Pacecmotpeno
Ha 3aceaHuy e 1arornyeckoro CoBeTa IIKoJIb!
npoTokois Nel ot 19 aBrycra 2013r

IOJIOXKEHUE
O NOPSJIKE CO3JAHHUS, OGHOBJIEHUS M UCITIOJIb30OBAHUS
BUBJUOTEYHOI'O ®OHJAA YYEBHUKOB B MBCKOY CKOIII r. JIo6ns1.

1.00mme moxoxenus
1.1 Tlopsmox yuera 6ubmmoreyHoro (oOHIA YYeOHHKOB OCYIIECTBISETCS B COOTBCTCTBHE
«MHcTpyKimei 06 yuere 6uOmMOTEUHOro (oHHa OHUONHOTEK O0OPA3OBATENHHBIX YUPEKICHUI»,

YTBEPKIEHHOM nprKasom Munucrepersa obpasosanus Poceniickoit deneparuu ot 24.08.2000 No2488

12. bubnuoreunbrii GO MKOTBHEIX YICOHHKOB yUMTHIBACTCA M XPAHHTCSH OTAEIBHO OT OCHOBHOIO
bubimorednoro Gponna 6uOGTHOTEKH 06IMEOOPAZOBATENLHOTO YUPEHKICHIIS.

1.3. Yuer Gubmuoteqnoro onaa yueGHHKOB OTpaaeT MOCTYIICHHE YIeOHHKOB B (o, BEIObITHE U3
(ouma, BemTuEHY Beero GoHAA yIEOHUKOB U CIIYXKHT OCHOBOMH JUIS 06eCIeUeHHs COXPaHHOCTH (oHIa
y4eOHHKOB H KOHTPOJISI 32 HAJTHYHEM U JBIKEHHEM YIEOHHUKOB.

1.4.Y4er 6u6mu0TEIHOrO (ORI MIKOIBHBIX yIEOHUKOB OCYIECTBISIETCS JIOKYMEHTaMH:

«Kumra cymmapuoro yyeray, «Kaproreka yduera yueGHuKOBY, «KHETa yuera GHOIHOTETHOro bonma
LIKOJIFHBIX YIEOHHKOBY.

1.5 Y4ety nomnesxar Bce BHIBI y4eOHOM TUTEPATYPBI, BKIIOUCHHEIE B OGHOJIHOTEYHbIH doux.

2. Yuer onma y4e6HOM JIUTEPATYPBI.

2.1.K yuebHOMY hoHIY OTHOCSTCS:

- BCE yUeOHUKH;

- yaeOHbIe TOCOOus;

- opdorpaduueckue ciosapu;

- cOOpHUKH yIpaXXHEHUI U 3a/1a4;

- IPAKTUKYMBI,

- KHUTH OJI1 YTCHUS,

- XpECTOMATHH

2.2. Vyer 6u0muoTeqHoro GoHma yIeOHHKOB TOIKEH CIOCOBCTBOBATE €I0 COXPAHHOCTH, [IPaBHIILHOMY
(hOpMHPOBAHMIO M LENEBOMY HCIIONB30BAHMIO. Bee omepauuu 1o yd4eTy MpOH3BONATCS 3aBeyiomeil

OMONMMOTEKOH, CTOMMOCTHBI ydeT BeleTcss OyXranTepuell y4eGHOTO 3aBeIeHMSL. CBepky HaHHBIX
OubnuoTexy 1 OyXTranTepuy HeOOXOIUMO TIPOU3BOIUTE EXKETOIHO.



2.3.Y4er y4eOHUKOB ocymecTRIIeTCs B « KHUTE cymmapHOro yuetan(KCY)

KCY Bemercs B 3-x yacTsax:

1 gacrs. Iloctymienne B hou.

THocme monydennst y9e6HHKOB 3aIHCHIBACTCS OOLEE KOMMYECTBO M X CTOMMOCTB, C OOS3aTENIbHBIM
yKasaHueM HOMEpa M JaThl COIPOBOAUTEIBHOTO JOKYMEHTa. HoMep 3aliCH €XerogHo HAYMHAETCS C
Nel u mper mo mopsIKy mocTyIIeHM.

