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1. 3arajabHi M0J10KeHHHA

s IHCTpyKIlisE peryiroe TOpsSAOK OOJIIKY JOKYMEHTIB, IO 3HaxOISIThCA B
010mioTeuHnx (PoHAX, SKUW 3AIMCHIOIOTH YIMOBHOBAKEHI CTPYKTYPHI MiIpO3ILTH
010110 TEKH.

ApxiBHI JOKyMeHTH, 310pani B 0i0mioTeli, BXOIATh N0 cKiamy HarioHanibHOTO
apxiBHoro (hoHay YKpainu 3rigHo 13 3akoHoM Ykpainu “Ilpo HarionanpHui apXiBHHIMA
¢donn Ta apxiBHi ycTanoBu” (3814-12).

[HCTpYyKIiS mOmUpIOeThCs Ha 010710TeKH, 1m0 TepeOyBaloTh y cdepl yrnpaBliHHA
MiHicTepcTBa KyJAbTypu 1 Typu3My YKpaiHW, yNpaBliHb (BIAALIIB) KyJIbTYpH MICIEBHX
JepKaBHUX aIMIHICTpaLlil Ta BUKOHABYMX KOMITETIB MICBKHX PA/I.

Jlo o06niky 010mi0Te4HOr0 (OHAY BHUCYBAaIOThCS TaKli BHUMOIM: IIOBHOTA Ta
JIOCTOBIPHICTH OOJIIKOBOT 1H(POpMAIlil; CBO€UacHE BIOOpaKEHHS B OOJIIKOBUX JOKYMEHTAX
KOXHOTO (DaKTy HaIXOJKEHHS 1 BUOYTTS JOKYMEHTIB 3 (POHIY; Y3TOJKEHICTh 3aC001B 1
dbopm 00JTIKY.

2. OCHOBHI TepMiHH i IOHATTSH
VY it [HCTpyKLIii TEPMIHM BKUBAIOTHCA Y TAKOMY 3HAUEHHI:
0i0mioTeunnii GoHA - YNOpsSAKOBaHE 310paHHS JOKYMEHTIB, $KI 30epiraroTbcs B
010JmioTeEI1, a came:

- KHUTA - BUJAHHS Yy BUIJIAI1 OJOKa CKPIIUIEHUMX Y KOpPIHLI apKylIiB JPYKOBaHOTO
Matepiany Oyap-sikoro (opmaTy B OOKJIAQJIMHINI YU OIpaBi, 0OOCATOM IOHAJ COPOK BICIM
CTOPIHOK;

- Opolrypa - KHWKKOBE BUIaHHS 0OCSATOM BiJl YOTHPHOX JI0 COPOKAa BOCbMU CTOPIHOK;

- apKyllIeBe BUIAHHS - BUAAHHS Y BUIJISAI OJHOTO YU JIEKUIBKOX apKyIIiB JPYKOBAaHOTO
Matepiany Oyab-skoro ¢gopmMary 0e3 CKpITICHHS;

- OYKJIET - BUJIAaHHA y BUTJISIII OJTHOTO apKyllla IPYKOBAHOTO Marepiaiy, chaiblbOBAHOTO
OyAb-IKUM cIocoOOM Yy /iBa 4u O1IbIIE 3THUHIB,

- KQpTKOBE BHUJIaHHS - BUJAHHS Y BUTJISIII KAPTKH BCTAHOBIIEHOTO popMaTy, HAJAPyKOBaHE
Ha MaTepialii MiABUIIEHOI NIJIbHOCTI;



- TUIaKaT - BUJAHHS y BUIJISII OJHOTO YM JACKUIBKOX apKyIIB JPYKOBAHOTO MaTepiary
BCTAHOBJIEHOTO (hopMaTy, HaJpyKOBaHE 3 OJHOTO YW 3 000X OOKIB apKylla, MpU3HAuYEHE
JUTSl eKCTIOHYBaHHS;

- TIONIITOBA KapTKa - TOIITOBE BIJIMpPAaBICHHS Yy BUIJISAI CTaHIApTHOro OJjaHKa, IO
MICTUTb BIIKPUTE MUCbMOBE IMOB1IOMJICHHS;

- JKypHajJ - TEpioJMYHE BUIAHHS Y BUIJIAAI OJIOKa CKPIIUICHUX y KOPIHIIl apKYIIIB
JPYKOBAHOT'O MaTepianly BCTaHOBJIEHOTO (popMary B 0OKIIaIUHII a0 OIpasi;

