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JIOJDKHOCTHOM PETJIAMEHT
(enepanbHOro rocy 1apcTBEHHOTO IPasKIAHCKOTO CITy>Kamero,
3aMeIaomero B AJICKCaHIPOBCKOM paiioHHOM cyne ToMckoif o6acTy
AOIDKHOCTH (peliepabHOM roCyJapCTBEHHOM IPaXIaHCKORH CITyXOBI
CeKpeTaps Cy1eOHOro 3acenaHmusl.

I. O6Gmue nonoxxenus.

1.1. JlomxHOCTS cexpeTaps CyneGHOrO 3aceqaHHs denepanbHOoro cyma o6meii IOPHCIUKIIHA B
cooTBeTcTBHH ¢ «Peectpom nomkHOCTeH denepansHOl TOCYyJIapCTBEHHOM TI'paKIaHCKOW CITyKOBI
Poccuiickoit ®enepaunm» (pasmen 14 nozpaszen 3), yTBepxaeHHOro Ykasom IIpesumenta Poccmiickoii
Qezepamuu ot 31.12.2005 r. Ne 1574, oTHOCHTCE K CTapmieii rpynme JODKHOCTeH (enepaabHO
- TOCYIapCTBEHHOH MPaXKIAHCKO CIyKObI KaTErOPHH «CIIEIUATTHCTEI.

1.2. Cekperapp cyneGHOro 3acenanws Ha3HadaeTcs u OCBOOOX/AETCA OT JODKHOCTH IIPHKAa30M
TIpeJcesarens ANeKCaHAPOBCKOro paifoHHoro cyna Tomckoit 06acT (nanee- npencenarenem cyna).

1.3. Cexperapp cyne6HOro 3acenanms HETIOCPEICTBCHHO MOMYUHSACTCS NpEACENaTeio Cyaa WiIH JIHILY
€ro 3aMEIIAKOIIEr0, CyIbe ¥ INIABHOMY CIIELIHAIHCTY.

1.4. Ha mepwom BpeMEHHOTo OTCYTCTBHUS CeKpeTaps. CyleOHOIO 3acellaHHs €ro 3amelnaeT APYroif
CEKPETaph Cy[eOHOro 3acelaHus, COTNIACHO PacHpeNeeHHIO 06sS3aHHOCTelH MEX]y IroCynapCTBEHHBIMH
CILy>XKaIllUMH Cy/a.

1.5. Cexperaps cyne6HOro 3aceanus B CBOeii CITy’KEOHOMN AEeATELHOCTH PyKOBOICTBYETCS:

- Koncrurynueit Poccniickoit ®eneparum;

- QenepanbHbIME 3aKOHAMH OT 8§ auBapsa 1998 r. Ne 7-@3 «O Cyne6Hom JieTiapTaMeHTa MpH
BepxoBrom Cygne Poccuiickoii Genepammmy», 27 mas 2003 r. No 58-®3 «O cucreme rOCyIapCTBEHHO
ciyx0s1 Pocemiickolt ®enepauuy u 27 momns 2004 . Ne 79-B3 «O rocynapCTBEHHOM IpaXKIaHCKOM
ciyx6e Poccuiickoit ®enepanuny, HHEIME benepanbHEIME 3aKOHAMH;

- QezepambHBIM 3aKoHOM OT 22.12.2008 roma Ne 262-®3 «O6 obecneyennn mocTyma K
HH(OPMAIUH 0 IesTeTHOCTH CynoB B Poccmiickoii Denepanun»

- ykasamu Ilpesunenta Poccniickoii ®eneparyn;

- moctaHoBneHUsMH [IpaBuTenscrsa PoccHiickoii Oenepanuu;

- nocranoBieHussMu BepxoBHoro Cyna Poccwiickoit Denepanun, 061aCTHOrO Cyza;

- moctanosnenssMu Cosera cyneit Tomckoit o6macTu;

-“HOPMATHBHBIMH NPaBOBbIMU akTamu CyneGHOro memapramenta npu BC P®, Vmpasnenus
CynebHoro nenapramenTa B ToMckoit obnactu;

- AIMHHHCTPaTWBHBIM Pernamentom CyneGHoro nemapramenTta u ero OpraHoB B CyOBeKTax
Poccuiickoit Oeneparmm;

- HOJIOXKCHUAMH, HHCTPYKIUAMH, METOMIECKHMH PEKOMEHTALIASIMH;

- CIIY>XeOHBIM (TPYZIOBBIM) PaCTIOPAIKOM AJIEKCaH/IPOBCKOTO paioHHOro cyaa Tomckoii obnacru;

- HaCTOSIIMM JIOJDKHOCTHBIM PETTIAMEHTOM.

