B JIOKYMEHT
TOM YHCJIE 110 CBOJAHBIM KaTajoram

23 3aKa3 W3AaHus [0 AJIEKTPOHHOW MMOYTE, 3aMOJIHIETCS OINH 7,0
ANIEKTPOHHBIN OJIAHK WJIH B BHJIE IPOU3BOJIHHOTO MUCHhMa JIOKYMEHT

24 3alMCh CBEJCHUN O HampaBiieHUH 3aka3a no MBA OJIVH 3aKa3 3,0
(HanMeHoBaHUE OUOIMOTEKH, 1aTa) Ha 000POTHOU
CTOpOHE OJlaHKa-3aKa3a

25 | nomemneHue 6iaHKa-3akasa B "KapTroTeky 3anmpocos OJIUH OJIaHK 1,0
yuraresneit mo MBA" 3a paznenurenem "3anpocsl no MBA,
HaIpaBlIEHHBIE B Ipyrue OMOIMoTeKun”
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26

MOJIy4YEHHUE JOKYMEHTA OT YUTATEJIsl B YUTATBLHOM 3aJI€;
CBEpKa JIOKyMEHTa ¢ OJJaHKOM 3aKa3a, IPOBEepKa
COXPAHHOCTH JOKyMEHTa, BHECEHHE OTMETKH O IIepeiaue B
COOTBETCTBYIOIIMI OTJEN B KHUTE PETUCTPALUU;
MOJIy4eHUE JOKYMEHTa, rpucianHoro no MBA;
pacneuaTka OaHIepOJIH, IPOBEPKa COCTOSHUSA JOKYMEHTA,
OTMETKa JIaThl MOJTY4YeHHUs 1 Ha3BaHUsl OMOINOTEKH,
BBICJIABUIEH JOKYMEHT, HTHBEHTapPHOI'O HOMEpa, CpOKa
MOJIb30BaHUS; TIEPECTaHOBKA OJaHKa- 3aKa3a U3 pasena
kapToteku "3anpocsl o MBA, HanpaBeHHBIE B IPyTHE
o6ubmuorexkn" B pazznen "llonydennsie no MBA n3nanus"

OJWH
JOKYMCEHT

5,0

27

BbIJIaua Moy4YeHHbIX 10 MBA 13 unTansHOrO 3aa;
CBEpKa BBIJJABAEMOT0 JIOKYMEHTA C OJJAHKOM-3aKa30M;
MPOBEPKA HATMYHSI CTPAHUII U COCTOSTHUS JIOKYMEHTA;
OTMETKa BBIIa4YHU

OJIUH
JOKYMEHT

1,0

28

nepe/ada u3JIaHus [OCie BO3BpaTa M3 YUTAJIBHOTO 3aJ1a Ha
MUKpO(mIbMupoBanue (M/})

OJIHO U3JaHUeE

5,0

29

BO3BpAT U3aHUS NI0CIIE MUKPO(DUIBEMAPOBAHMUS,
npoctapieHne mudpa M/

OJHO U3JJaHHEC

5,0

30

MIOJITOTOBKA K OTIPaBKE IOKYMEHTOB B OMOIMOTEKY-
boHoaepKATEND 3aKa3HOM OaHAEPOIIbIO; YIAKOBKA
OaHziepoIy, B3BELINBAaHKE €€, HAKJIEUBAaHUE MAPKH (€CIIH
HET LIEHTPAIN30BaHHOH OIUIAThl IEPECHUIKH); HAIUCAHUE
azipeca, COCTaBICHHUE ONUCU

OJJWH 3aKa3

12,0

31

paboTa ¢ 0TKa3aMu - MPU MOTYyYEHUH OT OUOIHOTEKH -
dbonHmoAepKATEIS N3BEHICHHUS 00 OTKA3¢ WU 3a/ICPIKKE
BBITIOJTHEHUS 3aIIpOca: YCTaHOBKA OJlaHKa 3aKa3a C
YKa3aHHMEM IIPUUYMHBI U JaThl OTKa3a B KapToTeKy "OTKa3bl
no MBA"

OJHH 3aKa3

6,0

32

COOOIIEHUE B OTIeT OOCTY>KUBAHUS O MOJTYyYEeHUN OTKa3a
(marta, mpu4nHa)

OJIMH OTKAa3

2,0

O6cnyxuBanne aboHeHTOB 10 MBA:

33

MoJIy4yeHue 3aKka3a: abOHEHT 00paTHIICS B TEKYILIEM TOY
BIIEpPBBIC: TPOCTABJICHUE B KAPTOUKE Tojla OOpalieHus,
ATkl

OJJWH OTKa3

0,5

34

opopmiieHre aOOHEHTa (OpraHu3aIis paHee He
aOoHMpOBaJach): perucrpanus abOHEeHTa B
aBTOMATH3MPOBAHHOW CHUCTEME; 3aKITFOUEHHE JI0TOBOPA;
COI'JIACOBAHUE C IOPUJIMYECKUM OTAEIOM

OIVH a0OHEHT

12,0

35

PaCCTaHOBKA PCTUCTPATMOHHBIX KAPTOUCK B KAPTOTCKE

0JIHa KapTO4Ka

8,0

36

J0CTaBKa TpeOOBaHUM B CHELIMAIM3UPOBAHHbIE (POH/IBI

OJTHO
TpeOoBaHUE

10,0

37

JIOCTaBKa M BO3BPAT JOKYMEHTOB B CIICIIMATN3UPOBAHHBIC
(boH B

OJIUH
JOKYMEHT

10,0

38

¢ poBKa 3aKka30B aDOHEHTOB, 01I00p OJaHKOB-3aKa30B
1o andaBuTy, NPOBEpKa HAINYMS JOKYMEHTA 110 KaTaJlory

OJIVH 3aKa3

4,0

39

OTIIpaBKa JJOKyMeHTa a0OHEHTaM: yrakoBKa OaH1epoIIH,
B3BEIIMBaHNE, HAKJIEUBAaHHE MapKH, HalMCaHHUE a/Ipeca;
COCTaBIICHHE OIHMCH, TPAHCIIOPTHPOBKA B TPYIIITY

OJIVH 3aKa3

12,0
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OTIIPaBKH
40 | oubmuorpaduueckas 10pabOTKa HEBBITOJIHEHHBIX 3aKa30B; OJIMH 3aKa3 20,0
yTouHeHHe OnOarorpapuuecKux CBEACHUH 1Mo
CIPAaBOYHBIM M3JaHUSIM; YUET MOJTYYECHHBIX U
0TpabOTaHHBIX 3aKa30B
2.15. PaGora ¢ nocTossHHOM 3Kkcno3unueil My3esi KHUTH
Tadauua 37
N n/n HanmenoBanwme nporiecca, onepainuu. CoctaB padoThI Enununa Hopma
HU3MepeHus BpEMEHHU,
MUH.
1 2 3 4
1 pPeIKCIIO3UIHS (KOPPEKTHPOBKA Pa3/ciioB OJWH AKCIIOHAT 96,0
TEMaTUKO-3KCIO3UIIMOHHOIO IIJIaHa, BBISIBICHHUE
MaTEepUasIoB JUIsl 5KCIIOHUPOBAHHUS, TTOJI00P)
2 3aMEHa OTJIEIbHBIX SKCIIOHATOB I10 YCIOBUSAM XPaHEHUs OJIMH IKCIIOHAT 80,0
(BBISIBIICHHUE, OTOOD)
3 MOHTaX, JIEMOHTAaX OJIMH DKCIIOHAT 24,0
4 AHHOTHPOBAHKME HOBBIX SKCIIOHATOB OJIH 3KCIIOHAT 12,0
5 penaKkTUpoOBaHUE U 3aMeHa (1eyaTh, opopMiIeHuUE) OJIH PKCIIOHAT 18,0
aAHHOTAIMH M SKCILUTUKALUN B AKCIIO3UINH
I[Ipumeuanue: pabOTHl OMHCHIBAIOT KOMIUICKTOBAaHHME, YYET, COXPAaHHOCTh HEKHIKHBIX
MaTepuanoB My3esi KHUTH.
2.16. CnpaBounasi 1 uH(popMaLMOHHAasI padoTa
Taoauma 38
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MepeHus BpEMEHHU,
MUH.
1 2 3 4
Y4er mocTynMBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOUYeK):
1 BBISIBIICHUE HEBBITTOJTHEHHBIX 3aKa30B; COCTABIICHUE Ha OJIHY 840,0
3asiBKM Ha HEBBITIOJIHEHHBIE 3aKa3bl HEZEII0
Opranuzanuys crpaBoYHO-O0nOIHOrpaduIecKoro anmapara
(CBA):
2 cocTaByieHHe OuOIorpaduuecKon 3amucu OJTH 2,3
JOKYMEHT
[TpocmoTp 1 oT60p KapTouek B CHA B 1eNsIX U3BATHS WIH
nepeMenieHus (BTOpUYHBIN 0TOO0D):
3 U3BITHE U3 KATAJIOTOB U KAPTOTEK KapTOUYEK Ha OJ/IHO Ha3BaHUE 1,0
JIOKYMEHTBI, CIUCaHHbIE U3 (OH/Ia; TPOCMOTP
KpaeBeI4eCcKUX, OMOIrorpaguuecKkux u
(hakTorpadMueCKUX KapTOTEK; U3BITHE U3 HUX KaPTOUYEK
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Ha JJOKYMEHTBI, TOTEPSIBIINE [IEHHOCTb, IEPEBE/ICHUE
KapTOUYKU B apXUBHBIE KaPTOTEKHU (YHUUTOKECHHE);
BHECEHHE OTMETKH B )KypHaJe y4eTa U perucTpalioOHHON
KapTOTEKe; U3bSITHE U3 KaTaJOroB M KapTOTEK KapTOUYeK Ha
JIOKYMEHTBI, CTUCaHHbIC U3 (HOH/IA
Opranuzanys KapTOTEKH MEPCOHAIUN U TEMATUYECKOMN
KApTOTEKHU:

4 ONpEeCIICHUE U COCTABIICHUE TIEPEYHS JIULI, CBEICHUS O oHa 15,0
KOTOPBIX OTPAXKAIOTCS B KAPTOTEKE; IIPOCMOTP KapToTeKa
MH(OPMALIMOHHBIX U3IaHUMN, TIEPBUYHBIX IOKYMEHTOB,
0TOOp TOKYMEHTOB JIJIs1 BKIIIOUEHHS B KAPTOTEKY;

COCTaBJICHHE aHAJTUTHYECKOT0 aHHOTUPOBAHHOTO
OoubarorpaduuecKoro onucaHust JOKyMeHTa

5 MPOCTABIICHUE KBATH(PHKALMOHHBIX HHJIEKCOB, 000D OJlHa 4,0
KapTouek Mo uHaeKcaM (andaBuUTy) U pacCTaHOBKA KapToTeka
KapTOUYKH B MH()OPMAIIMOHHBI MaCCHB

6 TEXHHYECKas U CoJiepKaTelbHast 00padoTKa JOKYMEHTOB OJIUH 3,0
JUTSI BKJIFOUCHUSI B KAPTOTEKY; pacCTaHOBKA KapTOUKH 110 JOKYMEHT
andasuty dhamMuiInii aBTOPOB U MO BUJAM JIOKYMEHTOB

7 TEXHUYECKOE peJaKTUPOBAHNE KapTOTEK: IPOBEPKA 0JlHa KapTo4Ka 2,0
COOTBETCTBUS CTPYKTYPBI, COJIEp>KaHusl U 0popMIIeHUs
KapTOUYEK B COOTBETCTBUU C TPEOOBAHUSIMU JAHHOK
KapTOTEKH; 3aMEeHa BETXUX KapTOUEeK U pa3enuTenci

2.17. DKCKYpPCHOHHAS 1eATETbHOCTH
Taoauma 39
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MEPECHUS BpEMEHHU,
MUH.

1 2 3 4
DKCKYpPCHs IO SKCIO3UIIMU My3€sl KHUTH:

1 0030pHast SKCKypCHs o/Ha 60,0

JKCKypCHUs
2 AKCKYpPCHSI ¢ TOI00POM U TTOKA30M KHUT o/Ha 300,0
IKCKYpCHUS
2.18. IIpoexT "AnTHUnaaruar"
Tadauua 40
N n/n HanmenoBanwme mporiecca, onepaiuu. CoctaB paboThI Enununa Hopma
HU3MEPEHUS BpPEMEHHU,
MUH.

1 2 3 4
OdopmiieHne 1 y4eT TOKYMEHTOB JJIS OKa3aHUs YCIIYT:

1 MOJIyYEHUE U IIPOBEPKA JIOTOBOPOB, 3aKJIFOUEHHBIX C OJINH 60,0
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(U3MYECKUMU JIMIIAMU, YUTATEISIMA OUOITMOTEKH, IO JOKYMEHT
OKa3aHUIO YCIYT, CBS3aHHBIX C UCIOIb30BaHHEM
ANEKTPOHHBIX pecypcoB (DP) 1 a1eKTpOHHBIX OUOIUOTEK
Ob)

2 BBITPYy3Ka peecTpa U3 aBTOMaTU3UPOBAHHOM CUCTEMBI I10 OJIMH PEECTp 15,0
c(OpPMUPOBAHHBIM JIOTOBOpPaM, 3aKIFOUYCHHBIM C
(U3NYECKUMU JII]AMH, YATATETSIMU OMOIHOTEKH, TIO
OKa3aHMIO YCIIYT, CBSI3aHHBIX C UCMOJb30BaHnueM JP u Db

3 CBEpKa JIaHHBIX 110 MOCTYIUBLINM JIOTOBOpaM, 0JlHa CBEpKa 40,0
3aKJIIOUYEHHBIM ¢ (PU3UUECKUMHU JIUIAMH, YUTATEISIMU
OUOINOTEKH, IO OKA3aHUIO YCIIYT, CB3aHHBIX C
ucnoJib3oBanueM DP u Db, ¢ peecTpom, BEITPYKEHHBIM U3
aBTOMATHU3UPOBAHHOW CUCTEMBI

4 IIPUEM 3asiBKU OT IOPUIMUECKOTO JIMLA Ha 3aKII0YEHHE OJIMH 15,0
JIOTOBOpA 110 OKA3aHUIO YCIYT, CBS3aHHBIX C JOKYMEHT
ucnosb3oanueM OP u Ob

5 MOATOTOBKA TEKCTa JOrOBOPA MO OKA3aHUIO YCIIYT, OJIUH 15,0
CBSI3aHHBIX ¢ Hcronb3oBanueMm JP u Ob JIOKYMEHT

6 COrJIacOBaHUE JOTOBOPA M0 OKA3AHUIO YCIIYT, CBSI3aHHBIX C OJIVH 300,0
ucnosb3oanueM OP u Ob JOKYMEHT

7 perucTpanus 1oroBopa no 0Ka3aHuIo yCIyT, CBS3aHHBIX C OJIUH 60,0
ucnosb3oBanueM OP u Ob JOKYMEHT

8 3arnoJjiHeHrue TpeboBanus Ha opopmiIeHHE GPUHAHCOBOTO OJVH 30,0
JIOKYMEHTA K J0rOBOPY IO OKA3aHUIO YCIIYT, CBA3aHHBIX C JIOKYMEHT
ucnonb3zoBanueMm OP u Ob

9 poBepKa 0POPMIICHHOTO (PMHAHCOBOTO JIOKyMEHTA K OJTMH 15,0
JIOTOBOPY Ha OKa3aHUE YCIIYT, CBA3AHHBIX C JOKYMEHT
ucnosb3oBanueM OP u Ob

10 MOJIKCAHUE JOKYMEHTA [0 OKa3aHUIO YCIYT, CBS3aHHBIX C OJIUH 960,0
ucnosb3oanueM OP u Ob JOKYMEHT

11 | BHeceHue B peecTpbl yUeTa EPBUYHbIX JaHHBIX O OJIUH 30,0
JIOTOBOPE T10 OKa3aHUIO yCIIYT, CBSI3aHHBIX C JOKYMEHT
ucnosb3oanueM OP u Ob

12 | ckaHupoBaHUE OPOPMIICHHOTO IOKyMEHTa Ha OKa3aHue OIVH 30,0
YCIIYT, CBSI3aHHBIX C UCToJib3oBanueM JP u Ob JIOKYMEHT

13 OTIIPABKa I10 DJIEKTPOHHOM I10YTE IOPUAUIECKOMY JTUILY OJIHO 40,0
CKaHUPOBAHHOM KOMHHU JJOKYMEHTA Ha OKa3aHUE yCIyT, cooO1eHue
CBSI3aHHBIX ¢ ucnoas3oBanuemM OP u Ob

14 MOATOTOBKA TEKCTa IOKYMEHTa O BHECEHUU U3MEHEHUH B OJIMH 60,0
3aKJIFOUYEHHBIN JOTOBOP HAa OKa3aHUE yCIYT, CBSI3aHHBIX C JOKYMEHT
ucnosb3oBanueM OP u Ob

15 | moAroroBka TEKCTa LIEHOBOTO NPEUIOKEHHS HA OKAa3aHUE OJINH 60,0
YCJIYT, CBSI3aHHBIX C Ucoyib3oBaHueM JOP u Ob JIOKYMEHT

16 | moAroToBKa TEKCTa akTa K JOroBOpy 00 OKa3aHWU yCIIyT, OJINH 60,0
CBSI3aHHBIX C HUCIIONb30BaHueM OP u Db JIOKYMEHT

17 | mpoBepka AaHHBIX HA O(PUIIMATIEHOM CaliTe OJIHA 3aKyIIKa 20,0
roCy/1IapCTBEHHBIX 3aKYIOK O POBEACHUH TOPrOBOM
3aKyIKM Ha OKa3aHUE yCIIYT, CBSI3aHHBIX C
ucnosb3oBanueM OP u Ob
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18 | coxpaHeHMe JOKYMEHTAIMH C O(UIIMAIBLHOIO caiTa oluH (aiin 15,0
roCy/1IapCTBEHHBIX 3aKYIOK 110 O0BSBICHHON TOPTOBOM
3aKyIIKe Ha OKa3aHUe yCIyT, CBSI3aHHBIX C
ucnonb3zoBanueM OP u Ob

19 | npoBepka JOKyMEHTallM1 TOProBO 3aKyIIKU Ha OKa3aHUE OJIMH 40,0
YCJIYT, CBSI3aHHBIX C UcToyib3oBaHueM OP u Ob JIOKYMEHT

20 MOATOTOBKA 3asIBKU JJIsI y4ACTHS B OOBSIBJICHHON TOPTrOBOM OJIHA 3a9BKa 150,0
3aKyIKe Ha OPUINalIbHOM CcaliTe TOCYIapCTBEHHBIX
3aKyIIOK 110 OKa3aHMIO YCIIYT, CBA3aHHBIX C
ucnonb3zoBanueM OP u Ob

21 BU3HPOBAHUE 3a5IBKM B COOTBETCTBUM C PETIIAMEHTOM OJVH 360,0
O6ubnMoTeKH JOKYMEHT

22 MOATOTOBKA TEKCTA JIOroBOpa i 0(hOPMIICHHS TIO OINH 70,0
OKOHYAHUIO TOPrOBOH 3aKyNKHU Ha O(ULIMaIbLHOM caiTe JOKYMEHT
rOCy/IapCTBEHHBIX 3aKYIOK 110 OKa3aHUIO yCIYT,
CBSI3aHHBIX C ucronb3oBanueMm JP u Ob

23 pa3MeleHne 3asBKU Ha OPUITHaIbHOM caiTe OoJHa 3asiBKa 40,0
rOoCyJapCTBEHHBIX 3aKYIOK

24 | yyacTHe B TOProBOM 3aKyINKe Ha OUIIHAIBHOM caiiTe OJ/IHA 3aKyIKa 120,0
roCyJIapCTBEHHBIX 3aKYMOK MO PErVIAMEHTY AJIEKTPOHHOU
TUIOMIAIKU

25 | mOArOTOBKA TEKCTOB JJOKYMEHTOB B COOTBETCTBUU C OJIUH 360,0
TpeOOBaHUSMU PETJIAMEHTA MPOBEACHUS TOPTOBOU JOKYMEHT
3aKYIIKH 110 OKa3aHUIO YCIIYT, CBSI3aHHBIX C
ucnonb3zoBanueMm OP u Ob

26 | popMHpOBaHUE MJIATEKHOTO TOKYMEHTA B OYXTaJITePCKOit OJIUH 30,0
nporpaMMe o TpeboBaHuio Ha oopmiieHrne GUHAHCOBOTO JOKYMEHT
JIOKYMEHTA K J0rOBOPY O OKA3aHUIO YCIIYT, CBA3aHHBIX C
ucnonb3zoBanueMm OP u Ob

27 | BBIBOJ HA MeyaTh U3 OyXraiaTepcKoil mporpaMmmbl OJIVIH 7,0
c(hOPMHUPOBAHHOTO TUIATEKHOTO JOKYMEHTA JIOKYMEHT

28 repeaya MakeTa IJIaTeKHbIX JOKYMEHTOB Ha NOANMCAaHUE OJIMH MHaKeT 30,0
B OyXTanTepuio

29 | bopmupoBaHHE €KETHEBHOTO OTUETA O PA0OTE MO MPOEKTY OJIH 60,0
Y BBITIOJIHEHUH YCITYT, CBA3aHHBIX C UCMOJIb30BaHUEM DP u JTIOKYMEHT
Ob

30 | KOHTPOJIb CPOKOB BHITIOJHEHUS YCIIYT, CBA3AHHBIX C OJIUH 30,0
ucnosp3oanueM OP u Ob JOKYMEHT

31 | KOHTPOJIb UCTIOJIHEHUS! (PUHAHCOBBIX 003aTENBCTB IO OJIUH 30,0
JIOTOBOPY Ha OKa3aHME YCIYT, CBA3aHHBIX C JOKYMEHT
ucnosb3oBanueM OP u Ob

32 CBEpKa MCIIOTHEHUS 00s13aTeNIbCTB M0 3aKTFOYEHHBIM OIUH 60,0
JI0OTOBOpaM Ha OKa3aHUE yCIyT, CBS3aHHBIX C JOKYMEHT
ucnonb3zoBanueMm JP u Db

33 KOPPEKTUPOBKA JAHHBIX B peecTpax yuera 00 UCIIOTHEHUH OJUH 40,0
YCIIOBHI JIOTOBOpa MO OKAa3aHUIO YCIIYT, CB3aHHBIX C JOKYMEHT
ncrnons3zoBanneM OP u Ob

34 | HampaBIeHME IOPUIUYECKOMY JIUIYy COOOIIEHHUS O OJIHO 30,0
AJIEKTPOHHON MouTe 00 MCIIOJIHEHNUH YCIOBHI IOroBOopa Mo |  coO0IIeHue
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OKa3aHUIO yCIIYT, CBSI3aHHBIX ¢ Ucnoib3oBaHueM OP u Ob

35 (dhopMupoBaHKE MaKeTa JOKYMEHTOB JIJIsl HAallpaBJICHUS OJINH TaKeT 40,0
IOPUJIMYECKOMY JIMILY TOYTOBBIM OTIIPABIICHUEM

36 BbIJIaya OPUTHMHAJIOB 3aKJIIOUYEHUH U KOMIUJIEKTOB OIH 60,0
JIOKYMEHTOB 3aKa34MKaM Ha PyKU JIOKYMEHT

37 | HOArOTOBKA KOMIUIEKTAa JOKYMEHTOB II0 JOTOBOPaM ¢ OJIMH 60,0
MIOJIHOCTHIO BBIMOJIHEHHBIMH 00513aTEIbCTBAMU OKA3aHUS KOMILIEKT
YCIIYT, CBSI3aHHBIX C Hcnoib3oBanuemM OP u Db, s
nepeiayu B OyXrajJTepuIo

38 | cocraBieHue peecTpa KOMIUIEKTOB TOKYMEHTOB, OJIUH peecTp 60,0
XpaHALIMXCS B apXUBE U / UK TIepejaBacMbIX B
OyXranTepuio

39 COCTaBJICHHE U 0(DOPMIICHHE apXUBHOM MANTKK OPUTHHAIIOB OJIHA TIarkKa 30,0
JTOKYMEHTOB

40 CO3JJaHUE apXUBHOMU 3JIEKTPOHHON KOIUU JOKYMEHTOB C OIVH 40,0
MOJTHOCTBIO BBIMIOJTHEHHBIMU 0053aTEIbCTBAMU OKa3aHUS JOKYMEHT
yCIyT, CBSI3aHHBIX ¢ Ucoib30BaHueM OP u Ob,
repeaBaeMbIX B OyXrajaTepuro

41 nepenavya JOKyMEHTOB B OyXralTepHio 10 peecTpy OJMH peecTp 40,0
KOMILIEKTOB JIOKYMEHTOB

42 (dhopMHpOBaHHE OTUETOB O pe3yibTaTax pabOTHI 1O OJVH 1200,0
MPOEKTY OKa3aHUs YCIIYT, CBI3aHHBIX C HCTIOJb30BAHUEM JOKYMEHT
OP u Ob
NudopmanmonHas mojiepkka mob30BaTelei o
OKa3aHUIO YCIYT, CBSI3aHHBIX C Mcnonb3oBanueMm DP u Ob:

43 | TeneoHHBIE KOHCYIBTAIIUH 10 OKA3aHUIO YCIYT, OJIH 3BOHOK 40,0
CBSI3aHHBIX C Mcnoab3oBanueM DP u Ob, mis
IOPUANYECKUX U (PU3UUECKUX JINIL

44 COCTaBJIEHHE COOOIIEHNIT B OTBET HA BXOISIIINE OJTHO 180,0
3JIEKTPOHHBIE MTMCHhMA 110 OKA3aHUIO YCIIYT, CBSI3aHHBIX C cooOrieHne
ucnosb3oBanueM OP u Ob

45 (dbopMHpOBaHKE CIUCKA KJIMEHTOB JUIs IPOBEICHUS OJIHA pacchblIKa 1920,0
MacCOBOM PACCHUIKHU IO AJIEKTPOHHOM MOYTE MO MPOEKTY
OKa3aHMsl yCIYT, CBA3aHHBIX ¢ Ucrnonb3oBaHueMm JP u Ob

46 | mOAroTOBKA JOKYMEHTOB JIJIsl IPOBEACHMSI MacCOBOM OJIHa pacchlIKa 600,0
PACCBUIKH MO MPOEKTY OKa3aHUsl YCIYT, CBA3aHHBIX C
ucnosb3oBanueM OP u Ob

47 | npoBeeHHE MACCOBOM PACCHUIKH 110 MPOEKTY OKa3aHUs OJ/IHA pacchliiKa 90,0
YCIIYT, CBSI3aHHBIX C UCToJib3oBaHueM JP u Ob
Ocy1ecTBiieHHE YCIYTH MPEAOCTaBIeHUs 10CcTyma K OP u
Ob:

48 perucTpanvsi HOBbIX / akTUBAIUs / IeaKTUBALIHS PaHee OJIHAa 3aIliCh 30,0
paboTarIMUX PUIAIECKUX / (GU3UIECKUX JIUIT B
ABTOMATU3UPOBAHHON CUCTEME

49 | hopmupoBaHHE COOOIICHUS MTPEICTABUTEITIO OJIHO 30,0
FOPUIMYECKOTO JIUIA C TAHHBIMU JJISI aKTUBAIIMH JIOCTYTIa coob1ieHue
Kk OP u Ob

50 | KOHTPOJIb 332 OKA3aHUEM YCIYT, CBA3aHHBIX C OJIHO 60,0
ucnonb3zoBanueMm OP u Ob, s opuandyeckux u IOPUANYECKOE /
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¢uznueckux nui ¢ P u Db, BKiItoyasi MOHUTOPUHT ¢duznueckoe
HapyLEeHMsl IPaBUJI OKa3aHUs YCIyT JIMLIO

51 | KOppeKTHPOBKA JaHHBIX O FOPUIUYECKUX JINLAX B 0J1HA 3aIlMCh 30,0
aBTOMaTU3MPOBAHHOM cUCTEME

52 BHECEHHE U3MEHEHUM B CIIMCOK IOPUIMYECKUX JIUII, OJIHA 3aITHCh 30,0
pa3MELICHHbBIN Ha cailTe MPOEKTa
Ocy1iecTBieHne yCIIyTu IPOBEPKU TEKCTOBOIO JOKYMEHTA
Ha HaJINYME 3aMMCTBOBAHUN U3 JOKYMEHTOB B cocTaBe Jb:

53 BHECEHHUE B PEECTP yUueTa MEPBUYHBIX IAHHBIX O OJVH 15,0
IIOCTYIMBIIEM JOKYMEHTE Ha OKa3aHHUE YCIYTU IIPOBEPKU JOKYMEHT
TEKCTOBOI'0 IOKyMEHTa Ha HAJM4YUe 3aMMCTBOBAaHUN U3
JIOKYMEHTOB B cocTane Ob

54 | KOppEeKTHPOBKA JIAaHHBIX B peecTpe yuera 00 dTamnax OJVH 15,0
BBIIIOJTHEHUS 3aKa3a 110 OKA3aHUIO YCIYT'H POBEPKHU JOKYMEHT
TEKCTOBOI'0 IOKyMEHTa Ha HaJM4YUe 3aMMCTBOBaHUN U3
JIOKYMEHTOB B cocTane Ob

55 | pacnpeneneHue JOKYMEHTOB IO SKCIEPTaM JJIsl OKa3aHUs OJIUH 40,0
YCIIyTH IPOBEPKU TEKCTOBOTO JOKYMEHTA Ha HAJIU4He JIOKYMEHT
3aMMCTBOBaHUI U3 JTOKYMEHTOB B cocTaBe Db

56 | mepenava JOKYMEHTA SKCHEPTY JUIsl OKa3aHUs YCIYTH OIVIH 15,0
IIPOBEPKH TEKCTOBOT'O JIOKYMEHTA Ha HAaJIU4YHUe JOKYMEHT
3aMMCTBOBaHUHN U3 JOKYMEHTOB B cocTaBe Db

57 | monyuyeHue U 06pabOTKa FKCIEPTOM JTIOKYMEHTA Ha OJIUH 40,0
OKa3aHue yCIyrd MPOBEPKH TEKCTOBOT'O JJOKYMEHTA Ha JIOKYMEHT
HaJIM4YMe 3aMMCTBOBAaHUI U3 JOKYMEHTOB B cocTaBe Db

58 | u3ydeHue 3KCIEePTOM CTPYKTYpPbI, COCTaBa, COACPKAHUS OJIUH 180,0
JOKYMEHTA JIJIsl OKa3aHUs YCIIYTH IPOBEPKU TEKCTOBOTO JOKYMEHT
JIOKYMEHTA Ha HaJM4Ke 3aMMCTBOBAaHUH U3 JOKYMEHTOB B
cocrase Db

59 | mpoBepKa 3KCIEPTOM TOKYMEHTA Ha HAJIMYKME IPUEMOB, OIVH 180,0
MPEMSTCTBYIOUINX PaclO3HABaHUIO TEKCTa JIOKYMEHT
aBTOMATHU3MPOBAaHHOW CUCTEMOM M OKA3aHUIO YCIYTH
MIPOBEPKU TEKCTOBOTO JOKYMEHTA Ha HaJIU4He
3aMMCTBOBAaHUN U3 JOKYMEHTOB B cocTaBe Ob

60 | mpoBeJeHNE SKCIIEPTOM NEPBUYHOM MPOBEPKH TOKYMEHTA OJIMH 60,0
C MCIIOJIb30BAaHNEM aBTOMAaTHU3UPOBAHHON CHCTEMBI JOKYMEHT

61 00paboTKa 3KCIEPTOM OTYETa aBTOMATU3UPOBAHHON OJIUH 480,0
CHUCTEMBI O IEPBUYHOI MPOBEPKE TOKYMEHTA C LIEJIBIO JOKYMEHT
VCKJIIOYEHUS] KOPPEKTHBIX 3aUMCTBOBAHHM

62 | aHAJIN3 DKCIIEPTOM HEKOPPEKTHBIX 3aMMCTBOBaHU, OIVH 600,0
0OHapyKEHHBIX B TOKYMEHTE JOKYMEHT

63 aHaJIM3 CIpaBOYHO-OMOIMOrpaduyeckoro anmnapara OIVH 480,0
JIOKYMEHTA, BKJII0Yasi CBepKY UCTOYHHKOB, YKA3aHHBIX B JIOKYMEHT
CIIMCKE JINTEPATYPHI

64 | bopMHpOBaHHE TEKCTA SKCIEPTHOTO 3aKIFOYESHHUSI 10 OIVIH 120,0
UTOTY ITPOBEIEHHON NMPOBEPKU JOKYMEHTA C YUETOM JOKYMEHT
JTAHHBIX OTYETa aBTOMATU3UPOBAHHOM CHCTEMBI

65 | mpoBepKa TEKCTa 3aKI0YEHHsI Ha IPEIMET COOTBETCTBHUS OJINH 15,0
YCTaHOBJICHHBIM TPEOOBAHUAM K Pe3y/IbTaTy OKa3aHUs JIOKYMEHT
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YCIIYTH IPOBEPKH TEKCTOBOTO TOKYMEHTA Ha HAJTU4YUe
3aMMCTBOBAaHMM U3 TOKYMEHTOB B cocTtaBe Jb

66 | aHanu3 coJep KaHus pe3yIbTaTOB IPOBEPKH, YKa3aHHBIX B OJIMH 60,0
3aKJIIOUYEHUH, KOPPEKTUPOBKA (DOPMYITHPOBOK JIOKYMEHT

67 | BBIBOJ HA II€YaTh UTOTOBON (hOPMBI 3aKITFOUCHUS 110 OJIUH 15,0
pe3yNbTaTy MPOBEIEHHOM MPOBEPKH IOKYMEHTA C Y4ETOM JOKYMEHT
JTAHHBIX OTYETAa AaBTOMATU3UPOBAHHOM CHCTEMBbI

68 MOAIMCAHUE 3aKJIFOUECHUS OJINH 240,0

JIOKYMEHT
69 | ckaHupoBaHHe OPOPMIICHHOTO 3aKITFOUCHUS OJIMH 30,0
JIOKYMEHT

70 | KOPpEKTHPOBKA B PEECTPax yUeTa JaHHBIX O BHINOJIHEHUU OIVIH 40,0
0053aTeNBCTB 1O JJOTOBOPY M OKA3aHUIO YCIYTH MPOBEPKU JOKYMEHT
TEKCTOBOI'O JOKYMEHTAa Ha HaJIM4YME 3aMMCTBOBAaHUH U3
JIOKYMEHTOB B coctase Ob

71 COCTABJICHHE JIOTIOJHEHUS K 3aKJIFOYEHHUIO IO PE3YJIbTaTy OJIHO MUCBMO 120,0
OKa3aHUs IPOBEPKU TEKCTOBOTO JOKYMEHTA Ha HaJN4ne
3aMMCTBOBaHUHN U3 JOKYMEHTOB B cocTaBe Ob

72 cOop u 00paboTKa CTATUCTHYECKUX JIAHHBIX 110 TPOCKTaM OJIVH 3a1poc 240,0

73 | c ucnonb3oBanueMm DP u Ob

74 | mpoBeJeHHe MPOBEpKH KauecTBa ¢aitios B Db onuH (ain 40,0

75 | 3arpy3ka (aiisoB s BKIIOYCHHS B Db ¢ MpOCTaHOBKOH oauH dain 30,0
MpHU3HAKa JOCTYIa

76 | pe3epBHOE KonupoBaHue PaitnoB Ob OZIHO 60,0

KOIMUPOBAHUE

2.19. Oka3zanme ycJayr yjajeHHbIM 0Jb30BaTeIsIM, B TOM YHCJIe YNTATEJIIM ONOJINOTEKH,

NOCPe/ICTBOM OHJIAIiHOBBIX AaBTOMAaTH3HPOBaHHbIX cepBucoB (OaAC)

Taoauua 41
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTbl Enununa Hopma
U3MepeHus BPEMEHH,
MUH.
1 2 3 4
1 TeneOHHbIE KOHCYIBTAIlMHU TI0 OPTaHU3AIHOHHBIM OJIMH 3BOHOK 30,0
Bomnpocam 0(hopMIIEHUS U MPEAOCTaBICHUSI YCIIYT Yepes
OnAC
2 COCTaBJICHHE COOOIIIEHU B OTBET Ha JIEKTPOHHBIEC TUChMa OJTHO 180,0
nosib3oBareneit OnAC cooO1ieHne
3 TepeHarnpaBjIeHIue COOOIICHHI B TIOIpa3ieJicHuE, OIHO 15,0
OTBETCTBEHHOE 3a OKa3aHue KOHKpeTHoH ycinyru B OnAC cool1ieHue
4 KOHTPOJIb U 00pab0TKa NOJTy4eHHBIX 3aKa30B B ONAC OJIMH 3aKa3 20,0
5 npoBepka 3aka3oB B OTAC Ha COOTBETCTBHE IPABHIIaM OJIVH 3aKa3 30,0
IIPEIOCTABIICHUS YCIYT
6 KOHTPOJIb 32 MOCTYIUIEHUSIMU CPEJICTB MO OIUIAYE€HHBIM OJIHA yciIyra 60,0
3aka3zaM B OnAC
7 KOPPEKTHUPOBKA CTaTyca 3aKa3a, 3aKphITHE 3aKa30B OJIMH 3aKa3 30,0
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8 IIOATOTOBKA aKTa CBEPKU 3a OTUETHBIN NEPUO O OJIMH 60,0
MOCTYIUICHUSX CPEJCTB MO OIJIaueHHbIM 3aka3aMm B OnAC JIOKYMEHT

9 MOAMMCAaHUE CBOJHBIX OTYETHBIX TOKYMEHTOB OJIMH 300,0

JIOKYMEHT

10 | popmupoBaHue nakera JOKYMEHTOB JJIsl HAITPABICHUS OJIMH IaKeT 30,0
MIOYTOBBIM OTIPABICHUEM

11 (hopMHUpPOBaHKE €KETHEBHOTO OTYETA O HOBBIX 3aKa3ax U OJWH OTYET 60,0
BbINOJHEHUH yciyT B OnAC

12 (hopMHUpPOBaHKE UTOTOBBIX OTYETOB O pe3yjIbTaTax padoThI OJWH OTYET 1500,0
10 MIPOEKTY, C ACTATU3ALMEN 110 KaXKJI0U OTAEIbHON
yciyre
Perucrpanus nosnp3oBaTeneil B pe:xxuMe OHJIANH:

13 MIPOBEPKA 3aIMKCH MOJIH30BaTENsS B OMOIHOTEKY OJVH 1,0

110JIb30BATEIb

14 00paboTKa 1 BBOJ (haMUJINU, HMEHH, OTYECTBA OJINH 2,5

MOJIb30BATENS U aJIpeca €ro JIEKTPOHHON MOYTHI AJIEKTPOHHBIN
dhopmysap

15 COCTaBJICHHE NTMChMa C YKAa3aHHUEM JIOTUHA U OIHO 2,5
CT€HEPUPOBAHHOTO CUCTEMOM MapOJIsl, MIPUKPETIICHUE JNEKTPOHHOE
MHCTPYKLMHU IIOJIb30BAaHUS U OTIIPABKA €ro 110 IIUCBMO
AIIEKTPOHHON MOYTE MOJIH30BATEIIO
OO6cnmy)KuBaHKE N0JIb30BaTENNEN B PEKMME OHJIAMH!

16 | Beirpy3ka u3 OnAC OTYETHBIX JaHHBIX 3a OIPEJIECTICHHbII oZMH (haiin 5,0
MIEPHUOJ] BPEMEHU

17 | pa3melieHre HOBBIX MOCTYIUIEHUHM TOKYMEHTOB Ha CalTe o/MH (aiin 1,5
OMOIMOTEKH: CO3/JaHKEe 3ar0JIOBKAa aHHOTAIIUU;
npuKperuieHue (ainos

18 pacchlIKa MO 3JIEKTPOHHOM MOYTE YAAJICHHBIM OIHO 1,5
MOJIH30BATENSIM MH(DOPMAITMOHHBIX COOOIIEHUHN 3JIEKTPOHHOE

IIMCHMO

19 | uHpopMaLOHHOE COMPOBOXKACHUE caiiTa, mopTana u OJIHO 1,5
CTpaHUI[ B COLIMAJIbHBIX CETAX: CO3/IaHNE 3ar0JI0BKa cooOrieHne
aHHOTAIlMU; NpUKperuieHne daina(oB)

3. TunoBbIe OTpacaeBble HOPMBI TPYAa HA PaGoTHI, BHINOJIHSIEMbIE B CTIEHATH3HPOBAHHBIX
OMOaMoTeKaX AJ151 HHBAJIM/I0B 110 3PEHHNI0

HopwMmsbl Tpyna pa3zpaboTaHbl Ha OCHOBHBIE BHBI pabOT, BBHIMOIHSAEMBIX B CIEIHUATIN3UPOBAHHBIX
OuOIMMoTEeKax I WHBAJIUAOB IO 3PEHUIO: KOMIUIEKTOBaHME M ydeT Oubnuoredynoro ¢GoHa;
O6ubnuoreynast 00paboTKa TOKYMEHTOB; OpraHU3allvs U BEACHHUE KaTaloroB, popmMupoBaHue 0a3 TaHHBIX,
B TOM uucie 0a3 JaHHBIX 3BYKOBBIX (ailioB; paborta ¢ (poHIOM M obecreyeHHe €ro COXpPaHHOCTH;
CTallMOHAPHOE M BHECTAIlMOHApPHOE OOCTy)KHMBAaHHE TOJB30BaTENel; MaccoBas, CIpPAaBOYHAS U
uH(poOpMaIlMoHHass paboTa; HAyYHO-METOJWYECKas | PEIaKIHMOHHO-M3/aTeNlbckas padoTa; BBITYCK
MAJOTUPAKHBIX U3JAHHUH CIICIUATBHBIX (POPMATOB.

[Ipu BBITONTHEHWH PabOT CIIA0OBHIANIUMH W HE3PSYUMH  CICIUAIHCTAMH  JCHCTBYIOT
MOMpaBOYHbIE KOADPHUIIMEHTHI: s cnaboBUIAIINX - 1,5; M1t He3psauux - 2,0.

3.1. KommiektoBanue 0M0JM0TEYHOr0 (pOHIA
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Taoauma 42

N o/

Haumenosanue npouecca, onepanuu. CoctaB paboThI

Ennuuna
U3MEPECHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

Tekymiee KOMIUIEKTOBaHUE OMOJIMOTEYHOTO (POH/IA:

IIPOCMOTP KHUTOU3AATENbCKON M KHUTOTOPTOBOM
nHpopManuy (aHHOTUPOBAHHBIX TUIAHOB BBIITYCKa
JUTEpaTyphl, IPOCIEKTOB, CATOB U3AATENbCTB U
M3JIAI0IUX OpraHu3aiuil)

OJIHA TTO3UIUS

0,5

OIpeZIeJICHUE TEMbI U BHJIAa JOKYMEHTA, TOJIeKAIIETO
0TOOpY, BEISICHEHHE HEOOXOIUMOCTH MPHOOPETEHUS,
CBEpKa C 3JICKTPOHHBIM KaTaJIOTOM

OJIMH
JOKYMEHT

6,0

OHpG[[GJIeHI/Ie OK3CMINISIPHOCTH 3aKa3a:

OJHa IMo3nnus

(O8]

TUTSL TIOJTpa3 IeICHUI

1,0

n

JJI OnOIMOTEKH B OcJIoM

2,0

oopmieHne 3aKkaza: COCTaBJIEHUE JJOrOBOpa, 0(opMIIeHUE
IIPUJIOKEHNUS K IOTOBOPY; YKa3aHUE dK3EMILIIPHOCTH,
CTOMMOCTH 3aKa3a; COCTABJIICHUE TEXHUYECKOIO 3a1aHMs

OJHH 3aKa3

45,0

IMOATOTOBKA K MPOBCACHUIO TOPIOB: COCTABJICHUC CIIMCKA
Tpe60BaHPII>i K YyJaCTHHKaM KOHKYpCa; OIMOBCHICHUC
YYaCTHHUKOB KOHKYpPCa O CPOKE NMPOBCACHN A, HAITUCAHUC,
perucTpanud U pacCbllIKa IIMCbMa B U3AATCIILCTBA U
HU3Jaromue opraHin3anuu

oJlHa
npoueaypa

200,0

PaboTa B aBTOMaTH3MPOBAaHHOM PEXKHME:

BBOJ] 3aKa3a TEKYIIET0 KOMILJIEKTOBaHUS B 0a3y JaHHBIX
aBromaTtusupoBanHoi cuctemsl (b AC); ykazanue
AK3EMIUISIPHOCTH 3aKa3a, paclpeiesieHre M0 CTPYKTYPHBIM
10/Ipa3/JIeJIEHUsIM

OJHO Ha3BaHHC

3,0

penaktupoBanue BBeneHHbIX B B/] AC cBenenuii o 3akase;
BBIBOJ] Ha DKPaH; BHECEHUE U3MEHEHUN

OJHO Ha3BaHHC

6,0

BBIBOJ] Ha TIPUHTEP JIaHHBIX TEKYIIETO KOMIUICKTOBAHUS;
pacrieuaTka

OJHO Ha3BaHHC

1,0

Benenue KapTOTCKHU TCKYIICTO KOMIIJICKTOBAHUA!

10

COCTAaBJICHHUEC KapTOUKH, YKA3aHUC aBTOpPa, 3arjiaBus,
BBIXOJHBIX JaHHBIX, MCTOYHHKA KOMIIJICKTOBAHU

0JlHa KapTO4Ka

3,0

11

pa3pe3Ka U3aaTCIbCKUX IJIaHOB, paCric4yaToOK I
KapTOTCKHU TCKYILICTO KOMIIJICKTOBAHUSA; HAKJICUBAHUEC HA
KaTaJIOKHBIC KapPTOYKU

0JlHa KapTO4Ka

2,0

12

mo0opKa KapTouek 1o andaBUTy; pacCTaHOBKA B
KapTOTEeKY TEKYIIEro KOMIUIEKTOBAHHUS

OJlHa KapTOouKa

1,0

OdopmiieHre MOIMMCKN HA IEPUOTNICCKIEC U3/IaHMUS:

13

POCMOTp KaTtasioros "Pocreuatn"; oT60p nepuoanyeckux
W3JIaHuM 7151 TOJIUCKU

OJHa IMo3nnus

0,5

14

cOOp 3asBOK JIJIsl TOJIMTUCKU OT CTPYKTYPHBIX
MOJIpa3IeICHUI

OJJHa 3as1BKa

1,0

15

O(bOpMJ'IeHI/Ie 3dKa3ad Ha NOANUCKY; MOACUCT CTOMMOCTHU

OJHWH 3aKa3

300,0
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(HaxmagHasi, akT); MoAOOpKa TOKYMEHTOB MO0 KOMILJIEKTaM,
asi(haBUTy aBTOPOB U 3arjiaBUid, SKCIIEUIIMOHHBIM
HOMEpaM; CBEpKa C COMPOBOIUTEILHBIM JIOKYMEHTOM;
MPOCTABIICHHUE IIEHBI HAa JOKYMEHTE, [TOJICUET YnCIIa
AK3EMILISIPOB, OOIIYI0 CTOUMOCTD

MOJIHUCKH C YyYETOM JOCTAaBKH; COCTaBJIEHHUE JOI0OBOPa,
odopmIIeHrEe TPUIIOKEHUS K IOTOBOPY
16 | cocraBneHue perucTpaliMOHHON KapTOUKH JUIsl KAPTOTEKH | OJIHA KapTOuyKa 6,0
MEePUOANYECKUX U3aHHI; yKa3aHue HHIeKca, roja,
NEPUOTNIHOCTH, HICTOUYHHUKA ITOCTYIUICHUS, CTPYKTYPHOTO
0/Ipa3IeJIeHUs
PaboTa B aBTOMaTH3MPOBAaHHOM PEKHUME:
17 | BBOA 3aKka3a Ha nepuoanyeckue nzganus B b1 AC 0JIHa KapTO4Ka 3,0
18 KOPPEKTHUPOBKA 3aKa3a; BbIBOJ] HA SKPaH CIIMCKa OJIHa TIoIpaBKa 0,3
MEPUOJINYECKUX U3/IaHNI; BHECEHUE N3MEHEHUN
JlokomIuIeKTOBaHHE OMOJIMOTEYHOTO (POH/IA:
19 | mpuem 3asBOK Ha MPUOOpPETEHUE TOKYMEHTOB OT 0J1Ha 3as1BKa 3,0
CTPYKTYPHBIX NOJIpa3eseHui
20 | cocraBnenue 6ubnMorpaduyeckoi 3anKcy; yKkasaHue OJTHA KapTOYKa 3,0
KOJIMUECTBA K3EMILISIPOB U CUTJIOB MOApa3/IeICHUM
21 | BKJIIOUEHHE 3aBKH B KAPTOTEKY JOKOMILJICKTOBAHUS 0JIHA KapTO4Ka 0,3
22 | mpoCMOTp KapTOTEKU HEYOBIETBOPEHHOIO CIIPOCa; OJIUH 2,0
aHaJIu3 OTKa3a JUIsl BBISIBIICHUS OTCYTCTBYIOIIMX JOKYMEHT
JOKYMEHTOB; BKJIIOUHTH UX B KAPTOTEKY
JIOKOMITJIEKTOBAHUS
CocTaBiieHHE ONIEpaTUBHOIO IJIaHA KOMIIJIEKTOBaHMSI:
23 onpeielIeHUE KOTMYECTBEHHBIX TTOKa3aTelield o0bema OJIVH IJIaHAa 1200,0
¢doHaa (mocTyruieHne, BHIOBITHE), OTPACIIEBOTO COCTAaBA,
HMCTOYHUKOB MOCTYIICHUS, CMETHI PACX0JIOB
OdopmiieHne raHa KOMIJIGKTOBaHUS B (popme:
24 TadJIuI oJ1Ha Tabimua 5,0
25 | KapTOTEKH 0JIHa KapTO4Ka 3,0
PaboTa B aBTOMaTH3UPOBAHHOM pEXHUME:
26 BBOJI, IlTaHa komiuiekToBanus B b AC OJIVH IJ1aH 30,0-
120,0
27 | xoppektupoBka bJl; BbIBOJI Ha 9KpaH; BHECEHHE OJIHA TIOTIpaBKa 0,3
W3MEHECHUU
3.2. lIpuem, BbIObITHE U Y4eT IOKYMEHTOB
Tadimua 43
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
[TpreM MOCTYNUBIINX TOKYMEHTOB!
1 MpPHUEM JIOKYyMEHTOB MO CONTPOBOAUTENILHBIM JIOKYMEHTaM OJTHA MapTus 5,0
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[Tpuem 10KyMEHTOB 6€3 CONPOBOUTEIHHBIX JOKYMEHTOB:

2 moaOOpKa JOKYMEHTOB 1O KOMILUIEKTaM, ajipaBuTy OJVH 10,0
aBTOPOB M 3arjaBuil; IPOBEJACHNUE OLICHKY JOKYMEHTOB JOKYMEHT

3 COCTABJICHHE AKTA HA IIPHEM JIOKYMEHTOB OJIMH aKT 5,0

4 MPOCTABJICHUE MITEMIIEIIA HA TUTYJIBHOM JIUCTE U Ha 17-i1 OJVH 0,6
CTpaHHMIIE JOKYMEHTAa Ha OyMa)KHOM HOCHUTENE, KaKIOM JOKYMEHT
KOHTeHHepe "ToBopAIlIei" KHUTY Ha KacceTax,
KOHTeWHepax (puem-kapT, ONTHUYECKUX U KECTKUX JUCKOB
CBepka NOoCTYNUBIINX JOKYMEHTOB C KAPTOTEKOM
TEKYIIEro KOMIIJIEKTOBaHMSI:

5 CBEpKa MOCTYMUBIIIETO JOKYMEHTA C KAPTOUKOH U3 0JIHA KapTOYKa 1,0
KAapTOTEKH TEKYIIET0 KOMIJIEKTOBAHUS; IIOUCK KapTOUKH,
BBIITOJIHEHNE HA KAPTOYKE OTMETOK

6 YCTaHOBJICHHE KapTOUKH 3a pa3enuTelp "BoeilnolHeHHbIE | OJHA KapTOuYKa 0,5
3aKasbl"
PaboTa B aBTOMaTH3MPOBAaHHOM PEKHME:

7 co3nanue B bJ[ AC 3anucu o HOBOW OpraHu3aIuu- OJIHa 3aIliCh 2,0
IIOCTABILUKE

8 mouck 3anucu B b/l "3aka3"; BHeceHHE OTMETOK O OJIHA 3aIIHCh 0,6
BBITIOJTHEHUH 3aKa3a

9 MpOBEpKa Ha TyOIETHOCTh MOCTYNHUBIINX TJOKYMEHTOB B OJIUH 2,0
b AC JIOKYMEHT

10 | peructpauus HOBbIX noctyreHuil B B[ AC OJIUH 3,0

JIOKYMEHT

11 MOJINKCKA Ha IPOAOKAIOIINECS N3JaHUs; BBIIIOJIHEHUE B | OJITHO Ha3BaHUE 2,0
PETUCTPALIMOHHON KapTOYKe OMOIMOTEYHBIX OTMETOK

12 | koppextupoBka 3anuceil B b/l AC; BbIBoA 3anucu Ha 0JlHA TIOIIpaBKa 0,3
9KpaH; BHECEHUE U3MEHEHUIT
[Ipuem u peructpaiys KypHaJIOB U ra3er:

13 | moxbopKa >XypHaJIOB U Ta3eT Mo andaBuTy Ha3BaHUIl, OIVH 1,0
MOMCK PErUCTPAIMIOHHON KapTOUKH B KapTOTEKE JIOKYMEHT
MOAINMCHBIX NEPUOANYECKUX U3IaHNN; OTMETKA HOMEPA,
JIaThl OJYYEHUS IOKYMEHTa

14 | mpocTaBieHHe HITEMIIENS Ha KypHaJe, Tra3eTe OIVIH 0,5

JOKYMEHT

Pabota B aBTOMaTU3MpOBAaHHOM PEXKHUME:

15 OTMETKA O PErUCTPALMH NIEPUOAUYECKUX U3aHUN B b/] OJHA 3aIUCh 0,5
AC (HOMep, KOJIMYECTBO IK3EMILISIPOB, OTJIEN XPAHEHNUs)
Benenue KHUTM CyMMapHOTO y4era:

16 | BbIIENIEHHE TOKYMEHTOB IO BUJIaM, OTPACIISIM 3HAHUS; OJIHA MMapTUs 10,0
MIOJICYET YUCJIa JOKYMEHTOB; 3aIIUCh PE3YJIbTaTOB
MOJICYETA M0 YCTAaHOBJIEHHOU (popMe B KHUIe CyMMapHOIO
yuera (KCY)

17 MOZICYET MOCTPAHUYHO 10 MO3UIUsAM JaHHBIX KCVY; OJIHa MO3UIIUS 2,0
IIEPEHECEHNE UTOTH Ha CIIEYIOIIYIO CTPAHUILY

18 CBepKa (PMHAHCOBBIX JOKYMEHTOB OT/eJa ¢ (PMHAHCOBBIMHU OJUH 2,0
JOKYMEHTaMH OyXTalTepuu JOKYMEHT

19 | odopmiieHHE CONMPOBOAUTENBHBIX TOKYMEHTOB OIVH 15,0
(HakmagHasl, aKT) JUIA Mepeaadn B OyXraaTepuro JTOKYMEHT
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PaboTa B aBTOMaTH3MPOBAaHHOM PEXKHUME:

20

BBOJ ctatuctuyeckux gaHHbIX KCY B BJ] AC (roa, Homep
KCY, nomep conpoBoIUTEILHOTO JOKYMEHTA, UCTOYHUK
KOMIUIEKTOBAHUSI, UICTOYHUK (PMHAHCUPOBAHUS, UUCIIO
Ha3BaHM, YMCII0 SK3EMIUIIPOB, TUI U3JaHUM, CyMMa)

OJIHa ITapTHUsA

6,0

21

pacnedarka KCVY Ha npunTepe

OJIHA CTpaHUIIA

1,0

Benenve nHBEHTapHOM KHUTHU:

22

oopmieHre MTHBEHTAPHOW KHUTH; HyMEpalus CTPaHHII,
IIPOCTaBJICHUE HOMEPA B MHBEHTAapPHON KHUTI'E

OJIHA CTpaHHUIA

1,0

23

3aMMch JOKYMEHTOB 10 YCTaHOBJIGHHOU popme B
WHBEHTAPHYIO KHUTY; BHECEHHE OUOIMorpaduuecKux
CBEJICHMIA Ha HOBBIC TIOCTYILICHUS; TPOCTABJICHUE
WHBEHTAPHOTO HOMEpa Ha JOKYMEHTE,
UICHTH(PHUKAITMOHHOTO (CHCTEMHOT0) HOMEpa Ha KeCTKOM
JICKE

OJWH
JOKYMCEHT

10,0

PaboTa B aBTOMaTH3MPOBAaHHOM PEKHME:

24

co3zlanue oubaMorpaguueckoi 3aUCcH Ha MOCTYIUBILUI
nokyMeHT B "MuBentapHoii kaure" B/ AC

OJIUH
JIOKYMEHT

15,0

25

paciicuaTka HHBCHTapHOfI KHHUI'M Ha IIPUHTCPC

OJIHA CTpaHUIIA

1,0

BriObITHE TOKYMEHTOB:

26

COCTaBJICHHUEC I'OJO0BOI'O I1JIaHa Ha BI)I6I)ITI/IG; YKa3aHue
KBapTaJia, HOApa3aCJICHUA, BUId JOKYMCHTOB, KOJIUYCCTBO

OJHH ITJIaH

2160,0

CocraBiieHre aKTOB CITUCAHU:

27

npueM GopMyIIsIpoB, CIMCKOB BBIOBIBIINX JOKYMEHTOB OT
CTPYKTYPHBIX ITOAPA3ACICHUN; PETUCTPALMS aKTa

OAHH aKT

10,0

28

MOKCK IO UHBEHTapHOMY HOMepy Oubnuorpadpuieckon
3alKCH B AJIEKTPOHHOM KaTaJlore; ONpeaesIeHNe
kod¢dulIMeHTa IeHbI, I0J1a TOCTYIJICHUSI U BHECEHHE IS
CIUCAHUA TOTIOJHEHUN B OMOIMOrpaguIecKyro 3amnch

OJHa 3aIIiCh

0,5

29

IIPY OTCYTCTBUU 3aIIMCH B DJIEKTPOHHOM KaTaJlore
BBeJIeHUE BceX Ui (popmupoBanus Ondinorpapudeckon
3aIuCH CBEJICHUH ¢ (popMyIsipa WIIM U3 CIMCKA aKTa

OJJHa 3a11ucChb

3,0

30

BHECEHHE 3aIMCH B aKTE CIIHCAHUS K NHBEHTapHOMY
HOMEpY JTOKYMEHTa HOMepa BHIOBIBIIICH KHUTH U3
KOMIUJIEKTa peabe(HO-TOUEYHOTO JOKYMEHTA

OJJHa 3a11ucCh

0,2

31

MPOBEPKA UHBEHTAPHBIX HOMEPOB, I'0/1a MOCTYIICHHUS,
Kod(purmenTa 1eHbl BRIOBIBIIETO JOKYMEHTA

OJJHa 3aI1ucChb

3,0

32

pacrieuaTka CITUCKa BBIOBIBIIMX JOKYMEHTOB B
andaBUTHOM TOPSAKE AJIS yJAIECHUS HHBEHTAPHBIX
HOMEPOB M U3BSITHSI KAPTOUEK U3 CHCTEMBI KAPTOYHBIX
KaTaJIoroB OMOIHNOTEKH

OJJHa 3a11ucCh

3,0

33

3aMiCh O BHIOBIBIINX U3 IEUCTBYIOMUX (DOHIOB
OMOIMOTEKH TOKYMEHTaX B COOTBETCTBYIOIMIMX Tpadax 2-i
gactu KCVY (nara, Homep akTa, KOJIM4ECTBO, CYMMa,
COJIep>KaHue, MPUIUHBI BBIOBITHS)

OJIHA 3aIUCh

3,0

34

WCKJIFOYCHHE IOKYMEHTA IO aKTy U3 YYETHBIX opM
(MHBEHTApHOU KHUTH)

OJIMH
JIOKYMEHT

4,0

35

MOTaNICHHEe NMHBEHTAPHOTO HOMEpa M MITEMIIEIIs
OMOIMOTEKH HA TOKYMEHTE

OJIMH
JIOKYMEHT

0,5
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[ 36 |

IIOAININBKA aKTOB

OAHH aKT

0,5 |

I[Ipumeuanue: mpu paboTe C JMOKYMEHTaMH Ha HWHOCTPAHHBIX S3bIKaX K HOPME BPEMEHU
MIPUMEHSETCS MOBBIIarONUi kKodddumuenr 1,2.

3.3. buduoreynas 06padoTKa JOKYMEHTOB

Tabauna 44
N o/ HaunmenoBanue nporiecca, onepanun. CoctaB paboThl Ennuuna Hopma
U3MepeHus BpPEMEHH,
MUH.

