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TOJKHOCTHOM PETJIAMEHT
PEJAEPAJLHOT'O TOCYJAPCTBEHHOT O I'PAJKJIAHCKOT O
CIYKAIIET O, 3BAMEIIAIOIIETO B JEHUHCKOM PAMTOHHOM
CYE TOPOJA CAPAHCKA JOJI)KHOCTbh ®EJEPAJILHOIM
T'OCYJAPCTBEHHOM I'PAXKIAHCKOM CJIVIKEBI
CEKPETAPSI CYIEBHOI' O 3ACEJJAHUS

I. O0mue nos1okeHust

1.1. omxHocTh cexpertaps cymeGHOro 3acenanus JIeHMHCKOTO paloOHHOrO
cyma r. Capancka PecmyGnuku Mopaosus (namee — CEeKpeTaps CyaeOHOro
3aCe/laHus) B COOTBETCTBUM ¢ PeecTpom  J0JKHOCTEN (enepasnbHOi
TrOCyIapCTBEHHONW  I'Pa)KIaHCKOM CITyXOBI OTHOCMTCSI K crapuie rpyre
AOIDKHOCTEH (emepaabHON ToCyaapcTBeHHOMN TPKAAHCKOM CITy)KObI KaTeropuu
«CIIELIUATTUCTBI».

PerucrpanmonHsiii Homep (ko) nomkHOCTH: 14-3-4-066.

1.2. Cexperapb cyneGHOro 3acenaHMs Ha3HAYAETCS M OCBOOOKIAETCS OT
JOJDKHOCTH  [IPMKA30M Mpejiceiaressi Cyla MO pe3yJbTaTam KOHKypca Ha
3aMELLIeHNE BAKAHTHOM TOJDKHOCTH ceKperapsi CyneGHOro 3ace anmus.

1.3. Bomnpocsr B3aMMO3aMEHsIEMOCTH CeKpeTapst CyaeOHOro 3acemaHus
PETYIHPYIOTCS MPUKa3aMu Npejcenatens cyna (JIMLa, BPEMEHHO HCIIOMHSIOIIErO
ero nonHomouust). Ha mepuon BpemenHoro orcyTcTBus Cekperapsi cyaeOHOro
3ace/laHKs ero O0M3aHHOCTH BO3JATaTCs Ha APYroro cekperapsi cyneOHOro
3acefjaHus, THOO0 Ha MOMOILIHUKA CYAbU. |

1.4, Cexkperappb cCyneGHOrO 3acefaHusi IOMUMHSIETCS HEIIOCPE/ICTBEHHO
CyAbe, CEKpETapéM KOTOPOIO OH SBISETCA, a TaKkKe MpeCeaTeNio Cy/a,
3aMECTUTENISIM TIpeJiceiaTelNsl Cy/a, HA“-IaHI)HHKy OTHeNIa W BBINOJHSIET HX
PacIopsKEHUs.

\
II. Kpanugpukaunonnsle TpeGoBanus
2.1. Ha momxkHOCTb cexpeTaps cyneGHOrO 3aceaHus Ha3HAYAIOTCS JHMua ¢

BBICLIUM IOPHIMYECKUM 00pa3oBaHHEeM, I10 CHEHAIBHOCTSIM, HaIIpaBJIEHUSIM
noAroToBku:  «HOpucnpyeHumsn (KBaT/I(bHKauHﬂ «bakamaBpy, «Maructpy),
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«[IpaBoBoe obecneueHue HaH,HOHaJ'[]LHOI‘;I Oe3omacHocTH»  (KBaNU(UKALHS
«Opucty), «[IpaBooxpanutenbHas ACATGIBHOCTE (xBanmuuxarmst «FOpuct»)
2.2. TpeboBaHus K cTaxxy pabOTHI JHUIA, TPETEHAYIOIIETO HA 3aMelleHHe
IOJDKHOCTHU ceKpeTapsi cyaeOHOro 3aceaHus, He IPeIbsBIISIOTCS.
2.3. Cexperaps cyaeOHOro 3acefaHus JOJDKEH 3HATh M YMETh [IPUMEHSThH
Ha IIpaKTHKE:!

rocyaapcTBeHHBIN sA3bIK Poccuiickoit @enepauuu (pycCKU s3bIK);

ocHoBbI KoHcTuTynuu Poccuiickoit ®enepanuu;

(benepanbHble KOHCTUTYLMOHHBIE 3aKOHBI OT 31 nexabpst 1996r. Nel-®K3
«O cynebHott cucreme Poccuiickoit ®epepannu», ot 7 dgespans 2011r. Nel-OK3
«O cynax obedt ropucaukuuu B Poccuiickoi enepaluny;

benepanpHble  3akoHbl oT 27 Mas  2003r. NeS8-®3 «O cucreme
rocy1apCTBEHHOMN CITyKOBI Poccutickoit Denepanum»,
or 27 wronst 2004 r. Ne79-®3 «O rocynapCTBEHHOH TIpaxIaHCKOH ciyxoOe
Poccutickoii @enepauuuny, OT 23 JeKaopst 2008r. Ne273-D3
«O TIPOTHUBOAECUCTBUM KOPPYIILIUIY;

