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krHCTPyKrIr4fl rro oxPAHE TPyAA
IJIABH OI O XPAHI,ITE JI.fl APXIIBA

1. O6qne rpe6onaHuq oxpaHbr rpyAa

l'1' K BbIrIoJIHenuro pa6or rJraBHbIM xpaHrrreJreM apxLrBa AonycKalorc-rr nr4rla He
MoJIoxe 18 JIer, kIMeroulIle Bblcluee npoSeccuoHaJrbHoe o6pasoea Hue v cr416pa6orrr Ha pyKoBoAtuII4x AoJllrHocrf,x B coorBercrryroqefr npo6znro
opraHl43allnu orpacnl{ He MeHee 5 ler, npolxeAllure MeIr4ur4H cxuit oarotp,
nao4urrfi I4 ilepBl4tlurrfi aucrpyKTa)Kr4 no oxpaHe rpyAa, o6yveuze 6esoracHrr\a
MeroAaM TpyAa' npoBepK zuauuit, llHcrpyKTax IIo [oxapHofi 6esouacHocrr4 z
erexrpo 6 e3orracHo crr4.

1'2. fnaeHrtfi' xpaul4TeJlb, 4ouyqeHurrfi K caMocrorremnofi pa6ore, AonlKeH
3HATb:

- HopvarI4BHbIe AoKyMeHTbI Iro BonpocaM BeAeHV,r apxr4BHoro rena B
yqpexAeHr.{u.
- flop'a4oK rlplreMa v cA'"v AoKyMeHToB B apxu B) r4x xpaHeHr4.s 14 [oJrb3o BaHkrfl
I4MLT.

- E4rznyro ro cyAapcrBeHHyro cr4creMy Aenonpor43BoAcrB.- flopr4or cocraBJreHr4f, onucarruit AoKyMeHToB rocro_rrHHoro
xpaHeHzr H aKToB o6 ynzvroxeHnu Aor(yMeHToB.
- flopr4ox o$opun eHtrfl ren H r.x rroA.oroBKr.r K xpaHeH vro u
- flopr4oK BeAeHra fl yrrer a z co craBJr eHLrfl orr{erHocrr4.
- Crpyrrypy y.rpe)K AeHLrn.
- OcuoeH opraHr43ar\vrv rpyna.
- flp an zn a g Kcnnya r arJuLr rexHr,rqe cKrrx cp eAcrB.
- llpanrana, HopMbr r{ rrHcrpyKrlr4r,r no oxpaHe rpyAa.
- cuoco6br oKa3aHr4.rr nepBoft uolrou{v np. HecqacrHbrx cJryr{a.sx.
- llpaauna BHyrpeHHero rpyAoBoro pacnopsAKa.
- llpanuna noxapHofi 6esonacHocrr4.

14 BpeMeHHOfO

14 CTIOJIb3OBAHVIO.



1'3' Bo BpeMf, pa6orrr Ha rJIaBHoro xpaHr4Tenr MoryT oKa3brBarb
ue6laronpu''THoe eos4eficrB'e B ocHoBHoM cneAyroqr4e orracHbre rz BpeAHbre
npor43BoAcrBeHHbre Qaxroprr :

naAarolul4e apxuBHble AOKyMeFITbT rrpz Lrx pa3MeuleHrzu Anfl xpaHeHL|fl,
Harrpr,rMep, Ha cTeJrJrDKe;

- szszvecKrre nepefpy3Krr, Harrpr{Mep, npkr rrepeHocKe AoKyMeHToB;
- HaxoxrAeHr4e Ha BbrcoTe, Halpr,rMep, Ha cTpeMrHKe;
- HeAocraror{Has ocBerrleHHocrr pa6oveft :ourr;

ocTpble KpoMKI4, IlrepoxoBaTocTu Ha IroBepxHocrz rrecrHnq, cTpeM.sHoK,
creJIJIDKefr, teleNex.