- Taszera - MEepIOANYHE BHUJIAHHS y BUTJISAI OJTHOTO UM JEKUIBKOX apKYIIiB JPYKOBAaHOTO
MaTepialy BCTaHOBIEHOro ¢opMmaTy, MpPU3HAYEHE s IIUPOKOTO Koja ocid, ske €
JDKEpeoM TMHChbMOBOI 1HpoOpMalii MNpo TMOTOYHI MOAil, MOB’s3aHI 3 BHYTPIIIHIMU
CIpaBaMH, MDKHAPOJAHUMHU MIPOOIIeMaMu, MOJTITUKOIO TOIIIO;

- (JOHOIOKYMEHT - ayA10Bi3yalbHUN JOKYMEHT Ha CTPIYKOBOMY UM JUCKOBOMY HOCII, IKUN
MICTUTh 3BYKOBY 1H(OpMAIIiio;

- BIJICOJJOKYMEHT - ayJiOBI3yaJIbHUH JIOKYMEHT Ha CTPIYKOBOMY YW JHCKOBOMY HOCII,
SKUN MICTUTH 1H(DOpMaILito, 3aiKCOBaHy 3a JOMOMOIOI0 BIJICO 3BYKO3aIIUCY;

- KIHOJIOKYMEHT - ayAlOBI3yaJbHUH JIOKYMEHT Ha IUIIBKOBOMY HOCIi, III0 MICTUTh
3aiKCOBaHI Ha HHOMY 3a JOTIOMOIOI0 KiHeMaTorpadiuyHOI TEXHIKU MPEIMETH Y BUTIISAII
MOCJIIJIOBHO PpO3MilIeHUX (oTorpadiuHuX 300paKeHb, a TAKOXK MOXKE MICTUTH 3BYKOBY
1H(DOopMaIliio;

- (POTOAOKYMEHT - ay/110BI3yaJIbHUM IOKYMEHT, 1110 MICTUTh 1H(OpMaIlito, 3adiKCoBaHy Ha
HBOMY 3a J0mnoMoror (GortorpadiyHoi TEXHIKM; MPEAMETH Yy BUIIAL OKPEMHX
($h0T0300paKeHb;

- IOKYMEHT Ha MiKpopopMi - (JOTOTOKYMEHT Ha IUIIBKOBOMY UM 1HIIOMY HOCIEBI, KU
JUIsl BUTOTOBJICHHS 1 BUKOPHUCTAHHS MOTpeOy€e BIJIMOBIIHOTO 30UIBIIEHHS 32 JOMOMOTIOIO
MIKpOrpa(i4HOi TEXHIKH;

- @JICKTPOHHE BUWIAHHA - EJCKTPOHHMI IJOKYMEHT (Tpyla €JeKTPOHHHX JOKYMEHTIB),
KWW TIPOUIIOB PEAAKIINHO-BUIABHUYY OOpPOOKY, MPU3HAYEHUHN JJIsi PO3TOBCIO/HKEHHS B
HE3MIHHOMY BHTJISIJII Ta Ma€ BUX1IHI JaHi;

Oe3HajiiiHa 3a00proBaHICTh - 3a00pPrOBaHICTh KOpUCTyBaya Tiepen O010110TEeKo 3
JOKYMEHTIB, Y31TUX HUM Y THMYacoBe€ KOPHUCTYBaHHS, IIOJO SIKOI € BIIEBHEHICTHb IPO
HEMOBEPHEHHS 11 OOPKHUKOM a00 3a SIKOI0 CTPOK IMO30BHOI JABHOCTI MUHYB;

BUJIyYCHHsI JIOKYMEHTIB 13 0101i0Te4HOro (OHIYy — TpoleC BUKIIOYEHHS 31 CKIIAaIy
616710TeYHOTO (POHTY Ta 3HATTS 3 00JIIKY JOKYMEHTIB, SIK1 MJIATAI0Th CIIMCAHHIO;

Hernpo(IbHE BUAAHHS - BUJAHHS, SIK€ HE BIANOBIAAE MPOQUII0 KOMIUIEKTYBAHHS
(TeMaTUKO-TUIOJOTITYHOMY IJIaHY KOMIUIEKTYBaHHS) KOHKPETHOT 010110 TeKH;

