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XPAHUTEJIA ®OHIA OTAEJIA )
OPTAHM3ALMUU XPAHEHUS JOKYMEHTOB 1 YYETA

1. O6mue TpeGoBaHHs OXPaHbI TPyAA

1.1. K BbImosnHeHMIo paGor XpaHuTeleM (GOHZA OTAela AOMYCKAIOTCS IIHIA,
VMEIOIe BbICIIee NpodeccHoHanbHOEe o00pa3oBaHHE W CTaX paboTel IO
COOTBETCTBYIOLIEMY MNPOQHIIO YYPEKAEHHS He MeHee 2 Troja, NPOIIEIIne
MEIUIMHCKUI OCMOTp, BBOAHBIA ¥ NEPBUYHBIH MHCTPYKTaXH II0 OXpaHe TPYyHa,
o0yueHre O€30IacHBIM MeTOJaM Tpy/la, NPOBEPKY 3HAHUM, HHCTPYKTaX IO
IIO)KapHOM 0€30I1aCHOCTH U 3JIEKTPOOE30MaCHOCTH.

1.2. Xpanutens dboHaa oTA€EMa JOIKEH 3HATE:

- 3aKOHBl M HOpDMATHBHbIE [paBoOBble aKThl Poccuiickoit ®enepanum,
perTaMeHTHPYIOIINE OTHOIIEHUs B cpepe apXUBHOTO Jea;

- HOPMaTHUBHBIC ¥ METOJUYECKHE TOKYMEHTBI, KaCatoIUecs e TeIbHOCTH apXUBa;
- COCTaB M CONEPIKaHUE KOMILIEKCA JOKYMEHTOB, XPaHSIIUXCS B apXHBE;

- CUCTEMBI XpaHEHHUS U KJIACCU(PUKAIUK apXUBHBIX JOKYMEHTOB;

- HOpPMaTHMBBI YCIIOBHM H pEXMMOB XPaHEHHS [IOKYMEHTOB U MHKpodopma
CTpaxoBoro ¢oHAa;

- BU/IbI CIIPABOYHO-IIOUCKOBBIX CPEJICTB apXHUBa;

- OCHOBBI TPY/I0BOT'O 3aKOHOAATENbCTBA,

- OCHOBBI OpPraHU3alUH TPY/Ia;

- MOPSAIOK COCTABJIEHUS IIAHOBO-OTYETHON TOKYMEHTAIINH;

- OTEYECTBEHHBIN U 3apyOeHbIH ONBIT B 00NacTH obecrieueHuss COXPAaHHOCTH U
rOCyIapCTBEHHOI0 y4é€Ta JOKYMEHTOB;

- OCHOBEI JOKYMEHTALIMOHHOTO 00eCTIeUeHUS YIIpaBICHHUS;

- OCHOBBI IIPUMEHEHUS KOMITBIOTEPHOM TEXHUKH;

- IpaBHUJIa BHYTPEHHETO TPYAOBOIO PACIIOPsIKa;

- IPaBHUJIa, HOPMBI U HHCTPYKIMHU IO OXPaHe TPY/Ia;

- CIOCOOBI OKa3aHUs TIePBOI TOMOIIY TP HECHUACTHBIX CIIyYasx;



- IpaBUJIa [10’KaPHOM GE30IIaCHOCTH.

1.3.Bo Bpemss paboTel Ha XpaHHUTEA QoHIOB oOTHENA MOIYT OKa3BIBATE
HeOJIArONpPHATHOE BO3AEHCTBHE B OCHOBHOM CIIEIYIOUIHE OIaCHBIE H BpeIHBIE
IIPOU3BOACTBEHHEIE (DAKTOPHI:

— Tajalomue apXuBHbIE IOKYMEHTBI 0[PHU HX pasMEIIEHWH JUIs XpaHEHHS,
HalpuMep, Ha CTeIlJIaxe;

— (usHUeCcKHe TIeperpy3KH, HAPUMED, IIPH [EPEHOCKE JIOKYMEHTOB;

— HaX0XXJCHUE Ha BBICOTE, HAIpUMeED, Ha CTPEMSHKE; '

— HEJIOCTaTOYHAsl OCBELIEHHOCTH paboueii 30HBI;

— OCTpbI€ KpOMKH, LI€POXOBATOCTH HA I[OBEPXHOCTH JIECTHUIL, CTPEMSHOK,
CTEIIaXEeH, TEJIEXKEK.

