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1. O0use nonoKeHHa

1.1. JlomxHOCTE cekperaps cyneOHoro 3sacemanust obmiero orzena KomnmamreBckoro
ropoackoro cyna Tomckol obnacTu (manee — cekperaps cyaeOHOrO 3aceiaHus) B COOTBETCTBHU
¢ PeectpoM momxzocTell bemepanbHON rocyJapCTBEHHOH TI'pa)(IaHCKOM CIykObl OTHOCHTCS K
cTapluel rpymne A0oMMKHOCTeN (denepatbHOH rocy1apcTBEHHOW rpaykKIaHCKOH CITYKOBI KaTErOpUH
«CIEUHAITUCTBI».

12. CexpeTaph cyaeOHOTO 3acelaHHs HazHayaeTcs Ha JO/DKHOCTH M OCBODOKIaeTcs OT
JIOJDKHOCTH TIPUKa30M IIpeaceaares KoJnaleBckoro ropoackoro cyaa ToMcKo# 00iacTH.

1.3.Cexpetapp cyaeGHOT0 3aceaHus MOAYMHAETCH HETMOCPEICTBEHHO CYIBE, C KOTOPBIM
OCYILECTBIIAET paboTy MO OTIPABIEHHIO TIPABOCYIMS, HAYaIbHUKY O0IIEro OTAeNa.

1.4. Ha mepuon BpeMEHHOr0 OTCYTCTBHs CeKpeTaps CydeOHOro 3acefaHus €ro
zamelnaeT (elepadbHbIA TOCYIAPCTBEHHBIH IPaKAAHCKUH CIYKallMi Cyaa 10 paclopsKEHHIO
npejceaaTens cyaa.

Ha cexperaps cyaeGHOro 3aceiaHus MOXET ObITH BO3JIOKEHO HCIIONHEHHE 00S3aHHOCTCH
npyroro (eaepantbHOr0 TOCYIapCTBEHHOIO CIYXKaLIEro cyfa B ClIy4ae €ro OTCYTCTBHA IIO
pacrnopsHKeHUIO IpeacenaTes cyia. o .k

1.5. Cekperaps cyaeOHOro 3acenaHus B cBoelt crmyxeOHOH OeATEIbHOCTH
PYKOBOACTBYETCS:
»  Koncrurynmei Poccutickoi ®enepanni;

denepansapMu 3aKoHamu 0T 8 siHBaps 1998 r. Ne 7-03 «O CynebHoM nenapraMenTe npu
Bepxoom Cyme Poccuiickoit ®enepaumu», 27 mas 2003 r. Ne 58-@03 «O cucreme
rocynapcTBeHHol cayx6s1 Poccuiickoit @enepaummy, 27 mons 2004 r. Ne 79-03 «O
rocyJapcTBEHHOM rpakaanckoit ciyskbe Poccniickoit ®enepamyny», OenepanbHbM 3aKOHOM OT
22.12.2008 r. « 262-d3 «O6 obecreyeHun A0CTYNA K UHOPMALMU O JeATETLHOCTH CYIOB B

Poccuiickoit @eneparmmy»; ot 26.05.1992 r. Ne 3132-1 «O craryce cyned B Poccuiickoi

®enepanii», UHBIMH (elepalbHbIMH 3aKOHAMH;

o ykasamu [IpesunenTa Poccuiickoit denepariu;

» riocTaHOBIeHUAMH [ IpasuTenscTBa Poccuiickoi enepaunu;

» nocraHoeneHusivu Bepxosaoro Cyna Poceuiickoit Genepanvu;

» nocranoenerusMu Cosera cyneit Poccuiickoit Depepalivi, KacalolIHecs OpraHH3aliOHHOIO
obecredeH s JesTeNbHOCTH CYI0B M PEryIupYIOLKHe 0COOEHHOCTH IPOXOXKIEHHSA TPAKIAHCKOH
CIyXOBI; '

*  HOPMAaTHBHBIMH MpaBoBbiMU akTaMu CyneOHoro jgenapraMenTa; -

*  IMMHHCTPATHBHBIM PeriameHToM CyIe6HOTO TiemapTameHTa H €r0 OpraHoB B CyOBeKTax
Poccuiickoit @egepanu; .

