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«O0 00BsIBIIEHNH KOHKYpCa»

B coorsercTBuu ¢ 3akonoM Poccuiickoit @enepauun ot 27.07.2004 Ne 79-@3
«O rocymapcTBeHHOM rpaxmaHckoil cimyxbe Poccuiickoli @enepanym» U YKa3zom
Ipesunenta Poccuiickoii @enepanmu or 01.02.2005 Ne 112 «O xoHKypce Ha
3aMelleHHe BAKAHTHOM JOKHOCTM TIOCYJApCTBEHHON TIPaXJaHCKOW  CIyKObI
Poccuiickoii @enepaunum -

1 [Topy4aio 00BSBUTH ¥ NMPOBECTH KOHKYpPC Ha KaJpoOBbli pe3epB AOJKHOCTEH
roCyJapCTBEHHOM rpakaaHcKod ciyx0bel Poccuiickoli @expepanuu CceKperapb
cynebHoro 3acemaHus, cekperapb cyna MaHckoro paiioHHoro cyna Kpacnospckoro
Kpasl.

Vi IIpoBenenue KOHKypca OCYIIECTBUTh B JBa 3Tala, B COOTBETCTBHE C
IMonoxxeHrueM 0 KOHKYPCHOM KoMuccuM MaHCKOro paliOHHOTO Cy/1a ¥ YTBEPIKIECHHOMN
METOJMKOM TpOBEJeHUs KOHKypca Ha 3aMellleHMe BaKaHTHBIX JOJDKHOCTEH
rOCyAapCTBEHHOM IPakIaHCKOM Ci1yKObl M BKJIIOUEHHMS B KaJPOBBIA pe3eps.

3.  OrBeTcTBEHHBIM 3a OPraHU3ALIMIO IIPOBEJICHUs KOHKYPCa Ha3HaYUTh BeAyIlEero
crieuuanucta MaHckoro paifonHoro cyna Hukutuny C.I.
4. Nudopmaiinio 06 OTKPBITHH BaKaHCUU U O0BSIBICHMU KOHKYpca Ha KaJ{pOBbIH

pe3epB  JOJDKHOCTEM TOCYJapCTBEHHOM TIpaKAaHCKoM ciyxObl  Poccuiickoii
@DenepalMu ceKperapb cyaeOHOro 3acefjaHus, cekperapb cyaa MaHcKoro paiioHHOIro
cyna Kpachosipckoro kpasi pazmectuTh 10 30.01.2026 B cooTBeTCTBYIOIIEM pasjelie
caiita MaHCcKOro palioHHOIoO cy/ja.

5 OO6muii KOHTPOJIb 3a UCIOJIHEHHEM HACTOSIIEro PaclopsKeHHWs OCTaBIAIO 3a
cOoOOH.
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Manckuii paitionnbiit cyn Kpacnosipckoro kpas (663510, KpacHosipckuii kpait, MaHcKuii paiioH, .
[lamuuckoe, yn. Manckas, 1. 23) B mune npeacenatens cyna Kamnomko /Imutpus I enHaabesnya,
B cootBercTBUU ¢ DenepanbHbiM 3akoHOM PD ot 27.07.2004r. Ne 79-®3 «O rocyaapcTBeHHOU
rpaxxaanckoi ciryx6e Poccuiickoit @enepauuuny u Ykazom llpesunenta PO or 01.02.2005 Nel12
«O KOHKypce Ha 3aMellleHHe BaKaHTHOM JOJDKHOCTH TOCYJApCTBEHHON IpakKIaHCKOW CIIy»KObI
Poccuiickoit ®enepanuu» 0O0BSABISET KOHKYpPC Ha KaJApOBBIM  pe3epB  JOJDKHOCTEH
roCy/IapCTBEHHOM I'Pa)XIaHCKOM CIIy)KOBI: - ceKpeTaphb Cy/1e0HOro 3aceaHusi, CEKpeTapb cyaa
Masnckoro paiioHHOro cyaa

Kanaunatamu Ha KaJipoBbIid pe3epB AOJDKHOCTEH rOCY1apCTBEHHON IPaXIaHCKOM CIIyKObI MOTYT
ObiTh rpaxknane Poccuiickoit @enepanuu, gocturiike Bo3pacta 18 er, Biajerourue
rocyapcTBeHHbIM A3bIKOM Poccuiickoit @enepaiuu, 0TBEYAIOIINE CIIELYIOMUM TPEOOBAHUSIM

- HQJIMYHME BBICLIETO IOPUIMYECKOr0 00pa3oBaHHMSI,

- TpeOOBaHUS K CTAXYy HE MPEIbSIBISIOTCS;

