»
Cy
A

>

2 natiens KpacHocoOoacKkoro

JIOJDKHOCTHOM PEIJIAMEHT |
(hefIepabHOrO roCy JAPCTBEHHOTO TPaKIAHCKOTO CITyXKAIIETO,
samemaroinero B Kpacuocno6oackom paifionHoM cyae PecryGmuki Mopaosus
NOMKHOCTE (heaepanbHOit ToCyIapCTBEHHOM MPaXIaHCKOH CITyXKObI ceKpeTaps
* cynebHOro 3aceaHus OTIENA Cy/ONPOU3BOACTEA

1. O6mne noaoxKeHHs1

1.1. JIoIDKHOCTE ~ cekperaps — cyneOHOro  3acejaHus oTxena
cysonpon3BoacTBa  KpacHOCI060ACKOro  pafionHOTO  Cyna (nanee cekpeTaps
Cy/IeGHOTO 3acefaHus) B COOTBETCTBHH ¢ PeecTpoM JOJKHOCTEH heaepanbHOH
rOCy[apCTBEHHOM TIPaKIaHCKOM CIyX OBl OTHOCHTCA K cmapwieli TpyIIe
IomKHOCTEH (emepansHOM roCynapCTBEHHOH IPpaXkIaHCKOH CITy>KOB! KaTeropuu
«CITeIHATIACTHI). |

1.2. Cekperapp cyneGHOTO 3acefaHHs Ha3Ha4yaeTCA Ha JO/DKHOCTE U
0CBOOOXKIaeTCS OT NO/DKHOCTH B YCTAHOBJIEHHOM 3aKOHOM IOPAIKE IIPHKA3oM
[Ipencenarens cyaa.

1.3. Cexperaph cyaeGHOTO 3aceaHusi MOAYHHSACTCA CyAbe, NPEACENATeINIO
CyZa, Iy €ro 3aMeNIaloIero, Ha4albHUKY OT/ie/a CyJONPOU3BO/CTRA.

1.4. Ha nepHos BPeMEHHOTO OTCYTCTBHS CEKpeTaps CyAeOHOTO 3ace/aHus
ero 3aMemaeT I'OCYJAapCTBEHHBIH CITyXKallu#, COIVIaCHO IpHKa3y TMpeNCceaaTens
cyza. |

Ha cexperaps cyaebHOro 3acefaHus MOKeT OBITH BO3NOKEHO HCHOJIHCHHE
06S3aHHOCTEH, BEIOIHAEMBIX OTCYTCTBYIOIMM (00/IE3HB, OTIYCK) pabOTHHKOM.

1.5. Cexperapp cyneOHOrO  3acelaHus B CBOCH  JACATENLHOCTH
PYKOBOJICTBYETCH:

Koncturynueit Poccuiickoit @enepariuy;

(pemepanbHEIMY 3aKoHaMH oT 8 sHsaps 1998 1. Ne7-@3 « O cynebnoM
nenapramente nipi Bepxosaom Cyne Poccuiickolt Qenepaun»,

or 27 mas 2003r. No 58-@3 «O cucTeMe TOCYXapCTBEHHOH Ci1yxObI
Poccutickoit ®enepanun»,

ot 27 mong 2004r. Ne79-®3 «O rocyaapcTBEHHOM IpanIaHCKOH clyxGe
Poccuiickoit @enepalinmy, 7

oT 26.06.1992 N 3132-1 "O craryce cyaedi B Poccuiickoil Penepaunn”;

WHBIMH dbenepanbHBIMU 3aKOHaMH, periaMeHTUPYHOIMMYU
COOTBETCTBYIOLIYXO  cdepy  HeATeNpbHOCTH, B  Npelenax — AOMKHOCTHBIX
o0s3aHHOCTEH U OTHOMOYHH;

VYxazamu Ilpe3unenta Poccuiicxon ®ejiepanuy;
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TMocTanoenenusMy Ipasurenscra Poccuiickoi Deaepanni;
TMocranosnernsmu BepxosHoro cyna Poceniickoit Penepauny;
Tocranosnenmsmu Cosera cyaeit Poccuiickoii ®epepanuy;

HHCTPYKUHeH Io cyaeOHOMY [elIONpOH3BOACTBY B pariOHHOM  CyJie,
yieepxaenHo# mpukasom CypneGHoro nemapTaMeHTa I[P Bepxosrom Cyrne
Poccuiickoii ®eneparmu ot 29 anpens 2003 . Ne 36;

mojyokenueM o6 arnmapare (enepanbHOro cyiaa ofmedt IOpPHCAMKLNA,
yTBepKIeHHBIM TIpHKazoM CyneGHOro JemaprameHTa IIpH BepxosaoMm Cyne
Poccuiickoiif @enepanun ot 21 gexabpsa 2012 roxa Ne238;

NpaBUIAMH  [OBeJeHus pPabOTHHKOB —ammapaTa KpacHocnmoboackoro
paiiosHoro cyma PecmyOnvkun MopIoBis, yTBEp)KICHHbIMH IIPHKa30M OT 03
despans 2022 Ne 17 o/x; ‘