e [IOJIOKEHMSIMH, HHCTPYKITUAMHE, METOIHUYECKUMU PEKOMEHIAITHIMU;

°  [oJIOYKEHHEM 00 OTAeNe JeNonpou3BoaAcTBa KoaleBecKoro ropoACKoro cyaa;

o KomexcoM 3TMKM M clykeDHOrOo TmoOBeneHHs (elepalbHBIX TOCYAapCTBEHHBIX TI'PAXAAHCKHX

cnyxamux Konmanesckoro ropoackoro cyna ToMckoH ofacTy;

°  HACTOSIIHUM JODKHOCTHBIM PErVIAMEHTOM.
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. Kpamuduxannonnsie TpeboBanus

2.1. KpamudpuxanuoHubie TpeGoBaHMs K YPOBHIO 00pa3oBaHusl.

2.1.1. Ha momxHOCTB cexperapsi CyneOHOro 3acelaHus HasHAYAROTCH JIMLA C BBICLIMM
HOPHIMYECKUM 00pa3oBaHUEM.

2.2. KpanudukanuoHHbIe TPeOOBAHMSA K CTAXKY paboThl 110 CIeHaILHOCTH.
2.2.1. TpeboBanuii k cTaxy pabOTEI LA, 3aMEIIAIOIIEr0 BRIIIEYKA3aHHYIO JOKHOCTD, HE

[IpEOBLABIIAETCA.
2.3. Kpaanduxanuonnsie TpeGoBaHUS K NPO(ECCHOHANLHLIM 3HAHHSIM H HABBIKAM,

HEeo0XO0AMMBIM /15 HCIIOJTHEHHS T0DKHOCTHBIX 00513aHHOCTEHl.
2.3.1. Cekperaps cyne6GHOrO 3acelaHHs JOJDKEH 3HATh U YMETh NPHMEHSATh Ha [IPaKTHKE:

Koucerutynuro Pocceniickoii @enepariuu;

@eliepanbHble KOHCTHTYLMOHHBIE 3aKOHBI (B TOM umcie DenepalbHBIM KOHCTHTYLHOHHBIH
3akoH oT 31 mexabpsa 1996 r. N 1-®K3 "O cynebuoit cucreme Poccuiickoit Denmeparyn"
De/repasibHbIH KOHCTUTYIHOHHEIH 3aKkoH 0T 07.02.2011 Ne 1-OK3 «O cynax ofimeil IopHCAUKINE B
Poccuiickoit Oenepaunn», penepaabHbIE 3aKOHEI (B ToM 4ncie 3akoH Poccuiickoit Penepanuu ot 26
mioHsa 1992 r. N 3132-1 "O crartyce cyneit B Poccuiickoit @enepanun”, ®enepansuelit 3aK0H 0T 8
susaps 1998 r. N 7-®3 "O CynebHom nemapramente npu Bepxosmom Cyne Poccuiickoii
Qenepannn” Qenepaneheiit 3axkoH ot 27.07.2004 N 79-®3 "O rocymapcTBeHHON TpakIaHCKOM
cnyxbe Poccuiickoit Penepanun” @emepanbHeii 3akoH ot 25.12.2008 N 273-®@3 "O
POTUBOAEHCTBHH Koppynuuu'", ®enepaisHblil 3akoH oT 22.12.2008 Ne 262-D3 «06 obecneueHnn
nocTyna K uHpopManuu o OesSTelbHOCTH cynoB B Poccuiickoit @enepammmy; DenepaibHblil 3aK0H
0120.08.2004 r. Ne u113-®3 «O npHcHKHBIX 3acenarensx hefepansHeX CyI0B 00MEH IOpHCIUKIIY
B Poccuiickolt ®Denepauun»; Denepansrbii 3akon oT 02.05.2006 Ne 59-®3 «O mopaake
paccMoTpenus obpamennii rpaxznan Poceuiickoit ®enepauuuy, OenepaibHbii 3akoH o1 27.07.2006 1
No 152-@3 «O mnepconanbHBIX AaHHBIX»; DenepanbHbii 3akoH oT 02.10.2007 Ne 229-®3 «06
HCTIOJIHUTEIFHOM — NIPOH3BOJACTBEY»), | paxIaHckul mpoueccyamsHBIH  KoJekc Poccuifickoi
@enepanyn, YTONOBHO-IIpOLECCYalnbHbIi komeke Poccuiickoit ®enepaumu, Komexc Poccuiickoit
Denepauuu 06 aIMUHUCTPATUBHBIX TIpaBoHapylIeHusaX, Hamoroseiit konexc Poccuiickoit denepanuu
M OPYTHE 3aKOHBI, HAlpaBIIEHHbIE HA OCYINECTBJIEHHE NIPAaBOCYIHsA, IIOCTAHOBIEHUS (OIpeneieH s )
Koncrutyuuonnoro Cyna Poccuitckoit ®enepauuu, ykassl [Ipesunenta Poccumiickoit @enepanmu,
nocranosnenus IlpasmrenscTsa Poccuiickoit @epepauum, mnocraHoBnenus Bepxosmoro Cyna
Poccuiickoli ®enepanmu, mocraHoBnenns Cosera cymeit Poccuiickoit ®enepauwu, IIpukas
Cynebuoro pmemapramenta npu Bepxosmom Cyze PO ot 29.04.2003 N 36 "O6 yrBepxicHHM
WHcTpykumu mo cyneOHOMY [eIONpOM3BOACTBY B paioHHOM cyme", mpyrue axtel CyneGHOro
nenaptamenTta npu Bepxosrom Cynme Poccuiickoit @enepamnui u Ipyrde HOPMaTHBHBIE IIPABOBLIE
aKThl, PEry/lHpYIOLIHE NEATENbHOCTh (heaepaabHBIX CyHOB 00Ield FOPHCOMKLHMHA H O0COOEHHOCTH
IPOXO0KIEHHS FOCYJaPCTBEHHOH IPaXIAHCKOH CITYKObI;

