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JOJDKHOCTHOM PEIJIAMEHT -~ _
¢enepanbHOro rocy1apcTBeHHOro rpaskKIAHCKOro CIy:KAIIEro,
3amemaromero B Okrsa6pbckom paiionnom cyie r.Tomcka
JO/:KHOCTD (heiepaibHOM rocy1apCTBeHHOM IPAKIAHCKOM CIIYKOBI
ceKpeTaps cyae0HOro 3acefaHus OTeJa odecnedeHus!
CYAONPOH3BOACTBA MO rPAKIAHCKHUM Jej1aM

1. O0uue moJioxeHust

1.1. JIomkHOCTE cexpeTapst CyneGHOro 3acelaHHs B COOTBETCTBHH C Peectpom
TOJDKHOCTEH (enepanbHON TOCYyIapCTBEHHOM TIPaKIaHCKOM CIy’)XOBI OTHOCHTCA K
CTapIled IPYyINIe MOJDKHOCTEH (enepanbHON roCyHapCTBEHHOH TIpa)KIaHCKOM CITy>XOBI
KaTeTOPUH «CHEIAATHACTED.

1.2. Cexperaps cyneOHOrO 3acelaHus Ha3HAYAeTCI W OCBOOGOXKIACTICS OT
JOJDKHOCTH MPUKA30M NIpecenaTeNs CyIa.

1.3. Cekperapp CyneOHOTO 3ace[aHus IPH OCYIIECTBICHHM CBOEH NeSTeNbHOCTH
IOMYUHSCTCS IPENCENATEINIO Cy/la, er0 3aMeCTUTENAM, HEIOCPEICTBEHHOE PYKOBOJCTBO
paboTol CeKkpeTaps CyOeOHOro 3acelaHhs OCYIIECTBIACT CyIObs ¥ HAYATBHHK OTICIA
obecIreuer s CyIONPON3BOICTBA IO IPAKIAHCKHAM [eTIaM.

1.4. Ha neproxm BpeMEHHOTO OTCYTCTBUSI CeKpeTaps CyHZeGHOTO 3acelaHHs ero
3aMeHseT I000H TIOCYyNapCTBEHHBIM CIyXalluif ammapaTta cyga o PaCIIOPSHKEHUIO
Opeacenarenss  Cyna, ero  3aMecTUTeNeld, HadalbHWKa OTHeNa  o0ecrHedYeHus L
CYIOIIPOMU3BOJCTBA 110 IPAKIAHCKUM IeJIaM.

1.5. B cBoell crmyxeOHOH [esATENBHOCTH CeKpeTaph CyHeGHOro 3aceqaHwus
PYKOBOICTBYETCS:

Kouncrutynueit Poccuiickoit ®enepanum;

Oenepanbubivu 3akoHamMu 0T 08.01.1998 Ne 7-®3 "O CyzeGaom Je[IapTaMeHTe
npu Bepxosrom Cyne Poccumiickoit @enepanuu”, 27.05.2003 Ne 58-®3 «O cucreme
TOCYIapCTBEHHOU TPaXIAHCKOM ciry»x0b1 Poccuiickoit ®eneparmm» u 27.07.2004 Ne 79-
@3 «O rocymapcTBeHHON TIpakmaHckoif ciyx6e Poccmiickoix Qenepanmum», 0T
27.07.2006 Ne 152-®3 «O mepcoHaNbHBIX JAHHBIXY, HHBIMHA (GenepaabHBIME 38KOHAMUY;

ykaszamu IIpesunenta Poccniickoit ®eneparum; '

[IOCTaHOBJICHHAMH IpaBUTENbCTBA Poccuiickoit Oenepanum;

nocranosiaeHuaMu Bepxosroro Cyna Poccuiickoit ®enepanuy;

nocranosnenusmu Cosera cyzeit Poccuiickoit ®eneparnuu;

HOPMaTUBHBIMHU NIPaBOBBIMU akTamu CyneOHOro JemapTaMeHTa;

ciyeOHBIM pacnopsaakoM OKTA6PECKOro paffoHHOro cynar.Tomcka;

TIOJIOXCHUSMH, HHCTPYKIUSIMHU, METONMYECKAMI PEKOMEHIAIISIMIL,

TIOJIOXKEHHEM 00 oTaese obecIedeHus CyJOMpOr3BOLCTRA IO IPAXIAHCKUM JIelIaM
Oxts6pscKoro palionHoro cyna r.Tomcka;



KoJexkcoM O3THKA ¥ CIyXeOHOro IIOBENCHU dbemepalbHBIX TOCYAApCTBEHHBIX
TPaXIAHCKUX CITYXaIMX OKTSIGPHCKOTO paitoHHoro cyna r.Tomcka;
HACTOSIIUM JOJDKHOCTHBEIM PErIaMEHTOM.

