


1-1 gacte. Ilocrymnenume B ¢ona. Ilocime mnomydeHuss y4eOHHMKOB 3alUCBIBAcTCS 0OIIee
KOJIMYECTBO M CTOMMOCTb, C 0053aT€]IbHBIM YKa3aHMEM HOMEpAa M JAAThl COIPOBOJUTEIILHOTO
nokymeHTa. Homep 3anucu exeroaHo HaunHaercsi ¢ Ne 1 1 uer 1o nopsiiky nocTyIIeHU .

2-s1 4acTh. BwiObiTHe 13 (GoHIA. 3amHMCHIBAIOTCS HOMEpPa aKTOB Ha CIMCAaHUE YYEOHHKOB C
yKa3aHHEM JIaThl YTBEPXKACHUS aKTa M OOLIEr0 KOJIMYECTBA CHHCAHHBIX YYEOHHKOB Ha OONIYIO
cymmy. Hymepanus 3anuceii o BHIOBIBIINX U3/IaHUSAX U3 TOAA B O/l MPOAOIKACTCS.

3-1 yactb. Wrorm ydera ABWKEHHS (OHIOB. 3amUCBHIBAIOTCS WTOTU JBUKEHHS (HoHJIA
yu4eOHUKOB: 00I1ee KOJINYECTBO MOCTYNHUBIIMX YUCOHHKOB Ha OOIIYI0 CyMMY 3a TEKYIIMH TOJI.
OO01mee KOJIMYECTBO BBIOBIBIIMX YUYEOHMKOB Ha OOIIyH0 cymMmy 3a Tekymuid roxa. OOmiee
KOJINYECTBO YYEOHMKOB, COCTOSIIIMX HA y4eTe Ha OOIIyI0 CyMMy Ha | sSHBaps MOCIEAYIOIIETO
roga. KCY no yueOHMKaM XpaHUTCS B OUOIHOTEKE TTOCTOSIHHO.

2.1.4. VlnnuBuyanpHelil (TpYIIIOBOM) y4yeT y4eOHUMKOB OCYILECTBIISIETCSI B KapTOTEKE yuyeTa
y4eOHMKOB Ha KaTaJIO)KHbIX KapTOUKAaX CTaHJAPTHOIO pa3Mepa.

Ha xaprouke ykaspiBaeTcs OubOnuorpaduueckoe oOnucaHue ydeOHHMKA, CBEICHHUS O
KOJIMYECTBE MOCTYNUBIINX YI€OHUKOB C YKa3aHHEM PErUCTPALIMIOHHOTO HOMEPA.

Ecnu yueOHUK MOCTynaeT HeOAHOKPATHO U HE UMEET OTIUYHSI, KpOME ToJla U3JaHus U LIEHBI, TO
BCE MOCTYIJICHUS 3aHOCATCS HAa €AMHYIO KapTOuKy. Ecnu ke B yueOHUKE BHECEHBI JIOMOJIHEHUS
Y U3MEHEHUS, TO Ha HErO 3aBOJUTCS HOBasi KAPTOUKA.

Kaprouku paccraBisitoTcss B YUETHYIO KapTOTEKy IO KjiaccaM, a BHYTPHM KJIACCOB - IIO
npeaMeraM ¥ 1o andaBuTy (GamMHIMA aBTOpOB WM 3ariaBuil. KapTroukn Ha cCrHmcaHHbIC
y4eOHUKU U3 KapTOTEKHU YydeTa y4eOHUKOB M3MBIBAIOTCS Cpa3y K€ IOCIe MOAMNMCAHUS aKTa O
BBIOBITHH.

2.1.5. B3ameH yTepsHHBIX WJIH HCIOPUYECHHBIX YYEOHUKOB TPUHUMAIOTCS AaHAJOTUYHbBIE
Y4EOHHUKH.

2.1.6. Yuer BbIObITUS yueOHUKOB. CrniucaHue y4eOHMKOB MPOBOJUTCS HE pEXe OJHOTO pas3a B
rof. CrnmcaHHble y4eOHUKU claloTcs B MakynaTypy. CrnucaHHble y4eOHMKH, HaXOAsIIMecs B
XOpOILIEM COCTOSIHMM, MOTYT BbAABaThCsl YydalluMCS JJIs IOJATOTOBKM K OJK3aMEHaM U
nepesaBaThCs s UCIOIb30BaHUs B KaOMHETaXx.

Ha xaxnpiii Bua cnucanus ("Berxue", "YcrapeBume no coaepxkanuto", "YTepsHHbIE
yuTtatensimu”, "XumieHue") cOCTaBIseTCSs aKT B 2 HK3EMIUISIpaxX, KOTOPBIH TMOJMUCHIBACTCA
KOMHCCHEN U YyTBEPKAACTCA JUPEKTOPOM HIKOJIbL. OUH 3K3EMIUISIP aKTa MOJUIEKUT XPAaHEHHIO B
6ubnuoteke, Apyroi mepeaaeTcs Mo paclucKy B OyXraiaTepHro, KOTopasi IpOU3BOJUT CIIUCAHUE
¢ OaaHca IIKOJIbl yKa3aHHOM B aKT€ CTOUMOCTH y4€OHHKOB.

2.1.8. Yuert Bbl1auu yueOHUKOB. brOanoTekapp BbIaeT yUeOHUKH KIACCHBIM PYKOBOJIUTENSAM C
1 mo 11 xmaccel. KonnuecTBO 3K3eMIIIPOB BBIIAHHBIX Y4€OHHUKOB OTMeYaeTcs B 0c000it
TeTpaau Wwin GopMyIsgpax ydamerocs. YUeOHUKHU BbIJIAIOTCS yJalllUMCsl Ha TOJI.

