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NOMKHOCTHOW PEFTAMEHT
cekpeTaps cyaebHOoro 3acegaHms MMPOBOro Cy/by
annaparta MUPOBOro Cyfbu JIeHMHIrpafCKol 06nacTu

CekpeTapb CyfebHOro 3acefaHus MWPOBOrO CyAbW arnnapata MMPOBOrO CyAbM
JleHuHrpagckoin obnactn (ganee - cekpeTapb CyaebHOro 3acefaHus, annapaT MUPOBOIO
Cy[lb1) SIBNSETCA rocyapCTBEHHbIM FPaXKAaHCKUM CyXawmMm JIeHMHrpaackoin obnacTu.

B cooTBeTCcTBUM C PeeCTpoM AO/MKHOCTEN FOCYyAapCTBEHHOM rpaXKAaHCKOM CnyXobl
JleHVHrpafAcKo 06nacT  [LO/MKHOCTb CeKpeTapd CyfAebHOro 3acefaHus OTHOCUTCA K
KaTeropuun «Ob6ecneynBaroLme creynanncTbl» cTapLien rpynnol.

1. KBanuukaunmoHHble TpeboBaHNS

1.1. MpodgpeccrmoHanbHoe 06pa3oBaHue.

1.2. be3 npeabsaBeHNs TpeboBaHUIA K CTaxy.

1.3. MoATBepXKgaemMble AUNIOMOM O CpeAHeM NpodeccMoHaslbHOM 06pa3oBaHUN UK

AUMIOMOM O BbiCLLeM 06pa3oBaHUy COOTBETCTBYHOLLETO YPOBHS:
- nonyyeHHole ¢ 01.07.2017 npodeccua «[enonponssoanTens», nMbo cneynanbHOCTb
«JJOKyMeHTaUMOHHOe ob6ecreyeHne ynpaB/ieHNs W apxXuBOBefdeHWe», MO0 HarnpasfeHue
NOArOTOBKU «JlJOKyMeHTOBeleHne n apXxuBoBegeHue», «HOpucnpygeHumsa»,
«locyfapCTBEHHOE WM MYHUUMNAaNbHOE YyrpasieHue», 60 crneunasbHOCTb «[1paBo u
opraHusaumsa coumanbHoro obecreveHus», «lMpaBooxpaHUTeNbHas AeATeNIbHOCTL», «[1paBo
N cynebHoe afMUHUCTPUPOBaHMEY;

- nonydyeHHole o 01.07.2017 HanpaBneHWe MOArOTOBKN «JlOKYMeHTOBEeeHMEe WU
apXuBoBefleHVe» WM OfHA U3 ChneuuanbHOCTEN, BXOAALWMX B YyKasaHHOe Harpas/ieHue
MOArOTOBKW, NMO0 HampaBfeHWe MOArOTOBKM  «HOpucnpygeHums» wuaM  OofHa U3
cneymnanbHOCTEN, BXOAALLAA B YKa3aHHOe Hanpas/ieHre NOAroTOBKM.

1.4. 3HaHuA:

- 6a3oBble:

rocyfapCTBEHHOro f3blka Poccuiickoii Pepepauynmn  (PyCCKOro s3blka) U OCHOB
KoHcTuTyumm Poccuiickoin defepauuu;



depnepanbHOro 3akoHa oT 6 okTa6ps 1999 roga Ne 184-9d3 «0O6 06WmMX NpUHUMNAax
opraHusaumMy  3akoHofaTeflbHbIX  (MPeACTaBUTENbHbLIX) U WUCMOJIHATENIbHbIX  OpraHoB
rocyapCTBEHHOW BnacTn cy6bekToB Poccuiickoi defgepaunm»;

depnepasbHOro 3akoHa ot 6 okTa6pa 2003 roga Ne 131-®3 «O6 06wmx npuHUMNax
opraHu3aLmmM MecTHOro camoynpas/ieHuns B Poccuinickoin depepanmm»;

depepanbHoro 3akoHa ot 2 maa 2006 roga Ne 59-®3 «O nopsagke paccMOTpeHus
obpaleHnid rpaxkaaH Poccuninickoin depepaymm»;

denepanbHOro 3akoHa ot 25 aekabps 2008 roga Ne 273-®3 «O NpoTUBOAENCTBUM
KOppynuum» U1  WHbIX HOPMATUBHbLIX MNPaBOBbIX aKToB Poccuiickoin ®degepaunn u
JNeHMHrpafcKol 06nacTu B chepe NPOTMBOAENCTBUSA KOPPYNLNN;

3aKoHogartenbctBa Poccuitickoin defepaumm 0 rocyfapCTBEHHOW rpaxgaHCKOM
cny>6e Poccuiickoin ®egepauuu;

YcTaBa JIEeHUHIpacKon 06nacTu;

obnactHoro 3akoHa ot 11 pekabpsa 2007 roga Ne 174-03 «O npaBOBbIX aKTax
JNleHnHrpagckon obnacTu»;

Kopgekca aTuku 1 cny>kebHoro noBefeHns rocyapCTBeHHbIX FpaXKAaHCKUX CyxXalmx
JNeHuHrpagckoi obnactu;

NHCTpYKUMM N0  [eNonpovM3BOACTBY B OpraHax  WCMOMHUTENIbHOW  BNacTu
JNleHuHrpaackoi obnactu;

MpaBu/l U HOPM OXpaHbl Tpyfa M NoXKapHoW 6e30MacHOCTU, TEXHUKM 6e30nacHoCTy,
MPOV3BOACTBEHHON CaHUTapUW, NPaBu CY>Ke6HOro pacrnopsakKa;