I1. KeanndukanuoHHbIe TPeOOBAHUS

2.1. Ha [OJDKHOCTE CeKpeTapsi CyeOHOro 3ace/laHusl Ha3sHadaroTes JIHIa, HMEFOIHe
BEICIIIEE oOpa3oBaHue o HaIlpaBJICHHUIO IIOATOTOBKH (cIIenuambHOCTH)
Ipo(ecCHOHaNBHOTO 00pa3oBaHus  «IOPHUCIPYINCHINAY UM~ WHOMY HAaIIPaBJICHUIO
IOATOTOBKY (CIIENHANBHOCTH), YKa3aHHOMY B IEPEIHE npodeccuil CreNMaTbHOCTEH U
HaIpaBjIeHUuH IOATOTOBKH, JJI KOTOPOro 3aKOHOJATENbCTBOM Poccuiickoi Denepaniu
YCTAHOBJIEHO COOTBETCTBHE JAHHOMY HAIpaBJICHUIO IOArOTOBKH (CIHEIMaIbHOCTH) 0Oe3
IpebABIICHNS TPEOOBaHUH K CTAXKY pa6otsl (Yxa3 IIpesunenta PO ot 16.01.2017 Ne 16)

2.2. Cexperapb Cy[eOHOTO 3acefiaHis NOJDKEH 3HATR W yMETh IpUMEHATH Ha
IIpaKTUKE:
roCyIapCTBEHHBIN S3BIK Poccuiickoii eneparuu (PyCCKHil A3bIK);

Koncturynuio Poccuiickodt Denepanny;

['pakaHCKUK KOICKC Poccuiickoit @enepanuu;

Fpax(naHCKo-npoueccyaanLn‘/’I xonekc Poccuiickoi @enepaiuy,

Komekc afMUHACTPATABHOTO CyIOIIPOU3BOACTBA Poccuiickoit ®enepanuy;
®enepasibHble KOHCTUTYIIHOHHBIE 3aKOHBI: OT 31.12.1996 Ne 1-®K3 "O cynebuoit
cucteme Poccniickoit @enepamuu"; ot 7 despanst 2011 T. N 1-®K3 "O cynax obmeit
FOPUCIUKIUE B PoccHACKOR denepanun’;

- demepalbHBIE 3aKOHBL: OT 08.01.1998 Ne 7-®3 «O cynebHOM IemapTaMeHTe TpH
BepxosaoMm cyne Poccuiickoi ®enepamum», 0T 27.05.2003 Ne 58-®3 «O cucreme
FOCYIAPCTBEHHOH CITyXOBI Poccuiickoit ®emepamum»; or 27.07.2004 No 79-03 «O
rOCYJapCTBEHHOH TPaXIaHCKOH cayx0Oe Poccuiickorn Dexepanum»; OT 25.12.2008 Ne
273-®3 «O TpOTUBOIEACTBAM KOPPYMIHAM»; OT 20 asrycra 2004 r. N 113-@3 "C
IPUCSIKHBIX 3acelaTensx (enepanbHbIX CYyIoB obIell FOPHCIMKIME B PoCCHiiGKOT
@epepamun”; or 22 mexabps 2008 T. N 262-®3 "O0 obecrmeyeHnu IOCTyIa K
uHGOpPMALUY O JEATEIBHOCTH CYAOB B Poccuiickoit ®@enepanun'’; MHbBIC HOPMAaTHBHBIC
TIpaBOBHIE aKTHI, aKThl 1IpesuienTa Poccuiickoii ®enepanuu, [IpasuTenscTsa PoccuiicKor
deneparuy, TOANEKAMIE IPAMEHEHUIO B TPAXKIaHCKOM CYIOTIPOU3BOICTBE.

- HopMaTuBHYIO 0a3y COOTBETCTBYIOIICH cepsl JeSTENBHOCTH, OCYIIECTBIAEMON |
npenenax CBOMX JOJDKHOCTHBIX 00S13aHHOCTEN U TTOTHOMOYHT;

- VIHCTpYKLHIO IO CyAeOHOMY JeTIONpOU3BOACTBY B pafiOHHOM CyJ€, YTBEPKICHHYK
npukazoM CynebHoro fenapTaMenTa Ipu BepxosaoM cyze PO ot 29.04.2003 Ne 36;