THIOBBIM KOAEKCOM OTHKM M COy)XeOHOro MoBeleHHs (exepanbHbX
rOCYJapCTBCHHBIX TPaKJAHCKHX CIIyXXallliX anmnapaTtosn (eaepanbHbIX CYIOB
obinell ropucAUKUNM, elepalbHEIX apOMTPaXXHBIX CYNOB H yIpaBleHHUA
Cynebroro aenapraMeHTa B cybbekrax — Poccuiickoi Qenepanuu»,
yTBepKAeHHBIM HprKasoM CyneGHoro JenapTaMeHTa TIpH Bepxosaom Cyzne P®
or 26.04.2011 Ne 79;

HOPMATHUBHBIMA TIPABOBEIMH aKTaMM, PEryIHPYIOLIMMU COOTBETCTBYIOLLYIO
chepy HEATENBHOCTH, B Ipelenax CBOMX JO/DKHOCTHBIX 00S3aHHOCTEN W
[IOTHOMOYUH;

HACTOSAIIIHM JAOXKHOCTHBIM PETTIAMEHTOM.

1. KpaaudukanHoOHHbIC TPEOOBAHUA

2.1. Ha j0KHOCTE CeKpeTaps cyIeOHOro 3acefaHus Ha3zHa4daroTCs JIHIE C
BBICIINM IODHAWUeCKM  oOpasoBaHHeM, He HIDKe yPOBHs OakanaBpuarta,
CHELIAaIUTeTa IO  CISIHANTBHOCTH M HalpaBlIeHHMIO  MOATOTOBKH!
IOpucnpyneniua»  (xpanu¢ukamyst  «bakamasp», «Marucrp»), «lIpaBopoe
obecriedenne HANWOHANBHOM OesomacHocTH»  (KBanudukanua «lOpuc»),
«IIpaBoOXpaHUTENbHAS AeATenbHOCTE (KBasndukaums «HOpucT»)

2.2. JIna  3amemleHHs TOCYNAPCTBEHHOM  IPaXOaHCKOH  HOMKHOCTH
cexpeTaps CyAeOHOro 3acefaHus TPeOOBaHUS K CTAXY HE IPCABIBIAIOTCS.

2.3. Cekperapp cyoeOHOro 3ace/laHMsi [OJDKCH 3HATh U yMeTh [TPUMEHSTH
Ha NMPaKTHKE:

Koncrutymuo Poceuiickoi Penepanuy;

I'paxmanckumii mpoleceyanbHsLi koneke Poccuiickoit @enepauyn;

VronoBHBIA NpolneccyanbHsiit kogexc Poceniickor Oenepaiuy;

QenepansHble 3aKkoHsr 0T 8 sHaps 1998 r. Ne7-@3 « O cyneGHOM
JenapTaMeHTe npu BepxoBHOM Cyne Poccuiickoid depepaunny, oT 27 mas 2003r.
"Ne 58-@3 «O crcTeMe rocynapcTBeHHOHN ciykGb1 Poccuiickoit ®epepaunun, ot 27
mons 2004r. Ne79-@3 «O rocynapcTBeHHOM rpaxaaHcko# caysxbe Poccuiickol
®eneparmuun», oT 26 mons 1992r. Ne N 3132-1 «O cratyce cyneit B Poccuickon
deneparumy», Apyrue (QeaepanbHbe 3aKOHBI, yKasbl IIpesunenta Poccuiickoi
(Mepepanuy, nocraHosnenus  IIpaBurenscTBa  Poccuiickoi  @Denepanu.
IMocranosnenus Cosera cyaedi Poccuiickolr  Pefepaiyy, KacarolUecs
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OpPraHM3ALMOHHOr0 O0ecreueHns NEeATeNbHOCTH CYAOB M PeryJHpYIOMIHe
0COBEHHOCTH TIPOXOXKACHHAS TPAXIaHCKOM CIryKOBI;

®egepabHbIE KOHCTUTYLHOHHBIE 3aKOHBI, (eiepanbHble 32KOHB!, yKa3bl
IIpesunenra Poccmiickoit ~ @enepallid,  IOCTAHOBICHMA IIpaBuTenscTBa
Poccuiickoii Dejepanpy; HOPMaTHBHBIE MPaBOBBIE 4KTa  PeryIHpYlOMIHeC
COOTBETCTBYIOUIYIO  Ccepy  JAEATENBHOCTH, B  Tpeaenax — I0/DKHOCTHDBIX
06s13aHHOCTEH U TIOJTHOMOYHI; .

