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1. OOmmue moJI0KeHUA

1.1. Hacrosmmii Ilopsimok ydera Oubmmoredynoro ¢Gonma mkoisl (mamee - [lopsmokx ydera)
yCTaHaBIWBaeT TMpaBWja ydera OuOnworeyHoro ¢GoHga yduyeOHOW JMTepaTypbl |
OCYIIIECTBJISIETCS B COOTBETCTBUU C JICUCTBYIOIIUM 3aKoHOAATECTBOM PD u PT.

1.2. bubnuoteuHblid POH yUeOHOMU TUTEPATYPHI YUUTHIBACTCS U XPAHUTCS OTICIBHO OT OCHOBHOT'O
Ooubmmoreynoro (GoHmaa OMOTUOTEKH LITKOJIEL.

1.3. VYuer 6ubmmoreyHoro GoHaa oTpakaeT moctyrieHne B GoH, BEIObITHE U3 (DOH/A, BETUYUHY
Bcero (poHAa M CIYXHUT OCHOBOM Ui OOECIeYeHHsS COXPaHHOCTU (OHAA W KOHTPOJIS 3a
HAJIMYUEM U JIBIXKEHUEM (QOH[a.

1.4. VYuer 6ubanoreunoro QgoHma yueOHOH JUTEpaTyphl OCYIIECTBIsACTCS AOKyMeHTamu: "Kuura
cymmapsoro ydera" (manmee - KCVY), "Kaproreka ydyera yueOHOM TUTEPATYPHI», JIEKTPOHHBIM
dbonoM yueOHOM muTepatyps (nanee - DDVYII).

1.5. VYuer 6ubmmoreynoro (oHaa ydeOHON TUTEPATYphl OCYIIECTBISAETCSA NOKyMeHTamu: "Kuura
cymmapsoro ydeta" (ganee - KCVY), "Terpanp ydera nepuoanueckux U3AaHuil", ”HBEHTapHbIE
KHHTH.

1.6. VYdery nmojuiexar Bce BHABI JTUTEPATYPHI, BKIIOUCHHBIE B OMOINOTEYHBIH (HOHI.

2. ®ouj yueOHOI JUTEPATYPHI

2.1. Yder ¢onna yueGHoIi JUTEPATYPHI

2.1.1. K ¢ponny yueOHOI 1uTEpaTypbl OTHOCSTCS:

- BCE YUEOHUKH;

- yueOHbIe ocoous;

- COOpHUKH YIpaXXHEHUH U 3aJa4; - KHUTU JJIS1 YTCHUS; - XPECTOMATHUH.

2.1.2. Vder OubamoredHoro ¢oHIa JODKEH CIOCOOCTBOBATH MX COXPAHHOCTH, IMPaBUIBHOMY
(GopMHpOBaHHIO M 1IEJIEBOMY MHCIOJIb30BaHMIO. Bce omepanmuu 10 ydeTy MNpPOU3BOAATCA
OubnuorekapeM, CTOMMOCTHBIM y4yeT Bedercs Oyxrairepuedl YmpaiaeHHs 0oOpa3oBaHMS
HcnonuutenbHoro komurera CabMHCKOr0 MyHUIIMIIANBHOTO paiioHa PT.

2.1.3. Yuer yuebnuxos ocymectniuserca B KCY, koropast BeieTcst B Tpex 4acTsX:

1-1 yvacte. Iloctymnenue B ¢ona. Ilocne momyueHuss yuyeOHMKOB 3amuchIBaeTCsl oOlee
KOJINYECTBO U CTOMMOCTb, C 00s3aTelIbHBIM YyKa3aHHEM HOMEpa M JaThl COINPOBOJIUTENHLHOTO
nokymeHTa. Homep 3anucu exeronHo HaunHaercsi ¢ Ne 1 1 uaer 1o nopsiiky nocTyIuIEHUH.

2-1 yacTb. BbiObITHE M3 (oHJA. 3aUCHIBAIOTCS HOMEpa aKTOB Ha CIIMCaHHME YYEOHHMKOB C
yKa3zaHHEM JlaThl YTBEpXKJIEHHUS aKkTa M OOLIero KOJMYeCTBa CIMCAHHBIX Y4EOHMKOB Ha OOIIYIO
cymmy. Hymepanust 3anuceid o BIOBIBIINX U3/IaHUSAX U3 TOAA B FOJ MPOAOKAETCS.

3-1 uwacth. MTOrm yuera IBWKEHUS (OHAOB. 3alHCHIBAIOTCS WTOTH JBWKEHUS (QOHAA
y4eOHUKOB: 00Illee KOJUYECTBO IMOCTYNUBIIMX YYEOHHKOB Ha OOLIyI0 CyMMY 3a TEKYILIUH TOJ.
OO111ee KOIMYECTBO BHIOBIBIIMX YYEOHMKOB Ha OOIIYIO CyMMY 3a TeKyIIMii roj. Ob1ee KoJIMyecTBO
y4eOHHMKOB, COCTOSIIIIUX Ha ydeTe Ha oOmryro cymmy Ha 1 sHBaps mocnenyroriero roga.KCV mo
yueOHUKaM XpaHUTCs B OMOINOTEKE TOCTOSIHHO.

2.1.4. UnnuBuayanbHBIA (TpyNIoBOi) y4deT y4eOHMKOB OCYIIECTBIISETCS B KAapTOTEKE yuera
y4eOHMKOB Ha KaTaJI0XHbBIX KapTOUKaX CTAaHIApPTHOTO pa3Mepa.

Ha xaprouke yka3piBaeTcs Oubnuorpapuueckoe onucaHue y4yeOHHMKa, CBEIEHHUS O
KOJINYECTBE MOCTYNHUBIINX YUCOHUKOB C YKa3aHHEM PErHCTPAllMOHHOTO HOMepa.

Eciu y‘-IC6HI/IK MOCTYNNAaCT HCOAHOKPATHO U HC UMCCT OTIINYMA, KPOME I'oJla U3AaHU U IICHBI,
TO BCC MOCTYIUICHUA 3aHOCATCA HA CIMHYIO KAPTOUKY. Ecnu xe B y‘-IeGHI/IKC BHCCCHBI AOIMOJITHCHUA U
HN3MCHCHUA, TO HA HETO 3aBOJUTCA HOBAA KapTOdKa.

