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ITopsnok 6u6aH0Te4HO-HH(POPMAIMOHHOT0 00CTYyKHBAHUST

yurateseii B Oraene 0u01M0TedHO-UHGOPMAIHOHHOTO 00CTyKHBAHHSA

1. OOmmue MoJI0KEeHHUS

1.1 [opsnok 6u6IHOTEUHO-MH(POPMALMOHHOT0  00CIyXHBaHHsA uHuTaTtened B Otaene
6u6moTeuHo-uHpopmanuonnoro obenyxkusanus (OBMO)' pa3paboTaH B COOTBETCTBUM C
«IIpaBunamMu TIONB30BaHMs POCCHICKON rocymapcTBeHHOM OmOmmorexoi» (M., 2015) wu
pernameHTupyeT oTHOmeHHs Mexay corpyanukamMu OBMO um wmtatensmu PI'b B mporecce

00CIIy’)KUBAaHHUS.
1.2 . Bubnuoreuno-unpopmanuonHoe oocmyxuBanue yurareneit ObHO ocymecTsisgeTcs B

- cektope 6ubHoTeunoro oocmyxusanus (ObC):
e IpyIIlia IpUeMa U 3alUCH YUTaTeIeH,
e ypranbHbIe 3abl NeNe 1, 2, 3 (Y31, Y32, U33),
e UUTAJILHBIN 34T HOBBIX HOCTYyIUIeHHH B Mukpodopm (3HIT),
® IyHKT IpueMa 3aka3oB Y3 1-3,
o [[enrpanpubiii moncoOusiil poux (II1D);
- cektope uHpopMarroHHoro obcryxusanus (CHO):
® KOHCYJIBTAIHOHHBIN MyHKT NEPBUYHOI0 0OCTYy)KUBaHUS,
® KOHCYJIPTAI[HOHHBIC IYHKTHI B KapTOUYHBIX KaTajorax: ajJ()aBUTHOM YHTATEILCKOM H
reHepanbHOM cucteMatudeckoM (I'CK),
® 3aJIBI AJIEKTPOHHBIX pecypcoB (30P),
® UHTEpHET-3a7,
& MHIMBUTyaTbHBIN KabuHeT nosb3osarens (MKIT);
- cexTope Tekymmx nepuonudeckux uzganuit (CTIIN):
®30Ha TEKyIIUX nepruoguueckux uznanuii (3TIIN);
- cexTope crpaBouHo-OubIHorpadpuyeckoro oocmyxusanus (CbO):
e 3a51 Oubmorpaduueckux yciyr (3bY),
e YUTAIBHBIN 3all IUTEPATYPHI pyccKoro 3apyoexbs (U3P3),
e yuTanbHbIHM 3ai LlenTpansHoii cripaBounoi 6ubmrorexu (Y3LICB).
1.3.  bubnuoreyno-uHGoOpMamOHHOE OOCITY>XHBAaHHE OCYIIECTBISETCSI B COOTBETCTBHH C
YTBEp)KICHHBIM pexuMoM paborel PI'B  exenHeBHO, 3a MCKIIOYEHHEM BOCKPECHBIX,
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BxJrouaeT unTanbHble 3aibl U UUTATENbCKUE 30HbI, 00CIy)KUBaHUE B KOTOPBIX — cepa oTBeTcTBeHHOCTH OBHO.



Mpa3/HIYHBIX ¥ CAHUTAPHBIX HHEH (OCIeIHHH MOHENENbHUK Kaxzaoro mecsua) ¢ 9.00 no 20.
00.

1.3.1 B 3HII B noreaensHUK obcmyxuBanue ocymectsisercs ¢ 12.00 xo 20.00.

14. VYcoyrm oxaseiBaroTcss Ha  OecruiatHOHM — ocHoBe.  IpemoctaBisiiorcs — Takke
JIOTIOJIHUTENBHEIE YCIYTH Ha IUIATHOW OCHOBE (CM. paszl. S).

1.5. UYurarenp  CaMOCTOSTENRHO  HCHONB3YyeT  HpOrpaMMHOEe  obecnedyeHue — Ha
aBTOMATH3UPOBAHHBIX pabounx MecTax unrtarenei (APM) u ocyiecTBisieT:

. IOMCK MH(OpPMAIMK MO KarajloraM H KapToTeKaM, OOCIIy)KHBaHHE 110 KOTOPBIM
cepa IeSTeNBHOCTH OT/ENa, NEKTPOHHBIM pecypcam PI'b;

. IOKMCK M3JJaHHi B 30HAX OTKPBITOTO OCTyIa K (poHIaM;

o 3aKa3 Ha KOMMPOBAHKE B CHCTEMaX deKTpoHHol 6ubnuoreku PI'b (9b);

o 3JIEKTPOHHBIN 3aKa3 B anekTpoHHOM Karanore PI'b (OK);

J BBITPY3KY M COXpPaHEHHE PecypcoB CBOOOJHOIO IOCTyIA, a TaKXkKe yIaleHHBIX

cereBbIX pecypcoB (CYP) u pecypcoB JIOKaIbHOIO IOCTYMA, MPEAOCTaBISIEMbIX B paMKax
JEHCTBYIOIIUX JOTOBOPOB H/MIIU JTHLEH3UI
1.5.1. B I'CK xarajioxHble SITUKH YATATEITIO IJI1 CAMOCTOSATEIBHOI0 IIOMCKA IIPEIOCTABIISIOTCS
JIeKYPHBIM KOHCYJIBTaHTOM. '
1.5.2. Yurarens 3aBepmaer padory Ha APM He mosmHee, yeM 3a 15 MMHYT 110 3aKpPBITHS
YUTAIGHBIX 3aJI0B.
1.6. ITo 3ampocy YuTaTeNO OKa3bIBACTCS KOHCYIbTAlIMOHHAS TOMOIII.
1.6.1. B unTanbHBIX 3a1aX COTPYAHUK KOHCYJIBTUPYET YATATENEH BIIOJII0JIOCA.
1.6.2. I'pynmoBsle 3aHATHs POBOASATCS BHE YMTAIBHBIX 3aJI0B (3a1 — JIeKTopuyM U 1p.). Ilpu
IpOBEJEHNH, B ClIydae HEOOXOAUMOCTH, 3aHATHH B YHMTAIbHOM 3ajle, B 3aje pasMeraeTCs
00OBSIBJICHHE HE MEHEE YEM 3a 4ac JI0 MEPOIIPHUATHS.
1.7. B uymTanmpHBIX 3ayaX O0OECIEUMBAIOTCS HEOOXOAWMbIe ymobcTtBa M KoM(OpT, B T.U.
eXeTHEeBHBIE TIPOBETPHBAHKs ITOMeINeHnit o yrBepxxaeHHoMy rpaduxy (CAHIIuH 2.2.4.542-
96).

