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IHonoxenue o nopsake yuera 0u0,1M0Te4HOro poHaa yueOHOM JJUTEPATYPbI

1. OGuiue moJ10KeHHUA

1.1. Hacrosimee Ilomoxxenue pa3paboTaHo B COOTBETCTBUU ¢ DefepaibHBIM 3aKOHOM OT
29.12.2012 Ne 273 - @3 «O06 obpazoBannu B Poccuiickoit denepanuny, [Ipukazom MUHKYIBTYpbI
P® or 08.10.2012 Ne1077 «O6 ytBepxkaenuu [lopsiaka yyera TOKyMEHTOB, BXO/SIIUX B COCTAB
oubnmoreunoro ¢ouma» u YcraBom MBOY «MCOHI wum. I'. Tykas» MycIoMOBCKOToO
MYHHUITUIIATLHOTO paiioHa Pecryommku TatapcraH.

1.2. Hacrosmee Ilonoxenue pernamentupyer B MBOY «MCOII um. I'. Tykas» (nanee —
[Ikona) mopsaok yuéra 0M0IM0TeYHOro (poHAa yueOHOIl JuTepaTyphbl U pa3padOTaHO B IEIAX
YCTAHOBJICHUSI €IMHOr0 TOopsaKa yuéra OMOIMOTEUHBIX JOKYMEHTOB; CO3/JaHUS YCIOBUN IS
COBEpIIECHCTBOBaHMS OpraHU3alluy TPYAa U BHEAPEHUSI CPEJICTB KOMITbIOTEPHU3ALMY B ONOINOTEKE
[IxombL.

2. llopsinok yuyéra pona yueOHOM JIUTEPATYPBI
2.1. K ponay yueOHOU nUTEpATyphl OTHOCATCS: BCE YICOHHUKH; ydeOHbIE TOCOOUS; COOPHUKHU
YIPaKHEHHUH U 33/1a4; KHUTH JUTSI YTEHUS; XPECTOMATHH; pabouune TeTpaji.

2.2. Yuér ombmmoreyHoro (GoHaa YYCOHMKOB CIOCOOCTBYET €ro COXPaHHOCTH, MPAaBHIBHOMY
(OpMHPOBAHUIO U 1IEJIEBOMY HCIONIb30BaHMIO. Bce omepamuu mno y4yéry NpOM3BOIATCA
neaaroroM-OndInoTeKapeM, CTOMMOCTHBIM Yy4yé€T Benércs Oyxrantepued. CBepka JaHHBIX
OMOMMOTEKN U OyXTaJITEPUH TTPOU3BOIUTCS €KETOIHO.

2.3. Yyer 6ubnuoreqnoro GpoHaa yaeOHOM JIUTepaTyphbl OCyIIecTBIsAeTC JOKyMeHTamu: "Kuura
cymmapHoro yuera" (masee — KCVY), "Kaproreka yuera yueOHOW sureparypsl”, «Terpanp
perucTpanuy y4ETHBIX KapToueK ydeOHOM IuTeparypsl», "Terpans ydeTa yaeOHbIX MaTEepHAIOB
BPEMEHHOI'0 XapakTepa', 3JIeKTPOHHBIM (POHJIOM yueOHOI auteparypsl (nanee — DD VYII).

KCYVY no yueOHHKaM XpaHUTCS B OHOIHOTEKE MTOCTOSIHHO.

2.4. KCY Benércs B TpeX 4acTsX:

1 uacte. Iloctymnenune B ¢ona. Ilocme momyueHuss yd4eOHMKOB 3amuchIBaeTcs oOIee
KOJIMYECTBO U UX CTOMMOCTbH, C 00s3aTENbHBIM yKa3aHHEM HOMepa U JIaThl COMPOBOJUTEIHHOTO
nokyMeHTa. Hymepanus 3amucei 0 MpUHATHIX H3IaHUSAX U3 TO/a B TOJ MTPOJOIDKACTCS.

2 yactb. BpiObiTHE M3 (QoHIa. 3amMCHIBAIOTCS HOMEpPAa aKTOB Ha CIUCAHHE YUYEOHHKOB C
yKa3aHHeM JaThl YTBEpPXKICHHs aKTa W OOIIEero KOJIWYEeCTBA CIHMCAHHBIX YUeOHHKOB Ha OOIIYIO
cymmy. Hymeparus 3anuceit 0 BBIOBIBIINX H3AaHUSX U3 TO/IA B TOJI IPOIOJIKAETCS.

