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CHHUCOK COKPAIIIEHUN

UBL OO - wuHbOpPMAIIMOHHO-OMOIMOTEUHBIH LEHTp 00pa3oBaTENbHON
OpraHu3alyu.

b — mkonpHAast OubIMOTEKA.

Muntpya P® — MuHuCTEPCTBO TpyZa U COLMANIBHOTO pa3BuTHA Poccniickon
denepanum.

b — snexTpoHHast OubAMOTEKA.

AC — aBTOMaTU3HpPOBAHHAS CUCTEMA.

K — 2IeKTpOHHBIN KaTaJor.

CYP — cereBoii yaaJleHHbIH pecypc.

CBA — cnpaBouHo-0ubnorpaduieckuii anmnapar.

@K — (akTorpadpuyeckas KapToTeKa.

I'CK — rnaBHas cripaBo4yHas KapTOTEKA.

Cucurema UPU — cuctema u30MpaTenbHOTO pacIpOCTpaHeHHsI HHGOPMAIIUH.

BJI — 6a3a naHHBIX.

YHII — yka3areib HOBbIX HOCTYIIJICHUM.

b3 — 6ubnuorpaduueckas 3anuce.

IO — nporpammHoe oOecrieueHue.

K — nepcoHanbHBIN KOMITBIOBTED.



OCHOBHBIE TEPMUHBI U ITOHATUA

B HacTOAImMX METOAMYECKHX PEKOMEHIAIMS HWCIONb3YIOTCS CIEIYIOIINe
OTIpe/ICTICHUSI:

— HOpMa BBIPAa0OTKHM — DJTO YCTAaHOBJIEHHBIH 00BEM paboOThl (YHCIIO
00paOOTaHHBIX JTOKYMEHTOB, KHUTOBBIIAY U T. J.), KOTOPBIA paOOTHUK WU
rpymnmna pabOTHUKOB COOTBETCTBYIOIICH KBaTU(UKAIIMN 00s13aHbI BHITTOJIHUTE B
eIUHUIly pabodero BpemMeHHU (4yac, pabouuil JAeHb W T. J.) B OIpeeICHHBIX
OpPTraHU3AIMOHHO-TEXHHUECKUX YCIOBHSX;

— HOpPMAa BpPeMEHHU — PETJIaMCHTHPOBAHHAsS BEIMYMHA, MMOKA3bIBAIOIAs, KAKOE
KOJINYECTBO BPEMEHU TpedyeTrcs OuoOIMOTEKAPIO onpeIeICHHON
KBATH(UKAIIMK HA BBINOJTHCHUE JaHHOW pabOThl B  OMPEICICHHBIX
MIPOM3BOJACTBEHHBIX YCIOBHSIX. OJTa HOPMa BCErla YCTAaHABIMBACTCS B
eIMHUIIAX BPEMEHH — Yacax, MUHYTaX U UX JOJISIX;

— HOpMa OOCJIYyKUBAHUSI — O3TO YCTAHOBJEHHOE YHCIIO IOJb30BaTENCH,
MOCEIIECHUN U T. JI., IPUXOISAIINXCA Ha OJJHOTO OUOIMOTEKaps B ONPEACIICHHbBIN
OTpE30K BpeMeHH (pabouuii 1eHb, MECHIL, TO/);

— HOpPMA YHCJEHHOCTH — YCTAaHOBJCHHAas YHCICHHOCTh PaOOTHHUKOB
ONpeeIeHHOTO npodeccroHanbHO-KBAIM(PUKAMOHHOTO COCTaBa,
HeoOXoaumasi  JJI1  BBIMIOJIHEHUS. ~ KOHKPETHBIX  MPOM3BOACTBEHHBIX,
yIpaBieH4YeCKUX PyHKIUI min 00beMoB padot B Oubmunorekax (MBLL) OO.



BBEJAEHUE

MuHHCTEPCTBO Tpyla U colualbHOro paszButusa Poccuiickon Denepanuu
[ToctanoBnenuem ot 3 deBpanst 1997 rona Ne 6 yrBepamno MexoTpacieBble HOPMbI
BpEMEHU Ha palOOThl, BBINOJHAEMbIE B OUOIMOTEKAX, W YCTAHOBUJIO, YTO
YTBEPXKJCHHBIC HOPMBI BPEMEHHU PEKOMEHAYIOTCA [JIsi OMNpeAeieHUs IITaTHOM
YUCJICHHOCTH PAOOTHUKOB OMOJMOTEK HE3aBUCUMO OT (OpM COOCTBEHHOCTH H
OpraHM3aIHOHHO-MIPaBOBBIX hopM'.

C 25 mag 2015 roga B Poccuiickoit denepanuy BCTYNWIN B CUIy « THUIIOBBIE
OTpaciieBblc HOPMBI Tpyia Ha pabOTBI, BBIMOIHACMBIC B OHOIHOTEKAX»,
YTBEPXKJEHHbIE  COOTBETCTBYIomUM  [Ipukazom  MuHHCTEpCTBA  KYJIBTYPHI
Poccuiickoit ®enepannun ot 30 nexadbps 2014 Ne 2477. ]JlanHble HOPMBI TpyJla
npeaHa3HavueHbl i (GOpPMUPOBAHUS OOOCHOBAHHBIX OINTHMAJIBHBIX IMOKa3aTesieu
TPYIOEMKOCTH BBITIOJTHEHUS pabOT, B TOM uYuclie, Ha pabOThbI, BBIMOJHIEMBIEC B
JNETCKUX, IOHOIIECKUX OubimoTrekax W B OuOnMOTEeKax 00pa3oBaTENbHBIX
OpraHu3alluii, OMNpEJCICHHUs] IITATHOM YUCICHHOCTH pPaOOTHUKOB, BbLIAYU
HOPMHUPOBAHHBIX 3aJaHUW M COOTHOIICHUH MEXIy IUIAHOBBIMU M JIOTOBOPHBIMU
paboTamu.

Cnenmanuctamu  uHOpMalMOHHOrO  IleHTpa  «bubinoTreka  UMEHH
K. . Yummnackoro»  Poccuiickoid  akageMun — 00pa3oBaHMsl  MOJATOTOBJIEHBI
METOJUYECKUE PEKOMEHJAIMM 10 TMPUMEHEHUIO HOPM Tpyda, B KOTOPBIX
MIPE/ICTaBIICHA BBIJIEPIKKA HOPM U3 «MeXoTpaciieBbie U OTPACIEBbIE HOPMBI TPyAa» U
«TumoBbie oTpaciaeBbie HOPMBI TPy/la HAa PabOTHI, BBHITIOJIHIEMbIE B OMOIHOTEKaX» B
nesTepHOCTH  OMONMMOTeK W MHGOPMAIIMOHHO-OMOIMOTEYHBIX  IIEHTPOB
o0pa3zoBaTeIbLHBIX OpraHU3AIIMA.

JIOKyMEHT  OXBaThIBA€T OCHOBHBIC BHUJbI OUOJMOTEUHOU JESITEIHLHOCTH
(koMIUIeKTOBaHME OuONMOTEeYHOro (OHAA; NPUEM U yYeT MOCTYHNUBLIMX
JIOKYMEHTOB; OuOIMoTe4yHass o0paboTKa JIOKYMEHTOB; OpraHu3alus W BeJCHHUE
KaTaJlorTOoB © Jp.) C YydyeroM crhenuduku OuOIMOTEUHON MACSATENBHOCTH B
06pa30BaTeIbHBIX OPraHU3ALHSX .

! Tlocranosnenue Muntpyaa PO ot 03.02.1997 Ne6 «O6 yrBepxkaeHMH MeEXOTpacieBbIX HOPM

BpPEMEHHU Ha paboThl, BBITIOJTHSIEMbIE B O6ubImoTeKax»

http://lawru.info/dok/1997/02/03/n104728.htm.

2 [Ipukaz MunucrepctBa KynbTypbl Poccuiickoit ®enepauuu ot 30.12.2014 Ne2477 «O6
BEP>KIACHUU TUIIOBBIX OTPACIEBBIX HOPM TpY/la Ha pabOThI, BHINOJIHsAEMbIE B OMOIHOTEKAX)
Tunosble oTpaciieBble HOPMBI Tpy/Ja Ha pabOThI, BBIMOJIHAEMbIE B OMOIHOTEKAX: MPHIIOKEHUE K

npukasy Munuctepctsa KynsTypsl PO ot 30 nexabpst 2014 1. Ne 2477.
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Hopwmsl Tpyna npuBeaeHbl ¢ yKa3aHHEM HaMMEHOBAHUS Ipoliecca, Olepanuu,
cocTaBa pabOTHl, €AMHUI] U3MEPEHUS, HOPM BPEMEHHM B MHHYTaX, YUYTCHO TaKKe
BpeMsi Ha MOJATOTOBUTENIbHO-3aKIIOUUTENIbHBIE PabOThl, OOCITYXKMBAaHHE pabdOyero
MecTa, OT/bIX U JTU4HbIe MOTpeOHOoCTH B pazmepe 10% ot onepaTtuBHOrO BpemeHu. B
psijie ciaydaeB K HOpMaM MPUBEIEHBI OMPABOYHbIE KOIPPHUIIUESHTHI.

bromxer pabouero BpemMeHU COTpYJHUKA OHOJIMOTEKH B MPOLICHTHOM
COOTHOIIICHHH TI0 BUJAM JCSATECIbHOCTH:

1. Beinmonnenue padounx 3amaaq — /3%,

2. [ToAroTOBUTEILHO-3aKTIOUNTENIbHBIC PA00OThI M HEMTPOU3BOIUTENIbHAS paboTa —
12 %

3. Bpems nmuunbix HamobHocTe — 5 %

4. TloBeiienue kBanudukanuu — 5 %

5. BonpHuuHbBIE THCTHI — 3-5 %
BCEI'O: 100%

B ocHOBy mnepeuHss HOpPM, BKJIIOYEHHBIX B METOJWYECKUE PEKOMEHJIAINH,
MOJIO’KEHBI:

— «MexoTpacieBsle HOPMBI BpeMEHHM Ha paboOThl, BBHIMOJHIEMBIE B
oubmuorekax» (M., 1997), yTBepkAcHHbIE MOCTAaHOBIEHUEM MUHHUCTEPCTBA
TpyJa u colrasbHoro pazsutust PO ot 3 gespans 1997 roga Ne 6;

— Ilpukaz MunucrepctBa KynbTypel P® ot 30.12. 2014 r. Ne 2477 «OO0
YTBEPKJACHUU TUIOBBIX OTPAClIEBBIX HOPM TpyJa Ha pabOThl, BHIOJIHSEMBIEC B
OMOJIMOTEKAX;

— XpOHOMETpa)KHbI€ Ha0JIIO/IEHNUS, ONBITHO-CTATUCTUYECKUI METOS;

— JIJaHHbIE HOPMATHUBHO-METOJAMYECKUX JIOKYMEHTOB, OTHOCALIMXCA K padoTe
OnOIMOTEK.

[Ipu oTcyTCTBMM TIOKa3aTeled HOPM BpEMEHM Ha paboThl, KOTOpbIE
JOTIOJTHUTENBHO  BBINOJIHAKOTCA B KOHKPETHBIX  OpraHu3alusax, [0 HHUM
pa3pabaThIBAOTCS JTOKAIbHBIC (MECTHBIE) HOPMBI TPY/A.

IIpu uX cOCTaBIEHUU CIIEYET YUUTHIBATH:

— JIOKaJIbHbIE (MECTHBIE) HOPMBI TpyAa pa3palaThIBAIOTCS YUPEXKICHUSMHU; Ha

OCHOBAaHHUH XPOHOMETPAKHBIX HAOJIIOICHHUI;

— JIOKaJbHBIE  HOPMBI  TpyJa  COIJIACYIOTCSI C  3aMHTEPECOBAHHBIMU

NOAPA3AEIEHUSMU;

— Juild BBOJAa B JEWCTBME HOPM TpyAa TpeOyeTcss y4eT MHEHHs

MPEJICTaBUTENIBHOTO OpraHa padOTHUKOB;



Hopwmbl BpemeHU SBISIOTCS €IUHCTBEHHBIM PETIAMEHTOM, TO3BOJISIFOIITUM
PYKOBOJIUTEIISIM OMOINOTEK:

— 00OCHOBBIBATH TIEpE]l OpraHAMH YIPABICHUS IITaTHYIO YHCIEHHOCTDH
o0pa3oBaTeIbHON OpraHu3allny;

— BBOJIUTH JIOTIOJTHUTEIBHBIC JOKHOCTH U CIUHUIIBI;

— obecrneunBaTh OMPECICHHOE SUHCTBO B YCTAHOBJIICHUH MEPHI TPyAa JJIs BCEX
COTPYIHHMKOB, 3aHSATHIX BBITTOJITHCHHEM KOHKPETHOTO BHIA padoT;

— MPOUW3BOJAUTH pacyeT TPyAOo3aTpaT MPU COCTABICHUU IUIAHOBO-OTYETHOM
JOKYMEHTAITIH;

— yCTaHaBIUBATh COOTHOIICHUE MEXIY TUIAHOBBIMH U JJOTOBOPHBIMU Pa0OTaMU;

— OTPEENATh CTOMMOCTh JOTOBOPHBIX padoT, JOMOJHUTENBHYIO OIUIATY TPYyAa U
MIPEMUPOBAHKE COTPYTHUKOB;

— paspemniaTh KOHGIMKTHBIE CUTYaIIHH.

OTBETCTBEHHOCTh 3a pPa3pabO0TKy, IMEPECMOTP M YTBEPKIACHHE JIOKATBHBIX
HopMm Tpyna B Ombimmotekax (MBI[) OO, a Takxke ¢ yderoM ux (HopMuUpoOBaHHE
IITATHOW  YMCIEHHOCTH  BO3JIArae€TCs Ha  PYKOBOJIUTENS  0Opa3oBaTEIbHOMU
opranuzanuu. [lepecMOTp JOKalIbHBIX HOPM TpyJa PEKOMEHIYETCs OCYIIECTBISThH
IIPY U3MEHEHUN OPTaHU3AINH TPY/1a, BHEIPESHUN HOBOW TEXHUKH U TEXHOJOTHH.

ABTOpPBI  BBIp@XAlOT  TJIYOOKyH0  ONaromapHoCTh  3a  MOMOIIbL |
KOHCynpTHpoBaHue TukyHoBo HMpune IleTrpoBHe, HadYaJIbHUKY YTpaBieHUS
HAY4YHOM W METOAWYECKOW JIeATEIIbHOCTH — 3aBeayrouemy lleHTpom 1o
MCCJIEIOBAHUIO TIPOOJIEM pa3BuTUsl OubimnoTek B nHbopmarnronHom oodmectse PI'b,
KaHauaaty ¢GuiaocoPckux Hayk, a Takke Meroaudeckou ciyxbe xommanuu OO0
«O1iBu/lu-cucrem» m mpeacraBuTeNssM Accoluanuyd OHOIMOTEYHBIX PAOOTHUKOB
cucTeMbl 00pa3oBaHusi MOCKOBCKOM 00J1aCTH.



YACTbH 1.

THUIIOBBIE HOPMbI TPYJIA HA PABOTDI,
BBIITIOJIHAEMBIE B BUBJIMOTEKAX OBPA30OBATEJIBHBIX
OPI'AHU3AIIUM (BE3 UCITIOJIb30BAHUS ABTOMATHU3UPOBAHHBIX
CUCTEM YIIPABJIEHMS ITPOHECCAMMN)

1.1. KOMIUIEKTOBAHUE BUBJIMOTEYHOI'O ®OHIA
Taoauna 1.1.
Hopma
Exununna
HaunmeHoBaHue nmpouecca, onepaunuu. CocraB paﬁOTbl BpPE€MEHH,
H3MepeHust
MHUH.
Texymee koMIJIeKTOBaHUE OMOJINOTEYHOT0 (POHAA:
1 IPOCMOTp  KHUTOM3JaTenbCckoM U kHuroroprooi  I[Ipaiic 8000 980.0
" uHpOpMAIUH HauM. ’
) YCTaHOBJICHME TE€Mbl W BHUAA JOKYMEHTA, IMOJIEKAIIEro [paiic 8000 20
" oTOOpY; BBISICHEHHE HEOOXOAUMOCTH ITPUOOPETEHUS HauM. ’
OmnpenesieHue 3K3eMILIIPHOCTH 3aKa3a:
3. U1 OMOIMOTEKHN B IIETIOM 1 mo3unus 1,6
Odopmienne 3aka3a; yKa3aHHe DJK3eMILIIPHOCTH
(bop >y P ’ OnuH 3aKa3 1,0
CTOMMOCTH 3aKa3a, 1aThl
KonnuecTBo 3aKa3aHHbBIX Ha3BaHUM:
4. 1-15 15,0
5. 16 - 25 25,0
6. 26 -75 75,0
7. 76 - 100 100,0
Padora B AC:
BBOJI 3aKa3a TEKYIIEro KOMIUIEKTOBAaHUS B 0a3y JaHHBIX
8. OJIMH 3aKa3 5,0
AC
eIaKTUPOBaHNE BBEIECHHLIX B 0a3y JaHHBIX CBEIECHHUN O
Q. p p Y . OJIMH 3aKa3 30,0
3aKa3e; BHIBOJI HA DKPaH; BHECEHUE U3MEHEHU I
BBIBOJ Ha NPHHTEP MaHHBIX TEKYIIEr0 KOMIUIEKTOBAHUS,
10. P P i ’ OJIMH 3aKa3 1,6
pacreuaTka
BeneHnune KapTOTeKH TEKYIEr0 KOMIJIEKTOBAHUS:
COCTaBJIEHHE KapTOYKH a3aHue aBTOpa, 3aryiaBus
11. i e B ’ OJIHA KapTOuYKa 0,5
BBIXOJ/IHBIX JJAHHBIX, HOMEpa B U31aTeIIbCKOM TUTaHE
MIEpeHEeCeHUe CBEIEHUH O 3aKa3e Ha KapTOYKH; yKa3zaHUE
12.  SK3EMILIIPHOCTH 3aKasa, pacmpeseneHnue Mo  OJHA KapToyka 0,3
CTPYKTYPHBIM MOAPA3IEICHUSIM
pa3pe3aHue W3AaTeNbCKUX IUIAHOB, pacredyarka IS
13.  KapTOTEKH TEKYIIEro KOMIUIEKTOBaHMs, HAKJICUBAHWE Ha  OJHa KapTouKa 1,5

KaTaJ0XHYIO0 KapTOUKY
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

noa00p KapToukd Mo andaBUTy A PAcCTAaHOBKH B
KapTOTEKY TEKYIIETr0 KOMIUIEKTOBAHUS

paccTaHOBKa KapTO4Yku B ajdaBuTe (paMuimii aBTOpOB,
3arJiaBUil B KAPTOTEKY TEKYILEro KOMIUIEKTOBAHUS
OdopMiieHHe NOANNCKA HA IEPHOANYECKHE U3TAHMS:
npocMoTp Karanora «Pocnedatu», oTOOp Ha3BaHUS
NEPUOTUYECKUX U3TAaHUN JJISl TIOATUCKA

coOparh 3asBKM OT TMOAPA3JCICHUNA OUOITHOTEKH st
MOJIHMCKH HA TIEPHOAMYECKIE N3TaHUS
CBEpKa pacleyaTKd CIHHCKOB YCJIOBHO 3aKa3aHHBIX
NEePUOANYECKUX HW3JaHUN C  KapTOTEKOM

BHCCCHHE U3MCHCHH B pacCric4aTKu CIIMCKOB

3aKa30B,

CBEpKa 3aKa3a TEKyIIero roja Ha IEepUOJUYECKUE
OpeIblAylero roja s
BBISIBJICHUS U3MEHEHUN B Ha3BAaHUAX; BHECEHHE OTMETOK

W3JaHUS C  ITOJIIHCKOH
odopmIieHHE 3aKa3a Ha MOMAMMCKY; MOJICYET CTOMMOCTHU
MOANKUCKUA C y4ETOM JOCTABKH, 3aIlOJIHEHHE KBUTAHUUHU
a0OHEMEHTa Ha MEePUOANYECCKOE U3TaHUE

COCTaBJICHHUE pErucTpaluoOHHON KapTOUKH TS
KapTOTEKU MEPUOJNYECKUX W3IAHUM; MPOCTABICHUE Ha

KapTO4YKE€ HWHACKCA, roga, NCpUOAUMYHOCTH, HCTOYHHKA

[MOCTYILICHHUS

Padora B AC

BBOJI 3aKa3a Ha MEpPUOANYECKUE U3aHuUs B 0a3y JaHHBIX
BBIBOJI HAa OKpaH  PErHCTPAIlMOHHON  KapTOYKH;
pacreuaTka

KOpPPEKTHPOBKA 3aKa3a: BBIBOJ Ha OKpaH CIIHCKA

MEPUOJNYECKUX U3/IaHUI; BHECEHNE N3MEHEHUI
Ilepenncka ¢ KHUTOTOPrOBbIMH OPraHU3ALMAMH H
H3aaTeJbCTBAMU, OMOJIMOTEKAMM:

COCTaBJICHHE,
HPETeH3UH),

nucbMa
KHUTC

Habop  Tekcra
perucrpauus B

(3ampoca,
UCXOMSIINX
JIOKYMEHTOB (ITPOCTABJICHUE JAThI, TIOPSIKOBOIO HOMEPA,
yKa3aHWE HANMEHOBAHUS  OpraHU3alluh, KPaTKOTo
COJIepaHUs TTUChMA)
odopmiieHue 3aka3a «KHura-nouToii», OTIpaBKa 3aKa3a B
MarasuH, 0OMEeHHbIE (POH/IBI
JlokoMmieKTOBaHWe OM01M0TEeYHOro oHaa:
MOJIyYeHUE 3asiBKU Ha TMPUOOPETEHHE TOKYMEHTOB OT
noapasaenennii OO
COCTaBJICHHE OuOnMMorpauyecKol 3amucy; yKa3aHHe
KOJINYECTBA IK3EMILISIPOB M CUTJIBI TToapazaesennii OO

BKJIFOUCHUC 3a4BKU B KaPTOTCKY JOKOMIIJICKTOBAHUA

OHa KapTO4Ka

OJIHA KapTOYKa

OJIHO
Ha3BaHUE

OJIHa 3as1BKa

OJIHO
Ha3BaHUE

OJHO
Ha3BaHUC

OJHH 3aKa3

0JlHa KapTO4Ka

OlHa KapTO4Ka
OlHa KapTO4Ka

OJTHO
HauMEHOBaHUU

OJTHO ITHCHEMO

OJIMH 3aKa3

OJIHa 3asBKa

0JlHa KapTOuKa

OlHa KapTO4Ka

0,5

0,4

0,8

1,5

1,04

0,2

30,0

0,5

10,0
1,0

0,3

60,0

3,1

0,3

3,0
0,26

11



30.

