NMPUKA3 MUHOBPA3OBAHUA P® OT 24.08.2000 N 2488

OB YYETE BUBJIMOTEYHOIO ®OHOA BUBJTMOTEK OBEPA30OBATENbHbIX YYPEXOEHUA

Mo cocmosiHuto Ha 23 siHeapsi 2008 eoda

MUHVCTEPCTBO OBPABOBAHMSA POCCUMCKON ®EIEPALNA

I[IPUKA3
or 24 amBrycTta 2000 ». N 2488

OB YUETE BUBJIMOTEYHOI'O $OHIA EBUBIIMOTEK
OBPAROBATEJIbHHX YUPEXIEHUA

B ueygx coxpaHHOCTM QOoHIa, YCTaHOBJIEHMS eIMHOT'O IopSIka yueTa
OMOIMOTEUHEIX HOOKYMEHTORB, CO3JaHMa YCJIOBMSA IJiS COBEPUIEHCTBOBAHUSA
opraHmM3auuy TpyDa n BHeIpeHUs CcCpencTs KOMIIbIOTEePpU3aL N n
MexaHuz3aluuy B OMOIMOTeKax oO0pasOBaTEJIbHEIX YUpPeXIeHUM NPMKAasHBAa:
1. PykoBoncTBoOBaTbCA IlpmkasoM MMHKYJIbTYypeH Poccum or 02.12.1998

N 590 "MHcTpykuusa o6 ydeTe OubiImoTeuHoro doHma" nyng ydera GoHIOa
OubnmoTek OOPAas30OBATEJILHEIX yUpexXIeHUM (npujioxeHue N 1) <*>,

<*> He NPUBOIOUTCSH.

2. YTBEepOUTH MeTonmuueckue pexoMeHIauum 1o IPYIMEeHEHUIO
"MHCTPYyKLUUMU 06 ydere OUOIMOTEYHOT'O donma" B OubInMoTexKax
obpasoBaTeNIbHEIX yupexneHuM ([IpunoxeHue N 2) (majiee - MeToauueckue

pexoMeHIauum) .



3. KOHTpOJL 3a MCIOJIHEHMEM HacTosmero I[lpukKasa OCTaBJAKw 3a
coboit.

BamMecTUTeNlb MMHMCTPA
B.A.BOJIOTOB

Npunoxenue N 2

k Ilpmkasy

MunobpasoeaHusa Poccum

or 24 aBrycTta 2000 . N 2488

METOOMYECKME PEKOMEHIAIVN
[I0 TIIPMMEHEHMIO "MHCTPYKLUMM OB YUETE BUBJIMOTEYHOI'O
®OHIA" B BUBJIMOTEKAX OBPA3OBATEJILHHX YUPEXIEHNN

"MHCTPYKUMA 00 ydueTe OubImoTeuHoro ¢orHma" <*> omnpenejydeT oduue
npaBuila ydeTa IOOKYMEHTOB M B LEeJIOM MOXeT OBTb MCIOJIB30BaHa B

bubnoTekax oOOpasOBaTEJIbHEIX YyUpeXxIeHuM. BMmecTe C TeM opTaHM3alus
BUBIMOTEeUHOM paboTel B oOpasoBaTeJIbHEIX YUYPEeXIEeHMAX MMeeT pan
ocoBeHHOCTEN:

<*>YTBepXxIeHa [IpukasomMm MyHMCTEepCTBa KyJIbTYyphl Poccuiickoi

depepauunm ot 02.12.1998 N 590.

OUOIMOTEKM ODOpPa30BATEJILHEX YyUYpeXIeHUM BXOOAT B OOUY CTPYKTYPY
o0pasoBaTEeJIbHOTO YyUYpexIeHUd U He ABJISIOTCH CaMOCTOATEJIbHEMU
OPUONUECKUMU JIULIaMU;

"KHMT'a CyMMapHOTI'O yueTa OUOIMOTEeUHOT O douma" COOEPXUT
nmokasaTesy, xXapaKTepuayolyre KadecTBO GopMMPOBaHMA OUOJIMOTEUHEIX
GOHIOB IO MX lLeJIeBOMYy Hal3HaueHuio: obeclledeHue yueOHOT'O Ipollecca U
HayuUHOM HesaTeJIbHOCTU 00pa30BaTEeJIbHOT'O YyUYpeXIeHUS;

OUOIMOTEKM ODOPasz30BATEJILHEIX YyUpexXIeHUM IJjig obecledeHuUs yudeBHOTO
npolecca npmuobpeTanT y4deOHEle M3IaHMa B OOJbIMX KOJIMUeCTBax
BK3EeMIJIAPOB OIHOT'O HasBaHUHA, VMHIVMBUYaJIb HEIM yuer KOTOPHIX
OCYUEeCTRBJISeTCs 10 MeTOoIOuke Oe3HHBEHTAPHOI'O yueTa.

