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eepaNBHOTO FOCYAAPCTBEHHOIO MPANKIAHCKOT0 CITYKALero,
32MEIAIOILEro AOMKHOCTS (peiepalibHOM rocyJapcTBEHHOMH MPaXAaHCKOH cTyObI
cexperaps cyaa obwero oraesna Koanauiesekoro ropojackoro cyna Tomckoii 0daacTH

1. O0wue MoNoKeHHN

1.1. HomxHocTe cekperaps cyaa obiuero otnena Konmamesckoro ropofckoro cyaa Tomckod
ofnactu (namee -  cexkpeTaps cyda) B COOTBETCTBHH ¢ PeectpoM nomkHocTedl denepanbHOH
FOCYIApPCTBEHHOH TrpajkaaHcKo# cimyxOsl omocmbca‘x cTapue# rp)m:rre: ROLKHOCTeH (degepantHOH
roCynapcTBeHHOM rPaXAaHCKOH CTyObI KATErOpHH " CHELMATHCTE!

1.2. Cexperaps cyna HazHadaeTcs M oceoboxigaercss oOT HQJ‘I‘.‘KHOLLH [IPUKA30M npezlbeucﬂ“ﬂﬂ
Konnamerckoro roposckoro cyxa TomMcko# obnactu (manee — eyx).

1.3. Cexperaps cynma MONYUHAETCA  MPENCENATENO "CYAa,- HENOCPELCTBEHHOE DPYKOBOACTBO

paGoTOM KOHCYIBTAHTA OCYILECTBIACT HAYaANbLHHK OOLIEr0 OTAEA.
.4, Ha nepuox BpeMEeHHOro OTCYTCTBHA ceKpeTaps cyla ero zameruaet eepalbHEIH
roCyaapcTBeHHLI paKIaHCKHA cnyXamMit obuiero oTAena cyla 0o PAcToOpHKEeHHIO [IpeceNaTeNs

cyaa.
Ha cexperaps cyna Moxer OBITE BO3JOXKEHO HcHoNHeHWe ofs#3aHHocTell Jpyroro

dhenepanbHOTO roOCYNapCTBEHHOTO CIyXKauero obuero otTgena cyfa B cilydyae ero OTCYTCTBHA, MO
DACMOPSIKEHHIO IIPEACENATENS Cya.

1.5. Cexperapb cyna 8 cBOSH cnyxeGHOH ASATENBHOCTH DYKOBOJCTBYETCH!
- KoncTutyuren Poccufickoit denepatiii;
- dejepansHBIMH 3aK0HaME 0T 8 suBaps 1998.r. Ne 7-@3 " O Cyne6GHom nenapramenTe [pi BepxoBHOM
Cyne Poccuiickoit ®enepauny ", 27 mas 2003 r. No 58-®3 " O cucreMe rocyZapcTBeHHOM ClyxOb!
Poccuiickoit Memepanuu”, 27.07.2006 Ne 152-03 «Q nepcoHansHeIX gaHuerxy, 27 urons 2004 r. Ne 79-
®3 " O rocygapcTeeHHOR rpakaanckoll cnyxbe Poccriickoft @enepanun, DellepalbHbIM 3aKOHOM OT
22.12.2008 r. Ne 262-03 «0O6 obecneyeHud. moctyna K HHGOPMALHM O NEATSIBHOCTH CYHOB B
Poceuiickoit ®emepannu», HHEIMH deflepafbHEIMH 3aKOHAMH; -
- ¥Yraszamu [Ipesunenta Poceniickoii $enepauns; : ‘\
- noctaHoBneHusMH Ilpasurenscrea Poccuiickoi tbe,uepaunu ‘
- nocrtadoBneHHAMH Bepxoeroro Cyna Poccuiiexofi Qepepauny;
HOPMATHBHEIMK 11paBOBRIMH aktamit CyjeGHore nenaprameHnTta npu Bepxoemom Cynme PoccuHcko
Pefepaluu;
- NOJTOKEHUAMH, HHCTPYKLUHMAMH, METOAUYCCKHMY PEKOMEHIALIHAMH,
- cayxebuepM pacropsaxkoM Konnamesckoro ropoackoro cyna ToMckol o6nacTu;
- nonoxkednem 06 obuem oraene Konnauepckoro ropoackoro cysa Tomekoil 0baactH;
- NpapusiaMK BHYTpeHHero pacrnopanka Konnamesckoro ropoackoro cyaa TomMekoR obnacTs,
- Kopexcom atuku u cnyxebroro noseneHus (elepansHEIX FOCYNAAPCTBEHHEIX MPAKIAHCKUX CITYXAIIHX
Konnawegsckoro ropoackoro cyna Tomckoit obnacru }
- HACTOAIKM JO/KHOCTHBIM PErIaMEHTOM. ‘
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2. Kpammudmkaunonnsie Tpebosanun