- 3Hanue Koncturynuu Poccuiickoit ®enepanun; ®enepanbHoro 3akona ot 27.07.2004 Ne79-03
«O rocynmapcTBEHHOH TrpaxaaHckoi ciyxOe Poccuiickoit ®enepanumy»; 3aKOHOAATEILCTBA
Poccuiickoii @enepauun o cyneOHOM cucreme U cynoycrpoiictBe, DenepaJbHOrO 3aKoHa OT
02.05.2006 No59-@3 «O mopsiike paccMoTpeHus obpatnenuii rpaxaan Poceuiickoit denepanuny;
@enepanbHoro 3akoHa ot 22.12.2008 Ne 262-03 «O6 obecneueHun A0cTyna K MHGOpMAIHH O
JesaTeabHOCTH cyioB B Poccuiickoit ®enepanuny; @enepansroro 3akona ot 25.12.2008 Ne273-
@3 «O nporuBoieicTBUM KOppynuuu»; npukaza CyneOHOro naemnaprameHnrta npu BepxoBHOM
Cyne P® ot 29.04.2003 Ne 36 «O6 yTBep» ICHUH HHCTPYKIMHU 110 Cye0HOMY JEIOIPOU3BOACTBY
B pallOHHOM cyze»; (enepalbHbIX 3akoHOB, yka3oB IIpesumenta P®, mnocranoseHui
IlpaButensctBa P®, yrojgoBHOro, rpaxIaHCKOro, aJIMUHHMCTPATHBHOTO IpaBa M IIpolecca,
NPUKa30B U pacnopsbkeHui npezncenarens Bepxosroro Cyna P®, nocranosnenuii Cosera cyjiei
P®, nHbIX HOPMAaTHBHO-IIPABOBBIX AKTOB, PETYJIMPYIOIUX 0OCOOCHHOCTH CyAeOHOM JeATeIbHOCTH,
IpaBWJl  JEJIOBOIO OJTHKETa, TPeOOBaHMH K CiIy)KeOHOMY MOBEACHHUIO TIOCYAAapPCTBEHHBIX
TPaXXJaHCKUX CITY)KaIIUX;

- HAIMYKME HABBIKOB IIPAKTHYECKOr0 IIPUMEHEHUSI HOPMATUBHBIX MTPABOBBIX aKTOB, OPraHU3allK U
IUJIAHUPOBaHKMs pPaboThl, BJIAJCHUS] KOMIBIOTEPHOH M JAPYroifl COBPEMEHHOW OpPITEXHUKOM,
M0JIb30BaHMsl CIIPABOYHOM NMPaBOBOM cucTeMOol «KOHCYIBTaHT IUIIOCY, paboTHI ¢ MPOrPaAMMHBIM
obecneuenuem (MicrosoftWord, MicrosoftExcel, Muteprer, snexTponHas moyra).

Konkypc mpoBomutcs B jaBa dTama. [IpuéM JOKyMEHTOB i y4acTHsi B KOHKYpCE
ocymectsisercss ¢ 29.01.2026 no 19 despans 2026 roga BKIIOUHTEIBHO, 110 aapecy: 663510,
Kpacnosipckuit kpait, Manckuii paiion, c. Illamuuckoe, yn. Manckas n. 23, kabuner Ne 21,
€KEIHEBHO (KpOME BBIXOJHBIX M Ipa3JHHYHBIX JHEH) ¢ noHenenbHuka no uyersepr ¢ 9.00 xo
18.00, naTauna ¢ 9.00 no 16.45, o6ex ¢ 13:00 mo 13:45 yacos, Tein. 8(39149) 21-5-71; noKyMeHTBI
JUIsL y4acTUsi B KOHKYPCE MOXHO IPEJOCTaBUTH JIMYHO, @ TAKXKe MOCPEICTBOM HAIpaBJIEHUs 110
NoYTe WJIM B D3JEKTPOHHOM BHJE B NOpSIKEe, YTBEPKAEHHOM MPABHTEILCTBOM PO
(http://gossluzhba.gov.ru).

['paxcnanun Poccuiickoit @enepanuy, H3bABUBLINM JKeJaHHE y4YacTBOBATh B KOHKYPCE,
IPEJICTABIISIET B CYJ1 CIEAYIOLINE TOKYMEHTHI:

a) IMYHOE 3asBJICHUE T10 YCTAHOBIICHHOM Qopme (npuaraercs);

0) 3aN0JHEHHYIO W INOANMCAHHYIO aHKETy [0 (opme, yTBepxAcHHOH I[lpaBHTETBCTBOM
Poccuiickoii ®enepanuu, ¢ portorpadueii;

