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Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477 [loKyMeHT npefocTaBneH

" KoncyneTantlintoc
06 yTBGp)K,D,eHVII/GITI/II'IOBbIX oTpacneBbIX HOPM Tpyaa Ha paboTbl, Y pen [laTa coxparerms: 18.09.2015
BbINOMHAEMbIE B OM1...

3apeructpupoaHo B MuHtocte Poccum 12 mast 2015 . N 37244

MUHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EQEPALIUK

NMPUKA3
ot 30 pekabpsa 2014 r. N 2477

OB YTBEPXXOEHUU TUMOBbIX OTPACJIEBbIX HOPM
TPYOA HA PABOTbI, BbINMONHAEMbIE B BUBJIMOTEKAX

B cootBeTCcTBMM C myHKTOM 2 [MpaBun pa3paboTku 1 yTBEPXKAEHUS TUNOBbLIX HOPM TPyAa, YTBEPXKAEHHbIX
noctaHoeneHnem [lpaButensctBa Poccuiickon ®epgepaumm ot 11.11.2002 N 804 (CobGpaHue
3akoHofartenbcTBa Poccuiickon ®Pepepaumm, 2002, N 46, cT. 4583), nprkasbiBato:

1. YTBEpAUTb TUMNOBbIE OTpacreBble HOPMbI TpyAa Ha paboThbl, BbIMONHAEMble B 6MbnmoTekax, cornacHo

2. KOoHTpOrb 3a NCNOMHEHMEM HACTOSLLEro npukasa BO3MNOXUTb Ha 3amectutens MuHucTpa KynbTypbl
Poccuiickon ®epepaunn H.A. Manakosa.

MuHucT
B.P.MEOMHCKIN

MpunoxeHune

K npukady MyuHucTepcTBa KynbTypbl
Poccuiickon ®epeparmu

ot 30 nekabpsi 2014 r. N 2477

TUNOBLIE OTPACINEBbBIE HOPMbI
TPYAA HA PABOTDI, BbINOJNIHAEMbBIE B BUBJTMOTEKAX

|. BBogHas yacTtb

TvnoBble oOTpacneBble HOpPMbl Tpyaa Ha paboThl, BbIMOMHSeMble B Gubnuotekax, paspaboTaHbl B
cooTBeTCTBMM C OyHKTOM 2 [lpaBun pa3paboTkm M yTBEPXKAEHWS TUMOBbIX HOPM TpyAda, YTBEPKOEHHbIX
noctaHoBneHnem [lpasutensctBa Poccunckon ®Pegepauum ot 11.11.2002 N 804 (CobpaHue
3akoHogaTtenbcTBa Poccunckon egepaummn, 2002, N 46, cT. 4583), B uensax peanusauuu OyHkia 4 pasgena V
MnaHa meponpuaTuin ("gopoxHon kapTbl") "MIaMeHeHnss B OTpacnsix couuanbHoW cdepbl, HanpaBneHHble Ha
noBblLeHne 3pHeKTUBHOCTU cdhepbl KyNbTypbl", yTBEPXKAEHHOro pacnopskeHuem lNpasuTtensctea Poccuiickon
depepaumm ot 28.12.2012 N 2606-p (CobpaHue 3akoHopgaTtenbcTBa Poccuiickon depepaumm, 2013, N 2, cT.
137; 2014, N 19, cT. 2470), n npegHa3Ha4veHbl 4ns opMnpoBaHMs 060CHOBAHHbLIX ONTUMAIIbHbBIX MoKa3aTenemn
TPYAOEMKOCTM BbINOMHEHNSs paboT B rocydapCTBEHHbIX (MyHMUMNanbHbIX) Oubnuotekax, onpegeneHus
LUTATHON YNCNEHHOCTN PpabOTHMKOB, BblAayn HOPMUPOBAHHBLIX 3a4aHUN U COOTHOLLEHUI MexXAay MnaHOBbIMU U
[OroBOpHbIMK paboTamu.

Il. HopmaTtuBHas 4YacTb
1. TnoBble oTpacneBble HOPMbI TPyAa Ha paboTsl,
BbINOSTHAEMbIE B roCyAapCTBEHHbIX (MyHUUUNAanNbHbIX) Gubnuotekax
(6e3 ncnonb3oBaHWs aBTOMaTU3UPOBAHHLIX CUCTEM
yrnpaBneHus npoweccamm)

1.1. KomnnekroBaHne 61MbnmnoTteyHoro choHaa

Tabnuua 1

KoHncynbtanTtlnioc
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EanHnua Hopma
n/n n3mepeHust BPEMEHM!,
MWH.
1 2 3 4
Tekylee komnnekToBaHue 6GubnuoteyHoro ooHaa
MpocMOTp KHUromnsgaTenbCKOM U KHArOTOProBon MHdopmauuu:
1 |ApoCMOTp KHUronsaaTenbCKON U KHArOTOProBon UHopmaLnm OfHa no3nuus 2,0
2 | npocmoTp nHpopmMmaLmmn 6YKMHUCTUYECKNX ayKLUMOHOB ofiHa nosunuusa 2,0
OnpegeneHune TemMbl U Buaa OOKYMeHTa, nognexaulero otbopy,| ogHa no3uvums
BbISICHEHME HEOOXOOUMOCTHM NpUobpeTeHns onsi:
3 | ooKyMeHTOB, KHUM, MaTepuanos 52
4 |cTaponeyvaTHbIX U PYKOMUCHbBIX AOKYMEHTOB 10,0
OnpegeneHune 3K3eMNNAPHOCTY 3aKasa: ofjHa no3unums
5 |ansa nogpaspenexunin 0,89
6 |ans 6ubnmnoTteku B Lieniom 1,6
OdopmneHne 3akasa; ykasaHWe 3K3eMMIISAPHOCTU, CTOMMOCTU OfOVH 3akas3s
3akasa, gathbl
KonunuecTtBo 3aka3aHHbIX Ha3BaHWA:
7 |1-15 40,0
8 |16-25 65,0
9 |126-75 196,0
10 |76 - 100 261,0
11 | opopmneHme 3akasa Ha 3apybeXXHbIE AOKYMEHThI OLVH LOKYMEHT 82,0
12 |nogrotoBka crnmcka JOKYMEHTOB, npegnaraembix k| ogHO Ha3BaHue 26,0
MeXOyHapO4HOMY KHUIOOOMeHY; CBepKa Crnncka C KaTtasiorom
13 |cocTaBneHue kapTodku Onis KapToTeKM opraHu3auui-napTHeEpPOB;| oAHa KapTo4ka 6,0
yKkasaHMe  Ha3BaHus  opraHu3auuin, agpeca, Ha3BaHuWs
0BOMeHnBaeMbIX JOKYMEHTOB
PaboTta B aBTOMaTuanpoBaHHou cucteme (AC):
14 |BBOA 3aKa3a TeKyLlero KoMnnekToBaHus B 6asy gaHHbIx AC O[lHO Ha3BaHue 4,6
15 | pemakTnpoBaHue BBeAEHHbIX B 0a3y AaHHbLIX CBEAEHUN O 3aKka3e 0HO Ha3BaHue 2,5
16 |BbIBO4 Ha MPUHTEP [AdaHHbIX  TEKyLIero KOMMIEKTOBAHWS;| OAMH OOKYMEHT 1,6
pacnedarka
17 |BeneHue peectpa nocraswmkos B AC OfHa no3nuus 8,3
KoHcynbTaHTlIntoc | Crpannua 2 s 207
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BeneHune kapToTekM TeKyLLEero KOMMIekToBaHus:
18 |cocTaBneHne KapToOYKW, yKasaHuMe aBTopa, 3arnaBud, BbIXOLHbIX| OfHa KapTouyka 4,5
OaHHbIX, perMcTpaLMoHHOro Homepa
19 |nepeHeceHne cBedeHWn O 3aKase Ha KapToOukW; yKasaHMe| ofHa KapTouyka 1,0
3K3eMMISIPHOCTM  3akasa, pacnpederieHMe Mo CTPYKTYPHbIM
nogpasgeneHnsam
20 |nogbop kapToykM Mo andaBuTy AN PacCTaHOBKM B KapTOTeKy| ofHa KapToyka 0,4
TEKyLLEero KOMnrekToBaHus
21 | pacctaHoBKa KapTodku B andasunte bamunuii aBTopoB, 3arfaBui| ogHa KapTouka 1,0
B KAPTOTEKY TEKYLLEro KOMMNIEKTOBaHMS
OdopmneHne nognuckn Ha nepruoanyveckne n3gaHus:
22 | BbIOOp Ha3BaHMA NEPUOANYECKUX M3OAHUIA NS NOANUCKM OAHO Ha3BaHue 2,7
23 |cbop 3a\BOK OT nMoapasdernieHuin 6ubnmoTekn Ons MNOAMUCKM Ha| opfHa 3asBka 1,5
nepuoanyeckue nsgaHusi
24 | cBepka pacneyaTku CMUCKOB YCMOBHO 3aKa3aHHbLIX NepMoauYeckux| OfHO Ha3BaHue 1,7
M30aHUA C KapTOTEKOM 3aka3oB, BHECEHME W3MEHEHMN B
pacnevaTku CrmncKoB
25 |cBepka 3akasa TeKkyllero roga Ha nepuoauMdeckue usgaHusa c| ofHo HasBaHue 24
MOANUCKOW MNpeablgyLllero roga Ans BbISBAEHUS W3MEHEHUA B
Ha3BaHUAX; BHECEHNE M3MEHEHUIN JaHHbIX
26 | cBepka BbIXOAHbIX JAHHbLIX BMepBble 3aka3blBaeMblX 3apybexkHbIX| OfHO Ha3BaHue 13,5
NepuoanYeckux n3gaHun ¢ budnmorpapmnyeckumm crnpaBoYHUKaMm
N opyrumm MHAOPMaLNOHHBIMU UCTOYHUKAMM
27 | odopmrnieHne 3akasa Ha MOANUCKY; NoAcyeT CTOMMOCTU NOAMNUCKN C OJVH 3aKa3 8,4
y4yeToOM [OCTaBKM; 3anofiHeHWe KBUTaHUMM aboHemMeHTa Ha
nepuoanyeckoe nsgaHue
28 |cocTaBneHne perucTpauuoHHOM  KapTOYKM  Ansi  KapTOTEeKM| ofHa KapTouka 4.5
NnepuoanYecKnX n3gaHnm
Pabota B aBTOMaTuampoBaHHoM pexume (AC):
29 |BBOA 3aka3a Ha nepuoguyveckme n3gaHus B 6asy AaHHbIX OfiHa KapTouykKa 3,5
30 |BbIBOA Ha 3KpaH perncTpaumoHHON KapToYkKM, pacneyaTtka OfHa KapTouyka 1,8
31 |KOppeKkTMpOBKa 3aKa3a: BblBOA Ha 9KpaH Cnucka nepuoandeckux| OQHO Ha3BaHWe 1,8
n3gaHuin; BHECEHNE N3MEHEHUN
MoaroToBka AOKYMEHTaUMK AN 3aKynKu U3gaHun:
32 | ayKuMoHHas 4OKYMeHTaums OJVH KOMIMNEKT 480,0
33 | ookymeHTaums Ans KOTUMPOBOK OJVH KOMMNEeKT 400,0
34 | moroBop/KOHTpPaKT OAWH KOMNJSIEKT 240,0
35 | cocTtaBneHne TEXHMYECKOro 3adaHns s ayKumoHa OJVH KOMIMNEKT 240,0
KoHncynbtanTtlnioc
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36 |cocTtaBneHne cBoAHbIX TabnuL, 1 CIMCKOB U30aHUA ONA TaMOXHW,| OAMH KOMMMNEeKT 360,0
COMpoBOAUTENBHON  OOKYMEHTauuum  OAns  MeXayHapoaHOro
noyramTa
Mepenucka ¢ KHUrOTOProBbIMW OpraHM3aUUaMUN U U34aTeNbLCTBAMK,
6ubnuotekamn, gaputensamu;

37 |cocTaBneHvne, neyatb TeKCTa nucbMa (3ampoca, npeTeH3un),| OAHO MMCbMO 10,2
perncTpaumsi B KHUre CXOAsLNX AOKYMEHTOB (MOCTaHOBKa OaTbl,
NMOpsiAKOBOrO HOMepa, YKasaHWe HauMMeHOBaHMsi OpraHusaumm,
KpaTkoe cogepkaHue nucbma)

38 |cocTaBneHue, nevaTtb GnarogapcTBEHHOrO NUCbLMA, perncTpaums B  OAHO MMCbMO 11,0
kHure [apos 6mMbnmoTeku

39 |cocTtaBneHne, neyaTb NMCbMa Ha npedBapuTenbHbIA  00cyeT| OAHO MMCbMO 5,2
N34aHuN, NOAroTOBNEHHbLIX K NPUoBbpeTeHunio

40 |odhopmMneHne, oOTApaBKka 3akasa MW3galowWmMMm  opraHusauusm, OJVH 3aKa3 3.1
pacnpocTpaHuTensim

41 |aTpmbyumsa N cocTaBneHME 3aKIMOYEHUS AN SKCNEePTHON KOMUCCUM| OAMH OOKYMEHT 360,0
NPy NOKYMNKe OOKYMeHTa
HokomnnekToBaHne 6ubnuotedHoro oraa:

42 |nepenwvcka ¢ [luccepTaumoHHbIMK COBETaMU: cocTaBneHme, Habop| ofHa 3asBka 20,0
TeKkCcTa nucbMa (3anpoca, MpeTeHsun) B Ccnyyae OTCYTCTBUS
06a3aTenbHOro ak3emnnspa JOKyMeHTa B hoHae

43 |nonyyeHne 3asBKM Ha  npuobpeTeHWe  OOKYMEHTOB  OT| OJHa 3asiBka 2,6
nogpasgeneHun

44 |cBepka 3asiBkM ¢ "Ba3on gaHHbIX 3akasa” O[HO Ha3BaHue 2,0

45 |NpocMOTp KapTOTEKM HEyAOBMETBOPEHHOIO CNpoca; aHanv3| OA4WMH OOKYMEHT 3,0
OTKa30B AMs BbISBIEHNS OTCYTCTBYIOLLUX JOKYMEHTOB

46 |cocTaBneHne 6MbnmorpadmnyecKkor 3anmcu; ykasaHue KonmuyecTBa| ofHa KapTouka 3,6
9K3EeMMISIPOB M CUIIIOB Noapas3geneHnn
OT60p 3NEKTPOHHLIX U3OaHUIA AN 3NEKTPOHHON bubnunoTekn (3B):

47 |oTbop havna no cnuckam npegnoxexHun ans Ob, npoBepka Ha| OOHO Ha3BaHWe 3,0
OybneTHOCTb, NpPOBEAEHME CBEpPKM 3anmcum C  SNEKTPOHHbIM
katanorom (OK)

48 | npoBepka NerMTMMHOCTM pasMeLLeHUs ANEKTPOHHOIO AOKYMeHTa B| OAHO Ha3BaHue 10,0
ob
OT06op ceTeBbIX yaaneHHbix pecypcoB (CYP):

49 | NpoCMOTP KHUron3gaTenbCKOM N KHArOTOProBor nHdopmarmm OLIMH pecypc 2,0

50 |onpegeneHne TeMbl pecypca, CoOCTaBa, YCnoBWW [ocTyna,| OAwH pecypc 90,0
co3faHue NepBUYHONM 3anncuK B NacnopTe pecypca

51 | opraHunsaums npoBegeHus TectoBoro goctyna k CYP OLVIH pecypc 860,0

52 |3anonHeHue nucTa TecTMpoBaHus OIMH pecypc 420,0

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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BbIMOSIHAEeMble B OM...