II. Ksami¢ukaunonnsle TpeGoBanus.

2.1. Ha pmomxmocth cekpeTaps cyneGHOrO 3aceqaHHs Ha3HAYalOTCs JIMLA C BBICIIAM HOPHIMYECKHM
obpa3oBanueM.



2.2. Cnyxamue cyna, 3aMeliarollde NOJDKHOCTH OTHOCSIIHECS K CTapliell rpynne AOJDKHOCTEH
enepanbuoi rpaxIaHCKOl CIyKObI — Ge3 npenbaBIeHHs TpeGoBaHMi K CTaxy.
2.3. Cekpetapb CyneOGHOr0 3aceaHus JOJDKEH 3HATh H YMETh NPHUMEHSTE Ha IPaKTHKE:

- 3aKOHOAATeNbCTBO Poccuiickoli @enepanmu, B COOTBETCTBHH C KOTOPBIM PEryJIapyIOTCs
OTHOMICHHMS, CBS3aHHBIC C TPAXNAHCKOH CIyxOOH, cormacHo cratbe 5 ®DenmepanbHoro 3akona «O
rOCyNapCTBEHHOM rpaXkIanckoi ciyx6e Poccuiickoit ®eneparmmy;

- HOPMATHBHYIO 0a3y COOTBETCTBYIOMEH CQephl IeSTeTbHOCTH, OCYLIECTBIISEMON B npeaenax
CBOMX JIOJDKHOCTHBIX OOSI3aHHOCTEH U IMOJTHOMOYHIA;

- TOPsIOK paboTEl €O CiTyxKeOHOM HHpOpMAITHEi;

- HOPMBI M IPAaBHJIA OXPAHEI TPY/IA, TEXHHKH 0€30IIaCHOCTH H OXapHOH 6e30MacHOCTH;

- TIpaBHJIa CIIy>KeOHOTro (TPYIOBOr0) pacmopsaka H HACTOSIIETO JOIKHOCTHOTO periameHTa;

- PernaMeHT BHYTPEHHEH OpraHu3alyy IoCyJapCTBEHHOTO OpraHa;

- JIOJDKHOCTHOM pEerjaMeHT;

- Kozmexc stuku u ciyxe6HOro mnosemenus QenepansHbIx rOCyapCTBEHHBIX TI'PAXKTAHCKUX
CIy>KaIuX AJIEKCAHAPOBCKOTO pailoHHOro cyna Tomckoit o6macTy.

2.4. Cexperaps cyne6HOTO 3aceJaHus TOIKEH YMETh:

- QHATM3UPOBATh M 0000maTh HHGOPMAIMIO Ha CTAAMHA IIPHHATHS H peaH3aliu PEIIEHNS;

- IPOrHO3HPOBATH MOCIEACTBHS IPHHSATHIX PEIIEHUIA;

- paboTaTh C 3aKOHONATENHHHIMH M HOPMATHBHBIMH IIPABOBBIMH aKTaMH, NPUMEHSATH HMX Ha
IIPaKTHUKE;

- pa3palbaTeIBaTh IUIaH KOHKPETHBIX eHCTBHIA;

- OI€PaTHBHO NPHHAMATh U OCYMIECTBIATE IIPHHSTHIE PEIICHHS;

- NaNTHPOBATECS K HOBOH CHTYallWH M NPUMEHSTH HOBBIE MOAXO/bI K PEIICHHUIO BO3HUKAIONIHX
npobiem; :

- BUJIETh, IOJICPXKUBATE U IPUMEHATH HOBOE, IEPEZIOBOE;

- 930 (EKTHBHO U IOCIIENIOBATENHEHO PaGOTATE C APYTHMH [IO/Ipa3ieNICHHSIMH;

-3Q(QEKTHBHO ¥ OCIIENOBATENEHO OPraHA30BBIBATE B3aUMO/ICHCTBHE C JPYTHMH BEIOMCTBAaMH H
Opra’u3aIisIMH;

- BECTH JIEJIOBBIE IEPETOBOPEI;

- Co3/1aBaTh () QeKTHBHEIE B3AaHMOOTHOIIEHHS B KOJUIEKTUBE;

- IIPaBIJIBHO pacipenesTh pabodee Bpems;

- BIIAZICTE IPHEMAMH MEXXIMIHOCTHBIX OTHOINEHHH (YMETh BHUMATENHHO CIIyIIaTh KOJUIET, YMETH
HE JOMyCKaTh MEXUIMYHOCTHBIX KOH(IMKTOB C KOJUIEraMH H PYKOBOIHTEIISMH, yMeTb 3G dEKTHBHO
COTpy/HMYaTh, MATH HA KOMIIPOMHCC IpPH PEMIEHHH NPOGJeM B KOH(IHKTHBIX CHTyanusix; OBITH
OTBETCTBCHHBIM II0 OTHOIICHHIO K JIFOJSM, OBITH OT3BIBYMBEIM; OBITH BCEra JApYXemOoOHBIM; IOMOTaTh B

paboTe KojleraM; yMeTs NPHHHAMATH COBETHI APYTHX KOJUIET IO paboTe; OBITH CIOCOGHBIM MPH3HABATH
CBOIO HENPAaBOTY);

