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JOJKHOCTHOM PETJIAMEHT

exepannnoro rocyrapersennoro IPa’IaHCKOro ¢JIysKalero, 3aMemaoero
A0JKHOCTB (helepasibHOM rocyaapcTBeHHOi TPa’KAAHCKOH CJIyXKObI
CeKpeTaps cyaeOHOro 3aceqanus
OTAes1a obecnedeH sl CyJ0NPOH3BOACTBA 110 rPakAaHCKHM Jej1amM
Kupogckoro paiionnoro cyaa r.Tomcka

I. O6mne nostoxkennss

1.1. JomxHoCTS CeKpeTaps  CyneOHOro 3acemaHus OTHeNa  oGecledeHHs
CYROTIPOM3BOACTBA 1O IPaXAAHCKUM JenaM KHpoBckoro paronHoro cyna r.Tomcka B
COOTBETCTBHH ¢ PeectpoM nomxHocTeit (enepansHoil rocynapcreHHok IpaXaaHCKOMH
CIyXOBbl OTHOCHTCA K cTaprueii Ipynne ROJDKHOCTEH (emepalbHON rocynapcTBeHHOM
FPAXAAHCKOM CITyKOBI KATETOPUH «CIIELMATHCTED),

1.2. Hasnauenme wu OCBOOOXAEHHE OT MOKHOCTH CeKpeTaps cymeOHOro
3acellaHusi OTAeNa OOeCHEeYeHHs CyAONMpOM3BOACTBA IO TPaXJTaHCKUM  JIejlaM
OCYIUECTBIIACTCS MPUKa3OM mpencenarens Kuposckoro paiioHHoro cyza r.Tomcka
(manee — npexncenarens cyna).

1.3. I'paxcnaHckuit cysxammi, 3aMELIAIOIINH JOJDKHOCTE CeKpeTaps cynebHoro
3acelaHus OTHeNna OOeCmeyYeHHs CyHONPOM3BOACTBA 110 TPOXIAHCKUM  JejiaMm,
IIONYMHACTCA NpPEACENaTeNI0 CyAa, 3aMEeCTUTENISM npeacenaresis cyna, Cynbe,
Ha4albHUKy OTHENa OOecmedeHHuss CymONpOM3BOACTBA IO TPaXITaHCKUM JieJlaM
Knposckoro paiionnoro cyna r.Tomcka.

1.4. B nepuon BpemenHOro OTCYTCTBHS CEKpeTaps CyaeOHOro 3acemaHus oTaena
obecreyeHns:  CyMONpOU3BOACTBA IO TPOXIaHCKUM  JIejaM, HCIIOJHEHHE ero
JOJDKHOCTHBIX 00sS3aHHOCTEH BO3Nmaraercs mo PacTiOpsKeHHUIO TIpeJcenaTeNs cyaa Ha
MHOT'0 TOCYAapCTBEHHOI'O IPaXXAAHCKOT'O CITy KAIIEro OTea.

1.5. Ha rpaxnanckoro CIIyaIIero, 3aMEIIAloIIero JO0KHOCTh CeKpeTaps
CyneOHOro 3acenaHus oTIena o6eceyeH s CYIONPOU3BOACTBA 10 IPAXKIAHCKUM [eJIaM
(manee — cexperaps cyme6HOro 3acemanus, cekpeTapk cynebHoro 3acenanus Otaena), B
ClIy4ae CITyxeOHON HEOOXOAUMOCTH M C €ro COIIacHs MOXeT GEITE BO3JI0XKEHO
MCTIOJTHCHNE NOJDKHOCTHBIX OO0S3aHHOCTEN MO WHOM NOKHOCTH roCy1apCTBEHHOM
IPaXXIaHCKOH CITyKOBI.

1.6. Cexperapp cynme6HOro 3acemanms B cBoeii CITy’)X€OHOH HesTeNbHOCTH
PYKOBOJCTBYETC:

Koncruryuneit Poccuiickoit ®eneparmu;
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DenepansHbIME 3aKOHAMH  OT 08.01.1998 Ne 7-®3 "O CynebHoM nemapramerte
npu BepxoBHoM Cyne Poccuiickoii Qenepanun”, ot 27.05.2003 Ne 58-03 "O cucreme
TOCYAapCTBEHHOM ciy6BI Poccuiickoit Qenepanun”, or 27.07.2004 Ne 79-®3 "O
FOCYNapCTBEHHOM  rpaskmaHCcKoM cayx6e  Poccuiickoit Oenepaunn", HHBIMH
(enepansHbIMU 3aK0HAMHY, PENIAMEHTHPYIOLIUMHE Chepy NeSTeNbHOCTH;

Yxazamu Ipesupenta Poceniickoit Qenepanuuy;

ITocranoBneHUIMU IIpaBurenscta Poccuitckoi Denepauuy;

[TocranoBnennsMH Bepxosroro Cyna Poccuiickoii Qenepanuy;