IIPHUHIUIIEL OCYILECTBICHHS TPABOCY IUS; |

3HaHHE roCyIapCTBEHHOTO sA3blka Poccuiickoit Penepanuu (pyccKoro s3uika);

3HAHUS ¥ yMEHHs B 001aCTH HHOOPMALMOHHO-KOMMYHUKAITHOHHEIX TEXHOIOTHH;

MOpAI0K paboTel co cnyxeOHoH uHbOopManuei; _

OCHOBBI BeZIeHUs Cy1eOHOr0 IEIONPOU3BOICTBA U CYNeOHOM CTATHCTUKH;

ofLine NPUHIHMNBLI CIyXeOHOro moBedeHMs (GedepalbHBIX TOCYAAPCTBEHHBIX TIPAKIAHCKHX
CITyKallKX;

HOPMBI U IIPaBHJIA OXPaHbl TPYIa, TEXHUKH OE30MacHOCTH U TOXKAPHOM 6e30I1aCHOCTH;

NpaBuja MOoBeACHU paOOTHUKOB anmnapara cyaa;

NpaBuja BHYTPEHHErO TPYAOBOTO PaCIoOpaaKa;

THIIOBOH KONEKC ITHKH M CIy)KeOHOro NOBENEHHs TOCYNapCTBEHHEBIX MPAXIAHCKHX CIYKaIIuX
annaparoB QeneparbHbIX CynoB oO0mell OpUCAMKUMH, (eNepaltbHbIX apOUTPaXKHBIX CYIOB H
ynpasneru#i CynebHoro pemapramenTa B cybpexTax Poccuiickoit @enepanuu, yTBep:KICHHBIH
npukasoM Cynebnoro nemapramenta npu Bepxosaom Cyme Poccmifckoit @eneparmu ot 26.04.2011

Ne 79;
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HalH4YH€ BBICOKOIO ypOBHH HpaBOCO3HElHIdS! H HpaBOBOH KYJIbTYpPBI, IOHHKMAaHHE COLMAIBHOMN

3HAYMMOCTHU CBOeH IpodeccuH;
TIpaBUIa aAHTUKOPPYILIHOHHOI'O HOBez{erm NOHHMAHHE CBOEH OTBETCTBEHHOCTH Iepen

00IIeCTBOM H rocyxapcTBOM;
IOPAIOK pPasMEIICHHA Hh@)opmauym 0 HedTENBHOCTH Cyaa H TEKCTOB Cyﬂ;e6HbIX dKTOB Ha