- OBITH TpeboBaTeNBHBIM K CeGe, YHEPIHUYHBIM, HACTONUYMBEIM B BBITIOJITHEHHH IOCTaBJIECHHBIX
3a1a4 U LeJIei.
2.5. Cexperapp CyneGHOrO 3acemaHusi IOIDKEH 00Nanath CIENYIOMMMH HaBHIKAMH B 0OBEMe,
HEOOXO0IMMOM JIJISl HCIIOJIHEHHS CBOHX JOJDKHOCTHBIX OOS3aHHOCTEH:

- paboTEI B KOHKPETHOH Chepe AeSTeTbHOCTH;

- BEJICHHS JIEJIOBBIX IEPErOBOPOB;

- COCTaBJICHHS JENOBBIX ITHCEM;

- BIAJICHUS KOMIIBIOTEPHOH TEXHUKOM;

- BJIQJICHUS HEOOXOMMBIM IIPOrPaMMHBIM 06eCIIeYeHHEM;

- CHCTEMATHYECKH [OBBIIATE CBOIO KBAIM(HKAIHIO,

- COOIIONATH HCTIOTHUTENBHYO AUCIHILIHHY.

III. JIo/oKHOCTHEIE 0653aHHOCTH, TIPaBa U OTBETCTBEHHOCTD
CeKpeTaps CyaeGHOro 3acejaHus.




3.1. lLlenbro neATENBHOCTH CEKpeTaps CyneOHOrO 3acelaHus sBIsSETCS BHIIONHEHHE paboT 1o
AEJIONPOU3BOJCTBY B MEPHOA MOATOTOBKH K Cyle6HOMY 3ace[JaHHIO, a TaKXKe B XOJ€ CaMoro cyae6Horo
nporecca Ha 0cHoBe «MIHCTpYKIHH 1O Cy1e0HOMY I€NONPOH3BOJACTBY B PAiOHHOM Cy/€» yTB. HPHK230M
CynebHoro nenapramenta npu Bepxosaom Cyzae P® or 29 anpens 2003 roga Ne 36; uadopmupoBanme
CeKpeTapeil Cyla IO COINIaCOBAHHIO C CyObeH O NBHDKCHHH M pPe3y/bTaTax e, HaXOISIIIUXCS B
IIPOHU3BOICTRE.

3.2. OcHOBHBIE 00513aHHOCTH CeKpeTaps CyAeOHOro 3aceqaHus:

- cobmonenvie Koncrutynmuu Poccuiickoit ®enepanuu, peanusamus DenepanrbHbIX 3aKOHOB 1
3aKOHOB CyOBekTOB Poccuiickoit @eniepanuy, B TOM YHCIIE PETYIMPYIOIHX cHepy ero IMOTHOMOYHIA;

- I0OpOCOBECTHO HCHONHATH NOJDKHOCTHBIE 00S3aHHOCTH;

- obecneyuBaTh COOMIO/ICHHE H 3aIIUTY IIPaB, HHTEPECOB IPAKIAH:

- HCIOJHATh INPHUKA3bl, PAaCHOPSDKEHUS M YKa3aHMsA, BHIIIECTOSIINX B MOPSAKE NOXYMHEHHOCTH
PYKOBOIHTEIEH, OTNAHHBIE B IPEeNaX MX JOJDKHOCTHBIX MOJTHOMOYHIA, 38 HCKIIIOYEHHEM HE3aKOHHBIX,

- B IIpeJieflax CBOMX IOJDKHOCTHBIX OOA3aHHOCTEH CBOEBPEMEHHO pacCMaTpHBaTh OOpalIeHHs
rpaXiaH H OOMECTBCHHBIX OpraHM3alMi, a TaloKe NOPeNNPUSTHH, YYpPeXKIEHHH M OpraHH3aImil,
rOCyapCTBEHHEIX OPraHOB H OPraHOB MECTHOIO CaMOYNpAaBJICHHS W NPHHAMATH [0 HAM PEIICHHS B
TIIOPSJIKE, YCTAHOBICHHOM (e/iepalbHBIME 3aKOHaMH M 3aKOHaMH cyObexToB Poccuiickoit deneparmm;