2.1. Ha nomkHOCTbL cexpeTapsd CyJa Ha3HA4arOTCA NHIIA HMMEROLIHE BBICLIEE OOpa3oBaHHE IO
HanpaBneHHO MOArOTOBKH (CTIEHAIbHOCTH) NPO(EcCHORANBHOrO 00pa30BaAHKE WHOPHCIPYAEHUHA» HIH
MHOMY HAMPABAEHUIO MOArOTOBKH (CrEUMANLHOCTH), YKAZAHHOMY B [PEAbLIYIIHX NepeyHsX npodeccui,
creuHansHOCTeH W HanpaBleHHH TMOATOTOBKH, [If KOTOPOro 3aKOHOLATENRCTBOM PoccHICKOH
DenepanHy yYCTAHOBIEHO COOTBETCTBHE HAHHOMY HAMNPABICHHIO MOATOTOBKM (CMEUHANEHOCTH), BRICLIEE
OﬁpESDBaHHe Mo HHEIM CMEUHATEHOCTAM, HANDABIECHHAM HOATOTOBKH Hes NPEeABABICHH TpeGDBaHHH K
craxy paboTsl.

2.2. Cexperaps cy/Ja AO/DKEH 3HAThL H YMETh IIPUMCHATE Ha PAKTHKE!
- FocynapeTeennnlil 8361k Poccuiickoil @enepaliiy (pycckHi 2351K);
- Konctutyuso Poccuiickoit Penepanuu;
- QenepanbHBle KOHCTHTYIHOHHEIE 3ak0Hsl 0T 31.12.1996 Ne 1-PK3 "O cyanebroit cucreme Poccuiickok
Mepepaunn’;ot 7 pespans 2011 r. N 1-OK3 "0 cynax obuwei opucauxuuy B Poccuiickoi Pegepanun’;
- Qenepanchsie 3akoHel: ot 08.01.1998 Ne 7-D@3 «O cynebHoMm menaprameHTe npd BepxoBHOM cyne
Poccuiickoii ®enepauuuy, ot 27.05.2003 N 58-®3 «O cucteMe rocynapeTeeno# cyx0sl Poccuiickoit
Qenepaunn», ot 27.07.2004 Ne 79-03 «O mcynapc’memloﬁ rpaxkmasHckol ciayxbe Poccuilckoh
dencpanunu»; ot 25.12.2008 Ne 273-®3 «O mpotuBozeiicTeHK Koppyniuuu»; oT 20 asrycra 2004 r. N
113-03 "O npucsxHeIX 3acefarensx (exepalbHBIX CyoB obmiell ropucauxiid B PoccHHCKOH
Denepaunu"; ot 22 mexabps 2008 r. N 262-03 "O6 ofecrnedeHHH D0CTyna K HHGOPMaUHH ©
nesTensHOCTH cynos B Poceuickoil Penepannu’’; ot 27.07.2006 No 152-D3 «O nepcoHaibHbIX JaHHBIXY,
oT 26 urous 1992 r. Ne 3132-1 " O craryce cyne# B Poccmfickoff (Degepauuu” HHBIE HOPMATHRHEIE
npaBOBBLIE aKTHl, akThi [Ipesuuenta Poccuiickoit Penepanun, [Ipaputensctsa Poccuiickoi denepaiku,
MOIIEXKALINE NPHMEHEHHIO B CYAOIIPOH3BOACTEE,
- HOpMaTHBHYIO §azy COOTBETCTBYIOWIEH c(Eephl MeATENLHOCTH, OCYIIECTBAAEMOR B mpeaenax CBOMX
JIOJDKHOCTHRIX 0043aHHOCTEN M NOIHOMOYHE;
- HWHcrpyxumio 1o cyinebHOMy HETONPOM3BOACTEY B PAalOHHOM CYAE, YTBEPKACHHYHO TIPHKA30M
Cynebroro nenapramenta ripu BepxosHoM cyne P® ot 29.04.2003 Ne 36;
- VIHCTPYKIMK © MOpANKE OpraHH3allii KOMIINEKTOBaHHA, XPAHEHHsd, Y4eTa M HCIIOB30BaHHA
JTOKYMEHTOB (2/EKTPOHHBIX [OKYMEHTOB) B apXHBax. delepajibHBX CyHoB o0wei rOpHCIMKIHY,
yTBEpXAeHHOI npukasom Cynebuoro nenapraMenta npH BepxosHoM cyne PD ot 19.03.2019 Ne 56;
- Tlepeuens joKyMeHTOR (enepaibHEIX CYXOB OOWEH OPUCAHKUHMH C YKA3aHMEM CDOKOB XPaHEHHH,
yreepxaenssIi npuxaszom CynebHoro nenapr.menm npu BepxosroM cyne P® o1 21.12.2022 No 242;
- OpraHM3alHIO CYIONPOH3BO/ICTEA,
- OCHOBBI BEJIEHH JeNONIPOU3BOLCTRAE;
- mopagok paboTel co cnyxebuolt undopManHei; _
- HOPMBI H [IPaBHIIa OXPaHsl TPY/1a, TEXHHKH OC30MACHOCTH H TOXapHOH Ge3011aCHOCTH,
- Crnyxebueit pacnopsgox Konmairesckoro ropojickoro cyia ToMcxo# obnacTy,
- TIpasuna mopeneHHs paGOTHHKOB allaparta cyla, yTeepxaennbie [Toctanosnenuem Coseta cyaei PO
o1 27.04.2006 Ne 156;
- oKajibHBIE aKThl KonmameBckoro ropoackoero cyna ToMckoi obnacty.
- Kojaekc 5THKY H cliyXeOHOro MoBeNeHM A mcyﬂdpcmeﬁﬁmx rpa)kKIaHCKHX CiyxaliMx Konnamesckoro
ropoackoro cyna Tomcxolt obnacth;
- HACTOSUINH JOMKHOCTHOH PerflaMeHT.

