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1. O0mue moJi0KeHus1

1.1.CoxpaHHOCTh OMONMMOTEYHBIX (POHJIOB — 3TO OCYIIECTBJICHHE MEPONPHUATHHA,
CBSI3aHHBIX C YCTpPaHEHUEM MOTEPh, XUIIECHUS W MOPYM JIUTEPATYpPhl, CO3JAAHHE
ONTUMAJIbHBIX ~ YCIOBMM IS TMPaBWIBHOTO  XpaHEHHs, CHUCTeMaTH4YecKas
pecTaBpaiusi UMEIOMIMXCS JOKYMEHTOB. Hapsimy ¢ TepMHHOM «COXPaHHOCTBY
yHOTPEOIISIETCS U TAKOE OIpejiesieHne, Kak «0e30MacHOCTh (oHAa.

1.2.JlupekTop 00pa3oBaTEIbHOIO YUYPEKICHUS, B BEJEHUU KOTOPOrO0 HAXOIUTCS
oubnuoTeka, o00s3aH CO3/aBaTh YCJIOBHS, OOCCIEUYHMBAIONINE OPTaHU3AIUIO
MPaBUIBLHOTO y4Ye€Ta W XPaHCHUS KHIKHOTO (POHIA, MPOBEICHUE CAHUTAPHO-
TUTHCHUYEeCKOW  o0paboTku  (GoHAa,  TOPEIOCTaBIAThH  HM30JUPOBAHHBIC,
MIPUCTIOCOOJICHHBIC I XPAaHCHUS KHHUT TIOMEIICHHS, O0CCIeUUTh OMOIMOTEKY
CIIEUAJIBHBIM 000pYIOBAHUEM U IIPeAMETAMU OUOINOTEYHON TEXHUKHU.
1.3.3aBenyromas 6ubauoTeKor o0ecrneunBaeT MPaBIIIbHYIO OPTraHU3aAIUI0 yUeTa U
XpaHEeHUsI KHUKHBIX ()OHJOB B COOTBETCTBUHU C JAHHBIM MOJI0KEHUEM.

1.4.B nensax 60pbObI ¢ MPEXKACBPEMEHHON U3HAIITMBAEMOCTHIO, IIOPYEH, Mponaxei
JIOKYMEHTOB M JIpYTUX MaTepuajoB, COTPYIHUKH OUOIMOTEKH OO0s3aHbI
cOOJII0/IaTh OCHOBHBIE IMpaBUiia XpaHeHus QoHa, usnoxeHHsie B «[lonoxenuu o
COXPaHHOCTU KHIKHBIX (POH/IOB OUOIUOTEKM.

2. Yuet KHMKHOTO poHaa

2.1.B Oubnmoreke MODKHBI YUUTHIBATHCS CYMMAapHO M HWHAMBHUAYaJbHO BCE
MPOU3BEICHUS TIeUaTH, a TakkKe Jpyrue Marepuanbl, MPUOOPETCHHBIC IS
o0cCTy>KMBaHUS yuTatesied (MUKpOPUIBMBI, TUAMIO3UTUBEI U T.I1.). YUeT BEACTCS B
KHUT€ CyMMapHOro ydyera OuOmMOTEYHOTO (oOHAA, B HMHBEHTAPHBIX KHHUTAX,
YYETHOM KaTajiore M PErucTPAlMOHHBIX KapTOTEKax. YueT (POHI0B OMOIMOTEK
ocyuiectBisiercst corsiacHo ['OCT 7.20-80 «Enununel yuera GoH10B OMOIHOTEK U
opranoB HTW».

2.2 3ampemaeTcd BHOCUTh HMCHPABICHUS W U3MEHEHUS B WHBEHTAPHYIO KHHTY.
Kaxmoe mnpousBereHue medaTH, MOCTymaroniee B OWOIMOTEKY, JOJKHO OBITh
00s3aTEIBHO MPOIITEMITETIEBAHO.

2.3.B 6ubnmoTeuHbiit (OHN BKIIIOYAIOTCS: HAy4YHas, XyJOXKECTBCHHAsI U ydueOHas
JUTEpATypa, CeIMAIbHBIC BUBI TUTEPATYPHI U APYTHE U3TAHUS.

2.4 Ilepenaua OubmuoTeyHOTO (OHIA OT OJHOTO 3aBEAYIOMIET0 OHOJIMOTEKH
JPYTrOMYy MPOU3BOIUTCS IO aKTy MpUEMa-ClIauu, yTBEP>KIECHHOMY YUPEKICHUEM, B
BEJICHUHM KOTOPOr0 HAXOUTCS OUOINOTEKA.