2.2.uBenTapu3auus ¢oHaa yueOHOM JUTEPATYPbI

2.2.1. Jlnsa npoBeAeHNs] MHBEHTApU3aLlUU CO3/Ia€TCsl KOMUCCHS B COCTaB KOTOPOI BXOZSAT:

- TUPEKTOP IIKOJIBL;

- 3aMECTUTENb TUPEKTOpaA 110 aIMUHUCTPATUBHO-X035IICTBEHHOM YacTH;

-3aMECTHUTENb IUPEKTOPa MO YueOHO-BOCIUTATENbHOM paboTe, OTBETCTBEHHBIH 10 00eCeueHUI0
yueOHOI JTUTEepaTypoi;

- efaror-o6uoIuoTEeKaph MIKOJIBI;

- IpeaceaaTesb NpohKoMa MIKOJIBI,



- PYKOBOJUTENIN METOANYECKUX O0BEAMHEHUHN IKOJIBI.

2.2.2. Ilpuka3oMm Mo IIKOJIE Ha3HAYaeTCs] KOMUCCHSI 110 MHBEHTAPU3aLIUU.

2.2.3. VYka3bIBalOTCA CPOKHU MPOBEJICHUS MHBEHTAPU3AIMK M HA3HAYAETCS OTBETCTBEHHOE JIMIIO
3a MPOBEICHNE NHBEHTAPU3ALIUH.

2.2.4. Komuccust OCyIIECTBISIET CBEPKY (POHA CO CIICTYIOIUMHU JOKYMEHTaMHU:

- KHUTa CYMMAapHOTO y4eTa OnOimmoTeuyHoro ¢GoHaa y4eOHHKOB;

- aKThI CIIMCaHusl (MCKITFOYCHHS) YYCOHHKOB U y4eOHO-METOIMUECKHUX ITOCOOHIA;

- JIOKYMEHTBI, yIOCTOBEPSIOUIME BbIAaUYy Y4YEOHHKOB M Y4eOHO-METOAMYECKUX MOCOOuit
YUTATEIISIM.

- HaKJIaHbIC.

2.2.5. Ha ocHOBaHHMH CBEPKHU COCTABIIIETCS aKT O MPOBEICHUN WHBEHTAPH3ALUN OHOIMOTEYHOTO
dona yueOHUKOB OMOIMOTEKH.

2.2.6. Ha ocHOBaHMM COCTaBJIEHHBIX aKTOB COCTaBJISIETCS NHBEHTAPHAsI BEIOMOCTb.

2.2.7. Ilo uToraM MHBEHTapH3aIlMH COCTABIIAIOTCS aKThl HAa CIUCaHHE, U M3JAeTCi Mpuka3 ol
UTOTaxX.

2.2.8.Ha ocHOBaHMM TpuKaza 00 UTOrax WHBEHTApU3ALMHU HPOBOJUTCS CIHUCAHUE Y4EOHOI
JUTEpPaTyphl C yKa3aHUEM IPUYHUH.

2.3. ObecnieyeHne cOXpaHHOCTH 0 GOH/IA YUeOHOH JUTEPATYPHI

2.3.1.@oH1 y4eOHUKOB pACHONAraeTcs M YYHUTHIBACTCS OTACIBHO OT OCHOBHOTO (OHA.
2.3.2. XpaHeHue yueOHUKOB OCYILECTBIISIETCS COITIaCHO AeHcTBYyOmUM MHCTpYyKIUsAM IO OXpaHe
TpyJa U M0KapHOU O€30MaCHOCTH.

2.3.3. Yyer ¢onna yuyeOHMKOB JOJDKEH CIOCOOCTBOBAaTH €ro COXPAaHHOCTH, HPAaBUIbHOMY
(GbOpMHUPOBAHUIO U UCIIOJIE30BAHUIO.

2.3.4. CoxpanHocTh (hoHJ@ OOecreyrBaeTcsi CO3AaHUEM ONTUMANbHBIX YCIOBUI XpaHEHUS U
UCMOJBb30BaHUSI  y4eOHHMKOB, a TaKKe OXpaHOH MX OT TOpPYd U  PACXUILEHHH.
2.3.5. OTBETCTBEHHOCTh 3a OpPraHM3ALMI0 COXPAHHOCTH (oOHIa Y4eOHHMKOB BO3Jaraercss Ha
pykoBoauTtens OV u 3aBeayroniero 6udanoTekoi (megarora-oudaorexaps).

2.3.6. OTBETCTBEHHOCTb 3a COCTOSIHHE€ W COXPAaHHOCTb BBIJAHHBIX YUYEOHHUKOB B TEUEHUE
y4eOHOTO TO/Ja HECYT KIACCHbIE PYKOBOAWTENH, YUYUTEIS-TIPEIMETHUKH, POTUTEIH
oOyyJaromuxcsi (WM 3aKOHHBIC TIPEACTABUTENH), OOyYaroIIuecs, MOJb3YyIoImuecs QOoHIOM
yueOHoil muteparypsl. OHU ke, TPU HEOOXOIUMOCTH, OCYILECTBIISIOT PEMOHT.

2.3.7. B ciaydae yrepu WM HOpUM y4eOHHMKA pOIUTENH (JIMLa MX 3aMEHSIOIIHME) BO3MEIIAIOT
HAHECEHHBIN yIep0 B COOTBETCTBHH C JCHCTBYIOIIUM 3aKOHOAATENHCTBOM (cM.m. 2.3.8.5.2
[Tonoxxenus).

2.3.8. 'paHuIbl KOMIETEHTHOCTH YYaCTHUKOB peaju3anuu [losoxenus

2.3.8.1. /lupeKTop HIKOJIbI

2.3.8.1.1 KoopauHupyeT AesTeNbHOCTh BCEX YYAaCTHUKOB JJIsl peasin3anuu gaHHoro [lonoxenus.
2.3.8.1.2. O0ecneunBaeT ycaoBus AJsl XpaHEHHUs PoHIa y4eOHOM TuTepaTyphl.

