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IHonoxenue
0 nopsiiKe y4éTa, UCNOJIb30BAHNS U COXPAHEHUS
O0udmoreunoro ¢pounaa yueonnkos B 'bOY OO ¢. CryaeHusbl

1. O0mme nosoxxkeHUs1

1.1. Hacrosee Ilonoxenue paspaborano B coorBeTcTBUM ¢ [lopsiakom yuera
JOKyMEeHTOB OubnuoreyHoro ¢onaa (yrBepxkaen Ilpukazom MunucTepcTBa
KyabTypel Poccuiickoit ®enepanuu ot 08.10. 2012 r. Ne 1077), ®3-273 «O06
obpazoBanuu B POy ot 29.12.2012r.

1.2. Hacrosimmee [lonokeHne perinaMeHTHPYET MOPSAIOK yu€Ta, MCIIOIh30BAHHUS
U coxpaHeHus OuOnuoreuHoro (onaa yueOHnkoB B OV u pa3paboTaHO B LENAX
COXpaHHOCTH (OHJA, YCTAHOBJICHHS E€AMHOTO TOpsaAKa ydéra OMOIMOTEYHBIX
JOKYMEHTOB; CO3JaHMS YCJIOBHUU JIJISi COBEPIICHCTBOBAHUS OPTaHM3ALNU TPYyJa U
BHEIPEHUS CPEJICTB KOMITHIOTEPU3AIINY U MEXaHU3aIllUN B OMOIMOTEKE IIKOJIBI.

2. llopsinok yuéta poHaa yuedoHoii TuTepaTyphl

2.1. K ¢douny yueOHOU nuTepaTypbl OTHOCSTCS: BCE Y4YEOHHMKH; y4deOHbIE
nocobust; opdorpadudeckre CIoBapH; MaTeMaTUYeCKHe TaOJUIbl; COOPHUKHU
yIpaXKHEHUW U 3aja4; MPAKTUKyMbl, KHUTH JUIsl YTEHUS; XpEeCTOMATUH; padoune

TETPaJIH.

2.2. Yuér OubmmoreyHoro ¢oHIa y4eOHMKOB JOJDKEH CIOCOOCTBOBATH €T0
COXPaHHOCTH, MPABWIBHOMY (OPMHPOBAHUIO M IIEJICBOMY HCIOIB30BaHUIO. Bce
omepanuu 1o Y4YETY MPOU3ZBOAATCA PAOOTHUKOM OMOJHMOTEKH, CTOMMOCTHBIM
yuéT Benércs OyxranTepueit mkojbl. CBEpKY JTaHHBIX OUOIHOTEKH U OyXrajaTepuu
HEOOXOIMMO TIPOU3BONTH €KETOTHO.

2.3. Yuét yueOHuKoB ocymiectBisiercsa B «Kuure cymmapnoro yuéray (nanee -
KCY). KCY no ygeOHHKaM XpaHUTCS B OMOJIMOTEKE TIOCTOSTHHO.

2.4. KCY Benércs B TpeX 4acTiaX:

1 gacte. Ilocrymnenue B dona. Ilocne monydeHuns ydeOHHMKOB 3aIlMCHIBACTCS
o011ee KOJMYECTBO U UX CTOUMOCTh, C 0053aTCIIbHBIM YKa3aHHEM HOMEpPA M JIaThl
COINPOBOAUTENILHOTO HOKyMeHTa. Homep 3ammcu exerongHo HaumHaeTcss ¢ Ne 1 u
UJIET IO MOPSAKY MOCTYIICHUH.

2 4vactb. BpiObiTHe u3 ¢oHma. 3anmUCHIBAIOTCS HOMEpa aKTOB Ha CIMCAHHE
Y4eOHMKOB C YKa3aHWEM JaThl YTBEPXKICHUS aKTa ¥ OOIIero KOJIMYeCTBa
CIIMCAaHHBIX y4eOHMKOB Ha oO0mryr0o cymmy. Hymepanus 3amuceil 0 BbIOBIBIIMX
M3IaHUSX U3 TOJIa B TOJ] MTPOI0KAETCSL.



