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BBEAEHUWE

[1aHHble UHCTPYKLMM NPUMEHUMBI BO MHOTUX Cy4YasX.

[Moxanyncra, NOMHUTE, YTO 0B6A3aHHOCTK, NPEACTaBIEHHbIE
HDKE B PUCYHKaX, MOTYT BbITb pacnpeaeneHbl Mexay HECKOMbKMM
OXPaHHUKaMM.

[oxanyncTa, MOMHUTE, YTO MHCTPYKLMM, JaHHbIE KypaTOpoM
My3esi, UMetOT NPUOPUTET Haf YKa3aHWUAMW OAHHOW KHUIW.

Bcerna noBepsinTe BaleMmy NOMNOXUTENbHOMY OMbITY,
PaCCYXXOEHMSIM 1 YMEeHWIO BECTY cebsi B HENPUBLIYHOM 0OCTaHOBKE
UMK B HENpeaBUAEHHbIX 06CTOATENbCTBAX.

INTRODUCTION
The following instructions are generally applicable in most
circumstances.

Please note that the duties pictured here may be assigned
fo more than one guard.

Please remember that instructions issued by the Museum
curator or other person in authority have priority over the
indications of this manual.

Always trust your best experience, judgement and skill fo
handle unusual events or unforeseen circumstances.
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0O653aHHOCTH MO OXpaHe My3€e€eB HIKOrAa He
NpepbiBalOTCS — HOYHOE W [HEBHOE
[EXYPCTBO [OSKHbI MPOXOAUTb B COOTBET-
CTBMM C YTBEPXXOEHHbIMM NpoLieypamu 1 B
Ge3onacHoM pexume.

Museum protection duties never stop — the
handover from night duty to aaytime duty
should be carried out according fo agreed
proceaures, in an orderly and secure manner.

Pabota HauMHaeTcs NpUMEpHO 3a non4aca
[0 YCTaHOBMEHHOro Yaca OTKpbITUS My3es
Anst nybnukn, Bce aBapuiiHblie BbIXOAbI
JOIMKHbI ObITb CBODOAHbI, 30Ha GrivkanLero
BblXxoAa AomxkHa bbiTb ocBOOOXAEeHa OT
BO3MOXHbIX Mperpag.

Duty starts about half an hour before opening
to the public; all emergency exits should be
free and the immediate exit area inspected
to remove possible obstructions.
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OTKpOWTE UNK OTOMPUTE BCE OKHA U OBEPM,
koTOpble GbiNM 3aKpbIThbl HOYLID B LIENSX
6es3onacHoCTU.

Open or unlock all windows and doors that
have been secured at night.

MpoBepbTe, YTOOLI BCE BaXHbIE KIOUM ObInm
Ha MECTe 1 TOYHO NepecynTaHsbl.

Check that all important keys are present or
properly accounted for.



MpouuTaiite Ntobble 3aMETKN B BAXTEPCKOM
XypHane u crnepyite no MHCTPyKUuW, B
crnyvae HeobOXOoAUMOCTH.

Read any remarks written in the log-book and
take appropriate steps if any.

BbIknounTe naHenb HOYHOW CUrHanu3auum
W npoBepbTe MCNPABHOCTb pPaboThl
CKPbITOW CUCTEMbl BUAeOHabnogeHus,
MEPEHOCHbIX CUrHaNM3aLUyoHHbIX 4aT4MKOB,
MOOMIbHBIX paguocucTem, 06opyaoBaHNs
Ans obcnyxvnBaHUs NoceTUTenew, yKom-
MNEeKTOBaHHOCTb anTeyku W aBapuUHOro
obopynoBaHus.

Switch off night intrusion detection panel and
check regular operation of closed circuit
television system, portable alarm transmit-
ter, portable radio sets, public address
equipment, first aid kit and emergency
equipment.
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NpoBepbTe KAYeCTBO 3anMcen, NPOCMOTPEB
BUAeoKacceTbl Unu LUgpoBbIe 3anucbl-
BaloLLMe YCTpOWCTBa.

Check the quality of the recorded images by
replaying an accelerated video cassette or
digital recorder.

MpoBepbTe Bawl GMOKHOT, Py4Ky, (hOHapb K
Apyrvie npegMeThl IMYHOTO CHAPSHKEHUS.