B) KOIHMIO [acmopra MM 3aMEHSIOIEr0 JOKYMEHTa, OpPUIHHAIBI JOKYMEHTOB
OPEABABIIAIOTCS JIMYHO 110 NPUOBITHH HA KOHKYPC;

r) JIOKYMEHTBI, MOJATBEPXKIAOIME HEOOX0AuMoe TNpo(eCCHOHAILHOE 00pa3oBaHHe,
KBATM(HUKAIMIO U CTaX paboThI:

KONUIO TPYAOBOW KHMIKKH (32 HMCKIIIOYEHHEM CIIydaeB, Korja ciyxxeOHas (TpymoBas)
ACSATENIbHOCTh OCYUICCTBIISICTCS BIIEPBHIE), 3aBEPECHHYIO HOTAPUAIBHO HJIH KaJIpOBOM CIryk00ii 110



MecTy pabothl (ciyObl), WIH MHBIE JOKYMEHTHI, HOATBEPIKAAIOIIME TPYIOBYIO (CIYKeOHYIO)
JESATENBHOCTD IPAXKIAHHHA;

KOIIMH JOKyMEHTOB 06 00pa30BaHuH M O KBATH(HKALKH, a TAKKE 110 JKEJIAHUIO MPaXIaHHHA
KOIMK JIOKYMEHTOB, MOATBEPXK/IAIOIIMX IOBBINECHAE WK TPUCBOCHHE KBaIM(PHUKAIMU 110
pe3yJbTaTaM JIOMOJHUTEILHOTO TPO(ECCHOHANBLHOIO 00pa3oBaHHusi, JOKYMEHTOB O MPHCBOCHHH
YYCHOH CTENCHH, yYEHOTO 3BaHHsl, 3aBEPEHHBIE HOTAPHAIBLHO HIIM KaJApOBOM CIIyxG0i Mo MecTy
paboThl (ciyk0bI);

1) NOKyMEHT 06 OTCYTCTBHHM y IpakIaHWHA 3a00JieBaHus, MPENATCTBYIOMErO HOCTYIICHHIO
Ha rpaXkKIaHCKYIO CIIy)KOy MU ee TIPOXOXKIEHHUIO;

€) MHbIE IOKYMEHTBI, IipesycMoTperHbie DenepanbubiM 3akoHoM oT 27 mions 2004 r. N 79-
®3 "O rocynapcTBeHHOH rpaxkaaHckoi ciuyxbe Poccuiickoit ®eneparuu”, apyrumu
(enepanpupiME 3axoHaMu, ykasamu [Ipesunenrta Poccuiickoit Menepanuy U MOCTAHOBICHUSIMH
[IpaBurensctBa Poccuiickoii deneparum.

O cpoxax mpoBelieHHsI BTOPOTO dTana KOHKypca uHdopMmanus GyieT A0BeeHa AONOIHUTEIBHO
Ha caiite Manckoro paifonHoro cyaa.

OcHoBHbIE 00513aHHOCTH ceKpeTaps cy/1e0HOro 3aceJaHus, CEKpeTaps cy/a:
Cekperapp cyne6HOrO 3aceiaHusl, CEKpeTaph cy/ia I0JDKeH 00J1a/1aTh HABBIKAMH M YMETh:
- QHATM3UPOBATh ¥ 00001maTE HHPOPMALIUIO HA CTANH TPHHATHS U PEATM3aI[HH PEIIECHUS;
- paboTtaTh C 3aKOHOJATEIbHBIMH W HOPMATHBHBIMH IIPaBOBBHIMH aKTaMM, NMPHMEHATh HX Ha
IIPAKTHUKE;
- pazpabarbIBaTh IJIaH KOHKPETHBIX JICHCTBHIA;
- IPAaBUWJIBHO pacIipeieNsaTh paboyee Bpems;
- ONEPAaTHBHO NMPUHUMATL M OCYIIECTBIATH NPHHSTHIE PEIICHUS, TPOTHO3UPOBATH IOCIIEICTBHS
IPUHSATHIX PEIICHMIA;
- aJIanTHPOBATECS K HOBOM CHUTYalld¥ M IPUMEHSATH HOBBIE MOJXO/BI K PEIICHUIO BO3HHUKAIOIINX
npobiiem;
- 9 pexTHBHO M MOCTEAOBATENBLHO OPraHN30BBIBATH B3AUMOJIECHCTBUE C IPYTMMH BEJIOMCTBAMH H
OpraHu3alusIMu;
- YMETb BECTH Tele(OHHBIE M HMHBIC IIEPErOBOPBHI C TpaXKJaHAaMH B paMKaX YCTAHOBJIEHHBIX
[IpaBun noBeneHus: pabOTHUKOB ammapara cy/a;
- IMETh HAaBBIKU COCTABJICHHS JIEJIOBBIX ITUCEM;
- 0bs1a1aTh 3HAHUAMH OCHOB MH(OPMAIIMOHHOM 6€30MaCHOCTH | 3aIUTHI HHPOPMAIIKHY;
- 3HAaHUAMH OCHOBHBIX ITOJIO)KEHUH 3aKOHOIaTENIHCTBA O NEPCOHANBHBIX JJAHHBIX;
- 3HAHUAMH OOIIUX NPUHIMIOB (yHKIIHOHUPOBAHUS CHCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000POTA;
- 3HaHHWE OCHOBHBIX I10JIO)KEHHH 3aKOHO1ATENbCTBA 00 ANMEKTPOHHOM MOIITHCH;
- BJIaJICHUS KOMIIBIOTEPHOW TEXHUKOM;
- BJIaJIeHUs! HEOOXOUMbIM TPOTPAMMHBIM 0O€CTIeYeHUEM;
- cO0JII0/1aTh UCTIOTHUTENBCKYIO TUCIUILIHHY;
- MUMETh IOBEJICHUE, COOTBETCTBYIOIIEE OOLIETIPHHATHIM B KOJUIEKTHBE HOpMam, COOJIIOIAThH
ITpaBuiiamu noBeieHUs rocy1apCTBEHHOTO IPaXkIaHCKOTO CITYIKAIIero

