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JOJDKHOCTHOM PEIJIAMEHT
(henepaibHOro rocy1apCTBEHHOT0 IPAsKIAHCKOrO CJIYKAIIEro,
3aMeIaroiero J0/LKHOCTD deaepabHOil rocy1apcTBEHHON IPakIaHCKON CTyKO0bI
ceKkpeTaps cya1e0HOro 3aceiaHus OTAe/a o0ecnedeHHusl CYI0NMPOU3BOACTBA M0 YrOJOBHBIM JejIaM
CeBepckoro ropoackoro cyaa TomMckoii o0/1acTh

Pasznen 1
O0mue moJI0KeHHu

1.1. JIo/IDKHOCTHOM pernameHT cekperaps cyaeOHOro 3acenanus CeBEPCKOTO TOPOACKOTO Cyna
Tomckoit obnacTu (nanee — JOMMKHOCTHOM pernameHT) paspaboTaH B COOTBETCTBHH ¢ DemepanbHBIME
3aKoHamu 0T 27.05.2003 Ne 58-@3 «O cucteme rocynapcTBeHHOM ciryx6b1 Poccuiickoit ®eneparum», oT
27.07.2004 Ne 79-@3 «O rocymapcTBeHHOM IrpakiaHCKoi ciyxOe Poccuiickoit ®enepanumy (nanee -
DenepallbHBIA 3aKOH O TOCYIAPCTBEHHOM IPaXIaHCKol cayx6e), or 08.01.1998 Ne 7-®3 «O Cyne6rom
nenapramente npu Bepxosmom Cyme Poccuiickoit ®@enepanuu»; Ykasamu Ilpesumenta Poccuiickoit
OQeneparuu or 31.12.2005 Ne 1574 «O Peecrpe mOmKHOCTEH (enepanbHOM TOCyHapCTBEHHON
TPaXIaHCKOH CciyxOb», oT 16.01.2017 Ne 16 «O xBaIM)UKANMOHHBIX TPEOOBAHHAX K CTAXKY
TOCyNapCTBEHHOM TPaXTAHCKOH CIHyXKObI MIH CTaXy paboTBl MO CHENUAILHOCTH, HAIpPaBICHHIO
TIOATOTOBKM, KOTOPBIA HEOOXOAMM [jii 3aMeNIeHHs MOJDKHOCTEH (enepaibHOR rocyaapcTBeHHOM
TpaXTaHCKOU CiryxObr», oT 19.11.2007 Ne 1554 «O mopsiike NPUCBOEHHS H COXPAHEHMS KIACCHBIX
IMHOB IOCTUIIMM JIMIaM, 3aMCIIAIOIINM TOCYyJapCTBEHHBIE NODKHOCTH Poccuiickoit ®emepanuu u
JIOJUKHOCTH  (efiepalbHOM TOCYIapCTBEHHOM IPaXKIAHCKOW CIyObl, H YCTAHOBIEHHH (eepatbHbIM
IOCYIapCTBEHHBIM I'PAXNAHCKHUM CIIYXKallUM MECSYHBIX OKJIAJOB 3a KJIACCHBIM YHMH B COOTBETCTBHHU C
MIPUCBOEHHBIMHE UM KJIACCHBIMH YHHAMH FOCTHUIIIY.

1.2. NomxHocTs cexpeTaps cyneOHOro sacenanus CeBepckoro ropoackoro cyna ToMckoit o6nactu
(mamee — cexperapb CynebHOTO 3acelaHMs) OTHOCHTCS K CTapiled Tpymime JODKHOCTel (eepanbHO
rOCyJapCTBEHHOU IPaXKJaHCKOH CITy>KObI KATETOPUH «CIIEIHATHCTEL.

1.3. Hasnauyenwe nuna Ha TOIDKHOCTE CEKPETApS CyAeOHOTO 3aceaHus, a TAKXKE OCBOOOKIEHHE OT
JOJDKHOCTH OCYHIECTBIIIETCS MPUKa3oM Ipencenarens CeBepcKoro ropoackoro cyma ToMckoi o6macTH
(manee — cynm). [

1.4. Cexperaphb cynebHOro 3acenaHust OAIMHSETCS HEMOCPEICTBEHHO CyIbe, IPECEeNaTeNo Cya,
€ro 3aMECTUTENSIM U HaYallbHAKaM OTJENIOB 00ECTICUeHUsI CyIOMPOU3BOICTBA CYIa.

1.5.  TlpopeccuonanpHast ciayxeOHas AEATENBHOCTh CeKpeTaps CymeOHOTO — 3aceqaHus
OCYIIECTBIIAETCS. B COOTBETCTBHH C JOJDKHOCTHBIM PETJIAMEHTOM, YTBEPXKIAeMbIM TIpeiceaaTesieM Cyaa.

1.6. Ha mepumon BpeMEHHOr0 OTCYTCTBHS CEKpeTaps CyHeOHOro 3acelaHus ero O0OS3aHHOCTH
BO3JIATAIOTCsL Ha APYTOro CEKpeTapst CyeOHOro 3aceanusi JaHHOTO CyIa.

