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HHCTPYKIUS [0 OXPAHE TPYJIA
IJIABHOTO APXUBHCTA
OTIEJA KOMILUIEKTOBAHMSI M DKCIIEPTU3bI IEHHOCTH
JTOKYMEHTOB

1. O6mne TpeGoBaHUsT OXPAHBLI TPy

1.1. K BblONHEHNIO PaboT [IABHOrO apXMBHCTA JOIYCKAIOTCS JIUIA, MMEIOIIHE
BBICIIIeE [IPO(ECCHOHANBHOE 00pa3oBaHue U CTax paGoThl 10 COOTBETCTBYIOLIEMY
IPOMHIIO yIPEXASHHs He MeHee 3 roja, MPOLICAIINE MeUIHHCKUM OCMOTD,
BBOJHBIM W IIEPBUYHBIA MHCTPYKTaXXU II0 OXpaHe TPYy.a, OOYUEHHIO Ge30MacHbIM
MeTOo/laM TpyJa, NPOBEpKe 3HAHUW W WHCTPYKTaX IO IOYKAPHOM 6Ge30IacCHOCTH,
3IIEKTPOOE30TIaCHOCTH.

1.2. I'naBHBIA apXUBUCT JOJIKEH 3HATE:
- 3aKOHBI M MHBIE HOpPMAaTHBHBIE MIpaBOBhIe akThl Poccuiickoit ®exmepanuy,

PETIIaMEHTHUPYIOIINE OTHOIIEHUS B C(bepe ApXHUBHOI'O OeJia,

- HOPMAaTHBHBIC U METOAUUYECKHUE HJOKYMECHTBI, Kacaroluecsa neaTeJIbHOCTU Apana; =
BCIIOMOTI'aTCJIbHBIC HCTOPHUYCCKUE NUCITUITIUHEL,

- TCKCTOJIOTHIO,;

- COCTaB U COIECpKaHNEe KOMIIJIEKCa HAOKYMEHTOB, XpaHSAIIHUXCA B ApXI/IBC;

- CHCTEMBI XpaHCHHSI H KJ'[aCCI/I(bI/IKaL[I/IH APXHUBHBIX HNOKYMEHTOB, HOPMAaTHBBI
YCIIOBHH U PEXXUMOB XPaHEHUsI TOKYMEHTOB;

- BUIBI CITPaBOYHO-ITOMCKOBBIX CpeacTB ApXHBa;

- OCHOBBI OpraHu3aluu TpyHa v yIlipaBJICHHUS,

- IIOPAOOK COCTaBJICHUS [1JIAHOBO-OTYETHOM AJOKYMCHTAaI U,

- OTCUCCTBCHHBIH M 3apyOeXHBIM ONBIT B 00JacTH apxXWMBOBEIEHHSA U
JOKYMEHTOBECICHU A,

- OCHOBBI JOKYMEHTAIITMOHHOTO obecrieueHus YIpaBJICHUS,



- OCHOBBI IPUMEHEHUS] KOMIIBIOTEPHOH TEXHUKH;

- OCHOBBI IIPUMEHEHHSI KOMITBFOTEPHOM TEXHHUKHU;

- IpaBuJia BHYTPEHHET 0 TPYA0BOI0 PacopsiIKa;

- IpaBMJIA [0 OXpaHe TPy.a ¥ I0XKapHO# 0e30I1aCHOCTH;

- CII0COOBI OKa3aHUs MTePBOU MOMOIIHY IIPX HECYACTHBIX CIIydasX.

