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(egepanbHOro rocyaapcTBeHHOTO rpaKAaHCKOro CayXKauero 3aMeIaouero
AOAKHOCTE QefepanbHOlH rocy apeTBeHHOH rPaXIaHcKoil cayxobl |
B JBUHCKOM paiioHHOM cype r. CeikTbiBKapa Pecrny6aukn Komn
CEKpeTaps cyneGHOro 3acefaHusa oTaena obecneyeHus CyAONPOH3BOACTEA
M0 rpasKAAHCKHM JeaaM

1. O6uHe monoxenun

1.1. MomxHOCTE cexpeTaps cynebHOro 3acenanus otiena obecrneyeHUs CyAOMPOM3BOACTBE K10
rPXIAHCKMM JeslaM IDXKBHHCKOro paifoHHoro cyna r. CeikTeiBkapa Pecnybimku Komu (naree —
ceKpeTaph, CyAeOHOro 3acefaHus) OTHOCHTCA K cTaplueil rpyme JOoMKHOCTel rocyAapCTBeHHOMH
rpaxAaHcko# cnyx6e1 Poccuiickoit Penepauny KaTErOPUH «CTIELHANHCTELY. |

1.2. HasnayeHue nHua Ha AOJDKHOCTH CEKpeTaps cyAeGHOro 3acejaHus, a Taloke ocBobOKpeH e

- O‘T JIOJ'DKHDCTH OCYIIECTBIACTCA MPHUKA30M NpeaccIaTensa cyiaa.

1.3. Cexperaps Cyae6HOro 3acefaHus MNOMYHMHAETCA NpPEACEJATENNO CYNA, 3AMECTHTENNO
npeAcenaTens Cyia, CyAbe, HauyalbHHKY OTIeNa ofecrneyeHun CyAONpOU3BOACTBA MO PAKAAHSKEM
Zenam. )

1.4. Cexperaps cyneOHOro 3acelaHua pyKOBOACTBYETCH B CBOEH JEATENbHOCTH:

Kouncrutyuueit Poccuickoit @enepauun;

denepanbHBIME KOHCTHTYIIMOHHEIMM 3akoHamu ot 07.02. 2011 Ne 1-0K3 «O cypax obmieii
ropucIvKUMH B Poccuiickoit @enepawmuy, ot 31.12.1996 Ne 1-®K3 cynebuoii cucteme Poccuitckoi
denepaunny;

DenepanbHeIMM 3aKkoHE OT 27.05.2003 Ne 58-03 «O cucreme rocyaapcTBEHHOW CayxEsi
Poccuiickoiit ®epepaupmy, ot 27.07.2004 Ne 79-®3 «O rocynapcTBeHHOH IpaXKaaHCKOH cnvabe
Poccuiickoii ®epepaumuy», ot 27.07.2006 Ne 152-303 «O nepcoHaylpHBIX AaHHEIX», oT 22.12.2008& Ne
262-03 «0O6 obecneyeHHH nocTyna K HHpOpMaUMH O HAeATeNbHOCTH cyaoB B Poccuiickoei
Depepauuu», ot 02.05.2006 Ne 59-03 «O nopaake paccMoTpeHus obpaieHui rpaxaan PO, ot
25.12.2008 Ne 273-03 «O nporusoneiictBuu Koppynuuu», ot 03.12.2012 Ne 230-@3 «O kouTpoxe
332 COOTBETCTBHEM pacXolOB JHLI, 3aMEILAIOLINX [OCYHAPCTBEHHEIE AOMKHOCTH, M HMBLIX JIHL, HX
AOXOAAMY;

Opyrumy QenepanbHEIMM KOHCTUTYLIHOHHBIMH 3aKOHaMH, (elcpalbHBIMH 3aKOHAaMHK, YKasamH
IpesuaenTa Poccuiickoit epepatyn, noctaHosaenuamu [pasutenscTsa Poceuiickoit Pepeparind,
nocraHosieHusmu Inenyma Bepxossoro Cyna Poccuiickoit ®@enepauun, nocraHosneiuamu Cceeta
cyneii Poccuiickoii Peaepauyn, MHEIMM HOPMATHBHHIMH NpPAaBOBHIMH aKTaMH, 3HAYCHHE KOTOPBIX
HeoOX0MMMO NS HALJNEKALNENO HCMONHEHHA CBOMX AODKHOCTHEIX 00A3aHHOCTEIH;

" HODMATHBHBIMM TIPaBOBEIMH aKTaMM M  DYKOBOMAIOMMH  OokyMeHTamu CyneGHoro
nenaprtamenta npu Bepxosiom Cyne Poccuiickoit ®epepaunn, Vnpasnenus Cyneboro

_penapraMenTta B PecrryGnuke Komu B mpenenax N0/DKHOCTHBIX 0043aHHOCTEH;

HOJ'IO}KCHHSIMH, HRCTPYKUMAMHA, METOAHYECKUMH PEKOMEHALIMAMH,



NPUKA3aMH, PACTIOPANKECHUAMM, [IPABHIAMM, MONOKEHUIMH U JAPYTMMU aKTamd 3IKBHHCKOTO
pafionHoro cyaa r. CekTeiBkapa Pecirybnuku Komy; -

HaCTOAILMM AOMKHOCTHBIM PETSIAMEHTOM. .

1.5. Ha nepuos BpeMeHHOro OTCYTCTBMS cekpeTapa cyneGHOro sacefaHus ero obs3aHHOCTH
HCTIOJHACT B COOTBETCTBUM C JO/DKHOCTHEIM PErNIAMEHTOM IOMOLIHHMK CYIBU UK ApYro#f cexperapb
cyaebHoro 3acenaHus.

