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WHCTPYKIINA IO OXPAHE TPYJIA
BEJYIIETO APXUBHCTA
OT/IEJIA KOMILJIEKTOBAHUSI Y SKCIIEPTU3bBI IIEHHOCTHU
TOKYMEHTOB

1. O6mne TpeboBaHUs OXpPaHbI TPYAA

1.1. K BeImONHEHHIO pabOT BEAYIIEro apXUBUCTA JOITYCKAIOTCs JIMLA, UMEIOLIHE
BBICIIIEE MTpOohecCHOHaNbHOEe 00pa3oBaHue U CTaX pabOThl 0 COOTBETCTBYIOLIEMY
IpoQHIII0 yuUpeXxaeHuss He MeHee 3 roja, Npoluefilne MEJULUUMHCKHH OCMOTD,
BBOJHBIN ¥ MEPBUYHBIA MHCTPYKTaXH IO OXpaHe TPyZAa, 00y4eHHI0 Oe30macHbIM
METOJaM TpPYyJa, MPOBEPKe 3HAHWM M WHCTPYKTaXX IO IMOXKApHOH O0e30MacHOCTH,
AIIEKTPOOE30IIaCHOCTH.

1.2.Benymuii apXuBUCT NOJDKEH 3HATE:
- 3aKOHBl W WHBIE HOpPMAaTHMBHBIE IpaBOBBle akTel Poccuiickoi Denepanuuy,

peryaMeHTHPYIOIIYe OTHOLIEHHUS B Cpepe apXUBHOTO JIEIa,;

- HOPMATHUBHBIE ¥ METOJUYECKUE JIOKYMEHTEI, KAacaloluecs NesaTe/IbHOCTH apXuBa,
- COCTaB W CoOJeprkaHue KOMIUIEKca HOKYMEHTOB apXHBa, CHCTEMbl XpaHEHHs U
KJIacCU(PUKALUK APXUBHBIX JOKYMEHTOB, XPaHAIINXCS B apXHBE;

- HOPMaTHBBI YCIIOBHH U PEXKUMOB XPaHEHHs! JOKYMEHTOB;

- BUAJIBI CTIPABOYHO-IIOUCKOBBIX CPECTB apXuBa;

- OCHOBBI OpPTaHU3aLUU TPY/a;

- IOPSIOK COCTABJICHHS IIIIAHOBO-OTYETHON JIOKYMCHTALIM;

- OTeYeCTBEHHBIH U 3apy0OeXHBI ONBIT B 0O0IacTH  apXWBOBENCHHS,
TOKYMEHTOBEJIEHHUS],

- OCHOBBI JJOKYMEHTAIIMOHHOI'O 00€eCTIEYeH s YIIPaBICHUS;

- OCHOBEI IIPUMEHEHUS] KOMIIBIOTEPHOM TEXHUKHY;



- IpaBUJia BHYTPEHHETO TPYJOBOTO PaclopsiiKa;
- [IpaBHJIa 110 OXpaHe TPy/ia U MoXKapHOH 6e30IacHOCTH.
- CITOcOOBI OKa3aHUs IIePBOU ITOMOIIY MTPU HECUACTHBIX CITydasiX.

1.3. Bo Bpems paOoTEl Ha BeLyIlIero apXMBUCTa B OCHOBHOM CJIEIYIOIIME OIACHBIE
¥ BPEJHbIE IIPOU3BO/ICTBEHHBIE (DAKTOPHI:
— IloBpexneHue opraHoB JIbIXaHUS YACTUIAMH 1LY,

&= HOBpe}K,Z[eHI/Ie IJIa3 U KOXKHBIX ITIOKPOBOB BCJIEACTBUE BO3ICHCTBUS BTN,
= Ha):[eHHe C BBICOTHI MJIM H3-3a II€peraja BbICOT Ha I[TOBEPXHOCTH,

— MexaHn4ecKre OIacHOCTH HIMPOKOI'O CIIEKTpa ,ZLGI:ICTBHH;

= BI[BIXaHI/Ie ABbIMH, IIaPOB BPEAHBIX I'a30B U IIBLIHM IIPHU HO)K&p@/BSpBIBG;

— OrnacHOCTb HapymeHI/Iﬁ OXpaHbl Tpyna, 0€30IMaCHOCTH W WMHBIX HOpMaTHUBHO-
IIPpaBOBLBIX aKTOB.