Check your block note, pen, portable lamp
and other personal equipment.



MpoBepbTe BCe NMpeameThl Ha AKCMO3NLMK
W yOOCTOBEPbTECh B TOM, YTO BCE OHMU
HaxoOsaTCAs Ha CBOMX MecTax M B
6e3onacHocTw.

Inspect all artefacts on display and check that
all are accounted for and secured.

Ecnu kakoii-H1byab 3KCnoHaT OTCYTCTBYET,
npoBepbTe, 4TOObI Ha ero mecte
Haxo4unacb COOTBETCTBYHOLLASA 3anucka ¢
aBTOPM30BAHHOWN MOAMUCHIO.

If any artefacts are missing, check that the
appropriate label, with duly authorized
signature, s applied on site.
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Hangnte cnyvyaHO COBUHYTbIE UMK
Haxoaswmecss B OMAacCHOM MOMOXEHUN
apTedakTbl; He TporaWTe UX, NOMPoOCUTE
creuman1cTa UCrpaBuTb CUTYaLMHo.

Look for artefacts accidentally moved or in a
aangerous position, do not touch artefacts.
Ask a specialist to rectify the situation.

MonpocuTe cneyuanucTa MCMpaBUTb
CUTYyaLMIo; KOMMEKUNOHHbIe NpeaMeTh
JOJTKHBI BCerga nepensuratbest KBanudgu-
KaLMOHHBIMUM CrieuManucTamMu B nepyatkax
W MPUHUMAKOLWMUMK crelnanbHble Mepbl
MPesoCTOPOXXHOCTY.

Ask a specialist fo rectify the situation;
artefacts should always be moved by skilled
people wearing gloves and taking special
precautions.



Bceraa nomHuTe, YTO OrOHbL M BOJA CO3AA0T
camble 6onbLUKE ONACHOCTM AN My3es.

Please remember that water and fire are the
two greatest risks in a museum.

MpocMOTpUTE MECTa BO3MOXHBIX MPOTEeYek
BOZbI.

Look for possible water damage.
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MN3beranTe 6GONbLIOTO CKOMNEHUS OrHe-
onacHbIX MaTepuanos, coobLliuTe 0 HUX
OTBETCTBEHHOMY MLy ¥ nonpocute, YTobbl
OHU ObIN yBpaHb!.

Avoid large piles of flammable packing
materials; inform supervisor and ask for them
to be removed.

lpoBepbTe MECTO HaxXOXAEHNUS CbEMHbIX
OTHETYLUNTENEN ...

Check location of all portable extinguishers
and ...
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... X UCNpaBHOCTb.

... State of operation.

MpoBepbTe MECTOMONIOXEHNE W COCTOSIHNE

KHOMOK MOXXapPHOW CUrHanM3aLum.

Check location and state of fire alarm buttons.
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MpoBepbTe AMEKTPONPOBOAA U AOMOKUTE O
noBbIX Henomnaakax Unn noBpeXAeHHbIX
NIUHNSIX HEMELTIEHHO.

Check electrical connection wires and report
any faulty or damaged wiring immediately.

MpoBepbTe  COAEPKMMOE  anTeyek,
YCTaHOBIEHHbIX B BbICTABOYHBIX 3arnax.

Check the contents of all first aid kits instal-
led in the exhibition rooms.

1
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lNpoBepbTe NCMPABHOCTb BCEX BHYTPEHHUX
TenegOHOB.

Check that all internal phones are in working
order.

MpoBepbTe BCe MecTa, He nonagarolime B
rnore 3peHnst Kamep CreXeHus.

Check the free field of vision of CCTV
cameras.

UNESCO



KoHTponupyiite npouecc yOopku 1 MOCTOSIH-
HO MPOBEPSNTE COOEPXKMMOE MYCOPHbIX
KOP3WH.

Monitor cleaning operations and occasionally
check contents of trash bins.

Coobwute o nbbix neperopeBLLnX
namnoukax.

Report any bulbs that have blown.
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MoYnHUTE He3HauuTeNbHbIE HEMONaAKM,
€CINN BO3MOXHO, MIK coobLLiuTe COOTBET-
CTBYytOLLEN cnyx6e.