2 gacTh. BriOsiTHe U3 Qonma.

3aNUCEIBAIOTCS HOMEPA aKTOB Ha CIIHCAHKE YUeOHUKOB C YKA3aHHEM [aThl YTBEPXKIAEHHS aKTa U 00IIero
KOJINYECTBA CIUCAHHBIX YICOHUKOB Ha 00MIyIo cymMmy. HyMepanus 3anucy 0 BBIGBIBIIMX W3JAHHSX U3
roja B roJt pOJ0JIKAETCSL.

3. gacre. Mtoru yuera nBmxenus GoHma.

3aIECHIBAKOTCS UTOTH ABFOKEHUS (OHMIA yUeGHUKOB: 0OIIee KONHUECTBO IIOCTYIIHBIINX y4eOHHKOB 3a
TeKymui rof, Ha cymmy. Obmiee KOoIMMECTBO BHIGBIBITMX Y4eGHUKOB 3a TEKYIH# TO, Ha CyMMY.
OOb1iee KoNMMYeCTBO yIEOHHKOB , COCTOSIIUX Ha | STHBAPS MOCIEIYIOIEro TOMa, HA CyMMy.

KCY mo yyebuukam xpaHuTcs B GUOGIHOTEKE TOCTOSHHO.

2.4. Wupueujyanbelii (TPyNIoBod) y4er y4eGHHKOB OCYIICCTBISETCS B «Kaprorteke ydera
Y4e0HHMKOBY Ha KapTOUKaX.

Ham xapTouke yKaspiBaeTcst y4eGHBIH TOJ, IOCTYIIHIIO, BBIOBUIO, COCTOMT, HOMEp aKTa M HAKIaHoOH,
KOJIMYECTBO, FOJ U3[aHus, ICHa, 3aKa3, BBIIOJHEHHE 3aKa3a, 00ECIICUeHHOCTb.

Ecnu yuebuuK mocTynaeT HEOJHOKPATHO M HE MMEET OTIMYUA, KPOME TOfa H3IaHUSI M LEHB, TO BCe
IIOCTYIUICHUS 3aHOCATCS Ha CIMHYIO KapTouKy. Ecim ke B yueOHHMKE BHECEHBI MOIOJHEHHS U

H3MCHCHHS , TO HA HEr'O 3aBOJUTCS HOBAs KapTOYKa.

Kaprouku paccraBisiorest B y4eTHyI0 KapTOTeKy IO KJIAccaM, a BHYTPH KJIACCOB IO IPEAMETaM M II0
andaBrTy GaMIUTHit ABTOPOB MK 3arJIaBHii.

Kaprouku Ha cnucannsie yueOruky u3 «KaproTexkn yuera yu4eGHHKOBY» H3BIMAIOTCS Cpasy ke [OCIE
MIOAIMTICAHUS aKTa O BHIOBITHH.

2.5. BsaMeH yTEpSHHBIX WM HMCIIOPUYEHHBIX YIEOHHKOB NPUHUMAIOTCS APYTHe KHHIH, HEOOXOIMMBIE
LIKOJIe, WK B3UMAETC HOMHUHAIbHAS CTOUMOCTh Y4eOHUKA, €CIIM OH UCIIOJIb30BAICS He GoJee OJHOTO

roza, (0hopMIIseTCs] KBUTAHIHS).

V4eOHUKH, YTEPSHHBIE M TNPUHATHIE B3aMEH, YUHTHIBAIOTCS B «TeTpagu yTepsiHHBIX H 3aMeHBI
Y4eOHUKOBY.

2.6. Y4er BHIOBITHS yIEOHUKOB.
Crcanne y9e6HHKOB IIPOM3BOIHTCS HE PEXE OJHOTO pa3a B TOJI.

Ha KaXIbId BUJ CHHC&HHSI(BCTXI/IC, YCTapeBIINE 10 COAEPKAHUIO, YTEPSIHHEIE, XI/IH.ICHI/IG) COCTaBJIISICTCS
aKT B 2-X OK3EMIIIIpax, KOTOpLIﬁ TIOAIIMCEIBACTCS] KOMUCCHER U YTBEPIKAACTCS UPEKTOPOM IIKOJIBL.






