«YTBEPKIAIO»

Ipencenarens
ApOuTpasksoro cyzia
ropoga Cankt-Ilerepdypra
v JleARArpaxckoil obnactu

JOJDKHOCTHOM PETJIAMEHT
¢eepanbHOTO rocyAapCTBEHHOTO MPaXIaHCKOro CIyKallero,
3aMelnarnero 8 ApburpaxsomM cyje ropoga Cankr-IletepOypra u
JleHnHTpaackoii obnacTu ZOMKHOCTE (peepanbHON Irocy AapCTBEHHON
rpakIaHCKoH cIryx05I cekpeTaps cyAeOHOro 3aceAaHusA
otaena obecrnedeHus Cy/JONPOU3BOACTRA

1. O0uIue momoXxkeHus

1.1. JomxHOCTH cekperaps cylebHOro 3saceianus otaeia ObecTicUeHUA
CYIONpOU3BOACTRBA (fanee - cekperapes CcyAebHoro sacefganmg) ApOHTPaKHOTO
cyaa ropoaa Camkt-IlerepOypra u Jlenunrpaackoit odnactun (nmanmee - Cyn) B
COOTBETCTBHH ¢ PeectpoM JomxHocTel (efepanbHOM rocyAapCTBECHHOM
rpaxIaHCKOH cmy:0Bl OTHOCHTCA K CTapliei Ipynne AoIXKHOCTEH ¢enepanbHoi
rOCYyAapCTBEHHOH IPakIaHCKOM City OBl KaTeropud «CHeUATMCTED?.

1.2. Cexpetapp cynaeOHOTO 3acefaHuWs Ha3Ha4aeTcs HA JODKHOCTH H
ocBoboXAaeTCA 0T Hee pHKazoM ApbuTrpaxHoro cyna ropona Caukr-Ilerepbypra
v JlenmHATpazCcKoi 06nacTH.

1.3. Cekperaps cyneOHOTO 3acelaHHA HEMOCPEACTBEHHO TONIHHACTCS
Ha9aJlbHUKY OTJeNa oDeclieUeHHs CYAONPOM3BOACTBa (Jamee - OtTnen), cynbe,
3amecTHTemO Npencenaress Cyaa, opranusyiomero padory Orzena’.

1.4. Ha nepuonm BpeMeHHOr0 OTCYTCTBHSA CeKpeTaps CyleOHOro 3aceqaHHd
ero o0sA3aHHOCTH BO3JIATaloTCs Ha APYTrOro ceKperaps CyAeOHOro 3aceqanmys.

1.5. Cekperape cyaebOHoOTO 3acenaHus B CBoell CIlyKeOHOH ACATEIBHOCTH
PYKOBOJCTBYETCS CIEAYIOUIAMH HOPMATUBHO-PABOBBIMH aKTaMH (C Y4ETOM BCEX
BHOCHUMEIX B HUX W3MEHEHMH }:

Koncturynueit Poccuiickoii @eaepanum;

®enepanbEpIM KOHCTHTYIHMOHHBIM 3akoHOM OT 28.04.1995 No 1-®K3 «0O6
apOuTpaxHBIX cyaax B Poccuiickolt @egepaiim»;

ApOUTpaXHEIM MpolieccyanbHbIM KopexkcoM Poccuiickoii Penepartun;

OepnepanbupiMi - 3akoHaMu ot 08.01.1998 Ne 7-®3 «O CypebHoMm
nenapramente npu BepxosHom Cyae Poccumiickolt ®enepamum», ot 27.05.2003

! Meroauueckoe pykosomcTso paGoTol cexperaps CyAeGHOTO 3aCEAHHA OCYINGCTBIAST HAUANBHEK OTAENA
COBMECTHO ¢ COBCTHHKOM 3BMECTHTEIA IIpeceAaTeNd cyaa (oprammyiomero pabory Otaena).



Ne 58-®3 «O cucteMe rocyaapcrBeHHol cinyxOpl Poccuiickoit ®enepanun», oT
27.07.2004 Ne 79-03 «O rocymapcTBeHHOM IpaxaaHCKOH ciyxbe Poccuiickoii
®enepatn», HHBEIMH (heiepanlbHBIMH 3aKOHAMH;

ykasamu IIpesunenta Poccuiickoit @eneparnm;

nocTa”HoBlneHusIMH [IpaputensctBa Poccuiickolt Oenepary;

nocraHoBneruamMu BepxosHoro Cyna Poccuiickoit ®enepaunu;

rocraHoBieHHAMU CoBeta cyneli Poccuiickoit Denepatiy;

HOPMATHBHEIMM [OpaBOBbEIMH akTamu CyneOHOro pAenapramenTa IIpH
BepxosaoMm Cyne Poccutickolt @epeparmn (nanee — CyneGHEIR femapTaMeHT);

NOJIOKEHHAMH, HHCTPYKIUAMHE, METOJAAYECKUMHI PEKOMEHAAIMAMMY;

Komexcom »THKH ©  ciyxe0HOro  moBefeHHA  (eaepanbHBIX
rOCYJAPCTBEHHBIX TIPaXAAHCKUX CITYXKAIKMX annmapara ApOHTpaKHOro cyha
ropoaa Caunkr-TlerepGypra n Jlenunrpaackoil 00xacTu;

