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Paspgen 1
O6mue moJ1oKeHns

1.1. JlomxHOCTHOM permamenTt CeKpeTaps cynebHoro 3acemanus CeBepckoro TOPOJICKOTO Cy/a
Tomckoit obmactu (manee — momxHOCTHOM PEriIamMeHT) pa3paboTaH B COOTBETCTBHH C ®enepanbHBEIMU
3aKoHamu oT 27.05.2003 Ne 58-®3 «O cucteme TOCYyIapCTBEHHOM cinyk0bI Poccuiickoii @enepanumy», oT
27.07.2004 Ne 79-®3 «O TOCYAapCTBEHHOH rpaXkIaHCKO# ciryxbe Poccumitckoit @enepanuny (naree -
DenepalbHbI 3aK0H 0 TOCYRapCTBEHHOH IpaxxIanckol ciyxGe), ot 08.01.1998 Ne 7-d3 «O Cynebuom
AcrnapramenTe npu BepxoBrHom Cyme Poccumitckoii Oeneparuny»; Yxasamu Ilpesumenta Poccuitcxoi
OQeneparu ot 31.12.2005 Ne 1574 «O Peectpe momxuOCTEH emepansHOM TrOCYymApCTBEHHOIM
TPOXAAHCKOH ciyxkObr», or 16.01.2017 Ne 16 «O KBTM(QUKAIMOHHBIX TpeGOBAHMSX K CTaxy
TOCYAapCTBEHHON TIpaKIaHCKOM cIyxObl Wi CTaxy pabOTBl 110 CHENHATHFHOCTH, HAIIPaBJICHUIO
TIOATOTOBKH, KOTOPBIM HEOOXONHMM Ui 3aMEINEHHS IOJDKHOCTElH (emepaneHOl rocymapcereenHol
TPXAAHCKON CIyk0BI», oT 19.11.2007 Ne 1554 «O IIOPANIKC TIPUCBOCHHUS U COXPAHEHHUS KJIACCHBIX
UMHOB IOCTHLME JIMIAM, 3aMEINAIONMM T[OCYIAPCTBEHHBIE IOIDKHOCTH Poccuiickoit ®eneparun u
AOIDKHOCTH  (heflepallbHON TOCyapCTBeHHOM TPXKNAHCKON CIIyXKOBL, ¥ YCTAaHOBJICHHH dbenepansHbIM
TOCYZIAPCTBEHHBIM IPAXKIAHCKAM CITY)KallldM MECSIHBIX OKJIAfoB 3a KIIACCHBIA YMH B COOTBETCTBHH C
IPHCBOCHHBIME UM KJIACCHBIMH YHHAMH FOCTHIIHMY.

1.2. lomxHOCTS CcekpeTaps cynebHoro 3acenanus CeBepckoro ropoackoro cyza Tomckoi obnactu
(mamee — cexperapp cyne6HOrO 3aCelaHusT) OTHOCHTCS K CTapriell IDYIe TOJDKHOCTe denepansHOi
TOCYIApCTBEHHOHN TPaXKJAHCKOM CITy OBl KATErOPUH «CITEHHATIHCTED,

1.3. Hasnavenwe mma Ha 10KHOCTS CeKpEeTaps CyeOHOTO 3aceaHus, a TAkKe OCBOGOKIICHIE OT
HODKHOCTH OCYMIECTBIIACTCS IPUKA30M IIpecenaTeis Cesepckoro ropozckoro cyma ToMckoit oGracTi
- (marnee — cyn).

1.4. Cexperaps cyne6HOro 3acenamms TIONMHHACTCA HEIOCPEICTBEHHO Cy/Ibe, IPECeNaTeNio Cy/a,
€T0 3aMCCTUTEILIM U Ha9aJbHUKAM OTJENIOB 00eCHeUeHHS CYZOTIPOU3BOJICTBA CYa.

1.5, Ilpodeccronanbuas CIyXeOHasl  esSTeNbHOCTh CCKpeTapss  CcyneOHOro  3acemaHus
OCYIIECTBIIICTCS B COOTBETCTBHH C OKHOCTHBIM PETTIAMEHTOM, YTBEPXKAAEMBIM TIPeICEeAaTeNeM CyIa.

1.6. Ha mepuonm Bpemenmnoro OTCYTCTBUSL CEKpETapsi CyneOHOTO 3acelaHHs ero O63aHHOCTH
BO3JIAraroTcs Ha APYToro CeKpeTaps CyneGHOro 3acelaHus TaHHOTO cyna.

1.7. Cexperaps cyne6rOro 3acenanus B croei CIlyKeOHOM AESTENEHOCTH PYKOBOJCTBYETCS:

- Koncrutynmeii Poccuiickoi Qeneparumy;

- MEXIYHapPOIAHO-IIPABOBBIMH aKTAMHU,

- (emepanbHEIME KOHCTHTY HOHHBIME 3aKOHaAMH;

- GenmepanbHBIME  3aKOHAME, WHBIMH HOPMAaTHBHBIMH IIPaBOBBIMH aKTaMH PoccHHCKOIA
Deneparyu;

- pHKasamMu 1 pacniopsukeHusmu [pencenarens Bepxosroro Cyna Poccuiickoit ®eneparuu;

- IIPUKAsaMH ¥ pacTiopsHKCHUSIME HPEICENATENS Cyqa | €T0 3aMECTUTEIIENH;

- HOPMAaTHBHBIMU ITPABOBBIMH aKTaMH ¥ PYKOBOISIIHAMH AoxymenTamMu CyneOHOro memapramenTa
npu BepxosHoMm Cyne Poccuiickoi Deneparuu;
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- WucTpykmueit 1o CyIneOHOMY IEeOTPOU3BOACTRY B paitoHHOM cyne,
yTBEp)KIEHHOM mpuKa3zoM | eHepanbHOro aupekrtopa CymebHoro nemapramenTa npu BepxoHoMm Cyne
Poccuiickoit ®eneparuu ot 29.04.2003 No 36;
- [IpaBunamMu BHYTPEHHETO CITy>K€OHOTO (TPYyIOBOTO) paclopsiKa cyaa;
- KosiekcoM 3THKH H CIIy»KeOHOTO IOBEIEHUS TOCYAaPCTBEHHBIX TPAXKIAHCKUX CITYKaIlUX Cyna;
- HACTOSIIIUM JOKHOCTHBIM PETIaMEHTOM.