2. Bu6moreuHo-uHGOPMAIIHOHHOE 00CTYKHBAHUE

2.1. Bubamoreuno-uHpopMannonnoe odcaykuBanue. O0mmue 1mo10KeHus

2.1.1. Ynrarensckuii OUIET CPOKOM JEUCTBHS S5 JIET CO JHS PETHCTpamuH OpOpMISieTCs B
TpyImIe ImpueMa U 3aluCH YHWTaTeNed M SABIAETCS OCHOBHBIM JOKYMEHTOM, NAfOLIMM IIPaBO
HOJIb30BAaHMS YHTAIBHBIME 3ajIlaMH, CIIPaBOYHO-OMOImorpaduueckuM ammaparoM H (GoHzamu
PI'B.
2.1.2. Uurarenbckuii OMIET MpeabsBISEeTCS IPU BXojAe U Bbixone u3 3nanus PID, 3akasze u
IIOJIyYeHHH JOKYMEHTOB, a TakXxe 1mo TpeboBanuio cotpyauukoB PI'b u/umu Pocreapaun.
2.1.3. JlokyMeHTOM B3auMopacueTa ugHrTaTens c¢ monpazneneHusmu OBUO  saBnsgercs
KOHTPOJIBHBINA JICTOK, KOTOPBIN BBITAETCS MPU MPEIbSBICHUN IEHCTBYIOIIEr0 YHTATEIbCKOIO
Ousera Ha MyHKTE KOHTPOJIS MpH BXozAe B ocHOBHOE 31anue PI'b (xopm. «Ay, 1-if noasesn, 1-i
stax). B wuuTepHer — 3ame, UKII u 3BY (upu nomnpzoBanuum APM) nokymeHTOM ISt
B3auMopacyeTra SBISIETCS TaKke Ha3HAuUeHHWe, BBIJABAEMOE  YHUTATEII0  JIEXKYPHBIM
KOHCYJIbTAaHTOM IIepe]l HayajloM paboThl.
2.1.3.1. KoHTpONBHEIH JTHCTOK MpeIbsBISETCS Ha IyHKTaX BBLIA4X U IpUeMa JOKYMEHTOB B Y31,
432, Y33, B 3TIIM, 3BY, UY3LCH, LIID, 35P, Y3P3, a Taxxe NpH BEJAtE H IpHEME
JIOKYMEHTOB C BBICTaBOK, pa3MelneHHbIX B momemeHusx ObNO.
2.1.3.2. KOHTpOJIBHBIHN JIMCTOK YUTATEIb OCTABISAET HA IIYHKTE JAEKYPHOIO KOHCYJIbTAHTA:

e 1pu pabote B ponmax otkpeitoro nocryma B 3HIL, 36V, U3LICE, U3P3, L{I1D;

e [pu nosiyueHuH HazHaueHus B 3bY, unrepner - 3ane u UKIL

2.1.3.3. B 30Hax otkpsIToro gocryma k ¢pouny (8 Y31, Y32, Y33, 30P, 3TIIU, B «IT0CYrOBBIX»
30HaX ¥ Jp.) YATATEIbCKUM OUIIET M KOHTPOJIGHBIHN JIMCTOK HE IPEIbSBIISIOTCSL.



2.1.3.4. KOHTpPOJIBHEIA JMCTOK YATATEeNb IPEIBABISET K BhIxoAe U3 PI'b coTpyHUKY IpymIIIbl
KOHTpOJS® IS TIPOBEPKH IOJHOTHI B3aMopacdyeTa 4mTaTeNs ¢ BHONMOTEKOH W CHACT ero
IOCTOBOMY (IEXKYPHOMY) COTPYIHHKY PocrBapiuu, OCyIIECTBISIOMEMY KOHTPOIIE 33 BBIXOIOM
u3 PI'b.

UnTaTensM MpeJOCTaBIISeTCs BO3MOXKHOCTh BBIXO/IA 10 KOHTpaMapKe IpH ¢1a4ye TOKYMCHTOB Ha
BHIONHeHMe 3aka3oB B llentpe penporpadum (Ilpukas Ne 307 or 29.10.2010) w/mnu
KpaTKOBPEMEHHOM BbIxoJie n3 bubmuoreku (PacropsbkeHue mo PI'b Ne 11 ot 15.08.2011).

2.1.4. Tlo BceM BOIpOCAM, BO3HHKAIOIIMM B Ipolecce OHOMMOTEYHO-HH(OPMAIOHHOTO
00CITy)KUBAHHUS, YATATE]IH MOXKET OOPATUTHCSA K OTBETCTBEHHOMY IO CMEHE CBOETO YHTAIBHOTO
3aia.

2.2. Ilpuem u odopmiieHue 3aKa30B Ha u3ganus u3 pounnos PI'b

22.1. 3aka3 MOXeT OBITh ocymecTBieH 4epe3 DK, IOATOTOBIEH YUTATENEM Ha OyMaKHOM
GiaHKe IyTeM pacredaTky 3aKasa B HHTEPHET-KHOCKe (JUIA YaCTH W3[aHHi) MIIM 3arOHCHHSA
OnaHKa 3aKasa.

2.2.1.1. Briank 3axa3a 3aMOJHSAETCS YMTaTeIeM PY4KoH, pa300pUMBBEIM IOYEPKOM OTICIBHO Ha
KOKIyl0 KHHTY MM OpOLIIOpYy, HA BCE MM OTJCIbHBIE TOMa MHOTOTOMHOTO HIIH
MPOJIOIDKAIOMETOCs M3/[aHUs, HA OTHENbHBIE HOMEDA/BBINYCKH WM HA IOJOBOM KOMILIEKT
)KypHaJIa, Ha MOJIIMBKY I'a3€Thl 38 OJIUH TOJL.

