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IHoJi0:xeHue 0 nopsiAke yuéra OMOIHOTEYHOro (pOHIA y4eOHOM JINTEepaTyphI

1. O6mme nmoJio:keHust

1.1. Hacrosimee Ilomoskenue pa3paboTaHo B cOOTBETCTBUU ¢ DefepaabHBIM 3aKOHOM OT
29.12.2012 Ne 273 - ®3 «OO6 oOpazoBanun B Poccuiickoit ®Denepamun», I[Ipukazom
MunkyneTypel PO ot 08.10.2012 Nel077 «O6 yrBepxkaennu Ilopsiika ydera JOKYMEHTOB,
BXOJSIIMX B COCTaB OmOMMOTeyHOro GOHAa» M YCTaBOM MYHHITUNIATBHOTO OFOKETHOTO
obmeoOpazoBaTebHOTO yupexkaeHus «Mapu bymspckas ocHoBHas 001eo0Opa3oBaTenbHas
1IKoJ1a» MyClIIOMOBCKOTO MyHHUIIMIAILHOTO paitoHa PecryOminku TartapcTaH.

1.2.  Hacrosmee IlonoxxeHne  periaMeHTHPYeT B MYHUIMMAIBHOE  OIOJHKETHOE
obmeoOpazoBaTenpbHOE  yupexkaeHue «Mapu bBymspckas ocHoOBHas o00mieoOpa3oBaTeabHas
mkona» (manee — Illkona) mopsimok ydu€ra OmOimoreyHoro (oHa y4yeOHOUM JMTEpaTypsl
pa3paboTaHO B IIENIAX YCTAaHOBJIGHHS EIUHOrO MOpsaka y4éra OuMOIMOTEHHBIX TOKYMEHTOB;
CO3JaHMSI YCIOBHM JUIsl COBEpIICHCTBOBAHUS OpraHM3allMi TpyJa W BHEIPEHUS CPEICTB
KoMIbloTepu3anuu B oudiaunorexe LIKombl.

2. lopsinok yuéra ponga yuedHOI JuTEPaATyPbI

2.1. K ¢onny ydeOHOH sHTEpaTyphl OTHOCATCS: BCE YYCOHHMKH; ydeOHBIC IOCOOMS;
COOPHUKHU yIpa)XXHEHUH U 3a/1a4; KHUTH JUI YTE€HHs; XpeCTOMaTHH; pabouue TeTpaiu.

2.2. Yuér 6ubmmoTteyHoro ¢oHaa y9eOHUKOB CIIOCOOCTBYET €0 COXPAaHHOCTH, MPABHIILHOMY
(GOopMHUpPOBaHHMIO U LIEIEBOMY HCIOJb30BaHMIO. Bce omepaumu mno yuéry, CBepke JaHHBIX
O6ubimoTeKapeM NPOU3BOAUTCS €KETr0/IHO.

2.3. VYdyer OubanoreuHoro ¢oHga y4eOHOW JIMTepaTypbl OCYIIECTBIISETCS NOKYMEHTaMU:
"Kuura cymmapnoro ydera" (masee — KCVY), "Kaproreka ydera ydeOHON JuTeparypsl”,
«Terpanp peructpanuu y4€THBIX KapTOueK Yy4eOHOH JuTepaTypbl», "TeTpaap ydera ydeOHBIX
MaTepHalloB BPEMEHHOTO Xapakrepa', 3JeKTPOHHBIM (poHIOM yuyeOHOI JuTeparypsl (nanee —
DOVII).

KCY no yyeOHukam xpaHuTcst B OMOIMOTEKE TOCTOSHHO.

2.4. KCVY Bené€res B TpeXx 4acTAX:

1 4gacte. Iloctymnenue B Qonza. Ilocie nomydeHuss yd4eOHMKOB 3amuchiBaeTcst oOriee
KOJIMYECTBO U UX CTOMMOCTB, C 00s3aTE€NIbHBIM yKa3aHHMEM HOMEpa M JaThl COMPOBOIUTEIHHOTO
nokymeHTta. Hymepauus 3amnuceil 0 NpUHATHIX U3aHUSAX U3 TOAA B TOJ1 IPOI0JIKAETCS.