(benepanpHBle KOHCTHTYIIMOHHBIE 3aKOHBI, (erepallbHble 3aKOHBI, YKa3bl
[Ipesunenta  Poccuiickoii  ®epepauyu, nocrtaHoBieHuss  IIpaBurenbcTBa
Poccuiickoit ®enepauuu, HOCTaHOBﬂéHHH BepxoBHoro Cyna Poccuiickoit
Oenepauy, HOPMATUBHBIE [IPABOBBIE AKTHI, PETYJIMPYIOLIHAE COOTBETCTBYHOUIYIO
cepy AesATeNbHOCTH, B ITpeenax JOKHOCTHBIX 00s3aHHOCTEH U TIOJTHOMOYHNH;

OCHOBHBIE ITOJIOKEHHsI 3aKOHOZATENbCTBA O IIEPCOHATBHBIX JaHHBIX,
OCHOBHBIE TTOJIOXKEHHS 3aKOHOIaTeIbCTBA 00 2JeKTPOHHOM IOINCH;

HOpMaTUBHbIE IpaBoBble akThl CyneOHOro nenapraMeHTa B INpefenax cBoei
KOMITETEHLIUH; |

IIOPSIIOK pabOTHI CO CIyKeOHOH MH(OpMaLKei;

OCHOBBI BeJIeHHs eTONPOU3BOICTBA;

HOpMBI K IIpaBMJIa OXpaHbl TPyJad, TEXHUKU OE€30IIaCHOCTH U IIOXKAPHOM
0e30macHOCTH;

IIpaBUJIa BHYTPEHHEr0 TPYJO0BOIO paclopsiaka Cy/a;

KOJEKC 3TUKH M CIIy>keOHOro noBejieHHsl (DeJiepalibHbIX [OCYAapCTBEHHBIX
rpayKOaHCKHUX CIIy KalllUX Cyna; |

IIpaBUJIa JEJIOBOTO 3THKETA;

JIOKaJIbHEIE aKThI CY1a;

HACTOSILIMN TOJKHOCTHOM peryiaMeHT.

2.4. Cexperapb CymeGHOTO 3aceaHus JOIKeH YMETh!

MBICJIUTE CHCTEMHO (CTPATErHYECKH);

[UIAaHUPOBAaTh, PALMOHAJIBHO MCIIO/Ib30BAThH CIY)XEOHOE BpeMsi U JIOCTUIaTh
pe3ynbTaTa;

paboTaTh C 3aKOHOMATEJBHBIMM M WHBIMH HOPMATHMBHEIMH IIPaBOBBIMHU
aKTamMu, HeoOXOIMMBIMU /IJIs1 UCIIOJTHEHUS TODKHOCTHBIX 005S3aHHOCTEIH;

3¢ (eKTUBHO IIIAHUPOBATh, OPraHU30BLIBATH padboTy;

OIepaTUBHO ITPUHUMATE peLleHMUs;

3p(GeKTUBHO U IOCJIeJOBATENILHO OCYIIECTBISATHL B3aUMOJEHCTBHE C
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paboTHHUKaMH amnmnapara cy1a, HHEIMU ro‘ YIapCTBEHHBIMH OpraHaMu, IpaXkaaHaMu
¥ OpraHHU3aIUsAIMH 10 BOIIPOCAM B IIpeleiaX CBOeH KOMIIETEHIIUH;

ananTHpPOBAaThCsI K HOBOM CHUTyalldd M NPUMEHSATH HOBBIE MOIXOIBI K
PEIIEHUIO0 BO3HUKAIOIIUX MpodieM;

BIafeTh IpPUEMaMHM MEXJIUYHOCTHBIX OTHOLIEHUH (ymMeTb 3(QeKTHBHO
COTPYAHUYATh M IPUHHAMATh COBETBl Koyuler 10 paboTe, He JOMyCKaThb
MEXITMYHOCTHBIX KOHQIHMKTOB, MATH HA KOMIIPOMUCC NIPH PELIeHHH MpoOiIeM B
KOH(MIUKTHBIX CUTYAIIUSX );

BIaJeTh  HaBbIKAMU  paboOTBl ¢ MHOACUCTeMaMH | OCynapcTBeHHOM
aBTOMAaTU3UpPOBaHHOW cucTtembl Poccuiickoii ®Deneparmu  «[IpaBocyaue» 110
HaIpaBIIEHUsIM [eSITebHOCTH; T

NIOJIB30BAThCSl KOMITBIOTEPHOM M [JPYrod OPIrTeXHUKOW W HeoOXOAMMBIM
[IPOrpaMMHEIM OOecIieueHueM; rl

COOJIIOaTh UCTIOTHUTENILCKYIO TUCIIUILIHAHY.

III. MomxHOCTHBIE 00A3aHHOCTH, NPABA H OTBETCTBEHHOCTh
cekpeTapsi #yneﬁﬂoro 3aceJaHHS
\

3.1. IlpuOpHUTETHBIMH HaNpaBICHUAMH MACSTENBHOCTH CeKpeTapsi CyaeGHOro
3aceaHus SIBIISIETCS OpraHu3allMOHHO-IIPaBOBOE, UH(POPMAIMOHHOE,
JAOKYMEHTAllMOHHOE U HHOE o0ecrieyeHue IesiTeIbHOCTH CYAbH, o0ecreueHue ero
npolieccyalbHON NeSITebHOCTH U BeJICHHE CyIOMPOU3BOCTBA CY/1a B LIEIOM.