Kaprouku paccraBisioTcs B yYETHYK KapTOTEKy IO KjaccaM, a BHYTPH KIJIACCOB - IIO
npeaMeTam U 1o andaBuTy GamMuiInii aBTOPOB MIIU 3arJIaBUM.



Kaprouku Ha crivcaHHble YUeOHUKH U3 KapTOTEKH yueTa YUeOHHMKOB U3BIMAIOTCS cpa3y xKe
MocJyie MOJIUCAHUSI aKTa O BHIOBITHH.
2.1.5.B3ameH yTepsHHBIX WIH UCTIOPYCHHBIX YUYE€OHUKOB IPUHUMAIOTCS aHAIOTMYHbIE YUeOHUKU.
2.1.6. Yuer BoIOBITHS yueOHUKOB. Cricanue y4eOHUKOB MTPOBOAMTCS HE PEXE OJHOTO pasza B TOJ.
Cnucannble y4ueOHUKU caroTcs B Makynarypy. CrnucaHHble y4eOHHKHU, HAXOMAIIMECS B XOPOIIEM
COCTOSIHUHM, MOTYT BbIIaBaThCsl y4allUMCS JJIs HOJATOTOBKM K 3IK3aMEHaM M IepelaBaTbes IJis
MCIIOJIb30BaHUs B KaOMHETaX.
Ha xaxnpiii Bua ciucanus ("Berxue", "YcrapeBmue no conepxxanuto”, "YTepsiHHbIE YMTATEISIMU ",
"XuieHue") CoCTaBisIeTCS aKT B 2 DK3EMIUIApax, KOTOPBIM TMOMANMUCHIBACTCS KOMHUCCHEH H
YTBEPKAACTCA AUPEKTOPOM MIKOIbL. OJIUH 3K3EMIULIp aKTa MOIJICKHUT XpaHEHUIO0 B OHOIHOTEKE,
Jpyroii mepemaeTcst MOJ PaclucKy B OyXraiaTepuio, KOTOpas HpPOH3BOJIUT CHHCaHUE ¢ OajaHca
MIKOJIBI YKa3aHHOM B aKT€ CTOMMOCTH Y4EOHUKOB.
2.1.8. Yuer Bb1aun yueOHUKOB. brubimorekaps BbIIaeT y4eOHUKH KITACCHBIM PYKOBOIUTENSM ¢ 1 110
11 knaccel. KonruecTBo 3K3eMILISIPOB BBIJAHHBIX Y4EOHUKOB OTMEYAeTCs B 0COOOM TeTpaau Wiu
bopmynsapax yuamierocs. Y 4eOHUKHU BBITAIOTCS yJalllUMCS Ha TOJ.

2.1.9. Kaxnas uikosa BeJIeT y4eT COCTOSHUS U ABIKeHus (oHnoB B popmate DOV IJL

2.2.inBenTapusanus Gponaa yueOHOMH JUTEPATYPHI
2.2.1. Ins mpoBeIeHUsI HHBEHTAPHU3alUU CO3/IA€TCsl KOMUCCHSI B COCTaB KOTOPOM BXO/ISAT:
- JUPEKTOP LIKOJIBI;

3aMECTUTEIb JUPEKTOPA MO AIMUHUCTPATUBHO-XO03ICTBEHHOW YaCTH;

3aMECTUTENb JUPEKTOpa IO Yy4eOHO-BOCHUTATENBHOW paboTe, OTBETCTBEHHBIH IO
obecrniedeHnIo0 y9eOHOM TUTepaTypoid; - Tenaror-OnoImoTeKaph MKOJbI;

npeaceaarens NpohKoMa IIKOJIbI;

PYKOBOAUTECIN METOANYCCKUX O6”I)CI[I/IH€HI/Iﬁ IIKOJIBI.
2.2.2. HpI/IKaSOM I10 IIKOJIC HAa3HAYaCTCA KOMUCCHS 110 HHBCHTApU3alluu.

2.2.3. Yka3sIBaroTcs CpPOKH MNPOBCACHUA MHBCHTAPHU3AIUN W HA3HAYACTCA OTBECTCTBCHHOC JIMIO 34
MMPOBCACHNEC MHBCHTAPU3aI[HH.

2.2.4. KoMuccus ocymecTBiIseT CBepKy (poHAa CO CIeayIOUMMU JOKYMEHTaMU: -
Knura cymmapsoro yuera On6inoTedHoro posja yaeOHHUKOB;

- AKTBI cicaHus (MCKIIIOYEHMSI) yUeOHUKOB M y4eOHO-METOIUYECKUX MTOCOOUH;

-JIOKyMEHTBI, YJIOCTOBEPSIIONINE BbIAUYy YYEOHHKOB M YYEOHO-METOIUYECKUX TOCOOMH
quTaTeisiM. - Hakimaaaele.

2.2.5. Ha oCHOBaHMHU CBEPKH COCTaBIISIETCA aKT O MPOBEIECHUU MHBEHTApU3aLUU OMOJIMOTEUHOTrO
¢doHa yueOHUKOB OUOIMOTEeKH (TIprItokeHue 1).

2.2.6. Ha ocHOBaHMM COCTaBJIEHHBIX aKTOB COCTAaBJISIETCSI HHBEHTAapHAas BE1IOMOCTD (TIPUIIOKEHUE
2).
2.2.7. Ilo uToraMm WHBEHTAPU3AIMH COCTABIIAIOTCS aKThI HA CITMCAHKE, M U3JJA€TCs TIPUKa3 00 UTorax

2.2.8.Ha ocHOBaHuMU TpuKa3a OO0 HTOrax HWHBEHTAPU3ALUK TPOBOJUTCS CIHHCAaHHE Y4eOHOI
JUTEPaTyphl C yKa3aHUEM IPUYHUH.

2.3.00ecneyeHne COXPAHHOCTH 0 (poHAA y4eOHOI INTepaTypsbl

2.3.1.®oH] yueOHMKOB pacroiaraeTcs U yYUThIBA€TCs OTIEIBHO OT OCHOBHOTO (pOHA.