1.4, Xpanurens Gonmga oraena o6s3amn:

— cobmopats [IpaBuina TpyaoBoro pacnopska, yCTaHOBJICHHBIE B OPraHU3aliH;

— co0moaaTh TpeGOBaHMS JOIKHOCTHOM UHCTPYKIIWH;

— co0momatk TpeOOBaHMA HACTOSIIEH UHCTPYKLHHU, HHCTPYKIUH O Mepax
NOXapHO# 0€30MacCHOCTH, MHCTPYKIMH 10 3JIEKTPOOE30NaCHOCTH U HeE JIOIyCKaTh
HapyIIeHUs 3TUX TPeOOBAaHUH APYIMMH pabOTHUKAMY:,

— NPOXOAUTH OOy4YEeHHE MO OXpaHe TPyAa C IHOCIeAYIOIIeH [IPOBEPKOU 3HAHUHI
TpeOOBaHHUIT OXpaHbI TPy Aa;

— 0e3omrarareapHo cooOIaTh Ha4aJIbHUKY OTIHena 000 BceX CiydasX TpaBM,
MHKpOTpaBM, IPOUCIICAIINX B TeueHUue paboduero mHs, BKIIOYAs MPOMCILE/IIINE
BHE TEPPUTOPHUHU YUPEIKACHNUS;

— IIPOXOJUTE O0YYEHHUE TT0 OKA3AHUIO TIEPBOI TOMOLIH [IOCTPaAaBLINM;

— SHATH MECTa DACIOJIOKEHUA IEPBHYHBIX CPEJACTB IOXKAPOTYUIEHUS U IYTH
9BaKyalUy NpH IOXKape;

— A TpeAyNpexAeHHs HeOJaronpusaTHOIO BO3ACHCTBHS Ha 300pPOBbE
Ha9albHUKY OTZAeNa CIEeJyeT IOJb30BAThCS CPEeNCTBAMH  MHAUBHIYaTbHOM
3QIIHTEL

— coOmonaTh MpaBuia JHYHON THUIUEHBI TpyZla, PEeXUM TpyJa H OTABIXa,
COZICPXKATh B UUCTOTE pabodee MecTo.

1.5. Xpanurens ¢oHaa otnena o6s3aH BBIIOJIHATS TpeOOBaHUs pexxuma pabodero
BPEMEHH M BPEMCHH OT/bIXa NPHU BBINOIHEHMH COOTBETICTBYMOIMX pador (KJI
mn.3.2., 3.3, 3.5.), a Taxxe Bpems otasixa (KJI om. 3.7., 3.8.).

1.6. Xpanurens ¢onga ormena usBemiaer 3aBE/IYIOIIETO apXUBOXPAHHUIIUIIEM O
1000  CcHTyanuy, YIpOXaloUled JKM3HH U 370POBBIO JIONEH, O KaXXJIOM
HECUACTHOM cCJiy4ae, MPOUCLICIIIEM B YUYPEXKACHHH, 00 YXY/IIEHUH COCTOSHMS
CBOCTO 3[I0POBBS, B TOM YHCII€ O HPOSIBJICHUH ITPU3HAKOB OCTPOTrO 3a00JIeBaHMS.

1.7.Ecn ¢ keM-mn00 u3 pabOTHHMKOB IIPOM3OLIET HECUACTHbIH clly4ail, TO
MOCTpajaBlIeMy HEOOXOAMMO OKa3aTh [IEPBYIO IIOMOLIb, COOOHIMTH O



CIIyduMBLICMCS  3aBCAYIOIIEMY  ApXUBOXPAHUIIHMIIEM OTAE/Ia HU  COXPAHUTH
06CTaHOBKy IIPOUCIIECTBUA, €CJIU 3TO HE CO34AET ONNACHOCTHU I OKPYXKArOoUInX.