2.2.2. 3aka3sl untareneil Ha usganus w3 LIO® u, yactuuso, 13 ponna OTaena opUIHAIBHIX H
HOpMaTHBHEIX u3nanuii (O®H) odopmisiorcs Ha MyHKTe npuema 3akasos U3 1-3 (2-# sTax,
kop. A): nonenensHuK — cyd6ora ¢ 9.00 g0 19.45 (Ha Texymui NeHb: NOHEAEIBHUK — MATHALA
no 18.15, cy66ora mo 17.15; mocne yKka3aHHOTO BPEMEHH O(GOPMIISIOTCS IpPEeIBAPUTEILHBIC
3aKasbl).

2.2.3. Bakassl Ha JOoKyMeHTHl u3 L[O® ManocmpammBaeMol TuTepaTyphl (XAMKHHCKHH
KOMILTeKC) 0OPMIISIOTCS Ha IyHKTe mpueMa 3aka3oB U3 1-3: monenensHuk — cy66ora ¢ 9.00 1o
19.45.

2.2.4. 3aka3sl Ha MUKPO(HIBMBI H MUKPOGUIIH 0QOPMIIAIOTCS Ha KOHCYTBTAllHOHHOM ITYHKTE B
3HII (A-117, 1-it aTax): nonexensauk: ¢ 12.00 xo 19.45, BToprHK-cy660Ta ¢ 9.00 K0 19.45 (Ha
Texymuil 1eHs 10 19.00; mocie yKa3aHHOro BpeMeHH 0(QOPMIIAIOTCS MPEIBAPUTEIBHBIC 3aKa3bl).
2.2.5. 3axa3sl HA JOKYMEHTHI U3 LIeHTpasbHOro MOJICOOHOr0 (POHMA TEKYIIUX MEPHOANICCKUX
H3JaHMH OOPMIISIOTCS Ha MyHKTe Bblgaud u mpuema uzfanmit 3TIIA (2-# srax, xop. A):
MOHENENbHUK - cy6bora ¢ 9.00 mo 19.45, Ha m3mamms w3 Qommoxpamummuma CTIIN:
noHeeNbHUK - cyb6oTa ¢ 9.00 - mo 19.00.

2.2.6 3aka3pl Ha J0KyMeHTHl u3 (onma lLlentpanbHoil cmpaBounodt Oubmmorexkn (IICh)
oopMIIIOTCS Ha IyHKTe Bhinaud u npuema usganuit Y3ILCB (B-219, 2-ii sTax): moHEICIbHUK
- cy66ota ¢ 9.00 mo 19.30.

2.2.7. 3aka3pl Ha m3ganus M3 (Qomma pycckoro 3apybexss LIOD odopmisroTcs Ha IyHKTE
npuema 3aka3oB Y3 1-3 wim B U3P3 Ha myHkTe BBImaum AokymeHTOB (B-401, 4-if srax):
HOHEENBHUK — cy660Ta ¢ 9.00 10 19.45 (Ha Texyumil feHb: MOHEAENBHUK — IaTHHUIA 10 18.15,
cy660Ta 10 17.15; mocie ykasaHHOTO BpeMeHH 0(OPMILIIOTCS IIPEIBAPUTENILHBIE 3aKas3bl).

2.2.8. 3aka3sl Ha JOKYMEHTHI HA ONTHYECKHX KoMmIakT-muckax u3 LOD odopmisdiorcs Ha
KoHCyIbTarmoHHOM myHKTe 30P (A-110, 1-#f stax, u3 ¢onga IICBb — Ha KOHCYIbTAIMOHHOM
nyakre B 3BY (A-212, 2-if atax): moHenenbHUK-cy060Ta ¢ 9. 00 10 19.45 (Ha Texyumi 1eHb 10
19. 00).

2.2.9. KonudecTBO 0JJHOBPEMEHHO IPHHUMAEMBIX 3aKa30B HE OIPaHUYCHO". -

f BxomuT B rpymnmny npueMa u 3anicu Yuratenei

*Tlpu cripoce Ha gokyMeHThI U3 L{O®, NpeBbILIAIOIIEM TeXHONOTMYECKHE 1 TEXHHYECKHE BO3MOXKHOCTH PI'B,
KOJIMYECTBO 3aKa30B Ha JIOKYMEHTbI, BbIJABAEMbIE B UHTAJILHBIE 3aJIbl, MOXKET OBITh OTPAHHYEHO MO PEILEHHUIO
anMuHUCTpauuu bubanoTeky.



2.3. locTaBKa, BbIJa4a U BO3BPAT U3AaHHMH

2.3.1. Uapanus u3 1JO® u O®H mocTaBisioTCs HA MyHKTH! BBIIAYM H3/IQHUN: IOHEICIBHUK —
nstaAna ¢ 9.00 o 19.00; cy66ota ¢ 900 go 18.00:
. B untaybHble 3a6l (Y31, U32, U33) B COOTBETCTBHH C TEM, B KaKOM 3aJl YUTATEIb
3aIicaH — MeYaTHbIC U3JaHHus,
. B 3HIT — mukpodopmsl LIOD;
o B 30P (oM. A-110) — u3gaHus HA ONTHYECKUX KOMIAKT JHUCKaX;
o B U3P3 — u3ganus 1mo pycckomy 3apy0eKbIo 10 3aIIpoCy YATaTeIs.
2.3.1.1. Usnauus u3 1JO® manocmpammpaemoil JTHTEpaTyphl, pasMENIEHHbIE B XHUMKHHCKOM
xommuiekce PI'B, HOCTABISIOTCS HA NMHKTHI BBIIAYA M3JaHMM B duTambHble 3ambl (Y31, 432,
U33) Tpu pasa B Henemo (noctaska B PI' - moHeNENBHUK, Cpe/a, ISATHALR).
2.3.2. Uzpanms u3 ponna LICH gocrapnsores noHeaenbHEK — cy66o0Ta ¢ 9.00 mo 19.30

e Ha IIyHKT BBy ¥ npuema u3nadunii B8 Y3L[CH — nevaTHble H31aHus B MUKPOGOPMBI;

e Ha IIHKT BBIJAYH U IpueMa u3fanuii B 3bY — u3nanust Ha OMTUYECKUX KOMIIAKT-JIHCKaX.
2.3.3. Uspanus u3 ¢oumoxpanmwmuma CTIIM, mocrapisrorcs Ha IYHKT BbIIAYM M IIpHEMa
m3nanuii B 3TIIU: nonenensHuk — cy66ota ¢ 9.00 mo 19.30.

