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1. O01He Mo/I0KeHHS.

1.1. Hacrosimee TlonoxkeHue pa3paboTaHO B COOTBETCTBUM C (deaepasbHBIMU
3akoHaMu OT 29 nekabpsi 1994 1. Nel 78-®3 «O 6ubmoTeuHom zenie», oT 29 aekabpsi
2012r. Ne 1 273-®3 «0O6 obpa3zoBanuu B Poccmiickoit Pegeparum», I[Iprkazom
MunuctepctBa KynbTypel P® or 2 gekabps 1998 r. Ne 590 «O6 yTBepxxaeHUU
WUHCTpyKIuu 00 yuere OubnuoreuHoro GouHzma», Ilpyukazom MwuHMUCTEpCTBA
obpasoBanus P® ot 24 aprycrta 2000 1. Ne22488 «O6 yuete 6ubmioreuHoro dhoHza
OubnoTek o0pa3oBaTe/NbHBIX YupexJeHWi», [lucbMoM MwuHHCTepCTBa 001ero u
npodeccroHanbHOTO 06pa3zoBanusi P® ot 14 suBaps 1998 1. Nel06-51-2un/27-06 «O
HarpaB/IeHWX TIPUMEPHOrO TIOJIOKeHUss o Oubmoreke o61jeobpa3oBaTeIbHOTO
YUPEeXXJeHUSI Y PeKOMEeH/Ial[iii TI0 COCTaBJeHUI0 TIPUMEPHBIX TIPaBU/I IT10/Ib30BaHUS
6ubmorekoi  001je0Opa30BaTeTbHOTO YUPEeKAEHUs», «[TopsimkoM  yueTa
JOKYMEHTOB, BXOASAIMIMX B cocTtaB OubmmoreuHoro douga (yrB. Ilpukazom
MunucrepctBa KynbTtypbl P® ot 08.10.2012 roga), B LjesiiX COXpPaHHOCTU (DOHAA,
YCTaHOBJIEHUsI €QUHOTO TIopsiika yueTa OWO/MMOTEeUHBIX [OKYMEHTOB, CO3/IaHUS
YCJIOBUM [T  COBEPIIIEHCTBOBAHMS OpraHM3allMi TpPyJa W BHEAPEHUS CpeJCTB
KOMITBIOTEPU3AI[MM U MeXaHW3aluU B OMOIMOTEKe 1IKOJTBI.

1.2. Hacrosmee IlosoxkeHue pernaMeHTHUpyeT TMOPSALOK YuéTa, MCIIOIb30BaHUS U
coxpaHeHusi OubOmoreuHoro ¢ouza yue6HMKOB B OY M pa3paboTaHo B I[efsX
coxpaHHOCTH OH/Jla, YCTAaHOBJEHWsS €AWHOTO TIOpsiiKa y4éra OuO/IMOTeUHbIX
JIOKYMEHTOB; CO37IaHWsI YC/IOBUM [Ji1 COBEpIIIeHCTBOBAHUSI OpraHM3alMM Tpyaa |
BHEeZIDEHUS CPe/ICTB KOMIBbIOTEpH3alluM U MeXaHU3al[iH B OUO/IHMOTEKe IITKO/TbI.

2. ITopsapaok yuéTa poHAa yueOHO TMTepaTyphbl.

2.1. K cdoHay yueOGHOM JUTEpaTypbl OTHOCSATCS: BCe yueOHUKH; ydyeOHbIe TocoOus;
opdorpadudeckre C/lioBapy; MaTeMaTHueckue Tabmuilbl; COODHUKM YIIPa)KHEHUM U
3ajiau; KHUTU [I7Isl UTeHUsT; XpeCTOMaTHH.

2.2. Yuér OubmoreuHoro QoHAa yueOHUKOB [O/DKEH CII0COOCTBOBaTh €ro
COXPaHHOCTH, TIPAaBWJIbHOMY (DOPMUPOBAHUIO W 1IeJIEBOMY WCIOMb30BaHUIO. Bce

oriepalliyd T0 Y4YéTy MPOU3BOAATCS OMOMMOTEKapeM, CTOMMOCTHBIM YUET BeAETCs



Oyxrantepueii mKkosibl. CBepKa AAHHBIX OMOMMOTEKH W OyXranTepuu TIPOM3BOAUTCS
€>KerofiHo.