2.3.8.2. KinaccHble pyKOBOAMTEIHN U YYUTENA-TIPEAMETHUKHA

2.3.8.2.1 HecyT OTBETCTBEHHOCTbH 32 COXPAHHOCTh Y4EOHUKOB B YU€OHOM rOJ1y:

- YUUTENs MpeAMETHUKH (IOCTOSIHHO B TEUEHHUE rojia: MPUCYTCTBUE YIeOHUKA HAa KaX/I0M YpPOKe,
€ro COCTOSIHUE);

- KJIAaCCHbIE PYKOBOAMTENW [UIsl TMOJydyeHUs Y4eOHUKOB M3 (oHAa y4uyeOHON JUTEepaTyphl:
CBEPSIIOT CBOJIHYIO BEIOMOCTh (OKypHaJI yd4eTa BBIJIa4M y4eOHHWKOB IO KJIaccaM) TMOYYSHUS
y4eOHUKOB OOYYarOIIUMHUCS IO TpEeaMeTaM TI0J] POCHHUCh CO CIUCOYHBIM COCTaBOM KJlacca,
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MEPECYNTHIBAIOT MO KOJUYECTBY, CPABHUBAIOT HAMMEHOBAHUS Y4EOHHUKOB C y4EOHBIM IUIAHOM,
CBEPSIOT TO/1 M3JaHHs YUeOHMKA C BBIAAHHBIM MO CIUCKY (TIPETEH3UH MPEIBSIBIAIOTCS B TCUCHHE
TpeX JHEH);

2.3.8.2.2. CBoeBpeMeHHO HHPOPMUPYIOT 3aB. OMOIHOTEKON O BHIOBITHH y4allerocsl U3 IIKOJIBI.
2.3.8.2.3. KoHTpOIMpPYIOT CBOEBPEMEHHOE MOIY4YEeHUE U BO3BPAT yUCOHUKOB B OMOIHOTEKY.
2.3.8.3. 3aBenyromuii 6u0IM0TEKOI (NMeaaror-0udJIuoTEeKaApPh)

2.3.8.3.1. HeceT 0TBETCTBEHHOCTh 32 KOMIUIEKTOBaHHUE, YUET, COXPAHHOCTh U OOMEH YUYCOHHKOB.
2.3.8.3.2. Opranusyer paboty c¢ ¢GoHAOM Y4YeOHHMKOB, €ro (GopMHUpOBaHHE, OOpPabOTKY U
CUCTEeMaTHU3UPOBAHHOE XPAHEHUE; BbIJAUy U MPHUEM YYEOHUKOB C HEMOCPEICTBEHHBIM y4aCTHEM
KJIACCHBIX PYKOBOJUTENIEH U MHANBUYAJIBHO € yJalllUMHCA (B yueOHOM IIPOLIECCE)

2.3.8.3.3. Bener yuer noctynuBLIed yueOHON JUTEPATyphl U CIUMCaHUE (10 YCTAHOBICHHOW IS
HIKOJILHBIX OMOIHMOTEK Popme), obecrieunBaeT MpaBUIbHOE XPAHCHHE M HECET MaTepHUaIbHYIO
OTBETCTBEHHOCTbH 32 COXPAHHOCTh OMOJIIMOTEUHOTO (POHIa YICOHUKOB.

2.3.8.3.4. Bener paboTy ¢ yyamumucsa mo OepekHOMY OTHOILIEHHUIO K y4yeOHOW IuTeparype,
penynpexaaeT 00 UX COXPAaHHOCTH M O BO3MEILIEHUH yliepOa B cliydyae NOTepH WU MOPYH.
2.3.8.3.5. [IpuHuMaeT B yCTAaHOBJICHHOM MOPSAKE MEPHI K BO3MELIECHUIO yiiepOa, MPUIYHHEHHOTO
110 BUHE YUTaTeNeH.

2.3.8.3.6. Ilo npurnameHuto KJIacCHbIX PyKOBOJUTENEH BbICTYAET HAa POJUTEIBCKUX COOpPAHUSIX
Ha 3JI000/THEBHYIO TeMY (110 COXPAaHHOCTH M OTBETCTBEHHOCTH).

2.3.8.4. OTBeTCTBEHHBIH 32 BbIIa4y JOKYMEHTOB BbIObIBAIOIIMX YYALIHXCS

2.3.8.4.1. KontponupyeT BO3BpaT JUTEPATypbl U yU4eOHUKOB B OMOIMOTEKY (4epe3 oOXOmHOU
JIUCT).

2.3.8.5.PoauTesin y4ammuxcsi KaK 3aKOHHbIE NPeJICTABUTEHN 00sI3aHbI:

2.3.8.5.1. CnenuTh 3a COXpPaHHOCTBIO MOJYYEHHBIX YYEOHUKOB (IpPaBUIBHOE XpaHEHUE U
UCIIOJIb30BaHUE YUeOHOH TUTEpaTyphl);

2.3.8.5.2. Bo3memarb B COOTBETCTBMM C 3aKOHOM M Ha OCHOBaHMM [IpaBun mnosjb30BaHUS
O6nbamoTeKkol yiep0d, HAaHECEHHBIM roCyJapCTBEHHOMY MMYIIECTBY, T.€. ydeOHHMKaM U3 QoHaa
IIKOJIBHOM Y4eOHOU JUTEpaTyphl (€CIM TaKOBOE CIYUYUTCS), TaK KakK SIBISIOTCS 3aKOHHBIMU
MPEJICTaBUTENIMUA 00Y4arOIIEerocs.

