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[IpaBurenscTBa JleHuHrpaackoit odnactu

N.B. Iletpos

« » 2021 rona

JIOJDKHOCTHOM PETJIAMEHT
CeKpeTaps Cy/1e0HOTro 3acelaHnsi MUPOBOIO Cy/IbU
anmnapara MUPOBOTO cyAbHu JIeCHUHIpaackoi obiactu

Cekperapb CcyneOHOro 3aceaHUsi MHPOBOTO CyAbU ammapaTa MHUPOBOIO CYJbU
Jlenunrpajackoil obnactu (nmanee — CeKperapb CyAeOHOro 3acelaHus, anmapar MUPOBOTO
CY/IbH) SIBIISICTCSI TOCY/IaPCTBEHHBIM IPaXKIAHCKUM CITyKaimuM JIeHHHTpaickoit 001acTu.

B cootBerctBHM ¢ PeecTpoMm MOMKHOCTEW TOCYJapCTBEHHOM TIPaKJaHCKOM CITyKObI
JlenuHrpaackoil 00JacTH JOJDKHOCTb CEKpeTapsl CyAeOHOro 3acelaHus OTHOCHUTCA K
kareropuu «O0ecneunBaronIne CIEUATICTED) CTapIIeH TPYIIIHI.

1. KBanudukamonasie TpeOOBaHUS

1.1. llpodeccuonansHoe 0Opa3OBaHHUE.

1.2. be3 npeapsiBienus TpeOOBaHUMN K CTaXY.

1.3. TloaTBepkaaeMbie UIIOMOM O CPEIHEM MPOQPECCHOHAIBHOM OOpPa30BAHHUH WM

JUTIJIOMOM O BBICIIEM 00pa30BaHUU COOTBETCTBYIOIIETO YPOBHS:
- monyuennsie ¢ 01.07.2017 mpodeccus «Jleaonpou3BoauTenby, MO0 CIEIUATbHOCTh HIIH
HaIpaBJICHUE TOJATOTOBKU YKPYMHEHHOU rpymmbl «tOpucnpyaeHuusy; 1u00 HampaBlIeHHUE
NoAroToBKkU  «JlokyMeHTOBeAeHME W  apxuBoBeAeHue» winm «l'ocygapcTBeHHOE U
MYHULIUTNATBHOE YIpaBieHUE», JHUOO CHeIUaIbHOCTh «JlOKyMEHTAallMOHHOE OOecIreueHue
YOPaBJIEHUS U apXUBOBEICHUS»;

- nosyyeHHole 110 01.07.2017 nHampaBieHHEe NOATOTOBKH «J{OKYMEHTOBEIECHUE U
apXWBOBEJICHUE)» WM OJHA W3 CHEHUAIbHOCTEH, BXOJIAIIMX B YKAa3aHHOE HAMpaBJICHUE
MOATOTOBKM, JIMOO HampaBieHue noAroToBku «lOpucnpyaeHuus» Wi oOJHA U3
CHEIUaTBLHOCTEH, BXOASAINIAs B YKA3aHHOE HAIpaBJICHUE MOATOTOBKH, JTUOO CHEIUATBHOCTD
«l"ocymapcTBEHHOE U MYHUIIUTIATLHOE YITPaBICHUE.

1.4. 3nanus:

- 0a30BbIE:

rocyjaapcTBeHHOro s3bika Poccuiickoit ®enepanuu (pyccKoro si3blka) U OCHOB
Koncturyuuu Poccuiickoit denepannu;
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®enepanbHoro 3akoHa oT 6 okTaAOpsa 1999 roga Ne 184-D3 «O6 o6mMX MpUHIMIAX
OpraHu3ali  3aKOHOJATENbHBIX (MPEJCTABUTENbHBIX) W HMCIHOJHUTEIBHBIX OpPraHoB
rocyJapCTBEHHOM BiacTh cyObeKkTOB Poccuiickoin denepaumny;

®denepanpHoro 3akoHa oT 6 okTa0ps 2003 romga Ne 131-D3 «O6 o0mMX mpUHIIANAX
OpraHM3ali MECTHOrO camoymnpasieHus B Poccurickon @enepannny;

®enepanbHoro 3akoHa ot 2 Mass 2006 roga Ne 59-®3 «O mopsiake paccMOTpPEHUS
obparmenuit rpaxxaan Poccutickoii deneparumny;

®denepanbHoro 3akoHa ot 25 aekabps 2008 roga Ne 273-D3 «O mpoTUBOACHCTBUH
KOppPYNLMW» W WHBIX HOPMAaTUBHBIX IIPaBOBBIX akToB Poccuiickon ®enepauyu u
Jlenunrpajckoit oo6actu B cepe NpoTUBOJACHCTBUS KOPPYIIIUH;

3akoHomarenscTBa Poccuiickonn ®denepanyi O TOCYAApCTBEHHOM TI'PaXKIaHCKOU
ciryx6e Poccuiickoit denepanuu;

VYcrapa JlenuHrpaackoi 001acTu;

obnmactHoro 3akoHa oT 11 nexabps 2007 roma Ne 174-03 «O mpaBOBBIX aKTax
JleHuHrpaackoit odmacTny;

Konekca 3Tuku u ciryeOHOro moBeACHHUS TOCYAAPCTBEHHBIX TPaXKIAHCKUX CITYKaIIHX
Jlenunrpajckoit odnacru;

NHCTpyKIIMM 1O  JETONPOM3BOJICTBY B  OpraHax HCHOJHHUTENBHON  BIACTU
Jlenunrpajckoit odnacru;

paBUJI U HOPM OXpaHbl TPyAa U MOXKAPHOW O€30MaCHOCTH, TEXHUKH OE30MacHOCTH,
MPOU3BOJICTBEHHOW CAaHUTAPUH, TPABUII CITY>KEOHOTO pacropsiika,

