B osmom u ecmbv Mmyopocmv 8
ycmpoiicmee  JHCU3HU, YMO  NAAH
NAaHoM, a é Mo Jce pemsa 80 8cCAKUIL
MOMeHM HAO0O0 ObUMb 20MOBbIM IMOM
naax 6pocumsm.

Muxaua IIpuweumu

Enena baxaunckas
BCE O BAIIIEM BUBJIMOTEKE

Enunoii u 06sa3aTesbHON GOPMBI IJIaHA U OTYETA, OTPAXKEHHOU B KAKOM-
JI00 perJiaMeHTHPYIOIIEM JOKYMeHTe HHCTPYKITUH, ITUChMe
MunHoOpa3oBaHUs U T.J., HE CYII[eCTBYeT. 3a4acTyio OuOInoTeKapu
MIO/ICTPAUBAIOTCS TIO/], T€ CXEMBI IIJIAHOBO-OTUYETHOM JOKyMEHTAIlNH! U
TpeOOBaHUS, KOTOPHIE CYIIIECTBYIOT B KOHKPETHOM YUPEKAEHUU.

[IpeyutaraeM BaM O4YeHb MOJIPOOHBIE METOANUECKHE PEKOMEHIAIUN
IO MMO/ITOTOBKE IUIaHA/oTYeTa.

Hecxkoavko oowux 3ameuanuil

[[ran m oruer paboOThl OHUOJMOTEKHW - TJIABHBIE JIOKYMEHTHI, KOTOPBIE
XapaKTePU3YIOT JIEATEILHOCTD IITKOJIbHOU OMOJINOTEKMN.

OcHOBHAas IIeJIb 3TOT0 MaTepuasia - IOMOYb IIKOJbHOMY OHOJIOTEKAPIO
rPaMOTHO U YE€TKO CIUIAHUPOBATh CBOIO JE€ATEJIBHOCTh B TEKYIIEM TOZY,
0b0ymath, Kakue ¢GOpMbI M METOIBI PAOOTHI JIyUIlle UCIOIb30BATh B TIOMOIIH
yJaIuMcs U Iefjaroram, a 3aTeM yoeuTeTbHO OTUNTAThCS.

[Ipu cocraBjeHHH IIaHA/O0T4eTa OMOSMOTEKApU HE BcCerja OTPasKaroT B
HeM Bce BuAbl pabor. Kak mpaBuio, OCHOBHOE BHUMAaHHE Y/EIAETCSA
MHDOPMAIIMOHHON W BOCIHUTATEJILHOU paboTe, a BHYTPEHHAS pabora u
BeJleHre (PMHAHCOBOU IOKYMEHTAITUH OCTAIOTCSA HEYIYTEHHBIMH.

[lnan/oTueT, cocTaBJIeHHBIH 0e3  JIOJDKHOTO  OTPaKEHUs  BceX
HEOOXOAVMBIX COCTaBJIAIOIINX, HETaTUBHO BJUSAET HAa BCIO paboTy
O6mOIMOTEeKaps U HA €€ OIeHKY a/IMUHUCTPAIIUEN TITKOJTBI.

C yueTroM 3TOro U OBLIM pa3pabOTaHbl METOJMUECKHE PEKOMEeHJAIlNU K
COCTaBJIEHHIO IJIaHa/0TYeTa paboThl IIKOJIbHOU OMOJIMOTEKH.

[I1aH/oT4eT COCTOUT W3 BOCBMH Pas/ieJioB. A B TPWIOKEHUU JaH
IlepeueHb OCHOBHOM BHYTPUOUOJJHMOTEYHON AOKYMEHTAIU{d IIKOJIBLHOU
O1OJIMOTEKU.

Obpamaro BHUMaHue OubmoTekapeu, uto paboma ¢ poHOOM yuebHUKO8
He 8xo0um 8 OCHOB8HOU naaH pabomsbl. OHA OTpaKaercsi B OTAEIHHOM
IUIaHe,/0oTYeTe, MOCKOJIbKY ABJISIETCA JIOTIOJTHUTEJIBHOU, U 32 Hee IMOoJIaraeTcs
JloTLIaTa.