Paznea 2
KpanudukannonHsie TpeOOBaHUSA

2.1. Ha momxHOCTH cekpeTaps cyAeOHOTO 3acelaHWsi HA3HAYAIOTCS JIMIA, WMEIOIIWE BHICIIEE
o0pa3oBaHHE TI0 HANPABICHHIO MOJATOTOBKM (CIEMUATBFHOCTH) MpoecCHOHABFHOIO 00pa3oBaHue
CIOPHUCTIPYIEHITUSA» WA  WHOMY HaIpaBlIEHUIO IIOATOTOBKM (CHENHMATBHOCTH), YKa3aHHOMY B
IPEeNbIIYyIUX MepeuHsx mpodeccui, crnenuanbHOCTEH M HalpaBlIeHWH ITOATOTOBKH, I KOTOPOIO
3aKoHOJATeNbCcTBOM Poccuiickoit ®enepanuy ycTaHOBIEHO COOTBETCTBHE ITaHHOMY HaIpaBICHUIO
MIOATOTOBKH (CHENHUAIBHOCTH), Oe3 mpeansaBiIeHus TpeOOBaHUH K CTaXy pabOTHL

2.2. Cekpetaps cyneOHOTO 3aceiaHus JOJDKEH 3HATh M YMETh IIPUMEHSTH Ha IPaKTHKE:!

- T'ocynmapcTBenHBIH 361K Poccuiickoit @enepariuu (pycCKUit SI3bIK);

- Konctutynuro Poccutickoit @enepanuy;

- I'paxxmanckuit kogexc Poccutickoit @enepanuu;

- I'paxxnanckuii mpoueccyanpHbli koaekce Poccuiickoit @enepanuu;

- Konexe apmunmMCTpaTHBHOTO Cynonpon3BoacTBa Poccuiickoit @enepanuu;

- Konekc Poccutickoit @enepanuu 00 aIMIHACTPATUBHBIX IIPABOHAPYIICHHSIX;

- YronoBHsIi Koniekc Poccuiickoit @eneparnuu;

- YronoBHO-IIpoIieccyanbHbI Kogekce Poccutickoit deneparny;

Cewmeiinblii konekc Poccuiickoit @eneparuu;
3emenpHBIA Koqeke Poccuiickoit @enepannu;
Kunummasrit kogekce Poccuiickoit @enepanuu;
Tpynosoit kogekc Poccutickoii @enepannu;

- OepnepanbHble KOHCTUTYIMOHHBIE 3aKOHBI: OT 31.12.1996 Ne 1-®K3 «O cynebGHoO# cucreme
Poccuiickoit @eneparuu»; ot 07.02.2011 Ne 1-OK3 «O cymax obmeii ropucnukiuu B Poccuiickoit
Oenepanum;

- @enepanpubie 3aKkoHBL OT 08.01.1998 Ne 7-03 «O cymebuoMm aemaprameHTe Npu BepxXoBHOM
Cyne Poccumiickoit ®@eneparun»; oT 27.05.2003 Ne 58-®3 «O cucrteme rocymapCTBEHHOH CITy>KObI
Poccuiickoit @eneparumy»; ot 27.07.2004 Ne 79-03 «O rocymapCTBEHHOH TpaXkKIaHCKOH CiIyx)Oe
Poccuiickoit ®@enepanuu»; ot 25.12.2008 Neo 273-@3 «O m0poTUBOAEHCTBUHM  KOPPYIIIIHI;
ot 20.08.2004 Ne 113-®3 «O mpuCSKHBIX 3acefarensX (GeepalbHBIX CYIOB OOINeH FOPUCIUKIINH B
Poccuiickoit @enepanum»; ot 22.12.2008 Ne 262-®@3 «O06 obecrnedeHuu noctyna K HHPOpMAIUH O
NesITENbHOCTH cyIoB B Poccuiickoit @enepaiivuy;, WHBIE HOPMATHBHBIE IIPABOBBIE aKTHI, AKTHI
[Ipesunenta Poccuiickoii @enepanuu, I[IpaButensctBa Poccuiickoit @emeparuu, MoIekKaniue
IIPUMEHEHHIO B CYJOIIPOM3BOACTBE, KAaCAOIUECS OPTaHU3alMOHHOI0 00ECTIEUEHUS IEATEIHHOCTH CyI0B
U peTyIupyIole 0COOEHHOCTH MPOXOXKIEHUS TOCYIapCTBEHHON IpaXkIaHCKOH CITy>KOBI,

- HOpMaTHBHYIO 0a3y COOTBETCTBYIOmIEH chephl IesSTeNbHOCTH, OCYIIECTBIIIEMON B Iperenax
CBOUX JTOJDKHOCTHBIX 00S3aHHOCTEH U TOTHOMOYHIA;

- NHCcTpyknuio no cyneOHOMY AENONpOM3BOACTBY B pafOHHOM CyZe, YTBEP)KISHHYIO IIPHKa30M
Cyne6Horo nenapramenTta npu Bepxosaom Cyne Poccuiickoit @enepanuu ot 29.04.2003 Ne 36;