(Ocnosanue: 3axon «O 6ubauomeunom deney Poccutickas @edepayus Pedepanvubiii 3axon « O
oubruomeynom deney npunam I ocyoapcmeennou /fymou23 nosopsa 1994 2o0a (c usmenenusmu
Ha 3 urons 2016 coda)(pedaxyus, deticmeyrouas ¢ 3 okmsaopsa 2016 2o0a)

Cmamus 9. OmeemcmeenHocms nov3osamereti OuUbOIUOmMeK

1. Ilonvzoeamenu 6ubuomex 00s3amsl COOI00AMb NPABULA NONL30BAHUSL OUOTUOMEKAMU.

2. Ilonvzoeamenu Oubnuomex, Hapywusuwiue npasuia noab308aHUs OubIUOMeKamu U
npuyuHuGuiUe OubIUOMeKam yujepd, KOMNeHcupylom e2o 6 pasmepe, VCMAHOBNEeHHOM
NPABUIAMU NOJIL30BAHUSA OUOTUOMEKAMU, A MAKHCe HeCYm UHVIO OMBEMCMEEHHOCMb 8 CYYasX,
npeodyCMOMPEHHbIX OeUCMBYIOWUM 3AKOHOOAMEeNbCMBOM.

3. Bzamen ymepanHbIX U1y UCNOPYUEHHBIX Y4eOHUKO8 NPUHUMAIOMCA Opy2ue KHUSU, HeoOX0oumble
wKone, YYeOHUK 3aMEHAEeMCs PAGHOYEHHbIM UWIU 63UMAEMCs HOMUHAIbHAA CMOUMOCHb
VueOHUKaA.

4. Ecnu yueOHUK ymepAH UAU UCNOPYEH YUAWUMUCA, pooumenu (1uya 3ameHsaoujue)
go3mewaiom yujepd nymem npuodpemeHus pagHoYeHHo20 yY4eOHUKA.

2.3.8.6. Ilonb3oBaTtenu y4eOHMKOB M Y4eOHOH JMTepaTypbl WIKOJbLHOW OHOJMOTEKH
00s13aHbI:



2.3.8.6.1. CoOmromath mpaBWiia TMOJIb30BAHMS IIKOJBHBIMA Y4YeOHMKaMU U  y4eOHOH
JITEPATYpPOl.

2.3.8.6.2. bepexHO OTHOCUTHCS K IPOU3BEICHUSAM TI€UaTH:

- B T€YCHUE CPOKa IOJIb30BAaHUS Y4EOHUK JOJDKEH MMETh NMPOYHYIO OOJIOKKY, 3alIMIIAIONIYIO
€ro OT MOBPEKICHUH U 3arpsI3HECHUN;

- He OpocaTh Y4eOHHMKH, HE TI0JIBepraTh UX TpaHChHOopMaIuu;

- HE BBIPBIBaTh, HE 3aru0aTh CTPAHULIbI, HE BKJIAIbIBATh B YYEOHUK MTOCTOPOHHUE MTPEIMETHI:
ABTOPYUKH, JTUHEHKH, KapaHJallly U T.IL.;

- He JieNiaTh B y4eOHHUKaX MOTYePKUBAHUS, TIOMETKU KapaHIallloM WM PYYKOil (JomycKaeTcs
TOJILKO MOJAIUCH YUeOHHUKA HA TUTYJIBHON CTPAHUIIE KapaHAAIOM WU PYyYKOil);

- Oepeub OT MOMaAaHus BOJbI (HOCUTh y4eOHUKH B TOPT(hesix);

- JIoMa XpaHWUTh, YUCOHUKH B OTBEJICHHOM JUI HUX MECTE, HEJOCTYITHOM JJIsl MAJICHBKUX JeTeil
U JIOMAITHHUX JKUBOTHBIX, OTIAJIEHHOM OT UCTOYHHUKOB OTHS U BJIATH;

- He paboTarh ¢ y4yeOHHKAMH TPSA3HBIMH PYKaMU — 3TO HE TOJBKO 3arps3HUT y4eOHHK, HO H
OyZIeT ABIATHCSA MEPEHOCYUKOM Pa3IMUHbIX HHPEKINOHHBIX 3a00JI€BaHU.

2.3.8.6.3. [Ipu nony4yeHnn JOKyMEHTOB U3 (OHIa yUCOHUKOB:

2.3.8.6.3.1. YOeautbcst B OTCYTCTBUU N1e(DEKTOB, a IpU OOHAPYKEHUH TMPOUH(GOPMHUPOBATH 00
STOM KJIACCHOTO PYKOBOAUTEINS M OMOIMOTEeKapsi, MPUHATH MEPHI IJIs1 PEMOHTA:

- pemoHT ydeOHmKa (kiedka) mpousBoautcs kieem [IBA u Oymaroii, ecnu OJOK KHHUTH
MOJTHOCTBHIO MJIM YaCTUYHO OTOPBAaH OT OOJIOKKM (CYIIUTh KHUTY IIOCIIE KJICHKH B TEUYCHUE
CYTOK), 3aT€M, TP HEOOXOAUMOCTH, IIPOKIIEUTH MPO3PAUHBIM CKOTYEM;

- pa3opBaHHbIC UM OTOPBAHHBIC JIMUCTHI, TOTEPThIC YIJIbl MPOKJICHBATH MPO3PAYHBIM CKOTUEM C
ob0eux ctopoH (Ooznee moapoOHas HMHCTPYKLHUSA MO PEMOHTY Y4eOHMKOB M KHHUT HMEETCS B
6ubnuoreke); yueOHUK, OTPEMOHTHPOBAHHBIN HEKAYEeCTBEHHO, BO3BPALIAETCS Ul MOBTOPHOIO
pPEMOHTA.