ITU NMpUMepPHbIE CXEMbl OTPaXKAIOT BCe OCHOBHBIE HAIIPABJIEHUS U BUJIbI
paboOT MIKOJIBHOU OMOJIMOTEKU U HOCAM PeKoMeHOamenvbHblll xapakmep, no-
amomy eosce He 0043amenbHO 8 NAAH KOHKPEMHOU WKO/bl 8HOCUMb U
gbinoaHams 6ce 8udvl pabom. Cpeau TIepedrCcIIEeHHBIX BHUZOB PaboT
O6ubIMoTEKApW BHIOUPAIOT T€, KOTOPbIE OHU BBIIOJHAIOT B CBOEU IIIKOJIE, U
OTpPa)kalOT WX B CBOMX IUIAaHAX C YYETOM OCOOEHHOCTEH IIIKOJIBbHOU
IIpOrpaMMBbl U yueOHOTO IJIaHA.

[IpumepHas cxeMma r'oJIoBOTO IJIaHa/0TYeTa paboThl MIKOJIHLHOU
OoubsoTeku (MeTo/InYecKre PEKOMEH/TAIIH )



I. 3agauyu 6MOJIMOTEKU
Obecnieuenne yueOHO-BOCIIUTATEIFHOTO IIPOIlecca U CAaMOOOPa30BaHUSA
nmyTeM 610IMOTeUHO-6MbIMoTrpaduyeckoro 1 nHGOPMAIIOHHOTO
OOCTy?KUBaHUS yUAITUXCS U I1€/1arOTOB.

2. ®opMHupOBaHUeE Y IITKOJIbHUKOB HABBIKOB HE3aBUCHUMOTO OHMOJIMOTEYHOTO
T10JIb30BaTe s, UH(POPMAITMOHHOU KYJIbTYPbI U KYJIBTYPhI YTEHUS.
3. CoBepllleHCTBOBaHUE TPAUIIUOHHBIX U OCBOEHHE HOBBIX TEXHOJIOTHH.
I1. OcHoBHbBIE PYHKIIUU OUOJIUOTEKHU
1. ObpazoBaTesbHAasA.
2. udopmanmoHHas.
3. KysbrypHas.
II1. O01Me cBeaeHNuA
- KosnmuecTBo yuamnuxcs 13 HUX
yuTaTeien
- KosngectBo yunreneu U3 HUX
yuTaTeien

- Jlpyrue paOOTHUKHU U POAUTEU

- O6bem 6ubauoreyHoro ¢hoHAA

- KuuroobecneyeHHOCTD (Z1/1s1 oTUETA)
- Obpamaemocts (7151 oTUETA)

- O6peM yuebHOTO (POHIA

=

10.

IV. Pa6oTa ¢ 6u61n0TeYHbIM (POHAOM
V3ydeHue coctaBa GOH/A U aHAJIN3 €0 UCIIOJIb30BAHUS.
®opmuposanue GoHza 6MOIUOTEKU TPAAUIMOHHBIMU U HETPAAUITUOHHBI -
MU HOCUTEJIAMHI MHPOPMAIINH.

. ®opMupoBaHUe OOIIENIKOIBHOTO 3aKa3a Ha JJOKYMeHTbl OCHOBHOTO oHAa

(mpu HasTumMu OJIaHKa-3aKas3a)

KomiuiekroBaHue GoH/ia (B TOM YHCJIe IIEPHUOIUKOM) B COOTBETCTBUH C
oOpa30BaTeJIbHOU MPOTPAMMOU IIKOJIBI.

OdopmiieHHE TIOAMHUCKY Ha ITIEPUOAUKY, KOHTPOJIb JOCTAaBKH.

IIpuem, cucTeMaTu3aIus, TeXHudYeckass 00paboTKa 1 perucTpanus HOBbIX
IIOCTYTLJIEHUH.

Yuer 6ubsoreunoro ¢oHa.

. IIpuem 1 opopmiieHHE JOKYMEHTOB NOJIyYeHHBIX B JIap, YUeT U

obpaboTKa.