1.6. B cBasu co cnyxeOHOH HeoOXOAWMOCTBIO HIH Ha TNEPUOA BPEMEHHOIO0 OTCYTCTBHA
cekperaps cynebHoro 3acenanus otaena odecrneyeHHs CyLONPOM3BOACTBA MO YrOJIOBHBIM AENAM €ro
00%3aHHOCTH 110 PACNOPSKEHIO NMpeACceAaTe/lsl MM 3aMECTHTENA NpEJCEAaTeNA CyAa MCMOJHACT B
COOTBETCTBHH C ROJDKHOCTHBIM PETJIAMEHTOM CEKpeTaps cyaeOHOro zacejanus oriena obecrneyeHus
CYZOTIPOM3BOACTBA MO MPAKIAAHCKUM Jienam. :

2. Kpannudukaumonawie TpeboBaHHsA

2.1. Ha pomxHocTh cexperapsa cyneGHOro 3acenaHvs NPHHAMAETCA JIHLO, MMEIOLIEE BhICLIEE
o6pa3zoBaHKe MO creUHanLHOCTH "nipaBoseneHue", "lOpHCIpyAeHLMA .

2.2. Tpebosanua K cTaxy paboTH NHLa, NPETEHAYIOIETO Ha 3aMeIleHHe AOJDKHOCTH CeKpeTaps
cyneGHoro 3aceiaHus, He NPEABABASIIOTCS.

2.3. CexpeTapb cynebHOro 3acejaHis AOMKEH 3HATH:

rocyaapcteeHHBIH 351k Poccuiickoll Penepauny (pycckui A35IK);

ocHosH KoHcturynuu Poccuiickoit @enepauny;

(epepanbHbie KOHCTUTYUHOHHBIE 3aKOHEI OT 31.12.1996 Ne 1-®K3 «O cynebHoii cucteme
Poccuiickoli ®enepaunun, ot 07.02.2011 Ne 1-PK3 «O cynax obmeit topucauKuuy B Poccuiickoii
Denepaunn»;

®enepanereie 3akoHB! oT 08.01.1998 Ne 7-d3 «O CynebHom penapramente rpu BepxosHoMm
Cyne Poccuiickoit ®enepaumu», ot 14.03.2002 Ne 30-d3 «O6 opranax cyaeiickoro coobectsa B
Poccuiickoit ®epepauvn», ot 27.07.2004 Ne 79-03 «O rocynapcTBeHHOH rpammaHckoit ciyxbe
Poccuiickoit Peaepauuny», ot 02.05.2006 No 59-03 «O nopsaake paccMoTpeHus ofpaineHuit rpaxaan
Poccuiickoii ®enepaummu», ot 22.12.2008 Ne 262-®3 «0O6 obecrneuenny 10CTYNa K UHPOPMALMH O
AeATenpHOCTH cyaoB B Poccuiickoii @enepaunun», ot 25.12.2008 Ne 273-03 «O npoTHBOAEHCTBHH
xoppynuuuy», or 03.12.2012 Ne 230-®3 «O xoHTpone 3a COOTBETCTBHEM pacXoOOB JIHIL,
3aMelaLUX roCcyIapcTBEHHbIE JOMKHOCTH, ¥ HHBIX UL UX AOXOAaMY;

3akoHe! Poccuiickoit @epepauun ot 26.06.1992 Ne 3132-1 «O craryce cyaeii B Poccuiickoii
Denepaunny, ot 21.07.1993 Ne 5485-1 «O rocynapcTBeHHO#H TaliHe»;

[paxpaHckuii npoueccyanbHeii Kxofekc Poccuiickolt @enepauun (nanee - TTIK P®),
YronosHo-npoueccyanbHeiii  koaeke Poccuiickoit ®enepaunu (nanee - YIIK P®d), Kopekc
aIMMHUCTPAaTHBHOrC cyaonpoussoactsa Poccuiickoit ®epepaunu (manee - KAC P®), Kogekc
Poccuiickoii ®enepaunu o6 anMHHUCTPAaTHBHEIX npasoHapymeHusx (nanee - KoATl P®) u npyrue
3aKOHBI, ONPeAENAOUWHE MOPAIOK OCYILECTBACHHA NPaBOCYRHA W NMPUHUMNEI CYIONPOU3BOACTBEA;

JPYTHE 3aKOHBI, ONPEACAAIOUIME [OPAZOK OCYLIECTBJECHHS NpaBOCYAMS W TPHHUMITEL
cynonpou3soAcTBa, ykassl [Ipesupenta Poccuiickoii ®@enepauuu, nocraHoenewms Ilpasurenscrsa
Poccuiickoit  ®enepaumu, nocraHoenenus BepxosHoro Cyma Poccuiickoit  ®epepauyu,
noctaHoBReHUs. Comera cynelt Poccuiicxoit ®egepaumu, axrsr CyneGHoro nenapraMeHTa npu
Bepxosnom Cyne Poccuitckoii ®egepanuy 1 Apyrue HOpMaTUBHBIE MPABOBLIE AKThl, PEryTUpYIOMUe
BEATENbHOCTh (leJepanbHBIX CYAOB H OCOOEHHOCTH NMPOXOXIAEHMA FOCYHAApCTBEHHOMH rpakKaaHCKo#
ciyxO6sr;

Huctpyxumo no cyne6HoMy Aenonpou3BOACTBY B PailOHHOM CYReE, YTBEPIKAEHHYIO MPHKA30M
Cyne6Horo nenapramenta npu Bepxosrom Cyne Poccuiickoit Oeaepaimu ot 29.04.2003 Ne 36;

HucTpykuuio o nopaaxe opraHH3alMH KOMIIEKTOBAHUSA, XPaHEHHA, YU4eTa ¥ HCMONB30BaHHA
AOKYMEHTOB (3/1€KTPOHHBIX AOKYMEHTOB) B apxuBax (enepanbHeix Cyaos obluel HOpPUCOMKUMH,
yTBEpxACHHYIO npukazom CyaebHoro aemapramenTa npu BepxosHom Cyane PO ot 19.03.2019 Ne 56;