HHCTPYKIHIO 10 CyneGHOMY JelONpOM3BOACTBY B. palioHHOM CYIE,
yIBepXKIeHHYI0 IpHkasom CyneOHOro nemapTaMeHTa IpH BepxosHom Cyze
Poccuiickoit @enepanuu ot 29 ampens 2003 1. Ne36;

nonoxenwe o0 ammapare (QenaepanbHOTO cyAa oOieH OPUCIHKINH,
yTRepxaeHHoe npukazom CypeOHoro nenapraMeHTa IpH BepxosHom Cyne
Poccuiickoit @eaepanun ot 21 gexabps 2012r. No 238;

THIIOBOM KOIEKC OTHKH M ClIyXeGHOro IoBeAeHHs (eaepallbHbIX
TOCY[JapCTBEHHBIX I'PAXJAHCKHX CIyXXallMX amrapaTos (enepanbHBIX CYIOB
obmeif IOpuCIMKUMM, (efepalbHbX apOUTpaXXHBIX CY/AOB H yIIPaBIEHUR
Cynebroro  jaemaptaMeHTa B cyOsektax  Poccuiickoit ~ @enepauyny,
yTIBepKASHHBIM TprKaszoM CyneGHOTO memapTaMeHTa IpH Bepxoenom Cyzae PO
o1 26.04.2011 Ne 79;

IpaBMla TIOBEJEHHA pabOTHHKOB annapara Cyda, YTBEPKACHHBIX
noctanoBinenueM Copeta cyaedt Poccuiickoii ®emepaitil OT 27 ampens 2006r.
Nol56;

HOPMATHBHEIE [IPABOBbIE aKThl, PETYIHPYIOLINE COOTBETCTBYIOIIYIO cepy
NESTENBHOCTH, B IIPEHeNax CBOUX JOJDKHOCTHBIX 06A3aHHOCTEH 1 TTOTHOMOYHH;

OCHOBBI BEJICHHS JIEJIONPOU3BOICTBA;

[paBUa JAeI0BOTO STHKETA,

HOPMBI ¥ TIpaBHila OXPaHBl TPY/a, TEXHHKH 0e30IacHOCTH U IOXXapHOH
0e30I1acCHOCTH;

OCHOBHBIC IIOJIOKEHHs 3aKOHOHATENbCTBA O TIEPCOHANBHBIX IaHHBIX,
IPUHIUNAX U YCIOBUAX MX 00pabOTKH

PETIaMEHT BHYTpeHHEeH opraHy3aliii [ocy1apCTBEHHOr0 Oprata,

HACTOAIIMH JOKHOCTHOH periaMeHT.

2.4, Cekperaps cy1eGHOTO 3acefjaHus IOJDKEH YMETh:

aHANM3UPOBaTh 1 000061IaTh HHPOPMALHIO;

IPOTrHO3UPOBATE [IOCTCACTBIA IPHHATHIX PEILCHUH;

paboTaTe ¢ 3aKOHOJATEJNBHHIMH M HOPMAaTHBHEIMM MDABOBBIMHU aKTaMy,
TIPUMEHATH UX Ha PaKTHKE,

pa3pabaTbiBATh ITAH KOHKPETHBIX JEHCTBHIM;

OIEpATUBHO TIPUHUMATH U OCYLUECTBAATE IPUHATHIC PEIIEHNS,

aI[aHTHPOBé.TBCﬂ K HOBOM CHTyalluu M NPHMEHATH HOBBIE NOJXOABI K
PELIEHIIO BO3HHKAIOIUX IIpod/IeM;

5>G(eKTUBHO M IIOCIEA0OBATENBHO OpPraHH30BHIBATE B3aHMOAECHCTBHE C
IPYTHMH TOApa3ielIeHIAME, BEAOMCTBAMU M OPTaHM3AIMAME;

IIpaBUIILHO PaclpeneaTh pabouee BpeMs;
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BafeTh MNPHEMAMH MEXIIHIHOCTHBIX OTHOIIEHMH (YMETh BHHMATENBHO
" CIYLIATH KOJIET;

yMETh HE [OMyCKaTh MEXJIMYHOCTHBIX KOHGIMKTOB C KOJUIEraMH H
PYKOBOJUTEIAMH,

yMeTh 3((EeKTHBHO COTPYIHHYATS, HATH HA KOMIIPOMHUCC IIPH PeMICHHH
1po6sieM B KOHQIUKTHBIX CUTYalMsX;

6BITH OTBETCTBEHHBIM II0 OTHOIICHUIO K TIOAAM, OBITH OT3BIBYMBEIM;

OBITh BCETTIA IPYKEITIOOHBIM,;

[IOMOTaTh B paboTe KOJlIeram;

yMeTb IPHHHAMATE COBEThL JPYTHX KOJLIET 110 pabore;

6BITH CIIOCOGHBIM IIPU3HABATE CBOIO HETIPABOTY);

[TopeneHne cexperaps cyneOHOro 3acefaHus JOJDKHO COOTBETCTBOBATb
OOIIENPHHSTEIM B KOJUIEKTHBE HOPMaM.