3 vacte. UToru yuéra neuxxeHus poHa0B. 3aUCHIBAIOTCS UTOTH ABUKEHHS (DOH1a YIeOHUKOB:
o011ee KOJMYECTBO MOCTYIHUBIINX YU€OHMKOB 32 TEKYIIUH roj, Ha cymmy. OO1iee KOIu4ecTBO
BBIOBIBIINX YU€OHMKOB 32 TEKYIIUH rof, Ha cyMMy. OO1iee KOJIU4eCTBO yUeOHUKOB, COCTOSALIUX
Ha | sHBaps MOCJIENYIOIIETo rojia, Ha CyMMYy.
2.5.lupuBuayanbHblil (TpynmnoBoif) y4ér y4eOHMKOB OCYIIECTBIISIETCS B KapTOTeke Yydéra
y4eOHUKOB, Ha KaTaJOXHBIX KapTOUYKaX CTaHAAPTHOTO pasmepa. Ha kaprouke yka3bIBaeTcs
oubnuorpaduyeckoe onrcaHue y4yeOHHKa, CBEJCHHS O KOJIMUYECTBE MOCTYMHUBIINX YYEOHUKOB C
ykazaHueM IieHbl. Ecnu ydeOHHMK mocTymaeT HEeOJHOKPATHO U HE MMEeT OTJIM4YHMS, KpoMe rojaa
W3JIAHUS U LEHBI, TO BCE TIOCTYIUICHHS 3aHOCSATCS HA €IMHYIO KapTouky. Ecnm xe B ydeOHUKE
BHECEHBbI JOMOJIHEHUSI U HM3MEHEHHs, TO Ha HEro 3aBOAMTCA HoBas Kaprouka. Kaprouku



paccTaBiAIOTCSA B YYETHYIO KapTOTEKY MO 00pa30BaTENIbHBIM 00IACTsM, BHYTPH — I10 KJIaccaM.
Kaprouku Ha cniicanHble yueOHUKU U3 KAPTOTEKU yu€Ta y4eOHUKOB M3bIMAIOTCS Cpa3y K€ Mocie
MOJMMCAHUS aKTa O BBIOBITHH.

2.6. Yuéry noJyiexar Bce BUJIbl yUeOHUKOB.

2.7. B3aMeH yTepsSHHBIX WM HUCHOPYCHHBIX YYEOHWKOB, WM KHHT JIONYCKAETCS BO3MEIICHUE
yUTaTeIsIMH yiiep6a B popMe 3aMEHbI YTePSIHHOTO Y4eOHUKA WIIM KHUTH. Y4YeOHUKH, yTEPSTHHbIE
U TIPUHSATHIE B3aMEH, YUUTBIBatOTCA B "TeTpanu yuera yrepsHHbIX y4eOHUKOB U UX 3aMEHBI".
2.8. Yuér BpIObITHS yuyeOHMKOB. CrucaHue y4eOHHMKOB MPOBOAUTCS 1O HeoOxoaumoctu. Ha
KOKIbIA BHJ CIHUCAHUS COCTABJISETCA aKT B 2-X JK3EMIUISIpax, KOTOPBIM MOJMHCHIBAETCS
Komuccueil u yrBepkaaercs jupekropoM Ilkombl. OAMH SK3eMIUISIp aKTa XpaHUTCS B
o6ubimoreke, Apyroi mepemaércs B OyXrajaTepuio, KOTOpas IMpPOM3BOIUT CIIMCaHME ¢ OanaHca
[Ikonbl ykazaHHON B aKT€ CTOMMOCTH Y4€OHUKOB.

2.9. Y4eOHMKM, HaXOJAsALIMECs B XOPOIIEM COCTOSHHUM, IOCIE CIMCAHUS MOTYT BbIAABATHCS
y4arumcst Ui OATOTOBKH K SK3aMEHaM WM B yueOHbIe KaOMHETHI.

2.10 bubnmoreka BeAET y4ET COCTOSIHUS U IBIKEHUs yaeObHoro ponna B popmare DDVYIJI.

