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1.00mue moJ1oKeHus.

1.1 Hacrosmee momoxeHne pa3paGoTaHo B COOTBETCTBHH ¢ PDelepanbHBIM 3aKOHOM OT 29
nexabpst 2012 r. Ne 273-®3 ct1.18,34 u 35 «O6 ob6pasosanuu B Poccmiickoit denepamumny,
3axoHoM Cankr-IleTep6ypra c1.7 ot 17.07.2013 roma Ned461-83 «O6 o6pasoBanuu B CaHKT-
IletepGypre»; npuxaszoM Munucrepctsa o6pazosanus P® or 24 asrycra 2000 r. N 2488 «O6
yuére Oubimoreynoro Qomma OuUOTHOTEK 06pazoBaTENBHBIX —YyupexaeHHil»; IIpukas
Munncrepersa KynsTypsl Poccuiickoit ®enepanuu ot 08.10.2012 Ne 1077«06 yTBepx aeHuu
[lopsinka ydyeta JOKYMEHTOB, BXOASINMX B COCTaB 6u6IMOTEdHOro (hoHAa». Ycrasom I'BOY
mkosia Ne 582.

2. lMopsaaok yuéra ponaa yueGHoil iuTEPATYPBI

2.1. K ¢Qonmy ydueGHOM mHTepaTypbl OTHOCATCSA: BCE YYeOHHMKH; Y4eOHBIE OCOOHS;
opporpapuyeckue croBapH; MaTeMaTHYecKHe TabIHUIbl; COOPHHKH YIpaXKHEHHH W 3ajad;
NPaKTUKYMBI; KHUTH JIJIs YTEHH; XPECTOMATHH; paboyre TeTpaIH.

2.2. Yuér GubmmoreunHoro ¢GoHOa Y4eGHHKOB IOJDKEH CHOCOOCTBOBATH E€r0 COXPAHHOCTH,
NpaBUIbHOMY (GOPMHPOBAHMIO H ILEJIEBOMY HCIOJIB30BAaHUIO. Bee omepamuu 10 y4éTy
IIPOU3BOJATCS 3aBeylomed 6HOINOTEKOM, CTOMMOCTHBIN YUET BeAETC OyXraaTepuel IIKOJIbL.
CBepKy naHHBIX OHOTHOTEKH U OyXraiTepUu HEOOXOIUMO IPOU3BOIUTE €KETOIHO.

2.3. Yuér yyebHHKOB ocymiecTBisercs B «Kuure cymmaproro yuéra» (manee - KCY). KCY o
y4eOHHMKaM XpaHUTCS B OUOIMOTEKE IIOCTOSHHO.

2.4. KCY Bengrcs B Tpex 4acTsx:

1 gacts. IToctynnenue B Gpoun. [locne moayueHns: yueOGHUKOB 3alMCHIBAETCS 00IIEE KOJIHYECTBO
U UX CTOMMOCTb, C 00s3aTeIbHBIM yKa3aHHEM HOMEpa M JaThl COMPOBOJUTENHFHOIO JOKYMEHTA.
Howmep 3anmcu exeronno HaunHaeTcst ¢ Ne | 1 HAET 1O MOPSAAKY MOCTYIUICHHH.

2 4acTb. BpiOGbiTHE M3 (oHma. 3ammchIBalOTCS HOMepa aKTOB Ha CIHCaHHE YYEOHHUKOB C
yKa3aHMEM JJaThl yTBEP)KACHHS aKTa M OOINEero KOJIWYeCTBAa CIHMCAHHBIX Y4eOHHUKOB Ha OOLIyIO
cymmy. Hymepanus 3anuceit o BEIOBIBIIMX U3AAHUSAX U3 TO/A B TOJ IPOJOJIKAETC.

3 wacTh. Mtoru yuéra aBrokeHHs (OHIOB. 3alMCHIBAIOTCS UTOTH JABHXEHUS (HOHIA y4eOHHUKOB:
oflIiee KOJIMYECTBO MOCTYIHBIIMX YIeOHHUKOB 3a TEKyLIHi rof, Ha cymmy. OOIee KOIM4eCTBO
BBIOBIBIIMX YUeOHHMKOB 3a TEKYLIHi ToJ], Ha cymMmmy. OOIee KOJIMYeCTBO y4eOHHKOB, COCTOSIIUX
Ha | THBaps MOCJEIYIONEro roja, Ha CyMMY.

2.5. Yuér yueGHHMKOB OCYINECTBISIETCS B KapTOTeKe y4éTa y4eOHHKOB, Ha KaTaJ0)KHBIX
KapTOYKax CTaHAapTHOro pasmepa. Ha kaprouke ykaspmBaeTcs 6ubnuorpaduueckoe omucaHue
y4eOHHMKA, CBEJEHHS O KOJHYECTBE MOCTYIMBIINX YYeOHMKOB C yKa3aHHEM II€HBI, HX
pErucTpaloOHHbI HOMep. Ecnu y4eOHMK NOCTynmaeT HEOJHOKPAaTHO W HE HMMEET OTIHMYHMI,
KpOME T0Jla U3/aHUs U LIEHBI, TO BCE MOCTYIUIEHHUS 3aHOCATCS Ha eMHYIO KapTo4Ky. Eciu xe B
yyeOHHKE BHECEHBI MIONOJIHEHHS W HM3MEHEHMs, TO Ha HEro 3aBOJMTCS HOBasd KapTodka.
KapTouku paccTaBiIsiOTCS B YYETHYIO KapTOTEKy IO KjaccaM, a BHYTPH KIJIacCOB  IIO
PETMCTPAIMOHHOMY HOMepy. KapTouky Ha CIHCaHHBIE Y4YeOHHKM H3 KapTOTEKH y4era
y4eOHUKOB H3BIMAIOTCS Cpa3y ke MOCIIe TOIMUCAHUS aKTa O BBIOBITHH. '












