IBC r. Bonrogoncka
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06 uHpopMauMOHHO-OubIHOrpadueckom
ornene lleHTpanbHON OHOIHOTEKH

1. OBILLME ITOJIOXEHUWA

1.1. Ormen  saBiseTcs  CTPYKTYpHbIM  noxpasgenendeM  LleHtpanbHod — Oubnnoreku  MVK
«LlenTpanusoBanHas OGubnHoTeyHas cuctema» r. Bonromoncka (nmanee LIb LIBC) um naxoautcs B
HENoCpeACTBEHHOM noa4uuHeHuH aupekropa LIbBC.

1.2. B cBoeit nestenbHOocTH otaen pykoBoxacTByercss YcraBom LIBC, Hactosmum Ilonoxenuem,
npUKa3zaMH U pacniopsbkeHussMu aupekropa LIBC.

1.3. JlesATenbHOCTh OTAENA OCYIIECTBISAETCS B KOOPAWHALMK C OTAEJIOM KOMIUIEKTOBAHHS M 00paboTkH
nurepatypsl  LIB, oTmenoM MeroauMkud W npakTHKW OubnuoreuHoi pabortel  LIb, otaenom
obcnyxuBanus LIb, 6ubnuorekamu LIBC, HMO AI'TIb.

2. OCHOBHBIE 3ATIAYH U ®YHKILIMH

2.1. OGecrneyeHHe CHCTEMATHYECKOrO M TOJIHOLEHHOrO  CrpaBOYHO-OMONIHOrpadguyeckoro
MH(POPMALIMOHHOTO 00CTy)KMBaHHS BCEX KaTeropuii nosnb3oBarene.

2.2. OpraHuszauus eIdHOW CrpaBOYHO-OMOMHorpaduueckoii W MHPOPMALMOHHON CiyKObl Ha OCHOBE
COTJIaCOBAaHHOM MEATeNIbHOCTH CTPYKTYpHbIX mnoapa3aeneHuid LIBC, TecHol koopavHauvu ¢
O6ubaMoTeKkaMu APYruX CUCTEM U BEAOMCTB.

3. COIEPXXAHME PABOTBI OTJEJIA

3.1. Opranusauus cnpaBo4Ho-6uGHorpaduyeckoro annapara LIBC:
® ydacTHe B KOMIUIEKTOBaHHH €MHOro oHIa crpaBOYHbIX M OuOIHOrpadguyeckux U3aHHK;
e OpraHu3auus, BeIEHHE U pelakTHPOBAHHE CUCTEMAaTHYECKOH KapTOTeKH CcTaTeH, KpaeBeA4YeCKOH H
TEeMaTHYECKHUX KapTOTeK;
e CcO3JaHHe U BeJCHHE IEKTPOHHBIX KapToTek (6a3 JaHHBIX) MO aKTyaJbHbIM TEMaM;
® CO3JaHWE apXMBA BHIMOJHEHHbIX CIIPABOK.
3.2. Oka3zaHue KOHCY/NbTAaTHBHOH TMNOMOIUM MOJB30BATENSM B  MCIOJb30BaHUH CMpaBOYHO-
Oubnuorpaduueckoro anmnapara.
3.3 OcyluecTBieHHe ONEPaTHBHOTO CNPaBOYHO-OHOIHOrpaduueckoro oOCayKMBaHHUS MOJb30BATENEH:
® BbINOJHEHHE CMPABOK U 3aMpOCOB;
® KOHCYJIbTUPOBAHHE.
3.4. Opranuzauus HHGOPMALIMOHHOTO 00CTY>KMBaHUS NMOJIb30BaTENEH:
e npoBeneHue 6ubnuorpaduueckux 0630pos, JlHei nndopmaunu u el cneunanucra;
® TIpynnoBoe ¥ HHAWBHIYaJIbHOE HH(OPMHUPOBAHHE MOJb30BATENEH;
e noaroroBka uHdopMalMOHHBIX MaTepuainoB a1 CMU.
3.5. Ilponaranaa 6uGnuoTeyHo-6MOIHOrpagUIECKUX 3HAHUH CPEaM NOJIb30BATEIIEH.
3.6. CucremaTuueckuii aHajau3 BBIMOJIHEHHBIX CMIPABOK U MPHUYHH OTKA30B, H3YUYE€HHE MCIOJIb30BAHHS
cnpaBouHo-6ubMorpaduyeckoro annapara LIBC.
3.7. Co3nanue 6ubnuorpaduueckux nocoOHii No akTyalbHbIM TEMaM.
3.8. OkazaHue METOIMYECKOW MOMOLUM CTPYKTYpHbIM nozapasaenenusm LIBC u Gubnnorekam apyrux
BEIOMCTB MO opraHu3saiuu Oubnuorpadpuueckoid paboTsl.
3.9. CocraBjieHHe roOBbIX MJIAHOB W 0TYETOB OUbIHOrpaduyeckoit U nHpopmauronHoit padorsl LIBC.
3.10. U3yuenue u 06061eHHe nepenoBoro onbita 6uGauorpaduueckoit padorel LIBC.

