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YTBEPXJIEHO

VYkazom I'naBer
Houreuxoit HaponHoii Pecriybnuku
OT _sippbperted- 2019 1. Ne 427

INOJIOXKEHUE
O CEKPETAPUATE PYKOBOJAUTEJSA AIMUHUCTPAITUNA
I''TABBI JOHEIHKOU HAPOJAHOU PECITYBJIUKH

1. Cexperapuatr PykoBommtens Anmvuuuctpanuu 1naBel JloHenKoim
Haponuoit Pecrybnuku (nanee — CekperapwaT) SBIISIETCS CaMOCTOSTEIBHBIM
CTPYKTYpHBIM IoapasfaenenueM Anmunucrpanuu ['nasel Jonernkoit HapomHoi
Pecniybnuku (Ha mpaBax oTaesa).

2. Cexpetapuar B CBOel eATEIbHOCTH PYKOBOACTBYeTcst KoHCcTHTYIHEH
Honeuxoir Hapognoit PecnyOmuku, 3akonamu Jlomenko# Hapongnoii
Pecriy6nuky, ykaszamu u pacnopsokeHusMa [aBel Jlomenkoit HapomHoi
Peciybnuku, npukazamMud © paclopsHKCHUSAME AJMHHHACTparui [ 1aBEI
Honenxoit Hapognoit PecrnyOnmuku, WHBIMM HOPMATHBHBIMH ITPaBOBEIMH
axtamu Jlonenkoit Haponnoit Peciy6nviku, a Taxoke HacTosmuM ITonoxeHueM.

3.Ilonoxenne o Cekperapuare yTBepxkmaercs 1aBoi JloHerkoit
Haponsoit Pecnybnuku no mpezacraBieHuto PykoBomuTens AIMHHHCTPALMH
I'nmaBel onenxoit Hapogaoit PecyOmaku.

Cexperapuar OCYIIECTBIISIET HEIMOCPEACTBEHHOE obecrnieuenmne
nesitensHocT PykoBonurens Anmunucrpamuu ['naeel Jlovenko#t Hapomroid
Pecirybmukwu.

4.B crpykrypy Cekperapmara Bxomadar: pykoBoautenas Cekperapuara
PyxoBomutens Apmunuctpanuu I'naBel Jlonerxo#t Hapommoit PecryOmukwu
(Ha4anpHUK OTAENA), 3aMecTUTeNs pykoBoauTenst Cekperapuata PykoBoaurens
Anvmunnctpanuu I'naBel Joneukoit Hapomnoit PecnyOmuku (3amMecTUTENH
HayaJIbHUKa OT/Jeja), IJIaBHBIE CICHHUATUCTHI W BeAYIHE CIEIHaATACTEHI
Cekperapuara PyxoBoautens Anmunuctparnuu | maBel JloHenkoit Hapomaoit
PecrryOinkm.
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5. OcHoBHEIME 3anauaMu CekpeTapuara SBIIsIFOTCS:

1) nnanupoBanue u obecriedeHUe YCIOBUM A coOmrofeHus pabodero
pacniopsiaka PykoBomutenss Anmunuctparuu [nasel JloHeuxodt Hapomnoit
PecnyOnmkwy;

2) obecrieuenue aesteabHOCTH PykoBomutens AnMuHUCTpanuu | naBbl
Honenkoit Hapoguo#i Pecrybnmku mo koopauHanuu paboOTHl CTPYKTYPHBIX
noapazaenenuit Anmunucrpanuu ['massr Jonenkoit Hapoguoit PeciryOnukmy;

3) opranmuzanioHHoe  obecnedyeHue  AeATeIbHOCTH  PykoBomurens
Apvunuctpanun ['maesr Jlonerkoit Hapoauoit Pecry6muku;

4) napopMaImOHHO-aHATUTUIECKOE obecrieueHue IeSTeNbHOCTH
PyxoBomurens Aapmunucrpanuu ['naBel Jlonerkoit HaponHoit Pecmy6inku;

5) opraHuzamnysi W KOHTPOJb HCHONHEHUSA IOPYYEHWH H YKa3aHHMH
PykoBogurens Anmunuctpanuu I maser lorerkoit Hapoanoit Pecy 6k,

6) obecnieuenue B3auMoaekcTBUg PykoBoautens AIMUHHACTpaLyH I 1aBbI
Honenkoit Hapogmoit PecmyOmuikm ¢ opraHaMH rocyapCTBEHHOH BIIACTH,
OpraHaMyd MECTHOTO CaMOYIIPABJICHUs, OpPraHU3allUsIMHU, UX TODKHOCTHBIMH
JIULIAMU ¥ TpaXKIaHaMWU;

7) obecriedueHne ~ MOATOTOBKM ~ MAaTepHaloB K MEPONpPHATHAM,
npoBoAuMBIM PykoBogutenem Anmunuctpanuu lnasel [Jonenxoit Haponnoi
PecnryGnuku 60 ¢ ero yuyacTueM.