- COOMonaTh YCTaHOBJIEHHBIH B Cyle CIyXeOHbIA (TpyZOBOH) pacHOpsioOK, IOJDKHOCTHBIE
HHCTPYKIIMH, IOPAIOK paboTHI co ciyxeOHo# nHdopmalueii;

-  cobmopmare Kozmekc sTMkM H ciyxeOGHOro moBeneHHs (enepalbHBIX IOCYJapCTBEHHBIX
TPKIAHCKHX CITyXKaIluX AJIEKCaHAPOBCKOTO paifiorHoro cyzaa ToMckoit 06macTu; :

- IOJUIEP)KUBATh YPOBEHb KBaTH(HKAIMH, JOCTATOYHOM I HMCIIOJHEHHUS CBOHMX JOJDKHOCTHBIX
00s13aHHOCTEI;

- XPaHHTh TOCYJapCTBEHHYIO W HHYIO OXPaHAEMYIO 3aKOHOM TaiiHy, a Take He pasrjamaTh
CTaBIIME €My M3BECTHBIMH B CBS3H C MCIOJIHEHHEM JIOJDKHOCTHBIX  OOS3aHHOCTEH CBEICHHS,
3aTparuBaroNIAe YACTHYIO XHM3Hb, 9ECTh M JOCTOMHCTBO I'PaXK/IaH;

- HE pacKpeIBaTh TPETHHM JIMIIAM H HE PAaCIHPOCTPAHATH MEPCOHANBHBIE JaHHBIE O€3 COrIacus
CyOBeKTa [epCOHANBHBIX IAHHBIX B COOTBETCTBHE ¢ DelepanbHbM 3akoHOM Poccuiickoit @enepanuu ot
27.07.2006 Ne 152 «O nepcoHaNbHBIX JaHHBIX);

- 3HaTh HOPMaTHBHO-IIPABOBBIC aKThI, PETYJIMPYIOIIHE OPTaHH3AIMIO JEJIOMPOU3BOICTBA B CYIE;

- BBIIOJIHEHHE HEOOXOAUMOH paGoTEI IIPH MIPHEME CyAbel rpaXk/IaH;

- BBI30B 110 IOPYYEHHIO CyJbH YJaCTHHKOB MIPOIIECcca;

- IO COIJIaCOBaHHWIO C CyIbEH IOATOTOBKAa W BHIBEIIMBAHHE CIIHCKOB M€, HA3HAYEHHBIX K
PacCMOTPEHHIO B CyZIeOHOM 3aceaHuu;

- IPOBEpKa SIBKH JIMI, KOTOPLIE BEI3BIBATNCH B CyAeOHOE 3acelaHHe, U OTMETKa B IOBECTKAaX
BPEMEHH MX HaXOXJEHHS B CYE;

- BEJICHHE IIPOTOKOJIOB CY/eOHBIX 3aceNaHuii i 03HAKOMIICHHE C HUMH YYaCTHHKOB IIpoIlecca II0
HX XOJIaTalCTBaM, B COOTBETCTBUH C TPEOOBAHHUSIMHE IIPOLECCYATHLHOIO 3aKOHOIATEBCTBRA;

- H3TOTOBJICHHE, BblIaYa HIIH HallpaBJICHHE KONUM CyJeOHBIX JOKYMEHTOB, KON aynHo3anuceit
(Buzeosanmceit) cyneOHBIX 3acelaHMii IO YrOJMOBHBIM JIelaM M MaTepHalaM paspelaeMbIX B IOPSAKE
HCIIOJIHEHHS IIPHIOBOPOB, OKOHYCHHBIM IMPOM3BOJCTBOM, HAa OCHOBAHHWH IIPEIBAPHTENBHO MOIAHHOTO
3asBIICHHUS;

- 0hOpMIIEHHE TPAXAHCKHUX, aIMHHECTPATHBHbIX, YTOJIOBHBIX JIeJ, e 06 aJMHHACTPATHBHEIX
NPaBOHAPYHICHASIX W HHBIX MaTEPHAJIOB IOCIIE HX PACCMOTPEHHSI;

- OTMETKa B JXypHalle y4€Ta Nejl, Ha3Ha4YeHHBIX K PacCMOTPEHHUIO B CyJAeOHOM 3acelaHHH, O
pe3ynbTaTax HX paCCMOTPEHHS;

- BBIIMCKA HCIOJHHUTENBHBIX JOKYMEHTOB IIO J€JaM, DEHIeHHs II0 KOTOPHIM IIOJUIEKAT
HEMEIJICHHOMY HUCIIOJIHEHHIO;

- [0 COIJIaCOBAHHMIO C CyIbEH M3BEIIACT CEKpeTapell cyna O pe3ysbTaraX pacCMOTPEHHS JAeT — O