2.3. YuéT yueOHUKOB OCYIIleCTB/sIeTCs B « KHHTEe cymMMapHoOro yuéta» (manee - KCY).
KCY no yue6HMKaM XpaHUTCS B OHMO/MOTEKe TIOCTOSTHHO.

2.4. KCY Benércs B Tpex 4yacTax:

1 vacte. IToctyriienre B douz. Iloce momyueHUs: yueOHUKOB 3aryChIBaeTCs 00IIjee
KOJIMUeCTBO W UX CTOUMOCTb, C 0O0s3aTe/lbHbIM yKa3aHWeM HOMepa U JaThl
COTIPOBOAMTENBHOTO ZIoOKyMeHTa. Homep 3arvicu exxerofHo HaunHaeTcst ¢ Ne 1 U ugéT
TI0 TIOPSIIKY TIOCTYTI/IEHUH.

2 yacTb. BoiObiTHE U3 (hOH/IA. 3aMMChIBAaIOTCS HOMePa aKTOB Ha CIMCaHue YueOHUKOB C
yKa3aHUeM []aThl YTBEP>KJeHUsl aKTa U 00I1ero KoJMuecTBa CIMCAHHBIX yueOHUKOB Ha
obmyto cymmy. Hymepauusi 3amuceil o BbIOBIBIIMX W3[JaHUSIX W3 rofa B TOf
TIPOZI0/IKAeTCs.

3 vactb. VToru yuéTta ABWKeHHs (DOHAOB. 3alMCHIBAIOTCS WTOTH JBIWKeHUS (hOHa
yueOHUKOB: 00illee KOJIMUeCTBO MOCTYIUBIINX YUeOHUKOB 3a TEKYIIHM T0j], HA CYMMY.
OO011jee KO/MYECTBO BBLIOBIBIIMX YueOHMKOB 3a TeKylui roa, Ha cymmy. OOiiee
KOJTMUeCTBO YueOHUKOB, COCTOAIIMX Ha 1siHBapsi TIOC/IAYIOIIETO rofia, Ha CyMMY.

2.5. HauBuayanbHbId (TPYIINIOBOM) yUéT yueOHMKOB OCYIL[eCTB/SETCS B KapTOTekKe
yuéTa yueOHMKOB, Ha KaTaJOKHBIX KapTOUKax CTaHAapTHOro pa3Mepa. Ha kaprouke
yKa3blBaeTcss Oubnmmorpaduueckoe ommcaHue yueOHWKa, CBefeHUS O KOJUUeCTBe
TOCTYIUBIINX YUeOHUKOB C yKa3aHWeM IIeHbl, UX PerucTpaldoHHbI Homep. Ecim
yueOHHK TI0CTyTIaeT HeOJHOKPATHO 1 He UMeeT OT/IMUMsI, KpOMe Tofla U3JaHus U 11eHbI,
TO BCe TIOCTYTIeHHUsI 3aHOCSITCS Ha e[JUHYI0 KapTouky. Eciu ke B yueOHHKe BHeCEHBI
JIOTIOJTHEHUsI W W3MEHEeHMs, TO Ha Hero 3aBOJUTCS HOBas KapTouka. KapTouku
pacCTaB/IAIOTCA B YUYETHYIO KapTOTEKy II0 KjaccaM, a BHYTPM K/accoB & 1o
ripegMeTaM U 1o andaBuTy ¢haMuIMii aBTOPOB WM 3ar/iaBuii. KapTouky Ha CrivicaHHbIe
yueOHUKU M3 KapTOTeKH yuéTa yueOHMKOB M3BIMAIOTCS Cpa3y ke Tocje TOAUCaHUS
aKTa O BbIOBITHM.

