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INTRODUCTION

This booklet is intended for all who collect and are fond of
manuscripts, as well as those in charge of public or private collections
of manuscripts and rare books.

The principles given here concerning the preservation
of manuscripts can also be applied to printed books and bound
documents.

Certain measures concern institutions with equipment and
personnel not within the means of private individuals. However,
these recommendations constitute a sort of ideal which one should
endeavour to reach as far as possible.

2V X hG T3P X hET I aoih& 7 ACLONNN-S
AP SPC ANT@® iA78.0-9° HAPI® 1 P70 P17
A ONOOTIS AP A aoAheTT  ACLLOANON AN
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PP P oA he Tt TNPT NaoAdt aAHY PHwme
avanldf PFI AJtave ooRh&FC P AtmH A1AT
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PN LTS INANTF ALY PSI° 1T ANY CtPoomt
VANT A7& (@ av8L0 PULANIOD: &40 ALONST &TAM:
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OCCIDENTAL MANUSCRIT
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ARABIC MANUSCRIT
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LIBRARY AND RESERVE COLLECTION ROOMS

0t aAhG S CoomO0e H9° T 1edeT

Stabilize air-conditioning parameters in the
library and reserve collection rooms (rela-
tive humidity between 50 and 60% and tem-
perature between 16 and 20°C).

0+ eWEES Neomanee ng* i+ e
AT PAD-F PhPC avPMMELe hh-hpd
PACTNT aom' 050 AS N160% AS Pav-
¢ aomF 16 AS 20 i 6L avUhin
a7y SSCNTA)::

Check air-conditioning paramaters at ragular
intervals.

PAPC aodMMLL®F NN WG TF HEMMC::
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LIBRARY AND RESERVE COLLECTION ROOMS
Pt oAMGTG PoomANEE NI hEAT

Check that doors and windows are tightly
closed.
ment.

NCT S aotibtF NTNP ooH I3 @7
heI1T::

Use blinds, screens and shutters to protect
documents against sunlight.

aol 8P hOhe NCT7 AavhAhd
CTALR o ILBDTFIG avhAhe LT
tme9e::



LIBRARY AND RESERVE COLLECTION ROOMS
Pt oAMGTG PoomANEE NI hEAT

Falaul

Fit all openings with a grid. Use a grid with
sufficiently fine mesh to keep insects out
while not restricting airflow.

U39 AGA 02T N0 074
A7 0o 19401 2788100
TPTP LA ooP7 OSCOTE 17 APC
TMNINT FA LTCNTAN::

Pipes and ducts should not pass through
library and reserve rooms. Provide an
emergency evacuation plan to be applied
in the event of flooding.

070276 Chtithén TINEANL L LT
0+ aoRhG TS 09T+ AeA-T o-0T
TAG PAVT@-9°:: P1°CE hLD N91.00
T0T L PANTDEL PALD LI oo@-m,
TAGTT APCN/ 170 W14 A& CO::
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ISOLATION

T8 )

Lih'st

LIBRARY AND RESERVE COLLECTION ROOMS
Pt oAKGETS PoomNEe NIOTF nEAT

Insulate”*™ electrical systems, avoiding
loose wires.

eHALE Chnntén TNETT ooto-:
Channtin ONTI° A78.08 h&CT::

Provide fire detection and fighting equipment;
define measures to be taken at outbreak of
fire.

PANt aodMMLL TITLE aoAlLe DT
h%AT PAAT ALD 09Mov LH, gv®NE:
MACTF @ ACI°ELT N900 ANEC/hh
PI°T::



LIBRARY AND RESERVE COLLECTION ROOMS
Pt AW GTS PormANEe 9T AT

Clean library and reserve rooms at regular
intervals. Remove dust with vacuum
cleaners fitted with total filtration, then wipe
with damp floorcloth (once a week).

NFon' LT Pk aodheET Phe?
T RSAT h68T W07 OhRI°
ANIC NaoMm+bd® ANDTDL: OANT AC
PO WAD pOADE MO ATE LI
ho8::

Inspect reserve rooms and manusecripts at
reqular intervals. Train personnel to inspect
reserve rooms and manuscripts regularly
for mould, dust, insects and rodents.