2.3.2. XpaHeHre y4eOHHKOB OCYIIECTBIISIETCSI COTJIacCHO AeicTByromuM MHCTpyKIusSM 1o oxpaHe
TPyZa U MOKapHOH 0€30MacHOCTH.

2.3.3. Yuer ¢oHIa Y4eOHHUKOB JOJKEH CIIOCOOCTBOBATh €r0 COXPAaHHOCTH, MPABUILHOMY
(GbOpMUPOBAHUIO U UCTIOIB30BAHUIO.

2.3.4. CoxpaHHOCTh (oHIa 0OecreynBaeTCsl CO3JaHUEM ONTHUMAIBHBIX YCIOBHHA XpaHEHUS W
UCIIOJIb30BaHUs YYCOHUKOB, & TAKXKE OXPAaHOW MX OT TIOPYH U PACXUIICHU.



2.3.5. OTBETCTBEHHOCTh 32 OpraHU3alMI0O COXPaHHOCTH (OHOAa YYEOHMKOB BO3Jaraercs Ha
pykoBoautens OV u 3aBeayromiero 6u0IMoTeKo (memarora-ouoIMoTEKaps).

2.3.6. OTBETCTBEHHOCTh 3a COCTOSIHHE U COXPAHHOCTh BBIIAHHBIX YUYCOHHMKOB B TEUCHHE yU4EOHOTO
roJia HECYT KJIACCHBIC PYKOBOJIUTEIH, YUUTEIA-TIPEAMETHUKH, POIUTEIH O0YyJArOIIMXCsl (MIIH
3aKOHHBIE MPEJICTABUTENH), 00yJarouecs, Moab3yromuecs GoHI0M y4eOHOH TUTEepaTyphl.
Onu xe, pu He0OXOTUMOCTH, OCYIIECTBIISIOT PEMOHT.

2.3.7.B cnyyae yrepu MM TOpYM YYeOHMKA POAWTENM (IMLA WX 3aMEHSIOIIME) BO3MELIAIOT
HAaHECEHHBIN yIepO B COOTBETCTBUU C JCHCTBYIOIIMM 3aKOHOJATEIHCTBOM (cM.I. 2.3.8.5.2
[Tomoxenus).

2.3.8. I'paHuIIbl KOMIIETEHTHOCTH Y4acTHHKOB peajmu3anuu Ilosioxenust

2.3.8.1. /IupeKTOp MIKOJIbI
2.3.8.1.1 KoopauHupyeT NeaTebHOCTh BCEX YYACTHUKOB JUISl peau3aiy TaHHOTO
[Tonoxxenus. 2.3.8.1.2. OOGecneuuBaeT ycinoBus Aisg XpaHeHus ¢GoHa
yueOHOU JIUTEPATYPHI.

2.3.8.2. KiiaccHble pyKOBOAUTEIH H YUUTENA-TIPeAMETHUKH
2.3.8.2.1 HecyTt OTBETCTBEHHOCTh 32 COXPAHHOCTh YYCOHUKOB B y4eOHOM TOIY:

- yUuTeNsl MPEeIMETHUKH (IIOCTOSHHO B TEYCHHE TOJA: MPHCYTCTBHE y4eOHHMKAa Ha Ka)XIOM
YPOKE, €r0 COCTOSIHUE);

- KJIACCHBIE PYKOBOAMTENH ISl TOJMYYEeHHs Y4eOHMKOB M3 (oHIA y4eOHOH IHTEpaTyphl:
CBEpSAIOT CBOJHYIO BEIOMOCTh (PKypHaJl ydyeTa BblIayd Y4YeOHHMKOB IO KJlaccaM) HOJy4YEeHHUs
y4eOHHUKOB OOy4YaroOUIMMHUCS IO TMpeAMEeTaM IOJ| POCIHUCh CO CIMCOYHBIM COCTAaBOM Kiacca,
MEPECUYNTHIBAIOT 110 KOJMYECTBY, CPABHMBAIOT HAMMEHOBAHUS yYEOHHWKOB C YUEOHBIM IIJIAHOM,
CBEPSAIOT TOJ] M3/aHusl y4eOHUKA C BBIJAHHBIM I10 CIIHCKY (TPETEH3UU MPEIbABISIOTCS B TCUCHHE
Tpex aneil); 2.3.8.2.2. CBoeBpeMeHHO HHPOPMHUPYIOT 3aB. ONOINOTEKOI O BBIOBITUH YYalllerocs u3
mKoJibl. 2.3.8.2.3. KoHTpoaupyroT cBOEBpEMEHHOE NOJy4YE€HUE U BO3BpaT Y4€OHUKOB B OMOIHOTEKY.

2.3.8.3. 3aBenywuuii 6ud1M0TEKOM (Mexaror-6udJIMoTEKAPD)

2.3.8.3.1. Hecer 0TBETCTBEHHOCTh 32 KOMILIEKTOBaHHE, YUET, COXPAHHOCTh U 0OMEH y4eOHUKOB.
2.3.8.3.2. Opranusyer paboty ¢ GOHI0M Y4eOHUKOB, €ro GopMHpOBaHUE, 00pabOTKY U
CHCTEMaTU3MUPOBAHHOE XpaHEHUE; BblJauy U IpUeM YUeOHUKOB C HEITOCPEICTBEHHBIM yUYacTHEM
KJIACCHBIX PYKOBOJUTENIEH M MHAMBUAYAIBHO € ydaluumucs (B yueOHOM mpoliecce)

2.3.8.3.3. Bener yuer moctynuBiIeil y4eOHOI JIuTepaTyphl U CHUcaHHE (110 YCTAaHOBJICHHOW AJis
HIKOJIBHBIX OuOMMoTeKk ¢opme), oOecrieunBaeT MPaBUIIBHOE XPaHEHUE U HECeT MaTepUalbHYIO
OTBETCTBEHHOCTb 332 COXPAaHHOCTh OMOIMOTEYHOTO (POH/1a YIEOHUKOB.