53 | BKNtOYEHWE 3asBKM B NEKTPOHHbLIN YKa3aTernb 3akasa OfjHa KapTo4Ka 0,26
OTbop AOKyMEHTOB K3 OOMeEHHbIX ¢oHOoB OMGNMOTEK Ans
OOKOMMSIEKTOBAHWS:
54 |npocMOTp cChMCKOB, KapTOTEK, KaTarioroB OOMeHHbIX ¢OHAOB| oAHO Ha3BaHue 3,2
O61bnmoTek, oT6op HYXXHbIX OOKYMEHTOB, CBEepka C KaTtaroramu u
KapToTekamn cBOen OuMbnmMoTekn; COCTaBfieHMe Crucka Ha
OOKYMEHTbI, 0TOBpaHHble B 06MeHHOM dhoHae
KonnyectBo OKYMEHTOB, BKMOYEHHbIX B CMIUCOK:
55 |1 3,6
56 |2-10 37,4
57 |11-25 87,7
58 126 - 50 197,0
CocTtaBneHue onepaTuBHOro (TEKyLLEero) nnaHa KOMNNeKToBaHUS:
59 |onpegeneHne meponpusaTUiA N0 (OOPMUPOBaHUID eauHoro doHaa OAMH NnaH 1044,0
Ha TEKYLLMI rof, OTBETCTBEHHbIX MCMOMHUTENEN, KONMYECTBEHHbIX
nokasatenenm obvema c¢doHoa  (nocTtynneHue,  BblGbITME),
WCTOYHMKOB MOCTYMMEHUS, CMEThbl PacXOa0B
OdopmneHne nnaHa KOMMIekToBaHus B oopme:
60 |Tabnuy ofHa Tabnuua 2,6
61 |kapToTeku OAHa KapTo4ka 2,6
Pabota B aBToMaTusmnposaHHoM pexume (AC):
62 |BBOA NMraHa KOMMMekToBaHus B 6a3y gaHHbIx AC OJVH nnaH 1,1
63 |koppekTVpoBka 0asbl [aHHbIX; BbIBOA4 Ha 9KpaH; BHeceHue| oguH AOKYMEHT 1,6
N3MeHeHun
1.2. Npuem 1 y4eT NOCTYNMBLLUX JOKYMEHTOB
Tabnuua 2
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
1 |PacnakoBka/ynakoBka n3gaHui oJHa navka 2,5
2 |Pa3bop JOKYMEHTOB Mo BUAaAM, sidblkaM, UICTOYHMKAM MOCTYNNEHNs | O4HO Ha3BaHue 1,0
3 |lMpoBepka oTcyTCTBUSI OpakoBaHHbIX IKIEMMIISAPOB OAMH 3K3eMnnsaAp 1,0
Mpnem  OOKYMEHTOB, MOCTYMMBLUMX C  COMPOBOAUTENbHbLIM
OOKYMEHTOM:
KoHncynbtanTtlnioc
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4 |npveM OOKYMEHTOB MO COMPOBOAMTENbHBIM Matepuanam (nMcT| oauH d3K3eMnnsp 2,8
pervcTpaumm, CHeT, HaknagHas, Konus 4Yeka, akT), nogbop ux Mo
andaBuTy aBTOPOB WNW 3arfnaBuii, SKCNEOWLMOHHBIM HOMeEpaM,
CBepKa C ConpoBOAUTENbHBIM [OKYMEHTOM, MPOCTaBMEHME LEHbI
Ha 1M3gaHuu1, NOACYET YMCIa 9K3EMMNIIAPOB, OOLLen CTOMMOCTH
5 |npuem PyKOMUCHBIX KHWF, MOCTYMMBLUMX C COMPOBOAWTENbHbLIM| OOWH AOKYMEHT 30,0
OOKYMEHTOM
Mpuem gncceptauuin:
6 |nocTynuBLumMX c COMpoOBOAUTENbHbLIM NMUCbMOM 13| oaovH OOKYMEHT 21,0
[unccepTayunoHHbIX COBETOB
7 | MOCTYNUBLUMX C COMPOBOAMTENBHBIM MUCBMOM M3 3KCNEeANLIMM OOVH JOKYMEHT 6,6
8 |npuem aBTopedepaTtoB  AuccepTaumi, NOCTYNUBLLNX c| oauH JOKyMeHT 1,3
CONpPOBOANTESNbHLIM NMMCbMOM U3 3KCNeauLn
Mpuem [OKYMEHTOB, MOCTyNMBLUMX ©6€3 CONpOBOAUTENbHbLIX
OOKYMEHTOB:
9 |npoBepka Ha AyGNETHOCTL; NPOBEAEHNE OLIEHKN JOKYMEHTOB OLVH LOKYMEHT 3.1
10 | cocTaBneHue akTa Ha npuem JOKYMEHTOB OHO Ha3BaHue 1,0
Mprem pyKOMUCHBIX KHUF, MOCTYNMBLUMX ©€3 CcOonpoBOAMUTENbHBLIX
OOKYMEHTOB:
11 |cocTaBneHue akta Ha NpUem PYKOMUCHbLIX KHUI U JOKYMEHTOB OLMVH LOKYMEHT 0,1
12 |npoBepka Ha HamnuuMe 6nM3KMX MO BpemMeHn U TemaTuke| oaHa 3anuch 10,8
PYKOMUCHBIX KHWUT 1 JoKymeHToB B poHgax HNOP no cnyxebHomy,
andgaBnTHOMY, y4eTHOMY KaTanory
MpoBegeHne akcrnepTu3bl UM OLEHKU  PYKOMWUCHBIX KHUT  U| OAWMH LOKYMEHT
OOKYMEHTOB:
13 |opavHapHom 600,0
14 | NOBbILLIEHHOW CNOXHOCTHN 1200,0
15 |Ha MHOCTpaHHbIX A3blkax 1200,0
16 |KapTorpaduyeckoro matepmana 1200,0
17 |my3blkanbHOro cogepxaHusi 1200,0
18 |pykonucewn ¢ rpaBlopamu 1 nsomatepuanamm 1200,0
19 [npoBegeHne nepBUMYHOW aTpubyuMmM OOKYMEHTOB (pedkux u| oauvH OOKYMEHT 10,0
LUEHHbIX KHWUr), oOTbop B COOTBETCTBUM C  npodunem
KOMMMEKTOBAHWS 1 pacnpegeneHune no nogdoHaam n Konnekumsm
20 |npocTaHoBKa LWUTEMMNENsi HA 000pPOTe TUTYNBLHOrO NcTa u Ha 17-i| oanH ak3emnnsp 0,26
CTpaHuue OOKyMeHTa
21 | npocTaHoBKa perncTpaumoHHOro Homepa Ha AOKYMEHT OAMH 9K3eMNNsAp 0,26
22 |HaknemBaHWe Ha AOKYMEHT METKM AN YCTPOWMCTB paanmovyacTOTHON| OAMH 3K3eMnnsp 1,2
KoHncynbtanTtlnioc
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noeHTnmrkauumn o6bEeKToB, akTyanmu3auus MeTkm
23 |HaknemBaHue LWTpUX-Koga Ha 0OBOpPOT TUTYNMBHOMO JNUCTA W| OAWMH 3K3eMMnsp 0,26
00noXKM
24 | BHeceHue pa3MeTku no doHaam Ha u3gaHue OAMH 3K3eMNNsAp 0,26
CBepka NOCTYNUBLUMX [OOKYMEHTOB C KapTOTEKOW TeKyLlero
KOMMIIEKTOBAHUSA:
25 | nouck KapToYKM B KapTOTEKE TEKyLLero KOMMMEKTOBaHWS, CBepka| oHa kapTouka 0,52
KapTOYKM C AOKYMEHTOM, BHECEHME OTMETOK
26 |cocTaBneHue cnucka pPerucTpaumoHHbIX  HOMEPOB HOBbIX| OOVH OOKYMEHT 0,36
NOCTYNSIEHUIA AN U3rOTOBEHUSA NEYaTHOW KapTOUKM
Pa6oTa B aBToMaTnamnpoBaHHom cucteme (AC):
27 |cBepka OOKYMEHTa C ykasaTernem 3aka3aHHbIX U3[aHui, BHECEHME| OAHO Ha3BaHue 3,0
OTMETOK
28 |npoBepka Ha oyOneTHOCTb NMOCTYNUBLUMX U34aHUA B 0a3e AaHHbIX| OOWH AOKYMEHT 1,6
AC
29 | perncTpaumsa HOBbIX NOCTyNNeHnn B 6ase gaHHbIx AC OAWNH OOKYMEHT 9,1
30 |npuem u perncTpaums pyKOMUCHbIX KHUM, NPOCTaBreHne oTMETKM B| OAMH OOKYMEHT 3,6
pPErncTpaumoHHOM XXypHarne HOBbIX MOCTYMIEHUN, KHUre y4yeTta
HOBbIX MOCTYNEHWN
lMpuem n perncTpaums XypHarosB v raset:
31 |nogbopka >xypHamnoB u raseT no andaeBuTy Ha3BaHUW, MOUCK| OOWH AOKYMEHT 0,94
PEervcTpaunoHHOM KapTOYKM B KapToTeKe MOAMUCHBIX W3OaHWN,
OTMEeTKa HoMepa, AaTbl NOMyYeHUs N3gaHns
32 | npocTaBneHue WTEMNENS Ha XypHane OLMH XXypHan 0,2
33 | npocTtaBneHue wTemMnens Ha raseTe ofHa raseta 0,16
34 | pernctpaums HOBbIX NOCTYNNeHnn B 6ase gaHHbIx AC OAWH OOKYMEHT 2,6
Mpuem n peructpaums ceTeBblX yaaneHHblx pecypcos (CYP) B AC:
35 | npoBepka JOCTYMHOCTM pecypca (npuem) OLIMH pecypc 30,0
36 | odopmnieHne conpoBOaUTENBbHOM AOKYMEHTaLUMK (aKT npuema) OAWH pecypc 10,0
37 |BBeneHue 3anncu B peectp yyeta CYP OLIMH pecypc 4.8
38 |BBeageHue 3anucu B peectp nacrnoptos CYP OOUH pecypc 3,7
39 |nogroToBka cBegeHun ansa canta o CYP OAWH pecypc 20,0
AOMWHUCTPUPOBAHME  CETEBbIX  yOaneHHbIX  PecypcoB B
aBToMaTn3nMpoBaHHOM pexume (AC)
OGpaboTka 3anucen ans BeAeHUs UHAPOPMALMOHHBLIX MOUCKOBbIX
CEPBUCOB:
KoHncynbtanTtlnioc
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40 |DOKYMeEHT OQHO Ha3BaHue 4,0
41 |naket/Bf oAHO 10,0
HanMeHoBaHue
43 |akTyanusaumsa ceegeHun o CYP 0JHO Ha3BaHue 6,0
44 |cbop ctaTucTukm o coctaee 1 ob ncnonssosarHum CYP OAHO Ha3BaHue 0,3
Mpnem n obpaboTka 3MEKTPOHHbLIX M34aHMM ANA  ONEKTPOHHOW
onbnmnotekn B AC:
45 |npoBepka KayectBa (paunoB, perncTpaumsa  ANEeKTPOHHOro| OAWH OOKYMEHT 9,3
nokymeHTa B OK, nepegava cpannos Ha cepsep
dopmunpoBaHMe akTa nepegaynm HOBbIX MOCTYMMEHWA B gpyrue
noapasaeneHus:
46 |B AC uepes nporpammy gucneTtyepusaL v nsgaHui OAMH 3K3eMNNsAp 0,15
47 |B py4HOM pexume OAVH 3K3eMmnnsp 2,0
BeaeHwne "KHurn cymmapHoro yyeta"
Pa3bop [OKyMEHTOB NO BMAaMm, OTpacnsM 3HaHWMKW, A3blkaMm;| oaHa 3anucb
noAacyeT uucra OOKYMEHTOB, 3anucCb pe3ynbTaToB noAcyeTa Mo
ycTaHoBreHHon hopme B "KHury cymmapHoro yvyeta"
KonunuectBo [OKYMEHTOB B MapTuy NOCTYMNIIEHWIA:
48 |1 0,6
49 12-50 30,8
50 |51 -250 150,0
51 | BBOA cTaTUCTUYECKUX AaHHbIX B 6a3y AaHHbIX AC OfHa napTun4 3.1
52 |nogcyeT NOCTPaAHUYHO MO NO3MUMSAM AaHHbIX, NEpeHeceHne UToros| opHa nosvumd 1,6
Ha criefyoLLyo CTpaHuuy
53 |cBepka UHAHCOBLIX [JOKYMEHTOB oOTAena C (UHAHCOBbLIMU| OAWH AOKYMEHT 1,46
OOKyMeHTamu byxrantepum
54 | obopmneHne conpoBOANTENbHLIX JOKYMEHTOB (cYeT, HaknagHas,| oavH JOKYMEHT 13,0
akKT) ang nepegadv B byxranteputo
55 |ochopmneHne  MHBEHTapHOM KHWUMN, Hymepauus  nucToB,| ofHa cTpaHuua 0,88
npocTaBrieHMe HoMepa B MHBEHTAPHOM KHUre
56 |3anncb QOKYMEHTOB MO YCTAHOBNEHHOW (hOpME B WHBEHTapHylo| OOWH AOKYMEHT 2,8
KHUrY, NPOCTaBeHNe NHBEHTAPHOIo HOMepa Ha AOKYMEHTe
57 |npoBegeHve vHOMBMOYaNbHOrO y4veTa [AOKYMEHTa MO aKTOBOW| OAWH AOKYMEHT 1,0
cucTeme, NpoCTaBneHne MHBEHTAPHOrO HOMepa Ha JOKYMEHTe
58 |npoBeageHne MHAMBMAOYaNbHOrO yyeTa C MPUMEHEHWEM YYeTHOro| ofHa KapTouka 4,7
KaTanora: coctaBneHve  Gubnuorpaduyeckoro onuncaHus
OOKYMEHTa; yKasaHuMe LeHbl, WHBEHTApHOro Homepa, roga
nocTynneHusi, Homepa 3anuncu B "KHure cymmapHoro yyeta", ymcna
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka

Ctpanuua 8 us 207


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

Mpukas MuHkynbTypbl Poccun o1 30.12.2014 N 2477
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl,

BbIMOSIHAEeMble B OM...

[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

NOCTYNUBLUNX 3K3eMnnsapos, nx pacnpegeneHue no
nogpasgeneHnam
59 | dbukcupoBaHne B KypHane perncTpaumm KapTodek ydeTHoro| opgHa 3anuch 0,3
KaTanora MHBEHTapHOro HoMepa, NepBOro CrioBa 3arnasusi
60 |npocTaBneHne MHBEHTAPHOro HOMepa Ha JOKYMEHTe OAWH JOKYMEHT 2,6
61 | pernctpaumnsa naTeHToB B HyMepPaLWUOHHOW KHUre OOVH JOKYMEHT 0,3
62 |npuem akToB Ha BblObIBLWUME [OKYMEHTbI OT  CTPYKTYPHbIX OAMVH aKT 8,7
noapasaeneHuii; BHeceHue 3anncn B "KHure cymmapHoro ydera"
(2-a yacTb); npocTaBneHne HoMepa akTa
VckntoveHne JoKyMeHTa Mo akTy U3 y4eTHbIX opM: OLVH LOKYMEHT
63 | MHBEHTApPHOW KHUMN 1,4
64 |yyeTHoro katanora 0,88
65 |onucu NHBEHTapHbLIX HOMEPOB 1,0
66 | ucknoyeHne BbIObIBLLUMX JOKYMEHTOB M3 6a3bl AaHHbIX AC OAWH JOKYMEHT 1,0
67 |noralleHve MHBEHTAapHOrO Homepa W wTeMnens o6mbnuotekn Ha| OOuH AOKYMEHT 0,5
OOKyMeHTe
68 |noawmnBka akToB OOVH aKT 0,26

MpumeyaHue: npu paboTe C JOKYMEHTAMW Ha MHOCTPaHHbIX si3blkaX K HOpPME BPEMEHWU MpUMEHSsIETCS
nosblLaowmmn koadppuumneHT 1,15.