Fix minor disruptions, if possible, or report to
appropriate service.

MpoBepbTe Nto6OI Mycop, OCTaBMEHHDIN Ha
TeppuTopuM My3esi, 1 coobLyuTe COoTBET-
CTBYytOLLEN cnyx6e.

Check for any trash left on site and report fo
appropriate service .
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BHUMaTENBHO  U3yyYnTE  LOKYMEHTHI
nocetutens-uccnegosartens v nwoboro
npULLIEALIEro no crnyxebHbiM 0653aHHOCTAM
nocetTuTensa nepes TeMm, Kak BblaaTtb
NponycK, U OEpXUTe ero B NOCTOSIHHOM
HabnogeHun.

Carefully identify visiting scholars and third
parties, before granting a visitor pass, fo be
constantly displayed while on museum
premises.

TwaTenbHo cnegute 3a NpPoOLECCOM
MOrpysKk1 1 pasrpyakul.

Closely monitor all loading and unloading
operations.
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CnenuTe 3a Nof03pUTENbHBLIMU AEACTBUAMM
BOKpPYr My3esi, KOTopbleé MOryT cTaTb
MCTOYHUKOM OMAacHOCTM, U B cryyae
HeobXoONMOCTY BbIZOBUTE MONMULMIO ANS
MOMOLLA.

Monifor and, if necessary, prevent activities,
in immediate museum surroundings, that
may be a source of danger — If appropriate,

call police for help.

CneawnTe 3a OelCTBMEM pPECTaABPaTOPOB,
an3ariHepoB unu apyrux nud. B cnyyae
HeoOX04NMOCTN BPEMEHHO OCTaHOBUTE
JOCTyn NOCEeTUTENEN B BbICTABOYHbINA 3ar,
rae BbINOMHATCA paboThbl.

Monifor the activifies of conservators, graphic
artists and so on, if necessary, temporarily
restrict access fo the exhibition room where
work [s being performed.
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Ecnmn Bbl UCMONb3yeTe KIHYM OT BUTPUHDI
WM OPYroro BaxkHOro 060pyaoBaHus, TO He
MO3BONSIATE HAKOMY IepXaTb UX BMECTO Bac
UV gaxe BUAETb WX.

If you use keys, giving access fo showcases
or other critical containers, do not let
anybody handle the key on your behalf, or
even see it

KoHTypbl Kkno4er MoryT ObiTb NErko
CKOMMPOBaHbI CIENKOM BOCKA UMK Mbina.

Profile keys may be easily copied by making
a quick impression with wax or soap.
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[axe kogbl HagexXHbIX KNtoder oT ceitdoB
MOryT OblTb JIETKO CKOMMPOBAHbI OMbITHBIM
npogeccmoHanom.

Even the codes of high security double bifted
keys, used on safes, may be captured by a
Skilled observer.

BynobTe roToBbl OTKPLITL ABEPU My3esi B
MnofiokeHHoe BpeMsi, 3T0 OyAHUYHOE
LEeNCTBME — MpPOSIBIIEHNE BEXMBOCTU K
MOCETUTENSAM.

Be ready to open museum doors at stated
time — it is an essential act of courtesy to
visitors.

UNESCO



UNESCO

Bexnueo, HO CTpPOro monpocuTe noceTu-
Tenei ocTaBWTb Y BXOAA BCE NYHbIE BELLW,
KOTOpbIE MOFYT MOBPEAMTL 3KCTOHATBLI UMK
MOryT ObITb MCMOMBb30BaHbI A4J18 TOro, YToObI
CripsiTaTh U YHECTM KX COBON.

Gently but firmly, ask visifors fo leave at the
entrance all personal items that can cause
damage to objects or may be used fo hide
and lake these away.

Mysen - 9TO xpaM Hallero KynbTypHOro
Hacrnegms- He NO3BONANTE HEBOCMMTaHHBIM
M HEenpuiIM4yHO OJETbIM MNOCETUTENSM
OCKBEPHSATb €ro.