1,4. fnaeHrrft xpauurem o6.f,gaH:

- co6nro4arr llpanuna rpyAoBoro paclopqA Ka, yeraHoBJreHHbre B yqpe)K AeHkrv;- co6mo4arr rpe6o BaH:zfl AonxHocurofi urHcrpyKrlr4rr ;co6*o4arr rpe6onauzx uacrorulefr ro,arpynqrr, ur{crpyK.ruz o Mepax
u oN ap uo fi 6 es o n ac u o QTvr, z Fr crpyKrl r4U rro a,r e xrp o 6 a, o n ua, o ar, ;- npoxoAzrr o6yveHl4e no oxpaHe rpyAa c rrocJreAyorqefi npoBepKo ir suaHuirrpe6oeauufi oxpanbr rpyAa;
- Il_poxoAzrr o6yveHr4e rro oKa3aHr4ro nepBofi nonrorqr4 rrocrpaAaBrxr4M;
- 6esorrararenr'Ho coo6ularb Kyplrpyrc[]ero 3aMecrr.rrenr AprpeKropa o6o ecexcnyqaqx TpaBM, Mr4KpoTpaBM, npor4culeArxnx c rroArrI,IHeHHbrMlr B TeqeHr4epa60uero rHr' BKJrrOqar [pozcrxeAruze BHe reppr4 ropwuyqpexAeHr4r;
- 3Harb Mecra pacnonoxeHr4fl riepBurrHbrx cpeAcrB noxaporyrrreHr4fl Lr rryrzsBaKyauulr npkr noxap e ;

co6mo4arr [paBr4na rz.rHofi rr{rzeHbr TpyAa, pe)rs4M rpyAa 14 orAbrxa,coAepxarb B rrr4crore pa6ovee Mecro;
co6lro4arr Zncrpyrrax trnfl corpyAHr,rKoB uo

pacnpocrpaHeHkrfl KopoHaBr4py*rofr zu$exqzra covlD -7g sa
10.11 .2020.

npeAoTBpatlleHr.rro
pa6ouelr Mecre or

1'5' fnaeHrrft xpaHI{TeJIb, AonycrlrBt ui,t HapyrxeHr4e Lrrr. HeBbrrroJrHeHr,rerpe6onannfi r4HcrpyKrlLrr4 rro oxpaHe TpyAa, Hecer orBercrBeHHocrb B
c oorBercrBnu e 4efr crnyio qr4M 3 aK o Fr oA arerrb crBo M .

2. Tpe6onaHlafl oxpaHbr rpyla trepeA HaqaJroM paborrr

2' 1' llepeA Hatl€t''on'r pa6orrt rJraBHoMy xpaHrrrenro cJreAyer HaAerb cnerloAexAy,
rlpoBepl4Tb Halru.que cpeAcrB vHAuBuAyanrHofi 3aIru4TbI, MeAr.rrlr4Hcxofr arrrerrKrz
AJI-rr OKa3 aHu.rr n epB ofi ronao rq Lr, a r aKxe cp eA crB no)Kaporylre Hr{.s.

2'2' cneqoAexAa Aonx(Ha 6lrru coo'rBercrByroll{ero pa3Mepa, ,tucroir Lr He
crecH_rrrb 4nuxeHufr.

2.3. llpeN..e qeM npr4crynarr x pa6ore, cneAyer npoBeprrrb:



- cocrotHl4e lloMeuleHvrir apxuBa; npI4 Heo6xoAr,rMocrr{ cneAyer HaBecrz rrr4crory,
rroprIoK u o6ecleqr4Tb Harr],/Irrue cno6o4uux npoxoAoB:
- I4CrIpaBHoorb JIecrHt'It( a crpeM-rrHoK, a TaKxe cpeAcrB ua,rofi MexaH:[Ga|IHU.
NPI4MEH{CMbIX AJI.g NCPE MEtIl EHLIfl APXI4BII6IX AO KYMEHTOB.

2.4.lrasurtfi xpaHurenb Aonx{eH rLrrrHo y6egurtcx B ToM, r{To Bce Mepbr,
Heo6xo4zMble Anr o6ecue.{enz.q 6esonacHocrr4, BbrrroJrHeHbr.