2.3.8.3.4. Bener pabory ¢ ywammumucs 1o OepeKHOMY OTHOIIEHHIO K ydeOHO#l aurteparype,
npeaynpexaaeT 00 UX COXPaHHOCTU M O BO3MEIIEHUH yiiepOa B ciydae MOTepH WM MOPYH.
2.3.8.3.5. IlpyHuMaeT B YCTaHOBJIIEHHOM MOPSAKE MEPhI K BO3MELICHUIO yiepOa, IPUUYUHEHHOTO 110
BHUHE YUTATEIEH.

2.3.8.3.6. Ilo npurnameHnio KIacCHBIX PYKOBOJIUTENEH BBICTYIAeT Ha POJUTEIBCKUX COOPaHUIX Ha
311000/THEBHYIO TeMY (TI0 COXPAaHHOCTH U OTBETCTBEHHOCTH ).

2.3.8.4.0TBeTCTBeHHBbIIl 32 BbIJa4y /JOKYMEHTOB BbIObIBamommMx yyammxes 2.3.8.4.1.
KonTponupyer Bo3BpaT IuTeparypbl 1 yaeOHUKOB B OMOIMOTEKY (Yepe3 00XOJHOM JIHCT).

2.3.8.5.Poguresn y4amuxcs KaK 3aKOHHbIE NPeACTABUTEIH 00513aHbI:

2.3.8.5.1. Cnenuth 3a COXPAaHHOCTbIO TIOJTYYEHHBIX Y4YeOHHKOB (IIPaBUJIbHOE XpaHEHHE U
UCIIOJIb30BaHuE Y4eOHOI TUTEpaTyphl);



2.3.8.5.2. Bo3memars B COOTBETCTBUM C 3aKOHOM M Ha ocHoBaHuM IlpaBun mnonb3oBaHUsA
OuOMoTeKoN yIiepO, HaHECEHHBIH TOCYAapCTBEHHOMY HMYIIECTBY, T.e. ydeOHHMKaM u3 (oHIa
IIKOJIFHOW y4eOHOW JHuTepaTypbl (€ciM TaKOBOE CIYYHTCS), TaK Kak SBISIOTCS 3aKOHHBIMH
NPEICTaBUTEISIMU 00Y4aOIeTOCH.

(Ocnosanue: 3axon «O bubruomeurnom deney Poccutickas @edepayus Dedepanvhulil 3aKOH
«O bubnuomeunom deney npuusm I ocyoapcmeennoui [{ymou23 nosops 1994 2ooa (c

usmenenuamu va 3 urons 2016 cooa)(pedakyus, oeticmsyrowasn ¢ 3 okmsaops 2016 cooa)
Cmamuws 9. OmeemcmeenHocms noavzosameiel oudIuomex

1. Ilonvzoeamenu  6ubnuomex  00s3aHbl  COOMOOAMb  NPABULA  NOTL30BAHUS
bubnUuOmeKamu.

2. Tonvzosamenu OubIUOMEK, HApYWUBUIUE NPABULA NOJL30BAHUS OUOIUOMEKAMU U
npuyuHUsWUe OUbIUOMeEKaM yujepb, KOMNEHCUPYIOM €20 8 pasmepe, YCMAaHOBIeHHOM NpAsUIdmMu
NONb306AHUs  OUOIUOMeEKaMU, a makdxce Hecym UHYIO  OMBEMCMBEHHOCMb 8  CIVYAsX,
npeodyCMOMPEHHBIX OeUCMBYIOWUM 3AKOHOOAMeNbCEOM.

3. Bzamen ymepaunvix unu ucnopuenHvlx yY4eOHUKO8 NPUHUMAIOMCA Opyaue KHUllU,
HeobXoo0uMvle WKONe, YYEOHUK 3aMeHAemcsi pPAGHOYEHHbIM UIU  83UMAEemcs HOMUHANbHAS
CMoOUMOCmd YUeOHUKA.

4, Ecnu yuebnux ymepsn unu ucnopuen yyawumucs, pooumenu (1uya 3ameHsowue)
so3mewjarom yujepo nymem npuobpemeHusi PasHOYEHHO20 Y4eOHUKA.

2.3.8.6. Iosib30BaTes I y4eOHMKOB M y4eOHOM JIUTepaATYpPbl HIKOJIbHON O0M0/IMOTEKH 00SI3aHbI:
2.3.8.6.1. CoOmroiaTh MpaBwJiia MOJIb30BaHUS IIKOJBHBIMU YIEOHUKAMH U Y9€OHOW JIUTEPATyPOH.
2.3.8.6.2. bepexHO OTHOCUTBCSA K TPOU3BEACHUSAM MEYaTH:

- B TEUEHHE CPOKa 10JIb30BaHMs yUEOHUK JI0JIKEH UMETh POYHYIO 00JIOKKY, 3aLIUILAIOIIYIO €r0 OT
IIOBPEKICHUN U 3arpsA3HEHUN;

- He OpocaTb y4eOHMKH, HE I10/IBepraTh UX TpaHchopMaluu;

- HE BBIPBIBATh, HE 3aTN0aTh CTPAHUIIbI, HE BKJIAIbIBaTh B YU€OHUK ITOCTOPOHHHUE IPEAMETHI:

aBTOPYYKH, TMHEWKH, KapaHJAIlIX U T.IL.;

- He JieaTh B ydeOHUKaX MOJUePKUBAHM, TOMETKU KapaHAalloM MM PyYKoi (HomycKaeTcs

TOJIBKO MOJMUCH y4eOHMKA HAa TUTYJIbHOM CTpaHUIIE KapaHAAIIoOM UIIH PYUKOM);

- Oepeub OT MoNaaHus Bo/bl (HOCUTh Y4E€OHUKH B MOPTHENAX);

- JloMa XpaHWUTh, Y4EOHUKHU B OTBEJIEHHOM JUIsl HUX MECTE, HEJJOCTYITHOM JJIsl MaJIEHbKUX JIeTed U
JIOMAIIHUX KUBOTHBIX, OTJAJIEHHOM OT UCTOYHHUKOB OTHS U BIIATH;

- He paboTaTh C yYeOHMKAMH IPA3HBIMU PYKaMHU — 3TO HE TOJIBKO 3arps3HUT y4eOHUK, HO U OyneT
SBIISITHCS IEPEHOCYMKOM PA3IUYHBIX MH(DEKIIMOHHBIX 3a001€BaHUH.