- VIHCTPYKIMIO O MOPANKE OpraHM3aldM KOMIIICKTOBAHIA, XpaHeHus, ydeTa 1
HCIIOB30BAHMS JOKYMEHTOB (3JE€KTPOHHBIX IOKYMEHTOB) B apXuB (enepaibHbIX CyNo!
obIielf IOPUCAWKIWY, YTBEPXKICHHOHW IPUKa30M CynebHOro [nemapTaMeHTa Ip)
BepxosaoM cyne PP ot 19.03.2019 Ne 56;

- Tlepedenb NOKyMEHTOB, 0OpasyrOIUXCSA B TIPOLECCce NSATENbHOCTH denepanbHEL
CyZoB oOIel IOPECIMKINY, C YKa3aHWEeM CPOKOB XpaHCHHA, YTBEP)KIECHHEINM PHUKA30!
Cyne6HOro HemapTaMenTa npu BepXoBHOM CyAe P® o1 21.12.2022 Ne 242,

_ Tlonosxenue 06 oTmene obecledeHus CyIOIPOU3BOACTBA 10 MPXIAHCKUAM Jeiial
OKTs6pECKOro paiioHHOro Cyza r. ToMcka;

- Oprasm3alyio CyI0IPOM3BOCTBA 0 TPAXIAHCKIAM NEaM,

- TTopsimox 0hOpMIIEHHAS MaTepHUaNoB ena K cyneOHOMY 3aCEIaHuIo;



5

_ Tlopsimox W3BELICHHA JIEI, y9acTBYHOIHX B nene, O JaTe, BPEMEHH U MecTe
TIpOBENCHH cyneOHOTO 3ace/anid,

- [IpOTOKOJIUPOBAHHE B cyneOHOM 3aCeaHuM;

- Tlopsimox momycka B 3a)1 CyHeOHBIX 3acelaHAl npe)lc:TaBmeneﬁ CpencCTB MaccoBOA
prbOpMAIMA ¥ MHBIX JIWILL, YKENAIoLIAX IpHECyTCTBOBATE Ha CITyIIaHud 1ena B OTKPBHITOM
cyne0HOM 3acelaHuy;

_ Y CTaHOBICHHBIH CyIeOHBIH TOPSIOK B salte CyAeOHOTO 3aCeAarii 7 CcIIOCOOBI ero
O IePKAHK;

- OcHOBBI BEICHUA JIeJIOTPON3BOICTES;

- TlopsimoK paboThl €O ciTyKeOHoH pHpOpMaIeH;

-Hopmsl H TIpaBuia oxpaHbl TPYAd, TexHUKA 0e30macHOCTH 1 TIOKapHOX
6e30IacHOCTH;

- Cry*eOHBIH pacmopszioK OKTAOPECKOro PaiOHHOTO cynaT. TOMCKa;

- TIpasua MOBEHCHUA pabOTHHUKOB armapaTta Cyaa, yTBEPIKICHHBIC TlocTanoBICHUEM
Cogera cyneit PO oT 27.04.2006 Ne 156;

-Komexc J3TUKA H CITy>KeOHOTO MOBENECHUA rocy1apCTBEHHBIX TpaKIAHCKAX
CITy KaIIX OKTS6PHCKOro PaioHHOTO cynar. ToMCKa;

- HacTostmui JIOJDKHOCTHOR peraMenT.

2.3. CexpeTapb CcyneOHOTO 3aCeAaHMIA JOIDKEH yMETB!

. Paborate C 3aKOHOIATENBPHBIMA 1 HOpMAaTUBHBIMU IpaBOBBIME AKTaMH,
HeobOxomUMBIMH AL JICIIOHEHHS JOJDKHOCTHBIX oGs3agHOCTed, W MPAMCHATE uX Ha
IPaKTHKE;

- TInanupoBaTh, parnpoHaIbHO JCIIONTB30BATH ciyxebHOoe BpeMA X IOCTHUIaTh
pesybTaTa;

_ OmiepaTUBHO IIPHHAMATH ¥ OCYIIECTBIATH TIPUHATBIC peIIeHI,

- TIpuMeHsTh HOBBIC OIXOMBI K PEIICHHIO BO3HMKAIONIUX TPOOTEM;

_ BupeTh, TOIAEpXHUBATE U IpAMEHSATH HOBOS, TIepellOBOE;

-DhPeKTUBHO K mocneaoBaTeIbHo OpraHu30BBIBATh B3aMMOJIeHCTBEE C JPYTHMA
TI0/ipa3feTICHH MY 1 IpyTAMHA BeOMCTBaMU 1 OpraHu3aliAMY;

-Bnagers npueMaMu MEXIMIHOCTHBIX oTHOIIeH!H (YMETE BHIMATEIBHO CIylaTh
Komuier, ymeTb HE JOITyCKaTh KOHMIUKTHL © KoJuleraMu 4 PYKOBOIUTEIIMH, yMETh
3 eKTHBHO COTpy/HEYIATh, WATH Ha KOMIIpOMHCC HPH peleHIN gpobneM B
KOH(IUKTHBIX CATyalliIX, 6LITH OTBETCTBCHHBIM 1 OT3BIBUMBHIM K JIOTAM, ObITH BCETAA
PYKETFOOHBIM, momorars B paboTe xojuteraM, OBITH cocOGHBIM TpH3HABATE CBOXO
HETIPaBOTY);

- BuiTh TpeOoBaTEIBHBIM, SHEPIUYHBIM, HACTOWIWBBIM.

