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Pyrvrrurqen

1. O6que rpe6oeaurrfl oxpaHbr rpyAa

1.1. K BbrrroJrHenuro pa6or rJraBHoro xpaHvrrenfl. apxvrBa AonycKalorc.t JII4ua He

MoJroxe 18 Jrer, LrMeroulr4e Bbrcruee upo$ecclroH€urbHoe o6pa:onaHne v crax
pa6oru Ha pyKoBoArrr{r4x AoJixHocr.rrx B coorBercreyroulefi npoQznro
opfaHr43arlr4r4 orpacnr4 He MeHee 5 rer, nporxeAlxl{e MeAI4III4Hcxuit ocMorp,
nno4nrrfi z nepBrzqsrtit uscrpyKTa)Kr4 no oxpaHe rpyAa, o6yvenrae 6esonacHH\d
MeroAaM TpyAa, [poBepKy snauuit, LrHcrpyKTax ro [oxapHofi 6esonacHocrrr 14

3 JTeKTpOO e3orr aCH O CTLr.

l.2.frar;nstfr, xpaHureJrb, 4onyrqeHnrrfi K caMocro.areruuofi pa6ore, Aonx{eH
3HaTbl

- HopMarr,lBHbre AoKyMeHTbr Iro BonpocaM BeAeHIrt apxl,lBHofo 4ena B

yqpex(AeHr4r4.

- flopx4oK rrpLreMa Lr a4a.tu AoKyMeHToB B apxvrB) Lrx xpaHeHufl, I,I rloJrb3oBaHtrfl,

VTMI/.

- E4znyro rocyAapcrBeHHylo cl4creMy Aenonpol43BoAcrB.
- flopr4or cocraBJreHur onw.carunfi AoKyMeHToB rrocrotHHoro v BpeMeHHoro

xpaHeHr4-rr 14 aKToB o6 ynzuroxeHlll{ AoKyMeHToB.
- flopx4ox o$opnaneHnfl, Aen r{ r{x noAroroBKr{ K xpaHeHkrro v ucronb3oBaHl4ro.
- llop.a4oK BeAeHLr.rr yqera Lr cocraBJleHllt orrlerHocrrl.
- Crpyrcrypy yqpe)K AeHvrs'
- OcHosrr opraHr,r3ar\r4r4 TpyAa.

- flpaezra oKcrrnya r ar\w rexHI4rIecKI4x cpeAcrB.
- llpanzna, HopMbr r4 r4HcrpyKrlr4r4 rlo oxpaHe rpyAa.
- Cnoco6br oKa3aHl4-f, nepBofi uouou{Lrtrpu HecrIacrHbIX cflyqatx.
- llpanzna BHyrpeHHero rpyAoBoro pacnoprAKa.
- llpanzna ro)KapHofi 6egouacHocrlz.



1.3. Bo BpeM.rr pa6otr Ha rJraBHoro xpaHr,ITenf, Moryr oKa3blBarb

ne6laronpr4f,THoe nos4eficreue B ocHoBHoM cneAyloque o[acHble rI BpeAHbIe

npou3BoAcrBeHHbre Sarroprr :

naAaroulr4e apxr,rBHbre AoKyMeHTbr npv vx piBMeIrIeHI,II4 Anfl xpaHeHufl.,

Hanpr4Mep, Ha creJrJra)Ke;

- Qzsu.recKr4e neperpy3Kur, HanpvMep, npl4 rlepeHocKe AoKyMeHToB;

- HaxoxtAeHr4e Ha Bbrcore, Harrpl4Mep, Ha crpeM-[HKe;

- HeAocrarorrHa.q ocBeuleHHocrr pa6ovefi s ourt ;

ocTpble KpoMKr4, rxepoxoBaTocTr,r Ha noBepxHocTl4 .JIeCTHI{IL cTpeMf,HOK,

creJlJlalxefi , terexer.

1.4. ltrs, rpeAyrpe)KAeHI4t He6laronpl4f,rHoro nos4eficrnzr Ha 3AopoBbe

rnaBHoMy xpaHr4Tenro cneAyer rroJrb3oBarbcr cpeAcrBaMu Lrn4vrBvr4yalruofi
3arqr4Tbr.

1.5. [u [peAyrrpe)KAeHr.rr Bo3Mor{Hocrr4 Bo3Hr4KHoBeHkrfl, no)Kapa B uoMelqeHnflx
apxuBa r.rraeHrrfi xpaHr4TeJrb AonxeH co6ruo.{ars rpe6onauux uoxapnofi
6esouacHocrr4 caM vr He AonycKarb HapyrxeHr4r orr4x rpe6onanzfi ApyrI4MI4
paooTHrrKaMr,r.