KOIH4YECTBE PaCCMOTPEHHEBIX, IPUOCTAHOBJICHHEIX, IIPEKpPAICHHBIX, OTIIOKEHHBIX, BO300HOBJIEHHBIX pi ()
IIO pe3yabTaTaM pa60TI>I 3a J€Hb,
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- 0TOOpaHHE NOMIKCKA O SBKE B YIOJOBHO-HCIIONHATENBHYIO MHCIEKIHMIO ¥ OCYKIEHHOTO X
YCIIOBHOMY HaKa3aHHIO;

- BPYYCHHE KONHI MPUTOBOPOB JIMLEAM, OCYXIECHHBIM MPUTOBOPOM CyJia K PEanbHOMY JIHIIEHHUIO
CcBOOOIEL;

- 0TOOpaHHe y MOACYIMMOTO, 3aKIIIOYEHHOTO MOJ] CTPAXKy, HO B OTHOLICHHH, KOTOporo u3bpana

MHas Mepa IPEeCeYCHHUs, COOTBETCTBEHHO 3TOM Mepe:
* IOAHCKY O HEBBIE3 e
* MOMHUCKH O IMYHOM IOPYYHTEICTBE Y MOPYIHTEIIS
* ¢ ydacTreM Cy/1e6HOTO NpHCTaBa-HCIIONHUTENS 0DOPMIICHHE IPHHATHS 3aJI0Ta
- BBOX JIaHHBIX B NPOTPAMMHBIN KOMILIEKC B paspese HH(OPMAILHOHHBEIX pa3/ieNioB H IIOPAa3/elioB
IpOrpaMMHOTO KOMILIeKca I'ocynapcTBEHHON aBTOMATU3MPOBAHHON CHCTEMBI PoccHiCKO Qenepanun
«IIpaBocymuer- «Cyne6HOE NeNONPOU3BOICTBO H CTATHCTHKAY,
- BBIIIOJIHEHHE IPYTHX NOPYYCHHU peAcenaTels Cyaa, CyabH B INIaBHOTO CIIENHAIHCTA.
3.3. Cobmonare MepsI 311eKTPOOE30IaCHOCTH B OXPaHHI TPYZa
3.4. IlpaBa cekpetaps cyne6HOro 3aceIaHms.
OcHOBHEIC mpaBa CeKpeTaps CyIeOHOIrO 3acelaHusi KaK IPaKJaHCKOTO CIIy’Kallero yCTaHOBJIEHEI
cratbeii 14 ®enepanbHoro 3akona ot 27 moist 2004 rona Ne 79-d3 «O rOCyIapCTBEHHOH I'paXKIaHCKOM
ciryx6e Poccuiickoit denepanum»
Cexperaps cyne6HOro 3aceJaHus HMEET IPaBo:

- Ha olecrieyeHre HAIUISKAINMX OPraHM3alHOHHO-TEXHHYECKHX YCIOBHH, HEOOXOOUMBIX I
UCIIOJIHEHHS TOJDKHOCTHBIX 00SI3aHHOCTEH;

- SHAKOMHTBCA C NOKYMEHTAMH, ONPENEISMIOIMMH €T0 JOIDKHOCTHBIE OGS3aHHOCTH, IpaBa H
OTBETCTBEHHOCTD, KDHTEPHH OLCHKH Ka9eCTBa PabOTHI H YCIIOBHS IPOABHKEHHUS IO CITYXOe;

- TOIy4aTb B YCTAHOBJICHHOM MOpsAKE WHQPOPMANMIO W MAaTepHanbl, HEOOXOIMMEIE UL
HCTIOJTHEHHS JIOJDKHOCTHEIX 00S3aHHOCTEIH;

- OCYMCCTBIITL B3aUMONCHCTBHE C (e/lepalbHBIME  I'OCYJAPCTBEHHBIMH —TPaKIAHCKHMH
CIyXaluMHU  AJIEKCRHIPOBCKOTO - paiioHHOro cyna Tomckoif obnacta |, VYmpasnerus CyneGHOro
AenapramenTa B ToMmckoli obmactn m Tomckoro o6nacTHOro cyma mo BOIIPOCaM BXOJSINHM B €r0
0053aHHOCTH;

- TpeboBaTh OT pYKOBOACTBA CyAa CO3NAHHSA OPraHM3ANMOHHO-TEXHHYECKHX YCIIOBHIA,
HEOOXOMMMBIX IS HCHONHEHHs JOJDKHOCTHBIX OOS3aHHOCTEH; OKA3aHHMs COJICHCTBHS B: HCIIOJHEHHH
AOJDKHOCTHBIX OOS3aHHOCTEH, BO3NOXKEHHBIX Ha HETO; PeaH3alisi IPasB, IIPEyCMOTPEHHBIX HACTOSIIHUM
JOJDKHOCTHBIM PErjIaMEHTOM;