31.

32.

33.

34.

35.
36.

37.
38.
39.
40.

41,

42,

43.

44,

MNpoCMOTP KAPTOTCKU HCYAOBJICTBOPCHHOI'O CIIPOCa;

aHaIu3 OTKa30B, BKJIIOUEHHUE B KapTOTEKY oA
JOKYMEHT

JIOKOMILJIEKTOBAHUSI

OT100p 3JEKTPOHHBIX W3AAHMHA IS 3JIEKTPOHHOM

ounodamorexku (Ib):

otObop (aita mo chuckaMm TpemIoKeHHuH I Ob,

pOBEpKa Ha AYOJIETHOCTb, MPOBEACHUE CBEPKH 3aMUCU C Ao

JIEKTPOHHBIM KaTtanoroM (9K) HASBATHE

pOBEpPKa JICTUTUMHOCTH pa3MEUICHHUS 3JIEKTPOHHOTO OJTHO

nokymeHTa B Ob Ha3BaHUE

OT100p cereBbIX yaaneHHbIX pecypcoB (CYP):
MPOCMOTP  KHUIOM3JATEIbCKOM M KHUTOTOPrOBOM
OJIMH pecypc
uH(popMauu
orpezeneHue TeMI)IUpecypca, cocTaBa, yCJIOBMM JocTyma, o pecype
CO3/1aHM€ NIEPBUYHOM 3alMCH B MaCIOpPTE pecypca
OpraHu3aiys NpoBeAeHus TecToBoro gocrymna k CYP OJIMH pecypc
3aI0JIHEHUE JINCTA TECTUPOBAHUS OJIMH pecypc
OT00p 10KYMEeHTOB M3 00MEeHHBIX (POHIOB OUOIMOTEK
NJIS1 JOKOMILJIEKTOBAHMS:
IIPOCMOTP CITMCKOB, KapTOTEK, KAaTajoroB OOMEHHBIX
dboH10B OMOINOTEK, OTOOP HYKHBIX JOKYMEHTOB, CBEPKa
C KarajoraMM M KapTOTEeKaMu CBOeill OuOIMoTeKu;
COCTaBJICHHME CIUCKAa Ha JOKYMEHTBI, OTOOpaHHBIE B

oOMeHHOM (oHIe

OUH
JOKYMEHT

KommuecTBo AOKYMCHTOB, BKJIFOUCHHBIX B CITMCKH:

1

2-10

11-25

26 - 50

CoctaBienue u  odopmjieHHEe  ONEPATHBHOIO

(Tekyliero) nJiaHa KOMIJIEKTOBAHUS

B (hopme TabIuIbI oJlHa Tabauna
B (hopMe KapTOTEKU 0JIHa KapTOyKa
Padora B AC

BBO/I IIJTaHA KOMIIJICKTOBAaHUS B 633y JaHHBIX AC OIUH IIJIaH
KOPPEKTUpPOBKAa 0a3bl [aHHBIX; BBIBOJ Ha OKpaH, OIVH
BHECEHHE N3MEHEHUH JAOKYMCHT

3,0

3,0

10,0

2,0

90,0

860,0
420,0

50
7,8
16,0
32,0

2,6

2,6

1,1
30,0
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1.2.

INPUEM U YUET ITIOCTYIUBIIUX JOKYMEHTOB

10.

11.

12.

13.
14.

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl

Mpuem JOKYMEHTOB,

CONMPOBOAUTEIbHBIM J0OKYMEHTOM
[TprieM JIOKYMEHTOB IO COINPOBOIUTEIBLHBIM MaTepHaliaM
(cuer, HakJagHasA, KOMHUSA 4YeKa, aKT), MOAOOpKa HUX IO
andaBUTy aBTOPOB WJIM 3arjlaBUi, SKCIEIUIIMOHHBIM
HOMEpaM, CBEpKa C CONPOBOJUTEIBHBIMU JOKYMCHTAMH,

MNOCTYIIUBIIHUX C

MMpOCTaBJICHUC LCHbI Ha HW3JaHHHU, IIoACUYCT 4YHCJIIa
HK3EMILISIPOB, OOIIEH CTOUMOCTH

KonngecTBO TOKYMEHTOB B ITAPTUU:

1

2-50

51 - 250

Ipuem JTOKYMEHTOB, NOCTYNMHBIINX 0e3

CONPOBOAUTEIbHBIX JOKYMEHTOB:
1noa00p JOKYMEHTOB 110 aj(aBUTy (aMUINA aBTOPOB HIIH
3arjaBuil; IpoBepKa Ha AyOJIETHOCTD; IPOBEACHUE OLICHKU
JIOKYMEHTOB;

COCTaBJICHHE aKTa Ha IPUEM JOKYMEHTOB

KonnuecTBo 1OKyMEHTOB, BKJIIOYEHHBIX B aKT:

1

2-5

6-10

IIPOCTAHOBKA IITEMIIENS Ha TUTYJIBHOM JIMCTE W Ha 17-i1
CTpaHHULE JOKYMEHTa

CBepka NOCTYNHBIIMX JAOKYMEHTOB C KapTOTeKOil
TeKyllero KOMIJIEKTOBAHUS:

MOMCK KapTOYKH B KAPTOTEKE TEKYILIEro KOMIUIEKTOBAHHUS,
CBEpKa KapTOUKH C IOKYMEHTOM, BHECEHHE OTMETOK

oTOOp TEPBOTO HK3EMILISPA,
JOKYMEHT

BJIOKCHHUEC KAapTO4YKH B

IIOCTAaHOBKA KapTOYKU 3a pa3AenuTesb «BbInolHEeHHbIE
3aKa3b»

IIpuem u perucrpanusi ’)KypHaJI0B H raser:

no00p KYpHAJIOB M ra3er Mo andaBUTy Ha3BaHUi, OUCK
PETUCTPALIMOHHOW KapTOYKM B KapTOTEKE MOJIUCHBIX
U3JJaHUN, OTMETKAa HOMEPA, 1aThl OJYUYECHHUS U3aHUs
IIPOCTAaHOBKA IITEMIIENS Ha )KyPHAJIE WJIN Ta3eTe
IIPOCTAaHOBKA IITEMIIEINS HA Ta3eTe

Eaxnnunna
H3MepeHus

OJlHa MapTus

OJIVH
JOKYMEHT

OJINH
JOKYMEHT

OJIMH
JOKYMEHT
OJIUH
JOKYMEHT

OJIHa KapTOYKa

OJINH
JTOKYMEHT

OJTUH KypHAJ
OJlHa ras3eTa

Taoauna 1.2.

Hopma
BPEeMEHH,
MHH.

4,0
8,9
43,3

3,1

0,36
2,1
3,7

0,5

3,0

0,5

0,3

2,0

0,1
0,5



15.

16.

17.

18.

19.

20.

21.
22.

23.
24,
25.

26.

27.

28.

29.
30.

31.

32.

33.
34.
35.

PatGora B apTomaTusupoBanHoi cucreme (AC):

CBEpKa JOKyMEHTa C yKasaTelieM 3aKa3aHHBIX HW3JIaHHH,
BHECEHHE OTMETOK

MIPOBEPKa Ha JIyOJIETHOCTh MOCTYNHBIINX U3JIaHUN B Oa3e
nma"Hbix AC

pEerucTpanus HOBBIX MOCTYIUICHHH B 06a3e maHHbIx AC

HaKJICUBAHUC Ha IIOKYMGHT MCTKHU JJIA yCTpOfICTB
Paaro4acTOTHOU UACHTU(DHUKAITNN 00BEKTOB,
aKTyaJIu3aIusi METKH

HaKJICUBAHUC IJ_ITpI/IX-KO,[[a Ha O60pOT TI/ITyHBHOFO JINCTA U
00JIOKKH

BHCCCHHC Pa3MCTKHU I10 (I)OHI[aM Ha U3J1aHuUcC

IIpuem u perucrpamusi ceTeBbIX yIaJeHHBIX PeCypcoB
(CYP)B AC:

MPOBEPKA JTOCTYITHOCTH pecypca (IIprem)

odopMIIEHHE COIMPOBOJUTEIHLHON JOKYMEHTAIuu (aKT
npuemMa)

BBEJICHME 3anucu B peecTp yuera CYP

BBEJICHME 3anucu B peectp nacnoptoB CYP

MMOATOTOBKA cBeneHuu i caiita o CYP
AJIMUHUCTPUPOBAHUE CeTEBbIX YAAJEHHBIX PeCypcoB B
aBTOMATU3UPOBaHHOM pexume (AC)

OO0paboTka 3ammceid uis BeaeHUS HHGOPMAIMOHHBIX
MTOMCKOBBIX CEPBHUCOB:

JIOKYMEHT

naket/b/]

akTyanu3auus ceegenuii o CYP

cOOp cTaTUCTHKHU O cocTaBe U 00 ucnonszoBanuu CYP
Ilpuem u 00padoTKa 3JIEKTPOHHBIX M3AAHMH AJs
uekTpoHHO# Onbdamorexn B AC:

mpoBepKa KadecTBa (ailioB, peructpamusi 3JIEKTPOHHOTO
nokymeHnTa B OK, nepenaya (aiinos Ha cepBep

Benenue « KHUTM CyMMapHOro y4era:

pa3dop JOKYMEHTOB 1O BHJIaM, OTPACIsIM 3HAHHM, S3bIKaM,
MOJCYET YHUCJIa JIOKYMEHTOB, 3aliCh PE3yJbTAaTOB
MoJicueTa Mo yCTaHOBJICHHOU (hOopMe B KHUTY CyMMapHOTO

ydera
KonngecTBO TOKYMEHTOB B TapTUU NOCTYIUIICHUMN:

1
2-50
51-250

OJJHO Ha3BaHUC

OJIMH
JOKYMEHT
OJIMH
JOKYMEHT

OJINH
IK3EMILISP

OJUH
IK3EMILIAP
OJUH
9K3EMIUIP

OJIH pecypc
OJIH pecypc

OIUH peCypcC
OIH peCypcC
OIUH peCypcC

OJHO Ha3BaHUC
OJHO
HaMMCHOBAHHUC
OJHO Ha3BaHUC
OJHO Ha3BaHUC

OJIH
JOKYMEHT

OJIUH
JTOKYMEHT

3,0

1,6

91

1,2

0,26

0,26

30,0
10,0

4,8
3,7
20,0

4,0
10,0

6,0
0,3

9,3

2,0

2,0
6,8
42,0



BBOJI CTaTUCTHYECKUX JaHHBIX "KHUrH CcymmapHOTo

36. OJIHA MapTUs 3,0
yaera" B 6a3zy gaHHbIX AC P
MOJICYCT IMOCTPAHWYHO TI0 TMO3MIHUAM JaHHBIX KHurn
37. CyMMapHOro y4eTa, NEpEHECEHHE UTOTOB Ha CJICAYIONIYIO — OJHA MMO3UIHUs 3,2
CTpaHHILY
38 CBepKa (PMHAHCOBBIX JIOKYMEHTOB OT/AeNa ¢ ((MHAHCOBBIMU OJINH 50
" JIOKyMEHTaMH OyXTajTepuu JTOKYMEHT ’
39 opOpMIICHHE COMPOBOJIUTEIHHOTO JOKYMEHTa (CHYerT, OJINH 30
' HaKJajgHas, aKT) JJIsI Iepeiadd B OyXraaTepHio JTOKYMEHT ’
ohopMIEHUE HMHBEHTAPDHOM KHUIH, HyMepalus JHUCTOB
40. Gop p . yMep ’ OJIHA CTpaHHIIa 0,88
MIPOCTABJICHHE HOMEPA B MHBEHTAPHOU KHUTE
3aMuch JIOKYMEHTOB [0 yCTAHOBJIGHHOH ¢opMe B
OIVH
41. VHBEHTapHYIO KHHUTY, MPOCTAaBICHHE HWHBEHTAPHOTO 0,88
JOKYMEHT
HOMEpa Ha JOKYMEHTE
NPOBEICHUE HHIUBHUIYAJbHOTO Yy4eTa JIOKYMEHTa IIO
. OJINH
42. aKTOBOM CHCTEME, IPOCTABJICHHE HMHBCHTAPHOIO HOMEpa 3,0
JOKYMEHT
Ha IOKYMEHTE
NPOBE/ICHUE HMHIUBUAYAJIBLHOTO ydYeTa C NPUMECHECHUEM
YYETHOTO Karajora; cocCTaBlieHHe OuOimorpaduyeckoro
OIMCAHMA JOKYMEHTa a3aHue ILeHbl, WHBEHTApHOI'O
43. y YK ’ P 0JTHA KapTOYKa 3,0
HOMEpa, ToJa TOCTYIUICHUS, HOMEpa 3alluCHd B KHHUIC
CYMMapHOTO Y4€Ta, YUCJIa MOCTYNUBIINX YK3EMIUIIPOB, UX
pacnpeesieHre 1o MoApa3 IeIICHUSIM
3allCh B JKYPHAJIE PETUCTPALUA KapTO4YEK €THOTO
44, yp P p p yi OJIHA 3aITUCh 1,0
Karajora HHBEHTapHOTO HOMEpa, TIEPBOTO CJIOBA 3arJIaBUS
OJINH
45.  TpocTaHOBKA MHBEHTAPHOT'O HOMEpa Ha JOKYMEHTE 2,6
JOKYMEHT
MOJyYeHHE AaKTOB Ha  BBIOBIBIIME JOKYMEHTBI  OT
CTPYKTYPHBIX MHOJpa3aeciicHnid, BHeceHne 3anmncu B KHure
46. PYKTYP P ’ OJIH aKT 1,0
CyMMapHOro ydvera (2-s 4acTh), MpOCTaBJIEHHWE HOMepa
aKTa
OJINH
A47.  WCKIIIOYCHHE JOKYMEHTA 10 aKTy M3 YUYETHBIX (popM: 3,0
JOKYMEHT
OJINH
48. WCKIIOUEHHE BBHIOBIBIIMX JOKYMEHTOB M3 0a3bl JaHHBIX AC 2,0
JOKYMEHT
19 noramieHue  WHBEHTApHOTO  HOMEpa W IITEMIIEIs OJINH 0.3
" OHOJIMOTEKH Ha JIOKYMEHTE JTOKYMEHT ’
50. moAIIMBKa aKTOB OJIMH aKT 3,0
HpI/IMCIIaHI/ICZ HpI/I pa60Te C JIOKYMCHTHMI/I Ha I/IHOCTpaHHBIX A3bIKaX K HOpMe
BPEMEHU MIPUMEHSIETCS ITOBBIIAOIINI Ko3hpuLeHT 1,15.
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1.3. BUBJIMOTEYHAS OBPABOTKA JOKYMEHTOB. OPTAHU3ALIUSA
N BEJEHME KATAJIOT'OB

10.

11.

HaunMeHnoBaHue nmpouecca, onepamnuu. CocraB paﬁOTbl

Pabora ¢ neyaTHOH KapTOYKOIi:

pa360p1<a KOMIIJICKTA I€YAaTHBIX KapTOYCK

noa0opKa IEYaTHBIX KapToueKk Mo ajdaBUTy (HamMHIUii
aBTOPOB WJIM 3arjaBUi JUISI PACCTAHOBKHM B CIIYy’KEOHYIO
KapTOTEKY

pacCTaHOBKA KapTO4YCK B CJ'Iy>K€6HYIO KapTOTCKY
H0a60p1<a MEYAaTHBIX KAPTOUCK K JOKYMCHTaM
CBepKa MOCTYIMUBIIUX JOKYMEHTOB C KaTaJIoraMu:

poBepKa 1o

IEPCHCCCHUC C KaTaja0KHOH KapTO4YKH 01OJINOTEYHOTO

KAaTaJIOTy  MOBTOPHOCTH  JOKYMEHTA,
mudpa, MoJTHOTO UHICKCA

MOUCK JIOKYMEHTOB B CIIY)K€OHOM KarTajiore CBOJHOIO
OIMMCAaHMUs, BHECCHHE OTMETOK
eyaTHOM

odopmiieHre HaIlMCaHNe

MHBEHTapHOT0 HOMepa, mudpa U HHOU nH(pOpMaLUn

KapTOYKH,

IIpunucka ny6/eToB:

CBEpKa JIOKYyMEHTa Ha JyOJETHOCTh MO CIIYKEOHOMY
an(aBUTHOMY, yUETHOMY KaTajory
IpUNKChIBaHUE Jy0jgeTa B  KaTajor:

MHBEHTapHOTI'O HOMEpa, NepeHeceHre Mudpa Ha TOKYMEHT

HPOCTaBJICHHE

Ipunucka npoao/IKAIMIMXCH U3JAHUH:

IIOHMCK B peFHCTpaHHOHHOﬁ KapTOTCKE KapTOUYKHU Ha

W3JlaHue, CBEepKa €€ C OpHWTMHAJIOM, BHECEHHUE
OMOIMOTEYHBIX OTMETOK

MOWCK B KaTaJlore KapTO4YeK, OTMETKAa TOCTYILICHUS
COOTBETCTBYIOIIETO
WHBEHTapPHOTO

OHUOJIMOTEYHBIX OTMETOK

BBIITYCKaA,
mudpa,

MMPOCTABJICHUC

HOMCEpa, BHCCCHHUC  JPYIrux

®opmupoBaHue Oudanorpaduyeckoi 3anucu

CocraBnenre OCHOBHOM OuOiIMorpaduyueckoil 3anucu npu

OTCYTCTBHU evyaTHOMN KapTO4YKH B JOKYMCHTC

(o3HaKOMIIEHHE C JOKYMEHTOM, COCTABJICHHE OIHCaHUS,
BHeceHHe OUOIMOTEYHBIX OTMETOK)

Eaxnnunna
H3MepeHust

OZlHAa KapTO4YKa

0JIHa KapTO4Ka

OJlHa KapTO4YKa

OJIHa KapToyKa

OJlHa KapTO4YKa

OJIHa KapToyKa

0JIHa KapToyKa

OJIHO Ha3BaHUE

OJIHO Ha3BaHUE

OJIHO Ha3BaHUE

OJJHO Ha3BaHHUC

OJIHO Ha3BaHUE

Taoauna 1.3.