2.3.8.6.3.2.Ecnmu y4eOHMK HE MOJUIEKHUT PEMOHTY — 0OpaTUTbCi B OMOIMOTEKY HE IMO3HEE
CEHTAOPS [UIs 3aMEHBI yUeOHUKA WIIM OTMETKH O HefoveTax. B KoHIle y4eOHOro roa MmpeTeH3nu
0 HeloveTax He MPUHUMAIOTCS, M BUHA BO3JIaraeTcsi Ha 00yJaromerocs.

2.3.8.6.3.3. Bo3Bpamath JOKYMEHTHI B IIKOJbHYIO OUOIHOTEKY:

- B YCTaHOBJICHHbIE CPOKM (rpauK craud yueOHUKOB B KOHIIE Y4eOHOro rojaa Juis Kakaoro
KJ1acca (CpOKHM OTOBAPUBAIOTCS C KIACCHBIMU PYKOBOAUTENIIMU MHIUBUAYAJIBHO);

- Tpu BBIOBITUU paHBIIE CpOKa OOYYEHHS — cladya Y4YeOHHMKOB KJIACCHOMY PYKOBOJMTENO (B
UCKITIOYUTENBHBIX CIy4asx: OOJe3Hb KIACCHOTO PYKOBOAMTENS WU IPYTHe YBaKUTEIbHbBIE
MPUYMHBI OTCYTCTBUS Ha pabodyeM MecTe);

- HOBBIC (HCI/ICHOHB3OBaHHBIe) y‘-IC6HI/IKI/I, IMMOJIYYCHHBIC B Ha4YaJIC yqe6H0ro roga, JOJXXHbI OBITH
CAaHbI B OTJIMYHOM COCTOSHUU,

- y4eOHUKH, UCTIOJIb30BAaHHBIE B yU€OHOM Ipolecce 2-3 rojia, - B XOpOLIEM COCTOSIHUH;

-y4eOHMKH, HCIIOJIb30BaHHBIE HECKOJIbKO JIET, B TOTPEOHOM COCTOSIHMM, AaKKypaTHO

MOJIKJICCHHBIE.

2.3.8.6.4. 3aMeHATh y4yeOHMKM ILIKOJBHOW OMOMMOTEKH B Cllyyae MX YTpaThl MJIM HOPYM UM

PaBHOIICHHBIMH, JINOO KOMITEHCHPOBATh YIIepOd B pa3Mepe, YCTAHOBICHHOM IpaBHJIAMH

MTOJIb30BaHUS IIKOJIHHON OMOIMOTEKOM;

2.3.8.6.5. IIoMHOCTBIO paccUUTAThCS CO MIKOIBHON OMOIMOTEKOM 0 OKOHYaHUH Y4eOHOTr0 roja.
3. OcHoBHO# GoH

3.1. Y4er ocHOBHOTO (poHIA



3.1.1. Exunuus! yuera:

OcCHOBHBIE €IMHUIIBI YU€Ta TOCTYIUIEHUH U BBIOBITHS B OMOIMOTEYHOM (poHE:

- Ha3BaHUE — KaX/JI0€ HOBOE WJIM MOBTOPHOE W3JaHME, JAPYrOdl JOKYMEHT OTIMYAIOIIUECS OT
OCTaJIbHBIX 3arJaBHEM, BBIXOJHBIMHU JTAHHBIMH WIH APYTUMH JIEMEHTaMU 0(hOpMIICHHUS;

- 9K3eMIUISIp — KaKAast OT/IeNbHAs €IMHUIIA TOKYMEHTa, BKJII0YaeMasi B (JOH/] MITH BHIOBIBAIOIIAS
U3 HETO.

OOmas BenmuuHa (POHAA YIUTHIBACTCS B 9K3EMIUIIPAX U HA3BAHUSIX.

OCHOBHBIMHU €TMHHUIIAMHU Y4€Ta MEPUOUKH SBISAIOTCS SK3EMIULIP ¥ HA3BaHHUE.

- JUISL J)KyPHAJIOB — DK3eMIULIp (TOM, HOMEp, BBIIYCK) M Ha3BaHHE M3IaHUS 32 BCE TOJBI €TO
MOCTYIUICHUS B (QOH/.

- JUIS Ta3eT — eIMHUIIEH ydeTa, sIBJIETCS TOJ0BOM KOMIUIEKT M Ha3BaHUE Ia3eThl 3a BCE I'OJbI
MOCTYIUICHUS B (QOH/.

Enununamu ydera ¢GoHIAa SIEKTPOHHBIX W3JAHWNA SIBISIFOTCS: JWCKETAa W ONTHYECKUIN
auck (CD-ROM u mynbTrMena), a Takke Ha3BaHUE: JUCK — MPHIOKCHUE HE YUUTHIBACTCS KaK
OT/ICNIbHBIN IK3EMIUISIP, €CIIH MPEACTaBIseT COO0M BKIIAIKY(BIIOXKEHHE) B U3/JaHUE.
3.1.2.Buabl ¥ NOPSIAOK ydera
OcymiecTBisieTcs 1Ba BUa yuyeTa OCHOBHOIO ()OHJIa: MHMBUIyaIbHbBIN U CyMMapHBIH.

[Tpu ydere nmoctyniaeHus TOKyMEHTOB B (DOHJ BBIACISAIOTCS JOKYMEHThI BPEMEHHOI'O XpaHEHHUS,
KOTOpbIe He cTaBiATCsA Ha Oamanc. K HUM oTHocsaTcs Opomrtopel: (00beM 10 48 ¢); JTHCTOBKH
(06beM 110 4 c); KaleHAapu; IUIaKaThl; METOJAWYECKUE Pa3pabOTKH; IPOrpaMMbl; MaTepHallbl,
MOJJIeXkKAIIUE TIOCTe CIUCAaHUS pa3jade ydaluMcs M TenaroraMm (JOKyMEHThl OuOIMoTexa
OIpEEIAET CAMOCTOSITENILHO).