OcHOBHOI1 11EJIBIO 1EATEIbHOCTH CEKpPeTaps CyAeOHbIX 3aceaHuil ABISETCH BeleHHe
CY/IONIPOU3BOICTBA PAallOHHOI0 Cy/ia.

Cexpetapp cyeOHOTrO 3aceJaHus BBITONHSAET JOJDKHOCTHBIE 00SI3aHHOCTH B COOTBETCTBHU
¢ MWucrpykuueit mno cyneOHOMY JeNONpOW3BOJACTBY B palOHHBIX CyJaX M COIVIACHO
pacHopspDKeHUsIM  TIpejicefaTerst cyaa; B pamMkax MHCTPYKIHHM JOJDKHOCTHBIE OOS3aHHOCTH
ceKkperaps cy1eOHOro 3acelaHusi MOTYT OBITH IepepacipeielieHbl U JOMOTHEHBI PaCOPsHKEHUEM
npejacenaTens cya.

OcymecrBiser opopMiIeHHE TIpaKAAaHCKHX, YrOJOBHBIX H JeJI 00 aJMHHHCTPATHBHBIX
[paBOHAPYUICHUSX, a TaKkKe Jel, MMOCTYNUBIIUX B CyJ B TOPSJIKE HCIIOJHEHUS MPUTOBOpA,



MaTepUaioB, MOCTYMUBIIUX B MOPSAKE JOCYACOHOro0 NpOM3BOJACTBA, C MOMEHTA MOCTYIUICHHUS B
CyJ1 3asiBJICHHUS U 110CIIE€ PACCMOTPEHHUS.

CBOEBPEMEHHO BHOCHUT CBEJECHHS 110 TI'PaXJAHCKUM, YTOJIOBHBIM J€jlaM, MaTepHaliam,
Haxo[sIIMMCs B NPOM3BOJACTBE Cyabu B [Iporpammy, corimacHo npukasa Ipejcenareis cyjaa o
pacnpejeseHu GYHKIHOHATBHBIX 00s13aHHOCTEH MeX /1y paOOTHMKAMU arnmapara cyja 1o padbore
¢ 'AC «IlpaBocymue», pazmemiaer HeoOXoaumble cyaeOHbIe NOKyMeHTHl B moacucreme ['AC
«IlpaBocynue»  «baHk CyneOHBIX  pemIeHUi», CBOEBPEMEHHO  IOJIydaeT  BXOJIALLYIO
KOPPECIIOHICHIIMIO, ITOCTYNAIOUIYI0 B CYJ IIOCJIE €€ PErUCTpanii, CBOEBPEMEHHO PETUCTPUPYET
ucxoznsuyio koppecrogaennuo B UC «JlokymeHT0000pOT U oOpallieHus: rpaxaan» U NepesaeT
Ha OTIIPABKY;

Ha cTagun noAroToBUTENbHBIX JEHCTBUN K CyJeOHOMY 3aceqaHMIO MO MOPYYEHUIO CYIbU
HNOJArOTAaBJIMBACT €0 K CyaeOHOMY 3acelaHdIO: BBIMUCHIBAET W HAINpaBJISET IIOBECTKH,
U3BELICHUS, 3alIPOCHI, IUCbMA, KOIIMH UCKOBBIX 3asIBICHUI.