1.3. bubnmote4dHasi o6paboTka AokyMmeHTOB. OpraHnsaunsi U BegeHne kaTanoros

Tabnwuua 3
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
PaboTa c neyaTHOWM KapTOYKON:
1 |dopmmpoBaHMe KOMMMEKTa Me4yaTHbIX KapTOYeK Ha OCHoBe| ofHa KapToudka 1,25
MaLumMHounTaemon Gubnuorpaduryeckon 3anucu
2 |pas3bop KomnnekTa nevyaTHbIX KapToYek OfHa KapTouyka 0,42
3 |noabop nevaTHbIX KapTodek No andasnTy PaMunmMin aBTOpoB UNU| OAHa KapToyka 0,43
3arnaBuin 4N pacCcTaHOBKM B CNY>XeOHY0 KapTOTeKy
4 |paccTaHoOBKa KapTOYeK B CryXeOHYIO KapTOTEKyY OfiHa KapTouykKa 0,96
5 |nogbopka neyaTHbIX KAPTOYEK K JOKYMEHTaMm OfHa KapTouyka 0,52
Ceepka NocTynuBLLNX OKYMEHTOB C KaTarnoramu:
6 |npoBepka no katanory MOBTOPHOCTU [OKYMEHTA; NepeHeceHne c| opHa KapToudka 1,9
KoHncynbtanTtlnioc
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KaTanoXHOMW KapTo4kn 6nbnmoteyHoro wundpa, nosiHoro nHaekca

7 |nouck B cnyxeOHOM kaTamore CBOOHOIO OMNuUCaHWsl; BHECeHue| ofgHa kapTouka 2,6
OTMETOK
8 |ocopmneHne nevaTtHOM KapTOYKM, HanNuMCaHWe WHBEHTapHOro| oAHa KapTouka 0,68

HoMmepa, Wrdpa 1 apyrnx 6ubrnmMoTeUHbIX OTMETOK

Mpunucka oy6neTos:

9 |cBepka [OOKymMeHTa Ha  agybneTtHocTb no  crnyxebBHomy,| OAHO Ha3BaHue 0,94
andaB1MTHOMY, y4eTHOMY KaTanory

10 |npunucka pybneta B KkaTanor: nNpocTaBfieHWE WHBEHTAPHOro| O4HO Ha3BaHWe 2,42
HOMepa; nepeHeceHue Wwudpa Ha JOKYMEHT

Mpununcka npogormKaroLMXca U3gaHui:

11 |nouck B perucTpaumMoHHOM KapTOTEKE KapTOYkM Ha wu3gaHue;| OAHO HasBaHue 0,84
cBepka ee C OpuUrMHanom; BHeceHne GnbnmoTeyHbIX OTMETOK

12 [nouck B KaTanore  KapTOYkW;  OTMETKa NOCTYNneHns| oaHo HasBaHue 3,1
COOTBETCTBYIOLLEr0  BbIMyCcKa; MPOCTABMIEHNE  WHBEHTaPHOIO
HoMepa, Wundpa, BHeCEHNE OAPYrMX GUBMOTEYHBIX OTMETOK

dopmupoBaHme bubnuorpaduyeckon 3anucu

CocTtaBneHne OCHoOBHOW ©Oubnuorpacdmyeckon 3anucu  npu| ogHo HasBaHue
OTCYTCTBMM Me4vYaTHOW KapTOYKU B JOKYMEHTEe (O3HakomieHue C
OOKYMEHTOM; COCTaBfIEHME OMUCaHus; BHeCceHue OnbnmoTeyvHow
OTMETKMN)

KonnyecTtBo anemeHTOB OnmncaHus:

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 |cocTaBneHne OCHOBHOW GUGIMorpadnyeckon 3annucn € MOMOLLbHO 3,5

MaKkeTa KapTO4YKK, Hane4vyataHHOro B KHUre; NpocMoOTp WU3OaHUA;
CBepka C MakeTOM KapTO4Ku

20 |cocTaBnenune nobaBoyvHoro onucaHus K OCHOBHOW| oAHa KapTouyka 1,9
ombnmorpaduyeckon sanmcm

21 |o3HakoOMneHne C [OOKYMEHTOM; COCTaBfieHMe aHanuTU4eckon| OAWH AOKYMEHT 3,5
3anucu
22 |coctaBneHue CCbIITOYHOMN KapTO4KM K OCHOBHOW| oaHa KapToyka 1,26

o6nbnuorpaduyeckon sanmcu

dopmrpoBaHe GMbnMorpadUyeckoin 3anncm PyKonmucHON KHUMM

KoHncynbtanTtlnioc
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CocrtaBneHuve OCHOBHOMN Bubnuorpaduyeckon 3anvcun| ogHo HasBaHwe
(o3HakoMneHne C  [OOKYMEHTOM; COCTaBfieHWe, onucaHue,
npocTaHoBKa GUBNMOTEYHON OTMETKN):

23 | cpeaHen CnoxHoCTK 600,00
24 | NOBbILLEHHOW CIMOXHOCTH 1200,0
25 | Ha NHOCTpPaHHOM fA3blke 1200,0
26 |kapTtorpacumdeckoro matepvana 1200,0
27 | My3blKkanbHOro cogep>xaHusi 1200,0
28 |popaboTka  ycTapeBLUMX — 3anucew, He COOTBETCTBYIOLWNX| OAHO Ha3BaHue 300,0

COBpPEMEHHbIM apxeorpaduyeckum Hopmam: AaTMpoBKa pyKonucen
MO BOASAHBbIM  3HakaM; pOCNWCb  COAepXaHns  COOPHMKOB
HEenoCTOSIHHOrO COCTaBa; BHECEHUE AOMOSNHUTENbHbIX CBEAEHUN C
y4eTOM JOCTMKEHUI COBPEMEHHOW ncTopuorpadumn

PepaktnpoBaHune 6ubnunorpaduyeckon sanncu:

29 npoBepkKa nNpaBUITIbHOCTU 3J1IEMEHTOB 3alNMnCU Ha KapTo4dke OHa KapTo4kKa 1,0

30 |odhopmneHve kKapToukv Ans OyOnvpoBaHWS Ha MHOXMTENbHOM| OAHa KapToyka 3,2
annapaTte; MpoOCTaBMneHne WHOEKCOB, LWKUgpPoB, OMBNNOTEYHBbIX
NoOMeTOK, onpeeneHne 1 ykazaHue Tvpaxa kapToyek

"pynnoBas o6paboTka JOKYMEHTOB

OT160p OOHOTUMHBIX [AOKYMEHTOB, MNOAMEXawmx rPynrnoBOM| opHa rpynna
00paboTke; cocTaBneHne ob6LLE XapaKTEPUCTMKM Ha KOMMMEKT| AOKYMEHTOB
[OKYMEHTOB

KonunyecTBo 4OKYMEHTOB B rpynne:

31 11-9 39,0

32 [10-15 60,0

33 116-30 106,0

34 |npoBepka MpaBWUMbHOCTU COCTaBMEHUS XapaKTEPUCTUKN  Ha ogHa 13,0
KOMMIEKT JOKYMEHTOB XapaKkTepucTuka

Pekatanorusauus (3a|vleHa KaTanoXHbIX KapToqu):

35 |cBepka KapToukM C  [OOKYMEHTOM; WCMNpaBfeHue CcTaporo| ogHa KkapToyka 17,4
Bmbnuorpadmnyeckoro onNnMcaHns; CoCTaBneHne HOBOro OMMCaHus;
nepeHeceHne LwWudpa, WHBEHTAPHOrO Homepa, OMBNMOTEYHLIX
NMoMeToK

MogroToBka K MHOEKCUPOBaAHNKD OOKYMEHTOB AJ1A KaTalloroB:

36 |nogGop KapTOYKM K JOKYMEHTY, CBEpKa U BITIOXEHNE B AOKYMEHT OfHa KapTouyka 0,5

37 |o3HakoOMneHne C  [OOKYMEHTOM; yCTaHOBMeHue TeMaTuKW;| oOHO Ha3BaHWe 0,88
pacnpegeneHve no oTpacnsam 3HaHus (No TeMaTuke)

38 | npocMOTp MHOCTPaHHbIX U3OaHWA, NepeBof AaHHbIX Ha PYCCKUN| OAHO Ha3BaHue 0,37

KoHncynbtanTtlnioc
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A3bIK

CwncremaTtunsaumsa gOKYMEHTOB:

39 |cuctematmsaums [OOKYMEHTa C  WUCMOMb30BaHMEM  MHOEKCOB| OAHO Ha3BaHue 2,6
neyaTHOM KapTOYKM WM MakeTa KapTOYkW, HanevaTaHHoro B
N34aHuK, O3HAKOMITEHNE C JOKYMEHTOM, MPOBEpKa COOTBETCTBMSA
MHOEKCOoB Tabnuuam knaccudumkauumn, npuHATbIM B OMONmMoTeke,
NpocTaBfeHne NHOeKCa Ha JOKYMEHTe

40 |cucTemaTtmsaumnsa JOKYMEHTOB NPU OTCYTCTBMM NeYaTHOM KapTodku| OAHO Ha3BaHWe 4,7
N MakeTa KapTOYKM B M34aHMKW, O3HAKOMIEHWE C [AOKYMEHTOM;
onpegeneHne nHagekca no Tabnuuam knaccugukaumm, NPUHATLIM B
6ubnuoTeke; NpocTaBneHne NHAEKCA Ha LOKYMEHTE

41 |onpepeneHne aBTOPCKOrO 3Haka [AOKYMEHTa MO aBTOPCKUM| OOHO Ha3BaHWe 0,62
Tabnvuam

42 | wnppoBka AOKyMeHTa nNpu hopmMaTHO-MHBEHTAPHOW pacCTaHOBKe:| OAHO Ha3BaHWe 0,42
onpegeneHne popmarta AOKYMEHTa, HanucaHue wugpa

43 |penaktupoBaHue  KnaccuUKauMOHHOIO  MHAEKca; npoBepkal OAHO Ha3BaHWe 0,88
NpaBWUibHOCTU MHAEKCA, aBTOPCKOro 3HaKa

44 |cocTaBneHue KapTouku andaBuUTHO-MPEeAMETHOro katanora (Ha| ofHa KapTouyka 2,0
HOBYIO TeMaTuKy); HamMcaHWe Ha KapTo4yKe MHOEKCa, Has3BaHus
KaTanora M KapTOTEKM, B KOTOPbIX OTPaXawTcs [OOKYMEHTHI;
yKasaHue CChbIIKM W OTChIMKW, CBA3M MeXay OTAeNlbHbIMU
pybpukamm
MpeomeTnsaumns JOKYMEHTOB:

45 | npegMeTusaumsa JOKYMEHTOB C MCNONb30BaHNEM pyOpuk nevyaTHOW| OAHO Ha3BaHue 2,6
KapTO4KW; NpoBepka COOTBETCTBMSA PYyOpPMKM MedYaTHOW KapTOYKM
npegMeTHOMY KaTanory

46 |npegMeTu3aLmsa JOKYMEHTOB MPU OTCYTCTBMM NEYATHOM KapTOYKM;| OA4HO Ha3BaHue 4,6
03HAKOMITIEHNE C JOKYMEHTOM, ONpeaernieHne pyopukm

47 |cocTaBneHne HOBbLIX MNPegMEeTHbIX Ppyopuk U1 noapybpuk;| ogHa KapTouka 1,3
nepeHeceHne Ha KapTo4ku Cny>xebHOM KapToTekn

48 | pepakTupoBaHue npegMeTHon pybpukK; npoBepka NPaBWUibHOCTM| OfHA KapTOdka 0,88
npegMeTHOM pyGpUKM, TOYHOCTM HaMMCaHUs
OpraHusaunsa andaBUTHOro Karanora:

49 |nogbopka kapTodkum Mo andasuty damMunuini  aBTOPOB WNM| OAHa KapTo4ka 0,36
3arnaBui nsi paccTaHOBKWU B anipaBUTHbIN KaTanor

50 |pacctaHoBKa npegBapuTenbHO  MNOAOOpPaHHbLIX  KapTodek B| ogHa kapTouka 0,36
andaBnTHbIN KaTanor

51 | pepakTupoBaHue andaBMTHOrO KaTtanora; NpoBEpKa PacCTaHOBKM| OOHa KapTouka 0,88
KapToyek, NpaBUNbHOCTU A00ABOYHBLIX U CCbIMIOYHBIX KapToOYek;
ncnpasneHne ownbok

52 |HanuncaHune paszpgenutensa Ans andaBWTHOrO Katanora, ykasaHue OOMH 0,88
OykBbI, criora pasgenvrenb

KoHncynbtanTtlnioc
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53 |paccrtaHoBKa pasgenutenen B and)aBuTHbIW KaTanor: nogbopka OAWH 0,36
pasgenutenen no andasuTy, MNOUCK MecTa pasgenuTens,| pasgenurens
yCTaHOBKa, 3aKpenneHne CTepXHS
OpraHusauns cuctemaTnyecKkoro katanora:

54 |nopGopka kapTo4vku No UHAEKCaM, BHYTpU pasgena no andaeuTy| ogHa kapTouka 0,42
damunun  aBTOPOB WNKU  3arnaBui  ONA  pacCTaHOBKM B
cucTeMaTUYeCcKUn katanor

55 |pacctaHoBKa npegBapuTeEnbHO  MOAOOpPaHHbLIX  KapTOYek B| OgHa kapTouka 0,42
cucTteMaTu4ecknin katanor

56 |pepakTupoBaHMe  cCUCTEMATUYECKOro  KaTtasnora: npoBepka| ofHa kapToudka 0,88
NpaBUITbHOCTWN HaMOMHEHUA pa3fernoB KaTanora No cogep)KaHuio,
MHAEeKcauun 1 paccTaHOBKe; ucnpasneHme ownbok

57 |aHanua cuctemMaTuyeckoro kartanora: ucrnpasneHue WHOEKCOB,| OAHa KapTouka 5,2
BHeCeHMe n3MeHeHUn B andaBuUTHbLIN KaTasnor

58 |HanucaHne pasgenutena AOnNa  CMCTEMaTMYEcKoro Kararnora: OOMH 2,6
yKasaHue HanMeHoBaHWA pasgena, nogpasgena n pyrux oTMEeToK | pasgenuTtenb

59 |paccrtaHoBka pasgenuTenen B CUCTEMATUYECKMI  KaTanor: OAvH 0,42
nogbopka No uHZekcam, MOWCK MecTa, YCTaHOBKa, 3aKkpenneHue| pasgenvrenb
CTEPXHS
OpraHusauusa npe4MeTHOro kartanora:

60 |nogbopka kapTovek No NpeameTHbIM pybpukam, BHYTpM pyOprk no| ogHa kapTouka 0,42
andgasuTy hammnuin asTopoB Unu 3arnaBui

61 |pacctaHOBKa npegBapuTenbHO  MOAOOpPaHHbIX  KapTOYek B| OgHa kapTouka 0,42
npeameTHbIN KaTanor

62 | penakTnpoBaHne NpeaMeTHOro Kkatanora: npoBepka NpaBuUbHOCTU| OAHa KapTo4ka 1,0
CCbISIOK, OTCbISIOK, py6puK

63 |HanuncaHwe pasgenutena AN NpeaMeTHOro kararnora, ykasaHue OOMH 2,3
pyOpUKK, OTCBISIKA, CChISNIKA pasgenuTens

64 |paccraHoBKa pasgenurtensa B NpeaMeTHbIA KaTtanor, Nouck MecTa, OAvH 0,42
yCTaHOBKa, 3aKpenneHne CTepXHS pasgenuTens
OpraHusauus HyMepaLMOHHOro KaTanora
HOPMaTUBHO-TEXHNYECKON JOKYMEHTauuu:

65 |nogbopka KapToYvku MO BUAAM OOKYMEHTOB, YCNOBHbIM LMEPOBLIM| OAHAa KapToyka 4,3
0bo3HayeHnaM, andaBuTy COKpalleHHbIX Ha3BaHUW  CTpaH,
NnaTUHCKOMY andasBuTy (MHOCTPaHHbIX CTaHO4AapTOB), NO HOMepam
JOKYMEHTOB

66 |paccTtaHoBKa npeasapuTenbHO NoAobpaHHbIX KApTOYeK B KaTanor OfHa KapTouka 0,41

67 |penakTupoBaHue KaTanora (npoBepka npaBuIbHOCTM| OfHa KapTo4yka 3,2
Gubnuorpadumyeckmx oOnucaHuWi, paccTaHOBKW;  MCMpaBreHune
owmnboK); BHECEHWE JOMNOMHEHUA U U3MEHEHUI B KaTanor (oTMeHa,
3aMeHa, M3MEHeHUs, NPOAMeHue cpoka AeWCTBUS C  yKasaHueMm
NCTOYHMKA)

KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

68 |HanuncaHwe n paccTaHoBKa pasgenurenen O4MH 1,3
pasgenuTens
OpraHusauusa n BegeHue arekTpoHHOro Karanora:
69 |cBepka NOCTYNMBLUMX AOKYMEHTOB Ha AyONeTHOCTb B SNIEKTPOHHOM| OOWH AOKYMEHT 1,6
KaTanore
70 | npynncka NpoaomkKaloLWmnXca n3gaHnim B 9NeKTPOHHOM KaTanore OOVH JOKYMEHT 1,6
dopmupoBaHne Gubnuorpacmyeckon 3anucu Lns dNEKTPOHHOro| opgHa 3anuch
KaTanora; BBog, B 6a3y [aHHbIX; 3anofiHEHWE COOTBETCTBYHOLLMX
nonen:
71 | Npu HaNMM4YMM MakeTa NeYaTHOW KapTOYKK 0,36
72 |npy OTCYTCTBUM NEeYaTHOM KapTOYKM 0,42
73 | cocTtaBneHne aHanNnUTU4YECKON 3anncu 3,5
74 | coctaBneHne o6aBOYHbIX U CChINTOYHbBIX ONUCaHUN OLHO OnucaHune 0,88
75 | pepaktnpoBaHune Gubnuorpaduryeckorn 3anucu B 6ase gaHHbix AC;| ogHo onucaHue 1,3
BHecCeHMe U3MEHEeHUN
76 |BBOA MepeyHsa npeameTHbIX pyopuk apudmeTuko-normdeckux| opHa pybpuka 0,36
ycTponcTs (AJTY) kK cuctemaTM4yeckoMy KaTarory M reHeparnbHOMN
CMpaBOYHOWN KapToTeke
77 |BbIBOA Ha 3KpaH Gubnuorpadudeckmx 3anmcemn OfHa 3anncb 0,83
78 | pemakTMpoBaHue pyopuK; HanonHeHe pasaenos ofiHa 3anucb 3,0
N3bsaTre KapToyek 13 KaTtanoros
M3bsaATe KapTOYKM Ha WCKYEHHble u3 BGubnmoTteyHoro doHga| ofHa KkapTouka
OOKYMEHTBI:
79 |andaBuTHOro Katanora 0,52
80 |cucTtemartmyeckoro kaTanora 0,56
81 |npegmeTHOro katanora 0,56
82 | HymepaumoHHoro katanora 0,42
83 |nsbatue 6ubnmorpaduyeckor 3anmcu U3 aNeKTPOHHOrO KkaTanora ofHa 3anuncb 0,84
TexHu4eckas obpaboTka JOKyMeHTa
HaknevBaHve Ha JOKYMeEHTE NICTKA Cpoka BO3BpaTta, kapmallka,| ogvH JOKyMeHT
Apnblka:
84 | nucTtok cpoka Bo3Bpata 0,42
85 | kapmaluek 0,42
86 |apnblk 0,26
HanucaHue wndpa Ha JokyMeHTe u aprbike: OOVH JOKYMEHT
KoHncynbtanTtlnioc

