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lNonoxeHwe
0 NopALKe y4éTa, UCMO/Ib30BaHUA N COXPaHeHUS
6rnénmnoteyHoro oHga yyebHnkos B MOY «COLL Ne 3»

1. O6Lwme NoNoXKeHUA.

[MopAfoK yyeTa W COXPaHHOCTb OGMBAMOTEYHOro (POHAA YYEOHNKOB
OpraHu3yeTcsi B COOTBETCTBUAM C OCHOBHbIMU MOMIOXEHUAMMN : «NHCTPYKLMN O
CO3JaHnN N OGHOB/IEHUN GUBIMOTEYHOIO POHAOB YHEOHNKOB, O MOPSAAKe UX
MCNONb30BaHUA M Mepax, 06ecrneymnBatoLLnX COXPaHHOCTb IUTepaTypbI»,
YT1BepXaeHHbI MuHucTepcTBoM npocselleHmss CCCP ot 23 mas 1978 roga u
«HCTpYKUMKN 06 yuyeTe 6nbnnoTevyHoro oHga 6ubnnoTek 06pasoBaTe/lbHbIX
yupexaeHuii» ot 24.08 2000 No2488.

11  BubnnoTeyHbI POHA LWKOMbHBLIX YYEOHMKOB YUUTLIBAETCA N XPaHUTCA
OTA€eNbHO OT OCHOBHOI0 61M6/MOTEYHOro hoHAa GUBINOTEKN
06LL1e06pa30BaTeNIbHOr0 YUpeXAeHNS.

12 YueT 6UbnnoTevHoro (poHaa y4eOHNKOB OTpadkaeT NoCTyrieHne
y4ebHNKOB B (OHA, BblObITME 13 ()OHAA, XpaHeHWe, BeIMUNHY BCEro (PoHAa
Y4eOHMKOB 1 CNY)XXUT OCHOBOW /11 06ecrneyeHnst COXpaHHOCTU (hoHAa Y4eOHMKOB
M KOHTPO/IS 32 HA/IMYMEM U ABUXKEHVEM YUYEOHWKOB.

13  YyeT 6MbMOTEUYHOro (POHAA YUEOHNKOB OCYLLIECTB/AETCA AOKYMEHTaMMU:
«KH1ra cymmapHoro y4yeta», «KaptoTeka yyeta y4ebHUKOB», «TeTpagp yyerta
yUYebHbIX MaTepPUaoB BPEMEHHOIO XapakTepay, HacTOALE NHCTPYKLMEN.

14  Y4eTy W COXPaHHOCTU MOAJIEXAT BCE BUAbI YHeOHOW NUTepaTypsbl,
BK/THOUEHHbIE B 61BIMOTEYHbIN (DOHL,

2. Y4eT (hoHaa yyebHo nuTepartypbl.
2.1 Ky4yebHOMY (POHAY OTHOCATCS:
* BCe Y4eOHVKU
e y4yebHble Nocoous;
e COOPHUKN YNpaXKHEHWI 1 3aaau;
* MPaKTUKyMbI
* KHUMM ANS YTEHUS;