3. llopsigok y4éra BbIIa4M Yy4eOHHUKOB
3.1. Bpimaua y4eOHMKOB OCYIIECTBIISACTCS OMOIMOTEYHBIM PAOOTHHKOM B KOHIIE MJIHM TEpen
HavyajoM y4eOHOro roja.
3.2. Y4eOHMKH BBIJAIOTCS YYAIIMMCS Ha OJUH Y4eOHBIN To/l. YUeOHHMKH, 0 KOTOPhIM 00y4eHue
BeJETCA J1BA WJIM HECKOJIBKO JIET, MOT'YT OBITh BBIAAHBI yHaIIUMCSl HA HECKOJIBKO JIET.
3.3. ®opmoii yuéTa BeIIauu yUeOHUKOB SIBIISICTCS: BKJIQABIIT B ()OPMYIISP MMOTH30BATENIS; KYPHAI
BbIJIauu Y4EOHHKOB.

4. BpiObITHE y4eOHMKOB U KHHUTI U3 0M0/1MoTe4HOro Gonaa
4.1. lllxona BmpaBe B TE€YEHHME MATH JIET MCIOIb30BaThb B 00pa3oBaTENbHOH JEATENIBHOCTH
y4eOHUKHU, TPHOOpPETEHHBIE 0 BCTYIUICHUS B CHITY TpHKa3za MUHHCTEpCTBA 00pa30BaHMs U HAYKU
P® or 31 mapra 2014 r. Ne 253 “O0 yrBepxkacHUU (QeaepanbHOro MepedyHs YIeOHHKOB,
PEKOMEHIYEMBIX K HCIOJIB30BAHHUIO IIPH  pEAIN3alMM  HMMEIOIIHUX T'OCYJapCTBEHHYIO
aKKpeIuTalnio 00pa3oBaTeIbHBIX IPOrpaMM HauaJIbHOTO 00IIero, OCHOBHOT'O OOIIETr0, CPEIHETr O
o0rrero oopazoBanus’.
4.2. VckmoyeHrne y4eOHUKOB U KHUT M3 OMONIMOTeYHOro (hoHIa JOMYCKAETCS MO CIEeNyHOIUM
pUYUHAM: yTpaTa, BETXOCTh, NE(EKTHOCTh, YCTApEIOCTh IO COJIEP’KaHHUIO, HEMPOPHILHOCTh
(meBocTpeOoBaHHOCTh). HempoduiibHOCTE (HEBOCTPEOOBAHHOCTH) YU€OHUKOB YCTaHABIMBACTCS
Ha OCHOBE paboOThl €XErofAHOH HMHBEHTapU3aLMOHHOW KOMMCCHUHM CO3JAHHOW IO  IpPUKA3y
JUpeKTopa MBOY «MCOII wum. TI. Tykas» Ilo mnpuunHe HENpopUILHOCTH
(HeBOCTPeOOBAaHHOCTH) MOTYT UCKIIIOUYAThCs M3 (OHIa YUCOHWKH M KHHUTH, 3aMEHEHHBIE Oolee
MOJHBIMH IO COJIEPIKAHUIO, JTYUYIIUMH 10 0)OPMIICHHIO, (PU3UYECKOMY COCTOSHUIO M3AaHUSAMU;
10 UCTEUEHUH CPOKa XpaHEHUs] ydeOHUKOB M KHUT, IPU HU3KOM YPOBHE UYUTATEIbCKOIO CIpOCa,
[P HECOOTBETCTBUU JIEKTPOHHBIX JOKYMEHTOB TEXHUYECKOMY U IIPOrPaMMHOMY 00€CIIEUEHHIO
OUOIINOTEKH.
4.3. BoiObITHE yueOHUKOB M KHUT U3 (hoHIa OMOIMOTEKH 0(OPMIISETCSI aKTOM 00 MCKIIIOYEHUU U
OTpaXkaeTcsi B KHUT€ CYMMAapHOIO y4eTa, a TaKKe B KapTOTeKe ydera yuyeOHUKOB. BriObiTHE
y4eOHBIX MaTepUaJIOB BPEMEHHOI'O XPAHEHUS IPOU3BOJUTCS B KOHIIE KaJIEHAAPHOI' O I'0Jia 10 aKTy
C YKa3aHHEM IIPUYMHBL: «MaTepHUaj BPEMEHHOIO XpaHEHUSI.
4.4. AxTbl Ha crnucaHue Y4YeOHMKOB M KHUT BH3UPYIOTCS WICHAMH WHBEHTAPU3AI[MOHHOMN
KOMHUCCHH. 3aBU3UPOBAHHBIE AKThI YTBEPKAAIOTCS TupekTopoM LIIKomBI.
4.5. CnucaHHble 10 aKTy Y4YeOHUKH MOI'YT OBITh UCIOJIB30BaHbl JJsl M3TOTOBJICHMS
JTUIAKTUYECKOT O MaTepuana.
4.6. XpaHeHue CMCaHHbBIX YYEOHUKOB U KHUT BMECTE C ACWCTBYIOLUIMMHU 3aIPELIaeTCsl.
4.7. AxThl Ha cnucaHue y4eOHMKOB U3 ()OHJOB OMOIMOTEKM U NMPHJIOKEHHbIE K HUM CIIMCKU
y4eOHUKOB M KHUT TOAJIEKAT MOCTOSTHHOMY XPaHEHHUI0, BECh CPOK CYIIIECTBOBAHMS OMOIMOTEKH.