B oOsacti WHOOPMAIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHUH: BO3MOXKHOCTEH U
OCOOCHHOCTEH  TPUMEHEHUS  COBPEMEHHBIX  HH(OPMAIMOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOTHI B ammaparax MHUPOBBIX CyJeH; OCHOB HH(POPMAIIMOHHOW O€30MacHOCTH H
3amuThl uHGopMmanuu, B ToM uucie DenepanbHoro 3akoHa ot 27 wutong 2006 roga Ne
149-®3 «O6 undopmanuu, THHOPMAITMOHHBIX TEXHOJIOTHSX W O 3alluTe HHGOPMAIUN;
OCHOBHBIX TOJIOKEHUM 3aKOHOJIATENIbCTBA O TIEPCOHATBHBIX JAHHBIX, B TOM YHCIIE
®enepanbHoro 3akoHa ot 27 wutonsg 2006 roga Ne 152-®3 «O mepcoHaNbHBIX JaHHBIX;
O0IMMX TPUHIUINOB (PYHKIIMOHUPOBAHUS CHUCTEMBl DJIEKTPOHHOTO JIOKYMEHTOOOOPOTa;
OCHOBHBIX TIOJIO)KCHUHM 3aKOHOJATENbCTBA 00 DJICKTPOHHOW TMOANMUCH; TPUMECHECHUS
NEPCOHAIBHOTO KOMIIBIOTEPA;

- B 3aBUCUMOCTHU OT 00JIaCTH U BUA NESITCIbHOCTH:

®denepaibHOTO KOHCTUTYIIMOHHOTO 3akoHa OoT 31 mexadps 1996 roma Ne 1-OK3 «O
cynebHoi cucrteme Poccutickoit deneparumny;

denepaibHOTO0 KOHCTUTYIIMOHHOTO 3akoHa oT 7 depans 2011 Ne 1-OK3 «O cynmax
obmelt ropucaukiu B Poccutickoii @eneparmny;

I'paxmanckoro nporeccyanpbHOro kojaekca Poccuiickon denepanuu;

YronoBHO-nporeccyanbHOro koaekca Poccurickon denepannu;

Konekca anMuHuCTpaTUBHOTO cyaonpousBoacTBa Poccuiickon denepanny;

Kogekca Poccuiickoit @deaepannu 06 aIMUHUCTPATUBHBIX TPAaBOHAPYILICHUSX;
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®enepanpHOro 3akoHa ot 17 gexadps 1998 roma Ne 188-®3 «O MUPOBBIX CyAbsIX B
Poccuiickon denepanumny;

®denepanpHoro 3akoHa OT 22 OKTs0ps 2004 roma Ne 125-03 «O06 apxuBHOM Jeie B
Poccuiickon ®enepanumny;

®enepansHoro 3akona oT 22 gexadps 2008 roma Ne 262-d3 «O6 obecnedeHUU
JOCTyTa K UHPOpMAIIMK O AesTEILHOCTH cyA0B B Poccuiickoit Denepanumny;

obnactHoro 3akoHa or 6 wuronga 2001 roma Ne 41-03 «O MHpPOBBIX CyIbAX
JlenuHrpasackoit odmacTuy,

noctranoBieHus [IpaButenbctBa Jlenunrpaackoi obmactu ot 24 ¢espans 2011 rona
No 29 «O Kopmekce STUKH U CIY)KEOHOTO IOBEACHHUS TOCYAapCTBEHHBIX T'PaKIAHCKHX
cnyxamux JleHuHrpajackoil o0sacTh B OpraHax HMCIHOJHUTEIBHON BJIACTH W amnmaparax
MUPOBBIX cynen JIleHuHrpaackoit o6nactuy;

noctaHoBieHus [lpaBurensctBa JleHnHrpaackoi obmactu ot 22 Hoa0ps 2012 rona
Ne 361 «OO0 yrBepxknenun IlonmoxkeHus o0 ammapaTte MHUpPOBOro cynbu JIeHHWHIpaaCKON
o0mIacTmy;

WNuctpykiuy 1o BeieHUIo Cy/eOHOM CTaTUCTUKH, yTBepxkeHHOM [Ipukazom CyneOHoro
nenapramenta rpu BepxosaoM Cyze Poccuiickoii @enepanuu ot 29 nexadpst 2007 roga Ne 169;

[IpaBun noBeaeHst pabOTHUKOB arnapara CyJ0B, YCTAHOBJICHHBIX TOCTAHOBJIEHHEM COBETA
cynen Poccuiickon ®@eneparmu ot 27 anpenst 2006 romga Ne 156;

Nuctpykiuu 1o cyneOHOMY AETONPOU3BOACTBY Y MUPOBBIX cyjael JIeHMHrpaackoi
obnactu, yTBepkaeHHO# JIeHnHrpajackum o0iaacTHeIM cyaom 15 mapra 2016 roga;

OpraHu3alyy  CYJONPOM3BOACTBA IO YIOJIOBHBIM  JIeNaM, TPaXIAHCKUM  JIENaMm,
aIMUHHMCTPATUBHBIM J€JIaM U JejlaM 00 aIMUHUCTPATUBHBIX IPABOHAPYILICHUSX;

OpraHu3allvy U BEJCHUs CyA€OHOTO JIEJIONPOM3BO/ICTBA,

nopsiika oopMIIEHUS] MaTEPHUANIOB JIeJia K CyA€OHOMY 3aCEAaHUIO;

HIOPSIZIKA MOATOTOBKH MPOLIECCYATIBHBIX JIOKYMEHTOB;

MOPS/IKa M3BELLIEHUS JIMLI, YYaCTBYIOIMX B J€Jie, O JaTe, BPEMEHH U MECTE IMPOBEICHHUS
CyneOHOTro 3ace/IaHus;

NPOTOKOJIMPOBAHUS B CY/I€OHOM 3aCe/JaHUU;

YCTaHOBJICHHOTO CyJIEeOHOro TMOpsiiKka B 3ajle CyAeOHOro 3acelaHusi M CIOCOOOB €ro
NOJ/IEPKAHMUS.