B 0061aCTU WHHOPMALMNOHHO-KOMMYHUKALMOHHBIX TEXHOMOMMA: BO3MOXHOCTEN U
OCOOEHHOCTE  MPUMEHEHWS  COBPEMEHHbIX  WH(OPMALVOHHO-KOMMYHUKALMOHHbBIX
TEXHONIOTUIA B annapartax MWPOBBLIX CY[eil; OCHOB WHMOpPMaLMOHHON 6e30MacHOCTU W
3aWmnTbl MH(opMaumn, B ToM yncne PepepanbHOro 3akoHa ot 27 wuwong 2006 roga Ne
149-®3 «O6 umHhopmauun, NHHOPMALMOHHLIX TEXHOMOMMAX U 0 3awuTe WHpOopMaLUn»;
OCHOBHbIX TMOMIOXXEHWUIA 3aKOHOAATeNbCTBA O [MEPCOHa/IbHbIX [aHHbIX, B TOM 4uC/e
®epepanbHoro 3akoHa ot 27 uwong 2006 roga Ne 152-®3 «O nepcoHanbHbIX AaHHbLIX»;
00WMNX NPUHUUNOB (hYHKLMOHUPOBAHUA CUCTEMbI 3MIEKTPOHHOIO [OKYMEHT0060pOTa;
OCHOBHbIX MOJIOXEHNA 3aKOHOAATeNbCTBA 06 3MEKTPOHHON MNOANWUCK; MNPUMEHEHUS
NepcoHasbHOro KOMMbIOTEP],;

- B 3aBMCUMOCTM OT 06/1aCTV U BUAA AeATENIbHOCTH:

defepasbHOr0 KOHCTUTYUMOHHOIO 3akoHa oT 31 gekabpsa 1996 roga Ne 1-dK3 «O
cyfebHol cnucteme Poccuinckon depepaymm»;

defepasibHOr0 KOHCTUTYLMOHHOIO 3akoHa oT 7 deBpans 2011 Ne 1-dK3 «O cypax
obuien opucankunmn B Poccuinickon depepaymm»;

["paxkgaHCKOro npoueccyanbHoro Kogekca Poccuiickoin ®egepaymu;

YT0on0oBHO-NpoLeccyanbHoro Kogekca Poccuinickon depepauuu;

Kogekca agMMHMUCTPaTUBHOIO CyA0Npon3BoAcTBa Poccuninickoin depepaumm;

Kogekca Poccuitckoin ®egepaumu 06 agMUHUCTPATUBHBIX MPaBOHAPYLUEHUSX;



depfepanbHOro 3akoHa ot 17 gekabps 1998 roga Ne 188-P3 «O MUPOBBIX CYAbAX B
Poccuitckoin ®efepauunmn»;

defepanbHOro 3akoHa ot 22 okta6ps 2004 roga Ne 125-d3 «O6 apxuBHOM fefie B
Poccuitckoin ®efepauunmn»;

defepanbHOro 3akoHa oT 22 fekabpsa 2008 ropa Ne 262-d3 «O6 obecneyeHum
AOCTyna K nHopmauun o AesiTelbHOCTU Cyl0B B Poccuidickon defepaunmns;

obnactHoro 3akoHa oT 6 wuwond 2001 roga Ne 41-03 «O MUPOBbLIX CYyLbAX
JTeHUHrpafcko obnactu»,

noctaHoBneHnsa MpaBuTenbcTBa JIEHUHIpaAckoi obnactm oT 22 HosAbpsa 2012 ropga
Ne361 «O6 yTtBepxaeHun [MonoxeHns o6 annapate MWUPOBOro CyabW JIEHWMHIPaACKOM
obnactu»;

WHCTPYKUMM NO BeAeHWO CyaeBHON CTaTUCTMKK, YTBepPXKAeHHON Mpukasom CypaebHoro
aenaptameHTa npu BepxosHom Cyae Poccuiickoin ®egepaunn ot 29 gekabpsi 2007 roga Ne 169;

MpaBun noseAeHNs paboOTHNKOB annapara CyA0B, YCTaHOB/IEHHbIX MOCTAHOB/IEHMEM COBETa
cyaei Poccuitickoin deaepaumm ot 27 anpens 2006 roga Ne 156;

WNHCTpyKuMn no cyfebHOMY [enonpousBOACTBY Y MUPOBBLIX Cyfen JIeHWHrpagCcKou
obnactu, yTBepXXAeHHOW JIeHUHrpaAackmuM o06nacTHbIM cygoMm 15 mapta 2016 roaa;

opraHusauun Ccy[onpou3BOACTBA MO YrOMIOBHbIM  AeflaM, TpaXKAaHCKUM  [denam,
aAMUHNCTPATUBHbLIM AeflaMm 1 genam 06 agMUHUCTPATUBHBLIX NMPaBOHAPYLLEHUAX;

opraHusauuun n BefeHns cynebHoro Aenonpon3BoACTBa;

nopsaka othopmeHns MaTepmanos fena K cyebHoMy 3acefjaHuto;

ropsaAKa NoAroToBKY MpoLeccyasibHbIX JOKYMEHTOB;

nopagKa M3BeLeHNa nL, y4acTByOWMUX B Aene, 0 JaTte, BPeMeHU M MecCTe NpPOBeAeHUs
cynebHoro 3acefjaHus;

MPOTOKO/NIMPOBaHNA B CyleOHOM 3acefaHnu;

YCTaHOB/IEHHOIO CyAebHOro nopsgka B 3ae CyAaebHOro 3acefaHus UM CrocoboB ero
noAaepXXaHus.