2.3. CekpeTaps CyAa JOIKEH YMETD!
- yNpaBiATe HAMEHEHHAMH (NpeanaraTs HOBBIE GHOCOGB[ JEicTBHSA, MOBLINAIOIIHE 2DPEKTHBHOCTE

MCIIONHEHHs JOJIKHOCTHEIX OBA3aHHOCTEH; B KOPOTKHE CPOKH . MEPEKMOYaTsCA C OAHOH 3anayn Ha
JIPYTyI0; HE CHMIKATh XKa4ecTBa paGoTs! NpH HEOOXOAHMOCTH BBINONHEHHS HECKOJIBKUX 3adad; OBICTPO
H3MEHSTH MOIXO/ K PELIEHHIO NpobeM, NEPEXOs OT BRIMOIHEHHS OAHOH 3a1a4# K Apyro#, n HaobopoT;
Pa3LACHATE APYTHM HEOBX0AMMOETh HAMEHEHHH ),

- AHANH2UPORATE ¥ pazpabaTLiBaTh [1aH KOHKPETHRIX NeACTBHI;
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- paBoTaTh ¢ 3aKOHONATENEHEIMH W HOPMATHBHBIMH [IPABOBRIMH aKTaMH, HeobOXoauMEIMY  [INH
HCIIOTHEHHS JOKHOCTHEIX 00g3aHHOCTe/, U IPHMEHATE HX HA MPAKTHKE,

- IUIAHUPOBATE, PALIHOHANLHO HCIIONL30BATE CIyKeOHOE BPEMSA U JOCTHIATh PE3yNbTaTa;

