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[IpuHsATO Ha 3acenaHUM

Te/Iaroru4eckoro CopeTa Jln K ) MBOY
MBOY «Huxuebumesckas COIL» ' HeGunesckas COLL» 3MP PT
[Tporoxon Ne 9 2 a C.B.MBaHoB

oT «24» mast 2018 r.

COI''TACOBAHO ";/)I/Baeneno B JIeHCTBHE
npezacenaress npopkoma ““npuxazom Ne 96
MBOY, «<Hwxnebumesckas COLL» oT «24» mas 2018 r.

z,é Mupcaurosa 3./1.

MOPAIOK YYETA BUBJIMOTEYHOI'O ®OHJ/IA YYEBHOM JIMTEPATYPBI
MYHHUHNAJbHOr0 61015keTHOro 00111e06pa30BaTeILHOIO YUpeKIeHHsI
«Hunxuneoumenckas COLL» 3MP PT

1. OBIIME TTOJIOXEHWS.

1l Hacrosmmii [Topsaok yyera 6ubnuorednoro gonaa yueOHoi
nuTepaTypsl 0b1ieobpa3oBaTenbHOr0 yupexaeHus (aanee - [Topsgok yyera)
yCTaHaB/IMBAeT NpaBuia y4yera 6ubiuoreyHoro ¢ponzia yueGHO TUTEpaTyphl U
OCyILEeCTBIsieTCs: B cOOTBeTCTBUM ¢ MHCTpykumei 06 yyere 6uGIMoTe4HOrO
(dona 6ub1HOoTEK 06pa30BATENBHBIX YUPEKACHUH, yTBepKaeHHOM [Iprka3zom
MunuctepcrBa obpasoBanus Poccuiickoii ®enepauuu ot 24.08.2000 Ne 2488.

1.2.  bubnuoreunslii poHI yueOHOMN TUTEPATYpPhl YUUTHIBAETCS U XPAHUTCS
OTJIEJIBHO OT OCHOBHOr0 6ubanoreyHoro ¢ponaa Oubinorexu
06111€00pa30BaTENbHOrO YUpeKIeHUs (Jaiee - mKoa).

1.3, Yuer 6ubnuoreuHoro ¢poHaa yuebHOM TUTepaTyphl OTPAXKAET
noctymieHue B GoH, BoIObITHE U3 HOHA, BeTUYMHY Beero (poHaa yueOHOM
JIUTEPATyphl U CIIy)KUT OCHOBOMH Ul OOECTIeYeHUs] COXPAaHHOCTH (OHAA
KOHTpPOJISl 3a HAJIWYMEM U JIBWKEHUEM yuyeOHOM TuTepaTypsl.

1.4. VYuer 6ubnuoreqnoro ¢ponna yueOHOH TUTEpaTyphl OCYLIECTBIISIETCS
noxkymeHtamu: "Knura cymmapHroro ydera" (nanee - KCVY), "Kaproreka yuera
y4yebHoii mureparypsl”, "TeTpaap yuera yueGHBIX MaTepuaioB BpeMEHHOTO
xapakTepa", 2JIeKTpOHHBIM (OHAOM yueOHO# auTepaTypsl (nanee - DDV ).

1.5.  Vdery nmoanexat Bce BUIbI yueOHOM JIUTEPATYPhl, BKIIIOYEHHBIE B
OubnauoreuHslit GoHz.

2. YYET ®OHJIA YUYEBHOM JIMTEPATYPBI

2.1. K donny yueGHOM uTEpaTyphl OTHOCSATCS:

- BCe y4yeOHUKH;

- yuyeOHble mocobus;

- MaTeMaTH4ecKue TaOJHIIbI;

- cOOpHUKH ynpaKHEeHHUH U 3a/1a4;

- IPaKTUKYMBI;