1 2 3 4
IIpyueM JOKyMEHTOB:

1 IIpUEM MapTHU JOKYMEHTOB; IPOBEPKA SK3EMILIIPHOCTH OJlHa MapTus 5,0
10 COIIPOBOAUTEIBLHOMY JIOKYMEHTY; 3aIIUCh B KHUT'E
yuyeTa

2 IIOITOTOBKA JOKYMEHTOB K MHAEKCUPOBAHUIO U BBOJY B OJIUH 0,7
3JIEKTPOHHBIN KaTajaor JOKYMEHT

3 IIPOCMOTP U BBISBICHUE aHAJIOTMYHBIX U3/IaHUN HA APYTMX | OJIHA 3aIUCh 0,2
BUJIAX HOCUTEJIEH B JIEKTPOHHOM KaTajore

4 IIPOCMOTP AOKYMEHTOB Ha HHOCTPAHHBIX U HALIMOHAJIBHBIX OIVIH 30,0
A3bIKAX; IEPEBOJ JUIs ONMCAHMsI CBEACHUM HA PYCCKUIM JOKYMEHT
SI3BIK
dopmupoBaHre OUOIMOrpaPUIECKO 3arucu
Pekarasioruzanus:

5 CBEpKa KapTO4EK C JOKYMEHTOM; HCIPABICHUE CTAPOIro 0JlHa KapTO4Ka 7,0
6ubnuorpaduyeckoro ornucaHus; COCTaBIEHUE HOBOTO
OINMCaHUs; IepeHeceHne mrdpa, MHBEHTaApHOTO HOMEpa,
OUOIMOTEYHON TOMETKH
CucremaTn3anus J0KyMEHTOB:

6 CHUCTEMATH3alMsl JOKYMEHTOB C HCIIOJIb30BaHUEM OJIMH 2,0
MeYaTHOM KapTOYKH WJIM aHaJiora Ha IpyroM BUJe JIOKYMEHT
HOCHUTEJIS; IPOBEPKA COOTBETCTBUS MHIEKCOB TaOIMIIaM
KJIacCU(PUKAIIMH, IPUHATHIM B OMOJIMOTEKE; MPOCTABICHUE
MHJEKCa Ha JOKYMEHTE

7 CUCTEMAaTHU3alMs JOKYMEHTOB IIPX OTCYTCTBHUH I1€YaTHON OIVIH 10,0
KAapTOUYKH MJIM aHAJora Ha JPYrOM BUE HOCUTES; JOKYMEHT
MIPOCMOTP ITUKETKU U3JaHMsI, IPOCTYIIMBAHUE KACCETHI /
aucka / ¢ien-kapThl; YTeHHE CBEICHUH, HalTMCAaHHBIE
penbepHO-TOYEUHBIM IPUPTOM, AJI1 yTOUHEHHUS aBTOpa,
Ha3BaHMsI, BBIXOJAHBIX TAHHBIX, COAECPIKAHUS; ONIPEEICHNE
MHJeKca 1Mo Tabauiam KinaccuuKaluu, IPUHATHIM B
O6ubIMoTEKe, MPOCTABICHNE MHCKCA HA JIOKYMEHTE

8 OITpeJIeIICHNE aBTOPCKOTO 3HAKA JIOKYMEHTA 10 aBTOPCKUM OJIVH 0,2
TabauIam JOKYMEHT

9 IIPOBEPKA IPABUIBHOCTH U UCIIPABIICHUE OIVIH 3,0
KJ1acCU()MKALIMOHHOTO WH/IEKCA U aBTOPCKOTO 3HaKa, JOKYMEHT
YKa3aHHbBIX Ha ATHKETKE "TOBOpSIEN" KHUTH
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10

oTpesieNieHUe HHIEKCOB IIPOU3BEICHU, 3aMCAHHBIX Ha
¢dneni-kapre (0T 4 10 8§ Ha3BaHU), 1711 HOPMUPOBAHMS
KaTaJoKHOTOo mudpa

OJlHa
(dnem-kapta

5,0

11

ornpenenenue Gpopmara, KoiudecTBa OpaiiIeBCKUX U
TJIOCKOTIEYATHBIX JIUCTOB, XapakTepa MPHIIOKEHUH,
penbedHO-TOUSYHBIX U3JIAHUN U pelibeHO-TpadhuIeCKux
nocoOuit

OJHO Ha3BaHHC

5,0

12

OIIpEZICIICHUE U NIEPEUNCIICHHE MAaTEPHAJIOB,
HCIIOJIb30BAHHBIX IPU CO3JaHUN TaKTHJIBHBIX
PYKOJENbHBIX U3IaHUI; IEPECYET KOJIUYECTBA CTPAHULL,
IIPUJIOXKEHUH, BBISIBIICHUE IPYTUX XapaKTEPHBIX
0c00EHHOCTEH JOKYMEHTOB

OJHO Ha3BaHHC

5,0

13

nepecyeT NPUIIOKEHHH, BBISIBJICHUE JPYTUX XapaKTePHbBIX
0Cc00EHHOCTEH MIIOCKONEYaTHOTO JOKYMEHTA

OJHO Ha3BaHHC

3,0

[IpenMerunzanus JOKyMEHTOB:

14

MpeAMETH3ALNS IOKYMEHTOB C UCIIOJIb30BAaHUEM PYOPHK
MEeYaTHOM KapTOUKH; MPOBEPKA COOTBETCTBUS PYOPUKHU
MeYaTHON KapTOUYKH MPEIMETHOMY KaTaJIOTy

OJHO Ha3BaHHC

3,0

15

MPEIMETU3AIUS JOKYMEHTOB ITPU OTCYTCTBUY ITEYaTHOM
KapTOYKH; 03HAKOMJICHHE C JOKYMEHTOM, OTIpe/IeTICHHE
pyOpuKu

OJHO Ha3BaHHC

6,0

16

COCTaBIJICHHE HOBBIX MPEIMETHBIX PYOPHK U MOIPYOPHK;
NepEHECCHNE Ha KapTOUKH CIIy)KeOHOH KapTOTEKH

0JlHa KapTo4Ka

2,0

17

penakTUpOBaHKUE MPEIMETHOW PYOPHKH; IPOBEPKA
MPaBIWJIBHOCTH NMPEAMETHON pyOpPHKHU, TOYHOCTH
HaIMCaHUs

0JlHa KapTOo4Ka

1,0

IIpumeyanue: K HOpMaM BpEMEHH MTPUMEHSIOTCS IMOBBIIIAIOIINE KO DUITCHTHI:

- IpU cOCTaBJIeHUU OMOIMOrpauyeckoro OMMCaHUs Ha JOKYMEHTE, Ha TUTYJIbHOM JIUCTE, Ha
KOTOPBIX YaCTUYHO OTCYTCTBYIOT JaHHBIC /st Oubauorpaduyueckon 3anucu - 1,2;
- mpu 6uOIMOTEYHOM 00paboTKe HOTHBIX U3JaHuH - 1,5;

- IpH paboTe C TOKyMEHTaMU Ha MHOCTPAHHBIX s3bIKax - 1,2.

3.4. Opranu3anusi ¥ BeJleHHe KaTajoroB

Tabauua 45
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
Opranu3zanys an@aBUTHBIX KaTaJOTOB (IJIOCKOMEYaTHBIX
KHWT, HOT, TPaAMIJIACTHHOK):
1 moa0opKa KapTouek 1o andaBuTy HhaMuIuii aBTOPOB UITH OJlHa KapTOYKa 0,2
3ariaBUil ISl paCCTaHOBKHU
2 paccTaHoOBKa MPeIBAPUTENHHO MOJOOPAHHBIX KapTOUEK 0JIHA KapTOYKa 0,3
3 peIaKTUPOBAHKE KAaTaJIora; MpOBEpPKa pacCTaHOBKHU OJIHA KapTOYKa 0,5
KapTOUeK, IPaBUILHOCTU JOOABOUHBIX U CCHUIOYHBIX
KapTO4eK, UCIpaBJIeHNE OMIMOOK
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4 HaNMCcaHue pa3fesuTeNs JUIsd KaTtanora, ykazanue OyKBHl, OJIMH 0,6
ciora pa3zenuTenb

5 paccTaHOBKa pa3jelIUTeNeH B KaTajiore; mo100pka OJIMH 0,3
paznenurens no andaBUTy; MTOUCK MECTa pa3IeIUTeNs; paszaenurenb
IIPOCTaBJIEHHUE Pa3AeIUTEIs

6 MPOBEpPKa PaCCTAaHOBKHU Pa3/ICIUTEIICH; UCIIPABIICHUE OJVH 0,3
OLIMO0K pa3enuTenb
OpraHM3alys CHCTEMaTHYECKOIo Karajiora
IJIOCKONEYATHBIX KHUT

7 110100pKa KapToUyeK 10 UHJEKCaM, BHYTPH pa3felia 1o 0JIHa KapTO4Ka 0,3
andasuty dpamMuInii aBTOPOB WK 3arIaBHM JIs
paccTaHOBKU

8 paccTaHoOBKa MpeIBApUTENBHO MOJOOPAHHBIX KapTOUEK 0JIHA KapTOYKa 0,3

9 pEeAAKTUPOBAHUE KATaJIOTa; IPOBEPKA IPABUIIBHOCTH 0JIHa KapTO4Ka 1,0
HAMOJIHEHUS Pa3/IeJIOB KaTajuora Mo CoJIep:KaHuIo,
MHJIEKCAIlMN U PACCTaHOBKE, UCIPaBJIEHUE OIMIMOOK

10 | pexnaccudukaiys KkaTaaora; UCIpaBlIeHUE HHIEKCOB, OJlHA KapTO4Ka 6,0
BHECEHHE MCIIPABIICHUH B a(haBUTHBINA KaTaJor

11 | nanmucanue pa3aenuTens s KaTallora; yKa3aHue OJIUH 0,5
HaMMEHOBaHMsI pa3jielna, oApa3aesa U UHbIX pasaenuTenb
pazaenuTeneit

12 | pacctaHOBKa pa3enuTene B KaTajior; mo100pKa 1mo OJINH 0,3
WHJIEKCaM, TIOUCK MECTa, MOCTAHOBKA Pa3ieIuTes pa3fenuTenb

13 MPOBEpPKa PaCCTAaHOBKHU pa3/IeIUTENICH, UCTIPaBICHUE OJVH 0,3
OLIMO0K pa3JenuTenb
Opranu3zaiys CUCTeMaTUYECKUX KaTanoros (''roBopsmux"
U penbe(HO-TOUEUHBIX KHHUT, KHHT 110 MY3bIKE 1 HOTHBIM
W3JIaHKUAM pelibe(PHO-TOYEUHOro mpudTa):

14 | nonbopka kapTouek, oPOPMIIEHHBIX ABYMs HIpudTaMu OJIHA KapTO4Ka 1,0
(MI0CKONEUaTHBIM U PEIbePHO-TOUEYHBIM), TIO MHIEKCaM,
BHYTpH pazjena 1no andaBuTy paMuiInii aBTOPOB WIH
3arJaBuil U1l paCCTaHOBKHU

15 | paccraHOBKa IpeaBAapUTEIBHO NMOA0OPAHHBIX KapTOYEK, OJIHA KapTOYKa 4,0
o(opMIIeHHBIX ABYMsI IIpUdTamMu

16 | perakTupoBaHME KaTajaora; IpoBepKa NpaBUIbHOCTU 0JlHa KapTO4Ka 0,5
HAIOJIHEHUS Pa3/IeoB KaTajuora o CoIep KaHuIo,
MHJIEKCAIlU1 U PACCTAHOBKE KapTOUEK, UCIPABICHUE
o1nOoK

17 | pexnaccudukalys KaTaaora; UCIpaBlIeHUE UHIEKCOB, 0JlHa KapTO4Ka 6,0
BHECEHHE HCIpaBJIeHU B an(aBUTHBINA KaTaJlor

18 HAMMCaHUE pa3IAEIUTENS IS KaTajlora; yKka3aHue OJIMH 1,0
HAaMMEHOBAHMsI pa3Jiena, Ioapas3aena pa3ennuTenb

19 | paccraHOBKa pa3jenuTenel B KaTaiore; moadopka mno OJINH 0,3
MHJIEKCaM, TIOMCK MECTa, MOCTAHOBKA pa3esInTesl pa3zenuTenb

20 | mpoBepKa pacCTaHOBKHU Pa3AeIUTENIE, NCIIPABICHHE OJINH 0,3
o1nO0K pa3zenuTenb
Pabota ¢ MakeTOM MIOCKOMEYaTHOMN KaTal0KHON
KApTOYKHU:

21 IIPOYUTHIBAHUE HE3psUEMY paOOTHUKY TEKCTa OJIHO Ha3BaHUeE 12,0
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IIJIOCKONIEYATHON KAPTOYKHU

22 BHECEHUE B MAKET IJIOCKOINEYAaTHOU KapTOUKHU OJIHO Ha3BaHUE 12,0
O6ubnuorpaduyeckoit 3anKcu peabePpHO-TOUCUHBIM
mpudTOM
23 | mepeHeceHHEe JaHHBIX O (ailiax ¢ )KeCTKOTro JcKa Ha OJIHO Ha3BaHUE 4,0
KaTaJOXKHbIE KAPTOUKU
24 | penakTUpOBAaHKE PJIEMEHTOB OMOIMOTrparUIecKOi 3amncH, OJIHA 3aIUCh 0,3
BBITTOJIHEHHOH penbe(HO-TOUCUHBIM HIPUPTOM;
HCIpaBJIeHHE OUO0K
Opranu3anys Tonorpau4eckoro Karajaora:
25 | moxbopKa KapTOueK M0 CTPYKTYPHBIM MOpa3ACICHUSIM 0JlHa KapTOYKa 0,2
(ornenam-poHI0IePIKATEIISIM)
26 | mombopKa KapTOUeK MO MHBEHTAPHBIM HOMEPAM OJIHA KapTOYKa 0,2
27 | paccTaHOBKa MPEIBAPUTEIHLHO MOAOOPAHHBIX KAPTOUYCK OJIHA KapTOYKa 0,2
28 | pemakTHUpOBaHHE KaTajaora; IpoBepKa MpaBUILHOCTU OJlHA KapTOYKa 0,3
pPaccTaHOBKM KapTOUYEK U pa3AeiuTeel; HCIIPaBICHUE
OIIMOKHU
29 | HanucaHue pa3JaenuTeNs s KaTtajaora; moCTaHOBKA OJIH 0,3
paszenuTens B KaTaJlor pa3enuTenb
N3baTue u3 KapTOYHBIX KaTaJloroB (asihaBUTHOTO,
CUCTEMAaTUYECKOr0, TONOrpaduuecKoro) KapTouek Ha
UCKITIOUEHHBIE N3 OMOIMOTEeYHOro (hOH/Ia JOKYMEHTBI:
30 | perucTpanus aKTa Ha CIMCAaHUE B KHUTE yyeTa OJIMH aKT 3,0
31 MTOUCK KapTOYKH (OCHOBHOM, 100aBOYHOM ); 3aYEpKUBAHUE | OJHA KapTOYKa 1,5
CIIMCBIBAEMOI'0 MHBEHTAPHOTO HOMEPA, UHBEHTApPHOI'O
HOMEpa CIHUCHIBAEMOU KHUTH U3 KOMIUIEKTa
pensedHo-ToYeuHoro mpudra (PTLI) B
COOTBETCTBYIOIIEM HHBEHTAPHOM HOMEPE; yAaJCHUE
KapTOUYKH
32 | moJcYeT KOJIMYECTBA U3BATHIX KAPTOUEK U3 CUCTEMBI 0JIHa KapTO4Ka 0,9
KAapTOYHBIX KAaTaJIOrOB U KapTOTEK; 3aMKCh B KHUTY y4yeTa
IlepeagpecoBKa TOKYMEHTOB:
33 | peructpanus aKta nepejadr JOKyMEHTa B KHUTe yyeTa OJIVH aKT 3,0
34 | HOMCK KapTOYKH, UCIIPaBIIEHUE MECTA XpaHEHUs 0JlHa KapTO4Ka 3,0
JOKYMEHTA; BO3BpAIlleHUE KAPTOUYKU B KaTajaor
TexHnueckast 00pabOTKa TOKYMEHTOB:
35 | HakJeMBaHUE KapMAIIKOB Ha JOKYMEHT Ha OyMa)KHOM OJIMH 1,0
HOCHTEJIE; HalMCAaHNE Ha KapMalllke HHBEHTapHOTO KapMariek
HOMEpA, MECTA XpaHEHUs
36 | HanucaHMe MU(pa HA 00JI0XKKE, TUTYJILHOM JINCTE OJIUH 0,8
JOKYMEHTA JOKYMEHT
37 | BiIOXeHHE KHIDKHOTO GopMyJisipa B KapMalleKk, KOHTeHHep OIVIH 0,1
bopmysip
38 IIPOBEpKa U UCHpaBiIeHHe MH(pa HAa ITUKETKAX OJUH 0,5
ayJMOBU3yaJIbHBIX JOKYMEHTOB Ha aHAJIOTOBBIX U JOKYMEHT
U (POBBIX HOCUTEISAX
39 | cocraBieHME MIJIOCKONIEYaTHON 3TUKETKH HA OJINH 5,0
ayJIMOBHU3yaJIbHbIE JOKYMEHTbI Ha aHAJIOTOBBIX U JOKYMEHT
1M(POBBIX HOCUTEISX; MPOBEPKA 3alMCH, UCIIPABICHHUE
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omKnO0K; pacreyaTka
40 | mombopka JOKYMEHTOB IO MECTY XpPaHCHHS; Tiepe1aya OJVH 1,0
JIOKYMEHTOB C KaTaJI0KHBIMU KapTOUKAMHU U KHIDKHBIMU JOKYMEHT
dbopMyngpamu B OTAeINbI- (pOHIOaEpKATENN
41 OTMETKa B KHUT€ Y4€Ta 0 Nepeiaue NapThH JJOKYMEHTOB OJIHA MMAPTHUS 3,0
Opranusanys U BeJICHUE FJIEKTPOHHOTO KaTajaora
®dopmuposanue 1 BBoJ B b/ AC 6ubnamorpaduueckux OJIHA 3aIUCh
3anucen
[InockonevyaTHbIX N3JAHUN:
42 | IpH OTCYTCTBUU IE€YATHOM KApTOUKH U aHAJIOTMYHBIX 6,0
3anucel B QJIGKTPOHHOM KaTajore
43 | Ipu HaTMYKUK NI€YATHOM KapTOUYKHU WM aHAJIOTUYHBIX 4,0
3anucel B QJIGKTPOHHOM KaTajore
44 | mpu IOTIOJHUTENBHON paboTe ¢ aHHOTaKeH (ITOUCK 15,0
aHHoTaruu B "MIHTepHeTe", peakiysa aHHOTAIINH )
PenbedHO-TOUCUHBIX U3IaHUN:
45 0e3 BBOJAa aHHOTAIlNH 4,0
46 TP JAOTIOTHUTEIIBHON paboTe ¢ aHHOTAIMEH 15,0
47 HM3JIaHAI Ha KacceTax 4,0
48 U3IaHUH HA ONTUYECKUX TUCKAX 5,0
49 | uznanuit Ha preni-kaprax 15,0
50 C )KECTKOI'O JUCKa 35
51 penbedHO-TpadhUIECKUX MOCOOU 7,0
52 | TaKTUJIbHBIX PYKOJEJIbHBIX U3JIaHUI 25,0
53 | cocraBieHHe aHAJTUTHYECKOMN 3aUCH 0JIHA 3aIHCh 5,0
54 | pocnuch cofepxaHusl COOPHUKOB, HalleuaTaHHBIX OJIMH COOPHHK 25,0
penbeHO-TOUYCYHBIM MIPUDTOM
55 COCTaBJICHHUE JOOABOUYHBIX U CCBIIOYHEIX OIUCAHUN OJIHO 1,0
ONUCaHue
56 | penaktupoBaHue OuOIMOrpadUUecKuX 3amucei; mpoBepka 0JIHA 3aITUCh 1,0
MPaBUIILHOCTH 3JIEMEHTOB 3allMCEll; BHECEHHE U3MEHEHU
57 COCTaBJICHUE U BBOJI B DJIEKTPOHHBIN KaTaJIOT HOBBIX OJIHA 3aITUCh 0,5
pyOpHK, NOApYOpHUK, NEpCOHAINN
58 | BeIBoJ OubnHorpaduueckux 3anucei Ha YKpaH 0JIHA 3aIIUCh 15,0
dopMaTupoBaHUE U pacredaTka KapToueK U YUETHBIX
bopm
dopMaTUpOBaHUE U pacriedyaTka KapToUueK: 0JIHa KapTOYKa
59 | ocHOBHas Juis an(aBUTHOTO KaTajora 2,3 Cex.
60 | mobaBouHas 1715t a(aBUTHOTO KaTaJiora 1,0
61 CCBIJIOYHAs 715 ali)aBUTHOTO Kartajaora 1,0
62 | mig Tonorpaduyeckoro Karajaora 0,7
63 (dhopmaTUpOBaHKE U pacreyaTka MakeTa KapTOUKH OJVH MaKeT 1,5
(TmockomeyaTHas 3aIUCh) JUISE CHCTEMATHUECKOTO KapTOYKHU
Kartasora "roBopsmux" u peabeHO-TOUeUHBIX
JIOKYMEHTOB
64 | pacreyaTka KHUKHBIX QOPMYIISIpOB OJUH 0,2
bopmysip
65 | ompezaeneHue K3EMIUIBSIPHOCTH (IO KOJIMYECTBY KHUT B OJTHO Ha3BaHUE 0,7
KOMIUICKTE) U pacriedaTrka GopMyIspoB JUIsl U3TaHUM,
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HareyaTaHHBIX pebe(HO-TOYSUHBIM IPHUPTOM

PeTpOCHeKTI/IBHOC ITOITOJIHEHUEC 3JICKTPOHHOI'O KaTajiora:

66

MOKCK B aJI()aBUTHOM KaTaJIOT€ MIIOCKOMIEYATHBIX KHHUT
kapTouku juisi BBoja B b/ AC

0JIHa KapTO4Ka

0,2

67

BBO/I CBEJICHUI! C TNIOCKOIIEYaTHOI KaPTOUKH B
COOTBETCTBYIOLIHE MOJIs1 Onbnmorpaduyeckoii 3anucu B

BJ AC

OJHO Ha3BaHHC

2,0

68

MOVCK TI0 YYETHBIM JOKYMEHTaM | Tonorpaduueckomy
KaTaJjory CBEJCHH, OTCYTCTBYIOIIUX B MJIOCKOIEYaTHON
KapTOYKE; BBOJ HAJECHHBIX CBEJICHUI B
COOTBETCTBYIOIIHE IMTOJIs1 OMOIMorpaduueckoil 3aucu B
BJI AC

OJHO Ha3BaHHC

2,0

69

MIPOBEPKA MPABUILHOCTH OMOIHOrpaduIecKoi 3arnmucu

OJHO Ha3BaHHC

0,5

70

BO3BpaT B aJI(DaBUTHBIN KaTAJIOT TUIOCKONEYATHBIX KHUT
0TpaboTaHHOU KapTOUYKH

0JIHa KapTO4Ka

0,2

W3bsTie 6ubnuorpaduueckor 3aUCH U3 JIEKTPOHHOTO
KaraJjora:

71

perucrpanms akTa Ha CIMCaHUe JOKYMEHTOB B KHUT'E
yuyeTa

OAHH aKT

3,0

72

U3BATHE U3 DIIEKTPOHHOTO KaTajora OuoarorpapuaecKux
3amuceil Ha UCKITIOYEHHBIE U3 OMOIMoTeyHoro poHaa
JIOKYMEHTBI

OJJHa 3a1ucChb

3,0

73

MOACYET KOJIMYCCTBA U3BATHIX U3 3JICKTPOHHOI'O KaTajiora
SaHHCCﬁ; 3allUCh B KHUT'Y y4CTa

OJJHa 3a1ucChb

0,1

3.5. ®opmupoBanme 06a3 JaHHBIX 3BYKOBBIX (paiiioB

Taoauna 46

N o/

HaumenoBaHue Ipounecca, ornepannu. CocraB pa6OTBI

Enununa
U3MEpPEHUS

Hopma
BPEMEHU,
MUH.

2

3

4

KonBepTupoBaHnue ayinoJOKyMEHTOB C KPUITO3AIIUTON €
YKECTKOT0 TMCKA B MPOTPaMMBbI ISl pa0OTHI C
"rOBOPSAIIMMU KHUTAMH'":

olpeziesieHUue HAJIM4Msl IOKyMEHTa B Iporpamme st
paloThI ¢ "rOBOPSALIMMH KHUTaMU'"; U3MEHEHHE HaCTPOEK
IIPOrpaMMBbl JiJIsl paboThI € "TOBOPSAITMMHU KHUTaMu"

OJHO Ha3BaHHC

0,05

3aIIOJIHCHUC KOP3UHBI JOKYMCHTAMU

OJHO Ha3BaAHHC

0,04

W

CO3JaHUC HpOMCH(YTOQHOﬁ MarkKu JJ1si KOHBEPTUPOBAHU A

OJIHa I1aIlKa

1,0

KOHBECPTHUPOBAHUC OTO6paHHI)IX JAOKYMCHTOB B
IIPOMCIKYTOYHYIO IAIIKY

OZIHO HA3BaHUE

0,03

KOHBEPTHPOBAHUE IOKYMEHTOB U3 IPOMEKYTOUHOM MarKu
B IPOTPaMMBbI I paboThI ¢ "TOBOPAIIMMH KHUTaMu"

OZIHO HA3BaHUE

0,08

KonBepTupoBanue ayinoJOKyMEHTOB C ONITUYECKHIX
JMCKOB B TIPOTPaMMBI i pabOTHI € "TOBOPSIIIUMU
KHuramu':
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6 MOUCK JJOKYMEHTOB B ITpOrpamMmax Juist paboTsl ¢ OJIHO Ha3BaHUE 0,05
"rOBOPSIIIMMHA KHUTaMH'"
IloaroroBka JOKyMeHTa K KOHBEPTHPOBAHUIO:

7 KOMUPOBAHUE IOKYMEHTA C JUCKa OJIMH 4ac 0,12

3BYYaHUs

8 KOHBEPTUPOBAHUE JOKYMEHTA BCIIOMOTaTEIbHOM OJIUH 4ac 1,1
IPOrpamMMoii 3BYYaHUs

9 IIpY OTCYTCTBUHU Ha3BaHUs JOKYMEHTA O3BYYMBaHUE OJIHO Ha3BaHUE 2,0
Ha3BaHUs CPe/ICTBAMU

10 | 3amonHeHne y4eTHON (hOPMBI BBOJIUMOTO TIOKYMEHTA (C OZIHO Ha3BaHHUE 2,0
Y4ETOM BpEMEHU Ha MOUCK aHHOTaluu B "MHTepHeTe",
nnaekca bBK B anexTpoHHOM KaTanore) ais
KOHBEPTUPOBAHMS B IPOrPAMMBI 111 paOOTHI €
"roBopsAIIMMHA KHUTaAMu'"

11 KOHBEPTUPOBAHUE B IMPOTPAMMBI JIJIsi pabOTHI C 100 M6 4,1
"roBopsAIMMHA KHUTaAMU'"
KonBepTupoBanue ayaAMOA0KYMEHTOB ¢ KPUIITO3AIUTOMN C
caiiTa opraHu3alyu-napTHepa B MPOrpaMMBbl ISl pabOTHI C
"rOBOPSIIIMMU KHUTAMH'":

12 | onpenenenue HaIM4Ksl JOKyMEHTa B IporpaMmMme JJist OJIHO Ha3BaHUe 0,05
paboThI ¢ "rOBOPSAIIUMH KHUTAMU"

13 CKAUMBAHME TOKYMEHTOB C CanTa 1 M6 0,2

14 | pazapXuBHpOBAaHKE JOKYMEHTOB 1 M6 0,2

15 3aroJIHeHHEe y4eTHOU (hOPMBI BBOJIMMOTO TIOKyMEHTa (C OIHO Ha3BaHUE 0,3
y4€TOM BpPEMEHU Ha Mouck aHHoTauuu B "MHTrepHere",
unaekca bBK B anekTpoHHOM Katanore) [uis
KOHBEPTUPOBAHUS B IPOrpamMMmbl AJisi pabOThI C
"rOBOPSIIIMMHU KHUTAaMH'"

16 | KOHBepTHpPOBaHHE B IPOTrPAMMBI JIJIsl paOOTHI C 100 M6 4,1
"roBopsAIIMMHA KHUTamMu'"
[ToaroroBka crnucka HOBBIX MOCTYIIEHUH (hopmart
JTIOKYMEHTA):

17 | BbIrpy3Ka KaTajuora nporpaMmsl Jj1si paboThI C OJIHA BBITPY3Ka 4,0
"roBopsAIIMMHA KHUTamMu'"

18 | BeIrpy3ka u3 ¢aiiina JOKyMEHTOB, IOCTYMUBIIUX 3a OJIHA BBITPY3Ka 20,0
OIpeJIeIeHHbI BpeMEHHON UHTEpBaJ (MeCsIl, KBapTal,
rof)

19 | ynaneHue JIMIIHUX UH(OPMALIMOHHBIX MOJIEH B CIIMCKE OJIMH CIIUCOK 10,0
HOBBIX MOCTYTIJICHUI (150-200

HA3BaHUI)

20 | xonupoBanue (aitna u3 popmara bJ[ AC B popmar OJIMH CIIUCOK 1,0
JIOKYMEHTa

21 npeoOpa3oBaHue TOKyMeHTa B (hopmaTe JOKYMEHTa JIJIst 40 K6 6,0
MOCJICAYIOLETO pa3MeIlleHUs Ha caiiTe
O3ByuMBaHME CIIUCKA HOBBIX MOCTYIJIEHUI CUHTE3aTOPOM
peuu:

22 | BBITpY3Ka KaTajora mporpammsl Juist paboThl ¢ OJIHA BBITPY3Ka 4,0
"rOBOPSIIMMHA KHUTaMH'"

23 | Beirpy3ka u3 daiina popmata B/ AC nokymeHTOB, OJIHA BBITPY3Ka 20,0
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IIOCTYINHBIIKX 3a ONPEACIICHHbI BpEMEHHON UHTEPBAJI
(Mecs, KBapTa, roj)
24 | ynaneHue JUIIHUX UH()OPMAIIMOHHBIX MOJIEH B CIMCKE OJIMH CIIMCOK 10,0
HOBBIX OCTYIUIEHUH
25 | xonmpoBanue (aiina u3 popmara bJ[ AC B popmar (150-200 1,0
JOKyMEHTa Ha3BaHM)
OJIUH CIIMCOK
26 | mpeoOpazoBaHHe JOKYMEHTa B (pOpMaTe TOKyMEHTa B 40 K6 6,0
¢dbopMy, yAOOHYIO 17151 03BYYHMBAHUSI CHHTE3aTOPOM peUH
27 | pa30buBKa 10KyMeHTa B (hopmaTe JOKyMEHTa Ha 40 K6 80,0
IIPEUI0KEHUS
28 | 03ByuMBaHME JOKYMEHTA B IIPOTpaMMe JUIsl UTEHUS BCILYX 40 K6 3,0
TekcToBBIX (haityioB ("bamadonka" u npyrue)
29 | pa3MmelleHHE 03BYUYEHHOI'O CIIMCKAa HOBBIX IIOCTYIUICHUN HA | OAMH CIIMCOK 15,0
camTe (150-200
Ha3BaHUI)
30 | KOHBEepPTUPOBAHHE O3BYYEHHOT'O CIIMCKA B IPOTPaMMBbl A1l | OJAMH CIIMCOK 1,0
paboThI ¢ "rOBOPAITMMH KHUTaMU"
3.6. Pabora ¢ pongom. Padora no npuemy J0KyMeHTOB
Ta6auna 47
N /i Haumenosanwue mporniecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
U3MEpEHUs BpPEMEHHU,
MUH.
1 2 3 4
ITpueM TOKyMEHTOB B CTPYKTYPHBIX MOApPa3IeIeHHUIX
[Tpuem MOKyMEHTOB U3 OT/eNla aBTOMAaTU3UPOBAHHON OJTHA TAPTHUs
00pabOTKM JOKYMEHTOB U OpTaHU3aIMM KaTaloroB, CBEpKa
C COTPOBOMTEIHHBIM JOKYMEHTOM:
1 1 - 25 sx3eMIIsIpoB 10,0
2 26 - 75 5K3eMIUISIPOB 30,0
3 perucTparysi HOBbIX MOCTYIJIEHUH EePUOIUUECKUX OJIUH 0,5
W3JIAaHHUH, TIPOCTABJIIEHUE OTMETKH B PETHCTPAIMOHHOM JOKYMEHT
KapTOTeKe
4 MIPOCTABJICHUE IITEMIIEIS MU OTMETKA CTPYKTYPHOTO OJIVIH 0,5
M0JIpa3/ieIeHus] Ha JOKYMEHTE JOKYMEHT
[Ton6opka TOKYMEHTOB JiJIsl pACCTAaHOBKH B (hOHJIE
[TomGopka TOKYMEHTOB 10 BHIaM H3/IaHUI: OJIMH
JOKYMEHT
5 IUIOCKOIICUYATHBIC U3IaHUS 0,07
6 penbedHO-TOUSYHBIE U3/1aHUS 0,08
7 "ropopsiye’ KHATK Ha KacCeTax 0,1
8 U3JaHUS Ha ONTHYECKUX JTUCKAX 0,07
9 n3aHus Ha (Iem-kapTrax 0,07
10 | penpedHO-rpaduueckne mocodus 0,08
11 | TakTUJIbHBIE PYKOJIEIbHbIE N3JaHHs 0,1
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Ha HEM MHBEHTapHOr0 HOMepa, mudpa, hamMuIum,
WHUIMAJIOB aBTOpPA, 3arjlaBus, rojia, MecTa U31aHus, 1EHbl,

12 | moxbopKa KOMITJIEKTOB pelbe(hHO-TOUCUHBIX KHUT IO OJIMH 2,0
Ha3BaHUIM KOMILUJIEKT
13 | moxbopka TOKyMEHTOB MO KiacCu(hUKAMOHHBIM OJIMH 0,3
MHJIEKCaM, aBTOPCKOMY 3HaKyY JIOKYMEHT
[Ton6opka nepuoANYECKUX U3IaHUMH 10 andaBUTy OJIUH
Ha3BaHMIM, FOJIaM, HOMEPaM: JIOKYMEHT
14 IJIOCKONI€YaTHRIE U3MaHU 0,07
15 | penbedHO-TOYCUHBIC U3AAHUS 0,08
PaccranoBka 6ubamoTeunoro gonma
paccTaHOBKa JOKYMEHTOB Ha CTEJIaXax B OJIMH
CHUCTeMaTH4YeCcK0-aj1(aBUTHOM IOPsIJIKE: JIOKYMEHT
16 IUIOCKOIIEYaTHbBIE U3IaHUS 0,08
17 | penpedHO-TOUCUHBIC U3TAHUS 0,11
18 "roBopsinye’ KHUTM Ha KacCeTax 0,1
19 HU3JaHUS Ha OIITUYECKUX JUCKAX 0,1
20 | u3manus Ha ien-kapTax 0,1
21 | penpedHO-TpaduUecKue mocoous 0,11
22 TaKTUJIbHBIE PYKOJIETIbHBIE U3JaHUs 0,11
PaccranoBka nmeproanyecKuX U3AaHUN 1O anaBUTy OJTMH
Ha3BaHMI, ToJlaM, HOMepaM: JIOKYMEHT
23 IUIOCKOIICYaTHbIC U3/IaHUs 0,1
24 | penbeHO-TOUYCUHBIC U3TAHNUS 0,13
25 | packiajka ra3eT o Ha3BaHUSAM, IPOKAJIBIBAHUE JBIPOK, OJlHA TIarKa 10,0
BJIO’)KEHUE B KAPTOHHYIO 00JIOKKY (IIAmKy), IPOIIHYPOBKa,
odopmiteHre 00JI0KKH (Ha3BaHUE, IO/, HOMEP, MECIT)
[IpoBepka npaBUIIBHOCTH PACCTaHOBKU JJOKYMEHTOB B maccuB (oHIa
OTJIENbHBIX MaccuBax QoHpa:
26 1 - 200 TOKyMEHTOB 30,0
27 201 - 400 toxymeHTOB 60,0
28 | mepemelieHue (IEpeHECEHNE) IOKYMEHTOB Ha CBOOOIHbIE OJ1Ha TIOJIKa 5,0
MecTa
Odopmiienne, HanmMcaHUE MOJOYHBIX pa3AeIUTeNeH: OJIUH
pa3enuTenb
29 | st cuCTeMaTHYeCKOM paccTaHOBKM (hoHa 4,0
30 | nns andaBUTHON pacCTaHOBKHU (poHIA 3,0
3.7. Pabota ¢ pongom. Padora no coxpannoctu ponjga
Tadiuuna 48
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboTh Enununa Hopma
U3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
IIpoBepka 6nbanoreyHoro ¢onaa:
1 HaIlUCAHWE KOHTPOJIBHOTO TAJIOHA Ha JIOKYMEHT; YKa3aHue OJIVH TAJIOH 2,0
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MECTa XpaHEHHUsI
2 OTMETKa O MPOBEPKE TOKyMEeHTa Ha GOopMyJIsipe, OJVH 0,2
KOHTEHepe, 00JI0KKE TOKYMEHTA JIOKYMEHT
ITon6Gopka KOHTPOJIBHBIX TAJIOHOB: OJIUH TaJOH
3 110 MHBEHTAPHBIM HOMEpPaAM 0,8
4 1o andaButy haMuIMii aBTOPOB WIIN 3arIaBHi 0,13
5 10 KJIaCCU(DUKAITMOHHOMY UHIEKCY 0,1
6 CBEpKa KOHTPOJIBHBIX TAJIOHOB C UHBEHTAPHOU KHUT'OH; OJUH TaJOH 0,5
OTMETKA NPOBEPKHU HA TAJIOHE M B MHBEHTAPHON KHHUIE
7 CBEpKa KOHTPOJIbHBIX TAJIOHOB C YYETHBIM WJIH OJIMH TaJIOH 0,5
asi(haBUTHBIM, TOOIpapUUECKUM KaTajloraMu; OTMETKa
IIPOBEPKU HA TAJIOHE U B KaTaJlore
8 IPOCMOTP (POPMBI UHANBUAYAIBHOTO yU€Ta, BbISIBICHHE OJIUH 0,5
JJOKYMEHTOB, HE IPOLIEIIINX IPOBEPKU JOKYMEHT
9 COCTABJICHHE KaPTOYKH HA JOKYMEHT, HE MPOLIEAIINN OIUH 1,0
IIPOBEPKHU JOKYMEHT
10 | moMCK TOKYMEHTOB, HE MPOLIEAIINX TPOBEPKH, I10 OIVIH 5,0
pa3IUYHBIM YUETHBIM (opMaM, KapTOTEKaM, KypHaam, JOKYMEHT
KHMKHBIM T10JIKaM
CocraBieHue CIUCKa HEIOCTAIONIMX B (JOHAE JOKYMEHTOB: | OJIMH CIIUCOK
11 1 TOKyMeHT 1,0
12 2 - 10 toxyMeHTOB 10,0
13 11 - 25 noKyMeHTOB 22,0
OT100p TOKYMEHTOB Il U3BATHA U3 HOHIA
IIpocMOTp AOKYMEHTOB Ha IpeAMET U3bATUS U3 QOoHIA: OJIUH
JIOKYMEHT
14 | HempoUIBHBIX 0,7
15 | nyOneTHbIX 0,3
16 | ycrapeBIIMX IO CONEPIKAHUIO 0,7
17 BETXHX 0,2
18 | MaJIOMCIOJIB3YEMBIX, HEUCIIOJIb3YEMBIX 0,5
ITonroroBka JOKyMEHTOB K aKTUPOBAHUIO:
19 | nonbopka JOKYMEHTOB B MAPTHH 110 IPUYNHAM U3bSTHUS; OIVIH 0,08
CBEpKa C KHIKHBIM (OPMYIISIpOM JOKYMEHT
20 | monbopka KHMKHBIE (POPMYIISIpbI Ha JOKYMEHTOB B OJIUH 0,07
MOpsiIKE NHBEHTAPHBIX HOMEPOB, alaBUTa, )KypHaJIbHbIE bopmysip
- 110 TO/1IaM U HOMepam
CocraBieHue crucKa K akTy BbIOBITHS (TIepegayn), OJIUH aKT
MOZICUeT 00IIyI0 CyMMY, ODOpMIICHUE aKT:
21 1 1OKyMeHT 1,0
22 | 2-10 1OKyMEHTOB 10,0
23 11 - 25 noKyMeHTOB 24,0
[TonroToBka JOKYMEHTOB Ha OYMa)KHBIX HOCUTEIISIX JJIS
nepernseTa
OT100p TOKYMEHTOB /ISl IepeIuieTa; MPoBepKa COCTOSTHHE OJINH
JIOKYMEHTA; 3a1oJiHeHue (CBepKa) KHUKHOTro hopmysipa: JIOKYMEHT
24 | MI0CKONEYaTHbIE JOKYMEHTHI 2,0
25 | penbedHO-TOYEUHBIE JOKYMEHTHI 3,0
26 | mogOopKa KOMILJIEKTOB, CBSI3bIBAHUE B NMAYKH; 0(OpMIICHHUE OJINH 0,5
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AOKYMCHTOB IJId NCPCAAYr B ICPCIICT

JIOKYMEHT

[ToaroroBka Kk pectaBpanuu "roBopAimuX" KHUT Ha
KacceTax U JOKYMEHTOB, 3alTMCAHHBIX Ha ONTHYECKUX
JIICKax:

27

0TOOp JOKYMEHTOB JJIsl pECTaBpalli, IPOBEPKA
COCTOSIHUS IOKYMEHTA, 3all0JIHeHUE (CBepKa) KHUYKHOTO

dhopmyIspa

OJIUH
JIOKYMEHT

3,0

28

HOJrOTOBKA JOKYMEHTOB K BOCCTaHOBJIEHHIO; TO00pKa
JOKYMEHTOB, aHAJIOTUYHBIX IIOBPEIKICHHOMY;
oopMIIeHHE TOKYMEHTOB AJIsl IEpeayy Ha PECTaBPaLUIO

OJWH
JOKYMCEHT

0,5

PecraBpanusi miiockorneyaTHbIX U PelIbePHO-TOYCHHBIX
JIOKYMEHTOB:

29

neperieTHbIe paboThI

OJIMH
JIOKYMEHT

90,0

30

BOCCTaHOBJICHUE OT/EIbHBIX TOBPEXKICHHBIX CTPAHHII,
HareyaTaHHBIX pelbe(HO-TOYSUHBIM MIPUPTOM
(ckaHMpOBaHUE, PACIIO3HABAHUE, PEIAKTUPOBAHHE,

OJIHA CTpaHUIIA

30,0

pacrieyaTka Ha OpailJIeBCKOM IPUHTEPE)

31

MEJKUN peMOHT (ITOAKIJIeHKa HaJOPBAHHBIX CTPAHMUII,
NepervieTa, TUTYJIbHBIX JIMCTOB, KAPMAIIIKOB, SIPJIBIKOB,
3aMeHa MPYKUHHOTO MeperieTa)

OJIUH
JOKYMEHT

2,0

PGCTaBpaHI/ISI JOKYMCHTOB, 3alIlMCaHHBIX Ha
Ay OKACCCTaX:

32

BOCCTAHOBJICHHE IIOBPEKICHHOT'O IOKYMEHTA C
AHAJIOTHYHOTO Ha CIICUAIEHOM 000pYIOBaHUH B
3aBHCUMOCTH OT TEXHUYECKOTI'O OCHALLICHHS

OJIHA omeparus

5,0

33

MEJKUH PEMOHT (3aMEHa HEMPAaBUIIbHBIX CKJIEEK,
MOJIKJICHKA paKopJia, STUKETOK Ha PyTiispax)

OJWH
JAOKYMCHT

5,0

BoccranoBnenue yrpaueHHBIX / TOBPEXKACHHBIX
JJOKYMEHTOB, 3aIIMCAHHBIX Ha ONTUYECKUX JUCKAX:

34

CKaHHUPOBAHUC JUCKA CTAHAAPTHBIMH CPCACTBAMUA

OJIVH JTUCK

2,0

35

CKaHMPOBAHUE MOBPEXKACHHOTO IUCKA C UCIOJIb30BAHUEM
CHEIUAIBLHOTO MPOrPAMMHOTO 00eCTIeYeHUs

OJIUH JUCK

20,0

36

3arpys3ka 06138.33 JMCKa B aBTOMaTHYECKHUI )Iy'6J'II/IKaTOp

OJIUH JUCK

3,0

KpaTHOoe BoCcipon3BeIEHUE TUCKOB:

OJIUH JUCK

37

TEKCTOBBIE (PaitiIbl

0,3

38

3BYKOBBIE (pailiibl

3,0

39

BHJ1€0 (halIbI

6,0

IIpoBepka KauecTBa KOIMIA:

OJIUH JUCK

40

TEKCTOBBIE (paitsIbl

1,0

41

3BYKOBBIE (paiiiibl

5,0

42

BUJIEO (haiisibl

5,0

[IpyueM OKyMEHTOB MOCIE PECTABPALMH:

43

CBEpKa MOCTYNMUBIINX IOKYMEHTOB C KHUKHBIM
(dbopMyInspoM, MpoBEpKa KayecTBa JOKYMEHTOB;
BOCCTAHOBJICHHE 3arjaBusi, HaMucaHue mudpa Ha spibIKe,
KOpeIlIKe JOKYMEHTa

OJINH
JIOKYMEHT

1,0

Ob6ecnbuinBanue hoHaa:

44

00eCIBUIMBaHUE (1)OH)Ia C IIOMOIIIBIO IIBITIECOCA,

o/Ha

15,0
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obecrieyeHre pabovyero MecTa TeXHUYECKUMHU CPEICTBAMH: MEpOIIoyKa

MBUIECOCOM, paOOYUM CTOJIMKOM, CTPEMSHKOM, BEAPOM;

MpOBeIeHUE 00ECTBIIIMBAHNS; 3aHECCHNE TEXHMUECKUX

CPEJICTB Ha MeCTa XpaHEHUS

45 | pyunoe obecnputnBanue GoHa; odbecrnedeHne pabodero OJlHa 10,0

MeCTa TEXHUYECKHUMHU CPEICTBAMU: CTPEMSHKOM, pabounm MEpOIoJIKa

CTOJIMKOM, TEJIEKKOU, BEAPOM, TPSIKAMH; IPOTUPKA,

3aHECEHNE TEXHUYECKUX CPEJICTB HA MECTa XpaHEHUS

3.8. PaGora ¢ ¢ponaom. IlepeBoa noxymeHToB B iu¢poBoii popmar
Tabauna 49
N n/n HaunmenoBanue npouecca, onepanuu. CoctaB paboThI Enununa Hopma
U3MEpEHUS BpPEMEHH,

MUH.

1 2 3 4
OnmdpoBka TOKyMEHTOB, Halle4aTaHHBIX
penbehHO-TOUCYHBIM MPUPTOM:

1 CKaHMPOBAHUE M PACIIO3HABAHKE PEIbe(PHO-TOUCTHOTO OJTHa CTpaHUIA 2,0
TEKCTa

2 coxpaHeHue (¢aiiia B TEKCTOBOM (opmare o/IvH (hain 0,5
PenaktupoBaHue 0TCKaHUPOBAHHOT'O MaTepraia B OJlHA CTpaHUIA
TEKCTOBOM pEIaKTOpe:

3 XYyJI0)KECTBEHHBII TEKCT 5,0

4 TEXHUYECKUE U JAPYTUE CIelUaIbHble TEKCThI (HOTHAS 40,0
3aInCh, MAaTEMAaTHUKa, METUIIMHA, XUMHSI)

OuudpoBka TOKyMEHTOB, 3alIMCAHHBIX HA MATHUTHOM
JICHTE!

5 NepeBOJ aHAJIOrOBOH 3anucu B MdpoBoii popmar 0JIHA 3alHCh 6,0

6 00pa0oTKa 3arMcy Ha MarHUTHOM JIGHTE Ha KaTyIIKax; OJIMH Yac 180,0
pecTaBpanus 3ByKa 3BYYaHUs

7 00paboTKa 3arucu Ha MarHUTHOM JIGHTE Ha KacCeTe; OJIMH Yac 90,0
pecTaBpanus 3ByKa 3BYYaHUs
OnudpoBka TOKYMEHTOB, 3alMCAHHBIX Ha
IpaMILIaCTUHKAX:

8 MOArOTOBKA IPaMILJIACTUHKH K 3aIIUCH (POHOTpaMMBbI; OJIHa 12,0
yJaJIeHUE MBUTH C TOBEPXHOCTU T'PaMIIJIACTUHKH, CHATHE rpaMILIaCTUHK
CTaTUYECKOTO IEKTPUIECTBA a

9 3armuch (POHOTPaMMBI TPAMILIACTUHKHU C UCIIOJIB30BAHUEM oJTHa
3BYKOBOT'O PeJaKTopa ¢doHorpamMma
O6paboTka 3anucanHOi (OHOTPAMMBI: OJTHa

¢doHorpamMma

10 MOCTOSIHHOE aMIUIUTYTHOE CMENIEHUE 5,0

11 | ynanenue HIeIYKOB U OTPECKUBAHUI C TOMOIIBIO 10,0
TUTarHA aBTOMATHYECKOTO HAXOXKICHHS U YIaJICHHS
110JTOOHBIX IIEITYKOB

12 | yctpaHeHue (pOHOBBIX IIIyMOB 10,0
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13 | obecnieueHne KaueCTBEHHOTO U €CTECTBEHHOTO 3BYYaHUS C 10,0
HCIIOJIb30BaHUEM dKBasai3epoB (rpapuueckoro,
naparpauueckoro, napaMeTprUIecKoro)
14 | HOpManu3anusi CBOMCTB 3BYKOBOTO MaTepuaia 5,0
15 | moaroroBka 0OpaboTaHHOM (HOHOrpAMMBI K 3aIMCH Ha OJlHa 20,0
JIMCKaX; pa3pe3ka 3ByKOBOTro (haiiia Ha TPEeKH dboHorpamMma
16 3aMuCh OATOTOBIICHHOTO ayIMOMaTeprasia Ha IUCK (C OIVH IVCK 12,0
Y4€TOM BO3MOXHOCTH KOHBEPTUPOBAHMSI MaTepHraia B
dhopmat aynmodaiiia)
3.9. O6cay:kuBaHue NOJb30BaTe e
Tab6auna 50
N /o HaunmenoBanue nporecca, onepanuu. CoctaB paboThl Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
3anuch nosib30Baresnei B ONOINOTEKY:
1 IIPOCMOTP AOKYMEHTOB I10JIb30BaTeNs (MacopT, YWICHCKUN OIVIH 2,0
OuIeT, cTyleHYecKuil OUseT, crpaBka 00 MHBAIUIHOCTH M0JIb30BaTENb
I10 3PEHUIO), IPOBEPKA HATMYUSI YUETHO-PETUCTPALIMOHHOM
KapTOUYKH T0JIb30BATENS
3anojaHeHHe y4eTHO-PErUCTPAllMOHHBIX JOKYMEHTOB OJIUH
T10JIb30BATEJIS: dhopmysap
2 dbopMysap Ha OyMa)kHOM HOCHUTEIIE 5,0
3 AJIEKTPOHHBIN HOPMYIISIp 4,0
4 pErucTpalMOHHas KapTO4yKa 5,0
5 TPAHCIOPTHBIN JIUCT 6,0
6 JIOTOBOp 00CTy>KUBaHMsI (2 HK3eMILIsIpa) 7,0
7 TETPaJlb PETUCTPALIMU NOJIb30BATEIICH 1,0
8 03HAKOMJICHHUE C TIpaBUJIAMH TOJIb30BaHUSI OMOJIMOTEKOMH, OIINH 20,0
CIIPaBOYHBIM aNNapaToM, HAIMUUEM IPYTUX OTAEIIOB, II0JIb30BAaTENb
MIEpEeYHEM NMPEAOCTABISIEMBIX YCIYT
9 PacCTaHOBKA PETUCTPALIMOHHBIX KaPTOYEK MOJIb30BaTENIEH | OJHA KapTOdKa 1,0
B KAPTOTEKY
Ilepeperucrpanys nojab3oBaTesen
[Touck 1 BHECEHHE U3MEHEHUH B
YYETHO-PETUCTPALMOHHBIE JOKYMEHTBI [T0JIb30BATEIIS:
10 | popmymsip Ha GymMa)KHOM HOCUTETIE OJIH 1,0
bopmysip
11 ANEKTPOHHBIN (HOPMYIISp OJUH 1,0
bopmysip
12 | perucrpanioHHast KapTOYKa OJIHA KapTOYKa 1,0
13 TPAHCIIOPTHBIN JINCT OJIVH JIUCT 1,0
14 | ntoroBop 00OCITyKUBaHUS OJIMH JI0TOBOpP 1,0
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Tadauua 51
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEPECHUS BpEMEHHU,
MUH.
1 2 3 4
OO6cmyxrMBaHUE MOJIb30BaTENEH B OT/AeIaX aOOHEMEHTa!
00IIero ¥ HOTHO-MY3bIKAJILHOTO:
1 MH(GOPMHUPOBAHHUE TTOJIB30BATENCH 0 HOBBIX onHa Gecena 5,0
MOCTYIUICHUSAX; 6ece/ia C MoJIb30BaTENIEM Y BEICTABOK
[TonbGopka mokyMeHTOB U3 (OHIA OT/ENA JUIS BEIAAYN
T10JIb30BATENIO:
2 W3JIaHKA, HareyaTaHHbIe pelbe()HO-TOUCUHBIM HIPU(TOM OIVIH 3,0
JIOKYMEHT
3 "roBopsiue" KHUTH U My3bIKaJIbHbIE POU3BEICHUS HA OJINH 3,0
KacceTrax JIOKYMEHT
4 M3aHAs Ha TU(POBBIX HOCUTEISAX HHPOPMALIUH (IHCKH, OIVIH 1,0
(brem-KapThl C KPUNITO3AIIUTON) JIOKYMEHT
5 rpamMIlIaCTUHKH OJVH 1,0
JIOKYMEHT
6 HOTHBIC M3AaHus (TIOCKOIIEYaTHBIC U 110 cucteme bpaiins) OJVH 2,0
JIOKYMEHT
7 W3J1aHusl, HaleyaTaHHbIE TUIOCKOIEYaTHBIM, B TOM YHCIIe OJIUH 1,0
YKPYIHEHHBIM, HIPU(TOM JIOKYMEHT
8 3BYKOBBIE (pailsibl 3 0a3bl JAHHBIX "TOBOPALINX' KHUT C oauH dain 15,0
KPHINITO3AIIATON
9 3aMMch 3BYKOBBIX (DaiiioB "TOBOPALINX" KHUT C oauH dain 10,0
KPUITO3AIUTON Ha (JIeNI-KapTy TOJIb30BATEINS C
MpeIBapUTENHLHOM MOATOTOBKON (OYUCTKOM) (hiIet- KapThl
10JIb30BATENS
10 | npenocTaBieHUE MOJIb30BATENIO HOTHBIX U MY3bIKAJIIbHBIX OJVH 2,0
JIOKYMEHTOB JIJIsI IPEABAPUTEIILHOTO MPOUTPHIBAHUSA, JTIOKYMEHT
MPOCIYIIMBAHUS B IOMEUIEHUHU OT/Iela
[TpoBepka JOKYMEHTOB Mepe Bblgaueli / IpueMoM Ha OJIH
COOTBETCTBHUE U OTCYTCTBHUE 1€(DEKTOB: JOKYMEHT
11 W3/1aHusl, HaleyaTaHHbIE peabe(HO-TOUEYHBIM HIpU(TOM 1,0
12 | "roBopsimue" KHUTH U My3bIKaJIbHBIE IPOU3BEICHUS HA 3,0
KacceTrax
13 | u3nanus Ha UUQPOBBIX HOCUTENAX HHPOPMAIUH (IUCKH, 1,0
¢en-kapThl ¢ KPUNTO3AIIUTOM)
14 | rpaMnIaCTUHKH 1,0
15 | HoTHBIe M3AaHuA (TUIOCKOTIEUaTHBIC U MO cucTeme bpaiins) 1,0
16 | u3ganus, HaneYaTaHHBIC JIOCKOTIEYaTHBIM, B TOM YHCIIE 0,8
YKPYIMTHEHHBIM, TIPU(TOM
17 BbIJIaya JOKYMEHTOB MOJIb30BAaTEN0, OTMETKA O BbIJa4e B OINH 0,7
KHIDKHOM (popMyTsipe JIOKYMEHT
OtMmeTKa o BbIIaue / mpuemMe JOKyMEHTOB: OJVH
JOKYMEHT
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18 | B py4HOM pexnuMe 1,0
19 | B aBTOMaTu3MpOBAHHOM PEKUME 0,7
20 | I[Ipuem 1OKyMEHTOB OT I10JIb30BATENs], IOMCK U BKJIaJKa OJIMH 1,0
KHHKHOTO opMylisipa JOKYMEHT
IIpoanenue cpoka Moib30BaHUS JOKYMEHTAMU: OJIUH
JOKYMEHT
21 B PYYHOM PEXKUME 2,0
22 | B aBTOMaTU3UPOBAHHOM pPEXHUME 0,7
KoHcynbranus nosis3oBaTens: oJlHa
KOHCYJIbTaIHsI
23 110 paboTe C KAPTOYHBIM KaTajI0roM 5,0
24 | no paboTe C 3IEKTPOHHBIM KaTaJorom 7,0
25 | mo sKcmTyaTanuu TH(GIOMAarHuTOPOHOB, 10,0

tuduiodien-mieepon

OTt0op 1 mepegaya Ha BOCIIPOU3BEICHHUE B CIIEIUAIEHOM
¢dopmare pparMeHTOB IJIOCKOTICUYATHBIX TEKCTOBBIX U
HOTHBIX TOKYMEHTOB (I10 3aITPOCYy IMOJIH30BATEIs):

26 | mpueM 3ampoca OT MMOJIb30BaTe s, MOAOOPKa JOKYMEHTOB, OJTUH 5,0
odopmiieHne 3aKa3a JOKYMEHT
27 | mOAroTOBKA JOKYMEHTa K BOCIPOU3BEIACHHUIO (IIOUCK, OJTHA CTpaHHUIIA 2,0

3aKJaaKa (parMeHToB, OI[EHKA BO3MOKHOCTH
CKaHMPOBAHHUS TEKCTa, py4yHOro Habopa HOTHOM 3alKCH 1O
cucreme bpaiins)

OO6cinyXMBaHUeE MOJIb30BaTelNel B YUTAIBHOM 3aJI€:

28 | mHpopMHUpOBaHKE O HOBBIX MTOCTYIICHUAX; Oecerna ¢ oJlHa Oecena 5,0
M0JIb30BATEJIEM Y BBICTABOK, TEMATHUECKUX KHUYKHBIX
TIOJIOK
[Touck TOKyMEHTOB 1O 3aIPOCy MOJIb30BATENS B OJIH
noaco0HoM GoHe: JIOKYMEHT
29 110 BUAAM U3aHUI 3,0
30 110 ONIPEIETIEHHON TEME 4,0
[TpoBepka JOKYMEHTOB Mepe/] Bblaaueli / IpueMoM Ha OJIH
COOTBETCTBHUE U OTCYTCTBHUE 1€(DEKTOB: JIOKYMEHT
31 W3/1aHusl, HaleyaTaHHbIE peabe(HO-TOUEYHBIM HIpU(TOM 1,0
32 "roBopsiue" KHATK Ha KacCeTax 4,0
33 | u3nanus Ha UM(POBBIX HOCUTENAX UHPOPMAIMH (IUCKH, 1,0
¢en-kapThl)
34 | u3gaHus, HaTIeYaTaHHBIC TJIOCKOTIEYATHBIM, B TOM YHCIIE 0,8
YKPYITHEHHBIM HIpU(TOM
35 TAKTUJIbHBIE PYKOJEIbHBIE U3IaHUS 1,0
36 | penpedHO-Tpaduueckue mocoous 1,0
37 | BeIIaya JOKYMEHTOB IOJb30BATEIN0, OTMETKA O BbIIaU€ B OJIH 0,7
KHIKHOM (hopmyIispe JTOKYMEHT
OTtmeTKa o BbIiaye / MpueMe JOKYMEHTOB: OJIH
JTOKYMEHT
38 | B py4HOM pexume 1,0
39 | B aBTOMaTU3MPOBAHHOM PEKHME 0,7
40 MPUEM JIOKYMEHTOB OT TOJIb30BATENSA, MOMUCK M BKJIAJIKa OJWH 1,0
KHIDKHOTO (opMyTsipa JIOKYMEHT
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KoHcynpTanus noas3oBaTens: OJlHa
KOHCYJIbTAIIHSI
41 110 paboTe C KAPTOUYHBIM KaTaJIOrOM 7,0
42 | mo paboTe ¢ AIEKTPOHHBIM KaTaJIOTOM 8,0
43 10 DKCILTyaTaluy TU(IOMarHuTOGOHOB, 10,0
tuaoden-rnieepon
44 10 DKCILTyaTalluy aIallTUBHBIX TU(HIOTEXHUUECKUX 20,0
CPEICTB U NPOrpamMm
45 10 AKCIUTyaTallid KOMIBIOTEPHON TEXHUKHU U 20,0
MIPOrpaMMHOTO 00ecTeueHus
Pabora ¢ urenom:
46 | npenBapuTenbHas 3aIUCh MOJIB30BATEINS K UTEILY 0JIHA 3aIUCh 1,0
47 MOUCK, 0()OpPMIICHHE TOKYMEHTA JIJIsl BBIA4H OIH 5,0
110JIb30BATEII0 JOKYMEHT
48 | 9TeHHE TEeKCTa OJIHA CTpaHUIIA 5,0
(bopmatr A4)
49 | npoUYUTHIBAaHUE TEXHUYECKOTO U APYTUX CIIELUATbHBIX 1 000 3HaKOB 6,0
TEKCTOB HA MATHUTHYIO JICHTY / IU(PPOBbIE HOCUTEIU
OTt0op 1 mepegada Ha BOCIIPOU3BEICHHUE B CIIEIUAIIEHOM
(dbopmate GpparMeHTOB MJIOCKONIEYATHBIX JOKYMEHTOB (110
3a1pocy nojab30BaTels):
50 | mpueM 3ampoca OT MOJb30BaTeNs, MOA00PKA TOKYMEHTOB, OJIUH 5,0
odopmiieHne 3aKa3a JIOKYMEHT
51 MOJITOTOBKA TOKYMEHTA K BOCIPOU3BEICHUIO OJIHA CTpaHUIA 2,0
3.11. BHecTannoHapHoe 00c/1yKUBaHHe 110JIb30BaTeIeil
Taoauma 52
N n/n HaumenoBanue npouecca, onepauuu. CocraB paboTh Enununa Hopma
U3MepeHus BpEMEHH,
MUH.
1 2 3 4
HagoMHoe o6ciykrBaHN€e OJIb30BATENEH:
1 IIPUEM 3aKa3a OT MOJIb30BaTeNs MO TeNeony, OJIMH 3aKa3 4,0
oopMIIeHHE 3aKa3a
ITouck u3 hoHIa KOMIUIEKTA TOKYMEHTOB: OJIMH
KOMILIEKT
2 W3J1aHusl, HaleyaTaHHbIe pelabeHO-TOUeYHBIM HIpU(TOM 15,0
(10-15 KHHUT U3 KOMILJIEKTA)
3 "ropopsiue" KHATY Ha Kaccerax (5 Ha3BaHUM) 10,0
4 M3/1aHus Ha HUQPOBBIX HOCUTENSIX HHGOPMAIUU (TUCKH, 6,0
¢raem-xkapthl) (5 Ha3BaHMIN)
5 OTMETKa O BbIJaue JOKyMEHTa B KHHXHOM (opMyJisipe OJINH 0,7
JIOKYMEHT
OTMmeTka 0 BbIJIaue / MpueMe JOKYMEHTOB B (hopMyIsipe OJINH
10JIb30BATEJS: JIOKYMEHT
6 B PYYHOM PEKUME 1,0
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7 B ABTOMAaTU3UPOBAHHOM PEXHUME 0,7
8 MOJIrOTOBKA JIOKYMEHTOB K OTIPABKE; COPTUPOBKA IO OJMH 3aKa3 15,0
BUJIAM U3JIaHHM, YIIaKOBKA, 0(OPMIICHHE TPAHCIIOPTHOTO
JIUCTA, MOTPY3Ka; COINIaCOBAHUE C MOJIb30BATENEM 110
TesneoHy, TOCTaBKa 3aKasa
9 MpHEeM JTOKYMEHTOB OT IOJIb30BaTels; BHITPY3Ka, OJIMH 3aKa3 8,0
pacrakoBKa, IIOMCK M BKJIAJKa KHIDKHOTO (hopMyJsipa
[IpoBepka JOKYMEHTOB Iepe]l OTIPABKOH / IPHEMOM Ha OJIUH
COOTBETCTBHUE U OTCYTCTBHUE 1€(DEKTOB: JIOKYMEHT
10 | u3manus, HaneyaTaHHbIE PeIbePHO-TOUCYHBIM MpU(TOM 1,0
11 "roBopsinye’ KHUTM Ha KacCeTax 6,0
12 | u3nanus Ha HUQPPOBBIX HOCUTENAX UH(OPMAIMHU (IUCKH, 1,0
(haen-kapThl)
[Ipoanenne cpoka 1oyib30BaHus JOKYMEHTaMHU: OJIMH
JIOKYMEHT
13 | B py4HOM pexuMe 2,0
14 | B aBTOMAaTU3MPOBAHHOM PEKUME 0,7
OO6ciyxuBaHue noib3oBaTeneil B ONOIMOTEUHBIX
MYHKTaX:
15 MOATOTOBKA U 3aKIIFOUEHHUE IOTOBOPa MEXy OMOIMOTEKOM | OJMH AOTOBOP 300,0
Y OpraHu3anmei, rae OyaeT OCymeCTBISTHCS
BHECTAI[MOHAPHOE 00CTYKUBAHUE
Odopmnenue Gopmysspa OMOINOTEYHOTO ITyHKTA! OJINH
dhopmysap
16 | B py4HOM pexuMe 7,0
17 | B aBTOMaTU3MpPOBAHHOM PEKUME 6,0
18 | odopmiteHHe ManKku ¢ JOKYMEHTaMH (J0T0BOp, 0JIHa TarKa 15,0
JIOBEPEHHOCTh Ha MOJy4YeHHE KHUT, OTYETHI)
19 | cocraBieHue cXeMbl pa3MelleHNs: OMOINOTEYHBIX TYHKTOB OJ/IHa cXxeMa 120,0
10 TEPPUTOPUSIM
20 | cocraBieHue rpaduka oOMeHa TOKYMEHTOB, HAXOAIUXCS | OJIUH rpaduk 20,0
B OMOJMOTEYHBIX MYHKTAX
21 COCTaBJICHME IJIaHa METOAUYECKON OMOIITH OJIMH IlJIaHA 60,0
OnOIMOTEKAPSIM-0011IeCTBEHHUKAM
Bbiiaua 1OKyMeHTOB B OMOJIMOTEUHbIA MYHKT:
[ToaroroBka u pacreyaTka CucKa J0KyMEHTOB, OJIUH CIHCOK
npeJHa3HauYeHHbIX JJIs BbIAAYM OMOJIMOTEUHOMY ITYHKTY:
22 20 TOKYyMEHTOB 30,0
23 40 TOKyMEHTOB 60,0
24 100 1OKyMeHTOB 120,0
[Tox6opka u3 ¢onHma MO CIUCKY / 3asIBKE KOMIUIEKTOB OJINH
JOKYMEHTOB pa3jIMyHbIX (popMaToOB: JOKYMEHT
25 W3J1aHusl, HaleyaTaHHbIE pelbeHO-TOUCUHBIM MIPU(TOM 3,0
26 "roBopsiye" KHUTY Ha KacceTax 2,0
27 | u3naHus Ha TUPPOBBIX HOCUTENSIX HHGOPMAIIUU (TUCKH, 1,0
¢en-kapThl)
28 HU3JaHus, Halle4YaTaHHbIC MIOCKONEYaTHBIM, B TOM YHCIIE 1,0
YKPYITHEHHBIM HIpU(TOM
CBepka JOKYMEHTOB CO CIIMCKOM / 3asIBKOW U NPOBEpKa OJINH
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JOKYMEHTOB Ilepe Bblauell Ha COOTBETCTBUE U JOKYMEHT
OTCYTCTBHE J€(EKTOB:
29 | u3maHus, HaneYaTaHHbIE PEIbePHO-TOUSYHBIM MIPU(TOM 1,0
30 "roBopsinye’ KHUTM Ha KacCeTax 6,0
31 W31aHKs Ha MUPPOBBIX HOCUTEIAX HH(MOPMAITUH (IUCKH, 1,0
¢en-kapThl)
32 H3IaHKS, HalledaTaHHbBIC INIOCKOIIEYaTHBIM, B TOM YHCJIC 0,8
YKPYIHEHHBIM HIPHPTOM
33 COPTUPOBKA MO BUJAM M3JAaHUN, OTMETKA O BblJaye OIH 1,0
JOKYMEHTa B KHIDKHOM (hopMyIisipe JOKYMEHT
OTtMmeTKa 0 BblIaye T0KYMEHTOB: OJIUH
JOKYMEHT
34 | B py4HOM pEXKUME 1,0
35 | B aBTOMAaTHU3MPOBAHHOM PEKUME 0,7
36 | paccTaHOBKA KHUYHBIX (JOPMYJISIPOB B KAPTOTEKY OIVIH 1,0
WHJIKaTOpa dhopmysap
37 | HOArOoTOBKA JOKYMEHTOB K OTIIPAaBKE; yIIaKOBKa, OJIUH 30,0
COCTaBJICHHE OMUCH, MOTPy3Ka KOMIUJICKT
38 | orMeTrka 00 OTIpaBKe 3aKa3a B KypHaJIe PErUCTpaIluu 0JIHA 3aITUCh 2,0
39 OToBeIeHHe a00HEHTa 00 OTIPABKE 3aKa3a OJIMH a0OHEHT 1,0
[Iprem TOKyMEHTOB U3 OMOIMOTEYHOrO MYHKTA:
40 | pacmakoBKa MOCHUIKH, COPTUPOBKA IOKYMEHTOB IO BUJIaM | OJHA MOCHLIKa 3,0
U3J1aHuM
[IpoBepka BO3Bpalll€HHBIX JOKYMEHTOB Ha COOTBETCTBUE, OJIUH
KOMIUIEKTHOCTb, OTCYTCTBUE AE(PEKTOB: JIOKYMEHT
41 W3/1aHusl, HalleyaTaHHbIE Peabe(HO-TOUEYHBIM HIpU(TOM 1,0
42 "roBopsiniye" KHUTM Ha KacceTax 6,0
43 | u3naHus Ha TMQPPOBBIX HOCUTENSIX HHPOPMAIIUU (TUCKH, 1,0
¢en-kapThl)
44 HW3JIaHHUs, HalleyaTaHHbIEC IJIOCKOICYAaTHRIM, B TOM YMCIIC 0,8
YKPYIMTHEHHBIM HIpU(TOM
45 COPTUPOBKA IOKYMEHTOB I10 BUJIAM U3/IaHUH, TOUCK U OJIH 1,0
BKJIaJIKa KHIDKHBIX ()OPMYIISIPOB JOKYMEHT
OtmeTKa 0 mpreMe JOKYMEHTOB: OJIMH
JOKYMEHT
46 | B py4YHOM peKUME 1,0
47 | B aBTOMaTU3UPOBAHHOM PEXHME 0,7
48 | onoBenieHre aDOHEHTA O MPUEME JOKYMEHTOB 0JIUH a0OHEHT 1,0
49 | ormeTka 00 0OMEHE IOKYMEHTOB B THEBHHKE OT/IeTIa 0JIHA 3aITUCh 1,0
3aouHoe 00CITy)KHBaHUE MOJIb30BaTeNEH
OdopmiieHne TOKYMEHTOB Ha 00CTy)KMBaHUE AOOHEHTOB:
50 | mpueM 3asBKH OT aOOHEHTa Ha 00CITy>)KHBaHUE, OJ1Ha 3as1BKa 5,0
MIO/ITOTOBKA MaKeTa JJOKYMEHTOB K OTIIPaBKe
Odopmnenne popmysipa aboHEHTA: OJTH
bopmysip
51 B PYYHOM PEXHME 6,0
52 | B aBTOMAaTHU3MPOBAHHOM PEKUME 7,0
Bbigaua 1okyMeHTOB aDOHEHTaM
ITon6opka u3 ponna no 3akazy abOHEHTa JOKYMEHTOB OJINH
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pa3nuyHbIX (HOPMATOB: JOKYMEHT
53 W3/IaHKS, HalleYaTaHHbIe PelIbe(PHO-TOYCUHBIM MIPUPTOM 3,0
54 | "roBopsimue" KHUTM Ha KacceTax 2,0
55 | u3nanus Ha MQPOBHIX HOCUTENAX HHPOPMALIUH (JTUCKH, 1,0
(dhaen-kapThl)
56 U3IaHKS, HalledaTaHHbBIC INIOCKOIIEUYAaTHRIM, B TOM YHCJIC 1,0
YKPYIHEHHBIM IIPUPTOM
CBepka JOKYMEHTOB CO CIIMCKOM M ITPOBEPKA JJOKYMEHTOB OJIMH
nepe]l Bbllayeil Ha COOTBETCTBUE U OTCYTCTBUE J1e(DEKTOB: JIOKYMEHT
57 | u3naHus, HaNleyYaTaHHbIE PeNbe(PHO-TOUCUHBIM HIPUPTOM 1,0
58 "roBopsinye’ KHUTM Ha KacCeTax 6,0
59 | u3nanus Ha IUQPOBHIX HOCUTENAX HHPOPMALINH (JTUCKH, 1,0
(haen-kapThl)
60 H3IaHKS, HalledaTaHHbBIC INIOCKOIIEYaTHBIM, B TOM UHCJIC 0,8
YKPYITHEHHBIM HIPUPTOM
61 OTMETKa O BbIJJaue JOKYMEHTa B KHHKHOM (hopmyIisape OJIUH 0,7
JIOKYMEHT
OtMmeTKa 0 BblAa4€ JOKYMEHTOB: OJIUH
JIOKYMEHT
62 | B py4HOM pexuMe 1,0
63 | B aBTOMAaTHU3HPOBAHHOM PEKUME 0,7
64 | paccTaHOBKAa KHUYKHBIX (JOPMYISIPOB B KAPTOTEKY OJVH 1,0
dhopmysip
65 MOATOTOBKA JOKYMEHTOB K OTIPABKE; YIAKOBKa, OVH 30,0
COCTaBJICHHE OIIUCH, NTOTPYy3Ka KOMILJIEKT
66 | oTMeTka 00 OTIpaBKe 3aKa3a B KypHAJIE PETUCTPaAIlUU 0JIHA 3aITUCh 2,0
67 | omoBenieHre abOHEeHTa 00 OTIIPaBKe 3aKa3a OJIMH aOOHEHT 1,0
[IpriemM TOKyMEHTOB OT aOOHEHTOB:
68 | mpueM JOKYMEHTOB; COPTHPOBKA ITOCBUIOK I10 apecam, 0JIHa IIOCBUIKA 2,0
OTMETKa O NMPUEME B KypHaJIe perucTpaluu
69 | pacmakoBKa IIOCBIJIKH, COPTUPOBKA JOKYMEHTOB 10 BUJaM | OJIHA ITOCBUIKA 3,0
W3JaHUN
IIpoBepka BO3BpalllEeHHBIX JOKYMEHTOB Ha COOTBETCTBUE, OJIMH
KOMIUIEKTHOCTb, OTCYTCTBHE AE(PEKTOB: JOKYMEHT
70 | u3naHus, HarleyaTaHHbIE pelbeHO-TOUEUHBIM IPU(DTOM 1,0
71 "roBopsiye’ KHUTH Ha KacceTax 6,0
72 | u3naHus Ha UMQPOBBIX HOCUTENAX HHPOPMAIMH (IUCKH, 1,0
¢en-kapThl)
73 | u3maHus, HarleyaTaHHbIE IJIOCKONIEYaTHBIM, B TOM YHCIIE 0,8
YKPYITHEHHBIM HIpU(TOM
74 COPTUPOBKA IOKYMEHTOB I10 BUJIAM U3/IaHUH, TOUCK U OJIH 1,0
BKJIaJIKa KHIDKHBIX ()OPMYIISIPOB JOKYMEHT
OTtmeTKa 0 mpreMe JOKYMEHTOB: OJIUH
JOKYMEHT
75 B PYYHOM PEXUME 1,0
76 | B aBTOMaTU3MPOBAHHOM PEKHME 0,7
77 OTIOBEIICHHE a0OHEHTA O IPHEMe JJOKYMEHTOB OJIH a0OHEHT 1,0
78 | otMeTka 00 0OMEHEe JOKYMEHTOB B IHEBHUKE OT/eja 0JIHA 3aINCh 1,0
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3.12. BuyTpennss padora

Tabanna 53
N o/ HaunmenoBanwue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MepeHus BpPEMEHH,
MUH.
1 2 3 4
ITonroToBka K Bbliaye:
1 MOABECHUE UTOTOB PAOOTHI 3a MPOIISANINN JIEHb, 3aITUCh €XE€IHEBHO 15,0
B THEBHUKE
2 paccTaHOBKa (OPMYIISIPOB IMOJIB30BATENEH TTO CPOKaM, 10 OJVH 1,0
andaBuTy bopmysip
3 moAaOOpKa JOKYMEHTOB 110 BUJIaM HU3JAaHHUH 110 OIVH 1,0
IIpe/IBAPUTENIbHBIM 3aKa3aM I10JIb30BaTEIeH JIOKYMEHT
IIpocMOTp HOBBIX NOCTYIJIEHUHN /711 pEKOMEHJallun OJIUH
110JIb30BaTEISIM! JIOKYMEHT
4 ra3eThl 5,0
5 KYpHaJIbl, HalleYaTaHHbIE IUIOCKONEYaTHBIM MIPUPTOM 15,0
6 KYpHaJIbl, HalleuaTaHHbIE PeJIbePHO-TOUESUHBIM MIPUPTOM 5,0
7 KHUI'H, HalleyaTaHHble MJIOCKOIEYaTHbIM IPU(TOM 5,0
8 KHUTH, Harle4yaTaHHbIe penbe(hHO-TOUCUHBIM HIPU(TOM 2,0
9 ayJMOBU3YyaJIbHbIC M3/1aHUS HA QHAJIOTOBBIX U LIM(POBBIX 2,0
HOCHTEJISIX
10 | mpocMOTp U NOMOJHEHNE KHU)KHBIX BBICTABOK, MOJOK U OJIUH 5,0
CTeJIaKed, OTKPBITHIX Ul CBOOOJHOIO JJOCTYIa JOKYMEHT
110JIb30BaTeNe
11 | noaroroBka pabodero Mecra €)KEJTHEBHO 15,0
Pabota ¢ popMyssipoM MoJIb30BaTEeNs:
12 | ananu3 GopMysipoB MOIb30BaTENEH, BHISIBICHUE OIVH 20,0
YUTATEIbCKUX HUHTEPECOB dhopmyIsap
13 | 3anmch B popMyIspe MosIb30BaTeNs O pe3ysbTaTax OIVH 3,0
aHaJIM3a YTEHMs 3@ ONPEJICIICHHbII Nepuol dhopmysap
14 | cocraBieHNe KapTOTEKU YATATENBCKUX HHTEPECOB 0JIHA KapTO4Ka 3,0
15 | 3anuch B JHEBHUKE OMOIMOTEKAps O AMHAMMKE YTEHUS U OJIHA 3aIIUCh 2,0
MHTepecax Mosb30BaTelel (rpymmsl Nojb30BaTesei)
Pabora ¢ nonp3oBaTenaMu, He BO3BPATUBILIUMU
JOKYMEHTBI B CPOK:
16 | mpocMoTp U 0TOOP POPMYIISIPOB MOJIB30BATENEH, HE OJIUH 2,0
BO3BPAaTUBUIMX JOKYMEHTHI B CPOK bopmysip
W3Bemienne noab30BaTes, HE BO3BPATUBILETO JOKYMEHTBI OJIUH
B CPOK; OTMETKA JIaThl HAITIOMUHAHUS B (popMyJisipe bopmysip
T10JIb30BATENS:
17 | yctHO (110 TenedoHy) 3,0
18 | muCpMEHHO Yepe3 MOUYTOBOE OTAEICHHUE NI DJIEKTPOHHYIO 3,0
MOUTY
19 | ynanenue u3 6a3bl JaHHBIX CBEICHUI O 3aHATOCTU OJINH 0,7
BO3BPAIICHHBIX TOKYMEHTOB JIOKYMEHT
IIpremM TOKyMEHTOB B3aMEH YTEPSIHHBIX:
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20 | mpoCMOTp M OLIEHKA JOKYMEHTA, IPEAJIOKEHHOTO B3aMEH OIVIH 3,0
YTEPSHHOTO JIOKYMEHT
21 | 3anmch 0 3aMeHe TOKYMEHTa B (hOpMyJIsipe TOIb30BATEINS, OJIMH 2,0
B TETPaJy y4eTa JOKYMEHTOB, IPUHATHIX B3aMEH JIOKYMEHT
YTEPSHHBIX
Pa6ora c oTkazamu:
22 | 3amojHeHHe KapTOUYKU Ha OTKa3 C yKa3aHWEM IMPUYUHBL, 0JlHA KapTOYKa 4,0
paccTaHOBKA KApTOUEK B KAPTOTEKY OTKa30B
23 aHaJIM3 OTKAa30B, IOArOTOBKA CIIMCKA Ha OJIMH OTKa3 8,0
JOKOMITJIEKTOBaHME oHIa
3.13. O6cay:xkuBanue no Mex0ubIuoTeuHOMy adonementy (MBA)
Tadauua 54
N /i Haumenosanwue mporniecca, onepanuu. CoctaB paboOThI Enuanma Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
OO0cny)KMBaHNWE UHANBUAYaAJIbHBIX [10JIb30BAaTEIEH
6ubnanorexku no MBA:
1 perucrpanus noib3oBares, nojib3yomerocs MBA OIVIH 2,0
M0JIb30BATENb
2 3an0JIHEHME OJIaHKa-3aKas3a OJIVH 3aKa3 3,0
3 YTOYHEHHE YKa3aHHBIX [10JIb30BATEIEM CBEIEHUH O OJIMH 3aKa3 2,0
3aKa3aHHOM JIOKYMEHTE, IIeJIX 3aIpoca, UCTOUHUKE,
OTKY/JIa MOJTYYEHbI CBEICHMUSI
bubnuorpaduueckas nopaboTka 3akas3a; yToOUHEHUE OJIMH 3aKa3
O6unbaorpaduuecKux CBeICHUN:
4 110 CIPAaBOYHBIM U3JAHUAM U3 QoHIa OMOIHOTEKH 10,0
5 IIPY MIOMOIIIM BHYTPEHHHUX U BHEIIHUX 0a3 TaHHBIX 5,0
6 IIPOBEPKA HAJIM4YHK 3aIIPAIlIMBAEMOr0 JOKYMEHTA B OIVH 12,0
OMOIMOTEKAaX, B TOM YHCJIE IO CBOAHBIM KaTaloraM JIOKYMEHT
7 3amuch CBEJICHUH O HampaBiieHnu 3akaza mo MbA OJVH 3aKa3 2,0
(HammeHoBaHUE OMOIMOTEKH, J1aTa); OTIIPAaBKa 3aKa3a B
O6UOIMOTEKY, UMEIOIIYIO 3alPalINBAEMBbIH TOKYMEHT
8 nepeMeleHre 6JlaHka-3akaza B KapTOTEKy 3alpocoB OJIHO 0,5
nosb3oBareneit mo MBA 3a paznenutens "3anpock! mo TpeboBaHue
MBA, HanpaBJieHHbIE B Apyrue OMOIHMOTeKH"
9 IIpueM JOKYyMEHTa, puciaaHHoro no MbA OIVIH 4,0
JOKYMEHT
10 | u3BelIeHNE OIB30BATENS O MOJYYEHUHN 3aITPOIIIEHHOTO OJVH 2,0
JOKYMEHTA M CPOKax €ro NoJb30BaHus 10JIb30BATEIb
11 BBIJIa4a MOJIH30BATENIO MOTyYeHHbIX 10 MBA nmoxymeHTOB OJWH 2,0
B YMTAJIBHOM 3aJI€; CBEPKA BbIJaBAEMOIr0 JOKYMEHTA C JOKYMEHT
0J1aHKOM-3aKa30M, IIPOBEPKA COCTOSIHUSI TOKYMEHTA,
OTMETKA O BbIJaue
12 | npuem TOKyMEHTa OT MOJIb30BaTENs; CBEPKa JOKYMEHTA C OJIH 1,0
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OIaHKOM-3aKa3a, MPOBEpPKa COCTOSHUS TIOKyMEHTA,
OTMETKa O MpUeMe, IOMEIIEHUE JOKYMEHTAa B CIIELUAIbHO
BBLJICJICHHOE MECTO

JOKYMEHT

13

U3BJIeYCHHE OJIaHKa-3aKa3a U3 KapTOTEKH, OTMETKA 00
OTIIpaBKE JOKYMEHTA (J1aTa, HOMEP [TOYTOBOTO
OTIIpaBJICHUS ); IEPECTAHOBKA JINCTKA U3 pa3jiena
"ITonyaennbie no MBA u3nanus" B paszuen
"BosBpaiiennas nureparypa’

OJTMH JINCTOK
TpeOOBaHUS

1,5

14

MOJITOTOBKA JOKYMEHTOB K OTIIPaBKE B OMOIMOTEKY
(donmoAEpKATEIb; YIIAKOBKA 3aKa3a, IPOCTABICHUE
mramna "[louta cienbix", HanMcaHue aapeca,
COCTaBJICHHE OIHCH

OJJWH 3aKa3

5,0

15

paboTa ¢ 0TKazaMu; MpH MOITYYSHUU U3BeIIeHUs1 00 OTKa3e
WJIM 3a/I€P>KKE BBIIIOJIHEHUS 3aIIpoca yKa3aHue B
OnaHke-3aKka3e Ha 0O00OPOTHOM CTOPOHE MPUUYHMHBI U JaThl
OTKa3a, epecTaHoBKa ero u3 paszzena "3ampocs o MBA,
HampaBlieHHbIE B Ipyrue 6ubnuoreku" B pazaen "OTkasbl
o MBA"; coo0ienune B 0Tes1 00CTyKUBAHUS O
II0JIYYEHUH OTKa3a (J1aTa, IpU4uHa)

OJHH 3aKa3

4,0

O6cnyxxuBanue aboHeHToB 110 MBA: cBepka 1o kapToTeke
a0OHEHTOB HOMepa abOHEHTa Ha OJIaHKe- 3aKa3e
OpraHH3aIiu

Opranu3zanus aboHUpyeTCs:

OJHH 3aKa3

16

IIPOCTABICHUE HOMEPa Ha OJlaHKe-3aKa3e, CBepKa azpeca,
Ha3BaHUs OpraHu3aunuu, GaMuiInyu OTBETCTBEHHOTO 110
MFBA (BHeceHHe U3MEHEHHI B KAPTOUKH)

4,0

AOoHeHT O6paTI/IHC${ B TCKYIICM I'Oly BIICPBBIC:

OJIUH a0OHEHT

17

MIPOCTABJICHHE B KAPTOUKE roja 0OpaIieHHs, AaThl,
odopmiieHne aboHEeHTa

1,0

Opranu3zanys paHee He aDOHUPOBAJIACK:

OIVH a0OHEHT

18

IIPUCBOCHNE A0OHEHTY HOMEPA, 3aII0JTHEHUE KapTOUKU
peructpanuu abonenta MbA u ¢popmyssip, ykazanue
MIOJIHOTO HAMMEHOBAHUS OpraHU3allly, IOYTOBOIO ajipeca,
tenedoHa, GpaMUIUN, UMEHH, OTYECTBA OTBETCTBEHHOTO
JIMIA, 1aThl OTKPBHITHS U HOMepa aDOHEHTa

6,0

19

PaCCTAHOBKA PCTUCTPATHUOHHBIX KAPTOYCK B KAPTOTCKY

OHa KapTO4YKa

0,5

20

odopmIleHHEe U3BEIICHUS 111 a00OHEHTA 00 OTKPBITUH
aboHeMeHTa (3arpoc HEeAOCTAIOIINX I KAPTOTEKH
CBEJICHUN)

OJHO
HU3BCIICHUC

2,0

21

MIPOBEpKa MPABUILHOCTH 3all0OTHEHUS OJIaHKa-3aKasa,
3a/I0JDKEHHOCTH a0OHEHTA; MPOCTaBIEHUE HAa 000poTe
OlaHKa-3aKka3a IITaMIa M IaThl TOJIYYeHHUs 3aKa3a

OJIUH
OJraHK-3aKa3

5,0

22

g poBKa 3aKa30B aOOHEHTOB; MoAOOpKa OJaHKOB-
3aKa30B MO an(aBUTy, NPOBEpKa HATMYUA JOKYMEHTOB 110
KaTaJory

OJINH
OJIaHK-3aKa3

3,0

23

MOATOTOBKA JOKYMEHTA K BbIJ]au€; CBEPKA JOKYMEHTA C
0JIaHKOM-3aKa30M, IIPOBEPKA COCTOSIHUS IOKYMEHTA;
MpoCTaBJeHHE Ha ONaHKe-3aka3e mudpa T0KyMeHTa,
WHBEHTApPHOT'O0 HOMEpa, KOJIMYECTBA JOKYMEHTOB, 1aThl

OJINH
JIOKYMEHT

2,0
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BbIAa4H, ITCMIIC/IA OMOJIMOTEKY C Ha3BaHMEM U IIOYTOBBIM
aJpecoM; yKazaHHe CpOKa BO3BPATA; BIOKCHUE YaCTH
OnaHKa-3aKa3a a0OHEHTA B BBIIABACMBbIi IOKYMEHT,
HpOCTaBJICHHE HOMepa OaHIepoIIH

24

IOCTAaHOBKA 3aKa3a Ha 04CpCib, OTIIpaBKa 360H€HTy
W3BCIICHUA

OJJWH 3aKa3

2,0

25

rnepcaadya u3Jairs Ha KOIMMPOBAHUC

OJHWH 3aKa3

3,0

26

OTIIpaBKa JOKYMEHTOB a0OHEHTaM; YIIaKOBKa 3aKasa,
npoctabiienre mramima "[loyra ciensix", HanvcaHue
ajipeca, COCTaBJIEHUE ONUCU

OJJWH 3aKa3

5,0

27

paccTaHOBKa 0JIaHKOB-3aKa30B HA BbIJJTaHHbBIE JOKYMEHTHI B
KapTOTEeKy OOCITy>)KHUBaHUSI a0OHEHTOB B paz/iell
"Bergangeie 1o MBA uzmanus"

OJIMH
JIOKYMEHT

0,5

28

MPUHATHE TOKYMEHTOB, BO3BpAILlCHHBIX a00OHEHTAMU;
BCKPBITUE OaHIIEPOJIH, IIPOBEPKA COCTOSHHSI TOKYMEHTA,
yKa3zaHHue Ha OJaHKe-3aKa3e JaThl BO3BpaTa JOKYMEHTa,
nepecTaHoBKa OJlaHKa-3aka3a B paszen "Bo3BpaiieHHas
nureparypa'

OJWH
JAOKYMCHT

4,0

29

AHAJIN3 CPOKOB IMOJIb30BAHUA NOKYMCHTOB, BBISIBJICHUC
AOJDKHUKOB, HAITPABJICHUC HAIIOMUHAHUH

OJIUH
JIOKYMEHT

2,0

30

paboTa c oTKa3aMH: yKazaHue B OJlaHKe-3aKa3e NPUUYUHBI U
JaThl OTKa3a; PErUCTPaIs OTKa3a B YIETHBIX (popmax;
paccTaHOBKa JHcTa TpeOOBaHMs B KAPTOTEKE OTKA30B;
OTHpaBKa a0OHEHTY M3BEIICHUS 00 OTKa3e

OAHH OTKa3

4,0

3.14. MaccoBas padora

Taoauna 55

N /o

HaumenoBanue nporiecca, onepanuu. CoctaB paboThl

Enununa
U3MEPEHUS

Hopma
BPEMEHU,
MUH.

2

3

4

IToaroToBka MacCoOBBIX MepOHpI/IHTI/Iﬁ

OnpeneneHHe TEMBI, COCTaBa ayaAUTOPUN, OTBETCTBCHHOI'O
3a MEPONIPHUATUC B LCJIOM, COCTABJICHHUC IVIaHA ITOATOTOBKHU
MCPONPUATHA, BOIIPOCOB IJIA 06CY)K}16HI/I${, IpUIrjIallcHue
KOHCYJIbTAHTOB, JICKTOPOB, noz[60p1<a JAOKYMCHTOB 110 TEMC
MCPONPUATHA, OpraHru3alsd BBICTABKU JIUTCPATYPHI,
OITIOBCIICHHC MOJIb30BaTeNIEH O MCPOIIPUATHH YCPE3
acbnnm, KaHaJibl CBA3U, BBIABJICHUC BBICTYIIAIOIHNX
MOATOTOBKA MOMCHICHUA; IIPOBCACHUC COBCUIAHUSA T10
HUTOTraM IMOATOTOBKH U NPOBCACHUSA MCPOITPUATUA:

OJIHO
MEPONPUATHE

quTaTCiIbCKas KOH(I)CpCHI_II/ISI

4800,0

JINTEPATYPHO-XY0KECTBEHHBIN BeUep, Beuep KHUTH,
JIACITYT

3600,0

(O8]

BeUYep BONPOCOB U OTBETOB, YCTHBIN JKypHAII

3000,0

KJIIy0 110 MHTEpecam

3000,0
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JETCKUM YTPEHHUK

3600,0

BUKTOPHHA, KOHKYPC, UTpa-IyTElIeCTBHE

3600,0

OpFaHI/I3aI_II/ISI KHHKHBIX BBICTABOK

CocraBiieHre TUTaHa OPTaHU3AIMH U TTPOBEICHUS
BBICTABKH; BBISIBIICHHE U OTOOP JOKYMEHTOB; TIOATOTOBKA
COIPOBOUTEIILHOM IOKYMEHTAIIUU K BEICTABKE; MOHTAX
BBICTABKH; OpTraHU3aIusl HH)OPMAIIMOHHO-PEKIIAMHOMN
paboTHI MO MOMYSPU3AIUN BBICTABKH; IOABEICHUC
WUTOTOB PabOTHI:

OJIHa BbICTaBKa

I1JIaHa BBICTaBKH

600,0

o0

BBICTABKH 10 TOTOBOMY ILIAHY

360,0

OICPATUBHLIX BBICTABOK HOBBIX HOCTYHJICHI/Iﬁ

120,0

Pexnama 6ubamorexu; paboTa 1o mpuBJICUYECHUIO
110JIb30BATEIIEH:

10

MOJIFOTOBKA PEKJIAMHOIO COOOIIECHUS B CPEACTBAX
MaccoBoi HH(GOPMAIIUH, IS pa3MEIISHUS Ha caiTe
OMOJIMOTEKH, TTOPTAJIC CIIEIUATBLHBIX OHOIMOTEK, Ha
aBTonmH(OpMATOpE 0 paboTe OMOIMOTEKH, 0COOCHHOCTSIX
(YHKIIMOHUPOBAHUS Pa3IMYHBIX MO/Ipa3ICICHUN,
HOMEHKJIATYPE yCIyT, MPEJOCTABISIEMbIX OMOIHMOTEKOM, U
Jpyroii HPOpPMALIUU

OJIHO
COo00IIIeHnE

300,0

11

MOJTOTOBKA IIJIaKaTa O ACITeIbHOCTH OMOIoTeKH (BHIOOD
TEMBI, ONPEJICIICHUE COJICPKAHUS U POPMBI)

OJWH IlJIaKaT

300,0

IToaroroBka Oykiieta o 6ubIMOTEKE:

OJIMH OYKJIET

12

OJIVH JIKCT, IBYXCTOPOHHSIA mevath (popmar A4)

600,0

13

JABa JIMCTa 1N boiee

1200,0

14

OpraHM3aIys SKCKypCHil 1o OMOIMOTEKE; IPHEM U
odopmIleHrE 3a8BKH, YTOUHEHHE TEMbI SKCKYpPCUH U
COCTaBa KCKYPCAaHTOB

OJIHa
9KCKYpPCHs

60,0

BrlsiBieHNE NOTEHIMANIBHBIX TI0JIb30BaTENEH
610IMOTeYHO-MH(POPMAITMOHHBIX YCIyT OMOIHOTEKHU:

15

pocMoTp npeccel U "MHTepHeT "-pecypcoB

OIUH
JIOKYMEHT

8,0

16

cOop u aHam3 uHGOPMAITUU O KOHKYPEHTOCITOCOOHOCTH
O6ubIMOTEKN

OJIMH
JOKYMEHT

8,0

17

BCIACHUC KAPTOTCKHU HOTp€6I/ITeJ'IBCKOFO PBIHKA

0JIHa KapTOYKa

0,3

18

BCTPEYH C MPEACTaBUTENAMH (pUpM, OpraHu3aiuii,
PEATPUITHI

OJIHO
MEpONPUITHE

120,0

IIpumeyanue:
- BpeMs IIPOBEIEHUsS MAacCOBBIX MEPOINPHUATHN, BBICTABOK JIMTEPATYpbl U DKCKYPCUH B HOPMY
BPEMEHU HE BXOJINT;
- IpU OPraHMU3alUU BBIC3AHOW BBICTABKM K HOPMAaM BpPEMEHHM IIPUMEHSETCS IMOBBIIIAIOIINAN
kod¢p¢unument 1,1.

3.15. CnpaBouyHas u uHpopMannoHHas padora. Opranusanusi cipaBo4YHo-0ubIMOrpaduueckoro
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Tadauua 56
N n/n HaumenoBanue npouecca, onepauuu. CoctaB padOThI Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
[TpocMOTp ¥ OTOOP AOKYMEHTOB U3 TEKYLIUX HOCTYIUICHUH
1 BxiroueHust B CBA:
1 IJIOCKOTEYaTHbIE KHUTH HAa OYMa)KHBIX HOCHUTEIISX OJIHa KHUTA 4,0
2 IJIOCKOIIEYATHBIE KHUTH HA ONITHYECKUX HOCUTEIISX OJIHA KHUTa 6,0
3 CTaThH U3 IJIOCKONEYATHBIX COOPHUKOB, )KYPHAJIOB OJIHA CTAThA 3,0
4 CTaThH U3 ra3er OJIHA CTaThs 2,0
5 penbedHO-TOUCYHBIC KHUTH OJlHa KHUTA 6,0
6 CTaThU U3 pesibe(h)HO-TOUCUHBIX COOPHHUKOB, )KYPHAJIOB OJIHA CTaThs 4,0
7 ayJIMOBU3yaJIbHbIC M3/IaHUS HA aHAJIOTOBBIX U IH(POBBIX OJlHa KHUTa 6,0
HOCHTEJISIX
8 CTaThU U3 3BYKOBBIX COOPHUKOB, KYPHAJIOB 0JIHA CTAThs 5,0
9 oubnuorpaduueckue mocoous, B TOM YUCIIe Ha OJIHA 3aITUCh 0,7
ONTUYECKUX HOCUTEISAX
10 | meronucu KHHXKHBIX, )KYPHAJIbHBIX U Fa3€THBIX CTATEU 0JIHA 3aIIUCh 1,0
11 MIPUKHWKHbBIE OnONIHorpaduyecKkue ClucKu OJIHA 3aIUCh 0,7
12 | mpocMOTp ¥ OTOOP TOKYMEHTOB U3 BHEITHHUX b/] OJIHA CTaThsl 6,0
MIEPUOINYECKUX W3AaHui J71s BKitoueHust B CBA:
13 cocTaByieHHe OUOIMorpaduuecKor 3anucu OJIHA 3aIUCh 4,0
CocraBiieHre aHHOTAIUH, U3y4eHHE JOKYMEHTa, oJlHa
HalMCaHUe TEKCTa: aHHOTaUs
14 AHHOTUPOBAHUE KHUT 120,0
15 | aHHOTHpOBaHUE cTaTeN 60,0
16 AQHAJIMTUYECKasl POCIIUCH )KYPHAJIbHBIX, Ta3€THBIX CTATEH, OJINH 4,0
cOOpHUKOB, OMOIHOTrpadUIECKUX TOCOOUH; 03HAKOMIICHNE JTIOKYMEHT
C COACPXKAHUEM U3AAHUS, COCTABICHUE AaHATTUTUYECKON
pocnucu
17 | cuctemaru3anus KapToyek Ha OTOOpaHHbIE IS OJIHA KapTOYKa 2,0
BKitoueHus1 B CBA 1OKyMEHTHI O TUIIaM KaTaJloroB U
KapTOTEK; IPOBEPKA HHJEKCOB, PACCTAHOBKA KAPTOUKH
Opranu3zanys TeMaTH4ecKux crnpaBodHbix b/
18 MIPOCMOTP, OTOOP M CUCTEMATH3AIUS TOKYMEHTOB IS OJIUH 10,0
BKitoueHus B bJ1, BBox unpopmanun JIOKYMEHT
19 | penaktupoBanue b/I: BHecenue B Oubnnorpapuyeckyro 0JIHA 3aIlMCh 1,0
3alKCh JOTIOJIHEHNI U U3MEHEHM; HCKIIIOUEHUE 3aIIUCH
Ha BBIOBIBIINE JOKYMEHTBI
20 | BBOJ HOBBIX pyOpUK 0JiHa pyOpuKa 1,0
Opranusanys noaHOTeKCToBbIX B/I:
21 IPOCMOTP, OTOOP U MpPeAMETH3AIMS JOKYMEHTOB JUIsI OIVH 10,0
BKJIHOYEHUS B BJ[ JIOKYMEHT
Bgox B b/] Oubnuorpapuyeckux 3anucei OJ1HA 3aIlNCh
IUTOCKONEYaTHRIX U3JaHuN:
22 | IpM HAJWYKHU 3aIIACU B MJIEKTPOHHOM KaTajlore 2,0
23 | mpu cocTaBJIeHUH HOBOM OMOIHOrpaduueckoi 3amucu 6,0
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24 | mpu IOTIOJIHUTETFHOM TMOMCKE MH(OpMAIK B 10,0
"UnTepuere"

25 | cKkaHMpOBaHHUE TEKCTA IOKYMEHTA C pacllO3HABAHUEM; OJIHA CTpaHUILIa 6,0
HCIpaBJIeHHE OIUO0K

26 | penaktupoBanue b/[; BHecenue B OnOmmorpahudecKyro OJIHA 3aITHCh 1,0
3aMuch JOMOJHEHUN U U3MEHEHH; HCKIIIOUEHUE 3aITUCH U
TEKCTa U3JJaHMs HAa BBHIOBIBIIINE JOKYMEHTHI
Opranuzanus KapTOTEKU MePCOHAIINN:

27 ONpECIICHUE U COCTABIICHUE TIEPEYHS JIULI, CBEICHUS O OIVH 20,0
KOTOPBIX OTPAXKAIOTCSA B KAPTOTEKE; IPOCMOTP JIOKYMEHT
MH(OPMALIMOHHBIX U3IaHUN U TIEPBUYHBIX IOKYMEHTOB;
0TOOp JOKYMEHTOB JJIsl BKJIFOUCHHSI B KAPTOTEKY

28 TeXHUYECKas U CofiepKaTeIbHas 00paboTKa JOKYMEHTOB OIH 3,0
JUTSI BKJIFOUEHUSI B KAPTOTEKY; pacCTaHOBKA KapTOUYEK MO JOKYMEHT
andasuty dhamMuiInii aBTOPOB U MO BUJAM JIOKYMEHTOB

29 | meranuzainus pa3eiioB; HAMMMCAHUE U PACCTaHOBKA OJIH 2,0
paznenurenei pa3fenuTenb

30 | pemakTupoBaHHE KApPTOTEKU; BHECEHUE UCITPABICHUH, OJIMH 1,0
JIOTIONTHEHU, N3MEHEHU I JIOKYMEHT
Oprannzanus paxTorpaduvecKkoil KapTOTEKH:

31 ompeeeHue IpeaMera, 00beKTa 1 OCHOBHBIX ITPU3HAKOB OVH 3,0
JUTSL OTPAKEHUS B KAPTOTEKE; MPOCMOTP U 0TOOP JOKYMEHT
JOKYMEHTOB JIJIsl BKIIFOUEHUS B KAPTOTEKY; 3aHECCHHE
0TOOpaHHBIX CBEJICHHUI Ha KAPTOYKU HH()OPMAITIOHHOTO
MaccuBa

32 | pegakTUpOBaHUE KapTOTEKU; IPOBEPKA MPaBUILHOCTH OJVH 2,0
CBEJICHUH M yKa3aHHWM 00 UCTOUYHUKAX UH(POpPMALIUU; JOKYMEHT
BHECEHUE HCIIPABICHUI

33 | HamMcaHUE U pacCTaHOBKA pa3eluTenei OJIH 2,0

pa3JeanTeNb
Opranu3anys TeMaTUYeCKHUX MaroK ra3eTHBIX BBIPE3OK:

34 | mpoCMOTp M cHCTEMaTH3aIsl Ta3eTHHIX BBIPE30K OJIHA BBIpE3Ka 3,0

35 | opopmiieHrE BBIPE3OK ISl XpAaHEHUS B TEMAaTHUECKHUX OJIHa BbIpE3Ka 4,0
Mankax; KpaTkoe OMMCaHue UCTOYHUKA

3.16. CnpaBouHnas u uHpopmaunoHHasi padora. CnpaBouno-oudanorpadpuueckoe 00cayKuBaHue

Taoauma 57
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
W3MepeHus BpEMEHH,
MUH.
1 2 3 4
[Tpuem Gubnnorpapuyeckux 3arpocos:
1 npueM Oubimorpaduyeckoro 3anpoca; yrouHeHue TeMBI, OJIMH 3aIIpoc 1,0
L[E€JIEBOT0 U YUTATEIbCKOTO Ha3HAUEHUS, ITOJHOTHI
HCTOYHUKOB, TUIIOB, BUJOB U XPOHOJIOTMYECKUX PAMOK
3arpoca
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BrinosiHeHUE cripaBok

Temarnueckas cripaBka: OMCK U OTOOP IOKYMEHTOB;
cocTapiieHHe OMOIOrpaduuecKoro OnUCaHus:

OJiHa CIIpaBKa

nucbMeHHas crpaBka (1-10 HICTOYHUKOB)

10,0

ycTHas crpaBka (1 MICTOYHHUK)

2,0

AnpecHo-Oubnuorpaduieckas CripaBKa: yCTaHOBJICHUE
HaJIMYHs WM MECTOHAXOXK/ICHUS IOKYMEHTA WU €ro
gactu B poHIe OMOINOTEKH:

OJTHA CIIpaBKa

nucbMeHHas crpaBka (1-10 HICTOYHUKOB)

10,0

W

ycTHas cupaBka (1 HICTOYHUK)

2,0

VTo4HsIOIIAs CIPaBKa: YCTAHOBJICHUE U YTOYHECHHE
9JIEMEHTOB OUOIMOrpaUIecKOro ONUCAHUS:

OJiHa CIIpaBKa

nucbMeHHas crpaBka (1-10 HICTOYHUKOB)

10,0

ycTHas crpaBka (1 MICTOYHHUK)

2,0

dakTorpadudeckas CripaBKa: yCTaHOBICHHE KOHKPETHBIX
CBEICHMI 0 COOBITUSAX, 00BEKTAX, Mpolleccax, JaTax:

OJTHA CIIpaBKa

nucbMeHHas crnpaska (1-10 nctouHukoB)

10,0

ycTHas crpaBka (1 uCTOYHUK)

2,0

CocraBieHne TeMaTHUeCKuX OMOIrorpapuaecKux
CIIMCKOB:

10

MTOWCK, OTOOP M CUCTEMATH3AIUs JIOKYMCHTOB;
cocTaByIcHHE OUOIMOrpaduueCKOro ONMUCaHUs

OJWH
JAOKYMCHT

7,0

11

oopmieHne criMcKa; BEIBOJ Ha TIPUHTEP, OTIIPABKa 110
JIEKTPOHHOM NIOYTE, KOIMPOBAHUE HA CHEMHBII HOCUTEIb
I10JIB30BATENS

OJINH CITMCOK

10,0

BGIIGHI/IG (1)OHI[a BBITTOJTHCHHBIX CITPABOK:

12

perucTpanus BBITTOJIHEHHOM CIIPAaBKH B XXYpHaJIC

OJiHa CITpaBKa

2,0

13

BBOJI TEMaTUYECKOM CIIPABKH B 3JIEKTPOHHBIN apXUB
BBIITOJIHEHHBIX CIIPABOK

OJTHA CTIpaBKa

2,0

3.17. CnpaBouHas u uH(popMannoHHas padora. buéamorpadguyeckoe uapopmupoBanue

Taoauma 58
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTh Enununa Hopma
U3MepeHus BpEMEHH,
MUH.
1 2 3 4
BesBrienue nHpopMaMoHHbIX TOTPeOHOCTEH
CHEIMAIMCTOB METO/I0M aHKETUPOBAHUS:
1 orpeziefieHue KOHTUHIEHTAa MOTpeduTenelt HHpopMaIiy; OIVIH 60,0
pa3paboTKa 3asBOK JUIsl OnpeAeIeHNs HHPOPMALMOHHBIX noTpeOuTeNnh
3ampoOCOB; PACChIIKA 3asBOK; 00pabOTKa MOTy4eHHBIX
3as1BOK; COCTaBJIEHHE HA OCHOBE MOJIYYEHHBIX TaHHBIX
KapTOTEKH KOHTUHTEeHTa NoTpeduTesneil nuupopmanuu u ux
MH(OPMAIMOHHBIX 3aIIPOCOB
3akiroueHre ¢ abOHEHTaMH JIOTOBOPOB Ha
MH(POpPMAIMOHHOE 00CTYKUBAHUE!
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aHaJIM3 JIaHHBIX O 3aMHTEPECOBAHHOCTU a0OHEHTOB B
MH(OPMALIMOHHOM O0CTYKUBAaHUU U PEKUMAX
M30MpPaTENFHOTO PACIPOCTPAHEHUS i PETPOCHEKTHBHOTO
MIOKCKA; 3aKJIF0YEHUE U NIEPECMOTP JOTOBOPOB

OJIUH JIOTOBOP

90,0

dopmupoBaHue ceTH A0OHEHTOB CUCTEMBI
n3bupareapHOro pacnpoctpaneHus nadopmaruu (MPN):

orpejieNiecHue KOHTUHTeHTa a0OHEeHTOB cucTteMbl P,
BBISIBIICHUE TUIIOBBIX M MHJIUBUAYAIbHBIX 3alIPOCOB
a0OHEHTOB; U3y4YCHHE, KIACCU(PUKALINS U UHICKCAIIHS
3apoOCOB; BBOJI JaHHBIX O 3aIIPOCAX B aIPECHYIO
KapTOTEKY

OOVH a0OHEHT

60,0

IloaroroBka curHajabHOro orosenicHus B cucreme UPU:

BBISIBJICHHE, TPOCMOTP M OTOOP MAaTEpPHAIIOB U3 TEKYILIHUX
MOCTYIUICHUH; OTIPaBKa WH(OPMAIMK TOTPEOUTENIO

OJIHO
OIIOBEIIICHHUE

20,0

rpynnoBoe oubnuorpaduyeckoe nHGOpMHUpPOBaHHE

(dbopmMHEpoBaHKE COCTaBa IPyIIl aDOHEHTOB

OIVH a0OHEHT

10,0

YTOUYHEHUE TEMBI, COINIACOBAHUE NCTOYHUKOB
nH(OpMAaIINY, BUIOB JTOKYMEHTOB

OJdHa TEMa

20,0

ITouck AOKYMCHTOB IJIA I/IH(bOpMaI_[I/II/I, COCTaBJICHHUC U
OTIIpaBKa OITOBCIICHMA:

OJITHO
OIIOBEIICHHUE

IIMCBMCHHO

10,0

YCTHO

10,0

OnepatuBHOE HHPOPMHUPOBAHUE T10 3aIIPOCY:

q)OpMI/IpOBaHI/Ie CCTHU a6OHCHTOB; BBIABJICHHEC TUIIOBBIX U
WHAWBUAYAJIbHBIX 3aIIPOCOB

OJIUH a0OHEHT

5,0

10

U3y4eHUE U KIacCH(PUKAIMK 3aIIPOCOB; BBOJI IaHHBIX B
aJIPECHYIO KapTOTEKY

OJIMH 3aIIpocC

7,0

Hanucanmne 0630poB u cripaBok

BrisiBnenue u oT00p HCTOYHUKOB; 00pabOTKa M aHATIU3
0TOOpaHHBIX IOKYMEHTOB; HalMcaHue TeKcTa 063opa /
CIIpaBKH:

OJWH aBT. JIUCT

11

110 ICPBUYHBIM HCTOYHHUKAM

6000,0

12

110 BTOPUYHBIM UCTOYHUKAM

4200,0

13

Habop U popmMaTUpOBaHUE TEKCTa 0030pa / CIIpaBKU

OJlHa CTpaHUIa
(1800-2000
3HAKOB)

20,0

Opranu3anus 1 MpoBeJieHne YCTHBIX OnOIMorpaguueckux
0030pOB HOBBIX MOCTYIMJIEHUI

OTO0p HOBBIX MOCTYIUIEHUH 110 3apaHee 00bsIBICHHON
TEMaTHKE; CUCTEMAaTH3aIMs HCTOYHUKOB TI0 TEMaM,
IIPOCMOTP U aHAJIM3 IOKYMEHTOB; OJ00pKa
oubnuorpaduueckux OMucaHui, KPaTKUX aHHOTAIUH,
pedepaToB Ha OTOOpaHHBIE HCTOYHUKOB; ITOATOTOBKA
pykomnucu 6ubarorpadguyeckoro 0630pa; KOJIHMUECTBO
IPOCMOTPEHHBIX U OTOOPAHHBIX IOKYMEHTOB:

0JIiH 0030p

14

110 50 TOKYMEHTOB

600,0

15

cBblle 50 TOKyMEHTOB

1800,0

IlogroroBka OIOJIJIETEHS] HOBBIX HOCTYHJICHI/Iﬁ

OnpeneneHre TeMaTHUECKUX TPaHMI] TOMCKa U 0TOOpa

OJINH
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JOKYMEHTOB; CO37[aHue pyOpHuKaTopa OroJuieTeHs;
BBISIBJICHUE U OTOOP B MAaCCHBE TEKYIHMX ITOCTYIICHUH
MCTOYHHUKOB MH(POPMALIUH; T0A00PKA AaHHOTALUH,
pedepaToB; KOIMUECTBO MPOCMOTPEHHBIX JOKYMEHTOB!

OIOJUIETEHD

16

110 50 TOKYMEHTOB

300,0

17

cBbile 50 TOKyMEHTOB

600,0

[Toarororka tekymux 6ubauorpaduueckux mocooui

Br160p TeMbI mocoOusl, BBISIBIICHHUE U OTOOP TOKYMEHTOB,
(dbopMHUpOBaHUE Pa3ICIIOB MMOCOOHS, aHHOTHPOBAHUE
JOKYMEHTOB, IOI00pKa (pakTorpaduueckoro marepuaa,
WJLTIOCTPAIiA, COCTABICHHE TEKCTA, BCIOMOTATEIIbHBIX
yKaszaTeJei, KOMIbIOTEPHBIN Ha00p, KOHCYJIbTAIlNH Y
CICIUAIMCTOB Ha Pa3IMYHBIX dTarax paboThl, 00CyKICHUE
1 10paboTKa 10 3aMEYaHUSIM:

OJWH aBT. JIUCT

18

COCTaBJICHHUC 6I/I6JII/IOFpa(1)I/IquKOl"O YKazarteliid, Karajiora,
IYTCBOAUTCIIA, CITPABOYHHKA

15000,0

19

[IOJIrOTOBKA KOMMEHTApUEB, IPUMEUaHHH
IIPOCBETUTENIBCKOTO XapaKTepa, He TPEOYIOMMX
CIELIUAJIbHBIX MCCIIEJOBAHUI

6000,0

20

IMoATOTOBKAa KOMMCHTAPHCB, HpI/IMeLIaHI/Iﬁ HAay4YHO-
HCCJICAOBATCIIbCKOI'O XapaKTEpa

12000,0

[ToaroToBKa PETPOCTICKTUBHBIX HAYYHO-BCIIOMOTaTEIIbHBIX
O6ubanorpaduueckux ykasaremneii:

21

BBIOODP TEMBI, CO3JaHIE aBTOPCKOTO KOJUICKTHBA,
pa3paboTka HHCTPYKTUBHO-METOMYECKUX MATCPHAIIOB,
BEISIBJICHHE U OTOOp JOKYMEHTOB; paboTa HaJl
Ooubnrorpaduueckoii 3aMChI0; AaHHOTUPOBAHUE;
oubmmorpaduueckas rpynnupoBKa; COCTaBICHUE
BCIIOMOTATENbHBIX yKa3aTeNeil; KOMIbIOTEPHBIN HaOoP;
o0cyxieHne u 10paboTKa Mo 3aMeYaHUusIM

OJWH aBT.JIMCT

10080,0

CocraBiieHne aHHOTUPOBAHHOTO OHUOIHOrpaduIecKkoro
i 6uobubnmorpaduyeckoro ykaszaresns no akTyaabHON
TEMaTHKE C XPOHOJOTHYECKUM OXBATOM OT 2 110 5 JIeT:

OJWH aBT.JIMCT

22

Ha PYCCKOM SA3BIKC

10080,0

23

¢ BrimrodeHneM ot 30% 1o 40% oObema myOauKauii Ha
WHOCTPAHHBIX S3bIKaX

12600,0

24

COCTaBJICHHE aHHOTHPOBAHHOTO OMOIMOrpapuuecKoro
yKa3zaTeJsi MHOTOOTPACIEBOI0 COAECPIKaHUS C
XpoHoIoru4eckuM oxBaTom 110 100 net, Tpedyromiero
CILIOLITHOT'O IPOCMOTpPA IOKYMEHTOB, IIOMCKA CIOXKHBIX
oubnuorpaduueckx U3gaHUI

OJWH aBT.JIMCT

21000,0

CocraBneHue PCKOMCHAATCIIBHBIX 6I/I6J'II/IOl"pa(I)I/I‘-ICCKI/IX
CITMCKOB

BrusBrienue cripoca norpedurenei, onpeaeaeHue TeMbl,
0TOOp JOKYMEHTOB, COCTAaBIIEHUE OYEepPKa, KOMIBIOTEPHBIN
Ha0op, BHECEHUE UCITPABIICHUM:

OJH CIITMCOK

25

no 10 3anucent

30,0

26

cshrimie 10 3amuceit

30,0

IloaroTroBka aHAIUTHYECKUX O630p0B
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BrisiBnenne u oT00p JOKYMEHTOB, TOATOTOBKA
pyOpHKaTopa, U3y4eHHE U OlIEHKA JJOKYMEHTOB,
CHCTeMaTH3allusl MaTeprala, COCTaBICHUE
AHAJIMTUYECKOTO 0030pa, KOMITBIOTEPHBIN HA0OD,
o0CyXKJeHre U TopaboTKa M0 3aMCUaAHUSIM:

OAHH aBT.JIUCT

27

110 ICPBUYHBIM NCTOYHHKAM Ha PYCCKOM S3BIKC

10080,0

28

110 CMCIIAHHBIM IIEPBUYIHBIM UCTOYHUKAM

12000,0

29

110 ICPBUYHBIM HCTOYHHKAM HAa HHOCTPAHHBIX SA3BIKaX

13800,0

Cocrasiienue sxcnpecc-uHpopMaluu:

30

BBISIBJICHHE U OTOOp MaTepuania 1o TeMe, CHCTeMAaTH3aIlus;
KOMITBIOTEPHBIN HAOOP

OJWH aBT.JIUCT

4500,0

Cocrasnenue pedepara:

31

M3y4YEHUE U aHAJIN3 JOKYMEHTA; COCTABICHNUE TEKCTa
pedepara; KOMIBIOTEPHBIN HAOOP; BHECECHUE UCTIPABIICHUIN

OJHH aBT.JIUCT

6600,0

3.18. HayuHo-meToau4yeckasi padbora

Taoauua 59

N /i

HaumenoBanue nporecca, oneparuu. CoctaB paboTh

Enununa
HU3MEpPEHUs

Hopma
BpPEMEHH,
MUH.

2

3

4

IToaroroBka METOIUYECKUX TTOCOOMH, pEKOMEHTAIIHI:

pa3paboTKa HOBOW TEMBI; U3YYCHUE TEMbI, BBISBICHUC U
aHaJu3 JOKYMEHTOB I10 TEME; YUTATEIBCKOE U LIEIEBOE
Ha3Ha4YeHHE 110coOusl, pEKOMEHAALINN; COCTaBIEHUE
MPOCIIEKTA; HAITMCAHUE TEKCTA

OJWH aBT.JIMCT

18000,0

Mo uUKaIKs paHee pa3pabOTaHHON TEMBI; BBISBICHHE U
M3y4eHHE HOBBIX JJOKYMEHTOB M HAKOIIJICHHOTO
OMOIMOTEKaMH OIBITA 0 TEME TTOCOOU s, PEKOMEH AN ;
yTOUHEHHE, BHECEHUE U3MEHEHU B CTPYKTYPY U B TEKCT B
COOTBETCTBHH C JIOCTIKECHUSIMUA OMOIMOTEYHON TEOPUH U
IPAKTUKH; JopaboTKa / mepepaboTKa TeKcTa

OJWH aBT.JIMCT

10200,0

Pa3paboTka 1OKyMEHTOB, periaMeHTHPYIOIINX
NesITeIbHOCTh OMOIMOTEK, MOIOKEHUH, HHCTPYKIUH,
ITPOCKTOB HOCTaHOBHeHHﬁ, YCTaBOB, 3aKOHOJATCIIBHBIX
aKTOB:

pa3paboTKa HOBOW TEMBI; BEISBICHHE, U3YUYCHUE, aHAITN3
JEHCTBYIOIUX TOKYMEHTOB IO TeMe; HalMCaHue TEKCTa
MPOEKTa JOKYMEHTa; OOCYKJIeHNE U arpoOarus
JOKyMeHTa B OubnroTeke; 1opaboTka JOKYMEHTa;
MTOJITOTOBKA K YTBEPIKIACHHUIO

OJWH aBT.JIMCT

20400,0

MoauduKaims panee pa3pabOTaHHOTO JOKYMEHTA; aHAIIN3
Y OIICHKA JIOKYMEHTA; TTIOMCK ¥ OTOOP HOBBIX
JEHCTBYIONUX TOKYMEHTOB IO TEME; BHECCHHE
W3MEHEHUH B TEKCT IOKYMEHTa; 00CYXIeHUE U TopaboTKa
JIOKYMEHTA; TIOJITOTOBKA K YTBEPKACHUIO

OJWH aBT.JIUCT

9000,0
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Pazpabotka yueTHbIX (hopM, TabIuI], 00pa3IoB:

YTOYHEHHUE MpeaMeTa, 00beKTa, COICPIKAHMS yISTHOU
(dhopMBI, TabNUIIBI, 00pasia; 0T00p U CHCTeMAaTHU3AIIUS
noKasareleii; pa3paboTka MakeTa yu4eTHOH (HOpMBI,
TabIUIIBI, 00pa3ia; 00CyKIeHUE TOKYMEHTa; TOATOTOBKA
K YTBEPXKICHUIO

OJHH aBT.JIUCT

9000,0

CocraBieHne peKOMEHJalUi 10 BHEAPEHHIO
pErnaMeHTHPYIOIUX JOKYMEHTOB B IPAKTHUKE:

pa3paboTKa METOUUECKIX PEKOMEH AU, UHCTPYKILIUM,
IJITAHOB IO BHEAPEHUIO HOPMATUBHOU JJOKYMEHTAIUU;
MO/ITOTOBKA TEKCTa

OJHH aBT.JIUCT

16500,0

HOI[I‘OTOBKa INMUCHbMCHHBIX KOHCYJIBTaL[I/If/'I, MCTOAUYCCKUX
IIMCEM:

BBISIBJICHHE U aHAJIU3 IOKYMEHTOB TI0 TEME; U3y4eHUE U
0000111eHHE OIBITa pa0OTHI OMOJIMOTEK; MOATOTOBKA
TEKCTa; 00CYKJeHUE B TopaboTKa TEKCTa

OAHH aBT.JIUCT

10200,0

[ToaroroBka 0630pOB IEATEILHOCTH OMOIUOTEK 11O
OINPEJICIICHHON TEMATHKE:!