BrisAByIEHHE U CITHICAHUE BETXUX, MOPAJIBHO YCTAPEBIINX U

HEUCITOJIb3YEMBIX JIOKYMEHTOB 110 YCTAHOBJIEHHBIM IMPaBUIaM U HOpMaM

(B ToM uncsie 0pOpMIIEHHE aKTOB U U3BITHE KaPTOUEK U3 KATaJIOTOB).
BhItaua JOKyMEHTOB MOJIb30BATEIAM OMOJIUOTEKH.

11. PaccranoBka JOKyMeHTOB B (poHIe B cOOTBeTCTBUHU ¢ bBK.
12.0¢dopmienue poHaa (Hamume MOJ0YHBIX, OYKBEHHbBIX Pa3/ie/IuTeNeH,

WHJIEKCOB), ACTeTHKa 0OPMJIEHUS.

13.-IIpoBepKka IpaBUILHOCTHA PACCTAHOBKU (POH/A.
14.00ecrieueHre CBOOOIHOTO JOCTYIIA IMOJIb30BaTe el OMOIUOTEKU K HHPOP-

MaIlHU.



15.Pabora mo coxpanHoctu QoHza:

« opranuzanus GoHia 0cob0 IEHHBIX U3/IAaHNUH U IIPOBEIEHIE
IIEPHOUUECKUX IIPOBEPOK COXPAHHOCTH;

* CHCTEeMaTUYEeCKHUU KOHTPOJIb 32 CBOEBPEMEHHBIM BO3BPATOM B
610JIMOTEKY BbIJITAaHHBIX U3JJaHU;

« obecrneueHure Mep 110 BO3MEIIEHHIO yIllepba, IPUUYHHEHHOTO HOCUTEJISAM
nHGOpPMAIIUH B YCTAHOBJIEHHOM MOPSIIKE;

* opraHusaIusA paboThI IO MEJIKOMY PEMOHTY U MePeIIeTy U3JaHUH C
IIpUBJIedYeHHEM ONOJTMOTEUHOTO aKTUBA;

« obecneueHne TpebyeMOro peKiuMa CUCTEMAaTU3UPOBAHHOTO XPaHEHUS U
bu3mUEeCKOU COXpaHHOCTH OMOIMOTEYHOTO DOH/IA.

16.0dopMiieHre HaKJIQJHBIX U UX CBOEBPEMEHHAs c/iava B
IeHTPaJIN30BaHHYI0 OyXTaITEPUIO.
17. lHBeHTapuU3anus.
18. OOecmeueHnre pabOTHI YUTAJIPHOTO 3aJ1a (IIPU €ro HAJIMYUH).
19.0prauuzarnus oocaykuBaHus 1o MBA (mosrydeHue uTepaTyphl BO Bpe-
MEHHOE I10JIb30BaHUe U3 JIPYTUX ONOJINOTEK).
V. Pa6ora mo mpomnaraHie 6u0/IM0TeYHO-0uOInorpadpuaecKux
3HAHUM.
CaopaBouHo-60ubGmorpadpuueckas padéora
1. Benenue cipaBouHo-6uGmorpadudeckoro anmnapara (CbA) ¢
y4ETOM BO3PaCTHBIX 0COOEHHOCTEH MOIb30BaTesiel (KaTajoru, KapTOTEKH,
PEeKOMeH/IaTeIbHbIE CIIICKH, BhIZIeJIEHHE CITPAaBOYHO-UHDOPMAITMOHHBIX
U3JaHUHN).
2, OzHakoMJIEHHE TI0JIb30BaTe e ¢ MUHUMYMOM OHOJTHOTEYHO-
oubnorpadguyeckux 3HaHUN: 3HAKOMCTBO C ITPaBUJIaMH I10JIb30BAHUS
6mbIMOTEKON, 3HAKOMCTBO C PacCTaHOBKOU ¢GoH/1a, TpreMbl paboThl ¢ CBA,
03HAKOMJIEHUE CO CTPYKTYPOU 1 0(DOPMJIEHHEM KHUTH, OBJIAJIEHHE
HaBBIKaMU PabOTHI CO CIIPAaBOYHBIMHU
WU3JIaHUSAMU U T.J.