HHTepHeT-caliTe cyna;
JIOKaJIbHbBIE aKThI CYJIa;
HacTOSIIHH JIOMKHOCTHOH PEeryiaMenT;
MHbIE HOPMATHUBHBIE [TPABOBBIE TOKYMEHTEI, PEryIHPYIOLIHME AEITENbHOCTh CYIA.
2.3.2.. Cexperapb cynebOHOro 3acelaHus T0DKEH YMETE:
o0mpe ymeHHs (YMEHHE MBICIHTL CHCTEMHO (CTpaTerW4ecKH), YMEHHME I[UIaHHPOBATh,
PAlHOHABHO HCIONB30BATh CyKeOHOe BpeMs H IOCTHraTh pe3ylkTaTa; KOMMYHHKATHBHBIE

YMEHHSI; YMEHHUE YIPABIATE H3MEHEHHUAMH);
YIIpaBieHYecKre yMeHus (YMEHHe DPYKOBOIUTHL NOIYMHEHHBIMH, 3Q(EKTUBHO IIAHHPOBATH,
OpraHW30BBIBATE PabOTy M KOHTPOJIMPOBATh €€ BBINIONHEHUE; YMEHHE ONEPATUBHO MPUHUMATH H

DeaIH30BBIBATH YIIPaBICHYECKUE PEIEHHMS);
BIae€Th METOOUKOM [MOArOTOBKM TEKCTOB OQHLHANBHBIX [JOKYMEHTOB, 3aKIHOYEHUH,

AHATMTHYECKHUX, CIIPABOYHBIX U HHGOPMALMOHHBIX MATEPHATIOB
3bdexTHBHO U HOCJ‘IGJIOB&T-CIIBH‘O 'OpFaHHSOBa-Tb paboTy 10 HampaBIeHHSM CBOEH

IesSTeNbHOCTH; :
006006111aTh ¥ aHAIU3UPOBATE IIOCTYIAIOIIYIO HHQ)opMaumo
paboTarh C 3aKOHOATCIBHBLIME M HOPMATMBHBIMH MPABOBBIMH aKTaMH, NPHMEHATL MX Ha

IIPaKTHKE,
pa3pabaTsIBaTh IAH KOHKPETHBIX IeACTBHIA;
OTIEPATHBHO IPUHUMATh U OCYIIECTBIIATE IPHHATHIE PELLEHHS;
aIaTHPOBATLCS K HOBOMH CHTYalliK 1 IPHMEHATE HOBEIE [TOAXOIBI K PEUIEHHIO BO3HUKAIOLIUX

npobiieM;
B3aMMOIEHCTBOBATh C pa60THHKaMM CTPYKTYPHBIX TIOIpa3fiefleHHi cyna Ui pelleHus

BOIIPOCOB, BXOISIIUX B €70 KOMIIETEHLHIO;
NPaBHIILHO pacipeensTs paboyee Bpems;
BIAJETh IIPHEMAMH MEXUTHYHOCTHBIX OTHOLICHHUH;
paboTaTh CO CIPABOYHO-TIPABOBEIMU CHCTEMAMH;
paGoTaTh ¢ mOACHCTeMaMH [ 0CyZapcTBeHHOH ABTOMATH3HPOBAHHOH CHCTeMbI Poccuiickoi

®enepanun "[IpaBocyaue" no HaIPaB/ICHUAM JESATCIEHOCTH;
MI0JIE30BATECS KO\«H’IBIOTepHOI/T W Opyroi opr'reXHmcon HEOOXOIUMBIM  [TPOrpaMMHBIM

oDecrieyeHHEM.

L. JomKuocTHBIE 06S3aHHOCTH, MPaBa U
OTBETCTBEHHOCTH CEKpeTraps cyaedHoro zaceJjaHus

Llenbio HEATENBHOCTH CeKpeTaps CyaeOHOro s3acemaHus sBIsSETCS OOBEKTHBHOE U
6ecanCTpaCTHoe BeJleHHE MpOTOKona cyaebHoro pasOuparenbcTBa, OOECNEYEHHE MPOBEACHHS
cyneOHoOro 3acenanus, ohopMICHHE IeJl H MaTepPHaIoB