- aHAMH3HPOBaTE H 06001IaTE HHOPMAIHI,

- [IPOTHO3HPOBATE [IOCACACTBHA PHHATHIX PELUICHHH; ;

ananTHPOBATECS K HOBOH CHTYALHH M PHMEHSTE HOBBIE [IOAXOMB! K PEUICHHMIO BO3HHKAIOIIHX npobnem;
- ONEPaTUBHO IMPHEMMATHL W OCYIIECTBIATh [IPHHATEIE PEMIEHH,

- TPUMEHATH HORBIE MOIXOB! K PELICHHFO BO3HHKAIONIUX Mpo6IeM;

- BUIETh, MOIEPYKUBATH K IPHMEHATE HOBOE, IEPEIOBOE;

- 3dipEKTHBHO K NOCAEAOBATENLHO OPraHH30BBIBATE B3aMMONEHCTBHE C NPYTUMH TIOAPAZACNECHHAMH H
APYTUMY BEIOMCTBAMHK ¥ OPraH¥3alinIMH;

m BAAJETE MPHEMAMH MEXTHYHOCTHLIX OTHOUICHHH (yMeTh BHHMATENBHO CAYILIATE KOJUIET, YMETE HE
JOMYCKATh KOR(IIMKTBL C KOJUIEraMH W PYKOBOAHTENAMH, yMeTh d(Q(EKTHBHO COTPYIHMYATH, HITH Ha
KOMTIPOMHCC NPH pelueHun npobnem B KOH(IMKTHBIX CHTYaUEsx, ObITE OTBETCTBEHHEIM H OT3BIBHHBEIM
K JIONsAM, OBIThH BCEraa NpyXKeloOHBIM, moMoraTe B paboTe kommeram, BBITE CHOCODHBIM IIPHIHARATE

CROK) HEMpPABOTY):
- 6bITL TpeBOBATEMEHBIM, JHEPITHYHEIM, HACTOHIHBBIM.
2.5. CekpeTaps cyaa fomkeH obnajaTe CHEAYIOMHMY HABBIKAMH B obpemMe, HeobXooUMOM IS

HCIOMHEHHS CROMX JOIKHOCTHRIX obs3aHH0CTE !

- paboThI B KOHKPeTHOIT chepe AEATENEHOCTH;

- COCTABTIEHWE ASMOBBIX THCEM, MPOTOKONOB CYAe6HOT0 3aCeIaHus, CIIPABOK H APYTHX NOKYMEHTOR;
- BRajeHHe KOMILIOTEPHOH TEXHHKOH; )

- BRAfEHKE HEOOXOAMMBIM IPOTPAMMHEIM 0OECTIeYEHHEM.

- CHCTEMATHHECKH MOBBIIATE CBOKO KBATH(DHKALKIO;

- coBmoaaTE HCMONHUTENECKYIO NHCLHILIHHY.
- [OBEJEHHWE CeKpeTaps CyAa MODKHO COOTBCTCTBOBATE OOIUCTTPHUHATEIM — HOpMaM  [OBCAEHHA

rOCYJAPCTBEHHOIO MPAKAAHCKOrO CIYKallero.
3. JomxrocTHEIE 0038HHOCTH, MPAaBa H OTBETCTBEHHOCTE CEKpETaps Cyla

3.1. Llensto NeATENEHOCTH CEKPETapA Cyla ABNAETCA CBOCBPEMEHHOE HCIIOJIHEHHE IIPUIOEOPOR
¥ TOCTAHOEIEHHH M0 YrONOBHBIM AéNiaM, KOHTPO/EL 38 MPABHIBHOCTEIO odhopMAEHHS YTOJOBHRIX JIE],
KOHTDOJIb 32 YHETOM OTHX [/ H BEUICCTBEHHBIX A0KA3ATENCTE [10 YTOJIOBHBIM AENaM.