Hopma
BpPEeMEeHH,
MHH.

0,42

0,36

0,36
0,52

1,9

2,6

0,68

0,94

0,84

0,84

3,1



12.
13.
14.
15.
16.
17.

18.

19.

20.

21.

22.

23.

24,
25.
26.

217.

28.

KosngecTBo 371€MEHTOB ONUCAHMS:
1-4

5-6

7-9

10-13

14 -19

20 - 27

COCTaBJICHHE OCHOBHOW OuOnmorpaduyeckoil 3ammcu c
MOMOIIPI0 MaKeTa KapTOYKH, HAIlEYaTaHHOTO B KHHIE;

OJIHA KapTOUKa
OPOCMOTP M3JAHUS, CBEpKAa C MaKeTOM KapTOYKH,
BHECCHUE NU3MCHEHUS U IOTIOJTHEHUS
COCTaBJICHHE J00ABOYHOIO OINHCAHUS K OCHOBHOM
. OJIHA KapTOUKa
oubamorpaduyueckoit 3anucu
03HAKOMJICHHE c JOKYMEHTOM, COCTaBJICHUE OJTH
AHAJIMTUYECKON 3aITMCH JOKYMCHT
COCTaBJICHHE  CCBUIOYHOW  KapTOYKM K  OCHOBHOM

. OJTHAa KapTOYKa
oubmorpaduueckoii 3aucu

PenaktupoBanue Oudauorpaduyueckoii 3anucu:

ITPOBEPKaA IMMPABUIIBHOCTHU 3JICMCHTOB 3allMCHU HA KAPTOUYKE OoaHa KapTO4Ka

opopmicHre ~ KapTOYKK I JAYONUpOBaHHS  Ha
MHOXXHTEJIBHOM  allliapatre; IPOCTaBICHUE HHJICKCOB,
mudpoB, OUOTUOTEYHBIX TIOMETOK, ONpeAeNieHue |
yKa3zaHue THpaxa KapToueK

OdHa KapTO4YKa

I'pynnoBas 06padoTka 10KYMEHTOB

Ot60p OJTHOTHITHBIX JIOKYMEHTOB, MOJUIEKAIITIX

. . OJIHa rpyIma
IpyNIoBOi o0paboTke; COCTaBJICHUE oOriei

JOKYMEHTOB
XapaKTePUCTHKU Ha KOMIUJIEKT JTIOKYMEHTOB
KonnuecTBo TOKyMEHTOB B TPYIIIE:
1-9
10 -15
16 - 30
OJIlHa
MPOBEPKA MPABWIILHOCTH COCTABJIEHHUS XapaKTEPUCTUKH HA
XapaKTEPUCTHK
KOMIUIEKT JIOKYMEHTOB
a

Pexaranormsanug:

CBEpKa KapTOYKU C JOKYMEHTOM; HCIPABICHHE CTaporo

Ooubnuorpaueckoro OMHMCAHHS; COCTABJICHHE HOBOTO
OJTHa KapTOYKa

OIMCAHUs;, TIepeHeceHue mudpa, HHBEHTAPHOTO HOMEpa,

OUOJIMOTEYHBIX TTOMETOK

0,42
5,2
6,2
7,2
8,2
9,2

20,0

1,9

10,0

0,52

1,0

1,4

39,0
60,0
106,0

13,0

5,7
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29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

41,

HoaroroBka K HHAEKCHPOBAHUI) JAOKYMEHTOB /LISl
KaTaJI0roB:

mo00pKa KapTOYKU K JOKYMEHTY, CBEPKA U BIOXKCHHE B
JOKYMEHT

O03HAKOMIJICHHE C JOKYMEHTOM; YCTaHOBJICHHE TE€MATHUKHU;
pacnpeziesieHre o OTPacisiM 3HaHUs (IT0 TeMaTUKe)
IIPOCMOTP HMHOCTPAHHBIX W3JaHUM, [EPEBOJ JaHHBIX Ha
PYCCKUH S3BIK

CI/ICTeMaTI/I3aIII/IH AOKYMEHTOB:

cucTeMaTu3alus JOKYMEHTa C UCHOJIb30BAHUEM MHJEKCOB
Ne4YaTHON KapTOYKU WIIM MaKeTa KapTOUKH, HareyaTaHHOTO
B U3JaHHUM, O3HAKOMJIIEHHME C JOKYMEHTOM, IpOBEpKa
COOTBETCTBHUSI HMHJEKCOB TaOMUIaM  KJIACCH(HKAIINY,
INPUHATBIM B OMOJMOTEKE, NPOCTaBICHHWE HHJEKCA Ha
JOKYMEHTE

CHCTeMaTH3alus JTOKYMEHTOB NPH OTCYTCTBHH II€YaTHOM
KapTOYKHM M MaKeTa KapTOYKU B M3AaHUU; O3HAKOMIIEHUE C
JOKYMEHTOM, OIpelleIeHue HHJIeKca Mo  Tabiauumam
KJaccu(UKaluuy, MPUHATBIM B OMOIHMOTEKE, IPOCTABICHHUE
MH/IEKCa Ha JOKYMEHTE

OIpeziesieHue aBTOPCKOr0 3HaKa JIOKYMEHTA 110 aBTOPCKUM
TabIuIam

mmdpoBKa JOKyMEHTa 0pH (GOPMATHO HWHBEHTAPHOM
paccTaHOBKe;  ompenesneHue  ¢opmara  JIOKyMEHTa,
HanucaHue mudpa

pelaKTUpOBaHKE KJIacCU(UKATTOHHOTO MHJIEKCa;
MIPOBEpKa MPABUIIBHOCTH MHJIEKCA, aBTOPCKOTO 3HAKa
COCTaBJIEHHE KapTOUYKHU al(paBUTHO-IIPEIMETHOTO KaTanora
(Ha HOBYIO TE€MaTHKY); HallMCaHHE Ha KapTOYKE HHJEKCA,
Ha3BaHUE KaTajora M KapTOTEKH, B KOTOPBIX OTPaXKaroTCs
JOKYMEHTBI, yKa3aHHE CCBUIKM U OTCBUIKH, CBSI3b MEXIY
OTIENbHBIMU pyOpUKaMU

Hpe}IMeTH3aHHﬂ AOKYMECHTOB:

npeaMeTu3alus AOKYMEHTOB C HCIOJIb30BaHUEM pPYOpHK
MeYaTHOM KapTOYKH; MpPOBEpKa COOTBETCTBUS PYOPUKH
[I€YaTHON KapTOYKHU MPEAMETHOMY KaTajory
peIMeTu3anus JOKYMEHTOB IPH OTCYTCTBHM I1€YaTHOU
KApTOUKH; O3HAKOMJIEHHE C JIOKYMEHTOM, OIpEACIICHUE
pyOpuku

COCTaBJIEHHE HOBBIX IMpPEIMETHBIX PYOpUK U MOAPYOPHK;
MepeHeceHne Ha KapTOUKH CIyKEOHON KapTOTeKU
pelaKTHpOBaHUE  TMPEIMETHONM  pYOpUKH;  INpOBEpKa
NPaBUIBHOCTH  TpPEAMETHOW  pyOpHUKHM,  TOYHOCTh
HaIHMCaHUsA

OJIHa KapTOYKa

OJJHO Ha3BaHHEC

OJJHO Ha3BaHHUC

OJINH
JIOKYMEHT

OJIMH
JOKYMEHT

OIVH

JIOKYMEHT

OJIMH
JOKYMEHT

OJIMH
JOKYMEHT

OdHa KapTO4YKa

OJIHO Ha3BaHUE

OJJHO Ha3BaHHUC

OJlHA KapTOoyKa

OIHa KapTO4YKa

0,5

0,88

0,37

2,6

2,0

0,3

0,42

0,5

2,0

2,6

3,0

1,5

5,0
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42,

43.

44,

45,

46.

47,

48.

49.

50.

51.

52.

53.

54,

55.

56.

57.

Opranu3anus andpaBUTHOrO KaTajaora:

noa00pKa KapTOuku 1Mo andaBUTy (HaMHINH aBTOPOB WIIH
3arjaBuid 7Sl pACCTAaHOBKH B ali(paBUTHBII KaTalor
pacCTaHOBKA IPEBAPUTEIBHO MOJOOPAaHHBIX KapTOYEeK B
anaBUTHBIN KaTanor

penakTHpoBaHHE — an(aBUTHOTO  KaTajora;, IpOBEpKa
paccTaHOBKM KapTOUYeK, MPaBHIBHOCTH J00ABOYHBIX U
CCBUIOYHBIX KapTOUYEK, UCIIPABICHUE OLIMOOK

HaluCaHue pas3fgenuTens Uil ainaBUTHOTO KaTajora,
yKa3aHue OyKBBI, cliora

paccTaHoBKa anpaBUTHBIA  KaTaJor:

noAaOoOpKa pazgenurens 1o andaBuTy,

pasacimTeiisi B
IIOMCK MECTa
PasaCInTEIIA, TIOCTAHOBKA, 3AKPCIIJIICHHUE CTCPIKHA

Opraﬂmauuﬂ CUCTEMATHYCCKOI'0 KaTaJjora:

noz[60p1<a KapTO4YKH I10 HMHACKCAM, BHYTPHU pasacia IIo0

andasuty Qamunuit  aBTOpOB 3arimaBui s

PaCCTaHOBKHU B CUCTEMaTHUYECKHUI KaTauor

nimn

paccTaHOBKa TPEIBAPUTEILHO MOJOOPAaHHBIX KApTOUYEK B
CHCTEMAaTHYECKHUI KaTalor

pElaKTUPOBAHUE CHUCTEMATUYECKOrO KaTrajora: MpOBEpKa
MPaBWIBHOCTH  HAMNOJIHEHWS pa3JelioB  Karajora IO
COJICP)KAHUIO0, MHJACKCAIIMM W PACCTAaHOBKE, MCIIPaBIICHUE
OIInOOK
pexnaccudukanus

CHUCTEMATHYCCKOI'O Kartajora:

UCIpABIIEHUE  WHIEKCOB, BHECEHME W3MEHEHHH B
an(aBUTHBIN KaTaJIOT

HAIMCaHUE PA3ACIUTEIA Il CHCTEMaTUYECKOrO KaTaJora:
YKa3aHHE HAMMEHOBAHUs pasfella, moapasfella U IpYyrux
pasnenurencit

paccTaHOBKA pa3leiUTENs B CUCTEMATHMYECKUN KaTaJlor:
noadopka IO HHAEKCaM,

IIOHUCK MECCTa, ITIOCTAaHOBKA,

3aKpEIJICHUE CTePIKHS
Opranu3anusi NpeIMeTHOr0 KaTaJjora:

noa00opKa KapTOYKU MO MPEIMETHBIM pyOpHKaM, BHYTPH
pyOpuk no andasuty paMuIuii aBTOPOB WIIK 3ariaBUi
paccTaHOBKa IpeBapUTENbHO MOJOOPAHHBIX KapTOUeK B
MPEIMETHBIN KaTajior

pelaKTUPOBAHHE KaTaJjora:

MPaBMWJIBHOCTH CCHUIOK, OTCHUIOK, pyOpHK

MIPEIMETHOTO IpoBepKa
HalyCaHWe pasfenuTens i1 IPEeIMETHOro Karajiora,
yKa3aHue pyOpUKH, OTCBUIKH, CCHUIKH

paccTaHOBKA pa3JIENMTENS B MPEIMETHBIN KaTajaor, IOUCK
MECTa, TIOCTAHOBKA, 3aKPEIJIEHUE CTEPKHS

0JIHA KapTO4Ka

OZlHAa KapTO4YKa

0JIHA KapTO4Ka

OJJVH
Pas3aciImUTCIb

OJIMH
pasnenuTenb

OJlHa KapTO4YKa

OJIHa KapTo4Ka

OJlHa KapTO4YKa

OJIHa KapTOYKa

OJIVH
pa3ieiuTEND

OJJVH
pa3aAciIMTEIIb

OQHa KapTO4YKa

OQHa KapTO4YKa

OJlHA KapTOoyKa

OJTUH
pasnenuTenb
OJTUH
paszienuTenb

0,36

0,36

0,88

0,88

2,0

0,42

0,42

0,88

10,0

1,0

2,0

0,42

0,42

1,0

2,3

2,0
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58.

59.

60.
61.
62.

63.

64.

65.

66.
67.

68.

69.
70.
71.

72.
73.

74.

75.
76.

Opraﬂmauuﬂ 1 BCICHHE JICKTPOHHOI'0O KaTaJjora:

CBCpKa IMOCTYIIHMBHIUX JOKYMCHTOB Ha I[y6HeTHOCTB B
OJICKTPOHHOM KaTaJiore

IMPUITMUCBIBAHUC MMPOJOJDKAOIIUXCA I/I3,I[aHI/II>'I B

3H€KTpOHHBII>i KaTaJior

®opmupoBanue Oudauorpauyeckoi 3ammcu JJs

IJICKTPOHHOI'0 KaTtaJjiora; BBOA B 6a3y JAHHBbIX]
3all0JTHEHUE COOTBETCTBYOILIIHUX nmoJiei:

IIpHU HAJINYIUHU MAKETa Te4yaTHOH KapTO4YKH
IIpHu OTCYTCTBHUU Ie4aTHOM KapTO4YKH

COCTaBJICHHE aHAIMTUYCCKOM 3aIIiCH

COCTaBJICHHUC I[O68.BO‘IHLIX U CCHUIOYHBIX ONMHCAaHUM

penakTupoBanue Oubauorpaduyeckor 3amucu B 0Oase
nmanHeIX AC; BHECeHHE H3MEHCHUH

BBOJ ~ Iepe4yHs  OpeaMeTHbIx  pyopuk  AJIY  k

CUCTEMAaTUYECKOMY KaTaJIOIy M I'€HEPAJIBbHON CIPaBOYHOMU
KapTOTEKe

BBIBOJI Ha 3KpaH OUOIMorpaduuecKux 3ammucei

penakTHpoBaHUE PyOpHK, HAIOJTHEHHUE Pa3esioB

u3bsATHE OMONMMOrpaduyeckoi 3amucu M3 SJICKTPOHHOTO
Karajora

Texnuveckas 00padoTKa JOKYMEHTa:

HakneuBanue Ha JAOKYMCHT JIMCTKa CpOKa BO3Bpara,

KapMmalika, spJiblKa:

JIMCTOK CPOKa BO3Bpara
KapMalieK

APIIBIK
Hanucanue mudpa Ha JOKYMEHTE U SpIIbIKE:

Ha JOKYMCHTC

Ha APJIBIKC

3arMojHeHWe KHWXKHOTO (opmynspa: ykaszanue mmdpa,
HWHBCHTAPHOI'0O HOMEpPA JOKYMCHTA, q)aMI/IJ'H/II/I 1 MHUIINAJIOB
aBTOpAa, €ro Ha3BaHUs, LIEHBI, TOJA U3IaAHUS

Padora B AC
BriBoj Ha 3KpaH ydeTHBIX (hopM, pacredarka:
JINCTOB I/IH)II/IBI/I}Iya.]'H)HOI‘O yqua JIOKYMeHTOB

HCpCI[ElTO‘IHOfI BEOJOMOCTH HOBBIX HOCTYTIJ'IGHI/Iﬁ

OJINH
JIOKYMEHT
OJUH
JIOKYMEHT

OJIHa 3aI11ucChb

OJTHO
OIIMCaHHE
OIIHO
OITMCaHHE

oJiHa pyOpuka

OJHa 3aIIMCh

OJHa 3aIIMCh

OJIHa 3aI11ucChb

OJINH
JOKYMEHT

OJIMH
JOKYMEHT

OIH
KHUKHBII

Gopmynsp

onHa opma

1,6

1,6

0,36
0,42
3,5

0,88

1,3

0,36

0,83
7,5

2,0

0,42
0,42
0,26

0,26
0,36

0,88

0,05
0,05
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77 KapTOUKH C o6ubnuorpaduyeckoil 3aMCHIO Ui YYETHOTO 0.05

KarTajora

/8. kEmKHOrO QopMyIIApa 0,05

[Ipumeyanue: K  HOpMaM  BPEMEHHM  NPUMEHSIOTCA  IMOBBIIIAIONIUE
KO3 UITUECHTHI:

— TMpU COCTaBlieHUH OuOIMOrpadMyeckoro ONHCAHMS Ha JIOKYMEHT, Ha
TUTYJIbBHOM  JIUCT€ KOTOPOrO YAacCTUYHO OTCYTCTBYIOT  JIaHHbIE  JJIA
oubnmorpaduyueckoit 3anucu — 1,13;

— 1pu 6ubimoreuHoi odbpadoTke: knHOpoTohoHOJOKYMEHTOB — 1,21;

— HOTHBIX, KapTOorpaduueckux, nouszaanui — 1,15,

— CHOCIHUATBHBIX BUIOB HAYYHO-TEXHUYECKOW JUTEPATYphl U JOKYMCHTAIMH —

1,10.
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1.4. PABOTA C ®OHAOM

1.4.1. PABOTA 11O IPUEMY JOKYMEHTOB

Taoauna 1.4.
Hopma
HaunmeHoBaHue nmpouecca, onepaunuu. CocraB paﬁOTbl E}IHHHHa BpPE€MEHH,
H3MepeHust —
IHoxGop 10KYMEHTOB /IJIsl pACCTAHOBKH B (poH 1e:
nmoabopka  JOKYMEHTOB IO KJ1accU(PUKAIMOHHBIM OJUH 0.5
)
WHJIEKCaM, aBTOPCKOMY 3HaKy JOKYMEHT
non0opka JOKYMEHTOB 10 (opmary, HHBEHTApHBIM OJIH 0.36
;
HOMEpPaM JTOKYMEHT
non0oOpKa TMEPHOAMYSCKHX W3JaHWA 10  ajugaBUTy OJIUH 05
'
Ha3BaHUsM, I'0JIaM, HOMEpPaM JOKYMEHT
PaccranoBka OuOamoreunoro gonaa:
paccraHoBKa JIOKYMEHTOB Ha cTeiuIaxkax B OJIUH 0.5
CUCTEeMAaTHUYECKU-I(DaBUTHOM TIOPSIKE, TI0 KIlaccaM JOKYMEHT ’
paccTaHoBKa JOKYMEHTOB Ha CTeUlaxxaX B (OpMaTHO- OJIUH 13
'
WHBEHTAPHOM TOPSIJIKE JOKYMEHT
paccTaHOBKAa TNEPUOAMYECKUX U3JaHUK 1o andaBuUTy OJUH 0.5
N )
Ha3BaHUU, TOJaM, HOMepaM JOKYMEHT
MpPOBEPKa TMPABHIBHOCTH PACCTAHOBKU JIOKYMEHTOB B OJIH 05
OT/IENbHBIX MaccuBax (poHIa JIOKYMEHT ’
nepeaBkeHue (mepeHeceHne) T0KyMEHTOB Ha CBOOOIHbBIE OJINH 0.4
,
MecTa JOKYMEHT
opopMIIeHHE TIOJNIOYHBIX  pa3leNuTeNiell; HamucaHHe OJVH 10.0
MOJIOYHBIX Pa3aeIUTENIeH: pazzienuTenb '
[Ipumeuanue: K HOpMaM BpEeMEHU IPUMCHSIIOTCS IMOBBIMIAKOIINE

K02 PUITUEHTBI:
— 1pu moadope 1 paccTaHOBKE KNHOPOTOHOHOAOKYMEHTOB — 1,2;
— npu noadOpe U PacCCTaHOBKE HOT, KAPTOrpapuUecKux, u3onsganuii — 1,5;
— npu paboTe ¢ JOKYMEHTaMH Ha MHOCTPaHHbBIX si3bikax — 1,15.
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10.