BbI3bIBaeT B Cy/l y4aCTHMKOB IIpOLIECCA U CBUJETENEH, H3BEIIAeT YYaCTHUKOB Mpolecca u
JpYTUX JIMI O BPEMEHH M MecTe CyaeOHOro 3acelaHus, a Tak)Ke M3BEIIAeT O BPEMEHH M MecTe
pacCMOTpPEHHMs JieJla IIPOKYpopa, MpeACTaBUTENed TIOCyJapCTBEHHbIX OpraHoB. B ciyuae
HEOOXOAMMOCTH NEPEYUCIICHHBIX JIMILI, BBI3BIBAET B Cy/AeOHOE 3aceaHne MyTeM HalpaBJeHUS UM
TeneoHOTrpaMMBbl, TeaerpaMmbl. Hanpagiser TpeGoBaHie HAYaIbHUKY MECTA MPEIBAPUTEILHOTO
3aKJIIOYEHHUs O IOCTaBKe MOACYUMOr0 B Cy1eOHOE 3aceanue (M0 yroJIOBHBIM JEjiaMm).

3a01aroBpeMEHHO HM3rOTABIMBACT CIUCKH JI€Jl, HA3HAYEHHBIX K PacCMOTPEHHIO B
CyneOHOM 3acelaHuM, pa3MEIIaeT UX Ha CIEIHUATbHO 000PY/I0BAHHOM CTEHJIE.

3ab1aroBpeMEHHO TPOBEPSIET YBEAOMJICHHS 00 W3BEIICHHH YYaCTHHKOB Ipolecca H
IPUHUMAET J0IOJIHUTEIBHBIE MEPBI 10 00ECTICYEHHIO SBKH JIUIL B CyIeOHOE 3ace/laHHe.

Ilepen Hayanom cyneOHOro 3aceaHus MPOBEPSIET SIBKY BBI3BAHHBIX B CY/[ JIMII, BBIICHSET
JIOCTaBJICHBI JIH MOJICY IUMBIE, HAXOASIIUECS 10/ CTPAKEH.

ITocne oxoHYaHUIO pacCMOTPEHHS Jieia MO0 B Cilydae OTIOKEHH S JIE)T 110 PACOPIKEHUIO
Cy[lbM OTMEYaeT B CyJeOHBIX NMOBECTKAX JIUL, BPeMs UX HAXOXKICHHUS B CyJe, 3aBepSET OTMETKY
CBOEH MOJAMKUCHIO U IITAMIIOM CY/JIa.

B ycranoBieHHBIE CPOKH €COOOIIAET B OT/EN JAIONPOU3BOICTBA CBEACHHUS 110 YIOJOBHBIM
JieNaM ¢ MOCTAHOBJIEHHEM CYJIbU, BBIHECEHHBIM IO pe3yJibTaTaM IMOJArOTOBUTENBHBIX JICHCTBHM,
JUIsl BHECCHHUSI OTMETOK O NMPHHSATOM Cy/bEH PEIIEHHH B yUETHO-CTATUCTUYECKYIO KAPTOUKY.

Bener npoTokosisl cyneOHbIX 3aceaHuii U M3rOTaBIMBAET UX.

3HAKOMHT Yy4aCTHUKOB IPOLECCA, OCYXKACHHBIX C IIPOTOKOJIAMH CyAeOHBIX 3acelaHuii 1o
UX XoJlaTaicTBam.

[Tocne paccMoTpenust Jie1a BBIOMHSCT CICAYIONHEe AeHCTBHUS: IOIIMBAET JOKYMEHTHI B
XPOHOJIOTHYECKOM MOPSJIKE, MPOHYMEPOBBIBAET JIUCTHI JIejla U COCTABJISAET 3a CBOEH MOJIHMCHIO
ONHMCh HAXOASAIIMXCS B Jieje Oymar, JeaeT OTMETKY B JKypHalle ydera el O pes3yjbTrarax
pacCMOTpEHHUS Jiesla, MaTepHaa.

Jlenaer oTMETKM 0 pe3yJbTaTaXx pacCMOTPEHHs Jeia B JKypHaJle ydera Jejl, Ha3HAYEeHHBIX
K PACCMOTPEHUIO B CyZIeOHOM 3aceaHuu.

MsrorasiuBaeT KONMUHU CyJeOHBIX TOKYMEHTOB [0 PACCMOTPEHHOMY JIEITY.

M3rotaBnuBaeT KONMM pEIICHMH, ONpe/eseHH, MOCTAHOBJIEHUH, NPHIOBOPOB CYa,
KOTOpbIE JO/DKHBI OBITH 3aBEpEeHbl NMOAMMCHIO CYyIbH, MpPEICENaTeIbCTBYIOIErO MO JeNny, H
CKpeIuisieT repOoBoi neyaTrio. Ecii konuu u3noxeHbl Ha HECKOJIBKHMX JIMCTAX, MPOIIHYPOBBIBAET
H CKPCIUSICT I€YAaThIO.

