YTBEPHOAHD:
Aupektop MBYK

«LBC YcTb-TapKcKoro paoHa»

MonoxeHue o coxpaHHocTH ¢poHaa Bubnnotex

MyHMUMNaNbHOro 6HAKETHOro yYpEeACHUA KYIbTYPbI

«LleHTpann3oBaHHan 6ubanoTeyHan cuctema YcTb-TapKCKoOro paifoHa»
1.1. CoxpaHHoCcTb BMbBAnoTeYHbIX POHAOB - 3TO OCYLLECTBNEHUE MEPONPUATHIA, CBA3AHHBIX C
yCTpaHeHneMm NnoTepb, XMLWEHUA U NOPYU NIMTepaTypbl, CO3AaHWE ONTUMANbHLIX YCNOBUIA ANA
NPaBWUALHOIO XpPaHEHMUA, CUCTEMATUYECKAA PECTaBpaLMa MMEIOLWMXCA JOKYMEHTOB. Hapaay ¢
TEPMUHOM «COXPAHHOCTb» yNoTpebAAeTCA 1 Takoe onpeaenetue, kak «besonacHocte poHAa».
Oupektop MBYK LIBC, B BEASHMM KOTOPOro HaxoaATca 6ubnuoTekuy,
o6azaH co3gasaTh ycnoBuMsA, obecneynBalowme opraHn3aumio NPasuabHONO yyeTa U XpaHeH s
KHUKHOTO $pOHAa, NPOBEeEHWE CAHUTAPHO-TUrMeHnYecko obpaboTku PpoHaa, NpeaocTaBnATL
M3011MpOBaHHbIe, NpUcnocobneHHble ANA XPAaHEHWA KHWUT NomelleHua, obecneyuts Bubnuotery
cneuMansHeiM obopygoBaHuem M npegmetamu BUBNUOTEYHOH TEXHUKM.

1.2. 3aBepyowme 6ubnuotekamn, censckme Bubanortekapu, otaenom obeayueanua obecneumsaer
NPaBWNbHYIO OPraHM3aUMIo Y4eTa U XpaHeHMA KHUXKHbIX GOHAOB B COOTBETCTBUM C AaHHbIM
NONOMEHUEM.

1.3. B uenax 60pbbbl C NpexaeBpeMeHHON U3HAWNBAEMOCTbIO, NOPYEl, NPONaxKeHn OKYMEHTOB U
Apyrvx maTepuanos, coTpygHuku brubnvoTek oba3aHbl cobnogaTe OCHOBHbLIE NPABWAA XPaHEHWA
doHAa, u3nokeHHble B «[ON0KEHUM O COXPAHHOCTU KHUXHbIX PoHA0B BubanoTek».

2.1. B 6ubnunoTekax gONHKHBI YYUTLIBATECA CYMMapHO M MHOUBMAYaANbHO BCE MPOM3BEAEHNA NeyaTw,
a TaKkXKe gpyrve maTtepvansl, npuobpeTeHHbie Ana obcnymBaHma Yutatenei (MUKpodunombl,
OMano3nTMBLI U T.N.). YYeT BegeTca B KHUIe CyMmapHoro ydeta bubnuorteyroro ¢oHga, 8
WMHBEHTAapPHbIX KHUMAX, Y4ETHOM KaTanore u permcTpauMoOHHbIX KapTOTeKax.

Yyet doHpos GBubnmnoTek ocywecrenaetca cornacHo NOCT 7.20-80 «EauHuubl yveta poHA0B

6ubnuoTtek n opraHoe HTW»,




2.2. 3anpewaeTcA BHOCMTL MCNPaBNEHNA U U3MEHEHWA B MHBEHTAPHYIO KHUTY.

Kampaoe nponseesaeHune nevaTtu, noctynarwwee B 6ubanoTeky, A0/MKHO BbiTb 06A3aTeNbHO
npowTeMnenesaHo.

2.3. B 6ubnunoTeuHblit GOHA BKAOYAIOTCA: HAYYHasA, XyLOXeCTBeHHas U yuebHaa nuteparypa,
cneuunanbHble BUALI AUTEPATYPLI M APYrMe M3gaHuA.

2.4. Nepepaya 6ubnuoteuHoro poHAa OT ogHoro 3aseayrowero 6ubnuoTtekoi gpyromy
NPOW3BOAMTCA MO aKTY NPUEME-CAAYN, YTBEPKAEHHOMY AUPEKTOPOM.