3.2. Cekperapp cynebHOro 3ace/latusl JOJDKEH BBINONHATH OOS3aHHOCTH,
IPeyCMOTPEeHHbIe cTaThsIMU 15 u 18 DenepanpHOro 3akoHa 0 rocyIapCTBEHHOM
rpaxpganckor cimyx6e, MucTpykuue#d 1o cyneGHOMY HeNoONpoM3BOACTBY B
paloOHHOM cCyne, yTBepxkaeHHOH mnpukasom CyneGHOro memaprameHTa IIpH
Bepxosnom Cyne Poccuiickoii ®enepanuu ot 29 anpens 2003 r. Ne36, a Tarxke:

OpraHusyer W BeJeT JEeJONPOM3BOJACTBO [0 YIOJOBHEIM  JesiaMm,
rPaXKIAHCKHUM JenaM, aIMHUHECTPATHBHBIM [eaM U AeaM 06 aIMUHUCTPATUBHBIX
[IPaBOHAPYIICHUAX, HHBIM MaTepHaiaM; |

MUH(QOPMUPYET OOpaTHMBINMXCS |JIMI[ [0 BONPOCAM, CBS3aHHBIM  C
pPacCMOTpEHHEM  3asABJI€HHH, JKajllo0, YrOJIOBHBIX  [eN, TpakIaHCKUX,
aIMHUHUCTPATUBHBIX /€N, JieJ 00 aAMUHHUCTPATHBHBIX MTPABOHAPYIICHUSAX U HHBIX
MaTepHUaoB;

OCYLIECTBJIIET ~ MEPONPHUSATHA II0 MOArOTOBKE  3asBJIEHMH, Kalol,
NPEACTaBIeHUH, YTONOBHBIX A€, IPaXKIaHCKUX Hell, aAMUHHUCTPATUBHBIX HeJ, 1e
00 a/MUHUCTPATHBHBIX MPABOHAPYIIEHHSAX 1 UHBIX MATEPHAIOB K PACCMOTPEHHIO;

OCYIIECTBIISIET O()OPMIIEHHE I'PAKAAHCKUX, aIMUHUCTPATUBHBIX, YTOJIOBHBIX
U fen o6 aIMHHHCTPATHBHbBIX MPABOHAPYLICHUSX, a TAKKe AN, MOCTYHBIINX B
CyH B NOPsAKE HCITOJTHEHHs npurosopal MaTepHaloB, MMOCTYNHUBIIUX B MOPSIKE
JI0Cy1e0HOrO TIPOM3BOJICTBA, C MOMEHTA IIOCTYIUIEHHS B Cy]] 3asBICHUS. U I10CIIE
paccMOTPEHUS;

BBI3BIBAET B CyHd YYacTHHKOB ; mpouecca M CBUACTENeH, HU3Bellaer
YHaCTHHKOB IIpoLecca H APYTHX JHUIl O BPGMCHPI H MECTE Cy,H€6HOFO 3accgaHuA, a



TaK)Ke M3BEIaeT O BPEMEHM M MECTe pPacCMOTpPeHHs Jiena MpoKypopa,
IpeACTaBUTeNeH TrocylapCTBEHHBIX OpraHoB. B ciaydae HeoOXOOMMOCTH
[IepEYHCIIEHHBIX JIUI, BBI3BIBAE€T B CyneOHOe 3ace/aHue ITyTeM HalpaBJIeHUs UM
TenedoHOrpaMMEBI, TejerpaMMbl. HampaBnser TpebGoBaHHe HadyaJbHUKY MecTa
IpeIBapUTEIFHOTO 3aKIIOUEHNS O JOCTaBKe MOJCYAUMOro B CyiebHOe 3aceiaHue
(10 YyroJIoBHBIM Jie/1aM);

3a0JIaTOBPEMEHHO MPOBEpsieT YBEIOMIIEHUS 00 M3BEIIEHUH YYaCTHUKOB
mporecca U MPUHUMAET ,t[ononHHTeﬂLHﬁe MepBl 0 O0ecCNevYeHHIO SIBKU JIUI[ B
cyneOHOe 3acelaHue;

nepesl Ha4aJoM CyIeOHOro 3aceaHHs IPOBEPSeT BCE JIM BbI3BAHHELIE B CY]I
JMIA SBUIKCH B CylneOHOe 3acelaHue, KTO M3 He SBHUBIIUXCS IOJIY4YHI ITOBECTKH,
KTO HE I[IOJYyYWJI M 10 Kako¥ MpH4YMHE, [OCTaBJE€Hbl JIM IOACYAHUMBIE,
HaXOJsALLIMecs MO/ CTPaKeE,;

T0C/Ie PACCMOTPEHHS [iefia OO0 B|Cllydae OTJIOKEHHs ero pa3duparesbcTsa
0 PpaCIOPSIKEHUIO MpeNceNaTeIbCTBYIOIEro MO JAeldy CyIbd OTMeYaeT B
Cy/IeOHBIX TOBECTKaX, BBI3BAHHBIX B CYJI JIMIl, BPEMS HX HAXOXAEHHsS B Cyne,
3aBepseT OTMETKY CBOEH IMOANKCHIO U IITaMIIOM CY/1a;