3 yactb. Utorm yuérta nBuxkeHHs (OHIOB. 3alUCHIBAIOTCA WTOTH JBIIKEHUS
(doHna yueOHUKOB: 001Iee KOJUYECTBO MOCTYNUBUINX YYEOHUKOB 3a TEKYILUN IO,
Ha cymmy. OO11ee KOJIMYeCTBO BHIOBIBIIMX YUEOHUKOB 32 TEKYIIHUI IO, HA CYMMY.
OO1ee KOIMYECTBO YUEOHUKOB, COCTOSIIIMX Ha | sIHBaps MOCIIEQYIOLEro roja, Ha

CyMMY.

2.5. Yuéry nojuexxar Bce BHJbl y4€OHUKOB M Yy4eOHbIX mocobuil. PaGouue
TeTpajad, IWIAKTUYECKUE MaTepualibl, TaOJMLbI, MPONUCA M T.JA. SBISIOTCA
JOKYMEHTaMHM BPEMEHHOTO Xapakrepa. Mx ydér npoussoaurcs B «Terpagu yuéra
JOKYMEHTOB BPEMEHHOI'O XapaKTepay.

2.6. B3ameH yTepsiHHBIX WM MCIOPYEHHBIX YUEOHMKOB MPUHUMAIOTCS APyTHe
y4eOHUKH, HEOOXOJMMBbIE IIKOJE. YUYEOHUKH, YTEpSIHHbIE W NPUHATHIE B3aMEH,
yuuThiBatoTCs B «Terpann yu€ta TuTepaTypbl, IPUHATON B3AMEH YTEPSIHHON.

[IpyeM y4YCOHMKOB OT 4YHWTATeICH B3aMEH YTEPSHHBIX M IPU3HAHHBIX
PaBHOIICHHBIMM YTPA4YCHHBIM, OPOPMJIISICTCSI aKTOM O MpUEME yUeOHUKOB B3aMeH
yTepSHHBIX. B akTe ykaspiBaeTcs (GamMuiIvsi, WHUIMAIBl YUTATElsd, CBEACHHUS 00
YTEPSHHBIX M3JaHUAX (PErMCTPAIlMOHHBI HOMEp, KpaTkoe OmoOymorpadudeckoe
ONMCAaHWE W3JIaHWs, IICHA), CBEACHUS O TMPUHATHIX M3TaHUAX (KpaTKoe
oubnmorpaduueckoe ONUCAHUE U3JIaHUWs, IIeHa), TOANUCHA 4YUTaTens U
NPUHUMAFOIICH CTOPOHBI.

2.7. Cnucanue yueOHUKOB MPOBOAUTCS HE PEXKe OJHOTO pa3a B roi. Ha kaxbrii
Bua crnucaHus («Berxue», «YcTrapeBmIME IO COAEPKAHUIO», «YTEpsSHHbIE
YUTATESIMIY, «XHUILEHHUE») COCTABISIETCA aKT B 2-X JK3EMIUIApax, KOTOPBIN
NOAMUCHIBAETC KOMHCCUEH M YTBEpPKIAETCS JUPEKTOPOM IIKOJbl. OnauH
HK3EMIUISIP aKTa XpaHUTCA B OMOIMOTEKe, NPYro mepenaércs Moj| paclucKy B
OyXranTepuro MIKOJbI, KOTOpas TMPOW3BOAUT CHUCaHUE ¢ OanmaHca IIKOJIbI
yKa3aHHOU B aKT€ CTOMMOCTH y4E€OHUKOB.

2.10. Y4eOHUKH, HAXOSAIIUECS B XOPOIIIEM COCTOSTHHUH, TIOCIIE CIICAHUS MOTYT
BBIJIABATHCS yUAITUMCS JIJIS1 TIOJITOTOBKH K IK3aMeHaM WM B Y4eOHbIE KaOMHETHI.