- BBIHOCHTR Ha pPAacCMOTPEHHME Cy[eH M IpeicefaTeNs CyAa IPeMIOKEHHS II0 YITydIICHHIO
ACATCILHOCTH CyJa, COBEPUICHCTBOBAHHIO €r0 pabOTEHI, a TakKe CBOEH NESATENBHOCTH, NPEJIAraTh
BAapUaHThl YCTPAHCHHsI HEOCTATKOB B ESATEILHOCTH CY/Ia;

- OTJBIX, OOecreYMBaeMEBIN YCTaHOBJIEHHEM HOPMAIBLHOM IPOJOJDKHMTENIEHOCTH CITy)KeOHOIro
BPEMCHH, NPEJIOCTABICHHEM BBIXOJHBIX IHEH M HEPabOYMX NPA3sTHHUYHEIX JHEH, a TAKKe eXeroHbIX
OIIAYHBACMBIX OCHOBHOI'O H JIOIIOJTHUTENIBHEIX OTIIYCKOB;

- Omiary TpyAa ¥ NpyrHe BBILIATEI B COOTBETCTBHM C HacTosiuM DelepalbHEIM 3aKOHOM,
MHBIMH HOPMATHBHBIMH NIPaBOBBIMU akTaMu Poccuiickoit Oenepanus u co ciryxeGHBM KOHTPAKTOM;

- MOJDKHOCTHOM POCT Ha KOHKYPCHOM OCHOBE;

- NIpOQeCCHOHANBHYIO HEPENOATOTOBKY, HOBBIIEHHE KBIH(QUKAMA M CTAXXHPOBKY B IOPAIKE,
YCTAHOBICHHOM HACTOSIIMM DeNepalbHbIM 3aKOHOM H IPYTHMH (elepatbHEIMH 3aKOHAM,

- IPOBETICHHE IO €r0 3asBIICHHUIO CITyKeOHOM POBEPKH;

- 3aIMTY CBOUX NPaB H 3aKOHHBIX HHTEPECOB HA IPAXKIAHCKOH CITyx6e;

- MCIMIMHCKOC CTPaxOBaHHE B COOTBETCTBHHM C HacTosmmuM @OelepalbHEIM 3aKOHOM H

. (enepanbHEIM 3aKOHOM O MEUIEHCKOM CTPaXxOBaHUH TOCYNApCTBEHHBIX CIyXXallMX PoOCCHICKOM
. Qenepanuuy;

- F'OCYZITapCTBEHHOE IIEHCHOHHOE 00€ECIIeYeHHeE B COOTBETCTBUH C (l)ellepaJIBHBIM 3aKOHOM.

- 3.5. OtBeTCTBEHHOCTE CekpeTaps CyHe6HOTO 3ace[aHus..
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Cekperapp CyneGHOTO 3acelaHHsi HECET YCTaHOBJEHHYIO 3aKOHONATEIbCTBOM POCCHICKOI
Qeziepanuy OTBETCTBEHHOCT 3a HEHCIIOIHEHNE WK HEHANJIEXAllee HCIOHEHHE BO3JIOKEHHBIX HA HEFO
JOIDKHOCTHBIX OOS3aHHOCTEH, 32 HECOOIIO/ICHNE OrPaHAYEHHI U 3alIPETOB, CBS3AHHAIX C IrpakIaHCKOMH
ciryx001#, a Takxe 3a:

- HCHAUIOKAIIYIO IOJTOTOBKY M (MIH) CDBHIB 3alUIAHHPOBAHHBIX MEPONPHSTHH, KOTOpDHIE
MOPYYEHEI eMY JUISl BHIIOJTHEHHUS,;

- JeHCTBHs WM Oe3NelCTBHS, Beylye K HapYLIEHHIO IIPaB HIIH 3aKOHHbIX HHTEPECOB IPaXKIaH;

- HapymeHue nonoxeHud Kozxekca oTukm u  CoyxeGHOro moBeneHHs —(enepaabHBIX
TOCYNapCTBEHHBIX IPAXAAHCKHMX CIIYXKAlllUX anmnapatoB AJEKCaHIPOBCKOro paioHHOro cyma Tomckoii
o0J1acTH;

- PpasrialliCHUE CBEJICHHH, CTaBIIMX M3BECTHBIMH €MY B CBS3H C HCIOJIHEHHEM JOJDKHOCTHBIX
00s13aHHOCTEH;

-~ HECBOCBPEMCHHOC BBHINIOJIHEHHE 3a/laHMii, IPHKA30B, PACIOPSHKEHHH M YKa3aHHI BBIIIECTOSIINX
B IIOPSIKE MOAYHHEHHOCTH PYKOBOJUTENEH, 32 HCKIIIOYEHHEM HE3aKOHHBIX;