IlepeueHs HOKyMeHTOB, 0GpasyloOIMXCA B INPOLECCE AEATENBHOCTH (EAEPANBHEIX CYAOB
obieil IOPHCAMKILMY, ¢ YKa3aHMEM CPOKOB WX XpaHEHWA, YTBEPXIEHHEIH MNpukasom CyaebHoro
menapramenTa npu BepxosHom Cyae PD o1 21.12.2022 Ne 242;

Huerpykunio 06 oprannsauuu paboTs! ¢ 6/1aHKaMi HCHONHHTENEHEIX JTUCTOB B deaepanbHbIX
cymax u ynpasneuusx CynebHoro genaprameHTa B cybwsextax Poccuiickoit @enepaimm,
YTBEPXKIEHHYIO npukasom Cyne6Horo nenaptamenta npu BepxosHoM cyne Pocewiickoii ®eaepauuu
oT 25.10.2023 Ne 216;

PernameHT opraHu3anuy NpUMEHEHHA BUAEOKOHODEPEHU-CBA3H B (elepansHbix cynax obuieii
IOPHCOMKUWH, YTBepAeHHRH npukasom CynebHoro paemapramMeHTa mnpu BepxosHom cyae
Poccuiickoii ®enepauun ot 28.12.2015 Ne 401;

PernameHT opraHMsauuM BEREHMS TIPOTOKONHMPORAHHA C HCIONB30BAHHEM CPENCTB
ayauosanucy (ayAHONpPOTOKONHMPOBaHNMsA) X0Aa CyAeOHOro 3aceiaHisi, a TAIOKE NPH COBEPLIEHUM
OTAENBHOTO MPOLECCYANBLHOTO AeHcTBHA BHE cyAeOHoro 3acemammns B QelepansHerx cyaax ofuleit
ropycIHKLKE, npuxasom CyaeGHoro nemaprameHTa npH BepxosHom cyae Poccuiickoil ®enepanyu
ot 09.01.2025 Ne 2;

Ilopsanok nopaum B Qemepanshble Cynpl OOWEH IOPUCHMKUME AOKYMEHTOB B 3MIEKTPOHHOM
BUZE, B TOM 4ucie B QopMe 3JEKTPOHHOrO0 HOKYMEHTa, YTBEP)KACHHEIM mpukazom CyneGHoro
AenaptamedTa npH BepxosHom cyae Poccuiickoi @enepawuu ot 27.12.2016 Ne 251,

INonoxenune 06 annapare deaepansHOro cyAa oOLIEH IOPUCANKIKH, YTBEPXKAEHHOE MPUKAIOM
Cynebuoro genapramenTa npH BepxosHom cynre Poccriickoit ®enepaunn ot 29.05.2023 Ne 91,

[Tonoxenre 0 MoATOTOBKe U OGOPMACHHH CNYKEOHBIX NOKYMEHTOB (efepanbHEIMH CyNaMH
obmei IOpHCANKIMY, yTBepaenHoe [Tpukasom Cyze6Horo gemaprameHTa npr BepxosuoM Cyne PO
oT 29.12.2018 Ne 352;

nopsiaok paBoTH ¢ CBEJSHMAMH, COCTABMMIONMME TOCYNAPCTBEHHYIO M MHYIO OXPAaHAEMYHO
3aKoHOJaTenscTBOM Poccniickoit Deaepaunu TaiHy;

' MEpH N0 obecnevyennto 6esonacHocTH WHGOPMALMK NPH HCTIONB30BAHHH 0BLUECHCTEMHOTO M
NPYKNAAHOTO NPOrPAMMHOTO obecrieuenus;

NopAAOK paboTel co cayxebHOH m-{(bopmauueu cnyxebHoi mH@opmaumeldl orpaHHUEHHOrO
pacrnpoctpaHeHna, uHdopMaLmeii ¢ OrpaHHYHTEAEHON TOMETKOM LI CITY)XKeGHOrO NONB30BAHMA» H
CBEIEHWSIMY, COCTABJLIOIIAMH TOCYNAPCTBEHHYIO H HKHYIO OXPaHAEMYIO 3aKOHOAATENLCTBOM
Poccniickoii Penepalnn Tality;

HOpAAOK paboThl CO CiryxkeOHON INEKTPOHHOH MOYTOH;

TpefoBaHKA o obecnieyeHHIO 6€30NaCHOCTH UHOPMALIKH;

NOHATHE MEPCOHANBHEIX JaHHBIX, TIPHHLMITEI M YCNOBUA ux o6paboTky,;

Mepel no obecreyeHH0 6e30MacHOCTH NEPCOHANBHBIX HAaHHEIX npu uX obpabotke B
UHQOPMALIHOHHEIX CHCTEMAX;

nepeyeHs CBeACHHI, OTHECEHHEBIX K rOCYIapCTBEHHO# TafiHe;

OCHOBBI BeIeHHsA CYAEOROro AENONPOU3BOACTBA H CYeOHOM CTATUCTHKM;

HOPMBEI 1 TIPABKJIA OXPAHE! TPYAd, NOXAPHOI 1 TEXHHIECKOH 6€30NacHOCTH,;

npaBuja noBeeHuA pabOTHUKOB anmnapara cyna;

' npaBuNia BHYTPEHHETO TPYAOBOTO pacnopsfka Cyza;

KOJEKC 3THKH M cilyxeOHOro noBeleHus (enepaibHBX rocyﬂ.apcmenuux rpaxXJaHCKUX
CITY)KaMHUX CYAa;

HacToAmMH JIO/DKHOCTHOM periaMeHT;

NOpsAAOK pasMeweHns WHGOPMaLMK O REATENBHOCTH CYJa H TEXCTOB CyAeOHBIX axTOB Ha
oc])i»runansuom caiiTe cyaa B ceTH VIHTEpHET;

HOPMaTHBHEIE JOKYMEHTH], PEryIHpYyIOUIne AeSTENLHOCTE IPUEMHOI cya.