ITocranoBnenusmu Cogera cyneir Poccuiickoit ®enepauun, B T.4. IIpaBunamu
MOBEACHNS PabOTHHMKOB ammapaTa cyna, YTBEpXXIeHHbIMH IloctanoBnenuem Cogera
cyneit Poccuitckoii ®eneparuu Ne 156 ot 27.04.2006;

- HOPMAaTHBHEIMH TIDaBOBBIMM akTamu Cyne6Horo AenapTaMeHTa npu BepxoBrom
Cyne Poccuiickoii Qenepaiyy, B TOM uncie, HWHcTpyknumeidt mo CynebHoMy
ACTIONIPOM3BOACTBY B  paifOHHOM cyge, YTBEDXACHHOH mnpukasom CynpeGHoro
AcniapramenTa npu BepxosHoM Cyne Poccuitckoii Oeneparmu Ne 36 ot 29.04.2003 ;

TIPHKa3aMH U pacIOpsHKEHHMH MIPENCeNaTes Cyla M ero 3aMecTuTeNei;

TIOJIOXCHUAMM, MHCTPYKIIHAMH, METOIMYECKUMM PeKOMEHIALMAMH 10 BOMpocaMm
BBIITOJIHAEMON paboTHI;

HPaBHJIaMH BHYTPEHHETO TPYIOBOIO PacHOps/IKa;

Kogexcom astuku u cnyxe6roro MOBELCHHUS (efepalbHBIX TOCYNapPCTBEHHBIX
TP&KIAHCKHX Ciyx)ammux Kuposcekoro paitonnoro cyna r.ToMcka, HHBIMHU JTOKaJIbHBIMH
HOPMAaTHBHBIMH aKTaMH Cyqa;

HaCTOAILINM NO/KHOCTHBIM pErlaMeHTOM.

IL. KBanuduxaunonnpre TpeboBaHHus

2.1. Ha pomxHocTb CEKpeTapsi CyneOGHOro 3acelaHMsi Ha3HAYAIOTCS Juna,
HMEIOIIHE BBICIIEE O0Opa3zoBaHHE 1O HalpaBIEHUIO TTOATOTOBKH (cnienmanbHOCTH)
IpodecCHOHaNbHOro obpazoBaHue CIOPUCIPYNCHIMSL) MM  HHOMY HaIlpaBJIEHHUIO
IIOATOTOBKH (CHEMAbHOCTH), YKa3aHHOMY B MNPEABIIYIINX MepedHsX npodeccui,
CIICMATbHOCTEH M HalpaBlIeHHUI TIOATOTOBKH, IUIi KOTOPOrO 3aKOHOATENbCTBOM
Poccuiickoit Denepain  ycTaHOBIEHO COOTBCTCTBME NaHHOMY HAIpPaBIEHHUIO
TIIOATOTOBKH (CHENHAaTbHOCTH), Ge3 TIPCABABNCHNS TPeOOBaHUIt K CTaxy paGoTEL.

2.2. Cexperaps cyne6Horo 3acenanus Othena QOMKeH 3HATE M YMETh NIPUMEHSTH
Ha IIpaKTHKE:

- FocynapcTBennsit s361x Poccuiickoi Deneparmu (pycckuit SI3BIK);

- Koncerutyuuio Poccuitckoi Qeneparnyuy;

- I'paxxmanckwmit xomgexc Poccuiickoii Denepanuu;

I'paxkmanckwuit IIpPOLIECCYanbHEBIN Koneke Poccuiickoii Denepanuuy; _
Konexc anmunucrparusroro CynompousBoncTaa Poccutickoii ®eneparuu;
Kogexc Poccuiickoi Qeneparun 06 aAMUHHCTPATHUBHBIX [IPABOHAPYIIEHHUSIX;
YTronoBHsIi Kogeke Poccuiickoit Qenepannu;

Yronosﬁo-npoueccyanbﬂmﬁ Konekc Poccuiickoii Denepanuy;

CemeitHsit koneke Poccuiickoit Denepanyu;

3eMenbHEIi KomeKce Poccuiickoii Qenepanuu;
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- Kumuuuerit konexc Poceniickoit ®eneparmu;

- Tpynosoit konexc Poccuiickoit ®eneparny;

- QepepanbHble KOHCTUTYLMOHHBIE 3aKOHBI: oT 31.12.1996 No I-®K3 "O
cynebHoi cucreme Poccuiickoit ®eneparuu”; ot 7 despans 2011 r. N 1-®K3 "O cynax
obweit ropucaukumu B Poccuiickoit denepamnu";