2.3.4. Cpoku moctaBku:*

2.3.4.1. uzpanuii u3 pouga L{Ch — 20 MuH, u3JaHHi HA ONTHYCCKUX KOMIIAKT-JHUCKAX — 10 muH.;
2.3.4.2. TeKymux nepuoaudeckux usnanui u3 ponnoxpanumuma CTIIA — 30 muH.;

2.3.4.3. uzganuii u3 [JO® B U3P3 — 15 MuH.;

2.3.4.4. uzpanuii u3z [JO® u OOH B Y31,432,433:

© DJICKTPOHHBIH 3aKa3 — 50 MHH.;

e3aKa3 Ha GyMakHOM GyiaHKe, 0()OpPMIICHHBIHA Ha IyHKTe Ipuema 3akasos Y3 1-3— 60 - 90

MHUH.;

e3aka3 Ha wm3gaHus u3 [[OD MmamocmpamuBaeMOH JMTEpaTypsl — B COOTBETCTBHH C

«ITops/IKOM BBIIOJIHEHHMS 3aKa30B [OJb30BaTEIeH YHTANBHBIX 3all0B U COTPYAHUKOB PI'b

Ha JIOKYMEHTEI, pa3MelleHHble B XUMKHHCKOM Komiiekce» (M., 2017);
2.3.4.5. JOKyMEHTOB Ha ONTHYECKUAX KOMIAKT Juckax u3 [IOD — 30 MuH.;
2.3.4.6. noxymenToB Ha Mukpopopmax uz LJO® — ot 1 waca no 3-x mmeit. Cpoku NoCTaBKH
YTOUHSIOTCS TIPU 3aKa3e B 3aBUCHMOCTH OT MECTa XPaHEHHsI MEUKPO(QOPMBL.

2.3.5. Bomaua m3gaHuil yMTaTensM BO3pacTHOM kareropuu 14 — 17 ner ocymiecTBiseTcs B
cootBercTBHH ¢ ®DenepansHbiv 3akoHOM P® ot 29.12.2010 Ne 436-®P3 «O 3ammre aereit ot
HH(OPMAIKH, TPHYAHSIOMEH Bpel UX 3J0POBBIO H Pa3BUTHIO) C Y4E€TOM BO3pacTa.

2.3.6. Beimaua u3naHuii, BKIIOYCHHBIX B DellepabHBIA CIUCOK 3KCTPEMHCTCKUX MaTepHaloB,
IPOU3BOAUTCA B COOTBeTCTBHU ¢ «MHCTpyKkuued mo paboTe ¢ H3NaHHSAMH, BKIIOYCHHBIMH B
«®DeepanbHbI CIUCOK YKCTPEMHCTCKHX MartepuanoB». (M., 2010). [lna momydeHHs STHX
U3JaHUH YWTaTelNh OO0S3aH IIPEJCTABUTH OTBETCTBEHHOMY IIO CMEHE YHMTalbHOIO 3aia, B
KOTOpHI OH 3amucaH, OQHIMAIbHOE MHCBMO HIM HHOH JOKYMEHT M3 COOTBETCTBYIOIIETO
YUPEKIEHHST/OpraHU3al[iil ¢ MOATBEPIKICHHEM TEMBI MCCIIENOBAHUS M 3aIlOJHUTH 3asBICHUE
YCTaHOBJIEHHOTO 00pasia.

2.3.7. Uspanus, pasmemennsie B LIIID, Y31, Y32, Y33, 30P, U3P3, U3LCh, 3bY, 3TIIN,
«IOCYTOBBIX» 30HAX, HAXOJSITCS B OTKPHITOM JOCTYIIE.

2.3.8. Uspanmsa c¢ BeictaBok L[II®, LICBH, Y3P3, unTepHeT-3a1a BHLIAIOTCA 0€3 opopmileHHs
3aKasa Py MPEeIbIBICHUN YUTATEILCKOTO OUleTa C OTMETKOM Ha KOHTPOJILHOM JIHCTKE.

2.3.9. C BeictaBok B 3HIT u CBO BBLIatoTCsl 0THOBPEMEHHO HE OOJiee 5 M3JaHMi ¢ BO3BPATOM
UX JIS)KYPHOMY KOHCYJIbTaHTy uian Ha MecTo B 3HIL '

2.3.10.Texymue vHomepa razet B 3TIIN npegocTaBisaroTes 10JI630BATENSIM TOIBKO IOIIIATHIMA
B manku. OTHOBPEeMEHHO BBIIaeTcst He 6osee 3 MOAIIMBOK ra3er.
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2.3.11. YnTarens MOKeT paboTaTh C H3TAHUSAMH B JIOOOM YATAIBHOM 3ane Kopmyca A’

2.3.11.1. Yurtatenp MOKeT BBIHOCHTh W3 3BY MapKupOBaHHBLIE H3JaHHS, HCIOJIB3yEMBIE B
OIIEpaTUBHOM CIIPaBOYHO-OHONHOrpadguIeckoM OOCIy)KHBAHUY, TOJIBKO HA KCEPOKONUPOBAHNE
C OTMETKOM Ha KOHTPOJBHOM JIUCTKE 110 COTTIACOBAHMIO C JICXKYPHBIM II0 3aIly.