3.2. OcHoBHble 0043aHHOCTH CEKPETAPS CYHA:

- PErMCTpAlHMs, YYET H XPAHEHHE YTOJOBHBIX JEN M BELUECTBEHHBIX [A0KA3ATSIBCTS, MOCTYMHBLIHX €
nenaMu; S

- BeJleHHE X YPHAIOB U YYETHO-CTATHCTHYECKHX KapTOHeK Ha yrOJIOBHBIC Ag/ia;

- KOHTPOJIb 32 COBIIONEHKEM CPOKOB H MPABUIBHOCTH O(POPMIEHHS YTOIOBHEIX [Nl [IDH NEpe/late HX B

OTIEN NENONPOH3BOJICTEE, ‘

- NOIrOTOBKA M HANpaBieHHE NOKYMEHTOB M0 MCIONHEHHIO MPHTOBOPOB H TOCTAHOBJICHHA CyAa H
KOHTPONE 3a MonydyeHHem coobuuesnl 06 HX HCIIONHEHHH;

- oQOopMneHue M [ONFOTOBKA YIOJNIOBHBIX ACH ANA HANPABICHMA B KACCAUMOHHYH) H HAX3OPHYIO
MHCTAHLMY, BEIEHHE YJYeTa NaHHbIX NE; .

- MpHeM IPaKIAH, BblAaya KONMA NPHIOBOPOB H NOCTAHOBIEHHHA CYAa, & TAlKe MOINHHHHKOB H3 A ¢
paspelueHHs NpelceIaTe/bCTBYIOMErO 10 Jeny CyAbH HIIH npeacesaTelis cvaa;

. BeJeHHE KYDHANZ YHETa M YYETHO-CTATHCTHIECKHX KAapTOUEK Ha YrONOBHEIE ANe/UIALHOHHBIE JC/a,

- KOHTPOIb 32 BbIJAYEH ¥ HAMPABIEHHEM YIOIOBHBIX [ie/a, HAXOAIMXCA B OTACNE JEJIONPOU3BOACTEA,

- MOArOTOBKA M CHIA4d B APXHE YTOJOBHBIX [N, YY4ETHO-CTATHCTHHECKHX KapTO4eK Ha YTONOBHEIC AC]A,
JKYPHATOEB; ' :

- ofecneuHBaTh MOAMOTOBKY H JOCTOBEDPHOCTE MHGMOOPMAIMH MO YrOJOBHEIM [EaM, noanexaweit
pa3MEMIEHHIO Ha cafiTe Cyga, OTCYTCTBHE B HEll CBeNEHHH, COACPXALIHX rOCYNapCTBEHHYIO TallHy H
KOHQUICSHIIMANBHEIE CBEACHHAN.

- BBOJ AAHHBLIX B KapTOTEKY [0 PEHCTPAIMH H YYETY YIOJOBHEIX Hef, YIONOBHEIX ANe/UISIHOHHEIX 1€
B noacucTemy «CyneBroe NeNONpPOH3BOACTBO H CTATHCTHKa» [ 0CYAapcTBEHHOH ARTOMATH3HPOBAHHOH
nporpamMmMs! «[1paBocyine» B MOJpasies «PerucTpalus Aenay, «Cpeflenys o nuue», «CBeaeHud o
npectyrneHnuy», «Pewenuen, «Kaccauus», «[Ipwxenue nena» (CTpoxH 1,4,5,6), «O6manopanue
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IPHIOBOPOBY, «BemecTBeHHRIE  JIOKA3aTENLCTBay, «B3bICKaHHBIE CYMMBIY, «Y1er

«O3HAKOMIACHHE Y.
- BRITOMHEHHE NOPYYEHWH MpeACENATEe N CYaA, ero 3aAMeCTHTEN S, HAYANLHUKA OTASIA.

3.3 Ilpaea cexperaps cyma

OcHOBHBIE TIpaBa CeKpeTapd CYAa- KaK TIPDKAAHCKOTO CYKALIErO YCTAHOBASHB CT
Denepansroro saxoua or 27 .mons 2004r. " 79-03" O rocysapcTBeHHOH rpajcIaHCKoH CI'
Poceufickoi d)e;:apmmﬂ

Ha ocHOBaHMM JaHHOMH CTATBEH LEKPET&})I‘: Cydoa HMCCT HpaBo:

1. 3HakoMHTBCA C HOKyMCHTaMH, ONPeNeNARIIHME Ero JOJIKHOCTHEIE 00A3aHHOCTH, [par
OTBETCTBCHHOCTE, KPHTEPHH OLEHKH KAYECTRA paﬁﬂTbI H YCHOBHA IIPOABHIKCHHA T10 CJ‘[y)KﬁE.