1.5. YmeHus:

CUCTEMHOTO (CTPaTErMyeckoro) MbllUIEHNUS;

cucTemaTmsaunmn 1 aHanmsa MHpopmaLmu;

MIaHWPOBAHUSA, PaLMOHANLHOIO MCMOb30BaHMA CY>KEOHOT0 BPEMEHU U LOCTVXKEHUA
pe3ynbTaToB;

KOMMYHUWKaTUBHOI0 06LleHUs (B TOM u4ucnie MNy6anYHbIX BbICTYMN/IEHUA W BeAeHMS
[eN10BbIX NepPeroBopos);

ynpaB/ieHNs U3MEHEHNAMN;

paboTbl C annapatHbIM W MporpaMMHbIM 06ecrnevyeHWeM, YCTaHOB/IEHHOM Ha
aBTOMaTM3npoBaHHOM paboyem mecte (APM), B TOM uuncne paboTbl B OnepalyoOHHOMN



cucteme cemerictea Windows, B TekcToBOM pefakTope MicrosoftOfficeWord, ¢ TabnunuHbIm
npoueccopom MicrosoftOfflceExcel, ¢ noutoBbiM KnneHTom Tmna «Outlook», MOArOTOBKM
npeseHTauunin ¢ npumeHeHmeM npunoxenusa MicrosoftOfficePowerPoint;

paboTbl B KayecTBe MO/Mb30BaTeNst B MHOPMALMOHHLIX CUCTEMax, MPUMEHSEMbIX B
annapaTax MUPOBbIX Cyfei, B TOM Yucie B NPUKNaAHbIX MH(OPMaUnOoHHbIX cuctemax (FTAC
«lMpaBocyane», cUCTeMe B3aMMOAEWCTBUA C rpakjaHamMyu W OpraHusaunamu; cucteme
MEXBEAOMCTBEHHOIO 3/1EKTPOHHOI0 B3aUMOENCTBUSA; YHETHOW CUCTEME; MH(OPMALNOHHO-
aHaNMTUYECKOW cucTeme, obecrneymBarolLein coop, 06paboTKy, XpaHeHUe 1 aHaNn3 AaHHbIX),
cucTemax 3/1eKTPOHHOIO0 [AOKYMeHT0060poTa, B MHMOPMaLUMOHHO-MPaBOBLIX CUCTEMAX
«lapaHT», «KoHcynbTaHTIINOC», «KogeKe», a Takke C pecypcammn 1 cepBucaMm 0KanbHOM
BbIYMCNUTENIbHOW CETU U MHPOPMALMOHHO-TENEKOMMYHUKALUNOHHOW CeTU «HTEpHET»;

NMPUMEHEHUS NEPCOHa/IbHON0 KOMMbIOTEPA, MCMOMb30BaHNSA KONMUPOBaNbHOW TEXHUKW,
CpeAcTB Tene)OHHON M (haKCUMUIbHOIN CBA3N

2. [OMKHOCTHbIe 0653aHHOCTY

B uensax obecneyeHus paboTbl MUPOBOrO CyAbW M B COOTBETCTBUWN C MOJSIOXEHMEM 06
annapare MMUPOBOr0 CyAbW CeKpeTapb CyLe6HOro 3acefaHus 0653aH:

2.1. B yCTaHOB/IEHHOM MOPsiAKE OCYLLECTBNATb MPUEM MOCTynawwWwmx B CyAe6HbIN
Yy4yaCTOK  YrOMOBHbIX,  TFPaX4aHCKUX  fen,  aAMWHUCTPaTMBHbIX  Aen, gen o6
aAMWUHUCTPATUBHbIX MpPaBOHAPYLUEHUAX, UX PerncTpaLuio B COOTBETCTBMU C AOKYMEHTaMU
NnepBMYHOro CTaTUCTUYECKOro y4yeTa Ha Y4YeTHO-CTaTUCTUUYECKUX KapTouyKax, B >KypHanax
yyeTa U B aN(PaBMTHOM YyKaszaTene. B cpoku, onpefeneHHble MHCTPYKUMein no cygebHomy
[enonpou3BoACTBY Y  MUPOBbIX  cyfdeld  JleHUHrpaAckoin  obnactu, nepefasatb
3aperncTpupoBaHHbIe Aena MUPOBOMY Cy[be.

2.2. Bectn yu4yerT [en Ha3HayeHHbIX K PacCMOTPEHUKD B CyAeOHOM 3acefaHuu,
MOAroTaBMBaTbL CMUCKW [eN, Ha3HayeHHbIX K PacCMOTPeHU0 B CyAebHOM 3acefaHuun, u
pasmellatb WX nMepes BXOLOM B 3a1 CyfLebGHOro 3acefaHus A8 O3HaKOMJIeHUA
3aMHTepecoBaHHbIX nuL,

2.3. Bbi3blBaTb (M3BeWATb) WL, Y4YacTBYHOLWMX B Aene, a TakKXe CBUAETENEN,
3KCMepTOB, CMeunanncToB W MePeBOAYMKOB AN yyacTMs B CYAeOHbIX 3acefaHusix:
BbIMWCbIBATb M CBOEBPEMEHHO HanpaB/iATb COOTBETCTBYIOLWNM Nnuam CyaebHble MOBECTKM,
TeneyoHoOrpammbl, Tefierpammbl, M3BELEHUA NNO0 MCMOMNb30BaTh MHbIE CPeACcTBa CBA3M U
[oCTaBKuM, obecneumsarowime (UKCUpoBaHMe CyaeObHOro Bbi3oBa (M3BEWEHMA) W €ero
Bpy4YeHue agpecary.

2.4. Tpurnawatb NWUL, yYacTBYHOLWWUX B fefne, a Takke CBUAETeNei, 3KCnepTos,
CneymnanncToB 1 NepeBofUYNKOB B 3a/1 CyAebHOro 3acefaHus.

2.5. TpoBepATb ABKY B Cyf /v, KOTOpble [O/HKHbI Yy4yacTBOBaTb B CyLeOHOM
3acefjaHMK, 0TMeyaTb B NOBECTKaX BPeMSA UX HaX0XAEHUA B cyfe.