3. Hopsaok yuéTa BbI1a4u Y4eOHUKOB

3.1. Borimaua yd4eOHHMKOB OCYIIECTBISIETCS OMOTMOTEKapeM IIKOJBI Tepe
HayajaoM yuyeOHOro roja.

3.2. Y4eOHUKH BBIJAIOTCS 00YJaIOMUMCs Ha OJTUH y4eOHBIN T0J] OECTUIATHO.

3.3. @opmoit yuéra BbITaUYM YYEOHWKOB MOTYT OBITh: BKJIAIBII B (HOPMYIISIp
noJyib30Bartelisa; (QopMymsip Kiacca; XypHal Bblgauu ydeOHUKOB. JloOas wu3
Ha3BaHHbIX  (opM,  BbIOpaHHas  OuOIMOTEKapeMm,  JOJDKHA  OTBEYaTh



YCTaHOBJICHHBIM TPeOOBaHUSM: aKKypaTHOE BEJEHUE 3alMCU, HAIUYUE MOJINUCU
MOJIy4aTessi, CTPOrMil MHAUBUAYAJIbHBIN YUET BbITAHHBIX Y4€OHUKOB.

4. BpiObITHE Y4eOHUKOB M3 OMOIMOTEYHOT0 (poHaA
4.1. Cpox ucnosib30BaHus y4eOHUKA MATH JIET.

4.2. BeiObiTHE YUeOHUKOB U3 (hoHAa OMOIMOTEKH MPOU3BOJUTCS MO MPUUMHAM:
BETXOCTU ((PU3MYECKUM HW3HOC); YCTapeJoCTH IO COJEp)KaHUuio; yTpare (c
yKa3aHWEeM KOHKPETHBIX OOCTOSITENbCTB yTpathl). B akTte 0 BBIOBITHH
¢ukcupyroTcss cBeieHHs 00 Y4YeOHHMKAx, HCKIIOYAaeMbIX TOJBKO IO OIHOM
IPUYMHE.

4.3. BpiObiTHe yuyeOHUKOB U3 (QoHIa OMOIMOTEKH OPOpMIISETCSs aKTOM 00
UCKJTFOUCHUN W OTpa)kaeTcsi B KHWUTE CYMMAapHOTO yd4eTa, a TakKe B KapTOTEKe
yueTa Yy4eOHHUKOB. BpIOBITHE YyUYeOHBIX MAaTEpHAIIOB BPEMEHHOTO XpaHEHUS
MPOU3BOJNUTCA B KOHIIE KAJCHIAPHOTO TOJa MO aKTy C yKa3aHUEM HIPUYUHBL:
«MaTepuall BpeMEHHOT'0 XpaHEHUS».

4.4, AxThl Ha cHOUcaHHE y‘le6HI/IKOB BU3UPYIOTCA YICHAMH KOMHCCHH IIO
COXpPAaHHOCTH (1)0HI[0B. 3aBI/I31/IpOBaHHBI€ dKTbhl YTBCPKAAKOTCA OTUPCKTOPOM
IITKOJIBI.

4.5. ChnucaHHble MO aKTy Y4YEOHHMKH MOTYT OBITb HCIONB30BAHbBI IS
U3rOTOBJICHUSI JTUJAKTUUECKOr0 MaTepuala, JJIs pecTaBpalMOHHBIX PaboT WiIu
NEPEeIatoTCsl OPTaHU3AIUSAM T10 3aTOTOBKE BTOPCHIPHS.

4.6. XpaHeHHe CIIMCAHHBIX YYEOHUKOB BMECTE C JEHCTBYIOIIMMU 3aIPEIaeTcsl.

4.7. AKTBI Ha ciMcaHue Y4eOHMKOB U3 (DOHIOB OMOIMOTEKN M MPHUIIOKEHHBIE K
HUM CHHCKH YYeOHHKOB IIO/JICKAT IIOCTOSHHOMY XpaHEHHUIO, BECh CpOK
CYyIIIECTBOBAHUS OMOINOTEKH.

5. UuBenTapu3anus ¢gonaa y41eOHUKOB

5.1. NuBenTapuzamus yueOHOro oHaa OMOIUOTEKH MIKOIBI OCYIIECTBISETCS C
[EIbI0 KOHTPOJS HAaJ COXPAaHHOCTBIO H A()(PEKTUBHOCTHIO HCIIOIH30BAHUS
y4eOHUKOB, a TaKXKe C IEIb0 Y4éTa 00€CTIeUeHHOCTH WMU JIbTOTHBIX KaTErOpUil
O0Oy4YaroIIMXCs U COCTABJICHHS PEaTbHOTO 3aKa3a Ha YYCOHUKH.