- ®enepanpuble 3akoHbL: 0T 08.01.1998 No 7-d3 «O CynebHoM nenapramenTe 1pu
BepxosHom Cype Poccniickoit ®enepamumy, or 27.05.2003 Ne 58-D3 «O cucTeMe
rocynapcTBeHHOM ciryx0bl Poccuiickoit @enepanun»; ot 27.07.2004 Ne 79-d3 «O
roCyapCTBEHHON rpaxaaHckon cimyxGe Poccuiickoit ®eneparum»; ot 25.12.2008 Ne
273-03 «O mpoTHBOXENUCTBHM KOPPYMIHH», oT 20 asrycra 2004 r. N 113-®3 "O
IPUCSKHBIX 3acefiaTensiX (eaepanbHEIX CyHOB OOLIel IOpHCIUKLHM B Poccuiickoit
OGenepanun”; ot 22 mexabps 2008 r. N 262-®3 "O6 obecrnedeHHn JIOCTyIna K
MHGOPMALMK O AESTENFHOCTH CyHoB B Poccuitckoit Menepariu'; unble HOpPMAaTUBHEBIE
NpaBoBbIe aKTel, akThl Ilpesnnenta Poccuiickoit ®@enepauun, IIpaBHTeNBCTBA
Poccuiickoit ®enepanun, noanexalue IpUMEHEHHIO B CYIOIPOU3BOLCTBE.

- HOpPMAaTHUBHYIO 6azy COOTBETCTBYIOIIEH cepsr IESATENBHOCTH,
OCYINECTBIISEMOH B IIpe/ieNiax CBOMX NODKHOCTHBIX 00A3aHHOCTEH M MTOTHOMOMHI;

- MHctpykuuio mo cysne6HOMY  [eTONMpOM3BOACTBY B palOHHOM CyZe,
yTBEpXJeHHYI0 npukasoM CyneGHoro amemapramenrta rnpu Bepxosnom Cyme P® or
29.04.2003 Ne 36;

- MHCTpyKUMIO O MOpsA/Ke OpraHM3alMK KOMIUIEKTOBAHHS, XpaHEHHS, yueTa M
HCTIOJIB30BaHMUA JOKYMEHTOB (DNIEKTPOHHBIX JOKYMEHTOB) B apXMBaX (eIepambHbIX
CYZNOB OOIIEH IOPUCANKINY, yTBEPKAeHHYI0 npukazom CyaeGHOTro femapramMeHTa npu
BepxosroM Cyzne P® ot 19.03.2019 Ne 56;

- IlepedeHs 1OKYMeHTOB (eepaTbHEIX CY/0B O6LIel FOPUCAMKIINT C YKa3aHHeM
CPOKOB  XpaHEHHS, YTBEPXJACHHEIH npukasom Cyne6HOro jenapraMeHTa NpH
BepxosroMm Cyzne PO ot 09.06.2011 Ne 112;

- [Tonoxenue 06 Otneie;

- OpraHU3aluIO CyJONIPOU3BOCTBA 110 IPaXXJAHCKUM, aIMUHUCTPATHBHEIM HeIaM;

- TIOPsAIOK 0)OPMIIEHHS MaTepHaJIOB Jefla K Cye6HOMY 3aceIaHHIo;

- TMOPSIOK HM3BELIEHMS JIML, YYacCTBYIOIIMX B Jelie, O JaTe, BPEMEHH U MeCTe
TIPOBEJIEHUS CyeOHOT0 3aCeJaHHs;

- IPOTOKOJIUPOBaHME B CyIeOHOM 3aCeNaHuH;

- TOpSAOK JIONyCKa B 3al CyHNeOHBIX 3acelaHHH IIpeACTaBHUTENEH CpeCTB
MAacCOBOH HH(OPMALMHK ¥ HHBIX JIHII, XKENAIOIIHX IPHCYTCTBOBATD Ha CIIyLIAHHMH [e/1a B
OTKPBITOM CyAeOHOM 3aceaHuH;

- YCTaHOBJICHHBIN Cye€OHBIN MOPSANOK B 3ajle CYAe0HOro 3acefaHus ¥ CIIOCOObI ero
NOAACpXKaHHUS;

- OCHOBBI BEICHUS IEIONPOU3BO/ICTBA;

- MOPAZIOK paboTEI co CITyXeOHOM HHpOpMaLHEeH;

- HOpPMBI M TIpaBUJIa OXpaHbl TPyJAa, TEXHHUKH O€30MacHOCTH M IIOKAPHOU

0e30MMacHOCTH;
- Cny:xe6nb1ii pacriopsnokx Kuposckoro pationsoro cyza r.ToMcka;




- Tunosod xomekc STMKM M CIyXeGHOrO TOBENEHHA TIOCYAAapCTBEHHBIX
FPaXIAaHCKUX CITyXallUX anmnapatoB (elaepanbHBIX CynoB M ympasieHudt Cyne6HOro
JernapraMenTa B cyObekTax Poccuiickoii Qenepanuu;

- IlpaBuna mnoBenenns paGOTHHKOB —ammapata Cyfa, YTBEpXKACHHBIE
ITocranosnennem Cosera cyneit PO ot 27.04.2006 Ne 156;

- Ilopsinok pasmeruenust HHGOPMAIMK O NEATENHHOCTH CyNa H TEKCTOB CyNEGHBIX
aKTOB Ha HHTEpHET-CalTe Cya;