3.2. OcuoBHbIE 0053aHHOCTH CeKpeTaps cyaeOHOro 3aceaHus:

» odopMIeHHE TIpaXIAHCKUX, aJMMHMCTDATHUBHBIX, YTOJOBHBIX Jeln W Jen 06
aIMMHHCTPATHBHBIX IIPABOHAPYIIEHUSX C MOMEHTA [IOCTYILICHUS B CY]I 3a5BIECHHA U 10 CaYH
Jiena B 001U OTHET;

e TIIONTOTOBKA A€l K cynebHOMYy 3acemaHuio (BBI30B YYAaCTHHMKOB IIpollecca, CBHIETEIIEH,
E3BEIICHHE YJYACTHHKOB IIpolecca W JAPYrHX JHIl O BPEMEHH M MECTe cyﬂe6ﬁoro
pa3bupaTensCTBA; BBIIUCKA W HAMPABICHHWE ITOBECTOK, H3BEUIEHUH, 3alIpOCOB, ITHMCEM, KOTIHH
HCKOBBIX 3asBIIEHHH; IIPOBEPKA YBEIOMIEHUH 00 H3BEIIEHHH YYaCTHHKOB IIpOLecca;

* COCTA4BJICHHE CIIMCKOB JEJ, HA3HAYEHHBIX K PACCMOTPEHHUIO B CyAeOHOM 3acelaHuH;

* [IPOBEpKA SIBKH JIML, BBI3BAHHBIX B cyAeOHOe 3acenanie 1 ohopMICHHE OTMETOK B IIOBECTKAX O
BPEMEHHU UX HaXOXXICHHS B CYJIE;

e BEIEHHE IIPOTOKOJIOB CyneOHBIX 3aceqaHuil M 03HAKOMJIEHHE C HUMH YYaCTHMKOB Mpolecca no
HX X0JaTalCcTBaM, H3rOTOBJIEHHE MPOTOKONA CY1eOHOr0 3acenanusl;



4

+ odopMIeHHE paspellieH i Ha CBUAaHHE C OCYIKICHHBIM;

o othopMIIEHHE JOKYMEHTOB Ha OIUIATy IPOe3/ia BhI3BaHHBIM CBHICTE/AM 1 IIOTCPIICBIIIM,

+  obopMIIEHHE OKOHYEHHBIX MPOM3BOJCTBOM YIOJNOBHBIX, IPaKIAHCKUX, aAMUHHCTPATHBHBIX
jen ¥ jen o6 aIMHHHCTPAaTHBHBIX NPABOHAPYINEHHSX, a TAKKE MAaTepualoB B IHODPIAKE
BLITOJNIHEHHS OTIEIBHOr0 CyneOHOro MNOopydeHHss B COOTBETCTBHH C TpeboBaHHAMH K
ohOopMIEHHIO A€ s Cla4yi B apXHB, HHCTPYKIHH 11O NIETOIPOU3BOACTBY LIS OCIIE MY OuIeH
CIaud UX B OTIEN NeIONPOH3BOICTRA; ;

e O3HAKOMJICHHE JIMLI, yYACTBYIOIIMX B [IETIE, C IPOTOKOIOM CYIeOHOro 3aceaHus;

+  0(OpMICHHE UCIIONHHTENBHEIX JOKYMEHTOB K HEMEAICHHOMY HCIIONHEHHIO,

o odopmiIeHHE MATEPHATIOB, CBA3AHHBIX C HCTIOJHCHAEM TIPUTOBOPOB 1 pelLeHHIH;

. senenve B TAC «[IpaBocynue» TeKCTa NpPOTOKOJNa CyAEOHOro 3acelnaHus,
COOTBETCTBYIOIIEr0 OPHIHHAITY IPOLECCYANBHOTO JOKYMEHTa, HAXOAAIICrOCHA B ACTIC, 7
. Beox mamEeX B moncucremy «CyneGHOe —[€NONPOMSBOACTBO M CTATHCTHKA»

[ocyaapcTBEHHOM aBTOMATH3HPOBAHHOH ITPOTPaMMbl «ITpaBocynue» B paszen «[[BHXCHHE [N
(co cramuu cyaebHOro 3acenanus 10 CAa4d Iena B KaHIIEISPUIO)» KapTOTEeK IO PEerHCTpaliu U
y4yeTy yroJIOBHBIX JIENI, yTOJIOBHEIX ale/IALMOHHBIX 1€, II0 pEruCTpalliy M y4eTy TPaKIaHCKHX
e, TPaKIAHCKHUX ale/UIAIAMOHHBIX JEN, [0 PEriCTpalii W y4eTy nen o6 agIMHHHUCTPATHBHBIX