5.2. uBeHTapu3anusi yaeOHUKOB MPOBOAUTCS MO TPEOOBAHUIO aIMUHUCTPAIIH
IIKOJIBL.

5.3. MuBeHTapu3annoHHAs BEAOMOCTh (MHBEHTAapHbIE KHUTH) yuéTa (oHma
y4eOHHKOB COJIEPKUT CIEAYIOUIMEe JaHHbIC: aBTOp, HANMMEHOBaHUE Y4YeOHMKA;
KJ1acc; o0lee KOJIMYeCTBO YUeOHUKOB B (POHaX, B TOM YHCIIE IPUOOPETEHHBIX HA



BHEOIO/DKETHBIE CPEACTBA; KOJMYECTBO YUYEOHMKOB MO TOJaM MOJyYCHHS.
VY4eOHukHu, npuoOpeTéHHbple Oosiee MATH JIET Ha3zald, OTMedarTcs B rpade 0e3
yKa3aHUs rojia MOCTaBKH.

5.4. luBeHTapu3alMOHHAs BEJJOMOCTh COCTaBJISETCS B ABYX AK3EMIUIspax, OJIHA
U3 KOTOPBIX MepenaéTcss B OyXraaTepHIo MIKOJIbI, BTOpask XpaHUTCS B OMOIHOTEKE
IIKOJIBI M TNPUMEHSAETCS TMpU  OTCICKHBAHUU  II€JIEBOIO  HCIOJIb30BaHUS
(GoHIUPYEMBIX YUEOHUKOB.

6. PacctanoBka U XpaHeHHe (DOHIA Y1eOHNKOB

6.1. VYueOHUKM paccTaBiIAIOTCS Ha cTeulakax mo npeameram. Ooiee
HampaBJIeHUE PACCTAaHOBKM KHMI Ha CTEJUIaXkaX — CBEPXY BHU3 U CJIEBA HAIIPABO.

6.2. PaGoTHuku OMONMOTEKH TMOCTOSHHO  MPOBEPSIOT  MPABHIBHOCTH
paccTtaHoBKHY (poH1a y4COHUKOB.

7. O0s13aHHOCTH PA0OTHUKOB IIKOJIbI 10 COXPAHHOCTH Y4eOHUKOB

7.1. OTBETCTBEHHOCTH 32 COXPAHHOCTb OMOTMOTEYHOTO (DOHIA HECYT: AUPEKTOP
IIKOJIbI, OMOIMOTEKAPh, KJIACCHBIE PYKOBOJIUTENH, NPYrue paOOTHUKHU, UMEIOIINE
JOCTYI K y4eOHUKAM.

7.2. JIUpeKTop UIKOJBI OTBEYAET 3a OpPraHU3aIMI0 PadOTHI MO CO3JAHUIO U
CBOEBPEMEHHOMY TIOTIOJIHEHHUIO OnOamoTeyHoro (onma yueOHUMKOB. HampaBiser
JESTENBHOCTh MEAArornueckoro KOJUIEKTUBA MO0 (POPMUPOBAHUIO Y O0YyUAIOIIHXCSA
OEpe)XHOr0  OTHOIIEHHWS K  ydyeOHHWKaM, TMpeaycMaTpuBaeT  MeEphl  TI0
COBEPIIIEHCTBOBAHUIO ATON pabOTHI NPU MIAHUPOBAHUH YU€OHO-BOCIUTATEIHLHOTO
mpoiiecca Ha O4YepeIHOW Y4eOHBIM roj W o00ecrneurBaeT CHCTEMATHYCCKHUM
KOHTPOJIb 34 €€ BBIIOJIHEHUEM.

7.3. 3amecTuTeNnu TUPEKTOpa Mo Y4eOHO-BOCIIUTATEIHLHON paboTe COBMECTHO C
pabOTHUKOM OMONIMOTEKH pa3padaThIBAIOT U MPEIBABISIOT €UHbIE TPEOOBAaHUA K
0Oy4YaromMMCs 10 MCIOJIb30BAHUIO U IO COXPAHHOCTH y4eOHUKOB. COBMECTHO ¢
KJIACCHBIMU  PYKOBOJUTEISIMA W YUUTEISAMHU-TIPEIMETHUKAMH  OCYIIECTBIISCT
CUCTEMATHYECCKUH KOHTPOJIb HaJl UCTIONB30BAHIEM U COXPAHHOCTHIO YIYCOHHKOB B
TE€UEHHE BCETO YUYEeOHOTO roja.

