OHUCKesUY

WHCTPYKLMA N0 OXpaHe TpyAa Ana apxnsapwycﬂé
1. O6ume TpeboBaHWA oXpaHbl TPYAA

1.1. Ha paboTy B KayecTBe apXx1Bapuyca HasHa4aerTca CAYMaLmii (TeXHUYecKui MCMNONHUTEND)
COOTBETCTBYIOLLEH KBaAMMKALIMK, NpoLesLni BBOZHbIV M NepBUYHbIA Ha paboyem mecTe
MHCTPYKTaXM No oxpaHe Tpyaa. BocnonbayiiTech roToBbiMK 6azamm AOKyMeHTOB B Cucteme
OxpaHa Tpyaa CnpaBoyHWK Nporpamm obyuerunn TpebosaHUAM OXpaHbl TpyAa Mo MopAagky
06yyenmna N2 2464 CnpaBoYHWK MPOrpamm CTaXKUPOBOK NO Nopaary obyyenuna Ne 2464
CnpaBoYHWK Mporpamm WHCTPYKTaXKei no oxpaHe TpyAa no nopaaky obyueHunsa Ne 2464
CnpaBOYHMK NPUKA30B Mo oxpaHe Tpyaa CnpasouHKK MHCTPYKLMI NO OXpaHe TpyAa YeK-nucT ¢
o6sA3aTeNbHBIMM AOKYMEHTaMM 0 OXpaHe TpyAa B opraHv3atlin

1.2. ApXxuBapuyc A0KEH NPONTH crneuManbHblid MHCTPYKTaX W NONYYUTb rpynny I no
snekTpobesonacHOCTH.

1.3. ApxuBapuyc HE3aBMCMMO OT KBANMPUKaLMKM W CTAKa paboTbl He pexe O4HOTO pasa B
LIECTb MECALEB [OMKEH NPOXOAUTb NOBTOPHbIM MHCTPYKTaX MO OXpaHe TpyAa; B Caydae
HapylweHua TpeboBaHuMii 6e30NacHOCTM TPYAS, NpyU NepepbIBe B pabote bosiee yem Ha 60
KafleHAapHbIX AHEH OH A0/HKeH NPorTH BHEMNIAaHOBbLIA MHCTPYKTaX.

1.4. ApXM1BaPMYC, AONYLLEHHBI K CAMOCTOATE/IbHOI paboTe, AO/IKEH 3HATb: HOPMATUBHbIE
[OKYMEHTbI N0 BONPOCaM BEAEHUA APXMBHOTO A@N1a B OPraHn3aLmm. Mopagok npuema u caaqv
[LOKYMEHTOB B apXUB, MX XPAHEHUA U NONb30BAHUA UMM, EAMHYIO rOCYAAPCTBEHHYIO cuctemy
nenonpon3sogacTsa. MopaAoK COCTaBNEHNA ONUCaHW JOKYMEHTOB NOCTOSAHHOTO U
BPEMEHHOTO XPaHEHUA 1 aKTOB 06 YHUUTOXEHUN LOKYMEHTOB. Mopaaok obopmneHus 4en 1 ux
NOATOTOBKM K XpaHEeHMIo W UCno/1b3oBaHmio. MopAAOK BeAeHNA ydeTa U COCTaBIeHmA
oTyeTHoCcTU. CTPYKTYpy opranusaumu. OCHOBbI OpraHu3aLmni Tpyaa. Mpaguaa sKcnayaTaLum
TeXHWYEeCKMUX cpeacTs. [pasuaa, HOpMbl U MHCTPYKUMMU MO OXpaHe TpyAa. Cnocobbl oKazaHuA
NepBoit MOMOLLM NPV HECYACTHbIX cay4asx. Mpasuaa BHYTPEHHEro TpyAoBsoro pacrnopagka.
Mpasuna noxapHoi GesonacHocTy.

1.5. ApxuBapMyc, NoKasaslWuii HeyA0B/IeTBOPUTE/IbHbIE 3HAHWA TpeboBaHuit oxpaHbl TpyAa
npu BeAEHUW apXMBHOTO Aena, K caMoCToATeNbHOW paboTe He aonycKaeTcs.

1.6. ApXMBapwyc, HanpasBAeHHbIA ANA y4acTvsA B HEeCBOWCTBEHHbIX ero go/mKHOCTH paboTax,
06A3aH NPONTU LEeNeBon MHCTPYKTaX No fe3onacHOMy NpoBeAeHUIo NPeAcTOALLMX pabor.