- Mucrpyxkiuto o nmopsiike 0TO00pa Ha XpaHeHHe B apXuB (peepabHBIX CYI0B O0IIeH FOPHUCIHKITAA
JIOKyMEHTOB, WX KOMIUIEKTOBaHUS, yueTa W HCIOJB30BaHUS, yTBEepXKIEHHYIO mpukazoM CymedOHOTO
nenapramenTa npu Bepxosaom Cyne Poccuiickoit @eneparuu ot 28.12.2005 Ne 157;

- IlepeueHr HOKYMEHTOB (QenepaabHBIX CyIOB OOIme#l IOPUCAMKIMKA C YyKa3aHHEM CpOKOB
XpaHEHUus, yTBepKIeHHbIM mnpukazoM CynebHoro nenmaprameHTa npu BepxoBHom Cyne Poccmiickoit
Oenepanun oT 09.06.2011 Ne 112;

- IlpaBuna moBeneHus pabOTHHUKOB ammapaTta cyda, yreBepkneHHble [loctanosmenuem Coseta
cyneit Poccuiickoit @eneparuu ot 27.04.2006 No 156;
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- TumoBo#l KOJZEKC OSTHKH H CIYXEOHOrO MOBENEHHSA  IOCYAapCTBEHHBIX IPaXXTaHCKUX
CITy’)KaIlIIX ammapaToB (enepalbHBIX CynoB W ymnpasieHuit CyneOHOro nemapTaMeHTa B CyOBeKTax
Poccuiickoit Deneparnuu, yTBepkIeHHbH npukazom CyneGHoro memapramenTta npu Bepxosrom Cynme
Poccutickoit @enepanuu ot 26.04.2011 Ne 79;

- HOpMaTHBHEIE OKYMEHTHI, PETYIHPYIONINE fesTebHOCTS [IpreMHOM B 0TAEN0B 0beceueHus
CYIOIIPOM3BO/ICTBA CYAa;

- OpraHHM3aIMIO CyJONPOM3BOJACTBA IO YLONOBHEIM M TPaXTAHCKEM JelaMm, [Oenam o0
aJIMAHUCTPATHBHBIX IIPaBOHAPYIICHHUAX;

- IOPSITOK 0OPMIIEHUS MaTEPUAIOB JIEII 10 U IOCIE PACCMOTPECHUS;

- MOPSIOK HM3BEIICHHS JIUIl, YYacTBYIOIIMX B Jel€, O JaTe, BPEMEHH W MECTe IPOBEICHU
CyIeOHOTO 3aceaHus;

- IOPSIOK IPOTOKOJIMPOBAHUSA B CyIcOHOM 3aCENaHuH;

- IOPSIIOK JIOIMyCKa B 3al CyNeOHOr0 3aceIanis IpeCcTaBUTe el CPeICTB MaccOBOM HH(pOpMaiu
¥ WHBIX JIUII, JKeJIaroIiX IPHCYTCTBOBATh Ha CIyIIaHHUH JiejIa B OTKPBITOM CyJeOHOM 3acelaHuu;

- YCTaHOBJIEHHEIN CyneGHbIN MOPSIOK B 3a5e CyIeOHOT0 3aCEIaHus U CIIOCOObI €ro MOIepIKaHus;

- OCHOBBI BEJICHHS JIEJIONPOU3BOJICTBA;

- OCHOBBI IIPOBEJICHUS IIEPETOBOPOB;

- TopsAmoK paboTel co ChoyKeOHOW wuHpopMarumel, ciyxeOHOM HHGOpMANWEH OTrpaHHICHHOIO
pacmpocTpaHeHus, HH(OpManuedl ¢ OrpaHWYHTENBHON IOMETKOH «Ins CiyxeOHOTO IMOJIb30BAHMSY,
TOPSIOK PaOOTHI CO CITyKEOHOM 3IIEKTPOHHOM ITOYTOM;

- IpaBUJa W OTPAHWYEHUs MMOAKIIOYEHHUS BHEIIHHX YCTPOHCTB ((IeII-HAKONUTENH, BHEIIHUE
KECTKHE IHUCKH), B OCODEHHOCTH O0GOpYIOBAaHHBIX IIpHEMO-TIepeNaromeli anmaparypod (MOOHIIbHBIE
TenedOHBI, IITAHIIETH, MOJEMBI) K CITY)KEOHBIM CPEICTBAM BEIIHCIHTENHHOM TEXHAKHA (KOMIIBIOTEpaM);

- OCHOBHEIE IIOJIOKEHHS 3aKOHOJATENHCTBA O IIEPCOHANBHBIX NaHHBIX (DenepanbHBIi 3aKOH OT
27.07.2006 Ne 152-@3 «O mepcOHATBHBIX JaHHBIXY);

- OCHOBHBIE II0JIOXKEHHUS 3aKOHOIATeILCTBA 00 3JIEKTPOHHOM IIOANKCH, BKIIIOYAas: MOHITHE U BUIIBI
3IeKTPOHHBIX MOAMNUCEN; YCIOBHS IPU3HAHUS JIEKTPOHHBIX JOKYMEHTOB, MOANMCAHHBIX JJICKTPOHHOH
IOAIHUCHIO, PABHO3HAYHEIMA JOKyMEHTAM Ha OYMa)XHOM HOCHTEIE, IOJNHCAHHBIM COOCTBEHHOPYYHOM
TIO/IMUCHIO;

- HOpMBI ¥ IIPaBHJIa OXPaHBI TPY/Ia, TEXHUKA 0€30IIaCHOCTH H II0XKapHOH 6e301acHOCTH;

- IIpaBWJIa SKCILTyaTalldk KOMIIBIOTEPHOH 1 MHOKXHUTEIBLHOM TEXHUKH;

- IIpaBuia BHyTpEeHHETO CIIy>XKeOHOTO (TpyI0BOI0) pacmopsiaka Cyza;

- JIOKaJTBHBIE aKTHI Cya;

- Kozexc 3THKH B CIy»e0GHOT0 MOBEICHUS rOCyJapCTBEHHBIX TPAXKIAHCKHX CIIyKalluX Cyla;

- HACTOSIIHH JODKHOCTHOH PErJIaMEHT.