6. OcuoBHbIMEU (yHKIMAME CekpeTapHara SBISIOTCA:

1) mpueM  KOppecHOHJEHIMM, MOCTyHAawolle OT  YIpaBileHHus
HH(GOPMAIIMOHHOMN MOJUTHKH, JOKYMEHTALIMOHHOT'O 00eCIIedeHns M IPOTOKOIa
I'maBer [lonenxoi#i Haponuoit Pecry6iuku, agpecoanHoW PykoBojurenro
Anmunuctparun ['naBel Jlonerkoit Haponnoit Pecy6mrky;

2) oCylIecTBIIEeHHEe KOHTPOJIS MPABUJILHOCTH OGOpPMIECHHS JOKYMEHTOB,
NpeJCTaBlsieMBIX Ha moAmnuch PykoBomuTemo AnamuHHcTpauuu I'naBel
Honeukoit Hapoanoit PecyGmmku;

3) no nopydyenuto PykoBonurens AnmunucTpamuu I[naser JloHenkoin
Hapopguoit PecriyOnuku pegakTupoBaHue JOKYMEHTOB, y4acTHE B IIOATOTOBKE,
a TaKkkKe KOHTPOJIb TOJrOTOBKH HOKYMEHTOB, MPEACTABIAEMBIX Ha IMOJIHCH
PyxoBogurento Anmunuctpanuu [ nasel JJornenxo#t Haponnoit Pecy6nuku, u
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IIPOEKTOB  HOPMATHUBHBIX IIPAaBOBBIX aKTOB, KAacCalOIIUXCS  BOIPOCOB
nestensbHOoCTH Anvunanctpannd ['naser JJonernxoit Hapoanoii PecyOmuku;

4)mo mopydenuto PykoBoaurenss Aamuuuctpaiuu I'nmaBel [loHenxoii
Hapoguoit PecnyOnuku OCyIIECTBIEHHE KOHTPOJII IMOATOTOBKH IIPOEKTOB
paclopsDKeHHH, OpHKa3oB, MOpPYyYEeHUH, NuceM OT uMeHH PykoBoaurtens
Anvunuctpanuu ['naesl Jlonenikoit HapogHoii PecriyOmuku;

5)no mopyuyenuio PyxoBomutens Anmunuctpanuu InaBel JloHenkoi
Hapoguoit PecnyOnuku HampaBieHHe JOKYMEHTOB Ha pPacCMOTpPEHHE H
UCIIOJIHEHHE PYKOBOJAUTESIM Y UHBIM JIOJDKHOCTHBIM JIMLAM CaMOCTOSITENIBHBIX
CTPYKTYpHBIX TojpazneneHuit Apvunuctpanuu ['nmaBer JloHenkoid Haponxnoi
PecnyGnuxu;

6) KOHTpoJIb obecliedeHus MOJTOTOBKH MaTepHalloB K MEPOIPHUATHSM,
npoBoAMBIM PykoBoautenem Ajmunucrpanuu ['nasel [loHeuxoit Haponnoi
PecyOmuiku 60 ¢ ero ydyacTuem;

7) xoopIuHANKS  AEATEeIbHOCTH  CaMOCTOSTENBHBIX  CTPYKTYPHBIX
nopasaenennii Anvunauctpanuu ['massr Jlonenkoit Haponxoit Pecrybnuku mo
KaueCTBEHHOMY M CBOEBPEMEHHOMY HCIOJHEHHUIO IIOPYYECHHH Y yKa3aHHUi
PyxoBonutens Anmunuctpainuu I aBer JJorerkoit Haponsoit Pecy6imuky;

8) opraHu3anys NpOBeJeHUS U IPOTOKOIBHOE OOECIeYeHHe COBEIlaHui
U 3ace/laHWii, MPOBOJUMBEIX PykoBonutenem AxMmuHuctpanuu InaBel
Jonenkoit Hapoauoii PecnyOmuku;

