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WHCTPYKIMSA 110 OXPAHE TPY 1A
I''TABHOI'O APXUBUCTA
OTAEJIA UCIIOJb30BAHUS TOKYMEHTOB

1. O6wne TpeGoBaHUs OXpaHbI TPy/Ia

1.1. K BbImonHeHHIO paboT MIaBHOrO apXMBHCTA JIOIYCKAIOTCA JIULA, HUMEOLHe
BBICILIEE IIPO(ECCHOHANBHOE 00pa30BaHte U cTax paGoTh 110 COOTBETCTBYIOLIEMY
NPOGUII0 YIPEXKNCHUs He MeHee 4 rofia, NPOINeAlde MeIUIHHCKI OCMOTD,
BBOJHBIM ¥ NEPBUYHBIA UHCTPYKTAXHU IO OXpaHe TPy.a, 06ydeHHe Ge30macHbM
METOAaM Tpyla, IIPOBEPKY 3HAHHW, MHCTPYKTAX IO MOKAPHOM 0e30IIaCHOCTH U
3IIEKTPOOE30TaCHOCTH.

1.5. I'maBHBIM apXMBUCT OJKEH 3HATH'
- 3aKOHBl W WHbIE HOpPMAaTHUBHBIC IIpaBOBBle akThl Poccuiickoit ®eneparyu
PETIaMEeHTHPYIOIINE OTHOIIEHHUS B c(hepe apXUBHOIO JelIa;

b

- HOPMAaTHBHbIE K METOAUYECKHIE TOKYMEHTBI, KAaCAIOLINeCs IeSTENbHOCTH apXUBa;
- BCTIOMOTraTeJIbHbIE HCTOPUUECKHE JIMCLHATIIIMHEL,

- TEKCTOJIOTHIO; COCTaB M COJEPI)KaHME KOMILIEKCA TOKYMEHTOB, XPaHSILIUXCS B
apxuBe;

- CUCTEMBI XpaHEeHUS U KIIaCCU(DUKAIINN apXUBHBIX JOKYMEHTOB;

- BUJIBI CTIPABOYHO-IIOUCKOBBIX CPENICTB apXUBa;

- OTGYECTBCHHBIM W 3apyOeXHBIM ONBIT B OOJACTM apXMBOBEICHHS U
JOKYMEHTOBEICHUSI,

- OCHOBEI IPUMEHEHUS] KOMITBIOTEPHON TEXHUKHY;

- IpaBHJIa BHYTPEHHET 0 TPYIOBOI'O PACIIOPSIKA;

- [IpaBHIJIa 10 OXPaHe TPyia U MOXKAPHOU 0€30IIaCHOCTH.

- CIIOCOOBI OKa3aHKs IePBOK ITOMOIIH [IPH HECYACTHBIX CITydasiX.



1.3.Bo  Bpems paGoThl Ha  [JIaBHOTO apXWBUCTa MOTYT  OKAa3LIBATh
HEOJIAroNpPHATHOE BO3MEHCTBHE B OCHOBHOM CIIeAyIOUIME OIIACHBIE W BpEIHBIE
IIPOU3BOJICTBEHHBIE (PAKTOPEI:

— IloBpexcienune OpraHoB JBIXaHUS YACTHIIAMHE TIBLTH,

— IloBpexienue ras 1 KOXKHbIX TOKPOBOB BCIEACTBHE BO3LEHCTEIS BLITH;

— Ilanenue ¢ BEICOTHI MM U3-32 Neperiaja BICOT Ha TIOBEPXHOCTH;

— Mexanudeckre 0IacHOCTH IIHPOKOTo CIIEKTpa AeUCTBHS,

— Brpixanue f1pIMH, 1apoB BpeHBIX 4308 U IBLIK IIPH T10XKape/B3PhIBE;

— OmacHOCTh HapyIleHHH OXpaHBI TPyHa, GE30MACHOCTH M HMHBIX HOPMaTUBHO-
IIPaBOBBIX aKTOB.