2.3.8.6.3. Ilpu nony4yeHu JOKYMEHTOB U3 (OHIa yUeOHUKOB:

2.3.8.6.3.1. YOenutbcs B OTCYTCTBUHU J1€(DEKTOB, a MpU OOHAPYXKEHUH TPOMH(GOPMHUPOBATH 00 ITOM
KJIACCHOT'O PYKOBOJUTENS U OMOIMOTEeKaps, IPUHITh MEPHI [l PEMOHTA!

- peMoHT yueOHuKa (Kieiika) mpousBoautcs kieeM [IBA u Oymaroii, ecnu 610K KHUTH TTOTHOCTBIO
WM YaCTUYHO OTOPBAH OT OOJOXKHU (CYIIUTh KHUTY MOCIE KJICHKH B TEUEHUE CYTOK), 3aTeM, TPH
HEO0OXOIMMOCTH, MMPOKJIEUTH TPO3PAYHBIM CKOTYEM;

- pa3opBaHHBIC WM OTOPBAHHBIC JIMCTBI, IIOTCPTHIC YTJIBI MPOKJICUBATH NPO3pavYHbIM CKOTYEM C
o0eux crtopoH (Oosnee moApoOHAsT MHCTPYKIUS 1O PEMOHTY YUYEOHMKOB U KHUT HUMEETCS B
6ubnmoreke); yueOHUK, OTPEMOHTHPOBAHHBIM HEKAUeCTBEHHO, BO3BPAIIAETCS JJsI TOBTOPHOIO
PEMOHTA.

2.3.8.6.3.2.Ecnu yueOHMK HE MOJICKUT PEMOHTY — 00paTUTHCS B OMOIMOTEKY He MO3/1Hee CEHTSIOps
JUTSL 3aMeHBl y4eOHMKA WIIM OTMETKH O HeloueTax. B KoHIle yd4eOHOro rojia MpeTeH3nn 0 HeA0YeTax
HE MPUHUMAIOTCS, U BUHA BO3JIaraeTcsi Ha 00y4Jaronierocs.

2.3.8.6.3.3. Bo3Bpamath JTOKYMEHTHI B IIKOJbHYIO OUOIHOTEKY:



- B YCTaHOBJIEHHBIE CPOKH (IpaduK a4yl yIeOHHKOB B KOHIIE YU€OHOT0 To/1a Ui KaXI0To Kiiacca
(cpoku OroBapMBarOTCs C KIACCHBIMU PYKOBOAUTENSIMA MHAWBUAYAIBHO); TIPH BHIOBITUH PaHbIIIE
cpoka oOy4yeHusi — caaya y4eOHHKOB KJIACCHOMY PYKOBOAMTEIIO (B MCKIIOUUTEIBHBIX CIy4asx:
00J1€3Hb KJIACCHOTO PYKOBOJAUTEIIS WM APYTHE YBXKUTEIbHBIE TIPUYMHBI OTCYTCTBUS Ha pabodeM
MecTe);

- HOBBIC (HEHUCIIOJIB30BAaHHBIC) YUYEOHUKH, MOITYyYEHHBIC B Hayasie Y4eOHOTrO T0/a, OJKHBI OBITh
CHIaHBI B OTIIMYHOM COCTOSTHUM;

- y4eOHHKH, UCIIOIB30BaHHbBIE B Y4€OHOM Iporiecce 2-3 roja, - B XOpOIIeM COCTOSHUMY;

-y4eOHUKH, UCTIOIF30BAHHBIC HECKOJIBKO JIET, B TOTPEOHOM COCTOSIHUH, aKKYPATHO TTO/IKJICCHHBIE.

2.3.8.6.4. 3ameHATh Y4eOHMKHM IIKOJBHOW OMOMMOTEKHM B Ciy4ae HMX YTpaThl WJIM IMOPYH UM

PAaBHOLIEHHBIMH, JHMOO KOMIIGHCHPOBaTh yImepd B pa3Mmepe, YCTaHOBJICHHOM IIPaBUIIAMH

H0JIb30BAHMS IIKOJILHOM OMOINOTEKOH;

2.3.8.6.5. IlomHOCTBIO pacCYUTATHCS CO IIKOJIBHOW OMOIMOTEKON 10 OKOHYaHUH YI€OHOTO To/1a.

3. OcHoBHO¥i (ona

3.1. Y4er ocHOBHOTO (poHaa

3.1.1. Eaununsl yyera:

OCHOBHBIE €IUHUIIBI YU€Ta IOCTYIUIEHUH U BBIOBITUS B OMOIMOTEUHOM (DOHIE:

- Ha3BaHHWE — KaXJ0€ HOBOE WM IOBTOPHOE H3JaHUE, APYrod JOKYMEHT OTJIMYaIoLIHecs OT
OCTaJIbHBIX 3arjlaBU€M, BBIXOJHBIMU JIaHHBIMH WM JPYTHMH 3J€MEHTaMH  OoQOpMIICHUS; -
IK3EMIUTAP — KaXK/1ask OTJeNIbHAs eIMHHIIIA JOKYMEHTa, BKIIo4aeMasi B ()OH MJIH BHIOBIBAIOIIAS U3
HETO.

OO0mas BenuuuHa POHJIA YIUTHIBACTCS B SK3EMILISIPAX M Ha3BAHUSX.

OCHOBHBIMHU €TMHUIIAMHU yU€Ta TIEPUOTUKH SBISIOTCS K3EMIUIIP U HAa3BAHHE.

- JUIA JKYpHQJIOB — SK3eMIUIp (TOM, HOMEp, BBHITYCK) M Ha3BaHWE W3JAHHS 3a BCE TOJIBI €ro
HOCTYIUIEHUS B (POH/.

- JUIA Ta3eT — eQUHMIEH ydera, SBISIETCS TOAOBOM KOMIUIEKT M Ha3BaHWE Ta3eThl 3a BCE TOJBI
HOCTYIUIEHUS B (POH/.