2.6. BeCcTM nNpoOTOKOMbl CyAebHbIX 3acefjaHWin B COOTBETCTBUM C TPebOBaHUSMU
[eNCTBYIOLLEro npoweccyanbHOro 3akoOHoAaTeNbCTBa, B TOM YMC/E:



3abnaroBpeMeHHO A0 Hayana CyaebHOro 3acefaHus MpoBepsATb paboTOCMOCO6HOCTb
CPeACcTB ayamnosanncu;

npu OOHapPY>XeHUU TEXHUYECKMX Henonagok (HEBO3MOXXHOCTM UCMOJIb30BaHUSA)
CpeAcTB ayauosanucu, npefHasHauvyeHHbIX AN NpoBefeHMs CcyfebHOro  3acefaHus,
He3aMeg/IMTelbHO WH(pOPMUPOBaTL 06 3TOM MUPOBOrO CyAblo, a TakXxe OMNpeaennTb
BO3MOXHOCTb UCMO/b30BaHUA UHbIX CPEACTB ayAmnosanucu;

B C/lyyae OTCYTCTBMA BO3MOXXHOCTU YCTpaHeHWS HernonafoK CPefCTB ayfuo3anucy,
NM60 NX OrnepaTMBHOM 3aMeHbl U HEBO3MOXXHOCTY BeAeHUs ayAnNonpoTOKOIMPOBaHMSA B X0e
cyfebHoro 3acefaHus, HesaMeanTe/lbHO MHMOPMUPOBaTb 06 3TOM MUPOBOIrO CyfAblo ANA
MPUHATUA PELLEHNs 0 NpoBeAeHNN cye6HOro 3acefaHuns;

B C/y4yae, eCc/iM B XOfe CyAeOHOro 3acefaHus BbISB/IEHO, YTO MPOTOKO/IMPOBaHMe C
NCNO/Ib30BaHNEM CPeACTB ayAamnmo3anucy (PakTUUYeCcKU He OCYLLLeCTB/IAN0Ch, He3aMeaIMTeNIbHO
NH(popMnpoBaTb 06 3TOM MWUPOBOTO CYAbH AN MPUHATUA PelleHns O BO3MOXHOCTWU
NPOAO/XKEeHUSA cyebHOro 3acefjaHus;

B CNny4yae ecnim (hakT nepepbiBa 3anucu, MM60 OTCYTCTBUSA ayAMONPOTOKO/A BbISB/EH
Mocne OKOHYaHuA Ccy[ebHOro 3acefaHus, He3ameANUTENIbHO WHQOPMUPOBaTbL 06 3TOM
MUWUPOBOro CyAbl0, a TakKXe COCTaBNATb aKT 00 OTCYTCTBMM ayAMOMpOoTOKOMAa C yKazaHWeM
CBEAEHUIN O BPEMEHW Hayana 3anucu, BPEMEHW MepepbiBa, NPUYMHAX BO3HUKHOBEHMUSA
nepepbIBa.

Mo yKazaHWi0 MMPOBOIO CyAbW 3HAKOMMUTbL C MPOTOKOJ/IOM CyfebHOro 3acefaHus nuu,
KOTOPbIM 3aKOHOAaTe/IbCTBOM MpeAoCcTaB/IeHO COOTBETCTBYHOLLEe NpaBo.

2.7. Tlo nNUCbMEHHOMY XofaTtancTBy Y4aCTHUKOB cyfebHOro pasbupartenbcTBa B
cnyyasx, NpPefyCMOTPEHHbIX AENCTBYIOLWMM  MpoLueccyanbHbIM — 3aKOHOAATeNIbCTBOM,
M3roTaB/MBaTbh KOMUU NPOTOKO/OB CyAeOHbIX 3acefaHuniA.

2.8. Tlo yKaszaHW0 MMUPOBOIo CyfbW BblAaBaTb MOAANHHWUKA WU KOMUN JOKYMEHTOB
N3 cyaebHbIX gen.

2.9. BecTu y4yeT cyfebHbIX MOpyYeHUid, HanpaB/ieHHbIX MUPOBbLIM CyAbei, a Takxe
CyfebHbIX MNOpy4YyeHWid, NOCTYMUBLUMX MUPOBOMY cyabe. OCYLLeCTBNATb KOHTPONb 3a
NCMNONHEHMEM CY[Le6HbIX NOpYYeHUA, HanpaB/ieHHbIX MUPOBLIM CyAbeil, MHPOPMUMPOBaTL O
pe3ynibTaTtax KOHTPOS MUPOBOI0O CyAbHo.

2.10. OcyLecTBNATL  KOHTPO/Ib  BbIMO/IHEHUS 3KCMepTU3, MPOBOAUMbBIX B paMKax
CyLebHbIX fen, MHPopMMpoBaTh 0 pesy/ibTaTax KOHTPO/IA MUPOBOTO CYbHO.

2.11. OthopmnATb U BblfaBaTb UCMNOJIHATENbHbIE AOKYMEHTbI N0 cyfebHbIM fenam, no
KOTOPbIM Cyfe6Hble pelleHns nognexar HemMeL/leHHOMY WCMOo/IHeHWUo. 10 MmopyyeHuro
MUPOBOr0 CyAbW MOArOTaB/AMBaTL MPOEKTbl WHbLIX MPOLECCYasIbHbIX [JOKYMEHTOB U
NMPeAcTaBNsATb X MUPOBOMY CY[be.