2. Ha ofecrieveHue HAIIEWKAINHX OPraHH3aUHOHHO-TEXHHYECKHX YC/IOBHE, He0GXOMHMEIX
HCMONHEHHA NO/DKHOCTHRIX 00A3aHHOCTEH .

3. Ha orasix, ofecrieudBaeMEll HOPMANLHON  [PONOKHTENBHOCTRIO CHYXKeBHOrO  Bper
MpeJOCTaBIeHHEM BRIXOAHBIX AHEH, & TAKIKE €XKeroiHLIX OMNNadHBaeMbIX OTITYCKOB.

4. Ha omnaty Tpyla u Jpyrue BHIAATEL B COOTRETCTBHH ¢ HACTOALWNM DelepantHBIM 3AKOHOM, HH
HOPMATHRHREIMH MTPEBOBBIMH AKTAMH Poccuiickoit Qepepaluit 1 co Clny)eOHBIM KOHTPAKTOM.

5. Tlony4aTh B yCTAHOB/ICHHOM nopaﬂm. HHQJopmauHm H MaTepHaibl, HeOOXOMMMBIE AN HCMO/H
HOIGKHOCTHRIX 0683aHHOCTEH.

6. OsHakoMIeHHE C OT3BIBAMH O €ro rpodeccHOHANBHON CNyXeGHOH AeATENBHOCTH M APyl
JOKYMCHTaMH A0 BHECEHHA HX B €0 JIHYHOE OEJIC, MATEPHANIAMH NHYHOTO A&na, a TaKXKe Ha IT}'JHOE)-LLL-
K JIMYHOMY HleJly €ro NHCEMEHHBIX OOBSCHEHHT | JIPYTHX NOKYMEHTOB H MATEPHAIIOB,

7. Ha zamuTy cregeHHI 0 HeM.
8. Ha A0/mKHOCTHOH pOCT Ha KOHKYPCHOH OCHOBE

9. TlpodeccHoHaNbHYK [EPENOArOTOBKY, [OBBIIEHHE KBATH(OHKALUMH H CTaXHPOBKY B TODS
YCTaHOBIEHHOM HacTOAIMM (DeNepansHBIM 3aKOHOM M APYrHMH (eaepaibHEIMH  3aKOHAMH,

10. PaccMOTpeHHE HHARBHIYANBHBIX CTYKeGHBIX crmpoa B COOTBETCTBUH ¢ HacTosiuM Denepans
3aKOHOM H JIDYTHMH (eflepalbHEIMK 3aKOHAMH.

11. ITposenenne no ero 3asdBIeHHIO CIyXKeOHBIX IPOBEPOK.

12. 3amMTy CBOMX TPAB H 3aKOHHEIX HHTEDECOB HA IPaXIaHcKoH cnyxbe, BKIOYan 00/KANOBAHHE B
UX HapyLIeHHs.

13. locynapctBeHHOE NEHCHOHHOE 00ecreyeHHe B COOTBETCTRBHH C (ENEPANBHLIM 3aKOHOM.

14. BBIHOCHTH Ha DACCMOTPEHHME [PEACEHATENA CyAa TNpPEATOMNEHHA [0  YIYHIICHHIO
COBEDILEHCTBOBAHHIO CBOEH [AeATENLHOCTH, MpeiaraTk BAPHAHTE YCTPAHEHHA HEAOCTATKO.

JEATEJBHOCTH CYI4A.

15, rp&}KﬂaHCKﬂﬁ CJ'I}’H(E:).LL{HI:! BIipABE C NPEJBAPHTENRHEIM YBEIOMICHHEM NPEACTABHTENA HAHUMA
BSINOMHATE HHYIO OTTAYHBAEMYIO paboTy, eciu 3To He Biieyet 32 cobolt KoH(IHKT HHTEpeCOoE.