Ennnunamu ydera (oHIA 3JMEKTPOHHBIX M3JaHUN SBISAIOTCA: JAMCKETAa U ONTHYECKHH JUCK
(CD-ROM u MmysnpTUMeAna), a TaKKe Ha3BaHUE: AWCK — MPUIIOKCHHE HE YYHUTHIBACTCS Kak
OTJIENbHBIN K3EMILISP, €CIIN MPEJICTaBIsIeT COO0M BKIIAAKY(BIOKEHHUE) B U3/1aHNUE.

3.1.2.Buabl ¥ NOPSIAOK yyeTa

OcymiecTBisieTcss 1Ba BUJa ydeTa OCHOBHOIO (hOHJA: MHAMBUIYANIbHBIH M cymMmapHbIid.Ilpn
ydeTe OCTYIUICHUS IOKyMEHTOB B (DOH/I BBIJIEISIOTCS TOKYMEHTHI BDEMEHHOTO XpaHEeHHU s, KOTOPBIE
He cTaBsTcsa Ha O6anmanc. K HuM otHOcsTCsa Oporrtopsl: (00beM 10 48 ¢); mucToBKH (00beM 10 4 C);
KaJeHJapy; IUIaKaThl; METOAMYECKHE Pa3pabOTKU; MPOTrpaMMbl; MaTepUalbl, MOJUIeXkKallue Mociie
CIIUCaHMs pa3jave yJaluMcs U nejaroram (JOKYMEHThI OMOIMOoTeKa ONpPEeeiieT CaMOCTOSITENBHO).

3.1.2.1. CymmapHbIii y4ét

CymMMapHOMY yd4eTy HoJuiexar Bce BHJAbI JOKYMEHTOB (Kpome raser). IlpousBomutcs yder,
HNapTUSAMH 110 OJTHOMY CONPOBOJUTEIHLHOMY TOKYMEHTY (cueTdakTypa, HakiagHas, akT).B ciyuae
OTCYTCTBHSI COIPOBOIMTEIHHOTO TOKYMEHTA COCTABIISIETCS aKT MTPHEMa.

dopmoii cyMMapHOTO ydeTa sIBISIeTCS KHUTA B TPATUIIMOHHOM HIIM MAIIMHOYHUTAEMOM BHJIC.
«Knura cymmapnoro yuera (KCY) cocrout u3 3-x yactei:

- yacth 1 — «[loctymnenue B ¢GoHI»; - yacTh 2 — « BreiObiTHE U3 doHga»; - yacte 3 — « Urorn
JBYDKEHUS (OHAAY.

3amuck B KCVY Benercs ¢ MOMeHTa NOCTYIIEHUS! B OUOIHOTEKY MEPBOM MapTHH JTOKYMEHTOB.

CBenieHHs O MOCTYNUBLIMX B OMOIMOTEUHbIM (HOHJ TOKyMEHTaX (UKCHpyroTcs B 1-it vactu
KCYV «Ilocrynnenue B poH1» B MOKa3aTemsaX: AaTa U HOMEP 3alliCH, UCTOYHUK IMOCTYIUICHHS], HOMEP
U /MU J1aTa COTPOBOAUTENIBHOTO JOKYMEHTA, KOJTMYECTBO MOCTYMUBIINX TOKYMEHTOB (BCETO, B TOM



qrclie, TI0 BUJIaM, COJIEPKaHUI0), CTOMMOCTh MPUOOPETEHHBIX TOKyMEHTOB. Hymeparus 3anuceit u3
roja B IoJi IPOJOJIKAETCH.

CBeneHUsT O BBIOBIBIIMX M3 OMOJMOTEKHM JTOKYMEHTax OTpaxkaroTcs, BO 2-ii wactu KCVY/
HyMepalus 3anuceid u3 roja B roja npoaoswkaercs ( rpada 2 - Ne akra 1o nmopsiaky)/, ¢ ykazaHueM
npuuuH uckinouenus ( «llepenano», «Cnucano no BETXOCTU» U T.I1.).

[TocTymienne MHKpOQOPM, DIEKTPOHHBIX HW3JAaHUKA Ha MAIIMHOYUTAEMBIX HOCHTEISX(
CDROM u mynpTHMeEnna, 1uckera) otpaxaercs B nepsoi yactu KCVY ¢ nanpHelmen netannzanuen
110 BUJAM JOKYMEHTOB.

3.1.2.2. UHauBUIYAJIbHBIH y4eT

NuauBuayanbHbId y4eT KaXJA0ro SK3eMIUIApa JOKYMEHTA WK KaKJI0TO HAa3BaHUs JOKYMEHTa
MIPOU3BOUTCS C TIOMOIIBIO METOJIOB MHBEHTAPU3ALMKA C MPUCBOCHUEM JIOKYMEHTY WHBEHTAPHOTO
HOMEpA WM PErHCTpallud JOKYMEHTa O3 TPHUCBOCHHS €My MHBEHTApHOTO HOMEpA.
NuauBuayalbHBI HOMEp 3aKPeIUIsIeTCsl 32 JOKYMEHTOM Ha BCE BpEeMs €ro HaXOKJIeHHUs B (OHIE
OUOINOTEKH.

dopMaMH UHIUBUIYAIBHOTO yd€Ta JIOKYMEHTOB SIBIISIFOTCS KHMKHasi (MHBEHTApHAas KHUTA),
KapTouHas (KapTOykKa Y4YeTHOrO Karajora), >KypHald ydé€ra HETPaJAMIMOHHBIX HOCHUTeNei
uHpopmanuu.

@DopMbl HHAUBHUIYATLHOTO y4eTa JOKYMEHTOB B 00s3aTeIbHOM MOPSIKE JOJIKHBI COAECPKATh
CJIeYIOIIME TTOKA3aTEeNH: 1aTa 3aliuCH, MHBEHTAPHBIM HOMEP, aBTOP U 3arjaBue, TOJl U3/IaHusl, 1ICHa,
HOMED aKTa BHIOBITHSI.

B npumeuanun yka3pIBaeTCsl HATMYKUE U BHUJI IPUIIOKEHUS K OCHOBHOMY JIOKYMEHTY.
JIOKyMEHTBI, 3alCaHHbIC B MHBEHTAPHYIO KHUTY, OTHOCSTCSI Ha OaTaHCe IIKOJIBI.