1.4. I'maBHBIH apxuBHCT 00s53aH:

— cobmrozats [TpaBmita TpynoBOro pacmopsiixa, YCTaHOBIIEHHBIE B OpTaHU3aIUN;

— co0Iro1aTh TPeGOBAHUS TOMKHOCTHOM HHCTPYKIIHH,

— cobmonaTe TpeboBaHMS HacTOsIIIEH HHCTPYKLMH, HMHCTPYKLHH O Mepax
NOXapHOH 6€30MacHOCTH, HHCTPYKLMH M0 3MeKTPOOE30MacHOCTH 1 He JIOITyCKaTh
HapyleHus 3TUX TpeOOoBaHUi ApyruMu pabOTHUKAMH,

— TIPOXOIUTH O0ydYeHHE M0 OXpaHe Tpyla ¢ IOoCTeryIoLieit MPOBEPKON 3HAHUH
TPeOOBAHUN OXPaHbI TPY/IA;

— [POXO/IUTh O0y4YeHHE M0 OKa3aHHIO IEPBOX MTOMOIIY OCTPAIaBIIIM;

— cobmomate  MHCTpyKT@X U  COTPYOHHKOB IO IIPEeIOTBPAIIECHUIO

paclipocTpaHeHus KopoHaBUpycHOU uHpexnun COVID-19 na paboueMm mecte OT
10:11.2020;
— 3HaTh MECTa PAaClOJOKEHUS NePBUYHBIX CPEACTB IOXKAPOTYIUEHHMS M IIyTH

SBaKyalll¥ IIpU I10XKape,

— UL TpeNyNpeX/eHHS HeONAaronpuaTHOTO BO3ZAEHCTBHS Ha  3/J0POBBE
Ha9albHUKY OTHEJa CJIeAyeT II0Jb30BaThCs CPENCTBAMM WHIWBHIYallbHOM
3aIIUThI,

— coOmojarh npapuia JIMYHOM THIMEHBI TPYOa, PEKHM TpyAa W OTObIXa,
CoZlepKaTh B YACTOTE pabouee MECTO;

— 00s3aH BBIIONHUTE TPEOOBAHMS PeIKUMa paGOIEro BPeMEHH U BpeMEeHH OT/IbIXa
IIPH BBRITIOJIHEHUH COOTBETCTBYIOIIMX padoT (KJ mn.3.2., 3.3., 3.5.), a Taxxke Bpems
orpeixa (K nm. 3.7., 3.8.).

1.5. I'maBHBIA apXWBHCT WM3BEIlaeT HaYaJbHUKA OTHENa O JTI060H CHTyaluH,
YIPOXKAOIel JKM3HKH W 3J0POBHIO JIOJEH, O KaKIOM HECYacTHOM ciydae,
IPOUCHIECIIIIEM B YUPEKIAECHNHU, 00 yXyAIIEHUN COCTOSIHUS CBOETO 3[10POBLS, B TOM
YHCJIC O IIPOSIBJIEHUH [IPU3HAKOB OCTPOT0 3a00JIEBaAHUS.



1.6. Ecmm ¢ keM-mn60 U3 paGOTHHUKOB MPOHM3OIIEN HECYACTHBIN Cilly4dail, TO
IOCTpafaBIieMy HEOOXOOMMO OKa3aTh IIEpBYIO IIOMOINb, COOOIIHTL O
CIIyYMBIIEMCS Ha4aJIbHUKY OT/ENIa ¥ COXPAHUTh OOCTAHOBKY [TPOMCIIECTBHS, CIH
3TO HE CO3JaeT OIAaCHOCTH JJISl OKPYIKAIOILUX.

1.7. I'naBHbId  apXMBHUCT, [OMYCTUBIUMH HApYILICHHE WM  HEBLIIOJHEHHE
TpeOOBaHMH HMHCTPYKLHH [0 OXpaHE TpyHd, HECET OTBETCTBEHHOCTH B
COOTBETCTBUH C AEHCTBYIOIIUM 3aKOHOLATEIECTBOM.

2. TpeGosanus oxpaHbl TPyAa nepea HA4YAIOM pPaGOThI
ITepen Hayanom paboTEI MIABHBIA apXUBHCT HOJDKEH:

2.1. Hazmerp crmenosexmy (CHELOAEKHA MHOKHA OBITH COOTBETCTBYIOLIETO
pasmepa, 4HMCTOH M He CTECHATh JIBUKEHHH), [POBEPUTH HAJUUYHE CPEICTB
VHIUBU]YallbHOH 3allUTHL, MEIUIMHCKOM alITeUKH ISl OKa3aHus TIepBOil TIOMOILIH,
a TaK)Ke CPeACTB MOXKapOTYLLIEHHS.

2.2, TpOBEPHUTH COCTOSHHE MOMELIEHNH apXKBa; IPU HEOOXOIUMOCTH clenyeT
HABECTH YHCTOTY, IIOPSIIOK U 0OECIEUUTE HATMIUe CBOOOIHEIX IPOXOI0B.