- IoKaJIbHbIe aKThl KupoBckoro paitonnoro cyna r.Tomcka;

- Kozmexc atukn u ciyxe6HOro mHoBeneHHS TOCYHapCTBEHHBIX TIPaXKTAHCKHX
ciyxamux Kuposckoro paiionHoro cyna r.ToMcka;

- HaCTOSILIUH JOMKHOCTHOU perjlaMeHT;

- obnazate 3HaHMAMH B 00NAacTH HHGOPMAIMOHHO-KOMMYHHKALMOHHbIX
TEXHOJIOTUH, @ UMEHHO, 3HATE:

OCHOBBI HH()OPMAIIHOHHOM 6€30IIaCHOCTH U 3aIIUTEI UHPOpMaIHH;

OCHOBHBI€ ITOJIOKEHHS 3aKOHOJATEIbCTBA O IIEPCOHAIBHEIX JaHHBIX;

oOrue IPUHITUIIBL (GYHKUHOHUPOBaHUS CHUCTEMEI 3JIEKTPOHHOTO
JOKYMEHTO000pOTa;

OCHOBHBIE ITOJIOXKEHUSI 3aKOHOIATENILCTBA 00 3neKTp0HH0H HOJITUCH;

TIEPCOHATIBHBIN KOMIIBIOTED.

2.3. Cexperaps cyneOHOTo 3acelaHus JOKEH YMETb:

- MBICJTUTh CHCTEMHO (CTPaTETHYECKH );

- 06;1a1aTh KOMMYHHKATHBHEIMU YMEHUSIMY;

- TPaMOTHO BECTH IIPOTOKOJ CyAeOHOTO 3aceaHus;

- paboTathk C 3aKOHOJATENBHBIMH M HODMATHBHBEIMH IIPABOBBIMH aKTaMH,
HEOOXOAMMEBIMH [IJI HCIIOJHEHHS JOJKHOCTHBIX OOS3aHHOCTEH, H IIPUMEHATh WX Ha
IPaKTHKE;

- afanTHpOBaTLCA K HOBOW CHTYyal[iHl M NPHMEHATh HOBBIE MOAXOMbI K PEIICHHIO
BO3HHKAIOLLIUX MIPOOIIEM;

- YIPaBIIATh U3MEHEHUAMH (TIpe/araTb HOBBIE CII0COOBI AeHCTBUS, MTOBBIIAIOIINE
3(1)¢>eKTHBH00Tb UCIIOJTHEHUSA JIOJDKHOCTHBIX O0A3aHHOCTeH; B KOPOTKHE CPOKH
NEepeKIIIOYaThC C ONHOH 3ala4i Ha APYTYIO; OBICTPO M3MEHATH MOAXOM K PEILISHHIO
npobiem);

- aHAJIM3MPOBATh U paspadaTeIBaTh IJIAH KOHKPETHEIX JeHCTBUIA;

- IUIAaHHPOBaTh, DPALMOHAIBHO HCIOJB30BATh CIIy)KeOHOEe BpeMs M JOCTHIraTh
pesynbTara;

- ONIEPATHUBHO NPUHUMATE U OCYLIECTBISTE IPUHSATEIE PEILCHHUS,

- IPUMEHATE HOBBIE ITOAXO/BI K PEIIEHHIO BOSHHKAIOLIUX IPO6IeM;

- BUICTh, IOANEPXKUBATEL U IPUMEHSITH HOBOE, IIEPEOBOE;

- 3 GEKTUBHO M IOCIIEN0BATENbHO OPraHH30BBIBATE B3aUMOIEHCTBHE C JIpYTUMHU
NoJpa3fieICHUSMHU U IPYTHMH BEJOMCTBAMH M OPraHH3ALUsIMH, '

- BIIaIeTh IPHEMaMHU MEXJIMYHOCTHEIX OTHOIIEHUH (YMETh BHUMATENHHO CITyIIaTh
KOJUIET, yMETh HE JONYCKaTh KOH(IMKTBEI C KOJUIEraMH U PyKOBOAHUTENSMHM, YMETh
3QQEeKTHBHO COTpyAHMYATh, HMATH Ha KOMIPOMHCC IIPH pEIICHHH IpobieM B
KOHQIMKTHBIX CHUTYallUsX, OBITH OTBETCTBEHHBIM M OT3BIBUMBBIM K JIOASAM, OBITH
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BCeraa IpyxentoOHBIM, TIOMOraTh B pabote kosuteram, GbITH CIIOCOGHEIM IIpU3HABATh
CBOIO HEIIPABOTY);

- OBITH TPeGOBATETLHBIM K cebe, SHEprUYHEIM, HaCTONYHUBEIM;

- IPUMEHATE [ePCOHABHEIH KOMIBIOTE.

2.4. Cekpertaps cyne6HOro 3acenanus JOMKEeH 00J1afaTh CIEAYIOIIUMH HaBBIKAMHE
B 00beMe, HEOOXOMMMOM JUIS MCIIONHEHHS CBOMX NOJDKHOCTHBIX 00SI3aHHOCTEI !

