COI'JTACOBAHO ) YTBEP}KZ[AIO
[Ipencenarens NepBUYHON Tl
npocbcoro:mon OpraHu3aIiy

%/0/&0 >

HH COKOHOBa
«0 | -/am’ ,«wq 2023 .

; <Ha1114 ,“?HLHLIH apXuB
1 ¥l Ca YTHS)

NMHCTPYKIUSA IO OXPAHE TPYJIA
I''IABHOT'O APXUBHUCTA
OTIEJA HAYYHO-CIIPABOYHOI'O AIIITAPATA

1. O6uue TpeGoBaHHS OXPAHbI TPYAA

1.1. K BeImosiHEHHIO paboOT IIaBHOIO apXMBUCTa JOIYCKArOTCA JIMLA, MMEHOIIHe
BBICIIIEE TIpodecCHOHANbHOE 00pa30BaHe U CTaXX pabOThI II0 COOTBETCTBYIOIIEMY
npoGHII0 yupeXxaeHus He MeHee 3 roja, IpOILIeAIre MEIUIMHCKUA OCMOTD,
BBOJIHBIA M IIEPBUYHBIA WHCTPYKTaXH II0 OXpaHe TpyZa, oOydeHue Oe30macHbIM
MEeTOZaM TPy[a, [IPOBEPKYy 3HAHUM, MHCTPYKTaX IO MOXKApHOH 0€30IacHOCTH U
9JIeKTPoOE30MIaCHOCTH.

1.2. 'maBHBIN apXUBUCT JOJDKEH 3HATE.
- 3aKOHBl M WHBIE HOpPMAaTHBHBIE IpaBoBble akThl Poccuiickon ®Penepanui,

pEerIaMeHTHPYIONIFe OTHOIIEH!s B c(hepe apXUBHOTO JIENa;

- HOpMATHBHBIE ¥ METOJUYECKHe JOKyMEHTBI, Kacarolrecs [esTeIbHOCTH
Apxuga;

- BCIIOMOTaTeIbHbIe UCTOPUUECKUAE NUCIIUIIINHEL,

- TEKCTOJIOTHUIO;

- COCTaB U COZEPKAHKE KOMILIeKca JOKyMEHTOB, XPaHAIIUXCs B APXUBE;

- CHCTEMBI XpaHEeHUsl U KIacCU(pHUKALUU apXUBHBIX TOKYMEHTOB;

- HOPMATHBBI YCIOBUH U PEXKUMOB XPaHEHUS JTOKYMEHTOB;

- BUJBI CIIPABOYHO-TTIOMCKOBBIX CPEJCTB APXHUBA,;

- OCHOBBI OpTaHU3alUU TPYAa U YIIPABICHHUS,

- OPSIIOK COCTABJICHNUS INIAaHOBO-OTYETHON TOKYMCHTAIIH;

- OTEYECTBEHHBII M 3apyOeKHBIM ONBIT B 00JACTH ApXWBOBEJACHUA H
TOKYMEHTOBEICHHUS,



- OCHOBBI JOKYMEHTAIIMOHHOIO 00ECIICUeHNUs YIIPABIECHHUS;

- OCHOBBI IPUMEHEHUSA KOMIIBIOTEPHOH TEXHUKH,

- [IpaBUjIa BHYTPEHHETO TPYIOBOI'O PACIOPSIKa,;

- [IpaBuUJIa 10 OXpaHe TPyJa U MOXKApHOH 6€30I1aCHOCTH.

- CIIOCOOBI OKA3aHUsl MEPBOH OMOLIM [IPU HECUACTHEIX CIIYUasiX.