2 yacte. BpiObITHE U3 (oOHIA. 3amUCHIBAIOTCS HOMEpa aKTOB Ha CIHCaHHE y4eOHHKOB C
yKa3aHMEM JaThl YTBEPXKJAEHUS aKkTa U OOLIero KOJIMYECTBA CHUCAHHBIX YUeOHMKOB Ha OOIIyIO
cymmy. Hymeparus 3anuceit 0 BRIOBIBIIMX M3AaHUSAX U3 TOAA B TOJ IIPOI0JDKAETCS.

3 uacte. Utorm yuéra napwxeHus (OHIOB. 3amMCHIBAIOTCS WTOTH JBIDKEHHsS (OHIA
y4eOHUKOB: 00I1lee KOJUYECTBO MOCTYMUBIIMX YU€OHMKOB 3a TEKYIIMH roj, Ha cymmy. OOmee
KOJIMYECTBO BBIOBIBIIMX YYEOHHKOB 3a TEKYyIMIMH Troj, Ha cymMmy. OOmiee KOJIMYECTBO
y4eOHUKOB, COCTOSIIIUX Ha | sSHBapsl MOCIEAYIOLIETO ro/ia, Ha CyMMY.



2.5. UnauBuyanbHelid (TpynmnoBoii) y4€T yd4eOHHMKOB OCYHIECTBISICTCS B KapTOTeKe ydéra
y4eOHUKOB, Ha KaTaJOKHBIX KapTOYKaxX CTaHAAPTHOTO pa3mepa. Ha kaprouke yka3bpIBaeTcs
oubnuorpaduueckoe onucaHue ydeOHUKA, CBEACHHS O KOJMYECTBE MOCTYIMHUBIINX YISOHUKOB C
ykazaHueM IeHbl. Ecin y4eOHMK MOocTynmaeT HeOJHOKPAaTHO M HE MMEET OTIMYMS, KpOME Troja
W3JAaHUA U LEHBI, TO BCE TOCTYIUICHHS 3aHOCATCS Ha €IUHYI0 KapTouky. Eciu ke B ydeOHUKe
BHECEHbI JIONOJIHEHHUS U M3MEHEHMs, TO Ha HEro 3aBOJUTCS HOBass Kaprouka. Kaprouxku
paccTaBiISIOTCSA B YUETHYIO KapTOTEKy IO 00pa3oBaTeIbHBIM 00JacTsM, BHYTPH — IO KJaccaMm.
Kaproukn Ha crucanHble y4eOHMKH M3 KapTOTEKH Y4€Ta y4eOHHMKOB HM3BIMAIOTCS Cpasy ke
IIOCJIE TIOJIMCAHUS aKTa O BBIOBITHH.

2.6. Yuéry noanexar Bce BUJbl y4eOHUKOB.

2.7. B3aMeH yTepsHHbIX WUJIM UCIOPYEHHBIX YUEOHUKOB WJIM KHUT JIOIIYCKAaeTCsl BO3MEIIECHHE
yuTaTtensiMu ymepba B (opme 3amMeHbl yTEpSIHHOro y4yeOHMKAa WM KHUTH.  Y4eOHHKH,
yTepsiHHbIE U MPHUHATHIE B3aMEH, YUUThIBatOTCS B "TeTpaau ydera yTepsiHHbIX Y4€OHUKOB U MX
3aMeHBbI".

2.8. Yuér BbIObITHS yueOHUKOB. CricaHue y4eOHHUKOB MPOBOJIUTCS Mo HeobxoaumocTH. Ha
KOKIBIH BHJI CIMCAHUS COCTaBISIETCS aKT, KOTOPBIM MOJNUCHIBAETCS KOMHCCHEW U
yrBepkaaerca aupekropoM Ilkonbl. Ok3eMIuslp akTa XpaHuTcs B OuOnHMOTEKe, KOTOpas
MIPOM3BOIUT crircanue ¢ Oananca [IIkosbl yka3aHHOM B aKT€ CTOMMOCTH Y4€OHUKOB.

2.9. Y4eOHUKHM, HaXOSIIUECS] B XOPOIIEeM COCTOSIHUH, TIOCIIC CIIUCAHUS MOTYT BBIIABaTHCS
y4YaiumMmcs A7 HOArOTOBKY K AK3aMEHaM UJIH B yueOHble KaOMHETBHI.