1.7. Cexperaps cyne6HOTO 3aceqaHust B CBOEH CIIyKeOHOM NeaTeIbHOCTH PYKOBOICTBYETCS:

- Korcturynue#t Poccutickoit ®enepanuu;

- MEXIyHapOJHO-IIPAaBOBBIMU aKTaMH;

- henepanbHBIMHE KOHCTUTYIIMOHHBIMH 3aKOHAMH;

- (denmepanbHBIMH 3aKOHAMH, WHBIMH HOPMATHBHBIMHM IIPaBOBBIMH akTamMu Poccuiickoi
Oenepanuu;

- mpuKaszamu u pacrnopsbxenusmu [Ipencenarens Bepxosaoro Cyna Poccuiickolt @enepanyu;

- MPUKa3aMu U PaCHOPSKEHUSIME MpeceIaTeNs CyAa U €r0 3aMECTUTENEH,

- HOPMaTHBHBIMH IIPABOBBIMH aKTaMH ¥ PYKOBOASAIMUMHU NoKyMeHTamu CynebHoro nemapramMeHTa
npu BepxosaoMm Cyne Poccutickoit @enepanuy;
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- Huctpykuuen o Cy1eOHOMY IETOIPOU3BOACTBY B paioHHOM cyne,
yTBepKIeHHOH mprkazoM ['eHepambHOTO mupexTopa CyneOHOro AemapTamenTa IpH Bepxosaom Cyze
Poccuiickoit @enepanuu ot 29.04.2003 Ne 36;
- TIpaBuIaMu BHYTPEHHETO CIIy’KeOHOro (TPyI0BOTr0) pactopsaKa cyna;
- KomexcoM 3THKH M CIIy>KeOHOTO MOBEICHHUs TOCYIapCTBEHHBIX MPaXKTaHCKHX CITy KalKX Cya;
- HACTOAIIUM JODKHOCTHBIM PETTTaAMEHTOM.

Paspen 2
Kpaaudukannonabie TpeOOBaHUS

2.1. Ha momKHOCTH ceKperapsi CyneOHOTro 3acelaHMsl Ha3HAYArOTCS JIMLA, MMEIOMIME BBICIIEC
06paszoBaHHe II0 HATPABIEHHIO [OATOTOBKM (CHENMATBHOCTH) MPO(YECCHOHATBHOTO oOpa3oBaHHe
IOPUCTIPYIEHIUSY MK HHOMY HANPABJIECHHUIO IOATOTOBKHM (CHENHMAIbHOCTH), YKa3aHHOMY B
NpeABIIYIAX MepeyHsx MNpodeccHi, CHeNHaNlbHOCTEH ¥ HAlPABICHWH MOATOTOBKH. MU KOTOPOTO
3aKOHOJATENLCTBOM Poccuiickoif @efepanuy yCTaHOBIEHO COOTBETCTBHE [NAHHOMY HAIPABICHHUIO
TOATOTOBKH (CIIENHATIBLHOCTH), 0€3 MpeabsBIeHNS TPEOOBAHHUM K CTaXy PabOTHL.

2.2. CekpeTaphb CyaeOHOTO 3aceqaHusl JOJDKEH 3HAaTh U YMETh IPUMEHATH Ha MPAKTHKE:!

- TocymapctBenusiit s3b1k Poccuiickoit @eneparun (pycCKUH S3BIK);

- Koncrutymuto Poccuiickoit @enepanuy;

- I'paxxmanckuit konekc Poccuiickoit enepanum;

- I'paxmanckwii mporeccyalbHbI kKoaeke Poccutickoi denepanuu;

- Konexe aqMuHECTpaTHBHOTO cyAonpon3BoacTBa Poccutickon @enepanny;

- Konekc Poccutickoit @eneparnuu 006 aiMAHUCTPATUBHBIX IPABOHAPYIIECHUIX;

- YronoBHbI# Kozieke Poccuiickoit @enepanuu;

YronoBHO-TIporieccyanbHbIN Kogekce Poccuiickoit denepanuy;
Cewmeitnsiif konexc Poccuiickoit @enepannu;

3eMmenbHBINA KOoneke Poccutickoi @enepann;

Kunnmueii konexe Poccuiickoit ®enepanuuy;

Tpynosoit koxexce Poccuiickoit @eneparuu;

- @enepambHble KOHCTHTYIIMOHHBIE 3aKOHBI: OT 31.12.1996 No 1-®K3 «O cynebHOU cucreme
Poccuiickoit @enepamuuy»; ot 07.02.2011 Ne 1-®K3 «O cymax oOme#t ropucaukimu B Poccuiickoi
denepanumy;

- @enepanpuble 3aKkoHBL: 0T 08.01.1998 Ne 7-@3 «O cymebHOM nemaprameHTe Ipu BepxoBHOM
Cyne Poccuiickoit @enepanun»; ot 27.05.2003 No 58-@3 «O cucreme rocyIapCTBEHHOH CITyXObI
Poccuiickoit ®epeparuuy»; ot 27.07.2004 Ne 79-03 «O rocymapcTBeHHOH TpakTaHCKOH ciyxOe
Poccmiickoit ®@enepanum»; ot 25.12.2008 No 273-®3 «O nOpOTUBOAECUCTBHUA KOPPYILIHUKN;
ot 20.08.2004 Ne 113-®3 «O mpHCSDKHBIX 3acemaTelisixk (GenepaTbHBIX CyIO0B OOINel OPUCAWKIIMU B
Poccuiickoit ®@eneparum»; ot 22.12.2008 Ne 262-®3 «O06 obecrnedeHHH AOCTyna K HHOOPMAIUU O
NEesSTENbHOCTH CcyInoB B Poccuiickoit @enepamnuu»; WHBIE HOPMAaTHUBHBIE IIPAaBOBBIE aKTHI, AaKTHI
[Ipesunenta Poccuticko @enepanuu, IIpaButensctBa Poccuiickoir @enpepanuu, MOOIIeXaIIne
IIPUMEHEHHIO B CYIOIIPOM3BOJCTBE, KAacaOMECs OPraHU3allHOHHOI0 00eCIeueH s IeATENbHOCTH CYI0B
U PETyIUpYIOIIe 0COOEHHOCTH IPOX0XKIEHUS TOCYIapCTBEHHOU I'paxIaHCKOU CITy>XOBI;

- HOpMaTHBHYIO 0a3y COOTBETCTBYIOIIEH cdephbl NeATEeNHHOCTH, OCYIIECTBISEMOM B Ipemenax
CBOMX JIOJKHOCTHBIX OOSI3aHHOCTEH U ITOJTHOMOYHIA; ]