3.4. OTBeTCTREHHOCTE CEKPETAPA CYIIA.

Cexperape cyna HeceT YCTAHOBIAEHHYIO 3aKoHojarenscTBOM Pocecuiickoii  ®enepa
OTBETCTBEHHOCTL 328 HEHCHNOJIHEHHE MIH HEHaWIEKAIIeEe HCIONHEHHE BONOKEHHBIX H&E |
JOMKHOCTHEIX 00f3aHHOCTeH, 32 HecoDmoneHHe orpaHquHHH H 3aMpeTOB, CBA3ARHEIX C [PAN AN
cry#OoH, a Takxke 3a :
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- HECBOEBPEMEHHOEZ BRIIONHEHHME 38.}13.1"!!’{1{, [IpHKa30B, pﬂC]’IDpH}KEHHﬁ H }’KE,B&HHﬂ BRIMICCTOAIIKX B
NOopAAKE IMTONYHHEHHOCTH pytcozo,un'rmoﬁ, 38 HCKITKOYEHHEM HE3aKOHHERIX,

- IPENOCTABIEHHE PYKOBOACTBY HEAOCTRTOYHON H HEOOBEKTHBHOA HHpOPMALIHH,
- neficTeug Han 6e3nelicTBUS, RBeAYLUME K HAPYUIEHHK TIPAR HIH 32KOHHBIX HHTEPECOB IMPAXIaH;

- pasrnauledue CBeJeHMI, CTaBIIMX eMy H3BECTHLIMM B CBS3M C HCHOJHEHHEM HODKHOCTHBIX
0D43aHHOCTEH;

- HecobNoAeHHE CNyKeGHOH AHCUMIUIMHEL, MPaBIIT CTy)eBGHOTO pacnopaska cy/a;
- HeoDecneyerHe COXPaHHOCTH JOKYMEHTOS, Jlefl H MATEPHATIOB;
- HeobecrneueHHe COXPAHHOCTH, IOPYY MaTepHANBHBIX HEHHOCTEH, ECITH OHH MPOH3OIIIIH 110 ET0 BHHE;

- HapyuleHne rojoxeHud Konexca aTHKH M cnyxeOHOro moBeneHHs (enepanbHBIX FDCY}IEPCTBEHHI:FK
rpaxcaaHcKuX cayxammi Konmamesckoro ropojickoro cyna Tomckoit obnacTy;

- HApYLIEHHE [TOpAAKa OﬁpaGDTKH NEpCOHANPHEIX JaHHBIX, pasrialicHue KDHCI)H).'[EHU,HHJ[EHHX CB&JIEHHH.

3.4.1. CornacHo nyHkTy 3 crathd 15 ®epepansHoro zakona ot 27 uross 2004r." O rocynapcrsesHol
rpakaaHckol cayxbe Poccmiickofi @emepanun” B cydae HCMNONHEHHS HEPaBOMEPHOIO MOPYYEHHA
CeKpeTape Cyla U NaBIUMH 3TO MOpYYeHHE DPYKOBOAMTENL HECYT MHCUHIIHHADHYIO, TDaXIAHCKO-
NPaBOBYHD, YTOIOBHYHY OTBETCTBECHHOCTE E COOTBETCTEBHH C CbE,I:LEpELTIBHLIM JAKOHOOATENECTECOM,

4.[lepeders BONPOCOR, M0 KOTOPBLIM CEKPETAPL CYRA

YUACTBYET B NMOAr0TOBKE NPOSKTOB HOPMATHEHLIX NPABOBLIX 2KTOR M NPOEKTOR YIIPABNEHYECKHX
H MHBIX PeHIeHHH.

4.1, Yuacteyer B noAroroske HHGOPMALIHH [10 BOIIPOCaM, BXOAAIIMM B €r0 AOHKHOCTHEIE 0013aHHOCTY,
4.2, Cexperaps cy/la BIIpape IPHHHUMATE YYACTHE B!

ndgmmmte AHAJNIMTHYECKHUX MATEPHAIIOR 1O HAITPABJICHHIO CBOEH NEATC/IBHOCTH,

NOArOTOBKE AOKTagHOR mubo cnymebHoM 3anucKH;

43, BsIHOCMTE Ha pacCMOTpPEHHE TpefCeNare/ls CyAa [pe/UIONKEHH 10 yOydLUeHHIO, CBOCH
JEATENRHOCTH.