1.7. ApxvBapwycy 3anpeLLaeTca BbiNOHATL paboTbl, K KOTOPbIM OH He AOMyLLeH B
YCTaHOB/IEHHOM MOpA/Ke, a TakKe N0Nb308aTbCA NHCTPYMEHTOM W obopynoBaHueMm, C
KOTOPbLIMM OH HE MMEET HaBbIKoB BesonacHoro obpalieHuna.



1.8. Bo Bpema paboTbl Ha apxuBapuyca MoryT oKa3blBaTb HebaaronpuATHOe BO3AenCcTBNE B
OCHOBHOM C/iefylolwme onacHble 1 BpeAHble NpOWU3BOACTBEHHbIE BaKTOPbI: — nagatouue
apxMBHbIE OKYMEHTbI NPY NX pasmeleHnm NS XpaHeH A, HaNPUMEP, Ha CTEINAKE; —
dbuamdeckne neperpysku, Hanpumep, nNpu nepeHOCKe AOKYMEHTOB; — HaxOM/AeHNe Ha BbICOTE,
Hanpumep, Ha CTpeMAHKE; — HEA0CTaTOYHAA OCBeLLeHHOCTb paboueit 30Hbl; — OCTPbie KPOMKH,
LIepOX0BATOCTH Ha NOBEPXHOCTU NECTHUL, CTPEMAHOK, CTENNAXKEN, TeNeNEK.

1.9. [ina npeaynpexaeHus HeBNaronpUATHOTO BO3AENCTBUA Ha 3,0POBbLE apxuBapuycy
cnefyeT No/b3oBaTbCA CpeacTBamu WHAWBUAYANbHON 3aLWNTbI.

1.10. Ansa npegynpexaeHua BO3MOKHOCTM BO3HWKHOBEHUA NOXapa B nomeLLLeHUAX apxu1ea
apxuBapuyc JOKEH cobnoaath TpeboBaHnA no)apHoi 6e30nacHOCT CaM U HE JAonycKaTb
HapyLLUeHUA 3TUX TpeboBaHuin ApYrMmu paboTHWKaMK; KypuTb paspeluaeTcs TONbKO B
cneuuanbHO OTBEAEHHbIX AN1A 3TOr0 MmecTax.

1.11. Apxusapuyc obaszaH cobnopaTtb TPYAOBYO U npov3BOACTBEHHYIO aucumnaudy, Npasuna
BHYTPEHHEro TPyA0BOro pacnopAAKa.

1.12. Ecnm ¢ kem-nnbo u3 paboTHUKOB MPOU30LIEN HecuyacTHbIN cny4ait, To nocTpajaslemy
HeoBX0AMMO OKa3aTb MepByto NOMOLLb, c00BLWMTL O CYYUBLIEMCA PYKOBOAMTENIO ! COXpaHWUTb
06CTaHOBKY NPOMUCLIECTBUA, C/IN 3TO He CO3A3eT ONacHOCTH ANA OKPYHKAOWHX.

1.13. Apxusapuyc npu Heo6X0AMMOCTH AOMKEH YMETb OKa3aTh nepByro NOMOLLb,
N0/1b30BaTbCA ANTEHKOM.

1.14. lnA npeaynpexaeHna BOSMOXHOCTA 3aboneBaHuii apxmsapuycy cnenyert cobaoaatb
npaBuna IM4HO rMrueHbl, B TOM HUCIE nepea NPUeMom ML HeobX0AMMO TWATENbHO MbITb
pyKU € MblIOM. 1.15. ApxuBapuyc, [ONYCTUBLLWI HapyLleHne Unu HeBbinonHeHue TpebosaHwil
WHCTPYKLMK MO OXpaHe TpyAa, HeceT OTBETCTBEHHOCTL B COOTBETCTBMM C AEHCTBYIOLNM
3aKOHOAATE/IbCTBOM.

AW 2. Tpebosarua oxparbl Tpyaa nepej Hauanom paboTbl

2.1. MNepep Ha4anom paboTbl apx1eapuycy cnedyeT HafeTb CNELoAeXAy, NPOBEPUTL Hanaudue
cpeacTs MHAMBUAYANbHON 3aLUMTbI, MeAMLMHCKOM anTeukn AR OKa3aHua nepBOil NOMOLLK, @
TaKKe CPeACTB NOXKAPOTYLWEHMNA.