2.3. IpOBEpUTH MCTIPABHOCTH JIECTHHUI M CTPEMSHOK, & TaKXKe CPEICTB MAION
MEXaHU3aLUK, IPUMEHIEMBIX JIJIs IIEPeMEILeHHUs ApXUBHbIX JOKYMEHTOB.

2.4, nuyHO yOETUTBCS B TOM, YTO BCE Mephl, HEOOXOIUMbIE Ui OOecredeHus
0€30T1aCHOCTH, BBIITOIHEHEI.

2.5. ybenuThCs B MOCTATOYHOCTH OCBEIIEHHUS pabodell 30HBI, 0COGEHHO B TEMHOE
BpPEMSI CYTOK.

2.6. oOparuTh BHMMaHHE Ha pal[MOHAJBHYIO OpraHU3ALMIO paGouero Mecra,
IIOJArOTOBHUTH HEOOXOIMMbIE TEXHUUECKHE CPEIICTBA U IPOBEPUTE UX PaboTYy.

2.7. I'maBHbIl apXUBUCT He JOJDKEH MPHCTYIATH K paboTe, eClii Y HEro MMEIOTCS
COMHEHHI B 00ecIiedeHHH Ge30IIaCHOCTH IIPH BBITOIHEHUH TIPEACTOAIIEH paGOTHL.

3. TpeGoBanus oXxpaHbl TPy/Ia BO BpemMsi paboThI
3.1. Bo BpeMst pabOThI MIaBHBIN apXUBUCT JOJIKEH:

— OBITH BEXKIIMBBIM, BECTH ce0sl CIIOKOMHO U BBIIEPIKAHHO, M30eraTh KOH(IUKTHEIX
CHUTyalli#, KOTOpblE MOIYT BbI3BaTh HEPBHO-DMOLIMOHAJILHOE HAMpsHKEHUE U
OTPa3sUThCs Ha OE3011aCHOCTH TPY1a;

— OBITh BHUMATEJIBHBIM, HE OTBIICKATHCS OT BBIIIOIHEHHS CBOUX 00S3aHHOCTE!;



— HCIIOJIb30BAaTh MCIIPaBHbBIC CTPEMSIHKW M JIECTHHUIBI, UMEIOIIHE CIICHHAJIbHBIC
YCTPOﬁCTBa OT CKOJILXKCHHS,

— CIIE[IUTD 3a UCIPABHOCTHIO U YCTOMUMBOCTBIO CTEJUIAXKEH, ITOJIOK I XPaHEHHS
ApPXUBHBIX IOKYMEHTOB.

— TIPOSIBJIATH OCTOPOXKHOCTH IMPU TIEPEHOCKE apXUBHBIX JOKYMEHTOB, U4TOOBI HE
CIIOTKHYTBHCS BO BpeMsI XOBOBI O BOBMOXHBIE MTPEISTCTBHUS,

— co0NI0IaTh yCTAHOBIEHHBIE HOPMBI MepeMelleHus (A My)XUWH U JKSHIIWH)
TSKECTEN BPYUHYIO.

3.2.IIpu pa3MmeleHuH apXUBHBIX JOKYMEHTOB Ha MECTaX XPaHEHWs [JIaBHBIN
ApPXUBUCT JOJKEH YUHUTHIBATH ClIeIyIolue o0lue IpaBuia:

— TpH Ppa3MelIeHWHd TOKYMEHTOB CJEeAyeT MpPUHATH MEPbl IPOTHB HX
CaMOITPOU3BOIHFHOTO CMEIIeHHS, IPOCA/IKH, TaleHNUs],

— JIOKyMEHTBI CjelyeT pasMellaTh C YYeTOM WX MacChl U CIOCOOHOCTH
neOpMUPOBATECS IO BO3JEHCTBHEM BBIIIEPACIIONI0KEHHBIX MAaTEPUAJIOB.

33 HpI/I XpPaHEHHUH NOKYMEHTOB Ha CTeJlIaXax PEKOMEHAYETCS HX Pa3MELICHHC
IMPUMEPHO OJMHAKOBOI'O pa3sMepa.

3.4.B cnydgae oOHapyXXeHUS HENPAaBUIBHO Pa3sMEIEHHBIX A XPaHeHWUs
TOKYMEHTOB HEOOXOIUMO MPUHSATH MEphl K WX pa30opke M yKIaJKe BHOBBL C
yCTpaHEeHHEM 3aMeUeHHBIX HeI0CTaTKOB.