- HECBOCBPEMCHHOC PACCMOTPEHHE B MPE/IEIaX CBOMX JOJDKHOCTHBIX OOS3aHHOCTeH oGparieHuit
IPaXIaH, TOCYIapCTBEHHBIX CILyXKAIIUX YIIpaBIeHHs (ornenos) CyneGHoro nemapramenta B Tomckoi
obmactu, ToMckoro o6iacTHOro cyma, opraHoB TOCYyNapCTBEHHON BiacTH cyObekToB P®, opraHoB
MECTHOT'0 CaMOYIPABJICHHS], & TAKXKE YUPEKACHHH U OpraHU3aIHii;

- TIPEIOCTAaBICHHE PyKOBOJCTBY HEIOCTATOYHOH H HEOOBEKTUBHOM HH(pOPMALIHH;

- MaTcpHalbHas OTBETCTBEHHOCTh 332 BO3MOXHBIA HMYINECTBEHHBIH ymepb, CBS3aHHBLH c
XapaKTepoM CITyXeGHOM JeSTeTEHOCTH;

Cornacno myHKTy 3 crateu 15 ®emepanbHOro 3akoHa B CIIydae MCIOJHEHHUS IPaXKJaHCKUM CITyKalliM
HEIIPaBOMEPHOTO NOPYYCHHS CEKPETaphb CyAeOHOI0 3ace/lalysl W AABUIHE 3TO MOPYYCHHE PYKOBOJIHTEIIb
HECYT  NHUCHMIUIMHAPHYIO,  TPaXJIAaHCKO-NPABOBYIO,  aIMHHHCTPATHBHYIO  HJIH YTOJIOBHYIO
OTBETCTBEHHOCTb B COOTBETCTBHH C NEHCTBYIOIIUM 3aKOHOIATEIHCTBOM.

IV. Ilepedens BOIPOCOB, 10 KOTOPEIM CEKPETaph CYAEGHOTO 3acellaHMs, BIPaBE CaMOCTOATEIHHO
[PUHAMATH YIPABICHYECKHE U HHEIE PELICHHS.

4.1. IlmamupoBaHHe cBoero pabouero BPEME€HH Ul HQUIEXKAIUEer0 HCIOJIHEHUS IOJDKHOCTHBIX
00s13aHHOCTEH, IPE/lyCMOTPEHHBIX HACTOSIIEM PErIaMeHToM.

4.2. VIHYOpMHpPOBATH COOTBETCTBYIOIIEE NIOZIpa3/ieNICHHe O BHIABJICHHBIX HAPYIIEHHUSIX.

4.3. MudpopmMupoBarme mpeacenares CyZa O BBIABIICHHH IIDH HCIOJHEHHH CIYXXeOHBIX 00S3aHHOCTEH
HapyIIeHHH NeHCTBYIOUIETO 3aKOHONATENLCTBA H IIPEUIOKEHHE CIOCOBOB HX YCTpaHEHHs.

V. Ilepedens BOIIPOCOB, 0 KOTOPEIM CeKpeTapb CyaeOHOro 3aceanus
Y4acTByeT B IIOATOTOBKE IIPOCKTOB HOPMATHBHBIX IIPaBOBEIX AKTOB H IIPOEKTOB YIPaBICHYECKHX H MHBIX
peIIeHuiA.

5.1. Cexperaps cyne6HOro 3aceanus BIIpaBe NPUHUMATh Y4acTHE B: -
TIOArOTOBKE HH()OPMAIHH II0 BOIPOCAM, BXOSIIEM B €10 JOIDKHOCTHEIE 00s13aHHOCTH;

- HOTOTOBKE aHATHTHIECKHMX MAaTEPHAIIOB [0 HAPABIICHHIO NEATEIHHOCTH,

- 06Cy)IeHHE IPOEKTa HOPMATHBHOTO IIPaBOBOT'O aKTa;

- BHECCHHE IPEUIOKEHHH II0 IIPOEKTY HOPMAaTHBHOTO IIPaBOBOTO aKTa;

- IOTOTOBKE NOKJIAJHOM JTHOO CITyKeOHOM 3amiCKy.

VL. Iopsinok ciyxe6HOro B3auMoaeicTeus CeKpeTaps CyneOHOro 3aceJaHus B CBSA3U
C HCTIOTIHEHHEM JIOJDKHOCTHBIX 00513aHHOCTEH ¢ (heiepalbHBIMHU rOCYAapCTBEHHBIMH I'PaXIaHCKHUMHU
CITyXaumMH AJIEKCaHIPOBCKOTO paifoHHOTo cyna ToMCKoi obnacth, cucrems! Ypasnenus Cyne6HOro




Aenapramenta B Tomckoii oGiacti, TOMCKOro 061acTHOTO Cyza, FpaIaHCKUME CILy>KalllMMHU HHBIX
TOCYNapCTBEHHBIX OPraHOB, IPaXKIaHaAMH U OpPraHU3aIHsIMY.