9) mo mopydenmio PyxoBomutens Anmunuctpanmu [yasel JloHenkow
Haponro#t Pecmy6nuku obecriedeHre ONEpaTHBHOIO B3aUMOAEHCTBHSA C
IPEJICTABUTENIIMA OPTAaHOB T'OCYIapCTBEHHOM BIIACTH, UHBIX I'OCYapCTBEHHBIX
OpPraHoB, OPraHOB MECTHOTO CaMOYIIpaBIEeHHMS, OpraHU3aluil, 0O0beAMHEHUM

rpaXkIaH;

10) KOHTPOJL CBOEBPEMEHHOI'O HCIONHEHUS IOPYYEHMM M yKasaHMH
PyxoBogutens Aamunuctpariu I 'naser Jlonernkoit Hapoxroit Pecniy6nuku;

11) moAroToBKa, B TOM YHCIIE COBMECTHO C IPYTHMH CaMOCTOSITEIbHEIMHU
CTPYKTYPHBIMH  MOApasfeleHusMu  AnvuHucTtparuu I'naeel  [loHenkon
Hapopuoi#t PecryOnmuiky, aHaTUTHYECKUX, UH(MOPMALMOHHBIX M CIIPaBOYHEIX
MaTepHaJIoB, HEOOXOAUMBIX NI OCYIIECTBICHUS IMOJIHOMOYHH PykoBomuTens
Anvunuctparun ['naser forenkoit Haponnoii PecryOnuxky;
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12) opranuszanusi JUYHOTO IpueMa PykoBoaurteneM AIMUHHUCTpPAIIAH
['maBm  [omenxoit  Hapomnoit  PecnmyOmuWkd — AOJDKHOCTHBIX — JIHIL
rOCyapCTBEHHBIX OPTaHOB, IPaXK/IaH;

13) dbopmupoBanue, yuer, xpaHeHUe Aen (COTrJIaCHO HOMEHKJIAType) B
Ipolecce AeJI0Npon3BOACTBa, IIOATOTOBKA U CBOEBpEMEHHas Iepefaya el Ha
apXWBHOE XpaHEHHe WIM YHUYTOXKEHHE B YCTAHOBJIEHHOM 3aKOHOJATEIIECTBOM

IOPSIZIKE;

14) obecrieueHrne cOOMOIECHUS pPEXMMa CEKPETHOCTH M COXPAHHOCTH
ciryxeOHO# HHPOpMAIIMK B YCTaHOBIEHHOM 3aKOHOAATEIBCTBOM ITOPSIKE;

15) BeimonHeHe WHBIX (QYHKOUHA B COOTBETCTBUHM C IOPYUYEHUSAMH H
ykazanussMu PyxoBomurens Apmuuuctpammu I'nasel Jlorenxoit Hapopnoii
Peciybmuku.

7. CexpeTapuar B LIEJISIX OCYIIECTBICHUS CBOMX 33]a4 U PyHKIIUN UMeeT
IIPaBo:

1) B mpemenax cBoedf KOMIETEHIWMHM 3alpallliBaTh M IIOJIy4aThb OT
CaMOCTOSTEJIBHBIX CTPYKTYPHBIX MOAPA3AEICHUA MW JOJDKHOCTHBIX —JIMI]
Anvunnctpanuu I'nmaBer onenxo#t Hapopnoit Pecmy6nmku HeoOxoaumsbie
JOKYMEHTBI, MAaTEPHAJIBl U HHYIO HH(POPMAIIHIO;

2) MoNIb30BaThC HHGOPMAIIMOHHBIMA MaTepHallaMi ¥ HOPMATHBHBEIMU
IPAaBOBEIMH aKTaMH, HEOOXOAWMEBEIMH IS HCIONHEHHUS OJDKHOCTHBIX
00513aHHOCTENH;

3) mo mopyuyenuio PykoBoautens AnmuHucrpanuu [nasel JloHenkon
Hapoguo#t PecnyOnuku mpuBiiekaTh paOOTHHKOB APYIHX CaMOCTOSTEIbHBIX
CTPYKTYPHBIX IojpasiaeneHuii Anmuauctpanuu I'naBel Honenkoit HapomHoii
PecniyOnuky 171 IOATOTOBKH PACIIOPSDKEHUM, MPUKA30B, MOPYUCHMI, TUCEM U
JPYTAX JOKYMEHTOB;

4) BozBpamate pabotHMkamM AjavmuHucTpanuu lmaBel  JloHenkon
Hapoxro#i PecryOnukyd IpoeKTH JOKYMEHTOB, OGOpMIIEHHBIE HMH C
HapyIIeHHeM JeHCTBYIOIMUX HOPM U TIPaBHIIL, IS JalibHelel 1opaboTky;

5) BHOcUTh Ha paccMoTpeHue PykoBogutemo AnMuHHCTpanuu I1aBbl
Honeuxo#t Hapoano#t PecnyOnmuku mnpeioxXeHus N0 COBEPIICHCTBOBAHUIO

paboth Cekperapuara.