B coorBeTcTBUMM C . 5.1.2 "MHCcTpykuum o6 yueTe OUOJIMOTEUHOTO



dbouma" LeHTpajibHasa OMOIMOTEUHO - nHOOPMaLMOHHA A KOMMCCHUS
MyHoOpasoBaHusa PocCuM BHOCUT IOIOJIHEHMS M UM3MEeHeHUd, YUMTHBAaIMe
crneumupury PaboTH bubnuoTexk obpasoBaTeJibHEIX YUpEeXneHuN, u
PEKOMEHIYET MX K IIPMMEHEHUO.

6. YueT MNOCTYIJIEHMS IOKYMEHTOB B OUOIMOTEUHEM (QOHI

[Ipy yuyeTe NOCTYIJIEHMS HOOKYMEeHTOB B GOHIO OHM He HeJyaTcd Ha
OOKYMEHTH I[IOCTOSHHOTO U IJIMTEJIbHOT'O XPAaHEHMS. BHIOEJIEHMIO [IOIJIeXaT
TOJIBKO IOKYMEHTE BPEMEHHOT'O XPAaHEHMs OTHEJIbHBIX BMIOB M3OAHUM 10
oBbreMy M IO xapakTepy wuHbopMaumm (I'OCT 7.60-90), KoOTOpHEe He
cTapaTcsa Ha OajlaHc. K HMM oTHocaTcs: Opouopk (oBbbeM — mo 48 cTp.);

JIUCTOBKU (obpeM - mo 4 cTp.); KaJeHmapu; IJlakaTel; MeTOOUNUECKUE
pas3paboTKM; [OPOTpPaMME; MaTepMajikl, IIoAjexalye mocJje CcIomMcaHusa
pasnadye yuyamyMmMcsa UM IenaroraM (KOHKPETHE IepeudeHb OUMOIMOTEKU

onpenesigioT CaMOCTOSATEJIBHO) .
7. CyMMapHBIM ydeT HOOKYMEHTOBR

Ina OubimoTrekx obpasoBaTeJIbHEIX yupexneHum PEKOMEHIOYITCA
CrelumaJibHO pazpaboTaHHbe bopmel "KHnTum CyMMapHOTO ydeTa
OubnnoreuHoro oGoHma" mubddepeHUMPOBAHHO: IJjia OubOIMOTEK BBICIHIMX
yueOHEIX BaBeOeHUl (TpustoxeHrue N 1 xk MeTOoIMUECKMM PeKOMEeHOalUMsaM) ,

oJia OMOJIMOTEK CPpelHMX CIelMalibHEIX YyUueOHHIX 3aBeleHuyt (IIpujioxeHue

N 2 K MeTonuueCcKuUM pekoMeHmauusaM) , o1 OnbIMoTEK

obmeobpaszoBaTeJIbHEX yupexieHuy (IIpuyioxeHre N 3 k MeToIMUeCKUM
pexoMeHIauuaMm) .

8. VHOVMBUIYAJILHEM yUueT IOKYMEHTOB

MHOTOBK3EMIJIAPHEE IOKYMEHTH (yueOHUKM, yueBHEIe nocobusga,
CIIPABOUHUKMA, cJIoBapM ¥ IOpyTMe ¥3IOaHusg), [OpeOHas3HaudyeHHBEe IOJIs
UCIOJIb30OBAHMUSA CTyIOeHTaMU U yUalMKC A B yueBHOM npoliecce,
YUUTHIBATCS Oe3BHBEHTApPHEIM CcrnocofoMm. I[lpu Oe3nHBEHTAPHOM MeTOome

yueTa npelycMaTpMUBaeTCs CyMMapHas 3allucCb OOKYMEHTOBR 10 Ha3BaHUAM,
CTOMMOCTEL MX OTHOCUTCS Ha OajiaHc OuOJIMOTEeKM.
MHOTODK3EMIIJISPHEIMM IOOKYMEHTaMU CUMTAaKnTCAa IOOKYMEHTH,
rnocTyrnalwimme B konndyecTBe cBoite 10 »sx3eMnusgpor. JBa -  TpuU
SK3eMIJigpa M3IaHMs 3allCHBAnTCS B MHBEHTAPHHE KHUTM Ha OOmUX



OCHOBaHMAX. KOHKpeTHOe KOJIMUeCTBO HOOKYMEHTOR, IIOAJeXallMx 3alucCU B
VHBEHTAPHBEE KHUTU UM ydeTy Oe3bHBEeHTAapHHEM MeTOIOM, OlpenejyseTcs
OUBIINOTEKOM .