1.4. Benymuit apXuBUCT 00s13aH:
— cobmonats IpaBuna TpynoBOro pacnopsiika, yCTaHOBIEHHBIE B OPraHU3alllK;
— cobnofats TpeOOBaHUS AOKHOCTHON MHCTPYKIIMY;

— cobmonaTh TpeOOBaHHsA HACTOAIIEH WHCTPYKIHM, HHCTPYKUMH O Mepax
TIO’KApHOH 0€30I1aCHOCTH, HHCTPYKIUH IO 3JIEKTPOOE30MaCHOCTH ¥ He JIOMYCKaTh
HapyIIeHU 3TUX TPeOOBaHUHN APYTUMH pabOTHUKAMHU;

— TNPOXOAWTH O00y4YeHHE IO OXpaHe TpyJa C MOCIeAyHIled MPOBEPKON 3HAHMMN
TpeOOBaHUN OXpaHbBI TPY/a;

— 0Oe3oTyaraTeJbHO COOOIIATh HAYaNBHHUKY OTAENa 000 BCEeX CIIydasxX TPaBM,
MHKPOTPaBM, NMPOUCLIEAINIAX B TeUeHHE pabodero MHS, BKIIOYAS IIPOHCIIEIIINE
BHE TEPPUTOPUHN YUPEIKICHHUS;

— MPOXOJUTE O0yUEHHUE 10 0Ka3aHUIO NEPBOU MOMOILH MOCTPa aBILNM;

— 3HAThb MECTa pACIOJIOXKEHUs MEPBHUHBIX CPEJCTB IMIOXKAPOTYIICHUS W IyTH
9BaKyallly MIpH TOXKape;

— IJI IIPEaAYyHIpEeXXKACHUA HG6JI8.I‘OI'IpI/IHTHOl"O BO3,HGfICTBPIﬂ Ha 300POBBE CIICOYET
II0JIL30BaThECA CpeaACTBaAMHU HH,ZLHBHILyaHbHOfI 3alIHUThI,
= CO6J'I}O,ZLaTB ImpaBrJIa JIMYHOW T'MTHEeHBI Tpyda, PeXHM Tpyda W OTHObIXA,

COJlepKaTh B UUCTOTE paboyee MeCTo.

— 00s13aH BBIIOJHUTE TpeOOBaHUS pekrMa pabodero BpeMeHU ¥ BpeMEHH OT/IbIXa
IIPY BBIIIOJIHEHUH cOOoTBeTCTBYyIomnX padot (K mm.3.2., 3.3., 3.5.), a Taxxe BpeMs
orapixa (K] mm. 3.7., 3.8.).

1.5. Benymui apXMBHUCT W3BEIaeT HaudallbHMKA OTHeNa O JIIOOOW CHUTyalluy,
yIpOXarIle MW3HU U 3J0POBbIO JIIONEH, O Ka)KJIOM HEeCYaCTHOM Clydae,
mpoucieaneM B ApxuBe, 00 yXyIIlIeHMH COCTOSIHUSI CBOErO 3[0POBbs, B TOM
YHCIIe O TIPOSBIICHUH TTPU3HAKOB OCTPOTO 3a00JIeBaHMUs.