OIpEeJICIICHUE TEMbI U XPOHOJOTHUECKUX TPaHHIl 0030pa;
BBISIBJICHHE, TIPOCMOTP, OTOOP M aHAIH3 JIOKYMEHTOB 10
TeMe 0030pa; MOJIrOTOBKA TEKCTA; 00CYKICHUE U
0pabOTKa TEKCTa

OAHH aBT.JIUCT

10800,0

PeuensupoBanue Hay4HbIX, METOAUYECKUX,
MH(POPMAIIMOHHBIX U IPYTUX MAaTEPUAIIOB!

YTCHUC PCUCH3NPYEMOI'0O MAaTCpHUalia; OLICHKA €TI0 B LCJIOM,
OTACIBHBIX qaCTef/'I; YCTAaHOBJICHUC COOTBETCTBUA
YUTATCIBCKOMY U LCJICBOMY HA3HAYCHUIO, HAYUYHBIM U
METOJUYCCKUM Tpe60BaHI/I$IM

OAHH aBT.JIUCT

900,0

10

HaIlmMCaHUC PCICH3NN

OJWH aBT.JIMCT

1500,0

[ToaroroBka JIEKIIHU, KOHCYJIbTALlAN

Pa3paboTka niaHa JeKunu, KOHCYJIbTAllUU, TOJ00PKa
JIUTEPATYpPBl, COCTABIEHUE CIIUCKA JIUTEPATYPHI K JIEKIIUH,
KOHCYJIbTallMM, ITOATOTOBKA TCKCTA!

11

TNICpBHUYHA JICKII U

OJJHa JICKIIHA

1800,0

12

IIOBTOpHAA JICKIWA, C YHETOM HOBOI'O MaTcpuajia

OJIHa JICKI U

360,0

13

NEpBHUYHAA I'pyIlIioBast KOHCYJIbTallus

OoIHAa
KOHCYJ'II)TaHI/ISI

1500,0

14

MOBTOPHAs TPYIIIOBasi KOHCYJIbTAIHSI C Y4ETOM HOBOT'O
Marepuaa

OJJHa
KOHCYJIbTallusd

300,0

15

YCTHasA HHAUBUAYAJIbHAsA KOHCYJIbTallua

OJIHa
KOHCYJIbTAIud

600,0

[IpoBeeHNe NPAKTUKYMOB, CTAXKHPOBOK

Omnpenenenne TeMbl, 3ajaHKsl IPAKTUKYMa, CTaXXUPOBKH
(7-10 nHeit), BoISIBIEHUE JIUTEPATYPHI 110 U3YUAEMOMY
BOIIPOCY, COCTaBJIeHUE rpaduka MpoBeICHUS 3aHIATUH,
MO/ITOTOBKA 3aKJIIOUEHUS O MMPOXOKIECHUH MPAKTUKyMa,
CTa)KUPOBKHU:

16

MPAKTUKYM (MHIAUBUAYAIbHbBIN, TPYIIIOBOM)

OJIMH
MPAKTUKYM

2400,0
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17

CTa)KMPOBKa (MHAUBUyabHasi, TPYIIIOBast)

OoJHa
CTaXKUPOBKA

2700,0

[IpakTHKa CTYyJIEHTOB BBICIINX U CPEAHUX CIIECIIMATIbHBIX
y4eOHBIX 3aBEIICHUN:

18

[IOArOTOBKA U OpraHU3alysl MPAKTUKU CTyIeHTOB (10 30
IHEe); pa3paboTKa I1aHa MPaKTHKH, COTJIACOBAHUE €T0 C
PYKOBOJIUTENEM MPAKTHKH; COCTAaBJICHUE Tpaduka
IIOCEIIEHUS CTPYKTYPHBIX MOAPa3AeICHUNA; OpraHu3aus
IIPaKTUYECKUX 3aHATUHN; IIOJIBEICHUE UTOTOB IIPAKTHUKH;
COCTaBJICHHE XapaKTEPUCTHK PAKTUKAHTOB

OJlHa IMPpaKTHUKa

5400,0

[Tocemenue OMGIMOTEK, BbIE3IbI B KOMAHIUPOBKH C
[ETbI0 U3yUeHUSI pAa0OTHI M OKa3aHUSI METOIUYECKOM
MTOMOIIH:

19

MMOATOTOBKA K KOMaHAWPOBKE; YTOYHCHUC CPOKOB U L[eﬂef/i
KOMaHJAUPOBKH; O3HAKOMJICHHUEC C JOKYMCHTAMHU U
MarcepurajaMu NMpEAbIAYIINX BbIC310B U Hy6HHKaHHﬁ B
e4aTu,; COCTABJICHUC I1JITaHA KOMaH/INUPOBKHU

OJIHa
KOMaHAXPOBKa

660,0

20

COCTaBJICHHE OTUYETAa / CIIPABKU O MPOBEACHHOM paboTe

OJWH OTYECT

1200,0

21

COCTABJIEHHE aBAHCOBOI'O OTYETA, 3alI0JHEHUE OTYETHOTO
OaHkKa

OAHH OTYCT

60,0

Pa6ota HAaYYHO-OPraHNU3allMOHHOI'O XapaKTCpa:

22

[IO/ITOTOBKA U IIPOBEJEHUE TEOPETUUECKUX, HAyYHO-
IIPAKTUYECKUX KOH(DEpEeHIUIl; onpeesieHue cocTaBa
OPTKOMUTETA M YYACTHUKOB KOH(EPEHIINH;
(dbopMHUpOBaHKE U YTBEPKIEHUE ITPOrPaMMBbI;
OpTraHU3aIMOHHBIC MEPOTIPHSTHS; BEIPAOOTKA MTPOEKTa
pexoMeHAalui; (GHUHAHCOBO-XO035HCTBEHHOE 00ECIIEUEHUE;
aHaJIU3 U OLIEHKA paboThl KOH(EpPEHINH; TOBEAECHNE
UTOTOB

OJIHO
MEpPONpUITHE

6000,0

23

IMOATOTOBKA M NPOBCACHUC CEMUHAPOB, KPYIJIbIX CTOJIOB;
oTpesieNieHUe COCTaBa YYaCTHUKOB, CPOKA U MeCTa
MIPOBEJICHUS] MEPONPUATUIL; (POPMUPOBAHUE U
yTBEPXkKJACHHUE MTPOrPaMMBbl; HHPOPMAITMOHHOE
obecrieueHure; BpIpabOTKa MPOEKTa PEKOMEH Al ; aHATU3
1 OLICHKAa MEPOTIPUSTHIA

OJIHO
MEPONPUATHE

3000,0

IMpumeuanmue:
- TIpU TIPOBEJCHWUU MEPOIPHUATUH Ha MEXKIYyHApPOJAHOM YPOBHE K HOpPME BPEMEHHU NPUMEHSETCS
noBbInaOIMi koddduuuent 2,0, Ha penepaabHOM ypoBHE - 1,85;
- BpeMsI IPOBEJICHUS JICKIMI, KOHCYJIbTAINi, TPAKTUKYMOB, CTAXHPOBOK, TPAKTHK, TPEOBIBAHUS B
KOMaHJIUPOBKaX, INPOBEJICHHUS KOH(EepeHLuH, CeMHHApOB, KPYIJIBIX CTOJOB M BpeMs, CBSI3aHHOE C
U3JJaHHEM MaTepraioB KOH(epeHInii, CeMUHApOB B HOPMY BPEMEHH HE BXOJISIT.

3.19. PeqakniuonHo-u31aTeabckas padora

Tabauna 60
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboTh Enununa Hopma
M3MEPEHUS BPEMEHHU,
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MMUH.

IloaroroBuTenbHLBIN ATAII:

y4acTHE B COCTABJIEHUU TEMATUUECKOTr0 (M31aTeNIbCKOTO)
IIaHa, TUTAHA PACCHUIKH; COTJIACOBAHHME TEM U3JIaHUH,
ABTOPOB / aBTOPCKUX KOJUICKTHBOB

OJJHa T€Ma

45,0

00CyX/leHUE ¢ aBTOPOM TEMBI U XapaKTepa 3aKa3blBaeMOro
IIPOU3BE/ICHNUS, OCHOBHBIX TPEOOBAHUN, KOTOPBIM JOJKHO
YIOBJIETBOPATH IPOU3BEICHUE U YCIIOBUN aBTOPCKOTO
BO3HArpaxJacHus

OJHH aBT.JIUCT

30,0

O6CY)K,I[€HI/IC " YTBCPKACHUC IIaHA-IIPOCIICKTAa U3JaH1

OJIUH ILIaH-
IIPOCIEKT

30,0

3aKIII0YCHHE JIOTOBOpa-3akasa (B Cllyyae BHEIIHETO
aBTOpa) MEKIy aBTOPOM M OMOJIMOTEKOMN C yKa3aHUEM
00bEeMa M CPOKOB TIOJATOTOBKU U CJIA4U PYKOITUCH B
pEIaKUMOHHBIA OTIEN

OJIMH JIOTOBOP-
3aKas

20,0

COCTaBJICHHE JIOTOBOpA Ha Iepeaady OMOIMOTeKe mpaBa
BOCIIPOU3BOIUTH IMPOU3BEICHNUEC B BEIOPAaHHOM
oubimoTekoi hopmare

OJIMH JIOTOBOP

20,0

03HAKOMJICHHUE C aBTOPCKUM OPUTHUHAIIOM (PYKOTHCHIO),
MIPUHSATHE PEILIeHUs O Mepeiade PyKOMHUCH B TPOU3BOJICTBO
WM O HEOOXOAMMOCTH 10pabOTKU

OJWH aBT.JIMCT

120,0

COCTaBJICHHUC FpaQ)I/IKa MMPOXOKIACHUA PYKOIIMCH B OTACIIC

0JIUH rpaduK

20,0

PenakimonHbIi sTam:

OAHH aBT.JIUCT

penaKIMoHHas 00paboTKa: TUTEPATypPHOE, TEXHUIECKOE
CreLMalbHOE PelaKTUPOBAHUE PYKOIUCH; HA0Op U/UIH
IepeneyaTka; NoAroTOBKa U3AaTeIbCKOI0 OpUruHaa
(BBIOODP TEXHOJIOTUH, U3TOTOBJICHHUE 3aKa3a U CO3JJaHHe
MakKeTa U3JIaHus)

780,0

KOHCTPYKTOPCKO-0(OpMUTEbCKas paboTa:
MPOEKTHUPOBAHNE BUIA U3AAHUS U €T0 CTPYKTYPHI;
nojoopka popmata u Mapku 6ymaru, opmara 1mosoc
W3JIaHHS, TADHUTYP | KerJiel mpudra, onpeaencHue
XapakTepa M 4yHcia WUTocTpauil, hopmaTta opopmieHus,
BUJIa 00JI0KKH HITH MEPEeTieTa; MPOSKTHPOBAHUE
BHEIIHEro o) OpMIICHHUS U3AHUs

660,0

10

IIPOM3BOJICTBEHHBIN ATAll: BHIOOP MOIUrpapuueckoi 06assl;
pacuet noTpeOHOCTH B MaTepuaax; COCTaBICHHUE
IIPEJBAPUTEIILHON KalbKYIISIIMU 3aKa3a; ONpeAeICHNe
CTOMMOCTH M3JIaHMsl; pa3paboTka rpaduka mpoxoxJIeHHs
3aKa3a Ha MOoJIUrpapuueckoM NPeaIpUsITUN; 3aKII0UEHUE
JI0TOBOpa ¢ TUNorpaduei

OJHO U3JJaHHUEC

360,0

PeHaKTI/IpOBaHI/Ie HAYYHBIX 1 MECTOAUYCCKUX MaTCPpHUAIOB

IIpoBepka u ucnpaBiIeHUE PYKOIIUCH B ITPOLIECCE
MOATOTOBKHU €€ K Ne€YaTh; yCTaHOBKA COOTBETCTBUS TEKCTa
HAYYHBIM U JIUTEPATyPHBIM TpeOOBaHUAM, POpMe U
1[€JIEBOMY Ha3HAUYEHUIO U3/IaHUs; COTJIaCOBaHNE BHOCUMBIX
VCIPABJICHUH C aBTOPOM; 10pPa0OTKA PYKOIUCH:

11

penakTHpoBaHUE MOHOTpaduii, COOPHUKOB HAyYHBIX

OJWH aBT.JIMCT

3480,0
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TPYZIOB, HAYYHBIX OTYETOB, MPAKTUYECKUX MTOCOOUI
12 pEIaKTUPOBAHKE METOAMYECKUX MaTEPUaAIOB OVH aBT.JIUCT 3000,0
(MHCTPYKTHBHO-METOINYECKHE TTICbMa, PEKOMEH/ AN,
KOHCYJIbTAIIMH, 0030PBI AEATEILHOCTH OUOIMOTEK)
13 | perakTupoBaHHE JOKYMEHTOB, pErJIaMEHTUPYIOIINX OJIVH aBT.JIUCT 2940,0
JEeSITeNIbHOCTD CIIEHUANIbHBIX OMOIMOTEK JIJIS CIICMBIX
(ycTaBOB, NOJIOKEHUH, HHCTPYKIMI)
14 | penakTupoBaHHE CTATUCTHYECKUX TAOJHII, yIETHBIX ()OPM, | OAMH aBT.JUCT 2400,0
00pasIos
15 | pemakTupoBaHue MaTepuaIOB KOH(EpeHInH (JOKIa10B, OJIMH aBT.JIUCT 1200,0
COOOIICHU)
PenaktupoBanue Oubamorpapuueckux mocooui,
PETPOCIIEKTUBHBIX HAYYHO-BCIIOMOTaTeNbHBIX yKa3aTeleu,
0030pOB, CIIPABOK, pedepaToB, AHHOTAIIHIA:
16 | penaktupoBaHue OMOIHOrPaPUIECKUX TTOCOOUI OJIVH aBT.JIUCT 3000,0
(Temartnyeckux O6ubIMOrpaguuecKkux ykasaresnew,
CIIPAaBOYHUKOB)
17 | perakTUpOBaHHE PETPOCIIEKTUBHBIX OJIVH aBT.JIUCT 2280,0
HAy4YHO-BCIIOMOTATENbHBIX YKa3zaTeseu
18 | perakTupoBaHME aHATUTUYECKUX 0030pOB, CIIPABOK, OJIMH aBT.JIUCT 1200,0
aHHOTalu#, pedepaTtoB, CBOIHBIX pedepaTUBHBIX 0030POB,
sKCIpecc-uHGOpMAITHiA
19 | penakrupoBanue OuOIMorpaduiecKkux 3anucein OJIHA 3aIUCh 5,0
20 | KOHTPOJIbHOE PEIaKTUPOBAHUE OJIHA 3aIUCh 7,0
MammuHonucHBIe paboThl, BBITIOIHEMBIC B
aBTOMATHU3HPOBAHHOM PEKHUME
Habop Ha KoMmbIOTEpE:!
21 TEKCTAa C JIUCTa OJIHAa CTpaHHULIA 20,0
(1800-2000
3HaKOB)
22 | bubnuorpaduueckoe ornrucaHue OJIHO 5,0
OINHCaHUe
[TpaBka Ha KOMITBIOTEPE, BEPCTKA HA KOMITBIOTEPE:
24 | Texcra OJIHA CTPaHUIIA 10,0
25 6ubnnorpaduueckoe onucaHue OJIHA CTpaHUlIa 2,0
26 | BBIBOJI TEKCTa Ha MPUHTEP, pacnedarka 0JIHA CTpaHuIa 2,0
27 | BeIBOJ (OpM TAOJIUI] HA MOHUTOP OJIHA CTpaHULA 2,0
28 HaroJHEHHE TaOIuIl CoIepKaHUEM oJHa Tabiuna 18,0

HOBBIIIAIONINNA K03 duument 1,2.

3.20. ITepeBoa 1 mepepadoTKa MEYATHBIX TEKCTOB C HHOCTPAHHBIX A3BIKOB HA PYCCKHI U € PyCCKOI0

Ha UHOCTPAHHBIC A3SBIKA

IIpumeyanue: npu pEeNAKTUPOBAHWM CMELIAHHOTO TEKCTa K HOPME BPEMEHH IIPUMEHSETCA

Tabauua 61
| N n/n \ HanmenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
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HU3MEPEHUS BpPEMEHHU,
MUH.

1 2 3 4
IlepeBo TEKCTa ¢ MHOCTPAHHBIX SI3IKOB HA PYCCKHM SI3BIK
UreHue opuruHania, aHajau3 TeKCTa, pa3MeTKa ero ¢ OJIMH aBT.JIUCT
BBISIBIICHUEM TPYIHBIX TEPMUHOB, FPAMMATHYECKUX
KOHCTPYKLHUH, JIEKCHUECKUX 000POTOB, LIEXOBBIX U
YKAHPOBBIX TEPMHUHOB:

1 TOJIHBIN TMCHbMEHHBIN MEPEBO/T 3360,0

2 COKpalIeHHbIH TUCbMEHHBIN niepeBoa oT 30% 1o 50% 3600,0
o0beMa TeKkcTa

3 BBIOOPOYHBIN MUCEMEHHBIH NTEPEBOA 3120,0
[lepeBo TeKCTa ¢ pycCKOro si3bIKa HA MHOCTPAHHbIE
SI3BIKU

4 TOJIHBIN TMChbMEHHBIN MEPEBO/T OVH aBT.JIUCT 3840,0
Tepmunonoruyeckasi paboTa mpu BBITTOJIHEHUN
MMUCbMEHHOTO MEePEeBOIA:

5 MOUCK OTMEUYEHHBIX B OPUTHHAJIE HE3HAKOMBIX UJIH OJIMH TEPMUH, 1500,0
HETIOHSATHBIX TEPMUHOB U COKPAIIICHHUI B OJIHO
CIIOBApPHO-CIPABOYHOM JIUTEPATYPE; OA00pKA COKpallleHHE
COOTBETCTBYIOIIETO TEPMHUHY SKBUBAJICHTA, paciudpoBKa
COKpaIIEHU I
KoncynpTanus nepeBoaurka co CrieluagIuCTaMu:

6 BBISICHEHUE MPABUILHOTO U3JI0KEHUS YaCTEeH TEKCTa 10 oHa 2700,0
MaJI03HaKOMOW TEMAaTHKE; YTOYHEHUE COOTBETCTBUS KOHCYJIbTAIIHS
MIepeBOJIa OPUTHHATY
CocraBienne Oubimorpadu4eckoro ONMcaHus:

7 cocraBieHre OubInorpaduIeckoro OnMucaHus nepeBoa OJIHO 720,0

OTMCaHue
AHanu3 ¥ BHECEHUE U3MEHEHHI B TEKCT IEPEBO/IA MTOCIIE
pacreyaTKu:

8 IIPOBEPKA IPABUIIBHOCTH PACIIOJIOKEHUS OTIIEYATAHHOTO OJIVH aBT.JIUCT 240,0
TEKCTa; CBEpPKa C PYKOINKCHIO; MPaBKa
Texandeckoe ohopmiIeHHE TEPEBOIOB:

9 BHECEHHE B TEKCT NEPEBO/IA CUMBOJIOB U BCTABOK Ha OJIHO 3,0
WHOCTPAHHOM SI3bIKE BIMCHIBAHNE

10 | BHeceHHe PUCYHKOB, Ta0au1l, hopMyI OJIHA BCTaBKa 4,0
ITepeBo 3aroJIOBKOB CTaT€N U JJOKYMEHTOB:

11 IIEPEBO/I U 3aIIUCh 3ar0JIOBKOB OJIUH 12,0

3aroJIOBOK

IIpumeyanue:

- HOpPMBI BPEMEHHU IPENYyCMAaTPUBAIOT BBIIIOJIHEHUE IEPEBOJIOB C MHOCTPAHHOTO SI3bIKA WJIM Ha
MHOCTPaHHBIN, KOTOPBIN Y IepeBOAUMKA ABIISIETCS OCHOBHBIM (IT0 00pa30BaHUIO WM IPUMEHEHHUIO);

- IIpY BBINOJIHEHUU MEPEBOJOB C IPYIMX S3BIKOB WM HA JPYrHe, IOMMMO OCHOBHOTO, K HOpMam
BpPEMEHH MTPUMEHSETCS MOBbILAONMi K03 duiment 1,1.

25.12.2025
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Tabauna 62
N o/ HaunmenoBanue nporecca, onepanun. CoctaB paboThI Ennuuna Hopma
U3MepeHus BpPEMEHH,
MUH.
1 2 3 4
Bocnpou3sseneHue miockone4aTHoro J0KyMeHTa B
penbedHo-ToueuHOM Qopmare
PaboTa ¢ TeKCTOM IJI0CKONEYaTHOTO TOKyMEHTa Ha
OyMa)KHOM WJIM 3JIEKTPOHHOM HOCHUTEJIE:
1 KOMIIBIOTEPHBIN HA0OP TEKCTa BPYYHYIO OJlHa CTpaHuLa 20,0
(1800-2000
3HAKOB)
2 CKaHMPOBAHUE U PaclioO3HaBaHME IIOCKOIIEYAaTHOIO TEKCTa | OJHA CTPaHMIA 4,0
(1800-2000
3HAKOB)
3 3arpyska (Qaiisia ¢ INIOCKONEeYaTHBIM JOKYMEHTOM B OJlHa CTpaHuLa 0,5
KOMITBIOTED (1800-2000
3HAKOB)
4 YTEHUE MJIOCKOIEYaTHOTO TEKCTa U BHECEHUE OJlHa CTpaHUIa 5,0
UCIIpaBJICHUN (1800-2000
3HAKOB)
5 M3MEHEHUE TeKCTa U3 popMaTa JOKyMEHTa B JJIEKTPOHHBIN | OJJHA CTpaHHIla 1,0
dbopmar (1800-2000
3HAKOB)
6 YT€HUE KOHBEPTHPOBAHHOI'O TEKCTA; BHECEHUE OJlHa CTpaHuIa 7,0
UCIIpaBJICHUN (1800-2000
3HaKOB)
7 IIPUBEICHNE TEKCTA B COOTBETCTBHE MTPaBWJIaM IIMChbMA [0 | OJJHA CTpaHMIIA 13 mMuH.
cucteme bpaiins (26 ctpok x 30 3HaKOB) (1800-2000
3HaKOB)
PaccTaHoBKa NOPSAKOBBIX HOMEPOB CTPAHMIL:
8 B ABTOMAaTU3UPOBAHHOM PEXHME 0JIHA ollepaus 0,5
9 ITIOCTPAHNYHAS pACCTAHOBKA B PYYHOM PEXUME OJIHA CTpaHUIA 1,0
10 | BBIBOJ TEKCTa Ha OpailIeBCKUI MPUHTEP; pacreyaTka OJIMH JIUCT 2,0
(IBYXCTOPOHHSIS1)
Pabota ¢ miiockone4aTHoW HOTHOM 3alKChIO:
11 | komOberoTepHBIN HAOOP (C IMCTA) HOTHOM 3aIUCH 11O OJlHa CTpaHuIa 40,0
cucreme bpaiins BpydHyro
12 | ckaHMpOBaHME U PACIIO3HABAHUE HA CIIELUATIBHOM OJIHA CTpaHULa 3,0
OpaiiJIeBCKOM CKaHepe
IIpoBepka HOTHOM 3aIMCH, BHECEHNUE UCTIPABICHUI: 0JIHA CTpaHuIa
13 | HoTHad 3anuch, HaOpaHHAasi BpPYYHYIO 60,0
14 | HOTHad 3anKCh, NOJyYEHHAs! CO CKaHEpa 20,0
15 MPUBEAECHNE HOTHOM 3allMCH B COOTBETCTBHE MpaBUIIaM OJIHA CTpaHULIA 15,0
3amucH HOT 1o cucteMe bpaitist (26 ctpok x 32 3Haka)
PaccTanoBka NOpsAKOBBIX HOMEPOB CTPAHMIL:
16 B ABTOMAaTU3UPOBAHHOM PEKUME OJIHa onepanus 0,5
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17 | nocTpaHM4YHas pacCTAaHOBKA B PYYHOM PEKUME OJIHA CTpaHuLA 1,0
18 BBIBOJ] HOTHOM 3aITMCH Ha OpailJIeBCKUMA MMPUHTED; OJIHa CTpaHHULIA 0,7
pacrneuaTka
Co3saHue II0CKOIIeYaTHON 00JI0KKHU
KomnbroTepHblil HA0Op TEKCTa BPYyYHYIO: 0JiHa 00JI0XKKa
19 | Tpu snemeHTa onucaHus (aBTOp, 3arjiaBUe, BHIXOJHBIC 3,0
JTAHHBIC)
20 | gerbIpe u OOJIEE FTEMEHTOB ONUCAHUS 4,0
21 CKaHUPOBAHME U PACIIO3HABAHUE TEKCTA 0JTHa 00JIOXKKA 3,0
22 | BHeceHHe UCIpaBiIeHU U (popMaTHpoBaHue 0JTHa 00JI0KKA 3,0
Jln3aiiH 00JI0KKH: oJ1Ha 00JI0KKA
23 0€3 WLTFOCTPAIHIA 1,0
24 | c WIIIOCTpALUSIMHU 2,0
25 BBIBOJ] O0JIOKKHM Ha MPUHTEP; pacredarka OJIHA CTpaHHUIIA 1,0
Coznanue nmuueBoit 1 000pOTHON CTOPOH
IUIOCKONEYaTHOrO TUTYJIBHOTO JIMCTA!
26 | KOMIIBIOTEPHBIN HAOOP TEKCTa BPYUHYIO OJIUH 10,0
TUTYJIbHBIN
JIUCT
27 CKaHUPOBAHME M PACIIO3HABAHUE TEKCTA OJVH 6,0
TUTYJIbHBIN
JHCT
28 | BHeceHuE HCIpaBiIeHU U (opMaTUpOBaHKE OJIUH 6,0
TUTYJIbHBIN
JIUCT
29 | pa3paboTka Iu3aifHa TUTYIBHOTO JTUCTA OJIH 1,0
TUTYJIbHBIN
JIUCT
30 | BBIBOJ TUTYJIBHOI'O JINCTA HA IPUHTED OJIMH JIUCT 2,0
Coznanue nmuueBoit 1 000pOTHON CTOPOH
penbeHO-TOYEYHOT'0 TUTYJIBHOTO JIMCTA!
31 | xoMObIOTEpHBIN HAOOP TEKCTA BPYUHYIO OJIMH 10,0
TUTYJIbHBIN
JIUCT
32 | CKaHMPOBAHUE U PACIO3HABAHUE INIOCKOIIEYAaTHOIO TEKCTA OJIMH 6,0
TUTYJIbHBINA
JUCT
33 | BHECeHHUE UCTIPaBICHUM OJIUH 6,0
TUTYJIbHBIN
JIUCT
34 | u3mMeHeHHe TekcTa U3 hopmaTa JOKYMEHTA B 3JIEKTPOHHBIM | OJHA onepanus 1,0
¢dbopmar
35 YTEHHE KOHBEPTHUPOBAHHOTO TEKCTa; BHECEHHE OJIHA CTpaHULIA 2,0
UCIIPaBICHUN
36 | mpuBeneHUE TEKCTa B COOTBETCTBUE C MpaBUIaMH MMCbMa | OJ{HA CTpaHHIla 6,0
o cucreme bpaiins (26 crpok x 30 3HaKOB)
37 | BBIBOJ TEKCTa Ha OpalJIeBCKUI MPUHTEP OJIVH JIUCT 2,0
Bocnpoussenenune miockonevyaTHOW NLIIOCTPALY B
penbedHO-Tpaduueckom Gopmare:
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38 CKaHUPOBAHUE MIOCKONEYATHON UIUTFOCTPALIUU oJHa 1,0
WJLUTIOCTpALIHS
O0paboTka WILTIOCTPAITIH: OJlHa
WJLUTIOCTPALIHS
39 | o6paboTKa TOTOBOTO KOHTYypa 10,0
40 | co3gaHue HOBOTO KOHTYpa 60,0
41 (dhopmaTHpoBaHKE IIOCKONIEYATHOW WILTFOCTPAITUN o/lHa 2,0
WJUTIOCTpAIUs
42 BBIBO/I INTIOCKOMNEYaTHON WJUIFOCTPALIUKM HA TIPUHTEP oHa 1,0
WJUTIOCTpAIUs
[lepeBon miiocKoneyaTHON WILTIOCTPAIIMH Ha oJlHa
penbedoobpazyronryo Oymary: WJUTIOCTPAITHS
43 C OJTHOKPATHBIM MPOITYCKOM HU300paKeHHsI uepes 1,5
HarpeBaTelIbHOE YCTPONCTBO
44 C IBYKpPaTHBIM IIPOMYCKOM M300paXeHHS uepe3 3,0
HArpeBaTelIbHOE YCTPONUCTBO
[lepenneT 10KyMEHTOB, BOCIIPOU3BEACHHBIX
penbehHO-TOUCYHBIM MPUPTOM:
45 | nTaMMHUPOBAHHUE OOJIOKKU 0JIHa 00JIOKKA 6,0
46 py4Has JIMCTOMOA00PKA oIHAa 2,0
JUCTONOI00PK
a
47 | danprioBKa pydHas onuH 610K (10 0,3
JIUCTOB)
48 | BplpaBHMBaHME U 00pe3Ka Kpasi CTPAHUIIbI 0JIHA OTlepalus 0,3
Kpennenue crpanuis: OJIUH
JIOKYMEHT
49 | nByMsl CKpelIKaMH 0,3
50 | Ha IJIACTUKOBOM MIPYXKUHE 4,0
51 TEPMOKJICEBOE KPEIIJICHUE 6,0
52 | xecTKasg KapTOHHas 00J0kKa ¢ OyMa)KHBIMU TTOKPOBHBIMH 60,0
CTOPOHKAaMH U MPOUIMBHBIMU KOPEIIKaMH
Bocnpounssenenne miocKonevyaTHoOro JOKyMeHTa B
3BYKOBOM (hopmare
IIpenBapuTenbHas paboTa HaJ TEKCTOM: 1000 3HaKkOB
53 XYJ10’KECTBEHHBI TEKCT 5,0
54 TEXHUYECKUU U IPYTUE CIIELIUATIBHBIE TEKCTHI 10,0
(MaTeMaTuka, MEAUIIMHA, XUMHUSI)
[IpounThIBaHHE TEKCTa HA KOMIIBIOTEPE B CTYAMIMHBIX 1000 3HakoB
YCIIOBUSIX CO 3BYKOPEKHCCEPOM:
55 XYJI0’KECTBEHHBIN TEKCT 4,0
56 | TEXHUYECKHUH U IpYTHe CIIEHUATbHBIE TEKCTBI
(MaTeMaTuka, MEAMIIMHA, XUMHUSI)
57 | nepe3anyuch HAYMTAHHOTO TEKCTA HA KOMIIBIOTED 0JIHa JT0POXKKa 50,0
(ommdpoBKa 3ByKa) ¢ aHAJIOTOBOT'O HCTOYHHUKA B PEATHHOM
BpEMEHU
58 | oOpaboTKa HAUUTAHHOTO TEKCTa HAa KOMIIbIOTEpPE 0JIHA IOPOXKKa 1,5
59 | KOHTpOJIb 0OPaOOTaHHOM 3alKMCH Ha KOMITBIOTEPE 0JIHA TOPOXKKa 50,0
BocnpounsseneHnne 03By4eHHOI0 TEKCTA C KOMIIBIOTEPA: 0JIHa JT0POXKKa
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60

Ha KOMIIAKT-KaCCCTY B pCAJIbHOM BPCMCHU

50,0

61

Ha JUCK

10,0

62

MY3BIKQIBHO-TAMEPHOE 0(OPMIICHHE 3BYKO3AIKICH

oaHa JOPOXKKaA

50,0

KpaTHOG BOCIIPOU3BCACHUC O3BYYCHHBIX NTOKYMCHTOB Ha
AyJIMOKACCCThI:

63

IMOATOTOBKA MaTCpHUaJIOB K BOCIIPOU3BECACHHNIO (paCHaKOBKa
AyJIMOKaCCCT, IICPEMOTKA, pa3MaFHI/ILII/IBaHI/Ie)

OJHa KaCccC€Ta

4,0

64

KpaTHOE BOCIIPOM3BEICHHIE ayIM03aMNCEeH HAa CTaHI[UH
CKOpPOCTHOTO AYOJIMPOBAHUS ayJHOKACCET (KOMITBIOTEP -
KacceTa)

0JIHA OTleparus

3,0

65

KpaTHOE BOCIIPOM3BEICHHUE ayIM03aINCel Ha
CHeIHaIbHOM 000pyI0BaHUH (KacceTa - KacceTa) B
3aBHCUMOCTH OT TEXHUYECKOTO OCHAIICHHS

OJIHA Oomeparus

5,0

66

KpaTHOE BOCIIPOM3BEICHHUE ayIU03anuceil Ha
CHelHalIbHOM 000pYyI0BaHHH (KATYIIKA - KacceTa) B
3aBHCHMOCTH OT TEXHUYECKOTO OCHAIICHUS

0JIHA oIleparus

5,0

67

IIPOBCPKA Ka4uCCTBA KOITUH

OJHa KacceTa

5,0

odopmIleHHEe ayTUOKACCET, ONTUYECKUX TUCKOB U
KOHTEHHEPOB

68

CO31aHHuC I/II[eHTI/I(I)I/IKaTOpa, OIIPEACIIAIOIICTO
MNPHUHAIJIC)KHOCTb KaCCEThI K JOKYMCHTY, B
IIJIOCKOIICYaTHOM H peﬂbe(bHO-TO‘le‘lHOM BapUaHTax;
HAKJICUBAHUC HA KAaCCCTY

OJINH
UIEHTU(DUKATO
p

3,0

69

CO3JIaHKE TUIOCKOTIEYaTHOM ITHKETKH JJIsl IOKYMEHTA,
3alMCcaHHOTO Ha ayJauoKaccerax (Habop TeKCTa, BBIBOJI Ha
OpaiisieBCKUI PUHTEP, paclieyaTka, pa3pe3aHue 1mo
3aJJaHHOMY pa3Mepy, HaKJICHBaHWE Ha KOHTEHHED)

OJHa 3THUKCTKa

6,0

70

CO3/IaHuE PeNbe(PHO-TOYCYHOM ITUKETKH JUIsl TOKYMEHTA,
3aMMCaHHOT0 Ha ay/uoKacceTax (Habop TeKcTa, Tu3aH,
BBIBOJ] Ha IIPUHTEP, pacleyarka, pa3pe3aHue mo
3aJJaHHOMY pa3Mepy, HaKJICMBaHUE Ha BHYTPEHHIOIO
CTOPOHY KPBIIIKH KOHTeHHEepa)

OJHa 3THUKCTKa

9,0

71

packiajika ayIMoKacceT N0 KOMIUIEKTaM / KOHTelHepaM

OJIHA OoTeparus

1,0

CO3JaHUC 3TUKCTKHU Ha JUCKC!

72

BBO/I B KOMITBIOTE€P OCHOBHBIX CBEJCHUMN O IOKYMEHTE
(aBTOD, 3arjaBue) B CrICUANTM3UPOBAHHON MMPOrpaMMe

OJIMH
JIOKYMEHT

5,0

73

BBIBOJI Ha MpUHTEP ¢ QyHKIMEHN "eyaTh Ha AucKax",
pacreuaTka

OJIHA OTieparus

2,0

74

CO3JIaHUE TJIIOCKOIIEYaTHOW KOHTEMHEPHOW dTUKETKH JJIsI
JIOKYMEHTA, 3aITMCAaHHOTO Ha JUCKe (Habop TeKCTa,
(dbopMupoBaHue qu3aiiHa, BEIBOJ HA IPUHTEP, pacleyaTka,
pa3pe3anue 1o 3aJJaHHOMY pa3Mepy, pa3MENIeHUE Ha
BHEITHEN CTOPOHE KPBIIIKU KOHTEHHEpa)

OJHa 3THUKCTKa

8,0

75

co3aaHue perbePHO-TOUeUHON KOHTEHHEPHOU dSTUKETKU
U1l JTOKYMEHTA, 3alMCaHHOTO Ha AUCKe (Habop TeKcTa,
BBIBOJ] Ha OpaiiIeBCKHI MPUHTEP, pacrieuaTka, pa3pe3aHue
I10 3aJJaHHOMY pa3Mepy, pasMeELICHUE Ha BHYTPEHHEN
CTOpPOHE KPBIIIKHA KOHTEIHepa)

OJIHA DTUKETKA

10,0

25.12.2025
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76 | oOpaboTKa MaTepuana Juisi KOHBEPTUPOBAHUS OJIHA JTOPOXKKA 30,0
77 | xouBepTupoBanue daitnos popmara b/ AC B popmar OJIHAa JOPOXKKa 6,0
ayano¢ailyioB B 3aBUCUMOCTH OT TEXHHYECKOTO
OCHAIIICHUS
78 | mepeHoc apxuBa Ha CEpBEP OJIHA JTOPOXKKA 6,0
3.22. O6caykuBaHue yAaJeHHBIX M0JIb30BaTeIeil
Tabaunna 63
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
Perucrpanus nonp3oBatenieil B pe:KuMe OHJIANH:
1 MIPOBEpPKA 3aIMCH MOJIb30BATENS B OMOINOTEKY OJIUH 2,0
M0JIb30BATENb
2 00paboTka 1 BBOJ (paMUINK, IMEHH, OTYECTBA OJIUH 5,0
TMOJIB30BATENS U aJipeca ero 3IeKTPOHHON MOYTHI ANEKTPOHHBIN
dbopmyIsip
3 COCTaBJICHHE MMHUChMa C YKa3aHUEM JIOTHUHA U OJIHO 5,0
CT€HEPUPOBAHHOT'O CUCTEMOM MapoJIsl, IPUKPEIIICHUE JJEKTPOHHOE
WHCTPYKIWHU TOJIb30BaHUS M OTIIPABKA €ro 10 MUCHMO
AJIEKTPOHHON NOYTE MOJIb30BATEIIO
OO0cny)XMBaHUE TTOJIH30BATENICH B PEXKUME OHJIANH:
4 KOHCYJIbTAIUS 110 UCIOJb30BaHUI0 MHTEpaKTUBHOU B/{ oHAa 10,0
"roBopsAmUX" KHUT C KPUITO3AIIUTON KOHCYJIbTALUS
5 COIIPOBOXKACHHUE BUPTYaJIbHOW KHUTOBBIJAUH: OJIMH 3aKa3 15,0
(hopMupoBaHHe 3aKa3a Ha BUPTYaAJTbHON KHIDKHOM TIOJIKE
6 BbITpYy3Ka U3 AC HOBBIX IOCTYIUIEHUH 32 ONPEAEIECHHBIN oJluH (aiin B 10,0
nepuof Bpemenu B popmate PYCMAPK u B BUne dopmate 12,0
yKa3zaTess HOBbIX noctyruienuit (YHIT) PYCMAPK
oJluH (ailn B
dbopmate YHII
7 pa3MelieHre HOBBIX IOCTYIJIEHUH TOKYMEHTOB Ha caiite oJluH (aiin B 3.0
OMOIMOTEKU: CO3/1aHUE 3ar0J0BKa aHHOTAIMH dopmare 3.0
HpHUKpersieHue Qaiina (oB) PYCMAPK
OJluH (aiin B
dbopmare YHII
8 pacchUIKa MO NIEKTPOHHON NOUTE YAAIEHHBIM OJIHO 3,0
10JIb30BATENSIM UHPOPMAIIH O HOBBIX MOCTYIUICHUSAX JNEKTPOHHOE
JOKYMEHTOB MIICBMO
9 nH(}OPMAaLIMOHHOE COTIPOBOXACHUE caiiTa, mopTaia u OJIHO 3,0
CTpaHUI[ B COLIMAJIbHBIX CETAX: CO3/IaHNE 3ar0JI0BKa cooOuieHue
aHHOTAllMU IpUKpervieHne (aiaos

4. TunoBbIe oTpac/ieBbI€ HOPMbI TPyJda HA paﬁoTbl, BbIIIOJIHACMBbBIC B 1€TCKUX, IOHOIIICCKHUX
Onbéamorexax, B 0M0JIMOTEKAX HAYYHO-HCCIeA0BaTeIbCKUX HHCTUTYTOB (HUHN), 00pasoBaTeabHBIX
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yqpemenm‘fl (663 UCII0JIB30BaHUS aBTOMATU3UPOBAHHBIX CUCTEM YIIPABJICHUSA npoueccaMn)

4.1. KomniiekroBanue 6u6,140T€4HOr0 (poHIa

Tadauua 64
N o/ HaunmenoBanue nporiecca, onepanun. CoctaB paboThl Ennuuna Hopma
MU3MEPEHUS BpEMEHHU,
MUH.
1 2 3 4
Tekymiee KOMIUIEKTOBaHWE OMOJIMOTEYHOTO (POH/IA:
1 MPOCMOTP KHUTOU3JATEILCKON U KHUTOTOPIOBO (1 mpatic 8000 980.0
nHpopManun HaUMEHOBAaHUI
)
2 YCTaHOBJICHHE TEMbI U BUJIA IOKYMEHTA, IIOJIJIEKAIIETO (1 mpaiic 8000 2.0
0TOOpY; BBIICHEHUE HEOOXOAUMOCTH MPUOOPETEHUS HAaUMEHOBAaHMIA
)
OrnpeneneHne 3K3eMIUTIIPHOCTH 3aKa3a: (1 mpatic 8000
HanMEHOBAHUI
)
3 JUTSI TIOJIpa3IeleHUI 0,5
4 UL OMOJIMOTEKY B LIETIOM 1,0
odopmiieHre 3aKa3a; yKa3aHUe dK3EMIUISIPHOCTH, OJIVH 3aKa3 1,0
CTOMMOCTH 3aKa3a, AaThl
KonuuecTBo 3aKka3aHHbBIX Ha3BAHUM:
5 1-15 15,0
6 16-25 25,0
7 26-75 75,0
8 76 - 100 100,0
9 oopMIIeHHE 3aKa3a Ha BBITTUCKY 3apyOESKHBIX OJIH 100,0
JIOKYMEHTOB JIOKYMEHT
10 MOATOTOBKA CIHCKA JOKYMEHTOB, MPEJIaraeMbIX K OJIHO Ha3BaHHE 26,0
MEXIYHapOAHOMY KHUTOOOMEHY; CBEpKa CITUCKA C
KaTaJloroM
11 COCTABJICHHE KaPTOUYKHU JIJIs1 KAPTOTEKU OpraHU3aIHil- 0JIHa KapToyKa 1,0
MapTHEPOB; YKa3aHWE Ha3BaHUS OpTraHU3allui, ajpeca,
Ha3BaHMsI OOMEHMBAEMBIX JOKYMEHTOB
Pa6ora B AC:
12 | BBOJ 3aKa3a TEKYyIIEro KOMIIJIEKTOBaHUs B 0a3y TaHHBIX OJIVH 3aKa3 5,0
AC
13 | penakTupoBaHHE BBEIEHHBIX B 0a3y JaHHBIX CBEJICHUH O OJIVH 3aKa3 30,0
3aKase; BbIBOJI HAa SKPaH; BHECEHHE N3MEHEHMIT
14 | BBIBOJ HA IPUHTEP JIAHHBIX TEKYIIEr0 KOMIUIEKTOBAHUS; OJIVH 3aKa3 1,6
pacneyarka
BEJICHUE KApPTOTEKH TEKYIIET0 KOMIUICKTOBAHUS
15 COCTaBJICHHE KapTOUKH, YKa3aHUE aBTOPA, 3arjaBusl, OJ/IHa KapTOUyKa 0,5
BBIXOJIHBIX JIAHHBIX, HOMEPA B H3JaTEIILCKOM TUIAHE
16 | mepeHeceHue CBEICHUN O 3aKa3€ Ha KapTOYKH; YKa3aHUE OJlHA KapTO4yKa 0,3
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AK3EMILIIPHOCTH 3aKa3a, paclpeesIeHUe 10 CTPYKTYPHBIM
110JIpa3/IeeHUsIM

17

paspe3aHue U31aTelIbCKUX IUIAHOB, pacredarka Jis
KapTOTEKH TEKYILEro KOMIUIEKTOBaHMsI, HAKJIIEMBaHUE Ha
KaTaJOXKHYI0 KapTOUKH

0JIHa KapToyKa

1,5

18

o100p KapTOUYKH O an(aBUTy AJIs PACCTAHOBKHU B
KapTOTEKY TEKYIIEro KOMILJIEKTOBAHHUS

OJ[Ha KapTO4Ka

0,5

19

paccTaHOBKa KapTOUKH B andaBuTe paMHUINil aBTOPOB,
3arjJaBui B KAPTOTEKY TEKYIIET0 KOMIUIEKTOBAHUSI

0JIHa KapToyKa

0,4

OdopMieHne MOAMMCKN HAa IEPUOANYCCKHUE U3IAaHUS:

20

npocMoTp karajora "Pocnedaru", or00p Ha3BaHUS
MEPUOINYECKUX U3JAHUM JIJISl TOATUCKU

OJHO Ha3BaHHC

0,8

21

cOOp 3a4BKH OT MOJIpa3IeICHI OMOINOTEKH IS
MTOJNMCKH HA IEPUOANYCCKUEC U3TAHUS

OJHa 3as1BKa

1,5

22

CBEpKa pacreydyaTKu CIHUCKOB YCIOBHO 3aKa3aHHBIX
MEPUONYECKUX U3JJaHUM ¢ KapTOTEKOM 3aKa30B, BHECEHUE
M3MEHEHHMs B PACIICUaTKHU CIIHCKOB

OAHO Ha3BaHHC

1,04

23

CBEpKa 3aKa3a TeKYIIEro rojia Ha MepUOJUIECKUE U3TaHUs
C MOJMUCKOM MPEAbIAYIIEro roja s BhISBICHUS
W3MEHEHHUH B Ha3BaHUIX; BHECEHHE OTMETOK

OJJHO Ha3BaHHUC

0,2

24

CBEpKa BBIXOJIHBIX JIAHHBIX BIIEPBBIC 3aKa3bIBAEMBIX
3apyOeKHBIX MIEPUOTNICCKUX U3IaHUH C
O6ubarorpaguuecKuMu CIPaBOYHUKAMH U IPYTUMH
WH()OPMATMOHHBIMU UCTOYHHKAMU

Ha OJQUH TOJ

80,0

25

O(bOpMJIeHI/IG 3dKa3a Ha NOANHMCKY; IMOACUCT CTOMMOCTHU
IOATIMCKU C YYE€TOM NOCTABKH, 3aII0OJTHCHNUEC KBUTAHLIUN
aboHEeMeHTa Ha MNEPpUOANYICCKOC U3 TAHUC

OJWH 3aKa3

30,0

26

COCTaBJICHHUC peFHCTpaHHOHHOﬁ KapTO4YKHU IJId KapTOTCKU
MEPUOANYCCKUX PI3}13HPII>1; MMPOCTAaBJICHUC HA KAPTOUYKE
HHJCKCA, roga, NCPUOJUIHOCTH, UCTOYHUKA ITOCTYIIJICHUSA

OJ[Ha KapTO4Ka

0,5

Pa6ora B AC:

27

BBO/] 3dKa3a Ha IICPUOAUYICCKUC U3JIaHUS B 633y JaHHBIX

OJlHa KapTO4Ka

10,0

28

BBIBOJ] HA KPAaH PErUCTPALMOHHON KApTOYKH; pacredarka

0JIHa KapToyKa

1,0

29

KOPPEKTUPOBKA 3aKa3a: BBIBOJ HA IKPaH CIMCKa
MEPUOINYECKUX U3/IaHNI; BHECEHUE N3MEHEHUN

OJIHO
HaMMEHOBaHUU

0,3

[lepenucka ¢ KHUTOTOPTOBBIMU OpraHU3ALMAMU U
H31aTeNILCTBAMU, OMOJINOTEKAMU:

30

cocTaBJIeHHE, HabOp TEKCTa MUchMa (3ampoca, IPEeTeH3Un ),
perucTpanys B KHUIe UCXOAALINX TOKyMEHTOB
(pocTaBiieHUE TaTHI, MOPSAKOBOTO HOMEpa, YKa3aHUe
HaMEHOBAaHMs OPTaHU3allMHU, KPATKOTO COJepKAHUS
MHCHMA)

OJHO ITMCHMO

60,0

31

odopmiienue 3akaza "Kuaura - mouroit", orrpaBka 3aka3a B
Mara3uH, 0OMeHHBIE (POH b

OJWH 3aKa3

3,1

JlokoMrnexkToBaHue OMOIMOTeYHOro PoH !

32

IMOJIYYCHHEC 3a4BKH HA HpI/IO6peTeHI/Ie AOKYMCHTOB OT
MIOAPA3ACIICHUMN.

OJIHA 3asiBKa

0,3

33

cocTaByieHHe OuOIMorpaduuecKon 3anucH; yKa3zaHue
KOJIMYECTBA K3EMILISIPOB U CUTIIBI MTOIpa3IeIeHU

0JlHa KapTo4Ka

3,0
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34

BKJIFOYCHUC 3asIBKU B KAPTOTCKY JOKOMIIJICKTOBAHUSA

OJIHA KapTOUYKa

0,26

35

IIPOCMOTP KaPTOTEKHU HEYAOBJICTBOPECHHOI'O CIIPOCA,
AHAJIN3 OTKA30B IJIs BBIABJICHUA OTCYTCTBYIOIIHUX
JOKYMCEHTOB, BKIIFOUCHUEC B KAPTOTCKY JOKOMIIJICKTOBAHW A

OJIMH
JIOKYMEHT

3,0

OT60p TOKYMEHTOB M3 OOMEHHBIX ()OHIOB OUOIHOTEK /ISt
JIOKOMILICKTOBAHUS

[TpocMoOTp CIMCKOB, KAPTOTEK, KATAIOTOB OOMEHHBIX
¢boHI0B OMOAMOTEK, OTOOP HYKHBIX JTOKYMEHTOB, CBEpKa C
KaTaJIOTaMU M KapTOTEKaMU CBOEH OMOIMOTEKH;
COCTaBJICHHE CIUCKA HA JOKYMEHTBI, OTOOpaHHBIC B
obMmeHHOM (hoHIe

OJIMH
JIOKYMEHT

KomnuuectBo JOKYMCHTOB, BKJIFOUCHHBIX B CIIMCKHU:

36

1

5,0

37

2-10

7,8

38

11-25

16,0

39

26-50

32,0

CocraBiieHne onepaTUBHOIO (TEKYILEro) miaHa
KOMIIJICKTOBAHUSI:

40

OTIpe/IeTICHUE MEPOTIPUATUH TI0 (POPMUPOBAHHIO STUHOTO
(doHIa Ha TEKYIIUH TO/I, OTBETCTBEHHBIX HCIIOJIHUTEIICH,
KOJIMYECTBEHHBIX TIOKa3aTeiell oobema GoHaa
(mocTyrmeHue, BHIOBITHE), OTPACIIEBOTO COCTABA,
HMCTOYHUKOB MIOCTYIUICHUS, CMETHI PACXOJIOB

OIHH IIJIaH

480,0

Odopmienue naaHa KOMILUIEKTOBaHUS B hopMe:

41

TadJIUIL

ojHa Tabiuna

2,6

42

KapTOTCKHU

OJ[Ha KapTO4YKa

2,6

PaGora B AC:

43

BBOJ IIJIaHA KOMIIJICKTOBAHUS B 6a3y JaHHBIX AC

OJIVH I1JIaH

1,1

44

KOpPpEeKTUPOBKa 0a3bl JaHHBIX; BHIBOJ HA DKPaH; BHECEHUE
U3MEHEHUN

OJVH
JIOKYMEHT

30,0

4.2. Ilpuem H y4eT NOCTYNUBIINX IOKYMEHTOB

Taoauna 65

N /o

HaumenoBanue nporiecca, onepanuu. CoctaB paboThl

Enununa
U3MEPEHUs

Hopma
BPEMEHU,
MUH.

2

3

4

[IpueM nOKyMEHTOB, MOCTYIUBIINX C COITPOBOIUTEIbHBIM
JOKYMEHTOM

[Iprem TOKyMEHTOB IO COMPOBOIUTENBHBIM MaTepraiam
(cueT, HaKJIaHAas!, KOMUA YeKa, aKT), TOJ00pKa UX IO
andaBUTy aBTOPOB WJIU 3arjlaBUi, SKCIEAUIIMOHHBIM
HOMEpaMm, CBEpKa C COMPOBOAUTEIILHBIMU JJOKYMEHTaMU,
MPOCTaBJIEHHE LIEHBI HAa N3JaHUH, [TOJICYET YUCIIa
HK3EMIUISIPOB, O0IIeH CTOUMOCTH

OJTHA TTAPTHUS

KonnyecTBo TOKYMEHTOB B TapTUU:
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1 1 4,0
2 2-50 8,9
3 51-250 43,3
[Ipuem TOKyMEHTOB, IOCTYNUBIIUX 0€3
COIIPOBOJUTEINIBHBIX JOKYMEHTOB:
4 no00p JOKYMEHTOB 110 aj(aBuTy (paMuinii aBTOPOB WK OJIUH 3,1
3aryiaBui; MpoBepKa Ha AyOJETHOCTb; IPOBEACHUE OLICHKU JIOKYMEHT,
JJOKYMEHTOB; COCTaBJI€HHE aKTa HA IIPUEM JOKYMEHTOB OJIUH aKT
Koa1uecTBo TOKyMEHTOB, BKIIOYEHHBIX B AKT:
5 1 0,36
6 2-5 2,1
7 6-10 3,7
8 IIPOCTAHOBKA IITEMIIENSI HA TUTYJIBHOM JIUCTE U Ha 17-i OIVIH 0,5
CTpaHULe JOKYMEHTA JOKYMEHT
CBEpKa MOCTYNUBIINX JOKYMEHTOB C KapTOTEKOM
TEKYIIEro KOMIIJICKTOBaHMs
9 MOMCK KapTOUYKHU B KAPTOTEKE TEKYILIEr0 KOMIUJIEKTOBAHMUSI, OJIUH 3,0
CBEpKa KapTOYKHU C JOKYMEHTOM, BHECEHHE OTMETOK JOKYMEHT
10 | oTOOp mepBOTo FK3EMILISIPA, BIOKEHHE KAPTOUKH B OJIUH 0,5
JOKYMEHT JOKYMEHT
11 [IOCTAaHOBKA KapTOUKH 3a pa3jenutens "BplinoaHeHHbIe OJIHA KapTO4YKa 0,3
3aKasbl"
Pa6ora B AC:
12 MIPOBEpKa Ha AyOJIETHOCTh MOCTYMHUBIINX U3JaHUM B 0aze OVH 1,0
naHHbix AC JIOKYMEHT
13 | peructpanus HOBBIX MOCTYIUIEHUM B 0a3ze qaHHbIX AC OJIUH 3,0
JOKYMEHT
[Ipuem u peructpanys *KypHaJIOB U ra3er:
14 | moxGop XypHAJIOB U Ta3eT Mo alaBUTy Ha3BaHHM, TOUCK OIVH 2,0
pErucTpaliMOHHON KapTOUYKU B KApTOTEKE MOANMMCHBIX JIOKYMEHT
W3/IaHUM, OTMETKA HOMEPA, JaThl OJyYEHUs U3JaHUsI
15 | mpocTaHOBKa IITEMIIENS HA )KypHAJIE OJIVH JKypHAJI 0,1
16 | mpocTaHOBKA IITEMIEINS HA Ta3eTe OJIHa rasera 0,5
Benenue "Kuuru cymmapsoro yuera':
paz00p TOKYMEHTOB IO BUaM, OTPACIISIM 3HAaHUM, S3bIKaM, OJINH 2,0
MOJICYET YUCJIa JOKYMEHTOB, 3alllCh PE3yJIbTaTOB JIOKYMEHT
M0JICUEeTa 110 YCTAHOBJIEHHON (hopMe B KHUT'Y CYMMapHOTO
ydera
KonnyecTBO TOKYMEHTOB B NApTUU NOCTYIIJICHUN:
17 1 2,0
18 |2-50 6,8
19 |51-250 42,0
20 BBOJI CTAaTUCTUYECKUX AaHHBIX "KHUTKM cymMMapHOro OJ[HA TIapPTHUsI 3,0
yuyera" B 6a3y naHHbix AC
21 MOJICYET MOCTPAHUYHO IO MO3UIMUAM JTaHHBIX KHUTH OJHA TIO3UIINS 32
CYMMapHOT'0 y4€Ta, [IEpEHECEHUE UTOTOB Ha CIEAYIOLIYIO
CTpaHUILy
22 | cBepka (MHAHCOBBIX TOKYMEHTOB OT/eJa C (PMHAHCOBBHIMU OJIVIH 5,0
JOKYMEHTaMH OyXTalTepuu JOKYMEHT
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23 o(opmieHrne cConpoBOIUTEIHHOTO TOKyMEHTa (CUeT, OIVIH 3,0
HaKJIaJHasl, aKT) JJIs nepefadn B OyXraiaTepuio JIOKYMEHT
24 | odopmiieHNE UHBEHTAPHOW KHUTH, HyMepalys JHCTOB, OJlHa CTpaHuLa 0,88
MIPOCTaBJICHHE HOMEpPa B MHBEHTApPHON KHUTE
25 | 3ammch JOKYMEHTOB I10 YCTaHOBIIEHHOHU (opMe B OJIUH 0,88
MHBEHTapHYIO KHUTY, IPOCTaBJI€HHE HHBEHTApPHOTO JIOKYMEHT
HOMEpa Ha IOKYMEHTE
26 | mpoBeaeHUE UHIMBUIYaJIbHOTO yU€Ta JOKYMEHTA 110 OJIUH 3,0
aKTOBOM CHUCTEME, TPOCTABICHHE HHBEHTAPHOI'O HOMEpa JIOKYMEHT
Ha JJOKYMEHTE
27 | npoBeleHUE UHMBUIYAIBHOTO yU€Ta C MPUMEHECHUEM OJlHa KapToyKa 3,0
YUETHOTO KaTajiora; CocTaBlieHre OnOImorpaduaeckoro
ONMCaHUA JOKYMEHTA, YKa3aHHE LIEHbl, UHBEHTapPHOTO
HOMEpa, ro/ia MOCTYIICHHs, HOMEpa 3alKiCH B KHUTE
CYMMapHOTO y4eTa, Yncia MOCTYMUBIIUX SK3EMIUIIPOB, UX
pacrpeiesieHUe 1o M0Ipa3IeJICHUsIM
28 3alKUCh B KypHAJE PErUCTPALIMU KAPTOUEK YYETHOTO OJIHA 3aIIUCh 1,0
KaTaJiora ”HBEHTApHOT0 HOMEpa, MIEPBOTo CJI0BA 3arjiaBus
29 | npocTaHOBKA MHBEHTAPHOIO HOMEpa Ha JIOKYMEHTE OJVH 2,6
JIOKYMEHT
30 perucTpanys NaTeHTOB B HyMEpPallMOHHON KHUTE OVH 0,3
JIOKYMEHT
31 MOJIy4YE€HUE aKTOB HA BHIOBIBIINE IOKYMEHTHI OT OJIMH aKT 1,0
CTPYKTYPHBIX MOApa3ielieHuid, BHECEHHE 3anucu B Knure
CYMMapHOro y4dera (2-s 4acTh), IPOCTaBICHHE HOMEPA
aKTa
32 | UCKIIIOYEHHE JOKYMEHTA MO aKTy U3 YUEeTHBIX (hopm OJIVH 3,0
JIOKYMEHT
33 HCKJIFOYEHHE BBIOBIBIIUX TOKYMEHTOB U3 0a3bl JaHHBIX AC OJINH 2,0
JIOKYMEHT
34 | moramieHre UHBEHTApPHOTO HOMEpa U HITEMIIEN OJIMH 0,3
OMOIMOTEKH HA TOKYMEHTE JIOKYMEHT
35 MOAIINBKA aKTOB OIINH 3,0
JIOKYMEHT

IIpumeuyanue: npu paboTe ¢ JOKYMEHTAaMM Ha HMHOCTPAHHBIX S3bIKaX K HOpPME BpEMEHHU
IpUMEHsIeTCs MOBBIIAatoMi ko3 duunent 1,15.