NeploIMYHE BUJAHHS - CepiiiHe BUAAHHS, 1110 BUXOJUTh Yepe3 BUBHAUEHI IPOMDKKHU Yacy
3 MOCTIMHUM JUIsl KOSKHOTO POKY YMCJIOM HOMEPIB (BUITYCKIB), O€3 MOBTOPIB y 3MICTI,
OJIHOTUITHO O()OPMIEHUMH, HyMEPOBAaHUMHU 1/a00 1aTOBAaHUMH BUITYCKaMHU, i OJHUM 1
TUM CaMHM 3aTr0JIOBKOM;

MPUMIPHUK - OJUHUILA 001Ky 010:110TeuyHOr0 (hOHIY, KOKHA OKpEeMa OTUHUIIS
JIOKYMEHTA, sIKa BKIIIOYA€ThCA 10 CKIaay 6161ai0TeuHoro Gpouay abo BUOyBae 3 HbOTO;
PIYHUI KOMIUIEKT - OJUHUIISI 00JIIKY Ta3eT, CYKYIMHICTh HOMEPIB (BUITYCKiB) Ta3eTH 3a PIK,
HasiBHUX Y (oHJI1 6107T10TEKH.



3. O0’exTH Ta OAMHHULI 00JIIKY TOKYMEHTIB, 1110 3HAXOAATHCS B

0i0JioTeyHux (poHaAX

3.1 O6’exTamu 00Ky 616710T€4HOTO (POHTY €:
3.1.1 Bunauus:
- KHUTH, Opolypu;
- apKyIIeBl BUJIaHHA, OYKJIETH, KApPTKOB1 BUJAHHS, TUTAKATH, TIOMITOB1 KaPTKH;
- )KypHaJIbHI BUJIaHHS, Ta3€THI BUJAHHS.
3.1.2 AynioBizyanabHi JOKYMEHTH:
- (DOHOJTOKYMEHTH;
- B1JICOJIOKYMEHTH;
- KIHOJIOKYMEHTHU;
- (hoTomoKyMeHTH;
- TOKyMEHTH Ha MiKpopopMax.

3.1.3 EnexTpoHH1 BUIaHHS.

3.2 OCHOBHUMHU OJMHHMIISIMU OOJIKY BCIX BHJIB JOKYMEHTIB, $IKI BKIIIOUEHI [0
616710TeuHOT0 (POHTY (KpiM ra3er), € Ha3Ba 1 MPUMIPHHUK.

3.3 OCHOBHUMHU OJUHHUIISIMU OOJNIKY ra3eT € PIYHUM KOMIUIEKT ra3eTH Ta ii Ha3Ba
(He3aJsIe’)KHO BiJl 3MIHU HA3BU BUJAHHA).

3.4 CamocTiiiHl BUJaHHs, 00’€HaHI B OAHIN ompaBi (KOHBOJIOT), OOJIIKOBYIOTBHCS SIK
OKpeM1 IPUMIPHHUKH 1 OKpEM1 Ha3BH.

3.5 HomaTku 1O OpyKOBaHMX JIOKYMEHTIB (Mamu, aTjacy, TaOJuIll, MOKKYUKU [0
reorpadiyHUX Ha3B, HOTH, FPaAMILIATIBKH, TJIAKATH, ONTUYHI JUCKH 1 T.1H.), SIKIIO BOHH
HE MalOTh CaMOCTIHHOTO 3HAY€HHS, OKPEMO HE OOJIKOBYIOTHCS. BOHU OTpUMYIOTH
IHBEHTApHUU HOMEP OCHOBHOTO JIOKYMEHTA.