1.6. Eciv ¢ kem-nmu60 U3 paGOTHUKOB TIPOHM30IIEN HECUACTHBIA Cllydad, TO
IIOCTpaaBlleMy HeoOXOQMMO OKasaTh IIEPBYI0 IIOMOIIb, COOOIIMTH O
CIyYMBIIEMCS HAYAIBHUKY OT/IeJIa ¥ COXPAHUTh 00CTaHOBKY MPOMUCIIECTBUS, €CIIU
9TO HE CO3JaeT OMacCHOCTH JJIsl OKPYXKAIOLIMX.

1.7. Benymuii apxuBUCT, MNOINYCTUBIUWM HapylleHHE WA HEBBIIOIHEHUE
TpeOOBaHUN WHCTPYKIIMK II0 OXpaHe Tpyda, HECET OTBETCTBEHHOCTh B
COOTBETCTBHH C JEHCTBYIOILUM 3aKOHOJATEIECTBOM.

2. TpeGoBanusi oXpaHbl TPy/Ja nepei HAYAJ0M padoThI
[epen HavaioM pabOTHI BEIyIIUA apXUBUCT TOJDKCH:!

2.1. Hapmers crmenomexay (cremoaexaa IODKHA OBITE COOTBETCTBYIOLIECTO
pasMepa, YHCTOW ¥ He CTECHATh [IBIDKEHHH), MPOBEPUTH HAIM4YHE CPEICTB
VHIUBHYyalbHOMN 3aIUTHI, MEAUIIMHCKON arTeuky JUls OKa3aHus [epBo# TOMOLIH,
a TaK)Ke CPeACTB MOXKAPOTYILIEHHS.

2.2. TIpoBepWTh COCTOSIHHE MOMEIIEHHH apXWBa; IPH HEOOXOIUMOCTH CIIeHyeT
HABECTH YMCTOTY, TOPSIOK U 00ECTIeUNTh HalTu4dKe CBOOOJHBIX IIPOXO/IOB.

2.3. TIpoBepUTh MCIIPABHOCTH JIECTHHUL[ M CTPEMSHOK, a TaKKe CPEICTB MalloH
MeXaHU3aLMK, TIPUMEHSIEMBIX 115 IIepeMelleH sl apXUBHBIX JIOKYMEHTOB.

2.4. JluuHo yGemUThCS B TOM, YTO BCE MEpPHI, HEOOXOAMMBIE i OOeCIeueHUS
0e3011aCHOCTH, BEITTOJTHEHBI.

2.5. Y6emuThcs B TOCTATOYHOCTH OCBelleHust paboueil 30Hbl, 0COOEHHO B TEMHOE
BpeMsI CyTOK.

2.6. O6paTUTh BHMMaHWE Ha pAl[MOHAIBHYIO OPraHW3allki0 pabovero Mecrta,
[IOTOTOBUTE HEOOXOIMMbIE TEXHUIECKIE CPEICTBA ¥ IPOBEPHUTH UX PaboTy.

2.7. Bemylui apxMBKUCT He HOJUKEH MPUCTYNaTh K paboTe, eClid y HEero HMEIoTCs
COMHEHHS B obecredeHUH 6e30MacHOCTH ITPH BBITIOIHEHNH IPE/ICTOAIIER paboThL;

3. TpeGoBanusi oXpaHbl TPyda BO Bpemsi paboThbi
3.1. Bo Bpemst paOOTHI BEAYILNH apXUBUCT OJIKEH:

— OBITH BEXJIMBBIM, BECTH ce0sl CIIOKOMHO U BBIACPKAHHO, u30eraTh KOH(MIUKTHBIX
CUTyall{if, KOTOpble MOIYT BBI3BaTh HEPBHO-DMONMOHATBHOC HaMpsDKEHUE |
OTpPa3UThCsl Ha OE30IIaCHOCTHU TPYAa;



— OBITH BHUMATEIBHBIM, HE OTBJIEKATHCS OT BBIIIOJTHEHUS CBOUX O6H3aHHOCTeﬁ;
— HMCIOJIE30BaTh HCHPAaBHBIC CTPEMSIHKH H JIECTHUIIBI, UMEIOIMEe CIICIUAIbHBIC
yCTpOﬁCTBa OT CKOJIBXKCHUI,

— CIIeIUTh 3a UCIIPABHOCTBHIO U YCTOWUMBOCTBIO CTEITAXKEH, MOJIOK JUIl XpaHEeHHS
ApXUBHBIX [IOKYMEHTOB.