2.4. CéxpeTaps CyIeBHOro 3acefaHus JOMKEH YMeETh:

MEICJIHTB CTpaTerMYeck (CHCTEMHO);

aHaNHU3MPOBaTE M 06001aTh pe3ynbTaTsl paboTe Cy/a;

paboTaTh ¢ 3aKOHOAATENBHEIME M HOPMATHBHEIMH NIPaBOBEIMH aKTamM, HEOOXONMMBIMH ANA
UCTIONHEHHS AOJOKHOCTHRIX 0653aHHOCTEH, IPUMEHATH HX HA MPAKTHKE;



pa3pabarblBaTh 1aH KOHKPETHBIX ACHCTBHIH,

OMepaTUBHO NPHHHMATH H PEANH30BLIBATH YNPaBNeHYECKHE peLIeHHUS;

ajanTHpoBaThCAd K HOBOH CHTYallHH H NMPUMEHATH HOBEIC MOAXOMAB! K PElIEHHIO BO3HHKAXOIMMX
npobnem;

MJIAHHPOBATH, PAUMOHANEHO MCIIONE30BATh CAYKEeOHOE BpeMA M JOCTHUraTh Pe3y/bTara;

BNAAETE MpHEeMaMH MEXAWYHOCTHEIX OTHowWeHWH (yMeTh 3¢pdexTusHO coTpyaHuyaTh, He
AOMYCKATh MEXTMYHOCTHBIX KOHGNHKTOB);

NONB30BAaTECA KOMIBIOTEPHOM ©  ApPYro#l OpITEXHMKOH, HEOOXOAMMEIM MNPOrpaMMHBIM
obecrieyeHueM.

2.5. TpeOopaHus K B3HaHMAM K YMEHHAM ceKperapa cynebHoro sacezaHua B ofjactu
MHPOPMALIMOHHO KOMMYHHKALMOHHEIX TEXHONOTHIA.

2.5.1. 3HaHHe OCHOB HHGOPMALMOHHOM 6e30MAaCHOCTH U 3aIIKUTH MHYOPMALMH, BKNOYAs:

nopsipok pabote co cmyxebHoit MHopmauueii, cayxebHoit uMHbOpMalMeii orpaHMYEHHOrO
pacnpocTpaHeHHus, UH(pOpMallHei ¢ OrpaHUYHTENBHOH NOMETKOH «AJIA CIyeOHOro NoNsE30BaHus;

mepbl 1o ofecneyeHimo 6ezomacHocTH MHGOPMalMK NPH MCMONBE30BAaHUH OOIMECUCTEMHOrO H
MPUKI2AHOTO NporpaMMHOro obecneyenus, TpebORaHMA K HAEXKHOCTH Naponei;

nopsgok paboTel co clyxeOHOH 3MEKTPOHHOM MOYTOH, a TAKKe NpPaBUIIA HCIONB30BAHMS
JIMYHON 3NEKTPOHHOMN MOYTEI, CITYKO «MFHOBEHHEIX) COODMEHHN ¥ COLMANBHBIX CETeH, B TOM YUCIE
B YaCTY¥ HaJWYUA NOMOJIHUTENBHEIX PHCKOB M YIpo3, BO3HUKAIOHX MPU UCHAONB3OBAHMM JIMYHEIX
YYETHHIX 3arnuceil Ha CilyeOHBIX CPEACTBAX BHMUCIUTENbHOM TEXHUKH (KOMMEBIOTEpPaX);

OCHOBHBIE TIPH3HAKW JMEKTPOHHBIX COOOMIEHHMH, COoRepKalOMX BPEAOHOCHEIE BIOXKEHUS HITHU
CCEMIKH Ha BPEROHOCHBIE CaWThl B HMH(pOpPMalMOHHO-TENEKOMMYHHKAlLMOHHOH ceTH «MHTepHeTy,
BKNOYas «QUIWIHHIOBBIE» [HMCBMa M CHNaM-pacChUIKM, YMEHHE KOPPEKTHO M CBOEBPEMEHHO
pearupoBats Ha MoJydeHHe TAKHX JNEKTPOHHBIX COOBIIEHHIT;

TpeboBanua no obecnedeHno Oe30MacHOCTH HHGOPMAaLWHK TPU HCMONB30BAHWU YIANEHHOIO
JOCTYNa K MHOOPMAUMOHHBIM PECYPCAM NOCYAApPCTBEHHOTO OpPraHa C TOMOINBI0 MHGOPMALHOHHO-
TENeKOMMYHUKALMOHHEIX ceTeil 06mero nonb3oranma (BiUToYas cets «MHTepHeT»), B TOM uHCIe ¢
HCTIONB30BAHHEM MOBUIIBHEIX YCTPOICTS;

npaBujia U OIPAaHMYEHMA MOAKIIOYEHHS BHEIDHMX YCTPOHCTB ((em-HAKONWTENH, BHEIHHE
KECTKHE AUCKW), B ocobeHHOCTH 000pyNoBaHHBIX MpHEMO-Niepefameil annapaTypoi (MoSunsHbie
TenedoHsl, MNaHIOETH, MOAEMEB) K CHyxeOHEIM CpEICTBAM  BHUMCAMTENBHON TEXHUKH
(xomnbroTEpaM).

2.5.2. 3naHue OCHOBHEBIX MOJIOXKEHHH 3aKOHOJATENBCTBA O MEPCOHANBHBIX JAaHHEIX, BKNHOYAS:
NOHATHE NEPCOHANBHBIX AAHHBIX, MPHHUMIEI MU YCHOBHA UX 06paboTku W MepH No ofecnedeHHIo
Oe30nacHOCTH NMepCOHANEHEIX JAHHBIX NPH HX 00paboTKe B HHPOPMALIMOHHEIX CHCTEMAX.