HageXxHasa npaBoBas nogaepxka
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

87 |Ha pokymeHTe 0,26
88 |Ha apnblke 0,36
89 |nepeHeceHne opmaTtHOro M cucTeMaTU4eckoro LUMAQPOB C| OAWH AOKYMEHT 1,6

KapTO4YKM Ha OOKYMEHT

90 | ochopmneHne KapToUKkKN ANA TUPAKNPOBaHUSA OJHO Ha3BaHue 1,0
91 | BHECeHVe U3MEHEHN B KapTOYKe Nocne TMpaxmnpoBaHus O[1HO Ha3BaHue 0,42
92 | pacnpegeneHune KaTanoXHbIX KapTOYeK Ha HOBbIE NMOCTYMMEHUA MO| OAHa KapToyka 0,42

CTPYKTYPHbIM MogpasaeneHnsm nocne TMpaXxupoBaHus

93 |3anonHeHne  KHWXHOro  copMynspa:  ykasaHue  wudpa,| O4MH KHUXKHBIN 0,88
WHBEHTApHOro HOMepa [AOKyMeHTa, amMunum W MHUMUManoBs dopmynsp
aBTopa, ero Ha3BaHu4, LeHbl, roga n3gaHus

94 | 3anonHeHve KapToOYKU UHOUKATOpa Ha AOKYMEHT, HanpasnseMbld B| oauH uHaukatop 0,88
KHUFOXpaHEeHWNEe: yKasaHWe WHBEHTapHOro HoMepa, aBTopa MU
3arnaeu4, Wudpa paccTaHOBKU

95 3anonHexne: nepegaTtoyHon BeAOMOCTM Ha MNapTUIO  HOBLbIX| O4HA BEAOMOCTb 0,42

NOCTYNNEHNI

Pabota B AC

BbIBOA Ha 3KpaH y4eTHbIX (hopM; pacnevarka: ofHa dopma
96 | nMCTbl MHOUBMAOYANLHOrO yyeTa JOKYMEHTOB 0,05
97 |nepepatodHas BEOOMOCTb HOBbIX MOCTYMNNEHUN 0,05
98 |kapTouka ¢ Gubnuorpacmyeckon 3anucbio A4S y4eTHOro Karanora 0,05
99 | KHWXHBIN chopmynsp 0,05
100 | kapTo4ka nHankKatopa 0,05

lMpumeYaHune: K HopMam BpeMEHN MPUMEHSIOTCH NoBbILLaoLWme KOSDPULMEHTHI:

- Mpu cocTaBneHnn Ombnuorpacdmnyeckoro OMUCaHWst Ha OOKYMEHT, Ha TWUTYNbHOM JIACTE KOTOPOro
YaCTUYHO OTCYTCTBYIOT AaHHble Ans bubnuorpaduyeckon 3anucu - 1,13;

- nNpyn 6mnbnuoteyHon obpaboTke: KMHOPOTO(OHOLOKYMEHTOB - 1,21; HOTHbIX, KapTorpaduU4eckumx,
nsomsgarun - 1,15, cneunanbHbIX BUOOB Hay4YHO-TEXHUYECKOW nuTepaTypbl U JokymeHTauum - 1,10;

- Npu paboTe ¢ AOKYMEHTaMMN Ha MHOCTPAHHbIX SA3blkax, MPU OpraHu3auMm U BeAeHUW KpaeBedvyeckoro
kaTanora (kapToTekun) n 6ubnMoTeyHoro Karanora Ha MHOCTpaHHOM s3blke - 1,15, Ha g3blkax cTpaH Asuu u©
Adbpukn - 1,5.

1.4. Pabota ¢ hoHOOM

1.4.1. PaboTta no npmemy JOKYMEHTOB

Tabnuua 4
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHusi BPEMEHMN,
MU/H.
1 2 3 4
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KYMEHT N TaBleH
"O6 yTBEpPXKOEHMUM TUMOBBLIX OTPacneBbiX HOPM TpyAa Ha paboTsl, AokymenT npeaocraene

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

Mprem OOKYMEHTOB B CTPYKTYPHbIX NOApPa3geneHmsax
lMpnem [OOKYMEHTOB W3 oOTAena KOMMJIEKTOBAHWS, CBepka C| oaHa naptusi
COMpoOBOANUTENBHLIM MaTepuanom
KonnyecTBo 3K3eMMsipoB:

1 11-25 14,4

2 |26-75 37,2

3 |peructpaumsa HOBbLIX MNOCTYNIEHUAW NEPUOANYECKUX U3OaHUKW,| OAWH AOKYMEHT 0,26
npocTaBreHne OTMETKN B pErMCcTPaLMOHHON KapToTeke

4 |npoBepka rogoBOro KOMMMEKTa >XypHarioB M ra3et Ha Hanuvume| OJWH HoMep 1,0
HOMepoB

5 |npoBepka 3anMcu Ha nepBoM HOMEpPE TrOAOBOrO KOMMIIEKTa: OAWNH HOMEp 5,0
Wwndpa, HOMEPOB, OTCYTCTBYIOLLMX HOMEPOB, MECSALIEB
3anuce HomMepa B ToMnorpaduUYeckytd Onucb, MPUNOXEHUS u|  oguH Homep
crneLmanbHble BbIMyCKu:

6 |Ha pycckom Aa3bIke; 1,0

7 |Ha MHOCTPaHHbIX si3blKax 2,0

8 |npocTtaBneHve LwTeMnens CTPYKTYpPHOro nogpasfeneHus Ha|l oguH Homep 0,26
OOKyMeHTe
Moabop AOKYMEHTOB A51S pacCTaHOBKU B poHAE:!

9 |nopbopka [OOKYMEHTOB MO  KIacCUMKAUMOHHBIM  MHOEKcaM,| oaWH AOKYMEHT 0,52
aBTOPCKOMY 3HaKy

10 |nogbopka OOKYMEHTOB MO dopMaTty, WHBEHTApHbIM HOMepam,| OAWMH JOKYMEHT 0,92
Lwncpam pacctaHOBKK

11 |nopbopka AOKYMEHTOB Mo andaBuTy Ha3BaHWiA, rogam, Homepam,| OAMH JOKYMEHT 0,48
pasgenam, NopsgKoBOMYy HOMepy

12 |nogbopka cnewLBnaoB HOPMATUBHO-TEXHUYECKOW JOKYMEHTaUMM No| OAWMH JOKYMEHT 0,36
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTApPHbIM
HOoMepam
PaccTtaHoBka 6ubnmnoteyvHoro coHaa:

13 |paccraHoBka OOKYMEHTOB Ha cTennaxax B| oavH gokymeHT 0,52
cucTemaTnyecku-ancaBuTHOM nopsigke

14 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| OoOWH OOKYMEHT 1,3
hopMaTHO-MHBEHTAPHOM MOPSIAKE

15 |pacctaHoBka [OOKYMEHTOB Mo andaBuTy HasBaHUW, rodam,| OAWH AOKYMEHT 0,63
HOMepaMm, pasgenam, NopsaKoBOMY HOMEpPY
paccTaHOBKA  HOPMATUBHO-TEXHWYECKON  AOKYMEHTaLumu no| OAWH OOKYMEHT
Knaccam, nogknaccam, rpynnam, noarpynnam, WHBEHTapPHbIM
HOoMepam
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

KonunuyectBo 4OKyMEHTOB B noabopke:

16 [1-5 0,52
17 |6-10 5,2
18 (11-15 0,88
19 | paccTtaHoBKa JOKYMEHTOB Ha cTennaxax B| OoOWH OOKYMEHT 5,00

hopmaTHO-cMcTemMaT4eckoM 1 andaBuUTHOM nopsiake (NpeameTos
N MartepuanoB rpadpukn) B BUTPUHAX M LWkadax C Yy4eToMm
KOMMIIEKCHOIo XpPaHEeHNs1 PYKOMUCHbIX U CTaponeYaTHbIX KHUP

20 |paccTtaHoBKa AOKYMEHTOB Ha MMWKPOHOCUTEMNSX B MHBEHTApHOM W| OOWH AOKYMEHT 3,0
HyMepauMOHHOM nopsiake

npoBepka NpaBUIIbHOCTUN PaCCTaHOBKM [AOKYMEHTOB B OTAENbHbIX| Maccu doHaa
MaccuBax poHaa

Konnyectso npoBepdeMbIX JOKYMEHTOB!

21 [1-200 26,1
22 201 - 305 42,0
23 | 306 - 400 57,0
24 (401 - 600 88,0
25 |nepemelleHne (NnepeHeceHne) JOKYMEHTOB Ha CBOBOAHbIE MecTa ofHa norka 4,0
OchopmneHne MomnoYHeIX pasfenuTeneli; HanucaHue NomouHbIX OfVH
pasgenuTenei: pasgenurenb
26 | ons cuctemaTtnyeckom pacctaHoBkM ooHaa 3,6
27 | anga doopmaTtHoOM paccTaHOBKM hoHAa 2,6
28 | ons andaBnTHOM paccTaHOBKM dooHAA 2,6
29 | ons HyMepaLuMOHHON paccTaHOBKM hoHAa 2,6

lMpumeYaHue: K HopMam BPEMEHN MPUMEHSIOTCA NMOBbILLALME KOIDDULMEHTI:
- Npy nogdope u paccTaHoBKE KNHOPOTOOHOAOKYMEHTOB - 1,2;

- HOT, KapTorpaduyeckmx, nsomsgaHum - 1,5;

- Npu paboTe ¢ AOKYMEHTaMM Ha NHOCTPaHHbIX A3blkax - 1,15;

- Ha A3blkax cTpaH Asuun n Adpukn - 2,0.

1.4.2. PaboTta no coxpaHHocTu cdboHaa

Tabnuuya 5
N HanmeHoBaHwue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpeMeH!,
MWH.
1 2 3 4
MpoBepka bubnmnoTeyHoro oHaa:
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HokymeHT npepgoctasneH KoncynbranTllntoc
[ata coxpaHeHus: 18.09.2015

1 |HanucaHue KOHTPONbLHOrO TanoHa Ha AOKYMEHT: yka3aHue Ha HeM|  OOWH TaroH 0,88
WHBEHTaApHOro HoMepa, wwudpa, amunuu, UHULKANOB asTopa,
3arnaBeusi, roga, Mecta u3gaHus, LeHbl, Mecta XpaHeHust
2 | MapKnMpoBKa KOHTPOSbHbLIX TANIOHOB: YCTAHOBKA, rAe YY4TeH AaHHbIN OAVH TarloH 0,26
OOKYMEHT (YYETHbIV KaTanor, UHBEHTapHasi kHura); npocTtaBneHue
OMno3HaBaTENbHOTO 3HaKa
Moabopka KOHTPOMbHbLIX TaNIOHOB: OAVH TarloH
3 |no nHBEHTapHbIM HOMEpPaMm 0,21
4 |no andasuty hamnnunin asTopoB UMK 3arnasui 0,31
5 |no knaccudmkaLMOHHOMY MHAEKCY 0,52
6 |cBepka KOHTPOSIbHbIX TarlOHOB C WMHBEHTAPHOW KHWUIOW, OTMETKa OAWH TarnoH 0,21
NPOBEPKN Ha TaroOHEe U B KHUre
7 |cBepka KOHTPOSbHLIX TAnNOHOB C Y4YE€THbIM UNU andasBuUTHLIM, OIVH TaroH 0,26
Tonorpacumyeckum Katanoramy, oTMeTKa Ha TarnoHe 1 B Katanore
8 |aHanu3 bopmbl MHAMBMAYANBLHOIO YYETa; BhISBIEHNE AOKYMEHTOB,| OOWH AOKYMEHT 1,3
He npoLlewmnx NpoBepPKyY
9 |cocTaBneHue KapToYKM Ha OOKYMEHT, He MpoLUeaLLmniA NPOBEPKY OAWNH OOKYMEHT 0,83
10 |nouck OOKYMEHTOB, He npollewunx MnpoBepKy, MO pasfnuMyHbiM| OAMH OOKYMEHT 3,6
YYETHbIM hopMam, KapToTeKkam, XypHasnam, KH/XKHbIM Nonkam
CocTtaBneHuve cnncka HegocTarLwwmx B poHae JOKYMEHTOB OfVH CMNCOK
KonnyectBo OKYMEHTOB B CMUCKE:
11 |1 0,78
12 12-10 8,3
13 [11-25 19,3
OT160op OKYMEHTOB AN N3bATUA U3 PoHAA
MpocMOTp AOKYMEHTOB Ha NpeaMeT u3bAaTus u3 oHaa: OOVH JOKYMEHT
14 | HenpoUNbHbIX 3.1
15 | ay6neTHbIx 1,6
16 | ycTapeBLUMX NO COAEPKaHUIO 3,1
17 |BeTxux 0,88
18 | manoncnonb3yembiX, HEUCMNONb3yeMblX 2,6
lMogroToBKa 4OKYMEHTOB K aKTUPOBaHWIO:
19 |nogbopka LOKYMEHTOB B MapTuM Mo NpuyMHam W3bATUSA; CBepka Cc| OauH JOKYMEHT 0,36
KHWKHBIM (DOPMYNISPOM
20 |nopbopka KHWXKHBIX (QOPMYNSPOB Ha [OKYMEHTax B nopsake| oanH dopmMynsip 0,42
KoHncynbtanTtlnioc
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KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

BbIMOSIHAEeMble B OM...

WHBEHTApPHbIX HOMEpPOB, andasuTa, XypHanoB - MO rogam wu
HoMepam
CocTaBneHue cnmcka K akTy BblObITUA (Nepenaymn); nogcyeT odLen OOVH aKT
CYMMbI; OpopMIeHne akta
KonnuectBo JOKYMEHTOB B CMUCKE:
21 |1 0,78
22 12-10 7,8
23 |11-25 19,3
MoproToBka 4OKYMEHTOB B NepenneT:
24 |oTbop MOOKYMEHTOB Ans nepenneTta; npoBepka COCTOAHMSA| OOWH AOKYMEHT 3,4
OOKYMeHTa; 3anosiHeHne (cBepka) KHXHOro hopmynsipa
25 |nogbopka KOMMIEKTOB, CBSA3bIBAHWME B MNayky; OdOopMIIeHne| OAWH AOKYMEHT 2,6
OOKYMEHTOB AN nepefayv B nepennet
26 |nogrotoBka JOKYMEHTOB K BOCCTAHOBIIEHMIO: Nogbop OOKyMeHTa,| OaWH AOKYMEHT 2,6
aHamnorM4yHoro nOBpPeXAeHHOMY; OdopMIIeHMe 3aka3a  Ha
KonvpoBaHue
27 |npvem 3akasa nocne KonupoBaHWA, MpOBepKa KayecTtBa KOMWKW,| OAMH OOKYMEHT 0,83
noaroToBka AOKYMEHTA K nepensneTty
28 |mpuem [JOKYMEHTOB M3 MepenfeTa: CBepka MNOCTYMMBLUMX W3| OOWH AOKYMEHT 5,2
nepenneta [JOKYMEHTOB C KHWKHbIM (QOPMYyISpoOM; MNpoBepka
KayecTBa MepenneTa; BOCCTAHOBMEHME 3arnaBusi; HanucaHue
wndpa Ha aprbike, KOpeLlke JOKyMeHTa
MogwwBKa ra3eT u TOHKMX XXYpPHAaIOB:
29 |onpeneneHue bopmata, BNOXEHWE KOMMMEKTa XXypHanoB B nanky ojHa narnka 13,0
Hy>XHOro chopmaTa, 3aBsi3blBaHUE; BbIHECEHUE LWMdpa, Ha3BaHUS,
roga m3gaHus, HoMepa XXypHarnoB Ha 0BMOXKy U KOPELLOK nanku
30 |packnagka raseT No Has3BaHWSIM: MNpoKanbiBaHWE, BIOXEHWE B ofHa nanka 9,4
KapTOHHYyl0 0ONoXKy (Manky), NpOLHYpOBKa; odopmIieHne
00noxku (Ha3BaHue, rod, HOMep, MecsL)
Menkuin peMoHT poHaa:
31 |nogknerika OOKYMEHTa, KapMallKoB, SPMblKOB; BOCCTaHOBMEHUE oAHa nanka 4,2
3arnasum
PectaBpaunsa KOpeLuKoB:
32 |onpegeneHne obbema paboTbl; ydaneHwe CTaporo Kopellka,| OAMH KOpEeLUOK 60
noaroTtoBka KoreHkopa (obpeska, nogknenka); npoluveka Grioka
OOKYMeHTa, MOAKIENKa HOBOro KOpeLLKa, pa3MeLLleHme nog npecc
PectaBpauus ctpaHuy;
33 |onpenenenne obbema paboTbl; noakneinka doTorpaduit, kapT,| oaHa cTpaHuua 10
YyepTexXen; BOCCTaHOBMEHNE YacTen CTpaHuL (cTp.)
KoHncynbtanTtlnioc
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[okymeHT npegocTtasneH

KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

O6ecnbinmBaHne doHaa:

34

obecnbinvBaHne ¢oHga € MNOMOLWbI0 Mblfiecoca; obecneveHne
paboyero MecTa TeXHUYEeCKUMW CpeacTBamMu;  npoBeneHue
O6eCI'IbIJ'II/IBaHI/IF|; 3aHOC TEXHNYECKNX CpeCTB B MeCTa XpaHeHUdA

OfHa Meponorika 12,0

35

pydHoe obecnbinMBaHue ¢oHaa; obecneyeHne paboyvero mecrta
TeXHN4YEeCKMMun cpencrtesamMmmn; 3aHOC TEXHUYECKUX cpeacTtB B MecCTa
XpaHeHus

OfHa Meponosika 9,4

MpumeyaHue: K HopMaM BpeMEHU NPUMEHSIIOTCS NOBbILAoLLME KOSPPULNEHTDI:
- Mpu py4yHom obecnbinnBaHnm hOHAA HOTHbIX, KapTorpadu4ecknx, 3onsgaHun, gucceprauuim - 1,2;

- Npn obecnbinMBaHnn dooHaa ¢ NOMOLLbIO Nbinecoca - 1,3.

