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Monoxenue
0 nopsiiKe y4éTa, HCNO/Ib30BAHUS H COXPAHEHHH
oubanoreynoro ¢oHIa y4eOHHKOB

1. O0mue moJ1oKeHHS

1.1 Hacrosmee MOTOXEeHHE pa3paboTaHo B cooTBeTcTBMM ¢ [Ipukasom MunucrepcTsa
KyIsTypsl Poccmiickoit ®enepauuu or 8 okTs6ps 2012 roma N 1077 «O6 yTBepKICHHH
TTops/ka ydeTa IOKYMEHTOB, BXOJISIIMX B COCTaB OHOMMOTEYHOTO (onga» (3aperucTpupoBaH B
Mumntocte P® 14 mas 2013 1. Ne 28390).

1.2 Hacrosimee MONOKEHHE PErIaMeHTHPYeT MOPSIOK y4eTa, MCTOJIb30BaHHA M COXpaHCHHA
6u6IHOTeYHOro (JOHIa Y4eGHHKOB B IIKOJE M pa3paboTaHO B LEIAX COXPaHHOCTH ¢donza,
YCTAHOBJIEHHS €IMHOTO TOpsAaKa ydeTa OMONMOTEYHBIX NOKYMEHTOB; CO3JAHHA YCIIOBHH 1A
COBEpIICHCTBOBAHWsS OpraHW3alMM TpyAa M BHEIPCHHS CPEACTB KOMIIBIOTEpH3AUMH M
MeXaHH3aluH B ONOIHOTEKE IIKOIBL.

2 Topsinok yuera donaa yaedHo# JaTEPATYPBI

21K (¢onmy yueOHOH IHTepaTyphl ~OTHOCATCS:  Y4eOHHKH, yueGHBIE  MOCOOHS,
oporpaduyecKuil CIOBapH, MATEMATHYECKUH TabIHILBI, cOOpHUKH yNMpakHEHMH W 3azad,
IPaKTHKYMBbI, KHUTH JIJIsl YTE€HHUS, XPECTOMATHH.

2.2.Vuer 6ubmmoTedHoro (oHAa y4eOHHKOB IOIDKEH CIIOCOOCTBOBATh €ro COXPaHHOCTH,
paBHIBHOMY (DOPMHPOBAHHIO H IIeleBOMY WHCIONb30BaHMO. Bee omepammu mo  y4ery
TIPOM3BOJIATCS TJIABHEIM OHOIHOTEKAPEM COBMECTHO C OyXranrepuei IIKOJIBL Csepka JaHHBIX
OUOIHOTEKH U OyXTAITEPUH ITPOBOIUTCS €XKETr0IHO.

2.3 Vuer yueOHHMKOB ocyInecTBIseTcs B «KHUre CyMMapHOro ydeTa» (aanee — KCV). KCVY no
y4eOHHUKaM XpaHUTCs B OUOIHOTEKE OCTOSHHO.

2.4. KCVY Benmercs B TpeX 4acTsX:

1 gacts - "IMocTynaenne B gona". [locre mocrynienus y4eOHUKOB 3aITHCBIBAETCS obmee
KOJIMUYECTBO M UX CTOMMOCTB, C 00s13aTeTbHBIM YKa3aHHEM HOMepa | 1aThl COMMPOBOANUTEIBHOTO
noxymenTa. HoMep 3amucy exeroHo HaunHaetces ¢ Ne 1 1 ueT 1o mopsiky MOCTYIUICHHH.

2 wacTh - "BbiobITHE B3 (oHIa" . 3aNMCEBAIOTCS HOMEpA aKTOB Ha CIACAHHE YICOHUKOB C
yKa3aHHeM JaThl YTBEPXKICHUS aKTa U OOLIEro KOoJIH4ecTBa ClIMCaHHbIX y4eOHUKOB Ha 00IIYyIO
cymmy. Hymepanms akToB 3amuceit 0 BBIOBIBIINX H3/IaHUAX U3 TO/A B TOX IPOJIOIKACTCA.