Pavdch® TR CaNTm7
NEATFGS T3P ook hG T NHoaT
et oodMmC:  NHTF @t
o oW NADFT A0S
MEATS NALMT A78L0AN T Ta
P99, PLCT NAao-f TINAMT::
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LIBRARY AND RESERVE COLLECTION ROOMS
Pt oAMGTS CoomNEe NIOTF nEA-T

Store waste far from library.

SAOPFT bl oA WGk
ACPY AOPI°T::

Store manuscripts in the dark (or turn off
the lights when you leave the library).

PP OAhG 7 NFATT DA
w18, Porar ALCT: (LI
adhGt PN 7 DGR oo T
0 tOM AT4):

UNESCO



LIBRARY AND RESERVE COLLECTION ROOMS
Pt RRGTS PoomONEe NPT hEAT

Mew acquisitions™"” should be examined by a
specialist befare being added to the collection,
Isolate™" affected books to reduce risk of
general contamination.

QUARANTINE "2

AS0 PN ooRAGF haA®- DN OC
hoot b ~F@- (41 N0Aoo-f K852
Me:LT  eF0hA- [RFNAGY  aoAhG
: 7 AALAT  NRATT POt AAE AL
ACQUISITIONS fAS—— Ao ASA TNbaoT::

FURNITURE
+AkN

Stock the library with painted™23" shelves
(if possible in metal)™™”, free of cutting

METAL CORE
PRIMER
edges and bulges.

FINISH

AT N HPNS  w4TFm- hoo
PLLS  heNt 1 (P ool
LLLIT INIFN ONLt aof(CRLLI
W18 Poom h&C::
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FURNITURE
AN

Spacing of shelves should be sufficient to
allow proper circulation of air,

PooAhe Tl ooRCRLSPT WP
oo T: PAfC NFN@ U Ago
+ANG 4 aolP7 BSCNFA::

The lower shelf should be at least 15 cm
above floor level in order to protect books
against damp and rodents.

WG WACTNHS halMT Aao
NANA PHTE® a2 CRLL hAA- 15
A9 h& PA aolP? LSCNFA::
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FURNITURE
®A%N

Ekb

12

Keep a gap of at least 5 cm between shelves
and wall.

N7L780-G avLCLLSPE avUN
0.eM 5 A.7% a5 [ARTE md::

Shelves should be closed by a panel at the
top to protect documents against dust.

A2 hh ¢ AaohAhi
CaolCLLEPT  ASTT 071N
ool LSCOUTPA::

UNESCO



FURNITURE
AN

Avoid shelves that are too high, as
manuseripts should be within easy reach.

P3P ooAhG T PoLPaom-Nt
286 NPAN Po1.2L00 1 ooy
NATLSCOTE ANI° AL [netE
| ao@CRLLPT ANDIL::

BOOK STORAGE
PooR h& h9° T+

Never store books or manuscripts on floor.

DANGFG TIFP AWG T N eT
MAN AL AFSPaom- | WIENTTE
[ad&C::

UNESCO 13



BOOK STORAGE
ook hG  n9TH
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Do not store books on their fore edge or

Gerp  Spine. As this may place undue prassura on
' spine and binding.

d AMeTT  NmdiFo- og9°  NEC

PP hd0P9>T @ 9°n0k9° 24
aAP?lao? ¢TPe¢H MCHGT TéH AL
ANLAL  BGT  ALTC  NATLTA
1@-::

Do not let books protrude beyond shelf

| edges. Books might be damaged by passing

trolieys or persons.

ARG NooLCLLLMD MG AL
[+CLm Wi baom- hFLCOF 9°n7
£hI° No9+ANG ha- oL
PooWeT  99aoAN  ILPT LD
ALCOAVT @ NAYLTA::
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Bekcres

BOOK STORAGE
ook hG NI

Store manuscripts, rare and / or deteriorated
books in suitable boxes, laying them flat.

