I[TOCTAHOBJIEHUE MUHUCTEPCTBA IOCTULIMU PECITYBJIMKU BEJIAPYCh
7 mas 2009 r. Ne 39

00 yrBep:kaeHuu MHCTPYKIUH 0 OPSIAKE BeACHUS
JAeJIONPOM3BOACTBA 110 AAMUHUCTPATHBHBIM IPOLEIYPAM B
roCyJAapCcTBEHHBIX OPraHaxX, HHbIX OPraHU3ALMUAX

V3MeHeHHs 1 TOTIOTHEHUSI:
[TocTranoBnenne MunucrepctBa toctunuu Pecnyonuku benapycs ot 13
nexadbpst 2011 r. Ne 283 (zapeructpupoBano B Harmonansnom peectpe - Ne 8/24556
ot 20.12.2011 1.) <W21124556>

Ha ocnoBanuu nmynkTa 1 mocranosienus CoBera MunuctpoB Pecny6nuku benapyce ot 5
Mass 2009r. Ne585 «O mnopsanke BeleHMS JEIONPOU3BOJCTBA MO AJAMUHUCTPATHUBHBIM
MpoleypaM B TOCYJAapPCTBEHHBIX OpraHax, MHBIX OpTraHM3alusax» MUHHCTEPCTBO HOCTULIUU
Pecniyoimuku benapycs [IOCTAHOBJISET:

1. YTBepauts mnpunaraemyro WHCTPYKIIMIO O MOPSAKE BEACHUS JACIIONPOU3BOACTBA IO
aIMUHUCTPATUBHBIM IIPOLIEypaM B FOCYIapCTBEHHBIX OpraHax, MHbIX OpraHu3alusx.

2. Hacrosimiee mocTaHoBlieHHE BCTynaeT B cuiny ¢ 12 mast 2009 r.

MuHucTp B.I'.I'osioBanoB

YTBEPXXIEHO

IlocTanoBnenue
MHuHHCTEPCTBA IOCTULNN
Pecrry6imku bemapycs
07.05.2009 Ne 39

HHCTPYKIUA
0 MOpsAAKe BeleHH /1eJ0NPOU3BOACTBA 110 A/AIMUHUCTPATHBHLIM IIpoOLeypPaM B
rocyaapCcTBEHHLIX OPraHax, HHbIX OPraHU3anuAaX

1. UncTpykiust o TMOpsiAKE BEIEHUS JIENONpPOU3BOJCTBA IO  aJIMUHUCTPATUBHBIM
npolenypaM B TOCYJapCTBEHHBIX OpraHax, HWHBIX oOpraHuzanusax (manee — MHcTpykuus)
pa3zpaboTtaHa B cooTBeTcTBUU ¢ 3akoHOM PecnyOnuku benapych ot 28 okta6pst 2008 roga «O6
OCHOBax aJMMHUCTPATUBHBIX Npoueayp» (HamuonanbHbli peecTp npaBoBbIX akToB PecnyOinku
benapycs, 2008 ., Ne 264, 2/1530) (nmanee — 3akoH) U oOIpeAenseT MOPSIJIOK BEICHHUS B
TOCYIapCTBEHHBIX OpraHax, WHBIX OpraHU3alMAX, K KOMIETEHIMH KOTOPBIX OTHOCHUTCS
OCYIIECTBJIEHUE aJIMUHUCTPATUBHON MPOLEAYPHI, JEJIONPOU3BOJICTBA MO aIMUHUCTPATUBHBIM
npolielypaM B OTHOLIEHUU TpaxkaaH PecnyOnmku benapych, HHOCTpaHHBIX TpakKAaH WU JIHIL
0e3 rpa)/J1aHCTBa, B TOM YMCJIE WHAMBUAYAJIbHBIX MpEANpPUHUMATENEH, WIN IOPUINUYECKUX JIHIL
Pecnybnmuku  benapyce, apyrux opraHuzanuii, oOpaTtuBmmMXcs —(oOpalnarommxcsi) —3a
OCYIIIECTBJIEHUEM aIMUHUCTPATUBHOMN MPOILETYpHI.