3.5. Bo BpeMst pabOTHI rJIaBHBIHA apXUBUCT HE JOJDKEH:

— OCTaBIfITH CBOe paboyee MECTO; OTO JMAOIyCKaeTcs TOJBKO C pa3pelleHHs
HETIOCPEACTBEHHOTO PYKOBOIUTENS (HadalnbHUKa OTHENA);

— HCIOJB30BaTh BMECTO CTPEMSHKHW WM JIECTHULBI CilydaiHble IPeIMEThI
(Harpumep, SIIUKHU, CTYJIbS U T. I1.);

— CTAHOBUTLCS HA BEPXHME CTYIEHHW CTPEMSHOK U JIECTHUL BO U30EKaHUE NIOTEPH
YCTOMUMBOCTH U MaJCHUS,

— OpocaThk JI00ble MaTepHaNbl U JOKYMEHTBI C BEPXHUX ITOJIOK U CTEIIIaXKEH;

— Teperpyxarb MaTepualaMd M JOKyMEHTaMH BBILIE JOILyCTHMMOM Ha HHX
Harpy3Kw,

— XpaHWTb JOKYMEHTHI HABAJIOM M pa3MellaTh MX BIUIOTHYIO K paguaTropam U
TpyOam OTOIUIEHNUS,;

— BKJIOYATh DJIEKTPONTPUOOPHI, KOTOPbIE 3allpelleHbl K SKCILTy aTall|H.

3.6. ApxuBHBIE JTOKYMEHTHI HYXXHO pa3MellaTh Ha CTelIaxax Takum obpasom,
4yTOOLI OHU He Melanu paboTe, U UCKITI0Yalach BO3MOXKHOCTD UX I1aICHHS.

3.7.Tlomewienne [uisi  pasMmellleHuss apXWBa JOMKHO ObITE  obecreueHo
IIEPBUYHBIMU CPEJICTBAMU T10XKAPOTYIIEHHS, YCTAHOBKOK IOXAPHOKM aBTOMATHKH,
TeneOHOM U alTeukon AJis OKa3aHUs IIEpBOM IIOMOILH.



3.8. Pabodee MecTo IMONB30BaTeNs IIEPCOHATBHBIM KOMITBIOTEPOM  ClieyeT
000py0BATH IOACTABKOM /I HOT, MMEFOLIei wuprHy He MeHee 300 MM, TyOuHYy
He meHee 400 MM, perynumpoBKy O BeICOTE B mpenenax 10 150 MM ¥ 1o YTy
HaKJIOHa OIIOPHOM IIOBEPXHOCTH IOACTAaBKH 10 20°,

3.9. [lnss yMeHBINEHNs HANpSOKEHHS 3PEHHUS CIEyeT YCTAaHOBUTh Ha 3KpaHe
MOHHTOpA ONTHMAJIbHBIH LBETOBOM PEXUM (ECTH TaKask BO3MOXHOCTE MMESTCS):;
[IPY 3TOM PEKOMEHIYIOTCS HEHACLHINIEHHBIE IIBETA: CBETJIO-3eJeHBIH, IKENTO-
3CJICHBIH, JKENTO-OPaH)KEBBIH, JKEJITO-KOPHUHEBBIH, MO BO3MOKHOCTH clenyeT
M30eraTh HACBILIEHHBIX I[BETOB, 0COGEHHO KPACHOTO, CHHETO, SPKO-3€J1EHOTO.

3.10. ITponsBomuTs KaKOU-1MOO PEMOHT CAMOCTOSTEIHLHO 3amperaeTcs.

3.11. Tlpu oOHapyeHWH HeUCIPaBHOCTE!l HEMEIEHHO COOBIIUTH O
HUX HayanbHUKy MTODuO3.

3.12.C uembto CHWXKEHHS 3pUTENBHOIO M KOCTHO-MBIIIEYHOTO YTOMIIEHHS
TIOJIE30BATEIIIO CIEAYeT COOJIONATh YCTaHOBICHHBIM pexkuM Tpyaa u oTaeixa (KT
m.3.2.,3.3., 3.5.), a Taxxe Bpems orasixa (K[ mm. 3.7., 3.8.).