2.3. CexpeTaph cyneOHOr0 3aceJaHus JOJDKEH YMETh:

- yOpaBiATh H3MEHEHWsMH (IpelaraTb HOBBIE CIHOCOOBI  NEHCTBHS, IIOBBIIAIONIKE
3 (heKTHBHOCTH UCIIONHEHHUS IOJDKHOCTHEIX 0053aHHOCTeH; B KOPOTKHE CPOKH IIEPEKIIF0YaThCS ¢ OHOU
3a/1a494 Ha IPYTyIO; HE CHIDKATH KadecTBa pabOThI IPH HEOOXOAMMOCTH BHIMOTHEHNS HECKOIBKHUX 3371aY;
OBICTPO M3MEHATH MOIXOM K PEIEHUIO MPOoGIieM, IIEPEX0s OT BBIIOIHEHHUS OJHOM 3a/avy K APYTOH, U
Ha060pOT; pashbICHATH APYTEM HEOOXOIUMOCTh U3MEHEHHH);

- QHAIM3UPOBATH U pa3pabaThIBaTh IJIaH KOHKPETHBIX JIEHCTBHH;

- paboTaTh C 3aKOHOJATENHHEIMHA ¥ HOPMATHBHEIMM IIPaBOBHIMH aKTaMH, HEOOXOIUMBIME UL
HCIIOJIHEHHUS JOJDKHOCTHBIX 00s3aHHOCTEH, ¥ IIPUMEHAITDH UX Ha ITPaKTHKE;

- IUIAHUPOBATH, PAIIMOHATHEHO UCIIONIb30BaTh CIy)KEOHOE BpeMs U IOCTUIaTh PE3yJIbTaTa;

- OTIEPaTHBHO TIPHHIMATH ¥ OCYIIECTBIIATE IPUHATHIC PEIICHNUS;

- IPEMEHSATH HOBHIE MOIXOIbI K PEIICHHIO BO3HUKAOIIMX IIPOOIIeM;

- BUJIETh, [TOIIEPKUBATH U IPHMEHSATE HOBOE, IIEPENOBOE;

-5(QGheKTHBHO ¥  IIOCIENOBATEIbHO  OPraHW3OBBIBATH  B3aWMOJAEHCTBHE C  JPYTHMH
HopasieeHUsIMUA ¥ JPYyTHMHU BEIOMCTBAMH M OpraHM3allUsIMU;

- BIaZieTh IIpPHEMAaMH MEXJIHYHOCTHBIX OTHOIIECHUH (YMETh BHUMATEIBHO CIIYINAaTh KOJUIET, YMETh
He JIOITyCKaTh KOH(IMKTHI C KOJUIETaMH ¥ PYKOBOJIHUTENSAMHE, YMETh 3Q(QEKTHBHO COTPYyAHUYATH, HATH Ha
KOMIIPOMECC TIPH PEINEHAH Po6ieM B KOH(DIUKTHBIX CHTYalHsX, ObITh OTBETCTBCHHBIM H OT3HIBUMBLIM
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K JIFOJIIM, OBITH BCET/Ia APYIKEITFOOHBIM, TOMOIaTh B paboTe KoiuteraMm, OBITH CIOCOOHBIM NIpU3HABaTh
CBOIO HEIIPABOTY);
- OBITE TPeOOBATENBHBIM, SHEPIHUHBIM, HACTONIHBEIM.

2.4. Cexpetaph CymeOHOrO 3acemaHus JOIDKEH 00JamaTh CIEAyIOINAMH HAaBHIKAMH B OOBEMe
HEOOXOIMMOM IS HCIIOJHEHHUSI CBOMX JOJKHOCTHBIX 0OS3aHHOCTEH:

- pabOTEI B KOHKPETHOI cepe MesTeIbHOCTH;

- COCTABICHHE JCNOBBIX IIHCEM, MPOTOKONOB CyAeOHBIX 3acelaHuil, CIOpPaBOK H IPYTHX
JOKYMEHTOB;

- BJIAJICHHE KOMITBIOTEPHOM TEXHUKOM U OPITEXHUKO];

- BJIaJISHHE HEOOXOAUMBIM IPOTPAMMHBIM 00ECIICICHIEM:;

- CHCTEMAaTHYeCKH IOBBIIATE CBOIO KBATH(DHUKAIIHIO;

- COOIMIONATh HCTIONHUTENBCKYIO JUCLUILIAHY;

- IIOBEJICHUE CeKpeTaps CyneOHOro 3aceanus JOIKHO COOTBETCTBOBATE OOIIENIPHHATEIM HOPMAaM
TIOBEAICHHUS TOCY IapCTBEHHOI'O TPaXKJAHCKOTO CIIy KaIIEero.

Pasznen 3
HooxnHocTHBIE 00513aHHOCTH, IpaBa M OTBETCTBEHHOCThH
CEKpeTaps CyAe0HOro 3aceJaHHus

3.1. OcHOBHEIE 0053aHHOCTH CEKPETaps CyLEOHOTO 3aCeTaHILS.

3.1.1. OcymecTpusger odopmieHne TPaxKIAHCKHX, YTOJIOBHBIX JIeT U A€l 00 aIMHUHHUCTPATHBHBIX
TPaBOHAPYIICHHSX, a TaKXKe [EI, TIOCTYNMBIIAX B Cy/l B MOPAIKE HCIOIHEHHS TIPATOBOPA, MaTepUaos,
TIOCTYMHBINNX B NOPS/IKE NOCYIEOHOr0 IPOU3BOACTBA, MATEPHATOB B IOPSIKE UCTIOTHEHHS pelneHwuit ¢
MOMEHTA IOCTYILNICHHS B CY/I 3aABJIEHHS 1 [IOCIIE PACCMOTPEHHSL.