2.53. 3Hanke OOMMX INPHHIMMNOB  (GYHKUMOHMPOBAHHA  CHCTEMBl  BIEKTPOHHOIO
JIOKYMEHTOOOOpPOTA, BIULOYAA: NEpeYeHb 00sA3aTeNBHEIX CBENCHUI O HOKYMEHTAX, HCMONB3YEMBIX B
Uensx yyera ¥ NoucKa AOKYMEHTOB B CHCTEMAaX 3MEKTPOHHOIO JoKyMeHTooBopoTa.

2.3.4. 3nanue OCHOBHEIX MONOXEHUH 3aKOHOAATENLCTBA 00 3NEKTPOHHOW MOAIMKCH, BKMOYAS:
NOHATHE K BWIBI 3NEKTPOHHEIX NOANKCEH, YCIOBUA MPH3HAHMUA 3NEKTPOHHBIX [JOKYMEHTOB,
NOANHCAHHBIX 3/IEKTPOHHOW MOANHCHIO, PABHO3HAYHEIMHM AOKYMEHTaM Ha GyMakKHOM HOCHTENE,
MOANKCAHHBIM COOCTBEHHODYYHOM NOAMUCEIO.

2.5.5. OcHOBHBIE 3HAHUA H YMEHHA 11O MPUMEHEHUIO TIEPCOHANIBHOMO KOMIMBIOTEPA:

YMEHHE OIMEpPaTHBHO OCYIIECTBMATH TIOMCK HEOGXOAuMoi KHPOPMALMH, B TOM YHCIE C
MCI10/1b30BaHHEM HH(OPMALIHOHHO-TENEKOMMYHUKALMOHHOH ceTH «HHTepHe™;

ymeHHe paboTaTh CO  CNpPaBOYHBIMM  HOPDMATUBHO-IPAaBOBEIMH  6azaMM, a  TaKKe
rOCYAapCTBEHHOW CHCTEMOH mpasoBoi MHpopmauuy «OduuManEHEIH WHTEPHET-MOPTaN NPaBoOBOH
uHbOpMaunuy (pravo.gov.ru); B CRELMAlBHEIX MPOTPAMMHBIX CpPEACTBAaX | ocylapcTBeHHOM
ABTOMaTU3MpOBaHHOK cuCTeMB! Poccuiickoit ®enepaumu «lIpasocyname» (amanee - IIC TAC
«I'Ipasocy,nue») N0 HanNpaBJCHUAM OEATEILHOCTH;

yYMEHHE CO3AaBaTh, OTMPABNATH U NOJYYATh INEKTPOHHBIE COOOIIEHHA ¢ MOMOWBIO CIYKeOHO#
3NEKTPOHHOM MOYTEl MJIM MHBEIX BEAOMCTBEHHBIX CHCTEM OOMEHa JNMEKTPOHHEIMH COOBLICHHAMH,
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BKJItOYAs paboTy C BIOXKEHUAMH; -
yMeHHKe pabOTATh ¢ TEKCTOBEIMM AOKYMEHTAMMU, NEKTPOHHEIMHY TabnHLaMH 1

NPE3CHTALMAMH, BKJIIOYas MX CO3AaHHE, PEJAKTHPOBAaHUE H GOpMATHPOBAHHE, COXPAHEHHE H NI€YATh,
yMeHue paboTaTe ¢ 00HUMH CETEBBIMH pecypcaMH (CETeBEIMM AUCKAMM, NANKamu).

3. HoxKHOCTHBIE 00S13aHHOCTH

3.1. IIprOpWTEeTHEIMH HampaBNEHMAMH JeATENBHOCTH CceKperaps CyAeBHoro 3acepaHus
ABJIAETCA HEMOCPEACTBEHHAA OPraHH3alMa A€AOTIPOM3BOACTBA NPH HCTIONHEHHH CYbEH MONHOMOYHIA
TIpH OCYILECTB/ICHHH NMPaBOCY/IHA, a TaKe ofecnedente ero MpoUeccyalbHOM AEATENEHOCTH.

3.2. OcHoBHEIe 00A3aHHOCTH cexperaps cyaeOHOro 3acenaHms:

3.2.1 ofecrieunBaTh BRIMONHEHHE HEOOXOZMMON paGOTEI 10 MOATOTOBKE A€M M MATEPUANOB K
cynebGHOMY CNyLWAaHUIO, BEI30BY YYaCTHHUKOB Npolecca, ofopMiIeHHe NOBECTOK, M3BELIEHHUIA;

322 nomy4aTh 4 CBOGBPEMEHHO NpUOGWATE K CcyAeBHOMY [eny NOCTYNaomyo
KOPPECTIOHAEHLIHIO,

3.2.3 ocywecTB/IATE NEpel HaYyalnoM CyAeGHOro 3acejaHua NpOBEPKY ABKM JML, BHI3BAHHLIX B
cyaebHoe 3acefaHye, H 0TMEYATh B CYNeOHBIX OBECTKAX BPEMA HX HAXOXKAEHHUA B CYAE,

3.2.4 BecTH mpoTOKON CyAeGHOrO 3acefaHMs W MPOBOAMTL O3HAKOMJEHHME ¢ HUM YYACTHUKOB
npoLecca Mo UX XojaTaicTeam; -

3.25 1no nopydyeHHIO npeACeHATENBCTBYIOIIETO CYABM OGECneuynBaTh KOHTPOJiL HAA
dukcupoBanuem xofa CyAeGHOro 3acefaHMs TEXHWUECKHMMH CpPEICTBAMM, COBEpIIATh HHbIE
npoueccyaibHble NEACTBHMA B Clydasx u nopajxe, npeaycmotpeHHsix I TIK PO, KAC PP, KoAll P®;