11.
12.
13.

14.
15.
16.

1.4.2. PABOTA IO COXPAHHOCTH ®OHJIA

HaumenoBaHue nponecca, onepanuu. Cocras padoTsl

IIpoBepka OudMoTEYHOrO (poHAA:

HalycaHHe KOHTPOJIbHOTO TaJOHA HA JOKYMEHT, yKa3aHHE
Ha HEM WHBEHTApHOro Homepa, mwmudpa, daMuIny,
VHULIMAJIOB aBTOPA, 3arjIaBus, roJa, MecTa U3JaHus, IEHBI,
MeCTa XpaHEHUS

MapKUpOBKAa KOHTPOJIBHBIX TAJIOHOB: YCTAaHOBKA, TIJ€
YUTEH JaHHbIA JOKYMEHT (Y4ETHBII KaTalor, NHBEHTapHas

KHHUT'a), IPOCTaBJIEHUE OII03HABATEIILHOIO 3HAKA

IMox6opka KOHTPOJIBHBIX TAJTOHOB:
110 HUHBEHTAPHBIM HOMEpam
o andaBuTy HaMUITUI aBTOPOB MU 3arjIaBUi

0 KJIACCU(DUKAIMMOHHOMY HHJICKCY

CBEpKa KOHTPOJBHBIX TAaJOHOB C WHBEHTAPHON KHHIOM,
OTMETKa IIPOBEPKH Ha TAJIOHE U B KHHUTE

CBEpKa KOHTPOJBHBIX TAJOHOB C YyYETHBIM WA
an(haBUTHBIM, TOMTOTPaPUIECKUM KaTaJoraMH, OTMETKA Ha
TaJIOHE U B KaTaJore

npocMOTp (HOPMBI MHIMBHIYaTbHOTO y4eTa, BBISBIICHHE
JOKYMEHTOB, HE MPOIIEIINX TPOBEPKU

COCTaBJICHHUE KapTOUYKM Ha JIOKYMEHT, HE MpOLIeIIINH
MIPOBEPKU

MOUCK JIOKyMEHTOB, HE TMPOUICIIIAX MPOBEPKY, IO
pa3NUYHBIM y4YeTHBIM (hopMam, KapTOoTeKaM, >KypHaiaMm,

KHMKHBIM T10JIKaM
CocraBieHue CucKa HeAOCTAONMX B (POH/IE TOKYMEHTOB
KonnuecTBo JOKyMEHTOB B CIIMCKE:

1

2-10

11-25

I[IpocmoTp A0OKYMEHTOB Ha mnpeaMer

donpa:

HENpO(PUIBHBIX

U3bATUA U3

TyOIEeTHBIX

YCTapEeBIIHX IO COJIEPKAHUIO

Eaununa
H3MepeHust

OJHH TaJIOH

OJJVH TaJIOH

OJJVH TaJIOH

OAHH TaJIOH

OJJVH TaJIOH

OJINH
JIOKYMEHT
OJINH
JIOKYMEHT

OJIH
JIOKYMEHT

OJWH CITMCOK

OJIMH
JTIOKYMEHT

Taoauna 1.5.

Hopma
BpeMEHH,
MHH.

3,0

8,0

0,1
0,1
0,1

2,0

3,0

3,0

3,0

20,0

0,78
8,3
19,3

3,1
1,6
3,1
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17.
18.

19.

20.

21.
22.
23.

24,

25.

26.

27.

28.

29.

30.

31.

BCTXHUX
MaJIOUCIIOJIB3YCMbIX, HCHUCIIOJIb3YCMbIX

IMoaroToBKa JOKYMEHTOB K AKTHPOBAHHIO:

noa00pKa JOKYMEHTOB B MAPTHU 1O NMPHUYMHAM HU3BATHA,
CBEpKa C KHIKHBIM (OPMYIISIPOM

noa0opKa KHWXKHBIX (OPMYJSIPOB Ha JOKYMEHTHI B
HOpsAKE MHBEHTApHBIX HOMEPOB, ajl(haBUTa, KYPHAJIBI - 110
rofiaM u Homepam

CocTaBrieHue CHmucKa K aKkTy BBIOBITHS (Tepemadu), MOACYET

o0meil cyMMmBbl, 0hOpMIICHHE aKTa

KOJMYCCTBO JOKYMCHTOB B CITMCKC:

1
2-10
11-25

IToaroroBka AOKYMCHTOB B II€pPEIICT:

0TOOp JOKYMEHTOB JUIsl IEpeIuieTa; MpoBepKa COCTOSIHUSA
JIOKYMEHTA; 3all0JHEHUE (CBEpKa) KHMKHOTO (popMyisipa
noa00pKa KOMILIEKTOB, CBs3Ka B Ia4ykd; OQOpMIICHHE
JIOKYMEHTOB JUJIsl Iepeiaun B NEPEIIeT

NOJArOTOBKAa JOKYMEHTOB K BOCCTAaHOBJIEHHUIO: M0/100p
JOKYMEHTA, aHAJIOTUYHOTO MOBPEXJIECHHOMY, 0(OpMIICHUE
3aKa3a Ha KOMMPOBaHUE

IIpUEM 3aKa3a I0CJIE€ KOIMPOBaHUSA, IPOBEPKA KauecTBa
KOIUH; IOArOTOBKA JOKYMEHTA K IEPEIUIETY

IpUeM JOKYMEHTOB U3 MEperieTa; CBepKa MOCTYNHMBIIUX
U3 meperjierTa JOKYMEHTOB C KHUKHBIM (OpPMYJISIPOM,
MIPOBEpKa KauecTBa MeperieTa; BOCCTAHOBJICHUE 3arlaBus;
HanucaHue mudpa Ha spiblke, KOpemKke JOKYMEeHTa

IMoammBKa razerT 1 TOHKMX KYPHAJIOB:

omnpezeneHue popmara, BI0KEHHE KOMILJIEKTA )KypHAJIOB B
Manky HyXHOTro ¢opmara, BbIHECEHUE

mudpa, Ha3BaHUA, TOJa W3AaHUS, HOMEPOB KYpPHAJIOB Ha

3aBsA3bIBAHUC,

00JI0kKKY U KOPEIIOK ManKu
packiagka Tra3eTel 10
BIIO’KEHUE B KAPTOHHYIO OOJIOXKKY (TarKy), TPOIIHYPOBKa,
odopmiieHre 0010KKH (Ha3BaHUE, TOJI, HOMEP, MECSII)

Ha3BaHUAM, IIPOKAJILIBAHUC,

Menkuii peMoHT oHaa:
MMOKJIeHKa JTOKYMEHTA,

BOCCTAHOBJICHHUE 3aIIaBUM U WHOM PCMOHT

KapMaIlIKOB, SPIBIKOB,

OJIUH
JOKYMEHT

OJMH

bopmyIsp

OJWH aKT

OJIH
JOKYMEHT
OJIUH
JIOKYMEHT

OJIMH
AOKYMCHT

OJINH
JIOKYMEHT

OJIH
JIOKYMEHT

OJIHa I1arikKa

OJIHa I1aIlKa

OJIHa I1arikKa

0,88
2,6

0,36

0,42

0,78
7,8
19,3

3,0

2,6

10,0

7,0

7,0

3,0

5,0

20-5,0
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32.

33.

ObecnbliuBanue goHga:

obecnbutBaHne  (OHAA C  TOMOLIBIO  IIBLIECOCA;
obecrieueHne paboYero MecTa TeXHUUCCKUMH CPEICTBAMH:
IBUIECOCOM, Pa0OYMM CTOJHMKOM, CTPEMSIHKOM, BEIPOM;
HpOBE/ICHHE OOCCIBUIMBAHUS, 3aHECCHUE TEXHUYECKHX
CPEICTB B MeCTa XPaHCHUS

pyuHoe obOecnbutuBaHue (oHnma; obecrieyeHue padoyero
MeCTa TeXHUYECKUMHU CPEJICTBAMH: CTPEMSHKOM, pabounm
CTOJIMKOM, TEJIECKKOM, BEAPOM, TPSIKAMH; MPOTUPKA,
3aHECEHHE TEXHHMYECKUX CPE/ICTB B MECTA XPAHCHHUS

oJlHa
MEpOTIOoJIKa

oHa
MEpOIIoJIKa

[Ipumeyanme: K  HOpMaM  BPEMEHH  MPUMEHSIIOTCS
KO2(PUITUECHTHI:
IPU PYYHOM OOECIBUTMBAHUM (POH]Ia HOTHBIX, KapTOorpaduyeCcKux, N30U31aHuN

pu 00eCcTbIMBAaHUY C TIOMOIIBIO MbLIecoca — 1,3.

12,0

9,4

ITOBBIIIAIOIIHEC
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10.

11.

12.

13.

1.4.3. U3YUYEHUE BUBJIHOTEYHOI'O ®OHJIA

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl

bubaunorpaguyeckoe uzyuenue 0u0JaM0TeuHOro pouga
O3HakomJieHHE C cojAep)KaHueM OuOIrorpapuIecKoro
nocoOusi, WHPOPMAIMOHHOTO CIHCKA MJI TPOBEACHUS
paboThI 10 U3yYCHHIO OUOTHOTEYHOTO (OH A

KonmuecTBo Ha3BaHMi B MOCOOUU:

1-25

26 - 50

51-100

Cpepka KapTo4ykM Katajora ¢ OuOamorpaguyecKum
ONMHCAHWEM JIOKYMEHTa, YKa3aHHOT0 B TOCOOHH;
O0TMETKA 0 HAJUYHMH JOKyMeHTa B (poH/Ie:

a(aBUTHBIN KaTaJIoT

CHUCTEMAaTHYECKHUI KaTaior

cocTaBieHME  OuOmuorpaduyeckoro  OmucCaHUsS  Ha
OTCYTCTBYIOIIUE B OMOIHOTEKE TOKYMEHTHI

CocraBjieHue ¥ aHajau3 Ta0AMI MO M3YYEHHUIO
0u0JIM0TEeYHOr0 (hoHIA

CocraBrneHue TabIUIbL:

M0 COCTaBY, Pa3BUTHUIO U UCHOIB30BAHUIO OMOTUOTEYHOTO
donma

M0 CTETEeHU MCIIONb30BaHus (POH/A B PA3TUYHBIX aCTIEKTaxX
(B oTpacieBoM, MO BUIaM U3JIaHUI 1 UHBIM aclleKTaM)

o 00beMy HEHCIONb3yeMON U MaJIOCTIPAITIBAEMOM YacTH
dboH/1a ¥ MPUYNHAM €€ HAKOTIICHUS

AHanu3 TabauIIbL:

M0 COCTaBY, Pa3BUTHUIO U MCIOIB30BAHUIO OMOTMOTEYHOTO
donma

M0 CTETeHU HMCIIONb30BaHUus (POH/A B PA3TUYHBIX aCTIEKTaxX
(B OTpaciaeBoM, 1O BUJIaM U3JIJaHUIH M WHBIM aCIIeKTaM)

M0 COCTaBy W  BEIUYHMHE  HEUCIOJNB3YyeMOW U
MaJIOCTIPAITUBAEMO dYacTH (OHJIA W TPUYUHAM €¢
HAKOTUICHUS

COCTaBJICHUE TJIaHa MEPOTTPUATHIA peai3anuu
MIPEUIOKEHUH 110 pe3ybTaTaM U3y4deHus GoHaa

[Ipumeuanue:

Eannunna
H3MepeHus

OJIHO TT0co0Oue

OJlHa KapTO4YKa

OJIHA KapTOYKa

oJHa Tabiumna

oJHa Tabiumna

OJIVH I1JIaH

BpEMsI IPOBEACHUS NHCTPYKTAKA B HOPMY BPEMEHU HE BXOIUT;

Taoauna 1.6.

Hopma
BpPEeMEeHH,
MHH.

15,7
34,0
68,0

2,0
5,0

2,6

63
68

63

56,0

56,0

60,0

161,0

npu paboTe ¢ JOKyMEHTAaMHW Ha WHOCTPAHHBIX S3bIKaX K HOPMaM BpPEMEHH

MPUMEHSETCS OBBIMAIMNA K03 durment 1,15.
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1.5. OBCJYXUBAHUE UNTATEJIEN

1.5.1. PABOTA C YATATEJEM

Taoaumna 1.7.

Hopma
Eaxnnunna
HaumenoBaHue mponecca, onepanun. CocraB padoTsl BpeMeHH,
H3MepeHust
MHH.

3anuch yuTaTessi B OMOJIHOTEKY:

IPOCMOTP JOKYMEHTOB YHUTATEIIS (macnopr,
YIIOCTOBEPEHHE, IMOPYYUTEIHCTBO); MPOBEPKA HAITHUYUS
1. yyerHo-permcTpanMOHHON KAapTOYKH YMTATes; BbIAAYa OIHMH YUTATENb 2,0
AQHKETHI I 3aIlOJHCHHS IOJb30BaTEIeM C TOJIPOOHBIM
MOSICHEHUEM T10 3aIIOJTHEHUIO TOJIEH
o 3alOJHCHHE ucbopMmepa YHUTATEIIS, YUYETHO- T — 20
PETUCTPAIIMOHHON KapTOYKH, YUTATEIBCKOTO Oniera
O3HAKOMJICHHE YHTATeNsl C TPAaBWIAMH TOJb30BAHUS
3 OMOJIMOTEKON, pacnojiokeHueM (oHIa, CIPABOYHBIM T — 5.0
anmaparoM, SJIGKTPOHHBIMU pecypcamu (ayJTuOKHUTAMH,
yIaJeHHBIMU 0a3aMU TaHHBIX, TUCKaMH, (puibMorpadueii)
4 non0opka W paccTaHoBKa 1o andaBuTy pamuiai

. OJTHA KapTOYKa 0,26
YUTaTENIeH YUETHO-PETUCTPAMOHHBIC KAPTOUKH

Ilepeperncrpanus yurarteJiei:

nouck  dopmyssipa  (PErHCTPAIlMOHHOW  KapTOYKH)

5. uprarens, BHECCHHE M3MEHEHHHl B HHX WM UHTATENbCKHIl ONHMH YUTATENb 12,0
ouer
3anuceh (mepeperucrpanus) yuTaTenen B
aBTOMATHU3HPOBAHHOM pe:KHMe
HAaOOp Ha KIaBUAType CBEACHUU O yHuTarene: (Qpamuius,

6.  ums, orTdyecTBO, XapaKTepH3yIOUIME €ro MpPH3HAKH OJWH YHTATENb 6,0
(oOpa3zoBaHue, CIEUATBLHOCTD U MHBIE IPU3HAKH ), KO
KOHTPOJIb 32 BO3MOXKHBIM HAJIMYMEM JIAaHHBIX O YHATATEINE,

7. 3ammcaBuieMcss B OHONHMOTEKY (paHee 3amMcaH, JMIICH OXHMH YUTATENb 1,0
paBa MOJIb30BAHMS)
oopMIIeHHE KOJ]a YATATENs ¢ KOHTPOJIBHBIM Pa3psiioM U

8. CpPOKOM MONb30BAHHS YMTATEIHCKHM OHMIETOM HA OCHOBE OJMH YHTATENb 0,52
BBIIaHHOM MH(pOpMAaIH
BBIBOJT Ha MPUHTEP CBEJICHUH O 3alMCaBIIEMCS YHTATENC B

9. BUJe OnaHka, BbIpe3aHWe OJaHKa W BKJIEHKAa €ro B OJIMH YUTATEINb 1,3
YUTATEIHCKUN OUIIeT
Bbi1aya KOMILUIEKTOB /JIOKYMEHTOB BO BpeMeHHOe
M0JIb30BAHHE MOAPa3ieJeHusIM OHOJINOTEKH:
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10.

11.

12.
13.
14.

15.
16.
17.

18.

19.
20.
21.

22.

23.

opopmiieHHEe 3asABKH HAa  KOMIUIEKT  JIOKYMEHTOB,
nepeaBaeMblil B CTPYKTYPHOE MOJpa3ieTiCHIe

no00p MOKYMEHTOB B KOMIUIEKTHI; HAlMCAHHE BTOPOTO
9K3EeMIUISIpa KHIKHOTO (hopmylisipa (MHAUKATOPA)

Bbmaqa KOMIIJICKTOB OIOKYMCHTOB, OTMCTKAa Ha KHHW>XHOM

dopmynsipe  (MHIMKATOpEe) JdaThl  BBIJIAYW, JaHHBIX
MOJIPa3ICIICHUS, TOJTYYAIOIIEer0 KOMILICKT

KonnuecTBo TOKyMEHTOB B KOMILICKTE:

25

50

200

[MosryyeHne KOMIJIEKTOB JOKYMEHTOB OT CTPYKTYPHBIX
noapasieieHuid; TMOHUCK  KHIDKHOTO  (opmyJasipa
(uHauKaTopa), morameHue OTMETKH O Bbljaye,

BJIO’KCHHME €10 B TOKYMEHT

KonndecTBO TOKYMEHTOB B KOMIUIEKTE:
25

50

200

OO0cay:kuBaHue YUTaTeNIeill B YNTAJILHOM 3aJ1e:

MpOBEJCHNE KOHCYNbTAalMW, Oecel C YWTaTeNAMU Y
KaTajoroB, KapTOTEK, KHUKHBIX MOJIOK; HH()OPMUPOBAHHE
yuTartele O  HOBBIX  MOCTYIUIGHHSX, O  pabore
AJIEKTPOHHOI'O KaTajora, CTaHIIMM CaMOOOCITYXUBaHUS, O
paboTe ¢ DJIEKTPOHHBIMU pecypcaMu YAalleHHBIX 0a3
JIAHHBIX, O BO3MOKHOCTSIX pa0OTHI B JINYHOM KaOMHETE Ha

caiite OMOJIMOTEKH, O MTOJIb30BAHUU JETCKON KOMHATOH

IHoadop 10KyMeHTOB MO y4eOHOI mporpamme

KonnuecTBo TOKyMEHTOB B KOMIUIEKTE:
10
20
40

BblZla4a OOKYMCHTA: CBCPKa BbIAABAEMOI'O AOKYMCHTA C
HYUTATCIBbCKUM Tpe60BaHI/IeM; IMPOBEPKA HAJIMYUHNA CTPAHHIL,

BHCCCHHC 3alliuCHu Ha YUTATCIBbCKOM Tpe6OBaHI/II/I

(KOHTpOHBHOM J'II/ICTKG), BJIOKE€HHE B YNTATEIbCKUI 6I/IJ'ICT;
pacCTaHOBKa, OTMCTKAa KHUTOBbLJA4Y1
MNPpUHATHUEC HOOKYMCHTA: CBCPKa C€ro ¢ TpeGOBaHI/IeM

(KOHTPOJILHBIM ~ JIUCTKOM),  IPOBEPKAa  COXPaHHOCTHU

OJIHa 3asIBKa

OJJH
JAOKYMCHT

OJINH
JOKYMEHT

OJINH
KOMILIEKT

OJJHa
KOHCYJIbTAalluA

OJJVH
KOMIIJICKT

OJIUH
JOKYMEHT

OIUH
JTOKYMEHT

5,0

1,8

6,8
13,5
108,0

6,8
13,5
108,0

10,0

4,0
8,0
16,0

2,0

2,0
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JOKYMEHTa, HaJIW4YUsl CTPAaHUL, BHECEHHE OTMETKU O
npueme