2. B mHacrosmedt VMHCTpYKIMH NPUMEHSIOTCS TEPMHHBI B 3HAYCHMSAX, OIpPEIEICHHBIX
crateell | 3akoHa.

3. HlefictBue  Hacrosimedt  MHCTpyKIMM  HE  pacmpocTpaHseTcs  Ha  BeJICHUE
JIEJIONPOU3BO/ICTBA MO OTHOUIEHMSIM, yKa3aHHbIM B a03alax BTOPOM—ABEHAJALIaTOM MyHKTa |
cTatbu 2 3aKkoHa, a TaKXke MO0 OoOpalleHHsM TIpaxJaH, B TOM 4YHCIE HHIUBUAYaJIbHBIX
npearpuHUMAaTeNel, 1 IOPUANYECKUX JIMIL, TTOPSI0K PACCMOTPEHUSI KOTOPBIX periiaMeHTUPYeTCs
3aKOHOJIATENILCTBOM 00 0OpaleHHsIX TpaskIaH U IOPUAMYECKUX JIULI.

4. Jlenonpon3BOACTBO MO aJMUHUCTPATUBHBIM MPOIEAypaM BEAETCS LIEHTPAIU30BAHHO U
(MnM) AeLEHTPATU30BAaHHO, OT/AEIBHO OT IPYTUX BHUJIOB JEJIONPOU3BO/ICTBA.

4% UTIC «OTAJIOH» Bepcus 6.7 21.04.2017

it | Hayuonanvnoui yenmp npasosoii ungopmayuu Pecnyoruxku benapyce




5. JlenonpousBoACTBO O aIMUHUCTPATUBHBIM  IPOLEAYpPaM  OCYIIECTBISAETCS
YIIOJTHOMOYEHHBIMH JTOJDKHOCTHBIMH JINLAMHU.

6. Peructpanist TOKyMEHTOB I10 OCYIIECTBJICHUIO aJMHHUCTPATHBHBIX MPOLEAYp B
OTHOLICHHH 3aWHTEPECOBAaHHBIX JIUL OCYHIECTBIIAETCA C HCIOJIB30BAHMEM OJHOM U3
PETUCTPAIIMOHHO-KOHTPOIBHBIX (DOpPM: aBTOMATU3MPOBAHHOW (DJIEKTPOHHOMW), KapTOYHOU (B
pPErucTpaliMOHHO-KOHTPOJIBHBIX KapTOUKaX ), )KypHaJIbHOM.

PerucrpaninoHHO-KOHTPOJIbHBIE (POPMBI BEAYTCS COTJIACHO MPUIIOKEHUIO, €CIIM WHOE He
IIPElyCMOTPEHO 3aKOHOIATEILCTBOM.

B peructpaninoHHO-KOHTPOJIBHBIE (POPMBI MOTYT BKIIIOUATHCS PEKBU3UTHI, HEOOXOAUMBIE
Juis  oOecrieyeHMsl ydera, KOHTpPOJII U IIOMCKa JIOKYMEHTOB U (MJM) CBEAECHUH IpHu
OCYIIECTBJIEHUHU aIMUHUCTPATUBHOMN NPOLIEYpPhl U IPUHITUH aJMUHUCTPATUBHOTO PEILICHUS.

VYIOIHOMOYEHHbIE OpPIraHbl BIpPaBe MCKIOYATh U3 PETUCTPALIMOHHO-KOHTPOJIBHBIX (HOpM
PEKBU3UTHI, CBEICHHUSA MJISi 3aAlOJIHEHUS KOTOPBIX OTCYTCTBYIOT B CBSI3M CO crHenu(ukoit
OCYILIECTBIIIEMBIX aIMUHUCTPATUBHBIX MPOLIETYP.

7. Bce moctynawoomuye B YHNOJHOMOYEHHBI OpraH 3asBICHMsI 3aUHTEPECOBAHHBIX JIUI,
a/IMUHUCTPATUBHBIE kKaJl00bl PETUCTPUPYIOTCS B AEHB II0JJa4U B YCTAHOBJIEHHOM HOPSIJIKE.

8. AnMuHHCTpaTHBHAS KaI00a 3aMHTEPECOBAHHOTO JIUIA HA IPUHATOE a/IMUHUCTPATUBHOE
pELIEHUE PErucTpUPYETCs OTACIBHO OT 3asBICHMs 3aMHTEPECOBAHHOIO JIMLA B IOPSIKE,
YCTaHOBJICHHOM Hactosied MHcTpykuuei.