- MaCcTpyKIHio 10 CyIeOHOMY MENONPOU3BOACTBY B PafOHHOM Cylle, YTBEPXKIEHHYIO IIPHUKa30M
Cyne6uoro nenapramenta npu Bepxosrom Cyne Poccuiickoit @enepamun ot 29.04.2003 Ne 36;

- MHCTpyKIMIO 0 TIOpsiaKe 0TOOpa Ha XpaHEHHE B apXUB (elepalbHbIX CYI0B OOIIeH FOPUCAUKINA
JTOKYMEHTOB, WX KOMIUIEKTOBaHHs], ydeTa W MCIOJNB30BAHUS, YTBEPXKIECHHYIO NMPHUKa30M CynebHoro
nemapramenTa ipu BepxosroM Cyne Poccuiickoit @enepanuu ot 28.12.2005 Ne 157;

- Tlepeuenn NOKyMEHTOB (hefepanbHBIX CyHOB OOIIeH MOPUCAUKIME C YKa3aHMEM CpPOKOB
XpaHeHHs, yTBepkIeHHbH mpukasom CyneGHoro nemapramenta npu Bepxosrom Cyzme Poccuiickort
®enepanuu ot 09.06.2011 Ne 112;

- IlpaBuia moBefeHus PabOTHWKOB ammapara cyna, yTsepxnensie Ilocramosnenmem Cosera
cyne#t Poccuiickoit @enepanuu ot 27.04.2006 Ne 156;
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- TunoBo# Komekc 3TUKH M CIYXeGHOTO MOBEIEHHS roCyJapCTBEHHBIX I'PaXIaHCKHX
CIyXaIlUX ammapaToB (enepanbHBIX CymOB U ympabieHmit CymneGHOro JerlapTaMeHTa B CyOBeKTax
Poccuiickoit Denepanum, yTBepKICHHbIH npukasoM CyzneGHoro nemaprameHnta mpu Bepxosrom Cyze
Poccutickoit ®eneparnu ot 26.04.2011 Ne 79;

- HOPMAaTHUBHbIC TOKYMEHTBI, PETYIHPYIOLIKE AeSITENbHOCTE [IpHeMHOM B OTHENIOB 06eCIeueHUs
CYIOIPOU3BO/ICTBA CY/Ia;

- OpraHM3alliio  Cy[MONPOM3BOACTBA IO YIOJNOBHBIM M TPaXOaHCKHM [ejiaM, JeiaM 00
aIMUHHUCTPATHBHBIX [IPABOHAPYILIEHHSIX;

- IOPSITIOK O(OPMIICHHS MATEPUATIOB A 10 | IIOCIIE pPaccMOTpPEHHSI;

- TOPANOK M3BEIICHHUS JIHL, y4acTBYIOIIUX B JeJe, O JaTe, BPEMCHH M MECTE IIPOBEICHHUS
CyneOHOro 3acenanus;

- TOPANOK IIPOTOKOJHPOBAHHUS B CyIeOHOM 3acelaHNH;

- IOPATOK OIyCKa B 3a CyIe0HOTO0 3ace/IaHus IPEACTaBUTENEH CPECTB MACCOBO uHpOpMaITHH
H MHBIX JIAIL, JKE/IAIOIMNX IPUCYTCTBOBATE Ha CIIYINaHUH JENa B OTKPHITOM CyIe6HOM 3ace aHuu;

- YCTaHOBJICHHBIH CyeOHBIH OPSIIOK B 3a1e cy1e0HOTO 3aceqanns U CIIOCOObI €ro [IOA/IEPKAHHS,

- OCHOBEI BEJICHHUS IEIOTIPOHU3BOICTBA;

- OCHOBBI IPOBEEHHUS IIEPETOBOPOB;

- TOPANOK PaboTel €O CyXeGHOH HWHpOpMALHEH, CITy)XeOHOH HH(OpMAaIell OrpaHHICHHOTrO
PacIpoCTpaHeHus, HHPOPMALMEH C OrpAHUYUTENTBHON MOMETKOH « IS CIIyXK€OHOTO IOJIb30BAHUSY,
IOPANIOK PaboTEI CO CITy:KeGHOI JIEKTPOHHOM OUTO}H;

- TpaBUiIa W OTPAHHYCHUA MOAKIIOYCHUS BHENIHHX YCTPOHCTB ((hIeln-HAKONHTENH, BHEIIHHE
KECTKHE NIHCKH), B OCOOEHHOCTH 0GODPYIOBAHHBIX IPAEMO-TIEPEAAIOIIEN anmnapaTypoi (MOOUIIBHEBIE
TeneQOHbI, TIAHIIETHL, MOEMEI) K CIIyKeOHbM CPEACTBaM BBIMUCIIUTENFHON TEXHUKH (KOMIIBIOTEPAM);

- OCHOBHBIC IIOJIOKCHHS 3aKOHONATENBCTBA O MEPCOHAIBHBIX NAHHBIX (DenepanbHbIil 3aKOH OT
27.07.2006 Ne 152-®3 «O mepcoHamBHbIX JAHHBIX»);

- OCHOBHBIC IOJIOKCHHSA 3aKOHOATENBCTBA 00 3ICKTPOHHOM MOIMNCH, BKIFOYAS: TOHSITHE 1 BU/IBI
SJICKTPOHHBIX MOMITUCEH; YCIOBHS MPHU3HAHHUS 3NEKTPOHHBIX JOKYMEHTOB, HMOJANMCAHHBIX 3JIEKTPOHHOM
TTONHUCEIO, PABHO3HAYHBIMU JOKYMEHTaM Ha OYMa)XHOM HOCHTENE, MOMTHCAHHEIM COOCTBEHHOPYYHOI
IO IITUCKIO; )

- HOPMBI 1 IIDaBHIIa OXPaHbl TPy, TEXHUKA GE30IIACHOCTH U TI0XKAPHOI 6e3omacHoCTH;

- IIPaBAJIA SKCILTyaTalli KOMIIBIOTEPHOH M MHOXHTENEHOM TEXHUKH;

- [IpaBuyia BHyTpEHHETO CITyXe6HOTO (TPymOBOTO) pacnopsaka cyna;

- JIOKaJIbHBIE AKTHI CY/a; '

- Komexc stuku u ciysxe6HOr0 mosenenms TOCYTapCTBEHHBIX I'PAXKIAHCKHX CIIY)KAIIUX CYIa,;

- HaCTOSIIIMH TOJDKHOCTHOM perjlaMeHT.