O0cay:xnBaHue YnTATEJIeil Ha a00HeMeHTe:

24 OJIMH
- T00O0p TOKYMEHTOB JIJIsi PEKOMEH AN YU TATEIISIM 5,0
JTOKYMEHT
Beigaua JOKyMEHTOB 4YHUTATENIo, TMOHCK (opmyIsipa
OJIUH
quTaTeNs, YKa3aHUEe CPOKa BO3BpaTa, MPOBEPKA HATUYHS
JOKYMEHT
CTpaHHII;, 00CTy)KHBaHUE:
25. B3POCIIBIX 2,7
26.  perei 3,2
npoBeJieHNEe Oecelnbl ¢ 4YuTaTesieM, HHPOPMHUPOBAHUE O
27. P > Mudopmup OJIUH YUTATEIb 5,0
HOBBIX MOCTYIIJICHUSX
[TomrydeHnue MOKyMEHTa OT YUTATENs; BHECCHUE OTMETKH O
OJTUH
npueMe, TpPOBEPKa  HAJIMYUS ~ CTPAHMIL,  BIIOKCHHE
JTOKYMEHT
KHUKHOTO opMyIisipa; 00CTy)KMBaHUE:
28. B3POCIIBIX 1,8
29.  pereit 5,0
NPOJJICHHE CpPOKa TI0Jb30BaHUS JIOKYMEHTOM; TIOUCK
OJTUH
30.  dopmymspa umTaTens; BHECEHHE OTMETKH O MPOUICHHH o 3,0
OpMYJISI
CpOKa I0JIb30BaHUS PMYIEP
Co3nanne  KomMii  JOKYMEHTOB 1O  3ampocam
yuTATe/eH:
31  KOHCYIbTAIMs —YMTATeNed 1O  BEIOOPY —MapameTpoB oJTHa 50
KOITUPOBAHUS KOHCYJTbTAIIHSI ’
37 . OJlHA CKaH-
+ | CO3J]aHHUE DJIEKTPOHHOM KOIIMU C OPUTMHAIA 0,15
KOMUs
33. | cosmanne GyMaXKHOM KOIMHU C OPUTHHAIA OJIHA CTpaHUIIA 0,15
34, cosmanue Ko ¢ MEKPO(GOPM OJTMH KaJip 0,5
35, neuars GyMaXHBIX KOMHil JOKyMEHTOB U3 Db OJIUH JICT 0,08
36.  cosmaHme 2MEKTPOHHOMN (OTOKOIHK C OPHTHHANA OJIUH KaJp 5,0

[Ipumeyanue: K  HOpMaM  BPEMEHHM  NPUMEHSIOTCA  MOBBIIIAIOLINE
KO3 PUITUEHTBI:
— npu 00CIy>KMBaHUU yuTaTesied KHHO(DOTOPOHOJOKYyMEHTaMu — 1,2;
— mnOpu  OOCIyXMBAaHMM  YMTaTeNed  HOTHBIMHM,  KapTorpapuyecKuMu,
n3onsganuamu — 1,15;
— npu paboTe ¢ JOKYMEHTaMH Ha MHOCTPaHHbBIX si3bIkax — 1,15.
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10.

11.

12.

13.

14.

1.5.2. BHYTPEHHSS PABOTA

HaumenoBaHue nponecca, onepanuu. Cocra padoTsl

IToaroroBka K Bbigave:

pacctaHoBKa (OPMYJISIpOB uuTaTeled (1Mo Ccpokam,
HOMEpaMm, alaBuTy)

pacCTaHOBKAa CHAHHBIX JIOKYMEHTOB B  (oHjE
OTKPBITOTO JIOCTYIIA

paccTaHOBKAa CIAaHHBIX JOKYMEHTOB B  (¢oHIE
OCHOBHOT'O XpaHEHUSs

MOJABEACHUE UTOTOB PabOTHI 3a MPOUISANINNA JICHb,
BHECEHUE 3aIlllCH B JHCBHUK

no00p JAOKYMEHTOB IO MpEABAPUTEIbHBIM 3aKa3am
ypTaTeaeH U IJIaHaM YTEHUS

MPOCMOTP HOBBIX TMOCTYIICHUH IJIsi PEKOMEHIAIUH
YUTaATEIIAM

MPOCMOTP U TIONOJIHEHUE KHUXHBIX BBICTABOK,
SIIIIUKOB CBOOOJIHOTO BBIOOpAa KHUT, TEMATHYECKUX
IIOJIOK U CTeJUIaKeH

IoAroToBKa pa60qero MECTa

Pabora ¢ popmyssipom yurartens:

aHaiu3  (QOpMyJSpOB  yHUTareneil,  BbIBICHUE
YUTATENIbCKUX HHTEPECOB

COCTaBJIEHUE KAapTOUYKHU I KAPTOTEKU YUTATEIbCKUX
UHTEPECOB; COCTABJICHHME CIUCKA YHUTATEIbCKUX
UHTepecoB — | 3anuck

3anch B (opmynspax (MHBIX JIOKYMEHTax) O
pesyabTaTax aHajlu3a YTEHHs 3a OIpeJesICHHBIN
HEepUoJ

3aluch B JHEBHMKE OMONIMOTEKaps O JWHAMMKe
YTEHUS U HHTepecax yuTaress (IpyInsl yuraTeneil)
PaGora c¢ vuyuTaTte MU, He BO3BPATHBIIMMH
AOKYMEHTBI B CPOK:

IpocCMOTp M OTOOp (QOpPMYNISIpOB uMTaTENEH, HE
BO3BpPATUBIINX JOKYMEHTHI B CPOK

omnogerieHne (mo TenedoHy, HJIEKTPOHHOU IOUTe)
4YUTaTENsl, HE BO3BPATUBLIETO JTOKYMEHTHI B CpOK;
OTMETKa JIaThl HATOMUHAHUS B (hopMyIsipe

Taoaunna 1.8.

Hopma
Enununa usmepeHust BpPEMEHHU,

MHUH.

oJtuH (GopmyIsip 1,0
OJIUH IOKYMEHT 2,0
OJIMH JOKYMEHT 3,0
€XXEIHEBHO 15,0
OJIMH JOKYMEHT 3,0
OJIUH IOKYMEHT 2,0
OJIMH JOKYMEHT 3,0
€KEJIHEBHO 10,0
0oIUH POpMYIISIp 4.3
OJIHa KapTOYKa 0,86
OJHA 3aIIiCh 3,6
OJIHA 3aITUCh 9,2
ovH GOopMYIISIp 1,0
oJIuH (popmMyIsip 5,0
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15.

16.

17.

18.

19.

20.

21.

22.

23.

KonTposs 3a cpokamu BO3BpaTa JI0KYMEHTOB B
aBTOMATHU3HPOBAHHOM peKUME:

BBIBOJ| Ha IIPUHTED 110 YCIOBUAM CIIMCKA YUTATENIECH U
a0OHEHTOB-3a/10JKHUKOB

COCTaBJICHHUC CIIMCKa 3a0IXKHHKOB

pacrneyaTka Ha MPUHTEpPE HAIOMUHAHUS ADOHEHTaM U
yuTaTENsIM O CpOKE BO3Bpara (azpec, Ha3BaHUs
B3SITHIX JIOKYMEHTOB)

U3bATHE W3 0a3bl JAHHBIX CBEACHHUHA O 3aHITOCTH
BO3BpAIICHHBIX JOKYMEHTOB

IIpueM 10KyMEHTOB, B3aMeH yTepSHHbIX:

IOUCK  YUTATEIbCKOTO  (OpPMYNsApa;  BHECEHHE
COOTBETCTBYIOLICH 3amucu B (QOPMYISp, TETpaab
ydeTra KHUT, IPUHATHIX B3aMEH YTEPSIHHBIX

IIPOCMOTP  JIOKYMEHTa, IPEUIaracéMoro B3aMEH
YTEPSHHOTO

Pabora c oTkazammu:

yUYeT M Kiaccu(HKaIms OTKa30B: OTMETKA Ha JIUCTKE
YUTATEIHCKOTO TPEOOBAHUS IPUUNHY OTKA3a
paccTaHOBKA YUTATEIbCKUX TPEOOBAHUHN B KApPTOTEKY
«HEYJIOBIICTBOPCHHBIN CITPOCH

cocTaBieHre OuOIMOTrpadUUEecKOro ONMUCAaHUS Ha
JOKYMEHTBI, HUMEIOIIIEe HarOOJIbIIee YUCIO OTKA30B,
¥ Tiepeiadya KapTOYKA B OTJIET KOMITJICKTOBAHUS

OJIHa 3aI11ucChb

OJHa 3aIIMCh

OJIHa 3aI11ucChb

OJHa 3aIIMCh

OJIMH JOKYMEHT

OJIMH JOKYMEHT

0JIHO TpeOOBaHUE

OJHO TpC6OBaHI/IC

OJTHO
oubnuorpaduueckoe
OITHCaHNe

0,16

0,16

2,2

0,4

10,0

2,0

1,6

0,32

2,0
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1.6. MACCOBAS PABOTA

© N o g &

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl Eqununna H3MeEpeHUus

IoaroroBka MaccoBbIX MepONPUSTHIA
OIpe/IeTIEHNE TEMBI, cocTaBa ay/IuTOpUH,
OTBETCTBEHHOI'O 3@ MEPOIIPUATUE B LIEJIOM, COCTABIICHNE
IUIAHa TOATOTOBKU MEPONpPHATHS, BOIPOCOB  JUIS
00Cy>K/1eHHs1, IPUTTIAllIeHue KOHCYIbTAHTOB, JIEKTOPOB,
noadOpKa JOKYMEHTOB IO TEeME MEPONPUSATHS,
OpraHu3alysl  BBICTABKH  JIUTEpPAaTypbl, albOOMOB,
OTIOBEILICHNE YHUTATENICH O MEpONPUATUN Yepe3 a(uIy,
MyONMKAIMK B T€YaTH, [0 PAaMo, TEIICBUCHUIO, Yepe3  OIHO MEPOIpPUSITHE
ANIEKTPOHHYIO PACCBUIKY; BBISBICHHE BBICTYIAIOIINX;
reyarhb U paclpoCTPAHEHUE MIPUTIIACUTENBHBIX OMIIETOB,
W3rOTOBJICHUE  PEKBU3UTOB,  KYKOJI,  JEKOpaluii,
KOCTIOMOB; IIOJITOTOBKAa IIOMELICHUS; IPOBEACHHE
COBELAHUSI [0 WTOraM TMOJArOTOBKM U IPOBEJICHUS
MEpONPUATUI, 0OPOpMIIEHHE TIPOTOKOJIA, COCTABICHUE U
OITyOJIMKOBaHME UTOTOB ITPOBEJEHHBIX MEPOIIPUATHIA:
YUTaTeIbCKask KOHPEPEHIIUs
JIUTEPATyPHO-XyJ0KECTBEHHBIN Beyep, BEyep
OTpacjaeBON KHUATH, TUCITYT

BeYep BOIPOCOB M OTBETOB, YCTHBIN KypHall, KIyO
10 UHTEpecaM

JNETCKUH YTPEeHHUK, BHKTOPHHA, KOHKYpC, HWIpa-
MyTELIECTBHUE

BBICTaBKHU JIETCKOTO TBOPYECTBA
JUTEepaTypHO-MIO3HABaTeNbHOrO 3aHaAtus 10 30
YeJIOBEK (TPYIIOBOTO)

ypOKa TBOpYecTBa (MacTep-Kiacca)

KOMaHJTHOHM UTphI-KBecTa (cBbImIe 30 yemoBek)
KBeCTa JIJIs1 OAHOM Tpyniibl 70 30 yenoBek
Opraau3anus KHHKHBIX BBICTABOK

COCTaBJICHHWE TIUJIaHA OpraHu3aldd W  TPOBEIACHUS
BBICTaBKM; BBIIBJIGHME M OTOOp  JIOKYMEHTOB;
MOATOTOBKA  CONPOBOJUTENBHOM  JOKYMEHTAllUM K
BBICTABKE; CO3JAaHME  XYAOKECTBEHHOI'O  IIPOEKTA;
MOHTaX BBICTABKH, OpraHu3auus WH(OOPMAIOHHO-
peKIaMHON pabOoThl MO TOMYNISAPU3AIMK  BBHICTABKH;
TIO/IBEJICHUE UTOTOB pabOThI

Tao6auua 1.9.

Hopma
BPEeMEeHH,
MHH.

4900,0
3340,0

2600,0
3900,0

2280,0
1800,0

960,0

4800,0
2400,0
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10.
11.
12.

13.
14.
15.

16.
17.
18.

19.
20.

21.
22.
23.

24.
25.
26.

27.
28.
29.

Temaruueckue  BBICTaBKHM  00IEOMOIMOTEYHOTO
MaciTa0a, opranusyembie Ha (oHIaX OMOIMOTEKU:
KOJIMYECTBO SKCIIOHATOB:

1-50

51 -100

101 - 200

BBICTABKM 110 OIPEACIICHHOW OTpACiId 3HAHUM WIH
TeMe, OpraHu3yembie Ha QoH/Ie OUOTHOTEKN
KOJIMUECTBO SKCIIOHATOB:

1-50

51-100

101 - 200

BBICTABKH, IOCBAILICHHbIE >KU3HU M JEATEIbHOCTH
BBIJIAIOIINXCS JIIOEH («IIepCOHATNN)

KOJINYECTBO IKCIIOHATOB:

1-10

11-25

26 - 50

BBICTAaBKH Ha IOJIKaX CTEIUIaXKEN

KOJIMYECTBO SKCIIOHATOB:

1-5

6-10

BBICTABKU HOBBIX IOCTYIIJICHUM

KOJIMUECTBO SKCIIOHATOB:

1-25

26 - 50

51 -100

Pa3paborka u anpoOauusi mporpamMm 3aHATHI U
TPEHHHIOB (BBIOOP TeMbl, MOAOOP JHTEPaATyphI,
COCTaBJICHHE IJIAHA 3aHATHI, IOAOOP MaTepHaJa,
aHAJIM3 NPOBeIeHHbIX 3aHATHH, 10padoTKa):
MacCcOBOE 3aHATUE

IPYNIIOBOE 3aHATUE

MHIVBUAYaAJIbHOE

IIpoBenenne 3aHsATHA (NMOATOTOBKA, peneTHIUS,
NnpoBe/JeHue, yOOpKa MoMelmeHus):

MaccOBOE 3aHSTHE

TPYNIIOBOE 3aHSATHE

HHIWBHUIYAJIIbHOC

OJJTHa BBICTaBKa

OJHa BBICTaBKa

OJIHa BbICTaBKa

OJHa BBICTaBKa

OJITHa BbICTaBKa

OJITHO 3aHATUC

OJJHO 3aHATUC

560,0
1120,0
2240,0

310,0
940,0
1920,0

47,0
110,0
210,0

25,0
44,0

40,0
72,0
160,0

3000,0
1500,0
120,0

300,0
210,0
90,0
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30.

31.

32.

33.

34.

35.
36.

37.

38.

Hrpbi-kBecThbI (1aTepaTypHble,
npodopueHTAIMOHHbIE, TEMATHYECKHUE)
MOJMOTOBKA UIPBI-KBECTAa: BBIOOP TEMBI, I[0AOOP
JUTEpaTyphl, HAIUCAHHE CLEHApPUSA, H3TOTOBIICHHE
KOCTIOMOB U JIEKOpallUi, o00p MPEAMETHOTO psijia,
COCTaBJICHHE TOJIOKEHUSI 00 Urpe-KBecTa; pacchlUIKa
MpPUTJAlIeHUH U CIHCKa JIMTEpaTyphl, cOOp 3asBOK;
3aKynka  mpu3oB;  odopmieHHMe HU  TMedyaTh
cepTu(UKaToB W  TIPaMoOT, IMYTEBBIX JIUCTOB;
opopmiieHHE BBICTABOK JCTCKUX paboT, pabdora
JKIOpU KOHKYpCa B paMKax KBECTa, PENETULINH
MPOBEJICHUE: TMOArOTOBKA IOMEIIEHUNA CTaHUUU,
MIPOBEACHUE UTPHI-KBECTA, yOOPKa MOMEIIICHHS
Pexinama OuOMoTexkun; padbora mo nmpuBJeYeHUIO
yuTaTeeH:

MOJTOTOBKA PEKJIIAMHOTO COOOIICHHs] B ME4YaTh, MO
paauo, TEIeBHJACHHIO O pabore OMOIMOTEKH,
OCOOCHHOCTSIX  ()YHKIIMOHUPOBAHHUS  PA3IAIHBIX

MOJIpa3IeIeHuH, HOMEHKJIaType YCIIyT,
MIPEIOCTABIIIEMBIX OMOIMOTEKON

coop u MOJITOTOBKA MaTepHraoB ISt
MH(pOPMaIMOHHBIX OyKJIETOB (oOmux, o

OT/EJILHOMY ITPOEKTY)

pa3paboTka au3ailHa M MakeTa HH(POPMALMOHHBIX
OYyKJIETOB

o0ecrieyeHHe  KOHTPOJISI ~ KadecTBa  T'OTOBBIX
MH(OPMALIMOHHBIX OYKIIETOB

HOJTrOTOBKA Pa3/1aTOYHBIX MaTepHaIOB MEPOIPUATHS
HOJArOTOBKA IJIaKaTa O JAEATEIbHOCTH OMOIMOTEKH
(BBIOOD TEMBI, onpeseNieHre coaep)KaHus U (hopMel,
c/aya B T€YaTh)

OpraHu3aisi dSKCKypcuil; mpuem u odopmieHue
3asBKH, YTOYHEHHE TEMBl OKCKYPCHH M COCTaBa
HKCKYpPCAHTOB

[Ipumeuanue:

BpCMs1 OopraHu3anuu BBICTaBOK JUTEPATYPBhI,

OJIHA Urpa

OJIHA MyOJIUKAaIus,
OJTHO COOO0IIEHNE

OJIUH OYKJIET

OoIMH OyKJIET

OoIMH OyKJIET

OJITHO MEPOIIPUSTHE

OJHH IlJIaKaT

OJIHA DKCKYpPCHS

MEPOIPUATUN U IKCKYPCUN B HOPMY BPEMEHU HE BXOJIUT;

MIPOBEJICHUE

300,0

480,0

420,0

7680,0

14400,0

20,0
480,0

210,0

52,0

MAacCCOBBIX

K HOpMaM BpCMCHH IPHUMCHAIOTCA ITOBBLIIIAIOOINC KOC)(l)(l)I/IL[I/ICHTBII IIpH

opraHu3anunun BBIeSI[HOﬁ BBICTaBKH - 1,1, IIpHU 3KCIIOHHUPOBAHMHK HAa BBICTABKC

JUTEPATYPhl HA MHOCTPAHHBIX sI3bIKaX - 1,0.
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1.7.

CITPABOYHASA N UTHOOPMAILIMOHHASA PABOTA

a M wnE

10.

11.
12.

13.

14.

15.