2.4. CexpeTapb cyneOHOro 3acefanud oIDKeH 00nanarh CleIyIOIEMH HaBBIKaMU B
oGBpeMe, HE0OXOIMOM JULA MACIIONHEHNS CBOUX JOJDKHOCTHBIX 003aHHOCTEH:

- Pa6oTH B KOHKPETHOH chepe HeATSIBHOCTH;

- CocrapJieHue IeIOBBIX IHCEM, IPOTOKOJIOB cyaeGHOTO 3aceati, cIipaBOK ¥

PYTHX JIOKYMCHTOB;

- Baanenue KOMIIIOTEPHOH TEXHUKOH;

- Biiaenne HeoOX0UMBbIM IPOrPaMMHBEIM 00ecIeueHIuEM.

- CHCTEMATHIECKH OBBIIATE kpanuUKaLHIo;

- cOGIEOITh HCTIOTHUTEBCKYIO JUCITAILIAHY

IIl. )lo.rmmocnible 0Gsi3aHHOCTH, paBa i OTBETCTBEHHOCTDH



A
cexpeTaps cyliedHOro 3aceJaHus
3.1. O6s13aHHOCTH CEKpeTapH cyae0HOro 3aceaHus
OcHOBHBIE 0053aHHOCTU CEKPETap cyneOHOTro 3aceflanusi KaK roCyIapCTBCHHOTO
TPaKIAHCKOr0 CIIyXallero yCTaHOBJICHBI CT. 15 ®3 Ne 79 @3 ot 27.07.2004 T « O

| rocyIapCTBEHHON TPKIAHCKON CITyK0e Poccuiickonr Demepanum». Kpome TOro, A

BLIIOTHEH S BO3JIOXKEHHBIX Ha CEKPETapA cyne0HOro 3aceNanus (yHKIHH, Ha CEKpeTaps

CyZIeOHOro 3aceIaHus BO3IIOKCHEL cIIemyroInye 00s3aHHOCTH:

3.1.1. BbI30B yU4aCTHHKOB IIPOIECCa,

3.1.2. IIpoBepka SBKH B CyJl BEISBAHHBIX JIAIL, BBIACHCHHE IPUIMH HEABKHU,
3.1.3. [IpenBapuTenpHas MpOBEPKa BpydeHHs BEI3BIBACMBIM B CYJI JIALAM [IOBECTOK,

IPYTEX MaTepPUaIIOB;

3 1.4. 3a61arOBPEMEHHOE COCTaBIIEHIE CIIUCKA Jiell, Ha3HAUYeHHBIX K PaCCMOTPEHHIO

_11 oopMIICHHE CIIMCKa Ha UHGPOPMAIMOHHBIX CTCH/AX, B HHOPMAIIMOHHBIX KAOCKAX;

3.1.5. Pasmemenne HHQOpMAIEA MO J&ILYy na oQuUIUMATBPHOM CcaiiTe Cyla B
HEGMOPMAIOHHO - TeeKOMMYHHUKAIOHHON CETH "MHTepHET" ¢ H3rOTOBIEHAEM OTHETa O
pa3sMeIIeHIH rabOopMAaIn;

3.1.6. Bemenue IPOTOKOJIOB cyneOHOro 3acelaHusi MAITMHOIVMCHBIM CII0COO0M, C

' pCHoTb30BaHHE CPEICTB ayauo3amuch U 03HAKOMJIEHAE C HWMH yJaCTHHKOB Ipolecca

(KpOMe JIHII, COIePKAIMUXCA IO cTpaxen);

317 CpoeBpeMeHHOE OG(OpMICHHE 1 HampaBleHue Jel B OKCICPTHBIC
YUpEXICHH.

3.1.8 OdopmicHHE PacCMOTPEHHBIX €N U HOArOTOBKA WX K cpade B OTHCH
CyIOIIPOM3BOICTBA!

- [IOMIIMBAET B A€JO0 JOKyMCHTEI B XPOHOJIOTHYECKOM IIOPSIKE;