— MPOSIBIIATE OCTOPOXKHOCTh IPU MEPEHOCKE apXUBHBIX JOKYMEHTOB, YTOOBI HE
CIIOTKHYTBCS BO BpeMs XOJb0bI O BO3ZMOXKHEIE IIPEISTCTBUS,

— cOOMI0aTh YCTAHOBIIEHHBIE HOPMBI IepeMeIleHus (A1 MYXKYMH W IKEHIIMH)
TSOHKECTEH BPYUHYIO;

— cobmomath MHCTpYyKTaX Ui COTPYIHHUKOB IO  MPEIOTBPALIEHUIO

pacnpocTpaHeHus KopoHasupycHoi uHpekiu COVID-19 na pabouem mecte OT
10.11.2020.

3.2.[Ipy pasMelleHH apXWBHBIX JOKYMEHTOB Ha MECTaX XpaHeHWs BeIyLIUi
APXUBKCT JIOJDKEH YUUTHIBATH CIEAYIOIIHE OOIIKe MpaBrJa:

— TpW pasMENIeHUH TOKYMEHTOB CJIeAyeT TIPHHATH Mepbl IPOTUB HX
CaMOTIPOU3BOJIFHOIO CMEILIEeHUS, [TPOCAJIKH, ITaICHHUS,;

— JIOKYMEHTBI CJle[yeT pasMellaTb C YYeTOM KX MacChl W CIIOCOOHOCTH
ne(opMUpPOBATHCS MO BO3EHCTBUEM BELILIEPACIIONOKEHHBIX MaTEPUaIIOB.

3.3. Ilpu xpaHeHWH JOKYMEHTOB Ha CTEIUIaXkaX PEeKOMEHIYeTCs MX Pa3sMELICHHE
IIPUMEPHO OJIMHAKOBOI'O pa3mepa.

3.4.B cnayyae OOHApy)XEHHS HENPAaBUIBHO pPA3MEIIEHHBIX [UIsl XpaHEHHUA
JOKYMEHTOB HeOOXOIMMO TPHHATE Mephl K HX pa3bopKke W yKiaJKke BHOBb C
yCTpaHeHUEM 3aMEeUYEHHBIX HEJOCTATKOB.

3.5. Bo Bpemst pabOTEI BeLyIIUH apXUBUCT HE JOJDKEH:

— OCTaBIATL CBOe pabouee MECTO; 3TO HOILYyCKAeTCs TOJBKO C PaspellIeHUs
HETIoCPeICTBEHHOr0 PYKOBOIUTENS (Ha4albHHKa OT/ENa);

— HCIIOJB30BAaTh BMECTO CTPEMSIHKHM FJIM JIECTHHIBI CIy4YanHble MPeJAMEThI
(Harpumep, SIIUKH, CTYJIbS U T. IL.);

— CTAHOBUTBLCS HA BEpXHHUE CTYIEHH CTPEMSHOK M JIECTHUI[ BO H30exaHue NoTepH
YCTOMUMBOCTH U [aJICHUS;

— Gpocartk 06kIe MaTepraibl ¥ JOKYMEHTBI C BEPXHHUX IMOJIOK U CTEIIaXKeH;

— meperpy’aTh MaTepuajaMd X JOKYMEHTaMH BbIlle NOMYCTHMOH Ha HHUX
Harpy3KH;

— XpaHUTh JOKYMEHTH HaBaJIOM M pasMellaTh UX BIUIOTHYIO K paanatopam U
TpyOam OTOIIIEHHUS,

— BKJIIOYATH AJIEKTPOIPUOOPHI, KOTOPbIE 3aMpellieHbl K SKCIUTyaTalluH,

3.6. ApxuBHbBIE JOKYMEHTHI HY)XHO pasMellaTh Ha CTEJaxax TaKuM obpazom,
4TOOB! OHYU HE Mellaiu paboTe, X UCKII0Yanach BO3MOXKHOCTD UX MalCHUs.