3.1.2.1. CymmapHblii y4ét

CymmapHOMY yd4eTy MojuiexaT BCe BHJIbI JOKYMEHTOB (Kpome raser). [IpousBonutcs
y4eT, HapTUSAMH 110 OJHOMY COIPOBOJUTEIBLHOMY JOKYMEHTY (cueT-(pakTypa, HaKJIaaHas, aKT).
B ciiyuae oTCyTCTBHS CONPOBOAUTENBHOTO JOKYMEHTA COCTABISETCS aKT IpUeMa.
®opMoil cyMMapHOIro yuyeTa sBISeTCS KHHUra B TPAJULMOHHOM WJIM MAallMHOYMTAEMOM BUJE.
«Knura cymmapnoro yuera (KCV) cocrout u3 3-x gacrei:

- yacth |1 — «[loctynnenue B poHm»;
- yacTh 2 — « BeiObITHE U3 PoHIAN;
- yacTh 3 — « Utoru aBmxeHust GoHaay.

3anucyr B KCVY Benmercss ¢ MOMEHTa MOCTYIJIEHHS B OMOJIMOTEKY MEpBOM mNapTuu
JIOKYMEHTOB.

CBefieHHs O MOCTYNUBIIMX B OMOIMOTEUHBIH (DOHI JOKYMEHTax (UKCHpyroTca B 1-i
gacth KCVY « Ilocrymuienne B (oHI» B TOKa3aTeNlsx: JaTa U HOMEp 3alUCH, HCTOYHUK
MOCTYIUICHUs, HOMEp U /WK JaTa CONPOBOJUTENHHOIO JOKYMEHTA, KOJMYECTBO MOCTYIMUBIINX
JOKYMEHTOB (BCEro, B TOM 4YHCIJIe, MO BUIAM, COAEPKAHHUIO), CTOMMOCTh MPHOOPETEHHBIX
nokyMeHTOB. Hywmepanus 3amuceit 13 roja B rojl IpoAoHKaeTcs.

CBezeHus 0 BBIOBIBIIMX M3 OMOIMOTEKH JTOKYMEHTOB OTpaxkaercs, Bo 2 —i yactu KCVY/
Hymepanus uckinouenus ( «llepenano», «Crnucano mo BETXOCTU» U T.I1.).

[Toctynnenne MUKpO(OPM, 3IEKTPOHHBIX H3JAHMNA HA MAITMHOYUTAEMBIX HOCHTEISX(
CDROM wu wMynpTuMenua, auckera) orpaxkaercs B nepBoil uvactu KCVY ¢ panpHeimein
JieTaau3alye mo BuaaM JT0KyMEHTOB.
3.1.2.2. UnauBuaya bHbIA y4eT



WHauBUYyalbHBIA y4YeT Ka)XJ0To SK3eMIUIIpa JOKYMEHTa WIN KaKJOro Ha3BaHMs JOKyMEHTa
IPOU3BOIUTCS C IIOMOIIbIO METOJOB HWHBEHTapu3allMM C I[PUCBOEHUEM JOKYMEHTY
MHBEHTAPHOTO HOMEpa WM PETUCTPallM JOKYMEHTa O€3 IMPHCBOCHHS €My WHBEHTAPHOTO
HoMepa. VIH1uBHUlyalIbHBIM HOMED 3aKpEIUIIeTCs 32 JOKYMEHTOM Ha BCE BPEMsI €70 HAXO0KICHUS
B (oHIE OUOTMOTEKH.

dopMaMu MHIMBUAYAJIBHOTO ydeTa JIOKYMEHTOB SIBIISIOTCS KHMJKHAs (MHBEHTAapHas KHHIa),
KapToyHas (KapTouyka YYeTHOro KaTajora), jKypHal Yydé€Ta HEeTpaJAMLUOHHBIX HOCHUTEJIEH
uHpopmanuu.

@®opMbl HMHAMBHUIYaIbHOIO YydeTa JOKYMEHTOB B 0053aTEIbHOM MOPSAKE TOJDKHBI
COJIEpIKaTh CIEAYIOLIME [TOKA3aTEeIN: AaTa 3allMCH, THBEHTAPHBIM HOMEp, aBTOp U 3arjaBue, roj
U3JJaHKS, [IeHa, HOMEP aKTa BBIOBITHSI.

B npumeuanun ykasplBaeTCs HaJM4MEe U BUJ IPHIOKEHNS K OCHOBHOMY JJOKYMEHTY.
JIOKyMEHTBI, 3alTUCaHHbIC B MHBEHTAPHYIO KHHUTY, OTHOCATCS] Ha OajlaHCe MIKOJIBI.

VHBeHTapHbIE KHUTH XPaHATCS B OMOIMOTEKE TOCTOSIHHO.

CrpaHunpl B MHBEHTAPHOM KHUTE€ HYMEpPYHOTCs. TUTYNbHBIM JUCT U €ro o0OpoTHas
CTOpPOHa B HYMEpALMIO CTPAaHUL[ He BXoauT. Ha Kkaxmoil crpouke nenaercs OAHA 3aluCh.
VHBeHTapHbIe KHUTH UMEIOTCS IBYX BHUJIOB.

Kaxnpi sk3eMIuBsIp AOKYMEHTa, IOJICKAIIUMNA WHBEHTApU3ALMM, 3alUChIBACTCS B
MHBEHTApHYIO KHUTY U TIOJy4YaeT OTAEIbHBIN, JIUIIb €My IPUCBOECHHBIN HOMED.