- paboTHI B KOHKPETHOM! cepe mesTenbHOCTH;

- BE[IEHH NIENIOBBIX IIEPErOBOPOB;

- COCTaBJICHHE NETIOBBIX IIHCEM, IIPOTOKOJIOB cynebHoro 3aceqaHus, CIIPAaBOK H
APYTHX JOKYMEHTOB;

- BIaICHAE KOMIIBIOTEPHON TEXHUKOM;

- BIaJIEHNe HEOOXOMMMBIM IIPOrPAMMHBIM obecneueHueMm;

- CHCTEMATHYCCKHU TOBBIIIATE CBOIO KBAITH(DHKALIHIO;

- cobronats HCIIOJTHUTEIIBECKYIO TUCLHILIHHY.

- IIOBEACHME  CeKpeTaps cynebHOro 3acemaHus oTxgena obecreyenus
CYROTPOM3BOACTBA IO IPAXAAHCKHM JIeJIaM IOJKHO COOTBETCTBOBATE OOIIEeNTPUHATHIM
HOpMaM MOBEI€HHA TOCY IapCTBEHHOTO IPa)<JaHCKOIO CIIy>Kalllero.

III. ostzkHOCTHBIE 00513aHHOCTH, NPaBa H OTBETCTBEHHOCTH
CeKpeTaps cyae0HOro 3aceaaHus oTaena obecneyenns CyI0NpPOH3BOJACTBA IO
rpa)KaIaHCKHM JeJ1aM

3.1. Ha cexperaps cyne6iioro 3acenamus BO3JIararoTCsA CIEAYIOIIHE NOIKHOCTHEIE
00513aHHOCTH:

- BBITNIOJIHCHHE pacClOpKEHHH CyAbH O BBI3OBe B Cyne6GHOE 3acenaHme JIHII,
yKa3aHHBIX B OIIpEeIeHUH, ;

- GOpPMHpOBaHHE CIIHCKA /€)1, HA3HAYEHHbIX K paccMOTpeHHIO;

- PasMelneHne HHPOPMALUK Ha CTEHE O HA3HAYEHHEIX K CIIyLIaHUIO Aejiax;

. - M3BCIICHHE JIML, YYaCTBYIOIIUX B JeJe, O [aTe, BPEMEHH M MecTe IIPOBEIEHUS
CYReOHOro 3acelaHhs M KOHTpONb 3a NIOCTYIIZICHUEM YBEAOMJIEHMM M3 OTHeJIeHHit
TMOYTOBOH CBSA3H O BPYYEHUH IIHCEM paspsisa «CynebHoey;

- 0()OpMIIEHHE [TOBECTOK JTHIIAM, YYacTBYIOIIHUM B JIeJie;

- TpOBEpKa SBKM B CyA BbI3BIBAEMBIX JIUL, YKA3aHHBIX B ONpeNeNeHnH O
Ha3HAYCHUH NeNa K pa3OHpaTenbCTBY B CymeGHOM 3aCENaHNH, BBIICHEHHE MPUYHHEI
HESBKU OTCYTCTBYIOLIMX JIHII;

- BCICHHC NPOTOKOJIAa CYHEeOHOIO 3aceNaHHs B COOTBETCTBHH C TpeOOBaHHAMHU
MpOLECCYaNbHOro 3aKOHONaTeNbCTBA Poccniickolt Meflepallii i ero H3rOTOBICHHE B
YCTaHOBJICHHBIE 3aKOHOM CPOKH,

- BCACHHE ayTMONPOTOKOJIMPOBAHHUSA CyneOGHOrO 3acemaHus ¢ HCII0JIb30BaHHEM
CPEICTB ayHO3aIlUCH;

- BpYU€HHE I0]] PaCIUCKY KOIHH Cyne6HbIX aKTOB;

- OSHaKOMIJICHME C IIPOTOKOJIOM CyxeGHOrO 3acelaHMs, MaTepHalaMu Hell JIHI,
YYacCTBYIOIIHUX B JI€NIe, [T0 UX XOAaTaiCcTBAaM;

- WSTOTOBJICHHE W BBIAAYa ayquo3aluced CyneGHBIX 3acelaHMi O fenaM,

HaXoIsIUMCS B IIPOU3BOJICTBE CyabH,




- BpYYEHHE WM HaIlpaBJ€HUE KOMUM oOImpeneneHuit, 3asBieHuit (kanod), He
MPUHATHIX CYOM K IIPOM3BOJCTBY WM BO3BPANIEHHBIX /IS YCTPAHEHHS HEJOCTATKOB C
IPUIOXKEHHBIMU JOKyMEHTaMH;

- odopmiieHHe cyneOHBIX €N IOC/e WX PacCMOTPEHHsI, H3TOTOBIICHHE KOIHM
CyneOHBIX aKTOB B COOTBETCTBUU C TpeOOBaHUAMHU AeicTBYyromed MHCTPYKIUH IO
OENONPOU3BOACTBY B pPalOHHOM CyZAe, WX HalpaBlieHHe B TOpSAKE H CPOKH,
yCTaHOBIIEHHBIE IEHCTBYIOIIMM 3aKOHOIATEIHCTBOM;