A museum is a temple of our cultural heritage
- do not let unruly or improperly dressed
visifors desecrate It.
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ByabTe rotoBbl NOMOYb MHBaNUAaM, npes-
narasi NoMOLLb ¥ yKa3blBasi HarpaeneHue, HO
OyabTe BHUMMATENbHbI, YTOObLI HE OTBIE-
KaTbCs OT CBOMX OCHOBHbIX 0DA3aHHOCTEN MO
oXpaHe 3KCMoHaToB.

Be ready to help disabled visitors, giving
assistance and directions — be careful not fto
be distracted from your main duty which is fo
protect exhibits.

BHumaTenbHO HabnoganTe 3a nocetu-
Tensmu BO Bpems paboymx 4acos, YTOObI
NpefoTBpaTUTL SBHbIE HAPYLIEHWUS UK
HenogobaroLlee noseaeHue.

Keep an attentive eye on visitors during
opening hours, fo detect early signs of
potential trouble or improper behaviour.
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lMocTapanTecb HaWTU cTpaTernyecku
yOobHY0 TOYKY M 4acToO nepeaBuramTecs,
MOCTOSHHO  BbiOMpanTe pasnuyHble
HanmpaBMneHWst B pasHoe BPeMSi.

Try to find a strategic observation point and
move often, constantly taking different paths
and at different times.

MoTpebytoTcs cekyHAbl NSt NOBPEXOEHNS
JKUBOMMWCHOrO MOMOTHA KpacuTenem-crpeem
um ...

It takes only seconds fo damage a painting
with a portable spray can, or ...
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. 4TObbI MoLapanath LeHHbI NopTpeT.

... lo scratch a valuable portrait.

MNpenoTBpaLyanTe UCNOMb30BaHNE MOCETU-
TENsMM BCMbILWEK Npy hoTorpacmpoBaHnm,
ecnu oTorpampoBaTb paspeluaeTcs.
O6BbACHMTE, YTO YPE3MEPHO APKIIV CBET MOXKET
MoBPeauTb YyBCTBUTENbHbIE LBETa Ha
OpraH14eCcKon OCHOBE 1 NOBECMOKONTb APYTHX
rnoceTuTenen.

Prevent visifors from using flashes if photo-
graphing is authorized — explain that exces-
sive light may irreversibly damage delicate
organic-based colours and disturb other
visitors.

UNESCO
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MNpepoTBpawante nocetutenen oOT
MCMoNb30BaHNa WwTaTue npu doTorpa-
tmpoBaHum (ecnu paspelueHo). LtaTtms
MOXeT MewaTb CBOBOAHOMY ABUXKEHWIO
noceTuTenei 1 3aMeasiuTb GbICTPLIN BbIXOA,
B Clyyae BO3HWKHOBEHWS OMAaCHOCTMU.

Prevent visifors from using tripods, during
picture-taking (if authorized) — the tripod may
interfere with the free flow of visitors and slow
down rapid exit, in case of emergency.

He nossonsanTte nocetutensaMm Tporatb
apTedakTbl moboro Tuna, fgaxe metann
MOXeT noABepratbCs KOppo3uu n3-3a
KOXHOrO upa.

Do not let visifors fouch artefacts of any kind
— even metal can be damaged by corrosion
from natural skin oils.
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Ctporo npoBoguTe 60pb0y C KypeHuem u
3anpellanTte KypeHue, OroHb - rfaBHbIi
dhakTop pucka Ans My3erHbIX KOMEKLMWN.

Strictly enforce a no-smoking policy; fire is a
major risk for artefacts displayed in a
museum .

Bexnueo, HO B TOXe Bpems CTPOro
npeaoTBpaLlaiTe UCnoNb3oBaHWe NoceTu-
TENsMMU BbIXOAO0B, KOTOPbIE WCMONb3YOTCS
TOMBKO NpY HEOBXOAMMOCTMY.

Gently yet firmly stop visitors from using exits
which should be used only in emergencies.

UNESCO
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He nossonante noceTuTensm MpUHOCUTL
nuLLy 1 ByTbINKM B My3eid; OyTbika MOXET
pasbuTbCs, a NULLA MOXET pacchinatbCs Mo
nony myses.

Do not allow visitors fo bring food and botfles
info the museum , bottles may break and food
may spill on museum floors.