1.8. Xpanurenp ¢oHAa OTAeNa, MOMYCTUBINMNA HapylIeHHE HIHM HEBBIMOJTHEHHE
TpeOOBaHUI MHCTPYKUMH T1I0 OXpaHe Tpyla, HeCeT OTBETCTBEHHOCTh B
COOTBETCTBHH C JIEHCTBYIOIIUM 3aKOHOIaTEILCTBOM.

2. TpeGoBaHusa oxpaHbl Tpyaa nepea Ha4aa0M paboThl
Ilepen HayaioM pabOTHI XpaHHUTENh POHIA OTAENA HOIKEH:

2.1. Hazmers cHemojexnay (crenofexjga MJODKHA OBITh COOTBETCTBYIOIIErO
pasmepa, YMCTOM M HE CTECHATHb [BHXEHHH), IPOBEPUTh HAJIUYHE CPEACTB
UHIMBUTyaJIbHOH 3aIlIUThI, MEUIIMHCKOM alTeUKH A/ OKA3aHUs NePBOH MMOMOILH,
a TaKKe CPeJICTB M10XKAPOTYIICHHS,

2.2. TIPOBEPHUTH COCTOSIHME IIOMEIIEHHH apXWBa; MpU HEOOXOMUMOCTH CIEIYET
HAaBECTHU YUCTOTY, MOPAAOK U 00eCednTh HATNUYUe CBOOOIHBIX ITPOXO/I0B;

2.3. NmpOBEpUTH MCHPABHOCTL JIGCTHUIL W CTPEMSIHOK, a TaKKe CPEACTB Majoi
MeXaHHU3aluy, IPUMEHAEMBIX JUIS IepeMellleHUs apXUBHbIX JOKYMEHTOB;

2.4, nu4HO yOeAUTHCS B TOM, YTO BCE€ MeEphbI, HEOOXOMUMEIE I OGEecIedeHus
0€30IMaCHOCTH, BEIITOITHEHE,

2.5. ybenuThes B JOCTATOYHOCTH OCBEIIEHUS pabodeil 30HbBI, 0OCOOEHHO B TEMHOE
BpEMS CYTOK;

2.6. oOpaTuThb BHUMaHHE Ha pPAIMOHAIBHYIO OpPraHU3AIHIO pabouero MecTa,
IOATOTOBUTH HEOOXOAUMBIE TEXHUUYECKHE CPEJCTBA U IIPOBEPUTE UX paboTy.

2.8. Xpanutenb QoHIA OTHeNA HE JIOJDKEH NPUCTYNATh K paboTe, eCciM y Hero
MUMEIOTCS  COMHEHUs B oOecrieyeHuM O€30MaCHOCTH TPH  BBIMOJHEHHUH
npeacTosien padoThl. '

2.9. B nepron pacnpocTpaHeHHs HH(PEKIHMOHHBIX U BUPYCHBIX 3a00JI€BaHNM, B T.4.
KopoHaBupycHol uHGekuun COVID-19, nomxkeH ctporo coGmonaTh CaHUTapHO-
T'HTMEHUYeCKHe, 3allIUTHBIe MEPHI.

3. TpeGoBaHus oXpaHbl TPyAQ BO Bpemsi paboThI

3.1. Bo Bpemst paboThl XpaHuTe b GOHAA TOTKEH:



— OBITH BEXJIUBBIM, BeCTH ce0si CIOKONMHO U BhIAEpkKaHHO, U30erarb KOHGIUKTHBIX
CUTyallul, KOTOpbIE MOTYT BbI3BaThb HEPBHO-OMOLMOHAJIBHOE HANPSIKEHUE U
OTpasuThCs Ha 0€30IIaCHOCTH TPYAa,

— OBITh BHUMATEJIbHBIM, HE OTBIIEKATLCS OT BHIIIOJTHEHUS] CBOUX O00S3aHHOCTEH;

— HCIIOIB30BaTh HCIIPABHBIE CTPEMSHKU U JIECTHHIBI, UMEIOIINE CIIeliUabHbIe
YCTPOKCTBA OT CKOJIBKECHUS;

— CJIEIWTH 33 UCIPABHOCTBIO U YCTOWYMBOCTBIO CTEUIAXKEHN, TTOJNOK AJI XpaHEHHUs
apXUBHBIX JOKYMEHTOB.

