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IHCTPYKLIA
3 OBJIIKY AOKYMEHTIB, LLIO 3HAXOAATbCSA B BIBJIIOTEYHUX ®OHAAX

1. 3aranbHi NONOXXeHHs

List IHCTpyKLUisi perynioe nopsaoK obniky AOKYMEHTIB, WO 3HaXOAATbCs B BiGNioTeYHNX oHAax, KM 34INCHIOIOTb YNOBHOBAaXeH
CTPYKTYpHI Nigpo3ainv 6idnioteku.

ApxiBHi AOKYMeHTK, 3ibpaHi B GibnioTeli, BXoasaTb [0 cknady HauioHanbHoro apxiBHoro doHay YkpaiHu 3rigHo i3 3aKoHOM
YKpaiHu "Mpo HauioHanbHUM apxiBHU OHA, Ta apXiBHI yCTaHOBK'".

[HCTPYKLisi MOWMPIOETLCA Ha OibnioTeku, Lo nepebyBaioTb y cdepi ynpaBniHHA MiHicTepcTBa KynbTypu i Typuamy YKpaiHu,
ynpasniHb (BiAAiNIB) KynbTypy MiCLLEBMX AepKaBHMX aAMiHICTpaLin Ta BUKOHABYMX KOMITETIB MIiCbKMX paf.

[lo obniky 6ibnioteuHoro oHAy B1CYBaIOTLCS TakKi BMMOIW: NMOBHOTA Ta AOCTOBIPHICTL 00MiKOBOI iHPpopMaLii; cBoedacHe Bifobpa-
>KeHHs B 06IKOBMX AOKYMEHTaX KOXHOrO hakTy HaZXOZXKeHHS | BUOYTT AOKYMEHTIB 3 (hoHLY; Y3roaKeHicCTb 3acobiB i hopm obniky.

2. OCHOBHi TepMiHM i NOHATTA

Y Lin IHCTPYKLIT TEPMIHM BXXMBAKOTbCS Y TAKOMY 3HAYeHHi:

= BibnioTe4HMI oHA — ynopsaKkoBaHe 3ibpaHHA AOKYMEHTIB, ki 30epiratoTbcs B 6ibnioTelli, a came:

= KHUra — BUOAHHS y BUrNsAi 6noka ckpinneHnx y KopiHLi apKyLLiB pyKoBaHOro MaTepiany byab-skoro hopMaTy B 0OKNafMHL
41 onpa.i, 06CArOM NOHa COPOK BICIM CTOPIHOK;

= Opollypa ~ KHUXKOBE BMAAHHS 00CAroM Bif YOTMPLOX 1O COPOKAa BOCbMM CTOPIHOK;

= apkylleBe BUIOAHHSA — BUOAHHSA Yy BUMNSLI OLHOIO Y AeKifbKOX apKyLLiB ApyKOoBaHOro Matepiany Oyab-sakoro dhopmaty Ge3
CKPINNEHHS;

= OyKkJeT — BWAAHHA y BUIMAAI OAHOrO apKylla [pyKOBaHOro MaTtepiany, canblbOoBaHOro OyAb-saKUM CrocoboM y ABa yu
Oifnblue 3rvHiB;

= KapTKOBe BULAHHS ~ BUOAHHSA Y BUMNSAI KapTKX BCTAHOBMEHOro hopMaTy, HagpykoBaHe Ha MaTepiani NiABULLEHOT LINbHOCTI;

= nnakaT ~ BUAAHHA Y BUMMALI OLHOrO Y/ AeKiNbKOX apKyLLUiB APYKOBaHOro MaTepiany BCTaHOBNEHOro hopmarty, HagpykoBaHe 3
0[HOrO 41 3 060X OOKIB apKyLLla, NprU3HaYeHe Afs eKCNOHYBaHHS;

= MOLUTOBA KapTKa ~ MOLUTOBe BiAnpaBfeHHs y BUMMAAi CTaHaapTHOro 6nakHka, Lo MiCTUTb BiAKpUTE MUCbMOBE MOBILOMIEHHS;

= XypHan — nepiognyHe BUOAHHA y BUrNadi OMoka CKPINAeHWX y KOpiHUi apKyLWiB ApPYKOBAHOro Matepiany BCTaHOBIEHOMO
dopmaTy B 0b6KnagmHLi abo onpasi;