Howmep npocrasisiercsi Ha KaXA0H CTPOYKEe MHBEHTApHOW KHHUTH, BO M30eKaHUE OMHOOK
HOMEp IPOCTABIISETCA 10 3allUCH U3/IaHUS B MHBEHTAPHYIO KHUTY.

HeoOxoauMele Ui 3amMcd B HMHBEHTapHYIO KHUTY CBEJIEHHMs O KHHUre Oepyrcsi ¢
TUTYJIBHOTO JIMCTA, HEJOCTAIOIINE CBEICHHSI — U3 BBIXOAHBIX JaHHBIX.

B rpade «ABTOp 1 3arnaBue» NpUBOIUTCS (haMUIIKs aBTOPA U 3arjaBHe U3JaHMUs.

WNHunmansl aBTOpOB HE YKa3bIBalOTCS; NPU HAJIMYMU JIBYX aBTOPOB YEpE3 3alsTYIO
nuIyTess GamMuiIuu 000MX; NpU HAIUYUMU TPEX aBTOPOB MHIIETCA (aMHIUS IEpPBOro C
YKa3aHUEM «H JIp.»; MpU HAJIWYUM YETBIpEX U OoJjiee aBTOPOB HM3JaHHE 3alUCBIBAETCS MOJ
3arinaBueM. Mexnay Qamwivell aBTopa M 3arjaBUeM HE CJEIyeT OCTaBIATH CBOOOIHOIO
IPOMEXYTKA WIM CTaBUTh THpe. He crneayeT Takke 3akitoyaTh 3arjaBue B KaBbIYKU. 3arjaBue,
COCTOSIIIIEE U3 HECKOJIBKUX CJIOB, pa3pellaeTcsl COKpaaTh, HO TakK, YTOObI MOXHO ObUIO MOHSTh
ero cmbici. Ilpu 3anucu yMHHOTO 3arnaBus (6osee 5 CI0B) 3aNUCHIBAIOTCS MEpBbIE 2-3 ClIOBA.
O0s13aTenbHO YKa3bIBAIOTCS MOPSAIKOBBIE HOMEpa TOMOB, YaCTeH U BBIITYCKOB.

IIpu 3anmcu Ha OJHOM cTpaHuIE IyOJETOB OJHOIO M TOrO JK€ JOKYMEHTa WU
MHOT'OTOMHOTO U3JIaHMSI C OJJHUM 3arJIaBUEM B MTOCIEAYIOIUX CTPOKAX rpadbl CTaBIT KaBBIYKH U
YKa3bIBaIOT (TMpY 3allMCU MHOTOTOMHBIX M3JaHHi) OPSAIKOBBIM HOMEp TOMA.

B rpade «l'on u3ganus» ykasplBaloTCs JABE MOCIEAHUE IU(PPHI ToJa BHIX0A, TOKYMEHTa
B cBeT. Eciii 0OHO BBIMYIIEHO B APYyroM BeKe, TOTJa rojl JOKyMEHTa MUIIETCs MOJHOCThIO0. [Ipu
3alyiCy Ha OJIHOM CTpaHMIle MHBEHTAPHOW KHWUTM NPOU3BEIEHUI C OJHUM TOJOM H3/aHus, B
HOCJEIYIONUX CTPOKaX Ipadbl CTaBATCS KaBbIUKH.

I'pada «Ilenay, pasnenena Ha ase noarpadsl: pyoau u koneiiku / 47.00/

B rpade, B koTopoM 0popMIIEHO UCKITIOUEHHE JAHHOTO JOKYMEHTA, YKa3bIBalOT HOMEp aKTa, U
yepe3 TUpe — MocienHue JBe UGBl IoJ ero cocTaBieHus, Hampumep:« 4-07». B rpade
«IIpumevanue» yKa3bIBalOTCS UCHPABIEHUE OIIMOOK, JOIMYIIEHHBIX MPHU 3allCH B UHBEHTAph;
pa3HOTO pojna cephe3Hbie NedeKTh, 0OHApYyKCHHBIE B JOKYMEHTE, OCOOCHHOCTH Hamboiiee
LEHHBIX U3aaHuil. McrpaBieHHble OMMOKY T0JKHBI OBITH 3aBEpEHBI 11€1aroroM-0ndanorekapeM
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U JUPEKTOPOM IIKOIbl. KaXIblii TOKYMEHT 3allMCBIBAETCS Ha S3bIKE OPUIMHANA YEpPHUIAMU
(macroif) uepHOro (CMHEro) IBeTa. 3allUCM B HMHBEHTAPHOW KHUTU CJIEAYET IPOU3BOIUTH
aKKypaTHO, pa300p4YMBBIM MOYEPKOM. Bpomrtopsl W mepuoauveckue M3JaHus B MHBEHTapHBIC
KHUTH HE BHOCSITCAL.

3.1.3.Uckr04eHne JOKYMEHTOB

3.1.3.1. IlepeyeHb NPUYHH UCKIOYEHUS TOKYMEHTOB U3 GoHaa:

«BETXOCTh ((PM3UYECKUN H3HOC), Ne(PEKTHOCTh, YCTAPEJIOCTh IO COJACPIKAHMIO, JTYOJICTHOCTb,
HEeNpo(pUIBLHOCTb, yTpaTa( C yKa3aHHEM KOHKPETHBIX OOCTOATENIBCTB YTpaThl: Ipomaxa u3
(OHIIOB OTKPBITOTO JIOCTYIIA, yTeps YUTATENIAMH, XUIIEHUE, B pe3yiIbTaTe O€CTBUNA CTUXUIHOIO
¥ TEXHOT€HHOTO XapaKTepa, [0 HeyCTaHOBJICHHBIM ITPHUYUHAM /He0CcTavya/)y.