9. IloBTOpHBIM ~ 3asBJICHHUSAM 3aUHTEPECOBAHHBIX JIMI[ MpPU MX I[OCTYIJICHUH B
YIIOJHOMOYEHHBII OpraH B TEUEHUE KaJICHIAPHOTO IoJia NPUCBAUBAETCS PETUCTPALlMOHHBIN
MHJECKC MIEPBOTO 3asBJICHUS WM OYEPEIHONU NHICKC.

10. 3asBneHHne 3aMHTEPECOBAHHOTO JIMIA, TIOIaHHOE B YCTHOH (hopMe, B YITOJIHOMOYEHHOM
OpraHe Y4MTBHIBAa€TCS B PErHMCTPALIMOHHO-KOHTPOJIBHOW (opme, MNpUHATOM Ui  ydeTa
IIACBMEHHBIX 3asBJICHUN C COOTBETCTBYIOLIEH TIOMETKOM «II0JaHO YCTHOM.

11. KoHBepTbl OT HOCTYNUBUIMX 3asBJICHUI 3aMHTEPECOBAHHBIX JIUL, MPETyCMOTPEHHBIX
ab3ameM TpeThuM IyHKTa 2 craThu 14 3aKoHa, COXpaHSIOTCS B TEX Cly4asix, KOrja TOJBKO IO
HUM MO>XHO YCTaHOBHUTB aJIpeC 3aMHTEPECOBAHHOIO JIMIIA WM KOTJa Aara MOYTOBOIO IUTEMIIEIs
CILY’KMT ITOATBEPIKICHUEM BPEMEHU X OTIPABICHUS U MOTYYECHHUS.

12. PeructpallOHHBIH  MHJEKC JOKyMEHTaM, HEOOXOIMMBIM JJsi  OCYIIECTBICHUS
aJMHUHHUCTPATUBHBIX NPOLEAYP, U MPUHATHIM aIMUHUCTPATUBHBIM PELICHUSIM MPUCBAUBAETCS B
COOTBETCTBUU C IPUHATON CUCTEMOM PETUCTPALIMU TOKYMEHTOB B YIIOJTHOMOYEHHOM OPraHe.

13.B rocymapCTBEHHBIX OpraHax, HWHBIX OpPTaHM3AlMUAX JEJIOMPOU3BOJICTBO  TIO
JIeNIeTUPYEMbIM UM 3aKOHOAATENbCTBOM 00 aIMHUHHUCTPATUBHBIX MPOLEAYPAX MOTHOMOYHSIM I10
pUEMY, MOATOTOBKE K PACCMOTPEHUIO 3asiBICHUN 3aMHTEPECOBAHHBIX JMII U (WIM) BbIIAYe
aJIMUHUCTPATUBHBIX pPELIEHUH BEAETCS B COOTBETCTBUM C Hactosued WHcTpykumedt nmbo
HOPMAaTHUBHBIMHM TIPAaBOBBIMM aKTaMH, HPUHUMAaEeMbIMH YIIOJIHOMOYEHHBIMH OpraHaMu Ha
OCHOBaHUM Hacrose MHcTpykunu.

14. Xon paccmoTpeHMs 3asBJIEHHUS 3aWHTEPECOBAHHOTO JIMIA, HAlpaBJICHHBIE 3aIlpOChI,
NOJyYeHHbIE JIOKYMEHThl M (MJIM) CBEIEHHs, pe3yJlbTaT HPUHATOrO aJIMUHHCTPATUBHOTO
pelieHus o OCYIIECTBIICHUIO aJIMMHUCTPaTUBHON MPOLEAYpHI, yYBEIOMJIEHHE
3aMHTEPECOBAHHOTO JIMIA O MPHUHATOM AIMMHUCTPATUBHOM PEIIEHUHU JOJKHBI ObITh TOYHO U
CBOEBPEMEHHO OTPa’KEHBI B COOTBETCTBYIOIIEH I'pade perucTpaiioHHO-KOHTPOIBHON (POPMBI.