2.6. YuéTy mojiexxat Bce BU/Ibl yueOHUKOB U yueOHBIX TTOCOOHH.



2.7. CnicaHve y4eOHUKOB MPOBOAUTCS He Pe)ke OJHOTO pa3a B rof. Ha Kakapiii BUJ,
criicanus («Berxue», «YcrapeBlive IO COAEpP/KaHUIO», «YTepsIHHbIE UWATATeISIMU»,
«XUI[eHWEe»)COCTAB/SIeTCST aKT B 2-X 9K3eMIUIsipaX, KOTOPbIM MOZMNMUCHIBAETCS
KOMHCCHeN U yTBepxkzaeTcsi aupekropom OY. OfuH 3K3eMIUISIP akTa XPaHWUTCS B
OubnuoTteke, Ipyroii mepefaéTcsi TMoJ, PaclUCKy B OyXraJTepuro LIKO/bl, KOTOpas
MIPOU3BOJUT CrMcaHue ¢ 0OanaHca IIKO/bI yKa3aHHOM B aKTe CTOMMOCTH yueOHUKOB.
3. ITopsAAOK yuéTa BbIja4d yUeOHHKOB.

3.1. Beijaua yueGHUKOB OCyIlecTBasieTcsi OuOMMoTeuHbIM pabOTHUKOM B KOHIEe WU
riepe/; HayasioM y4eOHOTO roza.

3.2. YueOHUKY BBIJAIOTCS YYal[UMCSI Ha OJUH y4eOHbIN 10/ YueOHUKU, TI0 KOTOPhIM
oOyueHre BeAETCS ZiBa WM HECKOJBKO JIeT, MOTYT OBbIThb BbIZIaHbI y4Yall[UMCS Ha
HECKOJIbKO JIeT.

3.3. @opmoii yuéTa BblJaud YueOHUKOB SB/SETCS BKIQAbII B  (GopmMyssp
TI0/Ib30BaTeJis; GOpPMY/IsIp KIacca; >KypHas Bbljaul yueOHUKOB. JIrobasti U3 Ha3BaHHBIX
dbopMm, BbiOpaHHast OKMO/IMOTEKapeM, [O/DKHA OTBeUaTh YCTAaHOBIEHHBIM TPeOOBAHUSIM:
aKKypaTHOe  Be/leHHWe  3allliCH, Hajauude TIOAIUCH  TIojyuaTesisi,  CTPOTMM
VHAVBU/Iya/IbHBIN YUET BbIIAHHBIX yueOHUKOB.

4. Boi0biTHE y4eOHHKOB U3 0n0/MoTeuHoro ¢oHja.

4.1. Cpok uCrionb30BaHus yueOHUKa He MeHee UeThIPEX JeT.

4.2. BbibbiTe yueOHUKOB W3 ¢oH[a OMOMMOTEKH TPOU3BOAUTCS TI0 TIPUUYMHAM:
BeTXOCTH ((pU3nuecKrii U3HOC); YCTapeJIOCTU M0 COj/lepKaHUI0; yTpaTe (C yKa3aHUeM
KOHKDETHBIX 00CTOSITE/IbCTB yTpaThl). B akTe 0 BBHIOBITHU (PUKCUPYIOTCS CBeJeHUS 00
yueOHUKaX, UCK/TFOUaeMbIX TOJILKO 110 OFHOM TIPUUHMHE.

4.3. BriObiTHe yue6HUKOB 13 PoHza OrbmmoTeku ohopMIIsieTcsi akToM 00 UCK/THOUeHUH
Y OTpakaeTCsl B KHUIe CYMMapHOTO yueTa, a TakKe B KapTOTeKe ydeTa yueOHUKOB.
BeiObiTe yueOGHBIX MaTepuasoB BpPeMEHHOTO XpaHeHWs TPOU3BOAUTCS B KOHIIe
KaJleH/lapHOrO Trofila MO akKTy C YKa3aHWeM [IPUUYMHBI: «MaTepuaj BpPEeMeHHOIOo
XPdHEHUA».

4.4. AKTbI Ha CIMCcaHUe yueOHUKOB BU3HUPYIOTCS U/leHaMu KOMMCCHM T10 COXPaHHOCTH

(bOHAOB. SaBI/IBI/IPOBaHHbIe dKTbI YTBEDXXAAOTCA JUPEKTOPOM IIKOJIBI.