1.3.Bo Bpems paGoTel Ha TJABHOIO  apXWBHACTA MOTLYT  OKa3pIBaTh
HeGIAronpusITHOE BO3AEHCTBME B OCHOBHOM CIIEAYFOIIME OIACHBIE M BPEIHBIC
TIPOU3BOICTBEHHBIE (DAKTOPEI:

= HOBpC)K,IIGHI/IC OpraHoB ObIXaHWs HaCTHIaMU IIbIJIH,

= HOBpe)KI[eHI/Ie rjia3 ¥ KOXXHBIX IIOKPOBOB BCJIIEACTBUC BO3/ICHCTBUS IIbLIY;

= Ha,IIGHI/Ie C BBICOTHI WJIX M3-3a IIepenaa BRICOT Ha ITOBEPXHOCTH,

— MexaHnuecKne OIacHOCTH IKXPOKOI'O CIICKTpPa ,ZLGIL/'ICTBI/ISI;

— B,Z[I)IXB.HI/IG ABbIMHU, ITApOB BPEAHBIX I'a30B W TIbUIM IIPH HO}Kape/B?;prBe;

— OmnacHOCTb Hap}/I_HCHI/Iﬁ OXpaHbl TpyAa, 0e30IIacCHOCTH ¥ MHBIX HOPMaTHUBHO-
IIpaBOBBIX aKTOB.

1.4. I'TaBHBIN apXUBUCT 00A3aH:
— coburogats IIpaBuna TpyJ0BOTO PACIIOPsIKa, yCTAHOBICHHBIE B OpraHU3alNH,;
— cO0JII0IaTh TPeOOBaHUS NOJDKHOCTHOM MHCTPYKLIUH;

— cobmogars TpeOOBaHMS HACTOSAIIEH MHCTPYKIUH, HHCTPYKLIMM O Mepax
I10KapHOM 6e30MaCHOCTH, HHCTPYKIMH 110 2JIEKTPOOE30TIaCHOCTH U HE JOITYCKaTh
HapyIIEeHNs 9THX TpeOOBaHUH IPYTUMHU paOOTHHKAMH;

— IpOXOAUTh OOyueHue MO OXpaHe TpyHa C IOCHeNyIOlIel MpoBEepKOi 3HAHUM
TpeboBaHUI OXpaHbl TPYAa,

— Ge3oTyaraTeipbHO COOOIIAThL HadyalbHUKY OTAeda 000 BCeX CliydasX TpaBM,
MUKDPOTpABM, MPOUCLISANINX B TeUeHHe pabodyero AHS, BKIIOYAA NPOMCIIEIINC
BHE TEPPUTOPUH yUPEKICHHUS,

— IPOXOIUTEH 00yUEHHE 110 OKA3aHUIO MEPBOY ITOMOIIM IIOCTPA/IABIIIIM;

— 3HATh MECTa DACIOJNIOKEHUS MEePBUYHLIX CPEACTB MMOXKAPOTYIUCHUST W IYTH
9BaKyalllu MIPU I0XKAPE;

— IJIs1 TIPeOyIIPEeXXACHUA HG6HaFOHpI/IHTHOFO BOBﬂGﬁCTBHH Ha 30pOBBE CJIEAYCT
IIOJIB30BaThHCA CPEACTBAMHU I/IHI[I/IBI/I,ILyaJII:HOf/'I 3aIllUThI,
= CO6HIOJI&TB IpaBujia JINYHOM TUTHUEHBI TpyHda, pPexuM Tpyaa U OTJbIXA,

COIEpIKaTh B UUCTOTE paboyee MeCTO;

— 06513aH BBITOMHUTE TpeOOBaHMs pekrMma pabodero BpeMEeH! U BPEMEHH OTAbIXa
TIPH BBIIOJHEHMH COOTBETCTBYIOLIMX PaboT (KM mm.3.2., 3.3., 3.5.), a TaKkxke BpeMs
ormeixa (KJ mm. 3.7, 3.8.).



1.5. I'maBHBIN apXWBUCT W3BellaeT HayalbHUKA OTHeda O JiI0OOW CHUTyaluHu,
YIPOXAIOIIEW >KU3HU U 3J0POBBIO0 JIIOJIEH, O KaXJIOM HecHaCTHOM Ccliyuae,
npoucIiennieM B ApxuBe, 00 yXyAIIEHUH COCTOSIHHUSI CBOETO 3J0POBBS, B TOM
qHClie O MPOSIBIICHUU MTPU3HAKOB OCTPOTro 3a00JIeBaHMUS.

