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1. OO0mHe noJiokeHust

1.1. Hactosmit ITopsinok yuera 6ubnuoreunoro ¢onja wkonsl (nasee - [opsaaok y4era)
yCTaHaBIMBaeT MpaBwia yuera OubnuoreyHoro Qonma yuyeOHOM JMTEpaTypsl M
OCYILIECTBJIIETCS B COOTBETCTBUH C ACHCTBYIOLIMM 3aKoHoaaTeabetBoM PO u PT.

1.2. bubnuoreynsiit GoHx yueOHON NMTEpATYpbl YUMTBIBAETCS M XPAHMUTCS OTACJIBHO OT
OCHOBHOTO OnbIHOTEUHOr0 PoHAa OUOIMOTEKH ILKOJIBL.

1.3. Yuer 6ubnuoreunoro (oHaa OTpaxaeT MOCTyIUIeHHEe B (OHJ, BBIOBITHE M3 (OHIA,
BEeJIMYMHY BCero (JOHAA M CIY)XHT OCHOBOM Ul obecredeHHsl COXPaHHOCTH (oHja H
KOHTpOJIS 38 HAJIMYMEM U JBIDKEeHHEM (oHza.

1.4. Yuer 6GubnmoreyHoro (oHma y4eOHONM JMTEpPATYphl OCYILECTBIIAETCS AOKYMEHTaMMU:
«Knura cymmapHoro ydera» (manee - KCY), «Kaproreka yuera y4eOHOH JUTEpaTypbi»,
«DneKTpoHHasl KapToTeka Y4eOHHKOBY, anelcrp HHBIM (OHIOM Y4eOHOW JHUTEepaTyphbl

(manee - DOVYII). b o
1.5. Vuer GubnuoreyHoro (oHzaa JIATE YILECTBIIAETCS TOKYMEHTaMM:




11]1]1?511‘.
2.1.3. Yuet yueOuukos ocyuectsisiercst B KCV, koTopasi Befietesi B Tpex 4acTsix:

1-s1 wactsb. Tloctynienue B ponz. INocne nomyyeHns yueGHUKOB 3arucbiBaeTcs obuiee
KOJIMYECTBO M CTOMMOCTb, C 00s13aTe/IbHbIM YKa3aHHeM HOMEpa M JaThl COMPOBOAHTEIBHOIO |
nokymenTa. Homep 3anucu exxeroHo HaunHaerest ¢ Nol v MieT no nopsiaky noctyrieHHii.

2-9 uacth. BpiObiTve u3 onma. 3anmchiBaloTcsi HOMepa AaKTOB HA CrMCaHHe
y4eOHMKOB ¢ yKa3aHMeM AaThbl YTBEPXKIEHWSl akTa H OOIIEero KOJMYECTBA CITMCAHHBIX
yuebHuKoB Ha obuLyio cymmy. Hymepaist 3anuceii o BhIOLIBLIMX H3AaHHSX M3 FOAA B FOI
MPO0JIKAETCS.

3-s yactb. Mtoru yuera apinkeHust (h)oHI0B. 3aMNCHIBAIOTCS HTOTH ABHKEHMs (QoHIa
y4eOHHKOB: obLee KOJIM4eCTBO MOCTYIMBIIMX YUeOHHKOB Ha OOLIYI0 CyMMY 3a TeKyLIHi q
roa. ObLiee KOIMYECTBO BLIOBIBIIMX y4eOHMKOB Ha OOLIyI0 CyMMY 3a TeKyLUHH [OJI.
OOB1iee KOMMUECTBO yueOHUKOB, COCTOSIIMX Ha ydere Ha 00LLyi0 cymMMy Ha | ceHTAOps
nocnenyouero roga. KCY no yueGuikam XxpaHuTcsi B GMOIMOTEKe MOCTOSHHO.

2.1.4. InanBuayanbHbli (FPYNNoBoii) yueT yqeOHHKOB OCYLIECTBIISIETCS B KAPTOTEKE ydeTa
y4eOHMKOB Ha KaTalOXHbIX KAPTOUYKAX CTAHAAPTHOrO pasmepa.