5. UuBenTapusanus yueoHoro ¢ponaa



5.1. MuBeHTapu3anus yueOHOro (oHga OMOIMOTEKH OCYIIECTBIIETCS C LIEJbI0 KOHTPOJS Haj
COXpPAaHHOCTBIO M 3()(PEKTUBHOCTHIO HCHONB30BAHUS yYEOHMKOB, a TaKkKe C IEIbl0 ydéra
00€CIEeYeHHOCTH yYallMXCsl M COCTAaBICHUS PEalbHOI0 3aKa3a Ha yYCOHUKH.

5.2. luBeHTapu3anus ydeOHHUKOB ITPOBOAUTCS 10 TpeOoBaHUIO aiMUHUCTpauuu kol

5.3. lHBeHTapu3aMOHHAs BEAOMOCTh y4éTa OoHa YYCOHUKOB COJICPKUT CICIYIOIINEC TaHHBIC:
aBTOp, HAUMEHOBaHUE YUeOHHUKa; Kilacc; o0Ilee KOJMYECTBO YUeOHMKOB B (JOHIaX, B TOM YHCIIE
NpUOOPETEHHBIX Ha BHEOIO/KETHBIE CPEACTBA; KOJUYECTBO YYEOHHMKOB IO T'OAAM MOTYYEHHS.
YuebuukH, npuoOpeTéHHBIE OoJIee MATH JIET Ha3a/l, MOI'YT OTMeYaThes B rpade 0e3 ykazaHus rosia
MTOCTaBKH.

5.4. VlHBeHTapU3allMOHHAsl BEIOMOCTh COCTABISETCS B JIBYX 3K3eMILIIpax, OJHA U3 KOTOPBIX
nepenaércss B YmpaBieHHe o00pa3oBaHuS MyCITIOMOBCKOIO MYHHIMIIAIBHOTO paiioHa
PecniyOnuku TatapcraH, BTopas xpaHutcs B OuOnunorexke Illkonel u mpumeHsercs mnpu
OTCJIEKMBAHUH 1I€JIEBOI0 UCIIOJIb30BAaHUS (POHAUPYEMBIX YUCOHUKOB.