1.6. EegorrarareJrbHo coo6ularr Kypr,rpyrcqeMy 3aMecrureJllo u Hav€uIbHI4Ky

orAeJra opraHu3arl oHHo-upanonofi pa6oru o6o Bcex cnyqaflx rpaBM,

Mr4KporpaBM, rrpotrcrxeArur4x c noAqr4HeHHbIMI4 B TeqeHHe pa6ouero AHfl, BKJIIoqat

npor{crxeArur4e BHe reppuropuz yqpexAeHl4r;

1.7. fnasHufi' xparu,rreJrb o6sgau co6moAarb rpyAoBylo u [poI43BoAcrBeHHyIo

AarcrJunnttry, llp anun a B Hyrp eHH ero rpyAo B o ro p acn op fl AKa.

1.8. Ecnz c xeu-lu6o r43 pa6oruuron npor.r3orxen nec.IacrHrIfi ctryuait, To

nocrpaAaBrxeMy seo6xoArzl,ro oKa3arb nepByro rIoMoIrIb, coo6ulzrr o

cnyquBrxeMc.fl pyKoBoAr'rrenro r4 coxpaHutt o6ctaHoBKy rlpoucrrrec-rBlrfl, ecJII,I oro
He co3Aaer orracHoarLr Anfl. oKpyxarcrll4x.

l.9.fnasHrrfi xpaHr.rreJrb uprz neo6xoAr,rMocrrr AoJIx(eH yMerb oKa3arb rlepByro

rIoMoIrIb, rloJlb3oBarbc.a aIITe.IKofi .

1.10. [lr npeAynpexAeHLrr Bo3MoxHocrr4 ga6oreeaHufi rnaBHoMy xpaHl4renro

cJreAyer co6nroAarb npaBr4Jra JrlrrrHofi. rurueubl, B ToM r{I4cJIe nepeA rIpI4eMoM

nr4rrlr4 ueo6xoAuMo rlqareJlbHo MbITb pyKI4 c MrIJIoM.

1.1 1. fnasHrrfi xpaHr4TeJrb, Aorrycrr{B uit HapylxeHlae ulwr HeBbIIIoJIHeHI4e

rpe6onaHzfi r4HcrpyKrlr{r4 rro oxpaHe rpy4a, Hecer orBercrBeHHocrb B

c ooTBeTcTBvru c Ae [crByrorquM 3aKoHoAaTeJIbcrBoM.



2. Tpe6onanlz.fl oxpaHbr rpyAa rrepeA HaqaroM pa6oru

2.1'tIepeA Har{€ulonr pa6oru rJIaBHoMy xpaHzTenro cneAyer HaAerb cneqoAexAy,
npoBepl4Tb HaJrvl.ryre cpeAcrB uH4uBvr4yamuofi 3arr{urrbr, MeAr4rlr{Hcrofi arrrerrKr4
AJrr oK€l-3 aHr{.rr [epBofi uoruorq 14, a r aK)r<e cp eAcrB rro)Kaporyrue HLrr.

2.2. CrcqoAexAa .{onxHa 6rrrr coorBercrByroqero pa3Mepa, .rzcrofi v He
crecH.f,Tb lsuxeuuir.

2.3. llpex4e rreM rrpLrcrynarb K pa6ore, cneAyer rrpoBepr.rrb
noMerrleH ufi apxuna; npr4 neo6xo4zMocrr4 cJreAyer HaBecrrr r[rcroTy,
o6ecuequrb H€urlrqze ceo6oAHbrx [poxoAoB

cocTo.rIHr'Ie

rroprAoK 14

2.4.lMsHoMy xpaHnrenlo cneAyer npoBepurb r{clpaBHocrb necrHr4rl Lr

crpeMtHoK, a raKxe c eAcrB uaroft MexaHr43arlr4z, npr4MeHteMbrx Anfl
nepeMerrleHufl. apxr4BHbrx AoKyMeHTOB.

2.5. fnasHHfi xpaHrrrenb Aonx{eH Jrr4rrHo y6egurtct B ToM, rrro Bce Mepbr,
ueo6xo4zMbre Anf, o6ecne.reHzs 6 es ouacHocrr,r. BbrnoJrHeHbr.

2.6.lmnurtfi xpaul{TeJlb He AoJI}KeH npracryrrarb r pa6ore, ecJrrr y Hero uMerorc-rr
coMHeHI,I{ s o6ecne.IeHvrvr e3olracHocrr4 rrpr4 BbrrroJrHeHLrr4 npeAcrorrqefi pa6orrr.