3 gacth - "HTorn aBMKeHHs ponaa" . 3aMUCHBAIOTCA HTOTH JBIKEHUS (OHIA yIeOHHKOB!
06IIee KOIMYECTBO MOCTYHBIINX yUeGHUKOB 3a TEKYIIHii rof1, Ha cymMMy. OGIiee KOTMIECTBO
BBLIOBLIBIIMX YUeGHUKOB 3a TEKYIIMii T01, Ha cyMMy. OBInee KOIUYECTBO YICOHHKOB, COCTOSIIMX
Ha | SHBaps MOCIEIYIONIEro roJa, Ha CyMMY.




Ofmee KOMMYECTBO BEIOBIBIIMX y4eOHMKOB 32 TCKyIMH TOA, HA CyMMYy. O6mee
KOJIMYECTBO YU€OHHUKOB, COCTOAMMX Ha 1 sHBapsA MOC/eAyIoIero roaa, Ha
CyMMY. : :

2.5. VianuBuayabHEIA (TPYIIIOBOH) y4€T y4eOHUKOB OCYIIECTBIACTCA B KapToTeKe
yuéTa y4eOHMKOB, Ha KaTaTOXHRIX KapTOHUKaX cTaHzapTHOro pasmepa. Ha kapTouke
yKaseiBaeTcs Oubnuorpapuueckoe OMHCAHHE yueOHHMKa, CBEIEHHS O KOIMIECTBE
TIOCTYNMBIIMNX Y4EeOHMKOB C YKa3aHHEM ILCHBI, HX PErCTPAllMOHHEIH HOMEP. Ecmu
y4eGHHK MOCTyIaeT HeOAHOKPATHO U HE MMEET OTIHTHA, KpOME roja W3JaHuA U LCHBI,
TO BCE MOCTYIUIEHUS 3aHOCATCS Ha CIMHYIO KapTOdKy. Ecnu ke B yueOHUKE BHECEHBI
JOTONHEHHs W H3MEHEHHs, TO Ha HEro 3aBOJMTCA HOBAd KapTOHKa. Kaptouku
pacCTaBNAIOTCS B YUETHYIO KapTOTEKy M0 KI1accaM, a BHyTpH KJIaCCOB — M0 MpeJMeTaM
u 1o andasuTy paMUINHi aBTOPOB HIH 3arnaBuii. KapTo4ku Ha cricaHHble y4eOHUKH
W3 KapTOTeKH y4éra ydeOHMKOB H3BIMAIOTCH Cpasy ke MOCIe noanucaHus aKra o
BEIOBITUH. '

2.6. «KypHain perucTpaluy y4€THBIX KapTOHYeK pubmuoTeyHoro GoHaa IIKOJBHBIX
y4eOHUKOB» BeCTH IO 0Opasiy: HOMEp IO MOPAZKY, Ha3BaHWE, KOIUYECTBO, ILI€HA

OJIHOT'O 3K3EMILLApA . -
2.7. V4&Ty moanexkaT BCe BUb yICGHUKOB 1 yuebHBIx mocobuii. Paboune TeTpaH,

JUIAaKTHYecKHe MaTepHaslsl, TaOJIHMIBl, MPOMUCH ¥ T.I. H ABJIAIOTCA JOKYMEHTaMu
BPEMEHHOTO XapakTepa. MX y4€T NpOU3BOIUTCA B «Tetpagu y4éra JIOKyMEHTOB

BPEMEHHOI'O XapakTepay.
2.8. BzaMeH YTEpsAHHBIX HIM HCIOPYEHHBIX y4eOHUKOB MpPUHUMAIOTCA JAPYTHE

y4eGHUKH, HeOOXOIMMbIE IIKOJIE, WM B3UMACTCA HOMUHATBHAA CTOMMOCTB ydeOHHKA,
eCIIH OH MCIONB30BaiICA He Gonee oxHoro rozxa (opopmiseTcs KBATaHIMA). YUeOHUKH,
yTepsAHHble ¥ TPUHATHIE B3aMEH, YYHTBIBAIOTCA B «Terpagu ydéra YTEpAHHBIX H
3aMEHBl YIeOHUKOBY.