= raseta — nepiofM4He BUIAHHA Yy BUMMSALI OQHOMO YM AeKifbKOX apKyLiB APYKOBAHOro MaTtepiany BCTaHOBNEHOro opmarty,
npr3HaYveHe A8 WMPOKOro Kosla ocib, ke € AXepenoM NMcbMOBOI iHhopMaLlii Mpo NOTOYHI MOAIT, MOB'A3aHi 3 BHYTPILLHIMK ClpaBaMu,
MiXXHapoLHMMY NpobnemMamMu, NoMITUKOIO TOLLLO;

= (POHOLOKYMEHT ~ ayfioBi3yanbHU JOKYMEHT Ha CTPIYKOBOMY 41 AIMCKOBOMY HOCIi, KM MiCTUTL 3BYKOBY iH(hOpMaLito;

= BiJe0JOKYMEHT ~ ay[ioBi3yanbHWU JOKYMEHT Ha CTPIYKOBOMY Y1 AAIMCKOBOMY HOCIT, KM MICTUTL IHpopMaLlilo, 3adikcoBaHy 3a
[ONOMOrOI0 Bie03BYyKO3anucy;

= KIHOOOKYMEHT — ayfioBi3yanbHWUI AOKYMEHT Ha MAIBKOBOMY HOCIT, WO MiCTUTb 3adhikCOBaHi Ha HbOMY 3a AOMOMOrOIO KiHEMAaTo-
rpadidHOi TEXHIKM NPpeaMeTI y BUMMISAi NOCMiA0BHO PO3MiLLEHX hoTorpadivHX 300pakeHb, a Takox MoKe MiCTUTI 3ByKOBY iHthopMalLlilo;

= OTOAOKYMEHT ~ ayioBi3yanbHUA AOKYMEHT, O MICTUTb IHPOpMaLilo, 3achikCOBaHY Ha HbOMY 3a AONOMOroto oTorpadivHOl
TEeXHIKW; NpeAMeTH y BUIMsAAi OKpeMux poTo300pakeHs;

= [IOKYMEHT Ha MIKpohopMi — OTOAOKYMEHT Ha MMiBKOBOMY YU IHWOMY HOCIEBI, KM ANS BUIOTOBJIEHHS | BUKOPUCTAHHS
notpebye BiANOBIAHOrO 36iNblUeHHs 33 LOMOMOrolo MiKporpadi4HOT TEXHIKM;

= efIeKTPOHHe BUAAHHS — eNeKTPOHHUI AOKYMEHT (rpyna enekTpoHHWUX AOKYMEHTIB), IKMIA NMPOMLLOB peaakLiiHO-BMAaBHNYY
06p0obKyY, MPU3HAYEHWUI NS PO3MOBCIOAXKEHHS B HE3MIHHOMY BUIMAAI Ta Ma€ BUXIOHI AaHi;

= 0e3HafivHa 3aboproBaHicTb — 3abOProBaHiCTb KOPUCTYBaYa nepep OiONIOTEKO 3 AOKYMEHTIB, Y3ATUX HUM Yy TMMYacoBe
KOPWCTYBaHHS, WOAO AKOT € BNEBHEHICTb NPO HenoBepHeHHs i1 GopXHMKoM abo 3a KO CTPOK NMO30BHOT AAaBHOCTI MUHYB;

= BUJTyYEHHS AOKYMEHTIB 3 BibnioTe4Horo doHay — NpoLec BUKIIIOYEHHS 3i cknamdy 0ibnioTeyHoro doHay Ta 3HATTS 3 00niky
[OKYMEHTIB, fKi NiANAraloTb CMUCAHHIO;

= HenpodinbHe BWIAaHHA — BUAAHHA, sIKe He BiAMNOBIAAE NPodinio KOMMNeKTyBaHHsA (TeMaTUKO-TUMONOMYHOMY MnaHy
KOMMJIEKTYBAHHS) KOHKPETHOT BibsioTeku;