2.3. Cexperaps CyneOGHOT0 3aCeIanus TO/DKEeH YMETh:

~ YHpaBlLITh  M3MCHCHMAMH  (IPEANaraTh HOBBIE CHOCOGBI  AeiCTBH, IIOBBIIIAIOIIHE
3G bEKTHBHOCTE HCTIONHEHHUS HOKHOCTHBIX 00s13aHHOCTEH; B KOPOTKHE CPOKH ITIEPEKIFOYATECS C OXHON
3aZiaii Ha Jpyryio; HE CHUIKATh Ka4ecTBa pabOTHI TP HEOOXOIUMOCTH BBITIONHEHHS HECKOTBKHX 3a/1ad;
OBICTPO HU3MEHSTH MOAXOM K PELICHHIO npobeM, NepexOas OT BHUIONHEHHS OIHON 3aMaun K Ipyro#, u
Ha000pOT; Pa3BACHATH IPYTHM HEOOXOIMIMOCTE HU3MEHEHUH);

- AHATM3UPOBATE U Pa3pabaTeIBaTh IIAH KOHKPETHBIX JEHCTBHI;

- paboTaTh C 3aKOHOJATEIBHBIMA U HOPMaTHBHBIMU IIPABOBBIMH aKTaMH, HEOOXOIUMBIMHU IUIs
MCIOIHEHHA TOIDKHOCTHRIX OOSI3aHHOCTEH, i IPUMEHSATH UX HA IIPAKTHKE,

- IIAHAPOBATD, PALHOHANBHO HCTIOIB30BATH CITyKeOHOE BPEMS U JIOCTHTATh Pe3yIIbTATA;

- OLIEPATUBHO IPUHUMATE U OCYILECTBIISATE IPUHATHIE PENICHUSL;

- [IPUMCHSTE HOBBIE IIOJIXO/IbI K PELIEHHIO BOSHUKAIONIMX IPO6IIEM;

- BUJIETh, IOAJEPKUBATE U IPUMEHSTH HOBOE, IEPEIOBOE;

-9QGeKTHBHO M IOCNENOBATENHHO  OPraHH30BBIBATH  B3aUMOJEHCTBHE  C ApyrAMy
N0/pa3NENEHUAMH ¥ IPYTUMH BEAOMCTBAMHE H OPraHH3aLHIMU;

- BIa[eTh IPUEMaMH MEXIMIHOCTHBIX OTHOINEHHH (yMETh BHUMATENBHO CIIYINATh KOMJIET, YMETh
HE JIOMYCKATh KOH(IUKTEI ¢ KOJUIEraMH ¥ PyKOBOIUTEISIMH, yMETh 3D(MEKTUBHO COTPYIHHUYATE, HATH HA
KOMIIPOMHCC IIPH PEIICHUHU IPOOJIEM B KOHQIMKTHBIX CHTYAIHIX, OBITh OTBETCTBEHHBIM U OT3BIBUMBELIM
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K JIFOMSIM, OBITH BCETIA JIPY>KeTIOOHBIM, TOMOTATh B paboTe KojuleraM, OBITH CIIOCOOHBIM IIPU3HABATH
CBOIO HEIPABOTY);
- OBITH TPeOOBATENBHBIM, JHEPTHIHBIM, HACTOHYHBBIM.

2.4. Cekperaph CymeGHOTO 3acefaHMs JODKEH oOyanarh CIEAyIOIIMMH HaBBIKAMH B oOBeMe
He0OXO0MUMOM U HCIIOIHEHHS CBOMX MOJDKHOCTHBIX 00S3aHHOCTEMH:

- paboOTHI B KOHKPETHOH chepe AeATEIbHOCTH;

- COCTaBIIEHHE [IEJOBBIX IIHCEM, IIPOTOKOJIOB CYINEOHBIX 3aCElaHuil, CIPaBOK H JPYTHX
JIOKYMEHTOB;

- BIIaZIeHHE KOMITBIOTEPHOM TEXHUKOHN U OPITEXHUKOM;

- BlIaZieHrEe HeOOXOIUMBIM IMPOTPaMMHBIM O0ECIIEYEHHEM

- CHCTEMAaTHYECKH MOBLIIMATH CBOIO KBATHU(UKAIIUIO;

- coOJIrOIaTh UCIOHUTENBCKYIO TUCIUTLINHY;

- IOBEJICHHE CeKpeTaps CyAeOHOro 3aceaHus JODKHO COOTBETCTBOBATh OOMIENPHHATEIM HOpMaM
MIOBEIEHHSI TOCYIAPCTBEHHOTO TPAXKTAHCKOTO CILY)KaIIero.

Paszgen 3
JI0JGKHOCTHBIE 0013aHHOCTH, IPABA M 0TBETCTBEHHOCTH
ceKpeTaps cyaeOHOro 3acegaHus

3.1. OcHOBHEIE 00SI3aHHOCTH CEKpeTaps CyIe0HOro 3aceaHusl.

3.1.1. OcymecTBusieT ohopMIIeHHE I'PAKIAHCKHUX, YTOJOBHBIX A€T U NeNl 00 aIMUHHCTPATHBHBIX
IIPaBOHAPYIIEHUAX, a TAKXKE A€, IIOCTYyIIUBIINX B CyJ B IOPSIKE UCIOIHEHUS IPUTOBOPA, MATEPHATIOB,
IOCTYNMBIIMX B IOPSANKE JOCYAEOHOIO IIPOM3BOACTBA, MATEPHANIOB B IOPSIKE UCIOTHEHHS PEIIeHHH C
MOMEHTA ITOCTYIUIEHHS B CyJl 3asBJICHUS U ITOCIIE PACCMOTPEHHS.