1.7.1. OPIrAHU3AIIMSA CIPABOYHO-BUBJIMOT PAGUYECKOT O AITITAPATA

HaumenoBanue nponecca, onepanuu. Cocras padoTsl

IIpocMoTp M OTOOP HAOKYMEHTOB H3 TEKYIIMX
nocrymieHuii s Bkiawdenus B CBA, B Tom
4yKc/ie KpaeBeayecKnil KaTaJjor:

KHHTA
COOpHHUK
KypHAIT
razera

oubmmorpaduaeckoe mocoodue

JICTOIIUCh KHHWIJKHBIX, JKYPHAJIBHBIX W Ta3C€THBIX

craren

IPUKHWKHBIN Onbnnorpaguyeckuii Ciucok

CocraBJiienue 0ubanorpadpuyeckoii 3anucu

KomuyectBo 3JIEMEHTOB oubmorpaduaeckoit

3aIluCu.
1-4
5-6
7-9

CocraBienue AHHOTAUHU, U3YYCHHUE NOKYMCHTA,
HAalIUCAaHHUE TECKCTAa:

AHHOTHPOBAHUC KHUT

AHHOTHPOBAHUC craTeu

AHAIIUTUYCCKAA POCIIMCh JKYPHAJIBHBIX, Ta3€THBIX
cTarei, cOOpHUKOB, OUOIHOrpadUyecKux MOCOOMiL:
O3HaKOMJIEHUE c coJiep)KaHuEM W3JIAHHS,
COCTaBJIEHHE aHAIMTHYECKOW POCIIHCH

IIpocMoOTp M O0TOOpP KaApTO4YeK € LeJbI0 M3bATHUSA
WJIM TepeMeleHust:

HU3BATUC H3 KaTaJlO'OB MW KAapPTOTCK KapTOUYCK Ha

JIOKYMEHTBI, CITMCaHHbIE U3 (poHIa

HalmMCaHUC U PaCCTAaHOBKA pa3ACINTCIIA

Taoauna 1.10.
Hopma
EnnHuna usmepeHust BpeMeHH,
MHH.
oJlHa KHUTA 3,2
OJIHA CTaThs 2,7
OJIHA CTaTbs 2,7
OJIHA CTaTbs 1,6
OJIHA 3aIIUCh 0,5
OJIHA 3aIIUCh 0,83
OJIHA 3aIIUCh 0,5
OJHA 3aIl}Ch
3,2
0,5
6,0
OJHAa aHHOTALUA
260,0
156,0
OJIMH JIOKYMEHT 3,8
OJIHA KapTOYKa 15
OJIH pa3JeIuTeNb 1,7

35



16.

17.

18.

19.

20.

Oprannsanust KapTOTeKH MepCOHATHIA:

OIIPENIEIICHUE U COCTABJIICHUE IIEPEUHS JIULI, CBEICHUS
O KOTOpBIX OTPAXKAIOTCA B KapTOTEKE; IPOCMOTP
MH(POPMaLIMOHHBIX U3JlaHul, IIEPBUYHBIX
JOKYMEHTOB, OTOOp JOKYMEHTOB JUIsl BKJIIOUEHHS B
KapTOTEKY

Opranmsanmus  ¢Qaxkrorpadpuueckoii KapToTeKH
(PK):

OlpenesieHue TMpeaMeTa, OO0bEeKTa UM OCHOBHBIX
npusHakoB i orpaxenus B DK; npocmorp
JOKYMEHTOB U 0TOOp mns BritoueHus B DK
3aHECEHHE OTOOpaHHBIX CBEICHUH Ha  KapThl
MH(POPMALIMOHHOTO MaccuBa c BHECEHUEM
COOTBETCTBYIOIIIMX OTMETOK B IIOMCKOBBIM MAacCHUB
(dakrorpaduIecKoil KapTOTEKH

Opranusanus TeMAaTHYECKHX IMANOK Tra3eTHbIX
BbIPE30K:

IMPOCMOTP I'a3€THLIX BBIPE30K U UX CUCTECMATHU3AIHUA

ohopmiieHHE BBIPE30K s XPaHCHHS B
TEMATUYCCKUX Imarkax, KpaTKOC OIINCAaHUuC
HCTOYHHKA, HAKJIICHUBAHUEC Ha KapTO‘-IKI/I

CopaBku mno TejedoHy O AeSTeIbLHOCTH
OuobJmoTekn (MpenoCTaBJIeHUE IMO0Jb30BaATEJISAM
nHpopManuu 0 padore OMOJIMOTEKH, KPYKKOB,
CTYAUi, NMPOBeJAeHUS KOHIEPTOB; COeJIMHEHUE C
APYTMMHM NOAPA3AeJeHusIMUA OHOJINOTEKH)

OJIUH IOKYMEHT

OJIUH IOKYMEHT

OJIHa BBIPE3Ka

OJTHA BBIpE3Ka

CXKCIHCBHO

10,0

2,7

2,5

3,2

90,0
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10.
11.
12.

13.

1.7.2. CHPABOYHO-BUBJIUOTIPA®UYECKOE OBCJYKUBAHUE

HaumenoBaHue mpouecca, onepanun. CocraB padoTsl

Ipuem 6mbIMOrpaduyecKux 3aMpocoB:

npueM OubaMorpaduyecKoro 3ampoca; YTOYHCHHE
TEMBI, LEJICBOT0O W YWUTATEIBCKOTO HAa3HAYCHUS,
MOJHOTY  WCTOYHUKOB,  THIIOB,  BHJOB H
XPOHOJIOTUYECKUX PAMOK 3aIIPpOCOB

BoinojiHeHHe TeMAaTH4YeCKOW CHPAaBKH; MOUCK U
oTéop JAOKYMEHTOB; coCTaBJIeHUE
OonobauorpaguYecKoro ONUCaHus

[TucbMeHHO; KOIUYECTBO HCTOYHHUKOB:
1

2-5

6-10

VY CTHO; KOJIMYECTBO UCTOUHUKOB:

1

Boimosinenue ajipecHo-0ndmorpaguieckoi
CIPABKH; YCTAHOBJIEHHE HAIMYMSA WJIH MecTa
HAXOKIEHUsSI TOKYMEHTa WJIM ero 4actu B oHae
OubmoTeKu:

[TncbMeEHHO; KOTUYECTBO UCTOUYHHUKOB:
1

2-5

6-10

Y CTHO; KOIITMYEeCTBO NCTOYHHUKOB:

1

Boinosinenue yrounsiomeil  0umdamorpaduyeckoi
CIPaBKH, YCTAHABJIMBAWOIIECH M (WIM) YTOUYHSIIOLIEH
3J1eMeHTbI OH0JIHOrpadguIecKoro OnMcaHusi, KOTOpble
OTCYTCTBYIOT WJIM MCKAKeHbI B 3alpoce YUTATEJIs:

[TncpMEHHO; KOJTMYECTBO HCTOYHHUKOB:
1

2-5

6-10

VY CTHO; KOTMYECTBO UCTOYHHUKOB:

1

Enunnmna usmepeHust

OJIMH 3a1poC

OJTHA CIIpaBKa

OlHa CIIpaBKa

OJTHA CITpaBKa

Taoanna

Hopma

1.11.

BpE€MEHH,

MHH.

50

3,0
15,0
30,0

2,0

2,0
12,0
24,0

1,5

2,7
14,0
27,0

1,6
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14.
15.
16.

17.

18.

19.

20.

21.

22.

23.

BoinoniHenue  ¢gakrorpauyeckoil  CIpaBKH,
YCTAHABJIMBAKIIEH KOHKPETHbIEC CBEICHUHA O TeX
WIN MHBIX O00beKTax, cOoOBITHAX, Npoleccax,
aarax:

IIMcbMEHHO; KOJIMYECTBO HCTOYHUKOB:
1

2-5

6-10

YCTHO; KOIMYECTBO NCTOYHHUKOB:

1

KoncyabTanus y CIIPaBOYHO-
Ouodamorpadguueckoro anmnapara

npoBeneHue  Oeceinbl 00  OpraHu3alud U
HCIIOJIb30BAHHUU Pa3JINYHBIX gacTel CIIpaBOYHOTI' O
ammapara, 10 MeTojauke OuOnmorpadudeckoro
MOKCKa

Benenue ¢goHa BHINOJHEHHBIX CIIPABOK:

0TOOp CcrpaBoK sl GOHIA, PA3IOKEHUE TI0 MAIKaM
(konBepTaMm); OGOpMIICHHE CHOpaBKHW (3aluCh B
TETpaJlb yueTa)

COCTaBIICHHUE KApTOUYKW IS apXHBa;, YyKazaHUe
MOPSIKOBOTO ~ HOMEpa, TEMBI, JaThl  BBIJIAYH,
YCTaHOBKA  KapTOYKM B  KapTOTEKy  apXuBa
BBITIOJTHEHHBIX CIIPABOK

PadotsI B peskume AC:

dbopMHUpOBaHKHE TJAaBHOW CIPaBOYHOW KapTOTEKU
('CK); BBOm B 0a3y JaHHBIX AaHAIUTUYECKOU
POCIIUCH Ta3eTHO-)KYPHAIBHBIX CTaTel, COOPHUKOB
NOUCK W 0oTOOp Oubnuorpaduyeckue 3amucH 0
YCIOBUSAM

BBIBOJI Ha 3KpaH OuOnIMorpaduueckoi 3amucu HIU
OTIENBHBIX CBEACHUH; pacrieyaTka

OJTHA CIIpaBKa

OoHa KOHCYJIbTalluAd

OJiHa CIIpaBKa

OJlHa KapTOUKa

OJlHa KapTOuKa

OlHa KapTO4Ka

OlHa KapTO4Ka

2,7

13,5

2,7

1,6

10,0

0,5

2,7

2,0

2,7

1,0
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1.7.3. BUBJIMOTPA®UYECKOE UHO®OPMUPOBAHUE

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl

BoisiBjieHne WH@OPMANMOHHBIX MOTpPeOHOCTEH
CIeNHMAJTUCTOB METO0M AHKEeTHPOBAHUS:
ornpezeneHue KOHTHHI€HTa noTpeduTenei
uHpopmanuy; pa3paboTka 3asBKH I ONpeAeTICHUS
WHPOpPMAIMOHHBIX ~ MOTpPeOHOCTEeH  (3ampocoB);
pacceuika (pacmpoCTpaHHUTh) 3asBKH; 00paboTka
MOJIYyUEHHBIX  3asBOK; COCTaBieHMEe Ha 0ase
MOJIYYCHHBIX  JIAHHBIX KAPTOTCKHM KOHTHHICHTA
norpedureneit nHGoOpMaIuu U UX UHHOPMAITMOHHBIX
nmoTpeOHOCTEH (3aIpoCcoB)

@opMupoBaHHe  CeTH  A0OHEHTOB  CHCTEMBI
U30MpPATEILHOT0 PACHpPOCTPaHeHHs WHQoOpMAIMH
(HUPN):

OmpesiciecHue KOHTHHICHTa aOOHEHTOB CHCTEMBI
HUPH; BbIABICHHWE THUIIOBBIX W HWHIAWBHIYaJbHbBIX
3anpocoB a0OHEHTOB; H3y4YeHHUE, KIacCHU(pUKalus,
WHJICKCUPOBAHUE 3alpOCOB; BBEICHUE TaHHBIX O
3ampocax B aJIpECHYIO0 KapTOTEKY

MHOATrOTOBKAa CHTHAJILHOT'O OmoBelieHus B cucreme MPU

BobisiBjIeHHe, POCMOTP M OTOOP MaTepHAJIOB M3
TeKyLIUX NOCTYIJICHUH pacnpejejieHue
0TOOpaHHBIX MaTepHuaJIoB u3 TeKyIIUX
NMOCTYIVICHUH 110 2a00HEHTaM:

KOJIMYECTBO MPOCMOTPEHHBIX IOKYMEHTOB:
1-2

3-4

5-10

Brigaya 10KyMEHTOB 110 3a11pocy:

BBISIBIIEHME M OTOOp JOKYMEHTOB (M3JaHHs) TI10
3ampocy B CIPaBOYHO-WH(POPMAIMOHHOM (OHJE,
odopmMIleHHE BbIIaUy TOKYMEHTOB B YCTaHOBJIEHHOM
IOPsAKE

I'pynnosoe onbMorpaguyeckoe
nHopmupoBaHue:

dbopMUpOBaHUE COCTaBa IPyMI a0OHEHTOB

YTOYHEHHE  TEMBI, COIJIACOBAHME  HCTOYHUKOB
uH(pOpMaINH, BUJIbI JOKYMEHTOB

Taoauna 1.12.

Hopma
Eummua H3MeEpeHUus BpPE€MEHH,
MMHH.
OJIMH MOTPEOUTEIH 34,0
OIUH a0OHEHT 34,0
OJHO OIIOBEIIECHUE
3,0
12,0
32,0
OJIUH IOKYMEHT 14
OJMH a0OHEHT 720,0
OJlHA TeMa 3,6
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10.

11.
12.

13.

14.
15.
16.
17.

18.
19.
20.
21.
22.

COCTaBJIEHUE PETUCTPALIMOHHON KapTOUKH

Ioxdopka ngokyMeHTOB s uHopManum;

COCTaBJICHUE Hu HaIlluCaHHue OIIOBCIICHMUA ]
OTIpaBKa OIOBEHICHUSA; 3allMCb B KAapTO4YKH

uHGoOpMALNN; AaHAJIM3 KAPThl 00PATHON CBA3M

[TnchMEHHO; KOIMYECTBO U3IaHUM:

1-5

6-10

Y CTHO; KOJIUYECTBO HU3IaHUM:

1-5

Opranuzanus U NpoBe/ieHUE YCTHBIX
oudmorpaguyecknx 0030poB HOBBIX
NOCTYIJICHUI:

nog0opKa HOBBIX  TOCTYIUIGHHMH 1O  3apaHee
00BABICHHON TEMATUKCE, cucreMaTrmu3anus
HUCTOYHUKOB IO TEMaM, MPOCMOTP U aHaIM3
JIOKYMEHTOB; no100pka oubmmorpaduueckux
ONMMCAaHUN, KpaTKUe aHHOTaluH, pedepaTsl Ha

O0TOOpaHHbIE WMCTOYHUKH; IOATOTOBKA PYKOIHCHU
oubnuorpaduaeckoro o63opa
KOJINYECTBO

IMPOCMOTPEHHBIX M OTOOpaHHBIX

JTOKYMEHTOB:
1-10
11-25

26 — 55

56 — 140

IToaroroBka 010J/l/IeTEHSI HOBBIX MOCTYIVICHUI

YTouHneHue (ompeeneHue) TEeMATHUECKUX TPAHUIL
orObopa  JIOKYMEHTOB;
pyOpukaropa OroJUIeTEHS,
AOKYMCHTOB B MACCHUBC TCKYIIUX HOCTyHJIeHI/IfI

IIONCKa U co3JaHue

BBISIBIGHUE U OTOOP

WCTOYHUKOB WH(OpMAIHK; TMOAOOpPKAa aHHOTAIIHH,
pedepatsl, cucTeMaTH3aIus UX

KonunuectBo MMPOCMOTPCHHBIX JOKYMCHTOB:

1-37

38-60
61-95
96 — 150
151 -380

OJIHA KapTOYKa 1,6

OJlHa KapTO4Ka

12,0
24,0

12,0

OJIUH 0030Dp

400,0
450,0
500,0
600,0

oJIHa OroJUIETEHD

60,0
90,0
180,0
320,0
960,0
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23.

Opranmszanuss ¥ NpOBeJeHHEe MepONPHSITHS
«/lenb HH(popManm»:

YTOUHEHUE TEMBI; COCTABJICHHUE IlIaHa; 0(OpMIICHHE
BBICTABKU-TIPOCMOTPA; IOrOTOBKA 0030pa;
IIOATOTOBKA  KOHCYJIBTAllUW;  COCTABJIEHUE U
HanucaHue OOBSBICHUS; COCTABICHUE U HalHUCaHHE
IIPUTIIACUTEIBHBIX IUCEM, pacchuIKa UX;
MPpUITIAIICHUE 3aUHTCPECOBAHHLBIX JIUII I10 paanuo, I10
Teneony, TMIHO

OOHO MEPOIIPHUATUEC

1940
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1.8. PABOTA IIO OPTAHU3ALIUU TPY A U YIIPABJIEHUIO

10.

11.

12.
13.
14.

15.

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl

I[InanupoBaHue padoThI:
IUIaH OUOIMOTEKHU

HHI[HBHI[yﬂHLHBIﬁ I1IJ1aH

E:xenHeBHbIH ydeT padoThl B CTPYKTYPHBIX
nojpa3jesIeHusIX:

CTaTUCTHUYECKUI y4er 3aIMCaBIINXCS
(mepeperucTpupoBaBIINXCS) YUTATENEH

CTaTUCTUYECKHUI y4€T KHUTOBbIAY, OCECILICHUI

ydeT MHPOPMAINOHHO-ONOIHOrpaduueckoil paboTs
10 YCTaHOBJICHHOU (hopme

YUYET BBIIIOJIHCHHBIX CIIPABOK

CBOIHBIN CTATHCTHYECKUH y4YeT 1o Oudjamnorexe:

Ywucao unTaTeneii, KHUTOBBIAAY, IIOCCIICHNIT U MHOM
nH()OPMALINY; TIOJBEACHHEC WUTOTOB CTATUCTHYCCKHUX
MAHHBIX 10 OMOJINOTEKE:

MECSI]
KBapTal
oz

Crarucruyeckuii yuer B pexume AC:

BBOJI CTaTHUCTHYECKHUX JAHHBIX C KOHTPOJBHOTO
JINCTA

CBOJHBIM CTATUCTUYECKUM ydeT To Oubimoreke
(uucno unTarenei, KHUTOBBIIaY, MOCEIEHU )
[TogBeneHne HWTOrOB CTAaTUCTUYECKUX JAHHBIX II0
OnoIMoTeKe:

MecsII
KBapTanl
rof

CocTaBjieHHE 0TYETOB:

MpUeM  IJJAHOBO-OTYETHBIX  JOKYMEHTOB  OT
CTPYKTYPHBIX MOJIPA3ACICHUN C MPOBEPKOW MOTHOTHI
COCTaBa; COCTaBJIEHUE CBOAHOW TAaOIHIIBI OCHOBHBIX
roKasareyeun

Exunnna H3MeEpeHUus

OJHH IIJIaH

OJJHa 3aI1iucChb
OJIHa 3aIIiucChb
OJIHa 3aIliucCh

OJJHa 3aI1iucChb

OJIHa 3aIliucCh

OJIVH JIUCT

oJHa Tabimma

oJHa Tabiumna

OAVH NJOKYMCHT

Taoaunna 1.13.

Hopma

BpPE€MEHH,

MMHMH.

6240,0

370,0

2,8
8,6
2,7

2,7

528,0
792,0

1080,0

0,16

0,3

0,27
0,27
0,27

13,0

42



16.
17.

18.
19.

20.

21.

22.

CocTaBieHHe aHAIUTUYECKOTO OTYETa: aHaIu3
NEeSTeNbHOCTH — TOApa3JeliecHnii W OuOnmoTeKw,
OTMETKA W3MEHEHHUS 3a TOJl, HAIUCAaHHE TEKCTa,
MPEJCTaBICHUE Ha COTIIACOBAaHUE U YTBEPIKIICHUE!

or4eT OMOIIMOTEKH 3a IOl

HHI[HBHI[yEUILHBIﬁ OTYCT 3a IroJg

CocraBiienue (l)I/IHaHCOBBIX 0TYETOB 00 OILIATE IO
BU/JaM IJIATHBIX YCJIYI:

3a MECHLL
3a KBapTami

Opranu3annoHHas (onepaTuBHas) padora:

JOKyMEHTalnbHOE odopMIIeHHE pexuma paboThl
otnena (coctaBieHue rpaduka padoThl, OTIIYCKOB H
JIPYTUX JOKYMEHTOB)
Jle10npon3BOACTBO:

Pabora B pexxume AC:

perucTpanys BXOJSIICH KOPPECHOHACHIMU: BBOJ B
0a3y JaHHBIX KOHTPOJBHOM KapTO4ykH (IaTa
MOCTYIUICHUSI, UHACKC JIOKYMEHTAa, KOPPECIOHJEHT,
JaTta, WHICKC IOCTYIHBIIETO JOKYMEHTa, KpPaTKOe
cojiepKaHue, Pe30JIOIHs, KOMY HalpaBlieH
o0ecrieyeHre KOHTPOJIS 32 UCIIOTHEHUEM JIOKYMEHTA:
BBIBOJ] Ha PKPaH KOHTPOJILHOW KapTOYKH, BBOJI B Hee
uHpopManuu 00 UCIIOJTHEHUH

OJHH OTYCT

3980,0
586,0
OJIMH OTYET
510,0
840,0
OJIUH JTOKYMEHT 268,0
OJIHa KapTOYKa 7,6
OJIHA 3aIINCh 4.6

[Ipumeuanue: BpeMs ydacTuss B NEJArOTMYECKUX COBETAX W JAPYrUX

IMPONU3BOACTBCHHBIX COBCIIAHUAX B HOPMY BPCMCHU HC BXOIUT.
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1.9.