6. Oo0si3anHocTH memarora-omoamorexkaps Illkoabl mo coxpaHHocTH OHOJHOTEYHOIrO
(ponna
6.1. OTBETCTBEHHOCTh 3a COXPAHHOCTh OuOMMoTeyHOoro Qouma HecyT: aupekrop LIkomsr,
3aMEeCTUTENIb JUpEeKTOopa Mo y4dyeOHOH paboTe, 3aMECTHTENb JUPEKTOpa IO BOCIUTATENIbHOMN
paborte, nefaror-6u0IMOTEKaph, KJIaCCHBIE PYKOBOAMUTENH, IPYTrUe PaOOTHUKH, HMEIOIIHE T0CTYTI
K y4eOHHKaM.
6.2. lupextop IlIkonbl oTBeuaeT 3a OpraHM3aIlUI0 PaOOTHI MO CO3JAHUI0 U CBOEBPEMEHHOMY
MIOMOJTHEHNI0 OMOIMoTeuHoro (oHaa yueOHuKoB. HarmpapiseT nesTeabHOCTh MeJarorn4eckoro
KOJJIEKTUBA 1O (OPMHPOBAHUIO Y Yydamuxcs OEpeKHOrO OTHOIICHHS K y4eOHUKaM,
MpeaycMaTpruBacT MEphl MO COBEPIICHCTBOBAHMIO 3TOW pabOTHI MpH IJIAHWPOBAHUH Y4eOHO-
BOCITUTATEIBHOIO Mpollecca Ha OuepeHOM y4yeOHbIM rox M obecreumBaeT CUCTEMATHYECKUN
KOHTPOJIb 3a €€ BBIIIOJIHCHUEM.
6.3. 3amecTUTeNN AUPEKTOpPA MO BOCIUTATENbHON M yueOHOW paboTe COBMECTHO C IEJaroroM-
oubnnoTexkapeM pa3pabaThIBalOT W NPEIBSBISIOT €IUHbIE TpPeOOBaHUA K YyyalluMcs IO
WCIIONIb30BAaHUIO U TIO COXPAHHOCTH y4yeOHUMKOB. COBMECTHO C KJIACCHBIMU PYKOBOIUTEISIMU U
YUUTEISIMHU-TIPEIMETHUKAMH 3aMECTUTENN JMPEKTOpa 10 BOCHUTATENBHOW W ydeOHOH pabote
OCYILIECTBISIOT CUCTEMaTHYECKHI KOHTPOJIb HaJl MCTIOJIb30BAaHHEM U COXPAHHOCTHIO Y4EOHHKOB
B TEYCHHE BCErO y4EOHOr0 TOfA.
6.4. 3amecTHTeNb JUPEKTOpA IO BOCIUTATEIBHON pabOTe OpraHM3yeT NesTETbHOCTh KIIACCHBIX
pykoBoauTenell Mo (QOPMHPOBAHUIO Yy Yy4alIUXCA OEpex HOro OTHOLICHHS K Y4eOHUKaM.
Pa3pabatbiBaeT v OpraHu3yeT MEpONPUSATHS IO COXPAHHOCTH YYEOHUKOB: TEMaTHUECKUE Oece Ib
C YYAIIUMUCS ¥ UX POAUTEIISIMU, CMOTPBI, KOHKYPCHI U JIp.
6.5. Knaccuasie pykoBoautenu 1-11 xinaccos:

1) OCyIIECTBISIOT OCTOSHHYIO PaboTy ¢ ydJaluMucs Kiacca ¥ UX POAUTEISIMH (3aKOHHBIMU
MPECTABUTEIISIMH ) TT0 BOCIIUTAHUIO OEPEKHOTr0 OTHOIICHUS K y4eOHOW KHUTE;

2) y4acTBYIOT B BbIJade (DOHIMPOBAHHBIX YYCOHMKOB YYaIlMMCS KJIacca, OPTaHU3YIOT HX
BO3BpAT B OMOIMOTEKY [0 OKOHYaHUU y4eOHOro Toia;

3) MOCTOSTHHO KOHTPOJIUPYIOT COCTOSIHUE YICOHUKOB;

4) 00s3BIBAIOT yUalTUXCs Kjlacca Mocie OKOHYAHMS y4eOHOro roja YYeOHHKH, TOIJICKAIIHNE
PEMOHTY, CBOEBPEMEHHO PEMOHTHPOBATH M TOJIBKO ITOCIIE 3TOr0 CAABATh B OUOINOTEKY.
6.7. HemocpenctBennyio pabory ¢ OuOMHOTEYHBIM (OHIOM BEAET Meaaror-OMoInoTeKaph.
[TepcoHanbHYI0 OTBETCTBEHHOCTH 3a paboTy ¢ OuOMMOTEYHBIM (POHIOM YUYeOHHKOB HECET
rearor-onoaInoTeKaph.

[IOKYMEHT MOAMWUCAH 3JTEKTPOHHON NOANMCHIO

MYHULUMNAJIbHOE BIOA)XETHOE OBLLIEOBPA30OBATEJ/IbHOE 01.10.24 11:55 (MSK) Ceptudukat 9C41158EF579253936C0F40896C47F1C
YYPEXXAEHUE "MYCJ/IFOMOBCKASl CPE[JHSIS1 OBLLLEOBPA3OBATEJ/IbHAS

LUKOJIA UM. I.TYKASI" MYC/TOMOBCKOIO MYHULIMIMAJIbHOIO PAOHA

PECNYBJINKN TATAPCTAH, Maneesa Mynblwat MyxtaposHa, MCMOJTHAIOLLMA

OBSA3AHHOCTW ANPEKTOPA