[IpaBOHAapPyIICHHAX, MaTepHaioB B [IOPSAAKE HCIIOJIHEHHUS IIPHTOBOPOB H CYﬂ,GﬁHOTO KOHTPOJIA
e  BLINTOJHEHHE OPYTHUX pa60'r 110 nopy‘;eﬂmo npeacemaressl cyaa, 3aMeCcTUTEeNId IIpeaceaaTeis
cyna, Ha4albHHKa oTaecia.

3.3. IIpapa cexperaps cyae0HOro0 3acelaHUs.

OcHOBHBIE Tpasa Ccekperaps CyAeOHOrO 3acelqaHHs KaK TPKAAHCKOro  CIIyXAIICro
ycTaHoBJeHbl cTaTheli 14 ODenepalbHOro sakoHa or 27 wmrons 2004 r. Ne 79-@3 «O
rOCYJapCTBEHHOI IPaKIAHCKOH ciyxbe Poccuiickoit Deneparuum».

Ha ocHOBAHMH JAHHOM CTaThi ceKpeTaph Cye0HOr0 3aceaHua HMEET IIPaBo:

e  3HAKOMHTLCS C IJOKYMEHTaMH, OIPEIENAIOIUMU €ro JI0/DKHOCTHBIC 0043aHHOCTH, I[IpaBa H
OTBETCTREHHOCTE, KPUTEPHH OLEHKH Ka4yecTBa paboThl M yCIOBHS NPOABHXCHUA 11O ciayxoe;

+ moay4aTb B YCTAHOBJEHHOM IOpsAKE HMHQOPMALMIO W MaTepHaE HEeOoOXOMUMBIE I
MCTIONHEHHS TOIKHOCTHBIX 00A3aHHOCTEH; 2

*  OCYLIECTBIATH B3auMozeiicTBue € rOCyJapCTBEHHBIME — I'PAKIAHCKUMH CITYXKallHMH
KOJINAlIeBCKOTO TOPOACKOrO Cyja,  HHbIME paboTHMKaMi KommameBCKOro ropoickoro cynd,
[pUBJIEKATh HX B ClIydae HEOOXOMMMOCTH C pa3pelleHus NpeacenaTeis K perleHIio BO3JIOEHHBIX
Ha Hero 3ajady;

»  aBaTh 3AKTIOUEHHS U IPEUIOKEHHS 110 PENIEHHIO BOIPOCOB, OTHOCAIINXCS K €0 KOMICTCHILHH.

« TpeOOBaTh CO3aHHS OpraHM3alMOHHO-TEXHHYECKUX  YCIOBHH, HEODXOJMMEIX I
MCTIONHEHHS.  JOMKHOCTHBIX 00S3aHHOCTEH; OKa3aHHs CONEHCTBUS B: HCTIONHEHUH OJDKHOCTHBIX
0Bs3aHHOCTE, BO3JIOXKEHHBIX HA HEro; pealu3alluy [paB, TPEIyCMOTPEHHBIX HACTOALIMM
JODKHOCTHBIM PErIaMeHTOM; '

.  BLIHOCHTb HA PACCMOTPEHHE HadalbHMKA OTHENa MPEMANIOXKEHUS MO YJIyHLICHHIO NEATCIIbHOCTH
OTHeNa, COBEPLIEHCTBOBAHUIO €ro paboTel, a TaKKe CBOCH  [EATCNBHOCTH; IIpeanarath
BAapMAaHTBEl YCTPAHEHHS HEAOCTATKOB B JIEATEILHOCTH OTACIA.

e aBaTh TOCYJApPCTBEHHBIM [PAXKOAHCKUM  CIYXKalluM KonmaiieBckoro TOpOACKOro  cyaa
pazbiACHEHMs II0 BOIPOCAM, BXOISIIMM B HOJDKHOCTHBIE 00S3aHHOCTH, NPEAyCMOTPEHHBIE
HACTOSLIUM PETrNIaMEHTOM; ) . '