BeIeT MPOTOKOJBI CyAeOHBIX 3acezﬁaﬂm‘/’1 ¥ M3rOTABIMBAET UX, a TAK)KE BeJeT
[POTOKOJIBI C MPUMEHEHHEM KOMIUIEKCOB ayauo (ukcauuu Xxojaa cyaebHOro
3aceaHus;

03HAKOMIIIET YYaCTHUKOB YI'OJIOBHOTO, FPaXXTAHCKOT0, aIMUHUCTPATUBHOTO
CyIONpOM3BOACTBA B YCTAHOBIEHHOM MOpSIKE C MPOTOKOIOM CyAeOHOro
3aceflaHUs, MaTepualaMu JeJd, B TOM YHCIe OCYIIECTBIACT KOHTPOJbL 32
BbIJ1TaBaeMbIMH TUTSI 03HAKOMJICHHUS yrOJIOBHBIMH, rpa)JIaHCKHUMH,
aIMHHHUCTPATUBHBIMHU JIeJIaMH, JeJaMK 00 aAMUHUCTPATUBHBIX [IPaBOHAPYLICHUSAX
¥ MHBIMH MaTepHajiaMHu, |

IocJie PacCMOTPEHUS Jieria BBITIOJIHSET ClIeIyIOIMEe ACHCTBHUS: MOAIIUBAET
JOKYMEHTBI B XPOHOJIOTHYECKOM IIOpsiIKe, MPOHYMEPOBBIBAET JIUCTHI Jela H
COCTaBJISIET 32 CBOEH MOAMUCHIO OMUCH Hétxonﬂmnxc:ﬂ B JieJie JOKYMEHTOB,

oopMisieT KOmMU CyAeOHBIX NOKYMEHTOB M BBIJAET HMX B ClydasxX H
MOpSIIKE,  KOTOpPble  YCTAHOBJIEHBI | IPOLIECCYalbHBIM  3aKOHOJATELCTBOM
Poccuiickoit @emepanun u mONOKeHHAMH MHcTpykumm mno cyaeGHOMY
IIEJIONPOU3BOCTBY B PpailOHHOM cyne, yTBepykaeHHoH mpukazoMm CynedHoro
nenapramenta rpu Bepxosaom Cyne Poccuiickoit @enepanun ot 29 anpens 2003
r. No36; |

py HaIpaBJIeHUH cyneOHbIX JOKYMEHTOB H3rOTaBIHBaeT
COIPOBOIUTEIIBHBIE THCHMA; i

oopMyIsieT OKOHYEHHbIE IIPOMBBOJACTBOM JieJla W MaTepualibl  JUis
Hoc/eAyIolled MX Mepedadyd B COOTBETCTBYIOIIEe CTPYKTYpHOE IoJpaslesieHue
cyzna (otmen); \

000 Bcex JIEHCTBUSX IO MOATOTOBKE JIeJ, pACCMAaTPUBAEMBIX CYOM, JIE/IaeT
OTMETKY B CIIPABOYHOM JIUCTE YTOJIOBHBIX, TPaKAAHCKHUX, aJIMUHUCTPATHBHBIX
men, a Takke men (MaTepHalioB), MOCTYMHMBIUMX B CyJ B MOpPSAKE HCIOJTHEHMs
IPUTOBOPa, MATEPUAJIOB, [TOCTYIHBIINX i‘s HOPSIKE A0CYNe0OHOro MPOU3BOACTBA;
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lpuiaracT K  1edny  CTaTHCTHYECKHE KapTOYKH HA  OCYXIEHHBIX,
ONpaBIaHHBIX, JHMI, [e/1a, B OTHOLICHHH KOTOPBIX NMPEKPALIEHBl, a TaKKe JIHUL, K
KOTOPBIM IIPHMEHCHbI IPHHY IUTEIBHbIE MEPBI MEIUIIHHCKOTO XapaKTepa;

TI0 YTOJIOBHOMY Zeily, IO IPaXKAaHCKOMY Jedy HCK [0 KOTOPOMY BBITEKAeT
M3 YIOJOBHOTO Jiefia, TA€ IPECTYIUVIEHHWEM MPHYHHEH yiieps UMYIIECTBY,
TIpuJIaraeT K A€y 3aroJHEHHbIe KAPTOYKH II0 y4eTy CyMM yIepoa;

NpH  HaJMYUK  ONpENeNeHHs O MPUOCTAHOBICHHH IPOU3BOACTBA IO
YTOIIOBHOMY A€y IJIS1 PO3bICKA MOJCYIHUMOTO HaIpaBiseT KOMUIO MOCTAHOBIEHHUS
00 OOBABNEHHMH PO3BICKA, IS MCIIOTHEHHUSE;

TI0CTIe COBEPIICHMS BCEX NEUCTBUH IO O(GOPMIIEHHUIO feNla, HO HE MO3IHee
AECATH NHEH II0CIIe ero PACCMOTPEHHS M BBIHECEHMS PEIICHHS B OKOHYATENbHOI
Gopme cexperaps cyne6HOro 3acemaHus [IEpeaeT NeJ0 B COOTBETCTBYIOLIEE
CTPYKTypHO® NoapaszieieHue cyaa (oTmen);