2.12. B ycTaHOB/IEHHble CPOKU 0hopmATh cyAebHble Aena nocse Ux pacCMOTPeHMUs U
BbIHECEHWSA peLleHns B OKOHYaTe/lbHOW (opme:

NoALWMBaTbL B 1eN10 AOKYMEHTbI B XPOHOIOrMYEeCKOM NOPSAAKE;

HyMepoBaTb INCThI Aieia 1 COCTaBNATbL OMUCb HAXOAALLMXCA B HEM MaTepuasos;

Aenatb OTMeTKY O pe3y/ibTaTax pacCMOTPEHUA fefia B PerucTpaumMoHHOM XYpHase;



npunaratb K geny 3anofiHeHHble CTaTUCTUYECKUE KAPTOUKMW;

npunaratb K feny 3arno/iHeHHble KapTOUYKW MO yYeTy CyMM yulepba B COOTBETCTBUMU C
WHCTpyKLMel No BeeHUIO CyLeOHOM CTaTUCTUKN;

nepefasaTb [e/10 MUPOBOMY CYyfibe AN MPOBEPKU, NOANUCAHUS;

nepeaasaTtb O(DOPMJIEHHOE [Ie/10 CEKPETAPH0 MUPOBOIO CyAbW.

2.13. B cnyyasax n B CpPOKW, NpefyCMOTPEHHble [AeACTBYIOWMM MNpoueccyasbHbIM
3aKOHOAAaTeNbCTBOM, HarnpasisTh (BbICblaTb) KOMWW PELEHWIA MUPOBOro CyfbW NuLam,
yyacTBYHOLLUM B fene.

2.14. TpoBepATb NPaBWUILHOCTb O(OPMIEHUS CyAebHbIX [efs, HanpasBnseMblX B
anefNAUMOHHYIO WMHCTAHLUMIO WM B WHOW BbIWECTOAWMNIA Cyh, MpeacTaBnaTb fena Ans
BM3MPOBaHMA MUPOBOMY Cy[be.

2.15.Moprotasnneatb CBefleHWs WM maTepuasbl ANA COCTaB/IeHUA OMNepaTUBHbLIX U
CBOZHbIX OTYETOB CyZAebHOro yyacTtka, NpeAcTaBnsaTb UX MAPOBOMY CyAbe.

2.16. icnonHATL  WHble  00653aHHOCTM  CekpeTapA  CyAebHOro  3acefaHwus,
NpeayCMOTPEHHbIE AEACTBYIOLMM MpoLeccyasbHbIM 3aKOHOAATENbCTBOM, IHCTPYKUME no
cyge6HOMY  [enonpou3BOACTBY Y  MUPOBbLIX cyfdeill JIeHWHrpafckoim obnactu, nmnbo
BO3/10XKEHHbIE MUPOBbIM CYAbEN.

2.17.B cooTBeTCcTBUM C TpeboBaHusMU PeaepasbHOro 3akoHa OT 22 aekabps 2008
roga Ne 262-®3, obnactHoro 3akoHa oT 20 utond 2010 roga Ne 43-03 OCYLECTBAATb
pasMeLleHne cyebHbIX peLleHnin 1 MHOW MH(OopMaLMK Ha ouLManbHOM carTe cyaebHoro
yyacTka MMPOBOTo CyfbW B UHPOPMALMOHHO-TEIEKOMMYHUKALNOHHOW CeTU «/IHTEpHET».

2.18. B ycTaHOB/IEHHOM MOpPsiAKe MO MOPY4YeHWIO MUPOBOrO CyAbW paccMaTpuBaTb
obpalleHns rocyapCTBeHHbIX OpraHoB, OpraHOB MeCTHOrO caMoyrpaB/ieHWs, OpraHu3aLnii
W rpaxjaH, MNOAroTaBAMBaTb W MpPeAcTaBNATb MUPOBOMY CyAbe MPOEKTbl OTBETOB Ha
yKa3aHHble 0bpaLleHus.

2.19. Mo BbI30oBY (yKasaHWIO) NpeacTaBUTeNd  HaHUMatensd, npejcenartens
(3amecTuTens npepcegarens) Komutera npasonopsagka u 6e30macHoCTV JIeHUHIrpagCcKom
0o6nacT CBOEBPEMEHHO MpubbiBaTb K MeCTy MNpOBefeHUs OpraHu3aLMOoHHO-KaApOoBbIX
MeponpuATMA 1 MeponpuAaTUiA Mo 06eCrneyvYeHnto [eATeNbHOCTU CyfebHbIX Y4acTKOB
MWPOBBIX CyAel.

2.20. TOYHO ¥ B CPOK BbINOHATL YKa3aHWUA 1 NOPYyYeHUs MUPOBOTO CyAbW.

2.21. Cobnogatb npasuna Ae/lONPOM3BOACTBA, B TOM YMUC/e Hag/exal M o6pasom
yunTbiBaTb W XPaHUTb MNOJIYYEHHbIE HA WCMONHEHWE [OKYMEHTbI W  MaTtepuansl,
CBOEBPEMEHHO MNPV YyXo4e B OTNYCK, y6bITUM B KOMaHAMPOBKY, B Ciy4vae OCTaB/iIeHUA
LOO/HKHOCTM  cfaBaTb MX pabOTHMKY annapata MUPOBOrO CyfbW, WUCMOJSHAKOLLEMY
0643aHHOCTW cekpeTapsa cyAebHOro 3acefaHns B Nepuog ero OTCyTCTBUS.

2.22. Y4actBoBaTb B paboTe KOMMCCUIA N MHBIX KOMJErnanbHbIX OpraHoB, B COCTaB
KOTOPbIX CeKpeTapb CyAebHOro 3acefaHus BK/KOYEH B COOTBETCTBMM C MPaBOBbIM aKTOM
JNleHUHrpagckon obnactu, HanpasieH MUPOBLIM CYAbEN.

2.23. Cobntogate  Hopwmbl  Kogekca  3TMKM U CNYXeO6HOro  mnoBefeHus
rocyfapCTBEHHbIX FPaXXAaHCKUX CnyxXawmx JIeHUHIrpagcko ob6nacTw.