1.5. Ymenus:

CHUCTEMHOTO (CTPaTErun4eCcKoro) MbIIILICHHUS;

CUCTEMAaTH3AIMU U aHan3a HHOpMaInK;

IUTAHUPOBAHMS, PALIMOHAIBHOTO HUCTIOIB30BAHUS CITY>KEOHOTO BPEMEHU U JTOCTHXKEHUS
pE3yJIbTATOB;

KOMMYHUKATUBHOTO OOIIEHUs (B TOM 4ucie NyOJUYHBIX BBICTYIJIEHUH U BEACHUS
JIEJIOBBIX IEPETOBOPOB);

yIpPaBJIEHUS] U3MEHEHUSIMU;

paboThl € ammapaTHbIM M TNPOTpaMMHBIM O0€CIeYeHUEM, YCTAHOBICHHOM Ha
aBTOMAaTU3UPOBaHHOM paboueM Mmecte (APM), B ToM uyucie paboThl B OMNEPALIMOHHOU



cucteme cemeiictea Windows, B TekctoBoM pegaktope MicrosoftOfficeWord, ¢ Tabauanbim
nporieccopom MicrosoftOfficeExcel, ¢ moutroBeiM kimenToM THHa «Outlook», MOATOTOBKH
npe3eHTalui ¢ mpuMeHenneM npunoxenus MicrosoftOfficePowerPoint;

paboThl B Ka4yeCTBE TOJH30BATENsI B MHPOPMAIMOHHBIX CHUCTEMaX, MPUMCHSIEMbIX B
ammapaTrax MUPOBBIX CyJiel, B TOM YHCJIe B IPUKIAAHBIX HHDOopMarmoHHbIX cuctemax ('AC
«[IpaBocyame», cucTeMe B3aUMOACHCTBHUS C TpakJIaHaMHU M OpPraHU3ALUSIMH, CUCTEME
MEXBEJIOMCTBEHHOT'O AJICKTPOHHOTO B3aUMOJCHCTBUS;, YUETHON cUCTeME; MHGOPMAITMOHHO-
aHAJUTUYECKOM cucTeme, oOecreurBaroilei coop, 00paboTKy, XpaHEHUE U aHAIU3 TaHHBIX ),
CHUCTEMax »JJIGKTPOHHOTO JOKyMEHTOO0OpOTa, B HH(GOPMAITMOHHO-TIPABOBBIX CHCTEMaxX
«["apanT», «KoncynerantlLmrocy, «Kogekcy, a Takke ¢ pecypcaMu U CEpBUCAMH JIOKATLHOM
BBEIYHMCIIUTEIILHON CETH U MH(POPMAITMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTn « THTepHeTY;

IPUMEHEHHUS TIEPCOHAIIBHOTO KOMITbIOTEPA, UCIIOIb30BaHMS KOMTMPOBAILHON TEXHUKH,
cpeacTB TeneoHHOoM U (aKCUMIIBHOM CBSA3U

2. JIOmKHOCTHBIE 0053aHHOCTH

B nensix obecrieueHusi paboThl MUPOBOTO CY/bH U B COOTBETCTBHUM C IMOJOXKEHUEM 00
amnmapare MUPOBOTO CyAbH CEKpeTaph CyJIeOHOTO 3ace/laHust 00s3aH:

2.1. B yCTaHOBJIECHHOM IMOPSIKE OCYIICCTBIATh MPHUEM TOCTYMAIOIMNUX B CyIeOHBII
Y4aCTOK  YTrOJOBHBIX, TPAKIAHCKUX €], AaJMUHUCTPATHBHBIX  Jed, Jel o0
aJIMUHUCTPATUBHBIX MPABOHAPYIICHHUSIX, UX PETUCTPAIMIO0 B COOTBETCTBUHU C JTIOKYMCHTAMH
MEPBUYHOTO CTATUCTUYECKOTO y4yeTa Ha YYETHO-CTATHCTHYECKUX KAapTOYKaxX, B KypHalax
ydyeTa U B aldaBUTHOM ykazatene. B cpoku, onpenenennbie MHCTpyKiued nmo cygeOHOMY
JEJIOTPOU3BOJICTBY 'y  MHPOBBIX  cynaed  JleHmHrpajackoit  oOjacTd, mepenaBaTh
3aperuCTPUPOBAHHBIC JIEIa MEPOBOMY CYIbE.

2.2. Bectu yd4eT Jen Ha3HAYEHHBIX K PAaCCMOTPEHUIO B CyACOHOM 3aceaHuH,
MOATOTaBIMBATh CIUCKH JEJ, Ha3HAaYEHHBIX K PACCMOTPEHUIO B CyIeOHOM 3acelaHuu, U
pasMmemarb HX Tepea  BXOJAOM B 3al CyAeOHOro 3acedaHusi Ui O3HAKOMIICHHUS
3aMHTEPECOBAHHBIX JIMII.

2.3. Bp3piBaTh (M3BEMIATh) JIMIl, YYacCTBYIOIIMX B Jielie, a TaKXe CBHUJCTEINCH,
DKCIIEPTOB, CIEIUATUCTOB W TIEPEBOAYMKOB [JII yd4acTUS B CYIEOHBIX 3aceTaHMIX:
BBHITIMCHIBATh U CBOCBPEMEHHO HAIPaBJISATh COOTBETCTBYIOIIUM JIHUIIAM Cy/aeOHbBIE TTOBECTKH,
TeaedOHOTpaMMBI, TeJIeTpaMMbl, M3BEIICHUs JIMOO HCIIOJIB30BaTh WHBIC CPEACTBA CBS3U U
JIOCTaBKH, oOecneynBaomue (QUKCUpoOBaHUE CyACOHOTO BhI30BAa (M3BEIICHUS) M €T0
Bpy4€HHUE ajipecary.

2.4. Tlpurnamarh JWIl, Y4YacCTBYIOIIUX B JeJe, a TaKKe CBHJETENEH, DKCIEPTOB,
CIICIIMAIMCTOB U MEPEBOIUMKOB B 3aJ1 CyJICOHOTO 3aceIaHusl.

2.5. TlpoBepsaTh SIBKY B Cya JUIl, KOTOpPbIE JOHKHBI yY9acTBOBaTh B Cy/IeOHOM
3ace/laHlM, OTMEYaTh B ITOBECTKAX BPEMsI X HAXO0XKJICHUS B CY/IE.