2.10 bubnmoTteka BeAET y4eT COCTOSIHUSI U IBIKEeHUsI yaeOHoro ¢onma B popmare DDVYII.

3. llopsigok yuyéra BblgauM yUeOHUKOB
3.1. Beimaua yueOHUKOB OCYIIECTBIACTCS OMOIMOTEYHBIM PAOOTHUKOM B KOHIIE WJIH TIEPE]
Ha4yaJoM y4eOHOTO To/ia.
3.2. V4eOHUKHM BBIJAIOTCS YYalIUMCS HA OJMH YYEOHBIH TOJM. YUEOHUKH, MO KOTOPBIM
oOyueHue BeAETCs 1Ba WM HECKOJIBKO JIET, MOTYT OBITh BbIIaHbI YYalTUMCS HAa HECKOJIBKO JIET.
3.3. ®opmoit yuéra BbIJaUM YU4€OHHUKOB SBJISETCS: BKIAIBIINI B (GOPMYJSIp TOJIH30BATEIIS;
KypHaJI BbIJAYU Y4€OHUKOB.

4. BpiObITHE Y4eOHMKOB M KHUT U3 O0UOJIHOTEYHOro poHaa

4.1. lllkona BrpaBe B TEUEHHUE ISITH JIET UCIOJIB30BATh B 00pPa30BATENIbHOM NEATEIbHOCTH
y4eOHUKH, MPUOOpPETeHHbIE 10 BCTYIJICHUS B CUJy NpuKa3za MuHuUCTepcTBa 0Opa3oBaHHs U
Hayku P® ot 31 mapra 2014 r. Ne 253 “O06 yrBepkaeHuun (heaepajbHOrO MepedyHsl YYeOHHKOB,
PEKOMEHAYEeMbIX K HCIOJIb30BAaHHIO IIPU  peau3allid HMMEIOIIUX TOCYAapCTBEHHYIO
aKKpeMTalMI0 00pa30BaTEeNbHBIX MPOrpaMM HayallbHOTO OOIIEero, OCHOBHOTO OOIEro,
cpenHero oOmiero oopazoBaHus’”.

4.2. UckiroueHrne yueOHHUKOB U KHUT U3 OMOIMOTEYHOTrO (POHIA TOMYCKAETCS MO CIEAYIONINM
MpPUYMHAM: yTpaTa, BETXOCTb, NE(EKTHOCTh, YCTapeJIOCTh MO COJEP>KaHUI0, HEMpo(UILHOCTH
(HeBocTpeboBaHHOCTh). HempohmiibHOCTh (HEBOCTPEOOBAHHOCTD) YUCOHUKOB YCTAaHABIHMBACTCSI
Ha OCHOBE pabOTHl E€XKEroJHON HWHBEHTAPU3ALMOHHONW KOMHCCHHM CO3JaHHOW MO  MpHUKazy
JUPEKTOpa MBOY «Mapu bymapckas OOILl». Ilo mnpuunHe HENpoUIBHOCTH
(HeBoCTpeOOBAHHOCTH) MOTYT MCKIIIOUaThCs U3 (POHAA yICOHUKU M KHUTH, 3aMEHEHHbIe Ooliee
MOJIHBIMH TI0 COJICP’KAHUIO, JTYUITUMU 10 0(OPMIICHHIO, (PU3MUYECKOMY COCTOSHUIO M3JaHHUSIMHU;
M0 UCTEUEHUHU CPOKA XPaHEHUs YIeOHUKOB M KHUT, P HU3KOM YPOBHE UYUTATEILCKOTO CIIpoca,
MIPH HECOOTBETCTBUU AIIEKTPOHHBIX JOKYMEHTOB TEXHHUECKOMY U MIPOTPAMMHOMY 00ECTIeUeHUIO
OMOTHOTEKH.

4.3. BrpiObiTHe YueOHHMKOB M KHUT U3 ¢oHAa Oubimmoreku odopmisercs axkTom 00
UCKITIOYCHHUH M OTPAXKAETCS B KHUTE CYMMapHOTO y4eTa, a TakKKe B KApTOTEKe y4eTa yIeOHUKOB.
Bri0bITHE y4eOHBIX MaTepHallOB BPEMEHHOTO XPAaHEHHS MPOM3BOAUTCA B KOHIE KaJeHAAPHOTO
roJia Mo aKkTy ¢ yKa3aHueM IMPUYUHBL: «MaTepuall BpEMEHHOTO XPaHEHUSD.