2'5'lmsurtfi xpaul'TeJlb He AonxeH npr.rcryrrarb x pa6ore, ecrrr4y Hero uMerorcq
coMHeHI4-[ e o6ecne'IeHvrvr 6egonacuocrr{ npr{ Bbrrro rrHeHkru npeAcro.sqefr pa6orrr.

2'6' llpz o6HapyxeHun HelacnpaBnocrefi HeMeAneHHo coo6ulurr o
Hux HaqarbHlrKy MTOOIaO3.

2'7'frepel HaqanoM pa6orrt HyxHo ySegurrct B Aocraror{Hocrlr ocBerrleHr4,
pa6ovefi 3oHbr, oco6euso B TeMHoe BpeM, cvroK.

2'8' llepeA Harl€tlovr pa6oru rJIaBHoMy xpaHr{Tenro cJreAyer o6par'rb BHuMaHr.re
Ha paI{I{oH€LnbHyIo opraHl43aqzro pa6oqero Mecra, rroAroroBurr ueo6xonr4Mhre
TexHzrrecKrre cpeAcrBa u npoBepr{Tr zx pa6ory.

3. Tpe6onaHrafl oxpaHbr rpyAa Bo BpeMfl pa6oru

3.1. Bo BpeM.rr pa6oru uannufi xpaHr4Tenb orAena Aon)KeH:
- 6uG BO)KJILIB6IM, BecrrI ce6s cuorofino r4 BbrAep)KaHHo, zs6erarr r<ousrzr<THbrx
cutyaquit" Koropble Mofyr BbI3Barb HepBHo-oMorllroH€urbHoe Hanpq)KeHr4e v
orpa3r4Tb afl Ha 6esouacHocrlr rpyAa;
- 6u$ BHIrMareJIbHbIM, IJe orBJIeK ar; ar o'r Bbltror HeHufl cBol{x o6.qsauHo r,l;efi;
- co6nroAarb ycraHoBJIeHHbIe HopMbr nepeMerq eHr4fl (4na vryN l{vH u Nen11zH)
rsNecreft Bpyr{Hyro;

- I4CrIOJIb3OBarb LIcnpaBHbIe crpeMrHKLr 14 JIeCTHZTIbI, I4Meroqze cnerlr4anbHble
ycrpoficrBa or cKorbxeHz.q;

- cneAI4Tb 3a I4cIIpaBHocrbIo n ycrofivllBocrbro creJrrra)Kefi, uolrox An.rr xpaH eHufl,
apxrrBHbrx IoKyMeHTOB ;

- p€BMerrlarb Ha creJrJraxax raKr,rM o6pa:ovr, .rro6rr oHZ He Mer[€ilu pa6ore, u
ZCKNIOIIAIACb BO3MOXHOCTb VIX ilAllE]ts':/rfl ,

3.2. franuufi xpaHr4renb o6.f,saH noAAepxr,rBarb q,crory h noprAoK B
noMel]{eHvru apxvrBa.

3'3'Co6nroAarb c_noco6rt v [pl4eMbr 6esonacuoro BbrrroJrHeHr4r pa6or: He
3arpoMox4arr pa6oqee Mecro 6yvarawu Iz nocropoHHr4Mz npeAMeraMu 

- Bcro
AoKyMeHTaIIzrc neo6xo4ztr,to xpaHI4Tb B crrerlrzaJrbHo orBeAeHHbrx D,rrfl 3Tor.o
MECTAX.