8. CekpeTapyuar Npu pealn3aluy CBOMX (PYHKIIUN B3aUMOJEHCTIBYET CO



BCEMH CaMOCTOSTEIbHBIMHA CTPYKTYPHBIMU MOIpa3ACIICHUAMU
Anvunuctpanuu I'naBel  JloHenkoit Hapongnoit PecmyOnuku, opraHamu
TOCYJApCTBEHHOM BJIACTH, MHBIMHU T'OCYJapCTBEHHBIMH OpPraHaMy, OpraHaMu
MECTHOI'O CaMOYIIPaBJICHUS, OPraHU3aIMaIMU U TpakJaHaMU B Mpeaesiax CBOCH
KOMIIETEHIIHH.

9. UsdopmalinoHHoe, JOKYMEHTAIMOHHOE, MaTepHaIbHO-TEXHHYECKOE,
TPaHCIIOPTHOE obecrieueHue aesreabHocTn CekpeTaprara, a TakyKe COI[HaIbHO-
OBITOBOE OOCITYyXKHBaHHE €r0 pabOTHUKOB OCYIIECTBIISIOT YIIpaBleHHUE JelIaMu
I'maBwl Joneuxoit Hapoauoit Pectiybiiku 1 COOTBETCTBYIONIME MOAPA3 ICTICHUS
Anvunuctpanuu I nasel Jlonenikoit Hapogaoit Pecriybmuxu.

10. PyxkoBogctBo  gesarenpHOCTREO  Cekperapuara  OCYIIECTBIISET
pykoBoautens Cekperapmatra PykoBojpuTens AQMHUHHCTpanuu [ aBHI
Honeuxoit Haponnoit Pecriybnuku (nanee — pykoBoautens Cekperapuara),
KOTOPHI Ha3HAYaeTCs Ha TOJDKHOCTE U OCBOOOXKIaeTcs OT KOJDKHOCTH I maBoit
Honenkoit Hapoguoit PecrnyOnuku 1o mnpexactaBieHUO PykoBoauTens
Anmunuctparuu [ 'nassr Houerkoi Hapoguoii PeciryGiuku.

11. PykoBogutens CekpeTrapuaTta uMeeT 3aMECTHUTENS] PYKOBOJIUTEISA
Cekperapuara.

B cnywae BpemeHHOro otcyTcTBHS pykoBoautens (Cekperapuara
BPEMEHHOE HCIIOJIHEHHE €ro OO0S3aHHOCTeH OCYINEeCTBISET 3aMECTHUTEIb
pykoBoautensa Cekperapumata. B ciydae OTCYTCTBHS  PyKOBOJUTENSA
Cekperapuata u 3amectuTenss pykoBoauTesss Cekperapuara BpEMEHHOE
UcHoJIHeHHe oOs3aHHOCTe# pykoBomuTens Cekperapuara OCYIIECTBISET OJUH
u3 pabotHukoB Cekperapuara II0  pacloOpsDKEHHIO  PykoBoauTens
Anmvunucrtpanuu I'naBsl Jloneuxoit Hapomuoit PecryOmukm.

12. PykoBogurens Cekperapuara:

1) opranmsyer gesrenbHocTh CekperapHuara;

2) nmaet nopydeHus pabotHukam CekpeTapuara;

3) pacripenensieT AOIDKHOCTHBIE OOS3aHHOCTH MeEXAy paOOTHUKaMHU
Cekperapuara, TIPEACTABIISICT Ha yTBEpXKICHHE PykoBoautemto
Anvunuctpanvu I'naBel [onernkoit Hapomgnoit PecnyOnmuku OJDKHOCTHEIE
WHCTPYKUUHU paboTHukoB Cekperapuara;

4) mpencrasisier PykoBomutenmto AnmunucTpanuu [naBel JloHeIKoi

Haponnoii PecrmyOnuku mpejiokeHHs IO OpraHH3aliM, I[LIAHAPOBAHUIO
JEeATENBbHOCTH, CTPYKTYpE U IITaTHOMY pacniucanuio CekpeTapuara,
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5) npenctaBnser PyxoBogutemo AnamuHHcTpammu [mnaBel JloHerkoi
Haponno#t PecrryOnuxu IpennoxeHuss MO Ha3HAYEHWIO Ha JOJDKHOCTH H
0CBOOOXKAEHHUIO OT NOJDKHOCTH paborHmkoB Cekperapmara B COOTBETCTBHHU C
3akoHoaarenbcTBOM Jlonenkoi Haponnoii Pecrrybnuky;