METOANYECKASA PABOTA

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl

Iloaroroska METOAUYECKOro nocoous,
peKoMeHxanuit

[TpuHIMIIHATBEHO HOBAs pa3pabOTKa TEMBI:

M3YYEHHUE TEMBbI, BBISBJICHHE M aHAIU3 JOKyMEHTOB
M0 TeMe, YTOYHEHHE YHTATEIbCKOrO0 U LEJIEBOTO
Ha3HA4YCHHS MMOCOOUs, PEKOMEHAAINI; COCTaBIICHUE
MIPOCTICKTA; HAIMCAHUE TEKCTa

Monudukanus panee pazpaboTaHHON TEMBbI:

BBISIBIICHHC W HW3YYCHUE HOBBIX JOKYMEHTOB U
HAaKOIUIEHHBIA OMOJIMOTEKAMH ONBIT 110 TEME
MocoOMs, pPEKOMEHJAIWiA, YTOYHEHUE MIPOCIECKTa,
BHECEHHE W3MCHCHHH B CTPYKTYypy TEKCTa B
COOTBETCTBHH C JOCTIDKEHUAMH OHOIHMOTEYHON
TEOPUM W TPAKTUKU; IOATOTOBKA PYKONHCH K
o0CyXXIeHHI0; JopaboTKa M0 UTOraM OOCYKIACHHS

Pa3pabotka yyeTHbIX (pOopM, TA0/1U1, 00PA3LOB!

YTOYHEHHE  [penMeTa, O00beKTa, COJAep)KaHUA
y4eTHOW  QopMmbl, Tabmunbl, oOpasma; oToOp
MoKasaresnei, cucremMarusanus HX, pa3pabdoTka
Makera Yy4yeTHOM ¢opMbl, TaOmuIBl, 00pa3ia;
00CyXJIeHHe Ha 3aceJaHUH HayYHO-METOJHYECKOTro
COBETA; NOATOTOBKA K YTBEPKIACHUIO

CocraBiieHHe peKOMEHJAUMH 10 BHEIPEHHUIO
perjJaMeHTHPYIOIMX J0OKYMEHTOB B IPAKTUKY:
pa3paboTka METOJINYECKUX pEeKOMeH1alui,
MHCTPYKIUH, IUIAHOB IO BHEIPEHUID HOPMAaTHUBHOMU
JOKYMEHTAIMH; TOJrOTOBKA PYKONKCH K IeYaTH
IHoaroroska NHCbMEHHOMI KOHCYJbTAlNH,
MeTOAHYEeCKOr0 MUChbMA:

BBISIBJICHUE W aHAIW3 JOKYMEHTOB II0 TEME;
U3y4YeHHe M 0000IIeHne onbiTa paboThl OMOINOTEK;
HalucaHUe TEeKCTa KOHCYJIbTAllMM, METOAMYECKOTO
MMChbMA; IMOATOTOBKA K OOCYKJIEHHUIO Ha 3acelaHuu
Hay4YHO-METO/JUYECKOTO COBETa; JopaboTka 10
uToraMm oOCyX/IeHUs; cllaya B IeyaTh

Exunnna H3MeEpeHUus

OJIMH aBT. JIUCT

OJIMH aBT. JIUCT

OJIMH aBT. JIUCT

OJIMH aBT. JIUCT

OJIMH aBT. JIUCT

Taoaunna 1.14.

Hopma
BPEeMEeHH,
MHH.

15300,0

8670,0

7650,0

14025,0

8670,0
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10.

11.

12.

13.

14.

15.

IoaroroBka 0030pa aesiTeJIbHOCTH OMOJIMOTEK 1O
omnpenesieHHON TeMaTHKe:

YTOUHEHHUE TEMBI 0030pa; onpeecHue
XpOHOJIOFI/I‘-IeCKI/IX I‘paHI/IL[; BBIABJIICHHUC [[OKYMGHTOB,
0TOOp, TPOCMOTP W aHAlU3;, HANHCAHUE TEKCTa;
MOATOTOBKA PYKOIHUCH K OOCYKIIEHUIO Ha 3acelaHuu
Hay4HO-METOANYECKOTO COBCTA; nopaboTka
PYKOITHUCH TIOCTIE OOCYXKICHUS

IloaroroBka JieKIUM, KOHCYJIbTAIUH

PazpaboTtka  mnmaHa  JIEKIMM,  KOHCYJIbTAllUW,
nmoa0opka Marepualia, W3y4eHHE €ro; COCTaBIICHUE
CIIMCKa JII/ITepaTypBI K JICKIIUH, KOHCYJIBTaL[I/II/I;
HaIMCaHHUE TEKCTa:

NEpBUYHAA JICKI U
IMMOBTOpHAaA JICKIMA, C YIETOM HOBOI'O MaTcpuraia

MEpBUYIHAA I'PyHIIOBas KOHCYJIbTAllUA

IIOBTOPHAsI TPYNIOBasi KOHCYJIbTALMS C Y4YETOM
HOBOI'0 MaTepuaia

[IpOBEICHUE YCTHOM VHJIMBUIYaJIbHOU
KOHCYJIbTALIUU

OTBET HaA IIUCBMO

ITocemenne Ono0JIMoOTEeK, BbIe3bI B
KOMAHJHUPOBKH C ILEeJIbI0 H3y4YeHHUs] PadOTBI H
OKa3aHUsI METOAMYECKOI MOMOIIH:

MOArOTOBKAa K KOMaHAMPOBKE; YTOUHEHUE CPOKOB U
L[€I1 KOMaHUPOBKH, 03HAKOMJIEHHE C UMEIOLUMUCS
JOKYMEHTaMH W MaTepuajamMu  IpPeIblIyIInuX
BBIC3/IOB M MYOJMKAallMi B I€YaTH; COCTaBJICHUE
IIporpaMMsl (IJ1aHa) KOMaHAUPOBKU

cocTapiieHHue UH(POPMAIIMOHHOTO 0TYeTa (CIpPaBKH) O
MIPOBEJIEHHOW paloTe: CBEACHMH O MecCTe BbIE3Ja,
HensiX M CpoKax  KOMaHAMPOBKH, OOBEKTax
MOCEILEHNUs, aHaJU3 COCTOSIHUS pabOThl MO TeMe
Bbl€3/]a, BBIBOJBI W TPEUIOKEHHS B  ajapec
6ubnuorexku

COCTaBJIEHHME AaBAHCOBOTO  OTYETa;  3allOJIHEHHE
OTYETHOro OJaHKa CO BCEMM NMPHIIOKEHUSMH; cllaya
B OyXraJTepuio

NOJArOTOBKa  MHPOpPMAaLUMU MO  pe3yibTaram
KOMaHJIUPOBKH (YCTHO)

OJHWH aBT. JHUCT

OJHa JIEKIIM,
KOHCYJIbTAIIHS

OJHA JIEKLIMS,
KOHCYJIbTAIIHSI

OJHO ITUCBMO

OaHa KOMaHAWPOBKa

OJHH OTUYCT

OJHH OTYCT

OJINH JOKJIaJI

9180,0

1566,0

1305,0

522,0

50,0

162,0

574,2

1050,0

40,0

105,0

HpI/IMeIIaHI/IGI BpeMsa IMPOBCACHHA JICKOWH, KOHCYJIbTAallMH, IIPAKTUKYMOB,

CTQXXHUPOBOK, MPAKTUKHU, MPEObIBAHUS B KOMaHAMPOBKE U MPOBEACHUS MH(OpMauu

10 €€ pe3yibTaTaM B HOpMY BPEMEHU HE BXOJIUT.
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1.10. PABOTBI HAYUYHO-OPI'AHU3ALIMOHHOI'O XAPAKTEPA

el A

HaumenoBanmue nmpouecca, onepaunuu. Cocras paﬁOTbl

IMoaroroBka U NpoBeJeHue ceMHUHAapa,
METO/IMYECKOr0 /IHf, 3aceJaHusi «KPYIJOro
CTOJIa»

Omnpenenenne y9acTHUKOB, PyKOBOJHUTEINS, CPOKOB U
MecTa TPOBEACHUS CEeMUHapa, METOANYECKOTO ITHS,
3acellaHMsl ~ «KPYIJIOTO  CTOJIAay;  OINpeJesieHHe
KOHTHHI'€HTA YYacCTHUKOB; pa3paboTKa MpOrpaMMbl;
nHpOpMaIMOHHOE olecrieueHne (TeKyIas CBS3b C
YYaCTHHKAMH, PACChUIKAa MAaTepHaioB); BBIpaOOTKa
MPOEKTa PEKOMEHJAMK; W3JaHWe W PacChUIKa
IOpOrpaMMBbl; PErHCTpalMs YYaCTHUKOB; aHAIN3 H
OLICHKA CEeMUHapa, METOIUYECKOro IHs, 3aceIaHus
«KPYTJIOTO CTOJa»

Konn4ecTBO y4aCTHUKOB:

1-50

51-100

101 - 150

151 - 450

IHoaroroBka npeseHTanui A1 MepONpPUATHS:
pa3paboTKa MakeTa Mpe3eHTalun

MmoAroTOBKA IMPE3CHTAIINU

Taoaunna 1.16.

HopMma Bpemenn,

Exunnna H3MeEpeHUus
MHH.

OJIHO MEPOIIPUSITHE

1570,0
3980,0
6150,0
8270,0

OJlHa Ipe3eHTalusA 600,0

OJIHA IIpe3CHTaLUI 600,0

[Ipumeyanue: B HOpMYy BpEMEHU HE BXOJUT BpEMs MPOBEJECHUS KOH(EepeHIuH,

CCMHUHAapa, MCTOOAUYCCKOI'O AHA, 3aCCAAHNA «KPYIJIOTO CTOJAa» M BPCMA, CBA3aHHOC C

HU3JaHUCM MAaTCPHUAJIOB.

46



1.11. OBCJYXUBAHUE YJAJEHHBIX ITOJIb30BATEJIEN

10.

11.
12.

13.

14.

HaumenoBanme nmpouecca, onepaunuu. Cocras paﬁOTbl

Perucrpanus moJsib3oBaresieil B pexkuMe OHJIANH:

ITPOBEPKaA 3aIIMCH ITOJIB30BATCIIA B 6I/I6JII/IOTeKy

o0paboTka W BBOJA (amMuiIMK, HMEHHU, OTYECTBA
MOJIB30BATENIS M aJJpeca ero JIEKTPOHHON TOYTHI

COCTaBlieHME THChbMAa C YKa3aHHWEM JIOTUHA U
CUCTEMON

Cr€HEpPUPOBAHHOTO napous,

NPUKPEIUIEHUE  MHCTPYKLMM  TOJIb30BAaHUS U
OTIIPABKa €ro MO0 3JEKTPOHHOM MOUTE M10JIb30BATEII0
OOcay:xxuBaHHe MOJb30BaTeJedH B

OHJIAMH:

pexnMe

KOHCYJIbTAIMsI 110 HCIIOJIb30BaHUI0 MHTEPAKTHBHOM
B/1 xaur

COIIPOBOXKIECHUE  BUPTYaJbHOM  KHHUTOBBLIAYM:
¢dbopmMHpoBaHHE 3aKa3a Ha BUPTYalIbHON KHMKHOU
HIOJIKE

Boirpy3ka u3 AC HOBBIX TOCTYIUIEHHH  3a
OTIpeJIeICHHBI TIEPUOJT BPEMEHU B BUJE YKazaTells
HOBBIX noctymiaeHuit (YHII)

pa3MelneHne HOBBIX TOCTYIUIGHHH JOKYMEHTOB Ha
caiite OMOIMOTEKH: CO3/1aHME 3aroJIOBKAa aHHOTAIMU
npukperieHue aitna(on)

pacchlika IO DSJEKTPOHHOH To4YTe yJaJeHHBIM
M0JIb30BATENSIM UHpOpMaLUU 0 HOBBIX
MOCTYIUICHUSAX TOKYMEHTOB

MH(OPMaLIMOHHOE CONPOBOXKACHHE caliTa, IopTaia u
CTpaHHMII B COIMAJBHBIX CETAX: CO3/IaHUE 3aroJjOBKa

aHHOTAllUU MPUKpeTyIeHne (Gaiiaos
Pabora c¢ caittom/pa3nesioM 0HOIHOTEKN:

MOATOTOBKA MaTepuraja K myOoiauKanuu (mpecc-pens,
MIOCT-peIn3, CTaThs)

pa3MenieHre HOBOCTH Ha CaiTe

pa3sMCIICHUC HOBOCTHU B COOUAJIBHBIX CCTAX

OTIIpaBKa HOBOCTHOTO COOOIIEHUS Ui pa3MelleHus
Ha calTax napTHEPOB

moA00p WILTIOCTPAIIMU K HOBOCTH

Padora ¢ NOJTHOTEKCTOBBIMH MaTepHAJIAMHU,

Exunnna H3MeEpeHUus

OJHWH ITOJIB30BaTCIIb
OJUH 3J'IeKTp0HHBII71
Gopmynsp

OOHO 3JICKTPOHHOC
II1UCbMO

OoHa KOHCYJIbTalluAd

OJHH 3aKa3

onuH (aitn

oJuH (aiin

OIHO 3JICKTPOHHOC
IMMUCbMO

OJIHO COOOIIEHNE

OJIVH MeYaTHBIN
JIUCT

OJJHa HOBOCTH

0JIHA HOBOCTb
OJIHO COOOIIeHNE

OaHa UIITIOCTpalus

Taoanna 1.18.

Hopma
BPEeMEeHH,
MHH.

1,0

2,5

2,5

50

7,0

50

1,5

1,5

1,5

1050,0

10,0
10,0

10,0

50
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15.

16.

17.

18.

19.

20.

21.

22.
23.
24.

OnéanorpaguyecKuMu CNMCKAMHM Ha caliTe:
dbopMaTupoBaHWE MATEPUANOB I IyOIHKAIUU
(mepeBox B npyrue hopMaThl, IeJICHNE MaTepraja Ha
YaCcTH)

noOaBjeHHe OMHMCAHMUS K MaTepuany (aHHOTAIMs,
KiroueBsie cioBa) — 1000 3HakoB

3arpy3Ka Marepuaia Ha BHEITHUN CalT

PenaxkTupoBanue u 00HOBJIeHHEe MH(OPMAIMN HA
caiire:

PEOAAKTUPOBAHHUE MAaTCPUAJIOB

Co3nanne  ¢opmbl  JJIEKTPOHHBIX  OIPOCOB
(3xcmpecc-onpoc, OHJIaliH AHKeTHPOBaHHUe):

CO3aHnC U pa3MCIICHUC BOIIPOCOB Ha caute

CO3JIaHUEe CTPAHHUIIBI ONpOCca W JI0O0ABJICHHE KOJa C
camurta

Co31aHne HOBBIX pa3xejioB Ha caiite:
CO3JaHUC

3anmojiHeHHe CTPAHHMIBI OTAe]a B COIHAJBHBIX
cersx:

MOMCK U OTOOP HOBOCTEW Ha BHEIIIHUX pecypcax
COCTaBJICHHE aHHOTAIIMH K HOBOCTSIM

pa3MCIICHUC MTOCTA HAa CTPAHULIC OTACIIA

OJIMH MaTepuall

OJIUH MaTCpHal

OJIMH MaTepuall

OJ1Ha 3aI1ucChb

OJTUH BOIIPOC

OJIHA CTpaHUIIA

OJIMH pa3zaen

OJJHa HOBOCTH
OJJHa HOBOCTH

OJJHa HOBOCTb

20,0

10,0

15,0

2,0

6,0

15,0

15,0

24,0
15,0
5,0
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1.12. ONPEJAEJIEHUE KHUT'OOBECHHEYEHHOCTHU YYEBHOI'O
ITPOIIECCA B BA3E JAHHBIX AC

HaumenoBanmue nmpouecca, onepaunuu. Cocras paﬁon,l

TIOUCK OTPECTICHHON MUCIMILIMHBI Y4eOHOTO Mpolecca B
Mojyie «KHUrooOecrneueHHOCTh)

nouck B 0a3e naHHbIX AC TOKYMEHTOB, IMOAXOJSIINAX IS
BBIOPAHHOW JUCIUTUINHBI

MPOCMOTP KKJOTO JOKYMEHTa MO BCEM MapaMmerpam s
ompesesieHus: HE0OXOUMOCTH BKITFOUSHUSI €r0 B CITHCOK,
oTOop
UMCOIIUMCSI TTOJISIM €I1I€ OJJHOTO TIOJIS «TUCIIUILIIHA)

BbIOpaHHBIX  JOKYMEHTOB  (nobOaBieHue K
IPUCOECIUHEHNE OTOOpPAHHBIX JOKYMEHTOB (OCHOBHOM
cnucok) B moayne  «KHuroobecrnedeHHOCTB» K

OTIPEICTICHHOMN TUCIIUILINHE

Taoauna 1.19.

Hopma
Eaxnnunna P
BpeMeHH,
H3MepeHust
MHH.
oJHa 1
JUCLIUIIIINHA
oJHa
10
JUCLUIIIINHA
OIHUH
60
JOKYMEHT
oJlHa
5
JUCLHUIIJIINHA
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YACTbD 2.

THUIIOBBIE HOPMbI TPYJIA HA PABOTDI,
BBITOJIHAEMBIE B BUBJIMOTEKAX OBPA30OBATEJIBHBIX
OPI'AHU3AIIUN C UCITOJIb30BAHUEM ABTOMATU3UPOBAHHBIX
CUCTEM YIIPABJIEHHMSA ITPOUECCAMUA

Hopma BpeMeHH Ha TOArOTOBKY pabodyMx MeCT TOJb30BaTelIed WU
OOCIIy’)KMBAIOIIIETO IEpcoHaja (MPOBEPKA TEXHUUYECKOI'O COCTOSHUSI CETEBOIO
o0OecrieueHrss W TMapKa BBIUMCIUTENbHOW TexHUKH, BKIoueHue I[IK cocraBmser
2 MUHYTHI Ha OIHO pabouee MecTo.

Hopwma BpemeHu Ha NpUHATHE MEp 0 JIMKBUIALMK COOEB B pa0d0TE KOMIBIOTEPHOI
TEXHUKU U B pabOThI ceTH; MHPOPMHUPOBAHUE COOTBETCTBYIOIMX CHELHAIMUCTOB O COOSIX;
NpOBEpKa HEUCIIPaBHOM TeXHWKHU; (HKcalysi cOOEB B TETpaau YdeTa C YKa3aHHEM
XapakTepa HEUCIPABHOCTH M BPEMEHHM Hayayia cOos; TOCIE YCTPAaHEHHs HENOJIAIKU
OTMETKA BPEMEHH €€ YCTpaHeHUs1 — cocTaBiisieT 10 MUHYT Ha OJTUH COOM.