1.4.3. NI3ayyeHmne 6ubnmoTteyvHoro dpoHaa

Tabnuua 6

n/n

HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl

Eannunua
n3mepeHnst

Hopma
BPEMEHMN,
MUH.

2

4

MoarotoButensHas paboTta no ndydeHuto OMdNMoTeyHoro ooHaa:

cocTaBneHue nnaHa paboTbl NO N3ydeHnto GubnmnoTeyHoro coHaa
(4actu doHaa)

OAOWuH niiaH

214,0

noarotoBka UHCTPYMEHTapuda No  U3YyYHEeHUto 61bnmnoTeyHoro
d)OH/J,a; cocTaBrieHne Tabnuupbl No Pas3nnYHbIM acnekTam ndyveHusa

oJHa Tabnuua

6,3

noabopka 6ubnuorpaduryecknx nocodur, MHPOPMAaLMOHHBIX
CMWCKOB NS NMpoBeAeHUss paboTbl MO U3y4yeHuo GUBNMOTEYHOro

doHaa

O[1HO nocobue

20,0

MOAroTOBKa MHCTPYKTaxa ANs npoBefeHust paboT no MayyeHuto
61bnmnoTeyHoro ooHaa

OAVH VHCTPYKTax 83,0

Bubnuorpaduyeckoe nsydeHne 6ubnmoTeyHoro goHaa

OsHakomIieHne ¢ cogepxaHumem Oubnmorpadudeckoro nocobus,
MHGOPMALIMOHHOIO cnncka Ans nposegeHns paboTbl N0 U3YYEHUIO
BmbnnoTteyHoro oHaa

o[Ho nocobue

KonuyecTtBo HasBaHWin B nocodun:

1-25

15,7

26 - 50

34,0

51-100

68,0

Ceepka KkapTo4ku kaTtarora ¢ ©OubnuorpaduyeckMm OnmMcaHUeMm
OOKYMEHTa, yKa3aHHOro B Mocobun; BHECEHNE OTMETKM O Hanu4mm
OOKyMeHTa B (poHae:

OHa KapTo4kKa

andaBnTHbIN KaTanor

0,26

KoHncynbtanTtlnioc
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BbIMOSIHAEeMble B OM...

9 |cuctematmnyeckun katanor 0,42
10 |cocTtaBneHne Gubnuorpaduryeckoro onMcaHms Ha OTCYTCTBYKOLWME| OfHa KapToudka 2,6
B BMGnunoTeke AOKYMEHTHI
NMPOCMOTP HamnoJSIHEHMS CUCTEMATUYECKOro KaTanora B pasnuyHbIX| OAHa KapTo4ka
acnekTax (Mo oTpacnsmM 3HaHud, Bugam, rogam); COrnocTaBrieHune
Nony4YeHHbIX OaHHbIX c TeMaTUKO-TUMONIOrMYECKUM
(nepcnekTUBHLIM) NIAHOM KOMMIIEKTOBAHUS; YTOUHEHNE, BHECEHME
KOPPEKTUB B MriaH KOMMJIEKTOBAHUS
KonnyecTBo KapToyek B ALLUKE:
11 |1 -500 43,0
12 |501 - 1000 85,0
13 1001 - 2000 173,0
CraTtuctnyeckoe usyveHune dmbnumoteyHoro oHaa:
14 |3anonHeHne crtatucTudecknx Tabnuy (no coctaBy, AMHamuke u| opHa Tabnuua 19,3
CTEeneHn Ucnosnb3oBaHnst O6MbnmMoTeyHoro ¢oHaa) Ha OCHOBAHWUU
YYETHON JOKYMeHTauum
15 |pacyeT nokasaTenen KHuroobecnevyeHHocTH, oObpallaeMocT,|oanH nokasartenb 2,0
YMTaEMOCTU
16 [cnnowHor nNpocMoTp OOKYMEHTOB Ha CcTennaxax, nogcyeT no| OAuMH OOKYMEHT 0,84
KHW>XHBIM DOpMynisipaM UM fIMCTKam Cpoka Bo3BpaTta KonuyecTsa
KHMroBblgau
17 |mapkupoBka Heucnonb3yemon 4actu oHga B 3aBUCMMOCTM OT| OAMH OOKYMEHT 0,26
MPVYMH, BbI3BaBLUMX HU3KYHO 0OpallaeMocTb
18 | 3anonHeHune Tabnuubl MHTEHCUBHOCTU ucnonb3oBaHusa| opHa Tabnuua 50,0
BmbnmnoTteyHoro oHaa
CocTtaBneHne n aHanua Tabnuy No M3y4YyeHUto OUBIMOTEYHOrO
doHaa
CocTaBneHue Tabnuupl:
19 |no cocTaBy, pa3BuTUIO U UCNOMb30BaHWIO GbnMoTevHoro poHaa onHa Tabnuvua 63,0
20 |no cTteneHu ucnonb3oBaHus ¢oHAa B pasnuuHbIX acnektax (B| opgHa Tabnuua 68,0
OoTpacnesoMm, No B1aam u3gaHumn)
21 |no o6bemy Heucnonb3yemon n ManocnpalmBaeMon Yactu doHgal opgHa Tabnuua 63,0
N NpUYMHaM ee HaKoMMneHus
AHanua Tabnuupl: ogHa Tabnuua
22 [no cocTaBy, pa3BUTHIO 1 UCMONb30BaHWI0 BMGNMoTeyHoro doHaa onHa Tabnuvua 56,0
23 |no cTteneHu ucnonb3oBaHus ¢oHAa B pasnuuHbIX acnektax (B| opgHa Tabnuua 56,0
OoTpacnesoMm, No B1aam u3gaHumn)
24 |no cocTaBy M BENUYMHE HEMCMONb3yeMOM M ManocnpailuvMBaemon| opgHa tabnuua 60,0
YacTu ooHAa 1 NpMYMHaAM ee HaKomnneHns
KoHncynbtanTtlnioc
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25

COCTaBfeHWe nnaHa MeponpuaTui K
pesynbTatamMm udyvyeHuns coHaa

NpeanoXeHni  no

OJMVH NnaH

161,0

MpumeyvaHue:

BpemMA nposefeHnA WHCTPYKTaXa B HOPMY BpeMeHUW He BXO4WUT;

npu pabote c

OOKYMEHTaMN Ha MHOCTPAaHHbIX A3blKaX K HOpMaM BpeMeHU NPpUMEeHAETCA NOBbILLIAKOLLNIA KOSd)(*)I/ILlMeHT 1,15.

1.5. O6cnyxnBaHue umtaTenen

1.5.1. PaboTa c untatenem

Tabnuuya 7

n/n

HanmeHoBaHue npouecca, onepauun. CocraB paGOTbI

EgvHunua
n3mepeHunsi

Hopma
BpEMEH!,
MWH.

2

4

3anucb yntatens B Gubnuoreky:

MPOCMOTP AOKYMEHTOB uuTatens (macnopT, YAOCTOBepeHue,
NOPYYUTENbCTBO); NPOBEpKa HanMuMsl y4eTHO-PEerMcTpaLmMoHHON
KapTOYKU YuTaTens

OOWH YnTaTesb

1,7

3anonHeHve dopMynsapa uutartens,
KapTO4KK, HNTaTenbCKoro ouneta

YyYeTHO-perucTpaumoHHOn

OOWH YnTaTesb

2,0

O3HaKOMMEeHWe  uuTatens c npasunamu nosib30BaHWs
BubnuoTtekon, pacnonoxeHnem oHaa, CnpaBoYHbIM annapaTom

OAWH YnuTaTeslb

5,0

MOMCK W pacCTaHOBKa YYEeTHO-PErMCTPALMOHHBIX KapTOYeK Mo
andasuTy hamunuin Ymtatenen

OHa KapTo4Ka

0,26

Mepepernctpaunsa ymtarenen

nouck dhopmynapa (pPerMcTpaumMoOHHON  KapTOYKW) uuTaTens;
BHECEHMNE U3MEHEHUIN B HUX W 4YnTaTENbCKUA Gunet (yTouHeHue
A@HKETHbIX [aHHbIX, HOBOFO 4YMUTaTENbCKOrO HOMepa, AaTbl
nepeperucrpaumm)

OOWH YnTaTesb

12,0

3anuck (nNepepeructpauums) yMtatenen B aBTOMaTU3NPOBAHHOM
pexume:

Habop Ha KnaBuaType cCBeAeHWW O uuTaTene: amunud, uvs,
OTYECTBO, XapakTepu3yloliue ero npusHakm (obpasoBaHue,
cneumanbHOCTb, MHas HopMaLus), Kog

OOWUH YnTaTeslb

6.0

OocCyLlecCTBneHne KOHTpPONA 3a BO3MOXHbIM Hannydnem OaHHbIX O
yuntartene, 3anncaBLiemMcsa B 6M6J'II/IOTeKy (paHee 3anncaH, nuiieH
npasa l'IOJ'Ib3OBaHI/IF|)

OOWH YnTaTesb

1,0

odopMneHme Koaa YmtaTens ¢ KOHTPObHbIM paspsagoM U CPOKOM
Nonb30BaHWUA YMTaTENbCKMM OMMEeToM Ha OCHOBE  BblgAHHON
MHdopMaumn

OOWH YnTaTesb

0,52

BblBE[lEHNE Ha NPUHTEP CBEAEHUN O 3anucaBllemMcsi yutaTtene B
Buae bnaHka, Bblpe3aHue bnaHka U BKMelka ero B YuMTaTerNbCKui
ounert

OOWUH YnTaTeslb

1,3

KoHncynbtanTtlnioc
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Pabota gucnetyepckon cnyxosil:

10 |npuem unTaTenbckoro TpeboBaHMS; MpPOBepKa MNPaBUIIbHOCTU OAHO 0,73
3anonHeHnss  TpeboBaHuwn, yTO4YHEeHune MecTa  XpaHeHus TpeboBaHue
OOKYMEHTOB; OTMEeTKa B [OUCNeTYEepCKon ceTke, nepefada
TpeboBaHWsA B KHUrOXpaHEHUE

BbinonHeHne TpeboBaHui NoTpebuTenen, Bbigavya JOKYMEHTOB U3
OCHOBHOIO KHUrOXpaHeHWs:

11 | nonyyeHune TpeboBaHuin, perncTpaums, nogbopka nx no wmdpam OAHO 3,0
TpeboBaHne

12 | novck JOKyMeHTa, HaHeCeHe OTMETKU Ha TpeboBaHWW, KHDKHOM OfHO 5,0
dopmynspe, ANCNETYEPCKON CETKe TpeboBaHne

13 |ycTaHoBRNeHMe MecTa HaxoXAeHWst HeHanOeHHOro AOKYMeHTa Mo ogHo 7,0
CMpaBOYHbIM KapTOTEKaMm, Katanoram TpeboBaHue

14 |Bblgadya OJOKYMeHTa W3 oTAena KHUroxpaHeHust notpedbutento;| oguH OOKYMEHT 2,0

oTMeTKa Ha KHWXHOM chopMynsipe, TpeboBaHUm

15 [npuHATME [OOKyMeHTa OT noTpebuTens; MNoMCK  KHWXKHOro| oawvH AOKYMEHT 3,0
dopmynsipa, TpeboBaHus; NnoralleHne OTMETKM O Bbiaye

Bblp,al-la KOMMNNEKTOB [OOKYMEHTOB BO BpeMeHHOe nNosfib3oBaHUe
nogpasgeneHnsam Gubnuoteku:

16 | odhopMeHne 3asaBKM Ha KOMMNSEKT JOKYMEHTOB, nepefaBaeMbli B| OAHa 3asaBka 5,0
CTPYKTYypHOE noapasgeneHue

17 |nogbop [OOKYMEHTOB B  KOMMMEKTbl; HanucaHue BTOpPOro| OAMH JOKYMEHT 40,0
3K3eMnnsipa KHWKHoro doopmynsipa (MHankaTopa)

Bblgaya KOMMMEKTOB [JOKYMEHTOB; OTMeTKa Ha  KHWXKHOM| oauH OOKYMEHT
dopmynsipe (MHOUKaTope) Aathl Bbldauu, AaHHbIX NOApa3aeneHus,
Nony4YatoLLLEero KoMMNexkT

Konnuyectso OOKYMEHTOB B KOMMJIEKTE:

18 |25 6.8
19 |50 13,5
20 |200 108,0

[MonyyeHne  KOMMMNEKTOB  JOKYMEHTOB oT CTPYKTYPHbIX| OAMH KOMMNNEKT
noapasgeneHnii; MNOUCK KHWXKHOro copMynspa (MHAuKaTop);
norawieHne OTMETKMN O BblAaye, BIOXEHWE ero B OKYMEHT

Konnuyectso OOKYMEHTOB B KOMMNIEKTE:

21 |25 6,8
22 |50 13,5
23 |200 108

O6cnyxnBaHue yMTaTenen B UnTanbHOM 3are:

KoHncynbtanTtlnioc
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KoHcynbTanTtlinioc
[ata coxpaHeHus: 18.09.2015

24 |npoBedeHne KoHCynbTauuw, Becefbl C yuTatenem y Kartanoros, ofHa 5,0
KapTOTEK, KHUXHbIX NOMNOK, MHAOPMUPOBAHME YUTaTENst O HOBbIX| KOHCYNbTauUus
NOCTYMMEHUSAX
Mopbop OokymeHTOB B noacobHoMm doHAe uuTanbHOro 3ana;| OAVMH LOKYMEHT
nepegava Ha kadeapy Bblaadu:

25 | no TpeboBaHuio umTaTens 2,0

26 |no ycTHoMy 3anpocy 1,7

27 |no onpegeneHHoON Teme 3,1
Mopbop OOKYMEHTOB MO Yy4yebHOM nporpaMme Ha OCHOBaHWWU| OOWMH KOMMIEKT
MakeTa KOMMeKkTa JOKYMEHTOB, BblAaBaeMbIX CTyaeHTam; noabop
y4ebHMKOB No chakynbTeTam, Kypcam, rpynnam; CBepka KHWDKHbIX
hopMynspoB C HA3BaHNEM KHUT, UHBEHTAPHBLIMY HOMEpaMu
KonnyecTBoO AOKYMEHTOB B KOMMIIEKTE:

28 |10 2,7

29 120 54

30 |40 10,8

31 |Bblga4ya [OOKyMeHTa: CBepka BblgaBaemMoro AOKyMeHTa C| OAvH OOKYMEHT 2,0
yuTaTtenbCckuMm TpebOOBaHMEM; MNpPOBEpKa HanMUuus  CTpaHuL;

BHECEHME 3anuCuM Ha uuTaTenbCckoM TpeboBaHUWM (KOHTPOSIbHOM
NNCTKE); BNIOXEHME B YNTATENBLCKUIA BUNeT, paccTaHOBKa, OTMeTKa
KHUroBblga4u

32 |nonyyeHue JOKYMeHTa: cBepka ero ¢ TpeboBaHMeM (KOHTPONbHbLIM| OOUH AOKYMEHT 2,0
TNICTKOM); MPOBEPKA COXPAHHOCTU AOKYMEHTa, Hanmuyuusa CTpaHuL,

BHECEHWME OTMETKMN O Npueme

33 |monyyeHve [JOKYMeHTa, 3akasaHHOro u4utatenem B oTgene| oovH AOKYMEHT 0,5
KHUroxpaHeHus

34 |nepegava [OOKYMEHTa, CAAHHOIMO  uuTaTeneMm, B oTaen| oovH AOKYMEHT 1,0
KHUroxXpaHeHus
OT60p 1 nepegada LOKYMEHTOB Ha KONMUPOBaHME: OOVH JOKYMEHT

35 |oTbop [OOKYMeHTOB (OTAEnbHbIX CcTaTen) Ans nepefadv  Ha| OguH AOKYMEHT 5,0
MUKPOMIbMUPOBAHME U KONMMPOBaHUE

36 |nogrotoBka OOKYMEHTOB K KOMMPOBAHWIO, OhOpMNeHWe 3akasa;| oaWH AOKYMEHT 3,0
pervcTpaumsi B y4eTHbIX hopmMax