2.9. CnmcaHue y4eGHUKOB IIPOBOMTCS HE PEKE OHOTO pa3a B IO Ha xax bl BUJ
cniucanus («BeTxue», «YcTapeBIHe IO COAEPKAHUION, «YTepsAHHBIE YHTATEIAMM,
«XumeHne») COCTAaBIAETCA aKT B 2-X 3K3EMIUIIpaX, KOTOpBIA MOIMHUCEIBACTCA
KOMUCCHEN W YTBEpKIAeTCsd TUPEKTOPOM IIKOIIBIL. OMH 3K3EMIUIAp aKkTa XpaHUTCH B
6ubnmoTeKe, Apyroil mepemaérca B OyXraiTepuro IMKOJBI, KOTOpai IIPOU3BOJUT
criMcanue ¢ 6anaHca IMKOJIbl yKa3aHHOU B aKT€ CTOMMOCTH y4eOHHKOB.

3. IMopsaok y4éTa Bbl1a4d y1eOHHKOB

3.1 Brigaua yd4eOHHMKOB OCYIIECTBIseTCS OMONMOTEKapAiMHM B KOHLC HIH nepe

HayaJIoM y4eOHOro roza.
3.2 VueGHUKU BEIIAKOTCA yJallUMCs Ha OJMH y4eOHBId rol. VyeOHHUKH, 110 KOTOPEIM

06yquue BeNETCs OBa WM HECKOJIBKO JICT, MOI'yT OBITH BBIJIAHBI Y4YallAMCA Ha

HECKOJIBKO JIET.
3.3 ®opmoii yuéta BBIauM y4eOHHKOB ABIACTCS «KypHasl BhlIayd y4eOHHKOBY.

3amuch B OKypHaJle NPOBOJMTCA IO CIEAYIOIMEMY obpasiy: HOMEp MO MOPAAKY;
Ha3zBaHMe y4yeOHMKa; KOIMYECTBO BBIIAHHBIX yueGHUKOB; KOIMYECTBO IPHHATBIX

06paTHO; MOJMHUCE KIACCHOTO PYKOBOAUTENS

4. BoiobiTHE yueOHHKOB U3 GHGIHOTeYHOr0 hoH/a

4.1. Cpok HCIIONIB30BaHUs yueOHIKA HE MEHEE YeTBIPEX JIET.
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4.2. BribbiTue yuyeOHHKOB M3 (oHAa OUOIHOTEKH NPOU3BOAMTCS MO NPUYHHAM:
BETXOCTH ((U3MYECKHH H3HOC); YCTapelOCTH 1O COAEpKaHWI0;, yTpare (C yKa3aHHEM
KOHKPETHBIX OOCTOATENBCTB YTpaThl). B akTe 0 BRIOBITHH (QHKCHPYIOTCH CBeAeHHS 00
y4eOHHKaX, HCKIIIOYAaEMBIX TOJBKO MO OJHOM MPUYKHE.

Kputepuu or6opa y4e6HUKOB [yist BEIOKITHS U3 GOHIa GUBIHOTEKH:

— BBIOBITHE MO BETXOCTH MPOM3BOAMTCA NPH HAIWYMH JIe()EKTOB, NMPUBOMAMMX K
HCKaXEHHIO HIIM IoTepe HHPOpMALHH, yXYAMAIOMUX YIOOOYHTAcMOCTB, YCIOBHA
9TeHHs (TIOTepA DIEMEHTOB HM300pakeHWsA, MATHA, LApaldHB], OTCYTCTBHE OIHON H
Donee cTpaHML, CKIeHBaHME CTPAaHMIl M MMOBPEXICHUE TEKCTA WIM WIUIFOCTPALMHA NpH
PacKpEITHH, JepopMalis, BeTXOCTh GJI0Ka WK MepeTUIeTHON KPEIIIKH );