3.4. B npoqecce pa6orbr 3arrpeulaercr:
noJrb3oBarbcf ueucnpanuoi rexrrzxor)i r4tru ocraBJrrrb 6eg npr4cMorpa

BKJrrOrreHHyro ann ap aTypy ;

- OTBJICKATbC{ TIOCTOPOHHI4MI4 AENAMLI 14 PA3|OBOPAMU;
- ocraBJrrrr 6es npr4cMorpa apxr4BHoe rroMerqeHr4e;

ZCIIOJIb3OBATb BMCCTO CTPEM.'IHKI4 UJIVI NCCTHI4qbI
(naupuuep, rrr{HKr,r, cryJrb.rr u -r. \.)i

cry.rafiurre npeAMerbr

- craHoBI4Tbc-f, Ha BepxHI4e cryneHl4 crpeMflHoK z necrHr4r-l Bo us6exauue [orepr4
ycrofi uznocrr.r u naqetufl;
- 6pocarr ruo6ue Marepl.I€ubl 14 AoKyMeHTbr c BepxHr4x rroJroK z creuaxefr;

nepelpy)Karb MarepI{aJIaMI'I V AOKyMeHTaMr4 Bbrrrre 4onycrurrlofi Ha Hrzx
Harpy3Kr4;

- xpaHrrrb AoKyMeHTbI HaBaJIOM V pa3Merrlarb r.rx BrrnorHyro K pal4a-topaM I{
rpy6au ororrreHrr.s;

- npor'r3BoAr4Tb Xaxori-LrH60 pevrour caMocrorreJTbHo.

3'5' Bcle4crnze roro r{ro 6olruras qacrb BpeMeHr4 nocBrrrreHa pa6ore Ha
KoMrIbK)Tepe, ueo6xoAHMo Kax{AbIe aBa lraca Aenarb nepepbrB na 15 Mr.rHyr Anf,
cHrrx{eHrrs yroMnseMocrr4 06u1e Szs nqe cKof o xapaKTep a.

3'6' C qenbro aHu)KeHufl 3pl4TenbHoro w KocrHo-MbrueqHoro yroMneHn.rr
IIoJIb3oBareJIIo cneAyer co6nro4arb ycraHoereHurrfi pe)Kr4M rpyAa z or4rrxa (Kf
nn3.2.,3.3., 3.5.), a raK)Ke BpeM.rr orAbrxa (K! un. 3,-7.,3.g.)

3 '7 ' 3a HapylueHze (uenrtIIoJIHeHIre) rpe6onanzfi uopnrarr4BHbrx aKroB o6 oxpaue
TPyAa fnaeHrrfi xpaHHTenb [pr,rBJreKaercfl K /Ir4cr]Lr[Jrr{uapuoft, a B
coorBercrByroqax cJlyqatx - Marcpaoilbt{oli tz yt'oLtonuoli orge,rc.rBeHHocrr4 B
noptAKe, ycTaHoBneHHoM 3aKoHoAaTeIIbcTBolr P@, JIoKaJIbHbrMr4 HopMaTr{BHbrMH
AKTAMI4.

3'8' llprz pa3MeqeHl4li apxI4BHbIX AoKyMeHroB Ha Mecrax xpaHeHr4r rJraeHrrfi
xpaHr4Tenb Aon)KeH yr{rrrbrBarb cneAyrorqrae o6u1r4e I]paBI4na :

NPI4 PA3MCU]EHI{H AOKYMCHTOB CNEAYCT NPI4H'Tb MEPb] IIPOTI,IB I{X
c aM onp or43 B O JrbHO f O C M e rrleHr{r, rp o c a I.Ku, fraTeHufl ;
- Me)KAy crenJlaxaMl{ Aonx{Hrr 6urr [peAycMorpeHbr npoxoAbr uruprauofi ue
ueuee 1 u:

AOKyMeHTbI cneAyer pa3Meqarb c yqeroM LlX MaCCbr u cloco6nocrz
4e0opn'rzpoBarbcf, rIoA Bo3AeftcrezeN4 BbrrxepacrroJroxeHHbrx Marepr4anoB.

3'9' llpz xpaHeHHH AoKyMeHroB Ha crenraxax peKoMeHAyercq r{x pa3MerreHr{e
rrprrMepHo OAZHaKOBO|O pa3Mepa.