2.24. YBegoMnaTb NpeAcTaBUTENs HaHWMaTens 060 BCex cryyasx obpalieHus K
cekpeTapto cyebHOro 3acefaHus KakMx-nnmbo nuL B LENnsiX CKAOHEHWS ero K COoBepLUeHUIo
KOPPYNUMOHHbLIX MpaBOHapyLUeHWiA, 3a UCKIKOYEHMEM CMlyyaeB, KOrAa no AaHHbIM (hakTam
npoBefeHa UM NPoBOAMTCA NPOBepKa.

2.25. OTuMTbIBaTLCA MNepef MUPOBbIM CyAbeil O pesynbTatax CBOEW CyXXeOHOM
AEeATeNbHOCTW, B TOM 4MCNe exXerogHo, Ao 1 ¢eBpans roga, CMefytoLero 3a OTYETHbIM,
npeacTaBnsATb MUPOBOMY Cy[be FOAO0BOM OTYET O CBOEW MPOYECCMOHANbHOW CNy>e6HO
AEeATENbHOCTW.

2.26. Hagnexawmm o06pa3om WUCMONHATbL 0643aHHOCTM TPaXK4aHCKOro Cyxkallero,
npeayCcMOTPEHHbIe 3aKOHOAATENbCTBOM.

3. lpaBa

B uensx mcnosHeHMUs AOMKHOCTHbIX 06A3aHHOCTEN cekpeTapb cyfAeb6HOro 3acefaHus
NMeeT Npaso:

3.1. Ha peanusaymio yCTaHOBMIEHHbIX AENCTBYIOLWNM 3aKOHOAATeNbCTBOM MpaB
rpaXk4aHCKoro ciyxatyero.

3.2. Ha rocypapcTBeHHble rapaHTuu, npeaycMOTPeHHbIE HOPMaTUBHbLIMU MPaBOBbIMY
akTamu Poccuiickonn denepaunn n JIeHUHIpaacKoi obnacTtu.

3.3. Ha nonyyeHne B yCcTaHOB/IEHHOM NOpPAAKe OT rocyAapCTBEHHbLIX OpraHoB, OpraHoB
MECTHOro camMoynpaB/fieHUs, OpraHm3auunii 1 rpaxgaH AOKYMEHTOB WU WMHON WH(opMauuu,
Heo6X0ANMOM AN1F UCMOSTHEHUS AO/MKHOCTHBLIX 0683aHHOCTEN.

3.4. JocTyna K WHMOPMALMOHHbLIM CUCTeMaM, MNpaBOBbIM 6a3aM [JaHHbIX TuMa
«Kopekc», «KoHcynbTaHTINOC», «[apaHT», pecypcam cetu «VIHTepHeT» Mo BOMpocam,
OTHOCALLUMCS [LO/HDKHOCTHBbIM 0053aHHOCTAM CeKpeTaps CyAeGHOro 3acefaHus, a Takxe
9KOHOMWYECKUM, MPaBOBbIM M 06LL,ECTBEHHO-MNOIMTUYECKMM BOMpPOCaM.

4. OTBETCTBEHHOCTb

CeKkpeTapb cyfebHOro 3acefaHus HeCeT YCTaHOBJ/IEHHYH (hefepasibHbIMU 3aKOHaMW
OTBETCTBEHHOCTb:

4.1. 3a HapylleHWe 3anpeToB, CBSI3aHHbLIX C FPaXAaHCKOMW CNyXO00W, HecobnoaeHne
OrpaHNUYEHNn N HEBBINO/THEHME 0653aTeNbCTB, YCTAaHOBMEHHbIX efepaibHbIMU 3aKOHAMM.

4.2. 3a HeucnonHeHme (HeHag/exallee UCNOSTHEHNE) AOMKHOCTHbLIX 0653aHHOCTEN.

4.3. 3a yTpaTy WM nopyy rocyaapCTBeHHOro mmytllectsa JIEHUHrpaackol obnactu,
KOTOpoe 6bl/10 NpeAocTaBNeHo eMy ANsi UCNOMTHEHUS JO/MKHOCTHbIX 0653aHHOCTEN.

4.4. 3a HapyweHue HopM Kopgekca 3TMKM U CAYXeBHOro  noBeAeHus
rocyapCTBEHHbIX rPaXXAaHCKMX cnyxawmx JIeHUHrpagackon obnacTu.

4.5. 3a HapylueHune CPOKOB NOArOTOBKMN M HanpaBfieHNs LOKYMEHTOB.



5. MepeyeHb BOMPOCOB, MO KOTOPbIM CEKpPeTapb CyAe6HOro 3aceaaHus
BrpaBe 1n 0653aH CaMOCTOATENIbHO MPUHUMATbL PELLEHNS

5.1. CekpeTapb cyfebHoOro 3acefaHns 0643aH CaMOCTOATENNbHO MPUHUMATb PeLleHUs:

5.1.1. Mo Bonpocam NepBooYepesHOCTN BbIMOMHEHUA LOMKHOCTHBLIX 0683aHHOCTEN B
npegenax CpoKoB, YCTAHOB/IEHHbIX MUPOBbLIM CYfibel, U COBMOAEHNS HOPM, YCTaHOB/IEHHbIX
3aKO0HOaTeIbCTBOM.