2.5. Cekperapp cyneOHOro 3acedaHus AOJDKEH 061a1aTh CNEIYIOUMMH
yMeHHAMH B 00GbeMe, HEOOXOMMMOM /Ul HCIIOJHEHHS CBOUX JOKHOCTHBIX
00s13aHHOCTEH:

paGOTEI B KOHKPETHOH cdepe AeATeNbHOCTH,

BEJICHHS JICJIOBHIX IEPETOBOPOB;

COCTABIIEHUA JIENOBLIX [TUCEM;

OIlepaTHBHO OCYIIECTBIIATH TOMCK HeOOX0AUMOH HH(OPMallHH, B TOM YHCIe
¢ HCTIONB30BaHHeM HHMOPMAIMOHHO-TE/IEKOMMYHUKAIMOHHO! ceTi «VHTepHeT»;

CO31aBaTh, OTNPAB/ATh U TOJy4aTh MEeKTPOHHbIE COOOIIEHHUS C TIOMOIIBIO
cHyxeOHOM BSICKTPOHHOM IOYTHl KM HWHBIX BEJOMCTBEHHBIX CHCTEM o0MeHa
5IEKTPOHHBIME COOOIIEHHIMH, BKI0OYasA paboTy ¢ BIOXKCHUAMH;

paboTaTh C TEKCTOBBIMH NOKYMCHTaMH, O3JIeKTPOHHBIMM TabJmIamuy,
BKMIOYas WX CO3/AHME, peNaKTWpoBaHye W (OpMaTHpOBaHHE, COXPAHCHME H .
TIe4ars;

BIaZeTh KOMIBIOTEPHOM M Jpyrodl OpPITEXHHKOH M HEOGXONMMBIM
nporpaMMHBIM obecriedeHreM, paboTaTs ¢ OOIMME CETEBBIMH . PeCypcamy
(ceTeBHIME TUCKAMH, TTAIIKAMH).

CHCTeMaTHUECKH IOBBIIIATE CBOO KBAJIM(HKALIMIO.

2.6. Cekperape cy#eOHOro 3acelaHus JOJDKCH 3HAaTh  OCHOBBI
MH(OPMALHOHHOH 0€30TIaCHOCTH M 3ALIUTHI MH(GOPMAIINH, BKIHOYas:

mopsgok  pabotel co  crmy:xeOHOH  wH(popManueH, OrpaHM4EHHOTO
pAacIIpOCTpaHeHus, |

Mepsl 0 ofecredeHnio 0e30TacHOCTH MH(OPMALMK TP HCIIOTb30BaHHH
OBIIECHCTEMHOTO ¥ TPHKIIANHOTO NPOrPaAMMHOIC obecriedeHus, TpeOOBaHUA K
HAJIEHHOCTH HapoJiei;

NpaBHiIa ¥ OrpaHHYeHWs MOAKIIOYEHHs BHEUIHMX YCTPOHCTB (drern-
HAKOTIMTENH, BHEIIIHHE KECTKHE JMCKH), B 0COOEHHOCTH 000pyJOBAaHHBIX IPHEMO-
nepefatoliell anmaparypoit (MobunbHbie TenedOHbl, TUIAHIIETHL, MOAEMEBI) K
CiTy>KeOHBIM CpeCTBaM BBIYHCIMTENLHON TEXHUKH (KOMITBIOTEPAM).

IT1. To/kHOCcTHBIE 00SI3AHHOCTH, NIPaBa U
OTBeTCTBEHHOCTH ceKpeTaps cyAe0HOro 3aceXaHHA
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3.1. Ilenbio JesTENLHOCTH ceKperaps CyaeOHOro 3aceianus sABIACTCH
obecrieyeHue JENONMPOM3BOICTBA IIPH PACCMOTPCHHUM TPAXKAAHCKHMX, yTOJOBHBIX,
aMAHUCTPATHBHBIX Jell  IIepBOM HMHCTaHUWH, B TIOPAAKE AalCilIsiuH U
MaTepHallOB, PACCMATPHBAEMEIX B NOPAAKE HCIIOJIHEHHKS IPUTOBOPOB U pelIeHHH,
obecreueHne PACCMOTPEHHS IPAKAAHCKHX, YTOIOBHBIX, aIMUHHUCTPATUBHBIX N€]
W MaTepualoB B CyHeOHBIX 3acelaHus, ofecrieueHue NANBHEHIIEr0 IBMKCHUSA
TPaKIAHCKUX, YTONOBHBIX, aJMHHMCTPaTHBHBIX I€I W MaTepHanoB IOCIE
PACCMOTpEHHs CYIoM (CyIIbeit).