— BEIOBITHE MO NMPUYUHE YCTAPENOCTH 110 COAEPKAHUIO IPOM3BOJUTCA B COOTBETCTBHU
C u3MeHeHHAMH B «®DenepalbHEIX TNepeyHAX YYeOHHKOB, pPEKOMEHIOBaHHBIX
(DOMYIEHHEIX) K HCIONB30BaHHIO B 00pa30BaTENLHOM Ipoliecce B 00pa3oBaTeNbHAIX
YIPEKICHUAX, PCATU3YIOMKUX 0Opa3oBaTeNbHbIE MPOrpaMMel 00IIero efpa3oBaHus H
UMEIOIMMX TIOCYJapCTBEHHYIO aKKpeAMTalMi0 Ha Y4YeOHBIH Troi, YTBEpKAEHHOTO
MunucTepcTBoM 06pa3zoBanus U Hayku Poccuiickoit ®enepammuy;

— BBEIOEITHE IO MpUYKHE YTpaTsl U3 QoHAa 6ubIHOTeKH. BUbIHOTEKAPE YCTaHABIHBAET
NpUYUHY YTpaTel M BHpaBe IOTpeOOBaTh OT BUHOBHHKA 3aMEHBl YTPayeHHOIo
yu4eOHHKAa Ha TOT Xe Y4eOHHK WIH ApYroi, HeoOXOJUMEIA IIKONE, €CH CPOK
UCIIONIE30BaHMsA y4eOHUKA He NpEeBHINAET YETHIPEX JeT. Y TpaueHHble Y4eOHUKH, CPOK
UCTIONB30BaHMs KOTOPHEIX NPEBHINAeT YeThIpe IOja, CIIHCHIBAIOTCA 0e3 BO3MEIeHHA
yOBITKa.

4.3. BriOniTue yueOHMKOB u3 ¢Qonma Oubnuorekn odopmisercs akToM 00
HCKITIOYECHHUH M OTPAXAETCS B KHUTE CyMMapHOIO y4YeTa, a TakKe B KapTOTeKe ydeTa
y4e6HUKOB. BrIGRITHE y4eGHEIX MaTepHanoB BPEMEHHOrO XpaHEHHs MPOU3BOJMTCS B
KOHIIE KaJIeHJapHOro roja Mo akTy ¢ yKa3aHUEeM MNpUYMHBI: «MaTepuajl BPEMEHHOIO
XpaHEHUSY.

44. AXTEL Ha crnucaHWe YYeOHHKOB BH3HPYIOTCS 4YJI€HAMH KOMHCCHH IO
COXpaHHOCTH (OHIOB. 3aBU3HPOBAHHEIE AKTHl YTBEPKAAIOTCA JUPEKTOPOM IIKOJIBL.

4.5. CnucaHHBIE 10 aKTy Y4eOHHKH MOTYT OBITh MCIOJIB30BAHEI /I W3rOTOBJICHHA
AUJAKTHYECKOTO MaTepuana, Uli peCTaBPallMOHHBIX paboT WiKM NepefaroTcs
OpraHM3alnusM I10 3ar0TOBKE BTOPCHIPhA.

4.6. XpaHeHue CIUCAaHHEIX Y4eOHUKOB BMECTE C JAEMCTBYIOIMMH 3aripeIaeTcs.

4.7. AKTHI Ha cniMcaHue y9eOHUKOB U3 (OHAOB OUOIHOTEKH U NPHIOKEHHEIE K HUM
CIHMCKH Y4eOHHKOB IOAJIEXKAT MOCTOSHHOMY XpaHEHHIO, BeCh CPOK CYIIECTBOBaHHSA
OubnuoTexu.