Ipu Oe3LIHBEHTAPHOM MeTome yuera obopmiigoTCS crenymomme
OOKYMEHTH: YyueTHas KapToukKa IOKyMeHTa (M3IOaHudg), pPerucTpalMoHHas
KHUT'a YUYeTHHX kKapTouek (IIpunoxeHus N 4, 5).

YueTHasa KapTouka COCTaBJISeTCsa Ha KaxIoe BIIEPBHE IIOCTYIIMBIIEE B

OMOIMOTEKY Ha3BaHMEe B koJuuecTBe cCBoile 10 5K3eMIJISAPOB. YUeTHas
KapTouKa COIEPXUT CBeIeHMS: aBTOp, 3alJlaBMe, BHXOIHEIE IOaHHEE,
lleHa, HaTa 3alucK, HOMEp 3alucu B KHUIEe CYMMapHOTO yuera,
KOJIMUECTBO HSK3EMIJISPOB - I[IOCTYNMBUMX, BBOHBUMX, COCTOSAMMUX Ha
yuerTe.

YueTHasa KapTouka oTpaxaeT IBUMXEHMEe KaxXIoI'o OTIeJIbHOI'O Ha3BaHUA
OOKYyMeHTa (M3OaHus), Opolledmero Oe3bHBEHTAapPHHBM ydeT. B KapTouke
oTpaxamnTcs BCE nocyenyoime IIOCTYIIJIEHUS IaHHOTO HasBaHUHA,

He3aBMCVMMO OT LIE€HEI.

YueTHBe KapTOUKM 3allMCEIBAKTCH B pePMCTpaHMOHHOﬁ KHUIre, IJI4
KOTOpOﬁ MOXeT OBITH MCIIOJIBE30BaHa MHBEHTAapHada KHMUI'a . B
pePMCTpauMOHHOﬁ KHUI'e 3allOJIHAKTCA BCe Ppa@m KakK IIpV MHIOIMBYIOYaJIBHOM

yuere, Kaxngoe Ha3BaHUue 3allMCelBaeTCAa Ha OTIeNIbHOM CTPOKe.
PePMCTpauMOHHHﬁ HOMEP IIepeHOoCUuTCHA Ha YYETHYIO KapTOuUKYy . Ha

JOKYyMEHTEe (MBHaHMM), YUYTEHHOM GQBHHBGHTapHHM MeTOIOM, HOMEP
pePMCTpauMOHHOﬁ KapTOUKM He IIPpOoCTaBJIAE€TCA.

9. YueT BHOBTHS OOKYMEHTOB M3 OMOIMOTEUHOTO (QOoHIa

I1.9.5. JomyckaeTcs 3aMeHa CIOMCcKa BCexX MUCKJIoJYaeMbx u3 (oHmIa
IOOKYMEHTOB KHMWXHEMU GopMyJigpaMu (Kak COCTOSUMX Ha OyxXT'aJITepCKOM
yyeTe, TakK M HEe COCTOSNUX) .

1.9.8. AKTH Ha crmcaHme IOKYMEHTOB B bubnroTekax
0Bpa30BAaTEJIbHEX YyUPeXIeHMM YTBEepXIOalnTCs PeKTOPOM (IPOPEeKTOPOM),
OVPEKTOPOM YyUueOHOT'O 3aBelleHUSd.

HopMaTMB CHOMCAaHMA NOKYMEHTOB M3 QOHIOB OTKPEITOI'O IOCTyNla, IO
HeyCTaHOBJIEHHEIM [pMUMHaM (HedocTaua) HOOJIXEH COCTaBJIAThH He Oojiee
0,1% oT oOmeMa KHUTOBHIAUMN.

JckJoueHre HOOKYMEHTOB M3 QOHIOOB OMOIMOTEK OOleobpas30BaTesIbHEIX
YUPEeXOeHUM I10 NPUUMHE YCTapeJIOCTM NPOM3BOIUTCS He pexe OINHOTO pas3a
B IBa rogja.