37 |nonyyeHve MuKpodpunbma M KONUW; npoBepka MpaBuITbHOCTU OAIVH 3aKa3 5,0
BbINOSTHEHNS 3aKa3a
O6cnyxnBaHue yntaTenen Ha aboHeMeHTe:

38 |mogbop AOKYMEHTOB 4118 peKOMeHAaLMN Yntatensam OOVH JOKYMEHT 50
Bblgavya OOKYMEHTOB uuTaTento, nouck copmynsapa uuTtaTtens,| OAVMH LOKYMEHT
yKkasaHMe Ccpoka BO3BpaTta, MpOBEepKa HamnuuuMs  CTpaHuL;
obcnyxuBaHue:

KoHncynbtanTtlnioc
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39 |B3pocnbix 2,7
40 |peTen 3,2
41 |npoBegeHne becenbl ¢ uMTaTeEnem, MHPOPMUPOBAHME O HOBLIX| OAMH YUTaTENb 5,0
NOCTYMNEHUSAX
Mony4eHne ooKyMeHTa OT YnTaTtens, BHECEHNE OTMETKU O npueme;| OAVH LOKYMEHT
npoBepKka Hanmuuusi CTpaHWL; BIIOXEHME KHWKHOrO dopmynspa;
obcnyxnBaHue:
42 |B3pocnbix 1,8
43 |peten 5,0
44 |npopgneHue cpoka Nonb3oBaHUA LOOKYMEHTOM; Mnouck dopmynspal oguH dopmynsp 3,0
ynTaTend; BHECEHME OTMETKM O MPOASIEHNM CPOKa NOsb30BaHNS
CospgaHue Konuin JOKYMEHTOB MO 3anpocaM YitaTenen:
45 |KOHCynbTaums YnTatenen no Belbopy napameTpoB KOMMPOBaHNUS ofHa 5,0
KOHCynbTauns
46 |cosgaHne 3NeKTPOHHOWM KOMuKu ¢ opuriHana ofHa CKaH-Konus 0,15
47 | cosgaHme BymaxkHOW Konuu ¢ opuriHana OfHa cTpaHuua 0,15
48 |co3gaHune Konum ¢ MMKpodopm OOVH Kagp 0,5
49 |neyatb BymaxHbIX KONU AOKyMeHToB u3 3b OOMWH NnCT 0,08
50 |cosgaHue anekTpoHHOM OOTOKOMNUKM C OpUrnMHana OAWH Kagp 5,0
[MpumeyaHue: K HopMam BPEMEHN MPUMEHSIHOTCH MOBbILLAOLWME KOIPDULMEHTBI:
- Npy O00CNyXMBaHUN YnTaTenem KMHoPoToPoHOAOKYMEHTaMU - 1,2;
- HOTHbIMM, KapTorpaduyeckumm, nsonsgaHnavm - 1,15;
- cneyunanbHbIMU BUAAMM Hay4YHO-TEXHUYECKOM NUTepaTypbl U AOKYMeHTauun - 1,1;
- Npu paboTe ¢ JOKYMEHTaMM HA MHOCTPaHHbIX A3blkax - 1,15;
- Npu paboTe ¢ JoKyMeHTamMu Ha A3blkax A3un n Adpuku - 1,5.
1.5.2. BHyTpeHHss paboTa
Tabnwuua 8
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopwma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
NogroToBka K Bbliaaye:
1 |pacctaHoBka cdopmynspoB uutaTenen (Mo cpokam, Homepam,| oguH chopmynsap 15,0
andgasunTy)
2 |nogBeneHve utoroB paboTbl 3a Mpowefwuid OeHb, BHeceHue eXeHEBHO 9,2
3anncu B JHEBHUK
3 |nog6op JOKYMEHTOB MO NpefBapuUTeSNibHbIM 3aKka3aM uuTatenen u| oguH AOKYMEHT 3,0
KoHncynbtanTtlnioc
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nnaHam 4YTeHus

4 | NpOoCMOTP HOBbIX NOCTYMNSIEHUN ANA PpeKOMeHAaUNN YtTaTensam OAWH JOKYMEHT 2,0

5 | NpoCMOTpP ¥ NOMOMHEHNE KHXKHbBIX BbICTABOK, ALLMKOB CBOOOAHOrO| OOWH AOKYMEHT 3,0
BblIOOpa KHWI, TEMaTUYECKUX MOMOK U CTENaxewn

6 |nogroToBka pabouero mecta eXeHEBHO 10,0
Pa6oTta ¢ hopmynspom untartens:

7 |aHanus QopmynapoB uuTaTenen, BbISBNEHWE JuTaTeNbCKUX| oauH popmynsap 43
WHTEpecoB

8 |cocTaBneHve KapToYkM AN KapTOTEKM 4YMTATENbCKMX WMHTEPECOB;| OAHa KapToyka 0,86
COCTaBIEHNE CMMCKa YNTaTENbCKMX MHTEPECOB

9 |3anuck B opmynspe untatens o pesynbTaTax aHanu3a 4YTeHus 3a| ofHa 3anucb 3,6
onpeaeneHHbIn nepuog

10 |3anucb B p[OHeBHWKe 6OWBNMOTEKapa O AMHAMMKE YTeHWs u| oaHa 3anuch 9,2
NHTepecax yuTartens (rpynnbl Yutatenen)
Pa6oTa ¢ uitatensamu, He BO3BPaTUBLUMMUN JOKYMEHTbI B CPOK:

11 | nouck chopmynsipoB YnTaTenen, He BO3BPATMBLUUX AOKYMEHTbl B| ofouH dhopmynsp 1,0
CpOK

12 |HanucaHue OTKPbLITOK-HANOMWHAHWIA O BO3BpaTe [OOKYMEHTOB;| oauH dhopmynsp 2,0
OTMeTKa AaTbl HANOMUHaHUA Ha hopmynspe

13 |onoBeleHne (no TenedoHy) uuTaTend, He BO3BpaTMBLUEro| oauH dhopmynsp 4,0
OOKYMEHT B CPOK; OTMETKa AaTbl HaNnoOMUHaHUA B hopmynsipe
ObecneyeHve KOHTPOMs 3a cpokamu Bo3spaTa AokymeHToB B AC:

14 |BbIBOA HA NPUHTEP CMMCKA YnTaTenen u aboOHEHTOB-3a40/HKHNKOB OJVH CMUCOK 0,16

15 |cocTtaBneHue cnucka 3ag0JKHUKOB OJVH CMNUCOK 0,16

16 |pacneyaTtka Ha NpUHTEpPE HaANOMMHaHUSA abOHEHTaM M uyuTaTenam| OAMH CMCOK 2,2
0 Cpoke Bo3BpaTa (agpec, Ha3BaHWs B3ATbIX JOKYMEHTOB)

17 |n3bATME M3 Ba3bl JaHHbBIX CBEAEHUIA O 3aHATOCTM BO3BPALLEHHbIX| ogHa 3anuch 0,4
OOKYMEHTOB
OdopmneHne noncka 3ag0SPKHUKOB Yepes Cya;:

18 [konupoBaHue dopmynsapa uuTatensi; YTOYHEeHWe  aBTopa,| OAWH AOKYMEHT 2,7
HasBaHWsl, WHBEHTAPHOIO HOMepa, LeHbl [JOKYMEeHTa, He
BO3BPALLEHHOTO B CpOK; MEepPeyYncrieHne  rocrnownuHbl  3a
ochopmMIieHre NCNOSTHUTENBHBLIX HagnNucen; nepecokinka gena B cya:

19 [nonyyeHne wun odopmneHne [OOKYMEHTOB U3 HOTapwanbHOW| OAWH AOKYMEHT 2,7
KOHTOpbI (NpOCTaBneHMe HOMepa pacyeTHOro cyeTa, Homepa
NCNOSNTHUTENBHOW HAZNNCK)

20 |cocTaBneHve akTa Ha onnarty Yepes Cyfd YTePSAHHbIX JOKYMEHTOB OOVH JOKYMEHT 2,7
[Mprem OOKYMEHTOB B3aMeH YTEPSIHHbIX:

KoHncynbtanTtlnioc
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21 |nouck udmTaTenbckoro ¢opmyrnspa; BHECEHWEe COOTBETCTBYHOLEN| OAWH AOKYMEHT 50
3anucyn B hopMynsip, TeTpadb Yy4YeTa KHUM, MPUHATbIX B3aMeH
YTEPSHHbIX
22 | npocMOTp OOKYyMEHTa, Npeanaraemoro B3amMeH yTepsAHHOro OAWNH OOKYMEHT 2,0
PaboTta ¢ oTkasamu:
23 |yyeT wn knaccudpukauus  OTKa3oB: OTMETKa Ha  NuUcTke ogHo 1,6
ynTaTenbckoro TpeboBaHUs NPUYNHBI OTKa3a TpeboBaHue
24 |paccTaHoBKa  uuTaTenbCkux  TpeboBaHWi B KapToTeke 0o4HO 0,32
"Hey0BNEeTBOPEHHbIN cnpoc” TpeboBaHue
25 |aHanua oTKa30B, COCTaBfieHME CBOLKM OTKa3oB B OTpaCreBOM OAWH OTKa3 1,0
paspese (MO npuyMHaMm oOTka3a WM Mepam UX nuMKBMAAUUN W
npegynpexaeHus)
26 |cocraBneHue OGuGnMorpauyeckoro onucaHust Ha LOKYMEHTbI, 0ofHO 2,0
nmetome Hambonbllee YACNO OTKA30B, M nepegadva kKapTouku B| Gubnuorpadude
OTAEenN KOMMIIEKTOBaHUS ckoe onuncaHue
1.5.3. BHecTaunoHapHoe obcnyxumBaHue
Tabnuuya 9
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeEHN,
MUH.
1 2 3 4
OpraHusaunst GUbNNMOTEYHbIX MYHKTOB, NEPeaBMKHbIX OMbnIMoTekK:
1 |3akntodeHune goroBopa mexay 6ubnvoTekon n opraHusauuven, raoe| oawvH LOroBop 270,0
OyOeT oCyLLeCTBNATLCA BHECTALUMOHAPHOE O00CMyXNBaHNe
2 |odopmneHue opmynapa 6GubnMoTeHHOro NyHKTa o4vH dhopmynsp 13,5
3 |odopmnenne nanku ¢ JOKyMmeHTamu (goroBopa, 4OBEPEHHOCTM Ha OAHa nanka 13,5
nony4deHne kHur, opmyrnspa GuBIMOTEYHOro MyHKTa, OTYETOB WU
OPYrMX AOKYMEHTOB)
4 |cocTaBneHne cxeMbl pasMelleHnss OUBNMMOTEYHbIX MYHKTOB Ha oJHa cxema 126,0
TepputTopun ropoga, pamoHa
5 |cocTtaBneHne rpaduka obmeHa [OKYMEHTOB, HaxoAswmxcs B| oauH rpaduk 18,0
OMONMOTEYHBIX MYHKTaX, NepeaBWMKHbIX OMbNnoTekax
6 |cocTaBneHue nnaHa MeToan4ecKomn NMOMOLLIN OJVH nnaH 46,0
61bnnoTekapsiM-00LEeCTBEHHMUKAM
7 | odopmneHne ob6bABNEHUS O OHAX U Yacax paboTbl GUBNMOTEYHOrO 0o4HO 12,0
nyHKTa, NnepeaBuXHON BubnmnoTekn obbaABneHne
MooBop KOMMMEKTOB OOKYMEHTOB Ans 6ubnmMoTeyHoro mnyHKTa,
nepeaBmxHON BUBNMOTEKM
Mop6opka KomnnekTa AOKYMEHTOB OAVH KOMMNMEKT
KoHcynbTaHTlIntoc
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KonnyecTBoO AOKYMEHTOB B KOMMIIEKTE:
8 |10 15,0
9 |30 45,0
10 (100 148,5
11 |BblOa4a AOKYMeHTa B OMONMMOTEYHBIN MYHKT; OTMETKa B KHWKHOM| OAWH OOKYMEHT 2,0
dopmynsipe gaTbl Bblgadm, HOMepa nyHkTa
12 |3anucb B cbopmynspe OMONMOTEYHOrO MyHKTa pAaThbl Bblgayu| oaHa 3anuchb 1,0
OOKYMEHTOB, KONMYEeCTBa BblAaHHbIX W BO3BPALUEHHbIX B
cTauMoHap JOKYMEHTOB
13 |paccTaHoBKa  KHWXHbLIX  POPMYMSpPOB B KapTOoTeKy  3a| OAMH KHWXHBIN 0,4
pasgenutenem curnbl GMONMOTEYHOr0 NyHKTa, MEepenBUKHOWN dopmynsp
BubnuoTtekn, BHyTpY No andasuTy paMmmnmn asTopos
14 |npvem [OKYMEHTOB W3 OMONMOTEYHOro MyHKTa, NEepeaBWXKHOM| OAMH OOKYMEHT 1,6
OMONMoTeKN: NpoCTaBfieHMe OTMETKM O T[pUEME; BIIOXEHME
dopmynsipa B AOKYMEHT
1.6. O6cnyxmBaHne no mexbubnuoteyHomy aboHemeHty (MBA)
Tabnuua 10
N HanmeHoBaHMe npouecca, onepauun. CoctaB paboTbl EgvHunua Hopma
n/n n3mepeHnst BPEMEHMN,
MWH.
1 2 3 4
O6cnyxunBaHue yntatenen 6ubnuotekm no MBA:
1 |peructpauua ymtatens, nonob3yroweroca MBA OJVIH yuTaTenb 1,35
2 |3anonHeHne O6naHka-3akasa, MpPOCTaBNEHNE perncTpaLnuoHHOro OAVH 3akas3 2,2
HOoMmepa, aaTbl
3 |yTO4yHeHMe yKka3aHHbIX u4uTaTenem CBeAeHWA O 3aka3aHHOM OAVH 3aKkas3 1,6
OOKYMEHTe, LUenu 3anpoca, WCTOYHMKA, OTKyda  MOJyYeHbl
cBeaeHus
Bubnuorpaduyeckas AopaboTka 3akasa; YTOYHEHWE
6mbnmorpadunveckmx cBeaAeHUn:
4 |no cnpaBOYHbIM U3JaHUAM 27,0
5 |npv nomouwin aBTOMaTU3MPOBaHHLIX CPEACTB 0,22
6 |npoBepka Hanmuuusa 3anpallnMBaemMoro LOKyMeHTa B OubnvoTekax| ogvH JOKYMEHT 10,2
ropoga, obnacTtu, permoHa, B TOM Y1crie No CBOAHbIM Katanoram
7 |HanpaBneHue OnaHka-3akaza C MPOCTaABMEHHOW  OTMETKON OOVH 3aKa3s 0,27
(wtemnenem) "B ropoge HeT" B OTpacrneBoW, YHWBepCarnbHbIN
UeHTp unn B 6mbnuvoTeky (opraH uWHopmMauum) NO JaHHbIM
CBO[HbIX KaTasrioro
KoHncynbtanTtlnioc
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8 |3anuck cBegeHui 0 HanpaBneHun 3akasa no MBA (HanvmeHoBaHue| opfHa 3anucb 1,4
6ubnuoTtekn, gata) Ha 00OPOTHONM CTOPOHe BnaHka 3akasa

9 |nomelieHne bGnaHka-3akasa B "KapToTeky 3anpocoB untarenen no OofHO 0,32
MBA" 3a pasgenutenb "3anpocbl no MBA, HanpaeneHHole B| TpeboBaHue
apyrue 6ubnuotekn"”

10 |npuem gokymeHTa, npucnaHHoro no MBA; BckpbiTve GaHgeponu,| oavH OOKYMEHT 3,8
npoBepka COCTOSIHME OOKYMeHTa, OTMeTKa [AaTbl MNOoNydYeHus u
Ha3BaHWs OWONMOTEKM, BbICNaBLIEN [AOKYMEHT, WHBEHTApHOro
HOMepa, CpoKa MoNb30BaHUA; nepecTaHoBKa OraHka-zakasa U3
pasgena kaptoteku "3anpocel no MBA, HanpaBneHHble B Apyrve
onbnmotekn" B pasgen "lNMony4veHHble no MBA nsgannsa”

11 |u3BelLeHMe unTaTtens 0 NOMy4YeHUn 3anpoLUeHHOro [OKYMEHTa M| O4HO U3BeLlleHue 1,35
CpOKe Mosfb30BaHUsSt UM

12 |Bblgava uutatento nonyyeHHblx No MBA fOKyMeHTOB B YATanbHOM| OAWH AOKYMEHT 1,0
3ane (B cnyxebHoM nomelwieHnn OMONUOTEKN);  CcBeEpKa
BblJABaeMoro JoKyMeHTa ¢ OriaHKOM-3aKka3oM; MpoBepKa Hanmums
CTPaHUL, U COCTOSIHUS AOKYMEHTA; OTMETKa Bblgauun

13 |npvem poOKymMeHTa OT u4uTatenss B 4WTanNbHOM 3ane; cBepka| oguH JOKYMEHT 0,5
OOKYMeHTa C 4acTbto OrnaHka-zakasa, MpoBepka COXPaHHOCTU
OOKYMEHTa; BHECEHME OTMETKU O MpUeme; MoOMeLLeHMe OOKyMeEHTa
B creumarnbHO BblAeneHHoe MeCTO (3aKpbITbhi WKad)