2.1 KOMIIVIEKTOBAHHUE ®OH/10B

Ta6auna 2.1.
Ennnnna Hopma
HaumeHnoBanue nmpounecca, onepanuvu. Cocras paﬁOTbI
H3MepeHust BpeMEHH, MUH.
OJIMH
1.  BBoa mokymeHTOB B 0a3y naHHbIX (B/]) g 4,5
JOKYMEHT

2.2 BUBIUNOI'PAOHUYECKOE OIIMCAHUE N THIEKCUPOBAHUE
JOKYMEHTOB

Tabumua 2.2.
Hopma
Eaununa
HaumenoBanue nponecca, onepanuu. Cocras padoTsl BpPEMEHH,
U3MepeHus
MHH.
1.  ¢opmupoBanue  Oubamorpaduueckoil  3amucu  Ha
JOKYMEHTBHI ~ Ha  PYCCKOM  si3bIke  (OmmcaTeNnbHas  OJHA 3aIuCh 18,0
KaTaJoTU3a1usl)
dbopmupoBarre OnbIHOrpadUIecKOl 3arrch Ha JOKYMEHTHI
2. Ha WHOCTPaHHBIX EBPOIEWCKHMX S3bIKAX W S3bIKaX HApPOJOB  OJIHA 3aITHCh 27,0
P®, xpome pycckoro (onucarenbHast KaTalorH3a1is)
UH/IEKCHPOBaHHE JIOKYMEHTOB coJiepKaTenbHas
3. P y ( p OJIHA 3aITUCh 18,0
KaTaJoru3anus)
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2.3 PABOTA CKATAJIOT'AMM

Tadamnuna 2.3.
Hopma
Exununna
HaumenoBanue npouecca, onepanuu. Cocrap padoTsl BpPEMEHH,
H3MepeHust
MHH.
PenaktupoBanue Oudiauorpapuyeckux 3amnuceii (b3)
OJIHA 3aITUCh
(koHTpOJIBHBIE N0Js1 (popmaTa u TekcTa B3):
1.  pemakTHpoBaHWE KOHTPOJBHBIX MMOJCH GopmMara 54
2. penaktupoBanue Tekcra b3 54
penaktupoBanue oudamorpadpuyeckux 3anuceit (b3) B I[10
0JIHA 3aIlHUCh 54
(BBenenue nnaekcoB bBK B B3)
dopmupoBanne b3 B 1O ¢ ucmonap30BaHUEM CBOIHOTO
.. OJIHA 3aIIUCh 12,0
karasiora Poccuiickoint @enepanun
5. penaktupoBanue b3 Ha MHOTOYacTHbIE JOKYyMEHTHI B [10 OJIHA 3aITUCh 12,0
24 PABOTA C ®OHIAOM
Taoauua 2.4.
Hopma
Ennnuna
HaunmeHnoBanue nmpouecca, onepanuu. Cocras paﬁOTlxl BpPEMEHH,
H3MepeHust
MHH.
IMoaroroBuTebHasi padora:
1 MOArOTOBKA pabOYMX MECT; OpraHu3aius padodero Mecra:  oJHO pabodee 50
" MOAKIIOYEHHE KOMIbIoTEpa, BX01 B ABHC MECTO '
O0padoTKa HOBBIX NOCTYIVICHUH
[lepBuuHbIil pa300p HOBBIX NOCTYIUIEHUH; IPOCTABIECHHWE  OJHA MapTHs
2. Temmens Ha TUTYIbHOM u 17 cTpaHWIaX KHUTH; (100 26,0
aKTUBAIUS U PEeJaKTUPOBAHUE B DJIEKTPOHHOM KaTalloTe; JIOKYMEHTOB)
OJINH
3. BBOj Oap-koja mokymeHTa B DK 2,6
JOKYMEHT
Oo6cay:xxuBanue yurareseil 1 aboHenToB B ©b:
KOHTPOJIb JIOJDKHUKOB C HAITOMUHAHUEM O HEOOXOTUMOCTH
OJTNH
4. BO3Bpara 3aJiepXKAHHBIX KHHT; aHau3 3()(HEKTUBHOCTH OKVME 1,8
. JOKYMEHT
MIPOJIEJIaHHOM pabOTHI s
OJTNH
CBepka (oHaa ¢ 31eKTPOHHBIM KaTasuorom (IK):
JOKYMEHT
5. 0JHOYACTHBIE JOKYMEHTHI 1,8
6. MHOT'OYaCTHBIE IOKYMEHTBI 3,6
7 oAt 5,4
. TIpOBEpKa JOCTYIIa K AIEKTPOHHOMY pECypcC ,
pOBEp y P y pecypcy TOKYMEHT
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2.5 CHPABOYHO-BUBJIUOI'PA®PUYECKOE OBCJIYKUBAHUE

Tab6auna 2.5.
HopmMma
Eaununa P
HaHMeHOBaHl/Ie Ilpouecca, onepaunn. COCTaB paﬁOTLI BpeMeHI/l,
I/l3MepeHI/lﬂ
MMHUH.
BobinoJiHeHHe YCTHBIX OUOJHOrpadgpuuecKnx CpaBokK:
1. noproroska pabouux MecT €KEIHEBHO 13,0
eKeJHEBHBIN CTAaTUCTUYECKUHA y4der CIIPaBOYHO-
2. €KEIHEBHO 13,5

oubmorpaduueckoro 00CTy)KUBaHHs YUTATENCH

[Ipumeuanue: npu paboTe C JOKYMEHTAMHM HAa WHOCTPAHHBIX E€BPONEUCKUX
A3bIKax M s3bIkax HapoaoB Poccuiickoii denepanyu, KpOME PyCCKOro, K HOpMam
BPEMEHU IPUMEHSAETCS MOBBIIAOIIMKA K03Qpuuument 1,15.

2.6 PABOTA CJHUTEPATYPOM IO BUBJIMOTEKOBEJIEHUIO,
BUB/INOI'PA®OBE/IEHNIO U KHUT'OBEJAEHUIO

Taoauua 2.6.
Hopma
Ennnnna
HaunmenoBanme npouecca, onepanuu. CocraB padoTsl BpeMeHH,
U3MepeHust
MMHUH.
O0padoTka HOBBIX NOCTYIUICHHH B NPOrpaMMHOM
obecneyenun (I10):
1. amanurnyeckoe ommcaHue fOKyMeHTOB B 110 OJIHA CTaThA 12,0
O0cayxuBaHue NnoJib30BaTeJieii; BUPTYaJbHAasi
CIIPaBOYHAsA Cayx0da:
2 MOTOJTHEHWE apXHBa BBHIMOTHEHHBIX crpaBok ("baza
- o OJTHA CTIpaBKa 10,0
3HaHU")
€XKEeHEBHBII CTaTUCTUYECKUU eT CIIPaBOYHO-
3. i P €XKETHEBHO 12,0

Ooubnuorpaduueckoro o0CIyKMBaHUS YuTaTENEH
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2.7 HOTHBIE U3JAHUA N 3BYKO3AIIUCHU

Taoauna 2.7.
Hopma
Eannuna
HaumenoBanue nponecca, onepanuu. Cocras padoTsl BpPEMEHH,
H3MepeHus
MHH.

®opmupoBanue 6mdanorpaguuecKoi 3anucu:

Ha TpaMIUIaCTUHKH Ha PYCCKOM S3bIKE (OIuMcaTesbHas
1. p Py ( OJIMH JACK 140,0

KaTaJIOTH3aIlns)

Ha IPaMIUIACTHHKU HAa MHOCTPAHHBIX €BPOIECUCKHX SI3bIKaX
2. U s3plkax HaponoB Poccuiickoii ®Deneparuu, Kpome OIIMH IUCK 180,0
pycckoro (onucaTelIbHast KaTaJoru3arms)
3~ Ha ayaMo KOMIAKT JHUCKe Ha PYCCKOM  s3BIKE

OJIMH JIACK 160,0

(onucaTenpHas KaTajaoru3anus)
Ha ayJM0 KOMITAKT JUCKE HA WHOCTPAHHBIX CBPOICHCKUX

4. s3bIKaX W s3bIKaX HapoaoB Poccuiickori deneparuu, OJIMH JOUCK 220,0
KPOME PYCCKOTO sI3bIKa (ONucaTeIbHast KaTaJIoTu3aIus)

5 Ha  My3BIKAIBHOM ~ KOMIIAKT  JHCKE (omucarenpHas - 480,0
KaTajaoru3anus)

6. ~ Ha HOTHEIC M3JAHHS HAa PYCCKOM SI3bIKE (omucaTenbHas OJIMH 1320
KaTaJoru3arus) JOKYMEHT ’
Ha HOTHBIC W3JaHUS Ha HMHOCTPAHHBIX EBPOICHCKUX

7. s3bIKaX W s3bIKaX HapoaoB Poccuiickori deneparum, OZUH 140,0
KpOME PYCCKOTO (OmucaTeNlbHas KaTaJoru3aius) AORYMEHT
BbinosiHeHHe  MHUCbMEHHBIX  OuOAHOrpaduyecKHux
CIPaBoOK:

g~ W3ydeHHME  3ampoca, YCTaHOI?’HeHHe WIK  YTOYHEHUE ona cripaska 900.0
3JIEMEHTOB Onbnnorpaduyecko 3anucu
Benenne cnpaBo4Ho-0m0aMOrpag)u4ecKoro annapara:
co3mpanue Oubnuorpaduueckoit 3anucu (b3) Ha cTaThu MO

9. MysblKe W3 JOKYMEHTOB, HE COOTBETCTBYIOIIMX MPO(GHIIO  OHA 3aIIHCh 8,0

M3
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2.8 PABOTA CUUTATEJISIMHA

HaumenoBanue nmpouecca, onepamnuu. CocraB pa60T1>1

3anuch moJib30BaTeNisi B O0uOAMOTEeKy, padora ¢
yuTaTeJeM:
MOArOTOBKa  paboynx  MeCT  MOJb30BaTeled U

O6CH}OKHB3KHH€FO IepcoHaaa: MPOBEpKa TEXHHUYECKOI'O

COCTOSIHUS CETEeBOI0 obecrieueHus u napka
BBIYHUCITUTENbHOM TeXHUKH, BKItoueHune [TK

NpUHATHE Mep Mo JuKBUAanuu cboeB B padore IIK,
pabore ceTH, OTCYTCTBHA JOocTymna K 0aze JaHHBIX

nonb3oBaresiell, HMH(GOPMHUPOBAHUE  COOTBETCTBYIOLIMX
ciayk0 0 cOosiX, MPOBEpKa HEUCIPABHON 00OPYHOBAHUS,
dukcaius c60eB B TETPaJM ydeTa ¢ yKa3aHUEM XapaKTepa
HEMCIIPABHOCTH M BPEMEHH c6os,

Ha4dalia IIOCIJIC

yCTpaHEeHHsI HEeTIOIaIK1 OTMETKa BpeMEHU €€ yCTpaHeHUs
Ilepeperncrpanus ynTaTeJsieii:

3anuceh (mepeperucrpanmus) yuTaresei B
aBTOMATH3HPOBAHHOM peKUMe:

chbeMKa (hOTOKamMepoll [Jig YWTaTeNIbCKOro Ouiera u
BCTaBKa (poTrorpaguu B UNTATEIbCKUM OMiIeT

oopmieHne Koma YuTaTeNsl ¢ KOHTPOJIBHBIM Pa3psiioM U
CPOKOM TIOJIb30BAHUSI YUTATEIBCKUM OWJIETOM, HAa OCHOBE
BbIJIaHHON MH(OpMaIUK

BbIJIa4ya Ha MPHUHTEP CBEJICHUN O 3alUcaBILEMCs YUTaTele
B BUJI€ YUTATEIILCKOr0 OmieTa

Habop Ha KJaBUAType CBEJIEHHM O uuTaTtene: (pamuius,
UM, OTYECTBO, XapaKTepU3yIoIue

€ro IMPpU3HAKH

(obpazoBanue, CHEIHAIbHOCTD ), Ko7, HOMeEp
YUTATENBCKOTO OMIeTa; PoTocheMKa

OCYIIIECTBIICHHE KOHTPOJII 32 BO3MOXHBIM HAIMYHEM
JAHHBIX O YUTaTeNe, 3amucaBiieMcs B OnOInoTeKy (paHnee
3arucaH, JIMIIEH MpaBa MOJIb30BaHUS)

o(opMiIeHHE YUTATENBCKOTO OUIETa C HOMEPOM M CPOKOM
MOJIb30BaHUS ounerom, Ha

YUTATCIbCKUM OCHOBC

BBIJIAaHHOHN HH(OpMAIIH

Eaununa
H3MepeHus

onud [1K

OJINH cOOM

OJIMH

IIOCETUTCIIb

OJIMH

IHOCCTUTCIIb

OJIMH

IHOCCTUTCIIb

OJIMH

IIOCETUTCIIb

OJIMH

IIOCETUTCIIb

OJIUH OWJIET

Taoauna 2.8.

Hopma

BpPE€MEHH,

MMHMH.

2,0

10,0

2,0

0,4

0,4

2,0

2,0

1,0
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10.

11.

BbIJlaya HA MPUHTEP CBEICHUHN O 3aMMCaBILIEMCSl YUTATEIe
MPOBEJICHUE PaaroYacTOTHOM UaeHTU(DUKAITIH
YUTATEIBCKOTO OWMIIeTa; YAaIeHHAs 3aliCh: CBEPKA JTAHHBIX
PErucTpallMOHHON KapTOUKH, KOTIMH C IacriopTa
Borinoinenue TpeOoBaHWIl mMoJb30BaTeNel, BblIauya
AOKYMEHTOB M3 OCHOBHOIO KHUIOXpaHeHusi /
crneuraJan3upoBaHHoro gouaa:

YCTaHOBKa MECTa HaXOXICHUS HEHANJAEHHOI'O JOKYMEHTa
mo 0azaM m OaHKaM JaHHBIX, CIIPABOYHBIM KapTOTEKaM,
Karajoram

Bbiiaya gokymeHTa M3 OT/AeJa KHUroxpaHeHust /

CIenUuaJIM3upPoOBAHHOI0 (I)OH)Ia YUTATECII0:

aneM AOKYMCHTA OT YUTATCIIA / IoB30BaTENS

OJINH

IIOCCTUTCIIb

OIUH

JAOKYMCHT

OJIMH

JOKYMEHT

15,0

5,0

1,0
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2.9 OBCJYXHWUBAHME ITOJIB30OBATEJEN JOKYMEHTAMM B 3AJIE C
I'MBPUJHBIM OBCJIY KUBAHUEM, 3AJIE QJIEKTPOHHbBIX PECYPCOB,
3AJIE "UHTEPHET", 3AJIE CIIEHUAJIU3UPOBAHHOI'O OTAEJIA.
ITPUEM 3AKA30B I1O TEJIE®OHY U3 I'OPOJA

Taoauna 2.11.

Hopma
Eaxnnunna
HaunMeHoBanue nmpouecca, onepaunuu. Cocras paﬁOTbl BpE€MEHH,
H3MepeHHst
MHH.
MPOBEJICHUE KOHCYJIbTAIMHA, OECeqbl C YHUTATEIEeM II0
1. IpaBwiIaM OOCTY)KMBaHUS B 3aJie M MNPEIAOCTABISICMBIX OJUH YHATATEIb 2,0
yCIIyTax ¥ MCIIOJIb30BaHMS 3JICKTPOHHBIX PECYpCOB
o KOHCYJIBTAallHH IIO pabore ¢ IIK B 3aime, mo pabore B
. . OJIUH YUTATENb 2,0
AJICKTPOHHOU OMOJIMOTEKE
OIUH
3 BBIIA4a JOKYMEHTA YHTATENIO: CUMTHIBAHHE IITPHX-KOZIA .
- " " KOHTPOJIbHBIH 1,8
(ipu A7EKTPOHHOM 3akase) B Mojayiie "mupkyisius” DK
JIACTOK
4 TPHEM JOKYMCHTA OT YHMTATels: CYMTHIBAHHME IITPHX-KOJIA
. OJIMH IOKYMEHT 1,0
(IpH JIEKTPOHHOM 3aKase)
5 oOecrieyeHHe  KOHTPOJS 3a  CPOKAaMH  I1OJIb30BAHHS
. OJIMH 3aIpoc 0,8
JIOKYMEHTOB
MPOJUICHHE CpPOKa TIOJNb30BaHUS JOKYMEHTOB, ITOHMCK
6.  kaproukm, BHECEHHE OTMETKM O NPOMICHAH CPOKA HA OJMH JICHb 30,0

ITIOJIb30BAaHUSA
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2.10 BHYTPEHHAA PABOTA

Taoauna 2.12
Hopma
Ennnnna
HaumeHnoBaHue nmpounecca, onepaunmu. COCTaB paﬁOTbI BpPEMEHH,
U3MepeHust
MHH.
IMoaBeneHue UTOroB padoThI 32 1€Hb:
npoBepKa aHKeT | 3amuced B 0a3e JaHHBIX Ha
1. COOTBETCTBUE KOJIOB (CEMBbU) JETEH, POIUTENCH U APYTHX €KEIHEBHO 60,0
POJICTBEHHUKOB
2.11 CIIPABOYHASA U UTHO®OOPMAIIUOHHASA PABOTA
Ta0auna 2.13
Ennnuna Hopma

HaumenoBanme nmpouecca, onepanuu. CocraB paﬁon

Opranuzanus CIpaBo4YHO-OubIMOrpaduueckoro
annapara (CBA):
1. cocranenue GuGnuorpapuueckoil 3amucy

H3MEpPEHUA BpE€MEHH, MUH.

OIUH
g 23
)IOKYMCHT
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YACTbD 3.
METOINYECKHUE PEKOMEHIALIMA ITO PACYHETY HOPM TPYJIA

3.1. AJII'OPUTM PACYHETA YUCJIEHHOCTHU INEPCOHAJIA

BBoaubie XapaKTEePUCTUKHU OubIMOTEeKU oOpa3oBaTelbHON
OpraHu3alu, HeoOXOJuWMble JJIsi  COCTaBIIEHUsS MpUMepa  pacyera
HOPMAaTUBHOM YMCIIEHHOCTH PAaOOTHUKOB:

720 oOyJarommxcs

2000 pyOneit — Ha ogHoro oOyuatomerocs (5 ydyeOHukoB Ha 1 yem *
400p)

60 HauMeHOBaHUI y4EeOHUKOB

100 »k3eMmIsipoB XyA0AKECTBEHHOMN JIUTEPATYPHI

[Tonnucka Ha 5 3K3EMIUISIPOB XY10’)KECTBEHHON JIUTEPATYPHI

40 >k3eMIIIsApoB — B GOpME CIIOHCOPCKOU MOMOIIIU

[Toanucka Ha 5 HAMUMEHOBAHUU KXYPHAJIOB HA I'OJl

[Toanucka Ha 3 HAaMMEHOBaHUA Ta3€T Ha IO/l

3 akTa Ha criucaHus (¢ Kaxaoro u3 3 ¢pmimanos nmol akty)

B 1 akrte Ha ciucanue 100 nokymeHTOB

Jlnst pacuetra YMCIEHHOCTH TMepcoHanaa Oubauorexku (MHGOPMAIMOHHO -
OMOIMOTEUYHOrO I[eHTpa) 0Opa30BaTEbHONW OpraHU3alMu  HEOOXOJIUMO
BBITIOJIHUTH CJIEAYIONIYIO TTOCIEI0BATEIbHOCTD JACHCTBUIA:

1. Onpenenuth TOMOBOM 00BEeM Or0KeTa paboyero BpPEMEHH II0
MPOM3BOJACTBEHHOMY KaJIeHIapIo.

2. CocTaBUTh MEpEYeHb OCHOBHBIX pabOT, OTPa)KaroIIUX BCE MPOIECCHI
nearenapHocTu oubnuorexku (MBL) OO u HOpMBI Ha UX BBITTOJHEHUE.

3. Onpenenuth o0OIIME HOPMATHUBHBIE 3aTpaThl BPEMEHU IO BCEM
TEXHOJIOTUYECKHUM TPOIIECCaM.

4. Paccuntath oOmIMe 3aTpaThl BpEeMEHU Ha PaOOTHI, BBHIMOIHSEMBIEC B
OubIMOTEeKEe TYTEM YMHOXEHHS OOIIUX HOPMATHUBHBIX 3aTpaT BPEMEHU
Ha kodpdumuent 1,05 (5%), yuuThIBalOMIUNA HEHOPMUPYEMBbIEC
POLECCHI.

5. P