3.1.2. CBOEBpPEMEHHO BHOCHT CBEAEHHS IO T'Pa)XTAHCKUM, YTOJOBHBIM JeliaM, MaTepHaaM,
HaxoIdmuMces B Ipou3BoAcTBe cyapH B 11U «CynebHoe Hemompou3BOACTBO M CTATHCTHKAY, COLJIACHO
IIpHKa3y IpeacenaTeld CyAa O pacupeleleHUN (YHKIMOHATBHBIX 00S3aHHOCTEH MEXIY pabOTHHKAMHU
ammapara cyna mo pabore ¢ I'AC «IIpaBocyaue», pasMmernaer HEOOXOMUMBIE CyneOHBIE JOKYMEHTHI B
noacucreMe ['AC  «IlpaBocymue», CBOEBPEMEHHO IOJyYaeT BXOMASAIIYIO - KOPPECIOHIEHIHIO,
IOCTYIAMONIY}0 B CyO IIOCIE €€ pETHUCTPAllUH, CBOEBPEMEHHO pETUCTPUPYET HCXOZISIIYIO
koppecrmonaeHnuio B [TA «JlokyMeHTOO00pOT 1 0OpaliieHus TpaxIan» U mepeaacT Ha OTIPABKY.

3.1.3. Ha cranmu moAroTOBHTENBHBIX NEHCTBUH K CyleOHOMY 3ace[aHMIO 10 MOPYYEHHIO CYIbH
IIOJrOTABIUBAET NEN0 K CyleOHOMY 3acelaHUIO: BBITHUCHIBAET W HAIMpPABISIET IOBECTKH, MU3BELICHHUS,
3aMpockl, MUChbMa, KOITHH HCKOBBIX 3asBICHHIA.

3.1.4. Bo3pIBaeT B Cy[ yY4acCTHHKOB IPOIlECCa M CBHAETENCH, H3BEINAET yYaCTHHUKOB IIPOIEcca U
JOPYTHX JIMIl O BPEMEHH M MECTE CyAeOHOrO 3acelaHus, a TaKKe H3BEINaeT O BPEMEHH M MECTE
pPacCMOTpEHHMS [eNa IIPOKypopa, NIPeNCTaBUTeNEH TOCYAapCTBEHHBIX OPTaHoB. B ciiyyae HE0OXOIUMOCTH
IIEPEYHCIICHHBIX JIMIl BBI3LIBAET B CyNeOHOE 3aceaHHe ITyTeM HAIpaBICHUS WM TelleOHOrpaMMEL,
TenerpaMmel, nocpeactBoM CMC-cooGmenust uepes AC «IIpaBocynue». Hampapmser TpeGoBamme
HAYaIbHUKY MeCTa MPeIBapUTEIbHOIO 3aK/II0YEHH O JOCTaBKe MOJICYAUMOro B cyneOHoe 3acenanue (1o
YTOJIOBHBIM JI€JIaM).

3.1.5. 3abnaroBpeMEHHO M3rOTaBIMBAET CIIUCKHU e, Ha3HAYCHHBIX K PACCMOTPEHHUIO B CyIe0HOM
3acenanuH (popma Ne 36), 1 BEIBEIIUBACT Ha CIEIMATLHO 000PYIOBAHHOM CTEHJIE B XOILIE CyIa.

3.1.6. 3abnaroBpeMEHHO IIpOBEpsSET yBEJOMIICHHS 00 W3BEIIECHWH YYACTHHKOB IIpoIEcca H
IIPUHUMAET JOIIOJHUATENBHBIE MEPHI 110 O0ECTICUEHHUIO SIBKH JIUIT B CyIeOHOE 3aceIaHue.

3.1.7. Ilepen HauanoM cyneOHOTO 3acelaHus MPOBEPSET BCE JIK BHI3BAHHBIC B CY/I JTUIA SBHIIUCH B
cyneOHOe 3aceaHue, KTO W3 HESBUBIIUXCS ITOJyYHII IIOBECTKH, KTO HE IOIYYMI M IO KaKoW IpUYUHE,
JIOCTABJICHBI JTH MOACYAUMBIE, HAXOASIIUECS 0] CTPaXKEH.

3.1.8. Ilocme paccMoTpeHms [nena nub0 B cilydae OTJIOXKEHHS €ro pasOupaTenbeTBa 10
PacCIOPSHKEHUIO CYIbH OTMEYAeT B CyJeOHBIX MOBECTKAX, BBI3BAHHBIX B CY/[I JIUII, BpEMsI UX HAXOXKICHUS
B CyZe, 3aBepsieT OTMETKY CBOEH ITOAMUCHIO U IITaMIIOM CyJa.

3.1.9. He nmo3zanee creAyromiero paboyero JHsS cOOOMIaeT B OTEN 00ECIEYEHHs CYNOIIPOU3BOICTBA
[I0 YrOJOBHBIM [ellaM CBENEHMS II0 YTOJOBHBIM J€llaM C IIOCTAHOBJICHHEM CYIbH, BBIHECEHHBIM IO
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pe3ynpTaTam [TOATOTOBATETBHBIX neictBui (ct. 227 VIIK P®), s BHECCHMA OTMETOK O IPHUHATOM
cynbeil peleHnH B y4ETHO-CTATHCTAICCKYIO KapTOUKYy.

3.1.10. BemeT IPOTOKOJIBI CyIeOHbIX saceJaHU} U U3TOTaBIABACT MX.

31.11. C paspemenus CympH O XOJATAMCTBY ~CTOPOH, WHBIX y4acTHUKOB cyneOHOTro
pa30uparenbCTBa 3HAKOMHUT C MaTepuaiaMi (IpOTOKOJIAMHA cyeOHBIX 3acenaHuii) YroJOBHBIX,
rpayKIaHCKHX JEl H JICI 06 amMUHHCTPATHBHBIX IpaBOHAPYIICHAIX, HAXOMSAIAXCSA B MPOM3BOACTBE
cyzieit, nenas OTMETKY 06 03HAKOMJICHAH HA 3asBICHAN M B CIPaBOYHOM JICTE.