Mokaxute NOCETUTENSM, FTAE OHU MOTyT
MoKyLLaTh; npocneaute, Ytobbl Mycop Obin
BbIOPOLLEH B MYCOPHYH KOP3VHY.

Show visitors where they may eat and drink
— check that frash is thrown in bins.
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Ecnu 3ameTuTe Nofo3puUTesNbHY0 CyMKY Wi
MaKkeT B My3ee ...

If you notice a suspicious bag or package in
the museum ...

... BEXIIMBO, HO CTPOro MOMpocuTe NoceTu-
Teneii MOKWHYTb 30HY pucka, 3anpeTuTe
[OCTYN B HEE, NO3BOHUTE COOTBETCTBEHHOMY
nepcoHany.

... gently but firmly ask all visitors to leave,
restrict access to the risk area and call for
appropriate support.

UNESCO
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OHble noceTuTenu - 310 Oyaywme

HacneaHWKW Hallero KynbTypHOro Hacrneaus,
HO ...

Young visitors are the future custodians of
our cultural heritage, but ...

... CBSDKMTECH CO LUKOMbHOW YYUTENBHULIEN,
[aliTe COBEThI M yKa3aHusl, CTPOro crneaute
3a noesefeHnem geten, ecnu Tpebyetcs,
MO3BOHWTE M NOMPOCUTE AOMOMHUTENBHYIO
MOMOLLb.

... contact the school master, give advice and
directions, discreetly monitor children’s
behaviour. If necessary, call for additional
support.
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Cnenute 3a JeTbMU U MOCETUTENAMMY,
XYIOLMMU KXeBaTenbHble PEe3UHKI; KeBa-
TenbHble PE3NHKM OYeHb YacTo HaxomsAT
NpunenneHHbLIMM K 06paTHON CTOpOHE
KONMEKLMOHHBIX NpeaMeToB.

Watch for children and visitors chewing gum;
often the gum is found attached fo the
underside of artefacts.

Crtporo, HO 3aboTnuMBo cneaute 3a
rnosefeHnem geten, Ybe 0bblyHOE nobo-
MbITCTBO MOXET MPUBECTU K AOTParvBaHU
[0 KONMeKUMNOHHbIX NPeaMETOB UMK UX
LlapanaHbto, YTO B JanbHeiilleM npuseaet
K NOBPEXOEHUSIM.

Discreetly, but carefully, watch children’s
behaviour; the natural curiosity of children
may lead fo artefacts being fouched or
scratched, with possible consequential
damage.
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MNoxanyncra, NOMHUTE, YTO Balla OCHOBHaS
00513aHHOCTb 3alLMLLaTh KOMNEKUMo My3es;
€cnu ecTb BOMPOChbl OT NOCEeTUTENew,
OTBEYaWTe TOMbKO MO My3enHbIM COOpYKe-
HWSM ¥ MpaBuiam, Bbl OXPaHHWK, a He
9KCKypCOBOA W T. .

Please always remember that your primary
auty is to protect the museum collection, if
questioned by a visitor, give answers only
related to museum facilifies and rules; you
are a guard, not a tourist guide.

Ocoboe BHUMaHWE yaensnte MENKUM
npeaMeTam, KOTOpble C NEerkocTblo MoryT
ObITb B35ITbl, TAKME KaK KPbILLKa aHTUKBAPHOM
Basbl, UNu ...

Keep an especially attentive eye on small
ifems that can easily be removed, such as
an antique vase cover, for instance, or ...
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.. CTPernkun 4Yacos, unu ...

.. the hands of a clock, or ...

.. KINOY, MM 3aCMOHKa 3aMOYHOMN CKBaXMHBbI.

.. @ key and a keyhole cover.

UNESCO



Bcerga GyabTe Ha Yeky W BHUMATEMbHBbI,
€Cni BaM NoHaao6uTLCS YiATL, TO NonpocuTe
3aMeHUTb Bac.

Be ever alert and attentive, if you need fo
leave your duty post for a moment, ask to be
replaced.

Ecnu Ha gaHHbI MOMEHT HET MOCETUTENEN,
TO Bbl MOXETE OTAOXHYTb Ha CKIagHOM
cTyne.

If no visitor is present, you may rest on
appropriate collapsible chairs.

UNESCO 31
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Hukorga He oTaAbIXanTe Ha SKCMOHUPYEMbIX
npeameTax.