2.7.nepeg Haq€uIoM pa6orrt Hy)KHo y6e4urscr. B AocrarorrHocrr4 ocBerrleHut
pa6ovefi 3oHbr, oco6eHuo B TeMHoe BpeMq cyroK.

2.8. flepeA Haqanou pa6orrr rnaBHoMy xpaHrrrenro cneAyer olparurb BHr4MaHrre
Ha palluoHanbHylo opfaHl{3aqzro pa6orrero Mecra, noAroroBurr Heo6xoAr4Mbre
TexHr{qecKr4 e cpeAcrBa u npoBepr,rrr rax pa6ory

2.9.8 nepl4oA pacrpocrpaHeHuflnHsexqraoHHbrx uBLrpyctrrx sa6orevaunir,B r.rr.
KopoHaBI{pycttofi un$erqzz COVID-19, 4orxeH crporo co6nro4arb aaHtrrapHo-
f I,IfI4eHI4qeCKV e, 3 aIIII{THbIe Mepbl.

3. Tpe6onaHuq oxpaHbr rpyAa Bo BpeMfl pa6oru

3.1. Bo BpeM{ pa6oru rrtasHrtfi xpaHr{TeJrb AoJrx(eH 6rrrr BexJrr4Bbrlr, recru ce6.a
cnorofrHo 14 BbIAeplKaHHo, zg6erarr ron$nurrHbrx cutyaquit, Koropbre Moryr
BbI3Barb HepBHo-gMoIII4oHiurbHoe HanptxeHue v orpa3r{Tbcfl. Ha 6esonacHocrl4
rpyra.
3.2.Bo BpeMf, pa6orur rnaBHoMy xpaHr{Tenro cneAyer 6rrrr BHr4MareJrbHbrM, He
orBJre Karb c.f, or B bIrI oJrH e lg.vrfl aBovx o 6qs aHHo crefi .



3.3. Bo BpeMt pa6orrr rJIaBHoMy xpaHrrreJrro He pa3perxaercfl ocraBJrrrb cBoe
paooqee MecTo; 3To AorrycKaeTc{ ToJrbKo c p€BperueHLrr HenocpeAcTBeHHofo
pyKoBoAr,rTeJrr.

3.4.tlpu pa3MeIqeHI4I4 apxr4BHbrx AoKyMeHToB Ha Mecrax xpaHeHufl rransufi
xpaHrrren b Ao Jr)KeH yrr r4TbrBarb cneAyrorqze o 6uI ve ilp aBnna;

IIpI4 pa3MeIrIeHUUr AOKyMeHTOB CneAyeT npr4Hf,Tb Mepbr rrpOTr4B LrX

c aM o rrp o r{3 B o JI b H o f o c M e rrle H r4fl , np o c aI-Ku, na4eHr4fl ,;

- Mex{Ay crenJla}KaMu Aonxnrt 6rrrr npeAycMorpeHbr npoxoAbr ruzpunofi ue
vreuee I u;

AoKyMeHTbI cneAyer pa3MelIarb c yqeroM r4x Maccbr vr cloco6Hocru
4eQopuzpoBarbct rIoA Bo3AefrcrsueNa Bbrrxepacrr JroxeHHbrx Marepz€rrroB.

3.5. llpra xpaHeHVI4 AoKyMeHroB Ha crennaxax peKoMeHAyercf, r4x pa3MerrleHr4e

npr4MepHo oAr{HaKoBofo pa3Mepa.

3.6, B cnyqae o6Hapyxeuzfl. HenpaBr,rJrbHo pa3MeuleHHbrx Anfl xpaHeHvrfl

AoKyMeHToe Heo6xoALIMo rrpr,rHsrb Mepbr K r4x pa:6oprce 14 yKnaAKe BHoBb c
ycTpaHeHr{eM 3aMerreHHbIX HeAocTaTKoB.

3.7. frranHufi xpaHkrreJrb AoJlxreH Lrclonb3oBarb r4cnpaBHbre crpeM.rrHKLr kr

necrHl4rlbr, I4Meroql4e cnerlrranbHble ycrpofi crBa or cKorb)KeHr,r.fl .

3.8. Henrss ucrroJrb3oBarb BMecro crpeMrHKr4 LrIru necrHuubr
[peAMerbr (nanpzlrep, flrrlr'rKn, arylbfln r. u.).

3.9. Henrsq craHoBuTbc-f, Ha BepxHZe cryrreHu crpeMrHoK u necrHr{rl Bo

I4s6eNaHr,re norepu ycrofi.rznocrr,r vr na1 Hvrfl..