1.6. Eciu ¢ xeM-mu0O0 #3 pabOTHUKOB IIPOM3OIIES HECUACTHBIA Cllydad, TO
[IOCTpaJaBlieMy HeOoOXOAMMO OKa3aTb IIepBYyI0 IIOMOIIb, COOOLIUTH O
CIly4UBIIIEMCS] HAUAJIbHUKY OTZeJa U COXPAaHUTh 00CTaHOBKY IIPOUCIIECTBHSI, €CIIH
9TO HE CO3/[aeT OMAaCHOCTH JJisl OKPYIKAIOIIHX.

1.7.'naBHBIM  apXWBUCT, [NOMYCTUBILIMM HapylleHHEe WIM HEBBINOIHEHNE
TpeOOBaHWM WHCTPYKIIMM 110 OXpaHe Tpyda, HECeT OTBETCTBEHHOCTh B
COOTBETCTBUU C JIEHCTBYIOIINM 3aKOHO/1aTEJIECTBOM.

2. TpeGoBaHus oXpaHbI TPyaa Mepel HA4aJ0M padboThI
[Tepen Hauanom paOOTEI IIaBHBIM apXUBUCT JOJDKEH:

2.1. Hapmers crmenomexnmy (crmeronexia JoJKHA OBITh COOTBETCTBYIOLLErO
pa3Mepa, HYHCTOH W HE CTECHATH [BUXKECHWUH), IIPOBEPUTh HAJM4YMe CPENICTB
WHUBUIYaJbHON 3aLUTHI;

2.2. TIpoBepHTh COCTOSIHHE TMOMEIIeHUH ApXWBa; IPU HEOOXOAUMOCTH CIEILyeT
HaBECTH YUCTOTY, MTOPSIOK U 00ecreyuTh HallMurie CBOOOIHBIX IIPOXO/I0B;

2.3. TlpoBepuTb MCMPABHOCTH JIECTHUI[ U CTPEMSHOK, & TaKXKe CPEACTB MAaJlOH
MeXaHU3allu1, IPUMEHSIeMBIX sl TepeMeILeHUs apXUBHBIX JOKYMEHTOB,

2.4, JIuuno yOemuThCS B TOM, YTO BCE MEpHI, HEOOXOAMMBIE Ui OOeCIeveHws
6e301MacHOCTH, BBIIIOJIHEHBI;

2.5. V6emuTbcs B LOCTATOUHOCTH OCBEILEHUs pabodell 30HbI, 0COOEHHO B TEMHOE
BpeMs CyTOK;

2.6. O6paTWTh BHHMAHMWE Ha DAlMOHANBHYIO OPraHM3alMi0 pabodvero Mecra,
TOITOTOBUTH HEOOXOMMBIE TEXHHUECKHE CPEICTBA U IIPOBEPUTE UX PadoTy;

2.7. I'naBHBIA apXUBKUCT He TOJDKEH MPUCTYNaTh K paboTe, €CliM y Hero MMEIoTCH
COMHEHHS B 0becreueHnr 6e30MacHOCTY PY BBITOJIHEHUH TIPeCTOsAIIEN padoThI,

3. TpeGoBanusi OXpaHbl TPyJAa BO BpeMsl paGoThI
3.1. Bo BpeMs paOOThI [VIaBHBIH apXUBUCT JOJDKEH:!



— OBITH BEXKJIMBEIM, BECTH ce0s1 CITOKOMHO U BBIIEPKAHHO, U30eraTh KOH(QIUKTHEIX

CHTyaHHﬁ, KOTOpPBIE MOI'YT BBI3BATH HEPBHO-ODMOIMOHAJIBHOC HaIllpsOXKEHUE H
OTPAa3UTLCA Ha 0e30I1acCHOCTH TpyAaa,

— OBITH BHUMATEJIBHBIM, HE OTBJIEKATHCS OT BBIIIOJHEHUS CBOUX 00S3aHHOCTEH;