3.1.2. CBOEBpeMEHHO BHOCHT CBEIEHHS IO TP2XIAHCKAM, YTOJIOBHBIM JellaM, MaTepHaiaM,
HaXOMAMUMEs B MPou3BOACTBE Cyapy B [N «CynebHoe NemONpOM3BONCTBO M CTATHCTHKAY, COTTACHO
TIpHKA3y IpE/iceNiaTesis Cyna o pactpesieieHuy (yHKIMOHANBEHBIX 00M3aHHOCTEH MEXy paboTHHKaMuU
amnmapara cyzna o pabore ¢ AC «IIpaBocymme», pasmernaeT HeoOGXOTHMEIE CyneOHbIe JOKYMEHTHI B
noncucreMe T'AC  «IlpaBocynme», CBOEBpeMEHHO —IONydYaeT BXOJSIIYI0  KOPPECTIOHIEHITHIO,
MOCTYNAION0 B CYN NOCTE €€ pPEerHCTpalyH, CBOEBPEMEHHO PETHCTPHDYET HCXOJISIITYIO
Koppecnoraermuro B 111 «JlokyMeHT0060pOT 1 06paINenns rpaskIamy u [IepenacT Ha OTIPABKY.

_ 3.1.3. Ha craguy HOATOTOBHTENBHBIX NEHCTBHH K CyIneOHOMY 3aceNaHHMIO IO IOPYYEHHIO CYLBH
TIONTOTABIMBACT AENO K CyNeOHOMY 3aCe/[aHMIO: BBIIMCHIBAET M HAIPABILET TIOBECTKH, WM3BEINEHHS,
3aIlPOCHI, IMUCbMa, KOTIMM UCKOBLIX 3asBJICHMUI.

3.1.4. BoI3BIBaeT B Cy[ y9aCTHHKOB IpOIecca W CBHJETENEH, U3BEMIACT YYaCTHHUKOB IIPOIECcCa U
APYTHX JIHIl O BPEMEHH M MECTE CyAeOHOrO 3acelaHusd, a TAKKe M3BEMAeT O BPEMEHH H MeCTe
PacCMOTpEHHS Niena MPOKYPOPa, MPENCTaBATENEeH TOCyIapCTBEHHbBIX OPraHoB. B ciyuae Heo6xommocTn
TICPEYHMCIICHHBIX JIMIl BBI3BIBAET B CyHeOHOE 3aceljaHUE MyTeM HANPABICHHS MM TeNe(OHOTpaMMEL,
TenerpaMmel, mocpenctsoM CMC-coobmerms depes AC «IIpaBocynuey. Hampasiser tpeGoBanue
HaTaIbHUKY MECTa IIPEABAPUTENBHOTO 3aKIIFOYEHHS O JOCTaBKe IOACYIUMOTO B CYIeOHOE 3aceqaHue (o
YTOJIOBHBIM JI€JIaMm).

3.1.5. 3abnaroBpeMeHHO M3TrOTABIMBAET CIIMCKH eI, HA3HAYCHHEIX K PacCMOTPEHHIO B cyaeOHOM
3acenannm (popma Ne 36), U BRIBEIIHBACT HA CIIEIHATHHO 000pYZI0OBaHHOM CTEHJIE B XOIUIE Cy/a.

3.1.6. 3abnaroBpeMEeHHO MHpOBEpsET YBEXOMIEHHS 06 U3BCIICHWH YYaCTHHKOB IIpollecca H
TIPAUHMMACT JIOIIOIHATENBHBIE MEPhI IT0 00€CTIEYEHHIO SBKH JIHI[ B CyIeOHOE 3aceTanue.

3.1.7. Ilepen HayamoM cye6GHOTO 3aceanms IIPOBEPSIET BCE JIX BEI3BAHHEBIE B CY/I JIAIA SIBHIIHCE B
CynebHOe 3ace/iante, KTO U3 HeBUBIIMXCSA MONYIUI [IOBECTKH, KTO HE IIOJIYYHI ¥ 110 KaKo# IpHYMHE,
AOCTABIICHBI JIK IIOJCY IUMBIE, HAXO/ISIHUECS IO CTPaXKeii.

3.1.8. Tlocme paccmoTpeHms nema amb6o B CIy4a€ OTJIOKEHHS €ro pa3OHpaTensbcTBA IO
PACIIOPSDKEHHIO CyIbY OTMEYAET B Cy/COHBIX IIOBECTKAX, BEI3BAHHBIX B CYJI JIHII, BPEMS HX HAXOMKICHIS
B CyZe, 3aBEPSIET OTMETKY CBOEH IIOAMMCHIO U IITAMIIOM CYJIA.

3.1.9. He no3zguee crenyromero pabowero mus coobimaer B OTzen 00eCeYeH st CyIOIPOR3BOICTRA
TI0 YTOJIOBHBIM NI€TTaM CBEJCHMS IO YTOJIOBHBIM JENaM C IOCTAHOBJEHHEM CYIBH, BBIHECEHHBIM IO

&

C
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pE3ylbTaTaM IIOATOTOBUTENbHbIX AeicTBHM (cT. 227 VIIK P®), nius BHeceHHsS OTMETOK O IPUHATOM
CYIbeH PENICHUH B y9ETHO-CTATUCTHIECKYIO KAaPTOUKY.