14 |n3Bne4veHue bnaHka-3akasa W3 KapTOTEKW, 3anncCb CBeAeHun ob| OoauH NMCTOK 1,0
oTnpaBke M3gaHus (gata, HOMep MNOYTOBOro oOTnpaBrneHus);| TpeboBaHusi
nepectaHoBKa nncTKa u3 pasgena "lNonyyeHHsle no MBA nsgaHusa"
B pa3gen "BosBpalleHHasa nutepartypa”

15 |nogrotoBka K oTnpaske OOKYMEHTOB B| oOVH OOKYMEHT 3,6
ombnnoTeky-choHaoaepKaTenb 3akasHoM OaHAeponbl; YyMnakoBKa
OaHOeponu; B3BeLUMBaHME €e; HaknemBaHue Mapku (ecnu Het
LeHTpann3oBaHHOW oOnnaTbl MNEepechbisikK); HanucaHwe agpeca;
COCTaBIIeHME OnncK

16 |paboTa c oTkazamu OAVH OTKa3 1,03
17 |cooblieHre B oTaen obcnyXuBaHMS O MOJTyYeHWM OTkasa (aarta, OJuH oTKa3s 1,35
npuynHa)

O6cnyxnBaHne aboHeHTOB No MBA

MNpunem 3akasos.:

18 |npu oTcyTCTBMU HOMepa aboHeHTa Ha bnaHke-3akase nposBepka Mo OAVH OTKa3 1,0
KapToTeke aboHeHTOB, abOHMPyEeTCst NN AaHHas OpraHn3aums

19 |opranmsaumss  aboHupyeTcs: npoctaBneHne  HomMepa  Ha OAMH OTKa3 3,6
GnaHke-3akase; cBepka agpeca, Ha3BaHus opraHu3auuu, dammnum
oTBeTCTBEHHOro no MBA; BHeCEHWE U3MEHEHNI B KapTOYKM

20 | nepBnyHOEe obpalleHne aboHeHTa B TEKYLLEM rOAy: MpOCTaBreHne OAMH OTKa3 3,6
B KapTo4ke roga obpalleHus, aatbl

21 |odopmneHne aboHeHTa (opraHnsauus paHee He aboHupoBanack):| oawH aGoHeHT 50
npucBoeHne  aboHEHTy  HOMepa;  3amnofiHEHME  KapTOuKu
pernctpaumm aboHeHTa MBA u pasgenutena (dopmynsp);
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yKkasaHue [MOMHOro HavMeHoBaHuA GUBMMOTEKW, MOYTOBOrO
agpeca, tenedoHa, amunuu, MUMeHu, oT4ecTBa OTBETCTBEHHOro
nuua, aaTbl OTKPbLITMSA M HOMepa aboHeHTa

22 | paccTaHoBKa permcTpaLmoHHbIX KapToYek B KapTOTeKy OfiHa KapTouykKa 0,32

23 |ochopmneHne  un3BeLLeHnd ans aboHeHTa (cTaHpapTHOE | OAHO M3BELLEHME 1,6
nsselleHne o6 OTKpbITUM aboHemeHTa); 3anpoc HeaoCTakLwmnX
CBe,EI,eHI/IVI ONA KapToTeKn TUNoBbIM MMCbMOM

24 |npoBepka nNpaBUITbHOCTHU 3anosnHeHna OnaHka-3akasa, OAWH 3,8
3a[0/mKEeHHOCTM aboHeHTa, NpocTaBneHne Ha obopoTe 1- yacTu| OGnaHk-3akas
OnaHka-3akasa (CTp. 2) cBoero wtemnens M pAatbl NOMAyYeHus
3akasa B pyoOpuke "CnyxebHble oTMeTkM Oubnuotekaps” npwu
BbINOMTHEHNM U MEepeHanpaBneHnM 3akasa B CTpPoke "panoHa,
ropoga"

25 |nepegaya Ha y4acTok paboTbl C OTkasamy HenpaBWIlbHO OfVMH GnaHk 0,43
OQOpPMIIEHHbIX 3aKa3oB (HET neyatu, noanucu, HepasbopumBo
OQOpMIIEHHbIE, HE Ha A3blke OpurMHana) W  3aKasoB
aboHeHTOoB-3a40MKHMKOB

26 |wwndpoeka 3aka3oB aboHeHTOB; noabopka OnaHkoB-3aka3oB MO oauH 6naHk 2,7
andasuTy; NpoBepKa HaNM4Ynsa JOKyMeHTa no karanory

27 |nogrotoBka [OOKYMeHTa K BblJaye: CBepka [OKyMeHTa C| ogwH JOKyMeHT 1,4
OGraHKOM-3aKka3oM; MNPOBEpKa HanMMyusa CTPaHWUL, WM  COCTOSIHUS
OOKYMEHTa; NpocTaBnieHne Ha OraHke-3akase (NMMueBOW CTOpPOHe
1-n n 3-n vyactm ctp. 1, 5) WKMPPOB [OOKYMEHTA; yKasaHue
MHBEHTAPHOIro HomMmepa, Konn4yecTea AOKYMEHTOB, AaTbl BblAa4u; Ha
0BOpPOTHOW CTOPOHE 2-1 YacTu (CTp. 3) MpocTaBneHne LwTemMnens
6ubnMoTekn ¢ Ha3BaHNEM U MOYTOBBLIM aApecoM, yKasaHue Cpoka
BO3BpaTa, BIOXeHue 2-M 4yacTu OnaHka-3akasa B BbldaBaeMbii
OOKYMEHT; MpoCcTaBrieHne Homepa 6aHaeponv BHU3Y

28 |nocTaHOBKa 3aKa3a Ha ouvepeflb (B cny4yae 3aHATOCTVM W3daHus),|  oauH 3akas 1,6
aboHEHTY OTNpaBKa U3BeLLeHUs

29 |nepenava u3gaHua Ha KonuvpoBaHWe (Npw 3aka3e Ha dparMeHT OAWH 3aKas 2,7
n3gaHua: cTaTbhs U3 XypHana, cbopHuMka)

30 |oTnpaBka [OKyMeHTOB aboHeHTaM: ynakoBka OGaHgeponu;| oauvH AOKYMEHT 2,5
B3BELLUMBAHWE; HaKNeuBaHWe Mapku; HanucaHue  agpeca;
COCTaBrieHMe onucu

31 |pacctaHoBka OnaHkoB-3aka3oB (1-A 4acTb) Ha  BblAaHHblE| OAWH AOKYMEHT 0,32
OOKYMEHTbI (BbICNaHHbIE) B KapTOTEKY 06Cny>nBaHnss aboHEHTOB B
pasgen "BbigaHHble no MBA n3gaHusa”

32 |6ubnmorpadmyeckas  gopaboTka  HEBbIMOITHEHHbIX  3aKa30B;| OAWH AOKYMEHT 3,2
yTO4YHEeHne OBubnuorpadmyeckmx cBedeHUn N0  CNPaBOYHbIM
n3gaHnam

33 | BbIsSIBNEHWE Hannums 3anpalinBaemMoro AoKyMeHTa B 6MbnuoTtekax| oavH AOKYMEHT 10,2

ropoaa, pervioHa

34 | odbopmnieHne 3akasa kK nepeHanpaBfeHnio B apyrme ombnuorteku; OAMH 3aKas 2,7
yKasaHue Ha 060poTHONM CTOpoHe 1-1 YacTn bnaHka-3akasa (CTp. 2)
NpuYvHbLI WM gaTbl nepeHanpasneHns (wtemnens "Hetr B
6ubnuoteke, HeT B BMGnMoTekax ropoga..."); OTMETKM O MpPOBEpPKe
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no CnpaBoYHbIM U34aHMAM, CUrMbl BUMBNMOTEK-hoHaoaAep)KaTeENewn
no CBOAHOMY KaTanory
35 |oTnpaBka aboOHEHTY M3BELLEHWUsT O MepeHanpaBfeHun 3anpoca C|oaHOo usBeLleHue 1,6
ykasaHvem 6ubnmnoteku, kyga oH oTnpasneH
36 |pernctpaumnsa oTkasa B YyYeTHbIX (opmax; OTnpaBka abOHEHTY OAMH OTKa3 3,6
bnaHka-3akasa (3-t0 4acTb) B Clly4ae HEBO3MOXHOCTU BbINOSTHEHMS
C OTMETKOW O NpUYNHE OTKa3a B COOTBETCTBYIOLLEN pybpurke
37 |npuem AOOKymMeHTa, BO3BpaLLEHHON0 abOHEHTOM; MOJyYeHWe Ha| OAWH AOKYMEHT 3,2
noyTte, BCKpbITME GaHOeponu; MpoBepka COCTOSIHUS [OOKYMEHTa;
u3sBneyeHne OnaHka-zakasa W3  KapTOTEKM  OBCnyXMBaHUA
aboHEHTOB, yKasaHWe Ha HeM [faTbl BO3BpaTa [AOKYMEHTA,
nepectaHoBka OnaHka-3akasa B pa3gen  "BosBpalyeHHas
nuteparypa"
38 | obecneyeHne KOHTPONS 3a CpokamMy MOMb30BaHWUSA LOKYMEHTaMWU:| OOWH AOKYMEHT 1,6
BbISIBITEHNE LOIMKHUKOB, HanpaBneHne HanoMuHaHum
BobinonHeHue pabot B AC:
39 | dhopmupoBaHme 6a3bl AaHHLIX 00 abOHEHTax NO COOTBETCTBYHOLWEN| OAMH aBOHEHT 54
dopme, BBOA MHDOPMALUKN O HOBOM abOHEHTE
40 |nouck B 6a3e aaHHbLIX cBeAeHM 06 aboHMpOBaHUM opraHu3auuu;| OAWH abOHEeHT 3,6
BHECEHWE U3MEHEHUN
41 |BBOA MHOPMAaLMM O NPUEME 3aKa30B OT aOOHEHTOB OJVH 3aKa3 0,27
42 |BBOO WHGOPMaUMM O nepeHanpaBneHun 3akasa, BblBO4 Ha OAVH 3aKa3 1,6
NPUHTEP U3BELLEHUSA O NepeHanpaBneHnun 3akasa
43 |BBOAO [Oa@HHbIX O MOCTAHOBKE 3aka3a Ha o4yepedb; cooblieHne OOVH 3aKa3s 1,6
aboHeHTy
44 |peructpauus BbldaHHbIX abOHEHTy [OOKYMEHTOB, NpoOCTaBfieHne| OOuH OOKYMEHT 2,7
Cpoka BOo3Bparta
45 |ypaneHue n3 maccuBa JaHHbIX O BO3BpaLLeHHOM JOKYMEHTe OOVH JOKYMEHT 0,16
46 |obecnedeHne KOHTPOIS 3a CpOKaMu BO3BpaTa JOKYMEHTa: MOUCK M| OAWH abOHEHT 2,7
OTOOp AaHHbIX B NAMSTU MaLUUHbI O 3a0DKHUKAX; BbIBOA HYXHOW
MHOpMaLMM Ha MPUHTEP; pacneyaTka CrNWCKOB C YKa3aHUeM
agpeca aboHeHTa
1.7. MaccoBas paboTta
Tabnuua 11
N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma
n/n n3mepeHusi BPEMEHM!,
MWH.
1 2 3 4
MoproToBka MaccoBbIX MepONpUATUIA
OnpegeneHne TeMbl, cocTaBa ayguTopuKu, OTBETCTBEHHOIO 3a 0fHO
KoHncynbtanTtlnioc
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MeponpusTMe B LENOM; COCTaBfieHWe nfnaHa noarotoBku| meponpuatue
MeponpusTusl, BOMPOCOB  Ans  obcyXaeHus;  npurnawexHve
KOHCYNbTaHTOB, FeKTopoB; nogbopka [OOKYMEHTOB MO TeMe
MEpOMNpUATUS; OpraHn3auus BbICTaBKM NuTepaTypbl, anbboMOB;
OMoBELLEHME yuTaTenem O  MEepPOonpuUAaTMM  Yepe3  adumu,
nybnukauum B neyatu, NO pagmo, TENeBWAEHWUIO; BbIsIBNEHWE
BbICTYNalOLWMX; neyatb W pacnpocTpaHeHue MpuUrnacuTenbHbIX
OuneToB; MOAroTOBKAa MOMELLEHNs; MpPOBEAEHNE COBELUaHWs Mo
nuToram MOAroTOBKW W MPOBEAEHUS MeponpuaTusi, odopmIieHne
npoTokona:
1 |uyuTaTenbckas koHdepeHuuns 4900,0
2 | nuTepaTypHO-XyOOXECTBEHHbIV BeYep, BeYep OTPACreBON KHUIW, 3340,0
aucnyt
3 |Beyep BONpOCOB U OTBETOB, YCTHbIN XXypHan 2600,0
4 |knyb no uHTepecam 2600,0
5 |peTckun yTpeHHuK 3900,0
6 |BUKTOpPMHA, KOHKYPC, Urpa-nyteLwecrame 3900,0
OpraHu3saumsi KHKHbIX BbICTaBOK
CoctaBneHve nnaHa opraHM3auMmM W nNpoBedeHVs  BbICTaBKK;
BbISIBNIEHNE U OTOOP JOKYMEHTOB; MOArOTOBKa COMPOBOAWTENbLHOMN
OOKYMEHTaLMM K BbICTaBKe; CO34aHNe XyOOXECTBEHHOIO MPOEKTa;
MOHTaX BbICTaBKW; OpraHu3aums MHOPMaLNOHHO-PEKNAaMHON
paboTbl MO NONynspM3aunn BeICTaBKK; NOABEAEHME UTOTOB paboThbl
TemaTtndeckue BbICTaBkM  00OwWeOMGnMoTeyHoro  macwraba,| ogHa BbiCTaBka
opraHmayemble Ha ooHaax GnbnmoTeku
KonunyecTtBo 9KCNOHaTOB:
7 |1-50 560,0
8 151-100 1120,0
9 1101-200 2240,0
BbicTaBkM no onpeferieHHon oTpacny  3HaHUW WnNu - Teme,
opraHusyemsble:
Ha cboHae GmubnmnoTteku ojHa BbICcTaBka
KonunyecTtBo aKCNOHaTOB:
10 [1-50 310,0
11 |51-100 940,0
12 1101 - 200 1920,0
Ha doHae oTaena OfHa BbICTaBka
KonnyecTtBo 3KCnoHaTOB:
KoHncynbtanTtlnioc
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13 |1-25 180,0

14 |26 - 50 360,0

15 [51-100 720,0
BbICTaVBKVI, MOCBSAILLEHHbIE XXM3HW U AEATENbHOCTU BblAaloWMXCA| OAHa BbICTaBKa
nogen
Konn4yecTtBo 3KCNOHATOB:

16 [1-10 47,0

17 [11-25 110,0

18 |26 - 50 210,0
BbicTaBkM Ha nonkax crennaxemn OfjHa BbICTaBKa
KonunyecTtBo 3KCMOHaTOB:

19 |1-5 25,0

20 |16-10 440
BbICcTaBku HOBbIX NOCTYNMEHUN O/lHa BbICTaBKa
KonnyecTtBo 3KCNOHATOB:

21 |11-25 40,0

22 126 -50 72,0

23 151-100 160,0
Peknama 6ubnmnoteku; paboTta no NnpuBrevYeHnto YntTaTenem:

24 |noproTtoBka peknamMHoro cooblwieHust B neyatb, Mo  paguo, ofHa 420,0
TeneBnaeHuto o] paboTte ononmnoTeku, ocobeHHoCcTAX| nybnukauums,
hYHKLMOHMPOBaHUSA pasnuyHbIX MoApasfeneHun, HomeHknatype|ogHo coobLieHune
ycrnyr, npegocTaBnsiemMbix 6UGmMoTekomn

25 |noproTtoBka nnakaTta o AesATenbHocTn 6ubnuotekn (BblGoOp Tembl,| OAMH nNnakat 210,0
onpeaeneHune cogepxxaHus n opmbl, caada B nevatb)

26 |opraHusauus 9KCKYpCWM;  npuem 1 odopMmrieHne  3asiBKu,| ofHa SKCKypCus 52,0
YTOYHEHNE TEMbI 3KCKYPCUI 1 COCTaBa 3KCKYPCaHTOB
BbisBneHue noTeHuManbHbIX notpebutenen
61BbNMoTEUYHO-MHOPMALMOHHBIX yCnyr OMbnuoTeku:

27 |npocMOTp npecchl OAVH JOKYMEHT 6,8

28 |npocMOTp U aHann3 JOKYMEHTOB KOHKYPUPYIOLLMX (OUpM OOVH JOKYMEHT 52,0

29 |BegeHne KapToTekN NOTPEOUTENBCKOrO pbiHKa OflHa KapTo4ka 1,3

30 |BcTpeuu ¢ pykoBoguTenamu mpm, opraHmsauun, npeanpuaTuin OfHO 210,0

mMeponpusTme

31 lcbop n nogrotoBka MaTepuanoB A5s MHPOPMaUMOHHbIX OyknetoBl  opguH Gyknet 7680,0

KoHncynbtanTtlnioc
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(0BLwmx, No OTAENbHOMY MPOEKTY)
32 | paspaboTka gM3anHa n maketa MHOPMAaLMOHHBLIX OyKNeToB OoavH OykneT 14400,0
33 |obecneveHne KOHTPONS KayecTBa rOTOBbIX MH(OPMALMOHHBLIX| OoauH Byknet 20,0
OykneToB
34 |non6op cyBEHUPHOM NPOAYKLUN 0aHo 1440,0
MeponpustTme
35 |nogroTtoBka pasgaToyHbIX MaTepranoB MEpPONPUATUS OfHO 480,0
Meponpuatne

MpumeyvaHue:

- BpeMsa opraHusaunn BbiCTaBOK NUTepaTypbl, NpoBegeHNe MaCcCOoBbIX MepoanﬂTMﬂ n SKCKprMVI B HOpMY
BpEeMEHN HE BXOOUT;

- K HOpMaM BPEMEHM MPUMEHSIOTCS MOBbILIAOWME KOIPPULNEHTDI:

npu opraHusauuM Bble3OHOMN

BbICTaBKu - 1,1; NP1 3KCMOHMPOBAHWM Ha BbICTABKE NMTepaTypbl HA MHOCTPaHHbIX A3blkax - 1,6, npn paboTe ¢
AOKyMeHTaMu Ha A3blkax Asun n Adpuku - 2,0.