3.10. B cnyrrae o6HapyNeHLrfl HerrpaBrrnbHo
AoKyMeHTos ueo6xoAr4Mo npaHqrb Mepbr K HX
ycTpaHeHrreM 3aMeqeHHbrx He.rIocTaTKOB.

pa3MerrleHHbrx l;nfl xpaHeHr4t
pas6opxe 14 yKnaAKe BHoBb c



3.ll.fnanHoMy xpaHurenlo cneAyer [pof,BJr.f,Tb ocropoxHocrb npr4 [epeHocKe
apxI4BHbIX AoKyMeHTon, uro6rr He cnorKHyrbc-a Bo BpeM.rr xo4r6u o Bo3Mo)r{Hbre
rrpenflTcTBr4.f,.

3.12.llpn uepeHocKe apxLIBHbIX AoKyMeHroB cneAyer co6ruo4arb ycraHoBJreHHbre
HOpMbr rrepeMerrleHHr (4JIf, nryxqr4T Lr xenqun) rsxecrefi Bpyr{Hyro.

3.13. [tx yMeHbIrreHI4t Ha[p,DKeHu.f, spe,,ufl cneAyer ycraHoBr4Tb Ha gKpaHe
MoHLITopa oIIrI4MaJIbHrtfr qnerosofi pex{I4M (ecnvr raKafl Bos\4oNnocrb r4Meercx);
npu sToM peKoMeHAyrorc-[ HeHacbrrrleHHbre rlBera: cBerJro-3eleurrfi, xeJrro-
seleHufi, )Kenro-opaHxeertfi, )KeJlTo-ltopzvuenrrfi; rro Bo3MoxHocrr4 cneAyer
us6eraTb HacbIIrleHHbIX IIBeron, oco6eHHo KpacHofo, clrHefo, rpKo-3eneHoro.

3.r4. C qenblo cFIrr)KeHI4f, 3plzrenbHoro v KocrFro-MbrrrreqHoro yroMneHr4f,
IIoJIb3oBareJIIo cneAyer co6nroAarb ycraHosreHHrrfi pe)ro4M rpyAa rz or4rrxa (K!
nn3.2., 3.3., 3.5.), u raK)Ke BpeM.rr orAbrxa (K! nu. 3.7 ., 3.g.).

4. Tpe6oear.lr.fl oxpaHbr rpyla n anapufiHbrx crryaquflx.

B cnyvae qpe3Bblqafisoro nporzcrxe crBLrfl (o6cro.areJrbcrBa, npr4 Koropbrx
HeBo3MoxHo BbIIIoJIHeHze apxI4BoM B rroJrHoM o6reue Bo3JroxeHHbrx Ha Hero
3aAaq B coorBercrBur4 c rpe6oeanuflMr llpanul v Apyrzx HopMarr4BHbrx
npaBoBbIX aKToB, co3AaeTcf, yfpo3a XLI3HI{ I4 3AopoBrro mo4efi, coxpaHHocTr,r
apxr4BHbrx AoKyMeHTOB apXLrBa) rlaeurfit xpauuTeffi o6ssaH :

4' 1' B avapuitnofr o6craHoBKe cne/Iyel orroBecrtar'r o6 onacHocrr4 oKpyxarcqvx
lrcAefr z AeficrsoBarb B coorBercrB:aLt c rrJraHoM nr4KBr{AarInu anapuit.

4.2. Bce caMocrof,TeJlbHo npI4HI4MaeMbre Mepbr AoJrxHbr 6rrrr HarrpaBJreHbr, B
nepBylo oqepeAb, Ha cnaceHue )KI43HkI I4 coXpaHeHI'Ie 3AopoBb.s nro4efi.

4 .3 . leitcrByr caMocro.rrreJrbHo, rraeHrrfi xpaHlrrenr o6.qsaH :

- HeMeAJreHHo npeKparr4rs pa6ory;

- tIpI4H.[Tb Mepbl An.a gBaKyarJ[u rrc4efi r,r3 onacHofi aourr, npeAorBpar]JeHvrfl
norraAaHr4x 1rc4efi B onacHyro 3oHy;

- rrocraBr{Tb B r43BeCTHOCTb O CnyquBrueMc.rr pyKoBo.qcrBo apxr,rBa;

- o6craHoBKy Ha Mecre aBapuv coxpaHr4Tb B HenpnKocHoBeHHocrr4, ecrvoro He
yrpoxaeT xn3Hr.r r4nz 3AopoBbro 1rc4efi;

- oKa3arb nocrpaAaBlxlrM nepBylo 4oepave6Hyro noMorr{b, npz neo6xoAr4Mocrr.r
Bbr3Barb 6purapy cropofi noMorrlr4 no reneQony 103.