7.4. Knaccupie pykoBoguTenu 1-9 kmaccos:

1) oCylIECTBISAIOT MOCTOSHHYIO pabdOTy C ydalUMHUCS KJIacca M UX POJUTEIIMHU
(3aKOHHBIMHM TIPEJCTABUTENAMH) 110 BOCHUTAHHIO OEPEKHOTO OTHOIICHHS K
y4eOHOM KHUTE;



2) y4acTBYIOT B BblZaue (OHAMPOBAHHBIX YYEOHHKOB Y4YallMMCs Kiacca,
OpPraHU3yIOT UX BO3BpaT B OMOJMOTEKY IIKOJIbI 10 OKOHYaHUH YYEOHOTO roja;

3) HOCTOSIHHO KOHTPOJIUPYIOT COCTOSTHUE YYCOHUKOB,

4) peKOMEHIYIOT YyYallluMCsl KJlacca IMOcjie OKOHYaHHUS Y4eOHOro rojaa y4eOHHKH,
MOJJIeKAIINE PEMOHTY, CBOEBPEMEHHO PEMOHTHUPOBATH M TOJBKO IOCJIE 3TOrO
claBaTh B OMOJIUOTEKY IIKOJIBI.

7.5. Yuurens-npeIMETHUKH OO0s3aHbl CUCTEMATHUYECKU MPOBEPSATH COCTOSHUE
y4€OHUKOB 10 CBOEMY TMpeAMEeTy U cooOlaTh KIACCHOMY PYKOBOJUTEINIO,
POJIUTENSAM yUaIIMXCs Yepe3 3aluCh B THEBHUKE O IMJIOXOM OTHOLIEHUHU YYalllerocs
K y4eOHBIM KHUTaM.

7.6. Henocpencteennyto paboTy ¢ OMOIMOTEYHBIM (POHIOM YYEOHUKOB BEIET
OMOIMOTEeKAPh IIKOJIBI.

8. O0s13aHHOCTH yYaIIMXCS HIKOJbI M UX PoAUTE/ el (3aKOHHBIX
NnpeacTaBuTeNei) M0 COXPAHHOCTH Y4eOHUKOB

8.1. Yyammuecss MHIMBHUIYAJIbHO TOJYy4YalOT YYEOHHUKM Ha TEKYIIUNA y4eOHBIH
rof.

8.2. O6ecneunBarOT COXPAHHOCTh YU€OHUKOB, BBIIAHHBIX YYallIUMCS, B TEUEHUE
BCET0 CPOKa MOJIb30BaHUS KHUTAMHU.

8.3. Ilo yTtBepxkaeHHOMYy rpaduKy TUpPEKTOpa ydaliuecs CIalT YYCOHUKH B
KOHIIE y4eOHOro roja.

8.4. PonuTenu (3aKOHHBIE MPEACTABUTENN) MOTYT MOJydaTh MHMOpMAIUIO 00
00€CTICYCHHOCTH yUalTuxcsl y9eOHOU JTUTEepaTypOH.

8.5. Poautenm (3aKOHHBIE TIPEJACTaBUTENN) OOECTICUMBAIOT COXPAaHHOCTH
y4e€OHUKOB, BBIJJAHHBIX yUalTUMCS, B TEYCHUE BCErO CPOKa MOJIb30BAHMS KHUTaAMHU.

8.6. Ponmurenn (3aKOHHBIE MPEJCTABUTENHM) B cllydae MOTEpU WM TOPUH
ydeOHMKa 00sI3aHBI TI0 COTJIACOBAHMIO C OMOIMOTEKapeM IIKOJIBl 3aMEHHUTDH €ro Ha
PaBHOLICHHBI.

8.7. Ponutenu (3aKOHHBIE TMPEACTABUTENHM) MOTYT Y4acTBOBAaTh B ILIAHOBBIX
MIPOBEPKAX COXPAHHOCTH YUCOHOU JTUTEPATYPHI.
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