2.3.12. Ecim wm3mamme mu3 1[O® umciures 3a ydTaTeneM («3aHATO 3a YHTATENEM»),
OTCYTCTBYIOIIMM B OHOIHOTEKe, APYrod 4YMTAaTENh MOXET IONYYHTh JAHHOEC H3JIAHHME BO
BpPEMEHHOE M0JIb30BaHUe, OOPATUBIINCH HA MYHKT Bbaun u3fanui u3 [{O® Toro YMTaibHOro
3aJ1a, 32 YATaTeJIeM KOTOPOTO OHO YHCIIHTCS.

2.3.13. MakcumanpHoe koauuecTBO u3fgaHuii u3 [[OD, OJHOBpPEMEHHO OCTaBISIEMBIX A
JanbpHelHIIelt paboThI HA IyHKTE IPHEMa H3IaHuH B YMTAIbHBIX 3ajax — 15.

2.3.14. Bo3M0XHO OpOHHpOBaHKE JOKYMEHTOB 110 3aIPOCY YUTATENICH.

2.3.14.1. Cpox 6ponupoBanus m3qanuii 3a yurareneM B Y31, U32, U33 - mare pabouux AHEH.
JlOKyMeHTBI, He 3aTpeGOBaHHBIE B yKasaHHBIi cpok, Bosppamatrorcs B L1O®. Ilpu
HEOOXOIMMOCTH CPOK GPOHHPOBAHHS IPOIIEBACTCS elile Ha 5 mHel — 1o Tenedony uim on-line
Ha caifte PI'B (http://www.rsl.ru/ru/s4/s49267#13).

2.3.14.2. Cpok GpoHHpOBaHUS TOKyMEHTOB B 30P — 7 nHen.

2.3.14.3. Cpok 6ponupoBanust Mmukpodopm B 3HIT - 7 nueii.

2.3.14.4. Cpok 6ponnpoBanus u3aanuii B Y3P3 — 7 nuei.

2.3.14.5. B 3HI1, 3TIIH, 3BV, LII1®, Y3I[Ch u3nanus He OpOHUPYIOTCS.

2.3.15. MakcuMambHBIH CpoK MoJb30Banus JokymenTamu u3 110O® B Y31, 432, Y33, 39P, B
3HIT (MHKpOdOPMEI) — 10 CAHWUTAPHOrO [HS CIEAYIOIIEro Mecama OT markl 3akasa. Ilpu
HEOOXOIMMOCTH CPOK IIOJIb30BAHHMs IIPOIJIEBACTCS HA IYHKTEe BbIIaud m3ganuid u3 [[OD
COOTBETCTBYIOLIETO YATAIBHOTO 3aJia, HO He Oojlee 4yeM Ha 3 Mecsna.

2.3.16. CranHble H3IaHUS MOXHO 3aKa3aTh IIOBTOPHO HE paHES YeM Yepe3 CYyTKH.

2.3.17. ObcnyxuBaHHe JOKyMEHTAMH Ha ONTHYECKMX KOMIIAKT — JHUCKAX M0 3aKasy uMTaTeseh
npousBogutcss B 30P B moM. A-110 (xommaxr-gucku u3 [IO® u mpuiioXeHUs K IEYaTHBIM
U3aHMAM Ha ONTHYECKUX KOMITAKT Auckax) ¥ B 3BY B mom. A-212 (moxymenTs! u3 Gonna L{Ch)
Ha CIENMAIbHO BBIIEIEHHBIX i 9To# menmu [1K, 3aiuIneHHBIX OT HECAHKIIHOHHPOBAHHOIO
KOITMPOBAHMS.

2.3.17.1. Tlo 3ampocy uuTaTeNs KOHCYJIbTaHT IPOU3BOMT MHCTAIUIALMIO IUCKA U aeT KPATKYIO
KOHCYJIBTAIUIO 110 paboTe C HUM.

2.3.17.2. B cnyyae npobieM ¢ HMHCTAUIAIMEN JUCKAa KOHCYIBTAHT oOpamaercs B CIyxkOy
TexHHUeckoi moaaepxku PI'b B ycTaHOBIIEHHOM IOPSIKE.

2.3.18. Boigaua usnanuii u3 Goumos PI'b mpekpammaercs 3a 15 MUHYT 10 3aKpBITHS OHOIHOTEKH.
2.3.19. UYwurarens chaeT MOJNy4YEeHHbIE KM JOKYMEHTHl Ha IIYHKTBl IIpHEMA H3JIaHUN
COOTBETCTBYIOIIUX YHTAIBHBIX 3aJI0B.

2.3.20. Jle>xxypHBIif KOHCYJIBTaHT JEJaeT OTMETKY O BbIIa4e U3JaHHM Ha KOHTPOJIBHOM JIHCTKE,
II0CJIe BO3BpAaTa M3JaHUs «TaCUT» OTMETKY mramnoM PI'b B ycTaHOBIIEHHOM MOPSIIKE.

3.CnpaBouHo-0u0HOrpaduyeckoe 00CIy:KHBAHHE

3.1. Corpymuukamu OBHO ocymiecTBisieTcs: CIpaBoOdHO-OuOIMOrpadudeckoe 00CITyKUBAHUE
uuTtatesei B yctHo# popme (IIpunosxkerue 1. Buasl cipaBok U KOHCYJIbTaLUH).

3.2. YauBepcaibHOE CIpaBOYHO-OHOIHOrpaduueckoe 00CIIy)KUBaHHE BEAETCA B KOOPIUHALIUH C
noapasaenenusiMu PI'B, Benyumu crpaBouHO-Oubmorpaduueckoe obciyxkuBaHue Ha 0Oase
CTIEIMATH3UPOBAHHBIX (POHIOB.

3.3. CripaBouHO-6GH6IHOrpadEUeckoe 06CITyKMBAHHE BHITONHIETCS B PEKAME «3aIPOC-OTBET
0e3 OrpaHHYEHHUS KOJMYECTBA 3alpOCOB OT OJHOTO yMTaTels, KpoMme 3amnpocoB B 3bY, rae or
OJTHOTO YHTATENsI IPHHUMaETCsl He OoJiee 5 3alIpocoB B TEYECHUE JHS.