MIpUKa3aMu K pacnopsbkeHHAME Tipeacenarens Cyna;

HHcTpyknpell Mo Jenonpou3BOACTBY B apOUTpaxHBEIX cydax Poccuicko#
Qepeparie  (MepBoi,  aNeUIMOHHON M KaccallWOHHOH  HHCTaHLM),
VTBEPKAEHHOM [OCTaHOBNeHWeM Ilnenyma Bricinero ApOurtpaxuoro Cyna
Poccuiickoli ®@epmepanuu ot 25.12.2013 Ne 100 (mamee — MHcTpykmus no
JIENONPOH3BOJICTRY);

Huctpykuueir 00 0coOEHHOCTAX  BeOCHHS  AEIONPOH3BOACTBA B
ApbutpaxHoM cyme ropoja Camkt-IletepOypra m JleHuHrpaackoit odmactu
(manee - MHCTpYyR11Hs 06 0COOEHHOCTSAX BEISHHS JIENIONPOU3BO/ICTBA);

HACTOSAIIWM JO/KHOCTHBIM PETIaMeHTOM,

2. KpanndukannonHsle TpeboBaHNs

2.1. Ha momxHoCTh cekperapsa cyaeOHOTO 3acefaHus HA3HAYACTCS JIMLO C
BHICIIIHM 00pa3oBaHUeM TI0 CleIHATbHOCTH «HOpHCTIpY IeHIAD» .

2.2. [ng 3aMelleHMs JODKHOCTH CekpeTaps cyAaeOHOro 3acefaHHs
TpeOOBaHHA K CTAaXy TIOCYJapCTBEHHOM TIpaKAaHCKOH cHyxXObl MIM  CTaxy
paboTHI IO CHIEITHATEHOCTH He NpeabABIISTIOTCH.

2.3. Cekperaps cyeOHOro sacenadusa JOJDKEH 3HATh H YMETh IIPUMEHAThL Ha
TTpaKkTHKeE:

ocHoBs! Konctutrynuu Poccuiickoii @eacpaniuu;

rocyJapcTBeHHEIH 135k Poccuiickod ®eneparun (pycckui si3bIK);

OenepanbHeli KOHCTUTYHMOHHBIN 3akoH OT 28.04.1995 Ne 1-®K3 «0O6
apOuTpaxHLIX cynax B Poccuiickoii @enepainy;

ApOUTpaXKHEIH NpoLeccyanbHbiiit koaexc Poccuiickoii @emepanuy;

®epepanpreie 3akoHbl 0T 08.01.1998 Ne 7-@3 «O CynebHoM memapTaMeHTe
npu Bepxosruom Cyzne Poccuiickoit ®enepaupm», ot 27.05.2003 Ne 58-03 «O
CUCTEME TrocymapcTBeHHOM ciyxOnl Poccuiicko#t @emepamum», ot 27.07.2004
Ne 79-@3 «O TocymapcTBeHHOH rpaxuaHcKoi cayxbe Poccniickoit Menepamumy,
WHEIE (eliepalibHEIe 3aKOHb;

Jpyruae (pefepalbHble KOHCTHTYLIMOHHBIE 3aKOHBI, yKasbl IIpesnpeHTa
Poccmiickoit  ®exepanuu, nocranosieBust [lpaBurensctBa  Poccuiickoi

2



®enmepanyu, WHEIE HOPMATHBHEIE IIPABOBEIC aKTHl, PeTYIMPYIOIIHE AeATeIBHOCTE
apbutpaxHeix cyaoB Poccuiickoi ®Penepalimm U 0coOEHHOCTH MPOXOXKIEHHS
roCylapCTBEHHOH  rpakJaHCKo#  cioyxObl, B Opefenax  MOIDKHOCTHERIX
0053aHHOCTEH 1 ITOJIHOMOYHIHA;

nokanbHele akTel Cygda, peryiadpylolliie BOIPOCH, OTHOCAIMECS K
kommeTeHMu Otiena, i 0cOOEHHOCTH MPOXOKISHUS rOCY JapCTBEHHOM CITyOb;

NMOpAAOK paboTH co cnyxebHoit HAGOopManueH;

dbopMBl ¥ MeTObl PaldoThl C IIPUMEHEHHEM aBTOMATH3UPOBAHHBIX CPEJCTB
YHpaBICHNL;

OCHOBEI BeICHH! JIeIONPOU3BOJICTEA;

IIpaBHJIa JIEIOBOTO DTUKETA;

HOPMBI M MpaBHIa OXPaHbl TPYZA, TeXHMKH O€30IIaCHOCTH M IIOXKapHOH
0e30I1aCHOCTH,

00l1IHe MPUHIIAITBI CY)KeOHOIo MOBeIeHHs FOCyapCTBEHHBIX IPaXIaHCKUX
CILyKalllHX;

Kognexc stuku u cioyxeOHOTO TIOBeJeHUs (GelepalbHBIX IocyAapCTBEHHBIX
TpaXIAaHCKUX CIIy)Xalmx amnmapata ApOutpaxnoro cyza ropoaa CaHKT-
[Terepbypra u Jlenwarpaackoi obnacTm;

cay)keGHbIH pacTiopanok ApburpaxHoro cyaa ropoga Cauxr-IlerepOypra u
JlemuHrpaacKoi o0nacTu;

JOJDKHOCTHOU PErJIaMEHT.