4.3. buo.auoreunasi 06padoTka 10KyMeHTOB. Oprann3anusi 1 BeJleHue KaTajaoros

Tadauua 66
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
Pabota ¢ meyaTtHON KapTOYKOM:
1 pa300pKa KOMIUIEKTa MeYaTHbIX KapTOUeK OJIHA KapTOYKa 0,42
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no00pKa MeYaTHBIX KapTOUeK 1o ajdaBuTy GaMumii
aBTOPOB WJIN 3arJIaBUi JUIS PACCTAHOBKH B CIIY)KEOHYIO
KapTOTEKY

OJlHa KapTOo4Ka

0,36

(O8]

paccTaHOBKa KapTOUEK B CIYKEOHYIO KAPTOTEKY

OJ[Ha KapTO4YKa

0,36

110/100pKa MeYaTHbIX KapTOUeK K JOKYMEHTaM

0JIHa KapToyKa

0,52

CBCpKa MOCTYIIMBIIMX NOKYMCHTOB C KaTaJIOTaMU:

IIPOBEPKA MO KATAJIOTy IOBTOPHOCTH JOKYMEHTA,
IIEPEHECEHNUE C KaTaJI0)KHON KapTOYKU OUOIMOTEYHOT O
mudpa, MOJHOro UHJAEKCA

OJ[Ha KapTO4Ka

1,9

IIOHUCK B CJIy)Ke6HOM KaTajaore CBOAHOTO OIMCaHusAl,
BHECEHUEC OTMCTOK

0JlHa KapToyKa

2,6

odopmIIeHHE TIEYaTHOW KapTOUKH, HATUCAHHE
WHBEHTAapHOTr0 HoMepa, mudpa u nHoM nHdopmanuu

0JlHa KapTO4Ka

0,68

[Tpunucka 1y0ieTos:

CBEpKa JOKYMEHTa Ha AyOJIETHOCTb 110 CIY)KEOHOMY
as(haBUTHOMY, YIYETHOMY KaTaJIOTy

OAHO Ha3BaHHC

0,94

[IpUNKChIBaHUE 1y0JeTa B KaTaJlor: IPOCTaBICHHE
MHBEHTAPHOI'O HOMEpA, NepeHeceHue mudpa Ha JOKYMEHT

OJJHO Ha3BaHHUC

0,84

[Ipunrcka npogoKarOMUXCsl U31aHNN:

10

MTOMCK B PErUCTPAIMOHHON KapTOTEKE KapTOUYKU Ha
W3JIaHuEe, CBEpKa ¢ C OPUTUHAIIOM, BHECCHHE
OUOJIMOTEYHBIX OTMETOK

OAHO Ha3BaHHC

0,84

11

MTOKCK B KAaTAJIOTe KApTOUYEK, OTMETKA IMOCTYIUICHHS
COOTBETCTBYIOIIETO BBITYCKa, IIPOCTABICHUE
WHBEHTapPHOTO HOMepa, Mg pa, BHECEHUE IPYTUX
OMOJMOTEYHBIX OTMETOK

OJJHO Ha3BaHHUC

3,1

dopmupoBanue 6MOIMOrpadUIecKon 3arucu

CocraBieHne 0CHOBHOM OuOarorpaduueckoil 3amucu npu
OTCYTCTBHMHM I€YaTHON KapTOUKHU B TOKYMEHTE
(03HaKOMIIEHHE C IOKYMEHTOM, COCTAaBJICHUE OIMCaHMS,
BHECeHUE OMOIMOTEYHBIX OTMETOK)

OAHO Ha3BaHHC

KoanuecTBo 51€MEHTOB ONMCAHUS:

12

1-4

0,42

13

5-6

5,2

14

7-9

6,2

15

10-13

7,2

16

14-19

8,2

17

20 - 27

9,2

18

COCTaBJIEHHE OCHOBHOM OuOnorpaduyeckoi 3anmcu ¢
MTOMOIIBI0 MaKeTa KapTOUYKH, HalleYaTaHHOT'O B KHUTE;
IIPOCMOTP U3JaHUS, CBEPKA C MAKETOM KapTOUKH,
BHECEHHUE U3MEHEHUS U JIOTIOJTHEHHUS

20,0

19

COCTaBJIEHHE JJ0OABOYHOTO OMHMCAHMS K OCHOBHON
6ubnuorpaduyeckoit 3anucu

OJ/THAa KapTOUYKa

1,9

20

O3HAKOMIJICHHUE C TOKYMCHTOM, COCTaBJICHUEC
aHAJIUTUYECKOH 3aIucu

OJIUH
JIOKYMEHT

10,0

21

COCTABJICHHE CCBIJIOYHON KapTOYKH K OCHOBHOM
6ubnuorpaduyeckoit 3anucu

OJ/THAa KapTOUYKa

0,52

PenaktupoBanne OubamorpaduyecKom 3amnmcu:
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22 | mpoBepKa NPaBHJIBHOCTH JIEMEHTOB 3allMCH Ha KApTOUKE OJIHA KapTOYKa 1,0

23 odopMIIeHHE KapTOYKH I TyOJIUpOBaHUS Ha OJlHa KapTOoyKa 1,4
MHOXHUTEJIHLHOM arapare; MpoCTaBICHUE UHIEKCOB,
mudpoB, OMOINOTEUHBIX IOMETOK, OIIPEICTICHUE 1
yKa3aHue THPaKa KapTOUeK
I'pynmosast 06paboTKa JOKYMEHTOB
OT60p OAHOTUIIHBIX TOKYMEHTOB, MOJUIEKAIINX OJlHA TpyIIa
TpyNIoBoi 00paboTKe; CoCTaBlIeHHE 00IIeH JOKYMEHTOB
XapaKTePUCTUKU Ha KOMIUIEKT JIOKYMEHTOB
KonnyecTBO 1OKYMEHTOB B IpyIIIie:

24 1-9 39,0

25 10-15 60,0

26 16 - 30 106,0

27 | mpoBepKa IPaBUJIBHOCTH COCTABJIEHUS XapaKTEPUCTUKU Ha OJlHa 13,0
KOMIUIEKT IOKYMEHTOB XapaKTePUCTUK

a
Pexaranoruzanms:

28 | cBepKa KapTOYKH C IOKYMEHTOM; UCIIPaBIEHUE CTAPOrO OJIHa KapToyKa 5,7
OoubrorpauuecKoro OMMCaHus; COCTABICHIE HOBOTO
OIMCaHUs; IepeHeceHue mudpa, MHBEHTapHOTO HOMEpa,

OMOJIMOTEYHBIX IOMETOK
[ToaroroBka K MHJIEKCHUPOBAHUIO TOKYMEHTOB JJIs
KaTaJIOTOB:

29 | moxbopKa KapTOUKU K TOKYMEHTY, CBEpPKa U BIOKECHHE B OJIUH 0,5
JIOKYMEHT JIOKYMEHT

30 03HAaKOMJICHUE C JOKYMEHTOM; YCTaHOBJICHUE TEMATUKH; OJIHO Ha3BaHUE 0,88
pacrpeiesieHre 1o OTPacysiM 3HAHUS (110 TEMATUKE)

31 MPOCMOTP MHOCTPAHHBIX U3JIaHUH, IEPEBOJ JaHHBIX Ha OVH 0,37
PYCCKHUU S3BIK JTOKYMEHT
Cucremaru3zanus JOKYMEHTOB:

32 cucTeMaTu3anus JOKyMEHTa C UCIIOJIb30BaHUEM UHIEKCOB OJVH 2,6
MeYaTHOW KapTOUYKU UM MaKeTa KapTOYKH, JIOKYMEHT
HaIreyaTaHHOTO B U3/IaHUH, 03HAKOMIIEHHUE C JOKYMEHTOM,

MPOBEPKA COOTBETCTBUS MHEKCOB TaOIHIIaM
KIaccupUKalnU, IPUHATHIM B OMOTHOTEKe, MPOCTaBICHHE
MHJIEKCAa HA TOKYMEHTE

33 CUCTEMaTU3alMsA JOKYMEHTOB IIPU OTCYTCTBHUHU I1I€YaTHOMN OIVH 2,0
KapTOYKU U MaKeTa KapTOYKU B U3JaHUH; O3HAKOMJICHUE C JIOKYMEHT
JIOKYMEHTOM, OTIpejieNieHre HHAeKca M0 Ta0Iuiam
KJIacCU(PUKALINH, IPUHATHIM B OMOIMOTEKE, TPOCTABIICHNE
MHJIEKCAa HA TOKYMEHTE

34 ONpeeICHNE aBTOPCKOr0 3HaKa JIOKYMEHTA MO aBTOPCKUM OIVH 0,3
Tabnuam JIOKYMEHT

35 | mudpoBka qoKyMeHTa npu (OpMaTHO UHBEHTAPHOM OIVIH 0,42
paccTaHoBKe; onpeenenue Gopmara J0KyMeHTa, JIOKYMEHT
Hanucanue mudpa

36 | pemakTUpoBaHUE KIACCH(PUKAIMOHHOTO UHICKCA, OJIH 0,5
MIPOBEPKA MPABUILHOCTH MHJICKCA, aBTOPCKOTO 3HAKA JIOKYMEHT

37 | cocraBneHne KapTOUKH andaBUTHO-TIPEAMETHOTO KaTaJlora | OJHA KapTOouKa 2,0
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(Ha HOBYIO TEMAaTHUKY); HallMCaHNE HA KapTOYKE MHJEKCA,
Ha3BaHUE KaTajora u KapTOTEKU, B KOTOPBIX OTPaXaroTcs
JIOKYMEHTBI, YKa3aHUE CCHIJIKU U OTCBUIKH, CBSA3b MEXKAY
OTJeJIbHBIMU pyOpUKaMHU

Hpe;[MeTmauH;{ JOKYMCHTOB!

38

IIpeMeTH3aLus JOKYMEHTOB € UCIIOJIb30BaHUEM PYOPHUK
MeYaTHON KapTOUKU; IPOBEPKa COOTBETCTBUS PyOPHUKH
11€4aTHON KapTOYKU IPEAMETHOMY KaTaJIOTy

OAHO HAa3BaHHC

2,6

39

MPEIMETH3aIUs JOKYMEHTOB ITPU OTCYTCTBUH ITEYaTHOM
KapTOYKH; 03HAKOMJICHHE C TJOKYMEHTOM, OTpe/IeTICHHE
pyOpuKu

OJHO Ha3BaHHC

3,0

40

COCTaBIJICHHE HOBBIX MTPEIMETHBIX PYOPHK U MOIPYOPHK;
NepeHECCHNE Ha KapTOUKH CIIyKeOHOH KapTOTEKH

0JlHa KapToyKa

1,5

41

pelakTUpOBaHKUE MPEIMETHON PYOPHKH; TPOBEPKa
MPaBHJIBHOCTH MPEAMETHON pyOpPHKH, TOYHOCTh
HaIMCaHUs

0JlHa KapToyKa

5,0

OpraHI/ISaHI/IH aﬂ(l)aBI/ITHOFO Kartajora:

42

110100pKa KapTOUKHU 10 andaBuTy (paMuUIuil aBTOPOB UIIU
3arylaBui JUIsl pacCTaHOBKM B aJI(paBUTHBIN KaTajor

0JIHa KapToyKa

0,36

43

paccTaHOBKa MPEIBAPUTEIIBHO TIOJJOOPAHHBIX KAPTOUCK B
as(paBUTHBIN KaTaJIOT

0JIHa KapToyKa

0,36

44

penakTupoBanue anpaBUTHOTO KaTaJlora; MpoBepKa
paccTaHOBKH KapTOUeK, MPABHIBHOCTH JOOABOYHBIX U
CCBUTOYHBIX KapTOUEK, UCIIPABIICHUE OMIHMOOK

0JlHa KapToyKa

0,88

45

HaIKCaHUe pa3fenuTens Uil an(aBUTHOIO KaTauora,
yKa3aHue OYKBbI, CJI0ra

OJWH
PpasaciInTClib

0,88

46

paccTaHOBKA pa3/enuTens B al(paBUTHBIN KaTaJor:
moa0opKa pa3aenuTes 1o andaBUTy, MOUCK MecTa
pazzenurensi, IOCTaHOBKA, 3aKPETJICHUE CTEPKHS

OJWH
pasaciInTeClib

2,0

OpraHI/ISaHI/IH CUCTCMATHYCCKOI'O KaTaJjiora:

47

1o100pKa KapTOUKHU [0 UHJEKCaM, BHYTPH pazjiena o
andaBuTy haMUIUI aBTOPOB MJIH 3ariaBUi s
paccTaHOBKH B CUCTEMAaTHYECKUN KaTajaor

OJIHa KapToyKa

0,42

48

paccTaHoOBKa MPeIBApUTENBHO MOJOOPAHHBIX KAPTOUEK B
CHUCTEMATUYECKUN KaTaJor

OJlHa KapTO4Ka

0,42

49

peaaKkTUPOBAHUE CUCTEMATUYECKOTO KaTajlora: mMpoBepKa
MPaBUIILHOCTH HATIOJIHEHUS Pa3/IeNIOB KaTajaora mo
COJIEpKaHUI0, MHJIEKCALIMN U pACCTaHOBKE, UCTIPABIICHUE
OIITHOOK

OJlHa KapTO4Ka

0,88

50

peKnaccu(uKaIys CHCTEMaTHUECKOro KaTauora:
UCIPaBJIEHUE UH/IEKCOB, BHECEHHE U3MEHEHH B
asi(haBUTHBIN KaTaJIor

OJlHa KapTO4Ka

10,0

51

HaIMMCaHUC pa3ACIUTCIII IJI1 CUCTEMATUUCCKOT O KaTajiora:

yYKa3aHHE HAUMEHOBAHMs pa3Jielia, OApa3Aea U Ipyrux
pasuenurenei

OJIUH
pa3eauTeNb

1,0

52

pacCTaHOBKa pasaACIMTCIIA B CHCTEMAaTHUCCKUM KaTaJIor:
no;[6op1<a 10 UHACKCaM, ITIOMCK MECTa, TIOCTaHOBKaA,
3aKPCIJICHUEC CTCPIKHA

OINH
pa3aenuTeNb

2,0

OpFaHI/ISaHHH NpCIMETHOI'O KaTajora:
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53 | moxbopKa KapTOUYKH 110 MPEIMETHBIM pyOpUKaM, BHYTpU OJIHAa KapTO4yKa 0,42
pyOpuk mo andaButy haMUIMK aBTOPOB WIIM 3arjaBUi

54 | paccTaHOBKA MPEIBAPUTEILHO MOJA00PAHHBIX KAPTOUCK B OJlHa KapTOo4yKa 0,42
IIPEIMETHBIN KaTaJlor

55 | penakTupoBaHUE IPEAMETHOIO KaTajaora: IIpoBepKa OJIHA KapTO4yKa 1,0
IIPABUIIBHOCTH CCBUIOK, OTCBUIOK, pyOpPHK

56 HaMMCaHUe pa3AeauTeNs AJisl IPEAMETHOIO KaTajora, OIVH 2,3
yKa3aHue pyOPUKH, OTCBUIKH, CCBUIKH pa3esInTeNb

57 paccTaHOBKA pa3feIUTENsl B MPEAMETHBIN KaTajlor, TOUCK OINH 2,0
MECTa, IOCTAHOBKA, 3aKPEIIJICHUE CTEPIKHS pa3esInTeNb
Opranu3anus HyMepaloHHOIO KaTajiora
HOPMAaTUBHO-TEXHUYECKON JTOKYMEHTALIUU:

58 | monbopka KapTOUYKH 1O BHJIaM IOKYMEHTOB, YCIOBHBIM 0JlHa KapTo4Ka 4,3
U POBEIM 0003HAYCHUSAM, all(PaBUTY COKPAILICHHBIX
Ha3BaHUI cTpaH, JaTUHCKOMY ali(paBUTY (MHOCTPAHHBIX
CTaHJIapTOB), 10 HOMEpaM JIOKYMEHTOB

59 | paccTaHOBKA IPEABApUTENILHO [TOJOOPAHHBIX KapTOYEK B 0JlHa KapTOo4Ka 0,41
Karajaor

60 | perakTupoBaHME KaTauora: NpoBepKa NpaBUIbHOCTU 0JlHa KapTO4Ka 2,6
OoubmrorpadguuecKux ONMUCaHMH, PaCCTaHOBKH,
UCIpaBJeHUE OMIMOOK; BHECEHHE JONOJTHEHUN U
M3MEHEHHUH B Katajior (OTMEHa, 3aMeHa, U3MEHEHMUS,
IPOAJICHHE CPOKA JICHCTBHS C YKa3aHUEM MCTOYHHKA)

61 | HanMcaHMe U pacCTaHOBKA pa3/IECIUTENs OJIUH 1,3

pas3enuTenb

Opranu3anus 1 BeJJeHUE 3JIEKTPOHHOI'0 KaTajora:

62 | cBepKa MOCTYNUBILIUX IOKYMEHTOB Ha 1yOJIE€THOCTh B OIVIH 1,6
JIEKTPOHHOM KaTaJlore JIOKYMEHT

63 MPUTNKICHIBAHUE MPOJOJLKAIIUXCA U3JaHUN B OJVH 1,6
IEKTPOHHBIN KaTaJlor JIOKYMEHT
®opmupoBanue OubnuorpadpuyecKon 3anucu s OJIHA 3aIIUCh
3JIEKTPOHHOIO KaTajora; BBOJ| B 0a3y JaHHBIX; 3alI0JHEHUE
COOTBETCTBYIOIIUX MOJICH:

64 | IpM HAJIMYUU MaKeTa eYaTHON KapTOUYKU 0,36

65 | IpH OTCYTCTBHHM N€YATHON KapTOUKU 0,42

66 COCTaBJICHUE AaHAINTUYECKON 3aM1CH 3,5

67 | cocraBieHue 100aBOYHBIX M CCHIJIOYHBIX ONMUCAHUN OJIHO OIIMCaHUE 0,88

68 | penaktupoBanue oudMorpaduueckoil 3anucu B 0aze OJIHO OTICaHue 1,3
nmanHeIX AC; BHECEeHHE U3MEHECHUH

69 | BBOA nepeuHs npeaMeTHbIX pyopuk AJIY k 0JlHa pyOpuKa 0,36
CHUCTEMATUYECKOMY KaTaJOor'y ¥ T€HEPAIbHOM CIIPaBOYHOM
KapTOTEKe

70 | BBIBOJ Ha KpaH 6ubnuorpaduyeckux 3anucen 0JIHA 3aIMCh 0,83

71 pelakTHpoBaHUE pyOpHK, HAMIOJHEHHE Pa3/iesioB OJIHA 3aIUCh 7,5
W3paTne KapTOoUueK U3 KaTajaoros
W3bsiTHE KAPTOUKH HA UCKIIIOYEHHbIE U3 OMOINOTEYHOTO OJIHa KapTOyKa
($hoH/1a JOKYMEHTBI:

72 | andaBUTHOrO Karajora 0,42

73 CHCTEMaTHYECKOTO KaTajiora 0,36
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74 MPEAMETHOTO Karajora 0,36
75 HYMEpaIMOHHOTO KaTajiora 0,42
76 | uzbaTue OubmMorpaduIECcKoON 3aMmucu U3 MIEKTPOHHOTO OJIHA 3aITHCh 2,0
Karajora
Texaudeckas 00pabOTKa TOKYMEHTa
HaxnenBanue Ha JOKYMEHT JINCTKA CPOKA BO3BpaATa, OJIMH
KapMallika, spiblKa: JIOKYMEHT
77 | AMCTOK CpOKa BO3BpaTa 0,42
78 KapMaliek 0,42
79 | apablk 0,26
Hanucanue mudpa Ha JOKyMEHTE U SpJIbIKE: OJIUH
JOKYMEHT
80 | Ha MOKyMeHTe 0,26
81 Ha SIPJIbIKE 0,36
82 | mepeHeceHne GOPMATHOTO U CHCTEMATUIECKOTO mudpa ¢ OJTMH 3,0
KapTOYKH HA JOKYMEHT JIOKYMEHT
83 odopMIIeHHE KapTOUYKHU TSI TAPAKUPOBAHUS OJIHO Ha3BaHUE 1,0
oTpesieNICHUE U YKa3aHue TUPAK
84 | KOpPEKTUPOBKA KAPTOUKHU MOCIIE THPAKUPOBAHUS OJIHO Ha3BaHUE 0,42
85 | pacmperneneHue KaTajJOKHBIX KAPTOYEK Ha HOBBIE OJIHa KapToyKa 0,42
MOCTYIUICHHUS TI0 CTPYKTYPHBIM TOJPA3ICIICHUSIM T1OCIIe
TUPKUPOBAHUS
86 | 3amosHEeHUE KHIHKHOTO (hopMyIsipa: ykazaHue mudpa, OJINH 0,88
WHBEHTapHOT'0 HOMEpa IOKyMeHTa, (aMUINU U UHUIHAIOB KHIDKHBIH
aBTOpA, €r0 HA3BaHUS, IEHBIL, TO/1a U3TAHUS bopmymsp
87 | 3amoJiHeHHE KapTOYKW MHIUKATOPA HA IOKYMEHT, OJIH 0,88
HaMpaBJIIeMbIil B KHUTOXpAaHEHHUE: YKa3aHHE WHUKATOP
WHBEHTAPHOTO HOMEPA, aBTOpa | 3aryiaBus, mudpa
paccTaHOBKU
88 | 3amosiHEeHuE nepeAaToyHON BEJOMOCTH Ha APTUIO HOBBIX OJIUH 0,15
NOCTYIUICHUH JIOKYMEHT
Pa6ora B AC
BbIBOJ1 Ha 5KpaH y4eTHBIX OopM, pacreyaTka: oJiHa Gopma
&9 JIMCTOB WHINBUYAJILHOTO y4€Ta TJOKYMEHTOB 0,05
90 | nepenaToyHON BEJOMOCTH HOBBIX NTOCTYIUICHUN 0,05
91 | xapTouku ¢ Oubnuorpadpuyeckoi 3anuchio sl Y4€THOTO 0,05
Karajora
92 | kHMXKHOTO opMyIsipa 0,05
93 | KapTOUYKM UHAMKATOpa 0,05

[Ipumeuyanue: K HopMaM BPEMEHU MTPUMEHSIOTCS MOBBIIIAIONINE KOOPPUITUEHTHI:

- IPY COCTaBJIEHUH OMOIMOrpauuecKoro OMUCaHus Ha JOKYMEHT, Ha TUTYJIBHOM JIMCTE€ KOTOPOTO
YaCTUYHO OTCYTCTBYIOT JIaHHBIE JyIs Oubnuorpaduueckoit 3amnucu - 1,13;

- ipu OubIMOTEUHOM 006padoTKe: KHHOPOTOPOHOJOKYMEHTOB - 1,21; HOTHBIX, KapTOrpapUuecKux,
n3ou3zianuii - 1,15, cnenuanbHBIX BUIOB HAYYHO-TEXHUYECKON JTUTEPATYphbl U JOKyMeHTanuu - 1,10;

- mpu paboTe ¢ JOKYMEHTaMH Ha HWHOCTPAaHHBIX S3bIKax, IPU OPraHU3aLUU U BEACHUU
KpaeBeIueCcKoro KaTajora (KapToTeKH) U OMOIMOTEYHOTO KaTajaora Ha MHOCTPAHHOM si3bIKe - 1,15.

4.4. Padora ¢ ponaom
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4.4.1. PaboTa no npuemMy 10KyMeHTOB

Tadauua 67
N o/ HaunmenoBanue nporecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4

1 [IpriemM TOKYMEHTOB B CTPYKTYPHBIX MOJpa3ACICHUIX:

2 MPUEM TOKYMEHTOB U3 OT/I€JIa KOMILJIEKTOBAHMUSI, CBEPKA C OJIHA NapTUs 90,0
COIIPOBOJUTENILHBIM MAaTEPHAJIOM

3 perucrpanusi HOBbIX MOCTYIJICHUN NEPUOANIECKUX OJVH 0,4
W3J1aHUH, IPOCTABIEHUE OTMETKU B PETUCTPALIMOHHON JIOKYMEHT
KapTOTEKe

4 IIPOCTaBJIEHHUE LITEMIIENSI CTPYKTYPHOTO MOAPA3IEIECHUS OJIUH 0,26
Ha JIOKYMEHTE JIOKYMEHT
[Ton6op TOKYMEHTOB JUIsl pACCTAaHOBKH B (DOHIE:

5 moA00pKa JOKYMEHTOB 0 KJIaCCU(PUKAIMOHHBIM OJIUH 0,52
MHJIEKCaM, aBTOPCKOMY 3HAKy JIOKYMEHT

6 mo00pKa JOKYMEHTOB 10 (hopMaTy, UHBEHTapHBIM OJVH 0,36
HOMeEpaM JIOKYMEHT

7 Mo00pKa MEePUONYECKUX U3JaHUM 10 andaBUTy OJIUH 0,5
Ha3BaHMSIM, FoJlaM, HOMEpaM JIOKYMEHT

8 11o100pKa CIEelBU0B HOPMAaTUBHO-TEXHUUECKON OJIUH 0,36
JOKYMEHTAIMH 10 KJlaccam, MoJAKJIaccaM, rpyIam, JIOKYMEHT
MOArpyNIaM, MHBEHTapHbIM HOMEpam
PaccranoBka 6ubnuorednoro dona:

9 paccTaHOBKA IOKYMEHTOB HA CTEJUIaXKax B OJVH 0,52
crcTeMaTHYecKH-al(aBUTHOM MOPSIKE JIOKYMEHT

10 | paccTaHOBKa IOKYMEHTOB Ha CTEJUIaXKax B OJVH 1,3
(hopMaTHO-HHBEHTAPHOM MOPSIJIKE JIOKYMEHT

11 paccTaHoOBKa MEPUOJUYECKUX U3JaHU 10 andaBUTy OJIVIH 0,52
Ha3BaHUM, roJjlaM, HOMEpam JIOKYMEHT
PaccranoBka HOpMaTUBHO-TEXHUYECKOM IOKYMEHTALUN OJIUH
II0 KJIaccaM, MoJKJIaccaM, rpynnam, NoArpymnmnam, JIOKYMEHT
MHBEHTapHBIM HOMEpam
KonnyecTBo TOKYMEHTOB B TOAOOPKE:

12 1-5 0,52

13 16-10 5,2

14 11-15 0,88
PaccranoBka 10KyMEHTOB Ha MUKPOHOCHUTENSX B OJIUH
MHBEHTAapHOM U HYMEPALIMOHHOM IOPSJIKE: JIOKYMEHT

15 | mpoBepka IpaBUJIbHOCTH PACCTAaHOBKU JJOKYMEHTOB B OJIUH 0,5
OTJeNBHBIX MaccuBax (oHa JIOKYMEHT

16 | nepenBuxeHue (epeHeceHne) TOKYMEHTOB Ha CBOOOIHbIE OIVIH 0,4
MecTa JIOKYMEHT

17 | odopmiieHHE MTOJIOUHBIX pa3AeuTesei; HalrcaHue OIH 10,0
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‘ IIOJIOYHBIX Pa3AeIuTeNIeh

| pasnenutens |

IIpumeyaHue: K HOpMaM BpEMEHH MTPUMEHSIOTCS MOBBIIIAIOIINE KO UITMCHTHI:
- IpU OA00PE U pacCTaHOBKE KUHOPOTOPOHOIOKYMEHTOB - 1,2;

- Ipu TO00PE U paCCTaHOBKE HOT, KapTOTpapuueCKuX, H30U3JaHui - 1,5;
- IpU paboTe ¢ JOKYMEHTaMH Ha MHOCTPaHHbIX s3bIKax - 1,15.

4.4.2. PaboTta no coxpanHoctT poHjaa

Tabauna 68
N o/ HaunmenoBanue nporiecca, onepanun. CoctaB paboThl Ennuuna Hopma
U3MEpEHUS BpPEMEHH,
MUH
1 2 3 4
ITpoBepka 6ubaroTeuHOTO (hOHA:
1 HamucaHue KOHTPOJIBHOTO TAJOHA HAa TOKYMEHT, YKa3aHUe OJIMH TaJIOH 3,0
Ha HEM MHBEHTapHOTO HOMeEpa, mudpa, hamMuIum,
WHUIMAJIOB aBTOpPA, 3arfiaBus, rojia, MecTa U3/aHus, 1IEeHbI,
MeCTa XpaHEeHHUsI
2 MapKUPOBKa KOHTPOJHBIX TAJIOHOB: YCTAHOBKA, T/Ie YUTEH | OJMH TaJIOH 8,0
JaHHBIN JOKYMEHT (y4€THBIM KaTajaor, MHBEHTapHas
KHHTa), IPOCTaBJICHIE OMO3HABATEILHOTO 3HAKA
ITonOopka KOHTPOIbHBIX TAJTOHOB! OJIMH TaJIOH
3 110 MHBEHTAPHBIM HOMEpPaAM 0,1
4 1o andaButy HpaMuIMii aBTOPOB WIIN 3aTJIaBHM 0,1
) 10 KJIACCU(DUKAITMOHHOMY MHJICKCY 0,1
6 CBEpKa KOHTPOJIbHBIX TAJIOHOB C UHBEHTAapHON KHUTOM, OJIUH TaJIOH 2,0
OTMETKA [TPOBEPKU Ha TAJIOHE U B KHUTE
7 CBEpKa KOHTPOJIBHBIX TAJIOHOB C YYETHBIM WU OJIUH TaJIOH 3,0
an(paBUTHBIM, TOTIOTPAPUIECKUM KaTaJIoraMH, OTMETKa Ha
TaJIOHE U B KaTaJIore
8 pocMOTp (HOPMBI MHIMBUYyaJIbHOTO YU€Ta, BHISIBICHUE OIVIH 3,0
JOKYMEHTOB, HE IPOLIEIIINE IPOBEPKU JIOKYMEHT
9 COCTABJICHHE KaPTOUYKH HA TOKYMEHT, HE IPOLIEAIINN OJIVIH 3,0
ITPOBEPKH JIOKYMEHT
10 | moMCK TOKYMEHTOB, HE MPOILIEANINX TPOBEPKY, MO OIVIH 20,0
Pa3IUYHBIM YUYETHBIM (opMaM, KapTOTEKaM, )KypHaiaMm, JIOKYMEHT
KHMKHBIM TTOJIKaM
CocTaBiieHHe CIMCKa HEIOCTAIONIMX B (JOH/IE€ JOKYMEHTOB | OJMH CIHCOK
Koa14ecTBO TOKYyMEHTOB B CIIMCKE:!
11 1 0,78
12 |2-10 8,3
13 11-25 19,3
OT60p TOKYMEHTOB ISl U3BATHUS U3 (HOHIA
[IpocMOTp AOKYMEHTOB Ha MpeIMeT U3BATUS U3 POoH ! OJIUH
JIOKYMEHT
14 | HempoUIBbHBIX 3,1
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15

TyOJIeTHBIX

1,6

16

YCTApEBUIUX 110 COACPKAHUTIO

3,1

17

BETXHX

0,88

18

MaJIOUCIIOJIb3YCMbIX, HCHUCIIOJIb3YCMbIX

2,6

HOI[FOTOBKa JOKYMEHTOB K aKTUPOBAHHIO:

19

moAOOpKa JOKYMEHTOB B TAPTUH 110 IPUUMHAM U3BSATHUSA,
CBEpKa C KHIDKHBIM (OpMYISIpOM

OJWH
JOKYMCHT

0,36

20

o100pKa KHHKHBIX (DOPMYIISIPOB HAa JOKYMEHTHI B
MOPSAJIKE MHBEHTAPHBIX HOMEPOB, anaBUTa, KypHAJIbI - 10
rojaM 1 HoMepam

OJIVNH
bopmynsp

0,42

COCTABJICHHE CIHMCKA K aKTy BBIOBITHS (TIE€peaadn ),
MoJicyeT 001IeH CyMMBI, 0(OPMIICHHE aKTa; ITOTAIICHIE
WHBEHTAPHOTO HOMEpa M IITeMIIeIIsi OMOINOTeKH Ha
JOKYMEHTE; TIOJIIIINBKA aKTOB

OAHWH aKT

KommuectBo JAOKYMCHTOB B CITMCKC:

21

1

0,78

22

2-10

7,8

23

11-25

19,3

HOILFOTOBKa JOKYMCHTOB B ICPCILJICT:

24

0TOOp AOKYMEHTOB JIsI IEPETIeTa; IPOBEPKA COCTOSIHUS
JIOKYMEHTA; 3aoJIHeHue (CBepKa) KHUKHOTO (hopMyIisipa

OJUH
JIOKYMEHT

3,0

25

r[oz[6op1<a KOMIIJICKTOB, CBsA3Ka B IIAYKHU, O(i)OpMJ'IeHI/IC
JOKYMCHTOB IJId IIEPCAaqr B NICPCIICT

OJUH
JIOKYMEHT

2,6

26

MOATOTOBKA JOKYMEHTOB K BOCCTAHOBJICHHIO: TIOJ00D
JIOKYMEHTA, AHAIOTHYHOTO MTOBPEXKACHHOMY, OpopMIIeHHE
3aKa3a Ha KOMMPOBaHHE

OJUH
JIOKYMEHT

10,0

27

IIPUEM 3aKa3a I0CJIe KOMPOBAHMUs, IPOBEPKA KAYECTBA
KOMUI; MOJArOTOBKA JIOKYMEHTA K MEPETIETy

OJUH
JIOKYMEHT

7,0

28

IIpUeM JOKYMEHTOB U3 NIEPEILIETa; CBEpKa MOCTYIUBIINX
13 MeperieTa T0KyMEHTOB ¢ KHUKHBIM (POPMYIISIPOM,
IIPOBEPKA Ka4eCTBA MEPEIIeTa; BOCCTAHOBIICHUE 3aIJIaBUs;
HanucaHue mudpa Ha SpIIbIKe, KOpEHIKe TOKyMEeHTa

OJVH
JIOKYMEHT

7,0

IlogmnBKa ra3eT 1 TOHKUX JKYPHAJIOB!

29

ornpezeneHue Gopmara, BI0KEHUE KOMIUIEKTA XKYpPHAJIOB B
Manky Hy»Horo (opmara, 3aBsI3bIBaHHE; BHIHECCHHE
mugpa, Ha3BaHus, Tojla U3/1aHus, HOMEPOB KypHAJIOB Ha
00JIOKKY M KOPEUIOK ManKu

OJIHa I1aIiKa

3,0

30

packiiajKka ra3€Tel 110 Ha3BaHUAM, IPOKAJIBIBAHUE,
BIIO’KEHHUE B KAPTOHHYIO 00JIOXKKY (TamnKy), IPOIIHYPOBKa,
odopmiieHre 00JI0KKH (Ha3BaHUE, IO/, HOMEP, MECSIIN)

OJIHa I1aIIKa

5,0

Menkuii peMOHT (oHJa:

31

HOJIKJ'IGI\/IIKa JOKYMEHTA, KapMaIllKOB, SAPJIBIKOB,
BOCCTAHOBJICHHUE 3aIIaBUM U MHOU PEMOHT

OJIHA TaIKa

2,0-5,0

Ob6ecnbuinBanue GoHaA:

32

obecnbuinBaHue (HOH/IA C TOMOIIBIO MBLIECOCA;
obecrieyeHre pabovyero MecTa TeXHUYECKUMHU CPEJICTBAMMU:
MIBIECOCOM, paOOYNM CTOIMKOM, CTPEMSHKOM, BEAPOM;
MpOBe/IeHNE 00ECTIBIITMBAHNS, 3aHECEHNE TEXHUYECKUX
CPEJICTB B MECTa XpaHEHUs

OJlHa
MEpOIIoJIKa

12,0
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oJHa 9.4
MEpOIIOJIKa

33 | pyunoe obecnpuuBanue (GoHa; obecrieueHne padbodero
MeCTa TeXHUYECKHMH CPEICTBAMHU: CTPEMSIHKOM, pabodnm
CTOJIMKOM, TEJICKKOH, BEPOM, TPSAIKAMH; IPOTUPKA,
3aHECCHUE TEXHUYECKHUX CPEJICTB B MECTa XPaHEHHS

IIpumeyaHue: K HOpMaM BPEMEHU NPUMEHSIOTCS TOBBIIAOIINE KOAPPUITUESHTHI:
- IpU Py4HOM 00€CTIBUIMBAHUYU (OHAA HOTHBIX, KAPTOTpaPHUECKUX, U30U3IaHMH - 1,2;
- Ipu 00ECTIIBUIMBAHNY C TIOMOIIIBIO TIbLTEcoca - 1,3.

4.4.3. U3ydyenue 6m0/1M0TE4HOTO (PpOHA

Tabauna 69
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThl Enununa Hopma
M3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
[TonroroBuTenpHas padoTa 1Mo U3y4EHUIO OMOIMOTEIHOTO
dhonpa:
1 COCTaBJICHHE TIaHA PaOOTHI IO N3YUYEHHUIO OMOIMOTEIHOTO OJIUH IUIaH 10,0
dhonaa (yactu hoHa)
2 [IOITOTOBKA HHCTPYMEHTAPUS 110 U3YUECHHUIO o/iHa Tabnauna 10,0
OoubmmoTeyHoro GoHIa; CoCTaBICHUE TAOIUIIBI TIO
Pa3IMYHBIM aCTIEKTaM M3Y4eHUS
3 noadopka OudIMorpaguIecKux MocooOui, OJIHO TTocobue 10,0
MH(GOPMAIIMOHHBIX CIIHUCKOB /IS IPOBEACHUS PaOOTHI 11O
M3y4eHHI0 OubnmuoTedynoro Goxaa
4 MIPOBEJICHUE UHCTPYKTAXKa JJIsl IPOBEAEHUS padoT Mo OJIMH 10,0
n3ydeHuro OubanoredyHoro o MHCTPYKTaX
bubnnorpaduueckoe nzyuenne 0ubinoTeuHoro GpoxHaa
O3HakoMJIEHHE C coJiepkaHreM OubIuorpaduuecKoro 0JTHO TIocoOue
noco0usi, THGOPMAIIMOHHOTO CIIUCKA AJIs IPOBEICHUS
paboThHI IO U3yUeHUI0 OubanoTeuyHoro Goxaa
KonnyecTBo Ha3BaHui B MOCOOMH:
5 1-25 15,7
6 26 - 50 34,0
7 51-100 68,0
CBepka KapTOUKH KaTajora ¢ Oubauorpadpuyeckum 0JlHa KapTo4Ka
OIMCaHWEM JIOKYMEHTA, YKa3aHHOTO B IIOCOOHMH; OTMETKA O
HJIMYMU JOKYMEHTa B oHe:
8 as(paBUTHBIN KaTaJIOT 2,0
9 CHUCTEMAaTHUEeCKHUI KaTalor 5,0
10 | cocraBienue 6ubnmorpaduyeckoro onucaHus Ha OJIHA KapTO4yKa 2,6
OTCYTCTBYIOIINE B OMOIMOTEKE TOKYMEHTHI
IIpocMOTp HaMOIHEHUS CUCTEMAaTHYECKOTO KaTajiora B 0JlHA KapTO4Ka
Pa3IMYHBIX aCTEeKTax (M0 OTpacisiM 3HAHUS, BUIaM, TOJlaM
U IPYTUM acleKTaM); CONOCTaBIIEHUE MOTyYSHHbIX
JTAHHBIX C TEMATHKO-THITOJIOTHYECKUM (MTEPCIIEKTHBHBIM)
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IJIaHOM KOMIUJICKTOBaHHUA; YTOUYHCHUC, BHCCCHHUC
KOPPEKTHUB B I1JIaH KOMIUICKTOBAHUSA

KomnuuectBo KapTO4CK B SAIIUKC!

11

1-500

43,0

12

501 - 1000

85,0

13

1001 - 2000

173,0

Craructuueckoe u3ydeHue OuoImoTeqHoro GoxHaa:

14

3aroJIHEHNE CTATUCTUYECKUX TabuIl (10 COCTaBy,
IUHAMUKE U CTEIEHU UCIIOIb30BAHUA OUOIMOTEYHOTO
(doHa) HA OCHOBAHUH YYETHOH TOKYMEHTALIUU

oJ1Ha Tabiuma

10,0

15

pacder rnokasaresieil KHUroo0eceueHHOCTH,
00paIaeMoCcT, YATAEMOCTH

OJINH
IoKa3aTellb

4,0

16

CIUIOIIHOM MPOCMOTP JOKYMEHTOB Ha CTeJUIaXaxX, IOACYET
10 KHIKHBIM (POpMYJIsipaM WIIM JINCTKAaM CpOKa BO3Bpara
KOJIMYECTBA KHUIOBbIIAY

OJUH
JIOKYMEHT

0,84

17

MapKHPOBKa HEUCTIOIb3yeMO YacTu (poHma B
3aBUCHMOCTH OT IIPUYHNH, BRI3BABIINX HU3KYIO
o0paniaemMocTh

OJUH
JIOKYMEHT

0,26

18

3aroJIHEHME TaOINIBI HHTEHCUBHOCTH HUCIOIb30BAHUS
oubmmoTeyHoro Goxa

ojHa Tabiuna

50,0

CocraBieHre U aHanu3 TabIUL 110 U3YYEHHUIO
oubmmoTeyHoro Goxma

Cocrasiieaue TaOJINIBL:

19

10 COCTaBY, Pa3BUTHIO U MCIOJIb30BAHHIO OMOIHOTEUHOTO
donma

o/1Ha Tabiuna

63,0

20

0 CTETNEHU HCIIOIb30BaHMs (POH/IA B Pa3IMYHBIX aCMIEKTaX
(B oTpacieBom, Mo BUJIaM U3AAHUI ¥ MHBIM aCIIEKTaMm)

o/1Ha Tabimna

68,0

21

1Mo 00beMy HEHCIIONIBb3yeMOI 1 MaJoCIpaIliiBaeMoi 4acTi
(dhoHIa ¥ MpUYMHAM €€ HAKOTUJICHUS

oJHa Tabnuma

63,0

Anann3 TaOIHIBL:

22

10 COCTaBY, Pa3BUTHUIO U HCIOIH30BAHUIO OMOIHOTEYHOTO
dbonga

oJHa Tabnumna

56,0

23

IO CTETMEHU HCIIOIb30BaHMs (POH/A B Pa3IMYHBIX aCMIEKTax
(B oTpacieBom, Mo BUJIaM U3AAHUI 1 MHBIM aCIIEKTaMm)

oJHa Tabnuma

56,0

24

10 COCTaBY U BEIUYMHE HEUCIIOJIB3yEMOU U
MaJIoCIpalIuBaeMoil yacTi oHJa U IPUYUHAM €€
HAaKOILICHUs

oJHa Tabnumna

60,0

25

COCTaBJICHHE IJITaHa MEPOTIPUATUHN peann3alun
IIPEJUIOKEHUH 10 pe3yabTaTaM u3ydeHus GpoHaa

OUH IIJIaH

161,0

IMpumeuanmue:
- BpeMsl IPOBEACHUS] HHCTPYKTaXKa B HOPMY BPEMEHU HE BXOJIUT;
- mpu paboTe C JOKYMEHTaMH Ha HHOCTPAHHBIX $3bIKaX K HOpMaM BPEMEHHU NPUMEHSETCS
noBbIIatomni ko3 durment - 1,15.
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Taoauma 70

N o/

Haumenosanue npouecca, onepanuu. CoctaB paboThI

Ennuuna
U3MEPEHUS

Hopma
BpEMEHHU,
MUH.

2

3

4

3anuck ynTaTess B OMOJIMOTEKY:

MIPOCMOTP AOKYMEHTOB yuTaTens (macmnopr,
yIOCTOBEPEHUE, TOPYUUTENHCTBO); TPOBEPKA HATUYUHUS
YUETHO-PErHCTPAIlIOHHON KapTOUKH YNTATENs; Bbliaua
AHKETBI JUISI 3aII0JTHCHHUSI TT0JIB30BATEIIEM C MTOAPOOHBIM
MOSICHEHHEM 10 3alI0JTHEHHIO MO

OJWH YUTATCJIb

2,0

3anoyiHeHne (GopMyJIsipa YuTaTes,
Y4ETHO-PErHCTPALMOHHON KAPTOUKH, YATATEIBCKOTO
ounera

OAHH YHUTATCJIb

2,0

O3HAKOMJICHUE YUTATENs C IPAaBUIIaMU 110JIb30BAHUS
OuOIMOTEKOH, pacmoiokeHrneM (GOH/a, CIPABOYHBIM
anmnaparoMm, 3JIEeKTPOHHBIMU pecypcaMu (ayIMOKHUTaMH,
ynanéHHbIMA 0a3aMU JaHHBIX, JUCKaMH, GriibMorpadueii)

OAHMH YHUTATCJIb

5,0

moa0opKa U paccTaHOBKA MO andaBuTy haMuuit
YUTATEJICH YICTHO-PErHCTPAIIIOHHBIC KAPTOYKH

OJ[Ha KapTO4Ka

0,26

Ilepeperucrpanys unrarenei:

MOUCK (hopMyJisipa (PETUCTPANMOHHON KAPTOUKH)
YUTaTeNsl, BHECEHUE U3MEHEHUN B HUX U YUTATEIbCKUI
owrer

OAHH YHUTAaTCJIb

12,0

3anuck (epeperucTpaius) YutaTenei B
ABTOMATU3HPOBAHHOM PEXKHUME:

Ha0op Ha KJIaBHAType CBEJACHUM 0 unTaresne: haMumus,
UM, OTUECTBO, XapaKTEPU3YIOIIHNE €ro MPU3HAKU
(oOpa3oBaHue, CIENMAIBHOCTD U MHBIE TPU3HAKH), KOJ

OJHH YHUTAaTCJIb

6,0

KOHTPOJIb 3@ BO3MOXKHBIM HAJIMYMEM JIaHHBIX O YUTaTeNe,
3anucaBleMcsi B OM0IMOTeKy (paHee 3anucaH, JUILIEH
IIpaBa NOJIb30BaHUS)

OJWH YUTaTCJIb

1,0

odopMmIIeHHE KO/1a YUTATENS C KOHTPOJIbHBIM Pa3psioM U
CPOKOM MOJIb30BaHUs YUTATEIHCKUM OUIIETOM Ha OCHOBE
BBIAHHON MH(pOpMaIun

OAHH YHUTAaTCJIb

0,52

BBIBOJI HA IIPUHTEP CBEIEHUH O 3allMCaBLIEMCS YUTATEIE B
BUJIe OJlaHKa, BeIpE3aHUe OJaHKa U BKJIEHKaA ero B
YUTATEeNIbCKUM OniIer

OJWH YUTaTCJIb

1,3

Pabora qucneruepckoii ciryKObl:

10

MPpUEM YUTATCIILCKOT'O TpC6OBaHI/I}I; IMpOBEpPKa
IMPaBHUJIbHOCTHU 3alIOJTHCHHUA Tpe6OBaHI/I$I, YTOUHCHHUEC MECTa
XpaHCHUA NOKYMCHTOB, OTMCTKA B I[PICHCT‘ICpCKOﬁ

OJIHO
TpeOoBaHUE

2,0

CEeTKe, Tepegaua TpeOOBaHus B KHUTOXPAaHEHUE

Brimonnenue TpedoBanuii moTpeduTenei, Bpiaya
JIOKYMEHTOB M3 OCHOBHOI'O KHUTOXPAHEHUS:

11

MoJTydeHue TpeOOBaHUs, PETUCTpaIUs, TOAO0PKa UX 1O
mdpam

OJTHO
TpeboBaHuE

3,0

25.12.2025
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12

MOMCK JIOKYMEHTa, OTMETKa Ha TPeOOBaHUH, KHIKHOM
dbopMyIsape, TMCIETYEPCKOI CeTKe

OJTHO
TpeboBaHNE

5,0

13

YCTAHOBJICHUC MCCTA HAXOKIACHUA HEHAlJICHHOT' O
JOKYMCHTA IO CIIPaBOYHBIM KapTOTCKAM, KaTaJlioramM

OJTHO
TpeboBaHNE

7,0

14

BblJla4a JOKYMCHTA U3 OTACIa KHUT'OXPAaHCHHUA
MOTPEOUTEITI0; OTMETKA Ha KHIDKHOM (hopmyIisipe,
TpeOOBaHMS

OJWH
JOKYMCHT

2,0

15

IIPUHATHE JOKYMEHTA OT OTPEOUTES; TIOUCK KHUKHOTO
dbopmyisapa, TpeOoBaHuUs; MOralieHHue OTMETKH O BbIJIa4YH

OJWH
JOKYMCHT

3,0

Bbmaqa KOMIIJICKTOB TOKYMCHTOB BO BPCMCHHOC
I1I0JIB30BAaHUEC MOAPA3ACIICHUAM OMOJINOTEKH:

16

odopmIIeHHE 3aIBKU Ha KOMILJICKT JJOKYMEHTOB,
repe/laBaeMblil B CTPYKTYPHOE MOpa3AiesieHHue

OJIHa 3asBKa

5,0

17

MoI00p JOKYMEHTOB B KOMILJIEKThI; HAIMCAHUE BTOPOTO
HK3EMILIsApa KHIHDKHOTO opMyIisipa (MHIUKATOPa)

OJWH
JOKYMCHT

40,0

Bbijaua KOMIUIEKTOB JJOKYMEHTOB, OTMETKA Ha KHI>KHOM
dbopMyIsape (MHIUKATOPE) NaThl BbIAAYH, TAHHBIX
MI0JIPA3/IeJICHUs, MOJTYYaIOIIEer0 KOMITJICKT

OJINH
JIOKYMEHT

KommuectBo JAOKYMCHTOB B KOMIIJICKTC!:

18

25

6,8

19

50

13,5

20

200

108,0

[Tonyyenne KOMIIIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX
NOJIpa3/ieNIeHuil; MOMCK KHUKHOTO (hopMyIisipa
(MHIMKATOpa), MOralleHue OTMETKU O BblJaue, BIOKEHHUE
€ro B JIOKYMEHT

OJINH
KOMIIJIEKT

KommuectBo JOKYMCHTOB B KOMIIJICKTC!

21

25

6,8

22

50

13,5

23

200

108

O6CJ'IY)KI/IB8.HI/IG YUTaTeNed B UNTAJIbHOM 3aJIe:

24

MPOBEJICHUE KOHCYJIbTALINMN, Oece]] C YUTATEISIMU Y
KaTaJoroB, KAPTOTEK, KHIKHBIX MOJIOK; H)OPMUPOBAHKE
qUTaTeNIeH O HOBBIX IMMOCTYIUICHHSX, O paboTe
ANEKTPOHHOTO KaTajora, CTaHI[UU CaMOOOCTyKUBAHUS, O
paboTe ¢ AIMEKTPOHHBIMH PECYPCAMHU yIaJICHHBIX 0a3
JAHHBIX, O BO3SMOXKHOCTAX pa0dOThI B TUYHOM KaOMHETE Ha
caiite OMOJIMOTEKH, O MOIL30BAHUU JETCKOM KOMHATOM

OJIHa
KOHCYJIbTaIuAd

10,0

[TonGop AOKYMEHTOB B OACOOHOM (DOH/I€ YUTATHLHOTO
3aJia, mepeaaya Ha Kadeapy BeIIavuu:

OJVH
JIOKYMEHT

25

110 Tpe6OBaHI/IIO YUTaTCIIA

3,0

26

110 YCTHOMY 3alpocy

3,0

27

I10 ONIPEJEIICHHON TEME

3,5

[Ton6op TOKYMEHTOB 10 y4eOHOM MporpaMme Ha
OCHOBaHUU MaKeTa KOMILJIEKTa JOKYMEHTOB, BbI1aBa€MbIX
CTy/IeHTaM, No00p yueOHUKOB MO (aKyabTeTaM, Kypcam,
rpymnaM; cBepka KHIKHBIX (QOPMYJISIPOB C Ha3BaHUEM
KHWI, THBEHTAPHBIMU HOMEpaMH

OJWH
KOMIIJICKT

KommaectBo JOKYMCHTOB B KOMITJICKTC!
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28

10

4,0

29

20

8,0

30

40

16,0

31

BbIJ]a4a JOKYMEHTA: CBEpKa BbIJIaBAEMOT0 JIOKYMEHTA C
YUTATEIbCKUM TPeOOBaHUEM; [IPOBEPKA HATMYMUS CTPAHUIL;
BHECEHUE 3aIUCH HA YUTATEIILCKOM TPEOOBaHUU
(KOHTPOJILHOM JIUCTKE), BIIO’KEHUE B UNTATEIbCKUI1 OMJIeT;
paccTaHOBKA, OTMETKA KHUTOBBIIAYN

OJWH
JOKYMCHT

2,0

Bblaua 1OKyMEHTOB: CBEpKa BbIJABAEMBbIH JOKYMEHT C
YUTATENILCKUM TpeOOBaHUEM; TIPOBEPKA HATMYNE CTPAHMIL;
CKaHMPOBATh YUTATEIbCKUI OMIIET; CKAHUPOBATh
BbIIaBAEMbIE KHUTH; OTMETKA KHUTOBbIIauy; OTMETKA
CTaTUCTHUKY MOCEIAEMOCTH:

32

MPUHATHE TOKYMEHTA: CBEpKa €ro ¢ TpeOOBaHUEM
(KOHTPOJILHBIM JTUCTKOM), IPOBEPKA COXPAHHOCTH
JOKYMEHTA, HaJIM4Us CTPAHULL, BHECEHUE OTMETKH O
npreme

OJWH
JAOKYMCHT

2,0

33

IMMOJIYYCHHEC JOKYMCHTA, 3aKa3aHHOI'0 YUTATCJIICM B OTACIIC
KHUT'OXPAaHCHU S

OJINH
JIOKYMEHT

0,5

34

nepcaada 10OKyMEeHTa, CIaHHOI'O YUTATCIIEM, B OTACII
KHUT'OXPAaHCHU

OJINH
JIOKYMEHT

1,0

Ot60p u nepenaya JOKYMEHTOB Ha KOIIUPOBAHUE:

35

0TOOp AOKYMEHTOB (OTJENbHBIX CTATEH) /I Mepeiadu Ha
MUKPO(DUIEMHPOBAHNE U KOTUPOBAHUE

OJINH
JIOKYMEHT

5,0

36

MOJITOTOBKA JOKYMEHTOB K KOMHPOBAHUIO, OhopmIteHUE
3aKa3a, perucTpaius B y4eTHbIX (popmax

OJWH
JOKYMCHT

3,0

37

[I0JIy4eHUuEe MUKpO(]UIbMa U KOIIUHU, TIPOBEPKA
IIPAaBUJILHOCTH BBINIOJHEHUS 3aKa3a

OJJWH 3aKa3

5,0

OO6cnyxuBaHNe ynuTaTeNe Ha a0OHEMEHTE:

38

HO,Z[60p JAOKYMCHTOB IJII pCKOMCHAAIUN YU TATCIISAM

OJVH
JIOKYMEHT

5,0

Bbiaua 1OKyMEHTOB UMTATENIO, MOUCK (hopMyIsipa
yuTaTeNs, ykasaHue CpoKa BO3BpaTa, IpoBepKa HaJIUuUs
CTpaHMIL; 00CITy)KUBaHUE

OIUH
JIOKYMEHT

BI)I}laTI) JOKYMCHTOB: CB€PKa BbIAaBACMOT'0 JOKYMCHTA C
YUTATCIbCKUM Tpe60BaHI/IeM; IMPOBEPKA HAJINYHNA CTPAHUILL;
CKaHHUPOBAHUC YUTATCIBCKOT'O 6I/IJ'I€Ta; CKaHHUPOBAHUC
BBIJIaBaeMOM KHUTH; pacliedyaTKa KOHTPOJBbHOTO JIUCTKA C
YKa3aHUEM CpOKa BO3BpaTa U CIIMCKA BBIIAHHBIX KHUT';
OTMCTKAa KHHUTI'OBbLAA4YM, OTMCTKa CTaTUCTUKHU
IIOCCIACMOCTH

39

B3POCIBIX

2,7

40

nereu

3,2

41

npoBeAeHue Oecebl ¢ unTaTeneM, HHPOPMHUPOBAHUE O
HOBBIX MOCTYIIJICHHUSIX

OAUH YHUTAaTCJIb

5,0

[TonydyeHnne nfOKyMEHTa OT YWTATEISl; BHECEHUE OTMETKHU O
IIpreMe, IPOBEPKA HAIMYMS CTPAHUL], BIIOKEHUE
KHIDKHOTO opMyJIsipa; 00cy>KuBaHue:

OJIMH
JIOKYMEHT

42

B3POCIBIX

1,8
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43 JeTen 5,0
44 MPOJJICHUE CPOKA MOJIB30BAHUS JOKYMEHTOM; MTOUCK OIH 3,0
(dhopMyIsipa YuTATEINIST; BHECEHUE OTMETKH O MPOIJICHUH bopmyIsip
CpOKa MOJIb30BaHUs

IIpumeuyanue: K HOpMaM BpeMEHH ITPUMEHSIOTCS MOBBIIAIOINE KO (UIIUEHTHI:

- ipu 00CITy’)KMBaHUM yuTaTeNel KWHOYOTOHOHOTOKYMEHTaMH - 1,2;

- Ipy 00CITY’)KHBAaHUM YUTATENIeH HOTHBIMH, KapTOrpapuuecKuMHu, U30u31anusamu - 1,15;

- TIpu OOCITY)XKMBAaHWUU YHTATENICH CHENMaIbHBIMH BUJAAMHU HAyYHO-TEXHHYECKOW JUTEpaTyphl U
JOKyMeHTauuu - 1,1;

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

4.5.2. Buyrpenusis padora

Tadauua 71
N /o HaunmenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopwma
U3MEpeHus BpPEMEHHU,
MUH.

1 2 3 4
ITonroToBka K Bbl1aye:

1 paccraHoBKa (popMysIsipoB yuTaTesaeu (1o cpokam, OJIUH 1,0
HOMepaM, anaBuTy) dbopmynsp

2 paccTaHOBKa CAAHHBIX JIOKYMEHTOB B (DOHJIE OTKPHITOTO OIVIH 2,0
J0CTyna JIOKYMEHT

3 paccTaHOBKA CAAHHBIX JTOKYMEHTOB B ()OHJIE OCHOBHOTO OJIUH 3,0
XpaHEHUs JIOKYMEHT

4 MI0/IBEJIEHUE UTOrOB pabOThI 3a MPOLIEINI IEHb, €KETHEBHO 15,0
BHECEHUE 3aIIMCH B JIHEBHUK

5 oJI00p JOKYMEHTOB I10 Npe/IBapUTEIbHBIM 3aKa3aM OJIMH 3,0
yuTaTeae U miaHaMm YTeHUsI JIOKYMEHT

6 IIPOCMOTP HOBBIX IOCTYIIJIEHUH JUIs1 pEKOMEHAALNN OJIMH 2,0
YUTATEISIM JIOKYMEHT

7 IIPOCMOTP U MOIMOJHEHUE KHUKHBIX BBICTABOK, AIIMKOB OJINH 3,0
cBOOOJHOrO BBIOOpA KHUT, TEMAaTUYECKUX MTOJIOK U JIOKYMEHT
CTEeJUIaXKEN

8 MO/ITOTOBKA pabovero Mecra €)KEJTHEBHO 10,0
Pabota ¢ hopmynsipoM yuTaTes:

9 aHayn3 GOpPMYJISIpbI UNTATENEH, BBISBIEHUE YNTATEIbCKUE OIVIH 4,3
UHTEPECHI bopmynsp

10 | cocraBieHne KapTOYKH JUIsl KAPTOTEKH YUTATEIbCKUX OJIHA KapTO4YKa 0,86
MHTEPECOB; COCTABJIEHHE CIIMCKA YUTATEIBCKUX UHTEPECOB
- 1 3anmce

11 3anuch B popmysipax (MHBIX JOKYMEHTaX) O pe3yJbTaTax OJIHA 3aIUCh 3,6
aHaJIM3a YTEHMsI 3@ ONIPEJICIICHHBIIN IEpUOJT

12 3amuCh B JHEBHUKE OMOIMOTEKAps O JUHAMUKE YTEHUS U 0JIHa 3aIluCh 9,2
MHTepecax uyuTaress (rpynnsl yuraTeneil)
Pabora c unTaTensMu, He BO3BPAaTUBIIMMU JOKYMEHTHI B
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CPOK:

13 MPOCMOTP ¥ 0TOOP POPMYJIAPOB UHTATENICH, HE OJVH 1,0
BO3BPATHBIINX JJOKYMEHTHI B CPOK bopmynsp

14 | HanMcaHUE OTKPBHITOK-HATOMUHAHUI O BO3BpaTe OJVH 6,0
JOKYMEHTOB; OTMETKA IaThl HAMOMUHAHMS Ha POpMYyIIsipe dbopmymsp

15 | omoBemienwue (1o TenedoHy, IMEKTPOHHOU MOUTE) OJIUH 5,0
YUTaTeNsl, HE BO3BPATUBIIETO JOKYMEHTHI B CPOK; OTMETKA bopmysip
JaThl HATIOMUHAHUS B (hOPMYIIsIpe
KonTposb 3a cpokamu Bo3Bpara JOKYMEHTOB B
aBTOMATHU3HPOBAHHOM PEKUME:!