4. OPTAHUM3ALIMSA PABOTHI U YITPABJIEHUE

4.1. HudpopmauroHHo-GuGIHOrpaduueckuii oTaen sBiseTcsi CTpyKTypHbIM noapasaenenuem Lb LIBC,
HaXOJIMTCS B BEJIEHUH U paboTaeT Moj HeMocpeACTBEHHBIM pykoBoacTBOM aupekTopa LIBC.
4.2. OtpenoM pyKOBOAMT 3aBeAYyIOLIMI, HA3HAYEHHBIH 1 OCBOOOXKAEMbII OT 3aHUMAEMOMH AOKHOCTH
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aupekropom LIBC. OH HeceT OTBETCTBEHHOCTh 32 OPraHU3aLMIO M cofiepykaHue paboThbl OTAeNa.
Jlo/mKHOCTHast CTPYKTypa OT/ielia OnpeAessieTcs IUTaTHbIM pacnucaHueM. M3smMeHeHus wratHoro
pacrnucaHus OT/eNa, CBI3aHHbIe C U3MEHEHHEM 3a1a4 U o0beMa paboThl, MPOU3BOAATCS AUPEKTOPOM
LIBC.
3aBe/yoLLMii OTAEIOM OCYLLECTBISET pyKOBOACTBO Ha ocHoBe YcraBa LIBC, IIpaBun BHyTpeHHErO
TpynoBoro pacnopsaka, [lonoxxeHus o6 otaene, [Ipasun paborsl LIBC, m0MKHOCTHBIX MHCTPYKLMH
COTPYAHHKOB OTHeNla W HeceT OTBETCTBEHHOCTb 3a ero pabory. PacnopsbkeHus 3aBeayroLLEro
o0s3aTenbHbI 7151 BCeX COTPYAHUKOB OTAeNa.
CoTpyOHMKH OTHeNa Ha3HAyaloTCs MW ocBoOokmaroTcs oT pabotel  aupektopom LBC no
NpeICTaBIeHHIO 3aBEYIOLIEro OT/AEIOM B COOTBETCTBHHU C TPYAOBBIM 3aKOHOAATE/IbCTBOM.
OO053aHHOCTH COTPYAHHUKOB OT/AENA ONPEENSIOTCS JOHKHOCTHBIMH HHCTPYKLMSAMH, YTBEP)KAEHHBIMU
nupextopom LIBC.
Pacriopsinok pabotsl otaena onpenensiercs [IpaBuna BHyTpeHHero TpyaoBoro pacnopsaka LIBC, a B
cllyyae MpOU3BOJACTBEHHOM HEOOXOAMMOCTH B COOTBETCTBHHM C 3aKOHOAATENILCTBOM O TPYJE. '

5. TIPABA OT/JEJIA

HudopmauronHo-6ubarorpaduyeckuii oTaen | ero 3aBeLyroLHil UMEIOT NpaBo:
OcyliecTBIATh KOHTPOJb 3a OpraHuzauueii U ydetom Oubnuorpaduueckoi paboTsl B oTaenax
obcnysxuBaHus LlentpanbHoit 6ubnuoreku u Oudnuorekax LIBC;
3anpaiunBath HeoOXOAWMbIE CBelE€HHS B CTPYKTYpHbIX noapasaenenusx LIBC ana cocrasnenus
MJaHOB M OTYETOB, KOOPAHWHALIMK U KOOMEpaLMH AesTeIbHOCTH;
XopartaiictBoBath nepen aaMuHuctpauued L[BC 06 W3MEHEHMM UYMCIEHHOCTH IUTaTa OTAENa B
3aBUCUMOCTH OT U3MEHEHHs 3a/1a4 U oObema paboTsl;
[IpenocTaBnsTh OTAENBHbIE BBl IUIATHBIX YCIYT, NepeuyeHb KOTOpbIX onpeaensercs Ilonoxenuem
O IJIAaTHBIX yCITyrax;
CaMOCTOATENBHO ONpeeNsaTh MYTH U METObI pealTM3aLlHU TJIaHOB paboThl OTAENA;
BHocuts npeanoxenus aupekropy LIBC no coBepiieHCTBOBaHUIO OpraHU3alMKi Tpy/a B OT/ENE;
OcyLIecTBIATh B YCTAHOBJIEHHOM MOPs/IKe NOAOOP U pacCTAHOBKY KaJpoOB B OT/EJIE B COOTBETCTBUH
CO INTATHBIM PACMUCAHHEM C YYETOM [EJOBBIX KAuyeCTB CMELWATMCTOB M KBAJM(HUKALMOHHBIX
TpeGoBaHuii, NpeabIBIsSEMbIX K JaHHOW KaTeropuu paboOTHHKOB;
[peacTaBisTh K MOOLIPEHHIO OTIHYMBIUIMXCS COTPYAHHKOB OTAENAa W B HEOOXOAMMBIX Ciydasx
BHOCHUTb TMPEUIOKEHHWS O TMpPHUBJIEYEHHMH HX K OTBETCTBEHHOCTH 3a HapylIEHWE TpPYIOBOH H
NIPOW3BOJCTBEHHOH JMCLIMIUTHHBI, TMEPEMELIeHUH UX B APYrue OTJesbl B ClyyasX, KOraa OHH He
CMpaBJIslOTCS CO CBOMMM JOJ/DKHOCTHBIMH OOSI3aHHOCTSMH WJIM B Cllyyae [POM3BOACTBEHHOM
HEOOXOIHUMOCTH;
JlaBaTb 3aKJIOYEHHs N0 BOMPOCAM, KacaroLMMCS KOMIIETEHLMH OT/IeNa;
[pencTaBUTENBLCTBOBATh B Pa3UUHbIX YUPEXKACHUSAX U OPraHU3aLMUsX MO BOMPOCAM, KacaloLMMCs
NeSTebHOCTH OTAeNa;

ITpaBa u 00s13aHHOCTH COTPYHUKOB OTAeNa onpeaestores [IpaBunamu BHYTPEHHEro Tpy10BOro
pacnopsinka LIBC, mOmKHOCTHBIMH HHCTPYKLIMSMH, yTBep XK AEHHBIMH AupekTopom LIBC.