Bpyuaer konuu pelieHuii, onpe/eeH i, MOCTAaHOBIEHHH, IPUTOBOPOB Cy/1a YUYACTHHKAM
npouecca. Ha BeiiaBaeMol Koy Jiej1aeT OTMETKY O JaTe BCTYIUIEHHS €10 B 3aKOHHYIO CHIy HIIH
O TOM, YTO OHO B 3aKOHHYIO CHJIy HE BCTYIIHJIO.

H3roraBiauBaeT COpOBOIUTEIbHEBIE TUCHMA

OdopmiisieT OKOHYEHHBIE TIPOU3BO/ICTBOM JI€Jla M MATEPUAIIBI IS TOCTELYIONIeH UX Cladu
B KaHILIEJSIPUIO Cy/J1a.

O06o Beex neHCTBHAX 110 MOJATOTOBKE ]I, PACCMATPUBAEMBIX CY/IOM CEKPETaph CYAeOHOr0
3ace/laHusl JIeJ1aeT OTMETKY B CIIPABOYHOM JIUCTE YrOJOBHBIX, IPAXKIAHCKUX, aIMUHHCTPATHBHBIX



A€, a TakxkKe JNCJ, NMOCTYNHMBIINX B CyA B IOPSJAKE HMCIONHEHHUS HPHTOBOPA, MAaTEPHAJIOB,
NOCTYNMHUBIINX B IIOPSJIKE 10CYAEOHOTO MPOU3BOICTBA.

IIpunaraet k iey cTaTHCTHYECKHE KAPTOUKU HA OCYKIEHHBIX, ONIPAaBAAHHBIX, JIAIL, €714 B
OTHOIICHUH KOTOPBIX TPEKPAIIEHBI, a TAKKE JIML, MPU3HAHHBIX HEBMEHSEMBIMH, K KOTOPBIM
NPUMEHEHbI IPUHYIUTENIBHBIE MEPBI MEUIITHCKOTO XapaKkTepa.

Io yronoBHOMy Jieiy, Mo IpaJIaHCKOMY JeJly HCK 10 KOTOPOMY BHITEKAET M3 YTOJIIOBHOTO
A€na, rae NPEeCTYIUICHHeM MNPUYMHEH ymepd HMYLIECTBY, HpHiaraeT K Jeiy 3aroJHEHHbIE
KapTOYKH I10 yYETY CyMM yIiepoa.

BhInuchIBaET MCTIOMHUTENBHBIE JOKYMEHTHI 1O JIely, [0 KOTOPOMY Cy/eGHBIC pelIeHHUs
[OJUIeXKAT HEMEJUIEHHOMY UCIIOJIHEHHUIO M NIEPEIaeT UX 10 MPHHAIEKHOCTH.

IIpu Hanm4uyu onpesesnenus o MPHOCTAHOBJICHHH MPOU3BOJCTBA 110 YTOJOBHOMY A€y JUIs
PO3BICKa TMOJCYIMMOro HAamlpaBysieT KOMHIO IOCTAHOBJIEHHS 00 OOBSBICHHWH pPO3BICKA, IS
UCIIOJIHEHHUS.

[Tocne coBepimenust Bcex NEHCTBHN MO0 0QOPMIIEHHIO [€Ia, HO HE MO3JHEE NECSTH JHEH
II0CJIe €ro PaCCMOTPEHUS M BHIHECEHHs PEIIEHHs B OKOHYATEIbHON (hopMe cekperaph CyaeOHOro
3ace/laHus MepeiacT JeiI0 B KaHIEIspUIo cy/ia.

[lepenaer 3asBieHus M Jpyrue MarepHaibl, IPUHATHIE HA JUYHOM MPHEME, HE MO3JHEE
CIEAYIOMEro pabodyero JHsA, B KaHIEIAPUIO Cyna Ui ydveTa B OKypHale BXOJAIIEH
KOPPECIIOHICHIIUH.

BBINOJIHSAET MMyHKTHI M pa3/ieibl IUIaHa paboThl Cya Ha Iojl, OTHOCSINUECS K KOMIIETEHIHA
cekperaps cyaeOHOro 3aceaanus.

Beimosnsier apyryio paboTy 1o IOpy4eHHIO IpeceaaTesis Cya, CyAbH U aIMUHACTPaToOpa
cyna.

Cexkperaps cyjaa:

OCHOBHO¥M TIENBIO JIEATENBHOCTH CEKpeTapsi Cyla SBISIETCS BEJICHHE CYIONpPOU3BOICTBA
PalioOHHOTO Cy/a;

- CeKpeTaph Cy/ia BLIOJIHAET JOJKHOCTHBIE 00S3aHHOCTH B COOTBETCTBHU ¢ MHCTpyKInei
10 CyneOHOMY JIETIONPOM3BO/ICTBY B PAHOHHBIX CyZaX M COTJIACHO PACIOPSIKEHHSIM IIPEJICENaTE s
cyna.