3.2. OcHOBHBIE 0653aHHOCTH CeKpeTapst CyA¢OHOr0 3aceJanus:

IOJFOTOBKa el ¥ MaTepualoB K  pacCMOTPEHMIO B CyAcOHOM
3acefaHMd Mo 1-0H M anc/UIALHOHHOH WHCTaHIIMAM:

HaNpaBlleHHe YYACTBYIOIMM B Jelic JWIAaM KONWH 3asgBICHUH, Xano0,
IpPeICTABNEHH M IPWIOKEHHBIX K HUM JOKYyMEHTOB, CyJeOHBIX IIOBECTOK,
M3BEIIEHNH B IPOKYPaTypy W a[jBOKaTaM, KOTIMH OIpe[e/IeHIH;

IpoBepKa ABKU JIMll, BEI3BaHHBIX B cyneGHOe 3aceiaHue, o(opmieHHe
OTMETOK B CyJeOHBIX IOBECTKaX O HAXOXKACHHM JIHL, YYaCTBYIOIUMX B
mene, B cyIeOHOM 3aCelaHuH;

COCTAaBIEHHE M pasMellleHHWe CIMCKOB HA3HAYCHHBIX K PacCMOTPEHHIO
cyneOHBIX JeN HaKaHyHe JHA cyeOHOTo 3aceasus;

TIPH HAIIMYUK OCHOBaHUM U1 o0ecIeueHns Nops/iKa B Cy/1e0HOM 3aceaHiu
[0 MOPYHYEHHUIO Tpece1aTess cyda, WIH CyIbH,
IpeficelaTeIbCTBYIOMIET0 B CyAeGHOM — 3acelaHuy, H3Bemlaer o0 3ToM
crapiiero cyeGHOro MprUcTaBa WM JIMIO, ero 3aMellalomec;

hi (o) Hayana cyznedHoro 3ace/laHusl IPOBOAUTE TIPOBEPKY
paboTOCIOCOGHOCTH CPEACTB ayAWO3alMCH M MOJArOTaBNIMBATE HMX K BEACHUIO
ay AUONIPOTOKOJIMPOBAHHS,

BeNeHHEe ¥  M3TOTOBJIEHHE IPOTOKOJNOB CyAeOHBIX  3acefaHudl B
YCTAHOBJIEHHBIE 3aKOHOM CPOKH,;

Hamexalee ohopMIeHHEe dIeKTPOHHBIX HOCHTENeH MH(GOPMAlUK (IHCKH,
IWMCKeThl, (IEII-KapThl) IIPY HCIONB30BAHUM CPEICTB ay[HO3allACH W HHBIX
TeXHHYECKHX CpeicTB i (EKCHPOBaHMA Xofa cCyjAeOHOro 3acejaHud IIpH
IpHOGILEHHH K TIPOTOKONY CyAeOHOTO 3ace/IaH¥s U MOALIMBKY B MaTepHaIlbl €713,

BEITIMCKA MCIIOMHHUTENBHBIX JIOKYMEHTOB IO Aelly, IO KOTOpPOMY CyAeOHBIe
pElIeHHs OIeKAT HeMeJIEHHOMY HCIIONHEHHIO U MO IeNaM, CAaHHBIM B OTAC]
JIeJIONPOU3BOICTBA HECBOEBPEMEHHO,

obopMieHHe el ¥ MaTepualoB INOCHe WX PacCMOTPeHMs IO MepBOH
HICTAHIMKA ¥ B NOPAJKE aNe/UIMUd W cAa4da B OTHEN [JENONpPOH3BOACTBA B
YCTaHOBIICHHBIE CPOKH;

O3HAKOMJIEHHE YYaCTHHKOB [Ipollecca B YCTAaHOBICHHOM TIOPsIKE C
TIPOTOKOJIOM Cy1e0HOTO 3acefanus, MaTepruaiaMy JIell H HHbIMK OKYMEHTaMH;

BBefilcHHEe HMH(QOpMAMd B [ OCYAapCTBEHHYIO aBTOMAaTH3HPOBaHHYIO
cucremy «IIpaBocyaue», cornacHo mpukasy npeicenatens KpacHocnoGoackoro
paiiorHoro cyaa Pecrry6iiku Moprosust Ne 38 ot 21 mas 2010 roga «O BBefeHMM
B JKcIUTyaTammio [ocyfapcTBeHHOH aBTOMATH3MPOBAHHOH CHCTEMBI Poccuiickoit
®enepanuu «lIpaBocynuer,
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odopMIleHHe KOMHUH CyHeOHBIX NOKYMEHTOB M HMX BbIAAYa B CIydasAX M
OpSAKE, KOTOpbie YCTAHOBJEHB!  MpPOLECCYaIBHBIM  3aKOHONATENLCTBOM
Poccuiickoli ®@emepauvu W rojoxeHusMu  VIHCTpYKIMM 1O cyieOHOMY
JIETIOTIPOU3BOACTBRY;

NOArOoTOBKA M odopmiieHHe e 1 MaTepPIaJIOB, PACCMOTPEHHBIX 110 NEPBOH
HAHCTAHIIMH K ormpaske B Bepxoemeif cyn PM B cBa3M . C
HOCTYIIHBIIUMY alleIAIMOHHBIMY, YaCTHRIMU xKanobaMH U MIpelCTaBIeHUsIMH,

MOAIOTOBKA M odopMiIeHHe 3adBleHN ¥ MaTepralloB, pacCMaTpUBACcMbIX B
mocye0HOM HOATOTOBKE M B OPSAKE UCIIONHEHHS PeIICHHS Cyaa,

OCYIECTBNEHHE BbIE3a B KOMAHIMPOBKM Ui BEACHMWS IPOTOKONA B
BEIE3[IHBIX CyZeOHBIX 3aCeaHUsX;

BBUIONHEHUE JAPYTHX IOPYYESHHH M PacIopsKeHIH npe;[cenaTenﬂ cyna.