3.7. llomernienue Ay pasMeIleHUs apXuBa JOMKHO OBITh  obOecreueHo
MIEPBUYHBIMU CPEICTBAMHU TI0YKAPOTYIICHUS, YCTAHOBKOW MOYKApHOH aBTOMAaTUKHU,
TesaeOHOM U anTedKOM TSt OKa3aHUs TIePBOH MOMOLIH.

3.8. Pabouee mMecTO 10B30BaTelsl IEPCOHAIBHBIM KOMIIBIOTEPOM  CIIELYET
o0opy10BaTh MOJCTABKOM AJIS HOT, UMeroleH mupuHy He MeHee 300 MM, TTyOuHy
He MeHee 400 MM, peryiaupoBKy IIO BbIcOTe B mpenenax a0 150 MM u mo yriy
HAKJIOHA OTIOPHOU MOBEPXHOCTH IMOJCTaBKHU 110 20°.

3.9. i yMeHbLIEHUS HAaIpsUKeHUs 3PEHUsl CJelyeT YCTaHOBUTb Ha DJKpaHe
MOHHTOpa ONTUMATLHBIN 1IBETOBOW pEXKUM (€CiU Takas BO3MOXHOCTb UMEETCH);
IIpU 5TOM PEKOMEHIYIOTCS HEHACBIEHHbIE I[BeTa: CBETJIO-3€JIEHBIN, JKEJITO-
3€JIEHBIN, JKEITO-OPaHXKEBBIM, XXEITO-KOPUYHEBBIM; II0 BO3MOXXHOCTH CIEHYET
n30eraTh HACHIIIIEHHBIX [IBETOB, 0COOEHHO KPacHOr0, CHHETO, SIPKO-3€JIEHOTO.

3.10. I'1pou3BoauTh KaKOH-T1MO0 PEMOHT CAaMOCTOSATENbHO 3allPEILaeTCs.

3.11. Tlpu oOHapyXeHHWH HEHUCIPaBHOCTEH HEMEJIEHHO COOOLMTb O
Hux HadanbHUKY MTODuO3.

3.12. C 1menpl0 CHIKEHUS] 3PUTENBHOIO M KOCTHO-MBIIIEYHOI'O YTOMIJICHHS
II0JIb30BATENO CJIeyeT COOJII0IaTh YCTaHOBIEHHBIH pexxuM Tpynaa v otabixa (K/
mm.3.2.,3.3., 3.5.), a taxxke Bpems otasixa (K nm. 3.7., 3.8.).

4. Tpe6boBaHHus OXpPaHbI TPYAA B ABAPHIHHbIX CHTYalHSX.

4.1. B aBapuiiHO# 0OCTaHOBKE CJIeZlyeT ONOBECTUTb 00 ONACHOCTH OKPYIKAOLIMX
JIFOZIEN U NefCTBOBATH B COOTBETCTBHUH C IIAHOM JIMKBUAALIUMU aBapUM.

4.2. Bce caMOCTOSTENLHO IPUHUMAeMble MEphl JTOJDKHBI OBITh HAIpaBIEHEI, B
IIEPBYIO Ouepeib, Ha CIIACEHUE )KU3HU M COXPaHEHHUE 30POBbS JIFOICH.