13.Bo BpeMa paboThl Ha IVIABHOIO  AapXHBHUCTA MOI'YT  OKa3bIBaTh
HEOIIaroNpHATHOE BO3/EHCTBHE B OCHOBHOM CIIEAYIOLIME OMACHBIE H BpeIHbIC
IPOU3BOJICTBEHHBIE (DaKTOPHI:

— IloBpesxieHre OpraHoOB AbIXaHMUS YACTUIIAMH IBLIH;

— IToBpesx/ienue ri1a3 ¥ KOXKHBIX IIOKPOBOB BCIIE/ICTBHE BO3IEHCTBHS MTBLIH;

— IManenue ¢ BEICOTEI MM U3-3a IIEpeNaja BEICOT HA [IOBEPXHOCTH,

— Mexanuueckye onacHOCTH IIMPOKOTO CIEKTPa AeHCTBHS;

— BrbixaHue npivu, MapoB BpeIHBIX Ta30B U MUK MPH M0XKape/B3phIBeE;

— OmnacHOCTh HapyIieHuH OXpaHbl TpyIa, GE30MaCHOCTH M MHBIX HOPMATHBHO-
IIPABOBBIX aKTOB.

1.4. I'naBHBIN apXUBUCT 0OsI3aH:

— cobmonars ITpaBuia Tpy0BOro pacropsaka, yCTaHOBIEHHbIE B OpraHu3alluy;

— cobumoaTh Tpe6OBaHUS JOKHOCTHON HHCTPYKIIHH,

— cobmonatk TpeGOBaHHS HACTOSIMIEH MHCTPYKIIHH, HHCTPYKIIMM O Mepax
TOXKapHOW O€30IaCHOCTH, HHCTPYKIMH 110 3JIEKTPOOE30IIaCHOCTH U He JOITyCKaTh
HapyIIeHUs 9TUX TpeOOBaHUH IPYTUMH pabOTHUKAMU;

— HPOXOJuTh OOydeHHE 10 OXpaHe TpyJAa ¢ MOceAyIoIei IIPOBEPKON 3HAHUM
TpeOOBaHUH OXpaHbI TPYAA;

— 0e30TIaraTeqbHO COOOIIATh HAYANBHUKY OTHela 000 BCex CIy4Jasx TpaBM,
MHKPOTPaBM, IPOUCIIEANINX B TeUeHHE pabodero IHs, BKIIOYAs MPOUCLIE/IINE
BHE TEPPUTOPUHU YUPEKICHUS,

— IPOXOZUTH O0YYEHKE M0 OKA3aHMIO NIePBOM [OMOLIM MOCTPAAABIIHM;

— 3HaThb MECTa PacCIIONIOXKEHHUsS MEPBUYHBIX CPEACTB IIOXKAPOTYIIEHUS W IyTH
9BaKyalluy IIpU MoXape;

— U NPEeNyNpexIeHWs HeONaronpusTHOTO BO3AEHCTBUS Ha  3[0pPOBBE
Ha4JalbHUKY OTAENa CJIeNyeT TI0Jbh30BaThCs CpPeACTBAMU HHIWBHAYAILHON
3aIlUTHL

— COONIONaTh MNpaBUia JIMYHON THIMEHBl TpyJAa, PEXMM Tpyla M OTZHBIXa,

COJZIEP)KATh B YUCTOTE pabouee MECTO.

— 00s13aH BBIIONHUTE TPeOOBaHUS PeXKUMa pabouero BpeMeH! ¥ BPEMEHH OTIbIXa
IIPY BBIIOJIHEHUX COOTBETCTBYyIOMX pabot (KJ mm.3.2., 3.3., 3.5.), a Tarke Bpems
oraeixa (K om. 3.7., 3.8.).



1.5. I'maBHBIM apXMBHUCT M3Bell[ae€T HAYaIbHUKA OTHAeNa O JIF00OM CHTyaluy,
YIPOXKAIOIed JKU3HH W 3[0pPOBBIO JIHOJEH, O KaXIOM HECYaCTHOM Ciydae,
NPOKCILEIIEM B YUPEKAECHNUH, 00 yXyAIEHUN COCTOSHHUS CBOETO 310POBbS, B TOM
YHCIIe O MPOSBJIEHUH NIPU3HAKOB OCTPOro 3a00JIeBAHUS.