2.4. Cekpetaps cyzie0HOro 3acefaHus JODKEH YMETh:

aHaIIM3HpOBaTh U 06001ATE UH(OPMALTHIO;

MBICJIUTE CHCTEMHO;

IUIaHUPOBAaTh, PAllMOHAJILHO HCIOIB30BATh CIYXeOHOE BpeMs H IOCTHIATh
PE3YIBLTATOR;

OMCPATUBHO TIPHHHMMAaTh U  OCYWIECTBIATh MPUHATBHIE  PEIICHHH,
TIPOrHO3UPOBATE MOCIIEACTBHS IPAHATHIX PELICHHIA;

paboTaTh C 3aKOHOJATEILHEIMM ¥ HOPMATHBHBIMH [PABOBEIMH aKTaMH,
MPHMEHATH HX Ha TIPAKTHKE;

pa3pabaThiBaTh IUIaH KOHKPETHEIX AeHCTBHHA, aJalTHPOBATHCH K CHUTYAllUH
M IPHUMEHATH HOBBIE IIOJIXOMBI K PEIIEHHIO BOIHUKAIOIINX IpobiIeMm;

3¢ QeKTHBHO W TOCIEOOBATENIHLHO OPraHM30BRIBATH B3aHMOJCHCTBHE ©
Jpyrumu noapasaencHusmy Cyaa;

KOHTPOIHPOBATH MCIIONHEHUE TTOPYYeHHI;

HCHOJNB30BaTh KOHCTPYKTHBHYIO KPHTHKY;

co3naBarh 3(QPEKTUBHAIEC B3aMMOOTHOINEHUA B KOIUIEKTHEBE;

BIaleTh  MPHEMAaMH  MEXKIHYHOCTHBIX  OTHOIIEHHU  (3(peKTHBHO
COTPYAHMYATH, He JOMYCKaTh KOHGMIMKTOBR B OTAene, HATH HA KOMIIPOMHCC TPH -
pellleHUM MpobieM B KOHQIMKTHBIX CHTYaI[UsX, OBITH OTBETCTBEHHBIM IO -
OTHOIIEHWIO K JIIOAAM, OT3BIBUMBEIM, ApPYXKEeIIOOHBIM, mOMoOrarh B pabote
KOJIIeram).

paboThl B KOHKPETHOM cpepe AesTeIbHOCTH;

BEJICHHA [IE/IOBbIX TIEPETOBOPOB;

COCTaBIICHUS ACTOBBIX MTHCEM;

BIaJCHUA KOMIIBIOTEPHON TEXHUKOM’;



BlTaJleHUs HeOOXOAMMBIM IIPOTPaMMHBIM 00eCTIeUeHIEM;

OIEPATUBHOIO OCYIIECTRICHUS BOJIOKEHHEIX 003aHHOCTENH;

PaIMOHATLHOT0 NPUMEHEHUSA HMMEIOHIMXCA Mpo(ecCHOHANLHBIX 3HAHUHA H
OIIBITA;

caMo00pazoBaHis ¥ IOBLIIICHNAS CBOSH KBaNMH(PUKAITIH.

3. JloipKHOCTHEIE 0053aHHOCTH, TIPaBa ¥ OTBETCTBEHHOCTD
cexpeTaps cylebHOro 3ace aHus

3.1. Lenrio FeATembHOCTH cekpeTaps cyleGHOro 3acenaHus sBIACTCH
obecrieueHre MNpOBEICHUA cynebHoro 3acelaHus, BBIIOJHEHHE WHBIX
MPOLIECCYaIBHBIX H TEXHUYECKHX PYHKIMA Mo obecnedeHHIO paboThI CyIbH.

3.2. CexkpeTaps cymebHOTO 3acemaHMd JOJKEH BBINONHATE O0f3aHHOCTH,
mIpeaycMoTpeHHEle cT. 15 u 18 @epepansroro 3akoHa ot 27.07.2004 Ne 79-03 «O
TOCYapPCTBEHHOH rpaKaaHckoi cimyx6e Poccuiickoit @enepaunm», a Takke:

t¢opmuposate ¢ momompio ANMC «Cynornpow3BoAcTBO» CHOHUCKH Jed,
Ha3HA4YEHHBIX K pPacCMOTpEHHIO B CcyneOHOM 3acefaHuUM, MOAOHpATh OeNa B
COOTBETCTBUU CO CPOPMHUPOBAHHBIM CIHUCKOM, PacKlajeiBaTh IOCTYIHBIIYIO
KOPPECTOHACHIMIO, YBEHOMIECHHS M JOKYMEHTHI, IIPOBEPATh NPaBUIBHOCTE
¢GOpMUpPOBaHKA CHHCKOB ¥ pa3MelllaTh WX Ha WHGOPMAIUOHHEIX CTEHAAX WIH B
KHOCKaX;

obecrieuynBaTh NpHOOIIeHHe K MaTepHanaMm Jiela  JoKa3aTesbCTR
pasMelueHud Ha calite Cyna B ceTH MHTepHeT nAQOpMaun o IPHHATHAN HCKOBOTO -
3afBIICHUS WIH 3aiBJICHHA K NPOM3BOACTBY, O BpeMeHU M MecTe cyAebHoro
3acelaHUA WM COBEPIICHHA OTAENBHOrQO MPOIECcCyalbHOTo AeHCTBHA COINacHO
ct. 121 ApGuTpaxkHoro npoleccyanbHoro komekca Poccuiickoit @enepanium;