3. XpaneHue OM0JIHOTEYHOTO0 POHIA

3.1. [IpoTuBOmOXKapHast OXpaHa

o Bce OubGnunoreunnle pabOTHUKM 00s13aHBbl cOOM0MaTh 3aKkoH Poccuiickoi
®denepanun «O moxapHoU 0€30MacHOCTHY. B mensx mpoTHBOMOMKAPHOM 3alUTHI
HEOOXOMMBI CIEAYIONINE MPOPIIAKTHIECKUE MEPHI;

o [Tomemnenne OWMONMMOTEKH JOJDKHO OTBEYaTh TPEOOBAHUSAM TOKAPHOM
0€30IaCHOCTH.

JlepeBsiHHBIE KOHCTPYKIIMU CTEUTaXXeH OKHBI ObITh 00pabOTaHbl OrHECTOMKON
KPACKOM, IMOJIbI B KHUTOXPAHUJIUIIE BBITIOJHSIOTCS U3 CIIEIUATBLHBIX HECTOPAEMBIX
ITOKPBITUH:



o O6ubnnoTeka noKHA ObITh 000pYAOBaHA INEKTPUUYECKON 3aIUTON ceTeil U
3NIEKTPONPUOOPOB, ABTOMATHYECKUMHU U TUIABKUMU TPEAOXPAHUTEISIMHU;

. P AKCIUTyaTallul TEXHUYECKOTO 000pyI0BaHHS TOKHO ObITh 00ecreueHo
€ro CBOEBPEMEHHOE TEXHHUYECKOe OOCITy>KMBaHHWE M COONIOJICHHE TMPaBUI
TEXHUYCCKOM 0€30I1aCHOCTH;

° CTpOro€  COOJIOJIEHHE TMPOTHBOMOXKAPHOTO PEKHUMA  COTPYIHHKAMU
OMOJIMOTEKH U YUTATEIISIMHU;
° CpelICTBaMH ITOKapHOH CHTHAJIW3aluK (TEIUIOBBIC, JBIMOBBIC JIATYUKH,

U3BENIAIONIMEe 00 OIMACHOCTH) JOJDKHBI OBITh OOOpYAOBaHBI BCE IMOMEIICHUS
OMOJINOTEKH;

o o0si3aTeNbHOE  HajmMuue B  OMONMOTEKE CPEACTB  MOXKApOTYIICHUS
(orHeTymuTeNeH, aBTOMAaTHYECKUX MPUCTIOCOOICHUH MOKAPOTYIIICHUS U T.1T.).

3.2. CoumanbHas 3amuTa GoHIa

o [IpaBoBbIE OCHOBBI HSKOHOMMYECKHMX B3aUMOOTHOIICHUW YHUTaTENsl U
oubnuorexkn perynupytorcs 4.l 'paxkmanckoro kogekca PdD  (1994r.),
®denepanbHbIM 3aKOHOM «O OubnroTeyHoMm nene» (1994r.).

o OCHOBHBIMH BHJIaMH yIllepOa, HAHOCHUMOTO OHOJMOTEKE YHUTATEISIMU,
SBJISIIOTCSL HECBOEBPEMEHHBIM BO3BpaT JOKYMEHTOB, HX YTeps, BBIpE3aHUE
OTJIEJIbHBIX YacTeil Tekcra, kpaxka. Ha aboHeMeHTe, OT/ele BbIJa4u U3JaHUN Ha
JIOM, CHCTEMAaTUYECKH TMPOBOJAUTCA paboTa MO JMKBUJALUUM 3aJ0JKEHHOCTH
(HamoMuHaHMA O BO3BpaTe u3faHuii). Kaxapiii yuTaTenb HECET OTBETCTBEHHOCTh
32 COXPaHHOCTh U CBOEBPEMEHHBIN BO3BpAT B OUOJIMOTEKY MPOU3BEACHUN MeUaTH
U IPYTUX MaTepHaNIOB, IPEIOCTABIISIEMbIX €My OMOJIMOTEKON B MOJIb30BAHUE.

L HOCTOpOHHI/IG JUlla B KHHUI'OXPAHHUJIHWIIC HC JOIIYCKAIOTCA HJIKM MOI'YT
HaXOIUTBLCA TaM TOJIBKO B IIPUCYTCTBHUH COTPYIAHHKA OMOJIMOTEKM.
L4 HOJ’IBSOBaTeHI/I, BHUHOBHBIC B YMBIHIJIGHHOI;'I mop4dc U XUICHUN JOKYMCHTOB

13 OUOIMOTEKH, MPUBJIEKAIOTCA K YTOJOBHONW OTBETCTBEHHOCTH C OJTHOBPEMEHHBIM
NPEeAbIBICHUEM K HUM MCKa IPUYMHEHUHN OUOIMOTEKE MaTepUAIIbHOTO ylepoa.

o B cnyyae yrepu wiu nop4u JOKYMEHTA MOJIb30BaTeNlb 00s3aH 3aMEHUTh €ro
PAaBHOLICHHBIM HWJIM KOIMEW, a NMpPU HEBO3MOXXHOCTH 3aMEHBl — BO3MECTHUTH €O
pEaNbHYIO PEIHOYHYIO CTOMMOCTb.