4.4. AKTBl Ha cIMCaHUE Y4YEOHUKOB M KHMI BU3UPYIOTCS 4YJI€HAMH WHBEHTapU3allMOHHOMN
KOMHUCCUU. 3aBU3MPOBAHHbBIE aKThl YTBEPKAAOTCA JUPEeKTOpoM LIIKobI.

4.5. CrnucaHHple 1O aKTy YYE€OHMKHM MOTYT OBITh HCHOJB30BAHBI JJISI W3TOTOBIICHHS
JTUIaKTUYECKOTO MaTepuaa.

4.6. XpaHeHue CIMCAHHBIX YYEOHUKOB M KHUI BMECTE C JE€MCTBYIOLIMMU 3aIIPELLAETCsl.

4.7. AXTBI Ha cICaHue Y4eOHHMKOB U3 (OHAOB OMOIMOTEKH M MPUIOKEHHBIE K HUM CIIHCKU
Y4eOHMKOB M KHHUI  TIOJJICKAT IIOCTOSHHOMY XpaHEHHMIO, BECh CpPOK CYIIECTBOBAHHS
OnOIMOTEKH.

5. UnBenTapu3anus yueoHoro ¢onga

5.1. VuBeHTapuzauuss yueOHOro (oHna OMOIMOTEKH OCYILECTBISETCS C LEIbI0 KOHTPOJIS
HAJl COXPAHHOCTHIO M 3(P(PEKTUBHOCTHIO HCIIOJIB30BAHMS yIEOHHKOB, a TAaKXKe C IENbI0 yd4éra
00ECIIeUeHHOCTH YYall[XCsS U COCTABJICHUS PEATbHOTO 3aKa3a Ha YUCOHUKH.

5.2. NuBeHTapu3anus yaeOHUKOB IIPOBOJUTCS 110 TpeOOBaHUIO agMuHUCTpanuu 11Ikomb.

5.3. VHBeHTapu3alMOHHAsE BEAOMOCTh Y4€Ta (OHJa YYEOHHUKOB COJIEPKUT CJEAYIOIINe
JaHHbIE: aBTOP, HaMMEHOBaHHE y4eOHUKa; Kiacc; obliee KOJIMYECTBO Y4eOHUKOB B (OHAAX, B
TOM YHUCIIe TpUOOPETEHHBIX Ha BHEOIODKETHBIC CPEICTBA; KOJIMYECTBO YYCOHHKOB TIO TOJaM
nostyueHusi. YueOHUKH, TpuoOpeTéHHbIe OoJiee MATH JIeT Ha3aJ, MOTYT OTMeuaThCs B rpade 0e3
yKa3aHUs roJia MOCTaBKH.

5.4. lHBeHTapH3allMOHHAs BEIOMOCTh COCTABIIAETCS B JIBYX 3K3E€MIUIAPAx, OJHA M3 KOTOPBIX

nepenaércss B MyHHIMNATbHOE Ka3eHHOE ydpexieHue «YIpaBiieHue o00pazoBaHUs
MycaioMOBCKOTO MyHHUIIMNAIbHOTO paiioHa PecnyOnuku Tartapcran», BTOpas XpaHUTCS B
oubmmoreke Illkonsl M NpUMEHsETCST TPU  OTCIEKUBAHMM  LEJIEBOTO  HCIOJb30BaHUS
hoHIUPYEMBIX YI€OHUKOB.

6. O6s13anHocTH OMOIHOTeKaps LIIkoabl O coxpaHHOCTH OHOJIHOTEYHOTO (PoHAA

6.1. OTBETCTBEHHOCTh 3a COXPAHHOCTh OMOMMOTEUHOTO (oHAAa HEecyT: aupektop Llkosl,
3aMecTUTeNb AMPEKTOpa Mo ydeOHOM paboTe, 3aMeCTUTENb AUPEKTOpa IO BOCHHUTATEIHHOU
pabote, OuOIMOTEKAph, KIACCHBIE PYKOBOIUTENH, APyrue pabOTHUKH, HMMEIOLIUE JOCTYI K
y4eOHHUKaM.