= nepioanyHe BUOAHHSA — CepiviHe BUAAHHSA, WO BMXOAMUTL Yepes BU3HAYeHi MPOMIXKM Yacy 3 MOCTIMHUM ONS KOXHOrO pPoKy
4ncioM HomepiB (BMMyckiB), ©e3 NOBTOPIB y 3MICTi, OAHOTUMHO OOPMIEHNMM, HYMEPOBaHUMM i/abo AaTOBaHUMM BUMyCKaMK, Mif,
OOHWM | TM CaMVM 3arofloBKOM;

= MPUMIPHUK — oAMHULA obniky GibnioTedHoro oHAy, KOXHa OKpemMa OfMHMUA [OKYMEeHTa, sika BKIIO4aETbCa A0 cknady
bibnioteyHoro coHay abo BUOYBaE 3 HLOTO;

= PIYHNIA KOMMEKT OAMHMLSA 0BJiKy raseT, CyKynHiCTb HoMepis (BUMYCKIB) ra3eT 3a pik, HasBHWX Y oHai BibnioTekn.

3. 06'ekTV Ta OANHULL 06NiKY AOKYMEHTIB, L0 3HaXoAATbCA B 6iGnioTeyHnx poHpax

3.1 O6'ekTamMm 0bniky GibnioTedHoro oHAay €:

3.1.1 BupaHHs:

= KHUIK, OpoLlypw;

= apKyLUeBi BUAaHHS, OykneTu, KapTKOBI BUAAHHS, NakaTu, NOWTOBI KapTKK;

= XXypHaNbHi BUAAHHS, ra3eTHi BUOAHHS.

3.1.2 AyqnioBisyanbHi JOKYMEHTH:

= (POHOLOKYMEHTU;

= BiJeOLOKYMEHTY;

= KIHOLLOKYMEHTU;

= POTOAOKYMEHTH;

= [LOKYMEHTU Ha Mikpoopmax.

3.1.3 EnekTpoHHI BUOAHHS.
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3.2 OCHOBHVMMU ofMHUUAMU 00NiKy BCiX BUAIB AOKYMEHTIB, ki BKoYeHi go GibniotedHoro coHay (kpiM raset), € Ha3Ba i
NMPUMIPHUK.

3.3 OCHOBHMMUW OAMHNLAMI 00AiKY ra3eT € piYHNIA KOMMNEKT ra3eTu Ta ii Ha3Ba (He3anexHo Bif 3MiHW Ha3BW BUOAHHS).

3.4 CaMoCTinHI BuAaHHs, ob'edHaHi B oaHi onpasi (KOHBOSMOT), 0BMIKOBYIOTLCS fK OKPeMi MPUMIPHUKK | OKpeMi Ha3Bu.

3.5 [logatkn 0o APYKOBaHWX [OKYMEHTIB (Manu, atnacu, Tabnuui, nokax4nku [o reorpadidHMX Ha3B, HOTW, rpamMmniaTisku,
nnakaTtu, onTUYHI OUCKM i T. iH.), AIKWO BOHM He MaloTb CaMOCTIHOMO 3HA4YeHHsi, OKPEMO He ODSIKOBYIOTbCS. BOHWM OTPUMYIOTb
iHBEHTAPHWIM HOMEP OCHOBHOIO JOKYMEHTA.

4. Nopspok obniky KHWT | GpoLuyp

4.1 OBniK KHUT | BpoLlwyp NOAINAETLCA Ha CYMapHUM Ta iHAMBIAYaNbHUIA.

4.2 CymapHuI 06K KHUT | BpoLlyp 3A4IMCHIOIOTb BIAAINY KOMMNIEeKTyBaHHS DibnioTek.

4.3 CymapHuin 0bniK 30iNCHIOETbCA NaPTIAMM Ha MiACTaBi CyNpoBiAHNX JOKYMEHTIB (paxyHoK-hakTypa, onuc, HaknagHa, peectp,
aKT i T. iH.).

4.4 ®opmoto cymapHoro obniky € KHura cymapHoro obniky 6idnioteqHoro cdoHay (aopatkm 1-3)*.