16 | BBIBOJ Ha MPUHTEP MO YCIOBUSIM CIIUCKA YUTATEIICH U OJIHA 3aIUCh 0,16
a0O0HEHTOB-33JI0JDKHUKOB

17 COCTaBJIEHHE CIHUCKA 3aJ0JDKHUKOB OJIHA 3aIliCh 0,16

18 | pacreyaTka Ha MPUHTEPE HATIOMUHAHUS A0OHEHTaM U OJIHA 3aIUCh 2,2
YUTATENsIM O CPOKE BO3BpaTa (aapec, Ha3BaHUs B3SATHIX
JJOKYMEHTOB)

19 U3bATHE U3 0a3bl TaHHBIX CBEACHUI O 3aHATOCTH OJIHAa 3aIliCh 0,4
BO3BPAIICHHbBIX JOKYMEHTOB
OdopmieHne noucka 3a0HKHUKOB Yepe3 CY:

20 | cusATHE KomHH ¢ (HOpMYIIIpa YATATEINS;, YTOYHEHHE aBTOpaA, OJIUH 2,7
Ha3BaHMsI, UHBEHTAPHOI'O HOMEpa, LIEHY JOKYMEHTa, He JIOKYMEHT
BO3BPAIIICHHOTO B CPOK; MEPEUUCIICHNE TOCIONUIHHBI 32
o(opmMIIeHrE UCTIOTHUTENBHBIX HAAMMCEH; IepeaaJa Jiena
B CyIl

21 noJry4eHre 1 opopmiIeHHE JOKYMEHTOB M3 HOTapHaIbHOU OIVIH 2,7
KOHTOpHI (IIPOCTaBJICHUE HOMEP PACYETHOIO cueTa, HOMep JIOKYMEHT
VICIIOJIHUTEJILHOM HAJITUCH)

22 | cocTaBlEHHUE aKTa Ha OIIATy Yepe3 Cy/ YTepSHHBIX OJIUH 2,7
JIOKYMEHTOB (IIPHJIOKEHHE K aKTY - (opMyJIsip ynTaTens) JJOKYMEHT
[IpueM JOKyMEHTOB B3aMEH YTEPSIHHBIX:

23 | MOMCK YHUTATENbCKOTO (pOpMyIIsipa; BHECEHUE OJIMH 10,0
COOTBETCTBYIOLIEH 3anucu B GopMyisip, TeTpasib yyera JIOKYMEHT
KHUT, IPUHSATHIX B3aMEH YTEePSHHBIX

24 | mpoCcMOTp AOKYMEHTA, IPEATIAraeMOr0 B3aMEH yTEPSHHOTO OIVH 2,0

JIOKYMEHT
Pabora ¢ oTkazamu:

25 | yuer u kiaccuduKaims 0TKa30B: OTMETKA Ha JIHCTKE OJIHO 1,6
YUTATEIbCKOTO TPEOOBAaHUS IPUUMHY OTKa3a TpeOoBaHUE

26 | paccTaHOBKA YMTATEIbCKUX TPEOOBAHUIN B KAPTOTEKY OJIHO 0,32
"HEey10BJIETBOPEHHBIN cripoc” TpeOoBaHUE

27 | aHaNM3 OTKA30B, COCTABIEHUE CBOJKU OTKAa30B B OJIMH OTKa3 1,0
0TpaciieBOM pa3pese (1o MpUYrHaM 0TKa3a U MepaM HX
JTUKBHUJIAIUU U TIPEAYIPEIKICHHUS)

28 | cocraBienne OubHorpaduIECKOro ONMCaHus Ha OJTHO 2,0
JOKYMEHTBI, UMEIOIIIEe HanOOIbIIIee YICIO OTKA30B, U oubmmorpaduy
nepeiaya KapTOUKH B OT/IEN KOMILIEKTOBAaHUS ecKoe

ONMCAHNE
4.5.3. BHecTauuMoHapHoe 00c/Iy;KMBaHHE
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Tabauua 72
N o/ HaunmenoBanue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEpEHUS BpPEMCHH,
MUH.
1 2 3 4
Opranu3zanys 6MOIMOTEYHBIX YHKTOB, EPEABHKHBIX
O6ubIMOTEK:
1 3aKJIIOYEHHE JI0TOBOPa MEX Ly OMOIHOTEKON 1 OJIUH JIOTOBOP 270,0
opranmsaluei, rae 0yJaeT OCyIEeCTBISThCS
BHECTAIIMOHAPHOE 00CTY)KUBAHUE
2 odpopmiienne hopmyssipa OMOINOTESIHOTO IMTYHKTA OJIH 13,5
bopmynsp
3 odopmIleHrE TalKU C TOKYMEHTaMu (J10roBop, OJIHa TIaIKa 13,5
JIOBEPEHHOCTh Ha TIOJyYeHUE KHUT, (POPMYJIISIPOB
O1OIMOTEYHOTO MyHKTA, OTYETOB)
4 COCTaBJICHHE CXEMBI Pa3MEIICHUS OMOIMOTCUHBIX ITYHKTOB oJIHa cXeMa 126,0
Ha TEPPUTOPHH ropojia, pailoHa
5 cocraBieHue rpaduka oOMeHa TOKyMEHTOB, HAXOMAIIUXCS | OJUH Ipaduk 18,0
B OMOIMOTEYHBIX MYHKTAaX, EPEIBIKHBIX OMOIMOTEKaX
6 COCTaBJICHHE IIJTaHa METOJUUYECKOM ITOMOIITH OJIMH TIJIaH 46,0
OMOIMOTEKAPSIM-0011IEeCTBEHHUKAM
7 odopmiteHre 0OBSIBICHHS O THIX U Yacax paboThl OJIHO 12,0
OMOJIMOTEYHOT0 MyHKTA, EPEIBUIKHOM OMOINOTEKH 00BsABIIEHHE
[TonGop KOMIUIEKTOB JOKYMEHTOB JIJIsl OMOIMOTEYHOTO
ITYHKTA, IePEIBIKHON OMOIMOTEKN
[TonOopka KOMITJIEKTa TOKYMEHTOB OJIUH
KOMITJICKT
KonndecTBo TOKyMEHTOB B KOMIUIEKTE:
8 10 15,0
9 30 45,0
10 100 148,5
11 BBIJIa4a JOKYMEHTa B OMOJIMOTEYHBIN MYHKT, OTMETKA B OJINH 2,0
KHIDKHOM (opMyJIsipe JaThl BbIIa4H, HOMepa MyHKTa JIOKYMEHT
12 | 3anuck B popmysissp OMOIMOTEYHOTO IyHKTA JaThl BbIIaYH OJIHA 3aIIUCh 1,0
JIOKYMEHTOB, KOJTMYECTBA BbIIAHHBIX U BO3BPAIIICHHBIX B
CTaIlMOHAP TJOKYMEHTOB
13 | paccraHOBKa KHMXKHBIX (DOPMYJISIPOB B KAPTOTEKY 3a OIVH 0,4
pa3JeNUTEeIeM CUTIIBI OMOTMOTEYHOTO TTYHKTA, KHIDKHBIH
NepeBIKHON OMOIMOTEKH, BHYTPH 10 andaBUTy bopmynsp
(dhamunii aBTOpoB
14 | mpueM JOKYMEHTOB U3 OMOIMOTEUHOrO MYHKTA, OIVH 1,6
MEePEIBIKHON OMOJTMOTEKH: MPOCTABIICHUE OTMETKH O JIOKyMEHT
npreMe, BIOKeHUE GopMymsipa B TOKYMEHT
4.6. O0cay:xuBaHue 1Mo Mexk0udIuoTeuHomy adonementy (MBbA)
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Taoauua 73

N o/

HaumenoBanue nporecca, onepanuu. CoctaB padoThl

Enununa
HU3MEpEHUst

Hopma
BPEMCHH,
MUH.

2

3

4

OO6cmyxuBaHue ynrareneit ondimorexu mo MBA:

perucTpanus yuraress, nojp3yomerocss MBA

OAHH YHUTATCJIb

1,35

3aIllOJIHCHUE 6naHKa-3aKa3a, IIPOCTABJICHUC
PEruCTpaiiOHHOIO0 HOMEpPA, 1aThl

OJHH 3aKa3

2,2

YTOYHCHUC YKa3aHHBIX YUTAaTCICM CBC,Z[CHI/Iﬁ 0O 3aKa3aHHOM
AOKYMCHTC, LICJIM 3alIpoCa, HCTOYHUKC, OTKYyAa IMOJIYYCHBI
CBCIACHU

OJHH 3aKa3

1,6

bubnmorpaduueckas nopaboTka 3akas3a; yToOUHEHHUE
OoubMorpauUecKuX CBEICHHMIA:

110 CITPABOYHBIM U3JAHUAM

27,0

(9]

IIpHU IMIOMOIIHM ABTOMATU3WPOBAHHBIX CPCACTB

0,22

IIPOBEPKaA HAJINYIHEC 3allpallinBacMOro 10KyMmeHTa B
oubIHnoTeKax ropoaa, O6J18.CTI/I, peruoHa, B TOM 4UCJIC 110
CBOJHBIM KaTajJoram

OJINH
JIOKYMEHT

10,2

HampalieHHe OJlaHKa-3aKa3a ¢ MPOCTaBICHHONW OTMETKOMN
(mrremmneniem) "B ropose Het" B oTpacieBoi,
YHUBEpPCAJIbHBIA HEHTP WK B OMOINOTEKY (Opran
nH(}OpMaIINK) MO JAHHBIM CBOJHBIX KAaTaJIOTOB

OJJWH 3aKa3

0,27

3anuch CBEJCHUI O HampaBieHuH 3akaza o MbBA
(HammMeHoBaHWE OMOJIMOTEKH, JJaTa) HA 0OOPOTHOM
CTOpOHE 0JIaHKa 3aKa3a

OJJHa 3a11ucChb

1,4

nomeneHue O61aHka-3akasza B "Kaproreky 3ampocoB
yutateneit mo MBA" 3a paznenurenem "3ampocs o MBA,
HampaBlIeHHBIE B Ipyrue 6ubmmorexku”

OJTHO
TpeOoBaHUE

0,32

10

IIpueM JOKYMEHTOB, NpuciIaHHbIX 10 MBbA; pacnieyaTka
0aHIepoJIH, TPOBEPKA COCTOSIHUSA JOKYMEHTOB, OTMETKA
JaThl TIOJYYEHUS U Ha3BaHUS OMONIMOTEKH, BhICTaBIIECH
JOKYMEHTBI, UTHBEHTaPHOT'O HOMEpa, CPOKa MOJIb30BaHMS;
pa3MecTuTh OJaHK-3aKa3 U3 pasjierna KapToTeKH "3arnpochl
no MBA, HanipaBiieHHbIE B Apyrue 6MOanoTeku" B pazaen
"[Monyuennsie no MBA uznanus"

OJIMH
JIOKYMEHT

3.8

11

OINOBCHICHUC YUTATECIIA O MOJYUCHUUN 3alIPOHICHHOTO
JAOKYMCHTA U CPOKE ITOJB30BAHUA UM

OJHO
HU3BCIICHUC

1,35

12

BbI/Iaya YNUTATEIIO MOIY4eHHbIX 10 MBA 10KymMeHTOB B
YUTAJIBHOM 3aJie (B CIIy’)KEOHOM MOMEIeHUU OUOINOTEKN);
CBEpKa BBIJJaBAEMOI'0 IOKYMEHTa ¢ OJJaHKOM-3aKa30M,
MIPOBEpKa HAIMYUS CTPAHUI] U COCTOSIHUE JOKYMEHTAa,
OTMETKA BbLAAYU

OJVH
JIOKYMEHT

1,0

13

MIpHUEM JOKYMECHTA OT YUTATECJIA B YNTAJIBHOM 3aJIC; CBCPKa
AOKYMCHTA C 4aCTbIO 6J1aHKa-3aKa3a, IMPpOBEPKa
COXPAaHHOCTH NOKYMCHTA, OTMETKA O IMPUCME, TIOMCIICHUEC
AOKYMCHTA B CTICTITUAJIbHO BBIACIICHHOC MECTO (3aKpLITBIﬁ

mkad)

OJIMH
JIOKYMEHT

0,5
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14

W3BJICUCHHE OJIaHKa-3aKa3a U3 KapTOTEKH, 3aIHCh
CBeJIeHUH 00 OTIpaBKe u3aHus (J1aTa, HOMEpP MOYTOBOTO
OTIPABIICHHUS ); IEPECTAHOBKA JINCTKA U3 pa3jeiia
"ITonnyyennsie o MBA u3znanusa" B pazaen
"Bo3Bpaniennast auteparypa'

OJIVH JIUCTOK
TpeOOBaHUS

1,0

15

HOATOTOBKA K OTIPAaBKE JIOKYMEHTOB B OMOJINOTEKY-
(boHoaEpKATENb 3aKa3HON OaHAEPOIIbIO; YITAKOBKA
OaHIepoIn, B3BEIINBAHUE €€, HAKJICMBaHHE MApKU (€CIH
HET L[eHTpaJIH?;OBaHHOﬁ OIlJIaThl HepeCBIJIKI/I), HarmmcaHue
azpeca, COCTABJICHHE OIHCH

OJIUH
JIOKYMEHT

3,6

16

paboTa ¢ 0TKa3aMu; PH MOIyYCHHH OT OMOIHMOTEKH-
dbonmoaepxkarens U3BEUICHHUS 00 OTKa3e U 3a/1ePIKKe
BBITTOJIHEHUS 3a1pOCca: U3BJICYCHNUE U3 KapTOTEKH OJlaHKa-
3aKa3a, ykazaHue MPUYMHBI U 1aThl 0TKa3a Ha 000POTHOI
CTOpOHE, MepecTaHoBKa U3 pasnena "3anpockl no MBA,
HampaBlieHHbIE B Ipyrue 6ubmuoreku" B pazaen "OTka3sl
o MBA"

OJIMH OTKAa3

1,03

17

COO0IIIEHNE B OT/IEJ OOCTY)KUBAaHMS O IOTy4YEeHUN OTKa3a
(narta, npu4nHa)

OJIMH OTKAa3

1,35

O6cnyxuBanne aboneHToB o MBA

ITpuem 3aka3oB:

18

U OTCYTCTBHU HOMepa abOHEHTa Ha OJIaHKe-3aKase
IPOBEpPKa 0 KapTOTEeKe a0OHEHTOB, a0OHUPYETCS JIH
JIaHHAas OpraHU3aLus

OJIMH OTKa3

1,0

19

opraHu3aiys abOHUpPYyeTCs: IPOCTaBICHNE HOMEpa Ha
OnaHKe-3aKa3e, CBepKa ajpeca, Ha3BaHHsI OpraHU3aLuHy,
¢damunun oTBeTcTBeHHOrO 10 MBA, BHeceHne u3MeHeHui
B KapTOYKH

OAHH OTKa3

3,6

20

MepBUYHOE OOpalieHre a0OHEHTa B TEKYILEM TOAY:
MIPOCTABJICHUE B KAPTOUKE ol OOpaIieHus, 1aTy

OJJWH OTKa3

3,6

21

odopmiieHre aboHeHTa (OpraHU3aIHs paHee He
a0OHMPOBAJACh): MPUCBOCHUE a0OHEHTY HOMEPA,
3aMoTHeHHUe KapTouku peructpainuu abonentra MBA u
paznenutens (popMyIisip), yKazaHHE MOJTHOTO
HaUMEHOBaHUs OMOIMOTEKH, TIOYTOBOTO apeca,
tenedoHa, hpaMUIIuy, UMEHHU, OTYECTBA OTBETCTBEHHOTO
JIUIA, ATl OTKPBITHS U HOMepa abOHEeHTa

OJIUH a0OHEHT

5,0

22

pacCTaHOBKA PCrUCTPATHMOHHBIX KAPTOUCK B KAPTOTCKY

0JIHa KapTo4Ka

0,32

23

odopmiieHre U3BelLeHus 115 aboOHEeHTa (CTaHIapTHOE
U3BeIleHne 00 OTKPHITUH a00OHEMEHTA); 3aIPOC
HEOCTAIONINX CBEJCHHUH JISI KAPTOTEKU THITOBBIM
MMHUCHMOM

OJHO
HN3BCIICHUC

1,6

24

MIPOBEpKa MPABHJILHOCTH 3all0OHEHUs OJIaHKa-3aKasa,
3aJJ0JDKEHHOCTH a0OHEHTa, MpocTaBjieHne Ha odopore 1-i
yacTH OJlaHKa-3aka3a (CTp. 2) CBOEro MITEMITETS U AaThl
NoJIy4eHus 3akasza B pyopuke "CiayxeOHble OTMETKH
6ubaroTexaps" MpH BBHIOJIHEHUU U NTepeHanpaBIeHUH
3aKa3a B CTpOKe "pailoH, ropox”

OJINH
OJIaHK-3aKa3

3,8

25

repejiaya Ha y4acTOK paboThl ¢ OTKa3aMU HEMPAaBUIILHO

OIMH OJIaHK

0,43
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0(OpPMIICHHBIX 3aKa30B M 3aKa30B aOOHEHTOB-
3aJJ0JDKHUKOB

26

mmdpoBKa 3aKa30B a0OHEHTOB; MOAOOPKA OIAHKOB-
3aKa30B 110 anaBUTy, IPOBEPKA HATWYUS JOKYMEHTA I10
KaTajory

oavH OJaHK

2,7

27

MOJArOTOBKA JJOKYMEHTA K BbIJIaye: CBEpKa JOKyMEHTa C
OJIaHKOM-3aKa30M, IPOBEPKa HATUYUS CTPAHUI] U
COCTOSIHHS JIOKYMEHTA, IIPOCTABJICHHE Ha OJlaHKe-3aKa3e
mdpa JOKyMeHTa, YKa3aHHe HHBEHTAPHOTO HOMEpa,
KOJIMYECTBA JJOKYMEHTOB, JaThl BbIJIAYH; IPOCTABIICHUE
LITEMITENS] OMOIMOTEKH C Ha3BAHUEM U IIOYTOBBIM
aJpecoM, yKa3aHHe CpOKa BO3BpaTa, MPOCTABICHHE
HOMepa OaHIEPOJTH BHU3Y

OJIUH
JIOKYMEHT

1,4

28

IIOCTAaHOBKA 3aKa3a Ha 04YCpClb (B CJIy4dac 3aHATOCTH
I/IS,Z[aHI/IH); OTIIPpAaBKa U3BCHICHHA a6OHeHTy

OJWH 3aKa3

1,6

29

nepenavya u3IaHus Ha KOMupoBaHUe (IIPH 3aKase Ha
(dbparMeHT U3JaHus: CTaThs U3 KypHasa, COOpPHUKA)

OJJWH 3aKa3

2,7

30

OTIIpaBKa JOKYMEHTOB a0OHEHTaM: YIIaKOBKa OaHIEpOIIH,
B3BElIMBaHNE, HAKJICUBAaHHE MapKH, HAlMCaHUE aJIpeca,
COCTaBJICHUE OIUCH

OJWH
JAOKYMCHT

2,5

31

paccTaHOBKa OJaHKOB-3aKa30B (1-51 4acTh) Ha BBIJAHHBIC
JOKYMEHTOB (BBICJIAHHBIC) B KAPTOTEKY O0CITYKUBAHUS
a0oHEHTOB B pasnen "Brimanasie o MBA n3mnanns"

OJUH
JIOKYMEHT

0,32

32

oubmmorpaduueckas 10paboTKa HEBBIOJHCHHBIX 3aKa30B;
yTOYHEHHE OMOIuorpapuuecKux CBEACHUN Mo
CIIPABOYHBIM M3IaHUSIM

OJWH
JAOKYMCHT

3,2

33

BBISIBJICHUE HAIMYHMS 3aMPAIIMBaEMOro TOKYMEHTA B
OnOIMOTEKaX TOPOa, pETHOHA

OJUH
JIOKYMEHT

10,2

34

odopmIleHre 3aKa3a K IepeHanpaBlIeHUIO B pyTue
O01OIMOTEKH; yKa3aHue Ha 0OOPOTHOM CTOPOHE MPUUYUHBI U
JaThl TIEpeHaIPaBIIeHUs], OTMETKH O MPOBEPKE 1O
CIIPaBOYHBIM U3JIaHUSIM, CUTJIbI OMOIHOTEK-
dbonmoaepxkareneil mo CBOIHOMY Karajory

OJWH 3aKa3

2,7

35

OTIIpaBKa aOOHEHTY U3BEILEHHs O epeHaIpaBICHUN
3ampoca ¢ ykazaHueM OUOIMOTEKH, B KOTOPYIO OH
HarpaBJIeH

OJHO
HU3BCIICHUC

1,6

36

perucrpanms 0Tkasa B yueTHbIX (popMax; OTIpaBKa
aOOHEHTy OJlaHKa-3aKa3a B ClIyyae HEBO3MOXHOCTH
BBITIOJTHEHUS ¢ OTMETKOM O IMPUYIUHE OTKa3a B
COOTBETCTBYIOLIEH pyOpuKe

OJIMH OTKAa3

3,6

37

MIpUEM JOKYMEHTa, BO3BPAILEHHOTO a0OHEHTOM;
MOJTy4eHHE Ha MouTe, pacredaTka OaHaeposIH, IpoBepKa
COCTOSIHUS IOKyMEHTa, U3BJIeUeHe OJlaHKa-3aKa3a 13
KapTOTEeKH 00CTykMBaHUs aDOHEHTOB, yKa3aHUE Ha HEM
JaThl BO3BpaTa JOKYMEHTA, IEpeCTaHOBKA OJlaHKa-3aKa3a B
paznein "Bo3BpaieHHas qureparypa”

OJIMH
JIOKYMEHT

3,2

38

KOHTPOJIb 3a CPOKAMH ITOJIB30BAHUA JOKYMCHTOB,
BBISIBJICHUC JOJIDKHUKOB, HAIIPABJICHUC HalmoMHUHaHUM

OJIUH
JIOKYMEHT

1,6

Brimonaenune padot B AC:
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39

(dhopMupoBanue 6a3bl JaHHBIX 00 A00OHEHTaX IO
COOTBETCTBYIOIICH (hopMe, BBOA HH(MOPMAIIMHA O HOBOM
aboHEHTe

OJIUH a0OHEHT

5,4

40

MOMCK B 0a3e TaHHBIX CBEACHUN 00 a0OHMPOBAHUH
OpraHM3alliy; BHCCCHUE N3MECHEHUN

OJIMH a0OHEHT

3,6

41

BBO/J PIH(bOpMaI_[I/II/I O IpUEME 3aKa30B OT a0OHEHTOB

OJIMH a0OHEHT

0,27

42

BBO/J PIH(bOpMaI_[I/II/I O I€pCHAaIIpaBJICHUHU 3aKa3a, BBIBOJ HA
IPUHTCP U3BCHICHUA O ICPCHAIIPABJICHUHN 3aKa3a

OJIMH a0OHEHT

1,6

43

BBO/I JIaHHBIX O IOCTAHOBKE 3aKa3a Ha OYepeib;
cooOnieHne abOHEHTY

OJIMH a0OHEHT

1,6

44

perucTpanys BblIaHHBIX a6OHeHTy JOKYMECHTOB,
IIPOCTABJICHUC CPOKA BO3BpaTa

OJUH
JIOKYMEHT

2,7

45

yJIaJICHUE U3 MacCHBA JIAHHBIX O BO3BPAILIEHHOM
JIOKYMEHTE

OJIUH
JIOKYMEHT

0,16

46

KOHTPOJIb 32 CPOKaMH BO3BpaTa JOKYMEHTA: MOUCK U
0TOOp JAHHBIX B MaMSATH MAIIIUHBI O 33JJ0JDKHUKAX, BBIBO/T
HYKHOU MH(OpMAIMK Ha IPUHTEP, pacleyaTKa CIIUCKOB C
yKa3aHHeM ajipeca abOHEHTa

OJIUH a0OHEHT

2,7

4.7. MaccoBasi padora

Taoauua 74

N /i

HaumenoBanue nporecca, oneparuu. CoctaB padoTh

Enununa
HU3MEpEHUst

Hopma
BPEMEHH,
MUH.

2

3

4

IToaroToBka MacCoOBBIX MepOHpI/IHTI/Iﬁ

OmpezienieHne TeMbI, COCTaBa ayJIUTOPUU, OTBETCTBEHHOTO
3a MEpONPUATHE B LIEJIOM, COCTaBJIEHUE TIaHa MOJATOTOBKU
MEPOTPUSITHS, BOTPOCOB JIJIs1 00CYXKACHUS, TIPUTTIAIICHUE
KOHCYJBTaHTOB, JIEKTOPOB, MOI00PKA TOKYMEHTOB 110 TEME
MEPOTIPUSITHS; OpTaHU3AIIMSI BRICTABKU JTUTEPATYPHI,
ab00MOB; OMOBEIIIEHUE YUTATENEH O MEPOTIPUSTHH Uepe3
aduiy, myOIUKaIMK B TIEYaTH, 10 Paanuo, TEJIEBUICHHUIO,
yepe3 JIEKTPOHHYIO PACChUIKY; BBISBICHHE
BBICTYMAIONIUX; TIEYaTh U PACIIPOCTPaHEHNE
MIPUTJIACUTETbHBIX OUJIETOB, U3TOTOBJICHHUE PEKBU3UTOB,
KYKOJI, IEKOpaIliii, KOCTFOMOB; TTOJATOTOBKA MTOMEIICHUS;
MPOBEACHUE COBEILIAHUS 10 UTOTaM MOATOTOBKH U
MPOBEACHUS MEPOTIPUATHM, 0OPMIICHHE TPOTOKOJIA,
COCTaBJICHHE U OMYOJIIMKOBAHHUE UTOTOB MPOBEICHHBIX
MEPONPHUSTHI:

OJIHO
MEPOIPUSITHE

quTaTCiIbCKas KOH(I)CpCHI_II/ISI

4900,0

JINTEPATYPHO-XY0)KECTBEHHBIN BeUep, BEUEP OTPACICBOMI
KHUTH, JUCIYT

3340,0

(O8]

BeUYep BONPOCOB U OTBETOB, YCTHBIN JKypHAII

2600,0

KJIIy0 110 MHTEpecam

2600,0
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5 JETCKUM YTPEHHUK 3900,0
6 BUKTOPHHA, KOHKYPC, UTPA-ITyTEIIECTBUE 3900,0
7 BBICTABKHU JETCKOI'O0 TBOPUYECTBA 2280,0
8 JUTEPaTypHO-II03HABATENBHOIO 3aHATUA 10 30 yenoBek 1800,0
(rpynmoBoro)
9 ypOKa TBOpYeCTBa (MacTep-Kiacca) 960,0
10 | komaHHOM UTphI-KBecTa (cBBIIE 30 YEIOBEK) 4800,0
11 | kBecta g onHOM rpynisl 10 30 yenoBek 2400,0
Opranu3zaiiys KHHKHBIX BBICTABOK
CocraBnenue mjaHa OpraHu3aluy U MPOBEACHUS
BBICTaBKU; BBISIBJICHHE U OTOOP JOKYMEHTOB; MOATOTOBKA
COMPOBOAUTEIHHON JOKYMEHTAIIMU K BHICTABKE; CO3JJaHUE
XYJ0’KECTBEHHOT'O NMPOEKTa; MOHTAXX BBHICTABKU;
opranu3anys HHGOPMAITMOHHO-PEKIAMHON pabOTHI 11O
MOMYJISIPU3AIMK BBICTABKY; MO/IBE/IEHUE UTOTOB PabOThI
Tematuueckue BbICTaBKH 0011€0MOIMOTEYHOTO MaciTaba, | OJlHA BhICTABKa
opranu3yeMbic Ha (POHIaX OUOIHOTEKU:
KomnnuecTBo 9KCroHaTOB:
12 1-50 560,0
13 51-100 1120,0
14 101 - 200 2240,0
BricTaBku 1o onpeienieHHO oTpaciu 3HaHUI U TeMe,
OpraHu3yeMble
Ha donne 6unbmmorexu OJIHA BBICTAaBKa
KomnnuecTBo 9KCroHaToOB:
15 1-50 310,0
16 |51-100 940,0
17 101 - 200 1920,0
Ha donne ornena OJIHA BBICTABKa
KosmuecTBo 3KCOHATOB:
18 1-25 180,0
19 |26-50 360,0
20 | 51-100 720,0
BricTaBku, OCBSIIIEHHBIE KU3HU U 1€ATEIHLHOCTH OJlHA BBICTaBKa
BBIJIAIOIUXCS Jirofel ('mepconanuun')
KonnyecTBo 3KCnIOHATOB:
21 1-10 47,0
22 11-25 110,0
23 | 26-50 210,0
BricTaBkM Ha Mojkax creyuiaxen OJ[HA BBICTAaBKa
KonunyecTBo 3KCNIOHATOB:
24 1-5 25,0
25 |6-10 44,0
BricTaBKM HOBBIX TOCTYTUICHUIN OJIHA BBICTABKa
KonmdecTBo 3KCOHATOB:
26 1-25 40,0
27 |26-50 72,0
28 | 51-100 160,0
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Pazpabotka u anmpoOaryst mporpamMMm 3aHsATHI U TPEHHUHTOB
(BbIOOp TEMBI, TOJOOP TUTEPATYPHI, COCTABICHUE IIJIaHA
3aHATHUH, TOI00p MaTepHuaia, aHaJIu3 POBEACHHBIX
3aHATHUH, T0paboOTKa):

OJJHO 3aHATHUC

29

MaCCOBOC€ 3aHATUC

3000,0

30

I'pYIIIOBOEC 3aHATHE

1500,0

31

WHIMBHTYaJIbHOE

120,0

[IpoBeaenue 3anatus (MOArOTOBKA, PENETUIINSA,
MIPOBEACHUE, YOOpKA MOMEIIICHHUS ):

OJJHO 3aHATHUC

32

MaCCOBOC 3aHATUC

300,0

33

I'pYIIIOBOEC 3aHATHE

210,0

34

HHAWBUAYAJIBbHOC

90,0

Urpei-kBecThI (JIUTEpaTypHbIC, TPOPOPUECHTAIIMOHHEIE,
TEMaTUYECKHE)

oJHa
WUrpa-KBecTa

35

MOJITOTOBKA UTPBI-KBECTA: BEIOOP TEMBI, TOI00P
JUTEpaTyphl, HAMUCAHUE CLICHAPUS], U3TOTOBJIEHUE
KOCTIOMOB U JIEKOpAaIHii, ToA00p MpeAMETHOTO psija,
COCTaBJICHHE IMOJIOKEHHSI 00 UTPE-KBECTA; PACChUIKA
MIPUTJIAIIEHUH U CTIMCKA TUTEPaTyphl, COOP 3asBOK;
3aKyIKa MpU30B; 0(OPMIICHUE U TIeYaTh CEPTU(UKATOB U
IpaMoT, MyTEBBIX JTUCTOB; 0()OPMIICHHE BHICTABOK JIETCKHUX
pabot, paboTa XIOpH KOHKypCa B paMKax KBECTa,
peneTuunn

300,0

36

MPOBEACHUE: TTOJATOTOBKA MTOMEIICHUI CTaHITUH,
MIPOBECHUE UTPBI-KBECTA, yOOPKa MOMEIICHHS

480,0

Pexnama 6ubanorexu; paboTa 1o mpuBJICUYECHUIO
YUTATEJIECH:

37

MOATOTOBKA PEKJIAMHOT0 COOOIIEHUS B TIeUaTh, M0 Pauo,
TENIEBUJICHUIO O paboTe OMOINOTEKHU, OCOOEHHOCTIX
(YHKIIMOHMPOBAHUS PA3IMUHBIX M0/Ipa3AeIeHUH,
HOMEHKJIATYype yCIyT, NPEJOCTaBIsIeMbIX OMOINOTEKOMN

oJlHa
myOuKaIus,
OJIHO
COO0IIIeHUE

420,0

38

MOATOTOBKA IJIaKaTa O AeATeIbHOCTH OHOIMOTEKH (BBIOOD
TEMBI, OTIpEJICIICHUE COJIepKaHus U POPMBI, c/1aua B
reyarb)

OJHH IIJ1aKaT

210,0

39

OpraHM3alys 3KCKypcuil; mpueM u opopmiieHue 3asBKH,
YTOYHEHHUE TEMBI SKCKYPCUH U COCTaBa YKCKYPCAHTOB

oJHa
DKCKYPCHSI

52,0

BrisBiieHre moTeHIMANBHBIX TOTpeduTenen
610IMOTEeYHO-MH(POPMAITMOHHBIX YCIYT OMOJINOTEKH:

40

IIPOCMOTP IPECCHI

OJIMH
JIOKYMEHT

6,8

41

IIPOCMOTP U aHAJIM3 JOKYMEHTOB KOHKYPUPYIOLINX (HUPM

OJVH
JIOKYMEHT

52,0

42

BCACHUC KaPpTOTCKU HOTpe6I/ITeJ'ILCKOF O PbIHKA

OJlHa KapTO4Ka

1,3

43

BCTPEUU C pyKOBOJIUTENISIMU (PUpPM, OpraHU3alNiM,
NPEANPUATHI

OJIHO
MEpONpUsITHE

210,0

IIpumeyanue:
- BpEMsI OpraHU3allMK BBICTABOK JINTEPATYpPhI, IPOBECHNE MAaCCOBBIX MEPOIIPUATUI U IKCKYPCUH B
HOPMY BPEMEHU HE BXOJHUT;
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- K HOpMaM BPEMEHH MPHUMEHSIOTCS MOBBIIIAIONNE KOAPPHUIIMEHTHI: TIPU OPraHU3aluu BBIC3THON
BBICTABKHU - 1,1; Ipy SKCIIOHMPOBAaHUU HA BBICTABKE JIMTEPATYPbl HA HHOCTPAHHBIX S3bIKaX - 1,0.

4.8. CnpaBouHnasi u nHpopManuoHHasi padora

Taoauua 75
N o/ HaunmenoBanue nporecca, onepanun. CoctaB paboTh Ennuuna Hopma
U3MEPEHUS BpEMEHHU,
MHH.
1 2 3 4
Y4eT NoCTYynuBIINX BTOPUYHBIX TOKYMEHTOB (KapTOUeK)
CyMMapHBIil y4eT KapToueK B KypHaJIe MOCTYIUICHHH 1 OJIHA MTapTHUS
BBIOBITHS B PETHCTPAIIMOHHBIX KAPTOTEKAX
Uurcno NoCcTymUBIINX KApTOUYEK:
1 1-110 19,0
2 111-220 63,0
3 221 - 600 160,0
4 BBISIBJICHHE HEBBIIIOJIHCHHBIX 3aKa30B; COCTABIICHHE 3asIBKU OJUH 3aKa3 4.5
Ha HEBBIITOJTHEHHBIC 3aKa3bl
Opranu3anus crpaBoYHO-OMOIHOrpaduIeCcKoro amnmapara
(CBhA)
[IpocmoTp 1 0TOOP TOKYMEHTOB U3 TEKYIIUX MOCTYIUICHUI
1u1st BKTroueHust B CBA, B ToM 4mciie KpaeBeaueCKuil
KaTaJjor:
5 KHUTAa OJlHa KHUTAa 32
6 COOpHUK OJIHA CTAThSI 2,7
7 KypHAII OJIHA CTAThs 2,7
8 rasera OJIHA CTaThs 1,6
9 o6ubnmorpaduueckoe mocobue 0JIHA 3aINCh 0,5
10 JIETOITUCHh KHW)KHBIX, )KYPHAJIBHBIX U T'a3€THBIX CTaTEN OJIHA 3aIIHCh 0,83
11 MPUKHWKHBIN OnOnuorpaduyeckuii Cnucok OJIHA 3aIUCh 0,5
Cocrapnenue 6ubnanorpaduyeckoil 3anucu OJIHA 3aIUCh
KonuuecTBo 251eMeHTOB OMOIMOrpaguiecKoil 3ammcu:
12 1-4 3,2
13 5-6 0,5
14 7-9 6,0
CocraBneHre aHHOTalluU, U3Y4EHHUE IOKYMEHTA, oJIHa
HalMcaHue TEKCTa: aAHHOTAITHS
15 AHHOTUPOBAHUE KHUT 260,0
16 | anHOTHpOBaHME cTaTEN 156,0
17 aHAJIMTUYECKasi POCIUCH KYPHAJIbHBIX, TA3€THBIX CTaTeH, OJVH 3,8
cOOpHUKOB, OMOIHOTpadUIECKUX TTOCOOUI: 03HAKOMIICHNE JIOKYMEHT
C CoJiep >KaHUEM U3JIaHUsl, COCTaBICHUE aHATUTHYECKOU
pocucu
[TpocMoTp mocTynuBIIMX UHGOPMAITMOHHBIX (BTOPUYHBIX )
JIOKYMEHTOB M OTOOp WX JIJIsl BKITFOUCHUS B
crpaBoYHO-OnOIMorpaduueckuii annapar (IepBUIHBINA
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0T0O0p)

[IpocmoTtp nH(DOPMAITMOHHBIX U3/IaHUN (B TOM YHCIIS
KapTOUYKH) U OTOOP U3 HUX JOKYMEHTOB JUISl BKIIFOUCHUS B
CBA; cucremaru3zaius KapToyeK MO TUIIaM KaTaJoroB U
KapTOTEK; MPOBEPKA MHJIEKCOB, PACCTAHOBKA KapTOYEK

OJ[Ha KapTO4Ka

Yucno kapToyek:

18

1-10

18,0

19

11-100

165,0

20

101 - 300

490,0

[TpocmoTp u oT60p KapTouek B CHA ¢ 1eNIbI0 U3BSITHS HITH
nepemMenieHus (BTOpUYHbIN 0TOOD):

21

U3BATHE U3 KaTAJIOTOB U KaPTOTEK KapTOYeK Ha
TOKYMEHTBI, CIIUCaHHbIE U3 (POH/A; TPOCMOTP
KpaeBeI4eCKUX, OMOIorpaguuecKux u
¢axTorpaduyeckux KapToTeK, U3BATHE U3 HUX KapTOUeK
Ha JOKYMCHTLI, IIOTCPABIINEC HCHHOCTDL, IICPCBCACHHUC
KapTOYeK B apXHMBHBIC KapTOTEKH (YHHUYTOXKEHHE);
BHECEHHME OTMETOK B JXYPHAJIC y4€Ta U PETUCTPALIMOHHON
KapTOTEKe

0J/IHAa KapTOUyKa

1,5

Opranu3zanus riaBHoil cipaBouHoil kaproteku (I'CK):

22

MIPOCMOTP U OTOOP AOKYMEHTOB Juis BKitoueHus B ['CK;
oopmIIeHHE KapTOUKU

OJINH
JIOKYMEHT

2,7

23

HaIlmMCaHUC U PaCCTaHOBKA PAa3aCIUTCIIA

OJWH
PpasaciInTClib

1,7

Penaktuposanue I'CK:

24

uckimovenue u3 I'CK kaproyek Ha JOKYMEHTBHI,
yCTapeBLINE UM HENPOPUIbHbIE, IEPEBEICHNE UX B
ApPXUBHYIO YacCTh (U3bsITHE); ACTATN3UPOBAHNUE PA3AEIbI

OJ[Ha KapTO4Ka

5,0

25

HAIMCaHUE HOBBIX pa3AeiINTENCH

OJINH
pa3aenuTeNnb

1,4

Opranu3zanys KapTOTeKH EPCOHAINMN:

26

OIIPEEIICHUE U COCTABIICHUE TIEPEYHSI JIUL, CBEIEHUS O
KOTOPBIX OTPAXKAIOTCS B KAPTOTEKE; IPOCMOTP
MH(GOPMALIMOHHBIX U3aHUH, TEPBUYHBIX JOKYMEHTOB,
0TOOp AOKYMEHTOB JUIsl BKJIIOUEHHSI B KAPTOTEKY

OJVH
JIOKYMEHT

10,0

27

TEeXHUYECKas U CofiepKaTesibHas 00paboTKa JOKyMEHTOB
JUIS BKJIFOUEHHUS B KAPTOTEKY; pacCTaHOBKA KapTOYEK IO
asihaBuTy (haMHIIMI aBTOPOB U MO BUJAM JJOKYMEHTOB

OIUH
JIOKYMEHT

2,7

28

HaIMMCAHUC U PACCTAaHOBKA pa3z[enHTeneI71

OJIH
pa3esnuTenb

1,4

Opranuzanus pakrorpapudeckoit kaproreku (PK):

29

orpeziefieHue npeaMeTa, 00beKTa 1 OCHOBHBIX MPU3HAKOB
st orpaxkeHust B @K; mpocMOTp TOKyMEHTOB U OTOOD ISt
BriroueHus1 B OK; 3anecenne oToOpaHHBIX CBEICHHI HA
KapTbl UH()OPMAIIIOHHOTO MacCHUBa C BHECEHHEM
COOTBETCTBYIOIIUX OTMETOK B IOMCKOBBI MacCUB
¢akTorpaduyeckoil KapTOTEeKH

OJIMH
JIOKYMEHT

2,7

30

penaktupoBanue OK; npoBepka MpaBUILHOCTH BHECEHUS
CBeJIEHUH U yKa3aHUH 00 MCTOYHMKAX HHPOPMALIUU

OJIMH
JIOKYMEHT

1,6
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31

HaIllMCaHUE U pacCTaHOBKA pa3/eauTesen

OJWH
pasaciInTClIb

1,4

OpFaHI/ISaHI/ISI TCMATHUYCCKUX ITAIIOK I'a3CTHBIX BBIPC30K:

32

IIPOCMOTP I'a3€THBIX BBIPE30K M X CUCTEMAaTHU3allsd

OJlHa BBIPE3Ka

2,5

33

0(bOpMJ'IeHI/Ie BBIPE30K AJId XpaHCHHA B TEMATHUYCCKUX
MarkKax; KpaTkoC¢ OIMCaHruC NCTOYHUKA, HAKIICHUBAHUC HA
KapTO4YKHU

OJlHa BBIPE3Ka

3,2

34

CIPaBKH 110 TesIe(hOHY O IEATEIHHOCTH OUOINOTEKU

(mpenmocTaBieHUE TOJIb30BATEIISIM HHGOPMAITU O padoTe
OMOIMOTEKH, KPYIKKOB, CTYHH, IPOBEICHUS KOHIICPTOB;
COCJIMHECHHE C IPYTUMU MOAPa3aeICHUSIMHI OUOIMOTEKN)

CXKCIHCBHO

90,0

4.8.1. CnpaBo4Ho-0ubanorpadgunyeckoe odcay:KnBaHue

Taoauma 76

N o/

HaumeHnoBanue Impouecca, orncpanuu. Cocrasn pa6OTBI

Enununa
U3MEPEHUS

Hopwma
BPEMEHHU,
MUH.

2

3

4

[Tpuem 6ubIMOrpadiecKkux 3arpocoB:

npueM OnbmorpaduIecKoro 3anpoca; yrouHeHHe TEMBI,
L[EJICBOTO M YUTATEIHCKOTO Ha3HAUCHUSI, TIOIHOTY
HCTOYHHUKOB, TUIIOB, BUAOB U XPOHOJIOTHYCCKUX PaMOK
3aIpOCOB

OJIMH 3a1poC

5,0

Brimonnenue CIIpaBOK

BrinonHenue TeMaTH4eCKO# CIpaBKU; MMOMCK U OTOOP
JIOKYMEHTOB; COCTaBJIeHHe OMOIMorpaduieckoro
OIUCAHUS

OJTHA CIIpaBKa

HI/ICLMGHHO; KOJIMYCCTBO HCTOYHHUKOB:

1

3,0

(O8]

2-5

15,0

6-10

30,0

VY cTHO; KOTHYECTBO NCTOYHHUKOB:

1

2,0

Brinonnenue agpecHo-0ubnuorpaduyeckoi crpaBKu;
YCTaHOBJICHHE HAIMYUS WIA MECTa HAXOKICHUS
JJOKYMEHTA WJIM €ro 4acTu B GoHJie OMOINOTEKN

HI/ICLMGHHO; KOJIMYCCTBO HCTOYHHUKOB!

1

2,0

-

2-5

12,0

6-10

24,0

VCTHO; KOTUYECTBO UCTOUYHHKOB:

1

1,5

Breinonnenue yrounstoieil Oubnuorpaduyeckoil cripaBKu,
yCTaHaBJIMBAIOUIEH U (WJIM) YTOUHSIOIIEH 3JIeMEHThI
6ubarorpaduueckoro onucaHus, KOTOpble OTCYTCTBYIOT
WJIM UCKQ)KEHBI B 3aIIPOCE YUTATEIIs

OJIHA CIIpaBKa
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IInceMEHHO; KOJIMYECTBO UCTOYHHMKOB!

10 1 2,7

11 [2-5 14,0

12 16-10 27,0
VY CTHO; KOJIMYECTBO HCTOUYHUKOB:

13 1 1,6
Beinonuenue ¢akrorpaduueckoii cpasky, OJlHa CIIpaBKa
yCTaHaBJIMBAIOLIEH KOHKPETHBIE CBEICHUS O TEX MJIM MUHBIX
00bEKTax, COOBITUSX, IIpOlleccaX, AaTax
[IucpMeHHO; KOJIMYECTBO UICTOYHHUKOB!

14 1 2,7

15 |2-5 13,5

16 |6-10 2,7
VY CTHO; KOJIMYECTBO HCTOUYHUKOB:

17 1 1,6
Koncynpramnus y cnpaBo4Ho-6ubaunorpaduueckoro
anmnapara

18 [IpoBenenue 6ecenpl 00 opraHu3auy U UCIIOJIb30BaHUU oHa 10,0
Pa3IMYHbIX YacTel CIPaBOYHOIO anmnapara, o METOJUKe KOHCYJIbTALIUsI
OoubMorpaduueckoro momncka
Benenne ¢oHa BRITIOTHEHHBIX CIIPABOK:

19 | ot6op cpaBok it hoHIA, pa3I0KEHHUE 110 TMANTKaM OJIHA CTIPaBKa 0,5
(koHBepTaM); opopMiIeHHE CITPaBKH (3aIIUCh B TETPAJIb
ydera)

20 | cocTraBieHME KapTOUKHU I apXHUBa; yKa3zaHHe 0JlHa KapTOo4Ka 2,7
MOPSAIKOBOTO HOMEPA, TEMBI, AAThl BbIJJAUN; YCTAHOBKA
KapTOYKH B KAPTOTEKY apXUBa BHIIOJIHEHHBIX CIIPABOK
Pa6otsl B pexume AC:

21 ¢dbopmupoBanue riaaBHo# cripaBoyHoil kaproreku (I'CK); OJIHA KapTO4yKa 2,0
BBOJ] B 0a3y JJaHHBIX aHAIMTUYECKOM pocnncu
ra3eTHO-KYPHAJIbHBIX CTaTel, COOPHUKOB

22 | mouck ¥ 0TO0p OMbIMorpapuuecKkue 3anmucy Mo ycJIoBUsIM | OJHA KapTOouKa 2,7

23 | BBIBOJ Ha 9KpaH OuOaMorpaguueckon 3armucy nin OJIHA KapTO4yKa 1,0
OTJIENIbHBIX CBEJICHUI; pacneyarka

4.8.2. bubdaunorpaguyeckoe nHPOpMHUPOBaAHHE
Tabauuna 77
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTh Enununa Hopma
U3MEpEeHUs BpEMEHH,
MUH.

1 2 3 4
BrsBrienue nHpopMaMoHHbIX TOTPEOHOCTEH
CHEIHAIMCTOB METOI0M aHKETUPOBAHUSI:

1 orpeJieIeHue KOHTHHIeHTa NoTpeduTenei nupopmanuu; OIVH 34,0
pa3paboTKa 3asBKU /AJIs ONpeAeTIeHUs HTHPOPMAIIHOHHBIX MOTpeOUTENH
notpeOHOCTEH (3aIpOCOB); pacchuIKa (PacCHpPOCTPAHUTB)
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3asiBKU; 00paboTKa MOTyYeHHBIX 3asBOK; COCTABIICHUE HA
0a3e MOJTyYCHHBIX JJAHHBIX KAPTOTEKH KOHTUHIEHTA
norpedureneit HHGpopMauK U X UHHOPMATUOHHBIX
notpeOHoCTEH (3a1pOCOB)

BrusiBiienue nHhopMaoHHBIX TOTPEOHOCTEH
CIIEIMATICTOB HA OCHOBE aHAJIN3a IIAHOBO-OTYETHOM
JOKYMEHTAIIH:

0TOOp, U3YUCHHE, aHATTN3 OTYETHBIX IOKYMEHTOB H
(bopMHpOBaHNE TEMATHUKHU CIIPABOYHO-MH(DOPMAITIOHHOTO
00CITy’)KMBaHHs B Pa3HBIX PEXKHMaX

OINH
OTYETHBIN
JIOKYMEHT

24,0

pacnpeziesieHne TeMaTUYeCKuX pyoprK HHGOPMAITMOHHBIX
noTpeOHOCTEH M0 MoAPa3/AeICHUSM, YIaCTBYIOIIUM B
CIPaBOYHO-MH(GOPMAITMOHHOM 00CITY>)KUBaHUH

oJHa pyOpuka

2,7

3akitoyeHue ¢ abOHEHTaMu JI0TOBOpa Ha
nH(OpMaLIMOHHOE 00CTYKUBAHUE!

aHaJM3 JIaHHBIX O 3aMHTEPECOBAHHOCTH a0OHEHTOB B
MH(POPMALIMOHHOM 00CTY>KMBAaHUU U PEKUMAX
M30MPaATENTFHOTO PACIPOCTPAHEHUS i PETPOCHIEKTHBHOTO
MIOMCKA; 3aKJII0YEHUE U IEPECMOTP JOroBOpa

OJIMH JIOTOBOP

2300,0

dopMuUpoBaHUE CETH AOOHEHTOB CUCTEMBbI
n3bmupareapHOro pacnpoctpaneHus napopmaruu (MPN):

onpe/ielIeHue KOHTUHTeHTa a00HEeHTOB cuctemMbl MIPU;
BBISIBIICHUE TUIIOBBIX U MH/IUBUAYAIbHBIX 3alIPOCOB
a0OHEHTOB; M3y4YCHHE, KIIACCU(PUKALINS, NHICKCUPOBAHUE
3alpoCOB; BBEICHHE JIAHHBIX O 3aIpOcax B aIpECHYIO
KapTOTEKY

OIVH a0OHEHT

34,0

IloaroroBka curHajsHOTO OIOBeleHus B cucteme TPU

BrisiBnenue, mpocMoTp U 0TOOP MaTepHalioB U3 TEKYILIUX
MOCTYIUICHUH; pacnpezeseHre 0TOOpaHHbIX MaTepHuajoB
13 TEKYIIUX NOCTYIJIEHUH 0 abDOHEHTaM

OJHO
OITIOBCIICHHUC

KommuectBo IMPOCMOTPCHHBIX JOKYMCHTOB!:

1-2

3,0

3

3.4

12,0

5-10

32,0

[ToaroroBka mogOOPOK CUTHAIBHBIX OMOBEIICHUN B
cucreme NP1

3anosHeHHne OlaHKa-3aKa3a Ha TUPAKUPOBAHMUE;
perucTpanus MOoCTYMUBIINX KOMUH, MPOBEpKa UX KaueCcTBa
1 DK3EMILUISIPHOCTH; 3aIIOJTHEHUE COMTPOBOAUTEIHLHON
JIOKYMEHTaIluu

OJHO
OITIOBCIICHHUC

KonmuecTBo 3anpocos:

1-2

14,0

10

3.4

17,0

11

5-7

21,0

12

8-10

25,0

IIpocMoTp 1 oT6Op NOKyMeHTOB 1 BBoJa B AC

[TpocMoTp MaccuBa MOCTYMUBINUX JOKYMEHTOB; OTOOD
JOKYMEHTOB COOTBETCTBYIOIIICH TEMATUKHU U BBEICHHE B
6a3y nanHbix AC

OIUH
JIOKYMEHT
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OT60p MEepBUYHBIX JOKYMEHTOB:

13

1-50

290,0

OT60p BTOPUYHBIX JOKYMEHTOB:

14

1-50

110,0

15

MOATOTOBKA KapTOUYKH JyIsl pabounx kaprtorek IPU

OJHO OITMCaHHUC

2,7

16

noJroToBka Tpadaperos ¢ kaproukamu UPU s
THPa>KUPOBAHMS

onuH Tpadaper

1,4

KoppekTrpoBKa BBIXOJHBIX Ta0YISTPaMM:

17

OCHOBHOM PsiJT

OJHa 3aIIiCh

2,7

18

BCIIOMOTaTEJIbHBIN yKa3aTelb

OJHa 3a11ucChb

1,6

19

pelaKTUPOBAHKE BBIXOIHBIX TaOyIArpaMM U 0pOpMIICHHE
JOKYMEHTOB

OJHa 3a11ucChb

4,2

20

HapC3aHue, pacricyaTka HOI[60pOK Ha OTACJIbHBIC
OITMCaHUA

OJHO OITMCaHHUuC

1,6

Koppekruposka cucremsl NIPU 1o pesynpraram ananusa
KapT 00paTHOM CBsA3U

O6paboTka 1 aHamu3 KapThl OOPaTHOM CBSI3HM; BHECEHUE
OLICHKY CHTHAJILHOT'O OTIOBEIICHHSI B YUYETHYIO KapTy
aOOHEHTa; KOPPEKTUPOBKA CHCTEMBI HA OCHOBE aHAIM3a
KapT 00paTHOM CBS3H

OJIHA KapTa

KosmmuecTBo kapr:

21

1-7

70,0

22

8-10

75,0

23

11-15

80,0

24

16 - 20

85,0

Bpiaua TOKyMEHTOB 10 3apOCy:

25

BBISIBIICHHE U OTOOP JOKYMEHTOB (M3JIaHHsI) TI0 3aIpOCy B
crpaBOYHO-UH(pOpMAIMOHHOM (QoH e, 0hOpMIICHHE
BBIJIaYy JOKYMEHTOB B YCTAHOBJIICHHOM MOPSIIKE

OJINH
JIOKYMEHT

1,4

['pynnoBoe Oubnnorpapuyeckoe HHOOPMHUPOBAHHE:

26

(dhopMupoBaHHe cOCTaBa rpynn a0OHEHTOB

OJIUH a0OHEHT

720,0

27

YTOYHEHUE TEMBI, COINIACOBAHUE UCTOYHUKOB
nH(pOpMalY, BUABI JOKYMEHTOB

OJJHa TCMa

3,6

28

COCTaBJICHUC pCFHCTpaHHOHHOﬁ KapTO4YKH

OJlHa KapTO4Ka

1,6

[Tox6opka moxymMeHTOB aJisi MH(POPMAIIUK; COCTABICHUE U

HaIMMCaHUC OIOBCUICHU A, OTIIPpABKA OIIOBCIICHU, 3alIUCh B

KapTOYKU MH(OpMAIIMK; aHATIU3 KapThl 00paTHOM CBSI3U

0JIHa KapToyKa

HI/ICLMGHHO; KOJHMYECTBO H3IaHHUM:

29

1-5

12,0

30

6-10

24,0

VCTHO; KOTUUEeCTBO U3JaHUM:

31

1-5

12,0

OmnepatuBHOE HH(OPMUPOBAHKE TIO 3aIPOCY:

32

dhopmupoBanue ceT a0OHEHTOB, BBISIBJICHUE THITIOBBIX U
WHUBUAYAIBHBIX 3aPOCOB MOTpeduTeneit

OIMH a0OHEHT

4.4

33

HU3YUCHHUC, KJ'IaCCI/I(l)I/IKaHI/Iﬂ 3aIpoCoB; BBCACHUC TAHHBIX O
3aIpocCax B aApCCHYIO KapTOTCKY

OJTUH 3aIpocC

6,3

Hanncanue 0030poB U CITpaBoOK

BrisaBnenue u OT60p NCTOYHUKOB, o6pa60TKa H aHaJInu3

OJHWH aBT. JIUCT
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0TOOpaHHBIX TOKYyMEHTOB; HallMCaHUe TeKCTa 0030pa
(ctpaBKH); MOATOTOBKA PYKOIIUCH K IIeYaTH

CocraBienue 0030pa (CIpaBKH) MO MEPBUYHBIM
HCTOYHUKAM:

34

HA PYCCKOM SI3bIKE

5400,0

35

Ha HHOCTPAHHOM A3BIKC

7200,0

36

COCTaBJICHHE 0030pa (CIPaBKH) MO BTOPUYHBIM
HMCTOYHUKAM

4100,0

OpraHu3zalys 1 IpOBEICHNE YCTHBIX OHOIHOrpaduueckux
0030pOB HOBBIX MOCTYIICHHUH

[TonGopka HOBBIX MOCTYIUICHHIA IO 3apaHee 0ObSIBICHHON
TEMaTHKE; CUCTEeMAaTU3alHUs NCTOYHUKOB TI0 TeMaM,
MIPOCMOTP U aHAJIH3 JTIOKYMEHTOB; TIOJJO0pKa
oubmorpadguuecKux OMUcCaHui, KpaTKUe aHHOTAIINH,
pedepaTbl Ha 0TOOpPaHHBIC UCTOYHUKHU; TIOJITOTOBKA
pykorcu 6ubnarorpaduyaeckoro 063opa

OJIMH 0030D

KommuectBo IMPOCMOTPCHHBIX U OTO6paHHI>IX HOKYMCHTOB:

37

1-10

400,0

38

11-25

450,0

39

26 -55

500,0

40

56 - 140

600,0

IToaroroska OrO/JIETEHS HOBBIX HOCTyrIJ'IeHI/Iﬁ

Yrounenue (onpeaesneHrne) TEeMaTHYECKUX TPAaHUIL TIOUCKA
1 0TOOpa JIOKYMEHTOB; CO3/]aHie pyOpHuKaTopa
OFOJUICTCHS; BBISIBIICHUE M OTOOP IOKYMEHTOB B MacCHBE
TEKYIINX MOCTYINIEHUH UCTOYHUKOB HH(OPMAIIHH;
noA0OpKa aHHOTAIMH, pedeparsl, CHCTEMaTH3aIMSI UX

oIHa
OIOJUIETEHD

KommuectBo IMPOCMOTPCHHBIX JOKYMCHTOB!

41

1-37

60,0

42

38-60

90,0

43

61-95

180,0

44

96 - 150

320,0

45

151 - 380

960,0

Opranu3zanus u nposeaeHre MepornpusaTus "JleHb
uHpopmanun":

46

OTIpeJIeIeHUE TEMBI; COCTABJICHHUE TIJIaHA TPOBE/ICHUS;
BBISIBIIEHUE U IOCTaBKa JOKYMEHTOB M3 COOTBETCTBYIOIINX
nojipasiesieHnii OMOINMOTEKH, IPOCMOTP U OTOOP
JOKYMEHTOB; ITOATOTOBKA BHICTABKH JIUTEPATYPHI;
OTIOBEIIIEHNE 3aNHTEPECOBAHHBIX OpPraHU3alNN 1
CMELUANNCTOB; OPOPMIICHHE BBICTAaBKU; HAMCAHHUE
KpaTKUX aHHOTAIIM{; OpraHu3aIms cOopa 3assBOK Ha
JOKYMEHTBI, UX BblJ1a4ya, KOHCYJIbTAILIUH, J1eKYPCTBO
6ubnmorpadoB; MpoBeeHNE aHATN3a MEPOTIPUSTUS

OJIHO
MEpPOIPUSITHE

640,0

Opranu3zanus 1 NoAroToBka Meponpustus "/lensp
oubmmorpadun", "Jlenp mocobus":

47

YTOYHCHUEC TEMBI; COCTABJICHUC IIJIaHA; Oq)OpMHeHI/Ie
BBICTaBKH-IIPOCMOTpPA, NMMOATOTOBKA o63opa; HOATOTOBKA
KOHCYJbTAallUU, COCTABJICHNEC U HAITMCAHUC O6’I)$IB.]'IGHI/I$I;

OJIHO
MEpOTNpUsITHE

1940,0
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COCTaBJICHUC U HAITUCAHUC MMPUTTIACUTCIIbHBIX ITUCCM,
pacchUIKa UX; MPUTJIAICHUE 3aHHTEPECOBAHHBIX JIUIL [0
paano, o TenedoHy, JUIHO

Opranuzanys 1 npoBeaeHue Meponpuarus "JleHb
cnenuanucra"

OmnpenenieHne TEMBI C 3aNHTEPECOBAHHBIMU
opranuzanusiMi, (GopMbl IPOBEACHUS (CTallMOHAPHAS,
BBIC3/IHAS); COCTaBJICHHE TUIAHA MEPOIIPUSATHH,
IIPOrpaMMBbl IOKCKa U 0TOOPa MHPOPMALIMOHHBIX
MaTepUaIoB; MOJrOTOBKA OTKPBITHIX TPOCMOTPOB H
TEMAaTUYECKUX BBICTABOK JIUTEPATYPHI IO CHEIUATBHOCTH,
oubnuorpaduueckue 0030pbI, 3aKa3 JEKIUH,
KMHO(HIIBMOB; OTIOBEIIEHUE 3aMHTEPECOBAHHBIX
OpraHM3aLyii; oopmiieHHE BBICTaBKH; 00ECIICUCHHE
BBIJIAYX U3JJAHUN WM MX KOTIUN BO BPEMs MEPOTIPUSATHS
WJIM HEMIOCPEACTBEHHO I0CIIE HETO; IEMOHCTPALUS
BBICTABKU; aHAJIN3 pe3ynbTaroB "JlHs cneunanucra”

OJIHO
MEpPOIPHUATHE

Yucio cConyTCTBYIOIMUX MEPONIPUATHN:

48

1-2

1940,0

49

2600,0

50

3500,0

51

N || W
0| N~

4600,0

4.8.3. Uupopmanuonnas padora

Taoauua 78

N /o

HaumenoBanue nporiecca, onepanuu. CoctaB paboThl

Enununa
U3MEPEHUs

Hopma
BPEMEHU,
MUH.

