Disclaimer: The English language text below is provided by the Translation and Terminology Centre for information only; it confers no rights and imposes no obligations separate from those conferred or imposed by the legislation formally adopted and published. Only the latter is authentic. The original Latvian text uses masculine pronouns in the singular. The Translation and Terminology Centre uses the principle of gender-neutral language in its English translations. In addition, gender-specific Latvian nouns have been translated as gender-neutral terms, e.g. chairperson.
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Regulation No. 354
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National Libraries Collection Regulations 
Issued pursuant to Section 19, Paragraph nine

of the Law on Libraries

I. General Provision

1. These Regulations prescribe the procedures for the formation, increase, inventory, maintenance and preservation of the National libraries collection, as well as the procedures for the conservation and restoration of old prints, rare books, manuscripts and other cultural monuments of the National libraries collection.

II. Formation and Increase of Library Collection

2. A library collection shall be formed and increased in accordance with the status of the accredited library, the functions and tasks specified by the by-law (articles of association) of the library, as well as the acquisitions profile of the library collection.

3. A library collection shall be formed and increased by using the following types of acquisition:

3.1. initial acquisition – the formation of the main part of the library collection in founding the library;

3.2. routine acquisition – a systematic and planned increase of the library collection with newly published printed publications and other documents;

3.3. additional acquisition – a systematic increase of the library collection with printed publications and other documents that are missing or the number of copies of which is insufficient; and

3.4. withdrawal – regular removal of printed publications and other documents unnecessary to the library from the library collection.

4. Seldom-used printed publications and other documents shall be stored in depository libraries. The National Library of Latvia shall perform the functions of a central depository library in accordance with the Law On the National Library of Latvia. A regional main library shall perform the functions of a depository library of regional significance.
III. Inventory of Library Collection
5. The purpose of an inventory of a library collection shall be to register within a period of one month the printed publications and other documents received and withdrawn in the library, as well as to ensure the legal protection, preservation and effective utilisation of the library collection.

6. A library collection commission (hereinafter – commission) appointed by the head (director) of the library shall supervise and control the inventory of the library collection.

7. In a library with fewer than three employees, as well as in a library, which is a structural unit of another legal person, a commission shall be established by the founder of the library.

8. A commission has the following rights and duties:

8.1. to participate in the development of an acquisition conception and acquisition profile of printed publications and other documents, determining the selection criteria and procedures;

8.2. to determine the price of printed publications and other documents upon an agreement with the seller in purchasing such publications and documents from natural persons; and

8.3. to decide regarding the withdrawal of printed publications and other documents.

9. Printed publications and other documents that are included in a library collection shall not be subject to the financial accounting of fixed assets.

10. A library collection shall be inventoried using particular inventory forms or an appropriate computer program, ensuring automatic recording and preservation of the inventory elements and criteria of the library collection in databases.

11. An inventory of a library collection shall include:

11.1. the acceptance of printed publications and other documents according to an accompanying document and the drawing up of a deed if there is no such document or if the number of the received printed publications and other documents does not correspond to the number indicated in the accompanying document;

11.2. the individual inventory of printed publications and other documents;

11.3. the aggregate inventory of printed publications and other documents;

11.4. the drawing up of a bibliographical description of printed publications and other documents, the composition of card catalogues and card indexes or the composition of an electronic catalogue and card indexes;

11.5. the withdrawal of printed publications and other documents from the inventory documents of the collection; and

11.6. an examination of printed publications and other documents.

12. Inventory documents of a collection shall be stored in a library in accordance with the time periods of storage of standard documents. Individual and aggregate inventory documents shall be stored for the entire period of operation of the library, and computerised inventory information shall be preserved in databases.

13. In accepting printed publications and other documents, such publications and documents shall be compared with an accompanying document:

13.1. if the number of the received printed publications or other documents does not conform to the number indicated in the accompanying document, a deed regarding the discrepancy of the number of the received printed publications and other documents with the accompanying document shall be drawn up (Annex 1). The members of a commission shall certify the deed with their signatures; and

13.2. if printed publications or other documents have been received without an accompanying document, a deed of acceptance shall be drawn up regarding the receipt of the printed publications and other documents by mail, by way of exchange or a gift, in lieu of lost printed publications or other documents or from an exchange collection (Annex 2). The deed shall be drawn up and signed by the responsible employee of the library.

14. A deed for the receipt of magazines shall be drawn up not less than once a year.

15. Entry numbers in the aggregate inventory book of a collection and individual inventory entry numbers shall be indicated in accompanying documents and deeds of acceptance. One copy of accompanying documents and deeds of acceptance shall be submitted to the accounting, providing information regarding the number and sum of the printed publications and other documents included and not included in the library collection.

16. In order to ensure the inventory of printed publications and other documents, each received copy shall be assigned the individual inventory number or if a computerised inventory is used – the individual inventory number or a bar code.