3.1.12. Tlocne paccMOTPEHMs ACTa BLITIONHSET CHeTyiomue IeHCTBUA: MOIIABACT JOKYMEHTBI B
XPOHOJOTHIECKOM nopsKe, TPOHYMEPOBBIBACT JIMCTBI 7iejia ¥ COCTaBJieT 3a cBOEl TOAMUCHIO OITUCH
HaxXOISIIUXCS B fene Oymar, 3aMOJHAET CIPABOYHBIA JTUCT U CIpaBOYHEIN JICT O BBEICHAH uH(OopMAITIH
s moncuctemy [AC «ITpaBoCyIHEY «CynebHoe MpOM3BOACTBO 4 CTATHCTHKA», JenacT OTMETKy B
KypHAJIE yueTa [l O pesynbTaTax paccMOTPEHHIA nena, MaTepuaia.

3.1.13. HsrorasnuBaeT HeoOxomuMoe — KOJIUICECTBO KOMHmit  PELIeHWH, OTIpeeEHIH,
IOCTAHOBIEHHH, IPATOBOPOB Cyla B coorpercteun ¢ YIIK P®, ITIK PO, KAC P® u KoAIl PO.
KOTOpBIE TOJDKHBI GBITh 3aBepeHbl MOIIMCHIO CYIIbH, Tpe/IceIaTeNbCTBYIOMIET0 o Jieny, U ceKperapd
cyneOHOTO 3acenanus, CKpeIusieT repOOBOH MEYaThIO. Ecni KOTWSI COCTOMT M3 HECKOJbKUX JIACTOB,
IPOHYMEpPOBBIBAET, POLIHBACT ¥ CKpeIUIeT MeyaTho Cy/ia.

3.1.14. BpydaeT 1 HampaByisieT KON pelIeHuH, OTIpereNeHuH, [IOCTAHOBJICHHM, IIPUTOBOPOB CYNd
y4acTHHKaM Hporecca. Ha BEIIaBaeMoil KOIMH JENAeT OTMETKY 0 naTe BCTYILUIGHHS €ro B 3aKOHHYTO
CHJIy WJIE O TOM, YTO OHO B 3aKOHHYIO CHJTy HE BCTYIHIIO.

3.1.15. UsrotaBnuBacT COIIPOBOJUTENIBHBIC IUChMa.

3.1.16. OdopMiIsSeT OKOHICHHBIC IPOKM3BOJICTBOM Jiena 1 MaTepHaIbl AT mocneayomei ux craih
B OTzeN 00eCTIeYeH s Cy I0NPOU3BOCTES 0 HAMpaBICHUAM.

3.1.17. O60 BCEX NEHUCTBHUAX 1O [10JTOTOBKE e, PAacCMaTpiBACMBbIX Cy/IOM, CEKpeTaphb cynebHoro
saceaHus JeaeT OTMETKY B CIPaBOTHOM JIECTE YTOJIOBHBIX, IPAXKIAHCKHAX, aMUHHCTPATUBHBIX N1, &
TafoKe TeN, TMOCTYIUBIIEX B CYI B HOPAMKE JCIIOJTHEHMST IPUroBOpa, MaTepuaios, MOCTYIHUBIIAX B
Iops/IKe HOCYAEOHOTO IIPOU3BOJICTBA. .

3.1.18. TIpunaraet K iy CTaTHCTHHECKIC KapTOUKH Ha OCYXICHHBIX, ompaBIaHHbIX, UL, fe71a, B
OTHOLICHH! KOTOPBIX MPEKPAIIEHbI, a TAKKS JIWLL, TPU3HAHHBIX HEBMEHACMBIMH, K KOTOPHIM IIPUMEHEHBEL
IPUHYIUTETHHBIC MEPDI MeTMLIAHCKOTO XapaKTepa.

3.1.19. ITo yronoBHOMY H€IY, 11O rpaXIAHCKOMY JIENy HCK IO KOTOPOMY BBITEKAET M3 YyrOJIOBHOTO
Jena, Te TpecTyIUIeHHeM IPUIHHCH yiep® MMYIIECTBY, Iprjlaract K felly 3amoJHeHHbIe KapTOuKy 10
y4eTy CyMM yiiepoa.

3.1.20. BoimuchiBaeT MCIONTHATEIHHBIC JOKYMEHTHI 1O JENy, IO KOTOpPOMY CYyZIEOHBIE PEIICHIS
[OIVIeAT HEMEINEHHOMY WCIIOMHEHHIO, W Iepefaer HX IO TpUHAIEKHOCTH, IpeIBapUTeIIbHO
M3TOTOBHB KOIHIO MCIIONHATEIHHOTO NOKYMEHTA JTsL IPUOOIIEHHS K JICTLY .

3.1.21. TIpu HaIHIMX ONPEACTCHUS O [IPUOCTAHOBICHUA IPOM3BO/ICTBA IIO YTOIOBHOMY Ieny A
pO3BICKA MOJCYAMMOTO HAIpPaBJISET KOMMIO IIOCTAHOBJICHIA 06 0GBSBIECHAN PO3BICKA JULS HCTIOMHEHHA.

3.1.22. Tlocne coBepIIeHUs BCEX neiicTBuii 0 OGQOPMIEHHIO 1ETa, HO He TIO3IHEe JECSTH JIHCH
[IoCiie €ro PacCMOTPEHMs ¥ BBIHECCHUA pemeHus B oKoHYATENbHOM (opMe, ceKpeTapb cyneOHOro
3acelaHms IepeaeT JIeNo B OTACI obecriedenysi CyI0IPON3BOCTBA Cy/ad.

