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ITHCTPYKUISA Ne 25
3 OXOPOHH Mpaii 1Js apxiBapiyca

1. 3aranbHi M0J103KeHHSs
1.1. lana iHCTPYKIIisi € HOPMATUBHUM JTOKYMEHTOM, 1[0 MICTUTh 00OB’SI3KOB1 BUMOTH 3 OXOPOHHU
mparli AJig apxiBapiyca (Hagamr — apxiBapiyc).
1.2. IacTpykuis po3poOieHa BiANOBIIHO J10:
[TonoxkeHHst mpo po3poOKy IHCTPYKIIHA 3 OXOPOHH TMpalli, 3aTBEPIKEHOr0 HaKa30M
Hepxuarasgoxopormpari Bix 29.01.1998 Ne 9 (B penakiiii Hakazy MiHCONMOMITUKN Y KpaiHH BiJl
30.03.2017 Ne 526);
TumnoBoro moyokeHHs PO MOPSAIOK MPOBECHHS HABYAHHS 1 IEPEBIPKHU 3HAHB 3 MUTaHb OXOPOHU
Tpaiii, 3aTBeppKeHoro HakazoM JlepskHarmsaoxopornpari Bifg 26.01.2005 Ne 15;
[IpaBun opranizanii JiJI0BOJCTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB Yy JI€p>KaBHUX OpraHax,
OpraHax MICIIEBOTO CaMOBpsIyBaHHS, Ha TMIAIPUEMCTBAX, B YCTaHOBaX 1 OpraHi3aIlisx,
3aTBEp/KEHUX Haka3oM MiHicTepcTBa roctuilii Ykpainu Big 18.06.2015 Ne 1000/5.
1.3. ApxiB CKJIaa€ThCs 3 KOMIUIEKCY IPUMIIICHB, Y STKAH BXOMSTh:
CXOBHUILA JJIS IOKYMEHTIB;
YUTANBHUH 3aJ1 (KaO1HeT) JJIs1 pOOOTH CHiBPOOITHUKIB YCTAHOBH ¥ 1HIITUX KOPUCTYBAYiB.
1.4. Po6oui KIMHATH CIIBPOOITHUKIB Ta YMTAJIbHUM 3aj (KaOiHET) MOBUHHI OYTH 130Jb0OBaHI B1J
apxiBocxoBuiia. CXoBHINa apXiBy MOBUHHI MaTH 3aNIaCHUIN BUXI/I.
1.5. ApxiBapiycoM MO’Ke€ IpaloBaTU ocoba, sika aocdaria 18-piyHoro BiKy, Ma€ BHILY OCBITY
BIJIMOBITHOTO HAMPSMKY, 3HAE HOPMATHBHO-IIPABOBI aKTHU 1 JTOKYMEHTH 1O BEJIEHHIO apXiBHOT
CIpaBU B KOJIEIKi, BOJIOAIE YMIHHAMHU 1 HaBHYKAMH IS BHKOHAHHS ITOCAJOBUX OOOB’SI3KIB, a
TaKOX MPOMIIIa BCTYMMHUNA IHCTPYKTaX 3 MUTaHh OXOPOHHM Ipalli Ta MEPBUHHUI 1HCTPYKTaX Ha
poOodoMy MicIli 1 He Ma€e IPOTUTIOKA3aHb 0O BUKOHAHHS 00OB’SI3KiB 32 CTAHOM 3JI0POB'S.
1.6. 3 MeTo10 JOTpUMaHHS MTPaBUJI OXOPOHU Mpalli apXiBapiyc MOBUHEH:
KepyBaTUCS BUMOTAMH TPABWJI BHYTPIIIHHOTO TPYAOBOTO PO3MOPSAKY, THCTPYKIIH 3 OXOPOHHU
npalli, TOXKEKHOT O€3MeKH Ta eeKTPOOE3NeKH;
CYBOPO JOTPUMYBATUCH MPABHJI OCOOUCTOI TTri€HH Ta CaHITAPHUX MPaBUII;
HE TPUCTYNAaTH 1 HE BHUKOHYBaTH poOOTYy y CTaHl ajJKOTOJbHOTO, HAPKOTUYHOTO abo
MEJIMKAaMEHTO3HOTO CI'STHIHHS, Y XBOPOOIMBOMY a00 CTOMJICHOMY CTaHi;
3HaTH MICIl PO3TAIlyBaHHS amnTeYKHd Ta TMEPBUHHUX 3acO0IB TOXKEXKOTACIHHS 1 BMITH
KOPUCTYBATHUCS HUMH.
1.7. Ilix yac poGoTH Ha apxiBapiyca MOXXYTh BIUIMBATH TaKi IIKiAJIKWBI BUPOOHHUUI (HAKTOPH, SIK:
TpaBMyBaHHS TOCTPUMHU KyTaMH 1 KPOMKaMH CTEJIaXiB, HEJOCTATHE OCBITICHHS, IiJBHIICHUHA
piBEHb 3aMHJICHOCTI B MPHUMIILICHHI, BPQXKCHHS €JICKTPUYHUM CTPYMOM, MaJiHHSA 3 BUCOTH, 1HIII
HEraTuBHI (PaKTOPH.
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1.8. ApxiBapiyc 3a0e3nedyeTbcs 3aco0aMu 1HANBITyaTbHOTO 3aXUCTY 3 YPaxXyBaHHSAM Taly3eBUX
HOPM.