AL PP P3P T3P vhhGT
mLI° CTI8& aOAMGTT  hooll
nwry eoNebaoan, AT @0T HC?
Wt adboot A>T ::

Store books with metal parts in tailor-made
boxes specially designed for these volumes.
If stored on shelves, the metal parts are
likely to damage books stored on either
side.

Nt ehANm- ooAhe 7 AHLU-
AN (FFRDS ATST @0T ArCE
NaofCLLE AL NPaom AMIVT@-
LT ANT aPRMGET A4
LFAN:



BOOK STORAGE
ook hG  n9TH

B
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b

Lay large volumes flat; stack no more than
three or four books of the same format,

FANP TEHT7 HC? Py V-3
a8 Paom h&CY: tavddg, PP
nonts had-t TERT eanam-
ARG TT (AT AL AOPIOT::

Only small books in good condition may be
stood upright with book ends. Book ends
should be smooth and have large angles.

0T U3 AL PoLTT 770 o0&t
koo Tm hWr8Poom 29LL7T PTI°
97 CondhGol: MCH ANAAS AP £A
A0 PAD- aolP} LSCNTA::
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BOOK STORAGE
ook hG  n9TH

UNESCO

==="""" Do not stand small format books next to

large format. This might leave large format
hooks without sufficient support.

T ooAehG T FANP  ooA/het
am AZOPPTET 8 APoloo P
AN avR/he T ha NE &OF
ArG.Poom- PLCITPA::

Do not tighten or space books excessively
on shelves,

aAhG 7 (ooCLLSD AL el
SrP® LI Nt SET® AR
Paom h3&C7::
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BOOK STORAGE
ook hG  n9TH

18

Leaning books are inclined to bend.

£ILN a0Ah& T ANM STAA::

Keep of at least 5 cm space between books
and the rear panel.

NovZ h@ ool CLOLO- 71N ECOS
NovhGk oohhd ¢ 5 A2 hevit
ATRGC h&CT::
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BOOK STORAGE
ook hG NI

Store leather bindings separately from
paper/cardboard and cloth bindings. Tanned
and acid leather might seil paper and fabric
bindings.

P8 PLHTTT h@dd T haren s
MCP  TEMTF ARV AOPIOTE
M0he 418G ANL SHT fAa-
$8  POLPTS  PaCP  TEPTT
ALNATT 2TAA::

HANDLING
nfeM

Wash and dry hands prior to handling.
Cotton gloves are highly recommended.

MG hoofH M4+ ASV7T TNy
ALCPT DTT Ohwé FFE? oomd9®
NMg° +LALTF AA@- [@avlM::
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HANDLING
Sl gkall ilylia

Provide space where to lay down the books
moved,

A0 aoAhG T CINP oo, -
L4 1) AP

Do nat pull the books out by the head cap.
This could loosen the spine.

—  oAMTT ALLOM NCOHN hhopAA:
| 8V PPN TeT ALAPLD STAA:
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HANDLING
heeH

Grasp the book at centre of spine while
moving aside the volumes next to it and
slightly lifting it.

PaoR hé7 TeH MCH aochhih AL
oo 1 hami: LAD-7 ok hG: AAT
99247 70 WG ALCI AFOD-::

If there Is sufficient space above, slida the
book towards you on its fore edge.

nAR N+ 03 M\ hé ook ché?
o H @F. L0V 17920 ATAD-::
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HANDLING
|

Never force a book Into its shelf position.

ARG T N0 NDLA ovLCLLLM:
@0T 191V Aaoirtt AT9Pnc::

Open the manuscript carefully, Lay the
manuscript down on a table_ .

A187 OTrPe néo i AmeaH AL
AP mar-...
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HANDLING
heeH

.. first open the centre pages...

.. a0Pavl P CavR g7 aochhih ndot ...

...then go back to the beginning.