2.6. Bectu mpOTOKOJBI CYACOHBIX 3acelaHuii B COOTBETCTBUU C TPEeOOBAHUSIMHU
JENUCTBYIOIIETO MPOIECCYabHOTO 3aKOHOIATENLCTBA, B TOM YHUCIIE:



3a01aroBpeMEeHHO JI0 Hayaia CcyAeOHOTo 3aceqaHusi MpoBepsATh PaboTOCIIOCOOHOCTH
CPEJICTB ayIMO3aIUCH;

npu OOHapy)KEHUU TEXHHUUYECKHX HEMONaJ0K (HEBO3MOXHOCTU HCIIOIb30BAHMS)
CPEICTB ayJIuO3alluCH, MpEJHa3HAUEHHbIX [UJIs TMPOBEACHUS CyAeOHOro 3acedaHus,
HE3aMeUINTEIbHO HMH()OPMHUPOBATH 00 3TOM MHPOBOTO CYIbIO, a TaKXe OIPEACTUTh
BO3MO>KHOCTb MCIOJIb30BaHUS UHBIX CPEJCTB ayJUO03aIHCH;

B CJIy4a€ OTCYTCTBUSA BO3MOXHOCTH YCTPAaHEHHs HENOJIaJJOK CPEJCTB AyAHO3aIUCH,
A100 UX ONEPATUBHON 3aMEHBI U HEBO3MOKHOCTH BEACHMSI Ay AUOIIPOTOKOIMPOBAHUS B XOI€E
CyneOHOro 3acenaHus, He3aMeUIUTEIbHO WH(DOPMHUPOBATH 00 ATOM MHUPOBOTO CYABIO IS
HOPUHSTHS pELIEHUs] O IPOBEACHUH CYA€OHOT0 3acejaHus;

B ClIy4ae, €clid B XOJI¢ CyJeOHOr0o 3acelaHus BBISBICHO, YTO MPOTOKOJIUPOBAHUE C
UCIOJIb30BaHUEM CPEJICTB ayAM03aNUCH (PAKTUUECKH HE OCYILIECTBISUIOCH, HE3aMEIJIUTENbHO
uH(popMUpOBaTE 00 3TOM MHUPOBOTO CYAbIO JUIsl NPUHATUSA PELIEHUS O BO3MOXKHOCTHU
IPOJOJKEHUSI CyA€OHOTO 3aceaHMs;

B cily4ae ecid (DaKkT mepepsiBa 3alKuCcH, JUO0 OTCYTCTBUSL ayAHONPOTOKOJIA BBISBICH
nocjie OKOHYaHMs CyneOHOro 3acelaHus, He3aMEeMJIUTENbHO HHPOPMUPOBaTh 00 3TOM
MHPOBOI'O CYJbl0, & TAKXKE€ COCTaBJIATh aKT 00 OTCYTCTBHM ayAHOINPOTOKOJIa C YKa3aHUEM
CBEJCHUII O BpEMEHM Hayaja 3aluCH, BPEMEHHU INEepephbiBa, MPUYMHAX BO3HUKHOBEHUS
nepephIBa.

[lo yxazaHHIO MUPOBOIO CyJbU 3HAKOMUTH C IIPOTOKOJIOM Cy/IE€OHOT0 3aceaHusl JIMIL,
KOTOPBIM 3aKOHOJIATEILCTBOM MPEAOCTABICHO COOTBETCTBYIOIIEE MPABO.

2.7. Tlo NMUCHbMEHHOMY XOJATaCTBY YYaCTHUKOB CYy/IeOHOTO pa30upareibcTBa B
cly4asix, NPEeIyCMOTPEHHBIX JEHCTBYIOIIMM MPOLECCYalbHbIM  3aKOHOJATEIbCTBOM,
U3rOTaBJIMBATh KOUHU MPOTOKOJIOB CYACOHBIX 3aceJaHUM.

2.8. Tlo yka3zaHui0o MUPOBOTO CYIbH BbIaBaTh MOJIMHHUKHN WM KOMUU JOKYMEHTOB
U3 CyJeOHBIX JICII.

2.9. Bectu yder cyneOHBIX MOpY4YEHUH, HANPABICHHBIX MHUPOBBIM CyIbEH, a TaKKe
CyIeOHBIX MOpPYYEHUH, MOCTYNUBLIMX MHUPOBOMY cynbe. OCYIIECTBISITh KOHTPOJIb 3a
UCIIOJIHEHUEM CYyJI€OHBIX MOPYYECHHM, HAPABICHHBIX MUPOBBIM CYIbeH, HHPOPMUPOBATH O
pe3ysbTaTax KOHTPOJII MUPOBOTO CYbIO.

2.10. OcymiecTBIATh KOHTPOJIb BBIMOJHEHUS JKCIEPTU3, NPOBOJUMBIX B paMKax
CyneOHBIX J1e]1, UHHOPMHUPOBATE O pe3ysbTaTaX KOHTPOJISI MUPOBOTO CYAbIO.

2.11.OdopmisTh U BbIIABaTh UCHOJHUTEIbHBIE JOKYMEHTHI 1O Cy/l€OHBIM JeNaMm, 1o
KOTOpPBIM CyAeOHBIE pEeIIeHUs MOJJIeKaT HeMeAJeHHOMY HcnoiHeHuio. [lo mopyuyeHuto
MHUPOBOTO CYJIbM TMOATOTaBIMBATH MPOEKThl HWHBIX MPOILIECCYaTbHBIX JOKYMEHTOB U
IPEJICTAaBIATh UX MUPOBOMY CY/IbE.

2.12.B ycTaHOBIIEHHbIE CPOKH O0DOPMIISTH CyAeOHbIE Aesia MOCJe UX PACCMOTPEHUS U
BBIHECEHHUSI PEIICHUS B OKOHYATEIbHOU (popme:

[OJIIINBATh B J1€J0 JOKYMEHThI B XPOHOJIOTMUECKOM HOPSIKE;

HYMEPOBATh JIUCTHI JI€J1a U COCTABIIATH OMKUCHh HAXOASIIMXCS B HEM MaTEPHAIIOB;

JieJ1aTh OTMETKY O Pe3yJibTaTaX pacCCMOTPEHMS Jiea B PErUCTPALIMOHHOM XKYypHAJIE;



MpUJIaraTh K JIeTy 3all0JIHEHHbIE CTATUCTUYECKIE KapTOUKH;

npuiaraTh K A€y 3al0JIHEHHbIE KAPTOUYKHU IO YUETy CyMM yiepoa B COOTBETCTBUU C
HucTpyKiueit o BeACHUIO Cy1IeOHON CTaTUCTHKH;

nepeaaBaTh JeJI0 MUPOBOMY CYJIb€ JUIsl IPOBEPKH, MOIMCAHNUS;

nepenaBatb 0pOPMIIEHHOE JIEJI0 CEKPETAPI0 MUPOBOTO CYJIbU.