. HyMepyeT JHCTbI [ella ¥ COCTABILICT OIVCh HAXOSIIIUXCS B HEM JOKYMCHTOB,

. J3rOTABIMBAET KOIHMHU CyNeOHBIX aKTOB, KOTOPBIC YIOCTOBEPSIOTCS MOATCIMU CYIBH
@ cekperaps H  33BEPSIOTCA repboBOfi  TEYATHIO, TIPOLIHYPOBBIBAIOTCS 1
OTIEYaTHIBAIOTCH,

- HampaBiseT KOIUU CyneOHBIX aKTOB YJaCTHHKaM mpomecca B COOTBETCIBHA €
Tpe6oBaHMAMY 3aKOHONATENbCTBE,

. BLIIACHIBACT WCIIOJHATENbHBIE JOKYMEHTEI 1O Iy, 10 KOTOPOMY CyAeOHOE PEIICHNE
OJUIEXHUT HEMEITIEHHOMY HCIIOTHEHIIO. -

3.1.9 Jlemaer OTMETKY O pe3yJbTaTax paccMOTpEHHs el B XypHAIIE y4eTa Ied;

3.1.10 ITociie pacCMOTPEHHsI MaTepuanos 1 1el, CBOEBPEMEHHO CJiaeT X B OTIEI
IeNONMPOU3BOACTBA,

3.1.11 BHOCHUT 3amucd B PEeCTp y4IeTa OIIpe/ieTIeHnH 10 3aABJICHUAM (xamobam),
FICKOBBIM 3asBICHASIM, aIMUHHCTPATHBHBIM JICKOBBIM 3asBIEHUSM N0 IPHHATHA HX
CyIpAMH K CBOEMY IIPOM3BOACTEY;

3.1.12 CBOeBpEeMEHHBIA U JOCTOBEPHBIA BBOJ JaHHBIX B IpOTrPaMMHBIA KOMILICKC
T'AC «IIpaBocynuer,;

3.1.13 Bectu perucTpamuro pcxosneii 3aKa3Hoi KOpPeCHOHICHINA B IOJICUCTEME

T'AC «IIpasocymue» TN «JIoKyMeHTOO000pOT 1 obpaleHus rPaxaan;

3.1.14.BEImoNHeHEe MOpyYeHu# mpencefaTels Cyaa, ero 3aMecTUTeNs, CyApd M
HaYaIbHUKA OTHAeNa CyIOIPOU3BOJCTEA.

3.2.IIpaBa cekperapsi cye0HOro 3acefaHusl.
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OCHOBHBIE IIpaBa CEKpeTap cynebHOro 3acefianus Kak IpaXKIAHCKOTO CIyXalero
yCTaHOBIICHBI CT. 14 @3 ot 27.07.2004 T Ne 79-®3 « O ToCyIapCTBEHHOH TPKIAHCKOH
cyx0e B Poccuiickoit Denepariumn?.

Ha OCHOBAHWH JAHHOM CTaThH CEKPETaph CcyeQHOTO 3aceanusl UMEET IIpaBo Ha:

32.1. O6GecmeueHue HaaIexalux OpraHu3aIiOHHO-TEXHIIECKIX yCIIOBUH,
He0OXOIUMBIX [ HCTIOTHEHUS IOJDKHOCTHBIX 00SI3aHHOCTEM;

32.2. O3HaKOMJICHHE C JOIDKHOCTHBIM perjaMeHToM U HHBIMH JTOKyMEHTaMH,
ompeeIIIOMMME  €r0 Tpasa 1 0653aHEOCTH [0 3aMellaeMOo# MOJKHOCTH TPKAAHCKOH
cyxOBl, ~ KpATEPUAMH oleHKu  SPOEKTUBHOCTH JMCIONHEHUS  IOJDKHOCTHBIX
obs3aHHoOCTEM,  [TOKa3aTCIIIMHU pe3yJIbTATUBHOCTA npodeccuonaNbHOR CILyKEeOHOH
JeSTEeNBHOCTA U yCIOBUAMU JTOJDKHOCTHOI'O POCTE;

3.3, OTIBIX, ObecTieunBaeMbIi YCTAHOBIICHICM HOPMAJLHOR MPOJOIDKATEIEHOCTH

~ crykeOHOro BPEMEHH, IpeNOCTaBIEHAEM BBIXOIHBIX nHeil W Hepabounx MpasTHIIHBIX
JHEH, a TaloKe eXEro/iHbIX OMTAdMBAEMBIX OCHOBHOTO U JJOTIONHATEILHOTO OTITyCKOB;