3.4. OTBETCTBEHHOCTD, CEKPETaps Cy1eOHOT0 3aceqaHus.
3.4.1.Cexperaph Cy/Ae0HOTO 3aceqaHWs HECET YyCTAHOBJICHHYIO 3aKOHOIATEIECTBOM
Poccuiickoit ®@enepandd OTBETCTBEHHOCTh 32 HEBBIIOIHCHHE MM HeHaJIe)Kalllee BBIIOIHEHHE
BO3JIOKEHHBIX HA HErO JOJDKHOCTHBIX OOS3aHHOCTEH, 33 HECOOIONCHHE OrpaHHYEHHH U 3aIIpeToB,
CBSI3aHHBIX C MPAKAAHCKOH ciyx00#, a TaKKe 3a: ' .
o  HecobMOIeHHe TPYIOBOH JUCUMILTHHEL, TPaBII BHYTPEHHET0 TPYIOBOrO pacnopAka,
o HeHaJIEKAIIYIO MOATOTOBKY Jena M (WIK) CPbIB PACCMOTPEHHS YTOJOBHBIX I IPaKIAHCKHIX
nesl, a TakKe MaTepHalloB.
«  TeHcTBYS WM Ge3IeHCTBUS, Bedyl|e K HapYLISHHUIO [paB HIH 3aKOHHBIX HHTEPECOB rPaKIaH,
s pasrnalleHHe CBElEHHH, CTABIIMX W3BECTHBIMHM €My B CBSA3M C MCIIOIHCHHEM JOIKHOCTHBIX
0093aHHOCTEH; Lok
o  HeBLINOJHEHHe HIM HECBOEBPEMEHHOE BBIIIONHEHME 3aNaHMM, PHKa30B, pacropsHKeHHH H
yKa3aHuil BHILUECTOSIIMX B MOPAAKE NOMYMHEHHOCTH PYKOBOJHMTENEH, 3a HCKIIOUCHUEM
He3aKOHHBIX; '
» HeobecrieyeHre COXPAaHHOCTH JOKYMEHTOB, [EN ¥ MaTCPHANIOB;
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« HeobecrieyeHre COXPaHHOCTH, MOPUY MaTepHasibHBIX LIEHHOCTEH, eClIM OHHM IIPOHM3OLILIN 10 BUHE

CEKpeETaps Cy,ﬂe6H_01"O 3acenaHus, -

o Hapymenue nonoxenudt Komekca oTukuw U coyxeOHOTO mMOBeAeHHs (enepaibHbIX

rOCYJapCTBEHHBIX TIpakaaHckuX cayxamux Komnmamesckoro ropoackoro cyzna Tomckoi
obnacTh I

3.4.2. Cornacuo crathe 15 ®enepanshoro 3akona or 27 urons 2004 r. Ne 79-@3 «O
rOCYIapCTBEHHOH TpakmaHckoii cayxOe Poccuiickoit @epepauuu» cexperapb CynedHOIo
3acefaHus HeceT NUCIMILIHHAPHYIO, IPajkIaHCKO-IPABOBYIO MJIM YTOJOBHYK) OTBETCTBEHHOCTH
B COOTBETCTBHUH C (henepalbHBIM 3aKOHOAATENIECTBOM B CIIydae MCIIOJHEHUS UM HEIIPAaBOMEPHOT O

TIOpPYYEHHUS. :

IV. IlepedeHnr BONPOCOB, MO KOTOPLIM CeKpeTaph cyAeOHOIro 3aceJaHus BIpaBe
€CaMOCTOSITEILHO NPHHUMATD PelleHHs
e uHGOPMHPOBAHHE CYIbH M HAYadbHMKA OTHEJA O BBISBIEHHBIX MPH HCIIOJIHEHHH CIY:KeOHBIX
00s13aHHOCTEH HapYIIEHUAX | MPEUIoKeHHEe CToCO00B UX YCTpaHEHHU .

V. Iopanex cay:xxe0HOro B3aUMOIeHCTBHA CeKpeTaps cy1e0HOro 3aceJaHus B CBSA3H ¢
HCIOJHEHHEM [JOOKHOCTHBIX 00SI3aHHOCTEH € &% IpakIaHCKHMM  CJIY>KALHMH
KoamameBC¢Koro ropoacKoro  cyaa, TIPaKIAaHCKHMM  CIYKAIDHMH =~ HHBIX
rocyiapcTBeHHBIX OPTraHOB, IPAXKIAHAMH H OPraHU3alUsAMH.