[IPOCMATPHBATh ACKYMEHTBHl K JiejlaM B CHCTEMEe MOJadd JAOKYMEHTOR
www.my.arbitr.ru (manee — CIIJ] «Moii apbutp»); IpH HaIWIHH AOKYMEHTOB,
IOJ2HHBIX B 3JEKTPOHHOM BHJEe, 00s3aH HesaMeMIUTEeNbHO IIOCTaBUTH B
HM3BECTHOCTD CYZBLIO WM IO YKa3aHUIO CyABH paclieuaTaTh yKa3aHHbIE JOKYMEHTHI,
B TOM YHCIIe BO BpeMs IIPOBEACHHS CyAeDHOro 3aceaHms;

CBOEBPEMEHHO HWH(pOPMHMPOBATH CYALIO O TOM, UTO HampaBieHHas Cynom
KON OIpe/ielIeHHs O PacCCMOTPEHUH Jiena 0o 00 HCTpeOOBaHUH JOKA3aTEIhCTR
He BPY4e€Ha aJpecary ¥ B YBEAOMIIEHUM OTCYTCTRYeT pacimcka momy4darend. Ilo
YKa3aHUI CyALH IPUHUMATh Mepbl, 00eCIeunBalOIHe CBOCBPEMEHHOE H3BEIIeHe
ML, Y4acTBYIOLIUX B Jielle, 0 MeCTe U BpeMeHH cyAe0HOro 3aceJaHus;

IIPOBEPATH ABKY JHUII, IPUOBIBIIMX B CyAcOHOE 3acelaHue 110 BRI30BY CyZa,

¥MX IOJIHOMOYHA g y9acThs B Jejie, HHQOPMUPOBATh CYIpIO O HEdBKe JHI[ U
TIPUYINHAX HESABKH;

BECTH NPOTOKOJ cygebHoro 3acenanus ¢ cobmoaeHueM TpeGoBauii cT. 155
ApOuTpaxxHoro mnpoueccyansHoro komekca Poccuiickoit ®enepanum, a TaKkKe
[IPOTOKOJI COBEpIIEHNs OTJIEeNbHBIX NpOLECCYANbHBIX NeHcTBHil BHE cyAeGHOro
3acelaHMs ¢ YKa3aHHeM CBEACHMH, NONYYEeHHBIX B pe3ylbTaTe COBEPIICHHS 3THX
nponecCyajbHbIX JAeWicTBuM. IlomHo u mpaBHIBHO OTpaxaTh B HOPOTOKONE




nercTBua ¥ pemenns Cyla, a paBHO JACHCTBMSA YYaCTHHKOB apOUTPaKHOTO
nporecca, HMeBIIMe MECTO B X0/ie cyAeOHOro 3ace aHus;

OCYLUECTBIISATh ayIn03anuch CyAeOHOTO 3aceiaHilA U H3TOTAaRIUBATE KOIUIO
ayIM03alluCH, KOTOpas MpHOOIAETC K MaTepyaliaM Jela;

IIPH HAIMYHH OCHOBaHUH, NpPeJyCMOTpeHHbIX cT. 21, 23 ApbutpaxsHoro
nponeccyanbHoro komexca Poccuiickoit Denepainuu, 3asBNSThH CAMOOTBO;

N0 OKOHYAaHWK CyJeOHOTO 3acelaHMs BHOCHTh B CEPBHC paclUCaHWi
(http://schedule.arbitr.ru/) pe3ynpTaThl pacCMOTPEHHS OEa;

IpU HANMYUM TEXHWIECKOH BO3MOXHOCTH OCYIICCTBISTH CKaHUPOBAHUE H
pasmemenue B AMC «Kaproreka apObutpaxHpiX Jem» OpoTokona cyaedHoro
3acellaHKd He II031Hee JHS, CIeAYIOIIero 3a JHEM ero H3rOTORICHHNS;

pacneqaraiBate B AUC «Cynonpou3soacTso» HeoOX0AMMOE KOMHIECTBO
KOIAM CyAeOHBIX aKTOB, KOHBEPTOB M YBEJOMIICHUH AN HaOpaBleHHA HX
y4acTHHUKaM Tipollecca, NPEABApUTENLHO IPOBEPHB MOIHOTY H NPaBHIBHOCTE .
yka3zaHHbIX B ANUC «Cyaonpon3BoJcTB0» HAMMEHOBAHWN CTOPOH M HX aJIpecos,
NpA HeoOXOIUMOCTH BHOCUTH [JOMOJMHCHHUS W HM3MEHCHHS, obecleuydBaTe HX
HANpaBlIEHHE B CPOKH, YCTAHOBIECHHBIE ApPOHTPaXHBEIM IPOIECCYalbHBIM
KoaekcoM Poccuiickoii Penepannu;

3aBepATH B NOPAIKE, ycTaHOBIeHHOM MHCTpyKIMeH 110 Aenonpon3BOACTBY,
KONMH CyAeOHBIX AaKTOB, MOMIEKAIUX pACChUIKE, ¢ HCIOIbL30BaHUEM
YTBEPXACHHBIX IledaTel 1 ITAMIIOB;