32.4. Qmiaty Tpyda H  JpYyrue BRIUIATBI B COOTBETCTBHH  C
MenepalbHBIMU  3aKOHAMHU, WHBIMYA HOPMATHBHBIMU IPaBOBLIMU axTamu PoccuiicKo#
denepanuy U €O CTy>KeOHBIM KOHTPAKTOM,;

3.2.5. [lonydenue B YCTaHOBICHHOM mopsanKe MHGOpMAIMH K MaTEepUaTIOB,
HeOoOXOMAMBIX I ~ HCIIOJHCHHA IOJKHOCTHBIX 00s3aHHOCTEN, a Takkxe Ha
BHECeHHE TPEIOKEHUH O COBEpIICHCTBOBAHUN  [ESTSIBHOCTH roCyIapCTBEHHOTO
oprasa;

32.6. JlocTyni B YCTaHOBICHHOM mopsfike K CBEICHIAM, COCTABJIIONINM
rOCYHapCTBCHHYIO TalHy, eCiH MCIIONHEHME NOJDKHOCTHBIX 00s13aHHOCTEN CBS3aHO C
ACIOIB30BAHIAEM TAKUX CBECHUN];

3.2.7. JlocTyll B yCTaHOBJICHHOM [OpsIIKE B CBA3U C HMCIOTHEHNEM IOJDKHOCTHBIX
06S3aHHOCTENl B TOCYIapCTBEHHBIC OpTaHbl, opragbl MECTHOTO caMOyTIpaBjICHU,
oGmecTBeHHEIe 00beIMHEHNS U HHBIC OpraHu3aluy,

37.8. O3HakoMIeHwe C OT3BIBaMH O €TO HpO(beCCHOHaHBHOﬁ CIIy)XeOHOH
JeATENLHOCTH X APYrAMH JOKyMEHTaMH [0 BHECCHHA HX B ero JW4YHOE JEIO0,
MaTepranaMy JIMIHOro Iena, a Takxe Ha [PUOOIICHHE K JIMIHOMY ACIy €ro IIACEMEHHBIX
oGBsICHEHNH 1 APYTUX JTOKYMEHTOB 1 MaTepuajoB;

3.2.9.3amuTy CBeIeHNH O TPaKIaHCKOM CITy>KallleM;

3.2.10. JIoJOKHOCTHOM POCT Ha KOHKYPCHO# OCHOBE;

3.2.11. TIpodeccrHoBaIBHYIO IIePEroAroTOBKY, ITOBBIIICHHC kpaiUKaAIIA H
CT2KAPOBKY B MOPAIKE, YCTAHOBJICHHOM hemepanrbHBIMU 3aKOHAMHY;

3.2.12. IIpoBeneHne Mo €ro 3asiBICHHIO CILy’KeOHOM TPOBEPKH;

32.13. 3amuTy CBOMX IpaB M 3aKOHHBIX UHTEPECOB HA TPKNAHCKOH ciyx0e,
BKIFOYAs 0OKANOBAHIE B CYJ UX HApYyIICHAA,

3.2.14 MenuiHCKOE CTPAaXOBAHUE B COOTBETCTBMH C (enepanbHBIMU 3aKOHAMM

3.2.15. TocynapcTBeHHYIO 3aIIUTy CBOUX JY3HYA U 3IOPOBBS; XKU3HU M 3A0POBBA

JICHOB CBOEH CEMBH, & TaK)Ke TIPUHAJIENKAINETO EMY UMYIIECTBA;

3.2.16. TocymapcTBeHHOE IEHCHOHHOC obecreueHre B COOTBETCTBAHM C
heepanbHbIM 3aKOHOM.

3.2.17 I'paxnanCcKui CIy)kalui BIpaBe C Ipe/(BapUTETBHEIM YBEIOMICHICM
TIpeICTABUTENS. HAaHMMATEIA BBIIOJHSTh HHYIO OIUIAYMBACMYIO paboTy, ecii 3TO He
HoBJedeT 3a cob0i KOHPIUKT HHTEPECOB.

3.3.0TBeTCTBEHHOCTH CEKpeTaps cy1eGHOro 3aceaHusl.



e :

L CekpeTtapp cyneOHOrO 3acenaHuss HECET OTBETCTBEHHOCTh B YCTaHOBJIEHHOM
TpyZOBOM 3aKoHOHaTenbCTBOM ¥ ®3 Ne 79 @3 ot 27.07.2004 r « O rocynapcTBeHHOM
rpaxIaHCcKoH ciry>x0e Poccuiickoit @enepanuu » MOpsIKe 3a:

3.3.1. HeucnonHenue ¥ HEHajjexallee HCHOJHEHHE CBOUX IOJDKHOCTHBIX
0053aHHOCTEH,

3.3.2. Hapymenue ciry>xeOHOT0 pactopsika cyaa, TPYIOBOM MTUCIIUAIIIMHEIL,

3.3.3. [e#ictBus mnu Oe3nedcTBUs, BeNylue K HApYIICHUIO MpaB M 3aKOHHEIX
MHTEPECOB I'PaXKIaH, HapylLIeHWe NooXeHni Konekca 3TUKH U ciy>keOHOr0 IMOBEIeHUS
TOCyJapCTBEHHBIX IPAXKOAHCKUX CIyX)aux OKTIOpbCKOro palfloHHOro cyaa I. ToMcka.

