ITIOCTAHOBJIEHUE MUHUCTEPCTBA FOCTUILINHM PECITYBJIMKU BEJIAPYCH
7 mas 2009 r. Ne 39

00 yrBep:xkaeHuu MHCTPYKIUH 0 OPSIAKE BeACHUS
JAeJIONPOM3BOACTBA 110 AAMUHUCTPATHBHBIM IPOLEYPAM B
roCyJAapCcTBEHHBIX OPraHaX, HHbIX OPraHU3ALMUAX

W3meHeHus u JOMOJIHEHUS:
[TocranoBnenne MunuctepctBa toctunuu Pecnyonuku bemapycs ot 13
nexabps 2011 r. Ne 283 (3apeructpupoBano B HanmonansaoMm peectpe - Ne 8/24556
ot 20.12.2011 1.) <W21124556>

Ha ocnoBanuu nynkra 1 nocranosnenust Copera Munuctpos Peciyonuku benapycs ot 5
Mass 2009r. Ne 585 «O mnopsake BeleHHs ACJIONPOU3BOJCTBA 10 aAJMUHUCTPATUBHBIM
mpoleaypaM B TOCYAApCTBEHHBIX OpraHax, MHBIX OpTraHH3alusax» MUHHUCTEPCTBO HOCTHUIUU
Pecniy6nuku benapycs [IOCTAHOBIJIAET:

1. YTBepauts mpunaraemyio WMHCTpYKIMIO O MOpsaKe BeAEHUs AEIONPOU3BOJACTBA IO
aJMUHHCTPATUBHBIM MPOLEAYPAM B TOCYAApCTBEHHBIX OpraHax, MHBIX OpraHU3aIusX.

2. Hacrosiiee mocTaHoBlieHUE BeTynaeT B cuiy ¢ 12 mast 2009 r.

MuHucTp B.I'.I'o;ioBanoB

YTBEPXIEHO

ITocTanoBnenune
MuHuCcTEpPCTBA IOCTULINN
PecrryOnviku bemapych
07.05.2009 Ne 39

HNHCTPYKIUA
0 MOpsAAKe BeleHHd JAeJI0NPOU3BOACTBA 110 A/IMUHUCTPATHBHBIM IpoLEeAypPaM B
rocyAapCcTBEHHLIX OPraHax, HHbIX OPraHU3auaX

1. MHCTpYKIIMST O TIOpSAKE BEACHUS JEJONPOU3BOJICTBA 1O  aIMHHHUCTPATHBHBIM
npolenypaM B TOCYIApCTBEHHBIX OpraHax, WHBIX opraHuzauusax (nanee — WHCTpykums)
pa3paboTaHa B cooTBeTCTBUU ¢ 3akoHOM Pecny6nuku benapych ot 28 okTsa6ps 2008 roga «O0
OCHOBax aJIMUHUCTPATHBHBIX Ipolenyp» (HaunonanbHbIi peecTp npaBoBBIX akTOB PecnyOmnku
benapycp, 2008 1., No 264, 2/1530) (manee — 3akoH) W ONpenesieT TOPSIOK BEIACHUS B
TOCYJapCTBEHHBIX OpraHax, MHBIX OPraHM3alUsAX, K KOMIETEHIMH KOTOPBIX OTHOCUTCS
OCYIIECTBIICHHE aJMUHUCTPATUBHON MPOIETYPHI, IEIOMPOU3BOJCTBA TI0 aIMHHHUCTPATHBHBIM
npolielypaM B OTHOIICHUH TrpaxjaaH PecnyOnuku benapych, MHOCTpaHHBIX T'pa)JaH WM JIUI]
0e3 rpaXJIaHCTBa, B TOM YHCJIEC WHAMBHIYaTbHBIX MPEINPUHUMATEICH, WITH IOPUIHYECKUX JIHIT
Pecny6nuku  benapych, npyrux —opraHuzanui, oOpaTuBIIMXCS (oOpalmarommxcs) —3a
OCYIIECTBIICHHUEM aJIMIHUCTPATHBHOHN MPOLIEAYPHI.