— IPOSABIATE OCTOPOXKHOCTH IIPU IIEPEHOCKE APXMBHBIX JOKYMEHTOB, YTOOBI HE
CIIOTKHYTHCSI BO BpeMs XOA50bI O BO3MOJXKHEIE TIPS TCTBUS;

— cobntofaTh YCTAaHOBJICHHbIE HOPMBI IepeMelleHus (IS MY)KYHUH U JKCHIIWH)
TSDKECTEN BPYYHYIO.

3.2.Ilpn pa3melleHUM apXUBHBIX AOKYMEHTOB Ha MeCTax XpaHeHHUs XpaHUTEeIb
doHIa oTAeNa JOMHKEH YYUTHIBATh ClIeAYIOLIHe O0IIMe mpaBmIa;

— Ipu pasMElIeHHWH JOKYMEHTOB CliefyeT MPHHATH Mepbl NPOTUB HUX
CaMOIIPOU3BOJIBHOI'O CMELLIEHHUS, TPOCAIKU, TaJICHUS,

— MEXAY CTelNakaMu IOJDKHBl OBITh MPeLyCMOTPEHbl NMPOXOABl LIUPUHONU HE
MeHee 1 M;

— JIOKyMEHTBI CIIeJyeT pa3MellaTh C YYeTOM HX MacChl U CHOCOOHOCTH
J1e(OpMHUPOBATHCS IO BO3/IEHCTBUEM BBIIIEPACIONOKEHHBIX MaTePHAJIOB.

3.3. HpI/I XPaHCHUHU OOKYMCHTOB Ha CTCIUIAXKAX PCKOMCHAYCTCA MX Pa3MCUICHUC
MPUMECPHO OJAUHAKOBOTI'O pa3Mepa.

3.4.B cinydae oOHapyXeHHs HeNpaBWIbHO pa3MELIEeHHBIX Il XpaHEHUs
JOKyMEHTOB HEOOXOIHUMO TPUHATH Mepbl K UX pa3bopke M YKJIaJKe BHOBB C
yCTpaHEHHEM 3aMEYEHHBIX HEOCTAaTKOB.

3.5. B ciywae 3anojHeHUs Ae3uHGPEKIMOHHBIM PacTBOPOM KOBPUKOB Y BXOJa
apXUMBOXpPAaHWJIMILA,  J0JDKeH  00s3aTelbHO  Ipeaylpexaarb  OCTalbHBIX
COTPYAHUKOB 00 3TOM, YTOOBI U30€KaTh CKOJILKEHHUS ¥ AJCHHUS.

3.6. Bo Bpemst paGoTh! xpaHuTeNb GoHIa OT/eNa He TOJDKEH:

— OCTaBJSITh cBoe pabouee MeCTO; 3TO JOIYCKAeTCs TOJbKO C paspelleHUs
HEMOCPEACTBEHHOIO  PYKOBOJAUTENs  (HauajJbHHUKA  OTAeNa, 3aBeAyHOLIEro
apXUBOXPaHUIHUILE);

— HCHOJIb30BaTh BMECTO CTPEMSIHKM WM JIECTHUIIBL Clly4alHble IIpeaMeThI
(HampuMep, SIIUKH, CTYJIbS U T. I1.);

— CTAHOBHTHCS Ha BEpXHHUE CTYIEHH CTPEMSHOK U JIECTHUI] BO U30exkaHue NOTEepH
YCTOWYMBOCTH U TTAICHHUS;

— Opocarts Jro0ble MaTepHasbl U TOKYMEHTB! ¢ BEPXHUX MOJIOK U CTEJIIaXeH;

— Ieperpyxatb MaTepHanaMd M JIOKYMEHTAMHU BBILIE JOIMYCTUMOW Ha HUX
Harpy3Ku;



— XpaHUTH NOKYMEHTBI HAaBaJloM M pasMellarh MX BIUIOTHYKO K pajuaTopaM H
TpyOaM OTOILICHUS;

— BKJIFOYATh 3JIEKTPOIPHOOPEI, KOTOPBIE 3aNpellieHbl K SKCILTyaTalllH.