5 M
Y31 npenHasHaueH [ paboThI YUTATENEH C YUTATENECKUM OHIETOM NEPBOTO YUTAIBHOIO 3aia.



3.3.1. Ilpu HaIM4YuH OYeped IPeJOCTaBIEHHe KOHCYIBTAlMH HE IPEBBIIACT MO JUTUTEIbHOCTH
3-5 MHHYT Ha KOHCYJIBTAIHIO.
3.3.2. IlpemocraBieHre TEMaTHYECKHX KOHCYJBTAlWM, aJPECHBIX, YTOUHAIOIMX U
akTorpaguUECKUX CIPABOK OCYIIECTBISETCS B COOTBETCTBHU C «THIIOBBIMM OTpacieBBIMH
HOpMaMH TpyJa Ha paboThI, BBIIONHseMble B OmOmmorexax» (M., 2014) (or 15 muH. Ha
CIIPaBKY/KOHCYJIbTAIHIO).*
3.4. bubnuorpaduyeckast KOHCYIbTAIHS JACTCA YUTATEIIO B CICAYIONIHUX CIIydasX:
e3ampoc, LENBI0 KOTOPOro SBISETCS TOMydeHHE HWH(OpManuu JUlsi HalHCaHUs
KBaTH(UKAMOHHOM Hay4HOH/yaeOHOH paboThl (IuCcepTalys, JUINIOMHAs HIH KypcoBas
pabota caMmooOpa30BaHHE;
©3ampoC,  BBIIOJIHEHHE KOTOPOro TpeOyeT MpPHUBJICYCHHS — ONPE/ICICHHOro,  HE
BBI3BIBAIOIIETO 3aTPyJHEHHH B HCIONB30BAHUH, OHOIHOTpadHdIeckoro / CIpaBOYHOIO
HUCTOYHHKA;
e3ampoc, CBA3aHHBIA C HMHTENICKTYyalbHBIM BHJIOM JIOCyra (pelieHHe KPOCCBOPJIOB,
BUKTOPHH, Y4aCTHE B KOHKYpPCaX M T.IL.);
e 3aIIpOC, BBIIOJHEHHE KOTOPOro TpeOyeT CILIOMHOrO MPOCMOTpa 3HAYHTENILHOIO
KOJIMYECTBA BHIMTYCKOB M3JaHUs 3a OOJIBIION IIEPHOJ BPEMEHH.
3.4.1. bubnuorpagpuyeckre W BCIOMOTAaTENbHO - TEXHUIECKHE KOHCYIbTallUK MOTYT BKJIIOYATh
3JIEMEHTBI 00YUEHUS YATATENEH.
3.5. JIns BBIIOJHEHHS CIIPABOK M KOHCYNBTAIHi, TPEOYIOIMX BBICOKOTO MPO(ECCHOHATBHOTO
YpOBHSI, NpHBJEUEHHS JOMOJHATENBHBIX HCTOYHHKOB BBEIMOJHEHMs 3ampoca . / HIH
CIIENMANbHBIX 3HAHUM, YATATENI> MOXKET OBITh HAIPABIICH:
o8 3BV 11 cripaBouHO-6HOIHOTrpadrdecKoro 00CIyKUBaHUS YHUBEPCAIBHOI'O XapaKTepa
(pasBepHYTas TeMaTHdecKas KOHCYIbTalMs, MOMCK MH(pOpMAamui O JOKyMEHTE B
karanorax PI'B; MOMCK HENOCTAIOIIUX 3JIEMEHTOB OHOIMOrpadMYecKOro OMUCAHHMS,
HEOOXOAMMOCTh HX YTOYHEHHS;, YCTAaHOBJIEHHE THIIA M BHJA - HaIpuUMep, KHHUTA HIIH
CTaThs - U3JAHUS; YrIyOIeHHBIH OuOIHOrpadhHIeCKHid IIOMCK | T.I1.);
eB 3DP s paGoTel C CeTeBBIMH yHajleHHBIME pecypcamMu PI'b m mpu morpeGHOCTH B
CIIOXKHOM BCIIOMOTATEIbHO—TEXHHUYECKOH KOHCYJIbTAIMH;
eB mHTepHET-3a1 Wi 3BY s crpaBouHO-GHONHOrpaduyeckoro oOCIyKMBaHHS IMIPU
pabote ¢ HHGQOPMAITHOHHBIMH PECypCaMHt HHTEPHET;
e 3TIIM gua cmopaBouHO-OHOIHOrpaduueckoro oOCTyKHBaHHA IIpd pabore ¢
HEePHOINIECKUMY U3IaHUSIMY;
e B npyrue moapaszenenus PI'b mist cipaBoyHo-6n6mmorpaduaeckoro o0ClyKuBaHus Ha
0aze creruaT3upOBAHHBIX (OH/IOB.
3.6. CnpaBouHo-OuOnmuorpapuyeckoe oOCIy)KUBaHHE, B T.4. KOHCYJIbTallHOHHAS MOMOIIb C
JlIeMeHTaMH 00y4YeHHsI, OCYIIECTBIISIETCS OECIIaTHO.

4. O0cry:)kuBaHHe YHTATE/Ieil HA ABTOMATH3HPOBAHHBIX Pa00YHX MeCTaXx

4.1. B 3omax ob6cmyxuBaHus W uuTaIbHBIX 3a7ax OBHWO uwuraresnsM mpenoCcTaBiIsSIOTCS
aBTOMaTH3UpoBaHHbIE paboure Mecta (APM) — 1K u urbOpMaNHOHHBIE TEPMUHAIBL.
42. Ha IIK wuwmrarensm poctymus’® OK; caiit PI'B, B T.4. oTKpbIThie pecypchl Ob;
HarmonansHo# snekTporHoit 6udmnorexku (HOB), CYP; oducusie mporpammsr Microsoft Word,
Microsoft PowerPoint, Microsoft Excel.
JIOTIOTHUTENFHO IPEIOCTaBIISIOTCS:

e - noctyn B uHTepHET B 3BY, nunrtepuer — 3ane, Y3P3;

% [Tpu HEeBO3MOXHOCTH OMEPATHBHO HANTH PeEBAHTHBIN OTBET Ha 3aMPOC KOHCYJIBTAHT MOYKET BBINONHATL CHIPABKY
B IpyTue, COTJIACOBAHHbIE C YUTATENEM, CPOKH.