2.13. B ciyyasix U B CpOKH, MPEAYCMOTPEHHBIE JEHCTBYIOIIMM IMPOIIECCYaTbHbIM
3aKOHOJATEIHCTBOM, HAIMpPABIATH (BBICHUIATH) KOMWHU PEIICHUH MHPOBOTO CYAbH JIHIIAM,
Yy4acTBYIOIIUM B JIETIE.

2.14. TlpoBepsATh TPABWIBHOCTH OGOPMIICHUS CyNEeOHBIX J€J, HampaBIsIeMbIX B
aneJUIAIMOHHYI0O WHCTAHIMIO WM B WHOM BBIIIECTOSIIIMA CyH, MPEACTAaBIATH Jena JUis
BU3HPOBAHUS MUPOBOMY CY/JIbE.

2.15.TloarotaBnuBaTh CBEICHUS M MaTEpHaNbl JJISI COCTABIICHUSI OINEPATUBHBIX U
CBOJIHBIX OTYETOB CyJ€OHOT0 y4acTKa, MPEICTaBIATh KX MUPOBOMY CY/IbE.

2.16. Ucnomuate  WHBIE  OOSA3aHHOCTH  CEKpeTaps  CyaeOHOro  3acejaHus,
IPeTyCMOTPEHHBIE IEUCTBYIOIINM MPOIIECCYAbHBIM 3aKOHOIATENbCTBOM, MHCTpyKIne# mo
CyIeOHOMY JI€JIOTIPOM3BOJACTBY y MHpPOBBIX cyaed JleHuHrpajackoir oOjactu, Jaub0
BO3JIO)KCHHBIC MUPOBBIM CY/IBEH.

2.17.B cootBercTBUM ¢ TpeboBaHusaMHu DenepanbHOro 3akoHa ot 22 nekabps 2008
roga Ne 262-®3, obnactHoro 3akoHa oT 20 wutons 2010 roga Ne 43-03 ocCyiiecTBISATH
pa3MelneHre CyAeOHbIX peleHnid 1 MHOW HH(popMalii Ha 0QUIIMATIEHOM caiiTe cyJeOHOTro
ydacTKa MUPOBOTO Cy/IbU B MH()OPMAIIMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTn « HTepHeT».

2.18. B ycTaHOBJIEHHOM TOpPSJIKE IO MOPYYEHUIO MHUPOBOTO CYIbH paccMaTpUBaTh
oOpalleHus ToCcy1apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIIPABIICHHUs, OPTaHU3AIIHH
U TpaxJaH, TOATOTaBIMBATH M TMPEACTABISATH MHPOBOMY CYyIbE€ IPOEKTHI OTBETOB HAa
yKa3aHHbIE 00palleHHs.

2.19. Tlo BeBOBYy (yKa3aHWMIO) TIpEACTABUTENS HAHMMATENsd, MpelcenaTesns
(3amectutens npeaceaarens) Komurera mnpaBonopsaka u 06e3onacHocTH JIEeHMHIpaacKou
00JlacTH CBOEBPEMEHHO TMPHUOBIBATH K MECTY MPOBEJCHUS OPraHU3AIMOHHO-KAJIPOBBIX
MEPOTIPUATHI U MEPONPHUATHI MO O0O0ECIeueHUI0 ACSITeIbHOCTH CYACOHBIX Y4YacTKOB
MHPOBBIX CYyJIEH.

2.20. To4HO U B CPOK BBIIIOJIHATH YKa3aHUS U MTOPYUYEHUSI MUPOBOTO CYJIbU.

2.21. CoOmromath mpaBuiIa JEIOMPOU3BOJICTBA, B TOM YHCIIE HAJICKAIIUM 00pa3om
YYUTBIBATh M XPAHWUTh IIOJyYCHHBIE HA HWCIOJIHCHUE JOKYMEHTBI M MaTepHalbl,
CBOEBPEMEHHO TIPH YXOJi¢ B OTMYCK, YOBITUM B KOMAaHIUPOBKY, B CIy4dae OCTaBJICHHUSI
JIOJDKHOCTH  cIaBaTh WX pPAaOOTHHKY ammapaTa MHPOBOTO CYAbH, HCIOJHSIOMIEMY
00s13aHHOCTHU CEKpeTaps Cy1eOHOro 3acelaHus B IEPUO]I €r0 OTCYTCTBHS.

2.22. YyacTBOBaTh B pab0OTE KOMHCCUH M MHBIX KOJUIETHAJIBHBIX OPraHOB, B COCTAaB
KOTOPBIX CEKpeTaphb CyJeOHOro 3acelaHusi BKIIOYEH B COOTBETCTBUM C MPABOBHIM aKTOM
Jlenunrpajckoit o0jacT, HaMpPaBJICH MUPOBBIM CYILEH.

2.23. CoOmomate  HOpMBI  Komekca OTHKHM U CHY)KEOHOTO  TIOBEICHUS
roCyAapCTBEHHBIX IPAXKIAHCKUX CIy>Kalux JIeHUHrpaackoi o0aacTu.


http://192.168.10.2:8000/law?doc&nd=891805722&nh=1&c=%CC%C8%D0%CE%C2%C3%CE+%C4%C5%CB%CE%CF%D0%CE%C8%C7%C2%CE%C4%D1%D2%C2%D3+%D1%D3%C4%DC%C8+%C8%CD%D1%D2%D0%D3%CA%D6%C8%DF+%D1%D3%C4%C5%C1%CD%CE%CC%D3&spack=011intelsearch%3D%E8%ED%F1%F2%F0%F3%EA%F6%E8%FF+%EF%EE+%F1%F3%E4%E5%E1%ED%EE%EC%F3+%E4%E5%EB%EE%EF%F0%EE%E8%E7%E2%EE%E4%F1%F2%E2%F3+%EC%E8%F0%EE%E2%E3%EE+%F1%F3%E4%FC%E8%26listid%3D010000000400%26listpos%3D0%26lsz%3D32%26razdel%3D8300001%26w39%3Don%26whereselect%3D39%26#C179#C179