5.1.2. Mpn peanusaumm NONHOMOYMIA YfieHA KOMMUCCMM WU MHOTO KOMNErnanbHOro
opraHa.

5.1.3. I'lo BonpocamM opraHusaunm yyeta u XxpaHeHUs nepefaHHbIX eMy Ha UCMONHEHNe
[LOKYMEHTOB 1 MaTEpPUaIOB.

5.2. CekpeTapb cyfebHOro 3acefaHums B KayeCTBe u/ieHa KOMWUCCUM M WUHOTO
KO/N/ernanbHOro opraHa Brnpaee Ha 3acefaHMAX Takoro opraHa caMoCTOATE/IbHO MPUHUMATH
pelleHne ronocoBaTb «3a», «MPOTUB» WM «BO3[epXKancsa», a TakXe BblCKa3blBaTb CBOE
MHeHue, B TOM 4uCne 3adBNATb 0C060e MHEHME B MUCbMEHHOM (opMe B COOTBETCTBUM C
pernameHToMm (NOpsAKOM) paboTbl KOMUCCUN U UHOTO KOJ/I/IErnasibHOro opraHa.

6. MepeyeHb BONPOCOB, MO KOTOPbIM CEKPeTapb Cyae6HOro 3aceaHums
BMpaBe Unu 06s3aH y4acTBOBaTb NPW NMOArOTOBKE NPOEKTOB HOPMATUBHbIX
MPaBOBbIX aKTOB W MPOEKTOB PeLLEHN

6.1. CekpeTtapb cyaebHoro 3acefaHus 06f3aH y4yacTBOBaTb B MOArOTOBKE MPOEKTOB
HOPMAaTMBHbLIX MPaBOBbIX aKTOB W MPOEKTOB PELUeHUA Mo BOMpPOCaM, OTHOCALLUMCS K ero
A0/HKHOCTHBIM 00A3aHHOCTSM.

6.2. CekpeTapb cyfebHOro 3acefaHua BrpaBe yyacTBOBaTb B MOArOTOBKE MPOEKTOB
HOPMaTMBHbIX NPaBOBbIX aKTOB U MPOEKTOB PELLEHMIA MO MHBLIM BOMpPOCaM.

7. CpoKu 1 npoueaypbl MOAFOTOBKMU, PaCCMOTPEHUS MPOEKTOB PELLEHWIA,
MOPSAOK COrNacoBaHMA Y NPUHATUS peLLeHni

7.1. O6wwne CcpokM 1 npouedypbl MOAFOTOBKM AOKYMEHTOB PerynmpytoTcs
npoueccyanbHbiM  3aKOHOAaTeNbCTBOM  Poccuiickoi  Pegepaumn, WHCTpyKumen no
cyfebHOMY [e/10NPOU3BOACTBY Y MUPOBLIX CyAel JIEeHUHIpaACKoW 06/1acT U MIHCTpYKUMeid
Mo Aenonpoun3BOACTBY B OpraHax UCMOMHUTENbHON BNacTu JIeHUHIpaAcKoi o6nacTw.

7.2. B uensx noAroToBKW, COrNacoBaHWs U MPUHATUSA pPeLLeHnst cekpeTapb CyaebHOro
3acefjaHna 06s3aH NOArOTOBUTL MPOEKT LOKYMeHTa M NpeAcTaBUTb €ro Ha pacCMOTpeHMe
MUPOBOMY CY[b€ HE MO3XKE YeM 3a [Ba paboumx AHA A0 UCTEYEHUS CPOKa MCMOMHEHMS MO
3TOMY [AOKYMEHTY, YCTaHOBNEHHOro eaepanbHbIM 3aKOHOAATE/IbCTBOM, HOPMATMBHbLIMMU
NpaBoBbIMY aKTamu JIeHUHrpaAcKom 06/1acTu, AU MAPOBLIM CYbeN.



8. MopagoK cny>ke6HOro B3aMMoenCcTBUS CeKpeTaps Cy1eGHOro 3aceaHus
C pabOTHMKaMM annapaTa MUPOBOIO Cy/AbMi, Pa60THUKAMM FOCY1apCTBEHHbIX OPraHoB
1 OPraHOB MECTHOIO CamMoyrpaBieHUsl, OPraHM3aLusIMI 1 rpaxaaHamu

8.1. lMopyyeHUs M yKasaHUA CeKpeTapr CyaebHOro 3acefaHus [alTCA MUPOBbIM
CyAbeil B YCTHOW WM MUCbMEHHOW (hopMe Mo BOMPOCaM, OTHOCALMMCA K LO/HKHOCTHBIM
0643aHHOCTAM CeKpeTaps CyaebHOro 3acefaHus.

8.2. B uenax ucnonHeHuUs [OMKHOCTHbLIX 0053aHHOCTE M MOPYYEHWIA CeKpeTapb
cypebHOro 3acefaHusi Brpaee ob6paliaTbCAd K Apyrum paboTHMKaM annapata MUPOBOIo
CyAbW, pabOTHMKAM MHbIX rOCYAapCTBEHHbLIX OPraHoB, OPraHoB MECTHOr0 camoyrnpaB/ieHus,
K rpakgaHam 1 B opraHusayum.

8.3. CekpeTapb cyaeb6HOro 3acefaHus BrnpaBe B YCTHON popMe AaBaTb PasbsACHEHUS
Mo BOMpPOCaM, OTHOCALLMMCH K ero [O/DKHOCTHbIM 06A3aHHOCTAM, B OTBET Ha 0bpaLleHus K
HeMy pabOTHMKOB roCyAapCTBEHHbIX OPraHoOB 1 OPraHoB MeCTHOr0 caMoyrnpaB/ieHus.

8.4. CekpeTapb CcyfebHOro 3acefaHus BrpaBe B YCTHOW (popme AaBaTb pasbACHEHUS
Mo BOMpocam, OTHOCALWMMCA K €ro [O/MKHOCTHbIM 0653aHHOCTSIM, MNPeACTaBUTENSM
opraHusayuii 1 rpaxgaHam To/1bKo No MOPYYEHUIO MUPOBOIO CY/bMW.