6.2. Jupextop Llkombl oTBeyaeT 3a opraHu3aiuio paboThl MO CO3/IaHUI0 U CBOEBPEMEHHOMY
MOTNOJHEHUI0 6ubnuoTeyHoro Gonaa yueOHMKOB. Hampaiiser AesTenbHOCTh MMeIaroruueckoro
KOJUIEKTHBa 1O (OPMUPOBAHUIO Y Yy4alIMXCsi OEpeKHOTO OTHOUICHHS K Yy4eOHHKaM,
MpelycMaTpuBaeT MEphl 10 COBEPIIEHCTBOBAHUIO 3TOM pabOThl MpU TUIAHUPOBAHUU Y4eOHO-
BOCITUTATENILHOTO TpOIlecca Ha OYepeAHON yueOHBIM ToJ U 00ecreyrBaeT CHUCTEeMaTHUECKUN
KOHTPOJIb 3a €€ BBITIOJTHEHHUEM.

6.3. 3amecTuTenu AMpPEKTOpa MO BOCHUTATENbHONM U y4eOHOW paboTe COBMECTHO C
oubnuorekapeM  pa3palaThIBAIOT U NPEIBSIBISIOT €IUHbIe TPeOOBaHMUS K y4alluMCS IO
WCIIOJIb30BAHUIO M TI0O COXPAaHHOCTU y4eOHHKOB. COBMECTHO C KJIACCHBIMU PYKOBOIMTEISIMU U
YUUTENSIMHA-TIPEAMETHUKAMH 3aMECTUTENH JUPEKTOpa MO BOCIUTATENBbHON M ydueOHOU paboTe
OCYILIECTBISIOT CHCTEMAaTHYECKHI KOHTPOJIb HAJ UCIOIb30BAHUEM U COXPAHHOCTHIO YIEOHUKOB
B T€YCHHE BCETO YyU4eOHOI0 roja.

8.4. 3amecTuTens IUpPEKTOpa MO BOCHHUTATEIbHOW pabOTe OpraHu3yeT AesTeIbHOCTh
KIIACCHBIX PYKOBOAMTENEH MO (OPMUPOBAHUIO Y yyalIMXCS OEpeKHOro OTHOLIEHUS K
yueOHHKaM. Pa3pabaTpiBaeT W OpraHu3yeT MEpONpUSTHS 1O COXPAaHHOCTH YYEOHUKOB:
TeMaTH4eCKHe Oece/lbl ¢ YUAIIMMUCS H UX POJAUTEISIMHI, CMOTPBI, KOHKYPCHI H JIp.

8.5. Knaccusie pykoBoautenu 1 - 9 kmaccos:

1) oCyIIECTBISIOT MOCTOSHHYIO paboTy ¢ ydaliuMHCS KJacca U X POJIUTENSIMU (3aKOHHBIMU
MIPEICTAaBUTENSIMH ) TIO BOCITUTAHUIO OEPEKHOTO OTHOIIEHUS K y4eOHOH KHUTE,



2) y4acTBYIOT B BbIJaue (DOHIUPOBAHHBIX YYCOHHMKOB y4allUMCs KJacca, OPraHu3yOT HX
BO3Bpar B OMOJIMOTEKY [0 OKOHYAHUH y4eOHOTO ro/a;

3) HOCTOSIHHO KOHTPOJIMPYIOT COCTOSIHUE YYEOHUKOB;

4) 00s3bIBAIOT yyalIUXCsl Kiacca MOocie OKOHYaHUsl y4eOHOTro rofa yd4eOHUKH, MMOAJIeKaIine
PEMOHTY, CBOEBPEMEHHO PEMOHTHUPOBATH U TOJIBKO MOCIIE ATOTO CIaBaTh B OMOIMOTEKY.

8.7. HemocpeactBennyro paboty ¢ OubOnmmoTredHsiM (OHIOM Benér OHOIHOTEKApPD.
[TepcoHanpbHYI0O OTBETCTBEHHOCTH 3a paboOTy ¢ OMOIMOTEYHBIM (OHJIOM YYCOHUKOB HECET
OubIMoTEKAPH.



	5.4. Инвентаризационная ведомость составляется в двух экземплярах, одна из которых передаётся в Муниципальное казенное учреждение «Управление образования Муслюмовского муниципального района Республики Татарстан», вторая хранится в библиотеке Школы и п...