2.24. YBemoMisATh TpEACTaBUTENS HaHUMAaTelss 000 BCEX CIydasx OOpaimieHus K
CeKpeTapio CyZieOHOro 3ace/laHusl KaKUX-JIU0O JUI[ B LEJSAX CKIOHEHHUS €ro K COBEPIICHUIO
KOPPYNIMOHHBIX MPAaBOHAPYIICHU, 32 UCKIIOUEHUEM CIy4yaeB, KOT/Ia MO JaHHBIM (hakTam
MPOBE/ICHA WM MTPOBOJIUTCS MPOBEPKA.

2.25. OTuuTBHIBaTHCS TEpel MHPOBBIM CYAbEH O pe3ynbTaTrax CBOEH CIIy:KeOHOM
NESATEILHOCTH, B TOM YMCIIE €XKEroJHO, 10 1 QeBpans roja, cleayrollero 3a OTYETHBIM,
IPEJICTAaBISATh MUPOBOMY CyZIb€ TOJOBOM OTYET O CBOEU MPOGECCHOHATBLHOU CIIyKEeOHOI
NEeSATETbHOCTH.

2.26. Hamnexammm o0Opa3oM HCIOJHATH OOS3aHHOCTH TPAXKIAHCKOTO CITYKaIlero,
PEeTyCMOTPEHHBIE 3aKOHOAATEIIbCTBOM.

3. IIpaBa

B mensx ucrnonaHeHus: JOMKHOCTHBIX O0S3aHHOCTEN CeKpeTaph CyJIeOHOTO 3ace/laHusl
UMEET MPaBo:

3.1. Ha peanuzanuio yCTaHOBJICHHBIX JEHCTBYIOIIMM 3aKOHOJATEIbCTBOM IIpaB
TPaXJaHCKOTO CITY>Kallero.

3.2. Ha rocynapCTBEHHbIE TapaHTUH, MPETyCMOTPEHHbIE HOPMATUBHBIMU MPABOBBIMU
aktamu Poccuiickoit @enepaunu u JIeHUHTpaaCcKon 001acTH.

3.3. Ha nmonydenue B yCTAaHOBIIEHHOM MOPSAKE OT TOCYAapCTBEHHBIX OPTraHOB, OPTaHOB
MECTHOTO CaMOYTIPABJICHUS, OpraHU3alluii U TpakJaH JOKYMEHTOB M WHOW WHMOpMAINH,
HEO0OXOAMMOM JIJIs1 UCTIOTHEHUS JOIKHOCTHBIX 00SI3aHHOCTEH.

3.4. Jloctryna ¥ WH(POPMAIIMOHHBIM CHCTEMaM, IPABOBBIM 0a3aM JaHHBIX THIIA
«Koneke», «Koncynbrantllntoc», «l'apant», pecypcam cetu «MHTEpHET» IO BOIpoOcam,
OTHOCSIIIUMCST JOJDKHOCTHBIM OOSI3aHHOCTSIM CEKpeTapsi CyleOHOro 3aceiaHus, a TaKxke
HYKOHOMUYECKUM, ITPABOBHIM U 00IIIECTBEHHO-TIOJIUTHYECKUM BOIIPOCAM.

4. OTBETCTBEHHOCTh

Cekperapb CyJIeOHOTrO 3acelaHMsi HECET YCTAHOBJICHHYIO (pelepalbHbIMU 3aKOHAMHU
OTBETCTBEHHOCTH:

4.1. 3a HapylIeHHEe 3alpeTOB, CBSI3aHHBIX C TPAXKTAHCKOU CIYKOOU, HECOOT0aeHUE
OTpaHWYEHUHN U HEBBINIOJIHEHHE 0053aTeNIbCTB, YCTAHOBJICHHBIX (eJIepaIbHbIMUA 3aKOHAMMU.

4.2. 3a HeucrnoyIHEHHE (HEHAIJIeXkKAIlee UCTIONHEHNE) JOIKHOCTHBIX 00SI3aHHOCTEH.

4.3. 3a yTpary Wid Mopyy rocyJlIapCTBEHHOTro uMyIlecTBa JICHUHTpajaCKol 00acTu,
KOTOpO€ OBLIO MPEJOCTABICHO EMY ISl HCTIOTHEHUSI IOJKHOCTHBIX 00s13aHHOCTEH.

4.4. 3a wnapymenue HopM Komgekca d3THUKM U CIIy’)K€OHOro  IMOBEIEHHUS
rOCY/IapCTBEHHBIX TPAKAAHCKUX CIy X alux JIeHHHrpaackoi oonacTu.

4.5. 3a HapyuieHue CpOKOB MOJTOTOBKU U HaIpaBiIeHUsS! JOKYMEHTOB.



5. IlepeyeHp BONPOCOB, IO KOTOPHIM CEKPETaph CyI€OHOTO 3aceaaHus
BIIpaBe WK 0053aH CAMOCTOSITETILHO IPUHUMATD PEIICHUS

5.1. Cekperapsb cyneOHOro 3aceanusi 00s13aH CaMOCTOSITEIbHO IPUHUMATD PEIICHUSI:

5.1.1. Ilo Bompocam NepBOOYEPEAHOCTH BHIIOJIHEHHUS JTIOKHOCTHBIX O0S3aHHOCTEH B
npejiesiax CPOKOB, YCTAHOBIICHHBIX MUPOBBIM CYJIbEH, U COOJIIOACHUSI HOPM, YCTaHOBJICHHBIX
3aKOHOJIaTEJIbCTBOM.

5.1.2. Tlpu peanu3anuu MOJTHOMOYUN YJI€HA KOMHCCUUM M WHOTO KOJUJIETHMAJIBHOIO
oprasa.

5.1.3. [1o Bompocam opraHu3zaiuu y4eTa U XpaHeHus MepeJaHHbIX eMy Ha UCTIOJIHEHUE
JIOKYMEHTOB M MaTe€pHaJIOB.