7 Pasmemienne, BUA M KoJaHuecTBO APM MOTyT MeHAThCA B 3aBMCHMOCTH OT MOTpeGHOCTeil umMTaTeneil wu
Bo3MOXHOCTel PT'B.

¥ CoctaB mporpaMMHOro 06ecneueHus 1 3MEKTPOHHBIX PECYPCOB MOXKET MEHSATHCS B 3aBUCHMOCTH OT U3MEHEHHIH B
KoHpUrypauuu uHpopmauuoHHsIX cucteM B PI'B.



- JIOCTYIl B MHTEPHET W PAaCUIUPEHHBIH HaOOp Iporpamm, B T.4. MporpamMma rojgocoBoro
o6menus, B UKII;
e - DK Ha HHMOPMAIMOHHBIX TEPMHUHATAX C BO3MOXKHOCTBIO PACIIEYaTKU OJIaHKOB 3aKa30B;
e - CIIPaBOYHO - TIPaBOBEIE cucTeMsl (BbiGopounsle) B 30P, B momemenusx I'CK, LIID2, B
431, 432, 3HII;
e- pecypcsl OB, HOB orpanmuennoro moctyma B 30P, Y31, Y32, 3HII, nomemennn
IID2;
e - mporpamma Juist caboBuasmux B 30P B mom. A-115.
4.3. APM TIpemoCTaBiIAIOTCS 4YuTaTesiM OecluraTHO, Oe3 orpaHMYeHHH BO BpeMeHH, 0Oe3
TIpeIbSIBIEHHs KOHTPOJIBHOTO JTHCTKA HITH YHTaTeNbCKoro Ousera, kpome APM B 3anax:
4.3.1. B 3BV, U3LICE, U3P3, unrepuer — 3a1e APM npenocTaBisiores o HasHadeHuto Ha [1K,
BBIIABAEMOMY UHTATENIIO TIEpe/l HauauioM paboThl U BKIIIOYaromeMy HHpopmanuio o Homepe 1IK;
BpEMEHM Hadaia paboThl YHTATENs 110 IOKA3aHHSAM 4YacoB, Pa3MEINCHHBIX B 3aJlaX; HOMEpE
YUTATENLCKOr0 OmyieTa (Ha3HAUCHHUE);
4.3.2. B 3BY APM mpeoCTaBIsIOTCS TONBKO Asi paboThl ¢ Gubmmorpaguyeckumu Gazamu
JTAHHBIX;
43.3. B UKII APM mpenoctaBisieTcss B COCTaBe IIATHOM YCIIyTH MO TIPEIOCTaBJICHHIO
KabuHeTa.
4.4, Bpems paboThl B paMKax OJHOrO Ha3sHa4yeHHs cocraBisger 2 yaca. [loBTopHOE HasHaUYeHHE
BBIJJAETCA B CIydae OTCYTCTBHUS JIPYTHX JKEAONIMX BOCIONB30BaThess APM 3a710B, B IPOTUBHOM
ciyyae npepocrapiaeHne APM npou3BoauTCs B IOPSIKE XXUBOK OYESpe/IH.
4.4.1. Ha3naueHHe, BBIaHHOE mocie 18 4., mpexycMaTpHBaeT, 4TO BpeMs pabOTHI YHMTATENIs
OrpaHUYMBACTCS BpeMEHEM paboTEI 3aj1a.
4.5. TIpu orcyrctBum cBoGomHBIX MecT APM mpenocrapisercs mo odvepend. KoHCYmbTaHT
MOXET IIPEIOCTaBUTh pabodee MECTO, 3aHATOE OTCYTCTBYIOIIMM U HE HCIOJB3YIOMUM
KOMITIBIOTED OoJiee 15 MUHYT yuTaTesaeM, ApyroMy YuTaTeiro.
4.6. JlokymeHThI uyuTaTens, coxpaHeHHble B mamatd [IK, u mporpamMel, yCTaHOBJICHHBIC
yurarenem B MKII, mocie okoHUaHMs paOOTHI 3aJ10B YIAISIOTCS aBTOMAaTHYCCKH.

5. JdomoJHHUTeJbHbIE YCIYyTH

5.1. JlomomuuTenbHble yciyrd umuratensiM PI'D  oxaspiBaroTCs Ha IUIATHOH OCHOBE B
coorBercTBHH ¢ «[lepeuneM GubnHOTeUHO-HH(POPMAUMOHHBIX yciyr PI'by» u «IIpefickypanTom
JIOTIOJTHUTENBHBIX yeiIyT PI'by.

5.2. TlpenocraBnerne MHANBUIYaIbHOTO KaOMHETA MOJIb30BATES.

5.2.1. UKII npemocTaBisieTcs 0 Ha3HAueHHIO Oe3 orpaHndeHus Bo BpeMenu, ecu MKII we Obu1
IpeaBapUTEIHHO 3a0pOHUPOBAH.

5.2.2. TTons3oBatenu WKII o6s3aHbI 3aBepiuTh paboTy U MPOM3BECTH OIUIATY HE MO3JHEE, YEM
3a 10 MUH. JI0 3aKpBITUSI OUOIHOTEKH

5.3. IlpemocraBieHue yciayr 0 KONMUPOBAHUIO.

5.3.1 KcepokomnupoBaHue, CKaHHpPOBaHHE JOKYMEHTOB U3 (OHIOB OHOIHOTEKH, pacredarka
nokymenToB u3 Db u map. ocymectBisitorest B [{enTpe penporpadun (momemenus A-120, A-
320).

5.3.1.1. OdopmieHne 3aka30oB Ha pacrmedaTky MJOKYMEHTOB u3 Ob ocymecTsisercs
koucyiabranToM OBUO Ha xadenpax B 30P (mom. A-110, A-115), Y31, 432, 3HII, LHIID2 npu
IpeIbABICHUN YATATEbCKOro Omiera. Pacneuarka ocymectsisiercs B LlenTpe penporpaduu B
oM. A-120 - ipu 3akase u3 30P, 3HII, U31; B mom. A-320 - mpu 3akase u3 Y3 2, [{[[1D2.