1. Obwme nonoxeHua

2. YyeT KHukKHoro poHga

3. XpaHeHue 6ubnunoTteyHoro ¢oHaa

3.1. NpoTUBONOXKapHaA oxpaHa

Bce 6ubnnoTeynbie paboTHMKK 06a3aHbl cobnwoaath 3akoH Poccuitckoin Pegepauunm «0
noKapHoi 6e3o0nacHOCTM». B Lenax NpoTUBOMNOMaPHOM 3aLMTLl HEOBXOAUMBI CNeayIoLMe
npo¢uNaKTUYECKMEe MEPbI:

MNMomeweHre 6MBNMOTEKK OOMKHO OTBEYATL TpeboBaHUAM noxXapHou BesonacHocTw.
JepeBsaHHbIe KOHCTPYKUWKU CTENNAKEN AONMKHbI GbITbloﬁpaﬁﬂTaHbl OrHECTOMKOW KpacKoi,
NO/bl B KHUFOXPaHUAWLE BbINOAHAKTCA U3 CNeUMaNbHbIX HECTOPAEMbIX NOKPLITHIA;
BubnuoTeka gonmHa 6biTb 060py0BaHA SNEKTPUHECKOM 3aLLMTOMN CETEN U
anekTponpuBopoBs, aBTOMaTUYECKMMU W NAABKMMU NPESOXpaHUTENAMM;

Mpu aKcnaAyaTaumMm TeXxHUMYecKkaro 06opyaoBaHUAa [OMKHO BTk obecneyeHo ero
CBOEBpPeMeHHOe TexHu4eckoe obcayuBaHme u cobnogeHne NpaBua TEXHUYECKOM
6e3onacHocTy;

Ctporoe cobnogeHne NpOTUBONOXAPHOIO PEXMMA COTPYAHUKAMKU BUbBAUoTEK U
YyuTaTENAMMU;

CpeacTeamu NoXapHOW CUrHanM3auuv (Tennosble, AbIMOBbIE AATYMKM, U3BeLaowWwme ob
ONacHOCTH) AONKHbI BbiTe 060pYA0BaHbI BCE NOMeELLeHUA BubnunoTek;

Q6nazaTenwHoe Hanuune B BubanoTekax CpeacTs NOMAPOTYLWEHHUA (OTHETYWUTENEH,
3aBTOMAaTUHECKWX NPUCNOCOb/IeHUI NOKAPOTYLLUEHHA U T.4.).

3.2. CoumanbHana 3awmTa PoHaa

MpaBoBble OCHOBLI IKOHOMUYECKUX B3aUMOOTHOLWEHWW YUTATENA M BMBIMOTEKM peErynnpyoTCs

4.1 MpaxpaaHckoro Kogekca PP (1994r.), PepgepantHbiMm 3akoHOM «O GubnanoTedHom aene»

(1994r.):




OcHoBHbIMK BUAamK yulepba, HaHoCcMoro 6nubanoTeke uMTaTensMu, ABNAIOTCA
HeCBOEBPEMEHHbIA BO3BPAT AOKYMEHTOB, MX YTEPSA, BblpE3aHWE OTAENbHLIX YAaCTEN TEKCTA, Kpaxa.
Ha aboHemeHTe, OTAENe BblAaYM M34aHMIA Ha 4OM, CUCTEMATMYECKM NpoBoauMTca paboTa no
NVKBMAALMMW 3340/1KEHHOCTU (HaNOMWHAHUWA O BO3BpaTe M34aHMit). Kaxapli yuTaTenb HeceTt
OTBETCTBEHHOCTb 3@ COXPaHHOCTb M CBOEBPEMEHHbIN BO3BPaT B BBNMOTEKY NpOM3BEAEHUIA NeYaTH
W Apyrux MaTepuanos, npegocraBnaembix emy 6MbBAMOTEKOM B NONb30OBaHMe.

MOCTOPOHHME NMLA B KHUTOXPaHUIMULLE He AONYCKAKTCA UK MOTYT HaX04UTLCA TaM TONLKO B
NPUCYTCTBMU COTPYOHUKA BMbnnoTEKM.