8.5. Ha nepuopg CBOEro BPemMEHHOro OTCYTCTBUA (B TOM 4ucC/e KOMaHAMPOBKaA,
OTMYCK) CekpeTapb CcyfAebHOro 3acefaHuns 06s3aH nepefartb BCce matepuasbl U MHpopMaLuUo,
Heob6xo4MMble AN18 BbINOMHEHUSA AOMHKHOCTHbIX 0683aHHOCTEN MO HACTOAWEMY pernameHTy,
paboTHWKY, BPEMEHHO UCMOJTHAKOLLEMY ero 0653aHHOCTMN.

8.6. Cekpertapb cyfebHoro 3acefaHus 0653aH BPeMEHHO BbIMOMHATbL OTAe/bHble
[JO/DKHOCTHble 00653aHHOCTW CeKpeTaps MWPOBOro CyfbM annapata MWUPOBOro Cyfbu B
C/lyyae ero BPemMEeHHOro OTCYTCTBWA, B COOTBETCTBMM C MOPYYEHMEM MUPOBOrO CyAbM,
peLleHneM npeacTaBuTeNs HAHMMATENS CeKpeTaps CyAebHOro 3acefaHus.

9. lNepeyeHb rocyaapCTBEHHbIX YCNYT, 0Ka3blBaeMbIX rpaXkgaHam U opraHmsaumam

CekpeTapb CyAeOHOro 3acefjaHuWsi He TNpefoCTaBNSeT TOCYAapPCTBEHHbIX YCayr
rpaXaaHam 1 opraHu3auusmM,

10. MNoka3zatenu aPeKTUBHOCTN U Pe3ybTaTUBHOCTY
NPOgecCMOoHanbHOW CNy>XXeOHON AeaTeNlbHOCTM CeKpeTapsi CyAebHOro 3acefaHus

MokazaTensimm ahPeKTUBHOCTM U Pe3yNbTaTUBHOCTU NPOECCUOHANbHON CyXeOHOoM
[eaTeIbHOCTU cekpeTaps CyebHOro 3acefaHna ABIAOTCS:

10.1. OTcyTcTBME (DaKTOB CpblBa CyAeOHbIX 3acefaHuin, BO3HUKLLUUX BCeACTBI
HEWUCMOIHEHNSA U HeHa1eXKallero UCMNoIHEHNS CeKpeTapeM CyaebHOro 3acefiaHus CBOMX
LO/MKHOCTHbIX 0653aHHOCTEN.
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10.2. OTtcyTCcTBME HapyLLEHWI YCTaHOBJ/IEHHOT 0O nopsaaka cygebHoro
[enonpon3BoACTBa,  BO3HUKLUUX  BC/EACTBME  HEUCMOJSIHEHWUA  WAW  HEHafAJ1exallero
NCMNOJIHEHMA CeKpeTapeM CyaebHOro 3acefaHnsa CBOMX LO/HKHOCTHbIX 0653aHHOCTEN.

10.3. OtcyTcTBME (haKTOB HECOOMOAEHNS CeKpeTapeM cyfebHOro 3acefaHus
YCTaHOB/IEHHbIX ~ CPOKOB  MOAFOTOBKM  [AOKYMEHTOB, WCMONHEHUA  MOPYYeHWUA  uau
COBepLUeHUs 006a3aTeflbHbIX [eNCTBUA, OTHOCALLMXCA K [LO/DKHOCTHbIM 0653aHHOCTAM
cekpeTaps cyfebHOro 3acefaHus.

10.4. CBOeBPeMEHHOCTb W TMO/IHOTA pa3MelleHns CyaebHbIX peLleHuiA 1 WHOW
MHOopMaLUMN Ha opuLManbHOM caiiTe CyaebHOro yyactka MMPOBOIO CyabW.

10.5. OTCcyTCTBME B AaAHa/IMTMYECKUX W WHbLIX MaTepuanax, MOArOTOBEHHbIX
cekpeTapem CyfebHOro 3acefaHus, YcCTapeBlUEW, HEMNPOBEPEHHON WM  WUCKaXEeHHOW
NH(opmauunn.

10.6. OtcyTcTBMe (aKTOB yTpaTbl [AOKYMEHTOB W MaTepuanos, MNOCTYMUBLLUX
CekpeTapto CcyiebHOro 3acefjlaHus Ha UCMOIHeHNe, XpaHeHwe.

10.7. O6WMiA BbIMNOMHAEMbIA 06beM PaboTbl (KONNMYECTBO 3aBEPLUEHHOM W TEKYLLen
paboTbl HE3aBUCUMO OT KayecTBa).

10.8. KauecTBO BbIMOMIHEHHON paboTbl (OTCYTCTBME MNPOLEAYPHbIX HapyLUeHWH,
MOArOTOBKA AOKYMEHTOB, MaTepuasnioB B COOTBETCTBMM C YCTAHOB/IEHHbIMU TPe6OBaHMAMY,
MOMHOE W JIOTUYHOE W3/I0XKeHUe maTepuana, HPULNYECKN TPaMOTHOE COCTaB/lIeHue

AOKYMEHTA).

10.9. OTBeTCTBEHHOCTb (MCMOMHEHWe 00683aHHOCTEA B CPOK C  MWUHUMYMOM
KOHTPONSA).

10.10. CamocToATeNbHOCTb (CNOCOOHOCTL BbIMOMHATL 3afaHUsA 6e3 LONONHUTENbHbIX
yKazaHWi).

10.11. AncumnnmHa (cobnrogeHne cnyXebHoro pacnopsaaka).
10.12. MNMpoeccnoHanbHas KOMMETEHTHOCTD.

CornacoBaHoO:

YnpaBneHue rocyfapcTBeHHOM cny»6bl U Kagpos annapata Ny6epHaTopa u NpaBuTenscTea
JTeHuHrpagckom obj| cth
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