6) BHOCUT Ha paccMoTpeHHe PykoBomuTemo AIMUHHCTpaIi [ 1aBbl
Houenkoit  Hapognoit PecmyOnukum  1pejiokeHHs O IOOIIPEHHH U
HarpaxjeHun paboTHHKOB Cekperapuara, a Takke O INPUMEHEHUH K HHUM
JUCLIUILUIMHAPHBIX B3BICKAHUM;

7) IOANUCHIBAET ¥ COTTIACOBHIBAET (BU3HPYET) JOKYMEHTHI IO BOMPOCAM
nesrenbHocTH CekpeTapuara B Ipejieiax cBoel KOMIIETEHIUY;

8) ocymiecTBISeT  IpeABapUTebHOE  PacCMOTpeHHEe  JIOKYMEHTOB,
agpecoBaHHBIX PykoBoaurtenro Anmunuctpanuu [naser Jonenxo#t HapoaHoit
PecniyOnuku, B COOTBETCTBHH C pelleHHeM PykoBomutens AIMHHHCTPAIHHA
I'nmaBel JJonenxoit HaponHo#t Pecmy6nuku mpecTaBiiseT 0 HUM IpeaIOKEHUS
Y aHAJIUTUYECKUE MaTepUAIIBL ISl MMOCIEAYIOMEro PACCMOTPEHHS, a TaKXKeE IO
ykazanuto PyxoBoautens Anmunucrpaumu IuaBel Jlonenkoit Hapopnoid
PecnyOnuky rOTOBUT MACHMEHHBIEC M YCTHHIE TOPYYEHHUS JTOIDKHOCTHEBIM JIUIIaM
Anvunuctpanuu I'maBel [oneuxoit Hapomnoit Pecrybnuku u HampaBisier
JIOKYMEHTHI IT0 TPUHAJIEXKHOCTH JISl KX UCTIOJTHEHUS;

9) npucyTcTByeT B YCTAaHOBJIEHHOM IMOpSKE Ha  OIEpaTUBHBIX
COBENIAHUAX M [JPYTHX MEPONPUATUSAX II0 MOpPYyYeHUI0 PykoBoautens
Anmunuctparuu ['nasst orernkoit HapogHoit PecryOnukw;

10) noknaneiBaer PykoBogutemo Anmubuctpanuu Inasbi JloHerkoit
Hapomuoii Pecriybnmukn 006 omeparuBHOl HHGOpMamuu # MaTepuaiax,
IOCTYNUBIIUX OT  CaMOCTOSITEIBHBIX  CTPYKTYPHBIX  IOJApa3Ae/ICHUN
Anmunuctparuu I'maser Jlonenkoi Hapoaaoit PecyOnukmy;

11) BHOcUT Ha paccMoTpenue PykoBomurenro AnMuUHUCTpanuu IaBel
Honernkoit Hapoanoit PeciyOnuku npeaiosxeHus Mo BOIpocaM, OTHOCSIIAMCS

K KomreTeHnun Cexperapuara;

12) obecneunBaeT cobmoaeHue pexxuMa cekpeTHocTd B Cekperapuare U
COXPaHHOCTH CIyXeOHOH mHpOopMaIiy;

13) uzpaer pacnopsbkeHus 1o Bonpocam paboTsl CexkpeTapHara,;

14) OCYIIECTBILICT HHBIC IIOJTHOMOYHWA B IpCaciiax CBOECH KOMIICTCHILIUM B
OEJIAX BBITIOJTHCHUS 3a4a49, BO3JIOXKCHHBIX Ha CereTapHaT.



13. PykoBogutens Cekperapuara HeceT OTBETCTBEHHOCTH 3a BEIITOJTHEHHE
3a/1a4, BO3JI0KEeHHbIX Ha CekpeTapuar.

14. PabotHukm CekpeTapuaTa HECYT OTBETCTBEHHOCTH 3a BEHINOJHEHHE
BO3JIOKEHHBIX HAa HHX OOsg3aHHOCTEX B COOTBETCTBHM CO CBOMMH
JOJDKHOCTHBIMY MHCTPYKLIUSMH.