17. Individual inventory shall be performed using individual inventory books (individual inventory deeds, individual inventory catalogues and card indexes, databases).

18. The following information regarding each received printed publication and other document shall be included in individual inventory documents or databases:

18.1. the individual inventory number or bar code;

18.2. author, title;

18.3. year of publication;

18.4. price;

18.5. entry number in an aggregate inventory book; and

18.6. department (collection keeper).

19. The following entry shall be made in a completed individual inventory book: “Šajā individuālās uzskaites grāmatā ir ieraksti no Nr. ___ līdz Nr. ___” [This individual inventory book includes entries from No. ____ to No. ____]. The head (director) of a library shall certify the entry with his or her signature and seal.
20. The seal of a library shall be stamped on the title page and page 17 of all copies of received printed publications. A stamp with the name of the library shall be used for stamping. The individual inventory number shall be recorded next to the seal (in a computerised inventory only a bar code may be present).
21. All printed publications and other documents received and withdrawn from the collections of a library shall be summarily recorded, making the relevant entries in aggregate inventory books or databases.

22. An aggregate inventory shall provide information regarding the number of inventory items of a library collection and the sum in total and in parts: according to the types, languages and other features of the publications (in accordance with the nature of the library).

23. In accordance with the requirements specified in Standard LVS ISO 2789:1991, Information and Documentation – International Library Statistics, the inventory of the following printed publications and other documents shall be necessary:

23.1. books (also if the volume thereof does not exceed 49 pages);

23.2. audio-visual documents;

23.3. serial publications;

23.4. microforms;

23.5. cartographic documents;

23.6. printed music;

23.7. art publications;

23.8. electronic documents;

23.9. manuscripts; and

23.10. other documents.

24. The aggregate inventory items of a library collection shall be physical items (copy, volume), title and shelf footage.

25. All documents of acceptance and withdrawal shall be recorded in an aggregate inventory book that shall have three parts:

25.1. the received printed publications and other documents;

25.2. the withdrawn printed publications and other documents; and

25.3. a summary of the collection inventory.

26. An aggregate inventory book shall have the following columns:

26.1. the date of entry;

26.2. the sequence number of the entry;

26.3. the source of acquisition;

26.4. the number of an accompanying document;

26.5. the total number of the received physical items;

26.6. sum;

26.7. the type of publication; and

26.8. the language of publication.

27. Entries in an aggregate inventory book of received printed publications and other documents shall begin each year with number 1.

28. A commission established with an order of the head (director) of a library or the founder of the library shall examine the library collection.

29. A routine examination shall be performed not less than once every ten years in libraries with a collection of up to 20 000 units.

30. A library collection shall be examined by comparing the printed publications and other documents in the collection with individual inventory documents.

31. In completing an examination, the members of an examination commission shall summarise the results and certify the results with their signature, and the head (director) of a library or the founder of the library shall approve the results.

32. Printed publications and other documents intended for withdrawal shall be selected, taking into account the following reasons:

32.1. out-dated content;

32.2. spare duplicates, stereotype duplicates;

32.3. printed publications and other documents not conforming to the profile of the library collection;

32.4. worn out printed publications and other documents that have become unfit for further use during the process of utilisation and which are impossible to repair;

32.5. damaged due to natural disasters;

32.6. lost – printed publications and other documents that have been lost during postal consignments or under the circumstances of free access, or that library users have lost and the loss of which has been determined in an examination of the collection;

32.7. printed publications and other documents are irrecoverable due to the fault of a library user (change of place of residence, death); and

32.8. submitted to the library exchange collection or to other libraries.

33. If printed publications and other documents are withdrawn, a deed of withdrawal (Annex 3) shall be drawn up. Printed publications and other documents that have been withdrawn due to one reason shall be indicated in each deed and lists of withdrawn printed publications and other documents or other materials certifying the withdrawal (title pages, book forms, catalogue cards, submissions by library users regarding lost books) shall be attached to the deed.

34. The members of a commission shall certify and the head (director) of a library, or the founder of the library, shall approve deeds of withdrawal with their signatures.

35. Approved deeds shall be the grounds for the exclusion of printed publications and other documents from individual and aggregate inventory books, an electronic catalogue and for the removal of cards from a card catalogue. In a computerised inventory, information related to the withdrawal shall be indicated in a database.

36. An exchange collection shall be created in a library with an order of the head (director) of the library or the founder of the library.

37. An exchange collection shall include withdrawn printed publications and other documents that are not necessary for a library collection but have retained potential value:

37.1. printed publications and other documents that do not conform to the collection profile of the relevant library;

37.2. spare duplicates; and

37.3. printed publications and other documents that are included in the exchange collection by a decision of the collection commission.

38. Printed publications and other documents may be transferred from an exchange collection to other libraries free of charge with a deed of delivery.