1.6. Ecii ¢ xeM-mn60 13 paGOTHMKOB IIPOHU30INEN HeCUYaCTHbIH cily4a#l, TO
MOCTpajaBIieMy HEOOXOQMMO OKa3aTh I[EPBYIO I[OMONb, COOOIIATH O
CIIyYHMBIIEMCS Ha4allbHUKY OT/ENIa ¥ COXPaHUTh OOCTAHOBKY MPOUCIIECTBHS, €CIIH
3TO HE CO3/a€eT OIACHOCTH JJISI OKPYKAIOIIHX.

1.7. T'iaBHBIA ~ apXUBHUCT, [OMYCTHBINMY HApyIICHHE WM HEBBIIONHEHHE
TpeOOBaHUH HHCTPYKLIHM I[I0 OXpaHe TpPyJa, HECeT OTBETCTBEHHOCTh B
COOTBETCTBHH C JIEUCTBYIOLIUM 3aKOHOATEIHCTBOM.

2. TpeGoBanus oXpaHbI TPy/a Nepea HAYAJIOM PaGOThI
Ilepen Hayasom pabOThI rIaBHBIA apXUMBUCT AOJDKEH:

2.1. mazmerp crmenomexay (CHELOAEXIAa OONKHA OBITH COOTBETCTBYIOIIIETO
pasMepa, YHCTOM U HE CTECHATh IBWKEHHUH), IIPOBEPUTH HANU4YME CPEJICTB
VHIUBUTYaJIbBHON 3aIlUThI, MENUIMHCKON aIITeUKH /sl OKa3aHus I1epBOi TIOMOIIIH,
a TaK)ke CPEJICTB M0XKAPOTYIIIEHHUS.

2.2. TpOBEpHUTH COCTOSIHUE TOMELICHHH apXWBa; NMPU HEOGXOMMMOCTH CIELyeT
HaBECTH YHUCTOTY, IIOPSMAOK U 00ECIIEUUTh HATTHYUe CBOGOMHBIX IPOXO/IOB.

2.3. mpOBEpUTH UCTIPABHOCTH JIECTHWL[ U CTPEMSHOK, a TAKXKe CPEeICTB MAJOH
MEXaHM3alUH, IPUMEHIEMbIX JUIs IEPEMEILEHUs apXUBHBIX JOKYMEHTOB.

2.4. nuyHO yOemuThCS B TOM, UTO BCe MEpbI, HEOOXOIUMEIE I OOecleYeHus
0€30I1aCHOCTH, BBIIIOJHEHEI.

2.5. ybemuThcs B JOCTATOYHOCTH OCBEIEHUS pabodeil 30HBI, 0COOEHHO B TEMHOE
BpEMS CYTOK.

2.6. oOpaTuTh BHMMaHHE Ha DPAlHOHAIBHYIO OpPraHM3aLMI0 pabodero MecTa,
TIOJITOTOBUTH HEOOXOAMMBIE TEXHHUECKUE CPEJICTBA U IPOBEPUTH UX paboTYy.

2.77. T'naBHBIN apXMBUCT He JOJDKEH MPHCTYNATh K paboTe, ecl Y HEro MMEIOTCs
COMHEHHS B 0OecrieueHnr 6e30MacHOCTH IPH BBIMOJIHEHUHN TIPEACTOsIIEH paGOTEL.

3. TpeGoBanus oXpaHbl Tpyaa BO Bpemsi paboThl

3.1. Bo Bpems paOoThI INIaBHBINA apXUBUCT JTOJDKEH:



— OBITH BEXJIUBBIM, BECTU €0 CIOKOWHO U BBIJIEP)KaHHO, U30eraTh KOHMIMKTHBIX
CUTyallul, KOTOpble€ MOTYT BBI3BaTh HEPBHO-3MOILIMOHAIBHOE HaMpsHKeHHE U
OTpa3uThCs Ha 6€30IIaCHOCTH TPyAa;

— OBITh BHUMATEJIBHBIM, He OTBJICKATHCS OT BBIMOJIHEHHS CBOMX O0SI3aHHOCTEH;

— HCIIOJIB30BATh MCIPABHBIE CTPEMSHKU M JIECTHHUIIBI, MMEIOIIME CIElHaIbHBIE
YCTPOMCTBA OT CKOJIBKEHUS,

— CIIEUTH 3a UCIIPaBHOCTBIO M YCTOMYMBOCTBIO CTENIaXKEH, ITOJNOK IS XPaHEHHUs
apXUBHBIX JOKYMEHTOB.