3.1.23. JlemaeT OTMETKY O pe3ynbTaTax paccMOTpEHHs [ena B XypHaie yuera Iel, HA3HAYEHHBIX K
PacCMOTPEHHIO B cyneOHOM 3ace/laHuH. .

3.1.24. BuimonHseT Apyrue MopyHeHIs npezcenarensd cyna, ero 3aMeCTUTENEH, cyeii, TOMOIIHAKA
npejicenarens cya, HauanbHukoD oTIeNioB 00ecIeUeHI CyIOIIPOM3BOZICTBA.

3.2. IIpaBa cexkperaps cyneGHOTO 3acelaHus.

OcHOBHBIE IpaBa CeKpeTapsd cyneOHOro 3acenarnus KaK IPaKIAHCKOTO CIIyXKaIero yCTaHOBJICHEI
1. 14 ®enepansHOTO 3aKora OT 77.07.2004 Ne 79-®3 «O rocyaapcTBEHHOH TpaKIAHCKOK ciyx0e
Poccuiickoit @enepatii.

Ha OCHOBAHMY JIaHHOA CTaThH cexpeTapb CyIe0HOr0 3acemaHys UMeET IpaBo.

32.1. 3HAKOMHUTHCS C JOKYMCHTAMH, OIpeieTAIOMIMA €ro JIOJDKHOCTHBIE O0A3AHHOCTH, npasa |
OTBETCTBEHHOCTD, KPHTEPHH OLEHKH KauecTBa pabOThI U yCIIOBHA [POJBUIKEHHUA TIO ciyxoe.

3.2.2. Vicronp30BaTh NMEIOMHUECS B cyzie HOpMaTHBHBIC, cTAaTHCTHUECKHUE U IPYTHC MaTepyuabl.
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3.2.3. [Tomyuats oT COTPYIHHKOB CTPYKTYPHBIX MOApa3/eNeHUH Cy/a, CICIHANTUCTOB
CBEJEHHUS. ¥ MaTEPUAIBI, HEOOXOIUMBIE VIl BEITOTHEHHS CBOUX JO/DKHOCTHBIX 00s13aHHOCTEH.

3.2.4. BHOCHTH HpEIJIOKEHHS 1O COBEPLICHCTBOBAHWIO OpraHM3allii paboThl ammapaTa Cyzaa, a
TaK)Ke CBOCH NEATENHHOCTH.

3.3. OTBETCTBEHHOCTD CEKpeTaps CyAeOHOro 3aceiaHms.

3.3.1. Cekperaps CyneOHOTO 3aceNaHUsA HECET YCTAHOBJICHHYIO 3aKOHOATENBLCTBOM POCCHICKOM
Deepallii OTBETCTBEHHOCTD 32 HEUCIIONHEHHE MM HEHAIICKAINEE HCIIONHCHHIE BO3JI0’KEHHBIX Ha HETO
JIOJDKHOCTHBIX OOS3aHHOCTEH, 32 HECOOIIOICHHE OTpaHWYEHHII U 3alpETOB, CBI3AHHEIX C IPaXIaHCKON
CITy>K00H, a TaKxKe 3a:

- neficTBHS WX Ge3IeHCTBYS, BeyLie K HApyIIeHHIO IPaB MK 3aKOHHBIX HHTEPECOB IPXKAAH,

- pasrameHuii CBEJCHWM, CTAaBIIMX H3BECTHBIMM €My C HCHOJHCHACM JIOJDKHOCTHBIX
00513aHHOCTEM;

- HECBOEBPEMEHHOE BBHIIIOJTHEHHE 3a/IaHUH, IPHKA30B, pacropsDKEHUH U yKa3aHWi BBIIECTOAIINX B
IOpSIIKE TIOMUMHEHHOCTH PyKOBOAUTENEH, 38 HCKIOUECHHEM HE3aKOHHbIX;

- HapylIeHue MOJOKEeHHH THUIIOBOrO KOAEKCa 3THKU U CIIy’keGHOTO MTOBENICHHUS TOCYAAaPCTBEHHBIX
IpaXkIAHCKUX CIyXaIllUX ammnaparoB (enepanbHEX CyI0B U ynpasiennii CyneOHOro nemnapraMeHra B
cyOopektax Poccmifckoii @enepalnud, yTBEPXKIAECHHOTO IPHKA30OM CyneOHoro nemapTaMeHTa IIpU
Bepxosrom Cyze Poccuiickoii @eneparuu ot 26.04.2011 Ne 79;

- yTpaTy ciryKeOHOM JOKYMEHTAINH;

- IIpeZ0CTaBIeHHE PYyKOBOACTBY HENIOCTATOUHON ¥ HEOOBEKTHBHON HH(OPMAIIHH;

- Hecobmonenue Komexca STHKM M CIy)XeOHOTO IOBeleHUS (elepalabHBIX rOCYIapCTBEHHBIX
rpakIaHCKHUX CIIy)KallliX Cyna;

- HecobroeHue IIpaBiil BHYTPEHHETO CiIyKeOHOTo (TpyA0BOro) pacnopsiika cyna.

3.3.2. B cooTBeTCTBUH O CT. 15 DenepanbHoro 3akona ot 27.07.2004 Ne 79-@3 «O rocynapcTBeHHOH
rpaxcaaHcKoi ciyx6e Poccuiickoii Deaepaliiy cekpeTaph CyAeOHOro 3acejaHus HECET NUCHHUILTHHAPHYIO,
IPaKIaHCKO-TPABOBYIO, aIMHHHCTPATHBHYIO HIIA YTOJIOBHYIO OTBETCTBEHHOCTD B CIIy4ae MCIIOTHCHHS
KM HETPaBOMEPHOTO NOPYYEHHS.