3.2.6 KOHTPONMpPOBATE MONYYEHHE afipecaTaMd MOYTOBHIX OTHpaBleHHit ¢ cyaeGHBIMH aKTaMu
(cyneOHbIMHM NMOBECTKaMH), B TOM YHCIE HaNpaBAeHHBIMM MO CPEACTBAM 3MEKTPOHHLIX CEPBHCOB,
JIOKNAJEIBATE CYJBE O BO3BPATE YKAa3aHHBIX NOYTOBBIX OTNpaBiAeHUi 6e3 BpyyeHna anpecary;

3.2.7. npnobmare k Marepuanam gena ceegeHus EPH o ¢usuueckoM nuue B- OTHOLIGHHH
HCTLOB, OTBETYHKOB, TPETHHX JIUL;

3.2.8 odopmaaTe cynebHble Rena ¥ MATEPHANbl NOCAE MX pAacCMOTPEHMsA, B COOTBETCTBHH C
tpebopanuamMu MHCTpYKLMM no cyneGHOMY ASNONPOM3BOACTBY B PaHOHHOM cyle, obecneuuB caauy
Jen B OTASN Cyla B TEYEHHE NECATH HHEH, NMPOCTAB/ATH OTMETKY O Pe3yfbTaTax pPacCMOTPEHHA H
pacnuéz.manca B peecTpe nepenadu e (¢. 2a);

3.2.9. nepen cpayeit cynebHoro aena, Matepdana B OTAEN AETONMPOM3BOACTBA MEPEAaBaTh AN
MMPOBEPKH MMOMOHIHHKY CYABH;

3.2.10 wusrorasnueats B COOTBeTcTBUM c TpeboBanusamu HMHeTpykuun no cyaebHomy
OENOTIPOM3BOACTBY B PalOHHOM CyJ€ W HanpasAsTe € CONPOBOJAUTENBHEIM IIMCEMOM KOMHM
CyZAeOHBIX aKTOB 110 PACCMOTPEHHEIM JenaM, MaTepHalam,

3.2.11 roTOBUTE CONPOBOJAHTENBHEIE NMMCEMa NPY BEIHECEHHH CYIbEH ONpeleneHuii 0 BO3Bpate
MCKOBOrO 3asBneHMs, 06 OTKA’e B INPHHATUM MCKOBOTO 3afBNeHHMs H 06 OCTaBAEHHH HMCKOBOTO
sansneRns el ABHIKEeHHS,

3.2:12 roTOBUTE CONPOBOAUTENBHBIE IKCHMA MPH HAMPABIEHHH AS/ B IKCMEPTHEIE YUPeX JeHHA,

3.2.13 penonHATs paboty no oq)dpmnenmo M BpPY4YeHHIO {HANPABIEHHIO) HCIIOIHUTENBHBIX
JOKYMEHTORB MO Ji€NaM, PEMeHHA N0 KOTOPEIM MOAJEKAT HEMEAJEEHOMY HCTONHEeHuto (cTates 212
ITIK PD); ' .

' 3.2.14 no PacTOPAKEHUIO CYABH BEIAABATE JUIA O3HAKOMIICHHS CyAeGHbIE [ena, HaxOAALIMEC B
NPOMU3BOACTBE CYAbH, 00 03HAKOMJIEHHMH € AENOM AENATh OTMETKY B CIIPABOYHOM JIHCTE;

3:2.15 no pacnopsKeHNIO CYALH, B COOTBETCTBHH ¢ TpebopaHuamu UHCTpykuMK no cyaedbHomy
NeNoNpOM3BOACTBY B paHOHHOM CyJle, H3TOTABAHBATH H BBLAABAThH KOIHIO ayAHO3ariucH cyaebHoro
3ace]aHH;

3.2.16 obecrneuHBaTh NOPAICK B 3ale cyaAebHoro 3acejaHus;

3.2.17 cocTaBnaTh exeHeJeNbHO CIIMCKM e, HA3HAYEHHSIX K PaCCMOTPEHHIO, BRIBEIIIHBATE HX
Ha MHPOPMAUMOHHOM CTEH]E;

3.2.18 8 pazaen «okyments» IIC IAC «IlpaBocyane» BHOCHTH BCe JOKYMEHTHI (M3BEILEHHA,



cOOBLIEHHA, 3anpoCkl, NMCbMA), MPOTOKOJEI CyAeOHBIX 3aceaaHmii, KOTOpHE OBUIH H3TOTOBNEHE! TIPH
pPaccMOTpPEHMH AeNa, MaTepHana; :

3.2.19 cBoeBpeMEHHO BHOCHTDH B MEPUOJ BPEMEHHOrO OTCYTCTBHA NMOMOIIHHKA CyAsd B Gasy
AanHeix TIC TAC «IIpaBocyane» WHGOpPMALHIO O ABHXEHHM AENA, MATEpHANA;

3.2.20 BBIMOAHATh WHEIE [TOpYYEHMA MpeAcefaTens CyAa, 3aMECTHTENd MNpejcejaTens cyja,
CYJAEBH, HAYaNlEHHWKA QTAENA MO BEAEHHIO Cy;lBGHOFO AECNQNpPpOHU3BOACTBA, :

3.2.2] y4acTBROBaTh B OCYIIECTBICHUH HHEIX Mep Nno obecnedyeH o AEATEABHOCTH CYAA;

3222 B cnyyae BO3SHMKHOBEHMA OCHOBAHWH, NpENyCMOTPEHHBIX (efepanbHbIM 3aKOHOM
NpeACTaBAATE B YCTAHOBJIEHHOM TIOpAAKE CBeleHHs O cebe K ueHax cBoell ceMbH, a TaKKe CBeACHUS
O MNOAYYEHHBIX MM JHOXOHaX M MpHHAIEXAmMEeM €My Ha rnpaBe COOCTBEHHOCTH MMYLIECTBE,
ABNIAIOWHXCA 00BbEKTaMH HAJIOroobnoxeHua, o6 0643aTenbcTBaX UMYLIECTBEHHOIO XapaKkTepa,;