5. WuBeHTapu3anus poHaa yyeOHHKOB

5.1. WuBeHTapuzaius ydeOHOro ¢orza OUOMMOTEKM IIKOIBI OCYIIECTBIAETCS C
LEJIBbI0 KOHTPOJIS HaJl COXPAHHOCTBIO ¥ 3 (PEeKTHBHOCTBIO UCIIONB30BaHUs Y4EOHHUKOB, a
TaKXKe C [eNbl0 yuéTa OOECNeYeHHOCTH MMHU JIbFOTHRIX KaTeropuil ydamuxcs H
COCTaBJIEHUA PEANBHOr0 3aKa3a Ha y4eOHHKH. )

5.2. UHBeHTapu3auus y4eOHHKOB INPOBOAUTCA IO TpeOOBaHUIO aJIMHHHCTPALUH

IIKOJIBL.
5.3. VlHBeHTapu3allMOHHAS BENOMOCTh Y4éra (oHIa Y4eOHUKOB COHEPHKHT
Cllefylolllie JaHHEIE: aBTOp, HaMMEHOBaHHWe YydeOHuUKa; Kiacc; obliee KOIHYECTBO

y4eOHUKOB B (OHJAX, B TOM YHCIIe NMPUOOPETEHHBIX Ha BHEOIOKETHEIE CPEICTBA;
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KOJMYECTBO Yy4eOHHKOB 110 rofaM MNoydeHHs. Y4eOHMKH, NpuHoOOpeTéHHEIE Gonee
YETRIPEX JIET Ha3ajl, 0OTMeYarTCs B rpade 6e3 ykasaHus roja OCTaBKH.

5.4. VHBeHTapU3auMOHHas BEJIOMOCTh COCTABISETCS B JBYX 3K3€MIUISpPAX, OJHA H3
KOTOPEIX mepela€Tcs B JenapTaMeHT o0pa3oBaHHS M3pHH ropoja ApXaHTeNlbeKa,
BTOpas XpaHUTCA B OWONMOTEKE TMMHA3WM W NpPUMEHSETCS IpH OTCIEXHBAHUH
1I€JIEBOTO UCIIONIb30BAaHUSA (POHAUPYEMEIX YUEOHUKOB.

6. IlporpammHo-yueGHOe oGecniedenue yaeGHOro nponecea

6.1 Ilporpammuo-yuebHoe obecnedenue yueGHOrO mpolecca — JOKYMEHT,
OTpaXKalOIHi MepeYeHb INpPOTrpaMM, pPealM3yeMEIX IIKOJOH B TeKylleM TOAy H
00€CNeYeHHOCTE HX yY4eOHUKAMH.

6.2. Illxona BmpaBe HCMONE30BaTh JOGYI0 06pPa3’oBaTeIbHYIO MPOTPaMMY,
PEKOMEHI0BaHHYI0 MiHKCTepCTBOM 06pa3oBaHus U Hayku Poccuiickoit. Denepanu.

6.3. TlporpammHo-y4e6HOe  ofecmedeHue  y4eGHOro mpoliecca  ABAAETCA
NPUWIOKEHHEM K y4eOHOMY IIaHy ITKOJIEL.

6.4. IlporpamMmHo-yge6HOe obecriedeHre y4eGHOrO mpolecca MIKOMBI — HMEET
Clenylomue pasiensl: Kiacc, obpasoBaTenbHas 00acTh, IPEAMET, KOJIMYECTBO YacOB,
NporpaMMa, y4eOHMKM M COCTaBIAETCS 3aMECTUTENAMH NUPEKTopa Mo ydebGHo-
BOCTIUTAaTENbHOM paboTe U r1aBHEIM GUGIHOTEKAPEM.

7. PaccranoBka M XxpaHeHHe POHAA y4eOHHKOB

7.1. YyeOHUKHM pacCTaBIAIOTCA Ha CTe/TakaX Mo Kiaccam. OOmee HampaBleHHe
PacCTaHOBKH KHHI Ha CTelNaXaX — CBEPXy BHHM3 M CleBa HarnpaBo. Creiiaxy
pacrnonararoT NEpneHIUKYIIPHO K OKHaM. 3amlpemaercss YCTaHABIWBATH CTeJUIaXH
HENIOCPEICTBEHHO Y OKOH, GaTapeii 1 Tpy6OIpOBOIOB.