1.9. ITix yac BUKOHAHHS MOKJIaICHUX HA HbOTO (PYHKIIIH apxiBapiyc 3000B’ I3aHUM:

BUKOHYBATH POOOTY B UHCTOMY OJsI31, MATH OXaHHUI BUTIIS;

npUiiMaTH 1Ky Ta MUTU BOAY B CHEI[IaIbHO BiJIBEIEHUX JIJIS IILOTO MICIISIX;

JTOTPUMYBATHUCh TIPABUI OCOOMCTOT TiT1€HH;

HE PO3MIIIYBAaTH B apXiBOCXOBUII KIMHATHI KBITH;

3HATH MICIIS pPO3TalTyBaHHSI BUMHKAYIB €ICKTPOMEPEIKI Ta 3aC001B MOKEKOTACIHHS.

2. Bumoru 0e3nexku nepea mno4YaTkoM podoTH
2.1.Ilepen moyaTkoM poOOTH apXiBapiyc MOBHUHEH:
OIJISIHYTH TPUMILIEHHS, NEPECBIAYUTUCH Y BIICYTHOCTI B apXiBl JIETKO3alMHUCTHX 1
BUOYXOHEOE3MEYHNX MaTepialliB;
MEPEeBIPUTH HASBHICTh BIAKUIHUX METAJIEBHX IPAaT Ha BIKHAX IMEPIIOrO MOBEpPXYy apxiBy Ta
CIPaBHICTh OXOPOHHOI CUTHAJII3AIlIl;
MIPOBITPUTH MPHUMIIIIEHHS, TOTPUMYIOYHCH TIPH [IbOMY O€3MEeKHU P BiIKPUBaHHI BIKOH;
MEPEBIPUTH SKICTh KPIIJICHHS CTEJIaXiB Ta HAJIMHICTh PO3CYBHMX IpaOWH, HAsBHICTb HAa HUX
MO3HAYOK IIIOJI0 TOTTYCTUMOTO HABAaHTAXKEHHSI Ta JaTH HACTYITHOTO BUMIPOOYBaHHS;
MIePEBIPUTH TEMIIEPATYPHO-BOJIOTICHUH 1 CBITJIOBHI PEeKUMH 30€piraHHs ManepoBUX JTOKYMEHTIB,;
MEPEBIPUTH SAKICTh OCBITJICHHS, CIPABHICTh €JIEKTPOIPOBOJKH, HASBHICTh Ha CBITUJIBHUKAX
miaoHiB,
MEePEBIPUTH €BaKyaIliiiHI MIJIAXW 1 BUXOAHW Ha BIAMOBITHICTH X BHUMOTaM IOKEKHOI Oe3IeKH,
HasBHICTh IUJIaHIB  €BaKyalli JOKYMEHTIB 1 MailHa, NEpBUHHUX 3ac00IB IMOXKEXKOraciHHS,
CIPaBHICTh OXOPOHHO-TIOKEKHOT CUTHaNI3allii, 3ac001B 3B'SI3KY;
MEPECBITUUTHCH B HASIBHOCTI TaOJIMUOK 3 3a3HAYCHHSIM TOPSIIKY BUKIIUKY TTOKEKHOT OXOPOHH Ta
THIIMX OXOPOHHUX CITYXKO.
2.4. TIpo Bci HECHpPaBHOCTI ENEKTPONMPOBOJKH, OOJAaJHAHHA Ta IHBEHTApI0, CAHTEXHIYHOTO
oOJaZiHaHHS, BEHTWIALINHUX CHCTEM TOLIO apXiBaplyC MOBUHEH MOBIJOMHUTH KEPIBHULITBO IS
BKUTTS BIAIIOBIAHUX 3aXO0/I1B.