- KOHLeHTpauus Hanomautenst (JInsohopmun) ams ne3rH(EKUMOHHOTO KOBPHKa
He TOJDKEH IIpeBbIaTh Belme 1%.

3.7. ApxuBHEIE JOKYMEHTHI HY)XHO pa3MeLlaTh HA CTEUIAXAaX TAKHM obpazom,
4TOOBI OHU HEe MeIIany paboTe, ¥ UCKITI0YANach BO3MOXKHOCTE MX MaeHHUS.

3.8. Ilomewerne s pa3sMelleHHs apXuBa JOJDKHO OBITL o00ecrneueHo
NEPBUYHBIMU CPEACTBAMH NOXKapOTYUICHUS, yCTAHOBKOM MOXXAPHOH aBTOMAaTHKH,
TesiehOHOM U aIllTeUuKOM TSI OKa3aHUs NEPBOH IIOMOLLIH.

3.9. Pabouee MecTo momb30BaTeNs INepPCOHATBLHBIM KOMITBIOTEPOM  ClieyeT
000py10BaTh MOJACTABKO A/ HOT, MMEFOIIel mupruHy He MeHee 300 My, rmyGunHy
He MeHee 400 MM, peryJMpoBKy MO BbicoTe B Ipefeiax a0 150 Mm u mo yrily
HaKJIOHA OIIOPHOU MOBEPXHOCTH MOCTABKHU 710 20°.

3.10. st yMeHbUIEHHS HaNpsHKeHUs 3peHHsl CIeNlyeT YCTaHOBHTH Ha 9SKpaHe
MOHHUTOpa OITUMAJIbHBIN IIBETOBONW peXXUM (€CIIM TaKas BO3MOMXKHOCTE MeeTCs);
IIpH 3TOM PEKOMEHAYIOTCS HEHACHIIIEHHBIE LBETa: CBETIIO-3€JICHBIN, KEeNTOo-
3€JIEHBIN, JKEITO-OpaH)KeBBIi, XKENITO-KOPUYHEBBIH; 10 BO3MOXXHOCTU CJIEyeT
u30eraTb HaCHILIEHHLIX [[BETOB, 0COOEHHO KpacHOI'0, CHHEr0, IPKO-3eJIeHOTO.

3.11. Ilpon3BoaUTE KaKoi-11u60 PEMOHT CAMOCTOSITENBHO 3aIpelnaeTcs.

3.12. Tlpu OOHApyXCHHHW HEHCIPABHOCTEH HEMEMIEHHO COOOLIATH O
HUX HadabHUKY MTODuO3.

3.13.C Uuenpr0 CHIDKEHHS 3PUTENHLHOTO M KOCTHO-MBIIIEYHOTO YTOMJICHHUSI
TIOJIB30BATENIO CIIENYeT COOIIONATh yCTaHOBIEHHELH pexuM Tpyna u otasixa (K]
nn.3.2.,3.3., 3.5.), a Taxoxe Bpemst otabixa (KJI mm. 3.7., 3.8.).

4. TpeGoBanusa oXpaHbI TPy/Aa B aBaAPUIHBIX CHTyaUusX.,

4.1. B aBapuiiHOi 06CTaHOBKE ClIEyeT OIMOBECTUTH 00 OMACHOCTH OKPYKaroIIuX
JIOZIEW U AeHCTBOBATH B COOTBETCTBUH C IIJIAHOM JTUKBUJALUU aBapuil.

4.2. Bce caMOCTOATENIBHO IIPUHEMAaEMBble MEphI JOJKHBI OBITh HAmpaBlIe€HEl, B
NIePBYIO OY€pelb, Ha CIIACEHHE XKU3HU M COXpPaHEHHE 3]J0POBbS JIFOJCH.