7.2. IllupuHa NpOXOJOB MEKIY CTEMTAXAMU H 3JIEMEHTaMH KOHCTPYKLmit — 0,75 M;
CTEHOH H TOpUOM cTennaxa — 0,45 M; CTEHOM ¥ CTelUTaXaMy, napaiieIbHBIMU CTEHE —
0,75 ™; rnaBeoro mpoxoma — 1,2 M. Ilpu Bxoge B (OHJI NOMEIAIOT CXEMY €ro
pa3sMemeHus. i

7.3. PaGoTHUKM OMOIHOTEKH MOCTOAHHO MPOBEPAIOT IpPABHIBHOCTH PACCTAHOBKHU
¢doHaa y4eOGHUKOB.

8. O6s3anHOCTH PaGOTHHKOB MIKOJIBI 110 COXPAHHOCTH Y4eOHUKOB

8.1. OTBETCTBEHHOCTH 32  COXpaHHOCTH  OMONMOTEYHOro  (oHHA  HECYT
Oubnuorexapu, KIacCHElE PYKOBOIMTENH, ApyrMe pabGOTHHMKM IIKOJIEL, HMMEOIIHE
JOCTYI K y4eOHUKaAM.

8.2. JlupeKTOp IIKOJEI OTBEYaeT 3a OPraHM3alMi0 paboTHl 1O CO3JAHHIO H
CBOEBPEMEHHOMY IIONMOJIHEHHIO OubmuoTeuHoro ¢onna ydeOHMKOB. Hamparnser
ACATENILHOCTE MENaroruyeckoro KOJUIEKTHBAa [0 (OpMHpOBaHHIO Yy OOydaromuxcs
OEpeXHOro  OTHOWmIEHWss K  ydeOHMKaM,  NpedycMaTpuBaeT  Mepel [0
COBEpIICHCTBOBAHHMIO 3TOH pabOThl NpU IUIAHUPOBAaHMM Y4YeOHO-BOCIIUTATENBHOIO
npolecca Ha OYepeIHOH y4eOHbIH roJy ¥ 00eceYnBaeT CHCTEMAaTHYECKHH KOHTPOIIb 32
€€ BBIIIOJTHEHUEM.

8.3. 3amecTnTenu AupeKTOpa MO Y4eGHO-BOCHHTATENBHON paboTe COBMECTHO €
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bubnuoTekapeM pa3pabaTHIBAIOT U NPEABABIAIOT eMHEIE TPEGOBAHMS K 06YYAIOMUMCS
10 HCHONB30BAaHWID M II0 COXPAaHHOCTH Yy4eOHHKOB. COBMECTHO C KJIACCHBIMH
PYKOBOJUTEIAMM M YYHTENAMHU-NIPEIMETHUKAMH OCYIIECTBIAET CHCTEMaTHYECKHI
KOHTPO/Ib HaJ HCIONB30BAHHEM H COXPAHHOCTBIO YYEOHMKOB B TEYEHHE BCETO
y4ebHOro rofa..

8.4. Knaccusie pykoBonutenu 1-11 kinaccos:
1)ocymecTBisioT MOCTOSHHYIO paGoTy ¢ ydyamumucs Kiacca W WX POIAMTENSAMH
(3aKOHHBIMH IIPENICTABHTENSIMH) 110 BOCIMTAHHIO GEPEXHOT0 OTHOWIEHHA K y4eOHOI
KHUTE;

2) y4acTBYIOT B BEade HOHIMPOBAHHEIX y4eOHHKOB ydamUMCs Kiacca, OpraHH3yoT
MX BO3BpAT B OUOIMOTEKY MIKOMIEI 0 OKOHYAHHH y4e6HOTro roja;
3) TMOCTOSHHO KOHTPONHUPYIOT COCTOSHHE YIeOHHKOB;

8.5. HemocpenctsenHylo pabory ¢ OGHO6MMOTEYHBIM (OHIOM Y4eOHMKOB BEXYT
paboTHuKu 6ubmHoTeKH. IlepcoHaNBHYI0 OTBETCTBEHHOCTE 3a PaGoTy ¢ 6n6nn0TetleM
hoHmOM y4ebHHKOB HecET meparor -6ubamoTeKaps (¢ GYHKIMAMHU 3anep;y10mero
IKOJIBHOW 6ubnroTekn).