KOHBEPTHPOBATH [IOUTOBEIE OTHPABICHUS B COOTBETCTBHH C TpeDOBaHHAMH
[IpaBun OKa3aHWA YCIYT TIOYTOBON CBA3M K HANPABIATE UX JHIAM, Y4aCTBYIOLIUM
B JieTie, B CPOKH, yCTaHOBIeHHbIE ApOUTpPaKHBIM TIPOLECCYaTbHBEIM KOJEKCOM
Poccuiickoit ®enepanpu 1 UncTpyKuueii 1o AeIOonpoOU3BOACTRY;

($opMHPORATH ¢ MOMOUIBI0 TOACHCTEMBI «(TIIpaBKa AOKYMEHTa» PEECTPEL
TIOYTOBBIX OTHpPaBlieHHH, OQOPMIATE WX NOpH [OOMOLY IOAIPOrPaMMEL
«DopMHpPOBaHWE  pEeCTPOB  OTIpaBKM» H  HepeAaBaTh  peeCTpel  C
COOTBETCTBYIOILMMH MTOYTOBBIMA OTIPABICHHAMHE B OOMIUK OTHOET;

U3rOTABAWBATE WCIONHUTE/bHEIE IMCTBI [ OTHpaBKY WU  BbLIAYH
CTOPOHAM-YJaCTHUKaM apOUTpaKHOTO MPOLECCa;

obecreynBaTy BBOA WHpOpManuu o npoxoxkaenum aena B Cyne B AWC
«Cynonpou3BOACTBOY C UCTIOIB30BAHHEM NMEPCOHANIEHOIO CKaHepa WITpHX-Koja U
NOACUCTEMEI «JIBHKESHNIE TOMOBY;

He nozguee 17 gac. 50 MHH. OHA, TPEAIUECTBYIOIIErc AHIO O3HAKOMIIECHUA
(mo TATHHLAM, a TaKKe B AHHM, NPeAUICCTBYIOIMWE MNpa3sgHUUYHBIM JHAM, HE -
mozgHee 15 gac. 00 MmH.), mepenaBars Aeia cnenmanucry OOmero oraena mopn
PacrIHCKy B OIlaHKe ydeTa 3afBOK Ha O3HAaKOMIIEHHE ¢ MaTepHalaM¥ apOHTPaKHEIX
aei;

HE [O3JHEE JHH, CICAYIOHIErO MNOocle IMOCTYIUICHUS] AaNellISUMOHHBIX M
KaCCallHOHHBIX XKajol, 3ampocoB MmepeAaBath Jella B COOTRETCTBYIOIIEE
HOApa3fiesieHUe ¢ OJHOBPEMEHHOH NPOBEPKOii NOMHOTH OGOPMIECHNA MATEPHANIOB
Aell, HATMYKMs AUCKA ¢ ayAMO3aIiChi0 CyZIeOHBIX 3aceJaHuil M HOAMUCed CyapH u
JIALA, BEAYINEro NPOTOKON, B IPOTOKOJIAX W CYyAeOHEIX aKTax;

IpA NOpUHATHH OIpPEACNCHUS o liepefadye Jgena IO MOACYIHOCTH
HE3aMEIIMTENBHO IepefaBars HaMlexame o(QopMICHHOe [OelN0 CHEIHATHCTY
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cexperapuara nOpeacegatens Cyna, OTBETCTBEHHOMY 3a HampasieHHE OeN IO
HNOACYTHOCTH, A HX IOCIEAYIOLIEeH Nepe/iady B COOTBETCTBYOIIHIA Cy;

€KEeJHeBHO 3abupaTh [OYTOBBIE YBEAOMJIEHHS, BO3BPAThl I[IOYTOBOMH
KoppecnoHeHInH u TenerpamMmel u3 O6mero otaena Cyxpa, oOecrmeunBaTh HX
NpHOOIIIeHEe K MaTepHanaM Jaed,;

M0 NOpPYYeHHMI0 CYIbH BO3BpAIllaTh HO 3aiBICHHSIM JIUI, YUACTBYIOIIHAX B
Jiene, NpeAcTaBlIeHHbIC JOKYMERTEI;

IIpY BEIHECEHWU ONpeJeNeHds] O BO3BPallCHUM MCKOBOTO 3agRICHHUA, B
COOTBETCTBHH CO cT. 129 Ap6uTpacHOTO IpolleccyalsHOro Kojekca Poccuiickoi
Qenepallil, TOTOBUTH 3as4BICHHE W NOpHWIaracéMele K HeMy JOKYMEHTH K
OTHpaBKe 3aKa3HBIM THCBMOM C YBEAOMJIEHHEM O BpYyYEHHMH B CpOKH,
YCTaHOBIEHHBIE ApOUTpaKHEIM NPOLIECCYANBHAIM  KOJeKcoM  Poccuiickod
Depepalvn,