Ha kapTouke ykasbiBaeTcs 6ubianorpaduueckoe onncanne ydeOHuka, CBeeHHs O
KOJIHUeCTBe MOCTYNUBLIMX YUeOHMUKOB C yKa3aHHEM LIEHbI.

Eciu y4eOHUK nocTynaeT HEOAHOKPATHO M HE UMEET OTJIMYMS, KpOME rofa W3IaHus
M LeHbl, TO BCE MOCTYIUICHHs 3aHOCATCS Ha eIuHyl0 KapTouky. Ecmu ke B yueOHHKe
BHECEHbI JOMOJIHEHUs] ¥ H3MEHEHMs], TO Ha HEro 3aBOJMTCs HOBasi KapTOYKa.

KapTo4ku paccTaBisiloTCs B y4ETHYIO KapTOTeKy IO Kilaccam, a BHYTPH KJIacCoB -
10 NpeIMeTaM.

KapToyku Ha CIHCaHHbIE yUeOHHKH M3 KapTOTeKH y4eTa v&mmmsxow H3BIMAIOTCS P
cpasy JKe MocJje MOANNCAHHUS aKTa O BHIOBITHH. i g
2.1.5. YueTy mnomsexar Bce BHIbl y4eOHMKOB H
JMIaKTHYeCKHe MaTepHaibl, TaGIMLb ITHC]
XpaHeHus. Mx yuer %osuwo AT . >
XpaHEHHUs.
2.1.6. B3ameH v.._.o.
y4eOHHUKH.
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MpaBuiamu 1oJb30BaHus OUOJIMOTEKAMH, 4 TakKe HECYyT MHYIO OTBETCTBEHHOCTH B
Cityqasx, npelyCMOTPEeHHbIX J€UCTBYIONIMM 3aKOHO/1aTE/ILCTBOM.

3. BiameH yTepsHHBIX WIM MCHOPYEHHBIX y4eOHUKOB MNPUHUMAKOTCA Jpyrde
KHUIH, HEOOXOIMMBIE MiKOJe, Y4eOHUK 3aMeHseTcs pABHOLEHHBIM WM B3UMaeTcs
HOMHUHaJIbHAsA CTOUMOCTD yueOHUKa.

4. Ecanm  yueOHuK yTepsiH WM MCHOpYEH YuYaUIMMMCA, POAMTENH (Mua
JaMCHAIOINE ) BO3MELLaloT yuiepd nytem npuobpereHus paBHOLEHHOro yueOHUKa.
2.3.8.6. loabzoBatesnn yueOHUKOB M y4eOHOM JIMTEPATYPbI MIKOALHOMH OUBIHOTEKH
obs3aHbI:
2.3.8.6.1. Cobmoath npasuia 1oJb30BaHus IWKOJILHLIMY YUeOHUKAMU U y4eOHO#H
JIUTEpaTypOH.
2.3.8.6.2. bepeKHO OTHOCUTLCS K NMPOU3BEIEHHUAM NEYaTH:

- B TEYEHME CpOKa I10JIb30BaHUA Yy4yeOHHUK JI0JKEH HMeTh IMPOYHYIO OO0JOKKY,
3aLUMILIAIONLYIO €0 OT MOBPEKAECHUN U 3arpa3HeHUi;

- He OpocaTh yuyeOHMKH, He N0oJBEepraTh X TpaHchopMaLKy;

- He BbIpbIBaTh, HE 3arubaTh CTpPaHULIbl, He BKJIAJAbIBaTh B Y4YE€OHHUK IMOCTOPOHHME
NpeAMeThI:

aBTOPYYKH, JIMHENKH, KapaH/Aalli U T.I1.; Sl

- He jenaTh B y4eOHMKaX [OAYEPKUBAHUSA, IIOME KapaHJalioM WM py4Ko#
(nonyckaercs TOJBKO MOAMUC 0 . TH Off CTpaHHLE KapaHJalioM
WM pydKOH); ' | '

- 6epeyp OT IOMNaAaH

- ioma xpal

JieTei U 110!