3.3.4. Pasrnamenue CBEIEHUM, CTaBIINX U3BECTHBEIMU €My B CBS3H C HCIIOJIHEHHEM
TOJDKHOCTHBIX 00s13aHHOCTEH.

3.3.5. HecBoeBpeMeHHOE BBINIONHEHHWE 3aJaHUMN, MPUKA30B, DPACIOPSIKEHUH K
YKa3aHWY BBIIIECTOSIIUX B IOPSANKE INOAYWHEHHOCTH PYKOBOJHWTENEH, 32 HCKIIOYCHHUEM
HE3aKOHHBIX.

3.3.6. IlpemocraBieHHe pPYKOBOJCTBY HENOCTATOYHOM U  HEOOBEKTHBHOM
HHOOPMAIIHH.

IV. Illepedenn BONIPOCOB, 10 KOTOPBIM CEKpeTaph CYAe0HOI0 3aceJaHHA
BIIpaBe CAaMOCTOAAITEJbHO NIPHHUMATH yIPaBJIeHUYeCKHE
U HHbIe pelleHHUs

4.1. IInanvpoBaHue CBOEro pabOyYero BPEMEHW Ui HaUIEXKAIEr0 HCIIOIHEHUSI
IODKHOCTHBIX 00513aHHOCTEH, IPEeIyCMOTPEHHBIX HACTOSIIUM PErIaMEHTOM.

4.2. VHQOpMHpOBaHUE HadalbHHWKA OTIENAa CYTOIPOW3BOJCTBA IO TPAKIAHCKAM
jenaM, TIIpencenafens Cyla O BBIABICHHBIX HAapyIIEHMAX B XOJie CIy)XeOHOH
IeSTeNbHOCTH.

4.3. HubopMmHpoBaHHE IpeAcemaTeNs Cyna O BBIABICHUH IIPU WCIOJHEHHM
CIyxKeOHBIX  00s3aHHOCTEH  HapymeHW#  MelCTBYIOMEr0  3aKOHONATENLCTBA M
IPETIOKEHNE CIIOCOOOB UX YCTPaHCHHS.

4.4. IlonroToBKa IpoTOKOJa CyIeOHOT0 3aceHaHusl.

V. IlepedyeHb BOIIPOCOB, IO KOTOPBHIM CeKpPeTaph CYAeOHOr0 3aceaHusl
y4acTBYeT B IOArOTOBKE POEKTOB HOPMATHBHBIX MPABOBBLIX AKTOB
U NPOEKTOB yNPaBJIeHYeCKHX H HHBIX pelleHHi

5.1. CexpeTaps cyne6HOI0 3acenaHus BIpaBe IPUHUMATD YIACTHUE B:

IOArOTOBKE HMH(OpMalMKM IO BOIPOCaM, BXONSIIUM B €ro JODKHOCTHBIE
0053aHHOCTH;

IIOrOTOBKE aHAIMTAYECKUX MATEPHAIIOB 110 HAIIPABIEHHUIO IE€SITEIHHOCTH;

00CYXII€HIH NTPOEKTa HOPMATUBHOTO IIPABOBOIO AKTA;

BHECEHUH MPEJIOKEHUN IO IPOEKTY HOPMATHBHOTO MMPAaBOBOr'O aKTa;

IIOATOTOBKE NOKIATHOU OO0 CIIyKEeOHOM 3aIIUCKH.