Monb3oBaTeNW, BAHOBHLIE B YMbILNEHHOW NOPYE U XMLLEHWUU AOKYMEHTOB M3 6UBNUOTEKM,
NPUBNEKAKOTCA K YTONOBHOMW OTBETCTBEHHOCTU C OAHOBPEMEHHBIM NPEAbABAEHUEM K HUM UCKA O
NpMYMHEHMK BUBNMOTEKE MaTepManbHoro yuepba.

B cnyyae yTepu uam NopyM AOKYMEHTa No/b30BaTeb 00A3aH 3aMEHWUTb ero PaBHOLEHHbIM MK
KOMWEN, a NPY HEBO3MOXKHOCTM 3aMEHbLI - BOSMECTHUTb Er0 PeanbHYI0 PbIHOYHYH CTOMMOCTb.

3.3. CaHuTapHasa 3awuTta doHaa

OpauH pas B mecay, (NnocnegHuii eHb Kaxaoro mecsaua) 8 6MbnmoTekax NpoBoaUTCA CaHUTAPHbINA
[OEHb, B xo‘ropbn}i_ 6ubnuoteka He o6cnyKMBaET YuTaTenen. ITOT AeHb UCNONb3YeTCa Ans YEopKu
nomeweHunin, obecnoinMeaHuna ¢oHaa.

MNomeleHne KHUIoXPaHWUAKLL SOMKHO BbiTk CBET/LIM, CYXMM, U30/IMPOBAHHLIM, EXKeLHEeBHO
npoeeTpMBaemMbiMm. TemnepaTypa XpaHeHUA AOKYMEHTOB A0/IKHA NOAAEPKMBATECA B npeaenax 19
(+, -3) rpagycoe, BnamHoOCTb 55 (+, -5) %.

Hanbonee a¢pdexTneHbIM cnocobom obecneyeHuna TemnepaTypbl, BNaXKHOCTU, @ TaKKe O4UCTKA

M BEHTUAAUMK BO34yXa OT BPeAHbIX NPUMECEH ABNATCA YCTAHOBKM LEHTPANM30BaHHOIO
KOHAMLMOHMPOBAHMWA BO34YyXa, @ TAKKE CUCTEMbI NPUTOUYHO-BLITAXKHOW BEHTUAALMUM.
MrveHuyeckyo 06paboTKy LOKYMEHTOB BbINOMHAT CYXMM WAK BAAXHLIM cnocobom.
¥enatensbHO NPUMEHEHMWE MbIIECOCOB HOBOMO NOKO/IEHMA C CUCTEMOMN GUNLTPOB, 334EPHKMBAIOLLMX
YyacTUubl NbiAK pazmepom 0,5 mK.

MoBpexaeHHbIe AOKYMEHTbl 06pabaTbiBatoT TAMNOHaMM, YBNAKHEHHBIMM 2,5+0,7%-HbiM
pacTeopom GopmanuHa.

M3 xrmmuueckx cpeacTs Hanbonee apPeKTUBHbI Ae3uHOEKLMA U JAe3MHCEKLMUA NOMELLEHWIA,
KOTOpPLIE MPOU3BOAATCA CNELMANbHLIMKU C/YHOaMK N0 NPUrNALLEHMIO COTPYAHUKOB 6MBAnOTEKN.

OCHOBHBIMU HAKTOPaMK, Bbi3bIBAOLLMMU BbICTPOE pa3pylueHre MaTepuanbHON OCHOBbI

AOKYMeHTa, ABNAKTCA HAapyLWeHA CBETOBOTO peXxMUMa. EcTecTBeHHOe OCBELLEHME BO3MOMHO TONLKO




NP HANMYUK CBETO3ALMTHBIX YCTPOUCTB - GUALTPOB, Kano3u, WTop. [19 UCKYCCTBEHHOTO
OCBELWEeHNA BbIBUPAOT NaMMbl HAKaNMBAHWUA C HU3KUM YPOBHEM yNbTPadMONeTOBOrO U3NYYEHMA
(wenatenbHo ranoreHHble namnsl). Cob0aaTh CBETOBOM peXkum HEobX04MMO He TONBKO Npu
XPaHEHUMU AOKYMEHTOR, HO U NPU UX UCNONb30BaAHUM.

3.4. PectaBpayua ¢oHaa

Pectaspauma - 3T0 BOCCTAHOBAEHWE PU3NYECKON LLEHHOCTH BETXOrO UK NOBPEXKAEHHOMo
[AOKYMEHTa B ero NepBOHAYaNbHOM MU BAM3KOM K NepBOHAYaNLHOMY BUAY.