4.3, JleHcTBYsl CaMOCTOSTENIFHO BEAYLIUIA apXUBHUCT 0053aH:

— HEMEeJJIEHHO MPeKPaTUTh paboTy;

— TPUHATH MEpPbI JJIsi 9BaKyalldd JIOJeW M3 OIIaCHOW 30HBI, IPELOTBPALICHU
TIOTIaIaHUS JTIFOJIe B OIIACHYIO 30HY;

— MOCTABUTDb B U3BECTHOCTH O CIIyUMBLUEMCs HadalbHUKA OTAeIa;

— 0OCTaHOBKY Ha MECTe aBapui COXPaHUTh B HEMPUKOCHOBEHHOCTH, €CJIM 3TO HE

YIpOXaeT XXU3HU WJIX 3J0POBbIO HIO,[[GIZ;



— 0Ka3aTh MOCTPAJaBIINM IEPBYIO0 HOBpadeOHYIO TOMOILb, P HEOOXOAUMOCTH
BBI3BATh OpHTrally CKOpoH rnomolnu no rejedony 103.

4.4, [1pu BOSHUKHOBEHHUH T10Xapa UKW BO3ropaHus 00g3aH:

— HEMeJIEHHO BBI3BaTh MOXapHyIo ciyx0y mo tenedory 01,101 wmm 1o
coroBomy 101, 112. IIpu BrI30BE Ha3BaTh aApec U MECTO, I'I€ BOZHUK I10XKap, IIyTH
noabe3/1a, (aMUIUI0 3BOHUBILIETO;

— NPUHATH MEPHI 110 IBaKyalluy JIFOAEH U3 30HBI I10XKapa,;

— IIPUHATH MEPHI K TYIICHUIO W JIMKBUJALMK ITOXapa IIEpBUYHBIMU CPEACTBAMHU
MOXapOoTYHICHU:.

4.5. B cutyauusx, yrpoXaroluX )KU3HNA U 3J0POBLIO:
- IOKWHYTh OMAaCcHBIA y4acTOK.

4.6.B ciy4yae TOSIBIEHUS HEUCIIPABHOCTH B PabOTE KOMIIBIOTEPA, ITOCTOPOHHETO
IyMa, WCKPEHWs U 3amaxa rapy, HeMEeIJEHHO OTKJIIOYHTH BJIEKTPOIPHOOp OT
SIIEKTPOCETH U COOOIIUTEH 00 5TOM CHUCTEMHOMY aIMUHUCTpaTopy Apxusa. Pabory
IIPOJIOJDKATE TOJBKO TTOCTIe YCTPaHEHUsI BO3HUKILIEN HEUCIIPABHOCTH.

47. Tlpu moONydYeHWHW TpaBMbl HEMEIUIEHHO OOpaTUThCA 33 MEIMULUHCKOH
TIOMOIIIBIO U COOOLIUTH 00 3TOM HavallbHUKA OTZENA.

5. TpeOboBaHusi OXpaHbI TPYIa MO OKOHYAHHH PA0OTHI

Houxen:

5.1. IlpuBectu B mopsiiok paboyee MecTo.

5.2. TlpoBepuTh MPOTHUBOMOXKAPHOE COCTOSHUE KaOWHETa, OTKJIFOUUTH
SNIEKTPOTIPUOOPH! U pabOTAIOLLYIO alllapaTypy, 3aKPhITh 1BEPE.

5.3. BBIKNIOYMTH CBET, OTKIIOUMTH KOHIUIMOHEp (B Cilydyae HalM4uA),
PELIUPKYISATOP U 3JeKTPOIPUOOPEI.

5.4. CHATB CHIELOACKIY.

5.5. TiaTenbHO BBIMBITE PYKH C MBLIOM.

5.6. 3akpBITh OKHA U ABEPH.



JIMCT 03HAKOMJIEHUS

C MHCTPYKLMEH 110 OXpaHe Tpyia

I,

®.1.0.

Jo/IZKHOCTD

IMoanucn

Hata