(PexoMeHIyeMbEle pPaHee CPOKU MCIOJIb30BaHMA YUEOHMKOB U yUeOHHX



nocobuit B OOUeoOpa30BaTEJIBHEIX YyUPEeXIeHMAX B Ipelejlax deThHpex JeT
CUMTATh OPMEHTMUPOBOUHEIMUA. )

11. JleJIONpOM3BOICTBO B OpraHM3auuyu yuyeTa GoHIa

B coorereTCcTBUMU C IIpaBmjlaMm OopraHmMzaumnum I'OCyIDapCTBEHHOI'O
APXMBHOTI'O nejia YCTaHaBJIMBAKTCA cliieoymnummne CPOKM XpPaHeHUA
OOKYMEHTOBR, oOfOecleuMBawIMX ydeT U COXPaHHOCTBb @)OH,HOB!

CONMpPOBOONTEJILHEE TOKYMEHTH
(HakJlamHBElEe, CcUYeTa, OINMCHU, CINCKU
Ha MOCTYIAnIYn JIUTEePaTypy) - 3 roma

[IpuxXOnHEIE aKTH Ha JILTEePpaTypy,
MOJIyUeHHyl OecrnjiaTHo uiu 6e3
CONPOBOIUTEJIEHEIX HOKYMEHTOB - 3 roma

KHura yueTa JIMTEepaTypH,
YTEePSHHOM uMTaTeNsIMU U
IPUHSTON B3aMeH - 3 roma

AKTHE Ha CIMCAaHME KHUD U

IePUOOUUYECKUX UIBMaHUN;

YUeTHHE KAapTOUYKM, KHIUXHEE

bopMyJISPE CIMCAaHHBIX

M3IaHUN - 10 JjerT

[IpuioxeHmMA
IpunoxeHve 8. dopMa akTa 00 MCKIIOUEHUU
13 OUOIMOTEYHOTO GQOHIOA INOKYMEHTOB
IOJINTEJIBHOTO XPaHeHMA

PekxoMeHIyeTCsa clenyoimasa GopMa CIMCKOB BHOBBALIMX M3IaHUN:
a) IOJjsa M3OaHUulM, BaHECEeHHHX B MHBEHTAPHEE KHUTU

'N |V HBeHTapPHLM | ABTOP ¥ 3alJlaBUE | LleHa | Kosdbomument | CToMMOCTE |
b HOMep | +----T---—-+nepeoueHku +----T----- +
b | ' pyO. | koIm. | lpy6. |kom. |
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IpunoxeHue 10. dopmMa akTa 00 MCKJIIUEHUU
13 GoHIOa YTEpPSHHEIX UUTATEJIAMU IOKYMEHTOB U IIpUEM
B GOHI IOKYMEHTOB, MNPMU3HAHHHX PAaBHOLEHHBMU

COMCKM M3OaHUM, MCKJIOUAEeMBEIX M3 OUMOJIMOTEUYHOT'O GOHIAa IO NpUUMHE
yTepn yyTaTeNaMu, cocTaBJIglTCS 1o bopmMe, pPeKOMEeHIOyeMOM K
IpunoxeHuio 8 "dopma akTa 00 MUCKIWOUEHUM U3 OUOIMOTedHOIo GoHIa
OOKYMEHTOB IJIMTEJIbHOT'O XpaHeHus".

COMCOK M3OaHUM, [NOPUHATHX OT UMUTaTeJIel B3aMeH YyTepsHHBIX, He
cocTaBysgeTcda. B "TeTpanu ydeTa KHUT UM OPYTUX IOKYMEHTOB, MIPUHSATHIX
OT uUuuTaTeJiey B3aMeH YyTepsHHBX", KHUIM, [IPUHATEHE B3aMeH yTEepPSHHHX,
3aHeCceHHl B MHBEHTapHyi kHury ¢ N mno N, yueTHEEe KapTOUuKU
MHOTODKBEMIIJISPHOM JuTepaTyps N.., 3anouchk akTa O IIpueMe M3IOaHUM B
boHm B KHMIe CyMMapHOTO ydeTa N...
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KHUT'A CYMMAPHOT'O YYETA
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KHUT'A CYMMAPHOT'O YYETA
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KHUT'A CYMMAPHOTI'O YUYETA
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KHUT'A CYMMAPHOTI'O YUYETA
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KHUT'A CYMMAPHOTI'O YUYETA
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