OCYIIeCTBIATh NOATOTOBKY M mepegauy B OO0mmuit oTnen And BBIOAYH HA.
OCHOBaHHHU CyaeOHOro peieHHs (onpeleneHHs) BEUIECTBEHHBIX J0KA3aTENHCTB
ULy (opraHusaiuy), NpegcTaBUBIIEMY UX, WIH JULly, onpedacneHaomy CyoMm;

ocyllecTBIAT, GOpMUpOBaHWEe Jeia, KOTOpoe BKIlouaeT B celd
pasMELICHBe BOCPBEIE MNOCTYNHBIIMX, & B MOCICAYIOIEM - JAONOJIHHUTEILHO
NIpeICTABJICHHEIX JIOKYMEHTOB B JIOTHUECKOH NOCIenoBaTENHOCTH, HCKIFOYas
MOBTOpPHOE MpHOOIICHHE MMEIOIIMXCS B Jene JOKYMEHTOB, TIPOBEPKY
KOMIUIEKTHOCTH MaKeTa JOKYMEHTOB B Jielle (Hanu4ue IPOTOKOJIOB, YBeIOMICHHI,
OPUIMHAIIOB onpeneneHWil (pelueHuid), nognuceld cynei) Jnua JAanbHeHmieH
nepeAadu ero B paboTy cuemuanuctaMm Otnena;

CBOEBpeMeHHO 3a0upaThk ot crerranicToB OTaena apOUTpakHbIE ACTa H
Ha cBoeM paboueM MecTe BHOCHTh HMH(DOPMALMID O IPOXOKACHUHM [ena ¢
HCIIONBE30BAaHHAEM TIEPCOHANLHOTO CKaHepa IITPUX-KOAa;

coctapmare npu nomomm ANMC «CyaonpousBoncTBO» CIHCKH €T,
3aBEPIICHHLIX MPOU3BOACTBOM, I10 KOTOPHIM MPONLIM CPOKK Ha 00KanoBaHuE, U
obecreurBaTh UX Hepeady B yCTaHOBIeHHOM INopsazake B apxuB Cyfma mus
NanbHEHIIEro XpaHeHus;

ofecneyruBaTh XpaHeH e meyaTeH, IITaMIoB, UCNOAB3YEMBIX B pafore;

obecreumBaTh  HajJeXKallee  XpaHeHHe Jel H  JOKYMEHTOB,
HaxOJAUIUXCA Y HEro Ha WCHONHEHWH, B INPOU3BOJACTBE CYJAbH M OKOHYECHHBIX
TIPOHM3BOJCTBOM, 0 COay¥ Aell Ha apXHUBHOE XpaHeHHe nubo 40 nepefadu Io
aKTy IpeJceJaTelio COOTBETCTBYIOMEro ¢yaeOHOro cocraBa jJuOO JHIY, MM
Ha3HauYeHHOMY;

MPH yXOZle B OTHYCK, Bbie3lle B KOMaHAHWPOBKY Iepe/aBaTh HaXOJsmuecs
HAa WCHOJHEHHWH AOKYMEHTHI ceKpeTapio Cy/ie0HOro 3acefaHud, Ha3HAYEHHOMY
HadanbHUKOM OTIena;

B3aUMOJAEHCTBOBATh ¢ paboTHHMKaMu Apyrux mnofpazzenenmid Cyna ans.
peIeHus BOIPOCOB, BXOAAUMX B KOMIETCHLIHIO ceKpeTaps CyAeOHOoro 3acelanis; -

BEIIOJIHATH HHEIC IOPYYEeHHUA HadanbHuka Ot1jena, cyapu.

3.3. IIpapa cekpetaps cyAeOHOTO 3aceIanusl.
OcHoBHEIE NpaBa cekpeTaps CyAeOHOro 3acefaHMs KaK rocyJapCTBEHHOTO
TPaXJAHCKOro CIIykaIlero ycraHoBieHH cT. 14 @epepalkHoro 3akoHa oOT
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27.07.2004 Ne 79-®@3 «O rocyIZapcTBeHHOH rpaxmaHckoi ciyxbe Poccuiickoii
®eaepauun», B TOM YHACIE:

3HAKOMHTBECS C, JOKYMEHTaMH, ONPEACHSAOIAMH €ro JOKHOCTHEIE
0053aHHOCTH, MPaBa H OTBETCTBEHHOCTh, KPUTEPHH OMEHKH KadyecTBa pabOTHI U-
YCIOBHS IPOJBUKEHUA MO cIyxkbe;

IIoNy4aTs B YCTAHOBAEHHOM TOpsiake HHOGOpMAIMIO W MAaTepHalibl,
HeOOXOAUMBIE ISl UCHOJHEHMS MOJLKHOCTHBIX OOf3aHHOCTEH, y HavanbHHUKA
Orpena nubo pykoBoguTenaeil CTPYKTYpHBIX MOApa3JelNcHUil, a TakKe BHOCUTE
IPEAJIOAKESHUA 110 COBEPILIEHCTBOBAHUIO AesTenbHoCcTH OTAena.