IIOCJIE COBEpPLIEHUS] BCEX ﬂeﬁcnalnﬁ M0 O(MOPMIIEHHIO YTrOJOBHBIX Jell,
PacCMOTPCHHBIX B aMNEIANMOHHOM IMOpAIKE, B TeYeHHE 7 CYTOK CO JHS
BRIHECCHUS alleJIISILIMOHHOrO IIPUTOBOPA, ONIPE/IENICHNUS, IOCTAHOBIECHHS, BMECTE C
YTOJIOBHBIM ~ [I€JIOM  CEKpeTaph CyAeOHOro 3acelaHusi IMepefaeT Jeilo B
COOTBETCTBYIOLIEE CTPYKTYPHOE MmoapasjeneHue cyaa (otaen);

TI0C/Ie COBEpIICHHUS BCEX NEHCTBMH MO O(GOPMICHHIO MaTepHaga, HO He
MO3/IHEE B TEYEHHE 3 CYTOK CO JHS OKOHYAHMS CYNeGHOTO 3aceqaHus CeKpeTaph
CyneOHOTO 3acellaHWs IepefaeT MaTepHal B COOTBETCTBYIOIIUM  OT/IEI]
JeJIOIIPOU3BOJICTBA CY/Ia;

BBITIOJIHACT ITYHKTBL U PasAeNbl IIaHa paboThl Cy1a Ha IoJl, OTHOCSAIUECS K
KOMITETEHLIUN CeKpeTapsl Cy1e0HOro 3acelaHus;

0(GOPMIIIeT paspelleHns Ha CBHIAHMUE C OCY K ICHHBIM;

BeeT 0a3y MaHHBIX aBTOMaTI/IBI/IpOIj?aHHOFO Cy1e0HOro IeONpPOn3BOACTRA B
COOTBETCTBHHM ~ C  PEIVIaMEHTOM  €r0  MCIONb30BaHHUS,  YTBEPXKIACHHBIM
OpencenaTesneM cyla (JMLOM, BPEMEHHO MCIOJIHSIOUUM €ero IIOJTHOMOYHS ), a
TaKkxke 00ecreunBaeT MOJHOTY U AOCTOBEPHOCTE YYCTHBIX JaHHBIX, HCIIONb3YEMBIX
B CyAe aBTOMATHU3HPOBAHHBIX HH(POPMALMOHHBIX CHCTEM, B TOM YHCIe IS
(hopMHUpPOBaHHS KOPPEKTHOM pErIaMeHTHON CTATHCTHYECKOH OTYETHOCTH Ha uX
OCHOBE;

CBOEBPEMEHHO  BHOCHT  CBEIEHUS IO YTFOJIOBHBIM,  TpPa){AaHCKHUM,
aJIMUHHUCTPATUBHBIM JIeaM, JedaM 00 aAMUHUCTPATHBHBIX IIPABOHAPYIIEHUIX M
MaTepuaiaM, HaXOIANMMCS B IIPOM3BOJACTBE CYIBH, B COOTBETCTBYIOIIIHE
MOZICHCTEeMBI  ['ocymapcTBeHHON aBTOMATH3MpPOBAHHOM cHcTeMbl Poccuiickoii
Denepanuu «IIpaBocynuey, CBOEBPEMEHHO IIOJIy4aeT BXO/IALLIYIO
KOPPECTIOHICHLIHIO, IIOCTYIAIOLIYIO B Cy /I [IOCTIE € PErHCTPALUM;

npu pabote ¢ cyneOHBIMU fdegaMu, MaTtepualaMH, HHOH ciIy)KeOHOM
JNOKYMEHTAlMel CeKpeTaph CyneGHOro B?CGJIEHPIH AOJDKEH COOJIIoaTh mpaBuiia
MOJIB30BaHMS  JOKYMEHTaMH, IOPSI0K UX y4e€Ta U XpaHEHHs, He JOIyCKaTh
Clly4yaeB yTepU CyIeOHBIX Jel, MaTepHaoB, APYroi Ciry:keOHOI JMOKyMeHTaluH,
NIPYMHAMATE BCE HEOOXOAMMBIE MEPBI [Isl HX COXPAHHOCTH;
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OCYIIECTBIISIET B3aHMOJICHCTBYE C MHBIMH I'OCYJapPCTBEHHBIMYM OpraHaMu U
OpraHU3aIMsAMH, & TAKKE CTPYKTYPHBIMH IOJpa3/ie/ieHHsIMH cyja (OTaenamu) 1o
BOIIPOCAaM, OTHECEHHBIM K KOMIIETEHI[UH CeKpeTaps Cy1e0HOro 3acelaHus;

OCYILIECTBISAET MEPOIPUSITHS IO o{:raﬂmaum BHI€0-KOH(EepeHII-CBI3N IS
Henei obecreyeHrs y4acTHS COOTBETCTBYIOLIMX JIMIL B CyNEOHBIX 3acelaHusXx,
COTJIACHO HOPMaM IPOLIECCYalbHOT0 3aK0HOAaTeNbeTBa Poccuiickoi @enepannm;

TOBBIIAET MPO(ECCHOHATBHBI YPOBEHb B CHUCTEME IEPENOArOTOBKH H
TOBBIILIEHHS KBamu(bUKaIuy paOOTHUKOB armnapara cyia;

BBIIOJHAET MHBIE T[OPY4YCHHs |[pelcenarens cydaa (IMua, BPEMEHHO
MCIIONIHSIONIEr0  ero  OO0S3aHHOCTH), | 3aMecTHTelled Ipefcenarens, CyneH,
HayalbHUKa OTIENa, B COCTaB KOTOPOTO BXOIMUT CeKpeTapb CcyaeOHOro 3acelaHus,
CBA3aHHBIE C MPOQECCHOHATBHON JIEATENEHOCTBIO.