5.2. Cexkperapp cyAeOHOro 3acelaHWsi B KadeCTBE YJIEHA KOMHUCCUU M HHOTO
KOJUJIETMaJIbHOTO OpraHa BIIPaBe Ha 3aceJaHUsSIX TAaKOro OpraHa caMOCTOSITEIbHO MPUHUMATh
pELIEHUE TOJIOCOBATh «3a», «IPOTHUB» HIH «BO3JAEPKAJICSA», a TAKKE BBICKA3bIBATH CBOE
MHEHHE, B TOM YHUCJE 3asBISATb 0CO00€ MHEHHE B MUCbMEHHON (hOpME B COOTBETCTBHM C
peryiaMeHToM (TTOPSIAKOM) pab0Thl KOMHCCUH M HTHOTO KOJUIETHAIBHOTO OpraHa.

6. IlepeueHpb BONpPOCOB, [0 KOTOPBIM CEKpETaph Cy1€0HOT0 3aCeAaHUS
BIIpaBe WM 00s13aH y4acTBOBATh MPU MOATOTOBKE MPOEKTOB HOPMATUBHBIX
IIPABOBBIX AKTOB U IIPOEKTOB PELICHUN

6.1. Cekperapp cyneOHOro 3acemanusi 00s3aH y4acTBOBATh B MOJTOTOBKE MPOEKTOB
HOPMATHBHBIX MPABOBBIX aKTOB M MPOEKTOB PEIICHUI MO BOIPOCAM, OTHOCSIIUMCS K €ro
JIOJDKHOCTHBIM O0SI3aHHOCTSIM.

6.2. Cekperapb CyJeOHOTO 3aceJaHMs BIPAaBE y4yacTBOBATH B MOJATOTOBKE MPOECKTOB
HOPMATHBHBIX MTPABOBHIX AKTOB ¥ MIPOEKTOB PEIICHU 110 UHBIM BOTIPOCAM.

7. CpokH H NpoLEeAyphl OATOTOBKH, PACCMOTPEHUS IPOEKTOB PEILEHUN,
NOPSJIOK COTJIACOBAHUS U IPUHSTHUS PEILICHUI

7.1. OOmme CpoKM U MPOLEAYpPhl TMOATOTOBKH JIOKYMEHTOB PEryJIUpYIOTCS
MPOLIECCYANIbHBIM ~ 3aKOHOAATeNIbCTBOM  Poccuiickonn  @enepanuu, HWHCTpykiumen no
cyieOHOMY JEJIONPOM3BOACTBY Y MUPOBBIX cynen JIenuHnrpaackoi odnactu u MHCTpyKumei
0 JIETIOTIPOM3BOJICTBY B OpPTaHaxX UCIIOJIHUTENbHON BiacTu JICHMHTpaackoi 061acT.

7.2. B nensx moAroToBKH, COTJIACOBAHMS U TIPUHSTHUS PEIIEHUS CEKpeTapb Cy/1e0HOTO
3aceanusl 00s3aH TMOJATOTOBHUTH MPOEKT JOKYMEHTA M MPEJCTABUTh €r0 Ha PacCMOTPEHUE
MHUPOBOMY CYAbE HE MO3’KE YeM 3a JiBa paboyuX JHS J0 UCTEUEHHUS CPOKA MCIIOJHEHHS IO
3TOMY JOKYMEHTY, YCTaHOBJIEHHOTO (pelepasbHbIM 3aKOHOJATENbCTBOM, HOPMATHBHBIMU
MPaBOBbIMU aKTaMH JIEHUHTpaaCcKoi 00JaCTH, UJIM MUPOBBIM CYJIbEH.



8. [Topsimok ciry>keOHOTO B3aUMOACHCTBHUS CEKpeTaps CyAcOHOTo 3aceqaHus
C paOOTHUKAMH anmapara MUPOBOTO Cy/IbH, paOOTHUKAMU IOCYJaAPCTBEHHBIX OPTaHOB
Y OPraHOB MECTHOT'O CaMOYTIPABJICHUS, OPTAHU3AIMSIMU U TPaKJaHaM1

8.1. IlopyueHus W yKazaHHWs CEKpETapro CyAeOHOTrO 3aceqaHus MArOTCS MHPOBBIM
CyIbeil B YCTHOW WM MHCHBMEHHOW (opMe MO BOMPOCaM, OTHOCSIIUMCS K JOJKHOCTHBIM
00s13aHHOCTSIM CEeKpeTaps CyIeOHOTO 3aceTaHmsl.

8.2. B mensx WCHOTHEHHWS IOHKHOCTHBIX OOS3aHHOCTEH W TIOPYUYEHHUH CeKpeTapb
CyneOHOTO 3acellaHds BIpaBe OOpamaThCs K APYrUM pabOTHUKAM armapaTa MHPOBOTO
CyIbH, pabOTHUKAM MHBIX TOCYAapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIPaBIICHUS,
K TpaXKJIaHaM U B OpraHU3aIliy.

8.3. Cekperapp CyIneOHOTO 3aceaHus BIPAaBE B YCTHOU (opMe NaBaTh pa3bsCHEHUS
10 BOIMPOCAM, OTHOCSIITUMCS K €T0 JIOJDKHOCTHBIM OOS3aHHOCTSIM, B OTBET Ha OOpaIieHus K
HeMY pabOTHUKOB TOCYIaPCTBEHHBIX OPTAaHOB U OPTAHOB MECTHOTO CaMOYTIPABJICHHSL.

8.4. Cexperaph cyneOHOTO 3acefaHUs BIpPABE B YCTHOH (hopMme AaBaTh pa3bICHEHUS
10 BOMPOCAM, OTHOCSIIUMCS K €ro JOJDKHOCTHBIM OOS3aHHOCTSIM, IPEICTaBUTEIISAM
OpraHu3aIil ¥ TpakIaHaM TOJBKO 10 TOPYICHHIO MUPOBOTO CY/IbU.