- B paMKax VMHCTpyKIMHM [OJDKHOCTHBIE OOSI3aHHOCTH CEKpeTaps CyJa MOIyT ObITh
niepepacrpesieJieHbl U IOMOJHEHBl pacTiopsHKEHUEM TpeIceaTelis Cyaa;

- TAaK)X€ CEKpPETaph CyJa BBIIOJHSET APYrylo paboTy 1Mo MOPYYEHHUIO MpejcenaTess cyia,
aJIMMHHUCTpATOpa U BEYIIETO CIEeIHATHCTA;

Cexperapp cyna nmo o6ecneYeHHIO YTOJOBHOTO M TPaXKIAHCKOTO CYIOMPOM3BOJCTBA IO
JieJlaM ¥ MaTeprasiaM TeKyIIEero rojia BHITIOJTHSET:

- TOPOHU3BOJUT  PETUCTPALMIO, YYe€T U XpaHEHWE TIPAXKTAHCKUX, YrOJIOBHBIX,
aJIMUHUCTPATHBHBIX JI€JI, MAaTePHAJIOB, HAXOJAIIMUXCS B MPOM3BOJCTBE Cy/a, a TAKXKe KaIod u
IIPOTECTOB Ha PEIIECHUs, IPUTOBOPBI, ONIPEIENICHHs U TTOCTAHOBJICHUS CY/a;

- BEJET PETUCTPAIMOHHBIE >KypHAllbl, Haps/bl, COIJIACHO HOMEHKIAType cyaa H
pacrpeziesieHus 0093aHHOCTEH MEXy COTPYIHHKAMH armapara Cyaa, CTATHCTHYECKUE KapTOYKH
10 JieJlaM U MaTepuaiaM, HaxoJAIIUMCs B TPOU3BO/ICTBE CY/Ia;

- OCYHIECTBIISIET MMOJArOTOBKY W HANPaBJICHUE JIOKYMEHTOB 10 HCITOJIHEHHMIO
IIPUTOBOPOB, pPEUIEHUH, CyAeOHBIX IPUKA30B, ONpPEJEJIEHUH, MOCTAHOBJICHUH M KOHTPOJIb 3a
MOJIYYEHHEM COOOIIEHHH 00 MX UCIIOTHEHHH,

- BBIHUCHIBAET HUCIOJHHUTENbHBIE JIMCTHI HA OCHOBAHHUU PEIICHHM, IMOCTAHOBJIEHHH I10
PaCCMOTPEHHBIM TPAXIAHCKUM JieJlaM, NMPHUTOBOpaM [0 YrOJOBHBIM JI€JIaM, IOCTAHOBJICHUSM,
pelIeHUsIM MO aJMHUHHUCTPATUBHBIM JIEJIAMU M JIp. MaTepHajaM, HaXOJSAIIMXCS B MPOU3BOICTBE
cyna;

- HAIpaBJIICT HCIIOJIHUTEIbHbBIE JIUCTHI B CIYKOY CyIeOHBIX NMPHCTABOB-UCIIOTHUTEIEH,
MIPOU3BOIUT UX PETHCTPAINIO B YUET;

- OCYIIECTBJISIET BbIJIa4y KOTUH MaTepUaioB Jejia, CyIeOHbIX PEIICHH M0 PACTIOPSIKEHHIO
npejceaarens cyaa, 3aMecTUTENeH WK CyIbH;



- OCYUIECTBJISIET OJATOTOBKY M Ca4yy B apXHUB 3aKOHYEHHBIX JIJ1, )KYPHAJIOB, KAPTOYEK;

- OCYIIECTBISiET O(opMIIEHHE I'PaXIAHCKMX, YTOJOBHBIX M 1€l 00 aJIMHHUCTPaTUBHBIX
[IPaBOHAPYLIEHUSX, a TakXKe Jel, MOCTYNMBIIMX B CyJ B HOpPsSJAKE HCIOJIHEHUS IPUIOBOpA,
MaTepHajioB, MOCTYNMBIIUX B MOpPSAKE AOCYAeOHOr0 NpPOM3BOACTBA JJIsl PAacCMOTPEHHsS B
KaccallMOHHOW MHCTaHIINH;

- BCe JCHCTBUS MO HCIOJIHEHHWIO JIel OTMEYaeT Ha CIPAaBOYHOM JIMCTE YTOJOBHBIX,
IPaXIaHCKUX, AaJMHUHHUCTPATUBHBIX J€JI, a TaKXe JeJl, MOCTYNUBLUIMX B CyJ B MOpSAKE
UCTIOJHEHHUS IIPUTOBOPA, MATEPHAIIOB, OCTYMUBIIMX B MOPSIKE 10CYA1eOHOTO IPOU3BO/ICTRA.