— KCIIOIB30BAaTh HCIPABHbIE CTPEMSHKH M JIECTHHUIIBI, MMEIOLIUE CHEeUalbHbIE
YCTPOMCTBA OT CKOJIBKEHHUS,

— CJIEJIUTE 33 UCIIPABHOCTBIO M YCTOMUMBOCTHIO CTEIIAXKEH, MOJIOK JIJIs XpaHEHHUS
ApPXUBHBIX JOKYMEHTOB;

— MPOSIBISATH OCTOPOXKHOCTH [PU MEPEHOCKE apXMBHBIX JOKYMEHTOB, YTOOBI He
CIIOTKHYTBHCSI BO BpeMsI XOAb0bI O BO3MOXKHBIE IIPEMATCTBUS,

— cOOIIONATh YCTAHOBJIEHHBIE HOPMBI MEPeMEIIeHHs (I MY)KYMH W JKEHIIMH)
TSKECTEN BPYUHYIO;

— OCTaBIATH CBOe pabouee MeCTO B ILeISIX OKa3aHWs METOAUYECKOU WU
IIPaKTHIECKON MOMOIIM OpraHM3alUsIM-HCTOYHHKAM KOMIUIEKTOBAHUSI ApXHBa H
BECTH YYeT BHIE3ZOB B OPraHU3alMK B XXypHaJle y4eTa BBIE3[IOB B OpraHHW3allUgX-
HCTOYHUKOB KOMILJIEKTOBAHUA APXHUBA,

— cobmomare MHCTpyKTaxk JiIi  COTPYAHHMKOB IO  MPEIOTBPAILCHUIO

pacrpocTpanenus koponasupycHo# uHeknur COVID-19 na pabouem mecte OT
10.11.2020.

3.2.Tlpu pasMelleHWM apXUBHBIX ITOKYMEHTOB Ha MECTaX XpaHEHHWs [IaBHbIA
apXUBKCT JOJDKEH yYUTHIBATH CIEAyIOLIMe OOIIIie MpaByJa:

— mOpu pasMENIeHHM [OKYMEHTOB CliedyeT IpUHATh Mepbl IIPOTUB HX
CaMOITPOM3BOIHHOTO CMEIIEHH!s, IIPOCANIKH, MaJCHUS,

— JIOKYMEHTHl clefyeT pa3MeliaTb C y4eToM HX MacChl H CIOCOOHOCTH
1eGOpMHUPOBATECS TIOJ BO3JEHCTBUEM BBIIICPACIIONOKEHHBIX MAaTEPHAIIOB,

3.3. IIpu XpaHeHWM TOKYMEHTOB Ha CTEJUIaXKaX PEeKOMEHIYEeTCH MX pasMEIICHHE
IIPUMEPHO OJIMHAKOBOI'O pasMmepa.

3.4.B cinyuae oOHapyXeHHS HENPABWIBHO PasMEIIECHHBIX MJI1 XpaHCHHA
JOKYMEHTOB HEOOXOAMMO IPUHATE MEPhl K WX pa3bopke ¥ YKIIaJKe BHOBB C
yCTpaHeHHeM 3aMeUeHHBIX HEJI0CTATKOB.

3.5. Bo Bpemst pabOTBI ITIaBHBIA apXUBUCT HE HOJDKEH:

—  WCIONB30BATH BMECTO CTPEMSHKH WM JIECTHHMLBL CIydaiHble MPEAMETRI
(HampuMep, SIIUKH, CTYJIbS U T. I1.);

— CTAHOBHUTHCS HA BEPXHUE CTYINEHM CTPEMSHOK U JIECTHHUL BO H30eKaHKUE MOTEPH
YCTOWYMBOCTH U IaACHUS;

— Gpocarth JI00bIe MaTepHabl U TOKYMEHTBI C BEPXHHX II0JIOK U CTEeIIIAXKEH;