4.3. JIeficTBYSI CaMOCTOSTENbHO 3aMEeCTUTENb HaualbHUKA oraena obg3an:

— HeMEIJIEHHO IIPEKPaTUTh pabory;

— [pUHATH MEPbI 1Jid 3BaKyalllH JIFOJAEH W3 OMAacHOH 30HbI, MPeIoTBPAaLIEHUS
TIONIa/IaHus JIFOJEHN B OIIACHYIO 30HY;

— IIOCTaBUTh B U3BECTHOCTE O CIIyYUBIIEMCS PYKOBOZCTBO;



— 00CTaHOBKY Ha MecTe aBaphu COXPAHHTh B HEMPHKOCHOBEHHOCTH, €C/IH 3TO He
YTPOXKaeT KU3HU UJIU 3AOPOBBIO JIIOIEH;

— OKas3aTh II0CTPAJABLINM MEPBYIO HOBPA4eOHYIO ITOMOILIb, P HEOOXOTUMOCTH
BBI3BaTh OpUragy CKOpoi nomor 1o tenedony 103.

4.4. Ilpy BO3HUKHOBEHUY II0XKapa UM BO3TOPaHUs 00sI3aH:

— HEMEIUICHHO BBI3BAaTh MOXapHyro ciyx0y mo Tenedony 01,101 wim no
corosomy 101, 112. Ilpu BBI30Be Ha3BATHL afpec U MECTO, Il BO3HUK IoXap, ImyTu
noJbe3aa, GaMUTHIO 3BOHUBILIETO; |

— NMPUHATE MEPBI 10 3BAKYyallUK JTI0JIel 13 30HBI T0XKapa,

— HPUHATH MEPBI K TyIIEHHIO U JMKBUIAIMY 10)Kapa MEePBUYHBIMU CPENCTBAMU
[I0’KAPOTYIIEHUS.

4.5. B cuTyanusx, yrpoxaroLux KU3HA U 30POBBIO;
- IOKMHYTE OITACHBIM yYaCcTOK.

4.6. B ciiyyae mosBIeHNs HEWMCIPABHOCTH B paboTe KOMIIBIOTEDA, IIOCTOPOHHETO
IIyMa, MCKpEHMS W 3amaxa rapv, HeMeJIEHHO OTK/IIOYUTH JJIEKTPONpPUBOp OT
BIIEKTPOCETH U COOOIIHUTH 00 3TOM CHCTEMHOMY aAMHHHCTDPATOPY YUPEesKICHHUS.
PaGoty npozomkaTh TONbKO TOCIE yCTpaHeHHs BO3HUKIIEH HEHCIIPAaBHOCTH.

4.7. Tlpu mnonydeHWH TpaBMbl HEMEJIEHHO OOGDPATHUTHCS 38 MeULHHCKON
TIOMOUIBIO U COODIUUTE 00 3TOM IMPEKTOPA YUPEKICHHUS.

4.8. OTBeTCTBEHHBIH XpaHuTenb (DOHJIOB HOKEH CONeHcTBOBATH OpraHu3aluu
SBaKyalluy YHHKaTbHbIX, 0CO00 HEHHBIX JOKYMEHTOB U CTPAXOBOI'0 (OH/IA.

S. TpeGoBaHus 0XpaHbl TPyJa N0 OKOHYAHHH PaGOTHI

Hosxen:
5.1. IlpuBecTtu B mopsok pabodee MECTO.
5.2. TIpoBepUTH TPOTHBOMOXAPHOE COCTOSHUE KabHHETa, OTKJIFOYHUTh

3NIEKTPONPUOOPbI ¥ PabOTAIOIILYIO ANlIapaTypy, 3aKPhITh JBEPb.

5.3. BBIKIIOYHTE CBET, OTKIIOYUTH KOHJULMOHED . (B CIy4yae HaJIA4Hs),
PELMPKYJIATOP M 3NEKTPOHPUOOPHI.

5.4. CHATB cenonexay.

5.5. TmarensHO BEIMBITE PYKH C MBLIOM.

5.6. 3aKpBITh OKHa U JIBEPH.
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