3.3. Canurapnas 3ammuta GoHaa

o OnuH pa3 B Mmecar (IMOCIETHSS MATHUIIA KaXI0TO Mecsma) B OMOIMOTEKe
MPOBOJUTCSA CAHUTAPHBIA J€Hb, B KOTOpPbIA OMONMOTEKAa HE OOCITYXUBAET
yuTaTene. DTOT A€Hb UCHOJb3yeTcd sl YOOPKM MOMEIEeHUN, 00eCTblIMBaHUS
donna. B kauroxpanunuine odecnpuIMBaHie (POHIOB OpraHu3yeTcs: He pexe 1-2
pa3 B roA (B (hoHIE OTKPHITOTO JOCTyNa - 3-4 pasa B rof).

o [lomenieHne  KHUTOXpaHWIMILA  JOJDKHO  OBITh  CBETJIBIM, CYXUM,
W30JMPOBAHHBIM, €XEIHEBHO MPOBETPUBAacMbIM. Temmeparypa XpaHEHUs
JIOKYMEHTOB JIOJKHA MOAACPKUBAThCs B nipeAenax 19 (£ 3) rpaaycoB, BIaKHOCTb
55 (+5)%.

o Haubonee »sddextuBHbIM  criocoOoM  oOecrieueHUss  TEMIIEpaTyphl,
BJIQXKHOCTH, @ TAaK)KE€ OYUCTKA M BEHTWIALMHM BO3AyXa OT BpPEIHBIX MpUMecen



ABJISIIOTCS] YCTAHOBKU LIEHTPAJIM30BAHHOTO KOHJUIIMOHUPOBAHUS BO3/yXa, a TaKKe
CUCTEMBI PUTOYHO-BBITSHKHOW BEHTWISLIUU.

o ['uruennyeckyro o0pabOTKy JOKYMEHTOB BBITOJHSAIOT CYXUM WM BIAXKHBIM
criocobom. JKenarenpHO MPUMEHEHHE MBIJIECOCOB HOBOI'O MOKOJIEHUSI C CUCTEMOM
GUIBTPOB, 3a1€PKUBAIOIIMX YACTULIBI TTHUTH pazmepom 0,5 MK.

J [ToBpexxieHHBIE TOKYMEHTHI 00pa0aThIBAIOT TAMIIOHAMH, YBJIaKHECHHBIMH
2,5+0,7%-ubIM pacTBOpOM (hopMaIHHa.
J N3 xummueckux cpenctB Haubosee APGEKTUBHBI JIE3UHPEKIUS |

JIE3UHCEKIUS TOMEIICHUI, KOTOPBIE MPOU3BOIATCS CIEIUATBHBIMU CIIY)O0aMu 10
MPUTTAIICHUIO COTPYAHUKOB OMOIMOTEKH.

o OcHOBHbIMH  (haKTOpaMH,  BBI3BIBAIOIIUMH  OBICTPOE  pa3pylleHHe
MaTepUaTbHOW OCHOBBI JIOKYMEHTA, SIBIITIOTCS HApYIIEHUS CBETOBOTO PEKUMA.
EcTecTBeHHOE OCBEMICHHE BO3MOKHO TOJIBKO TIPH HAJIWYUH CBETO3ANTUTHBIX
YCTPOHCTB — (QWIBTPOB, JKalto3u, MmTOp. JIJIT HMCKYCCTBEHHOTO OCBEIIECHUS
BEIOMPAIOT JIaMIIbI HAKaJWBaHWs C HHU3KAM YPOBHEM YIIbTPa(pHOICTOBOTO
U3JIydeHus (KeIaTeabHO TalloreHHble Jamimbl). CoOonaTh CBETOBOM PEXUM
HEO0OXOMMO HE TOJBKO TP XPAaHEHUU JOKYMEHTOB, HO U MPHU WX UCIOJIb30BAHUH.
3.4. PecraBparnus dhonaa

PecraBpaniuss — 93TO BOCCTaHOBJIEHHWE (PU3NYECKONM IIEHHOCTH BETXOTO WIIU
MOBPEXKJIEHHOTO JOKYMEHTa B €ro IEepBOHAYAJIBHOM WM  OJM3KOM K
NEepBOHAYAILHOMY BHJIE.