- CBOEBPEMEHHO BHOCHUT CBEICHHUS IO TI'PaXJAaHCKHM, YTOJIOBHBIM JIeJiaM, MaTepualiam,
HaxonsmuMes B IpousBoicTBe cyaa B mporpammy ['AC «IlpaBocynue» coriiacHOCBOUX
(GYHKIHOHATBHBIX 00S3aHHOCTEHH.

: - CeKpeTaphb CyJa, OTBEYaloUii 3a paboTy ¢ MarepuasaMu, CBSI3aHHBIMH C UCIIOJTHEHHEM
IIPUroBOpa Cy1a, ACUCTBYET B COOTBETCTBHH C 11. 3.11 UHCTpyKIHH.

CekpeTtaps cyaa o pabore apxuBa cyJia BBIIOIHSET:

- paboTBl, CBA3aHHBIEC C BEJICHUEM JICJIONPOU3BOICTBA apXHBa CyAa;

- OCYIIECTBJISET IIPUEM, Y4ET, XpPaHEHUE U BbIIauy JOKYMEHTOB, HAXOASIIUXCS B apXHBE
cyna;

- CBOEBPEMEHHO PETUCTPUPYET UCXOAsLLyI0 KoppecnonaeHuo B C «JlokymeHnToo00poT
¥ oOpallleHus rpaXk/iany» U NepeiacT Ha OTIPaBKY;

- IPOM3BOJIUT CHCTEMATHU3ALUIO APXUBHBIX JOKYMEHTOB;

- IPOU3BOJMT BEACHHUE )KypHAJIOB y4eTa U HapsJI0B apXHBa Cy/1a;

- OCYLIECTBJISIET O0ECHEUCHHE COXPAHHOCTH APXMBHBIX CYAeOHBIX e/l M JIOKYMEHTOB,
co3/1aeT HEOOXOJUMBIH PEXKUM XPAHEHHUS;.

- IPOM3BOJUT MOJArOTOBKY M Ilepejady e, IOUIeXKAlMX c/laue B apXUBHOE YUPEIKICHHE
Ha rOCy/IapCTBEHHOE XpaHEHHE, COIJIACHO YTBEPIKICHHBIM rpapuKam;

- y4acTBYeT B pabOTe IKCIEPTHOH KOMUCCHH IO 3KCIIEPTU3E JOKYMEHTOB 0 OTOOPY HX Ha
XPaHEHUE ¥ YHUUTOXKECHHE;

- IPOM3BOJUT YHHMYTOXXCHHE AapXHUBHBIX MaTEPHAJIOB B COOTBETCTBHH C aKTaMH Ha
YHHYTOXKCHHUE JIET 110 HCTEYEHUHU CPOKA XPaHCHHUS;

- IPOHU3BOJMT KOMIUIEKTOBAHHE IIOCTOSHHOIO M JIOJIFOBPEMEHHOTO XpaHCHHs JIel,
OKOHYEHHBIX IIPOU3BOJICTBOM U CIAHHBIX Ha IIOCTOSIHHOE (BPEMEHHOE) XpaHEHUE B apXHB Cy/a;

-  OpPOM3BOAMT  BbJa4y B  YCTAHOBJICHHOM  TMOpSAKE  CHOPaBOK, KONHA ¢
JOKYMEHTOB,HEOOXOAMMBIX JIsi BpyUYECHHsI WJIH BBICBUIKE IPaXKJaHaM M JIODKHOCTHBIM JIMLAM IO
UX 3a1pocam;

- BBIJIACT KONUH CYJEOHBIX JIOKYMEHTOB W TNHCBMEHHBIE CIpPaBKH OOBHHSEMBIM,
HO/CYIMMBIM, OCYKIE€HHBIM, OIPaBJaHHbIM, TOTEPIEBIINM, CTOPOHAM 10 I'PAXKIAHCKOMY €Iy U
UX [PE/ICTABUTENISAM 0 MUCEMEHHOMY 3asBJICHHIO C pa3pelleHHs 3aM. Ipeiacearelis Cyaa, 5TH
3asBJICHUS IIPUOOINAET K AeITy

- BEJICT y4YeT ¥ XPAaHEHHE BELIECTBEHHBIX JOKA3aTeJIbCTB B COOTBETCTBHH C pasjesiom 11
WucTpykuuu 1o cy1e6HOMY A€IONPOU3BOCTBY B PallOHHOM CY/IE;

- UCIIOJIHSAET CyeOHbIE IOCTAHOBJICHHUS B YaCTH BEIECTBEHHBIX J0KA3aTEIIbCTB.

- o(popMIISET U TOTOBHT Jieia JJIsl HANPABJICHUS B HaJI30PHYIO HHCTAHIIMIO.