3.3. UHble J0ZKHOCTHBIE 00SI3aHHOCTH ceKpeTapsi cyAe0HOro 3aceIaHusi

VBenoM/IeHHE B YCTAHOBJIGHHOM | MOpSAAKE IpeJcenareist Cyna, OpraHoB
MPOKYPAaTypBl MM APYTMX TOCYIapCTBEHHBIX opraHoB 000 Bcex Ciay4asx
oOpaieHyss K HeMy KakUX-IM0O JIMILl B LENAX CKIOHEHHS €ro K COBEpIIEHHMIO
KOPPYNLIMOHHBIX IIPaBOHAPYIIECHUH, T

yBEeIOMIIEHVE B YCTaHOBJIEHHOM IOPs/IKe TpeJceiaTeNs cyia O HaMepeHUH
BBITIOJIHATE HHYIO OIUTaYMBaeMyto padoTy;

NPUHITHE Mep IO HenonymeHH}b 11000 BO3MOXKHOCTH BO3HHUKHOBEHHMS
KOH(IUKTA HHTEPECOB, HEMEICHHOE YBEIOMICHHE B IHMCbMEHHOH (opme
TpejiceiaTeNs cyla O BO3HUKIIEM KOH(IIMKTE HHTEPECOB U O BO3MOXHOCTH €ro
BO3HUKHOBEHHUS;

yBeIOMJIEHHE B MHUCHMEHHOM Q)opMe npezacenarens cyla O MpeKpalleHuu
rpaxnaHcTBa Poccuiickoit @Demeparmyu  MnM  IPUOOPETEHMH TPaKIaHCTBA
(moJIaHCTBa) MHOCTPAHHOT'O IocyapcTBa MO0 MOJyYeHUH BUJA Ha )KUTEIBCTBO
WIA WHOTO JDOKYMEHTa, IMOATBEPIKJAIOLIEro MpaBo Ha IOCTOSHHOE MpPOXXHBAHHE
rpaJaHMHA Ha TEPPUTOPHM WHOCTPAHHOTO TOCYIapcTBa, B JeHb, KOTMa
IPaXKIaHCKOMY CIyXalleMy CTajlo HM3BeCTHO 00 3TOM, HO He [O3/iHee IIATH
pabounx AHEH co OHs MpeKpalleHus rﬁa}maHCTBa Poccuiickoit denepanuu UiIx
npuoOpeTeHus TpakJaHcTBa (MOANAHCTBA) HMHOCTPAHHOIO TIOCyHapcTBa JMOO
MOJTydeHHs: BUJa Ha >XKUTEIbCTBO HJIM HMHOIO JOKYMEHTA, MOATBEP)KIAtOLIEero
MPaBO HA MOCTOSHHOE NPOKMBAHME IPAXKIAHWHA Ha TEPPUTOPUU HMHOCTPAHHOIO
rocy1apcTBa;

COOMIOIEHHE TPaBHI M TOpAAKa paboThl C JOKYMEHTaMH, CPOKOB U
Ka4yecTBa UX MCIIOTHEHUS, |

cOOJIIO/IeHHe YCTAHOBJIEHHBIX B| CyA€ IPaBUI BHYTPEHHEro TPYIOBOTO
pacropska;

cobmiofeHre KOoIeKca JTHKM H| CIy)XeOHOro IoBefeHus QeaepaibHbIX
rOCYIapCTBEHHBIX TPaKIaHCKUX CITy KalllUX Cy/a,

HepasIialleHue CBeNeHWH, CTABIUMX €My H3BECTHBIMH B CBA3H C
MCIIOJIHEHHEM JOJDKHOCTHBIX 00513aHHOCTEN.



3.4. IIpaBa cexkperaps cyae6HOro 3acejaHus

B  coorBeTcTBHM €O  cTaThe 14  depepambHOro  3akoHa  OT
27 wmons 2004r. Ne79-®@3 «O rqcygapCTBeHHoifI IPAXKIAHCKOH  Cltyxk0e
Poccuiickoit @enepanuu» cekperaph CyaeGHOrO 3acelaHus IMEeeT IIPaBo:

3HAKOMHUTBECS € JOKYMEHTaMH, Fonpenenmoummn €ro  JOJYKHOCTHEIE
00S3aHHOCTH, IIpaBa U OTBETCTBEHHOCTh, KPUTEPUM OLIEHKHM KAyecTBa paboTHl H
YCIIOBMS ITPOABMXKEHHUS T10 CITyKOe;

3HaKOMHUTBCH C PEIIeHUSMH CYAbH, CBSI3aHHBIMH C BBITTOJHEHHEM CeKpeTapeM
cynebHOro 3aceJaHUs TODKHOCTHEIX 00S3aHHOCTEIH;

BECTH IIEPEIMCKY C YUPSIKACHUSIMH M OpraHM3allisIMU [0 BOIPOCAM,
BXOZIAIIUM B €r0 JJOJKHOCTHBIE 0053aHHOCTH (IO TTOPYHUEHHIO CYIbH);