o CoTpyaHuku OMOJIMOTEKU JOJHKHBI CUCTEMATUYECKU TPOU3BOJIUTH MEIKUN
TEKYIUH PEMOHT JOKYMEHTOB (TOJKJICHKAa HAJOPBAHHBIX U BBIMAAFOIINX
CTpaHMWII, TUTYJIBHBIX JHCTOB, IEpeIieTa, OOJOKKH M T.I.) U CBOEBPEMEHHO
nepeaaBaTh JOKYMEHTHI IS TIEPETUIeTa B MAaCTEPCKHE.

o W3nanwsi, mpeaHa3sHavYeHHbBIE ISl TIOCTOSTHHOTO W JUIMTEILHOTO XPaHCHHS,
PECTaBpHUPYIOT C IPUMEHEHHEM Oe3BpeHbIX MaTepuaioB cornacHo 'OCT 7.50-90
«Koncepnarus 1o0kyMeHTOB. O0111HIE TPEOOBAHUS.

3.5. nBenTapu3anus (mposepka) Gonmaa

[IpoBepka O6ubOMMOTEUHOTO (DOHIA — ITO YCTAaHOBJIEHUE (DAKTUUECKOTO HAITMUHUS
JIOKyMEHTOB B OMOJIHOTEKE MyTeM CIudeHus (OHIa C YIETHBIMU JOKYMEHTaAMHU.

o [TpoBepka KHIKHOTO (hOHIA TPOBOAUTCS OJUH pa3 B ISAThH JIET MO IUIAHY U B
CPOKH, YTBEPKICHHBIC ITUPEKTOPOM YUPSKACHHS. 3a OYCPEIHYIO TPOBEPKY
3aCUMTHIBAETCS MPOBepKa GOHIa TPU CMEHE 3aBEIYIONIEer0 OMOIMOTEKOM.

o B oOubmmorekax ¢ ¢dougom 1o 20000 TOMOB TMpOBEpKAa MOXKET
MIPOU3BOJIUTHCS TMYyTEM HEMOCPEACTBEHHOW CBEPKU JOKYMEHTOB C 3alHCSIMHU B
WHBEHTAPHBIX KHUTAX.

o [TpoBepky 6ubIMOTEUHOTO (POHIA MPOBOAIT COTPYIAHUKH OMOIMOTEKH TPH
y4acTHH KOMHUCCHH, CO3JIaHHOW IS TIPOBEICHWS HWHBEHTAPHW3aIllMd OCHOBHBIX
CPEIICTB, MaTepPUATBHBIX 3aI1aCOB U JCHEKHBIX CPEJICTB.

4. OTBEeTCTBEHHOCThH

4.1.0TBETCTBEHHOCTh 3a COXPAaHHOCTHb (POHJA BO3JAraeTCs Ha IUPEKTOpa U Ha
3aBeyronero OMOINOTEKOM.



4.2.OTBETCTBEHHOCTh 32 COXPAaHHOCTh KHW)XHBIX (POHIOB HECYT BCE PAOOTHUKHU
OMOIMOTEKH, UMEIOIINE JOCTYN K KHUTAM:

a) B Cllydae HECOOJIIO/IEHUS] YCTAaHOBJIEHHBIX MPABUJI YU4€Ta U XPaHEHUS KHUKHBIX
(OHIOB OTBETCTBEHHOCTb 33 COXPAHHOCTb OMOIMOTEYHOro (oHAa HeceT
MepCOHAILHO OMOJIMOTEKAPD;

0) MaTepuanbHYlO OTBETCTBEHHOCTb IpU OOHApYy)KEHHH HEAOCTa4d KHUT
pabOTHUKN OMOJIMOTEKHM HECYT TOJBKO B TOM Cllyyae, €ciM yuepO BbI3BaH
HEOPEKHOCTHIO B pabOTEe WM HAPYIICHHEM yCTaHOBJICHHBIX MPaBWJ, T.€. IO BUHE
ONOMMOTEUHBIX pabOTHUKOB. B 93ToM ciydae OMOIMOTEKaph BO3MENIAOT
MaTepualbHBIA yiiep0d, HO He cBbime 1/3 cBoelt Tapu¢Hoi craBku. [lomHyro
MaTepHAIbHYI0 OTBETCTBEHHOCTh OMONMOTEYHBIM PaOOTHUK HECET TOJBKO TOT[A,
KOI/Ia HEIOCTaya KHUT BbI3BaHA JEUCTBHUSMH, MPECICAYEMBIMA B YTOJOBHOM
HOPSIZIKE.