- BbIIa4a HCIIOJIHUTENIBHBIX JIUCTOB II0 JIeJIaM, I10 KOTOPBIM CyleOHbIe pelIeHus
NoJuIeXXaT HEMEMJIEHHOMY MCIIOJIHEHUI0, JUOO MO JAefnaM, IO KOTOPBIM IPUHSTHI
ofecrneyuTenbHbIE MEPHI,

- 3aIl0JIHEHHE CIIPAaBOYHBIX JIUCTOB B JIENax;

- BHecenne uHpopmamuu B [IC TAC «IIpaBocyaue» 1o menam, HaXONAIIUMCS B
IIPOM3BOJACTBE CYIbH, COIJIACHO JIOK&IBHBIM aKTaM CyJa, C BO3JIOXKEHHEM
IIepCOHAILHON OTBETCTBEHHOCTH 3@ BHECEHHYIO HH(MOPMALIHIO;

- mepefada O(OPMIIEHHOIO Jena MOoCie PacCMOTPEHHS B OTHEN OOecTeYeHHs
CYIOIIPOM3BOACTBA IO TPaXAaHCKUM JejaM MJIsi HWCIOJHEHHS, B COOTBETCTBHH C
TpeboBaHUAMHU MHCTPYKIINH 11O ETOMPOU3BOICTBY B paHOHHOM CYIIE;

- obecrneyeHrne COXPaHHOCTH HaXOMISIIUXCS B pa6oqu KabuHeTe CyneOHBIX e,
IOKYMEHTOB, BELLIECTBEHHBIX JOKA3aTeJIbCTB,

- BBHINOJIHEHHE TIOpYYeHUH IpeacenareNs Ccyaa, €ro 3aMeCTUTeNs, CYIbH,
HayaJbHUKa OTJeNa.

3.1.1. Cexperapp cynebHOro 3acemaHus NO/DKEH O0eCHEYHBATH COXPAHHOCTH M
NPaBUJIBHOE HCIIOJNB30BaHUE KOMIIBIOTEPHON TEXHHUKH, Oepedb TIoCyJapCTBEHHOE
UMYIIECTBO, B TOM YHUCII€ IIPENOCTABIECHHOE €My [UIS HCIOJHEHHS IOJKHOCTHBIX
00s13aHHOCTEH.

3.2. IIpaBa cexperaps cyneOHOro 3acefaHus

3.2.1. Cexperaps cynebHOro 3aceaHUs UMeEET Mpasa, MPeayCMOTPEHHBIE CTAThEN
14 @epepanbroro 3akoHa «O rocyaapcTBEHHOM - FpaXXIaHCKOH ciry»k0e Poccuiickoii
Denepanum» Ne 79-03 ot 27.07.2004.

Cexpetaps cyneGHOTo 3aceaHust UMEET MPaBo:

- Ha ofecreyeHHe HaAJNeXalIUX OPraHU3allMOHHO-TEXHUYECKUX YCIOBHI,
HEOOXOUMBIX JUIS UCITOJHEHHUS JOKHOCTHBIX 00s3aHHOCTEN;

- Ha O3HaKOMJIEHHE C JJOKYMEHTaMH, OIpeNesIOIIUMU ero npasa, 003aHHOCTH H
OTBETCTBEHHOCTh II0 3aHMMAaeMOH OJDKHOCTH, KPUTEPUM OLIEHKH KadecTBa paboTHl U
YCIIOBHUS IIPOJBHKEHHUS 10 CITYkKOe;

- Ha TOJy4YeHHE B YCTaHOBIIEHHOM IMOpsAAKe HHPOPMAlMd H MaTepHaJOB,
HeOOXOIUMBIX AJIS UCIIOTHEHHS JOIKHOCTHBIX 005A3aHHOCTEH;

- BHECEHMsA Ha pPaAcCMOTpEHHE IIpecenarens cyda MpeMIoKeHHH o
COBEPIICHCTBOBAHHIO OpraHM3aluy paboThl ammapata cyna, a TakXe CBoeid
IeATEeNbHOCTH;

- Ha OCYILIECTBJICHHS B3aMMOIEHCTBUS IO IMOPYYEHHIO PYKOBOACTBA Cyda B
YCTaHOBJIEHHOM TOpSAKE C IOCYJapCTBEHHBIMH U WHBIMH OpraHaMH, YUpeXIECHHSIMH,
OpraHu3allMsAMH, MOODKHOCTHBIMH JIMIIaMM M TOJIy4YaTh OT HHUX HEOOXOIUMBIE




JOKYMEHTBI W MaTepHaslbl, HeoOXOMUMBbIE [UIsl HCIIONHEHUS CBOMX JOJDKHOCTHBIX
00513aHHOCTEH;

- Tpe6OBaTh OT PYKOBOJCTBA CyAa OKa3aHHs COACHCTBHS B HCIIOJIHEHHH CBOUX
IOJDKHOCTHEIX 00513aHHOCTEH;

- 110 TIOPYYEHHIO PYKOBOJCTBA Cyla y4acTBOBaTh B KOH(EpEHLUAX, CEMHUHApaXx,
mpoBoaUMBIX YripaBneHueM Cyne6Horo nenapraMmeHnta B ToMcKo# 061acTH;

- IOBBIIIATH PO ECCUOHATBHBIA YPOBEHb.