3.4. OTBeTCTBEHHOCTH ceKpeTaps cyAeOHOro 3aceiaHus.

Cexperaps cyaebHoro 3aceaHus HECET YCTAHOBIEHHYIO
3aKoHOAATeNsCcTBOM Poccuiickoit @eaepaliiy OTBETCTBEHHOCTE 32 HEHCIIONHEHHE
WIA HEHAJIEXKAamee HCIOTHEHNE BO3NOKEHHBIX HA HEro JOIDKHOCTHBIX
o0s3aHHOCTeH, 3a HecoOMOAeHHe OrpaHWMTeHMH M 3anpeToB, CBA3AHHBIX C
rpaXkAaHCKol cryx0oii, a Takxe:

3a HecobOmonerme tpeboBanuil MHCTPYKIMM IO ZEIOIPOU3BOJACTBY H
HWHCcTpyKkiiuu 00 OCOOEHHOCTSIX BeJCHMS JAelONpPOM3BOJCTBA IO BOIIPOCAM,
BXO/ALIUM B €10 KOMIIETEHIIHIO;

38 COXPaHHOCTh, BCEX HAXOAMAINMXCA y HEro HA WCIOJHECHHMM Jel H
JOKYMEHTOB, B TOM YHcIe 6IaHKOB CTPOTOH OTHETHOCTH;

3a HapyllleHHe CPOKOB B HHU3KOE Ka4eCTBO HCNONHEHHA paboT;

3a JeHCTBHA W Oe3feiicTers, BeAylIHe K HApyIIeHHIO NpaB U 3aKOHHBIX
HHTEPECOB IpaikiaH;

3a pas[NallcEue CBeJeHHi, CTaRIIMX €My U3BECTHBIMH B CBA3M C
HCIOMHEHHEM TODKHOCTHBIX 0083aHHOCTEI;

38 [peNOCTaBlleHHe pYKOBOACTBY HENOCTATOMHOM M HEOOBEKTHBHOM
HHGOPMALINY; :

3a HecoOmogeHue ciyKebHoro pacnopaaka Cyna.

3.5. Cornacuo cr. 15 ®epepansHoro 3axoHa ot 27.07.2004 Ne 79-03 «O
TOCYAapCTBEHHOM TIpaxaanckoil ciyxkbe Poccuiickolt ®@emepaupm» CeKperapb
cyaeGHOro 3aceflaHdsa HeceT AUCUHIUIMHAPHYIO, rpakJaHCKO-TIPaBOBYIO WITH
YTOJIOBHYIO  OTBETCTBEHHOCTD B COOTBETCTBHH ¢ ¢eaeparbHEIM
3aKOHOJATEABCTBOM B CITydae HMCIONHEHUS HM HEIPaBOMEPHOrQ MOPYUCHH.

4, TlepeyeHb BONPOCOB, MO KOTOPBIM CEKpeTaph CyZeOHOro 3ace/jaHus BIIpase
CaMOCTOSATENbHO NPHHAMATh YIPaBlIeHIeCKHe H HHBIC PeIIeHUL

4.1. Cekperapp cyzeOHOro 3aceqaHusi B COOTBEICTBHM CO CBOSH
KOMIIETCHIIMEH MPUMHMAMAET Yy4JacTHe B NOATOTOBKE TPOEKTOB HOPMATHBHBIX
aKTOB, Kacalommxcs obeclneueHUs CYAONPOM3BOACTBA O IPAXKIAHCKHM IEJIaM,
WHBIX HOPMATHBHEIX TIPaBOBBIX AKTOB, B TIOATOTOBKE KOTOPBIX IPHHUMAET
ydqacTHEe JgaHHOE CTIPYKTypHOe ToApa3fe/iecHie B COOTIBETCTBAHM C  €I0
KOMIIETeHITUEH.

4.2. Cexpetapb cyAeOHOr0 3ace1aHUs BIPaBe MPUHAMATE YUaCcTHE:!

B IOATOTOBKE MH(OPMALMH IO BOIPOCAM, BXOAAIIAM B €0 AOJDKHOCTHEIE
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0043aHHOCTH,

B JOJITOTOBKE AHAJMTHYECKUX MATEPHAIIOB 10 HATIPABIEHUIO JESTEIIbHOCTH
Ortnena.

5. IlepedeHs BOIIPOCOB, IO KOTOPEIM CEKPETAph CyAeOHOTO 3aceanms
YUaCTBYET B ITOJATOTOBKE [TPOCKTOR HOPMATHUBHBIX [IPABOBBIX 4AKTOB
H [IPOEKTOB YIPaBICHYECKUX M HHBIX pPellICHHHA

Cekperapp cyaeOHOro 3aceiaHus B COOTBETCTBHH CO CBOEH KOMMETEHIMEH
TIPUHUMAET y4acTHe B UIOATOTOBKE MPOEKTOB YMPaBISHUYSCKUX W WMHBIX PEIICHME
IO BOIIPOCAM:

COBEPIICHCTBOBAHMS CYIIECTBYIOIMX ¢(opM ® MeTofoB paboThl ¢
JOKYMEHTAMU;

pa3padOTKH WHCTPYKIHE M METOAMYECKHX PEKOMEHIAITHH, HallpaBICHHBIX
Ha COBepIIEHCTBOBaHWe AenonpousBoacTBa B Cyje, W WHBEIX HOPMaTHBHBIX
IIPAaBOBBIX AKTOB, ' B IOJITOTOBKE KOTOPBIX IIPHHUMA&ET YydacTHe JaHHOE
CTPYKTYPHOE MOApa3ielieHAe B COOTBETCTBHH C €I0 KOMIIeTeHIIHEH.