6.1. Cekperapb Cyne6HOro 3acefaHus OCYIIECTBISET B3aHMOJIECHCTBHE ¢ TPOXIAHCKUMH CITYXAITUMHA
CyZIOB 00l FOPHC/MKIAH II0 BOIIPOCAM, BXOISIIAM B €I0 AOKHOCTHBIE OOS3aHHOCTI.

6.2. Cexperapb Cyne6HOTo 3acejaHus OCYIIECTBISAET B3aHMOICHCTRHE C OpraHU3alMsAMH U IpaKIaHaMH
IO BOIIPOCaM, HEOOXOMMBIM ISl BEIIOJHEHHS CBOMX 0OS3aHHOCTEH.

6.3. Cexperapb CyeOHOr0 3acejaHus OCYIIECTBISIET B3AaHMOIEHCTBHE CO CIENYIOIUMH T'PaXKIaHCKHMHU
CITyKaIlUMH AJIEKCAHPOBCKOTO PalloHHOTO cyna ToMCKO#H 061acTH :

- IOMOITHHKAMHU CYIeH;

- aIMHHHUCTPATOPOM CY/1a;

- TTIaBHBIM CIICIIHATHCTOM;

- CEKpeTapeM cyja;

- CeKpeTapsiMu Cy1eOHOTO 3acelaHus;

- CIIEAAIACTOM.

VIL Iloka3arenu 3¢dexTHBHOCTH U Pe3yIbTaTHBHOCTH
IpoQecCHOHATBEHOMN CITykeOHOMH IesTebHOCTH CeKpeTaps cyneOHOro 3acejaHmsl.

7.1. B opraHusanuu tpyaa:
- IPOM3BOAUTENBHOCTE (BBIIONHIEMEL 00BeM paGoT);
- PE3YJITaTUBHOCTE (M€pa OCTHXKEHHS MOCTABICHHBIX neneii)
HHTEHCHBHOCTB TpyZia (CLIOCOGHOCTE B KOPOTKHE CPOKH BEIIOJHATS OIpeneNieHHbIH 00BeM paboT);
- COOIIIOIEHAE TPYIOBOM TUCIIUILIHHEL
7.2. CBOEBPEMEHHOCTD U ONIEPATHBHOCTH, TO €CTh BEIIOMHEHHE IIOPYYEHHH B YCTaHOBJICHHBIE
3aKOHOZATENIECTBOM, IOJDKHOCTHBIM PETrIAMEHTOM HITH PYKOBOJCTBOM CPOKH.
7.3. Ka4ecTBO BBHIIONHEHHO! paGOTHL:
- IIOATOTOBKA JOKYMEHTOB B COOTBETCTBHH C yCTAHOBJIEHHBIMH TpeOOBaHUAMH;
- IIOJIHOE U JIOTHYECKOE U3JI0XKEHHE MAaTEPHATIOB;
- IOPHIMYIECKH IPAMOTHOE COCTABICHHE JIOKYMEHTOB;
- OTCYTCTBHE CTHIIHCTUYECKHX H IPaMMaTHYECKHX OIIHOOK.
7.4. Ilpodeccronamusm:

- IPO(eCCHOHATBHAS KOMIIETEHTHOCTD (3HAHHE 3aKOHOJATENbHBIX, HOPMAaTHBHEBIX IPABOBEIX
4KTOB, yMEHHE paboTaTh C JOKyMEHTaMH)

- CIOCOOHOCTH BEIIOJNHSATE JODKHOCTHEIE $ysKIEM camocTOsTENBHO Ge3 oMo PYKOBOJHTEIS;

- CHOCOOHOCTB YE€TKO OPraHH30BHIBATH H IIaHHPOBATE BBIIOJHEHHE IOPYYEHHBIX 3aIaHHiA,
YMCHHE pallMOHATBLHO HCIIONIB30BaTh pabodee BpeMsi, paCCTABIIAT IIPHOPHUTETEI;

- OCO3HaHHE OTBETCTBCHHOCTH 3a ITOCNIEICTBHS CBOMX JCHCTBHH | IIPHHAMAEMBIX PEIIEHHUI;

- CIIOCOOHOCTE COXPAHSATH BBICOKYIO paGoTOCIIOCOGHOCTE B 9KCTPEMAILHBIX YCIOBHUSIX.
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