4.5. CriicaHHbIe TI0 aKTy y4eOHMKH MOTYT OBITb MCITO/Ib30BaHbI [Is1 U3TOTOBIEHUS
JUaKTUUeCKOTO0 MaTepuana, /Js pecTaBpal[MOHHbIX paboT wWIu TiepefaroTcs
OpraHU3aIUsIM T10 3aTOTOBKE BTOPCHIPHSI.

4.6. XpaHeHHe CITMCAHHBIX YueOHUKOB BMECTe C JIeHCTBYIOIMMHE 3arpelaeTcs.

4.7. AKXTBI Ha criicaHue yueOHUKOB M3 (POHIOB OMOIMOTEKW W TIPUIOKEHHbIE K HUM
CTIMCKH yUeOHWKOB ITO//Ie)KaT TTOCTOSTHHOMY XpaHEeHHI0, BeCh CPOK CYII[eCTBOBAHUS
O6ubMMOoTeKH.

5. IluBenTapu3anus ¢oHAA yUeOHUKOB.

5.1. luBeHTapu3aius yue6Horo ¢hoHAa 6MOIMOTEKH IITKObI OCYIIIECTBIISIETCS C LIe/TbI0
KOHTPOJIST HaZl COXPAHHOCTbI0O M 3¢ (eKTUBHOCTHIO HCII0/b30BaHUs YueOHUKOB, a
TaKKe C I1Ie/bl0 yuéTa 00eCcreueHHOCTHM UMM JIbTOTHBIX KaTeropyil yualluxcs |
COCTaB/IeHUs peasbHOTO 3aKa3a Ha yueOHUKHU.

5.2. VHBeHTapu3aisi yuyeOHHMKOB ITPOBOAWUTCSA I10 TpeOOBaHMIO aJAMHUHHCTpPALIUN
TITKOJTBI.

5.3. VHBeHTapu3alMOHHas BeJOMOCTb yuéra GOHAQ YUYeOHUKOB COMEpPIKUT
c/ieAyrolye AaHHble: aBTOp, HaMMeHOBaHWe yueOHHMKa; Kijacc; oOljee KOIUUeCTBO
yueOHUKOB B (DOHZAX, B TOM UMC/Ie NMPHOOpPeTEHHLIX Ha BHeOHPKeTHBIE Cpe/ICTBa;
KOJIMUeCTBO y4YeOHMKOB TIO TOAaM IIO/ydeHMs. YUeOHUWKH, NpHOOpeTéHHBIE Oosiee
YeTBIPEX JIeT Ha3a/l, OTMeuaroTcs B rpade 6e3 yka3aHuUs rofja MOCTaBKU.

5.4. ViHBeHTapu3allMOHHasi BeJJOMOCTb COCTAaBJISIETCSI B [IBYX 9K3eMIUIsIpaX, OfHa M3
KOTOPBIX MepefaéTcs B OyXraaTepuio IITKOJIbI, BTOpasi XPAaHUTCA B OUO/IHMOTeKe IIKOJIBI
U TIpUMEHSIeTCS TIPU OTC/IEKWBAHWM  11€JIEBOTO  HCIIO/b30BaHUS  (DOHIUPYEMBIX
yueOHUKOB.

6. PaccranoBKa u xpaHeHue (oHAa yueOHMKOB.

6.1. YueOHUKM pacCTaB/ISAIOTCA Ha CTe/llakax 1o TipeameTam. OOIriee Harpab/ieHHe
PacCTaHOBKY KHUT Ha CTeJlaXkaX CBepXy BHHU3 U CJieBa Harpaso.

6.2. PaboTHUK 61O/MMOTEKH TTOCTOSTHHO TIPOBepsieT TIPaBUIbHOCTh PACCTaHOBKU (oHzA
yueOHHKOB.

7. O053aHHOCTH PA0OTHUKOB IIKOJIbI 10 COXPAHHOCTH YUeOHUKOB.



7.1. OTBeTCTBEHHOCTh 3a COXPAHHOCTb OHOMHMOTEeUHOTrOo (hOHAA HECYT: AUPEKTOp
IIKOJIbI, 3aMeCTUTe/N AUpeKTopa TI0 BOCIWTATeJIbHOM W yueOHO-BOCIIHTATe/bHOM
pabore, 6GuO/MMOTEKAaph, K/IaCCHbIe DPYKOBOAWTENW, APYrHe pabOTHUKH, WMEIOIHe
JOCTYTI K yueOHUKaM.

