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1. OOuue mos10KeHus.

1.1. Ilopsinok ydera OuOAMOTEUHOro (OHIA YYEOHHUKOB OCYIIECTBISIETCS B COOTBETCTBUHU C
WNuctpykuumeit o6 ydere Oubnumoreynoro ¢onaa OMOTHMOTEK 00pa30BaTENbHBIX YUPEKICHHH,
YTBEPKACHHON npuka3zoM MuHnuctepcrBa oOpasoBanus Poccuiickoit ®enepanuu ot 24.08.2000 r. Ne
2488 n Hacrosaumm [lonoxeHuem.

1.2. bubmuore4nblii (HOHI IIKONBHBIX YYEOHHKOB YUYUTHIBACTCS W XPAHUTCS OTIEIBHO OT
OCHOBHOTO OMOIMoTeYHOro (hoHma ONbIMOoTEeKH 00111e00Pa30BATEIEHOTO YUPEIKACHUS.

1.3. Yuer OubnuoreyHoro ¢oHma y4eOHHKOB OTpa)KaeT MOCTyIUIEHHWE Y4eOHUKOB B (HOHI,
BbIObITHE W3 (OHJA, BEIMUYMHY Bcero (oHIa yYEeOHHMKOB M CIYXKHUT OCHOBOM Uil oOecredyeHus
COXpaHHOCTH (hoH/1a YUeOHMKOB U KOHTPOJIS 32 HAIMYUEM U IBUKEHUEM YUEOHUKOB.

1.4. Yyer OubnuoreyHoro ¢(oHIa Yy4eOHHMKOB oOcCyllecTBiIseTcs JokyMeHTamu: «KHura
cyMMapHoro ydera», «Kaproreka ydera yueOHUKOB», «TeTpagp ydera ydeOHBIX MaTepHUasoB
BPEMEHHOTO XapakTepa», aBTOMAaTH3UPOBAaHHON TMPOTrpaMMON JIHCTAHIIMOHHOTO Yydera (OHIOB
yueOHOM TUTEepaTypBhl.

1.5. Yuery nojuiexar Bce BUAbl yUeOHOM JINTEPATyphl, BKIIOUEHHbIE B OMOINOTEUHBIN (POH.

2. Yuer ¢oHIa yueOHON JUTepaTypBHI.

2.1. K yuebHOMY OHIY OTHOCATCS:

® BCE yUEOHUKU;

e y4yeOHBIE TOCOOUS;

e opodorpaduyeckue cloBapu;

® MaTeMaTHuYecKue TaOJUIIbL;

e CcOOpHUKHU yNpaXKHEHUH U 3aj1ay;
® NIPaKTUKYMBI;

® KHUTH ISl YTEHHUS,

® XpECTOMATHH;

e palouwne TeTpaam.

2.2. Yuer OumbmmoredHoro ¢oHAa y4eOHWKOB JODKEH CIOCOOCTBOBATH €Tr0 COXPAaHHOCTH,
MpaBUIHLHOMY (POPMHPOBAHHUIO U IIEJIEBOMY HCIIOJB30BaHUIO. Bee omepanuu mo ydery mpou3BOISATCS
3aBefyrollel 6M0IMOTEeKON, CTOMMOCTHBIN yueT BeJieTcs Oyxrairepueit ynpasieHus 00pa3oBaHus U
Oyxrantepueil yueOHoOro 3aBeneHUs. CBepKy NaHHBIX OMONMMOTEKM W OyXrajaTepuu HeoO0XOAUMO
MIPOU3BO/IUTH €KETOTHO.

2.3. Yuer yueOHUKOB ocyiecTBisiercs B «Kuure cymmapaoro yuera» (nanee - KCVY).

KCYV Benercs B Tpex yacTsax:



1 gacte. [Toctymienue B ¢pona. [Tocie momydeHust yaeOHMKOB 3aMMCHIBACTCS 00Iee KOJTMIECTBO
U UX CTOUMOCTb, C 00513aTeNIbHBIM yKa3aHUEM HOMEpa U JIaThl COMIPOBOIUTENHHOTO JOKyMeHTa. Homep
3aMKCH €XeroHo HaunHaeTcs ¢ Ne 1 ¥ uzer no nopsaKy nocTyIICHUH.

2 yacth. BwiObiTHe W3 (oHma. 3anmuChHIBAIOTCS HOMEpa aKTOB HAa CIHCAHHE YYCOHHKOB C
yKa3aHUEM JaThl YTBEPXKIACHUS aKTa M OOIIETro KOJMYECTBA CIIMCAHHBIX YUCOHUKOB Ha OOIIYI0 CyMMY.
Hywmepanus 3anuceit o BEIOBIBIIMX U3JaHUSIX U3 FOJa B TOJ1 IPOJOIKAETCS.