3.3. IIpaBa cekpeTaps cyaeOHOTO 3aCeAaHNU:

QcHOBHBIE TIpaBa Cekperaps cyiaeOHOro 3acefaHus Kak IPaXIaHCKOro
CITY’KaIllero YCTaHOBIEHBl craThedl 14 DelepalbHOTO 3aKOHA OT 27 uross 2004 1.
Ne 79-@3 «O rocynachBeHHon rpaxxaaHcKoit ciyxoe Poccuiickoit Qenepanin».

Ha ocHOBaHM# NAHHOW CTATBH CeKpeTaph CyAeOHOTO 3acefaHHs HMEeET
IIpaBo:

1. 3HAKOMUTECS C AOKYMEHTAaMH, OIpPEIE/SIONMMHE €ro IO/DKHOCTHBIC
OGS33aHHOCTH, MpPaBa M OTBETCTBEHHOCTH, KPUTEPHUH OLEHKH KadecTBa paboTEl ¥
YCJIOBHS IIPOJBIKEHIS 110 ciyx0e.

2. ITonyyaTh B YCTaHOBIGHHOM TOPALKE nHboOpMaLuIl0O ¥ MaTepHabl,
HeoOXOMMMEIE Ui HMCIOTHEHHS TOMDKHOCTHRIX OOA3aHHOCTEH, a TaKkKe Ha
BHECEHUE ITPEIOKEHHM O COBEpIIEHCTBOBaHKH JIeATENbHOCTH ammapara cyJa.

3. TNonyuaTh OT CTPYKTYPHBIX MOApa3jeNeHUH Cyaa, CIELHAIUCTOB,
CBEeCHUS U MATEPHAIbI, HEOOXOMHMBIE /IS BEINOJIHEHHS CBOHX NODKHOCTHBIX
06S3aHHOCTEH.

4. SHAKOMMTBCA ¢ OT3BIBaMH O €ro Npod)ecCHOHANBHON ciyKeOHOH
JeATeJBHOCTH M JPYTMMH JOKYMEHTaMH J0 BHEeCeHMs HX B €ro JHYHOe [eIO,
MaTepualaMi JM4YHOIO Aella, a TakKe Ha MPHOOIIEHHME K JAHYHOMY [Ely ero
NUCHEMEHHBIX 00BICHEHHH H IPYTUX JOKYMEHTOB U MaTEPHAIOB.

5. Ha OTOBIX, OOeclleuMBaeMEI  yCTAHOBICHHEM  HOPMalbHOH
IPOJIO/DKUTEIBHOCTH CIyKeOHOro BpeMeHH, IPeIOCTaBICHHEM BBIXOAHBIX nHel u
Hepaouux NMpa3sgHUYHBIX THEH, a TaKKe exero/Hele OrIainBacMbie OCHOBHOH H
IOMOMHATENBHBIE OTIIYCKA.

6. Iomydare OMIaTy TpyAa M JApyrde BHININATEI B COOTBEICTBUU C
®enepansHBIM 3aKoHOM oT 27 mons 2004 roma Ne 79 @3 «O rocynapCTBEHHOH
rpaxaagckoil ciyxoe Poccutickoi Dexepaldi» 1 co CIyKeOHBIM KOHTPAKTOM.

7. IlonyuaTh MeHWIMHCKOE CTpPaxOBaHWe B COOTBETCTBHE C HACTOAIIMM
denepanbHbM 32aKOHOM M (efepallbHBIM 3aKOHOM O MEIWIUHCKOM CTPaXOBaHHH
roCy/IapCTBEHHBIX Clyxamux Poccutickoit Pegepaiiuu.

8. ITomysaTs rOCYHapcTBCHHYIO 3QIIUTY JKHM3HH W 3[0POBbA, XKH3HM H
3J0pPOBBsI WIEHOB CBOEH ceMbH, a TAKXKe NPHHAJIeKallero eMy MMyInecTsa.

9. Y4acTBOBaTh B KOHKYpPCe Ha 3aMeIleHUe BAKAHTHOH JOJDKHOCTH.
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10.IIpoxoauts  Tpod)ecCHOHANBHYK)  HEPETOAroTOBKY,  MOBRIIICHHE
kBanuUKAIMK B NOPSA/IKE, YCTAHOBICHHOM HaCTOALIMM ®eiepanlbHBIM 3aKOHOM U
ApyruMHE benepanbHEIMK 3aKOHAMH.