— IPOSIBIIATE OCTOPOXKHOCTE IIPH IIEPEHOCKE apXUBHBIX JIOKYMEHTOB, YTOOBI HE
CIIOTKHYTECS BO BPEMS XOAbOBI O BO3MOXXHBIE TIPEIISTCTBHS,

— H€ [IEPEHOCUTD BPYUHYIO I'py3 BecoM OoJiee 7 KT

— OCTaBJIATh 0€3 IPUCMOTpa CIyKeOHOe ITOMEILEHHE;

— co0monaTh  MHCTPYKTaX JI1 pPabOTHHKOB 10  IPEJOTBPAILEHHIO
pacrpocTpaHeHus: KOpPOHABAPYCHOH UH(eKuu Ha pabouem mecte oT 10.11.2020.

3.2.1lpu pasMemieHHH apXUBHBIX JOKYMEHTOB HA MeCTaxX XpPaHEHMS TIaBHEIH
ApXWBHUCT OJDKEH YYUTBIBATH CIEAYIOLIMe 00IIue mpaBuia;

— IpH pa3sMEIIeHHH JOKYMEHTOB CJedyeT IPUHATH Mepbl MPOTHB WX
CaMOIIPOU3BOJIBHOTO CMEILEHUS, IIPOCAIKH, TIaICHHS;

— JOKYMEHTBEI CJIeQyeT pasMellaTb C Y4YeTOM HMX MacChl M CIIOCOOHOCTH
Ie(OpPMHUPOBAThCs 1107 BO3IEHCTBHIEM BBIIIEPACTIONOKEHHBIX MATEPUATIOB.

3.3. IIpu XpaHeHMH OKyMEHTOB Ha CTeJUIaXaX PEKOMEHIYEeTCS WX pa3MeIleHHe
IIPUMEPHO OJMHAKOBOTO pazMepa.

3.4.B cmydyae oOHapyXeHHsS HENPaBUIBHO pAa3MEIIEHHBIX JUIi XPaHEeHHUs
JOKyMEHTOB HeOOXOJUMO MPHHSATb Mephl K MX pa3bopke W yKIaAKe BHOBb C
yCTpaHEeHHEM 3aMeYeHHbIX HEJ[0OCTATKOB.

3.5. Bo Bpemst paboTh!I IMTaBHBIM apXUBUCT HE JOJKEH:

— OCTaBJIAThL CBO€ pabodee MeCTO; 3TO [OIyCKAETCS TOJBKO C paspelleHus
HEIIOCPECTBEHHOI0 PyKOBOIUTENS (HauaIbHUKA OTIENA);

— HCIOJB30BaTh BMECTO CTPEMSHKHM WJIM JIECTHUIIBI CIydalHBIE IIPEeIMEThI
(manpumMmep, SIUKY, CTYJIBS U T. I1.);

— CTAaHOBUTHCS HA BEPXHHUE CTYIIEHU CTPEMSHOK U JIECTHHUIL] BO M30ekaHUe OTepU
YCTOMYUBOCTH U MaCHUS;

— Gpocatb J1r00bIe MaTepHalbl U IOKYMEHTBI C BEPXHUX IIOJIOK U CTeUIaKe;

— Ieperpy’kaTh MaTepuajaMd W JOKyYMEHTaMM BBIIIEe AOMYCTUMON Ha HUX
Harpy3Ku;

— XPaHWTh JOKYMEHTbl HaBaJOM M pa3MellaTh MX BIUIOTHYIO K pajuaTopaMm H
TpyOaM OTOILIICHHUS;

— BKIIFOYATE 3JIEKTPO0OOPYI0BaHHUSA, KOTOPHIE 3aIllPeIeHbl K 9KCILTyaTal}H.