3.1.10. Benet mpoTokosl cye6HBIX 3aceqaHuil B H3TOTABIHBACT HX.

3.1.11. C paspemenus cympd 1o XOZaTalCTBy CTOPOH, MHBIX YYacTHHKOB CyHeOHOTO
pasdHpaTeNbCTBa 3HAKOMHT C MaTepHalaMu (IpoToKoNamMu CyneGHBIX 3acelaHMil) YrOJIOBHBIX,
TPXIAHCKAX NET B Jel 00 aIMHHHCTPATHBHBIX ITPABOHAPYILICHHSX, HAXOMSIINXCS B IIPOM3BOJICTBE
CyIeH, ieiast OTMETKY 06 03HAKOMIICHHHM HA 3asBJICHHU HITH B CIIPABOYHOM JIHCTE.

3.1.12. Tlocne paccMOTpeHHS Heia BBIIOIHSIET CIEIYIOIINE NEUCTBUS: IOAIIUBACT JOKYMEHTHI B
XPOHOJIOTHIECKOM TODPANKE, MPOHYMEPOBBIBAET JIMCTHI [e/ia U COCTABISAET 33 CBOEH IIONIHCHIO OIHCEH
HaXOZAIMKUXCS B JIeNie Oymar, 3aroHAeT CIPABOYHbIH JIMCT ¥ CIPABOYHBIH JIHCT O BBEJICHUH UH(POpMALIHH
B noxcucreMy I'AC «Ilpasocynue» «CymeGHOE IIPOH3BONCTBO 1 CTATUCTHKA», JENACT OTMETKY B
KypHaIC yHaeTa JIEN O pe3yIbTaTax PaCCMOTPEHHUS Jiefia, MaTepHaa.

3.1.13. HsroraBumBaeT HeOOXOIHMOE KOIHYIECTBO  KOMHMH PCINCHUM,  OIpeIacieHu,
IIOCTAHOBJICHUH, IIPUTOBOPOB CyIa B COOTBeTcTBHH ¢ VIIK PO, TTIK PO, KAC P® u KoAIl PO,
KOTOPEIE JTOJDKHBL OBITH 3aBEPEHBI MOAIKCHIO CYIBH, TIPENICENATENBCTBYIONIETO IO NIy, W CeKpeTaps
CyIeOHOro 3acelaHus, CKpeIUsieT repboBOi Ieuarhio. ECIM KOIHS COCTOMT M3 HECKOJIBKUX JIHCTOB,
IIPOHYMEPOBBIBAET, IPOIIKBAET M CKPEILIIET EYATHIO Cya.

3.1.14. Bpy4aeT u HanpasiseT KOIMK pelleHut, ONPENICNICHHH, II0OCTAHOBIEHUH, IIPHTOBOPOB Cy/Ia
yJacTHHKam mporecca. Ha BeiiaBaemolt Komuu [enaeT OTMETKY O nare BCTYIUIEHHS €T0 B 3aKOHHYIO
CHITY HIIA O TOM, YTO OHO B 3aKOHHYIO CHITy HE BCTYIIMIIO.

3.1.15. UsroraBiuBaeT cONPOBOUTENbHEIE ITIHCHMA.

3.1.16. Odopmirsier OKOHUYEHHEIE IPOM3BOICTBOM A 1 MaTepHaIbl JJI1 IIOCIENYIOIEH UX Claun
B OTZIe] ODECIeueH s CyIOIPOU3BOICTRA IO HAIPABIICHUSM.

3.1.17. O60 Bcex meHCTBHUSIX 1O MOATOTOBKE AICJT, paCCMaTPUBAEMBIX CYIOM, CEKpeTaph Cyne6HOro
3aCElaHMs enaeT OTMETKY B CIIPABOYHOM JIMCTE YIOJIOBHBIX, MPAKIAHCKHIX, aIMMHHUCTPATUBHBIX JIEN, a
TaloKe NeJT, TOCTYNMHUBINMX B CyJ B IOPSZKE MCIONHEHHS ILPHIOBOPA, MATEPHATOB, IIOCTYIIUBINHX B
HOpSAAKE T0CYyNeOHOTO MPOU3BOCTBA.

3.1.18. Ilpumnaraer ACITy CTaTHCTUICCKUE KAapTOIKK HA OCYXKICHHBIX, ONIPAaBIAHHEBIX, JIHI], JIeNa, B
OTHOIICHNH KOTOPBIX IIPEKPAIEHbI, 3 TAKXKS JIAL, IPU3HAHHBIX HEBMEHAEMBIMH, K KOTOPHIM IIPUMEHEHEI
NPUHYTUTETRHBIE MEPEI MEMUITMHCKOTO XapaKTepa.

3.1.19. Ilo yronoBHOMY memy, TI0 I'paXXaHCKOMY €Ny HCK II0 KOTOPOMY BBITEKAeT M3 YTOJIOBHOTO
Aiena, TIe HIPECTYIUICHUEM PUIHHEH YINepO MMYINECTBY, IPHIATAET K ey 3all0JIHEHHEIE KapTOYKH II0
YYETY CyMM yInepoa.

3.1.20. BBHIIHCHIBAET HCIONHUTETBHEIE AOKYMEHTEL II0 JIENy, 10 KOTOPOMY CyIeOHBIE pelIeHHs
HOANEXKAT HEMEIJICHHOMY HCIIOJIHCHUIO, W IIepefacT WX [0 NPHHAIIEKHOCTH, IIPEIBAPUTEIHHO
M3TOTOBUB KOIIHIO HCTIOMHUTEIBHOTO IOKYMEHTA [UIS IPUOOIIEHHS K JeTy.

3.1.21. Ilpu HaTHYHE ONpPENENTEHNS O IPHOCTAHOBICHHHN IIPOU3BOJICTBA II0 YTOJIOBHOMY €Ny IULL
PO3BICKA IIOACYUMOTO HalPABIISET KOIHUIO IIOCTAHOBICHUS 00 OOBABIEHHH PO3BICKA VIS HCTIOTHEHMYS.