3. [TpoBenenue ¢pakyIbTATUBHBIX 3aHATUN U KPYKKOB I10 ITpOIIaraH/e
6ubnoTeyHO-O0ubIMOTrpadUUeCKX 3HAHUU.
VI. BocniuraresapHasa padora

1. ®opMHpOBaHUE Y MIKOJIbHUKOB HABHIKOB HE3aBUCHUMOTO
O6MOJIMOTEYHOTO MMOJIb30BATEIIA: 00yUEeHIE TTOJIb30BAHUI0 HOCUTEISIMU
nH@opManuu, MoucKy, orbopy U KpUTUUeCKOH orleHKe nH(pOpMaInu.

2. CnocobcrBoBanue (pOPMUPOBAHUIO JIMYHOCTH YUAIIUXCA CPEACTBAMU
KyJIbTypPHOTO Hacjieius, popMaMu U MeTOAAMU UHANBULYJILHOU U
MaccoBOU pabOThI:

e Oecenpl,

* JIUCIYTHI,

* JINTEpPATypHBIE UTPHI,

 YUTATEJIbCKHE KOH(MEPEHIINH,



YTPEHHUKH,

* BUKTODUHBI,

* JINTEPaTyPHO-MY3bIKAJIbHbIE KOMIIO3UIINH,
OuOJIMOTeUHbIEe 3aHATHA U T.J.

3. Iomynspusamnus JydIuX JOKyMEeHTOB OUOJIMOTEYHBIMU (pOpMaMU

paboThl, OpraHu3aIusa BLICTABOK U CTEHIOB U IIPO BeJleHUE KYJIbTYPHO-

MaccoBO pabOTHI.

4. CospaHue akTHBa OMOJIMOTEKU U paboTa C HUM.

5. Pabota c gerckuMu 61OJIHMOTEKAMMU.

VII. UadopmanmoHHasa padora
1. CompoBoskzieHne yueOHO-BOCIIUTATEIHFHOTO IIpoliecca
MH(POPMALIOHHBIM
obecrieueHrEM MeJarorniyeckux paboTHUKOB:
e coBMecTHas paboTa 10 COCTaBJIEHHUIO 3aKa3a Ha YueOHO-MeTO/InYeCcKUe
JIOKYMEHTBI;
*  0030pbI HOBBIX MOCTYTJIEHUH;
*  TIOA0Op JOKYMEHTOB B IIOMOIIb IIPOBEAEHHUIO ITPEIMETHBIX HEED U
JIPYTHX OOIIENIKOJIBHBIX U KJIACCHBIX MEPOTIPUATUH;
* odopmieHNe B KaOMHETAaX KHIKHBIX BHICTABOK HA U3yYaeMyI0 TeEMY 110
KaKoOMY-JIN0O MpeaMeETY;
e IIOMOIIb B MOJI00OPE IOKYMEHTOB IPU paboTe HaJl METOAUYECKON TEMOU
IITKOJIBI;
*  IIOMOIIb B MOJI0OPE IOKYMEHTOB J|JIs TIOATOTOBKU II€/ICOBETOB,
3acelaHUHU MeTOIO00ObEMHEHUH U T. I,
2, CompoBoskieH1Ee yueOHO-BOCITUTATEIHHOTO IIPoIecca
MHMOPMAIIMOHHBIM
O6ciy:KrBaHNEM O0YJarOIITHAXCS:
e Ha aOOHEMeHTEe;
* B UHTaJIBHOM 3aJI€;
* IIO IIpeABapUTEIbHOMY 3aKa3y uepe3 MBA;
*  1oji00p JIUTEPATYPHI AJ1d HaUcaHusA pedepaToB, JOKIAJOB U T.1I.;
*  IIOMOIIb B IMOJITOTOBKE K OOIIENIKOJIHFHBIM H KJIACCHBIM MEPOIPHUSITHM;
*  IIpOBeJiEHUE UHAUBUAYAJIbHBIX U IPYIIIIOBBIX OMOJINOTEUHBIX 3aHATUH.
3. MuadopmanoHHoe 00CTyKUBaHNUE poauTesel (I MHBIX
3aKOHHBIX ITPEJICTaBUTEJIEN) 00YUaIOIUXCSI:
*  uHGOPMUPOBAHUE O MOJIH30BAHUN OMOJIMOTEKON UX IETHMU;
* odopmieHNe BhICTABOK JJOKYMEHTOB /IJIA POAUTEIEN HA aKTyaJIbHbIE
TEMBbI;
e  UWHAUBHAyaJIbHas paboTa Mo moa00py AOMOJIHUTEIBHOTO MaTepuaia
JULsT O0yYaroNuXcsl Ha4aIbHOU IIKOJIBI;
*  BBICTYIUIEHHE HA POAUTEIHCKUX COOPAHUAX ¢ HHGOpMAaIFel O HOBBIX
MOCTYTJIeHUAX B DOH/ OMOIUOTEKN.
VIII. IloBbinmieHUEe KBATU(PUKAITUH
1. Pabora mo camoobpa30BaHUIO:



* ocBOeHUe nHOpMAIUU U3 MPodecCuOHAIbHBIX U3JaHUMH,

* WCIIOJIb30BAHUE OIBITA JIYUIIIUX IIKOJIbHBIX OMOINOTEKApEH,

* TIOCellleHre CEMUHAPOB, yUacTHe B KOHKYypcax, IPUCYTCTBUE HA OTKPbI-
THIX MEPOINIPUATUAX, UHAUBU/IyAJIbHbIE KOHCYJIbTAllUU.

2. PerynsapnHoe noBblllleHNEe KBATA(DUKALINH.

3. CoBepllleHCTBOBAaHUE TPAAUIIUOHHBIX U OCBOEHUE HOBBIX
OMOIMOTEYHBIX TEXHOJIOTHUU

4. Pacmupenune accopTumMenTa 6u6IM0TEYHO-UHGOPMAITMOHHBIX
YCJIYT, TIOBBIIIIEHNE UX KA4eCTBa HA OCHOBE MCHOJIb30BAHUSA HOBBIX
TEXHOJIOTUH: KOMIIbIOTEpU3aIusa O1OJINOTEKU, UCIIOJIb30BAHUE
3JIEKTPOHHBIX HOCUTEJIEH, CO3/IaHNe BUAEOTEKU, ayAUOTEKH U T.J.

IIpumepHana cxeMma mJiaHa/oTuera pabéoThI C yYeOHbIM
¢dongOM

1. CocraBjieHrE€ COBMECTHO C YIUTEIAMU-TIPEAMETHUKAMHU 3aKa3a Ha
YUYeOHUKH ¢ yI4eTOM UX TpeboBaHUM, ero ohOpMIIEHHE.

2. CorsiacoBaHue U yTBep:KJeHUe O1aHKa-3aKka3a a/MUHUCTpAIIueN
IIIKOJIBI, €T0 Iepefada OKPYKHOMY METOJIUCTY.

3. KoHTposib 32 BBITIOJIHEHUEM C/IEJIAHHOTO 3aKa3a.

4. Tlpuem u TexHuueckas o0pabOTKa MOCTYIMUBIINX YUYEOHUKOB:
odopmiieHHEe HAKJIAJHBIX, 3aIUCh B KHUTY CyMMapHOTO YJeTa,
nTeMiesieBaHue, obopMmiaeHne KapTOTEKH.

5. OdopmieHne OTUETHBIX JOKYMEHTOB (aHAINU3 UCIIOJIHb30BAHUS
BapUATUBHBIX IIPOTPAMM, IMATHOCTHKA YPOBHS 00€CIIEUeHHOCTH YUYAIIUXCA U
p.).

6. [IpueM u BhIZjaua yueOHUKOB.

7. WHbopMUpoOBaHUE yUUTEIEN U YUAIUXCA O HOBBIX ITOCTYTIJIEHUX
y4eOHUKOB U y4eOHBIX TOCOOUT.

8. Ilepuopuueckoe cliicaHue BETXUX U YCTAPEBIINX Y4eOHUKOB.

9. IIpoBeneHue pabOTHI IO COXPAaHHOCTH y4eOHOTO (hOH/A.

10. PaboTa c pe3epBHBIM (HOHIOM YIEOHUKOB:

- BeJIeHUeE ero y4Jera,

- pasMellleHUe Ha XpaHEHUE,

- COCTaBJIeHUE CBeJIeHUU /Il KAPTOTEKU MEKIIIKOJILHOTO PE3EPBHOTO
doHga okpyra,

- mepejava B PyTUE IIKOJIBI.