3.1.3.2. OpopmiieHne BBIOBITHSI JOKYMEHTOB U3 O0M0IM0TeYHOr0 oHma

BriObiTHe 1OKyMEHTOB U3 (GoHAa 0hopMIIsIeTCs aKTOM 00 MCKIIFOYEHUH B 0TOOpaXkaeTcs
B «KHHTe cymMmmMapHOTro y4era» u B pOopMax HHIMBHIYAJIHHOTO y4yeTa poHa.

B kaxnom akre (QUKCHPYIOTCS CBEIEHHMs O JOKYMEHTaX, HCKIIOYaeMbIX IO OJHOM
OpUYMHE: BETXOCTh((pu3nueckuii u3HOC), AEPEKTHOCTh, YyCTApeaoCTh IO COJACPKAHUIO;
NyOJIeTHOCTb, HE NMPO(UIBHOCTb, yTpaTa (C yKa3aHHEM KOHKPETHBIX OOCTOSITEIbCTB YTpPAaThI:
nponaxka u3 GOHJOB OTKPBITOTO JOCTYIA, YTEPsl YNTATEIAMU, XUILEHUE, B pe3ysbTaTe OeaAcTBUI
CTHUXUIHOTO M TEXHOTEHHOTO XapaKTepa, 110 HEYCTaHOBJICHHBIM MPUYMHAM /HEeA0CTada/)».

AKTBI Ha CIIMCaHHE JOKYMEHTOB BU3UPYIOTCS WHBEHTAPU3ALMOHHOM KOMHUCCHUEH II0
COXpaHHOCTH (POHIOB. 3aBU3UPOBAHHBIEC AKTHI YTBEPXKIAIOTCS TUPEKTOPOM IIKOJIBI.

K akty npunaraercsi Ciicok JOKYMEHTOB, MOJIEKAILNUX CIIUCAHUIO.

Ha ocHoBanuMm axkToB 00 MCKJIIOYEHMHM KHUI Oyxrajrepus cHuUMaeT ¢ OanaHca
OMOTMOTEKH CTOMMOCTh BBIOBIBIIUX JTOKYMEHTOB.

ITpu BBIOBITHM M3/IaHUI, HE COCTOALIMX Ha OanaHce OMOIMOTEKH (MepHOAMKaA, OPOIIIOPHI
U T.I1.), COCTABIISIETCS aKT, KOTOPBIA B OyXTrajaTepuio He Nepeaaercs.

KonnyectBO [1OKyMEHTOB, CHHMCAaHHBIX [0 3TOMY akTy, BBIUMTAeTCA U3 OOLIEro
KOJIMUECTBa JOKyMeHTOB, 3anucaHHbiX B KCVY (wacte 3. Utorm npwxkeHuss OHOIMOTEYHOIO
donma).

JIOKyMEHTBI, IPUHATBIE OT YMTATeNell B3aMEH YTEpsSHHBIX, puKcupyrorcs B «Terpamau
ydeTa KHUT U Jp. TOKyMEHTOB TPUHATHIX OT YUTATeNel B3aMEeH yTepsHHbIX». Ha ocHoBaHWmM
CIENaHHBIX B HEHM 3amuced COCTaBIAIOTCS aKThl HAa TOCTYIUIGHHE U BBIOBITHE, KOTOpBIE
PETUCTPUPYIOTCA B cOOTBETCTBYOMUX YacTax «KCY Oubnmoreunoro GpoHma»

JIOKYMEHTBI, HCKJIIOYaeMble, Kak Hempo(puibHble M JIyOleTHble, MOTYT OBITh
0€3BO3ME3/1HO MepejaHbl B MOPAAKE KHUTOOOMEeHa B Ipyrue OMOIMOTEKH 10 aKTy.

CBenenuss O BBIOBIBIIMX M3 JACUCTBYIOIIMX (OHAOB OMOTMOTEKH JTOKYMEHTax
PETHCTPUPYIOTCS B COOTBETCTBYIOIIMX rpacdax BTopoit yactu KCY / ¢ ykazaHuem NpUYUHBL/.
Wudpopmaniisg o BBHIOBIBIINX JOKYMEHTAaX OTpa)kaeTcs BO BCEX YYETHBIX (opMax, KaTauorax,
WHBEHTAPHBIX KHUTAX.

3.2. UuBeHTapu3anus 0nd1uore4Horo ponga

3.2.1. uBenTapu3aius OuO6IMOTEUHOr0 (POH/IA MIKOIIBI OCYIIECTBIISETCS C LIE€TIbI0 KOHTPOJIS HaJl
COXPaHHOCTHIO ¥ 3((HEKTUBHOCTHIO UCIIOIB30BAHUS TOKYMEHTOB.

3.2.2. NuBeHTapu3anus 6MOIMOTEYHOro (OHIa MPOBOIUTCS MO TPeOOBAHUIO aJIMUHHUCTPALUU
TIKOJTBI.



3.2.3. VMHBeHTapu3alMOHHAsI BEIOMOCTb COJEPKUT HAMMEHOBAHUS OCHOBHBIX CpENICTB, AATy
npuoOpeTeHusi, WHBEHTAPHBI HOMEp, KOJUYECTBO, CTOMMOCTb €IWHUIBI JIOKYMEHTA,
CyMMapHasi CTOMMOCTb JOKyMEHTOB OUOIMOTEYHOTO (POHA.

3.3.4. llHBeHTapu3alMOHHAas BEAOMOCTb IPUMEHSETCS MpPU OTCIC)KUBAHUM  LIEJIEBOTO
UCIIOJIb30BaHUsl OMOIMOTEYHOTO (QOH IA.
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