5.1. Cexperaps cynebHOTO  3acelaHMsl OCYILECTBISIET B3aMMOIECHCTBHE C CYIbAMH,
rOCYAapCTBEHHBIMH IPAXKIAHCKHMHE CITYKAIIHME, ApYrHMH paboTHUKaMH KommameBcKoro ropoacKoro
cyna Tomcko#t 0b6acTy, aAMHHHCTPATOPOM CyZa.

5.2. Cexperapp cyneOHOrO 3aceaHHs B IOPSOKE MCIIONHEHHMA CBOMX JOIKHOCTHBIX
00s3aHHOCTEH OCYILECTBISIET B3aMMOIEHCTBME CO CIYKAlMMHM OPYIHX TOCYNapCTBEHHBIX U
MYHHUIIMIIATBHBIX OPraHoB, pakJaHaMH H OpraHu3alsaMH.

VL Ioxaszarenu 3¢pPeKTHBHOCTH H pe3yJIbTATUBHOCTH
npodecCHOHANLHOM cny)KeGHOoi NeaTeTbHOCTH ceKpeTaps cy1e0HOoro 3aceJaHus.

6.1. B oprasusauuM TpyZa: [POM3BOJMTENBHOCTb (BBIIONHAEMBLHI 00BeM paboT);
pE3YIBTATHBHOCTE (Mepa AOCTHIKEHHUS TOCTaBIEHHBIX LeTeH);
WHTEHCHBHOCTh Tpyda (CHOCOOHOCTH B KOPOTKME CPOKH BBIIONHSATH ONpPEAENeHHEIH 00beM
paboT); cobnioieHNEe TPYAOBON JUCIHUILIHHEL ,
6.2.CBOEBpEMEHHOCTE U  OMNEPaTUBHOCTh, TO €CTh BBINOJHEHHE [OpYYEHHH B

YCTAHOBJICHHBIE 3aKOHOIATENHCTBOM, MOJDKHOCTHBIM ~ PErJIaMEHTOM HJIH PYKOBOACTBOM
CPOKH. [
6.3.KauecTBO BEHIMOJTHEHHOH pPadOTHI: NMOATOTOBKA NOKYMEHTOB B

COOTBETCTBHHM C YCTAHOBJIEHHBIMH TpeOOBaHUSAMH; IIOJIHOE M JIOTHYHOE

H3JI0XKEeHHe MaTepuaa,
*  IOPUAHYECKH IPAMOTHOE COCTABIECHUE JOKYMEHTA,
*  OTCYTCTBHE CTHJIMCTHYECKUX H IPAMMAaTHYECKUX OIIHOOK.

0.4. ITpodeccuonanusMm:

* mpodeccHoHaNbHAs KOMIETEHTHOCTD (3HaHUE 3aKOHOAATENbHbBIX, HOPMATHBHEIX PABOBLIX aKTOB,

IIKPOTa IPO(hECCHOHATBEHOrO Kpyro3opa, yMeHue paboTars ¢ JOKYMEHTaMH);
*  CIOCOOHOCTh BBINONHATE JOJKHOCTHBIE MYHKIIMH CAMOCTOSITENbHO, 0e3 MOMOIIH PYKOBOIMTES

HTH CTApIIero M0 AOIKHOCTH;
o CrocOOHOCThL YETKO OPraHU30BLIBATE W MJIAHHPOBAThH BBITOJIHEHHE TOPYYEHHBIX 3alaHuH, YMEHHE

pAallHMOHAIBHO HCIOMAL30BaTh padoyee BpeMsl, pacCTaBISTh IPHOPHTETHI;
o OCO3HaHHE OTBETCTBEHHOCTH 34 IIOCNEACTBHA CBOHUX ﬂeﬁCTBHEI H IMIPpMHHMAaEMBbIX pemermﬁ;
e CroCOOHOCTEL COXPAHATH BEICOKYIO PAO0TOCIIOCOOHOCTD B 3KCTPEMANIBHBIX YCIOBUSIX.

Hauanpruk obiero orgena [Tonomapega JI.B.
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