11. VIzyueHne 1 aHA/IN3 UCIIOJIb30BaHUS Y4eOHOTO DOH/IA.

12. Pabora ¢ katajioraMu, TeMaTHUEeCKUMHU IJIaHAMU U34aTEeJILCTB Ha
y4e0HO-MEeTOUUECKYIO JINTEPATYPY, PEKOMeH/1I0BaHHYI0 MUHOOpa30BaHUs
Poccuun.

13. [TomosiHEHNE U PeAAKTUPOBAaHME KAPTOTEKHN YIeOHOM JTUTEPATYPHL.

14. PaccTaHOBKa HOBBIX U3/IaHUH B (DOH/IE.

15. TIpoBeieHmEe PEUIOB IO TPOBEPKE COCTOSHUS YIEOHUKOB.



16. OdopmiieHre HAKJIAHBIX HA yIeOHYIO JIUTEPATYPY U UX
CBOEBpeMeHHasi
repeziayva B IeHTPAJTN30BaHHYIO OYXTaJITEPUIO.

IIpunoscerue
OcHoBHasA BHyTPHUOUOJIMOTEUHAA JOKYMEHTAIUA
Oouraa
1. [losioxkeHUe O MIKOJILHOU OMOJIMOTEKE U MTpaBUjia MTOJIb30BaHUA
OMOIMOTEKOM.
[TacriopT 6uGIMOTEKM].
I'omoBOI 1 MeCsTYHBIN IJIaHBI PabOTHI.
Ananu3s paboThl 3a IPeAbIAYIINN TO/I.
OyHKIIMOHABbHBIE 00A3aHHOCTH 3aB. OMOIMOTEKON 1 OMOIMOTEKApS.
I'paduk u pacnrcanve paboTbl OUOIMOTEKMN.
IIo ocHOBHOMY (DOHIY
Kuura cymmapHoOro yuera.
MHBeHTapHbIE KHUTH.
KypHast ¢ KonusiMu HaKJIaHbIX.
[Tamka akToB ABU:KeHUA PoH/Ia (crucaHue, lepeaya v T.J1.).
AKTBI 0 IPOBEZIEHNY UHBEHTAPU3ALlU U IPOBEPOK (POH/IA.
TeTpaap yueTa KHUT, IPUHATHIX B3aMeH yTepSHHbIX.
TeTpaap yueTa u3fjlanuil, He MOJIJIEKAIUX 3aMMCU B UTHBEHTAPHYIO
KHUTY (OpolItopHBIN OH/T).
. Kaura cymmapsoro yuera Ha HYUU (HeTpaguIlnOHHbIE HOCUTETHN
vHdOpMaIun).
9. Terpaap yueTa moapovYHbIX U3JAHUM.
10. JlHeBHUK pabOTHI MKOJIHbHOU OUOINOTEKH.
11. 2KypHas1 yueTa cIpaBoK.
12.YuraTeabckue GOpMYJIAPHI.
ITo yue6HOMY (PpOHIY
Kuura cymmapHoro yuera.
Konum HakJIaAHBIX 110 10CTaBKe YIEOHUKOB.
Kypuan (nmamka) ydueTa HOCTYIIUBIINX YIeOHUKOB.
TeTpaap yuera OpourropHoro hoHza.
KapToTeka yueOHUKOB.
[Tanka akToB ABUKeHUA yuebHOTo hoHa (crmcanue, mepeiadya u
T.J.).
Kormuu 671aHKOB-3aKa30B y4eOHUKOB.
. Terpazp 3aMeHbI yUeOHUKOB.
9. KypHas BbIZjaun y4eOHUKOB 110 KJlaccaM WU UHAUBU/IyaJIbHbIE
(popMyJIApHI.
10. JlmarHocTuueckas KapTa YPOBHs 00eclieueHHOCTH yueOHOU
JINTEPATYpPOU o 0bJIacTsIM 3HAHUIM.
11. OTYeT IIKOJIBI O IOJTHOM KOJIMUeCcTBe yUeOHUKOB I10 apasliesisiM U
obJiacTsAM 3HAHUMH.
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