15. KoHTpOJIb 32 pacCCMOTPEHUEM 3asBICHUN 3aMHTEPECOBAHHBIX JIUI] B YIIOJIHOMOYEHHOM
OpraHe BEJETCS C HCIOJIb30BaHHUEM aBTOMAaTU3UPOBAHHOW (3JIEKTPOHHOM) CHCTEMbI KOHTPOJIS
1100 PerucCTpaliMOHHO-KOHTPOJIBHBIX KapTOUYEK MU JKypHAJIOB.

16. Pe3ynpTar NpHHATOTO B THCBMEHHOW (opMe aIMHHUCTPATHBHOTO pEHICHUS 00
OCYILECTBIICHUH AJMMHUCTPATUBHOM Mpoueaypbl WiM 00 OTKa3e B  OCYLIECTBICHUHU
aJMUHHCTPATUBHONW MpPOILEypbl BHOCHUTCS B COOTBETCTBYIOLIYIO TIpady perucrparroHHO-
KOHTPOJILHOM (POPMBI ¢ yKa3aHHEM €ro JaThbl U HOMEpa.

17. KonTpoab 3aBepuiaercs, €ciud aIMUHUCTPATUBHOE pelIeHHE 00 OCYyIeCTBICHUH
aJIMUHUCTPATUBHOM mpolenypsl MiIM 00 OTKa3e B OCYIIECTBICHUH aAJIMHUHUCTPATHUBHON



IpoIeypsl MPUHATO B MUCbMEHHON (opMe, B TOM YHCIE MOCPEACTBOM BHECEHHMs 3alluceil B
PETUCTPBI, PEECTPhl, MPOTOKONbI, OAHKU JaHHBIX, WHBIE JOKYMEHTBHl WM HH(OPMaIOHHbIE
pECypCHI.

18. B perucrpaliuoHHO-KOHTPOJIBHOW (hOpME Takke JenaeTcss OTMETKa o0 OTKase B
OPUHATHH 3aBJICHUS 3aWHTEPECOBAHHOTO JIMIA, MEPEJaHHOTO IO IMouyTe JH00 B BHUC
3JIEKTPOHHOTO JOKYMEHTAa, WMJIM €ClIM TaKoe aJMHHHUCTPATUBHOE pEIICHHE M0 TPeOOBaHHIO
3aMHTEPECOBAHHOTO JIMLA O(GOPMIIIIOCH B TUCBMEHHOH (opMme.

19. AaMuHUCTpaTUBHOE pellIeHUe, MPUHIATOE B XOJ€ IpUeMa 3aUHTEPECOBAHHOTO JIMLA B
ycTHOM (popMe, MOIICKUT OOBSIBICHUIO 3aMHTEPECOBAHHOMY JIMIy M PE3yJbTaT NPHUHITOTO
aJIMUHUCTPAaTUBHOTO DELIEHHUs OTMEYaeTcs B COOTBETCTBYIOLICH TIpade perucrpanuoHHO-
KOHTPOJIbHOM (y4eTHO#) (GOpMBI, B KOTOPOH PpETUCTPUPOBAIUCH (YUUTHIBAIUCH) YCTHBIE
3as1BJICHHUS.

20. 3aBepeHre KONMI CIPAaBKH WM JPYTOTO JOKYMEHTA, BBIIAHHOTO YIOJTHOMOYECHHBIM
OpraHoM 1O 3asBJICHHIO 3aWHTEPECOBAHHOIO JHUIA, O(QOpMIIAETCS B COOTBETCTBUU C
['ocynapctBennbiM ctangaptoM Pecrmy6muku bemapycs CTB 6.38-2004 «YuuduuupoBaHHbie
cucteMsl JoKkyMeHTanuu PecnyOiuku benapyck. Cucrema opraHn3almoOHHO-pacopsIuTeaIbHON
JokyMeHTanuu. TpeOoBaHus K OQOPMIIEHHMIO JIOKYMEHTOB», €CIM 3aKOHOJATEIIbCTBOM HE
IPeIyCMOTpEHa HEOOXOAMMOCTh HOTapUaJIbHOTO CBHJETEIbCTBOBAHMS KOIMH TAaKOH CHpPaBKU
WIH IPYrOro JOKYMEHTA.