8.5. Ha mepwon cBoero BpEeMEHHOTO OTCYTCTBHS (B TOM 4HCIIE KOMAaHIWPOBKA,
OTIIYCK) CEeKpeTaph CyeOHOro 3aceanus 00s13aH nepeaaTb Bce MaTepualibl U MH(pOpMaLHIo,
HEOOXOIMMBIC JJISI BHIMOJTHCHHSI JOJDKHOCTHBIX O0S3aHHOCTEH 0 HACTOSIIEMY PETIaMEHTY,
pabOTHHKY, BPEMEHHO HCIIOTHSIONMIEMY €T0 00S3aHHOCTH.

8.6. Cekperapp cyneOHOro 3acemaHusi 00s3aH BPEMEHHO BBIMIOJHATh OTJICIIbHBIC
JOJDKHOCTHBIE OOSI3aHHOCTH CEKpeTaps MHPOBOTO CYAbH allliapaTa MHPOBOTO CYAbH B
Clly4ae €ro BPEMEHHOTO OTCYTCTBHUS, B COOTBETCTBHU C TOPYYEHHEM MHUPOBOTO CYbH,
perieHueM TIPEACTABUTENSI HAHUMATENS CEKpeTaps Cy1Ie0HOTO 3aceIaHus.

9. [lepedyeHnb TOCYTaPCTBEHHBIX YCIYT, OKA3bIBAEMBIX TPaXKIaHAM U OpTaHU3aIUsIM

Cekperapb CyaeOHOTO 3acefaHusi HE TNPENOCTaBIs€T TOCYJAPCTBEHHBIX YCIyT
rpaKJaHaM U OpraHU3aLUsIM.

10. Tlokazarenu 3¢ (HEKTUBHOCTH U PE3yIbTATUBHOCTH
npodeccuoHAIbHON CITYKEOHOU eITeIbHOCTH CeKpeTaps Cy1eOHOro 3aceJaHus

[TokazaTensimu 3pGHEKTUBHOCTH U PE3YIBTATUBHOCTH NMPOGECCUOHATBHON CTy>KeOHOM
JeSITEIbHOCTH CeKpeTaps CyZeOHOro 3acejaHusl SBISIOTCS:

10.1. OrcyrctBue (akToB cpbiBa CyIEOHBIX 3aceJaHUN, BO3HUKILIUX BCIEJICTBHE
HEUCTIONTHEHUS WIIM HEHAJJIeKAIIETO UCIIONHEHUS CeKpeTapeM CyAe0HOTo 3aceaHMsi CBOMX
JOJDKHOCTHBIX 00s3aHHOCTEH.
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10.2. OrcyrctBHE HapyLIEeHUN YCTaHOBJIEHHOT'O nopsiiKa CyZ1e0HOTO
JEJIONPOU3BOJICTBA, BO3HUKIIMX  BCJIECICTBHE HEUCIIONHEHUS WM  HEHAJJIeXKallero
UCTIOJTHEHUS CEKpeTapeM CyJIeOHOT0 3aceJaHusl CBOMX JOJKHOCTHBIX 00S3aHHOCTEH .

10.3. OrcyrctBue (akToB HECOOIIONEHUS CEKpeTapeM CyAeOHOro 3acelaHus
YCTaHOBJICHHBIX CPOKOB TMOJATOTOBKM JOKYMEHTOB, WCIIOJIHEHHUS TOPYYEHUH WU
COBEPILECHHS 0053aTeNbHbIX JCHCTBUM, OTHOCALIUMXCS K JIOJDKHOCTHBIM OO0S3aHHOCTSIM
cekperaps cy1e0HOrO 3ace1aHMsl.

10.4. CBOEBpeMEHHOCTh W TOJHOTa pa3MEIIeHUs] CyAEOHBIX pEIICHUH U HMHOU
uH(bOpMaluy Ha OPUIHATIEHOM CaiiTe Cy/1Ie0HOTO y4acTKa MUPOBOTO CY/IbH.

10.5. OrcyrcTBHE B aHAJIUTHUYECKUX M MHBIX MaTepHaliax, MOJTOTOBIECHHBIX
CeKpeTapeM CyaeOHOTO 3acefqaHusi, YCTapeBIeW, HEMPOBEPEHHOW WM HCKaKEHHOM
uH(dOpMaIuu.

10.6. OrcyrctBue (akTOB yTpaThl AOKYMEHTOB M MaTepuajoB, MMOCTYMUBIINX
CEKpeTapro Cy/1e0HOro 3ace/IaHNs Ha UCIIOJHEHUE, XPAHEHHUE.

10.7. OOmwmii BBITOTHSAEMBINH 00BEM pabOTHI (KOJMYECTBO 3aBEPIICHHON W TEKYIICH
pabOThl HE3aBUCUMO OT KauecTBa).

10.8. KadecTBO BBIMOTHEHHONH pabOThl (OTCYTCTBHE TMPOIEAYPHBIX HAPYIICHHH,
HOJIFOTOBKA JIOKYMEHTOB, MaTEPUAJIOB B COOTBETCTBUHU C YCTAHOBJIICHHBIMU TpeOOBaHUSIMU,
MOJTHOE W JIOTUYHOE W3JI0KEHUE MaTepuaia, OpPUANYECKH TPaMOTHOE COCTaBICHHE
JIOKyMEHTA).

10.9. OrtBercTBEHHOCTHh (WCIONHEHHWE OOS3aHHOCTEH B CPOK C MHHUMYMOM
KOHTPOJIS).

10.10. CaMOCTOATENIBHOCTh (CITOCOOHOCTH BBIIOJHATH 33JJaHUsI 0€3 JTOMOJHUTEIIBHBIX
yKa3zaHui).

10.11. IucrumamHa (COOII0eHNE CITYKEOHOTO PacTIOPsIKa).

10.12. ITpodeccrnonanbHast KOMIETEHTHOCTb.

CorJiacoBaHo:

VYmpaBneHue rocy1apcTBEHHON CITy>KObI M KaJIpoB ammapara ['yoepHaropa u [IpaBurenbcTBa
Jlenunrpasackoit odmactu

(B.A. Jlogpiruua) « » 2019 rona
MMOIHNCH D.N.0. mara

Komuret npaBoBoro obecneuenus JIeHMHTpaackon odiactu

( ) « » 2019 rona

MOJITUCH d.1.0. nara
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