4. Ilopsiaok 00J1iKy KHUT i Opounyp
4.1 OO6xik KHUT 1 OpolTyp NOAUIAETHCA Ha CyMapHU Ta 1HIMB1AyalbHUN.
4.2 CymapHuii 00J11K KHUT 1 Opoliyp 3A1MCHIOIOTH BIAA1IM KOMILIEKTYBaHHS 010110TEK.
4.3 CymapHuii 00K 311MCHIOETHCS MApTIIMU HA MIJICTaBl CYNPOBIIHUX JOKYMEHTIB
(paxyHOK-(akTypa, OIIC, HaKJIaIHA, PEECTP, aKT 1 T.1H.).
4.4 ®opmoro cymapHoro oOiiky € Kuura cymaphoro o0miky 6i6mioTedHoro GhoHmy
(momatku 1).
4.5 B ymoBax r1eHTpami3oBaHOi Oi0JIOTEYHOI CHCTEMHM BEIEThCS 3arajbHa KHHTa
cyMapHOro oOJliKy Ha Bech €quHUN (OH Ta OKpeMi KHUTU OOJiKy Ha (POHIU KOKHOTO
CTPYKTYPHOTO MiAPO3AiTYy IEHTpalbHOI 010110TeKH Ta 010mioTeK-Pimiii, 1e MICTATHCS
BIJIOMOCTI NP0 nepeaady JOKYMEHTIB IO HUX 13 BIAJILITy KOMIUIEKTYBaHHS 1 0OpOOKH.
4.6 Kuaura cymapHoro o6iiky 61061ioreyHoro ¢pouay mae Tpu posauvim: “HaaxomkeHHs
1o Gouny”, “Bubyrra 3 pouny”, “Ilincymku pyxy dhonmy”.
4.7 Ilicns B3TTS KHUT Ta OpOITyp HA CyMapHUN 00JIIK BIJA1T KOMIUIEKTYBaHHS Niepenae
CYMIPOBIHI JOKYMEHTH Ha HUX JI0 Oyxranrepii 610J110TeKH.
4.8 InauBigyanbHUi OOJIK KHUT 1 OpoILyp 3A1MCHIOIOTH BIAJLIM KOMIUIEKTYBaHHS Ta
BiIM-(poHmoyTpuMyBadi (0i10miotexu-dimii L{BC).



4.9 InnpuBimyanbHUd OOJIK KHHUT 1 OpomIyp 3AIMCHIOETHCS MLUISIXOM MPHUCBOEHHS
KOXXHOMY MPUMIPHUKY 1HBEHTapHOTO HOMeEpa.

4.10 dopMmoro BeJieHHS 1HAUBIAYaJIbHOTO OOJIIKY KHUT 1 OpoIlnyp € IHBeHTapHa KHUTra.
bibmoreku, skl 3MIHCHIOIOTH 1HAUBIAYaIbHUN 001K 61010TeuHOr0 (POoHAY 3a THITUMU
dbopmamu (0OJIKOBUM KaTajor, OMHCH TOINO) MarTh IpaBO 30eperTd ICHYHOUYHl
MOPSAOK 1HMBIAYaJIbHOTO OOJIIKY.

4.11 Ilpu B34TTI Ha I1HAMBIAyaJIbHUNW OOJIK PIAKICHOTO YHM I[IHHOTO BHJJIAHHS B
[uBenTapuiit kuu3i B rpadi “Ilpumitka” poOuthes 3amuc “PK” 1 BkasyoTbes
0COOJIMBOCTI IaHOTO MPUMIPHHKA.

4.12 Koxxna KHMXKa 4i Opolrypa, 10 BXOAUTH IO cepii, OOMIKOBYETHCS SIK OKpEMeE
BUJIaHHS.

4.13 Koxna 3 Opomryp, BHIAaHUX Yy CKIaai BUIABHUYOI Manku (OOKIAIUHKH),
OOJIIKOBY€ETHCS SIK OKPEME BUIAHHS.

5. Ilopsiiok 00J1iKy iHIIUX BUJIAHb
5.1 ApkymieBi kapTorpadiyHi BUIaHHS 00JIIKOBYIOTHCS 32 MPaBUIaMU O0JIIKY KHUT.
5.2 ApkymieBi BuaaHHS, OyKJIETH, KapTKOBI BHJIaHHS, IUIaKaTH, MOIITOBI KapTKH
nUIsIraloTe o0JiKy. BimoMocTi mpo Hux 3aHocsATbea 10 KHHUrm cymapHOro oOmiky
610oTeunoro Gouay (06€3 3a3HAUYCHHS I1HHU).
5.3 I'pynoBuii 001K TaKUX BUJAHb 3/IIHCHIOETHCS B KapTiil 001Ky apKyIIeBUX BUIAHb.
5.4 ApkymieBi BuJaHHS, OyKJIETH, KapTKOBI BHUJAHHS, IUIAKaTH, TOIITOBI KapTKH,
npuadani Jyisi 3a0e3nedeHHs pobotu Oi0IioTeKH, y T.4. g i1 odOpMIIEHHS, 0
0167110Te4HOTO (DOHTY HE BKIIOYAIOTHCS Ta HE MIJISTaI0Th OOJIKY.
5.5 KypnanbHi Ta Ta3eTHI BUJAHHA OIATa0Th 00Ky B KHHU31 cymapHOro 00Ky
616mioTeuHoro (oHay. 3anmucu A0 1i€i KHUTH MPO HAAXOMKEHHS Ta3eTHUX BUJAHb
3aHOCATHCS Ha MiJCTaBl PIYHOrO MiJCYMKOBOT'O aKTa MpUMAaHHS-3JaBaHHs BUAaHb (0e3
3a3HAUEHHS I[IHW). 3amUCH MPO HAAXO/KEHHS KYPHAIBHHUX BHJAaHb 3aHOCSTHCA
njomicsils (0e3 3a3HaYeHHS 1iHN).
5.6 HanxomkeHHs )KypHaJIbHUX BUJAHb 10 O10110TEKH (PIKCYEThCS y KapTKax OOMIKY
KYpHaJIB.
5.7 Hagxo[xeHHs ra3eTHUX BUAAHb 10 010J10TEKH (PIKCYEThCSA Y KapTKax O0JIIKY Tra3eT