4.5 B ymMoBax LieHTpanizoBaHoi 6ibnioTe4HO| c1McTeMM BeAeTbCA 3aralibHa KHUra CyMapHoro obniky Ha Becb €AMHUA OHL, Ta
OKpeMi KHUMM 0bniKy Ha (OHAM KOXHOro CTPYKTYPHOrO MiApo3fdiny ueHTpanbHoi Oidniotekn Ta GibnioTek-dinivi, Ae MicTaTbCs
BiLIOMOCTi PO Nepeaady AOKYMEHTIB A0 HUX i3 BiAAINY KOMMNeKTyBaHHs i 06pobKu.

4.6 KHura cymapHoro obniky 6ibniotedHoro doHay Mae Tpu po3ainu: "HaaxomxkeHHs oo doHay”,
pyxy oHay".

4.7 Micns B3aTTA KHUM Ta Gpollyp Ha CyMapHWIA OGMiK BifAin KOMMANEKTyBaHHA nepefae CyrnpoBiAHI AOKYMEHTW Ha HUX A0
OyxranTepii Gibniotekun.

4.8 IHamBigyansHUM 06k KHAT i BpoLLyp 34INCHIOTb BiAAINM KOMMNEKTyBaHHs Ta Bifainv-doHaoyTpumMysadi (6idniotekm-dinii
UbC).

4.9 IHAMBIAYyanbHWIA 0ONIK KHUT | BpoLyp 3OINCHIOETLCS LLNSXOM NMPUCBOEHHS KOXHOMY MPUMIPHIKY iHBEHTApPHOrO HOMepa.

4.10 ®opmoto BefieHHs iHAMBIAyanbHoro obniky KHWM i Gpouwyp € IHBeHTapHa kHura (goaaTok 4)*. bibnioTeku, ki 34INCHIOITL
iHOVBIAyanbHWUIA 06nik GibnioTedHoro doHAy 3a iHWKMMK popmamuy (0bNikoBUIA KaTanor, onucK TOLo), MatloTb NpaBo 3b6epertu
iCHYI04MIA MOPAZOK iHAMBIAYaNbHOMO 00MIKY.

4.11 Mpw B3ATTI Ha iHAMBIAYaNbHUI OONIK PIAKICHOrO YW LHHOMO BMAAHHS B IHBEHTAPHIN KHI3I B rpadi "MpumiTka" pobutbcs
3anuc "PK" i BKa3yloTbCsl 0COBAMBOCTI AAHOO NPUMIPHIKA.

4.12 KoxkHa KHM>Ka 4m Bpoluypa, Lo BXOAUTb IO Cepii, 0BNiKOBYETbCA fK OKpEMe BUAAHHS.

4.13 KoxHa 3 bpoulyp, BUaaHWX y cknafi BuaasHu4oi nanku (0bknaamHki), obnikoBYETbCS K OKpeme BUOAHHS.

5. Mopapok o6niky iHWWX BUAaHb

5.1 ApkyLLeBi kKapTorpadiyHi BUAaHHs 0ONiKOBYIOTbCA 3@ NpaBMiammn 06Ky KHIAT.

5.2 ApkyleBi BWOaHHsA, OykneTW, KapTKOBI BMAAHHS, MiakaTh, MOWTOBI KapTKM MNignsraloTb obniky. BigomocTi nmpo Hux
3aHOCATLCA 10 KHWUIW cymapHoro obniky GibnioteuHoro doHay (6e3 3a3HaveHHs LiHm).

5.3 MpynoBumin 06K TakmMx BuOaHb 34iNCHIOETbCA B KapTui 0biiky apKyLUeBmnx BuaaHb (momaTtok 5)*.

5.4 ApKyleBi BUAaHHs, byknetn, KapTkoBi BUAAHHS, NiakaTy, NOLWTOBI KapTKK, NpuabaHi ans 3abe3neyeHHs poboTu GibnioTeku,
y T. 4. Ans i ochopmneHHs, fo 6ibnioTeuHoro oHOy He BKOHaTLCA Ta He MiANAraoTs 06Ky .