3.1.22. Tlocne coBepimeHus Bcex meHCTBHE IO 0QOpMIIEHHIO IieNia, HO He IO3/IHee IecATH NHei
TIOCNE €TO0 PAacCMOTPCHUS W BBIHECCHHS DEIIEHHS B OKOHYATENBHOH (hopme, CEeKpeTapb cyneGHOro
3ace/ianus IIePeiacT NETIO0 B OT/EI 00ECIEUeH s CyI0IPOU3BOICTRA CY/Ia.

3.1.23. Jlenaet OTMETKY O pe3yipTarax PacCMOTPEHHUS JieIa B XKypHaJe ydeTa Jejl, Ha3HAYSHHBIX K
PacCMOTPEHHUIO B CyZIeOHOM 3aceqaHtH.

3.1.24. BoImonHseT Apyrue HOpydeHus IpeacenaTesd Cyaa, ero 3aMeCTUTeNeH, Cynel, IOMOIITHIKA
IpEAceaTes Cyia, Ha9albHUKOB OT/ENIOB 00ECIICUEeHHUS CyIOIPOU3BOICTRA.

3.2. IIpaBa cexpeTaps cyneGHOTrO 3aceqanus.

OcHOBHEIE IIpaBa CeKpeTaps CyIeGHOTrO 3aceNaHms KaK TPaXXIAaHCKOTO CIIyXKaIllero YCTAHOBJICHEI
cr. 14 ®enepanbHoro 3akoHa ot 27.07.2004 Ne 79-®3 «O TOCYZapCTBEHHON IPAKIAHCKOU CIIy)Oe
Poccuiickoit @enepanumy.

Ha ocHoBanuu fanHoOi cTaThu ceKpeTaps Cyne6GHOro 3aCeIaHMs UMEeT IIpaBo:

3.2.1. 3HaKOMHUTECA ¢ TOKYMEHTAMH, OIPENE/IEONIAME €TI0 TO/DKHOCTHEIE 00s3aHHOCTH, IpaBa X
OTBCTCTBEHHOCTD, KPUTEPUHU OLIEHKH Ka4eCTBA PabOThI U YCTIOBHS IIPOABUIKEHHS 110 CILYKGe.

3.2.2. Vlcnonb30BaTh MMEIOIIMECS B Cy/Ie HOPMATHBHEIE, CTATHCTHUCCKHE H JIpyTHE MaTepHallkbl.
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3.2.5. ITomydgaTs oT COTPYIHHMKOB CTPYKTYPHBIX IOJpa3felieHuil cyaa, CIEIHaIUCTOB
CBEJICHHUS ¥ MaTEPUAIIbL, HEOOXOAUMBIE IS BBITOJHEHUS CBOUX JOKHOCTHEIX OOS3aHHOCTEH.

3.2.4. BHOCHTE IIpEIOKEHMS IO COBEPINCHCTBOBAHUIO OpraHW3aluyi paboThl ammapara cya, a
TaK)Ke CBOEH NesITeIbHOCTH.

3.2.5. WudopMupoBaTh HadalbHUKA OTHAENA O BBUIBICHHBIX IIPH HCIONHEHHM CIIyXeOHBIX
00s3aHHOCTEH HAPYIIEHUAX IeHCTBYIOIETO 3aKOHOJATEIBCTBA U IPE/JIararh CIIoCOObI HX YCTPaHEHHUS.

3.2.6. Cexperaps cye0HOTO 3acefaHus BIPaBe IPUHUMATH YYacTHE B: MOATOTOBKE HHMOPMAITHH
110 BOIIPOCaM, BXOAIIMM B €ro JOJDKHOCTHBIE 00S3aHHOCTH; IIOATOTOBKE JOKJIAIHOM 3aIMCKHA.

3.3. OTBETCTBEHHOCTE CEKpeTaps CyaeOHOro 3aceIaHusl.

3.3.1. Cexperaps cymeOHOTO 3aceqaHUs HECET YCTAHOBIECHHYIO 3aKOHONATEIbCTBOM PoccHifckoi
@enepanyy OTBETCTBEHHOCTH 3a HEHCIONHEHHE I HEHAJIEKAIIEEe MCIIONHEHNE BO3I0KEHHBIX Ha HETO
TOJDKHOCTHBIX 00S3aHHOCTEH, 32 HECOOMIOIEHNE OrpaHHYCHHUN U 3aIIPETOB, CBA3aHHBIX C IPaKIAHCKOH
ciryx00#, a Taxxke 3a:

- IeCTBHs Wik Oe3MeHCTBHS, BEAyINHE K HApYIIEHHIO [IPaB WK 3aKOHHBIX HHTEPECOB IPaKIaH;

- pasTalleHW# CBENCHUH, CTaBIIMX U3BECTHBIMH €My C HCIOJHEHHEM IO LXKHOCTHBIX
00s13aHHOCTEH;

- HECBOCBPEMEHHOEC BEHIIIOJIHEHHE 3ajaHUH, [IPUKA30B, PACTIOPSDKEHUN W YKa3aHHH BEIMECTOSIIIHX B
IOPSAIKE MOAYNHEHHOCTH PYKOBOAUTENEH, 32 HCKITFOUEHHEM HE3aKOHHEIX;

- HapyIIeHHue MOJIOKEHUH THUIIOBOro KOJEKCa 3THKHU M CIyXeOHOTO HOBEAEHHUs TOCYapCTBEHHbIX
TPOKIAHCKAX CIIYXKAIIUX annaparoB (enepalbHBIX CyIOB W ympasienuii CymeGHOro IemapTaMeHTa B
cybbektax Poccuiickoit ®enepanun, yTBepKIeHHOro mpukasoM CyneGHOTO emapraMeHTa IIpH
BepxosroM Cyne Poccuiickoit ®eneparium ot 26.04.2011 Ne 79;

- yTpary ciy>keOHOH JTOKYMEHTAIT’H;

- IPEAOCTaBJICHHE PYKOBOACTBY HEJOCTATOYHOH U HEOOBEKTUBHOM HH(OPMAITHH;

- Hecobmonenue Kozmekca 3THKH M CIyxKeOHOro IoBeleHHs (emepabHBIX TOCYIAPCTBEHHBIX
I'PXIAHCKUX CIyXallluX Cyna;

- HecoOmozenue 1IpaBui BHYTpEHHETO CIIy)XeOHOTO (TPYIOBOTO) PACIIOpSIKA CYa.