Y4EOHHKOB  KIIacCHOMY PYKOBOAMTEIO (B  MCKIIOYHUTEbHBIX Cilyvasix: Gonesup
{/IACCHOTO pyKOBOAMTEIIS Witk iy rue YBOKUTEIIbHBIC IPUUUHBI OTCYTCTBHS Ha pabouem
mecre);
- HOBbI€ (HeHCrolb30BaHHbIe) Y4EOHHKH, mMoyYeHHble B Hauane y4ebHoro roja,
AOJDKHBI OBITh CIAHBI B OTIIHYHOM COCTOSIHHH;
- Y4eOHHUKH, HCNOMB30BaHHEe B yueOHoM nipouecce 2-3 roga, - B XOPOLIEM COCTOSHUM;
-Y4eOHMKH, MCHONb30BaHHbIE HECKOJILKO J1eT, B nOTpeGHOM cocTosHuM, aKKypaTHO
NOJIK/IeeHHbIE,
2.3.8.6.5. 3amensTs Y4COHHKH IKONBHON 6UGTHOTEKH B Cllydae uX yTpaTbl MIIM OpYH
MM PaBHOLIEHHBIMH, 6o KOMIIEHCUpOBaTh yuiep6 B pasmepe,
YCTaHOBJICHHOM IpaBUIaAMU [TOJIb30BAHUS LLIKOJIBHOIM 6ubnoTekoit;
2.3.8.6.6. ITomHocTsio PaccuMTaTeCs co wKonbHOH GHEAHOTEKOH Mo OKOHYaHUH
yuebHoro roja.

3. OcuoBuoii ons

3.1. Yuer ocnoBHoro (hona

3.1.1. Eausuum ydera:

OcHoBHBIe eauHuUIBI YH€Ta NOCTYIICHUH) U BBIGBITHS B GHOMMOTEYHOM Gbonze:
- Ha3BaHHe — KaXkJ10e HOBOE MJIH TOBTOPHOE M3/1aHKe, NPYrod AOKyMeHT OTJIHYAOIIHECs
OT OCTAlbHBIX 3araBHeM, BBIXOAHBIMU AHHBIMH  MJIH  IDYTUMH  3jeMeHTaMu
odopmieHus;
- SK3eMIUIIp — KaXkaas OTHeabHas CIMHULA NOKyMEHTa, BK/IIOYaeMasi B boun unu
BbIOBIBAIOLIAS U3 Hero. ‘
OOGwas Benmumna ¢ouna yunrsiBaercs B 9K3EMILIsIpax U Ha3B
OcHOBHBIMH euHUIAMY yyeTa TICPHOIMKH ABIIIOTCS SK3eMIT)
- AU JKYPHAIIOB — 9K3eMILIsp (ToM )u
€ro nocryriienus B oy, 0




dopmoii cyMmmapHOro  ydera  SIBISIeTCSs  KHMra B TPaJMUMOHHOM  WJIH
matnuHourtaemoM Buze. «Kuura cymmaproro yuera» (KCY) cocrout uz 3-x yacTei:

-vactb | — «lloctynnenune B poHa»;

- 4acTb 2 — « BeiObiTHE M3 hoHAAN;

- 4acTh 3 — « Mroru asmxenus Gonaay.

Banuck B KCVY Benercs ¢ MOMeHTa MOCTYMjieHHsi B OMGIMOTEKY IepBOW MapTHy
JOKYMEHTOB.

CBe/ieHHs! O MOCTYNUBLINX B 6MOIMOTeU Bl (pOoH JoKymMeHTaX (uKCHpyroTes B 1-
it yactu KCV «Iloctynnenne B GoHA» B MokasaTessix: JaTa ¥ HOMEp 3anucH, HCTOYHUK
NOCTYIJIEHUs, HOMEp M /WIM Jara CONpPOBOJAMUTENIBHOIO JOKYMEHTa, KOJU4eCTBO
MOCTYNHMBIIMX JOKYMEHTOB (BCEro, B TOM YHWciie, 110 BUAAM, COAEPIKAHHIO), CTOMMOCTh
npuoOpeTeHHbIX 10KyMeHTOB. Hymepalus 3anucei u3 rojia B roji npoaonKacTCs.

Ha nepuoanyeckue W3/aHMsl, MOCTYNUBLIME 110 [OJANKUCKE, OJMH pa3 B IO/
coctaBnsieTcss akT, Ha ocHoBaHuu koroporo B KCVY 3anuceiBaeTcs KOJMYECTBO
MOCTYMHUBILMX )KyPHAJIOB / B 9K3. W Ha3B./ U UX pacnpe/e/ieHue 1o CoAepKaHHMIO.