21. Ha kaXxJ0M HCIIOJIHEHHOM 3asiBJIEHUM 3aMHTEPECOBAHHOIO JIMLA I10CNe NPUHATUS
YIOJTHOMOYEHHBIM OpPIaHOM aJMHHHCTPATUBHOTO pEIICHUs (3a UCKIIOYEHHEM Ciydas OTKa3a B
IOPUHATUM 3asBJICHUS 3aMHTEPECOBAHHOIO JIMIA) JeJIaeTCsl OTMETKa 00 MCIOJHEHUH U
HAIPaBJIEHUU €r0 B JIENO.

B cnydae oTka3a B NPUHATUM 3asBJICHUS 3aMHTEPECOBAHHOIO JIMIA B PETUCTPALIMOHHO-
KOHTPOJILHOM (opMe JenaeTcs OTMETKa O MPHHATUU TaKOTO PEUICHHWS W HalpaBICHUH €ro B
neno. IIpu 3ToM 3asBiIeHHE BO3BPALIAECTCS 3aMHTEPECOBAHHOMY JIMILY BMECTE € IIPUIaraeMbIMH K
3asBJICHUIO IOKYMEHTAaMU U (WJIM) CBEJICHUSIMH.

22. Ilpu Bblaye JMYHO 3aWHTEPECOBAHHOMY JIMILY aMHUHHCTPATUBHOIO pELICHMs, JTU00
BBIMMUCKA W3 HEro, Ju0O W3BEHICHWS O TMPHUHITOM aAJIMHHUCTPATHBHOM  pEIICHUH
3aMHTEPECOBAHHOE JIMIO PACHUCHIBACTCS B UX MOJYYEHUHU C IPOCTABICHUEM JaThl I10JIy4EHHUS.

B peructpannoHHO-KOHTPOJIBHOM (QopMe JenaeTcsi COOTBETCTBYIOIIAsh OTMETKa 00
YBEIOMJICHHM 3aUHTEPECOBAHHOIO JIMIA O NPHUHATOM aJIMMHHUCTPAaTHBHOM DEIIEHUU B CIIydae
€ro HamnpaBJIeHUs HAPOUHBIM (KypbepOM), IO [TOYTE, B BUE MEKTPOHHOTO JJOKYMEHTA WJIM UHBIM
CHoco0OM U J1aTa HalpaBJIeHHUS.

23. Cpok XpaHEHHUs 3asiBIICHUI 3aWHTEPECOBAHHBIX JIUI], JOKYMEHTOB U (MJIM) CBEICHUA,
HEOOXO/JUMBIX JJIsl OCYLIECTBICHMS aJMHHHMCTPATUBHOW MpPOLENyphl, CHPABOK WM HHBIX
JIOKYMEHTOB, BbI/IaBA€MbIX 3aWHTEPECOBAHHBIM JIMLIAM IIPU OCYIIECTBIEHUU aJMUHUCTPATUBHON
IpOIEeTyphl, ONPEEseTCsl B COOTBETCTBUU C aKTaMH 3akoHo1aTenbcTBa Pecnyonuku benapycs.

24. JIOKyMEHTBI IO OCYIIECTBICHUIO aJMUHUCTPATUBHBIX MPOIEIYpP, KOIMHH BBIIaHHBIX
a/IMUHUCTPATUBHBIX pelIeHUH (B HEOOXOAMMBIX Cilydasix) (GOpMHUPYIOTCS B YIOJIHOMOYEHHOM
Oprase B JieJla B COOTBETCTBUU C YTBEPKJICHHOW HOMEHKIJIATYpOM Je.

B nene moryr QopmupoBarhcs 3asBIEHUS, JOKYMEHTHl M (WIM) CBEIEHHUS IO BCEM
aJMHHHMCTPATUBHBIM TMpOIEAypaM WJIM O KaXJAOW M3 HHUX B 3aBUCUMOCTH OT KOJUYECTBa
00pa3yIONIMXCs TOKYMEHTOB M OCYIIECTBISIEMbIX aIMUHICTPATUBHBIX MPOLIEAYP.

[Io 3agBrmeHusiM, JOKyMeHTaM W  (WIM) CBEJEHHUAM IO  OCYLIECTBIISIEMbIM
aJIMUHUCTPATUBHBIM TPOLEAYpaM B OTHOLICHHM TPAXJIaH M IOPUAMYECKHX JIMI[ TaKKe MOTYT
(bopMHUPOBATHCS CAMOCTOSITENILHBIE JIENA.