* XpecTomaTuu;
* paboume TeTpaau.
2.2. Y4eT 6nbnnoTteyHoro (poHaa y4eObHMKOB [O/MKEH CrnocobCcTBOBaTb €ro
COXPaHHOCTK, NPaBWUILHOMY (POPMUPOBAHUIO Y LIefIEBOMY MCMO/b30BaHUIO. Bce
ornepaummn rno y4yeTy Npon3BOAATCA 3aBefyHtoLLeil 6UBINOTEKON, CTOUMOCTHbIN
YUeT BefeTcst Oyxrantepuert Mo AOKYMeHTam yrpasfieHns 06pasoBaHus U
nepefaeTca B Byxranteputo yuebHoro 3asefieHns. CBepka JaHHbIX 61UbnnoTekn n
OyxranTepmun NPOU3BOLMTCA EXerogHo.
1 3.YueT y4ebHMKOB OCYLLECTBNSETCA B «KHUre cymmapHoro yyeta» (KCY)
; YHeOHMKOB.
1Y NHamBuAayasbHblA (TpynnoBoit) y4eT y4eOHNKOB OCYLLECTBSETCS B
-NnoTeKe yyera y4eOHMKOB, HA KaTa/lOXKHbIX KapTOYKax CTaHAapTHOro pasmMepa.
- KapTOUKe yKasblBaeTcs 6ubmorpagnyeckoe onucaHme yyebHmnKa, CBefeHus o
NYecTBe NMOCTYNUBLUNX YY4EOHUKOB C YKa3aHNEM LieHbl, ICTOYHMKOM
*HaHCMPOBaHWA.
Ecnn y4yebHMK NoCTynaeT HeOAHOKPATHO M HE MMEeT OT/INYMA, KPOMe roja
-HWA U LeHbl, TO BCE MOCTYM/IEHMS 3aHOCATCA Ha eAMHYI0 KapTouKy. Ecin xe B
; YeOHMKe BHECEHbI JOMOJIHEHUSA U U3MEHEHMS, TO HA HEro 3aBOAMTCA HOBas
KapTouKa.
KapTouky paccTaBnsatoTCA B YYETHYHO KapTOTEKY MO Knaccam, a BHYTPY K/iaccoB
Mo npeameTam 1 no andasuTy GaMuIniA aBTOPOB MK 3arnaBuil.
KapTouku Ha crimcaHHble YYeOHUKM U3 KapTOTEKM yyeTa Y4eOHMKOB M3bIMatOTCA
cpasy >e Moc/e NnoAnucaHnsa akTa o BblObITUK.  Kak Cka3aHO BbilLe YYeTy
noanexar Bce BuAbl Y4eOHNKOB U y4eOHbIX NOCOOWUIA.
Pabouvie TeTpaau, ANGAKTUYECKME MaTepuasibl, Tabavubl, MPONMcK 1 T.4.
ABNAOTCSA AOKYMEHTAMW BPEMEHHOIO XapakTepa. VX yyeT npom3BoamTCa B
«TeTpaan yyeTa [JOKYMEHTOB BPEMEHHOIO XapaKrepa.
YUebHUKN, HAXOLALLMECS B XOPOLLEM COCTOSHUM, MOTYT BblaBaTbCH
obyvatowmmes 419 NoAroTOBKM K 3K3aMeHaMm, 1 UCNOMb30BaHMIO B KabUHETaX.
Bce y4ebHMKM yUTeHbl M0 HOMepam.
3. CoxpaHHOCTb (hoHAa y4ebHOW NuTepaTypsbl.
3.1. YyeT Bblauu y4eOHUKOB:
COCTaB/IAOTCA Y YTOUHAKOTCA CMMCKN 0BYYatoLMXCA Mo KnaccaMm Y CeKpeTaps
LLKOSTbI.
Bbigaya y4eO6HMKOB Npon3BoAMTCA MO rpadmky. I'padmk Bblgaum y4ebHMKOB
noAnucbiBaeTcs y anpektopa. KosmyecTBo 3K3eMNIAPOB BblgaHHbIX YYeOHNKOB
OTMeyaeTcsi B BeAOMOCTU «O NonyyeHUn yYebHNKOB Ha YYeOHbI rogy.
3aBeqytoLLas 6M6IMOTEKON BbIAAET YUEOHNKN YUnTENAM (KNACCHbIM
pykoBogmTensm) 1-4 knaccos Mo MOANMCH Mo 06LeMYy KO/IMYECTBY
obyvaromxca B Knacce. BefoMoCTb 0 Bblaun y4eOHMKOB K/lacCHble
PYKOBOAMTE/NIN 3aMOMHAT CaMOCTOATENbHO. 3arnO/IHEHHBIA OKYMEHT OTAat0T
6M6noTeKapro B ONPeAeNeHHbI CPOK.
YuebHukn ana 5-11-xX KnaccoB Kaxabli 06y4atowmiics nonyyaeT rno
BEOMOCTM COCTaBa K/acca Ha TeKyLUMI Tof 1 PacruncbiBaeTCA UHANBUAYASTbHO.
YuebHMKK cneayeT 0653aTeNlbHO MepecynTaThb.



YuebHUKK, HAXOAALIMECH B YATA/IbHOM 3a/1e BbIAAOTCA HA KAOWHET YuuTensam
MO COOTBETCTBYIOLLEMY MPEMETY.

YUeOHUKWN BbIAAKOTCA YHaWMMCA Ha TEKYLLMIA YUYeBHbI rof.

3.2.Y4eT cjaum y4ebHNKOB:

Cpaya y4ebHMKOB B KOHLE rofia NpovcXoauT no rpadnky, YTBEP>KAEHHOMY
ANPEKTOPOM LLKO/bI.