CTOMMOCTh JKypHQJIOB HeE yKa3bplBaeTcsi. AKT Ha MOCTyIUIEHHWE MEePHOAUYCCKUX
M37aHui B OyXranTepuio He CaloTes.

CBeaeHus O BHIOBIBLIMX M3 OUOJIHMOTEKM JOKYMEHTax OTpakaloTcCs, BO 2-i 4acTu
KCY/ nymepanus 3anuceii u3 roga B rof npogoinkaercs (rpada 2 - Neakra 1o nopsiaxy)/,
¢ yKasaHueM npuukH uckimouenus («Ilepenano», «CrucaHo mo BETXOCTH» U T.IL.).

[TocTynnenne MHKpO(OpM, D3JEKTPOHHBIX HM3[JAHMH Ha MalIMHOYMTAEMbIX
nocutensix (CD-ROM u MynbTMMenua, IucKera) oTpaxaercss B mepsoit uactu KCVY ¢
nanbHelllel getanu3aluuei mo BuaaM ILOKyMeHTOB. (Hpnnoxcenne 3 4,5)

3.1.2.2. UnauBHAyaJbHbIA yyeT e

VHIMBHIYaIBHBIH YUET KaXKIOro 9K3



FIONCP pOcTammie e i ki aoit crpotie mineirapiofi i, no miberanme
OHIOOK HONCP THPOCTRIEC TS 00 e i s i HHNCHTapHy1o Ky,

FICOONOMINBIC JUBE SICH 10 HneTapiyio Ky eneaenms o kire Gepyres ¢
PREEN TR OO T, HCOCTOIOTEE CHeJenims — s nXO e JUEsex,

Borpade «Ommern o nponepres no npemst nponepicin Gubimnoretnoro (o
NUTOBHBINTE SHAYUKAMI OTMETRCTE T e 1 O1eyTreTrnie  JInHHoro Wt
‘l“‘“ﬁl\‘i VEHE MR JUDE D10 TO TOJHE TPOREPICH JIOJDICH LI O POSHEBIMEE 1O HBETY HITH
HAOOPIKCHIIO,

Brpade «CARTop i sarmmines npunonTest (pAM I ARTOPI 1 SETIBHe Wi,

”IIIIllIln.'ll-l AUTOPOI HE VIROTRIBOTES L PR Ty JIny X anropon Hepes wisryio
TN TS panit 000nx; 1P Hanani Tpéx anropon nueres pamuiinsg neproro ¢
VRN W AP TP Huiie ‘IL"l‘lquU.‘( i Ooee ATopon usanmne SUTHCLIBACTCH
oA sarnannen,  Mexoy  gamiumeft apropa 1o SariBHeM  He  CHeAYeT  OCTamiIsTh
CROOOHOTO HTPOMEKRY T I CTann Ty tupe, He cnejtyer Taioke saikiiouarh sarjiapue u
ROBLIMKIL 3AETABHE, COCTONICE MY HECKOJILKHX CJIOB, PUIPCHIACTCs COKPALLATE, HO TaK,
STOOKE MOKHO OBUIO TOMSITL o eMbies, Hpi samcen umnnoro sarnansus (Gosee 5 ¢iion)

e BAIOTe nepnsie 23 cnonn, O0A30TCHBHO  YKASLIBAIOTCS  THOPSJIKOBLIC HOMEPa

FOMOB, HACTCH M BLHTYCKON,
[pi sanmen na onoit erpanmne yoiaeron oAHoro u Toro e J0KyMeHTa uiu

MHOTOTOMHOIO HBAAHIS ¢ OUHNM 30IVIABHEM B HOCHCAYIONNX CTPOKAX Ipadnl crapst

KABLIUKH HYKASBIBAIOT (1P 3011HCH MHOTOTOMHBLIX W3/@aHnii) HOpAAKOBLIA HOMep ToMa.
B rpade «l'op n3anmsy  yKasbiBaloTes ABe HoCHeAHHe Wuppbl roja BhIXOJA,