3asBneHMs, JOKYMEHTBHl M (MJIHM) CBEIEHHsS MO OCYHIECTBISEMBIM aIMHHUCTPATUBHBIM
npoueaypaM MOTYT (GOpMHpPOBAThCS B Jiela TpaXJAaH W IOPUIMYECKUX JIMI, BeAyIIHecS B
rOCy/IapCTBEHHBIX OPTaHaX, MHBIX OpraHU3alHsIX.



25. Ilpu opmupoBaHuM e HpPOBEpseTCs NMPaBHIBHOCTh HANpaBJICHUS TOKYMEHTOB B
JIeNI0, UX IMOJHOTa (KOMILIEKTHOCTh). HeucrnonHeHHble 3adBICHMs 3aUHTEPECOBAHHBIX JIML, a
TaKXe HEeNPaBWIHHO 0()OPMIICHHBIE TOKYMEHTHI 110 MX UCIIOJIHEHHIO B JIeJIa HE MO/ IIINBAIOTCSI.

26. Ilo ncTeyeHNM yCTAHOBJIEHHBIX CPOKOB XPAaHEHHs JOKYMEHTBHI 110 OCYIIECTBJICHHUIO
QIMUHUCTPATUBHBIX IPOLEAYP MOJUIEKAT YHUYTOKEHHUIO B IIOPAJKE, YCTAaHOBJICHHOM
peciiyOIMKaHCKMM OpPraHOM T'OCYAApPCTBEHHOI'O YIPABJIEHUs, B BEJEHUHM KOTOPOIO HaXOIATCS
BOIIPOCHI aPXUBOB U JIEJIONPOU3BOJICTBA.



[Ipunoxenue

k MHCTpyKIIMU O OpsIIKE BEACHUS
JIeNIOTIPOU3BOACTBA 110 AIMHUHUCTPATUBHBIM
IIpoLEAypaM B TOCYIapCTBEHHBIX OpraHaXx,
WHBIX OpPTaHU3aIHAX

CocTaB peKBU3UTOB
PerucTpanuOHHO-KOHTPOJILHOI (popMBbI perucTpanuu
3asiBJIEHU I 3aMHTEPEeCOBAHHBIX JIUIL

No

(perucTpalioHHbIN UHIEKC)

@amunus, coOCTBEHHOE MMS, OTYECTBO, MECTO >KUTEJIBCTBA (MECTO MpeObIBAaHMS) TPpaXKTaHUHA
WIA HAUMEHOBAHHWE M MECTO HaXOXKJIEHHs IOPUANYECKOro JIMIA, KOHTAKTHBIA TeneoH

dopma nogauu 3asBICHUSA
Jarta mogauu 3asBICHUS
KonnuecTBo 1UCTOB 3asiBIECHUA

KonnuecTtBo 1UCTOB JOKYMEHTOB M (MJIM) CBEIACHMM, IPEJICTaBICHHBIX 3aUHTEPECOBAHHBIM
JULOM

JlaThl, MHAEKCHI* TIOBTOPHBIX 3asBICHHUMA
HaumenoBanue aqMUHUCTPATUBHON TPOLIEYPBI

Hcnomuurens
CpoK UCTIOTHEHUS
X0/l pacCMOTpEHUS

OTMeTKa © HaIlpaBJICHUKU 3asjBJICHHUA B COOTBeTCTBYIOH_[I/Iﬁ ynOJIHOMO‘lGHHBIfI opran H
YBCAOMIICHUN 00 3TOM 3aMHTCPCCOBAHHOI'O JIMLIA

JlaTa U HOMCD MMPHUHATOTO aAMUHUCTPATUBHOI'O PCIICHUA
Pe3y.]'IBTaT IMPUHATOTO AAMUHUCTPATUBHOTI'O PCIICHUSA

OTtMmerka 00 YBEJOMJIEHUM 3aMHTEPECOBAHHOTO JIMIA O TMPHUHATOM aJMUHUCTPATUBHOM
pelieHnn
OTMmeTKa O CHATUU C KOHTPOJISA
JIokymMeHT noamuT B Aeso Ne I

*[IpocTaBIsIFOTCS TPH IPHUCBOCHUH TTOBTOPHOMY 3asIBJIIEHHIO OYE€PEJHOTO PErHCTPAIMOHHOTO HHJIEKCA.