3.3.2. B cootseTcTBHH cO cT. 15 @enepansroro 3akona ot 27.07.2004 Ne 79-®3 «O rocyaapcTBeHHOM
rpaxkaaHckol ciyxbe Poceuiickoi @enepanuim cekpeTapb cyaeGHOro 3aceanus HECET NUCIMILTMHAPHYIO,
TpaXX1aHCKO-IIPAaBOBYIO, aIMHUHKCTPATUBHYIO MM YTOJIOBHYIO OTBETCTBEHHOCTH B CJIy4ae MCIOIHECHUS
UM HETIPaBOMEPHOTO ITOPYUESHHUS.

Pazpgen 4
Iopsagok ciry:ke0HOT0 B3aNMOJCHCTBHS ceKpeTaps cyae0Horo 3acefaHus B CBA3H ¢ HCIOTHEHHEM
JAOJLKHOCTHBIX 00S13aHHOCTEH ¢ rPAKIAHCKHAMH CIyKamuMHU (eaepajbHbIX CyA0B 00 el
pucIUKIuH, cucTeMbl Cyne0Horo JenapraMenTa, rpaKIaHCKHMH CJIyKAMHMH HHBIX
rocyJapcTBeHHBIX OPraHOB, IPAMKIAHAMH H OPraHU3ANHAMM

4.1. Cexpetapb CyneOHOTO 3acelaHus OCYIIECTBIISET B3aMMOAEHCTBHE ¢ HAaYaIbHHUKAMH OTICIIOB
obecredenus CyIOIPOU3BOICTBA, OMOINHAKAMY Cy[ei W APYTHMH TPXIAHCKHMH CIyKAITUMH CyIa
I OCYIIECTBIIEHHS CBOMX JIOJDKHOCTHEIX 00S3aHHOCTEMN.

4.2. Cexperapp cCyneOHOTO 3acefaHMSA OCYINECTBISIET B3aMMONEHCTBHE C TIPaXIaHCKUMH
CITy)XalUMH HHBIX T'OCYJApCTBEHHBIX OPraHOB (IPOKYpaTyphl, YUPEKICHHMM HCIIONHEHHS HAKA3aHUS,
YIPaBICHUS BHYTPEHHHUX €N, CIIyXOBI CyleOHBIX IIPUCTABOB) IT0 0OECIICUECHHIO IPOBENCHHS CYIeOHBIX
3acelaHui.

Paznmen 5
IToxazatesu 3¢ ¢eKTHBHOCTH H PE3yILTATHBHOCTH
npogeccHoHaIbHOM AesITETLHOCTH CeKpeTapsi Cy/ae0HOoro 3ace anus

5.1. B opranu3zamnuu Tpyna:
- IPOM3BOJMTENLHOCTD (KOJIMYECTBO U KAUECTBO BBITOTHIEMBIX PaboT);
- PE3yNLTAaTUBHOCTH (Mepa JOCTHKEHUS [TOCTABIICHHBIX IeNei);

)



N

7

- HHTCHCHBHOCTb TpyJa (CIOCOOHOCTH B KOPOTKHE CPOKH BBIIOJNHATH ONpENeTeHHBIH 06BeM paboT),
COOJIIOIeHNEe CPOKOB MCIIOIHEHHS,
- COOMIONIEHUE TPYAOBOM MUCITUILIAHEL

5.2. CBOEBPEMEHHOCTh M ONEPaTHBHOCTb, TO €CTh BBIIONHEHHE HOPYYCHHHA B YCTAHOBJICHHBIE
3aKOHOMATENBCTBOM, JOJDKHOCTHBIM PETIAMEHTOM MIIH PYKOBOICTBOM CPOKH.

5.3. KauecTBO BBIMONHEHHOR PabOTHL:
- IOArOTOBKA [N K clade B OTAeN OOecledyeHus CyIOIPOU3BOACTBA B YCTAHOBIEHHBIE CPOKH H B
COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUAMUY;
- JOPHUIMYECKU TPaMOTHOE M3TOTOBJIEHHE IPOTOKOJIOB CYAeOHBIX 3aCeNaHMt;
- OTCYTCTBHE CTHIIMCTHYECKUX U IPaMMATHYECKHUX OIMHOOK.

5.4. ITpodeccronamusm:
- npodecCHOHATbHAS KOMIIETEHTHOCTE;
- CIOCOOHOCTB BBIIONHATH JIOJKHOCTHEIE OOS3aHHOCTH CAMOCTOSTENTBHO, 6e3 MOMOIIH PYKOBOJUTENS
WM CTApINEro 1O JODKHOCTH;
- CIIOCOOHOCTH 9ETKO OpPraHW30BbIBATh ¥ INIAHMPOBATh BBIIONHEHWE TOPYYEHHBIX 3aNAHUM, yMeHHe
PallOHAIBHO UCII0JIE30BATh pab0dee BPeMs, PaCCTaBIIATh IPHOPUTETEI;
- OCO3HAHUE OTBETCTBEHHOCTH 32 [OCIIENCTBUS CBOUX NSHCTBHI ¥ IPUHAMAEMBIX PEINCHHUIA.

Havaneauk oTAEeNa o0ecneyeHns
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