JOKYMCHTO B CBeT, Ee/in 01O BLIYIIEHO B APYIOM nexce, TOIJA IOJL AOKYMCHTA TTHILCTCS
noanocthio, Ilpn sanuen Ha oxnoi CTpaH ousnenenuﬂ ¢

HOMEp QKTa, u uepes
07»,

B rpade ¢
3A1HCH B MHBE
0COOCHHOCTH




3.1.3.2.0¢popmiienne BbIOLITHSI JOKYMEHTOB M3 GubanoTeuHoro ¢gouaa

BoiObiTe nokymeHToB u3  Qonaa odopmisiercss akTom 00 HCKIIOYEHUH M
orobpaxcaercsi B «KHure cymmapHoro ydera» u B (opmax MHAMBH/IYaJbHOTO ydera
¢donna.

B kaxaom axte pUKCHPYIOTCS  CBeACHMS O JIOKYMEHTaxX, HCKIII0YaeMbIX

MO OJITHOH NMPHYMHE: BETXOCTh ((pu3nyeckuit u3Hoc), ne(eKTHOCTh, yCTapesioCThb 10
CoAepXkKaHUIO; yONeTHOCTh, HenpoduiIbHOCTb, yTpaTa (C yKa3aHMEM KOHKPETHBIX
00CTOSATENBLCTB yTPAThl: Mponaxka U3 (OHIOB OTKPHLITOrO JOCTYINa, yTeps YUTaTessIMH,
XMllUeHHe, B pesynbrare OeACTBMH  CTUXMMHOIO M TEXHOI€HHOro Xapakrepa, [0
HEeYCTaHOBJIEHHBIM IIPUUYMHAM /HeiocTava/)y.

AKTbI Ha CIIMCAHUE JOKYMEHTOB BU3UPYIOTCS WHBEHTApU3alMOHHON KOMUCCHUEM 110
COXPaHHOCTH (POH0B. 3aBU3MPOBAHHBIC AKThI YTBEPIKAAIOTCS JUPEKTOPOM LUKOJIBI.

K axkTy npunaraercsi criucok JOKYMEHTOB, MO/JIEKAIINX CITUCAHMUIO.

Ha ocHoBaHMM akTOB 00 HCKIIOYEHMH KHMI Oyxrajitepus cHUMaeT ¢ OanaHca
Onbnnorekn cTonMocTh BbIObIBIINX A0KyMeHTOB. (IIpuiioxenue 7)

[Ipn BBIOBITMM HM3n@HMI, HE COCTOSIMX Ha OanaHce OMOAMOTEKH (MEPUOAMKA,
OpOLLIOpPBI U T.I1.), COCTABJISIETCS AKT, KOTOPBINA B OyXrajTepuio He rnepeaaercs.

KonuuecTBO [OKyMEHTOB, CIHCAaHHBIX O JTOMY aKTy, BBIYMTAETCS M3 OOLLEro
KOJHuecTBa JOKyMeHToB, 3anucaHHelx B KCY (uacte 3. MUroru aABMKeHMs
Oubnunoreunoro gonna).

JIOKyMeHTBI, TNpPUHATBIE OT YHUTaTeNedl B3aMeH YTEepsIHHBIX, (UKCUPYIOTCS B
«TeTpaau yyera KHUT U Ap. JOKYMEHTOB NPUHATHIX OT YUTATEEe B3aMEH yTEepPSHHBIXY.
Ha ocHoBaHuM czelaHHBIX B HEH 3alMcel COCTABISAIOTCS aKThl Ha IOCTYIUIEHHE H
BbIOBITHE,  KOTOpble pPETrUCTPUPYIOTCS B  COOTBETCTBYroIMX  4acTax «KCVY
oubnunoreunoro ¢ponna». (Ilpunoxenue 8) i

JIOKyMEHTBI, HCKIIOYaeMble, Kak HeNpoQuibHble M AyGieTHble, MOTyT ObITb
©e3B03Me3/1HO NepeiaHb IKE K 1 : e Oubs KU 110 aKTy.

FOILUX 10TeKHU AOKyMeHTax
Y / ¢ ykazaHueMm
TPAXKACTC BCEX YYETHbIX

dbopmax, Karaj
Cnuca
NIPUMEHEHU
3.2: e
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