2.2. Cneuofexaa AomkHa OblTb COOTBETCTBYHOLLEro pasmepa, WUCTOM 1 HE CTECHATb ABUKEHUN.
2.3. Mpexae 4em NpuUcTynaTsb K paboTe, cneayer NpoBepuTh COCTOAHME NOMELLEHWUA apX1Ba;
NPy HeoBX0AMMOCTH CNeAyeT HaBeCTH YUCTOTY, MOPAZOK 1 0becneunTs Haune cB0BOAHbIX
npoxoAos. 2.4. Apxusapuycy cnepyeT NpoBepUTb UCMPABHOCTL NEeCTHUL, U CTPEMAHOK, a TakxKe
CpefcTB Manoi mexaHusauuu, npuMeHAeMbIX 417 nepemellieHna apXMBHbIX AOKYMEHTOB.

2.5. ApxvBapuyc JO/KeH M4HO y6eanTbCA B TOM, YTO BCE Mepbl, Heobxoaumble ANs
obecneueHna 6e3onacHOCTH, BbINOHEHDI.

2.6. ApxuBapuyc He JO/DKeH NpucTynate K paboTe, ecnn y Hero MMetoTea COMHEHMUA B
obecneyeHun He3onacHoCTH Npyu BbINOTHEHWN npeacroAlleil paboTbl.

2.7. Mepep Hauyanom paboTbl HYXKHO y6eanTbCA B AOCTAaTOHHOCTM OCBELIEHNA paboueii 30Hbl,
ocobeHHO B TEMHOE Bpema CYTOK.



2.8. Mepep Hauanom paboTbl apxusapuycy cneayer 06paTUTb BHUMaHWe Ha PaLMOHA/IbHYIO
opraHu3sauuio paboyero mecrta, NOArOTOBUTL HeobxoAuMble TeXHAYECKNE CPeacTsa 1
nposepuTb Ux paboTy. 3. TpebosaHuA OXpaHbl TOYAA BO Bpems pabotsl

3.1. ApxuBapuyc, Haxoaawmiica B 6oNe3HEHHOM Un nepeyToM/lIEHHOM COCTOAHUM, a TaKKe
nog, BO3AeNCTBMEM aIKOTONA, HAPKOTUHECKUX BELLLECTB /K NeKapcTs, NPUTYNAAIOLINX
BHMUMaHWE U PeakLuio, He A0/IKeH NpUcTynaTb K paboTe, TaK Kak 3TO MOXKeT NPUBECTU K
HecyacTHOMy caydato. 3.2. Bo Bpema paboTbl apxuBapuyc AO/IKEH BbiTb BEXAMBLIM, BECTU ceba
CMOKOMHO 1 BblAepXaHHO, n3beratb KOHPNUKTHbBIX CUTYaLuii, KOTOpPbIE MOTYT Bbl3BaTb HEPBHO-
3MOLMOHA/IbHOE HanpAXeHUe 1 0TPasnuTbCA Ha pesonacHoOCTV TpyAa.

3.3. Bo Bpems paboTbl apxuBapuycy cieAyer bbiTb BHUMATE/IbHBIM, HE OTB/IEKATLCA OT
BbINONHEHUA CBOUX 0BA3aHHOCTEN.

3.4. Bo Bpema paboTbl apxuBapu1ycy He paspeluaeTcs 0CTaB/IATb CBOE pabouee MecTo; 3TO
[OMYCKaeTCa TO/IbKO C paspeLleHna HenocpeacTeeHHoro pYKOBOAMTENA.

3.5. Mpu pasmeLLeHNi apXUBHbIX 4OKYMEHTOB Ha MeCTax XpaHeHA apxuBapuyc A0KeH
y4MTbIBaTL Credytollve obuyte npasuaa: — Npu pasmeleHin [LOKYMEHTOB C/ielyeT NPUHATD
Mepbl IPOTUB MX CAMOMPOM3BONBHOTO CMeLeHMA, MPOCaAKK, NaAEHUA; = MeXay CTennaxamm
AOMKHBI BbITb MPeAYCMOTPEHbI NPOXOAk! WINPUHON He MeHee 1 M; — LJOKYMeHTbI CrieflyeT
pasMeLLaTh C y4eTom UX Macchl U CNocoBHOCTM AePOPMUPOBATLCA NOA, BO3AEHCTBMEM
BbiLepacnoNoXeHHbIX maTepranos. 3.6. Mpu xpaHeHnn [AOKYMEHTOB Ha CTeN1aXax
peKoMeHAyeTcA UX pasmellieHne NpUMepHO 0ANHAKOBOTO pasmepa.