-  KHUTH I YTCHMA,

- XpecTOMAaTHH.
2.2. Vyer 6U6IMOTEYHOTO donaa yueOHUKOB JAOTKEH cnocodcTBOBATh X

COXPaHHOCTH, [PaBAIILHOMY (hOPMHPOBAHHIO H LIEJEBOMY HCTIOIB30BAHHIO.
Bce Onepalyy 10 y4eTy Mpou3BOAATCA 616IHOTEKapeM, CTOHMOCTHBIH y4eT
BezeTcs Oyxranrepueil oTaena (ynpasienus) 00pa3oBaHus HCTIOJIHUTEIHOTO
KOMUTETa MyHHIUIATBHOrO 00pa30BaHHs . Cpepka JaHHBIX GHOTHOTEKH H

GyXrajTeprH IPOU3BOIUTCS €)KEroJIHO.
23. VYueT yueGHHKOB OCYLIECTBIACTCS B KCV, xotopas BeieTcs B TpeX

4acTAX:

| uacTs. [locTynuieHue B pOHL. [Tocyie moydyeHus y4eOHHKOB
samuchIBaeTcs odiiee KoIu4IecTBo 1 CTOUMOCTB, C 00513aTeIbHBIM yKa3aHHEM
HOMepa ¥ 1aThl CONPOBOIUTEIHHOTO noxymeHTa. Homep 3amicH eKEroJiHO
paurHaeTcst ¢ Ne 1 ¥ ujet 1o nopsaxy MOCTYTUICHHH.

2 yacTb. BeiObITHE M3 QOHIA. 3anUCHIBAIOTCS HOMEPA aKTOB Ha CIIMCAHNE
y4eGHUKOB C yKa3aHHeM JaTbl yTBEpXK/ICHUS aKTa H o01ero KoM4ecTsa
CITMCAHHBIX yUeOHUKOB Ha OOIIyIO CYMMY. Hymepaluus 3anucei o BBIOBIBIIMX
W3/[aHUSIX U3 TO/Ia B TOJ MPOJOKACTCA.

3 yacTh. YiToru ydyera JBHKCHUA oHI0B. 3aNUCHIBAIOTCSA HTOTH
JBMOKeHHS POH/IA yHeOHUKOB: ob11ee KOJIHYECTBO MOCTYMHBIIMX yueOHUKOB Ha
00 1LIyI0 CyMMY 32 Texymui rojl. Obuiee KOIHIECTBO BBIOBIBIIMX Y4eOHMKOB HA
ob1ryIo CyMMy 32 texymmii roz1. Obiiee KOIHHECTBO y4eGHUKOB, COCTOALIMX Ha
ydeTe Ha OOLLyI0 CyMMY Ha | sHBaps MOCTIE/IYyIOWEro roza.

KCYVY no yueOHHUKaM XpaHHTCs B O6ubIMOTEKE TTOCTOSIHHO.

2.4. VIHauBHILYaNbHBIA (rpynnoBo¥#) y4eT y4eGHUKOB OCYIIECTBIIACTCS B
KapToTeKe ydeTa y4eGHUKOB, Ha KaTATOKHBIX KapTO4KaX CTaHIapTHOTrO
pasmepa.

Ha xapTouKe yKa3bIBaeTCsA 6ubHorpaduuecKoe OnucaHnue y4eOHuKa,
CBeJIeHHs O KOJIMYEeCTBE MOCTYMUBIIMX y4eGHUKOB C yKa3aHHEeM LEHbL,
perucTpalMOHHbIH HOMEP.

Ecnu y4eOHMK nocTymnaeT HEOIHOKPATHO 1 He HMeeT OTIHHS, KpoME roza
M3/1aHus U 1IEHBI, TO BCE MOCTYIICHUS 3aHOCSTCA HA eMHYI0 KapTouky. Eciu

KE B yqe6Hm<e BHECEHBI JOMOJHEHUA 1 W3MeHeHHUs1, TO Ha HETO 3aBOJMUTCA

HOBas KapToyKa.
KapTouK# PacCTaBsioTCs B yHETHYIO KapTOTEKY MO KiaccaMm, a BHyTpH

KJ1acCOB - 110 MpeaMeTaM U 1o andapuTy pamuui aBTOPOB UIH 3arjaBui.