6. ITopsaok ciry:keOHOTO B3aUMOIeHCTBHA
* cexperaps CyIeGHOTO 3aceIaHAS B CBA3M C UCIIOMHEHHEM
HOIKHOCTHRIX 00s3aHHOCTEH ¢ rpaXIaHCKAMHE CITy KaIllHMHU
Apbutpaxxnoro cyna ropoaa Cankt-Iletepbypra
u JlenuHrpaackoi obnactu

CnyxeOHOE B3aUMOACHCTBHE CeKperapp CyHeOHOTO 3acellaHMA B CBA3H C
KCIIOJIHEHHEM CBOHMX JOJKHOCTHBIX OOS3aHHOCTEH ¢ JOJDKHOCTHBIMH JIMIAMHE H
pabothukaMu Cyja, JOKHOCTHBIME JIMIAMM HMHBIX FOCYJApCTBEHHBIX OPraHoOB,
TpaXJaHaMH, & TakXXe C OpraHW3aiiaMHu 00f3aH CTPOUTL B COOTBETICTBHM C
GdenepanbHBIM 3aKOHOJATENRCTBOM, MHBIMH HOPMATHBHBIMU ITPaBOBBIMHA aKTaMH
Poccuiickoli ®enepanym ¢ yderom monoxkenuit Ykasa Ilpezmmenta Poccuiickoi
Qeneparn «O6 yTBEpXKACHHH OOLMX NPUHIMMIOBR CIYXEOHONO MHOBEICHHAN
rOCYJapCTBEHHBIX Cayxampx», Kogexca 5THKY K CIyXeGHOTO IOBeAEHHA
(dreaepaibHbIX IOCYAPCTBEHHEIX TPAKIAHCKUX CIy:KaldX ApOHTpakHOro cyla
ropoaa Canxt-IletepGypra u Jleannrpanackoii odbmacTu.

7. IToxazatenu 3 heKTHBHOCTH A PE3YIBETATHBHOCTH
npodecCrORaNnbHOM CIIyeOHOH NeATeNhHOCTH
cekpeTaps cyaeOHOro 3aceqaHus

7.1. OddexTHRHOCTEL ¥ PE3yIHTATHBHOCTh MPOPECCHOHAILHON CiTykebnoi
ACATENBHOCTH ceKperaps cyAeOHOro 3acelaHWs OIEHUBAIOTCA IO CIEHYIONIMM
IIOKA3aTelsM:

B OpraHusallil TPyAa - [MPOW3BOJMTENBHOCTE (BEHIIONHAEMBIH 00beM
pabot);



Pe3yIbTATHBHOCTE {MEpa TOCTH)KEHHS [IOCTABICHHBIX [eseH);

MHTCHCHBHOCTE TpyZJa (CIOCOOHOCTE B KOPOTKHE CpPOKH BHIIOJHATH
onpejieNeHHblH 00beM pabor);

coOmoAcHAEe TPYAOBOH JUCLUTUIHHEIL.

7.2. CBOEBpeMEeHHOCTh 1 ONEPaTHBHOCTE, T. €. BHIIOJNIHEHHE TOPYYEHHWH B
CPOKH YCTaHOBJIEHHEIE 3aKOHOAATEILCTBOM, HOPMAaTHBHBIMH IPaBOBEIMH aKTaMH,
pyKoBoacTBoM Apburpaxnoro cyaa ropoaa Cankt-IletepOypra n JleHnHrpaackoi
obnacrti.

7.3. KadgecTBO BBIIONHEHHOH paboTBl - MNOArOTOBKAa JOKYMEHTOB B
COOTBETCTBHHM ¢ YCTAHOBICHHBIMH TpeOOBaHMAMH,  TIOJHOE M JIOFHYHOE
W3MOXKEHAe MaTepuaia, IOPHAMIECKH TIPAaMOTHOE COCTAaBICHMC JIOKYMEHTa,
OTCYTCTBHE CTHJIMCTHUYECKHX W TPAMMATHYECKHX OMIHOOK.

7.4. TlpodeccrnoHaIn3M:

npodeccoHanbHag  KOMIETCHTHOCTR  (3HaHME  3aKOHOJATENBHBIX,
HOPMATHBHEIX [IPABOBLIX aKTOB, IIHPOTA IPpodecCHOHATIBHOTO prro3opa HT L)

ymeHue paboTaTh ¢ JOKYMEHTaMH;

CIIOCOOHOCTh YE€TKO OpraHHU30BLIBaTH M IIAHUPOBATH  BBIMOIHEHHE
NMOPYYCHHEIX 3aJaH#ii, yMEHHe palMOHANBHO HCIONbL30BaTh pabouee BpeMid,
PpacCcTaBIAThL IPHOPHUTETHI;

OCO3HaHHe OTBETCTBCHHOCTH 3a MOCIEACTBUS CBOMX JeHCTBUH M
NpHHUMACMBIX PELICHHH;

CIOCOBHOCTD COXpaHFITB BBICOKYIO paloOTOCIIOCOOHOCTE B 3KCTPEMAIBHBIX
YCIOBHAX.

Havanpauk
otTmena obecneyeHHs
CYAOIIPOH3BOACTBA

20 T.

«COI''TACOBAHO»
HauaneHuk oTena kaapos
H TOCYIapCTBEHHOM CIIyKOBI

20 T.