Never rest on artefacts on show.

Bcerga 6yabTe rotoBbl BbI3BaTh MOMOLLE MO
BHYTPEHHEN CBA3WN.

Be always readly fo use the internal phone fo
call for support.

UNESCO



Bcerga 6yabTe rotoBbl MCNONb30BaTb
PYYHOW OrHETYLINTESb.

Be always ready fo use a portable fire
extinguisher.

Ecnuy nocetntens npovsoLesn HeCcHacTHbIN
cnyya ...

If a visitor should have an accident. ...

UNESCO 33
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... AepXnTe ocTarnbHbIX Nioaen Ha pac-
CTOSIHMM 1 BbI30BUTE MPOdECCUMOHaNbHYIO
MELNOMOLLb.

... keep other people at a distance and call
for professional first aid.

Korma mepuku npubymyT, pacnpocute
CBUAETENE NMPOVCLUECTBUS U 3aMULLINTE WX
rnokasaHusi.

When the paramedics arrive, interview
witnesses and record all the relevant facts.
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B HasHaueHHOe BpeMsi BEXIINBO, HO CTPOrO
MpOBOANTE BCEX MOCETUTENEN K BbIXOY.

At appointed time, gently yet firmly escort all
visifors fo the exit.

Crtporo Bo3gepxuBahTecb OT NOObIX
mMaTepuarbHbIX BO3HarpaxaeHuin noboro
TMNa, eCnn Takve NPeasIoKEHUs NoCTynsAT,
NpeanoxunTe caenatb NOXepTBOBaHWE B
anpec Myses.

Strictly refrain from accepting gratuities of any
Kind; if appropriate, propose a donation to
support museum activities .
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3abnokmpyinTe 1 3aKkpomnTe BCE BLIXOABI HA
KITHOU.

Put all the museum exits under lock and key.

3anpuTe BCe OkHa.

Lock all windows.
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MpoBepbTE BCE BbICTABOYHLIE 3arTbl.

Inspect all exhibition rooms.

MpoBepbTe BECb MeXaHM3M curHanmsauuu,
Habntogas 3a MenbkaHWeEM CBETa, KOTOPbIi
pearupyeT Ha Balle [ABMXeHMe (npu
HeobxoamumocThn).

Check all intrusion detector devices by
observing the blinking light reaction to your
movements (if appropriate).
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MpoBepbTe BCe KOMHATLI OBCRYkKMBaAHMS W
TyaneTbl.

Inspect all service rooms and toilefs.

[MpoBepbTe HanMyne BCEX KMOYEWH U UX
pasmeLleHme B sYeikax.

Check that all main keys are present or
properly accounted for.
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3adumkcupynte nwby MHpopmauno o
MPOVCLLECTBISIX BO BPEMS BaLLEN CMEHbI B
BaXTEPCKOM >KypHarne Ansi HOYHON CMEHbI.

Wirite any information about your day shift in
the logbook for the information of the night
guards.

Bkntounte naHenb ynpaBneHWs HOYHOM
curHanusauuen; npoBepbTe UCMPaBHOCTb
ABaPUIAHOTO CHapPSKEHWSI.

Turn on the night intrusion detection control
panel; check that all security equjpment is
working properly.
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MpoBeanTe nepedayy CMeHbl C COOTBET-
CTBYIOLMMI NpOLieaypamu.

Perform night shift exchange of duties,
according fo relevant proceaures.

Mpyu HeoOGXOANMOCTU OXPaHHUK LOMKEH
MPOBECTN HOYHOWM 06X0A, MPOBEPSIS 30HbI
MHCMEKTUpPOBaHUsS B  0603HAYEHHOI
rnocneaoBaTensHOCTY.

If appropriate, carry out the night shift watch
tour by checking the areas for inspection in
the sequence indicated here.
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MpoBepb BaxHble 30HbI MOBTOPHO, Kak
yKa3aHo B 3TOM PyKOBOACTBE.

Check the important areas once again as
indicated in this handbook.

Ecnu umeeTcsa kamepa ChexeHus,
3anporpammupyiTe €€ no pacnmcaHuio.

If there is a watch recorder, set to planned
schealle.
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