MoMy4aTh B YCTAHOBJIGHHOM IOpAAKE MHPOPMALUIO M  MaTepHalbl,
HeOOXOJMMbIE Il KCIIONHEHUS UM JODKHOCTHBIX OOS3aHHOCTEH, a Takke
BHOCHTE IIPEIOKCHHUS 10 COBEPLICHCTBOBAHMIO NIEATEILHOCTH B paMKaX CBOEH
KOMIIETEHIIUH, }

UMETh  OpPraHU3allMOHHO-TEXHHYECKHE  YCIOBHSA, HEOOXOOMMBIE IS
WCIIOJHEHUS  JIOJDKHOCTHBIX — O0si3aHHOCTeH; CcomefcTBHE B WCIIOJTHEHHH
JIOIDKHOCTHBIX 00513aHHOCTEH, BO3/IOKEHHBIX Ha HET0, a TAKKe B PeaTu3aliy 1pas,
IIPELYCMOTPEHHBIX HACTOSIIIUM I[OHX(HO?THBIM perjiaMeHTOM.

3.5. OTBeTCTBEHHOCTh ce+pe'rapﬂ cyaedHOro 3acexaHus

Cexkpetaps cyneGHOTO 3acenanmst HECET YCTaHOBJICHHYIO 3aKOHOATeIbCTBOM
Poccuiickoii Denepaliiy OTBETCTBEHHOCTh 32 HEMCIIOJIHEHHE WM HEHaIekKallee
HCTIONHEHHE ~ BO3NOXEHHBIX HA HEr0 JOKHOCTHBIX — OOS3aHHOCTeH, 3a
HECOOMOJeHHe ~ OrpaHMYeHHi W  3alpeToB, CBA3aHHBIX C  (elepabHO
rOCyIapCTBEHHOM IpakIaHCKOH CIy:k60if, a Takxke 3a:

fefictBusl WM OesnelcTBHe, BeAyllde K HAPYLICHHIO NPAB WM 3aKOHHBIX
HMHTEPECOB IPaXKIaH;

pasriallleHue CBEICHHUH, CTaBLUMX €My W3BECTHBIMH B CBS3U C UCIIONHEHHEM
JOJDKHOCTHBIX 00S3aHHOCTEI!;

HAapyLIEHHE IIOJOXKEHMM KOIEKCa OTMKM M CIy)KeOHOrO  IOBeNeHHS
(hezepabHBIX FOCY/IAPCTBEHHBIX IPAXAAHCKUX CITYKAIIHX CYHa;

HECBOCBPEMEHHOE  BBINOJIHEHME 3a/laHMl, IIPHKa30B, pacClOpsHKeHUI U
YKa3aHMH, BBIIICCTOSIIMX B IOPSJKE IOJYMHEHHOCTH pYKOBOAUTENEH, 3a
HCKIIFOYEHUEeM He3aKOHHBIX; i

NPeOCTaBlIeHHE PYKOBOJACTBY HENOCTOBEPHOM, HETOYHOM, HEIOCTATOYHOM
HJTH HEOOBEKTUBHOM MH(MOPMALIUH.

CornacHo cratee 15 <DenepaJILH}or0 3akoHa ot 27 wmong 2004 r.
Ne79-03 «O rocynapcTBeHHOMN rpaxkaanckoi ciyxbe Poccuiickont @enepanym»
CeKpeTaph CyNeOHOro 3acefaHus HeceT NUCUHIUIHHAPHYIO, aIMHHHUCTPATHBHYIO
rpaXX1aHCKO-IIPaBOBYHO MJIHU yFOJ’IOBHyIQ OTBETCTBEHHOCTL B COOTBETCTBHH C



8

(benepanbHBIM 3aKOHOAATEILCTBOM B CIydae MCIIOMHEHHS UM HEIpPaBOMEpPHOIO
[IOpYYEHHS.

IV. IlepeyeHb BONpocoB, 0 KOTOPbIM ceKpeTapb cy1e0HOr0o 3aceJaHHs
NPHHUMAaeT Y4YacTHe B MOAr0TOBKE MPOEKTOB YNPAaBJIEHYEeCKHX
M UHBIX pelieHHu i

4.1. Cexperapb cyaeOHOro 3acelaHHs HE BIIpaBe CaMOCTOSATENILHO IIPUHUMATh
yIpaBleHUYeCKHe UM HHble pelleHHs, 0e3 coracoBaHus ¢ IpelceaaresieM Cyna,
3aMEeCTHTEIISIMU IIpeJiceaTells Cy1a, WK CyIbeH.

4.2. CexpeTapb CyaeOHOro 3ace/laHusl BIpaBe UH(POPMHUPOBATH IIPEJICEAATENS
Cyla, 3aMecTUTeled  Ipencemarens  Cyda, CyAbIO  WIM  HadaJbHUKA
COOTBETCTBYIOIIEr0 CTPYKTYPHOIO MoJpa3ieleHus cyaa (0TAena) O BBIBICHHBIX
IpHd HUCIIOJTHEHHWU CIY)XeOHbIX 00f3aHHOCTEH HapylIeHHUAX JIeHCTBYIOILETO
3aKOHO/IaTeIbCTBA U MIPEIJIOJKEHNE CTIOCOBOB 11X yCTpaHeHHsl.