KapTo4ky Ha CITMCAHHBIC yuyeGHMKH U3 KAapTOTEKH yHeTa y4eOHUKOB
M3LIMAIOTCS Cpa3y e Mocie MOANHUCaHUs aKTa 0 BBHIOBITHH.

Yro0Obl pery1upoBaTh I0C/IeI0BATENBHOCTD PETUCTPALIHOHHOTO HOMeEpa,
peKoMeHTyeTcs BECTH "YKypHas perucTparuy yeTHbIX KapTo4eK
GubIMoTeuHoro Gonza MKOIbHBIX yueGHHKOB" IO obpasiry: HoMep 1o
OpSIKY, Ha3BaHKe, KOIUHYECTBO, [[eHa OJJHOTO SK3EMILISIPa, HOMEp 3aACH B

KCY.




2.5.  Yuery nojsexar Bce BU/bl yueOHHKOB H y4eOHbIX nocobuid. Pabotne
TeTpaju, AMAAKTHYECKHEe MaTepUabl, TabJIHULbl, IPOIHUCH SBIISIOTCS
JIOKyMEHTaMH BPeMEHHOro xapakrtepa. Mx ydyer npoussoautes B "Terpaau
ydyeTa JIOKyMEHTOB BPEMEHHOI'0 Xapakrepa".

2.6. B3aMeH yTepsiHHBIX WM UCTIOPYEHHBIX Y4EOHUKOB MPHHUMAIOTCS
aHaJIOrMYHble y4eOHUKH.

V4eGHUKH, YTepsSHHbIE M IPUHATBIE B3aMeH, yuuThiBaloTcs B "Tetpanu
yuera yTepsiHHbIX yueOHUKOB M UX 3aMeHBbI".

2.7. VYuer BbIObITUS YueOHUKOB. CrincaHHe Y4eOHHUKOB POBOAUTCS HE
pexxe oiHOro pasa B roj. CriucanHble y4eOHUKH CHAIOTCS B MAaKy1aTypy.
CnucaHHble y4eOHUKH, HAXOISIIUECS B XOPOIIEM COCTOSIHUH, MOTYT
BBIIaBAThCS YYALMMCS [UIs MOATOTOBKM K 9K3aMEHaM H NepeiaBaThesl I
MCIIOJIb30BaHUs B KaOuUHeTax.

Ha kaxpiii iz ciucanus ("Berxue", "Ycrapesiune 1o CoepKaHUIO",
"VrepsHHbIe unTaTenaMu", "Xuienne") cOCTaBISETCs akT B 2 9K3eMILIAPaX,
KOTOPBIH MO/MUCHIBAETCS KOMUCCHEN U yTBEPIKIACTCS PyKOBOJUTETIEM LIKOJIBL.
OnMH SK3eMIUISIp aKTa MOJIEUT XpaHeHHIO B GUOIMOTeKe, APyroi nepenaeTcs
MOJ PacmMCcKy B GyXranTeputo, KOTopasi IPOU3BOIMT CHHCaHHUe ¢ Oanaxca
LIIKOJIbI, YKA3aHHOM B aKT€ CTOMMOCTH Y4eOHHUKOB.

2.8. VYuer Bbau yueOHUKOB. BubnuoTexaps BbIaeT yueOHUKH yUUTENAM
I- 111 knaccoB, KinaccHbIM pykoBoauTessiM 1X-X1 Ki1accoB WM yYUTEISIM 10
COOTBETCTBYOLIEMY peamety. KonnuecTBo 3K3eMIUISIPOB BbIIAHHBIX
y4eGHMKOB OTMedaeTcsi B 0co00i TeTpamu 1iu GopmyIispax o0y4aromerocs.

VueOHHKH BBIAAIOTCS 00y4YaroIMMCs Ha TOfl.

2.9.11Ikona BeJeT ydeT COCTOsHUs U ABIkeHus (poHn0B B hopmare DOV JL
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