4 . 4 . rrpu Bo3HrrKHoBeHar4 rroxap a r4Jrr4 Bo3ro paHufl oG szaru:
HeMeAneHHo Bbr3Barb noxapHyro cnyx6y ro rene$ony 01,10| umt ro

coroBoMy 101, 112.npu BbI3oBe Ha3Barb aApec 14 Mecro, fAe Bo3Hr4K rroxap, nyrrd
rroAbe3.qa, Q arrrulrzro 3BoHuBrrrero.



- 
TIPI4HtrTb MEPbI TIO 9BAKYAIITII{ JIIOAEfi NS gOHrT NOX{APA;

- 
[pI{H.[Tb Mepbl K TyIIIeHI4IO I'I JILIKBI4]]{aIIVV no]Kapa nepBr4qHbrMr4 cpeAcTBaMr4

IIoxapoTyarcHkrfl;
_ NPI,IHf,Tb MEPbI NO COXPAHHOCTH MATEPII€IJIbHbIX IICHHOCTCfi.

4.5.B auryar\uflx, yrpox(arcqlrx xlr3Hrr u 3AopoBbrio noKr.rHyrb ouacsuft
rracToK.

4.6. B cnyqae ro.aBJIeHLIt HeLIclpaBHocrr4 e pa6ore KoMrrbrorepa, nocropoHHero
IIIyMa, I'ICKpOHIIfl u 3AIIAXa fapu' HeMeAneHHo OTKIIOqI4TI OneKTponpZ6Op Or
gJleKTpocerkr kr coo6ql,Irr o6 3ToM cLIcreMHoMy aAMLrHr4crparopy yqpex AeHufl.
Pa6ory [poAoJDrarb roJIbKo IrocJre ycrpaHeHLrf, Bo3nLrKmeft 

"i".nf u"Hocrr4.

4.7. llp" roJIyqeHLII,I TpaBMbI HeMeAJreHHo o6parzrrcr 3a MeAZrIr4Hcro[
noMorrlbro z coo6rqurr o6 sroM Ar.rper(Topa yqpexA eHufl.

4.8. fnaeHrtfi xpaul4reJlb AoDKeH opraHlr3oBarb oBaKyarlurc yHr4K€LnbHlrx, oco6o
IIeHHbIX AoKyMeHToB Lr crpaxoBoro SoH4a, corJlacoBaHHo c Kypr4pyroulLrM
3aMecTr4TeJreM ALrpeKTOp a apxvBa.

5. Tpe6onaHr.rfl oxpaHbr rpyaa ro oKoHqaHrtr pa6orrr

XorxeH:
5.1. llpuaecru B nopr.qoK pa6ovee Mecro.
5.2. llporepzrr nporl4Borlox{apHoe cocrof,Hr4e r<a6unera, orKrroqr4Tb
eJreKrporpu6opu u pa6oraroqyro anraparypy, 3aKpbrrb ABepb.
5.3. Brrxnroqn'rr cBer, orKJrrorlrrb no"4rqro"ap (a cnyqae uattuuux),
peur4pKynf,rop 14 3neKrpoupudoprr.
5.4. Cusrb cnerloAeNAy.
5.5. TrqareJrbHo BbrMbrrb pyKr,r c MbrJroM.
5.6. 3ar<purb oKHa r4 ABepr4.



Jlucr o3HaKoMJreHvrfl.

c r4HcrpyK\uefi no oxpaHe rpyla

Nb

lIII.
o.ll.o. Aolxuocru [o,qnucr [ara

/ l*rrr.-r4. ./t 4 4.1 . M A'ral. /'ai