V. Ilopsigok ciays;ke0HOro B3auMoJecTBHS ceKkpeTaps cyAeOHOro 3aceJaHHus B
CBSI3H ¢ HCMOIHEHHeM J0UKHOCTHBIX 065132 HHOCTEN ¢ paboTHUKAMH
annapara cyaa, ¢peaepajabHbIMH rbcynapCTBeHHbmn rpaskaIaHCKHMH
cayxamumu Ynpasienusi CyneGHoro fenapramenTa B Pecnyosinke
MopaoBHsi, HHBIMH I'OCYA2pCTBEHHBIMH OpraHaMH, rpaskIaHaMH H

OpraHH3alHsAMH

Cekperapsp cyneOHOro 3aceaHus OCYIIECTBISET B3aUMOEHCTBHE:

c paOOTHHMKaMH armapara Cy/a; |

¢ (emepalbHBIMH  TOCYNApCTBEHHBIMH  TPOKIAHCKUMH  CIYXXallUMU
Vnpasnenus Cynebnoro nenapramenra B Pecriyonrke Mopaosus;

C TOCYJapCTBEHHBIMH T'PAXKJAHCKUMHU CIIYXKAIIUMH HHBIX TOCYIapCTBEHHBIX
OpraHoB M pabOTHUKAMM IPYrWX OpraHu3alUil, a TakXke TrpaxIaHaMH II0
BOIIPOCAM, BXOZSAIINAM B €r0 IODKHOCTHBIE 00S3aHHOCTH.

[Topsimok B3auMOAEHCTBUs ceKpeTaps cyneOHOro 3acenaHus ¢ pabOTHUKAMHU
ammapara cyJa B CBS3M C KCIOJIHEHHMEM CBOUX JODKHOCTHBIX OOs3aHHOCTEH
oIpeessieTcs peacenaTeneM cyaa.

\
VI. Iloka3zaTeau 3p(peKTHBHOCTH H ﬂGSyﬂbTaTHBHOCTH npogeccHOHAIbHOMH

CJ1y;KeOHOH JesiTeILHOCTH ceKpeTaps cya1e0HOro 3aceJaHus
\

7.1. B opranusanuu tpyna:

IIPOU3BOJIUTEIILHOCTD (BBIMIOJIHSIEMBIH 00beM padoT);

pe3yJIbTaTHBHOCTH (Mepa JOCTIDKEHHs MTOCTAaBIEHHBIX Lenei);
WHTEHCHUBHOCTh TpyJda (COCOOHOCTh B KOPOTKHE CPOKM  BBITIOIHATH



OIpe/ieIeHHbIH 00beM paboT).

7.2. CBOEBPEMEHHOCTb U OIEPATUBHOCTD, TO €CTh BHIMOIHEHE MIOPYYEHHUM B
YCTaHOBJICHHBIC ~ 3aKOHONATENIbCTBOM, JOJDKHOCTHBIM — PEINaMeHTOM  HJIH
PYKOBOACTBOM CPOKH.

7.3. KauecTBO BBINOIHEHHOM PaGOTHI;

TIO/ArOTOBKA OKYMEHTOB B COOTBETCTBUHM C YCTAHOBIEHHBIMH TPeGOBAHUSIMY;

TIOJTHOE U JIOTHYHOE M3JI0KeHHe MaTepHana,;

IOPUANYECKH IPAMOTHOE COCTaBJIEHHE JOKYMEHTA,

OTCYTCTBHE CTHIMCTUYECKHX U IPAMMATHYECKHUX OIIHOOK.

7.4. IIpodeccronanusm:

npodeccHoHaIbHasI KOMIIETEHTHOCTb (3HaHHE 3aKOHOJATeNbHEIX,
HOPMATHUBHBIX IIPABOBBIX aKTOB, IIKPOTA IPOYECCHOHATEHOTO KPYTro3opa, yMeHHe
paboTaTh ¢ JOKyMEHTaMK);

CMOCOOHOCTB  BBINOJIHATD JO/DKHOCTHBIE (YHKIIHH CaMOCTOSTENbHO, Oe3
TIOMOLLY PYKOBOIUTEJIS;

CIIOCOOHOCTH ~ YETKO  OPraHM30B 1BaTh W IUIAHUPOBATH  BBINOJNHEHHE
MOPYYEHHBIX 3a/laHUH, yMEHHE pPauMOHANBHO HCIIONB30BaTh paGouee Bpems,
paccTaBiIsATh IPHOPUTETEI,

OCO3HaHHWE  OTBETCTBEHHOCTH 3a IIOCJACACTBHS CBOMX JEHCTBUU W
IIPUHUMAEMBbIX pPEeLlIeHHI;

CIIOCOOHOCTB COXPAHSTH BEICOKYIO paboTocrocoGHOCTE B 9KCTPEMAbHBIX
YCIIOBHSX.

Havansuuk otnena o6ecnedenus HavansHuk otnena obecrieyenus
CYZOIIPOU3BO/ICTBA IO I'PaskKIaHCKUM CYZIOTIDOM3BO/ICTBA 110 YTOJIOBHBIM
Jenam aernam

/‘ N.C. Kynsicosa

‘ i

éﬂ/ O __ T.B. Onuna