1.8. CnpaBo4Hasi 1 MHpopmaunoHHas paboTta

Tabnuua 12
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl EavHuua Hopma
n/n n3mepeHusi BpEMeEHN,
MWH.
1 2 3 4
Y4eT NoCTYNUBLUNX BTOPUYHBIX JOKYMEHTOB (KapTO4ek)
CyMMapHbIN y4eT KapTo4ek B XXypHarne NocTynneHun 1 BolbbiTus B|  opgHa napTtusi
PEerMcTpaunOHHbIX KapTOTeKax
Yuncno nocTynmBLUMX KapToYek:
1 (1-110 19,0
2 [111-220 63,0
3 1221-600 160,0
4 |BbiIBIeHME HEBbINOMHEHHbIX 3aKa30oB; COCTaBIieHWe 3asiBKM Ha OINH 3aKa3 4,5
HEBLINONHEHHbIE 3aKas3bl
OpraHusaums cnpaBoYvHo-6ubnuorpadgmyeckoro annapata (CBA)
MpocMoTp M OoTOOP OOKYMEHTOB M3 TEKyLMX MOCTYMMEHUA Ans
BkntoyveHns B CBA, B ToM uncne kpaeBegyecknii kaTanor:
5 |kHura ofHa KHura 3,2
6 |cbopHuk o[Ha cTaTbs 2,7
7 |>xypHan ojHa ctaTbsl 2,7
8 |raseta ofHa cTaTbs 1,6
KoHncynbtanTtlnioc
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9 |6ubnuorpadudeckoe nocobue ofHa 3anucb 0,5

10 | NeTonnchb KHWXHbIX, XXYPHAasbHbIX W ra3eTHbIX cTaTen OfHa 3anncb 0,83

11 | IPUKHWXHBIN BUBIMorpadn4ecknin CnMcok Oo4Ha 3anncb 0,5
CocraBneHne ubnunorpaduyeckomn sanncu OofHa 3anucb

KonunyecTtBo anemeHTOB O1Mbnmnorpaduyeckon 3anncu:

12 |1-4 3,2
13 |15-6 0,5
14 [7-9 6,0
CocraBneHve aHHoTauuu, U3ydeHMe [OOKYMEHTa, HanucaHue| ogHa aHHoTauums
Tekcra:
15 |aHHOTUpOBaHWE KHUT 260,0
16 |aHHOTMpOBaHMWe cTaTen 156,0
17 |aHanuTudeckas poOCNUCb  >KYpHarmbHbIX, ras3eTHbIX cTaTen,| oAWH JOKYMEHT 3,8

cbopHuMKoB, OubNMorpaduyeckmx nocoduin: O03HAKOMIIEHNE C
coaepxaHMeM U3gaHus; CocTaBlieHNe aHanUTUYECKOn pocnuncu

MpocmMoTp  MOCTYMMBLUMX  MHCPOPMALMOHHbIX (BTOPUYHBIX)
OOKYMEHTOB M Mx oTbop ansa BkmtodeHuss B CBA (nepBuYHbIV
oToop)

MpocMoTp MHPOPMALIMOHHOMO U3AaHNs (B TOM YMCne KapToudku) u| ogHa KapTouka
oTOOp M3 HWX [JOKyMeHToB Ansa BkmoveHuss B CBA;
cucTemMaTM3aumus KapTodek Mo Tunam KaTarnoroB U KapToTek;
npoBepka MHOEKCOB; pacCTaHOBKa KapTOYKM

Yuncno kapToyek:

18 11-10 18,0
19 111 -100 165,0
20 (101 - 300 490,0

MpocmoTp n otbop kaptodek B CBA c uenbio m3bATUS UK
nepemeLleHns (BTOPUYHbIN 0TOOP):

21 |n3bATME U3 KaTanoroB M KapTOTeK KapTOYEK Ha [OKYMEHTbl,| OfHa kapToyka 1,5
CM1caHHble u3 doHaa; npocMoTp KpaeBea4eckuX,
6rubnuorpacuyecknx n daktTorpadmMyeckux KapToTek, UsbATUE U3
HMX KapToYeK Ha [OOKYMEHTbl, MOTepsiBLUME  LIEHHOCTb,
nepeBefeHNe KapTouYek B apXMBHble KapPTOTEKU (YHUUTOXEHME);
BHECEHME OTMETKM B KypHane y4yeta W pPerucTpaLMoHHON
KapToTeke

OpraHusauus reHepansHoro cuctemaTtundeckoro katanora (I'CK):

22 |npocMoTp M oTbop pgokymeHtToB Ans BkmodeHus B [CK;| oguH gokymeHT 2,7
ocbopmMIieHnEe KapToyek

KoHncynbtanTtlnioc
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23 |HanuncaHwe n paccTaHoBKa pasgenutens OAVH 1,7
pasgenuTens
Pepaktnpoanune 'CK:
24 |nckntodeHue n3 NCK kapTodek Ha OOKYMEHTbl, YCTApeBLUMX WNU| oOfHa KapToyka 1,5
HenpouIbHbIX, NEPEBEAEHNE VX B apXMBHYK 4acTb (M3bATME);
Jetanusaums pasgenos
25 | HanncaHne HOBbLIX pasaenuTenen OaVH 1,4
pasgenvrenb
OpraHusaumnsi KapToTEKU NEePCOHaNuA:
26 |onpeneneHne n cocTaBneHne NepeyHs nul, CBeAeHMs O KOTOPbIX| OAWH AOKYMEHT 1,5
OTpaXKaloTCa B KApTOTEKe; MPOCMOTP UH(OPMALMOHHBLIX WU3AaHWMN,
NepBUYHbBIX AOKYMEHTOB; OTOOP [OKYMEHTOB ANsi BKMKYEHUSA B
KapToTeky
27 |TexHu4eckas M cogepxaTenbHass obpaboTka [OKYMEHTOB [Ansi| oouH AOKYMEHT 2,7
BKITHOYEHUS] B KapTOTEKy; pacCTaHOBKa KapToyek Mo andasuTy
dhamunuii aBTOpPOB U MO BUAAM AOKYMEHTOB
28 |HanncaHue 1 paccTaHoBKa pasgenutenen OAWH 1,4
pasgenvrenb
OpraHusauuns dakTtorpadguyeckon kaptoteku (OK):
29 |onpegenenne npeamerta, 00beKkTa M OCHOBHbIX MPWU3HAKOB AJS1s1| OAWH AOKYMEHT 2,7
oTpaxeHus B OK; npocmMoTp JOKYMEHTOB 1 OTOOP ANSA BKIIHYEHUsI
B OK; 3aHeceHne 0TOOpaHHbIX CBegeHwun Ha KapThbl
WH(POPMALIMOHHOIO MaccMBa C BHECEHUMEM COOTBETCTBYHOLLMX
OTMETOK B MOUCKOBbI MaccuB pakTorpadmnyeckomn KapToTekn
30 |penaktnposaHne OK; npoBepka NpaBUMBHOCTU  BHECEHMS| OAWH AOKYMEHT 1,6
CBeEHWIN N yKa3aHui 06 NCTOYHMKAX MHAOpMaLmMm
31 |HanuncaHue n paccTaHoBKa pasgenurenen OAVH 1,4
pasgenuTens
OpraHusaumsi TemaTuyeckmx Nanok ra3eTHbIX BbIPE3OK:
32 | npocMOTp ra3eTHbIX BbIPE30K, CUCTEMATU3aLMSA X OfiHa Bblpeska 2,5
33 |odhopmnieHne BbIPpE30OK ONA XpaHEeHWst B TeMaTudeckux nankax;| oaHa Bbipeska 3,2
KpaTkoe onuMcaHue UCTOYHMKA, HaKnenBaHue Ha KapTo4ku
1.8.1. CnpaBo4Ho-6ubnunorpacmyeckoe odcnyxmnBaHne
Tabnuua 13
N HanmeHoBaHue npouecca, onepauun. CoctaB paboTbl Eounnunua Hopma
n/n n3mepeHusi BpeMeHN,
MWH.
1 2 3 4
Mpuem Gubnmnorpadmyecknx 3anpocos:
KoHncynbtanTtlnioc
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npuem 6ubnuorpadumyeckoro 3anpoca; yTouHeHNe TeMbI, LIeNeBoro
N YNTaTENbCKOro Ha3HayYeHns, NOMHOTblI MCTOYHUKOB, TUMOB, BUAOB
N XPOHOJOTMYECKMX PAaMOK 3anpocoB

OAMH 3anpoc

0,43

BbinonHeHue cnpaBok

BbInonHeHne TemaTM4ecKon CripaBku; NOUCK U OTOOP [AOKYMEHTOB;
cocTaBrneHme Gubnmorpagmnyeckoro onMcaHums

o[Ha cripaBka

MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

1

3,0

2-5

15,0

6-10

30,0

YCTHO; KONNUYECTBO UCTOYHMKOB:

1

2,0

BbinonHeHue agpecHo-bubnmorpaduyeckon CrpaBKu;
YCTaAHOBIIEHME HaNMMuNS UM MEecTa HaxOXAEeHUs1 OOKYMeHTa W
ero 4yactu B poHae Gnbnuorteku

MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

1

2,0

2-5

12,0

6-10

24,0

YCTHO; KONNUYECTBO UCTOYHMKOB:

1

1,5

BbinonHeHne  yToyHsilOWwen  Gubnuorpadmyeckon  Cnpaeku,
yCTaHaBNMBatoOLLEN n (nnn) YTOUHSIOLLIEN 3IIEMEHTDI
ombnuorpadmnyeckoro onucaHumsl, KOTOpble OTCYTCTBYHOT UMK
NcKaxxeHbl B 3arnpoce yntarensi

O[Ha crnpaBKa

[MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:

10

1

2,7

11

2-5

14,0

12

6-10

27,0

YCTHO; KONUYECTBO UCTOYHMKOB:

13

1

1,6

BbinonHeHne dakTorpadhnyeckon CcnpaBku, YycTaHaBnMBaloLLEN
KOHKpEeTHble cBeaeHnda O TeX UM  UHbIX o61:e|<Tax, COGbITVIFlX,
npoueccax, gatax

o[Ha cripaBka

[MMCbMEHHO; KONMNYECTBO NCTOYHUKOB:
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14 |1 2,7

15 12-5 13,5

16 |6-10 2,7
YCTHO; KONNYECTBO UCTOYHUKOB:

17 |1 1,6
KoHcynbTauus y cnpaBodHo-6mnbnvorpaduyeckoro annapara:

18 |npoBeaeHue 6eceabl 0 CO34aHUN N UCMONB30BAHUN CNPaBOYHOrO ogHa 4,2
annapata, no metoguke Gubnuorpadunyeckoro nomcka KOHCynbTaums
BegeHuve poHaa BLIMOMHEHHbIX CNPaBOK:

19 |oTbop cnpaBku Anst hoHAa, pasnoxeHne No nankam (KoHBepTam);| ofHa crnpaBka 4,2
ocbopmMIieHre cnpaBku

20 |cocTaBneHve KapTOYKM [N apxMBa; YyKasaHWe MOPSAKOBOro| oOfHa KapToyka 2,7
HOMepa, TeMbl, AaTbl BblAauyn; MOCTAHOBKa KAapTOYKM B KapTOTEKy
apxuBa BbINOMHEHHbIX CNPaBOK
PaboTbl B pexxume AC:

21 |cpopmupoBarnme [CK; BBog B 6a3y [aHHbIX aHanuTUYecKoW| oaHa KapToyka 2,0
pOCNNCK ra3eTHO-KypHaribHbIX cTaTen, COOPHMKOB

22 | nouck n otbop Bubnuorpaduyeckmx 3anucemn no ycrnoBusm OfiHa KapToukKa 2,7

23 |BbIBOA Ha 3KpaH 6Mbnmorpadmnyeckon 3annucn uUnu OTAENbHbIX U3| OAHa KapTouka 1,6
Hee CBedeHW; pacrneyaTka
1.8.2. bubnuorpaduyeckoe nHboOpMMpoBaHNe

Tabnuua 14

N HaumeHoBaHue npouecca, onepaumn. Coctas paboThbl EaovHuua Hopma

n/n n3mepeHusi BPEMEHM!,
MWH.

1 2 3 4
BbisBneHne unHdOpMaLMOHHBLIX MNoTpebHOoCTEen cneumanucToB
METOAOM aHKETUPOBaHUS:

1 |onpeneneHne  KOHTMHrEeHTa  MoTpebutenewn MHdopMaLnu; OAWH 34,0
paspaboTka 3asBOK AnNs  onpegeneHvs  MHAOPMaUWOHHbLIX| noTpebutens
notpebHocTen (3anpocoB); pacchinka (pacnpocTpaHeHne) 3asaBOK;
obpaboTka MoOnNy4eHHbIX 3asiBOK; CcoOcTaBneHwe Ha 6Oase
MOMyYeHHbIX [OaHHbIX KapTOTEKU KOHTMHreHTa notpebutenen
MHdOopMaLMM U NX MHPOPMALMOHHBLIX NOTpebHOCTEN (3anpocoB)

BbisiBneHne MHopMaLMoHHbIX NOTpebGHOCTEN chneumnanucToB Ha
OCHOBE aHanm3a nyaHoBO-OTYETHOW AOKYMEHTaLMK:

2 |oTbop, usyyeHve, aHanna oTYETHbIX AOKYMEHTOB; (hOpMUpOBaHWE| OOUH OTYETHbLIN 24,0

TEeMaTUKN CNpaBOYHO-MHOPMAaLMOHHOIO 0BCMNYXXMBaHNS B PasHbiX OOKYMEHT
KoHncynbtanTtlnioc
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pexumax
3 |pacnpepeneHne TemaTuveckmx  pyobpuk  MHEOPMAaLMOHHBIX| oaHa pybpuka 2,7
notpebHocTten no nogpasaeneHuam, y4YacTBYHOLLUM B

CMpaBOYHO-MHGPOPMALMOHHOM 06CnYyX1BaHUK

3aknoyeHne ¢ aboHeHTamyn [OroBopa Ha WHgOpMauMoHHOEe
obcnyxuBaHue:

4 |aHanuM3 [JaHHbIX O  3auHTEepPeCcOBaHHOCTU aboHeHTOoB B| oavH goroBop 2300,0
WH(OPMALMOHHOM OOCNYXXMBaAHUM N pexnmax usbuparenbHoro
pacnpocTpaHeHUs U PEeTPOCMNEKTUBHOIO MOUCKa; 3aKryYeHne wu
nepecmMoTp Jorosopa

dopmupoBaHne cetm abOHEHTOB CUCTEMbI M3BMpaTENbHOro
pacnpocTtpaHeHus nHpopmauun (MPW):

5 |onpeneneHne kKOHTUHreHTa aboHeHTOB cuctembl IPU; BbisiBrieHne| opuH aboHEeHT 34,0
TUNOBbLIX U MHAMBUAYAalbHbIX 3anpocoB abOHEHTOB; W3y4deHue,
Knaccudukaumsi, "HAEKCMPOBaHME 3arnpocoB; BBEAEHME AaHHbIX O
3anpocax B agpecHyo KapToTeKy

[NogroTtoBka curHanbHOro onoeelleHusi B cucteme VIPU

BbisiBneHne, npocMoTp M oTGOp MaTepuanoB W3  TeKyLUX ofHO
NOCTYNMEHN; pacnpedeneHme oTobpaHHbIX MaTtepuanoB 3| onoBelleHue
TEKYLUMX MOCTYNeHM No aboHeHTam

Konnuyectso NPOCMOTPEHHbIX JOKYMEHTOB!:

6 |1-2 3.0
7 |3-4 12,0
8 |5-10 32,0

MoarotoBka nogbopok cuUrHanbHbIX onoseLeHun B cucteme IPA

3anonHeHne 6naHka-zakasa Ha TUpPaXUPOBaHWE; perncTpaumio ofHo
MOCTYN