2

3

4

ITonroToBka nonynsipHbIX 6MOIHOrpaguuecKux NocoOuit

Br160p TeMbl mocoOusi; BhISIBICHHE U OTOOpP JOKYMEHTOB,
(bopMHpoOBaHUE pa3IesIOB MOCOOMS; aHHOTUPOBaHHE
JOKYMEHTOB; MMOJ00pKa (akTorpapuueckoro Matepuaia,
WITIOCTPALHIf; HalllCaHUe TeKCTa; COCTaBICHHE
BCIIOMOTaTENbHbIX yKa3aTelel; KOHCYIbTaluu Y
CIELUAIMCTOB Ha Pa3IMYHbIX dTarax paboThl;
00CyXJIeHHE PYKOIIMCH Ha 3aceJaHUH Hay49HO-
METOAMYECKOTO (PeAaKIIMOHHOI0) COBETa; J0padOTKa
PYKOIIHCH IO 3aME€UYaHUsIM; c/laya PYKOIHCH B M€YaTh:

COCTaBJIEHHE MOIMYJIIPHOTO Oubimorpaduyeckoro
yKa3aTesl, IyTeBOAUTEINS, CIIPAaBOYHHKA

OJHWH aBT. JIUCT

13500,0

MOJITOTOBKA KOMMEHTApHEB, IPUMEUaHHH
MOMYJISIPHO-TIPOCBETUTEIBLHOTO XapaKTepa, He TPeOYIoIMMX
CHEIMAJIBHBIX UCCIICOBAHUM

OJHWH aBT. JIUCT

5400,0

IMoATOTOBKAa KOMMCHTAPHEB, HpI/IMeanI/Iﬁ HAay4YHO-
HCCIICAOBATCIILCKOI'O XapaKTepa

OJIUH aBT. JIUCT

10800,0

HO}IFOTOBKa PETPOCIEKTHUBHBIX HAYYHO BCIIOMOT'aTCJIbBHBIX
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O6ubnuorpaduyeckux ykasareneu:

BBIOOp TEMBI; CO3/IaHUE aBTOPCKOTO KOJUICKTUBA,;
pa3paboTka HHCTPYKTUBHO-METOAMUECKUX MAaTEPHAJIOB;
BBISIBIICHUE U OTOOP TOKYMEHTOB; paboTa Hal
o6ubnuorpaduyeckoit 3anKchbi0; aHHOTUPOBAHHE;
oubnuorpaduyueckas TpynImupoBKa; COCTaBICHUE
BCIIOMOTATENbHBIX YKa3aTeleil; 00CyKIeHUEe PYKOTIUCH
yKa3aTellsl Ha 3aceaHuy Hay9HO-METOIUIECKOTO
(penakIMOHHOT0) COBETa; JOPabOTKa O 3aMEYaHUSIM;
cllaya PyKOIHCH B TIeUaTh; COCTABICHUE
Ooubmmorpadguueckoro ykazaTels Mo aKTyaaTbHOW TEMATHKE
C XPOHOJIOTHYECKHM OXBAaTOM OT 2-X JI0 5-TH JIET U
AHHOTAIUSIMH, TIOSICHSIOIMMHU Ha3BaHUST; COCTABIICHUE
ouborpaduueckoro ykazaress 1o KOMIUICKCHBIM U
MEXOTpaciIeBbIM pobIemMaM 00IIero U pernoOHaIBHOTO
COJICpYKaHUs C XPOHOJIOTHMYECKHM 0XBaToM 1-2 roja, ¢
AQHHOTAIMSIMH, TIOSICHSIOIIMMU Ha3BAHUS:

OAHH aBT. JIUCT

9720,0

(9]

Ha PYCCKOM SA3BIKC

OAHH aBT. JIUCT

9720,0

¢ BrirodeHreM oT 30% mo 40% oObema mybnuKkanuii Ha
MHOCTPAHHBIX SI3bIKAX

OJIUH aBT. JIUCT

11000,0

COCTaBJICHHE aHHOTHUPOBAHHOTO OMOIMorpaduieckoro
yKa3aTeJsi MHOTOOTPACIEBOTO COJIEPKaHUS C
XpoHoorudeckuM oxeaTom 110 100 net u Goree,
TPEOYIONIHIA CIIONMTHOTO MPOCMOTPA JOKYMEHTOB,
CIIOKHBIX OnOInorpaduyeckix pa3blCKaHHi, yueTa Bcex
Mepen3Iannii MyOJIMKAIUK U UX XapaKTEPUCTUKH ITyTEM
CINYEHHUS TEKCTOB

OAHH aBT. JIUCT

11000,0

[ToaroroBka aHamMTUYECKOr0 0030pa

BBISIBIIEHHE U OTOOP JOKYMEHTOB JUIsl 0030pa; MOJrOTOBKA
pyOpukaropa npenmMera 0030pa; U3ydeHUEe U OIleHKA
JIOKYMEHTOB; CUCTEMAaTH3allUsl MaTepUaa; COCTaBIeHUE
TEKCTa aHAIUTUYECKOT0 0030pa; 00CyKIEHHE PYKOIIUCH
Ha 3aceJaHMH HayYHO-METOIMYECKOro (PEeJaKIMOHHOIO)
COBETa, 1I0paboTKa 0030pa 1Mo 3aMeYaHusIM; cada B
Mevarh:

OJHWH aBT. JIUCT

110 PYCCKHMM IICPBUYHBIM NCTOYHUKAM

9720,0

110 CMCITAaHHBIM IIEPBUYIHBIM UCTOYHUKAM

10800,0

110 MTHOCTPAHHBIM NICPBUYIHBIM HCTOYHWKAM

12400,0

IloaroTroBka aHAIUTHYECKOM CIIPpAaBKH:

BBISABJICHUC U 0T60p JAOKYMCHTOB IJId aHAJIUTHYECKOH
CIIpaBKH, U3YYCHHUEC, aHAJIN3, OLICHKA U CUCTEMATU3alHA
HX; COCTABJICHUC TCKCTA CIIPABKU

OJHWH aBT. JIUCT

5200,0

[Toaroroska pedepaTuBHOTO 0030pa

BrisiBnenue u oT00p JOKYMEHTOB JUIsl pehepaTuBHOTO
0030pa, U3y4eHHue U aHATTU3 UX; pedepupoBaHue
HMCTOYHUKOB; CUCTEMATHU3alIUsI TEKCTOB aHHOTAIUH;
COCTaBJICHHE TEKCTa pedepaTHBHOTO 0030pa; 00CYyKACHNE
0030pa Ha 3aceJaHiH HayYHO-METOAMYECKOTO
(pemakImoHHOT0) COBETa; T0padoTKa 0030pa 1Mo

OJHWH aBT. JIUCT
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3aMCUYaHUAM, CAada B I1I€4YaTh:

12

110 pPYCCKUM HUCTOYHHUKAM

5200,0

13

110 CMCIIIaHHBIM UCTOYHHUKAM

6480,0

14

110 MTHOCTPAHHBIM UCTOYHUKAM

7300,0

Cocrasiienue sxcnpecc-uHpopMaluu:

15

BBISABJICHUC U OT60p Marcpuraia 1o TeMC, CUCTEMAaTHU3alA
€ro U NMoAroToBKa JJIs1 rn€eyaTu

OJIUH aBT. JIUCT

3840,0

Cocrasiienne 6ubarorpadUuecKoi 3anucu, aHHOTAIUH,
pedepara

Cocrasnenue 6ubarorpaduueckoit 3anucy: u3yueHue u
aHaJIM3 JJOKYMEHTa, COCTABJICHHE 3ar0JIOBKA OMUCAHUS,
MPOBEPKA 3aMCU, BHECEHUE UCTIPABICHUN

OJHa 3a11ucChb

KommgecTBo 3516 MEHTOB 6I/I6J'II/IOFpa(1)I/I‘ICCKOFO OIIMCaHUA:

16

1-4

3,2

17

5-6

5,4

18

7-9

6,4

CocraBiecHue AHHOTAallMK; U3YYCHUEC U aHaJIU3 JOKYMCHTA,
HaITMCaHUEC TCKCTAa aHHOTAIlUM:

OJIHa
AaHHOTal i

19

AHHOTHPOBAHUC KHUT'

270,0

20

AHHOTHPOBAHUC crareu

160,0

21

cocTaBieHHue pedeparta: H3yuyeHHE U aHATIHU3 JOKYMEHTa, Ha
KOTOPBIN cocTaBisiercs pedepar, HanucaHue TEKCTa,
BHECEHME MCIPABICHUN

OJIUH aBT. JIUCT

5920,0

22

aHAIMTUICCKAs! POCIIHCH KYPHAIBHBIX, TA3€THBIX CTATEH,
cOOpHUKOB, OMOIHOrpadUIECKUX TOCOOUI

OJTHa POCIIUCH

120,0

23

O3HAKOMJICHHE C COACPKAHUECM HU3JJaHUA; COCTABJICHUC
AHAJIUTHYCCKOI'O OIIMCaHuA Ha CTaTbIO

OJHa CTaTbhbA

3,6

paboThl aBTOPCKOTO KOJUIEKTHBA.

HpnMeanne: HOpMa BpEMCHU HAa COCTABJICHHUC 6H6J’II/IOFpa(1)I/I‘-IeCKOl"O mocoous JaHa U3 pacyeTa

4.9. IlepeBoa u nepepadoTKa MEYATHHIX TEKCTOB ¢ HHOCTPAHHBIX SI3LIKOB HA PYCCKUIi M € pycCKOro

Ha HHOCTPAHHBIEC A3BIKH

Taoauma 79
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
U3MEPEHUS BpPEMEHH,
MUH.
1 2 3 4
IlepeBoJ TEKCTa € NHOCTPAHHBIX SI3bIKOB HA PYCCKHM SI3BIK
Urenune opuruHana, aHajau3 TEKCTa, pa3METKa €ro ¢ OJIMH aBT. JIUCT
BBISIBJIEHHMEM TPYAHBIX TEPMUHOB, IPAMMAaTHYECKUX
KOHCTPYKLUH, JIEKCHUECKUX 000POTOB, LIEXOBBIX U
YKaprOHHBIX TEPMHHOB:
1 TIOJIHBII MMCbMEHHBIN NTEPEBOJT 1580,0
2 COKpalIleHHbIH TUChbMEHHBIN niepeBoa oT 30% 1o 50% 1620,0
0o0beMa TeKCTa
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3 BbIOOPOYHBIN MMCEMEHHBIH NEPEBOA 1520,0
[TepeBoa TeKCTa C pyCCKOTO sI3bIKa HA HHOCTPAHHbBIS
SI3BIKH:

4 TOJIHBIN TMChbMEHHBIN MEPEBO/T OJIUH aBT. JIUCT 1980,0

TepmuHOMOTMUECKas paboTa MPH BBHITOTHECHUH
MMUCbMEHHOTO MEePEeBOJIA:

5 MOUCK OTMEUYEHHBIX B OPUTHHAJIE HE3HAKOMBIX WJIH OJINH TEPMUH, 18,1
HETIOHSATHBIX TEPMUHOB U COKpAIlICHHUI B COKpaIieHue
CJIOBapHO-CIPABOYHOM JIMTEpATypE; MOA00PKA
COOTBETCTBYIOIIUX TEPMHUHY IKBUBAJICHTOB, pacIu(poBKa

COKpAILCHU I
KoncynpTanus nepeBourka co CrieluagIucTaMu:

6 BBISICHEHUE MPABUIILHOTO U3JI0KEHUS YaCTEe TEKCTA 10 oJlHa 36,2
MaJI03HAaKOMOW TEMAaTHKE; YTOUHEHHE COOTBETCTBUS KOHCYJbTaIUs

MIepeBoJia OPUTHHATY
CocraBienne Onbimorpadu4eckoro ONMCcaHus:
7 cocraBieHue Oubnmorpaduieckoe onucanrue NepeBoa o | OJHO OMUCAHHE 10,8
JTAHHBIM, B34ThIM C TUTYJBHOTO JIUCTA NIEPEBOJIA
IIpoBepka u KOppEKTUPOBKa MepeBoia mocje Hadopa:
8 MpOBEpKa MPaBUIBHOCTH PACTIOJIOKEHUS OTIIEYaTaHHOTO OJIUH aBT. JIUCT 200,0
TEKCTa; CBEPKA C PYKOINHCHIO; MPaBKa
Texuuuyeckoe odopMiIeHHE TEPEBOJIOB!

9 HaIKMCaHUE B TEKCTE MEPEBO/Ia CHMBOJIOB M BCTABOK Ha OJTHO 2,0
MHOCTPAHHOM $I3bIKE BIIMCBIBAaHUE
10 | ycraHOBKa pUCYHKOB, Ta0Iu1, popmMyIn OJIMH DJIEMEHT 3,0
IlepeBo1 3aro0BKOB CTAaTEeH U JOKYMEHTOB:
11 | mepeBoj U 3amKch 3arojioBKa OJIUH 10,8
3aroJ0BOK
IIpumeyanue:

- HOpPMBI BPEMEHHU IPEAYCMAaTPUBAIOT BBIOJIHEHHUE INIEPEBOJIOB C MHOCTPAHHOIO S3bIKa WJIM Ha
MHOCTPaHHbBIN, KOTOPBIN Y IEpEeBOAUMKA ABJIIETCS OCHOBHBIM (110 00pa30BaHUIO WM IPUMEHEHHUIO);

- TIPY BBINIOJIHEHNNU IIEPEBOJIOB C JIPYIHX SI3bIKOB MJIM HA JPYTHME€ MOMUMO OCHOBHOTO K HOpMaMm
BPEMEHH NTPUMEHSETCSI MOBbILIAOIMI K03 unueHt 1,1.

4.10. UccnenoBartenbckas padora

Taoauma 80
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUs BpPEMEHH,
MMHH.
1 2 3 4

Pa3paboTtka nporpamMmbl (TEXHUUECKOTO 3aJaHUS)

HCCIIEIOBaHUS

Oo6ocHOBaHue AKTYAJIbHOCTH TEMBbI, BBISIBJICHHUEC U OaHa

000CHOBaHKE MPOOIEMHON CUTYallud, GOPMYJINPOBAHHUE nporpamma

eI, 3aJa49 U TMIOTE3bI UCCIICAOBAHUA, HAIITMCAHUEC TCKCTA
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HccnenoBanne HOCUT:

MUJIOTAXHBIN (pa3BebIBATEIbHBIN) XapakTep

21600,0

MPUKJIAJHON XapaKTep

38250,0

Pa3paboTka METOIMKH UCCIIECTOBAHUS

Pa3zpaboTka (HarmucaHue) TeKCTa METOIUYECKUX
JOKYMEHTOB I10 TIPOBOIUMOMY HCCJICIOBAHHUIO,
AMITUPUYECKAs apoOaIys PeICBAHTHOCTH COCTABIICHHBIX
JOKYMEHTOB; YTOUHEHHUE U I0Pa0OTKa METOAMYECKOTO
WHCTPYMEHTAPHSs, COCTABJICHNE OKOHYATEIILHOTO BapHaHTa
JTIOKYMEHTA!

OJlIHa METOJIHKA

METOJIMKH [IPOBEICHUS UCCIICIOBAHMUS, HOCSILIETO
MAJIOTAXKHBIN (pa3BebIBATEIIbHBIN) XapaKTep

18000,0

METOAMKHU MTPOBEACHUS UCCIIEI0BAHUM, HOCALIETO
MPUKJIAJHON XapaKkTep

33000,0

Pa3paboTrka uHCTpYKLIMiA 10 00padOTKE JOKYMEHTAIIUU
(MCXOJHBIX JAHHBIX ), TOJTYYEHHOW B X0J1€ UCCIIEAOBAHUSI:

oJHa

WHCTPYKLUS

(9]

pyuHas 06paboTka

15600,0

MaltuHHasg 00paboTKa

20400,0

Pa3paboTka npeariaHOBBIX U TUTAHOBBIX JOKYMEHTOB
IIEPCIIEKTUBHOIO Xapakrepa:

pa3paboTKa KOHLEMIMH OCHOBHBIX HAIIPABICHUN Pa3BUTHUS
OMOIMOTEYHOTO J1e/1a B PETMOHE Ha IEPCIEKTUBY

OJIVH aBT.

JIUCT

13050,0

KOHIIETITyaJIbHOE obecreueHue OndamorpaduaecKux
U3JIaHKii; 000CHOBAHUE aKTYAJIbHOCTH TEMBI,
YUTATENILCKOE U 1IeJIEBOC Ha3HAUCHHE MTOCOOUs, eTo
CTPYKTYpHBI (CXEMBI), BEIpA0OTKA METOAMYECKUX
MIPUHITUIIOB U PEIICHUH Il PACKPBITUS TEMBI; HAITCAHUE
TEKCTa

OJIVH aBT.

JINCT

11220,0

COCTAaBJICHHUEC IIPOTHO34a, CBA3AHHOT'O C IICPCIICKTUBAMUA
Pa3BUTHUA 6I/I6J'II/IOTCK; HaIlTMCaHHEC TCKCTAa

OJIUH aBT.

JIUCT

13050,0

10

pa3paboTKa 1eIeBbIX MporpaMM (i ceTu OMOIMOTEK W
OJTHON OMOJINOTEKN); TMAarHOCTUKA CUTYallld, BHELTHUX U
BHYTPEHHUX BJIMSHUN Ha QYHKIIMOHUPOBAHUE U pa3BUTHE
6ubnuortek (0 HON OMOIMOTEKN); BBIPAOOTKA
PEKOMEHTallii, PEIICHN; HAalIMCAaHUE TEKCTa

OJIMH aBT.

JIUCT

15200,0

CocraBneHue CBOJHBIX KaTaJJOT'OB KHMKHBIX ITaMATHHKOB!

11

pa3paboTKa MPOCIIEKTA; BBISIBJICHUE JOKYMEHTOB -
KHWKHBIX TAMSITHUKOB; ONIMCAHUE U COCTABIICHUE
CIIPaBOYHOIO amrapara

OJIMH aBT.

JIUCT

18200,0

OpranuzainonHas padboTa 1o MPOBEJCHUIO UCCIICOBAHUS:

12

CO3JIaHME UCCICAOBATEILCKOTO KOJIJIEKTUBA; COCTaBJICHUE
pabodero rmiaHa MPOBEJICHUS UCCIICIOBAHUS,
COTJIACOBAHUE €T0 C UCTIONHUTENSIMHU; OTpe/IeIIeHHE
mTomaaku (0a3bl) UCCIIEIOBAHUS; TIEPETIHCKA C HUMU;
MPOBEJICHUE HHCTPYKTAKEH, CEMUHAPOB, COBEIIAHUIA,
KOHCYJIbTAIII

OJHO

HUCCICIOBAaHUC

7140,0

13

oubnumorpaduueckas mpopaboTka TeMbI UCCIIEIOBAHMUS,
paboTa B apXuBax, U3y4eHHE HOPMATUBHO-TEXHIUYECKON
JOKYMEHTaIuu, nHpopmanuu 06 aHanorax u Ipyrux

OJWH aBT.

JINCT

1200,0
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MaTepHajax, OTHOCAIIMXCS K pa3padaThIBaeMOl TeMe

O6paboTka rmoxy4yeHHON HHDOPMAIUH:

14

cbop u 06paboTka nHGOPMAITUU HA OCHOBE MMEPBUYHBIX
MCXO/IHBIX JIAHHBIX (CTATUCTUYECKUX JaHHbBIX, OTUYCTOB,
IJTAHOB, CIIPABOK, MATEPUAIOB KOMAHIMPOBOK)

OJIUH aBT. JIUCT

7800,0

15

aHanu3 00paboTaHHOM WH(pOPMAIMK; BEIBOABI, PEILICHHS,
HPOTHO3

OJMH aBT. JIUCT

5200,0

[ToaroToBKa MaTEepHUAaIOB IO UTOTAM HAYYHOU paOOTHI:

16

HAIMMCAaHUE HAYYHOTI'O OTUCTA, ITOATIOTOBKA PYKOIIMCH K
IIC4YaTu Ha PA3JIMYHBIX 3Tallax pa60T51

OAHH aBT. JIUCT

13200,0

17

HanucaHue MPOMEKYTOYHOT0 OT4YeTa (CIPaBKHU) O X0/
HCCIIETOBaHMS

OAHWH aBT. JIUCT

6400,0

ITonroToBka n HanucaHUE TEKCTA CTATbU B COOPHUK
HAy4YHBIX TPY/IO0B, IPaKTUYECKOE 110co0ue,
1po¢eCCHOHATILHYIO IPECCY; MOJArOTOBKA PYKOIUCH K

Ie4YaTu Ha PA3JIMYHBIX dTallax pa6OTI)II

18

CTaThsl TEOPETUYECKOIO XapaKTepa

15200,0

19

CTaThbs IIPUKIIATHOTO, ITPAKTHYCCKOI'0 XapaKTCpa

9200,0

20

HalmMCaHUC JOKJIaaa IO UTOraM HaydYHOT O UCCIICIOBAHUA
IIOArOTOBKAa pYKOHHCCﬁ Ha pa3JIMYHbIX 9TaIllax pa6OTBI

OJIUH aBT. JIUCT

6700,0

21

pa3paboTka peKOMEH A, MHCTPYKIUH 110 BHEIPEHUIO
MaTEpHaJIOB HAYYHOT'O UCCIIECIOBAHNS; HAIINCAHUE TEKCTA;
IIOATOTOBKA PYKOIMCH K II€4aTH Ha Pa3JIMYHBIX dTanax
paboThI

OJIUH aBT. JIUCT

14100,0

IMpumeuanus:
- HOpMa BpECMCHHU HAa COCTABJICHUC IMPpOrpamMm, MCTOAMK, I/IHCprKIII/If/'I JaHa Ha I/ICCJIGI[OBaTeJII)CKI/If/'I

KOJIJICKTHB,

4.11. MeToanueckasi padora

- 4achl TPYAO3aTpaT PaCHpeAEIsSIOTCS MEXKY UCTIOJTHUTEIISIMU B 3aBUCUMOCTH OT UX Harpy3KH.

Taoauna 81

N /o

HaumenoBanue nporiecca, onepanun. CoctaB paboThl

Enununa
HU3MEPEHUs

Hopma
BPEMEHU,
MUH.

2

3

4

[lonroroBka MeTOIMYECKOT0 MOCOOUS, PEKOMEH AN

[TpuHnMnuansHO HOBast pa3pabOTKa TEMBI:

HU3YUCHUC TCMEI, BBISIBJICHUC U aHAJIN3 JOKYMCHTOB I1O
TEMEC, YTOYHCHUC YUTATCIIbCKOTO U EJICBOI'0 HA3HAYCHUA
HOCO6I/I$I, pCKOMCHHaHHﬁ; COCTAaBJICHHUC MIPOCIICKTA,
HaImuCaHUEC TCKCTa

OJHWH aBT. JIUCT

15300,0

Moudukanus paHee pa3paOb0TaHHON TEMBI:

BBISBJICHUE U U3YYCHNEC HOBBIX JOKYMCHTOB U
HAKOIIJICHHOI'0 OMOJIMOTEKaMH OITBITA IO TEME HOCO6I/I${,
peKOMeHHaHHﬁ; YTOUHCHHEC MMPOCIICKTAa, BHCCCHUC

OJIUH aBT. JIUCT

8670,0
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W3MEHEHHS B CTPYKTYPY U TEKCT B COOTBETCTBUHU C
JTOCTIDKEHUSIMH OMOIHMOTEYHON TEOPUH M NTPAKTHKH;
MOJIFOTOBKA PYKOIHCHU K OOCYKIIEHUIO; T0pabOTKa 110
uToram o0CYXKICHUS

Pa3paboTka TOKYMEHTOB, perIaMEHTHPYIOLTIX
NeSITeTbHOCTh OMOIMOTEK, MOJIOKEHHIA, HHCTPYKITUH,
MPOEKTOB MMOCTAHOBJICHUH, YCTaBOB, 3aKOHOIATEIIbHBIX
aKTOB

[IpuHIMNIHAIBEHO HOBAs TEMA!

3 BBISIBJICHHE, U3YUYEHUE U aHATIU3 JEHCTBYIOLINX OJIUH aBT. JIUCT 17340,0
JOKYMEHTOB I10 TeM€E, HAITUCAHUE TEKCTa MPOCKTa
JOKYMEHTa, 00CYX/IeHHE, anpoOupoBaHue B OMOIMOTEKAX,
Ha 3aCeJJaHUH HAYYHO-METOJIMYECKOTO COBETa; J0PadOTKA
JOKYMEHTA; TIOJrOTOBKA K YTBEPKICHUIO

Moudukaims panee pa3pab0TaHHOTO JOKYMEHTA!

4 aHaJIU3 U OLIEHKA JIOKYMEHTa; TOMCK U OTOOP HOBBIX OJIUH aBT. JIUCT 7650,0
JCUCTBYIONIUX JOKYMEHTOB 110 TEME; BHECECHHE
M3MEHEHHH B TEKCT JOKYMEHTA; 00CYKJCHHE Ha
3acelaHui HaAyYHO-METOAMYECKOTO COBETA; TOpabOTKa 110
uToram oOCYX/ICHUS; TOATOTOBKA K YTBEPKACHUIO
Pa3pabotka ydetHsix dhopM, Tabauil, 00pa3ios:

5 YTOUHEHHE MIPEAMETa, 00BEKTA, COACPKAHUS YUETHON OJIUH aBT. JIUCT 7650,0
dhopmbl, TabsHIIBI, 00pa3siia; 0TOOp MoKazaTesneu,
crcTeMaTH3anus uxX; pa3paboTka MakeTa y4eTHOU (OpMHI,
Tabnuibl, 00pasia; o0CcyKIeHUE Ha 3aceJaHUN
HAyYHO-METOJIMYECKOTO COBETA; MOATOTOBKA K
YTBEPIKJICHHIO

CocraBieHne peKOMEHJAIHi 0 BHEAPEHHIO
periIaMeHTHPYIONMX JOKYMEHTOB B IPAKTUKY:

6 pa3paboTKa METOAMUECKUX PEKOMEH 1A, HHCTPYKITUH, OJIVH aBT. JIUCT 14025,0
TUTAHOB 110 BHEJPEHUIO0 HOPMAaTUBHOMN JTOKYMEHTAIUH;
MOJITOTOBKA PYKOIIHCH K TI€YaTH

[TonroroBka MUCHMEHHOW KOHCYIBTAIIH, METOANYECKOTO
MUChMa:

7 BBISIBJICHHE U aHAJIN3 IOKYMEHTOB II0 TEME; U3yUEHUE U OJIUH aBT. JIUCT 8670,0
000011eHNe OnbITa PadOTH OMOIMOTEK; HATMCAHHE TEKCTa
KOHCYJIbTAIlH, METOAMYECKOTO TIICbMa; TIOATOTOBKA K
00CYX/IEHUIO Ha 3aCeIlaHuU HayYHO-METOAMYECKOTO
coBeTa; opaboTKa Mo UTOraM oOCYKJEHUS; cadya B
1e4aTh

[ToaroroBka 0630pa nedaTeIbHOCTH OUOINOTEK IO
OIpeJIeIeHHON TeMaTHKe:

8 YTOYHEHHE TeMbI 0030pa; ONpeesieHue XPOHOJIOTMYECKUX | OIMH aBT. JIUCT 9180,0
I'paHUIIbI; BBISIBJICHUE IOKYyMEHTOB, OTOOP UX, IPOCMOTP U
aHaJN3; HAlMCaHUE TEKCTA; MOJrOTOBKA PYKOIIHCH K
00CYXJIEHUIO Ha 3aCeIaHuU HayYHO-METOAMYECKOTO
COBETA; J0pabOTKa PYKOIHUCH TTOCIIE 0OCYKICHUS
PenensupoBanue Hay4HbIX, METOJINYECKHUX,
WH(POPMAIIMOHHBIX MaTePHAJIOB:
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YTCHUC PCUCH3NPYCMOI'0O MaTCpualia; OLCHKA €ro B LCJIOM,
OTACIBHBIX t'IaCTeI‘/’I, YCTAaHOBJICHUE COOTBETCTBUA
YUTATCIBbCKOMY U ICJICBOMY HA3HAYCHUIO, HAYUYHBIM U
METOJUYECCKUM Tpe6OBaHI/I$IM

OAHH aBT. JIUCT

783.,0

10

HaIlmMCaHUC PCLICH3NN

OJHWH aBT. JIUCT

1305,0

[ToaroroBka JIeKIIUA, KOHCYJIbTAIIAN

Pa3zpaboTka miiana jgeKuuii, KOHCYJIbTAIMH, TOI00pKa
Marepuaia, U3yuyeHUe ero; COCTaBJICHUE CIIMCKa
JUTEPaTypPHI K JICKIIUU, KOHCYJIbTAINH; HAITUCAHUE TEKCTA:

OJ(HA JIEKIIHA,
KOHCYJbTaIUs

11

JICKI WA

1566,0

12

JICKIUA, TCMAaTHYCCKas BCTPCUa, Be6I/IHap, MaCTCP-KJIacC

90,0

13

IICPpBHUYHAA I'pynIioBast KOHCYJIbTallus

1305,0

14

MOBTOpPHAS TPYIIIOBasi KOHCYJIBTAIHSI C Y4ETOM HOBOT'O
marepuaia

522,0

15

IIPpOBCACHUC yCTHOﬁ HHﬂHBHHyaﬂBHOﬁ KOHCYJIbTalluUN

oJHa
KOHCYJIbTAIIHS

50,0

16

OTBET Ha MUCbMO

OJHO ITMCHbMO

162,0

[TpoBeneHne ceMrUHApOB, y4eOHBIX KYPCOB, TPAKTUKYMOB,
CT@)KHUPOBOK:

17

ceMHHap, y4eOHbIi Kypc (2-7 AHel); onpeeneHne TeMbl,
YTOYHEHHE CPOKH IMPOBEICHHUS, COCTABIICHHUE TPOTPAMMEI,
OTIOBEIIEHHE YYACTHUKOB M BBICTYITAIOITIX

OJIUH CEMUHap,
yueOHBIN Kypc

8400,0

[IpaxTukym (7-10 nHeit); onpeneneHue TEMBbI, 3aJaHus,
yIpa)KHEHUsI; COCTaBJICHUE TpapUK U YTOUHEHUE CPOKU
IIPOBEACHUS 3aHITHIL:

OJINH
[IPAKTUKYM

18

IpyNIoOBOH NPAaKTUKYM

2295,0

19

VHJIMBU1YQJIbHBINA TPAKTHKYM

2160,0

CraxupoBka (7 - 10 nHeit); yrouHEeHUE CPOKOB
MIPOBEJICHUS CTAKUPOBKH; BBISBIIEHUE JINTEPATYPHI 1O
U3y4aeMOMY BOIIPOCY; COCTaBJIEHHUE TPOrPaMMBbI U
rpaduka CTaXHUPOBKH C yUETOM COCTaBa CIylIaTeNei;
3aKJIFOUYEHUE O MPOXOKIACHUH CTAXKUPOBKU:

OJlHa
CTa’KHPOBKa

20

IpynioBas CTaX(XUpPOBKa

2805,0

21

WHAWBUAYAJIbHASA CTAXXKUPOBKA

2349,0

IIpakTuka CTYyZE€HTOB BBICIINX U CPEAHUX CIELIMATIBHBIX
y4eOHBIX 3aBEJICHUI:

22

MOATOTOBKA U OpTaHMU3aIlHsl MPAKTUKU CTyAeHTOB (10 30
THel); pa3paboTKa IIaHa MPaKTHKH, COTIIACOBAHUE €TO C
PYKOBOJMUTENEM MPAKTUKH (IIPEICTABUTENIEM YUeOHOTO
3aBEeJICHUS ); COCTABJICHHE rpadrKa MOCeIEeHUS
CTPYKTYPHBIX TOJIpa3AelieHUI; OpraHu3aius
MPAKTUYCCKUX BaHHTI/Iﬁ; MMOABCACHUC NTOTOB IIPAKTHUKH,
COCTaBJICHHE XapaKTEPUCTUK MPAKTUKAHTOB

OIHa IIPAaKTHUKa

4860,0

[IpakTrueckue 3aHATHS:

23

MOATOTOBKA MPAKTUYECKUX 3aHATUN; COCTABIICHUE 3a/1aHUS
10 BBITIOJTHEHUIO U3y4aeMOro OMOIMOTEYHOTO TpoIiecca,
KOHTPOJIbHBIE BOTPOCHI, TEMAaTUYECKHUI CIIMCOK
JUTEPATYPHI K 3aIaHHUI0; HAITMCAHUE TE3UCOB

OJJHO 3aHATHUC

1050,0

CocraBieHne yueOHON NpOrpaMMBl:
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24 | ompezenieHUE COCTaBa CIIyIIATENEH; COCTaBIEHNE OJlHa 5733,0
TEMaTUYECKOr'o IUIaHa, YTOUHEHHE MopsAKa U3Y4EHUS; nporpamMma
OIIpe/ieNICHUE MOCIIEI0BATEIIbHOCTH U3JI0KEHUS TEMBI,

BbIJICJIEHUE OCHOBHBIX BOIIPOCOB; COCTaBJIEHUE CIIUCKA
JUTEPaTyphl 110 TEMaM IPOrPaMMbl; HAIIMCAHNUE TEKCTA;
o0CyXJieHUEe ITporpaMMbl Ha 3aCE€AaHUU
HAy4YHO-METOJINYECKOT0 COBETA

[Tocemenue OubIMOTEK, BBIE3/bl B KOMAHAUPOBKH C
LEJNBI0 N3ydeHHs paboThl U OKa3aHUSI METOIHMYECKON
IOMOILU:

25 MOJArOTOBKA K KOMaHAUPOBKE; YTOUHEHHE CPOKOB U LIEJIH o/Ha 574,2
KOMaHIUPOBKHU, 03HAKOMJICHHE C UMEIOLIUMUCS KOMaHIUPOBKa
JOKYMEHTaMH M MaTeprallaMy IPEIblIyIUX BbIE310B U
yOJIMKaLui B Ie4aTh; COCTaBJIEHUE ITPOrpaMMBbl (I1J1aHA)

KOMaHIMPOBKH

26 | cocraBieHUE HHPOPMAITMOHHOTO OTYETa (CIPABKH) O OJINH OTYET 1050,0
IIPOBE/IEHHON paboTe; OTUET BKIIIOYAET: CBEACHUS O MeCTe
BBIE3/1a, IEJISIX U CPOKAX KOMAaHAUPOBKH, 00BEKTAX
MIOCEILEHUS], AaHAJIU3 COCTOSIHUS pabOThI 110 TEME BbIE3/1a,

BBIBOJIbI M ITPEJUIOKEHUS B aapec OuOINOTEeKH

27 | cocTaBieHHE aBaHCOBOT'O OTYETA, 3alI0JIHEHUE OTYETHOTO OJIUH OTYeT 40,0
OJ1aHKa CO BCEMU NMPUIOKEHUSIMH, C/1a4a B OyXTaJITEpUIO

28 MOATOTOBKA MH(OPMALIUU TIO Pe3yJIbTaTaM KOMaHIUPOBKHU oHa 105,0
(YCTHO) B CEKTOpE, Y 3aBEIYIOIIEro OT/AEIOM, Ha HAyYHO- uHpopManus
METOAMYECKOM COBETE, 3aCE€AAHNHU IUPEKIINU
MOHUTOPHHT IEATEIFHOCTH JETCKUX ONOINOTEK
Poccuiickoit denepanuu:

29 | cocraBnenne GopM OTYETHOCTH OJIMH OTYET 1200,0

30 | pacchuika HTHPOPMALMOHHBIX MHCEM U (HOPM OTUETHOCTH OJIHA PacChlIKa 45,0
o bJ] nerckux 6ubnamorexk Poccuiickoit denepanun

31 cOop GhopM OTUETHOCTH, JIEKTPOHHBIE U TeJIe()OHHBIE OJIuH cOop 120,0
KOHCYJIbTAIMH 110 BOIIPOCAM 3aM0JIHEHUs (hopm
CocraBnenue KajaeHaaps npopeccuoHaNIbHbIX
MEpONpUATHHA AeTckux Onbanorek Poccuiickoit
@Denepanyu (€KEroIHbIN U eXEKBAPTAJIbHBIN):

32 | cocraBieHUe U pacchliika HHPOPMALMOHHBIX MTHCEM eXerogHas u 120,0

KBapTajbHas

33 cbop u 06paboTka momyuyeHHOM HH(OPMAIIUU, BHECEHHE B eXerogHas u 1200,0
KaJleHAapb NpOo(eCCHOHATBHBIX MEPONPUITUN KBapTajbHas

34 | yrounenue uH(poOpMaIMK IO IPOBOJIUMBIM MEPOIIPUATHUSAM eXerogHas u 200,0

KBapTajbHas
00630p myOnukaruii npodeccuoHaIbHOMN MPEecchl
(exxeMecsyHO):

35 0TOOp, IPOCMOTP U aHAIN3 CTaTel B )KypHaJlax MecCs4YHas 450,0

36 | yreHme Marepuana MecsYHas 420,0

37 HamMcaHUe CTaThH MecsTaHas 400,0

38 c/laya B OTJeJ pa3MelnieHus nH(opMaluy Ha caifTe Mecs4YHas 10,0

39 | moaroroBka (peJakTUPOBaHUE) €KErOAHON CBOTHOM OJIMH OTYET 18900,0
CTaTUCTUYECKOM OTYETHOCTH CHEINAIN3UPOBAHHBIX
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6ubnuotek Poccuiickoit @eneparuu, pabOTAIOUINX C
MOJIOAEKBIO

40

OCYIIECTBICHINE MOHUTOPUHTA JEATSIILHOCTH
CHeIMaJIu3upOBaHHbBIX OMOIHoTeK Poccuiickoit
Ddenepanun, pabOTAIOIIMX C MOIOAEKBIO 171 BBO/IA B 0a3y
(e)KeMeCsIIHO)

oJHa
nHpopManus

105,0

IMpumeuanmue:

K HOpMC BpPCMCHU IIpHU COCTAaBJICHUU JOKYMCHTOB,

pPErIaMEHTUPYIOUIUX €SI TEIbHOCTD

pecnyOIUKaHCKUX, KPAaeBbIX U 00JIACTHBIX OMOIMOTEK, MPUMEHSIETCS OBBIIAMUNd Koddduruent 1,15;

- BpeMsi IPOBEICHUS JICKIMH, KOHCYJIbTAI[MH, TPAKTHKYMOB, CTQ)KUPOBOK, MIPAKTUKH, TPEOBIBAHUS

B KOMaHJIUPOBKE 1 IIPOBCACHUSA I/IH(bOpMaHI/II/I I10 €€ pe3yJibTaTaM B HOpMY BPEMCHH HE BXOIUT.

4.12. PaboThl HAYYHO-OPraHN3ALMOHHOI0 XapaKTepa

Taoauma 82

N o/

HaumeHnoBanue Impouecca, orncpanuu. Cocrasn pa6OTBI

Enununa
U3MEPEHUS

Hopwma
BPEMEHHU,
MUH.

2

3

4

[ToaroroBka U NMpoBEAECHUE TEOPETUYECKOM, HAYYHO-
IIPAKTUYECKON KOH(EPEeHIMH, TEeMAaTHYECKOTO CEMUHApA;
ITOMCK MEKIYHAPOIAHBIX CIELUAIUCTOB; COIIPOBOXKICHHE
MEXYHapOAHBIX CIIELUAINCTOB B KAYECTBE NIEPEBOIUNKA;
[IMCBbMEHHBIN NIEPEeBOJ] MHPOPMALIMIOHHBIX MaTEpUAJIOB C
PYCCKOIO Ha MHOCTPAHHBIE SI3BIKU

OmpeneneHne coctaBa OPrKOMHUTETa U YIaCTHUKOB
KOH(epeHIMH, ceMUHapa; GOpMHUPOBAHNE U YTBEPXKICHHE
MPOTpaMMBbl U TIPUTIIACUTEIHHOTO OMIIeTa;
OpraHU3alMOHHBIE MEPOIIPHUSTHUS; IOATOTOBKA K U3aHUIO
TE3MCOB; BRIPA0OTKA MPOEKTa PEKOMEH/IAITHIA;
(uHaHCOBO-X03HCTBEHHOE 00ecreueHre KOH(pEepeHIINH,
CEeMHHapa; aHaJIU3 U OIIEHKa padoThl KOH(EpeHIUH,
CeMHHapa; NOJBE/IEHUE UTOTOB

OJIHO
MEPOIPUSITHE

KonnyecTBo y4aCTHUKOB:

—

1-100

5670,0

101 - 150

7560,0

151 -450

9300,0

[ToaroroBka u npoBeEHUE CEMUHAPA, METOJUYECKOTO
JTHS, 3aceiaHus "Kpyriaoro croja, BeOuHapa

OmnpeneneHre y4acCTHUKOB, PyKOBOJIUTEIs, JIGKTOPOB,
JTOKJIQTYUKOB, CPOKA U MECTa IIPOBEICHHS CEMUHAPAa,
METOANYECKOTO0 JIHSI, 3aceqaHus "Kpyrioro crona",
BeOMHApa; omnpeieJieHne KOHTUHTEHTa YYaCTHUKOB;
pa3paboTka mporpaMMsbl; HHPOPMAIIHOHHOE 00ECTICUCHHE;
BbIpabOTKa MPOEKTa PEKOMEHAALINN; N3/IaHUE U pacChUIKa
MIPOTPaMMBI; pErHCTpaIis YYaCTHUKOB; TEXHUYECKOE
COTPOBOXKICHNE BEOMHApa: 00ECIICUCHHE dIIEKTPOHHOM

OJIHO
MEpONPHUITHE
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KOMMyHHKaTI/IBHOﬁ [jIonaaku, MOATOTOBKA IJICKTPOHHBIX
Mpe3eHTallHii, KOHBEPTHPOBAHUE MPE3CHTAINI Ha
ANIEKTPOHHBIC TUIAT(HOPMBI, TUCTAHIIMOHHAS HACTPOMKA
KOMITBIOTEPHOT'O 00OPYI0BaHUS CIyIIaTeNeH,
MpeIBapUTEIIbHOE TECTUPOBAHUE U BeICHUE BEOMHAPA;
aHaJM3 ¥ OIICHKAa CEMHHAPa, METOANYECKOTO JIHS,
3acenanus "Kpyrioro crona’, BeOuHapa

KommuectBo Y4aCTHHKOB:

1-50

1570,0

51-100

3980,0

101 - 150

6150,0

|||

151 - 450

8270,0

[ToaroroBka 3aceaHuii peIKOJIICTUH:

8 YTOYHEHHUE CPOKa U MIOBECTKHU 3aCEaHusl; 0TOOp OJTHO
MaTepraioB Uil 00CYKACHUS U MOATOTOBKA MX JUIS 3acelaHue
KOIIMPOBAHUS; ONPE/IEIIEHNE ONITOHEHTOB (PELIEH3EHTOB);
OIOBEIICHNE O 3aCeJaHUU WICHOB PEAKOJIICTHH; PACChLUTKa
MaTepUaJIOB 10 MOBECTKE 3aceaHus; 0(hOpMIICHHE
IPEI0KEHUH, BPICKA3aHHBIX YIaCTHUKAMH 3aCe/IaHHs

560,0

Opranu3zanus 3acejaHuil mpoOIeMHbIX KOMUCCHUH,
COBETOB, TBOPYECKUX KOJUIEKTHBOB:

9 OTIpe/IeTICHUE TIOBECTKH JHS i CPOKOB IPOBEICHUS OJTHO
3ace/laHusl, yTOYHEHUE COCTaBa yYaCTHUKOB; MOATOTOBKA MEpOTIPUSATHE
JOKYMEHTOB, OpPTaHU3aIMOHHBIC MEPOTIPUSITHS
(omoBemIeHre 0 3aceaHuH, TT0I00p MaTepUAJIOB);
o opMIIEHHE TIPOTOKOJIA B PEIICHUS

940,0

IMpumeuanmue:

- NPU NPOBEACHUU MEPONPHUATHI Ha MEXKIYHAPOJHOM YpPOBHE K HOPME BPEMEHHU IPUMEHSETCSA

noBbInarmui koadduuuent 2,0; Ha penepaabHOM ypoBHE - 1,85;

- B HOpMY BPEMCHH HC BXOAWUT BPCMs MMPOBCACHUA KOH(i)epeHHI/II/I, CEMHUHapa, MCTOANYCCKOrO OHA,
3accaaHus "prrnoro crona" u BpEMs, CBA3AHHOC C U3JJAHUCM MATCPHUAJTIOB KOH(I)epeHI_[I/II/I, CCMHUHapa.

4.13. PegakTupoBaHue pyKomnucei

Tabaunna 83
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
PenaktupoBaHye Hay4HBIX M METOJAMUYECKUX MATEPHATIOB
[IpoBepka u ucnpapieHNe PyKOIHUCH B ITPOLIECCE
MIOATOTOBKHU €€ K II€YaTh; yCTAaHOBKA COOTBETCTBUS TEKCTA
Hay4YHBIM U JIUTEPATYPHBIM TpeOoBaHUsIM, popme u
LIEJIEBOMY HAa3HAUYEHUIO U3/1aHUs, COIVIACOBAaHUE BHOCUMBIX
WCIIPABIIEHUH C aBTOPOM; JOpabOTKa PYKOIUCH:
1 penakTupoBaHre MOHOTpaduii, COOpPHUKOB HAyUHBIX OJIMH aBT. JIUCT 2840,0
TPYJOB, HAYYHBIX OTYETOB, MPAKTUUYECKUX OCOOMI
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PEIaKTUPOBAHUE METOAMYCCKUX MATEPHUAJIOB:
HHCTPYKTHBHO-METOIUYECKHUX IMUCEM, PEKOMEH TAIIHH,
KOHCYJIbTAIlMI, 0030pOB NIEATEIHHOCTH OMOINOTEK

OAHH aBT. JIUCT

2500,0

PEIaKTHPOBAHUE IOKYMEHTOB, PErIIAMEHTHPYIOIITUX
JeSTeNIbHOCTh OMOJIMOTEK: YCTaBOB, IMOJIOKCHHIA,
UHCTPYKIUI

OAHH aBT. JIUCT

2400,0

pelaKTUPOBAHHUE CTATUCTHYECKUX TaOIHII, YIETHBIX (OpM,
00pas1os

OJIUH aBT. JIUCT

1980,0

peIaKTUPOBaHKE MAaTEPHAIOB KOH(GEPEHIIHIA: JOKIAI0B,
COOOIIEHU

OAHH aBT. JIUCT

1050,0

Pacmmdposka aynuo3sanuceii (MaTepuanioB KOHGEPEHITUH,
COBEHIaHUN):

Ha0op TeKcTa ¢ ayauodaiina

OAHH aBT. JIUCT

2400,0

~

peIaKTHpOBAaHNE HAOPAHHOTO TEKCTA

OJHWH aBT. JIUCT

1200,0

KOHTPOJIbHOC PCAAKTHUPOBAHUC

OAHH aBT. JIUCT

120,0

PenaxktupoBanue nomynsapHoro 6ubimorpaduyeckoro
0COOHsI, PETPOCHEKTUBHBIX HAYYHO-BCIIOMOTaTEIbHBIX
yKazareJsei, 0030poB, CIIpaBoK, pedepaToB, aHHOTAIUH:

peIaKTHPOBAHKE TOMYJISIPHBIX OHOIMOrpadHuecKUX
MOCOOWH: TeMaTHUECKUX ONOIHOTrpaguuecKnx yKa3arese,
CIIPaBOYHUKOB

OAHH aBT. JIUCT

2640,0

10

PCAAKTUPOBAHUC PCTPOCIICKTUBHBIX
HAay4YHO-BCIIOMOTI'aTCJIbHBIX yKaaaTeﬂeﬁ

OAHH aBT. JIUCT

2100,0

11

pEeIaKTHPOBAaHHE aHATUTHYECKUX 0030pOB, CIIPABOK,
aHHOTAIUH, pedepaToB, CBOAHBIX pedepaTuBHBIX 0030POB,
JKCTIpecc-uH(pOpMaLUii

OAHH aBT. JIUCT

1080,0

12

penaktupoBaHue OnbIrorpaguuecKon 3aucH

OJHa 3a1uchb

4,6

13

KOHTPOJIbHOC PCAAKTHUPOBAHUC

OJHa 3aIIiCh

6,2

noBslIaromui kosppunuent 1,1.

4.14. Bcnomorare/ibHO-TeXHUYeCKas padora

HpnMeanne: Ipu pEeAAaKTUPOBAHUUN CMCHIAHHOI'0 TEKCTA K HOPMC BPEMCHHU IIPUMCHACTCA

Tabauua 84
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
1 O3HAKOMJIEHHE C MaTepHaioM OJINH 10,0
JIOKYMEHT
2 peNaKkTUPOBAaHUE MAaTEPUATIOB OIVH 12,0
JIOKYMEHT

noBbInAONMHA ko3 duuumenr 1,1.
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4.15. PabdoTa no opraHu3anyu TPyAa M yNpaBJeHUIO

Taoauna 85
N o/ HaunmenoBanwue nporiecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEPEHUS BpEMEHHU,
MHH.
1 2 3 4
[TnanupoBanue pabOThI
CO6op, aHanu3 UCXOAHOU MH(OpPMAIUK; OIpeIeTIeHUE OJIVH IIJIaH
OCHOBHBIX 33J1a4 r0/ia, YTOUHEHHE CPOKOB BBITIOJIHEHUS
3aJaHul, HaITMCaHUE OO0BICHUTCIHLHOMN 3aIMCKH;
MOITOTOBKA MPOEKTA IJIaHa K 00CYKICHUIO Ha BCEX
YPOBHSIX, TOpabOTKa MOCIe 00CYKIEHUS; IPEACTaBICHUE
IJIaHA HA COTJIaCOBAaHHUE M YTBEPKICHUE:
1 IU1aHa OMOJIMOTEKHU 6240,0
2 TJIaHa OTJIeJIa, CEKTOpa 2740,0
3 VHJIMBU1yaJIbHOTO TIJIaHA 370,0
ExxenHeBHbIN yueT pabOThl B CTPYKTYPHBIX
MOAPAa3ACIICHUSX
4 CTaTUCTUYECKUH YUET 3aCcaBIINXCs 0J1Ha 3aIlMCh 2,8
(mepeperucTpupOBaBIINXCS) YMTATEIICH
5 CTaTUCTUYECKUH y4eT KHUTOBBIJIa4, TOCEIEHUIN 0JIHA 3aIMCh 8,6
6 yueT nH(HOpMaAITMOHHO-0NOIoTpaguuecKkor padoThI IO OJlHA 3aITHCh 2,7
yCTaHOBJIEHHOU opMme
7 Y4YeT BBIINOJIHEHHBIX CITPABOK OJIHA 3aITHCh 2,7
E>xenneBHbIN yueT abOHEHTOB, nosb3yomuxcs MBA:
8 CTaTUCTUYECKUH y4eT aDOHEHTOB, nosib3yomuxcs MBA OJIHA 3aIUCh 2,7
9 CTATUCTUYECKUN YUET MOJTYYEHHBIX 3aKa30B, BbIJAHHBIX OJIHA 3aIT1Ch 9,8
JTOKYMEHTOB
10 CTATUCTUYECKU YUET 3aKa30B, IEPEHAIIPABICHHBIX B OJIHA 3aIT1Ch 2,7
npyrue 6uOINOTEeKH
11 | 3anuck utoru padotsl B "J[HEBHUK paOOTHI" OJIHA 3aIlMCh 3,2
no/ipa3iesieHrs OMOINOTeKH
12 | uHAMBUAYAJIBHBIN YUET: eKeTHEBHOE 3all0JIHEHUE JINCTKA OJIHA 3aIIUCh 2,7
ydeTa Tpy103aTpat WiK JHEBHUKA paboThl OMOIHoTeKaps
CBOJIHBIN CTATUCTUYECKUHN yUueT 10 OUOIHOTEeKE
Yucao yuraTenei, KHUTOBbIAAY, IIOCEIIEHUN 1 HHOM OJIHA 3aIMCh
WH(pOpMaIUY; TOJABECHNUE UTOTOB CTATUCTUYECKUX
MAHHBIX 110 OMOIHOTEKE:
13 MeCSII] 528.,0
14 | kBapran 792,0
15 ToJI 1080,0
Cratuctudeckuii yuet B pexume AC:
16 BBOJ] CTATUCTUYECKUX JAHHBIX C KOHTPOJBLHOTO JIMCTA OJIVH JIUCT 0,16
17 | cBOAHBIN CTaTUCTHYECKHH ydeT 1o OMbIuoTeKe (Yucio Ha MecA1l 120,0
yuTaTenel, KHUTOBBIAAY, MOCSIIECHUI U MHOU
nHdopmanun)
25.12.2025 Cuctema 'APAHT 172/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

ITonBeneHME UTONOB CTATUCTUYECKUX JTAHHBIX 1O
onobImnoTeKe:

Ha MCCsA1

18

MCECAL]

0,27

19

KBapTal

0,27

20

roj

0,27

CocraBiieHHE OTYETOB:

21

IIPUEM INIAHOBO-OTYETHBIX JJOKYMEHTOB OT CTPYKTYPHBIX
MIOAPA3ACIICHUN C IIPOBEPKOM MOJIHOTHI COCTABA,;
COCTaBJIEHUE CBOJIHOM TaOJIMIIbI OCHOBHBIX IOKa3aTesel

OJUH
JIOKYMEHT

13,0

CocraBicHHE aHAIMTHYCCKOIO0 OTYCTA: aHAIU3
NEeSATETLHOCTH MOAPA3CICHUI 1 OUOIMOTEKH, OTMETKA
W3MEHEHUS 3a r0J1, HallMCaHUE TEKCTa, MPEJCTAaBICHUE Ha
COTJIAaCOBAHUE M YTBEPIKICHUE:

OJWH OTYECT

22

otdeT OMOIIMOTEKH 3a T

3980,0

23

OTYCT OTACJA, CCKTOpA 3a I'oJl

1320,0

24

WHIVBUAYAIbHBIN OTYET 33 TOJJ

586,0

Cocrapiienre (MHAHCOBBIX OTYETOB 00 OILIATE MO BHJIAM
TJIATHBIX YCIIYT:

OJWH OTYECT

25

3a MecsI]

510,0

26

3d KBapTall

840,0

CocraBiieHue OTYETa JIUISL YATATENICH M HaCCIICHUS:

27

OIIpCACIICHUC CPOKaA ITPOBCACHUS OTUCTA, IIOBECCTKH JIHA,
OIIOBCHICHHUEC O JHC OTUCTA ‘{I/ITaTeHeﬁ, HAaCCJICHUA; BBIITYCK
CTCHI'a3€ThI, OQ)OpMHeHI/Ie IIpOTOKOJIA, 3aMEYaHuy 1
Hpel[JIO)KeHI/II\/JI QHTaTCHCﬁ, HaCCJICHU, COCTABJICHHUC I1JIaHa
X pcajin3alliu

OJIHO
MEPOIPHUITHE

1580,0

[ToaroroBka nporU3BOICTBEHHBIX COBEUIAHUI

Omnpenenenre NOBECTKH JIHA, Kpyra Y4aCTHHUKOB;
MIOATOTOBKA CIIPABKH, IPYTUX MEPOIPHUATHI, TPOEKTa
pEIIeHNs; OMOBEIEHNE YYaCTHUKOB COBEIIAHUS;
IIOITOTOBKA MTOMEILIEHUS:

OJHO
COBCIIIAHHEC

28

COBEINIaHNE paOOTHUKOB OMOIMOTEKHN

320,0

29

COBCIIAHHC pa6OTHI/IKOB oTacia

264,0

30

COBEIIAHHE 10 UTOTAM MPUHSTHIX PEIIEHUH C IENTbI0
OLICHKU UX PE3yJbTaTOB, TPOU3BOACTBEHHBIE COBEIIAHUS
10 UTOraM roja

OJHO
COBCIIAHHEC

27,0

31

OIIEPAaTUBHOE COBEIIAHUE (111 PELICHUs TEKYIINX
IIPOM3BOJICTBEHHBIX 33/1a4)

OJHO
COBCIIAHHUEC

22,0

Opranu3zannonHas (onepaTuBHasi) paboTa:

32

JOKYMEHTaJIbHOE 0(hopMIIeHHE pexuMa paboThl OT/Aea
(cocraBnenue rpaduka paboThl, OTIIYCKOB U APYTHX
JIOKYMEHTOB)

OJIMH
JIOKYMEHT

268,0

33

obecrieueHre KOHTPOJIS 32 BHITIOJTHEHUEM
MIPOU3BOJICTBEHHOTO 3a/IaHUsI U KA9YeCTBOM PabOThI

OJIHO 3aJJaHKE

4.4

34

obecrieueHre KOHTPOJIS 32 UCTIOTHEHUEM
yIPaBICHUYECKOTO PElIeHUs, IPUKa3a, YKa3aHUs
TMPEKTOPa, 3aM. TMPEKTOPa, 3aB. OTJEIIOM

OJIUH
JIOKYMEHT

8,8

35

3aKJIIFOYCHHUEC, TPOAJICHUC NOTOBOpa C (1)I/IpMaMI/I,
NpCANPUATUAMHA, OpTraHU3alsIMU, YaCTHBIMU

OJIUH JIOTOBOP

840,0
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MpeANPUHUMATEIISIMU
36 COCTaBJICHHE KAJIbKYJISIIIMU 1IEH Ha TJIaTHBIE YCIYTH OIH 3340,0
JIOKYMEHT
37 BBIITMCBIBAHUE CUETa, KBUTAHIIUHN OIVH 13,4
JIOKYMEHT
38 | cBepka OIIaThl CUETOB OJIUH 13,8
JIOKYMEHT
Jlenonpon3BoICTBO:
39 MPUEM U PETUCTPALUS BXOIAIECH KOPPECTIOHICHITUN OIVH 5,6
JIOKYMEHT
40 obecrieueHre KOHTPOJIS 32 CBOCBPEMEHHBIM HCTIOJHEHUEM OJVH 5,6
JIOKYMEHTA JIOKYMEHT
41 cUCTeMaTu3alys U MOJIIIMBKA UCTIOJIHEHHBIX IOKYMEHTOB OINH 5,6
B COOTBETCTBUU C HOMEHKJIATYpOH eI JIOKYMEHT
PaGora B pexxume AC:
42 perucTpanus BXoAsIIel KOppeCcoHACHIIMN: BBOJ B 0a3y OJIHAa KapTO4yKa 7,6
JAHHBIX KOHTPOJIbHOW KapTOUYKH (/1aTa MOCTYIICHUS,
MHJIEKC TOKYMEHTa, KOPPECIOHICHT, J1aTa, UHIEKC
MOCTYIUBIIETO TOKYMEHTA, KPaTKOE CO/IepKaHUE,
PE30JTI01IMSI, KOMY HaIllpaBJIcH)
43 obecrnieueHre KOHTPOJIS 32 HCIIOJIHEHUEM JIOKYMEHTA: 0JIHA 3aITUCh 4,6
BBIBOJI Ha 3KpaH KOHTPOJIbHON KapTOUYKH, BBOJI B HEE
nHbopMaHy 00 UCIIOJTHEHUN

BpCMCHH HC BXOJHUT.