3.7. B cnyuae 06Hapy)KeHUs Henpasn/bHO PasMelleHHbIX A/IA XPAHEHUA [LOKYMEHTOB
HeoBX0AMMO NPUHATL Mepbl K Mx pa3bopke 1 yknajike BHOBb C ycTpaHeHuem 3amedeHHbIX
HepocTaTKOB. 3.8, ApXMBapHYC AOMKEH UCMONB30BATL NCMPABHBIE CTPEMAHKM U IECTHULLBI,
MMeloLLMeE CreLpabHble YCTPONCTBA OT CKOIbXKEHUA.

3.9. Hesib3A UCNOb30BaTb BMECTO CTPEMAHKN WU NeCTHULbI cnydaiHble npeameTbl
(Hanpumep, AWMKK, CTYIbA N T. n.).

3.10. He/lb3A CTAaHOBMTbCA Ha BEPXHWE CTyNeH! CTPEMAHOK W IeCTHL, BO nsberkaHue noTepu
YCTOW4YMBOCTU U NaAEHWA.

3.11. He ponyckaetca 6pocatb ntobble maTepuabl U OKYMEHTBI C BEPXHUX NOMOK ¥
crennaseit. 3.12. Apxusapuyc JO/IKEH CNeAUTb 33 UCMPABHOCTLIO U YCTOMUYMBOCTBIO
cTennaeil, NONOK ANA XpaHeHUA apXMBHbIX JOKYMEHTOB.

3.13. CTeNN@XKM He cledyeT neperpyaTb matepuanamu 1 JOKyMeHTaMu BbllLe A0MNYyCTUMOW
Ha HMX HarpysKu.

3.14. ApxvBHbIe LOKYMEHTbI HY)KHO pasmelyathb Ha cTe/iaxax Takum obpa3om, 4Tobbl OHU He
Melwany paboTe U UCK/OHYaNaCcb BOSMOXHOCTb UX NaAEHNA.

3.15. Henb3s xpaHUTb AOKYMEHTbI HaBasioM 1 pasmellatb uX BMAOTHYIO K paguatopam u
Tpybam oTonNEHUA.

3.16. Apxusapuycy cneayeT npoABaATb OCTOPOMHOCTb MPU MEPEHOCKE apXUBHbBIX OOKYMEHTOB,
4To6bl He CMOTKHYTLCA BO BpeMaA XoApbbl 0 BO3MOXHbIE npenATcTena
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3,17. Mpu NepeHoCcKe apXMBHbIX IOKYMEHTOB CNEAYET cobntoaaTh yCTaHOBNEHHbIE HOPMbI
nepemeLeHna (41a MyKUUH 1 SKEHLLMH) TAXKECTeW BPYUHYIO.

3.18. MomelueHme 418 pasmelleHusa apxusa A0/IKHO 6bITb 0becne4eHo NepBUHHbIMHU
cpeacTBamu NOXKapoTYLWeHNUA, yCTaHOBKOW NOMapHOI aBTOMATUKH, TenedOoHOM 1 anTeyKon
[1A OKa3aHWA NepBoi NOMOLL.

3.19. Pabouee MecTo Nno/b30BaTe/IA NepcoHaNbHbIM KOMMbIOTEPOM Cneayet obopyaoBsaTtb
noAcTaBKoM ANA HOT, MMEIOLLEN WNPUHY HE MEHEE 300 MM, rybuHy He meHee 400 mm,
peryn1poBKy Mo BbicoTe B npeAenax Ao 150 MM 1 MO YFNY HaKI0Ha ONOPHOW NOBEPXHOCTH
noacrasku Ao 20°. 3.20. [inA ymeHbLUEHUA HanpAYXKeHWs 3peHNa cnesyeT yCTaHOBUTD Ha 3KpaHe
MOHWUTOpPa ONTUMa/bHbIN LLBETOBOM PEXUM (ecnn Takaa BOSMOXHOCTb MMEEeTCAa); NPy 3TOM
peKOMeHAYITCA HEeHACkILLEHHbIE LiBeTa: CBET/IO-3/1EHbIN, YeNTo-3eNeHbli, XenTo-
OpaHKEeBbI, }KENTO- -KOPUUHEBbIM; MO BO3SMOXKHOCTU CNeAYeT n3beratb HaCblWEHHbIX LBETOB,
0coBeHHO KpacHOro, CUHEro, APKO-3e1eHOr0. 3.21. C uenbio CHUKEHWA 3pUTENBHOTO 1 KOCTHO-
MbILLIEUHOTO YTOM/IEHUA NO/Ib30BaTeNI0 Ciedyer cobNi0AaTh YCTaHOBNEHHbIM PpeXum Tpyaa 1
oTA4biXa.
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