11. Ilpuuumars pemeﬁﬁﬂ ¥ y4acTBOBATh B UX [IOATOTOBKE B COOTBETCTBUU €
HACTOSIIUM JOKHOCTHBIM PETJIAMEHTOM.

3.4. OTBETCTBEHHOCTh CEKpeTaps cy/1e0HOro 3aceIaHus:

CexkpeTaphb cyneGHoro 3acelaHMs HeceT YCTaHOBJECHHYIO
3aKOHOIaTeTscTBOM Poccuiickoit Delepaliuy 0TBETCTBEHHOCTD 38 HCHCIIOIHCHHE
UMM HeHajJIc)Kalllee HCIOJIHEHHWe BO3MOEHHBIX Ha HEro AOKHOCTHBIX
obs3aHHOCTel, 3a HecoOmOJeHWe OrpaHMYeHHH W 3alpeToB, CBA3AHHBIX C
IPaXAAHCKOH cIry k00#H, a Takxe 3a:

HEeHaIJIEKAINYIO TOArOTOBKY NJOKYMEHTOB;

NefCTBUS WIM Oe3feiicTBHs, Beoylle K HapyLUICHHIO NPaB WIIH 33KOHHBIX
HHTEepPEeCOB IpaXk/iaH,

pasriallieHue cBeleHHH, CTABIIMX U3BECTHBIMH eMY B CBA3M C HCIIOIHEHHEM
TOJKHOCTHBIX O0S3aHHOCTEH,

HeCBOEBPEMEHHOE BEIIOJIHEHWE 33/1aHui, IPHKA30B, pacnopsiKeHHH H
yKa3aHWiH mpezceaTess CyAa, 3a HCKIIOUeHUeM HE3aKOHHbIX,

IIPE/ICTABJIEHHE  PYKOBOJACIBY  HENOCTATOYHOH M HeOOBCKTUBHON
HHGOPMAaIUH. A

3.4.1. B coorBercrTBuu ¢ myHkToM 10 uwact 1 ctaten 15 @eaepanbHOro
sakona «O TOCYIapcTBeHHOU rpaxaaHckoll cmyxbe» cekpeTapb cynebHoro
saceqaHus oba3aH cooOIars B MACEMEHHOH (popMe MpefCcTaBUTeN0 HaHUMATENA O
IpeKpalleHnl TpaxiaHcTBa Poccuiickolt MDenepauun = UK npruoOpeTeHHH
rpaknaHcTBa (IOJAAHCTBA) MHOCTPAHHOTO IOCY/12peTBa MO0 NOMyHeHHH BUAG Ha
JHUTEIBCTBO MM MHOIO AOKYMEHTa, NMOJATBEPXIANOLIErO [paBO Ha MOCTOSHHOE
TIPOKHBAHUE TPAXKIAHUHA HA TEPPUTOPUM HHOCTPAHHOIO TOCYHapcTsa, B ACHD,
KOT[a TPKAAHCKOMY Cily’XKallleMy CTajlo M3BECTHO 00 3TOM, HO HE MO3AHEE ILATH
pabodrx JHel o [HS NpeKpalleHus rpakaaHcTsa PoccHickor (Penepauuy HIH
npuoOpeTeHus TIpaXJaHCTBA (IIOANAHCTBA) HHOCTPAHHOTO TOCYNApcTBa au00
NoJydeHHs BMAA HA SKUTEJBCTBO WM MHOTO JIOKYMEHTA, MOATBEPKIAIOLICTrO
MpaBo Ha NOCTOSHHOE NPOXKUBAHWE TPaXKIAHHHA Ha TEPPUTOPHH MHOCTPaHHOIO
rocy/1apcTBa.

3.4.2. Cornacuo cratee 15 ®exmepanpHoro 3akoHa ot 27 mions 2004 r. Ne
79-®3 «O rocymapcTBeHHOH TpaxIaHckol ciyxbe Poccmiickonl Deneparnim
cexpeTaph Cyae0HOTO 3ace/laHy HeCceT AMCUNIUIHHAPHYIO, [PAXAaHCKO-TIPAaBOBYIO
WIH  YTOJOBHYK  OTBETCTBEHHOCTH B  COOTBETCTBMH  C theaepanibHBIM
33KOHOJATEILECTBOM B CITydae HCTIONHEHH UM HETPaBOMEPHOTO MOPYIEeHNU.

IV.Ilepedens BONPOCOB, 10 KOTOPIM CEKPETaph CyAe0HOT0 3aceaHu
yYacTBYeT B MOATOTOBKE NPOEKTOB YIPABIEHIECKHX H HHBIX PelIeHHH

CexpeTapb ¢yneGHOTO 3aceAaHUs BIIPaBe IPUHUMATh y4acTHE B!
HOATOTOBKe HH(pOPMa#K HO BONPOCAM, BXOIALMM B €ro AOMKHOCTHbIC
0043aHHOCTH;
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IOATOTOBKE aHATHTHYECKMX MAaTEPHAIIOB IO HAITPABICHHUIO XEATCIIBHOCTH,
[OATOTOBKE HOKIAAHOMH 100 cilyxeOHO| 3aIIMCKH.