5.5 XXypHanbHi Ta ra3eTHi BUOaHHa nignsraots 0bniky B KHM3i cymMapHoro obniky 6ibnioTe4Horo dhoHay. 3anmck Ao Liei KHUM
NpPO HaAXOAXKEHHS Ta3eTHMX BWUAAHb 3aHOCATHCH Ha MiACTaBi PIMHOrO MIACYMKOBOro akTa MpUMMaHHs-34aBaHHA BuaaHb (Oe3
3a3Ha4yeHHs LiHM). 3anncn Npo HaAXOAXKEeHHS XYPHabHUX BUAAHb 3aHOCATHCS WOMicALS (6e3 3a3HauYeHHs WiHN).

5.6 Haaxo[xxeHHs XypHanbHMX BuaaHb [0 6ibnioTekn dikcyeTbcs y kapTkax obsiky xypHanis (1onatok 6)*.

5.7 HaoxomkeHHs ra3eTHUX BudaHb 4o 6ibniotekn dikcyeTbes y KapTkax obsiky raset (gogatok 7)*.

6. Mopsapok o6niky ayaioBisyanbHUX JOKYMEHTIB Ta eeKTPOHHUX BUAAHb

6.1 AynioBi3yanbHi OKYMEHTU, eNeKTPOHHI BUaHHs 0OniKOBYIOTLCA Y BN KOMMIEKTYBaHHS 3a NpaBmiammn obiKy KHIT.

6.2 MNpUMIpHUKaMK ayaioBi3yanbHNX LOKYMEHTIB €:

6.2.1 DOHOLOKYMEHTU:

= N[ rpamMnnaTiBoK, KOMNaKT-ANCKIB — ANCK;

= NS MarHiTHUX hoHorpam — KoTyLKa, KaceTa, 6obiHa.

6.2.2 BineonokymMeHT\ — kaceTa abo Anck.

6.2.3 KiHogoKyMeHTH:

= Ans KiHodinbmis — 600iHa;

= AN giadinbmis — pysoH.

6.2.4 ®OTOAOKYMEHTU ~ Kaap.

6.2.5 [lokyMeHTM Ha Mikpodopmax:

= Ana Mikpodil — dila;

= 719 MIKpOiNbMIB — PyJSIOH.

6.3 MPUMIPHNKOM eNeKTPOHHKX BUAAHb € ONTUYHUI ONCK.

6.4 KomnnekT (anbbom) ayaioBisyansHWX AOKYMEHTIB (rpamMnnaTiBok, KOMMaKT-AMUCKIB, MiKpOhinbMiB, Aiano3nTuBIB i T. iH.) 4K
eneKTPOHHWX BULaHb, fKi 06'eQHaHI CMiNbHOIO Ha3Bolo, 0ONIKOBYETHCS SIK OfHA HA3Ba.

6.5 [iacinbM 06niKOBYETHCA AK OfHA Ha3Ba He3aneXHo Bif KiNbKOCTI PyNOHIB, fKi MOro CKNagatoTb.

6.6 Ons iHaMBiayanbHoro obmiky ayaioBidyanbHWX JOKYMEHTIB Ta €N1eKTPOHHUX BMAAHb 3aBOAMTLCSA OKpemMa IHBEeHTapHa KHura
(ayniosizyanbHi JOKYMEHTM 1 eNeKTPOHHI BuaaHHs) (momaTtok 8).

6.7 3 MeTol0 HedoMnyLEeHHs NOBTOPY IHBEHTAPHWX HOMEPIB, AKi MPUCBOIIOTLCA KHWIFAM Ta ayAioBi3yanbHUM LOKYMEHTaM i
€MeKTPOHHNUM BUAAHHSAM, MiCs 3anncy iIHBEHTapHOro HoMepa ayaioBi3yanbHOro LOKYMEHTa i eNeKTPOHHOIO BUAAHHS Yepes Kocy
puycKy nuweTsbes nitepa "A" (iHB. HOMep/A).

6.8 CymapHuiA 00nik ayaioBi3yanbHVX AOKYMEHTIB Ta eNeKTPOHHNX BUAAHb 3AINCHIOETLCS B KHM3I cymapHoro obniky 6ibniotedHoro

oHay.

BmbyTTa 3 hoHay”, "Miocymkn

YBara!
*IHCTpyYKLifA NybnikyeTbcs 6e3 goaaTkis.MoBHMI TEKCT 3 AodaTkamu AMB. Ha canTi HIBY 3a agpecoto:
www: /profy.nplu.org/official
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