4. TpeGoBaHusi OXpaHbl TPY/A2 B ABAPHIHBIX CHTYaIHX.

4.1. B aBapuiinof oOCcTaHOBKE CleIyeT ONOBECTUTH 06 ONACHOCTH OKPYIKAIOLIHX
JIFOJIH U ISUCTBOBATh B COOTBETCTBHH C IUIAHOM JIMKBUIAMHU aBAPUA.

4.2. Bce caMOCTOSTENbHO NMPUHHUMAEMbIE MEphl AOJIKHBI OBITH HaIlpaBJIeHbl, B
TIIEPBYIO OUEPe/Ib, HA CIIACEHUE KU3HU U COXPaHEHUE 3/0POBbs JIIOAEH.

4.3. JlelcTBYys CaMOCTOSITENIFHO IJIaBHBIN apXUBUCT 00S3aH:

— HEMEJJIEHHO NPEKPaTUTh paboTy;

— IPHUHATE MEPBI IS 9BaKyallWy JIOAEH M3 OIACHON 30HBI, MPEIOTBPAIIEHUS
IoIIalaHus JI0JIeH B OMacHYO 30HY;

— MOCTaBUTEL B U3BECTHOCTH O CIIYUYMBILIEMCS HAdalbHUKA OTIENA;

— 00CTaHOBKY Ha MeCTe aBapUU COXPAHUTH B HEIPUKOCHOBEHHOCTH, €CIIH 3TO He
YyTPOXKaeT )KU3HU WU 3[0POBBIO JTFOJIEH;

— 0Ka3aTh IOCTPalaBIIuM IIEPBYIO AOBpaueOHY0 TOMOIIb, IPU HEOOXOJUMOCTH
BBI3BATh OpHUIrazy CKOpod nomol 1o rejedony 103.

4.4. IIpy BOSHUKHOBEHUHU [10Kapa WK BO3rOpaHus 00s3aH:

— HEMEIJICHHO BBI3BATh I0XKapHylo ciyx0y mno tenepony 01,101 wunm mo
coroBomy 101, 112. IIpu BEI30Be Ha3BaTh aJpec U MECTO, TJIe BO3HUK ITOXKAP, IIyTH
nojbe3aa, haMUIHI0 3BOHUBIIETO;



— TPUHATH MEPBI 110 3BaKyalluH JIOAEH U3 30HbI II0XKapa;

— HPHHATE MCPBI K TYIICHHWIO U JIMKBUOAIIUU I10XKapa ICPBUYHBIMU CpPeICTBaMU
MMOXKapOTYyHUICHHM.

4.5. B cuTyanusx, yrpokaromux KU3HU U 3J0POBbIO:
- IOKMHYTh OITaCHBIN Y4acCTOK.

4.6.B crnydae mosBIeHMS HEUCIPABHOCTH B paboTe KOMIIBIOTEPA, IOCTOPOHHETO
IIymMa, WCKPEHHUS M 3araxa rapd, HEeMEJIEHHO OTK/IIOYUTH SJNEKTPONPHOOp OT
DJIEKTPOCETH U COOOIIUTH 00 3TOM CHUCTEMHOMY AJMHHUCTPATOPY YUpEXkIEHUS.
PaboTy nmpomokaTh TOJIBKO [I0CIIE YCTPaHEHHUs] BO3HUKIIIEH HEUCIIPABHOCTH.

4.7.11pu nosryyeHUH TpaBMBl HEMEIJICHHO 0OpaTUTHCS 38 MEIUIMHCKON TOMOIIBIO
1 COOOIIUTH 00 STOM JUPEKTOpa YUPEKICHHUSI.

S. TpeGoBaHusi 0OXpaHbI TPYIa MO OKOHYAHHH PAGOTHI

Homxen:

5.1. IIpuBecTy B MOPSIOK paboyuee MeCTo.

5.2. lIpoBepuTh NpPOTUBONOXKAPHOE COCTOSIHUE KaOWHETa, OTKJIFOYUTH
BIIEKTPOINIPUOOPHI U pabOTaIOLIYIO anaparypy, 3aKpbITh ABEPb.

5.3. BBIKIIOUYUTH CBET, OTKJIIOYUTH KOHJAMUIMOHEP (B clydae HaJIUdus),
PELUPKYJIISATOP U 3JIEKTPOIPUOOPEL.

5.4. CHATH cIeLOJeK Y.

5.5. TatenbHO BBIMBITH PYKU C MBIJIOM.

5.6. 3aKpBITh OKHA U ABEPH.
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