VL. Ilopsizok ciy:xeGHOro B3aNMOIeCTBH CeKPETaps Cyae0HOro 3acefaHusl
B CBfI3H C HCIOJHEHHEM JO/UKHOCTHBIX 00513aHHOCTEM ¢ rocy1apCcTBEHHBIMH
CJIYKAIIUMH CyAOB, cucTeMbl Cyne0HOro JenapTaMeHTa, rpask IaHCKAMH

CJIY»KAIIAMH MHBIX FOCyJaPCTBEHHBIX OPTAHOB, IPaKIaHAMM H OPraHH3ANHUAMH.
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6.1. Cexperaps cy1e6HOr0 3aceqanus OCYIIECTBIIIET B3aUMOIEUCTBHE CO
CJIEAYFOIIIAMY IPAXKNIAHCKUMY CITyxamuMu OKTA6PECKOro paifoHHOro cynar. Tomcka:

HaJaNbHIKOM OTZeIa 00eCIeYeHus! CyaOIPOU3BOACTRA IO TPOXIaHCKUM JenaM |
TPAKAAHCKAMY CITYKAIMMMU OTHAENa, B KOTOPOM 3aMelnaeTr JODKHOCTE TOCYTapCTBEHHOM
CIIyXOBI,

TP2KJAHCKAMU  CIyXXAIUMH ~ CTPYKTYPHBIX  IOApa3ieNeHmii OxTs16pBcKoro
pationHoro cyna r. Tomcka.

6.2. Cexperapp cyne6HOro 3acemaHus OCYLIECTBIISIET B3aUMONEUCTBHE C
TPRIIAHCKUME  CIYXKAllMMK  MHBIX TOCYJapCTBEHHBIX OpLaHOB, OpraHu3anuii u
FpaXaaHaMH B IIpEZIeNiaX CBOUX IIOJHOMOYMIA.

VIL. Iloka3aTenn 3 eKTHBHOCTH H pPe3yJIbTATHBHOCTH
NPO()eCCHOHANBHOIM CTy:KeGHOI TeaTe b HOCTH
CeKpeTaps cyAeO0HOIo 3aceqaHus
7.1. B opranuzaiyn Tpyna: :

TIpOH3BOLUTENBHOCTS (BBIIONHAEMEIL 06BbeM paboT);

PE3yIBTaTUBHOCTE (Mepa MOCTHYKEHHUS IOCTABIICHHEBIX eneii);

HHTCHCUBHOCTE TPyJa (CHOCOOHOCTE B KOPOTKHUE CPOKH BBIIIOJIHATE OINIpeIeIeHHbIH
00Bem pabor);

COOIIIOIEHNE TPYIOBOM MUCIUIIIMHEL.
7.2.CBOEBPEMEHHOCTE U OIICPaTMBHOCTB, TO €CThb BBIIOJHEHHE IIOPYYEHHH B
YCTAHOB/ICHHBIG 3aKOHOAATENBCTBOM, JOIDKHOCTHBIM DPEriaMEHTOM KA PYKOBOJICTBOM
CPOKH.

7.3. KadecTBO BBIIONHEHHOM paGoTHI:

IOATOTOBKA TOKYMEHTOB B COOTBETCTBHHY C YCTAHOBICHHBIMH TpeOOBaHUSIMU;

IOJIHOC U JIOTMIHOC U3JI0KEHNE MaTepHaa,;

FOPHIMIECKH IPAMOTHOE COCTABIIEHUE JIOKYMEHTA,

OTCYTCTBUC CTHIIMCTUYECKUX U I'PAMMATHYECKUX OLIMOOK.,

7.4.  Tlpodeccuonammsm:

npodecCHOHANbHAS KOMIIETEHTHOCTD (3HaHHE 3aKOHOAATENbHEIX, HOPMaTUBHEIX
IIPABOBBIX aKTOB, INUPOTa IPOQPECCHOHATBHOIO Kpyrosopa, ymeHue paboTate c
NOKYMEHTaMH );

CIIOCOOHOCTH BEINOIHATH JOJDKHOCTHBIE (QYHKIHH camMoCTosTeNbHO, 663 IIOMOIIHA
PYKOBOIHUTEIS MU CTAPIIETO IO JOLKHOCTH,

CIIOCOOHOCTh YeTKO OpraHW3OBEIBATH U IUIAHUPOBATh BBIMOJHEHUE MOPYYEHHEBIX
33[laHUH, yMEHNE PAllMOHANBHO HCIOIb30BATE pabouee BpeMs, paccTaBiATh IIPHOPUTETEL;

OCO3SHaHHE OTBETCTBEHHOCTH 3a IIOCIEICTBHS CBOWX NEHCTBUYM K IPHHAMAaEMBIX

peIIeHni;
CIIOCOOHOCTL COXPAHATH BBICOKYIO paboTocmoco6HOCTE B 3KCTpPEMAalIbHBIX
YCIIOBHUSIX
HavansHuK otnena obecrnedenns
CYIOIPOM3BONCTBA 110 TPAKIAHCKUM JeJIaM 5
Oxrs6pBcKoro paitoruoro cynmar. Tomcka gﬁ // E.H.ITansxo

CornacoBano:
IToMmonaMK npencenarens cyna

Oxrsa6psckoro paitonuoro cynar.Tomcka %% O.I1. Janwmok
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