. PTO @L ovPavlf@ 10 Tovdir::
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DUST REMOVAL
Phlé a0

wnqn  Perform dust removal™” in a room at some
LIBRARY "2 distance from library or reserve"”,

DUST
REMOVAL “1"

PaPeL TN@1E ANCT b havdhekS
T nea: & Na- 09075 ATA
ANG@-7::

FETRRRE R RS

POWER “*" Use a vacuum cleaner fitted with a total
filtration system, a power adjustor” ™" and a

soft brush,

HEPA
TOTAL
FILTRATIO

PIMLL ANFI° iP5LA TINThheS
ANAA N4 A Th 29 AAIC m
PI°::
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DUST REMOVAL
Pa0s AN

Do not use a vacuum cleaner on manuscripts
in poar condition or having fragile parts.

N8 W 2PN AL £AG P18 REAT
WTF@ T3P Ach6T AL Th 9
ANIC Alme9::

Begin dust removal on outside of volume
without [etting it lodge in corners,

PaAPL TINDIST AIC haodhGt:
[nPé-R/ nh-Fo- v MCH7
AgYh €9°C::
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DUST REMOVAL
Pa0s ATAN

Remove dust from flyleaves and first and
last section of the book block using a large.
soft brush. Hold manuscript at an angle and
make dust slide down to lower edge.

FAP ANAA NGT NaomPbI® A0 L@
Nk & AT (127 Paofanl £
Pavg i NEA AL W TP oo
AhG 7 NAEY NATIA NoofH Al
nAg MLFTED It AI8MCE AL CY::

Before returning manuscript to shelf, clean
the latter with a vacuum cleaner and a damp

clath.

N12°E @L ool CLLSMD AL havavp
41 : aofCLLLMT NONLRI® NAICS
ACTOT A@D RCP OAD-ANhdS::
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TRANSPORT
T

Transport manuscripts lying horizontally ina
box.

P3P AhG T NATT O-NT NATLI°
Ar8.Poom ALCI AT

Carry only a limited number of manuscripts
at a time (three or four).

478 M o0 £TC PATO?
P3P ooAhe 7 HGh9° o0t
mLI° hétl::



TRANSPORT
oo
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28

Heavy manuscripts should be moved by
trolley.

MLT PAT® oo WG 0,04 [THCA]
TN

Use a trolley fitted with large rubber wheels.
Such wheels keep the manuscripts in a stable
position and absorb vibrations.

+AP  eANtR  TOIPT Pat D6
+me9°:i ATLHY 98t FoIPF
PIFP  AWGTT VHLDD U
ar8boom  (LLCTT  ooCIMNINIY
aPMMC POTAAN::
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TRANSPORT
oo

Make sure that manuscripts do not protrude
over side of trolley.

P3P owAhGE: hI4D hhov L4 T a7
né 1T

Never place a large volume on a smaller
one. Non-observance of this recommenda-
tion may cause the large book to fall on the
floor during transport.

N0 TP avAh& N AL Adn
PP LU7T ANCTILLT N°L3FH LR
TANE oo hG T WIRDEP LLCIN::



TRANSPORT
9

For any extramural transport (into another
building), use hermetically sealing boxes.

hare M oL AA w7 N FHPD-
COF L POLFA/CTIHYT ATST
+meIe::

CONSULTATION
°nc

Do not leave manuscripts in poor condition

CONSULTATION avallable for consultation”*".

(%"

& 18 T3P avAch@ T AR T/
AI°CI°C hW18 @0 hI£C7::
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CONSULTATION
°nc

Display the basic rules for handling. Provide
for surveillance of consultation room.

Wl IR PP PhLEH NCAPTT WA

aolBDT eI NG CPIT/PIRA
ng aoéf B'r(::

Wash and dry hands before handling
manuscripts.

aRhG 7 haofHY T ABVT 3Ty

A&CP:

N



CONSULTATION
°nc

32

Do not drink, eat or smoke in library or
reading room.

LtaodhGt @L9° “TINNE 1FA O-0T
aMMHaoATS TIann PANVI:

To consult a manuscript, lay it on a clean
table free of any object, or use a book-rest
suited to size of volume.

T3P oodh& 7 09°FL0 1 L 9°79°
7IC PALH 19 PP 100 MLAH AL
mLI° NavX hG: Al N-twe- TP aven,
AL ALCTI tmb9e:
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CONSULTATION
°nc

Open the manuscript gradually. Lay it on a
table. ..