5. Iopsauok enyxebyoro B3auMoJeHCTBUS CceKpeTapd cyaa

B CBSI3IH C HCMOJIHEHHEM JOOKHOCTHBIX 00A3aHHOCTEN ¢ MPaXAaHCKHMH CIIYKAaIIHMH defepaibHbix
cynoB obumieil ropucAHKUMH, cucTembl CyaebHoro genapramenta npu Bepxosrnom cyae Poceniickoii
fbcnepaumi, TPaMIAaHCKHMHE CJIYKANHME HHBIX IF'OCYJAPCTECHHLIX OPraHon, FPaMA3HAMHK H
OpramulalHami.

Cexperaps cyla B MOPAIKE HCIIOJHEHHN CBOMX JOMKHOCTHBIX OOH3aHHOCTEH OCYLUECTRIAET
pIAMMOEHCTEHE:

5.1. B Konnamesckom ropoackom cyne Tomckoit obmactu:
¢ CyabsiMH, pabOTHHKAMHE alNapaTa cyaa, ApyruMH paboTHHKAMY cyla.

5.2, €O chyXaWMMH [HPYTHX T[OCYAapCTREHHBIX M MYHMUMNATRHBIX OPraHoB, rpaxiaHaMH H
OpraHu3auKAMHK B MPeSeiaxX CBOUX MOJTHOMOYMI.
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6. HoxaszaTemn 3 heKTHBHOCTH H PE3yILTATUBHOCTH

npodeccnoHaNbHOR cyKebHOH JeATeNLHOCTH CeKpeTaps cyia

6.1. B oprauuzaunu tpyaa: ‘

NPOH3BOAHTENLHOCTE (06BEM ) BBITONHAEMOH paBoThI;

PE3YNBTATHEHOCTL (MEpa JOCTHREHUA NOCTRBIEHHEBIX uenei);

HHTEHCHBHOCTS Tpyja (CMOCOBHOCTE B KOPOTKHE CPOKH BBITOMHSTE 0N peneneHHbti 0bveM pabotsi);
cobmoien e TpyAOBOR IHCHHIHHEL

6.2. CBOEBPEMEHHOCT: H  ONEPATHBHOCTH, T.e. BBIIONHEHMHE TIOPyYEHHH B  YCTEHOBIEHHBIE
3aKOHO/ATE/IECTBOM, JODKHOCTHEIM PEITIAMEHTOM HIH PyKOBOACTROM CPOKH.

6.3. KauecTBo BUIONHEHHOH PaBOTLI:
IOATrOTOBKA IOKYMEHTOB B COOTBETCTBUH C YCTAHOBNEHHEIMH TPeOOBAHHAMH;
[IOJTHOE H IOTHYHOE H3N0XEHHE MaTepHaa;
FOPHIMYECKH TPaMOTHOE COCTABNEHHE JOKYMEHTA;
OTCYTCTBHE CTUIMCTHYECKMX MITH IPAMMATHYECKHUX OLTHBOK.
6.4. Mpodeccnonanuam:

NpoQecCHOHANbHAS KOMITETEHTHOCTS (3HAHHE 38KOHOATETHHEIX, HOPMATHBHBIX TIPABOBBIX AKTOR
LWHMPOTA IPOGECCHOHANBHOTO KPYro30pa, YMEHHE paboTaTh ¢ LOKYMEHTaMMK)
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CIOCOOHOCTD BBINOHATE NOJDKHOCTHBIE ()YHKLUHH CAMOCTOATENRHO, O3 [IOMOLIH PYKOBOZHTENSA HIIH
CTAPLIETO MO JOMKHOCTH;

Cr10COGHOCTS YeTKO OPraHM30BEIBATE H MUTAHUPOBATH BEIIOIHEHHE [OPYYEHHBIX 3aMaHuH; ymeHwHe
PAlHOHABHO HCIONB30BATE paboyee BpEMA, PACCTARNATE IPHOPHTETEI;

OCO3HAHHE OTBETCTBEHHOCTH 34 IOCNIENCTBHA CBOMX ACHCTBHIA M OTBETCTBEHHOCTH 3a TIOCHEICTRHS
CBOHX AC€HCTBHH H NPHHHMAEMBLIX PEUIEHHI;

CIIOCOOHOCTE COXPaHATE BRICOKYHO paboTOCIOCOBHOCT B IKCTPEMATBHEIX YCAOBHSX.

Havansauk ofwero otaena
Konnaiuesckoro ropoackoro cyna

Tomckol obnactu E.A. IFOpxuna
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