3.3. OTBeTCTBEHHOCTDb ceKpeTaps cyaeOHOro 3aceqaHus

3.3:L. CexpeTtapb cynebHoro 3aceJaHus HECeT YCTaHOBJICHHYIO
3aKoHOAaTeasCcTBOM Poccuiickoii denepaiii OTBETCTBEHHOCTh 3a HEMCIIOJHEHHE HIIN
HeHaJyIexKallee MCIOMHEHHE BO3JIOKEHHBIX HA HEro MOJDKHOCTHBIX 00sf3aHHOCTEH, 3a
HecOOMIoJeHHe OTPaHMYeHUH W 3alpeToB, CBA3aHHBIX C IPAXIAHCKOH CiyxO0oi, a
TaKXe:

- 32 JeicTBus WK Oe3NeHCTBUSA, BEedyllMe K HapylICHHWIO IpaB MM 3aKOHHBIX
HHTEPECOB IPakJiaH;

- 33 HecoOIIOIeHHE TOpsiaKa paboThl ¢ KOHQUASHIIMANIBHON HHPOpMalLHeH;

- 3a pasriallieHne CBelCHUH, CTAaBIINX M3BECTHBHIMU €MY B CBS3U C MCIIOJIHEHHEM
JIOJDKHOCTHBIX 00513aHHOCTEH; ’

- 3a HECBOEBPEMEHHOE BBHINOJIHEHHE 3aJaHH{, MPHKA30B, DPACMOPSKCHUH H
yKa3aHU# BBIIIECTOSIIMX B MOPSAKE MOTIMHEHHOCTH PyKOBOAHUTENCH, 38 HCKIIOYEHHEM
HE3aKOHHBIX; )

- 3a HapymeHue TojoxeHnii Kozmexca 3THKH M CIyXeGHOTO MOBENCHUS
denepanbHLEIX [OCYHAPCTBEHHBIX TIPAXIAHCKUX CIyXamuX KupoBCKOro paHoOHHOTO
cyna r.ToMmcka.

3.3.2. B cooTBeTCTBHH cO cTaThel 15 DenepanpHoro 3akoHa «O rocy1apcTBEHHOM
rpaxxaaHckol ciyxGe Poccuiickoit ®eneparmu» Ne79-03 or 27.07.2004 cexperapsb
CyHeGHOro 3aceJaHWs HeceT ANCUUIUIMHAPHYIO, aIMHHUCTPATHBHYIO, IPaXHaHCKO-
NpaBOBYIO WM YTOJOBHYIO OTBETCTBEHHOCTh B  Cllydae HCIIOJHCHHA MM
HEPaBOMEPHOTO MTOPYYEHHH.

IV. Ilepedenn BONMpPOCOB, O KOTOPBIM CeKpeTapb Cyae0HOro 3aceJaHus
BIPaBe CAMOCTOATEbHO NIPHHHMATh YNpaBjieHYeCKHe H HHbIE pelleHHs

4.1. VnbopMupoBaTh Npeaceaates cyaa (3aMecTHTeNs MNpelcenarels CyAa),
HauaJlbHHKA OTIeNa O BBIABICHHBIX IIPM WCIIOJHEHHH CIyXeOHBIX OOA3aHHOCTEH
HapylIEHHSIX JOeHCTBYIOLIEI0 3aKOHOAATeNbCTBA U IMPEMIOKEHHE crocoboB  uX
yCTpaHeHHus.

V. Ilepeyenn BONPOCOB, M0 KOTOPLIM CEKPeTaph CyAe0HOro 3aceanus
NpPUHUMAET yYacTHe
B MOJrOTOBKE NNPOEKTOB HOPMATHBHBIX PaBOBbLIX aKTOB
H NPOEKTOB yNpaBJeHYeCKHX H HHbIX pelleHHH



cy.ua

5.1. Cexpetapb cyneOHOro 3acenanus BIpaBe NPUHUMATh y4acTHe!

- B MOAroToBKEe MHGMOpMAaIMKM MO BONPOCAaM, BXOIAIIMM B €T0 IOJDKHOCTHBIE -
003aHHOCTH;

- B IOATOTOBKE aHAJTUTHYECKHUX MaTEPHAJIOB 110 HAIIPaBJICHHUIO NeATEIbHOCTH,

- IIOATOTOBKE JOKJIAIHOM UK CITy)KeOHOU 3aIIUCKH.