A hET PO NAY TATT MLAH AL
anemo- ...

... first open the centre pages. ..

.. aofavl@ Cavdhiv? 19T INT ...
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CONSULTATION
°nc

...then go back to the beginning.

e PP ®L 0P ovlPD gvIVAN::

Do not place manuseripts facing a window
and do not expose to direct sunlight.

P3P ooAchG 7 Naoapt: bthdt
A A8 baomG APTIH COhE aniC
AP0 W &C7::
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CONSULTATION
°hC

Do not stack open manuscripts.

e10m TP oA hG Ty
AFL4-CA [24-COV AFQPI°T::

Do not tear or cut pages.

V277 AT ATPLL::
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CONSULTATION
°nc

Do not mark manuscripts in any way
whatever (paper clip, needle, post-it®, ink,
ball-point pen, correction fluid, marker) or
turn down the corner of a page, efc...

PIFP aAhGF AL N9°79° ALY
oAl AT A LCINTo-
[P@LPt TIN P ovCé,: aoddht
Y @l b NOCT ANNST T
994978 AL TIChC 0L
Paodché7 1% e “InG: OH-+-...

To write down notes, only pencils are
authorized.

TINF3 00 Agol§ PHLPL@ NACAN
NF -

T

36 UNESCO



UNESCO

CONSULTATION
°nc

Do not lean on manuscripts while reading
them or taking notes.

a0t me9° sInFoi Ng°+
SHNT @P+ T3P ooAhGT AL
ATLIe::

Do not touch illuminations/\llustrations, or
manuseript and printed areas.

A PAVT @7 ®LYI° Cohlav-k
ARAT NALS AF7h::

k1)



CONSULTATION
°nc

Do not photocopy manuscripts or take
pictures without the consent of the owner
or person responsible.

nAanE @E9° hdALD AP AT
PTIP wAhG 7 DT AFECT mL9°
PG A

Close the manuscript after consultation.

ntme9en 05N oo chér 1L
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DISPLAY
N0L3 T1PLA

Check state of preservation of manuscripts

DISPLAY before displaying them.

P3P oAhG T AhLT hoodlOTm-
& LANTT CALEH U-BS ALIDT::

If they are in good condition, you may
expose them for a maximum of one manth

each year,

(L 0T v AR POLTE P Moot
001 ARTE OC AALS APCA::
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DISPLAY
AdLF TP

40

Set the display room air conditioning
parameters (relative humidity between
50 and 60% and temperature between
16 and 20°C).

CHChT NG PAPC aodNMée hh
+had (evhha% ACTNT 050 AS
60% ooUhA Poo-d aom7 N16 AS
20 (Wil 24L& avhhd)::

Display manuscripts in safe showcases.

TR aoAh@ET A1 (Y
AL ATT @0T NI0NPaoT AARL S
hPCANE
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DISPLAY
Q0L 1Pl

Fit showcase panes™s™ with anticaloric™2”
and UY™" filters.

1. ANTI UV
2. ANTI IR

P02 ATTE CenldC oohAh? A7 1MI°AT -
h&(C::

== 4/

W pm— []

Place light source outside showease.

aoNeFET D710 ATTE @9 AL CT::

41
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DISPLAY
A6L.3 T1PeN

The intensity of the light shall be limited to
50 Lux.

eNCY7 aom? I 50 A ao®N7
LTCNFA::

Display manuscripts on book-rests made
of or lined with neutral cardboard.

TR oANGET hATen T/ haC+7
Nt0e PaeBchd TI0Pavon, AL PT
AALS TNPLA::
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DISPLAY
A6L.3 T1PeN

The manuscript should be held open by
polyester ribbons adapted to the profile of
the manuscript.

TR AMETT hovWeE: DC 114
C7ANTC 6077 A HSLH P14

The opening angle shall not exceed 120°
and the tilting angle, with respect to the
horizontal plane, shall not exceed 20°,

PP IR aoAhGt: Phdodb@ AN 120°
aoIAT PANTI°T PoLEICANT ATTA
NAZL9° h 120° ooNAT PANTI°:
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