— meperpyXatb MaTepHalaMd U JIOKyMEHTaM¥ BBIIIC JOIMYyCTUMOM Ha HHX
Harpy3KH,

— XpaHMTh JOKYMEHTHl HABaJOM M pasMellaTh WX BIUIOTHYIO K pajvatopam 154

TpyOam OTOITIEHHUS;



— BKJIFOYATh 3J'I€KTpOHpPI60pBI, KOTOPBIC 3alIPEIIEHBl K SKCIUIyaTalluu,

3.6. ApXuBHBIE JOKYMEHTHI HYXXHO pa3MellaTh Ha CTellaxax TakkuM o0pasom,
yTOOBI OHHU HE MeIay padoTe, U UCKITI0Yalach BOSMOXKHOCTD UX IaJeHHS.

3.7. Tlomemnenue njas  pasMeEIleHWs apxuBa JOJDKHO OBITH  00ECIEYeHO
IIEPBUYHBIMU CPEJCTBAMHU TOXKAPOTYIIEHUS, YCTAHOBKOM TI0’KapPHOU aBTOMATHUKHY,
TeneOHOM U alTeuKou JJisl OKazaHus MepBOM MOMOIIIH.

3.8. Pabouee MecTO TMOJB30BATENsl IEPCOHAIBHBIM KOMIIBIOTEPOM CIIENYET
obopyioBaTh MOACTABKOM AJisl HOT, UMerollel mupuHy He MmeHee 300 MM, NIyOuHy
He MeHee 400 MM, peryiaupoBKYy IIO BEICOTE B mpegenax no 150 MM u mo yriy
HAKJIOHA OTIOPHOM MTOBEPXHOCTHU MOJICTaBKH 10 20°.

3.9. Ins yMeHBIICHUS HAIpPSDKEHUSA 3PEHUs CIeAyeT YCTaHOBUTH Ha JSKpaHe
MOHHTOPA OITHMAJBHBINA IIBETOBOM PEeXUM (€CIM Takas BO3MOXKHOCTb UMEETCH);
TIpA 3TOM PEKOMEHIYIOTCS HEHACHIIIEHHBIE LBETA: CBETJIO-3€JEHBIM, JKEITO-
3€JIEHBIN, YKEITO-OPaHKEBBIM, >XEITO-KOPUYHEBBIM; II0 BO3MOXKHOCTH CIELYET
n30eraTh HaCHIIIEHHBIX [IBETOB, 0COOEHHO KPACHOT'0, CHHETO, SIPKO-3€JIE€HOT0.

3.10. TIpon3BOOUTE KaKOU-THOO PEMOHT CaMOCTOSITENIBHO 3aIIPEeLaeTCsl.

3.11. Tlpu oOHapy»XeHHH HEHUCIIPaBHOCTEH HEMEIJEHHO COOOIIUTh O
HuX HavaapbHUKY MTO2u03.

3.12. C 1edpl0 CHWIKEHHS 3pPUTEIBHONO M KOCTHO-MBILIEYHOI'O YTOMIIEHHS
TI0JIL30BATENIO CIIEAYET COONIOAaTh YCTaHOBICHHBIN pexuM Tpylda u otabxa (KJI
m.3.2., 3.3., 3.5.), a raxoxe Bpems oraeixa (K om. 3.7., 3.8.).

4. TpeGoBaHus OXpaHbl TPyAa B aBapPHUHHBIX CHTYaLHSAX.

4.1. B aBapwuiiHo# 00CTaHOBKE Clie/lyeT OMNOBECTUTL 00 ONACHOCTH OKPYKArOLINX
JIOZIEd U IeACTBOBATh B COOTBETCTBUU C MIAHOM JIMKBUIALIMY aBApUi.

4.2. Bce caMOCTOSATEIIBHO I[IpHHUMAaEMbI€ MEPBI HOJDKHBI OBITH HallpaBJICHBI, B
IIEPBYIO OUepeab, Ha CIIAaCEHHE YXU3HU U COXPpAaHCHHE 3[J0POBbBA JIIOIEeH.