3.10. He 4ouycKaercf 6pocarr ruo6rre Marepnanbr 14 AoKyMeHTbr c BepxHr{x rroJroK
I{ CTEJIJIAXCZ.

3.11. frasHrrfi xpaHLITeJIb Aon)KeH cneAlrrb sa vcrrpaBHocrbro ra ycrofivLrBocrbro
crenJlaxefi, norox AJrfl xpaHeHufl, apxlrBHbrx AoKyMeHToB.

3.I2. Cremaxrr He cneAyer rreperpyxarb Marepuanaur rr AoKyMeHraMr4 Bbrrue

Aonycrt4Mofr Ha Hlrx Harpy3Kr4.

3.13. ApxunHue AoKyMeHrbr Hyx(Ho pa3Merrlarb Ha creJrJraxax raKr4M o6pa:ou,
qro6rI oHI4 He MeITIaJII4 pa6ore, 14 r4cKrrorraJracb Bo3MoxHocrb r,rx ila1eHr4s..

3.14. Hemsx xpaHl4rb AoKyMeHTbI HaBaJroM u pa3Merlarb vrx BnnorHyro K

cnyqar4Hbre

paAr{aropaM r4 rpyoaM ororrJr eHufl.



3.15. frasHoNdy xpaHLITenIo cJleAyer npo{BJrqrb ocropoxHocrb npr,r nepeHocKe
apxI4BHbIX AoKyMeHTon, uto6rr He crrorKHyrbc{ Bo BpeMr xo4r6rr o Bo3Mo)KHbre
npenqTcTBr4.rr.

3.16.llpz nepeHocKe apxl4BHbrx AoKyMeHroB cJreAyer co6mo4arb ycraHoBJreHHbre
H opMbr rrep eMe rq eHr4fl, (4nr vryx Ll;'4H u x enqnn) r.sx e crefi BpyqHyro.

3.I7 .llonlerqeune Anfl pa3MeuleHr4q apxprBa AonxHo 6rrrr o6ecne.reHo
nepBI4r{HbIMI4 cpeAcrBaMn rloxapory[reHr4f,, ycraHoBKofi noNapHofi aeroMutvKvr)
reneQonoM r4 arreqxofi.qn.f, oKa3aHzfl nepeoii noMorrlr4.

3.18.Pa6oqee Mecro rloJlb3oBareJrf, rrepcoHanbHbrM. KoMrrbK)TepoM cneAyer
o6opy4orarb rloAcrasKofi AJr.rI Hor, zrraeroulefi rut4plrHy He MeHee 300 vru, rny6uny
He MeHee 400 llnr, peryJII4poBKy no Bbrcore B rrpeAenax Ao 150 lru n no yfJry
HaKnoHa onopuofr noBepxHocrr4 noAcraBKLr Io 20o.

3.19. lttr. yMeHbIxeHI4t HanpflKeHr4.rr 3peHvrs. cneAyer ycraHoBlrrb Ha oKpaHe
MoHHTopa ollTl4Manburtfi qnerosofi pex(I4M (ecnz raKafl Bo3MoxHocrb r4Meercr);
npu sToM peKoMeHAyrcTcq HeHacbrrr{eHHbre rlBera: cBerJro-3eleurrfr, x{eJrro-
aeleHltfi, xenro-opanxesrrfi, xeJlTo-xopuuHenrrfi; rro Bo3MoxHocrtr cneAyer
zs6erarr HacbIUleHHbIX rlBeloe, ocoSeHHo KpacHofo, cr4Hero, tpKo-3eneHoro.

3 .20 . llpouseo4zrr r<axofi 'rra6o peMoHT caMo crofl TeJrbHo 3anpeqaercfl .

3.2I. llpu o6napyxeHLru Her4crrpaBHocrefi HeMeAJreHHo coo6rqurr o
Hr4x HarraJrbHr.rKy MTO3zO3.

3.22. C qenbro cHI4xeHrIt 3purenbHofo u KocrHo-Mbr[rerrHoro yroMneHr4t
rloJlb3oBarenro cJleAyer co6nroAarb ycraHoBnesnufi pexorM rpyAa u or4uxa (K!
nn.3.2.,3.3., 3.5.), a raKx{e BpeMf, orAbrxa (Kl un. 3.7.,3.8.).