3 yacte. UToru yuera aBmxeHus (GOHAOB. 3alIUCHIBAIOTCS UTOTU JBHKEHUSI (OHIa YIeOHUKOB:
o01iee KOJIMYECTBO MOCTYNMBIIMX YY€OHHMKOB 3a TEKYIIMH roja, Ha cymmy. OOliee KOJIMYECTBO
BBIOBIBIINX YU€OHMKOB 32 TEKYILIUN T'OJ], HA CYMMY . O611ee KOIM4ecTBO Y4eOHUKOB, COCTOSIIIMX
Ha | siHBaps MOCJIENYIOLIETO rojia, Ha CyMMY

KCYVY no yueObHMKaM XpaHHUTCS B OMOIMOTEKE MMOCTOSIHHO.

2.4. UnpuBunyanbHbld (TpyHNIOBOM) y4eT y4yeOHHKOB OCYHIECTBIIIETCS B KapTOTEKE ydeTa
y4eOHHMKOB, Ha KaTAJIOKHBIX KApTOYKaX CTAaHIAPTHOTO pa3Mepa.

Ha kaprouke yka3wiBaeTcs Oubnuorpaduyeckoe onvucaHue yueOHHKA, CBEIACHHS O KOJIUYECTBE
MOCTYNUBIIMX YYEOHUKOB C YKa3aHUEM II€HbI, UX PETUCTPALIMOHHBIA HOMED.

Ecnu yueOHUK mocTynaeT HeoJHOKPATHO U HE UMEET OTJINYHUA, KpOMe ToAa U3AaHUS U IICHbI, TO
BCE MOCTYIJICHUS 3aHOCSTCS Ha €MHYIO0 KApTOUKY.

Ecnu xe B y4eOHMKM BHECEHBl JOMOJHEHMS M W3MEHEHHMs, TO Ha HEro 3aBOAMTCS HOBAs
KapTOYKa.

Kaprouku paccTaBidioTcsi B y4YeTHYIO KapTOTEKy IO KJjaccaM, a BHYTPH KJIAcCOB - II0
IpeaMeTaM U 1o ajidaBuTy GpamMuiinii aBTOPOB WJIN 3arJIaBUi.

Kaprouku Ha cnucaHHble y4eOHMKM M3 KapTOTEKH ydeTa y4eOHHMKOB HM3BIMAIOTCS Cpa3y xKe
MocJie TMOMUCAHMSI aKTa O BBIOBITHH.

YroObl perynupoBaTh MOCIEA0BATEIbHOCTh PETUCTPALMOHHOTO HOMEpa, PEKOMEHAYETCS BECTH
«KypHan peructpanud YYeTHBIX KapTodyek OuOIuoTeyHoro ¢oHAA IIKONBHBIX YYEOHHKOB» TIO
o0pasiy: HOMep IO MHOpPsJIKY, Ha3BaHHE, KOJIMYECTBO, 1I€HA OJHOIO SK3EeMIUIsIpa, HOMEp 3alucu B
KCYV.

2.5. Kak cka3zaHo BbllI€, y4eTy MOAJIekKAT BCe BUbl YUEOHHKOB M yueOHBIX mocoOuii. Paboune
TETpaJu, JUIaKTUYECKUE MaTepUabl, TAOJINLbI, IPOMKUCH U T.[. SIBJISIOTCS JOKYMEHTaMU BPEMEHHOTO
xapakrepa. VX yder npousBoautcs B «TeTpaau yueta JOKyMEHTOB BPEMEHHOI'O XapaKTepay.

2.6. B3aMmeH YTEpSHHBIX WU HUCHOPYCHHBIX YYEOHUKOB MPUHUMAIOTCS JApPYrUe KHUTH,
HE00XO/AMMBIE ILIKOJIE, WM B3MMAaeTCsl HOMUHAJIbHAsE CTOUMOCTh y4eOHUKA, €CIIU OH MCIOJIb30BaJICs
He OoJiee 01HOro roja (opopmiIsieTcss KBUTAHIIHS).

Y4eOHUKH, YTepSHHBIE W MPUHSATHIC B3aMEH, YUHThIBaloTCA B «TeTpagu ydyeTa yTEpsHHBIX H
3aMEHEHHBIX y4EOHUKOBY.

2.7. Y4et BoIObITHS yueOHUKOB. Cricanue yueOHUKOB IMPOBOJAUTCS HE PEXKE OJTHOTO pas3a B TO/I.

Ha xaxnpiii Bunm cnucanus («Berxue», «YcrapeBmme TO COJEPKAHHUIO», «YTEpsSHHBIE
YUTATEISIMUY, «XHIIEHUE») COCTaBIACTCS aKT B 2-X OK3EMIUISIpaxX, KOTOPBINA IOIMUCHIBACTCS
KOMHUCCHEN U YTBEP)KIAETCSI JUPEKTOPOM IIKOJbl. OIUH JK3EMIUIAP aKTa IOJUIEKUT XPAHEHUIO B
O6ubnuorteke, Apyroi mnepenaercs MoJ PacHHUCKy B OyXraiTepHio, KOTOpas MPOU3BOAUT CIIMCAHHE C
OayaHca IIKOJIbI YKa3aHHOU B aKT€ CTOMMOCTH YYEOHUKOB.