CoTpYAHMEN BUBNMOTEKMN AOMMHBI CUCTEMATHUUECKN NPOU3BOAUTE MEKMIA TEKYLWMUIA PEMOHT
AOKYMEHTOB (NoAKNENKa HaA0PBaHHbLIX U BbiNaAaKOLWKUX CTPaHWL, TUTYNbHbBIX IUCTOB,
nepenneta, 06N0XKM U T.4.) U CBOEBPEMEHHO NepeaaBaTh AOKYMEHTbI 414 nepennera B
MacTepcKue.

M3naHua, npeaHaszHayeHHble AAA NOCTOAHHOIO W AAUTENBHOTO XPaHEHWA, PeCcTaBpUpPYIOT C
npumeHeHuem be3lBpegHbix matepuanos cornacHo MOCT 7.50-90 «KoHcepBauMAa AOKYMEHTOB.
O6uwue TpeboBaHuMAY.

3.5. MuBeHTapu3sauma (nposepka) poHaa

MNpoeepka 6ubnuoTteyHoro ¢poHaa - 37O yCTaHoBNEHNWe $aKTUYECKOro HaNM4YKUA LOKYMEHTOB B
6ubnunoTeke NyTemM CnMYeHUA GoHAA C YYETHBIMM JOKYMEHTAMM.

MpoBepKa KHMXHOro GoHA4A NPOBOAMUTCA OAWMH pa3 B NATL /1IET N0 NA3HY U B CPOKM,
yTBepxaeHHble gupektopom MBYK LEC. 3a oyepeaHyo NpoBeEpPKY

3aCYWUTLIBAETCA NPOBEpPKa GpoHAa NpU CMeHe 3aseaytowero 6ubnnoTexkow.

B 6ubnunoTekax ¢ poHgom o 20 000 TOMOB NpOBEPKA MOMKET NPOM3BOAMTLEA NYTEM
HenocpeACTBEHHOW CBEPKM AOKYMEHTOB C 3aMMCAMKW B MHBEHTAPHbIX KHMrax.

Mposepky 6BubnuoteuHoro poHaa NPOBOAAT COTPYAHWUKK BUBAMOTEKM CAMOCTOATENBHO MM NPU
y4yacTuu Komuceum LLBC, co3gaHHoi Ansa NnpoBeeHUA MHBEHTApM3aUMK OCHOBHbIX CPeacTs,
MaTepuasnbHbIX 3aNacoB U AeHEXHbIX CPeaCTB.

4. OTBETCTBEHHOCTb

4.1. OTBETCTBEHHOCTb 38 COXPaHHOCTL GOHAa Bo3naraeTca Ha gupektopa MBYK LIBC 1 Ha 3aseayouero
Bubnuotekon (6ubnuoTekapa cenockon Bubnuotexn).

4.2, OTBETCTBEHHOCTb 338 COXPaHHOCTb KHUMKHbLIX OHA0B HecyT Bce paboTHUKK bubanoTek,
MMEIOLLME JOCTYN K KHAram:
B cnyyae HecoBNlo4eHNA YCTaHOBAEHHbIX NPABUA yYeTa M XPaHEHUA KHUKHbIX GOHA0B

OTBETCTBEHHOCTb 33 COXpPaHHOCTL 61UB1MOTeYHOrO POHAE HECeT NepCoHanbHO

6ubAnoTeKapb; MaTepPUaNbHYHO OTBETCTBEHHOCTL NPU 0BHAPYKEHUM HEA0CTa4M KHUT PabOTHUKK




61bAnOTEKM HECYT TONBKO B TOM CAyyae, ecnm yuiepb BoizsaH HebpeskHocTbio B paboTe uam
HapyweHWEM YCTaHOBNEHHbIX NpaBumA, T.e. No BuHe BubnnoTeuHbix paboTHUKOB. B 3TOM
cnyyae 6UBAMOTEKAPL BO3MELLAIOT MaTEPHManbHLIM ywep6, HO He cBbiwe 1/3 ceoel TapudHon

CTaBKM. MONHYIO MaTepPHUaNbLHYIO OTBETCTBEHHOCTb BUBAMOTEUHBIA PABOTHUK HECET TONLKO

TOrAa, KOrga HegocCTa4ya KHUM Bbi3BaHa AeWCTBUAMM, NPECNeAyEMbIMU B YTOIOBHOM MOPAJKE.