L

s

Pa3znen 4
IlepedyeHb BONPOCOB, 0 KOTOPLIM CEKPeTaphb CyneOHOro 3aceJaHHs BIpaBe
€aMoOCTOATEIbHO MPUHUMATH YIIPABJIeHYECKHE U HHbIE PelIeHHs

UndopMHpoBaHIe HAYATLHAKA OTAENA O BBIIBICHHBIX IIPH HCTIONHEHHH CIIy)KeOHBIX 00S3aHHOCTEH
HapyIIEHUAX NeHCTBYIOIIEro 3aKOHONATENECTBA | MPEIOKEHHNE CIIOCOO0B HX YCTPAHEHH.

Paspen 5 —
Ilepevensb BOMPOCOB, M0 KOTOPLIM ceKpeTaph CyAe0HOro 3aceaHus yIacTByeT
B IOJAr0TOBKE MPOEKTOB HOPMATHBHBIX IPABOBLIX AKTOB H IPOECKTOB
yIpaBJ/jieHYeCKHX U HHBIX PelleHHi L

CexpeTapb CyleOHOTO 3acelaHus BIpaBe [PHHAMATh yYacTHE B: MONTOTOBKE HH(pOpMAIMH IO
BOIIPOCAM, BXOJISILIMM B €r0 JOJDKHOCTHBIE 00S3aHHOCTH; IOArOTOBKE TOKIIaMHOH 3aHCKH.

Pa3znen 6
Topsaok ciy:keGHOro B3aHMO/IeHCTBHSA CeKpeTaps CyAedHOro 3aceaHus B CBSA3H C HCIOTHEHHEM
IOKHOCTHBIX 00513aHHOCTEH ¢ TPAYKIAHCKUMHE CJIyKAMMMH deaepaabHbIX cyAoB o0meii
IOPHCAUKIHH, cicTeMbl Cye0HOT0 AenapTaMeHTa, IPAMKIAHCKAMH CJIyKAIMHMH HHBIX
rocyJapcTBeHHbIX OPraHOB, IPAKIAHAMH H OPraHH3ALHUIMH

6.1. CexpeTapb Cy/eGHOTO 3aCelaHMs OCYIIECTBILICT B3aMMOJIEHCTBHE C HAYAIbHUKAMH OTACIOB
oGecIedeHns! CyIOIPOU3BOICTBA, IOMOIHUKAMY CyAed W APYrMMH TPaKIAHCKUMU CIyXAIW|MH CyNa
JUISL OCYIIECTBIEHHUS CBOUX NODKHOCTHBIX 00sI3aHHOCTEH.

6.2. Cekperapb CyHeOHOro 3acelaHus OCYIIECTBIICT B3aUMOJEHCTBHE C TpaXTaHCKUMHU
CITy’KalTME MHBIX TOCYJIapCTBEHHBIX OPraHoB (HPOKYPaTypEL, YUPEKICHUM HCIONHEHUS HaKa3aHHs,
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yIpaBieHHUs BHYTPEHHUX IEJI, CIlyXKOBl CyleOHBIX IPHCTABOB)  TIO obeclieueHHI0  IIPOBCACHUA
cyneOHBIX 3acelaHui.

Paznen 7
TMoxa3aTeau 3¢pQeKTHBHOCTH H Pe3yJbTATHBHOCTH
npodeccHoHaILHOI 1esITe/IbHOCTH CEKpeTaps cye0HOro 3ace1aHus

7.1. B opranuzaumu Tpyaa:
- [IPOM3BOUTEIBHOCTD (KOIMIECTBO B KAUECTBO BBIIOIHACMBIX pabor);
- Pe3yNbTaTHBHOCTD (Mepa AOCTIDKEHHS [IOCTABJICHHBIX Tenen);
- WHTEHCHBHOCTH TpPyJa (CIOCOOHOCTH B KOPOTKME CPOKH BBIIOJIHATH ompeneseHHb 06beM paboT),
COOJTIOICHKE CPOKOB UCIIOJTHEHNUS,
- COOMIOIEHNE TPYAOBOM NUCIIUATIIIMHEL .
7.2. CBOEBPEMEHHOCTh K OIEPATHBHOCTh, TO €CTH BBIIOIHCHHC HOpY4YECHUH B yCTaHOBIECHHBIC
3aKOHOJATENBCTBOM, JIOJDKHOCTHBIM PETJIAMEHTOM UM PYKOBOACTBOM CPOKH.
7.3. KauecTBO BBINOJIHEHHOH pabOTHI:
- MOArOTOBKA €N K caa4e B OTAEN OOecrmedeHMs CyNONPOU3BOIACTBA B YCTaHOBJICHHBIE CPOKU M B
COOTBETCTBHH C YCTAHOBJICHHBIMU TPEOOBAHUSIMH;
- JOPHIMYECKH IPAMOTHOE U3rOTOBJICHKE IIPOTOKOJIOB CyneOHBIX 3acelaHuH;
- OTCYTCTBHE CTUIHCTHUECKUX U IPAMMATHIECKUX OLIHOOK.
7.4. TIpodheccroHanus3M:
- npo(eccrHoHaNbHas KOMIETCHTHOCTE;
- CHOCOGHOCTD BBIIOMHATH JODKHOCTHEIE OOS3aHHOCTH CaMOCTOATENBHO, 0€3 IIOMOUIM PYKOBOAMTEA
WM CTapIIEero IO JOJDKHOCTH;
- CIHOCOOHOCTH YETKO OPraHM30BBIBaTh M IIAHMPOBATH BBIIOJHEHHE MOPYYEHHBIX 3a/laHui, yMEHHE
PAIHOHATBHO HCIIONB30BaTh paboyee BpeMsl, PaCCTaBIATh IPHOPHTETHL
- 0CO3HAHIE OTBETCTBEHHOCTH 3a MOCIEICTBHS CBOUX NeHCTBAN U IPUHUMAEMBIX PEIICHHUH.

HauansHuK OTIena 00ecIedeHus
CYIOIIPOM3BOJICTBA [0 YTOJIOBHBIM A€JIaM
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