YUebHUKKN CAatoTCs CornacHo  «BeaomocTy Bblgaun YUeOHNKOB» Ha KaKabll
Knacc.

YuebHUKN NPOHYMepPOBaHbl 1 JO/MKHbI COOTBETCTBOBATH HOMEPY 3arucu B
«BeaomMocTy Bblgaun y4ebHUKOBY.

[Mpw BbIOLITUN K3 LLKO/bI AAETCA BbINUCKA O TOM, YTO 06Yyya LuiAcs, negaror
(unun apyrve paboTHMKM TMMHA3MK) paccunTanncb ¢ 6UGNNOTEKON 1 caann B hoHA
YUYeOHYI0 1 METOANYECKYIO NUTepaTtypy.

KnaccHbIli pykoBoAmMTelb 0653aH NPOMHHOPMMPOBaTb 61MGANOTeKaps 1
HanpaBWTb 00y4aroLlerocs B 6M6MOTEKY A1 caaum y4yebHOM NTepaTypsbl, eciun
TOT Bble3)KaeT Ha MaTePUK paHbLLe, YeM CLAKTCA YYEOHMKMN.

[pn paHHeM OTbe3fe Ha MaTepuiK (B OTMYCK WK Ap. NPUYKHbBI) caada BCEro
KOMM/ieKTa y4ebHMKOB 06s3aTesbHa.

YuebHUKKN cnefyeT NPVBECTM B MOPALOK: MOAKNENTb, CTepeTb MOMETKN. B
C/lydae Heya0B/IETBOPUTE/NILHOIO COCTOAHUS Y4ebHMKa, 61bGMoTeKapb Brpase
MoNpoCuTL NpPMBeCTU ero (MX) B NOPAAOK U BEPHYTb 00Yy4atoLemMycs ero
YyUYe6HMKN N5 NOBTOPHOW CAayM.

YuebHUKN 115 NepeBOHbIX 3K3aMeHOB CLA0TCA  MOC/e 3K3aMeHa.

3.3. YueT BblObITUSA YUeOHNKOB:
CnuncaHue y4ebHNKOB NPOBOAUTCA He peXke OAHOro pasa B Y4ebHbI rog,

Ha kaxgplii Bua cnncaHns («Betxune», «YcTapesLune no CoaepXXaHnio»,
«YTEpsHHbIE YMTaTENAMUNY», «XULLEHME») COCTaBSETCA aKT B 2-X 3K3eMmspax,
KOTOpPbIA MOAMMUCLIBAETCA KOMUCCUEN W YTBEPXKAAETCA AUPEKTOPOM LLKO/IbI.
OAvH 3K3eMnnsp akTa NoANIEXUT XpaHEHNO B BMO/IMOTeKe, ApYroin nepenaercs
oA, pacnucKy B OyXranTeputo, KOTopas Npon3BoAUT CriMcaHme ¢ 6anaHca LKO/b
yKa3aHHOM B aKTe CTOMMOCTU Y4YeOHMKOB.

PekoMeHAyeMble paHee CPOKWU MUCMO/b30BaHNA YYEOHNKOB 1 y4ebHbIX NOCObKMiA B
npegenax 4-x NeT CUNTAETCSH OPUEHTMPOBOYHBIMU. YUEOHUKK, YTEPAHHbIE U
NPUHATbIE B3aMeH, YYMTbIBAKOTCA B « TETpaaun yyeTa YTEPSHHbIX U 3aMEHb!
YUYeOHMKOB.

MaTepuanbHass OTBETCTBEHHOCTb 00Y4alOLLMXCA HaCTyrnaeT B Ciy4ae, ecm
0byyatoLMIACa YTepA UM UCNOPTUA YY4eOHUKN. B3aMeH yTepsHHbIX Un
NCMNOPYEHHBIX YY4EOHMKOB MPUHMMAOTCS PaBHOLEHHbIE YYEOHUKN U
Heo6Xo4MMble LLKOJIE.

Y [10BIETBOPUTENbHOE COCTOSHME YUYebHMKA NpK chadve ero B 6ubnnoTeky
OLLeHMBaET 3aBefytoLLias 6MOIMOTEKON KaK MaTepuaibHO OTBETCTBEHHOE NNLO.

CocTosiHMe Yy4ebHMKa npuv cadve ero B 6MGANOTEKY MOXHO OCMOPUTL Y ANPEKTOPA
MQOY «COLL Ne 3».