3. Bumoru 0e3neku mijg 4yac BAKOHAHHA PO00TH
3.1. Crexutu 3a CTAHOM JOKYMEHTIB, CBO€YACHICTIO IX BIiJTHOBJCHHS, IOTPUMAHHSAM Y
MPUMIIICHHSX apXiBy YMOB, HEOOX1THUX JUIst 3a0€3MEeYeHHSI IX CXOPOHHOCTI.
3.2. PoboTn Ha BUCOTI MPOBOJUTH 13 3aCTOCYBAaHHSIM CIpPAaBHHMX, BUIPOOYBaHMX 1 HaJIHHO
BCTAaHOBJICHUX NEPEHOCHUX npaOuH. BuUKOpUCTOBYBaTH Ui 1i€l METH CTOPOHHI MNpPEIMETH
(ctinbii, OOuYKM, SUIUKK) 3a00pOoHAEThCS. TakoX 3a00pPOHSETHCS BIABOJIKATH PO3MOBAMHU
apxiBapiycB, sIKHi BUKOHYE poOOTY Ha BUCOTI.
3.3. CropoHHI 0cOOH TOMMYCKAIOTHCS 10 apX1BOCXOBHUIIA JIUIIIE 3 JO3BOJY JUPEKTOPA.
3.4. Ilin yac TpaHCHOpPTYBaHHsS JTOKYMEHTIB I03a MEKaMM apXiBy apxiBapiyc 3abesneuye ix
OXOpPOHY Ta 3aXWCT BiJ BIUIMBY IIKiATUBUX (DaKTOPIB HABKOJIMIIHHOTO CEpEAOBUINA - MY,
BOJIOTH, CBITJIa, MEXaHIYHUX ITOIIKOKEHD TOIIIO.
3.5. KoHTpomtoe moTpuMaHHS TpaBWII TMPOTUIIOKEKHOTO 3aXUCTYy B MPHUMIMICHHSIX apXiBy,
HasBHICTh B KOXKHOMY 13 HUX IUIaHIB OpraHi3allii raCiHHs MOXexXi.
3.6. 3ab0e3neuye qOTpUMaHHS BUMOT I10]10 3a00POHU:
najgiHHsA, 30epiraHHs Ta BXXKUBaHHSA 1K1 B apX1BOCXOBHIII;



BUKOPUCTaHHS TOOYTOBHX €JCKTPOHATPIBAIBHUX MPWIAIIB, CAMOPOOHHMX KHI STHIHHUKIB,
o0orpiBauiB, CBITUJILHUKIB TOIIO.

4. Bumoru 0e3neku micJist 3aKiHYeHHsI po00TH
4.1. 3ab6e3meunTy MpUOUpPaHHS JOKYMEHTIB 1 MPUIAAs Y BIABEACHI TSI HUX MIiCIIS.
4.2. TIpoKOHTPOIIOBATH BUKOHAHHS BHUMOT IIIOJ0 BUMKHEHHS BCIX MPHIIAJIB (MEXaHi3MIB), IO
CIOKMBAIOTh €JIEKTPOEHEPTIIO.
4.3. [ToBioMUTH PO BCI HAA3BUYAIHI MTOAIT, K1 MaJIHM MicCIIe TI1]] Yac poOOTH Ta BXXHUTI 3aX0H 1O
1X YCYHEHHIO.

5. Bumoru Oe3nexu B aBapiiiHUX CHUTyamisx
5.1. Ilpu BUHUKHEHHI aBapiiHUX CHUTyalld (3aMUKaHHA EJIEKTPONPOBOAKU, IPOPUB
BOJIOTIPOBITHUX TPYO, 3aJUMJICHHS, TI0sIBA CTOPOHHIX 3allaxiB Ta iH.), SKI MOXYTh MPU3BECTH 0
OTpUMaHHS TpaBM 1 (a00) OTpy€EHHS JIIOJIEH, apxiBapiyc 3000B'13aHUIN HETaHO, HE JOIMYCKaIoUun
MaHIK1, BUBECTH iX 3 IPUMIIIEHHS, KEPYIOUUCH NPU LIbOMY IU1aHOM eBakyallii. [IpoingopmyBaTu
PO IHIUCHT, IO CTABCS TUPEKTOPA KOJIEIKY.
5.2. Y Bunaay moxexi HeoOXiIHO:
BUKJIMKATH TIOKEXKHO-PATYBAIbHY CIYXO0y, 3a3HAUMBIIN aJPECy apXiBY, CBOE IMpPI3BUILE, 00’ €KT
Ta MICIIE 3aTrOPSHHS;
BXKUTH 3aXO/[1B 3 TACIHHS MOXKEXK1 MTPOTUIIOKEIKHUMHU 3aC00aMHU, 1110 € B HASIBHOCTI.
5.3. SIkmio cTaBcs HENaCHU BHIAI0K, a TAKOXK IMPU PaAlITOBOMY 3aXBOPIOBaHHI HEOOX1THO:
YCYHYTH Jif0 Ha OpraHi3M MOTEPHiIOro HeOe3neyHuX Ta MIKIIMBUX (PaKTOPIB, AKi 3aTPOKYIOTh
HOTr0 370pOB’I0 1 )KUTTIO;
HaJaTH TIOTEPHUIOMY TEpIly HEBIAKIAAHY MEIUYHY JTOTIOMOTY, a B pa3i MOTpeOM BUKIUKATH
MIBUAKY MEIUYHY JTOTIOMOT'Y.
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