4.3. JleAcTBYs CAaMOCTOSITENIbHO IIaBHbIM apXHUBUCT O0sI3aH:

— HEMEeJIEHHO MPeKPaTUTh paboTy;

— NIPUHATH MEPHI JJIs 3BaKyalldd JIOJAEH M3 OIMAacHOW 30HEBI, NMPEAOTBPAILCHUS
TIOIIAIaHKUS JIFOJIEH B OIIACHYIO 30HY,

— TOCTaBUTbh B M3BECTHOCTD O CIIYYHMBIIIEMCS HadaJbHUKA OTACIA;



__ 0BCTAHOBKY Ha MecTe aBapHi COXPAHUTh B HEIPUKOCHOBEHHOCTH, €CIIH 3TO HE
YrposKaeT KU3HU MK 3J0POBBIO JEONEH;

__ 0Ka3aTh TOCTPAJABILIMM [1EPBYIO J0BPayeOHYIO MOMOLIb, HPH HEOOXOTUMOCTH
BBI3BATH OPUTady CKOPO#l IOMOIIIM IO TeNe(oHy 103.

4.4. TIpy BO3HUKHOBEHMH TI0Kapa UIIA BO3TOPaHN 00s13aH:

— HeMeJICHHO BbI3BaTh TOXKAPHYIO CIykOy 10 TenedoHy 01,101 wmu 1o
corosomy 101, 112. TIpu BbI30BE HA3BATh aPEC U MECTO, I'Ie BOSHUK NOXAD, IIyTH
norse3a, GaMuIdio 3BOHUBILETO;

— IPUHATH MEPBI 110 YBAKyallMH JIFOJICH U3 30HBI I0XKapa;

— [IPUHSTH MEpPBI K TYLICHMIO W JMKBAIAIMU TIOXKApa NEPBUIHBIMU CPEACTEAMU
MIOXKapOTYIIEHHUS.

4.5. B curyanusx, yrpoXKaromux XU3HH U 3I0POBLIO.
- IOKHHYThH OTACHBIA y4aCTOK.

4.6. B ciyuyae TOSBIEHUS HEUCIPAaBHOCTH B paboTe KOMIIBIOTEPA, MOCTOPOHHETO
IIyMa, MCKPEHWsl M 3amaxa rapd, HeMEJIEHHO OTKIIOHUMTEH 3JIEKTPOTIPUOOp OT
3MEKTPOCETH ¥ COOOLIUTL 00 3TOM CHCTEMHOMY aIMHUHHCTPATORY Apxuga. Paboty
TIPOJIOJKATH TOJIBKO MOCIE YCTPAHEHHS BO3HUKILIEH HEUCIIPABHOCTH.

47. Tlpu TIOMy4eHMM TPaBMBl HEMEJICHHO 06paTUTBCS 338 MEIMIUHCKOH
[IOMOIIBIO U COOOMIUTE 00 5TOM HavaJbHUKA OTACIIA.

5. Tpe6oBaHus1 OXpaHbl TPy/Ja N0 OKOHYAHHH paboThI

JonkeH:

5.1. TIpuBecTy B MOPSOK pabo4ee MecTo.

5.2. IlpoBepuTh MNPOTHBONOKAPHOE  COCTOAHME KabuHeTa, OTKJIFOYUTH
3NeKTpONpUOOpPBI 1 PabOTAIOLLYO arnapaTypy, 3aKphITh IBEPb.

53 BRIKIOYATH CBET, OTKIIOUMTH KOHJMLIKOHEp (B clydae HaJTWYUs),
PELEPKYJISATOP U NMEKTPOIPHOOPEL.

5.4. CHATH CHELOIECKIY.

5.5. TmaTeabHO BEIMBITE PYKH C MBLIOM.

5.6. 3aKpBITh OKHA U JIBEPH.



JIUCT 03HAKOMJIEHUS

C MHCTPYKIIMeH 1o oxpaHe TpyAa
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