VHBeHTapHbBIC KHUTH XPAHATCS B OMOIMOTEKE MOCTOSHHO.

CtpaHuIlbl B MTHBEHTAPHON KHUTE HYMEPYIOTCS. TUTYIBHBIN JUCT U €r0 000POTHASI CTOPOHA B
HyMEpaLHIO CTpaHUL He BXoAuT. Ha kaxxmoi cTpouke aenaercst oaHa 3anvuchb. IHBEHTapHbIE KHUTH
MMEIOTCS JIBYX BUJIOB.

Ka)KIlBIfI OK3CEMILIAP OOKYMCHTA, HOI[JIG)K&HH/Iﬁ HWHBCHTAapu3aluuv, 3allMCbIBACTCA B
HWHBCHTAPHYIO KHUT'Y U IIOJTYyY4aCT OTHGHBHLIﬁ, JIMIIb MY HpI/ICBOGHHHﬁ HOMED.

HOMep IMPOCTABJIACTCA Ha Kayk101 CTPOYKE HHBCHT&pHOfI KHUTH, BO n30exKaHne OMMUO0K HOMEp
MMPOCTABJIACTCA A0 3aIlIMCU U3JJaHUS B UHBCHTAPHYIO KHUTY.

HCO6XO,I[I/IMBIG IJIg 3allMCU B MHBCHTAPHYKO KHUT'Y CBCACHUSA O KHHUIC 6epyT051 C TUTYJIBHOT'O
JINCTa, HEAOCTAOIIHMEC CBCACHHUA — U3 BBIXOAHBIX JaHHBIX.

B rpade «ABTOp U 3arnaBue» NpuBOIUTCS (haMIIIKS aBTOPA U 3arjaBHe U3JaHUs.

WNHunmanel aBTOpOB HE YKa3bIBAIOTCS; MPU HAIMYUU JBYX aBTOPOB Y€pe3 3aIATYIO MUILIYTCS
damunnu 000MX; IpU HATMYUH TPEX aBTOPOB MUIIETCS (aMIIINS IEPBOTO C YKA3aHUEM «H JP.»; IPU
HaJIMYUU 4eTHIPEX M OoJiee aBTOPOB M3JaHME  3AMUCBIBAETCS MOJ 3arjaBueM. Mexay gamuineit
aBTOpA U 3arjlaBUEM He ClIeyeT OCTaBIATh CBOOOJHOIO MPOMEXKYTKA WM CTaBUTh TUpe. He crnenqyet
TaK)Ke 3aKJI0YaTh 3arjaBue B KaBBIUKU. 3arjiaBHe, COCTOSIIEE M3 HECKOJBKHUX CIIOB, pa3peliaercs
COKpaIiarh, HO TaK, YTOOBI MOXKHO OBIIIO MOHATH €ro cMbIc. [1pu 3anucu nMHHOTO 3ariaBus (Oosee
5 c1oB) 3anuckIBalOTCs NepBbie 2-3 crnoBa. O0s3aTeNbHO YKa3bIBAIOTCS MOPSIKOBBIE HOMEPA TOMOB,
qacTel U BBIITYCKOB.

[Tpu 3anucu Ha OAHOM cTpaHuIe Ay0IeTOB OJJHOTO M TOTO XKe JJOKYMEHTa WM MHOTOTOMHOI'O
U3JIaHUS C OJHUM 3arjiaBUeM B MOCIEIYIOMIMX CTPOKaX rpadpl CTaBIT KaBbIYKU U YKa3bIBAIOT (TpU
3aMyucy MHOTOTOMHBIX M3JaHHI) MOPSAIKOBBIM HOMEp TOMA.

B rpade «["ox u3ganus» yka3pIBatOTCs JBE MOCTAEAHUE TU(PHI TO1a BRIX0/1A, TOKYMEHTA B CBET.
Ecin OHO BBINYIIEHO B APYTrOM BEKE, TOTJa roJl JOKyYMEHTa MUIIETCS MOJHOCThIO. [Ipyu 3anucu Ha
OJIHOH CTpaHMIIE WHBEHTAPHOW KHUTHM IPOU3BENECHUN C OJHUM TOJOM H3/1aHHUs, B MOCIEAYIOIINX
CTpOKax rpadpl CTaBATCS KaBbIUYKH.

I'pada «llenay, paznenena Ha ase nmoarpadbl: pyonn u koneviku / 47.00/

B rpade, B koTopom 0pOopMIIEHO HUCKITIOYEHHE TaHHOTO JIOKYMEHTA, YKa3bIBAlOT HOMEp aKTa, 1
yepes TUpe — MOCTeAHNE ABE UQPBI T/l €ro CocTaBIeHUs, Harpumep:« 4-07».



B rpade «lIpumeuyanus» yka3blBalOT HCIPaBIIEHUE OIIMOOK, JOMYLICHHBIX NPH 3alUCH B
WHBEHTApb, Pa3HOTO poja cephe3Hble Ne(eKTh, OOHApYXCHHBIC B JOKYMEHTE; OCOOCHHOCTH
HanOoyiee  IICHHBIX  W3MaHWid.  VcmpaBieHHble  OMIMOKM  JOJDKHBI  OBITH  3aBEPEHBI
MeAaroroMOuOIMOTEKAPEM U JTUPEKTOPOM IIKOJIBI.

Kaxxp1ii JTOKYMEHT 3amuChIBacTCsl Ha SI3bIKE OpUTHMHANa YepHWIaMu (MacTOM) YEepHOro
(cuHero) nBera. 3amuCcu B MHBEHTAPHOW KHUTE CIIEyeT MPOM3BOAWTH aKKypaTHO, pa300pPUMBHIM
MTOYEPKOM.

BpOI_HI-OpBI " ICPUOJUYCCKNUE U3JaHN B MHBCHTAPHBIC KHUT'Y HC BHOCATCA.