PexomeHyemble paHee CPOKH HCIIOJIb30BaHMs y4eOHHMKOB M y4yeOHBIX MmocoOuii B mpexaenax 4
JIET CYMTAIOTCS OPUEHTHUPOBOUHBIMH. YUEOHMKH, HaxOJISIIMEecs B XOpPOIIEM COCTOSHUHU, MOTYT
BBIIaBAaThCS YYALIUMCS JJIsl IOJATOTOBKU K SK3aMEHaM U UCIOJIb30BaHuUs B KaOMHETax.

2.8. Yyer BbIaun y4eOHHMKOB. 3aBeayromias OnOInoTeKkor BbigaeT yueOHukH yuutensm [-111
KJIACCOB, KJIACCHBIM pykoBoauTesaM [V-IX kinaccoB nin yuutensiMm o COOTBETCTBYIOIIEMY MTPEIMETY.



KonnuecTBo 3K3eMIUISIpOB BBIIAHHBIX YYEOHMKOB OTMEYaeTcs Ha OOOPOTHOW CTOPOHE YYETHBIX
KapTo4eK. 3a KaXIbli MOJTYYECHHBIH YUeOHHUK y4yalluecs: pacluChIBAIOTCS HA CHEIMAIbHOM BKJIA/IbIIIE
YUTATENILCKOTO (OPMYIIsipa, KOTOPBIA craercss OuOIroTekapro. Briaaplmy ¢ 3amucsiMu BBIJAHHBIX
Y4eOHHMKOB XPaHITCS B UATATEIBCKUX (OPMYIISIpax ydaluxcs.

Kak mpaBuio, y4eOHMKHM BBIIAIOTCS YYalIUMCA Ha roJ. Y4YeOHHKH, MO0 KOTOPBIM OOydeHHe
BEJIETCSI HECKOJIBKO JIET, MOT'YT OBbITh BbIJJaHbI HA HECKOJIBKO JIET.

2.9. ABToMaTuM3upOBaHHBIA y4eT y4eOHbIX (oHmoB. OcymecTBisercs exeromno llkomoi B
OKTsIOpe — JeKaope.



« Kaura cymmapsoro yuera 6u0iaroreqyHoro GpoHaa

[Tpunoxenne Ne 1

Ne unu nata

[Hara Ne zanucu mo | Ortkyna Bcero | Pacnincka Oyxrantepuu B
COIPOBOANUTEITHHOTO
3aIHcu HOPSIAKY | HOCTYNWIN IK3. npueMe JT0KyMEeHTa
JOKYMEHTA.
1 2 3 4 5 6

Yacts 1 Iloctymienue B poHy y4eOHUKOB.
Yactb 2 BriObiTre U3 hoHAa yUeOHUKOB.
Yacte 3 Utoru nBmxenus GoHIa y4eOHUKOB.

"

aTa Ne akTa 110 .
A Bcero 9K3eMILIIPOB Pacniricka OyxraiaTepuu B IpruemMe
3aMUCHU MOPSAIKY JOKYMEHTOB
1 2 3 4

ITpunoxxenne No 2

JIBrxenue 6ubimoTeyHoro Goxa
HIKOJIbHBIX Y4eOHHKOB

Bcero 3x3eMIUISIpoB Ha CymMy.

[locrynuino 3a 20--r. | === o) < J—— pyo.
BeiObL0 32 20--r. | - o) T F— pyo.
Cocrout Ha 20--r. | - 6Y e T—— pyo.

VuyerHast KApTOUKa JIJIsl KAPTOTEKH ydeTa y4eOHUKOB.

Perucrpanmonusbrit
pall [TonHoe Oubnuorpaduyeckoe onrcaHue.
HOMEp
['o €Ha
a KonuuectBo 1 3anuce | Kto
oanoro | Cymma BriobiTne | Coctout
3K3EMILISIPOB B KCVY | omaunBaer
V3 TaHHS IK3.




[Tpunoxenue Ne 3

TeTpaz[L yda€Ta JIOKYMCHTOB BPCMCHHOI'O XpaHCHUA

Ne
Hara | ABTOp U 3arnaBue T'on Koi- Ne akTa o
N Cymma 3aIliCH B
3amnucu U3IaHUI W3MaHus| BO BBIOBITHH
KCY.
[punoxenne Ne 4
Terpaab yuera yueOHUKOB YTEPSIHHBIX U IPUHSTHIX B3aMEH.
damuius, ABTOp, Ha3BaHUE
[ata ABTOp, Ha3BaHUE YTEPSIHHOTO
VHULIAAJIBI Knacc y4eOHUKa, TPUHSITOTO
3anucu yueOHUKa

YUCHHKA

B3aMCH YTCPAHHOI'O