5.3.2 KomupoBanue wmatepuanoB uutarenss B OBMO Ha mimaTHOW OCHOBE OCYIIECTBIISIETCS
KOHCYJIbTAaHTOM Ha Kadeapax B yCTAaHOBJICHHOM IOPSIKE:

® Ha ONITHYECKHE KOMITaKT-IUCKH, IpenocrasisgeMble PI'b;



e na USB-ycTpoiicTBa unrTarens;
e B BH/IC pacleyaTKy Ha IIPHHTEPE.
5.3.2.1. Pacmeyatka mokyMeHTOB M3 0a3 ganHbiXx (kpome OB PI'B) m moxymeHTOB unrarenci
ocymectsisercs B 3OP, unreprer - 3ane, MKII, 3bY.
5.3.3 KonupoBaHue Ha IUIATHOM OCHOBE IIPEKPAIAOTCA 32 15 MHH. 10 3aKpBITHS OHOIHOTEKH.
O¢opmrerre 3aka3oB Ha pacredarky csemme 100 cTpamun npekpamaercst 3a 30 MHH. 70
3aKphITUS OMOIHOTEKH.
5.4 JlonmonHUTENBHBIE CIIPABOYHO-OHONMHOrpadhHIECKUe YCIyTH:
e CoCTaBlIeHHE TEMAaTHYECKMX CIMCKOB, BBINOJNHEHHE OHOMHMOrpapuveckux  u
(axTorpaduueckux crpaBok o fokyMeHTax u3 GoHnoB PI'b ¢ mcnosnp3oBaHHEM CHCTEMBI
KaTaJoroB (B CiIydae OTKa3a YUTATElls OT CAMOCTOSTENBHOM paboThI ¢ KaTaJloraMu);
o CripaBKH-KOHCYNIbTali 10 pabore ¢ Oasamum gamHeix PI'b ¢ mpuBnedennem
oubmrorpada.
5.5. Yenyra 3aka3a u3fiaHuil mo MexoudnmoredHoMy abonemenTy (MBA) 1 MexIyHApOTHOMY
Mexouonuoreunomy abonementy (MMBA).
5.5.1. Ilpu oTcyTcTBHE B OHOIHOTEKE HEOOXOIMMOIO U3/IaHUS YATATEIIb MOXKET 3aKa3aTh €ro 1o
MBA u MMFBA uyepe3 1eXypHOro 110 CBOEMY YHTaJIbHOMY 3ally.

5.5.2. 3axa3 MpOM3BOAUTCS B COOTBETCTBHHU ¢ «[IpaBHIaMi MONB30BaHHSA MEXOHOIHOTCUHBIM
abonmemenToMm (MBA) s monb3oBateneil  (enepaabHOrO  OFOMKETHOrO  yUPEKICHHS
«Poccuiickas rocymapctBennas Oubnmoreka» (OI'BY «PI'B»)» (M., 2014) u «llpaBunamu
IOIb30BAaHUS  MEXIYHApPOJHBIM MEKOHOMHOTEeYHBIM abOHEMEHTOM JUIS  IOJIb30BaTelNICH
Poccuiickoit rocyaapcTBenHo# oubmuotexkn» (M., 2011).

COT'JIACOBAHO ﬂ/é Z ?XM/—-

3as. OBHO E.1O. Enucuna

3aB. TO . I'.B Msarkosa
— 3 6. Oc. LOITF 2



[Ipunoxenue 1

CnpaBKH H KOHCYJIbTAllHH B mpouecce CBO

CrpaBku

- ampecHas Oubamorpaduyeckas crpaska - OTBET Ha Pa3oBBIiA 3aIIPOC O COACPIKAHMH
GubHorpaduyeckoit HHHOPMAIUHU O HATUIUH 1 / WM MECTOHAXOXICHUHU TIOKYMEHTa,

- TeMaTudeckas Oubnuorpaduyeckas crpaBka — OTBET Ha Pa3oBBIi 3aIPOC O COACPIKAHUH
Gubmorpaduyeckoit HHGOPMALUH I10 OIpe/eIeHHON TeME;

- yTounsromast Gubmuorpaduueckas CrpaBka - OTBCT Ha Pa30Bblif 3a1poc 00 OTCYTCTBYIOIHX WA
HCKaXKEeHHBIX B 3ampoce aneMenTax bO;

-paxTorpaduyeckas cupaBKa — OTBET Ha 3alpoc, cozeprKariii HaKTHUCCKHE CBEICHUS.

KoHCynbTanu#
- Bubmuorpaduueckas KOHCYIbTAIHs (pexoMeHJaluK 10 METOJIUKES 6u6morpadguIecKoro MoUCKa,
FICIIOJTb30BAHHUIO CIIPaBOYHO-OUOIHOTpapUIECKOr0 armapara OMOTHOTEKH, METOAUKE

ouomorpadupoBaHus, B T.4. TEMaTHICCKas Gubnuorpadudeckas KOHCYJIbTAHS 1 Ip.).

- OpHeHTUpYIOIIas KOHCYJIbTAIlMA 1 CIIPaBKa ITo oubmmorexe (0 peXKUMe, MOPSIKE U YCIOBHAX
6UOIHOTEeIHO-HHGOPMALIOHHOTO 00CIY)KHBAHHS, O HAPABICHIIX JEeSTENPHOCTH B QYHKIHSX
CTPYKTYpHBIX [IOJPA3IeNeHA, O MPOBOIMMBIX MEPOIIPUATHAX, 110 yCIlyraM | pecypcam 6ubImoTeKH)
- BCHOMOTATeNBHO - TeXHHYECKas KOHCYIbTalus (10 HCTIOIB30BaHMIO 060py/10BaHUs ¥ allapaTHo-
IIPOrPaMMHBIX CPEJICTB /ISl OCYIIECTBIICHHS SIIEKTPOHHOTO 3aKa3a, IPOCMOTPa JIEKTPOHHBIX
JIOKYMEHTOB, COXPaHEHHs. ¥ IEpeHoca uH(OpPMAIUY HA JPyrUe HOCUTEIH U T.1.) J
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