IV. Maintenance and Preservation of Library Collection
39. A library collection shall be housed in buildings and premises (depositories) with lighting, microclimate and sanitary regime appropriate for the storage of printed publications and other documents, which conforms to the following requirements: 

39.1. the air temperature shall be uniform and the relative air humidity shall corresponds to the material from which the documents have been made (paper, parchment, leather, photographic paper, microfilm, magnetic media);

39.2. the ventilation of the premises and the purification of air from harmful admixtures shall be ensured; and

39.3. the chemical, biological and mechanical protection of the collection.

40. The head (director) of a library shall be liable for the maintenance and preservation of the library collection. The head (director) of the library shall ensure the inventory of the library collection, a proper storage regime of the collection, the sanitary-technical and electro-technical condition of the library, constant technical supervision of the library buildings and premises, as well as the operation of the library security systems and the compliance with the regulations for use of the library.

Conservation and Restoration of Old Prints, Rare Books, Manuscripts and other Cultural Monuments

41. Conservation and restoration of old prints, rare books, manuscripts and other cultural monuments in a library collection shall be performed by restorers or working groups managed by restorers, taking into account the following requirements:

41.1. all conservation and restoration works shall be documented in a work journal of a restorer, a protocol or in the passport of the document to be restored;

41.2. a black-and-white photo fixation or digitalisation shall be performed of all documents to be restored before the restoration, after the restoration and, if necessary, also during the restoration of such documents;

41.3. information regarding the conservation and restoration of old prints, rare books, manuscripts and other cultural monuments in the National libraries collection shall be provided in the inventory documentation of the National Library of Latvia; and

41.4. restored old prints, rare books, manuscripts and other cultural monuments shall be stored separately from unrestored old prints, rare books, manuscripts and other cultural monuments.

Acting for the Prime Minister, Minister for Transport 

A. Gorbunovs

Minister for Culture 






K. Pētersone

Annex 1
 Cabinet Regulation No. 354

7 August 2001

Deed No. _____

regarding the non-conformity of the number of received printed publications and other documents to the accompanying document
__ _________ 20__

Deed drawn up by:


(position, given name, surname)
(position, given name, surname)
(position, given name, surname)
regarding the fact that 
 ,

(date)
in receiving from


(the supplier from whom the printed publications and other documents have been received)

(type of the printed publications and other documents)

 ,

(name of the document)
______ copies are missing. No. ______ for the sum of LVL _______.

Moreover, it has been determined that:

Signatures: 
_________________________________


_________________________________


_________________________________

Minister for Culture


K. Pētersone

Annex 2
 Cabinet Regulation No. 354

7 August 2001

Deed No. _____

regarding receipt of printed publications and other documents by mail, by way of exchange or a gift, in lieu of lost printed publications and other documents or from an exchange collection

__ ___________ 20___

(name of the library)
received the consignment 


(type of the consignment)
The supplier 


(name, registration number of the institution, organisation, undertaking or
the given name, surname of the natural person)
Inventoried: 
_________________ books for the sum of LVL 
________
_________________ magazines for the sum of LVL    
________

_________________ for the sum of LVL

________

(other documents – indicate the type of document)

In total ________________ copies, for LVL _______________

Recorded in the aggregate inventory book of the collection with sequence No. _________.

The individual inventory number is from No. _________ to No. __________.

(signature and full name of the responsible employee of the library)
Minister for Culture 



K. Pētersone

Annex 3
 Cabinet Regulation No. 354

7 August 2001

Deed of Withdrawal No. ____
APPROVED

___________________

(head (director) of

the library)
___ ____________ 20__

A Commission in the following composition:

Chairperson of the Commission

(given name, surname) 
Members of the Commission:

(given name, surname) 
(given name, surname) 
(given name, surname) 
drew up such deed regarding the withdrawal of _____________________________________

(type of printed publications and
from

other documents)
the collections of the library __________________________ on ___ __________ 20____.

Reason for the withdrawal


Types of printed publications and other documents:

_________________ books for the sum of LVL 

________________

_________________ magazines for the sum of LVL     
________________

_________________ for the sum of LVL


________________
(other documents – indicate the type of document)

Breakdown of the withdrawn printed publications and other documents according to languages:

language
_____________________ number 
______________________


________________________
______________________



________________________
______________________

A total of ___ printed publications and other documents have been withdrawn for the sum of LVL _____.

The stock numbers of the withdrawn printed publications and other documents are indicated in the Annex.

Withdrawn printed publications and other documents


(indicate the operations
that have been performed with the withdrawn documents)
Chairperson of the Commission

(signature)
Members of the Commission:

(signature)
(signature)
(signature)
Minister for Culture


K. Pētersone

Translation © 2006 Tulkošanas un terminoloģijas centrs (Translation and Terminology Centre)

[image: image2.png]THC




Translation © 2006 Tulkošanas un terminoloģijas centrs (Translation and Terminology Centre)

2
[image: image1.png]THC





[image: image1.png][image: image2.png]