V. Hopsaok cayxe6HOro B3aHMOACHCTBHS CeKpeTaps cyaebnoro
3aceqaHMs B CBSI3H ¢ HCIIOHEHHEM JOJKHOCTHBIX 06si3aHHOCTCH ¢
rpaskIaHCKHMH CJy:RaUMH deaepalbHBIX CY10B o0ulei I0PUCANKIIMH,
cuctembl Cyne0HOro IeNapTaMenTa, I'PAKIAHCKHMHE CTYKAIHMH HHBIX
rocyJapcTBeHHBIX OPraHoB, MPakIaHAMH H OPraHu3alHsIMH

5.1. CexpeTaph Cyne6GHOTO 3acefaHMs OCYIIECTBISET B3aUMOACHCTBHE €
npejiceaaTesieM Cyia, CyabAMH, TPOKIAHCKHMH CIIY)KalllUMH anmapata cyla.

5.2 Cexperaph cymeGHOrO 3acefjaHus OCYNIECTBISET B3aUMOIEHCTBUE C
TPKAAHCKUMU  CITY)KallUMH Yopasneuus Cypebsoro femapraMeHra B
Pecrrybanke Mopnosus.

5.3. CexpeTaph cyneOGHOTO 3aCelaHMs OCYILIECTBISAET B3aMMOICHCTBHE C
IPaKIAHCKAMH CIyXAIIMH JpYTHX CY/0B 00MIeH opUCIHKIKA.

' 5.4, CexpeTapb CyleOHOro 3acelaHHsl OCYIIECTBIAET B3AUMOJSHCTBHE C
rPaKIaHCKUMH CIIY’KAIMMU HMHBIX TOCYIapCTBEHHBIX OPraHoOB.

5.5. CexpeTaph CyAeGHOTO 3acefaHHs OCYIIECTBIAET B3aHMOIEHCTBUC ¢
rpaXIaHaMU U OPraHU3aIHsAMH. l

V1. Iloka3atean 3¢ ¢peKTHBHOCTH H pPe3yIbTATHBHOCTH
npogeccHoHAILHO ciTyKeGHOl IesiTe/ILHOCTH cekpeTapsi cyaedHoro
3acelaHHA

6.1. B opranusauuu Tpyaa:

| TIPOM3BOAUTENBHOCTH (BHIIONHAEMEIH 00BeM paboT);

pesyIbTATHBHOCTE (Mepa JOCTIDKEHN!S IIOCTABIEHHBIX 1ieNei);

HHTCHCUBHOCTh TpyJa (CIOCODHOCTL B KOpOTKHe CPOKH BBINIOJHATH
onpe/eneHHbli 06beM pabor);

coboeHye TPy 10BOH THACIUIIIAHEL.

6.2. CBOEBPEMEHHOCTh M OMEPATUBHOCTE, TO €CTh BRITOIHEHUE [OPYUCHUH
B YCTAHOBJEHHbIE 3aKOHOAATENBCTBOM, JODKHOCTHRIM PErJIaMCHTOM — HIIH
PYKOBOJCTBOM CPOKH.

6.3. KauecTBo BEINOIHEHHOH pabOoTEL:

MOArOTOBKA  JOKYMEHTOB B  COOTBETCTBMM C  YCTAHOBICHHBIMH

TpeOOBaHUAMH, '

TIOJIHOE U JIOTUYHOE U3JIOXEeHNE MaTepHaa;

IOPAIUYECKH TPAMOTHOE COCTAaBIEHHE JOKYMEHTA,

OTCYTCTBUE CTHIMCTAYECKHX U IPAMMaTHUECKUX OLHGOK.

6.4. TIpodeccroHaMU3M:

npodeccuMoHalbHas ~ KOMIIETEHTHOCTh  (3HaHHe  3aKOHOJATENBbHBIX,
HOPMATHBHBIX ITPABOBBIX AKTOB, UIHPOTA IPOPECCHOHAIBHOTO Kpyrosopa, yMEHHE
paboTaTh ¢ JAOKyMEHTaMH),

CIIOCOOHOCTD BBINONHATE JIOMDKHOCTHBIE QyHKIMH CaMOCTOSITeNbHO, Oe3
TIOMOLLK PYKOBOAMTES MITH CTAPLLEro 110 JOMKHOCTH;
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CIIOcOBHOCTE  4YeTKO OpraHW30BbIBaTH M IJITAHWPOBATE BBIMONHEHNC
MOpyYeHHBIX 3afaHnit, ymeHwe paldOHAIbHO MCIONL30BATE paboyee BpeMms,
PacCTaBIATh IPHOPHUTETHI;

OcO3HAHMEe OTBETCTBEHHOCTH 32 TMOCJEACTBUSA CBOMX JeHCTBUH H
NPHUHIMAaEMBIX PELIECHHUI,

CIIOCOOHOCTh COXPAHATEH BBICOKYIO pa60Tocnoco6H00Tb B OKCTPEMAJIBHBIX
YCIOBHAX.

H.o0. HauayipHMKa o0Ouiero oTacia /47/ H.A .Boponusa

CornacoBaHo
HauansHuK OTAENa CyIONPOH3BOJICTBA y/L_ M.B.Moraapesa
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