3.2.23 noBeimaTte YpOBEHb NMpodieCCHOHANBHON KBaTH(QHKALMM CaMOCTOATENLHO U Ha Yuébe
annapara cyja;

3.2.24 ¥cnoHATE JOMMKHOCTHEIE 00513aHHOCTH B COOTBETCTBHH C JOMKHOCTHBIM PErNaMeHTOM;

3.2.25 MCnoAHATE NpHKasbl, PACTIOPSHKEHUA H YKa3aHuUA MNpeAcefaTeNs cylda, 3aMeCTHTEs
npejcenaTens cyja, HayajlbHUKa OTAENa, OTAAHHBEIE B MpeAenax AOHKHOCTHEIX NMOJHOMOYHI, 3a
HCKITHOYEHHEM HE3aKOHHBIX; '

3.2.26 cobnonats NpaBuiia BHYTPEHHErO pacnopsiKa cyaa;

3.2.27 wndopmMupoOBaTE NMpEeCeNaTeNs CyZa O JWYHOR 3aHHTEPECOBAHHOCTH MPH HCMOJHEHUH
JODKHOCTHEIX 0043aHHOCTEH, KOTOpask MOXET NPUBECTH K KOHGIWKTY HHTEpECOB, MPMHUMATh MEpPE!
No NpeAoTBpallEHHIO TaKOro KOH(ITHKTa; '

3.2.28 BBINONHATE 0043aHHOCTH, NPEAYCMOTPEHHEIE CTATBAMH 15-18 DepepansHOro 3aKOHa OT
27.07.2004 Ne 79-03 «O rocyaapcTBeHHON rpaxaaHckoit ciayxbe Poccuiickoit ®epepauumny u
ApYruMH (defepaNbHEIMU 3aKOHAMH.

4. IIpaepa

Cexperaps cyne6GHOTO 3acefaHua MMEET NpaBa, NpeJycMOTpeHHEle cTaTeell 14 QenepansHoro
sakoHa ot 27.07.2004 Ne 79-03 «O rocypapcTBeHHOM TIpaxiaHckoii cnyxbe Poccuiickoi
MDenepaunu», a Takoke CIEAYIOMHKE Npapa:

3HAKOMUTECA € AOKYMEHTaMH, ONpefelIMIOMIMMH €ero JOJUKHOCTHEIE 00A3aHHOCTH, NpaBa M
OTBETCTBEHHOCTH, KPMTEPHH OLEHKH KauecTsa paboThl M YC/IOBYA IPOABHIKEHHA 110 CITYxXGe;

3HAKOMHTECA C PEIRCHMAMM NpEACElaTeNsd CyJa, 3aMecTUTeNs NpeAcefaTeis Cyda, CYAbH,
CBSI3aHHBIMH C BBINOJHEHHEM HM JO/DKHOCTHEIX 0GA3aHHOCTEH;

Ha CO3JAHHME OPraHM3alMOHHO-TEXHWYECKHX YCTOBHH, HEOOXOIDMMEIX JAf WCMOJHEHUA
IOJDKHOCTHEIX 00A3aHHOCTeI;

BHOCHTb Ha PaCCMOTPEHHE MpeacefaTessa cyla, 3aMecTHTEA MpeIceaaTe A CYAa peLloXKeHus
M0 COBEPLIEHCTBOBAHMIO paboThl, CBA3AHHOW C NMpPEXYCMOTPEHHEIMM HACTORWMM HO/KHOCTHBIM
pernamMeHTOM 00A3aHHOCTAMY;

MOBBIATE CBOM NMPOJEecCHOHANBHEI YPOBEHE,

5. OTBETCTBEHHOCTDL

Cexperaps cynebHOro 3acefiaHust HeceT MNEPCOHANBHYIO OTBETCTBEHHOCTE, YCTAHOBJIEHHYIO
3aKoHOZaTeNnbCTBOM Poccuiickoit Penepaliuy, 3a HEHCHNONHEHHE MAM HEHAUIEKALIEE HCTIONHEHUE
BO3JIOXKEHHBIX HA HEero AOQKHOCTHBIX 00A3aHHOCTEH, 3a HecoONIOAeHHe OrpaHMYEHHi M 3aIPeToB,
CBA3AHHBIX C rpaxJaHcKo# cnyx0oii, a Takke 3a:

AeicTBYA WM OesfelicTeHe, BeIyMHKE K HApYIIEHMIO MPaB M 3aKOHHBIX HHTEPECOB TpaXciaH,
opran1zalMil u ydperxxaeHul;

pasTAauleHHe CBEJEeHHH, CTABIMIMX €MY M3BECTHBIMM B CBA3M C MCIIOJHEHHEM [OMKHOCTHBIX
o00a3aHHOCTE;

HECBOCBPEMEHHOE BBIMNOJHEHHE 3aJaHHI, IPHKA30B, paclopsKeHult 1 yKasaHuit npeiceaaTens
cyha; :



et Y

NpefoCTaBNEHHE MpEeACeNaTeNO CyAa, 3aMECTHTENIO MpejcefaTeNlsl Cyaa, HadvalbHHKY OTAena
HeJIOCTOBEPHOM, HETOYHOI, HEAOCTATOYHOH UNK HeObbeKTUBHON HHOpMaLIKY;

HapymeHne nonoxeuuit Kogexkca  3THkM M cnyxeGHOro noBegeHus  ¢eaepanbHbIX
FOCYZIAPCTBEHHEIX MPAXAAHCKUX CYKALIHX CYIa.

B coorserctBun co crateelt 15 PepepaneHoro 3sakowa ot 27.07.2004 Ne 79-©3 «O
rocynapcTBeHHOM rpaxzaHckoi  cmyxbe Poccuifckoit  ®enepauun» cekperaps cyja  HeceT
AUCLUNIHHAPHYK), aAMHHUCTPATHBHYIO, I'Pa)KAAaHCKO-NPAaBOBYK) MJIM YLOMOBHYK) OTBETCTBEHHOCThH B
Cny4yae UCMOJHEHUS UM HENPaBOMEPHOIO MOPYYEHHS.