4. Tpe6onaHlafl oxpaHbr rpyAa n anapr.rfiHbrx crrryarllrrx.

4.1. B ayapuiruofi o6cranoBKe cneAyer orroBecrrrrr o6 onacHocrlr oKpyxaroulr4x
ruo4efi Ia 4eficrnoBarb B coorBercrBLru c rrJraHoM nr{KBr4Aarluu anapui1
4.2. Bce caMocrotreJlbHo rrpuHzrMaeMbre Mepbr Aon)KHbr 6rrrr HanpaBneHbr, B

nepByro oqepeAb, Ha cnaceHue >KLr3HLr u coxpaHeHr're 3AopoBbtr nro4efi.
4.3 . fleficrBy{ caMocro.f,reJrbHo o6.sgaH :

- HeMeAJreHHo rrpeKparr4u pa6ory;

- npLIHf,Tb Mepbl AJI.a gBaKyar\vrr4 rrc4efi rr3 orracHofi :onu, npeAorBpauleHr4fl
nonaAaHr4.s rroAeft B orracHyro 3oHy;

- 
TIOCTABI4Tb B I'I3BECTHOCTb O CNYqI4BIUEMC.'I PYKOBOACTBO;

- o6crasoBKy Ha Mecre aBapvpr coxpaHr4Tb B Henpr4KocHoBeHHocrr4, earv gro He
yrpoxaer xrr3Hr4 r4nr4 3.qopoBbro lroAeir;



- oKa3arb rIocrpaAaBIIrI4M nepBylo AoBpaqe6Hylo noMorr{b, npz Heo6xoAt4Mocrz
Bbr3Barb 6puragy cKopofi rroMorqr4 no rene$oHy 103.
4 . 4 . flpu B o3Hr4 KHo BeHkrLr no x ap a 14 Jrr4 B o3ro paHufl o 6 xs aH;

- HeMeAJIeHHo BbI3Barb no)KapHyro cnyx6y ro reneSouy 01,101 utm l}L, lI2
coroertfr. llpra nlr:oBe Ha3Barb aApec 14 Mecro, r/le Bo3ur,rK rro)Kap, ryrkr rroAbe3Aa,
QavHnzrc 3BoHr4Brrrero ;

- npr4H.rlTb Mepbr no oBaKyarlr4r{ nroAefi zs soHH noxapa;

- npLIHf,Tb Mepbl K TyrrreHl{ro I4 JII{KBL4Aar\VU [O]Kapa [epBr4rrHbrMr4 cpeAcrBaMr4
no)KapoTyureHr4q.

4.5.8 ar4TyarJLrflx, yrpoxarouvx )Kpr3Htr r.r 3AopoBbro:
- noKr4Hyrb orracHbrfr yuacrox.

4.6.8 clyr{ae [otBJIeHI4.t HelrcilpaBHocrrz n pa6ore KoMrrbrorepa, nocropoHHero
IIIyMa' uAK.peHLIfl V 3anaxa rApli'- HeMeAneHHO OTKJIIOYZTb gJIeKTpOnpz6Op OT
sJleKTpoceru Lr coo6tqurr o6 3ToM cI4creMHoMy aAMr4Hr4crparopy yqpex AeH:|lfl.
Pa6ory npoAonx{arb roJIbKo nocre ycrpaueH vq Bo3rlLrKruefi ueaclpaBr,rocrr4.

4.7.flpu nonyr{eHl4l4 TpaBMbI HeMeAnenno o6parr4rbcfl 3a Merr4rlzHcro[ [oMorubro
z coo6ulurr o6 oroM Ar4peKropa yqpexA eHufl.

4.8. fnasHrtfi xpaul4TeJlb AonxeH opraHr{3oBarb gBaKyarlrlro yHr4KaJrbHux, oco6o
II9HHbIX AoKyMeHToB I'I crpaxoBoro QoH4a, corJlacoBaHHo c HaqanbHtrKoM ornena
xpaHeHr4.rr AoKyMeHron z yudra.

5. Tpe6onanvfl oxpaHbr rpyaa no oKoH'raHnrpa6orur

fo.nxeH:
5.1. llpranecrr4 B rropqAoK pa6o.ree Mecro.
5.2. llpoeepnrr [porl{BortoxapHoe coc]'o-f,rrr.ie xa6auera. orKJrror{zrb
3neKrporpz6oprr z pa6oraroqyrc annaparypy, 3aKpbrrb ABepb.
5.3. BrIxfio'Izru cBer, orKJlroql,rrb KoHArrrILroHep (n cnyqae HaJrusLrfl),
perlr4pKynrrop z oneKrpoupz6opu.
5.4. Cusrb crrerloAexAy.
5.5. TrqareJrbHo BbrMbrrb pyKZ c MbrJroM.
5.6. 3axprrrb oKHa u ABepn.



Jlucr o3HaKoMJreHus,

c r{HcrpyKrlueft ro oxpaHe rpyaa

Nb

IIII.
O.II.O. Ao.nxHocru [oauucr [ara