7.2. JlMpeKTOp IIKO/Jbl OTBeUaeT 3a OpraHu3aluio paboTbl MO CO3JAHUID U
CBOEBPEMEHHOMY TIOTIO/IHeHUI0 OubmoTeuHoro ¢onHzga yuebHukoB. Harpapssiet
JesiTe/IbHOCTh T1e/JarTOTUYeCKOro KOJUIeKTHBa 10 (POPMUPOBAHUIO Y OOyUaroImxcs
Oepe)kHOrO  OTHOIIEHWST K  yueOHWKaMm,  IIpeJyCMaTpuBaeT  Mephl  TIO
COBEpIIIeHCTBOBAaHUIO 3TOM pabOThl MpH TJIAHUPOBAHUM YueOHO-BOCTIUTATETHHOTO
Tipoliecca Ha ouepeHOM yueOHbBIN rofi ¥ 00eCrieunBaeT CUCTeMaTUUeCKH KOHTPOJTb 3a
eé BBITIOJTHEHHEM.

7.3. 3aMmecTuTeNM AWPEKTOpa 10 BOCTIMTaTebHOW paboTe M yueOHO-BOCTIMTaTeTbHOM
paboTe coBMecTHO C OubnuoTekapeM pa3pabaTbIBalOT U TIPEABSBISIOT eIUHbIe
TpeboBaHUsI K OOYyYarOL[UMCS 10 HCIOJIb30BaHUIO U TI0 COXPAHHOCTU Y4eOHUKOB.
CoBMECTHO C K/JACCHBIMM  DYKOBOAUTE/NSMA U YUUTe/IsMHU-TIpeMeTHUKaMU
OCYILIeCTB/IsSIET CACTeMaTUUeCKU KOHTPO/b Haf, WUCIO/Ab30BaHUEM U COXPAHHOCTBIO
yueOHHMKOB B TeueHHe BCero yueOHOTO roga.

7.4. KnaccHble pykoBoautenu 1-11 kyaccos:

1) oCyIIecTBASIIOT TIOCTOSIHHYHO PabOTy C yuallldMHUCS Kjacca W WX POJUTESIMU
(3aKOHHBIMU TIPEZAICTABUTE/ISIMI) TI0 BOCTTUTAaHUIO OEpeyKHOTO OTHOIIEHUS K yueOHOU
KHUTE;

2) y4acTBYIOT B Bbiiaue (hOHAMPOBAHHBIX YUeOHWKOB yualllMUMCsI KjlacCa, OpraHU3yIoT
MX BO3BpaT B OMO/IMOTEKY IIKOJIbI TI0 OKOHUAaHHUH y4eOHOTO ro/a;

3) IOCTOSTHHO KOHTPOJIUPYIOT COCTOSIHUE YUeOHUKOB;

5) 0O0s3BIBAIOT YUAI[UXCS Kjacca IIOCAe OKOHYAHHWS yueOHOro roja yueOHMKH,
TIo/ljie)Kalliie peMOHTY, CBOEBPEMEeHHO PEMOHTHPOBaTh M TOJILKO TI0C/Ie 3TOTO C/laBaTh
B OMOMMOTEKY IITKOJBI.

7.5. YuuTens-mpeMeTHUKH 00s3aHbI CHCTeMaTH4YeCKd TPOBEpSATb COCTOsIHUE

yueOHUKOB TI0 CBOEMY TpeJMeTy U CO00IIaTh KTACCHOMY PYKOBOJUTE/IO, POJAUTEISIM



yUaluXxcst uepe3 3aluch B JHEBHHKE O TUIOXOM OTHOLIEHWH Y4alllerocsi K yueOHbIM
KHUTaM.

7.6. HemocpenctBenHyio pabory ¢ OubmioreudbiM (OHAOM yueOHUKOB BefleT
paboTHUK 6ubMMoTeKH. [TepcoHaMbHYI0 OTBETCTBEHHOCTD 3a Pab0Ty ¢ GMOIMOTEeUHBIM

dhoHIO0M yueOHUKOB HECET OMOIMOTeKaph IITKOJIbI.