6. Ilopsinok cory:kefHOro B3aHMOAeCTBHA cekpeTaps cyaa
B CBA3H C HCNOJIHEHHEM A0/IKHOCTHBIX 00fi3aHHOCTe#

6.1. Cekperaphb -cyna ocywiecTBaseT cayxebHOe B3aMMOMEHCTBHE B CBA3H C WCIIOMHEHHEM CBOMX
AOMKHOCTHBIX 0043aHHOCTEH B COOTBETCTBHH ¢ QeNepaNlbHEIMH 33aKOHAMK H HOPMATHBHEIMH NPAaBOBEIMH
aKTamH, DPETYJMPYIOLIMMH YCIOBUA W MOPAJOK NPOXOXKIACHMA TIpakaaHckoi cnyx6e1 Poccuiickoit
Denepauun, CyXeOHBIM KOHTPAKTOM M JOMKHOCTHEIM PETraMeHTOM [0 BOMPOCAM, BXOAAWHM B €r0
KOMINETEHLIMKD:

C CYZBAMH, aJMHHUCTPATOPOM Cy/la, HauaNlbHHKaMU CTPYKTYpHLIX NOApasfeneHnit cyna (oTaenos),
rocyAapcTBEHHBIMY MPAXKIAHCKMMHU CRYMAIHMU U pabOTHUKaMH annapara cyna;

¢ MMpPOBBIMH CYABAMH W annaparoMm CyAebGHBIX YYacTKOB DXKBUHCKOro paitoHa r. CpIKThiBKapa
Pecrybnuxu Komg;

¢ NpefcefaTeneM, 3aMecTUTENEM NpeacesaTeNns cyja, CYABAMH H TOCyJapCTBEHHEIMU CNYKAUIHMU
IPYrUX CyJOB;

¢ JO/DKHOCTHRIMH JIHUAMH HHBIX [OCYJAPCTBEHHBIX OPraHOB, rPpaXkaHaMH;

C COTpPYAHMKAMU MNpPOKYpaTypel, NOAMUMH, opraHamu, yupexaeHuiMi OCHH Poccuy,
nogpasaeneHuamMd  cyaeOHEIX NPUCTABOB, aJBOKAaTYpOH, ApYrMX YupexHeHWii, OpraHusauuii M
TPAKIAAHAMM. :

6.2. Cekperapp cyna, OCyIECTBIAA B3aUMOACHCTBHE C NOMKHOCTHRIMHM JHLAMH, TPaXAaHCKUMH
cnyxamwumu, paboTHUKaMK annapata cya aoaxeH cobmopars TpeboBaHuA K CryxebHOMY NOBeAEHMIO
rOCYAapCTBEHHOrO TPAXKAAHCKOTO CHY)KAUIEro, NpaBuia MOBejeHUA pabOTHUKOB anmapata CYHOB,
nonoxxesus Kopekca 3THKH W clnyxeGHOrO nopeAeHds defepanbHBIX rocyJapCTBEHHBIX PAXAAHCKHX
cIyXalux cyja.

7. Hokazatenu 3¢ PeKTHBHOCTH H Pe3yibTATHBHOCTH
. npodeccHOHANbLHON CiTyHeOHON JeATeLHOCTH CeKpeTapa cyia

PesynnTaThl npodeccuoHanbHOH CiTy:xebHOH AEATENLHOCTH CEKPEeTapA CyAa MOXKHO OUEHHBAThH NO
CNEAYIOLIMM KPUTEPHAM:

7.1. B opranusaumnu TpyAaa:

NPOM3BOAMTENLHOCTS (BEINONHAEMBIH 00Bem paboT);

Pe3yNbTATHBHOCTE (Mepa AOCTHXEHHA NOCTaBAEHHBIX Lenei);

HHTEHCUBHOCTb TPy (CTIOCOBHOCTE B KOPOTKHE CPOKH BHIIONHATE ONpeIeNeH bl 06bemM paboT);

cobnoaeHue TpyI0BOH AUCUHNANHEL

7.2. CobnoeHde CPOKOB UCIIONHEHHS NOPYYEHHIA.

7.3. KauecTBO MCMONHEHHS IOpYYeHUH:

TNOATOTOBKA JOKYMEHTOB B COOTBETCTBHH C YCTAHOBICHHBIMH TPeGOBaHHAMH;

NOJHOE ¥ NOTHYHOE H3N0KEHHE MaTEpHAaNa,

IOPUUYECKH FPAMOTHOE COCTABNIEHHE AOKYMEHTA;

OTCYTCTBUE CTHIHCTHYECKUX ¥ [PaMMATH4ECKHX OLIHEOK.

7.4. [TpodeccuoHaNH3M: - _ ‘ ,

npodeccHOHaNbHast KOMMETEHTHOCTs (3HaHMe JEHCTBYIOIUEro 3aKOHOAATENbCTBA, LIMPOTA
NpodecCHOHANBEHOrO KPYro3opa, yMeHue paboTats ¢ JOKYMEHTaMH);



CMOCOGHOCTE BHIMOAHATE AOKHOCTHHE QPYHKUAM CAMOCTOATENBHO;

CrOCOOHOCTL YETKO OPraHH30BEIBATH M INIAHHPOBATH BHITIOIHEHHE MOPYYEHHBIX 3aJAHMHN, YMEHHE
PaLiOHANEHO UCNOJB30BATL pafoyuee BpeMS, PACCTABNIATS MPUOPHUTETEI;

OCO3HAHWE OTBETCTBEHHOCTH 32 NMOCNENCTBIA CBOMX AEHCTBUIH H l'[pHHHMaeMHX pemenuu

CrocobHOCTE coxpamrrs BEICOKYIO paboTocnocobHOCTS.
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