VI. Ilopsinok ciiyskeGHOro B3aHMOAEHCTBHS
ceKkpeTaps cyae6HOro 3acelaHusi B CBSI3H C HCIOJTHEHHEM J0/KHOCTHBIX
00sI3aHHOCTEH ¢ rpakIaHCKUMH CJIYKAIIHMH CYA0B,
Vnpasnaenus CypeGHoro jenapramenta B Tomckoi 06/1acTH, HHBIMH
rocyaapcTBeHHbIMH
OpraHaMH, rpa)kIaHaMH H OPraHU3aUHAMH

6.1. Cexperaphb Cy1e6HOTO 3aCefaHNs OCYLIECTBIIAET B3aUMOCHCTBHE!

- ¢ TpaXNAaHCKMMH CIyXaIllUMH Cyna, B KOTOPOM OH 3aMEIIAeT NOJUKHOCTH
roCyIapCTBEHHOH CITy kOB,

- ¢ rpaxuaHcKuMH ciuyxamumu Ynupasnenus CypeOHoro penapTaMeHTa B
ToMcko# 06J1acTy;

- ¢ TPaKIAHCKMMH CIY)XallUMH ITPaBOOXPAaHUTENBHBIX OPraHoOB H JApYTHX
yupexaeHud ¥ OpraHusaluif, IO BONpOCaM, BXOIAIMM B €ro IOJDKHOCTHBIC
0053aHHOCTH.

VII. Hoka3atenu 3¢pGeKTHBHOCTH H Pe3yJIbTATHBHOCTH
npodeccHoHANbLHOI Ci1yxeGHOIl AesITeIbHOCTH ceKpeTapsi cyaedHoro
3aceJaHUs

7.1. B opranu3zanuu Tpyaa.

- IPOM3BOMTEIBLHOCTD (BBIIOTHAEMBIH 06beM paborT);

- Pe3yJIbTATHBHOCT (Mepa JOCTHKEHHS TOCTABJIEHHBIX LeTel);

-  MHTEHCHUBHOCTh Tpyda (CIOCOOHOCTh - B  KOPOTKHE CPOKHM  BBIMOJIHATE
onpeeeHHbIH 06bpeM paboT); '

- COOJIOIEHUE TPYIOBOH NUCIUILIHHEL

7.2. CBOEBPEeMEHHOCTh M OIEpPaTHBHOCTb, TO ECTh BBINOJIHEHHE IOPYYCHUH B
yCTaHOBIIEHHbIE 3aKOHOJATEIbCTBOM, JO/DKHOCTHBIM PEriaMeHTOM HIIM PYKOBOACTBOM
CPOKH.

7.3. KayecTBO BEITIOJTHEHHON PabOTEI:

- TOATOTOBKA JOKYMEHTOB B COOTBETCTBUH C YCTaHOBJIEHHBIMU TPEOOBaHHAMY;

- TIOJIHOE ¥ JIOTHYHOE U3JI0KEHHE MaTepuara,

- JOPUANYIECKH IPAMOTHOE COCTaBJIEHHE JOKYMCHTa;

- OTCYTCTBHE CTHIIMCTHYECKHIX 1 TPAMMATHYECKHX OLIMOOK.

7.4. TIpodeccroHamu3M:

- mpodeccHoHaNbHAsT KOMIIETEHTHOCTD (3HAaHHE 3aKOHOJATENIbHbIX, HOPMAaTHBHBIX
MPaBOBBIX AaKTOB, INHPOTa INPOQECCHOHANBHOIO Kpyro3opa, yMeHHE paboTathk ¢
JOKYMEHTaMH);




- CIOCOOHOCTH BBITIOMHATH JOMKHOCTHBIE QYHKIIMH CaMOCTOSTENbHO, 6€3 TOMOIIN
PYKOBOIUTEIIA I CTAPLIETO 10 JODKHOCTH;

- CIIOCOOHOCTH YETKO OPraHM30BLIBATEH U IIJIAHUPOBATH BBHINOJHEHHE MOPYUSHHBIX
3aflaHui, YMEHHME palMOHAJIbHO HCIOJB30BaTh paboyee BpeMs, pacCTaBIATh
IIPUOPUTETEI,

- OCO3HaHHE OTBETCTBEHHOCTH 3a MOCIEACTBUSA CBOUX ACHCTBUM U NMPUHUMAEMBIX
pellIeHHi;

- CIIOCOOHOCTh COXPaHATh BBHICOKYIO pPabOTOCIIOCOOHOCTh B 3IKCTPEMANIBHBIX
YCJIOBHSX.

HauansHuk otaena obecrneyeHus
CYIOIPOU3BOJCTBA 110 TPAXKAAHCKUM JelaM ﬁ/ Maitarapar O.E.
« P P¥— 2022 . e,

7
[ToMouHuK NpeaceaaTens o
Kuposckoro paitonroro cyna r.Tomcka B s BacunseBa MLA.
KOy a2l A 2022 r. pa