6. Ilopsiaok 00.1iKy ayaioBi3yaJIbHUX JOKYMEHTIB
Ta eJICKTPOHHUX BHAaHb
6.1 AypioBi3yanabHi JIOKYMEHTH, €JEKTPOHHI BHJJIAHHS OOJIKOBYIOTHCS Y BIIJALII
KOMITJIEKTYBaHHSI 32 MPAaBHJIAMH OOJIIKY KHUT.
6.2 IIpumipHHKaMU ay/110Bi3yaIbHUX JOKYMEHTIB €:
6.2.1 ®OHOJOKYMEHTH:
- JIIs1 TPaMILIaTiBOK, KOMITAKT-AUCKIB - JIUCK;
- JI7Is1 MarHiTHUX (pOHOTpaM - KOTYIIIKa, kaceTa, 600iHa.
6.2.2 BiJ1e0oJOKyMeHTH - KaceTa abo JIHCK.
6.2.3 KinonokyMeHTH:
- 1151 KiHO(1IIBMIB - 000iHa;
- U1s miadiabMIB - PYJIOH.



6.2.4 ®OTOOKYMEHTH - KaJp.

6.2.5 JlokymeHTH Ha Mikpodopmax:

- 11 Mikpodi - ¢imma;

- 111 MiIKpO(1JIbMIB - PYJIOH.

6.3 IIpuMipHHKOM €JICKTPOHHUX BUJAHb € ONTHYHUHN JUCK.

6.4 Kommiexkr  (ampOoM)  aymioBI3yaJIbHUX  JOKYMEHTIB  (TpaMIlLIaTiBOK,
KOMITAKTJIUCKIB, MIKPO(]1IbMIB, II1aIO3UTUBIB 1 T.IH.) YM €JEKTPOHHHX BHUAaHb, SKi
00’e/THaH1 CIIBHOIO HA3BOIO, OOJIKOBYETHCS SIK OJHA HA3BA.

6.5 Hdiadiabm 0O0JIKOBYEThCS SK OFHA Ha3Ba HE3AJIEKHO B KUIBKOCTI PYJIOHIB, SIKi
HOr0 CKJIaAaroTh.

6.6 Jlns iHAMBiIyalbHOTO OOJIKY ayAioBi3yallbHUX [IOKYMEHTIB Ta EJIEKTPOHHUX
BUJAaHb 3aBOJUTHCS OKpema [HBeHTapHa KHUTA (ayAioBi3yajbHI JTOKyMEHTH 1
CJICKTPOHHI BHJIaHH:) (J101aTOK 2).

6.7 3 METOI HEAONMYIIEHHS TOBTOPY iHBEHTapHUX HOMEPIB, SKi TPHUCBOIOIOTHCS
KHUTaM Ta ayJioBI3yaJbHUM JOKYMEHTaM 1 €JIEeKTPOHHUM BHJIAHHSAM, MICJs 3aIlucy
IHBEHTapHOT'O HOMEpaA ay/110BI3yalIbHOI'O IOKYMEHTA YU €JIEKTPOHHOIO BUJIaHHS Yepe3
KOCY PUCKY MUIIEThCs JiTepa “A” (1HB. HOMEP/A).

6.8 CymapHuii o00JiK ayJioBi3yaldbHUX JIOKYMEHTIB Ta €JIEKTPOHHUX BHUJIAHb
3niicHIOeThCS B KHU31 cymapHOro o0uiky 010:110TeuHOTO QOHY.
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