3.1.3.Uckar04eHne JOKYMEHTOB

3.1.3.1. llepeyeHb NPUYMH UCKIKOYEHUS] JOKYMEHTOB U3 (pOH/A:

«BETXOCTh ((hu3nuyeckuii U3HOC), Ne(PEKTHOCTh, YCTAPEIOCTh MO COJACPKAHUI0, TyOJIETHOCTD,
HENpOPHUIBLHOCTH, yTpaTa( ¢ yKa3aHHEM KOHKPETHBIX OOCTOSTENLCTB YTPaThl: Mponaxa u3 (HOHI0B
OTKPBITOTO JIOCTyIA, yTEpsl YHTATSIISIMU, XHINEHHE, B pe3yiabTare O€ACTBUH CTUXHWHOTO U
TEXHOTEHHOT'O XapaKTepa, 0 HEYCTAHOBJICHHBIM IIPUYHHAM /HerocTaqa/).

3.1.3.2. O¢opmiieHue BbIOLITHSI JOKYMEHTOB U3 0M01M0TEe4YHOT0 oHAA

BriObiTHe 1OKyMEHTOB U3 (oHOA OPOPMIISETCS aKTOM 00 HMCKIIOYEHHH M OTOOpakaeTcs B
«KHure cymMmmapHoro ydera» u B popMax HHIUBUIYAIBHOTO ydeTa (oHa.

B kaxaoM akte QUKCUPYIOTCS CBEICHUS O TOKYMEHTAX, UCKIFOYaEeMbIX

0 OJIHOM TpPHYUHE: BETXOCTh((PH3MUECKUI H3HOC),Ae(PEKTHOCTh, YCTapeinocTh IO
COJICPKaHHUI0; TyOJIETHOCTh, HEMPOPHIBLHOCTh, yTpaTa (C YKa3aHHEM KOHKPETHBIX OOCTOSTEIILCTB
yTpaThl: mponaxa u3 (OHJOB OTKPHITOrO JOCTYMA, YTEePs YMTATEISIMH, XHUIIEHHE, B pe3yJbTaTe
OencTBHiA CTUXUIHOTO W TEXHOTCHHOTO XapakTepa, 10 HEYCTAaHOBJICHHBIM MNpPUYHHAM
/HemocTayva/)».

AKTBl Ha CHIHCaHHE JIOKyMEHTOB BH3UPYIOTCS  WHBCHTAPH3AIIMOHHON KOMHCCHUEH TI0
COXPAHHOCTH (POHOB. 3aBU3UPOBAHHBIE AKTHl YTBEPKAAOTCI JTUPEKTOPOM IIKOJIBI.

K akTy npunaraercs CMCOK JOKYMEHTOB, OJUIEKAINX CIIMCAHUIO.

Ha ocHoBaHMM akTOB 00 MCKIIOYEHHWH KHHUI OyXrajiTepHsi CHUMaeT ¢ OanaHca OMOIMOTEKH
CTOMMOCTb BBIOBIBIINX JJOKYMEHTOB.

[Tpu BBIOBITUY U3/1aHUIM, HE COCTOSIIIUX Ha OaniaHce OMOIMOTEKH (NIEPUOIMKa, OPOIIIOPHI U
T.I1.), COCTABJISIETCS KT, KOTOPBIN B OyXTalTepHIO HE IepeaeTCsl.

KosnndecTBO JOKYMEHTOB, CIIMCAHHBIX MO 3TOMY aKTy, BBIYMTAETCS M3 OOILIEro KOJIMYeCTBa
JTOKyMEHTOB, 3anucanHbiX B KCY (uacts 3.MToru npmxkenus 6ubanoredHoro GoHmaa).

JIOKyMEeHTBI, IPUHATHIE OT YUTaTeIe B3aMeH YTepsHHBIX, pukcupyrorcs B «Terpanu ydera
KHUT U Jp. TOKYMEHTOB IPUHATHIX OT YUTATENEH B3aMeH YTepSHHBIX». Ha OCHOBaHWY C/IETaHHBIX B
Hell 3amuceil COCTaBJIAIOTCS aKThl Ha IMOCTYIJIEHHME U BBIOBITHE, KOTOpBIE PETUCTPUPYIOTCS B
cooTBeTcTBYOIMX 4acTsax «KCY 6ubanorednoro hoHma»

JIOKyMEeHTBI, HCKII0YaeMble, KaK Hempo(uiIbHbIE U AyOJeTHbIE, MOT'YT OBITh 0€3BO3ME3THO
nepeaHbl B MOpsAAKE KHUTOOOMeHa B Jpyrue OMOIUOTEKH 1O aKTy.

CBeneHus o BBIOBIBIIMX U3 JEHCTBYIOMUX (POHIOB OMOINOTEKH JOKYMEHTaX PEruCTPUPYIOTCS
B cooTBeTcTByIOIMX TIpadax Bropoil wactu KCVY / ¢ ykazanuem mnpuuunsl/. MHbopmanus o
BBIOBIBITNX JOKYMEHTAX OTPAKAETCS BO BCEX YUETHBIX (popMax, KaTasorax, MHBEHTAPHBIX KHUTaX.

3.2. HuBentapu3auus 6ud1u0TEYHOT0 (POHAA

3.2.1. NuBeHTapu3anus OMOIMOTEeYHOTO (POH/IA MIKOJIBI OCYIIECTBIISIETCS C IEThI0 KOHTPOJS HaJ
COXPaHHOCTHIO U 3PPEKTUBHOCTHIOMCIIOIB30BAHUS TOKYMEHTOB.

3.2.2. VuBeHTapuzauus OUOIMOTEYHOro (QOHJA MPOBOJUTCS MNOTPEOOBAHUIO ATMUHHUCTPALIUN
IIKOJIBI.



3.2.3. VHBeHTapu3alMOHHAs BEJOMOCTb COJIEPKUT HAaMMEHOBAaHME OCHOBHBIX CpPEICTB, AATy
nproOpeTEeHNs,, NTHBEHTAPHbBI HOMEP,KOJINYECTBO, CTOMMOCTh €IMHUIIBI JJOKYMEHTa, CyMMapHas
CTOUMOCTbH JIOKYMEHTOB OMOIMoTeyHOro hoHaa.

3.2.4. VIHBeHTapu3allMOHHAs BEJOMOCTh TMPUMEHSCTCS TPH  OTCICKHUBAHUH [EJICBOT'O
UCIIONIb30BaHUsl OMOIMOTEYHOTO OHIA.