4.16. O0cay:;kuBaHue yAaJeHHBIX M0Jb30BaTeeil

[Ipumeuanue: BpeMsl IPOBENEHUS OTUYETA ME€PE] YUTATEISIMU, HACEICHUEM, COBEILIAHUN B HOPMY

Taoauma 86
N n/n HaumenoBanue npouecca, onepauuu. CocraB paboTh Enununa Hopma
U3MEPEHUS BPEMEHU,
MUH.
1 2 3 4
Perucrpanus nonas3oBarenei B peKUMe OHJIANH:
1 MIPOBEPKA 3aMKCH MOJIH30BATENS B OMOIHOTEKY OJVH 1,0
10JIb30BATEIb
2 00paboTka 1 BBOJ (paMUJITNU, UMEHH, OTYECTBA OJINH 2,5
IIOJIB30BATENA U apeca ero 3JIE€KTPOHHOU MOYThI 3JIEKTPOHHBIN
bopmy1sip
3 COCTAaBJICHUE MTHChMa C YKa3aHWEM JIOTHUHA U OJTHO 2,5
CIC€HEpPUPOBAHHOI'O CUCTEMOM MapOJIs, IPUKPEIUICHHUE 3JIEKTPOHHOE
WHCTPYKIUU MTOJIB30BAaHUS U OTIPABKA €0 10 MIACBMO
9JIEKTPOHHOM 10YTE I10JIb30BATEIIO
OO0cimyXuBaHKE MOJIb30BaTEIICH B PEKMME OHJIANH:
4 KOHCYJIbTALUS 110 UCIOJIb30BAaHUIO0 UHTEPAaKTUBHOU b/I oaHa 5,0
KHUT KOHCYJbTalUs
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5 CONPOBOXKJICHUE BUPTYaJIbHOW KHUTOBBIJAYH: OJUH 3aKa3 7,0
(dhopMHpoBaHHe 3aKa3a Ha BUPTYAJIbHOM KHIDKHOM MOJIKE
6 BbIrpy3Ka U3 AC HOBBIX IIOCTYIJIEHUH 32 ONPEAEICHHBIN oJuH (paiin 5,0
MEepPHOJ] BPEMEHU B BUJIE YKa3aTelsi HOBBIX MOCTYIIJICHHMA
(YHII)
7 pa3MelIeHne HOBBIX MOCTYIJICHUM TOKYMEHTOB Ha CaiiTe onuH (aitn 1,5
OUONIMOTEKH: CO3/1aHUE 3ar0JI0BKAa aHHOTAIHH
npukperieHue ¢aiina(oB)
8 pacchlIKa Mo 3JIEKTPOHHOM MOYTE YJaJIE€HHbIM OIHO 1,5
MOJIb30BATENSIM UH(OPMAIIMH O HOBBIX MOCTYIICHUAX AIIEKTPOHHOE
JIOKYMEHTOB MUCHMO
9 nH(OPMAIIMOHHOE COMPOBOXKICHUE CaiiTa, mopTana u OJIHO 1,5
CTpaHUIl B COLIMAJILHBIX CETAX: CO3/IaHHE 3ar0JIOBKA cool1eHne
AHHOTAIIMU TPUKpETIIeHne (aiiaoB
PaGora ¢ calitoM oTznena OUOINOTEKH
Pabora ¢ HOBOCTSIMHU OTJeNa:
10 | moaroroBka MaTepuana K myoIuKanuu (mpecc-penus, OJVH 1050,0
IIOCT-PEJIN3, CTaThsl) N€YATHBIN JIUCT
11 pa3MenieHre HOBOCTH Ha CaiTe OJIHAa HOBOCTH 10,0
12 | pa3menieHrne HOBOCTU B COLMAIbHBIX CETAX OJIHa HOBOCTb 10,0
13 | oTmpaBKa HOBOCTHOTO COOOIEHHUS I pPa3MEIICHHUS Ha OJIHO 10,0
caiiTax mapTHEpOB cool1eHune
14 | nonbop WILIOCTpaLUK K HOBOCTU OJIHa 5,0
WJUTIOCTPAIHS
Pabora ¢ dororanepeeii otaena:
15 (dhoTocheMKa olHa ChEMKa 30,0
16 | moxbop dororpaduit oJHa 3,0
dboTorpadus
17 | o6paboTka pororpaduii c TOMOIIEI0 TrPadhUIECKOTO OJIHa 15,0
penakTopa dororpadus
18 co3manue (oToranepeu OJIHa 15,0
dotoranepes
19 | noGaBnenue noanucei k pororpadpusm OJlHa 2,0
¢dotorpadus
Pabota ¢ mOTHOTEKCTOBBIMU MaTepHUaIamMH,
O6unbarorpaguuecKuMy COMCKaMH Ha caiTe:
20 | popmarupoBaHHe MaTEPHAIIOB Ul MyOIUKaUK (IEPEBOl | OAMH MaTepHal 20,0
B Jpyrue (GopmMartsl, JeJIeHHe MaTepraia Ha 4acTu)
21 no0aBJeHHEe OMMCAHUS K MaTeprany (aHHOTalus, OJIMH MaTrepual 10,0
KiroueBbie cioBa) - 1000 3HakoB
22 | 3arpy3ka Marepuajla Ha BHEIIHUN CalT OJIMH MaTepua 15,0
23 O0OHOBJIEHHE CITUCKA MyOIMKAIMA COTPYTHUKOB OTEa oJIHa 2,0
oubnuorpaduu
€cKasl 3aIl1ch
PenaktupoBanne n 0OHOBICHHE HHPOPMAIINH HA CAUTe:
24 | perakTHpOBaHHE MaTEPHUAJIOB OJIHA 3aIIUCh 2,0
Coznanne GopMbI JIEKTPOHHBIX OMIPOCOB (IKCITPECC-
OIPOC, OHJIAHH aHKETUPOBAHHUE):
25 CO3JIaHME U Pa3MeIIeHUE BOIPOCOB HA CATe OJMH BOIIPOC 6,0
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26 | cozmaHue CTpaHMIIBI Opoca U Jo0aBJIeHHE KOJa ¢ caiTa 0JIHA CTpaHuIA 15,0
CozlaHne HOBBIX pa3ZiesioB HA caiiTe:
27 | co3ganue OJIVH pa3jien 15,0
PenaktupoBanue u 00HOBIIEHUE HHPOPMAITIOHHOTO
KOHTEHTA Ha caiiTe:
28 | perakTHUpOBaHME CTaTEH, pa3MEIICHHBIX Ha caiiTe 0JIHa HOBOCTh 10,0
29 | mouck u oT60p MHGPOPMALIUH [T PETAKTUPOBAHUS 20,0
cratuctuyeckou bJ]
30 oOHoBIcHUE 3anuceit b/ OJIHA 3aIliCh 5,0
31 BHECEHHE HOBBIX 3amnuceid B b/[ 0JIHA 3aIUCh 10,0
O6paboTka TOKYMEHTOB JJIsl 3arpy3KH Ha CailT:
32 | penaktupoBaHue U HOpMATUPOBAHKUE TEKCTA JOKYMEHTA OJINH aBT. JIUCT 60,0
33 | KOHBEepTUPOBaHHUE JOKYMEHTA U3 OJHOTO opmara B OJIUH 10,0
npyroit popmat JIOKYMEHT
34 | 3arpy3ka Ha BHEIIHHE PECYypChl OJIH 15,0
JIOKYMEHT
35 | pa3melieHue Ha caidTe OT/ea OJINH 10,0
JIOKYMEHT
3anojaHeHue CTPAHMIIbI OT/EJAa B COLUAIbHBIX CETAX!
36 | mouck u 0TOOp HOBOCTEH Ha BHEIIHUX pecypcax 0JIHa HOBOCTb 24,0
37 COCTaBJICHHE aHHOTAIIMH K HOBOCTSIM 0JIHA HOBOCTbH 15,0
38 | pa3menieHue MocTa Ha CTPAHMIIE OTIENa 0JIHa HOBOCTh 5,0
4.17. Onpenesienne KHUTo00ecne4eHHOCTH Y4e0OHOro npouecca B 0aze 1anubix AC
Ta6auna 87
N n/n HaumenoBanue nporiecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEPEHUS BpPEMEHH,
MUH.
1 2 3 4
1 TIOUCK OMpPEIeIEHHON JUCIMIUIMHBI y4eOHOTO Tpoliecca B OJIHa 1,0
moayne "Kuuroobecrne4eHHOCTR" JVCHHUIIIINHA
2 nouck B 0aze naHHbIX AC JOKYMEHTOB, MOIXOISAIIUX JIJIsI oJHa 10,0
BBIOpAHHOW TUCIUIUIMHBEI (OCHOBHOM CIIHUCOK), B PEXKUME JTUCIUILTNHA
MIPOCTOr0 U PaCIIMPEHHOI0 MOUCKa
3 IIPOCMOTP KaKAOI'0 JOKYMEHTA 10 BCEM ITapaMeTpam s OIVH 60,0
ornpezeneHuss HE0OXOAUMOCTH BKIIOUEHHSI €T0 B CIIUCOK, JIOKYMEHT
0TOOp BHIOPaHHBIX TOKYMEHTOB (J100aBIeHUE K
MMEIOIIMMCS TIOJISIM €111 OTHOTO TMOJIs " MUCIuIIInHA ')
4 MIPUCOEANHEHNE OTOOPAaHHBIX JOKYMEHTOB (OCHOBHOM OJIHa 5,0
cncok) B Moayie "Kuauroobecne4eHHOCTh" K JUCLUIUIMHA
ONPEACICHHON AUCIUTINHE

5. TunoBble oTpacieBble HOPMbI TPY/AA HA PadOThl, BHINOJIHAEMbIE B IeTCKUX, DHOIIECKHX
Oudsmorekax, B oudsamorexkax HUU, odpazoBare/ibHbIX yUpexkaeHUil (HA OCHOBE
ABTOMATU3HPOBAHHBIX CHCTEM YIIPaBJIeHHUs NMPOLECCAMHU)
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5.1. KomniiekToBanue (hoHI0B

Tadauuna 88
N o/ HaunmenoBanue nporecca, onepanuu. CoctaB paboThl Ennuuna Hopma
U3MEpEHUS BpEMEHHU,
MUH.
1 2 3 4
1 npueM u oToop 171t HOHAOB HOBBIX TOCTYILICHUH, OJVH 3,6
IIOJIYYEHHBIX 110 COMPOBOIUTEIBHOMY JOKYMEHTY - JIUCTY JIOKYMEHT
rOCy/IapCTBEHHON PETrUCTpalluu
2 TeXHUYECKass 00pabOTKa JOKYMEHTOB OIVH 4.5
JIOKYMEHT
3 BBOJI IOKYMEHTOB B 6a3y naHubIx (bJ1) OJIUH 4,5
JIOKYMEHT
5.2. bubauorpaguyeckoe onucaHue u MHAEKCHPOBaHNe JOKYMEHTOB
Ta6auna 89
N /i Haumenosanwue mporniecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
MU3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
1 dbopmupoBanue 6ubimorpaduIeckoi 3anucy Ha 0J1HA 3aIllCh 18,0
JOKYMEHTBI Ha PYCCKOM SI3bIKE (OmucaTenpHas
KaTaJoru3anus)
2 ¢bopmupoBanue 6ubimorpaduyeckoi 3anucu Ha OJIHA 3aIlNCh 27,0
JIOKYMEHTBI Ha MHOCTPAHHBIX €BPOTIEHCKUX S3bIKAX U
s3p1kax HapooB Poccuiickoit denepanuu, kpome
pycckoro (onucaTtenbHas KaTajJoru3aius)
3 MHJIEKCUPOBaHUE JIOKYMEHTOB (COJIepKaTeNIbHAs 0JIHA 3aIlMCh 18,0
KaTaJoru3arusi)
5.3. Pabora ¢ kaTajoramm
Taoauma 90
N n/n HaumenoBanue npouecca, onepanuu. CoctaB paboTh Enununa Hopma
U3MEpEeHUs BpEMEHHU,
MUH.
1 2 3 4
IToaroroBurenbHas pabora:
1 pa3zbop KapToYeK AJisi paCCTaHOBKH B aJi(paBUTHbBIE OJIHA KapTO4YKa 0,5
KaTaJIor'u
PenaktupoBaHue reHepaibHOTO aJipaBUTHOTO KaTaJlora: 0JIHa KapToyKa
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2 Karajsor - ctapbii pan (1o 2000 roma) 1,0
3 KataJyor - HoBbIi psa (¢ 2000 roma) 0,5
4 KaTaJIOT - UHOCTPAHHBIC EBPOICHCKUE A3BIKU U SA3BIKU 1,0
HapojoB Poccun, kpome pycckoro
5 pa3bop KapToYeK /Jisi paCCTAHOBKHU B CHICTEMaTHYECKUE 0JlHa KapToyKa 0,3
KaTaJIoru
6 pelakTupoBaHue ['eHepaIbHOTO CHCTEMATUYECKOTO OJlHa KapToyKa 0,5
karazora (I'CK)
7 pelakTUpOBaHKUE opurnHai-Makera b3 Ha oJlHOYACTHBIE OJlHa KapToyKa 0,3
JIOKYMEHTOB
8 pelakTUpOBaHKUE OpUrMHai-Makera b3 Ha MHOroYacTHbIE OJlHa KapTo4yKa 0,45
JTOKYMEHTOB
9 pelaKTUpOBaHKE 3anuceil Ha equHuIlbl Xpanenus B [10 no OJlHAa 3aIliCh 5,4
M3BEUICHUSIM O BHECEHUU U3MEHEHUH B KaTaJIOTH,
MOJIYYeHHBIMH U3 TexHoJoruueckoro otnena (TO)
PengaktupoBanue Gubnmorpadpudeckux 3amnuceit (b3) 0J1HA 3aIlMCh
(xoHTpONBHBIE MO (hopmara u Tekcta b3):
10 | pemakTupoBaHHE KOHTPOJIbHBIX MOJIeH hopmara 5,4
11 | penaktupoBanue Tekcra b3 5,4
12 | penaktupoBanue 6ubnuorpaduueckux 3anuceit (b3) B [10 OJIHA 3aIIUCh 5,4
(BBenenue nnaexkcoB bbK B b3)
13 ¢dbopmupoanue b3 B 10 ¢ ncnonb3oBaHnreM CBOJIHOTO OJIHA 3aIUCh 12,0
karasiora Poccuiickont @enepanun
14 penaktupoBanue b3 Ha MHOroyacTHble JOKyMeHTHI B [10 OJIHa 3aIliCh 12,0
5.4. Padora c ¢ponom
Taoauma 91
N n/n HaumenoBanue npouecca, onepauuu. CocraB paboTh Enununa Hopma
HU3MEPEHUS BpEMEHHU,
MUH.
1 2 3 4
[ToaroroBurenpHas padora:
1 MOATOTOBKA pabovMx MecT; opraHu3aius padouero Mecta: | OJgHO pabouee 5,0
MOAKITI0UeHHEe KoMItbioTepa, Bxoa B OPAC, npoBepka MECTO
3JIEKTPOHHOM MOYTHI, PACCHUIKA OTBETOB Ha 3aIIPOCHI;
MOATOTOBKA 3aJ1a K pa0oTe: OpraHu3anusi pabounx MecT
yuTaresel, BlaxkHas 00paboTka MOHUTOPa KOMITBIOTEPA,
CTaHIIMM CaMOOOCITY>)KUBaHUsI, MOHUTOPA JIEKTPOHHOTO
KaTaJiora, pacCTaHOBKa (pa3MelleHrne KHIKHOTO MacCHBa,
C/IaHHOTO TOCJIe NMPEeABIAYIIEro pabovero JHs, Ha MOIKaxX
OTKPBITOTO JJOCTYIA), 03HAKOMJIEHUE C MEPUOTUKOM U C
HOBOCTSIMHU B ceTn "MHTepHer"
2 MOJIy4YEHUE JOKYMEHTOB C BHICTABKM HOBBIX MOCTYIIJICHUI OJIHA MMapTHUs 16,0
(npu yuyactue 4-X 4enoBeK) (100
JTOKYMEHTOB)
3 IIpUEM HOBBIX NTOCTyIIeHH! B [IporpamMme nepenauu; OJlHA ITApTUSsL 12,0
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CBEpKA HAJIMYM KHUI B ITAPTUU C CONIPOBOAUTEIBLHBIM (100
JIOKYMEHTOM JJOKYMEHTOB)
O06paboTKa HOBBIX MMOCTYIICHUN
4 [TepBuuHBIil pa300p HOBBIX MOCTYIJICHUH; TPOCTABIICHUE OJlHa MapTUs 26,0
LITEMIIENS Ha TUTYJIBHOM U 17 cTpaHuLax KHUTH; (100
aKTUBALIMA U PEJaKTUPOBAHUE B DJIEKTPOHHOM KaTaJlore; JIOKYMEHTOB)
1e4aTh NHBEHTApHOIo N U IPUKIEUBAHUE PAIUOMETKHI
(eTMHUYHBIE YK3EMILISIPHI)
5 Pa36op 10KyMEHTOB JJ1s1 OTIpeIeIICHUSI PACCTAHOBOYHBIX OIVH 1,0
mmdpos JIOKYMEHT
6 [IpenBaputenbHas cucTeMaTu3alus JOKYMEHTOB OIH 1,0
IpyNIoBoi 00pabOTKHU AJIsl ONPEACTICHHUS TOJTOYHOTO JOKYMEHT
UHJIEKCa
HIndpoBka T0KyMEHTOB: OJIUH
JIOKYMEHT
7 ¢ neyms mmdpamu (1- "BupTyanbHbnii") 1,0
8 0e3 mudpa 1,8
9 JIOCBUIBI 3,6
10 | BBOg mudpa 0,5
IudpoBka JOKYMEHTOB IpyNIOBOH 00pabOTKU: OJIMH
JIOKYMEHT
11 MpeABapUTEIIbHAS CUCTeMaTH3alusl (BBOI HHEKCA 1,0
otpacyu 3HaHus 1o tabnuuam bBK B OK)
12 JeTanbHas CUCTEMaTU3anus (BBOJI ITOJIOYHOTO UHICKCA 1,0
BBK B OK)
13 00paboTKa JOKYMEHTOB Ha HHOCTPAHHBIX €BPOMEUCKIX OJVH 3,6
sI3bIKaX JIOKYMEHT
14 | oOpaboTka JOKYMEHTOB Ha HAIMOHAJIBHBIX SI3bIKAX OJIUH 4,5
HapoJoB cyObekToB Poccuiickoii Penepanyu JJOKYMEHT
15 | npuem u obpadotka nokymenToB X VIII - XIX BB. OIVH 8,0
JIOKYMEHT
16 | npuem 1 00pabOTKa OTEYECTBEHHBIX EPHUOUUECKUX OIVIH 1,8
n3nanui u3 3TIN JOKYMEHT
17 | npuem u 00pabOTKa HUHOCTPAHHBIX MEPUOJUUECKUX OJIVIH 1,8
n3nanui u3 3TIN JOKYMEHT
18 | mepemmdpoBKa TOKYMEHTOB OJIMH 27,0
JIOKYMEHT
19 | BBog Oap-koaa nokymeHnta B DK OJIMH 2,6
JIOKYMEHT
20 | mepenavya JOKyMEHTOB Ha sipyca @b B nucneruepckoii OJlHa apTus 26,0
IIporpaMme (100
JJOKYMEHTOB)
O6cnyxuBanue ynrareneit u abonenton B Ob:
21 BBITIOJTHEHUE TPeOOBaHUH, MOCTYMUBILINX IO OJIHO 1,0
JIEKTPOHHOMY 3aKazy TpeboBaHuE
22 | B3aMMOpacueT CO CTPYKTYPHBIMH NOAPA3IEICHUSIMH OJIHA MapTus 14,0
OnbIMoTEKN (100
JIOKYMEHTOB)
23 paboTa ¢ 3aI0JKEHHOCTHIO: COCTABJICHHE 1O 0aze OJIMH 1,8
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YUTAIBLHOTO 3aJ1a CIIUCKA 33]J0JDKHUKOB; COCTaBJIICHHE T10 JOKYMEHT
0a3e HeHTpalIbHOI KadeaAphl CIIUCKA 3a/I0JKHUKOB;
BBIJICJICHUE U3 OOIIEro CIUCKA 3a/10JKHUKOB OMOIMOTEKN
3aJI0JKHUKOB; €KETHEBHBIN KOHTPOJIb TOJKHUKOB C
HaIllOMUHAHKUEM O HEOOXOJIMMOCTH BO3BpaTa 3aJepKaHHBIX
KHUT; aHaJIn3 3P PEKTUBHOCTH MPOJICIaHHON pabOThI
ObecneueHne COXpaHHOCTH (POHIOB!
24 | moAroTOBKa JOKYMEHTOB Ha MUKPO(PHUIBMUPOBAHKUE U OJVH 5,4
CKaHMPOBAHUE JIOKYMEHT
25 | mepenava JOKYMEHTOB Ha MUKPO(QHIEMUPOBAHHE U OJIHA MapTus 16,0
CKaHMPOBAaHUE (20
JJOKYMEHTOB)
Caepka doHzaa ¢ 3IeKTpoHHBIM KaTaorom (DK): OJIH
JOKYMEHT
26 OJIHOYACTHBIE JOKYMEHTBI 1,8
27 | MHOrO4acTHbIE JOKYMEHTBI 3,6
28 | mpoBepKa JOCTyMa K 3JIEKTPOHHOMY pecypecy OJIUH 5,4
JIOKYMEHT
5.5. CnpaBouHo-0ubauorpaduyeckoe 00Cay:;KuBaHue
Tabauua 92
N /i Haumenosanwue mporniecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
U3MEpEHUs BpPEMEHH,
MUH.
1 2 3 4
Brimonnenue ycTHbIX Oubnmorpaduyeckiux CrpaBokK:
1 MO/ITOTOBKA pabo4MX MecT €)KEJTHEBHO 13,0
2 €KEHEBHBIM CTATUCTUUYECKUN YUET eXeJHEBHO 13,5
CIpaBOYHO-OMOIMOTpadUuIecKoro 0OCTyKUBAHUS
yuTareseu
3 M3Y4YE€HHUE OTPULATENIbHBIX OTBETOB Ha €KETHEBHO 13,5
6ubnmorpaduueckre 3ampockl ¢ IENbI0 BRIIBICHUS Opaka
4 IIpHEM 3arpoca Ha BhINOJIHEHHE Onbauorpaguueckoi OJIMH 3aIpoc 10,0
CIPaBKHU
5 oopMIIeHHE KOHTPOJILHOTO JIUCTKA MOJIh30BATENS OJVH 1,0
M0JIb30BaTENb
6 TeMaTu4eckasi ycTHasi Oubnuorpadudeckas cpaBka OJIHAa CIIpaBKa 17,0
7 aJipecHasl yCTHas CIpaBKa OJIHA CTIPaBKa 8,0
8 yTOUHsIOIas ycTHas Oubauorpaduyeckas crpaBka OJIHA CIIPaBKa 18,0
9 (dakTorpaduyeckas yctHas oubimorpadudeckas crpaBka OJTHA CTIPaBKa 15,0
10 | opueHTHpYIOIIast KOHCYIbTAIUS oJHa 6,0
KOHCYJIbTaIHsI
11 o6ubnuorpaduueckas / pakrorpaduyeckas cupaBka Mo OJlHa CIIpaBKa 12,0
TenedoHy
BrinonHenne nucbMeHHbIX OnOrorpaduyecKux CIpaBoK:
12 | mpuem u perucTpaius NTMCbMEHHOTO 3a1poca B OJIMH 3aI1poc 3
25.12.2025 Cucrema 'APAHT 180/190



ITpuka3 Munuctepcrsa KynbTypbl P® ot 30 nekabpst 2014 r. N 2477 "O06 yTBepKACHUH TUIIOBBIX OTPACIEBBIX HOPM TPY/Ia. ..

OpraHU3alMOHHOM IPyIIIe
13 JMCTIETYepU3alIMsl TMCbMEHHBIX 3arpocoB B rpynne CbO €XKETHEBHO 60
14 | peructpanus 3amnpoca B KypHaJjle yuyeTa MMCbMEHHBIX OJIHA 3aIIUCh 3
cripaBok rpynmbsl CbO
ITuceMenHas TeMaTuyecKkas CpaBKa:
15 | rematnueckas cupaBka 1-0il CTENEHU CIOKHOCTH: 110 25 OJIHa CIpaBKa 1200,0
Ha3BaHUH, C IPOCMOTPOM OMOIHOTPAPUIECKUX
HCTOYHUKOB
16 | TemaTuyeckas crpaBKa 2-0il CTEIIEHH CJIIOKHOCTH: CBBIIIIE OJlHa CITpaBKa 2900,0
25 Ha3BaHMIA, C TPOCMOTPOM OMOIHOrpadUIeCcKuX U
TEKCTOBBIX HCTOYHHKOB
17 | nuceMeHHas yrouyHstomas oubnuorpaduueckast cripaBKa 0JIHa CIpaBKa 360,0
18 MUCbMEHHAs aJipecHas CIpaBKa OJlHa CITpaBKa 120,0
19 | nucemenHas ¢akrorpaduyeckas crupaBka 0JIHAa CIpaBKa 360,0
20 | mUCHbMEHHBIE KOHCYJIbTAIIMH: TEMaTHUYeCKas OJlHa 480,0
KOHCYJIbTAIlMsl, KOHCYJIbTAIUs-KIUIIIe KOHCYJIbTAIIHSI
PenaktupoBaHye BbINOJIHEHHBIX MMCbMEHHBIX CIIPABOK:
21 aJpecHas MUCbMEHHAas CIpaBKa OJlHa CITpaBKa 9,0
Temarnueckasi IMCbMEHHAs! CIIPaBKa: 0JIHA CIpaBKa
22 1-11 cTEIeHH CI0KHOCTH 18,0
23 2-H CTENEHH CJIOKHOCTH 48,0
24 YTOYHSIOIIAsI MMCbMEHHAs ClIpaBKa OJlHa CITpaBKa 8,0
25 | dakrorpaduueckas TUCbMEHHAsI CIIpaBKa OJIHa CIIpaBKa 8,0
26 | peructpaiys BHIIOJHEHHONW NMCbMEHHON CIIPABKU B 0J1HA 3aIlMCh 3,0
rpynne ChO B )xypHalie ydeTa MHUCbMEHHBIX 3alIPOCOB
27 | peructpaiys BHIIOJHEHHONW NMCbMEHHON CIIPABKU B OJIHA 3aIIUCh 2,0
opranuzanronHon rpynne CbO
28 | opopmieHue u nepenaya/oOTIpaBICHHE OTBETA 3aKA3UNUKY OJIMH 3a1IpocC 12,0
BuptyanpHas cripaBoyHas ciryxo6a:
29 | BUpTyanbHasl TEMaTU4ecKas ClpaBKa 0JIHAa CIIpaBKa 18,0
30 | BUpTYyasnbHas agpecHasi CopaBKa OJIHA CIIPaBKa 7,0
31 BUpTYyaJIbHasl YTOYHSIOIIAs ClIpaBKa OJIHA CIIPaBKa 18,0
32 | BUpTyaJbHAasi OPUEHTUPYIOIIAs CIpaBKa 0JIHa CIIpaBKa 6,0
33 oopmieHHEe OTBETa Ha 3apOC YUTATEIs OJIHO ITHUCBMO 6,0
34 | nomoJHEeHHE apXuBa BHINOJIHEHHBIX clipaBok ('baza OJ/IHA CIIpaBKa 11,0
3HaHUM")
35 | ckanupoBanue 1okyMeHTOB U3 ¢hoHa0B ChO mo 3akazam OJIHA CTpaHUIIA 3,0
10JIb30BaTENEN
Koncynpranuu: o1Ha
KOHCYJIbTaIHsI
36 METOIMYecKast 10,0
37 TeMaTHIeCcKast 10,0
38 | mokanbHas KOOpAMHAIMS U AUCIIETUYEPU3ALIMS BBIIIOJHEHUS | OJIHO MUCHMO 12,0
BUPTYaJIbHBIX CIPABOK
bubnmorpaduyeckoe o0yueHune nonb3oparesei
Koncynbranuu: oJHa
KOHCYJIbTaIHsI
39 METOIMYecKas 10,0
40 TeMaTHIeCKast 15,0
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41 | moaroroBka Oubnuorpaduyeckoro 063opa 1o METOIUKE oJIH 0030pa 2400,0
dhopmupoBanus 6ubauorpaduuecKon 3amucH, paboThl C
Katajoramu, On0IrorpagmueCKUMHI UCTOYHUKAMU
(dhopMUpOBaHUs CIIMCKA JIUTEPATYphl K HAy4YHOU paboTe

42 | mOATOTOBKA U MpOBeACHHE OubIMorpadguaeckoro od63opa onuH 0030pa 480,0
110 METOJIUKe OMOIMOTrpadUuecKOro ONMUCaHUs

43 | mpoBeaeHUE IKCKypCcuu 1o HoHIAaM U 0JIHa 480,0
cpaBo4HO-OnbOIMorpaduaeckomy amnmapaty (CbA) [IBC IKCKYpCHUS
Benenwne cipaBouH0-0nOIMorpadnyecKkoro amnmapara:

44 | BeneHue apxuBa BBIIIOJHEHHBIX CIPABOK B AJIEKTPOHHOM OJlHa CIpaBKa 8,0
pexume

45 | BBog KapToTek B B/ 0JIHA KapTOUYKa 6,0
BricTaBounas pabora: 0JlHA BBICTABKa

46 | pa3paboTKa MmiiaHa OPTaHU3AIMH U YIKCTIOHUPOBAHHUS 2160,0
TEMaTH4eCKON BBICTABKU

47 | mOArOoTOBKA COMPOBOJIUTENBHON JOKYMEHTALIUU K 360,0
BBICTaBKE, STUKETaXKa

48 MOHTAQX BBICTaBKH 480,0

49 JIEMOHTAXK BLICTaBKU 240,0

I[Ipumeuyanue: mpu paboTe C AOKYMEHTAaMH Ha WHOCTPAHHBIX €BPONEHCKHUX SI3BIKAX M S3bIKaX
HaponoB Poccuiickoit denepanuu, KpoMe pyccKOro, K HOpMaM BPEMEHH NPHMEHSETCS TOBBIIAIOIINIA
koo dunument 1,15.

5.6. HoTHble M31aHUS M 3BYKO3aIUCH

Ta6auna 93
N n/n HaumenoBanue nporecca, onepanuu. CoctaB paboThl Enununa Hopma
U3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4
dopmupoBanue OubnrorpaduIecKoi 3anmucu:

1 Ha rPaMIUIACTUHKHU Ha PYCCKOM SI3bIKe (OnucaTeabHast OJIMH JTUCK 140,0
KaTaJoru3anus)

2 Ha I'PaMIUIACTUHKU HA THOCTPAHHBIX €BPOIEHCKUX SA3BIKAX OJIMH JTUCK 180,0
U a3b1kax HapoaoB Poccuiickoi denepannu, kpome
pycckoro (onucaTenbHast KaTaaoru3alus)

3 Ha ayJM0 KOMIIAKT JIHUCKE HA PYCCKOM SI3bIKE OJIMH JTHCK 160,0
(omucaTenpHas KaTajgoru3aius)

4 Ha ay10 KOMIIAKT JUCKE HA MHOCTPAHHBIX €BPOIEHCKUX OJIMH JTUCK 220,0
sI3pIKaX M si3bIkax Hapo10B Poccuiickoit @enepanuu,
KpPOME PYCCKOTO sI3bIKa (onucaTeabHasi KaTaloru3anus)

5 Ha MY3bIKaJIbHOM KOMITAKT JUCKE (OMmucaTenbHas OJIVH JTHUCK 480,0
KaTaJ0Tu3a1usl)

6 Ha HOTHBIE U3/1aHUs HA PYCCKOM SI3bIKE (OMHcaTeNbHas OJUH 132,0
KaTaJjoru3anus) JIOKYMEHT

7 Ha HOTHBIE W3/1aHNS] HA MHOCTPAHHBIX €BPONEHCKHUX OIH 140,0
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sI3bIKaX M si3bIKax HapooB Poccuiickoit @enepanuu, JOKYMEHT
KpOMe pyccKoro (onucaTenbHasi KaTaJoru3aius)
CrpaBouHo-0ubmorpaduieckoe o0CTyKUBAaHUE B
YUTAJIBLHOM 3aJie
Brimonnenue yctHol 6nbnnorpaduyueckoit cipaBku:
8 MIPHEM 3arpoca Ha BHIMOJTHEHHE OnbIuorpaduaeckoi OJIMH 3a1Ipoc 6,0
CIPaBKHU
9 TeMaTH4ecKas ycTHas Oubauorpapuieckas cripaBka 0JIHA CTIPaBKa 20,0
10 | yctHas agpecHas onbnuorpaduyueckas cripaBKa OJlHa CITpaBKa 12,0
11 | yrounsromas yctHas oubnuorpaduueckas cripaBKa 0JIHa CIpaBKa 22,0
12 | dakrorpaduueckas ycrHas oubauorpaduyueckas cripaBKa OJIHA CIIPaBKa 18,0
Koncynpranuu: onHa
KOHCYJIbTAlIHsI
13 oubnuorpaduueckue 10,0
14 | opueHTHpyromue 3,0
15 BCIIOMOTaTeIbHO-TEXHUUECKHIE 6,0
Brinonnenue nucbMeHHbIX OuOIHorpaduyecKux CIpaBoK:
16 | npuem u peructpanus 3anpoca B KHUT€ y4yeTa OJlHa CITpaBKa 15,0
IIMCbMEHHBIX OMOnIHorpauyecKux CrpaBoK
17 | u3ydenue 3anpoca, yCTAHOBJICHHE UJIM YTOUYHEHUE OJ/IHA CIIpaBKa 900,0
9JIEMEHTOB OnOmorpaduyeckoi 3anucu
Benenue cnpaBouHo-0ubnuorpaduyeckoro anmapara:
18 oopMIIeHHE KApPTOYKH JJII KAPTOTEK OJlHa KapToyKa 16,0
19 | co3ganue 6ubmmorpaduyeckoii 3anmcu (b3) Ha craTeu Mo OJIHA 3aITHCh 8,0
MY3BIKE U3 TOKYMEHTOB, HE COOTBETCTBYIOLINX MPODUITIO
M3
20 BEJICHUE KapTOTEK OJlHa KapToyKa 1,0

5.7. PaGora ¢ suTepaTypoii mo 0M0IMOTEeKOBeAeHHI0, OMOIMOrpadgoBeAeHUI0 U KHUTOBEICHUI0

Taoauma 94
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTh Enununa Hopma
U3MEPEHUS BPEMEHU,
MUH.
1 2 3 4
O06paboTKa HOBBIX MOCTYMJICHUN B IPOrPAMMHOM
obecnieuenuu (I10):
1 IIPUEM HOBBIX ITOCTYIIJIEHUH OTE€YECTBEHHBIX JOKYMEHTOB OIVIH 0,5
B JIUCIIETYEPCKOMN MPOrpaMMe nepeaayu JOKYMEHT
2 IIPUEM HOBBIX ITOCTYINIEHUA Ha NHOCTPAHHBIX OJUH 1,0
€BPOIICUCKHUX A3bIKAX U A3bIKaX HaponoB Poccuiickoi JOKYMEHT
denepanun, KpOME PyCCKOTro
3 o(opmieHre KapTOUKU Ha JOKYMEHT Ha PYCCKOM S3BIKE OJIHA KapTO4yKa 8,0
JUIS KaTaJoroB U 00JACTHBIX KApPTOTEK C UCIIOJIb30BAHUEM
6ubnuorpaduyeckoit 3anucu
4 odopmIileHHEe KapTOYKU Ha IOKYMEHT Ha HHOCTPaHHbIX OJlHA KapTOo4Ka 10,0
€BPOIECUCKHUX A3bIKAX U s3bIKaX HapoaoB Poccuiickoi
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denepanun, KpOME PyCCKOTo, AJIsi KATaJoroB U 00JaCTHBIX
KapTOTEK C MCIOJIb30BaHuEM Oubnnorpaduyeckoil 3anucu
) AHATMTUYECKOE ONKCcanue JoOKyMeHToB B [10 OJIHA CTaThs 12,0
OO6cmy>kMBaHUE MOJIb30BATENECH; BUPTYyaabHas CIIPABOYHAS
ciyxoa:
6 npueM OnbmorpaduIecKoro 3anpoca YuTaTess OJIMH 3a11pocC 3,0
7 BUpPTYyaJIbHAsi TEMAaTHYECKasl CIIpaBKa OJlHa CITpaBKa 54,0
8 BHUpTYyasbHasl aJJpecHas ClpaBKa 0JIHa CIpaBKa 18,0
9 BUPTYaJIbHAsl YTOUHSIIONIAs CIIpaBKa OJlHa CITpaBKa 26,0
10 | BupTyanbHas ¢axTorpaduueckas crpaBKa 0JIHa CIpaBKa 20,0
11 oopMIIeHHE OTBETA Ha 3aIIPOC YUTATES OJHO MUCHBMO 10,0
12 | momosHEHUE apXrBa BBHIMOJTHEHHBIX cripaBok ("'baza OJlHa CITpaBKa 10,0
3HaHUN")
13 €KETHEBHBIN CTATUCTUYECKUNA YUET €XE€IHEBHO 12,0
CIPaBOYHO-OHOIHOTpahUIECKOTO 00CITY)KUBAHHS
yuTaTeNeu
5.8. O6padoTka onTHYecKUX KOMNAKT-IucKOB (OJP)
Taoauma 95
N /o HaunmenoBanue nporecca, onepanun. CoctaB paboThl Enununa Hopwma
U3MEpEHUS BpEMEHHU,
MUH.
1 2 3 4
1 MOJIy4YEHHUE U IOCTaBKa ONTUYECKUX KOMITAKT-TUCKOB U3 OJlHA TapTus 30,0
mucneruepckoi OLIK3 JIOKYMEHTOB
(100 muckoB)
2 MIPUEM HOBBIX OCTYIJIEHUH ONTUYECKUX KOMIIAKT- AUCKOB | OJHA MapTHs 60,0
JIOKyMEHTOB
(100 nuckoB)
3 CYMMapHBIH y4eT KOMITAKT-IUCKOB (110 YCTaHOBJIEHHOMN OJIHA MMapTUs 7,0
bopme) JIOKYMEHTOB
4 VHIUBUYAIbHBIN yUYE€T KOMITAKT-UCKOB 0JTHA 3aITHCh 1,0
5 TeXHHUYecKass 00paboTKa ONTHUECKUX KOMITAKT-IUCKOB OJIH 2,0
JIOKYMEHT
6 mMdpoBKa JOKYMEHTOB B MoayJie 3k3eMIuisipsbl 110 OIVH 1,0
JIOKYMEHT
5.9. Pabora ¢ ynrareqammu
Tadauua 96
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEpEHUS BPEMEHHU,
MUH.
1 2 3 4
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3anuck noib30BaTelis B Ou0INOTEKy, paboTa C YUTATEIeM:

MOATOTOBKA pabOYMX MECT MOJIb30BaTeeh 1
00CITYKMBAIOIIETO IMMEPCOHANA: TIPOBEPKA TEXHUIECKOTO
COCTOSIHHSI CETEBOTO OOECIICUEHUS 1 TTapKa
BBIYHCINTEILHON TeXHUKH, BKItoueHue 11K

onuH 1K

2,0

MPUHATHE MEp 1o JUKBUAANMH cboeB B padote [1K, padoTe
CeTH, OTCYTCTBHSA JIOCTYMA K 0a3e JaHHBIX IOJIb30BaTeNCH,
MH(POPMHUPOBAHUE COOTBETCTBYIOIIHNX CIYKO 0 COOsX,
MIPOBEpKa HEUCIPABHOM 00opymoBaHUs, Pukcaius cOoeB B
TETpaJH y4eTa ¢ yKa3aHUEM XapaKTepa HEHCIIPABHOCTH U
BpEeMEHH Hayasia c0osi, IOCIe YCTPAHEHUS HETIOJIaIKH
OTMETKA BPEMEHH €€ YCTpaHCHHUs

OJIUH cOOoil

10,0

MIPOCMOTP AOKYMEHTOB yuTaTens (macmnopr,
yIO0CTOBEPEHUE, TOPYUUTEIHCTBO), MPOBEPKA HATTUYUS
Y4ETHO-PETUCTPALIMOHHON KAPTOUKH YUTATEIS

OJWH YHUTATCIIb

3,0

3arosiHeHne (GopMyJIsipa YuTaTes,
Y4ETHO-PErHCTPALMOHHON KAPTOUKH, YUTATEIBCKOTO
ounera

OJWH
KOMILJICKT

5,0

O3HAKOMJIEHUE YUTATENs C IPAaBUIIaMU 110JIb30BAHUS
OuOIMOTEKOH, pacmoiokeHrneM (OH/a, CIPABOYHBIM
anmnapaTrom

OAHMH YHUTATCJIb

6,0

110100p U paccTaHOBKa 110 HOMepaM OUJIETOB, ajipaBUTy
(damunuil ynutaresneil y4eTHO-perucTpallMOHHbIX KapTOUeK

0JlHa KapToyKa

2,0

OCYILIECTBIICHHE KOHTPOJIS 32 BO3MOKHBIM HAJTMUUEM
JAHHBIX O YUTATeJIe KaK HapyluTele, (JIMIIEeH IpaBa
I10JIb30BAHNUS); BEJEHHUE (U PEryJISIpHbII IPOCMOTD)
KapTOTEKH YUTaTeNeH-HapyIIUTEeH.

OAHH YHUTAaTCJIb

0,5

[lepeperncrpanus YuTaTeIen:

MOUCK (hopMyJIsipa (PErucTpaMOHHON KapTOUKH)
YUTaTeNs, BHECEHNE U3MEHEHUH B HUX U B UUTATEJIbCKUX
Ounerax (yTouHEHHE aHKETHBIX JaHHBIX, HOBOTO
YUTATEIBCKOTO HOMEPA, AaThl IEPEPETUCTPALIUN) C
BEJICHUEM KapTOTEKU HAY4YHbBIX TEM U TEKYIUX U3MEHEHUN
(moxy4yeHue 3BaHUi, MyOJUKalUi, 1apoB)

OJlHa KapTO4Ka

2,0

3anucek (epeperucTpaiirs) yntaresieii B
ABTOMATHU3MPOBAHHOM PEKUME:

cheMKa (pOTOKaMepoi AJIs YUTATEIBCKOro OuseTa u
BCTaBKa GoTorpaduu B UNTATEIbCKUHA OMIIET

OJINH
OCETUTEIb

2,0

10

odopMmIIeHHE KO/1a YUTATENS C KOHTPOJIbHBIM Pa3psioM U
CPOKOM HOJIb30BaHUS YUTATEIBCKUM OMIJIETOM, HA OCHOBE
BBIAHHON MH(QOpMaIIH

OJWH
MOCCTUTCIIb

0,4

11

BbIJIaua Ha MIPUHTEP CBEACHHI O 3aITUCABIIEMCS YUTATEIIe
B BHJI€ YMNTATENLCKOTO OHjeTa

OJWH
IIOCCTUTCIIb

0,4

12

HaOOp Ha KJIaBUAType CBEACHUI 0 uyuTaTene: haMuims,
M3, OTYCCTBO, XapaKTCPUIYIOIIUEC €TO ITPU3HAKH
(oOpa3zoBaHue, CIENHATBLHOCTD), KOJI, HOMEP
YUTATEIHCKOTO OMIeTa; PoTocheMKa

OJWH
IHOCCTUTCIIb

2,0

13

OCYIIIECTBIEHIE KOHTPOJIS 32 BO3MOKHBIM HaTUIHEM
JAHHBIX O YATATEJIe, 3alrCcaBIIeMcsi B OMOIHOTEKy (paHee

OIMH
ITIOCCTUTCIIb

2,0
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3aliMcCaH, JIMIICH ITpaBa HOHLSOBaHI/I}I)

14

oopMIIEHHE YUTATEIILCKOTO OHMIIeTa C HOMEPOM U CPOKOM
II0JIB30BAHUS YUTATEIHLCKUM OHIETOM, HAa OCHOBE
BBIJITAHHOUW MH(POPMAIIHH

OJIUH OMJIET

1,0

15

BbIJIaYa HA IPUHTEP CBEACHHI O 3aITUCABIIEMCS YUTATEIIC
MPOBEJICHUE PAJNOYACTOTHON HIIeHTH(DHUKAINN
YUTATENILCKOTO OMIIeTa; MPOBEACHUE ICHEKHOTO
B3aMMOpacueTa ¢ T0JIb30BaTEeNIeM Yepe3 Kaccy; yAajJcHHas
3aIKCh: CBEPKA JAHHBIX PETUCTPAIIMOHHON KAPTOUKH,
KOIIHMH C TacropTa, opopMiIeHHE T0TOBOpa-opepThl Ha
MIPEOCTaBIEHUE JOCTYIIA K 3JIEKTPOHHBIM pecypcam
OuOIMOTEKH, HA0Op Ha KJIABHATYPE NaHHBIX, JJIs
3aIOTHEHUS JOTOBOPA, BEIBOJI JOTOBOPA HA MIPUHTED,
TIOJIHCh JIMIIA, 3aKJITFOYABIIETO JIOTOBOP

OJWH
IHOCCTUTCIIb

15,0

16

oopmieHne BX0Aa-BbIX0Ja YUTATENS U3 OMOINOTEKH
(IOCTOSIHHBIN YUTATENIbCKUI OUJIET CKaHUpYeTCH,
BBIJIACTCS KOHTPOJIbHBIHN JIUCTOK)

OJINH
[MOCETUTEIIHb

2,0

Brinonnenue TpeboBaHui 0JIb30BaTENEH, BblJaYa
JOKYMEHTOB U3 OCHOBHOI'O KHUTOXpaHeHus /
CHeIMaIu3upOBaHHOTO (PoHA:

17

MoJiyuyeHue TpeOoBaHUs Ha JOKYMEHT U3 OCHOBHOTO
XpaHEeHUs, MPOBEPKA MPABUILHOCTH 3aIOTHEHUS
TpeOOBaHUsl, perucTparus

OJTHO
TpeOoBaHuE

1,0

18

[oJIyueHue TpeOOBaHUs Ha JOKYMEHT, IPOBEPKA
[IPaBUIBHOCTH 3aII0JIHEHUS TPEOOBaHUS, pETUCTpaLUs,
nopaboTka TpeboBaHUs, OO0 MO mudpam B
CIeLIMAIU3UPOBAHHOM (hOHJIe

OJTHO
TpeboBaHNE

1,0

19

YCTaHOBKAa MECTAa HAXOXKICHHUA HeHaﬁﬂeHHOFO JOKYMCHTa
1o 6azam u OaHKam JaHHBIX, CIIPABOYHBIM KAPTOTCKAM,
Karajoram

OJIMH
JIOKYMEHT

5,0

20

BbIJIa4a JJOKYMEHTA U3 OT/e1a KHUTOXpaHeHus /
CIELUAIU3UPOBAHHOIO (DOHJIA UUTATENI0; OTMETKA Ha
KHIKHOM (Qopmyiisipe / TpeOOBaHUM; 3aUCh JOKYMEHTOB
B YMTATEIbCKYIO KAPTOUKH (BKJIAHOM JIUCT), OTMETKA B
KHMI'E€ 3aKa30B

OJVH
JIOKYMEHT

1,5

Bbmaqa AOKYMCHTA U3 OTACIa KHUTOXPAHCHUA /
CIICUAJIM3UPOBAHHOT'O (I)OHI[a YUTaTCIIO:

21

MpUEM TOKYMEHTa OT YUTATENs / MOIb30BaTeNs

OJIMH
JIOKYMEHT

1,0

5.10. Bpiiauya KOMILUIEKTOB JOKYMEHTOB BO BpeMEHHOE M0JIb30BaHUeE MOAPAa3ieIeHuAM 0U0JIN0TeKH

Taoauua 97
N n/n HaunmenoBanue nporiecca, onepanun. CoctaB paboThI Enununa Hopma
U3MEPEHUS BPEMEHHU,
MMH.
1 2 3 4
1 oopMIIeHHE 3asIBKH / aKTa HAa KOMIUIEKT JJOKYMEHTOB, OJIHA 3asBKa, 20,0
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(MHIMKaTOpa), MorallieHue OTMETKU O BblJaue, BIOKEHHE
€ro B JIOKYMEHT; MMPOBEPKa, (PU3UIECKOr0 COCTOSHUS,
MepecyeT JTUCTOB, CBEPKA C aKTOM Iepe/laur; MoraieHue
OTMETKH O BbIJIau€ B KHUT'€ BbIJAUH

nepeaBaeMblil B CTPYKTYPHOE MOIpa3IeIeHIe OJIUH aKT

2 moA0O0p TOKYMEHTOB B KOMIUICKTBI;, PETUCTPALIHS OIH 10,0
BBIIAHHBIX JOKYMEHTOB B YYETHBIX (popmax KOMILJIEKT

3 BbIJIaya KOMIUIEKTOB JOKYMEHTOB, OTMETKA Ha KHIKHOM OJIUH 5,0
dbopMyIspe (MHIUKATOPE) NAThl BHIAYH, TAHHBIX KOMILJIEKT
MO/Ipa3IeNIeHNH, MOTYYarOINX KOMIUIEKT OTMETKA B KHUTE
BBIJIa4M JIaThl BBIJIaYH, JJAHHBIX MOJIpa3/IeJICHUH,
MIOJIYYaOIUX KOMILIEKT, OTMETKA B aKTe Mepeaaun

4 MOJy4YCHUE KOMIUIEKTOB IOKYMEHTOB OT CTPYKTYPHBIX OJVH 18,0
MOIpa3ICIICHUI; TOMCK KHIKHOTO (hopMyIisipa KOMILJIEKT

5.11. O6cay:kuBaHue MOJb30BaTe e JOKYMEHTAMU B 3ajie ¢ THOPUIHBLIM 00C/IyKMBaHUEM, 3aJ1e
3JIEKTPOHHBIX PecypcoB, 3aje ""UurepHet', 3a/1e cnenuajan3npoBaHHoro oraesa. [ipuem 3aka3oB no

TesaedoHy U3 ropoaa

Ta6auna 98
N /i Haumenosanwue mporiecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
MU3MEpEHUS BpPEMEHH,
MUH.

1 2 3 4

1 IIPOBEJICHUE KOHCYJIbTALlUU, O€CeIbl C UNTATENIEM T1O OJIVIH YNTAaTEIb 2,0
npaBmiIaM 00CITYKHUBAHUS B 3aJI€ U MPEIOCTABIIIEMbIX
yCllyrax, o MeToJuKe oucKa 1o
crnpaBoyHO-Oubmorpaduyeckomy anmnapary npu 43, y
KaTaJjoros, KAPTOTEK, KHMKHBIX MOJIOK, O BO3MOKHOCTSIX
IIOMCKA U UCIIOJIB30BAHUS IEKTPOHHBIX PECYPCOB;
MH(OPMHUPOBAHHME YUTATENS O HOBBIX MOCTYIIJICHUSIX

2 KoHcynbTanuu mno padore c 1K B 3ane, mo padbote B OJIUH YUTaTEIb 2,0
AJIEKTPOHHOU OMOJIMOTEKE

3 IIPUEM 3aKa30B I10JIb30BaTENIEH HA U3AHUSI U3 OCHOBHOIO OJIMH 3aKa3 0,9
KHUTOXpaHWJINIIA

4 IIOJIy4Y€HHUE TOKYMEHTA, 3aKa3aHHOT'O YNTATEIIEM B OTJIENIE OJINH 0,9
KHUTOXpaHEeHUs / crenualn3upoBaHHoro onaa / JIOKYMEHT
YUTAIbHOM 3aJIe OTAesa

5 paccTaHOBKa M3JaHUN Ha OPOHETOJIKaX YUTAILHOTO 3ala, OJIUH 0,3
MOCTYMUBIIMX U3 KHUTOXPAHUJIUINA MO 3aKa3aM JIOKYMEHT
10JIb30BaTENEN

6 moAOOp TOKYMEHTOB Ha OpOHEIONKE, 3aKa3aHHbBIX U3 OINH 0.4
OCHOBHOT'O KHUTOXPaHWINIIIA, Tiepeiada Ha Kadenpy JIOKYMEHT
BBIJIAYN

7 MoI00p JOKYMEHTOB B MOACOOHOM (DOH/I€ YUTATHLHOTO OJIH 2,0
3aja, nepejaya Ha Kageapy BbLaaun JIOKYMEHT

8 noJI00p JOKYMEHTA B XpaHEHUH CHEIMATU3UPOBAHHOTO OIVH 10,0
dhonHma, OTMETKA Ha TpeOOBaHUH, TIEpeiada TOKYMEHTA Ha JIOKYMEHT
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kadenpy BbIaYH
9 YCTaHOBKA MECTa HaX0KJACHU HEHAUIEHHOTO JOKYMEHTA OIH 22,0
10 CIIPABOYHBIM KapTOTEKaM, KaTajoraM, perucTpamnus JIOKYMEHT
OTKa30B
10 | BbIaya TOKyMEHTA YUTATEIIO: CBEPKA BbIIABAEMOT'0 OJIUH 1,8
JIOKYMEHTA C YATATEILCKUM TpeOOBaHUEM, ITPOBEPKa KOHTPOJIbHBIN
HAJIMYHS CTPAHUIL / KaJpOoB MUKpPO(UIbMA, MUKPOQHIL, JUCTOK
coJiepKaHue JMCKA, CANTBIBAHKUE MTPUX-Ko1a (TIpH
3JIEKTPOHHOM 3aKase) B MojayJie "mupkysanus” DK,
OTMETKa KHUTOBBIJIaYl Ha KOHTPOJIHBHOM JIUCTKE
11 MPUEM JIOKYMEHTA OT YUTATENIS: CBEPKA €ro C OJVH 1,0
TpeboBaHUEM (KOHTPOJIBHBIM JIMCTKOM), IPOBEPKa JIOKYMEHT
COXPaHHOCTH JIOKYMEHTA, HAJTMYHsI CTPAHUIL / KaJPOB
MUKpO(hUIbMa, MUKPO(HIL, COIEpKaHUE AUCKA,
CUHMTBIBAHHE IITPUX-KO/a (TIPH JIEKTPOHHOM 3aKase),
BHECEHHE OTMETKH O MPHUEME Ha KOHTPOJIBHOM JICTKE
12 nepenava / TpaHCIIOPTUPOBKA / IOCTaBKa JIOKYMEHTA, OVH 1,0
CHAHHOTO YUTATEJIEM, B OT/I€]l KHUTOXPAaHEHUS JIOKYMEHT
13 BBISICHEHHE I10 IOBOJY 3aKa3a U MPOJIJIEHUE CPOKA OJIVH 3a1poc 1,0
MOJIb30BaHUS IOKYMEHTAMU T10 TeJICPOHY
14 BBISICHEHHE I10 IOBOJY 3aKa3a U MPOJIJIEHUE CPOKA OJIVH 3a1poc 2,0
TOJIb30BAaHUS IOKYMEHTAMU T10 3JIEKTPOHHOM MouTe
15 obecrieueHre KOHTPOJIS 32 CPOKAMH ITOJIb30BAHMS OJIMH 3a1poc 0,8
JIOKYMEHTOB
16 MPOJIJIEHUE CPOKA MOJIb30BaHUS JOKYMEHTOB, IOUCK Ha OOUH OE€Hb 30,0
KapTOYKH, BHECEHUE OTMETKH O TIPOJIJICHUH CPOKA
M0JIb30BaHUS, IPOJUICHHUE TI0 TesnedoHy cpoka
I10JIB30BaHHUS
5.12. BuyTpenHsisi padora
Taoauna 99
N n/n HaumenoBanue npouecca, onepauuu. CoctaB paboTh Enununa Hopma
U3MEPEHUS BPEMEHHU,
MUH.
1 2 3 4
IToaroroBka K Bbl1aye JOKYMEHTOB:
1 MIpOBEpKa OPOHENOJIOK C OTJI0KEHHBIMHU JOKYMEHTaMU (110 | Ha OJIMH JE€Hb 10,0
CpOKam)
2 cOpocKka TOKYMEHTOB (TI0 CpOKaM) OJTH 0,2
JIOKYMEHT
3 MOABEICHUE UTOTOB U aHAIHM3 PAOOTHI 32 TIPOIIEIIITHA Ha OJTMH JCHb 12,0
JIEHb, BHECEHUE 3aIIUCH B )KYpPHAJIbl CTATUCTUKHU
4 MIPOCMOTP HOBBIX NOCTYIIEHUH JUIsl PEKOMEHIALINH OIVIH 3,0
YUTaTSIISIM JIOKYMEHT
5 POCMOTp (TIPOBEPKA MPABUIHLHOCTH PACCTAHOBKH ) KHUT Ha OJIVH JICHb 5,0
(hoH1a OCHOBHOT'O XpaHCHUS
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ITonBenenue UToroB paboThI 32 ICHB:

IIPOBEpPKa aHKET U 3aruceil B 6a3e JaHHbBIX Ha
COOTBETCTBHUE KOJIOB (CEMbHU) AETEH, POAUTEIEHN U APYTUX
POJICTBEHHUKOB

e)XKeTHEBHO

60,0

MIPOCMOTP UH(POPMAITUU O HOBBIX MEPOTIPUSATHUSX,
3aHATUAX, KHUKHBIX BBICTABKAX, CIIEKTAKIISIX U IpoYee Ui
PEKOMEHJallMU YU TATEISAM

CXKCIHCBHO

40,0

CHCTEeMaTH3allks aHKET II0Jb30BaTe/Ie 3alIMCaHHbIX 3a
JCHb

CXKCIHCBHO

15,0

5.13. CnpaBouyHas 1 HH(popManMOHHAs padoTa

Taoauma 100

N o/

HaumeHnoBanue Impouecca, orncpanuu. Cocrasn pa6OTBI

Enununa
U3MEPEHHUS

Hopwma
BPEMEHHU,
MUH.

2

3

4

VY4er nocTynMBIIMX BTOPUYHBIX TOKYMEHTOB (KapTOUYeK):

BBIABJICHUEC HCBBIIIOJTHCHHBIX 3aKa30B, COCTABJICHHUC 3asi1BKU
Ha HCBBIINIOJIHCHHBIC 3aKa3bl

Ha OJIHY
HEJIEI0

840,0

Opranu3zanus crpaBogHO-OMOIHOrpadrIecKoro amnmapara
(CBA):

cocTaByieHHE OUOIMOrpaduuecKor 3amucu

OJINH
JIOKYMEHT

2,3

IIpocmoTp u oT60p KapTouek B CBA B 1ensx U3bATus WU
nepeMenieHus (BTOpUYHBIN 0TOO0D):

U3BATHE U3 KaTAJIOTOB U KapTOTEK KapTO4YeK Ha
JTOKYMEHTBI, CIIICAaHHBIE M3 (POHIA; TPOCMOTP
KpaeBeI4ecKUX, OMOarorpaguueckux u
¢bakTorpauIecKux KapTOTEK, UIBSITHE U3 HUX KAPTOUKU
Ha JIOKyMEHTBHI, MOTEPSIBIINE [IEHHOCTD, IEPEBO] KAPTOUKU
B ApXMBHBIE KapTOTEKHU (YHUUTOXKEHHE); BHECECHHE
OTMETKH B JKypHaJle y4eTa U perucTpalluOHHON KapTOTEKe;
M3BATHE U3 KaTAJIOTOB M KAPTOTEK KapTOUYEK Ha
JOKYMEHTBI, CIIMCaHHbIE U3 (OHAa

OJHO Ha3BaHHUC

1,0

Opranuzanys KapTOTEeKH MePCOHAINN U TEMAaTUIeCKOM
KapTOTEKHU:

OMpEACIICHUC U COCTABJICHUEC ICPCYHS JIMI, CBEACHU O
KOTOPLBIX OTPAKAIOTCA B KAPTOTCKE,; IIPOCMOTP
I/IHCbOpMaI_[I/IOHHI)IX PI3}13HPII>'I, MNEPBHUYHBIX JOKYMCHTOB,
OT60p AOKYMCHTOB IJId BKJIFOUCHUA B KAPTOTCKY,
COCTAaBJICHUEC AHAJIMTHUYCCKOTI'O aHHOTHPOBAHHOI'O

OJIHa
KapTOTCKa

15,0

O6ubarorpaduuecKoro onucaHust JOKyMEHTa

MPOCTaBJIeHHE KBATH(PHUKAIIMOHHBIX HHAEKCOB, 0J100p
KapToYeK 10 HHAeKcaM (anpaBUTy) U pacCTaHOBKA
KapTOYKH B MH(OPMALIMOHHBIA MacCHB

OJ/THAa KapTOUYKa

4,0

TeXHUYECKas U CoZiepKaTeIbHas 00paboTKa JOKYMEHTOB

OINH

3,0
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IUIs1 BKJIIOUEHUS B KAPTOTEKY; paCCTaHOBKA KAPTOUKH 110 JIOKYMEHT
asipaBuTy (haMHIMI aBTOPOB U 110 BUJAM JJOKYMEHTOB
7 TEXHUUYECKOE PEAAKTUPOBAHUE KAPTOTEK: IPOBEPKA 0JIHa KapToyKa 2,0
COOTBETCTBUS CTPYKTYpPBI, COAEPKaHUA U 0HOPMIIEHUS
KapTO4eK B COOTBETCTBUU C TPEOOBAHUSIMH JTaHHOMN
KapTOTEKH; 3aMEHA BETXUX KapTOUEK U pa3zJesuTeneil
5.14. DKCKypCHOHHAS 1eATEIbHOCTH
Ta6auna 101
N /i Haumenosanwue mporniecca, onepanuu. CoctaB pabOThI Enuanma Hopwma
U3MEepEeHus BpPEMEHU,
MUH.
1 2 3 4
1 9KCKypcHs 110 OUOIroTEKE OJlHa 60,0
KCKYPCHSI
2 yrIyOn€HHAs SKCKYPCHUS C METOAMYECKUM COJIEPIKAaHHEM OJlHa 300,0
HKCKYPCHSI
5.15. Ilcuxoiornyeckasi MOAAEeP:KKa YMTATEICH
Taoauma 102
N /o HaunmenoBanue nporecca, onepanuu. CoctaB paboThl Enununa Hopwma
U3MEpEHUS BpPEMEHH,
MUH.
1 2 3 4
1 MIPOBEJICHUE TICUXOJOTUYECKUX KOHCYIbTAINM ISl 1eTeil u OJlHa 180,0
poJuTesnel Mo BONpocaM pa3BUTUs M YTEHUs AeTeil KOHCYJIbTaIHsI
['pynnoBeie 3aHATHA U1 pOAUTENIEH 110 BOIIPOCAM OJIHO 3aHATHE
Pa3BUTHsI U UTEHUSI ETEH:
2 MOATrOTOBKA 1080,0
3 IIPOBEJICHUE 120,0
4 npodeccuoHalbHbIe KOHCYJIbTAUU ISl IOJIPOCTKOB U OJlHa 180,0
CTapILIEKIACCHUKOB KOHCYJIbTaIHsI
5 npodeccuoHanbHble TPEHUHTH JJ151 IOJPOCTKOB U OJIHO 3aHSITHE 180,0
CTapILIEKIACCHUKOB
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