2. B mnacrosimeit MHCTpYKIIMM NPUMEHSIOTCS TEPMHUHBI B 3HAYECHUSAX, ONPEAEICHHBIX
crateell | 3akoHa.

3. HlefictBue  Hactosmied  MHCTpyKUMHM  HE  pacmpocTpaHseTcs Ha  BEJCHHE
JIeJIONIPOU3BOICTBA 110 OTHOILIEHMSAM, yKa3aHHBIM B a03allax BTOPOM—IBEHAILATOM IyHKTa 1
cTatbu 2 3aKOHa, a TaKXke MO OOpalleHUs M TpaxIaH, B TOM YHCIE HWHIWBUAYATbHBIX
penpuHUMaTeNei, 1 FOpUANYECKUX JIHILL, TOPSI0K PACCMOTPEHUS KOTOPBIX PEriaMeHTUPYETCs
3aKOHOJIATENILCTBOM 00 0OpaleHHUsIX TPaKIaH U IOPUAMYECKUX JIUL.

4. JIenonpon3BOICTBO 10 aJMUHHCTPATUBHBIM IPOIElypaM BEIETCs LIEHTPAIU30BAHHO U
(MM) ACLEHTPANTU30BaHHO, OT/AEIBHO OT IPYTUX BHOB JEJIONPOU3BO/ICTBA.

HIIC "5TAJIOH" 6.1 07.02.2013
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5. JlenonpousBoACTBO MO aJAMHUHUCTPATUBHBIM  IIPOLEAYpPaM  OCYILECTBISETCS
YIOJIHOMOYEHHBIMU J10JKHOCTHBIMH JIMLIAMHU.

6. Peructpamyist TOKYMEHTOB IO OCYLIECTBICHHIO aIMHHHUCTPATUBHBIX MPOLEAYp B
OTHOILIEHUM 3aMHTEPECOBAHHBIX JIMIL[ OCYILECTBJIAETCS C MCIOJIb30BAaHHMEM OJHOM U3
PETUCTPAIIMOHHO-KOHTPOJIBHBIX (OPM: aBTOMATH3UPOBAHHOUN (DJIEKTPOHHOM), KapTO4YHOU (B
pPErucTpaliMOHHO-KOHTPOJIBHBIX KapTOUKaX ), )KypHaJIbHOM.

PerucrpaninoHHO-KOHTPOJBHBIE (OPMBI BEAYTCS COTIIACHO IMPHIJIOKEHHIO, €CIIM MHOE He
IPEIYCMOTPEHO 3aKOHOIaTEILCTBOM.

B perucrpanuoHHO-KOHTPOJIBHBIE (YOPMBI MOTYT BKJIFOYATHCSI PEKBU3UTHI, HEOOXOIUMBIE
Juis  o0ecrieyeHHs y4yeTa, KOHTPOJs M IIOMCKa JIOKyMEHTOB M (WIM) CBEISHMH Ipu
OCYIIECTBJICHUH aIMUHUCTPATUBHON MPOLIETyphl ¥ IPUHITUU aJMUHUCTPATUBHOIO PEILICHUSI.

VYIOJIHOMOYEHHBIE OpraHbl BIPAaBE UCKIIOYATh U3 PErHMCTPALIMOHHO-KOHTPOJIBHBIX (OpM
PEKBU3UTHI, CBENEHUS JMJI1 3allOJIHEHUS KOTOPBIX OTCYTCTBYIOT B CBS3U CO cleuupuxoin
OCYILECTBIISIEMBIX a]MUHUCTPATUBHBIX MIPOLIEYP.

7. Bce mocrynaronue B YINOJHOMOYEHHBIM OpraH 3asBiICHMSI 3aUHTEPECOBAHHBIX JIHII,
a/IMUHUCTPATUBHBIE kKaJl00bl PETUCTPUPYIOTCS B I€HB IOJJaUU B YCTAaHOBJIEHHOM TOPSIJIKE.

8. AnMuHHCTpaTUBHAs xanoba 3aMHTEPECOBAHHOTO auna Ha IPUHATOE
aJIMUHUCTPAaTUBHOE PELICHUE PEruCTPUPYETCsl OTIENBbHO OT 3asBJICHUS 3aMHTEPECOBAHHOI'O
JMLA B IIOPsIIKE, YCTAHOBIEHHOM HacTosed MHCTpyKuuen.

9. IloBTOpHBIM  3asBJICHMSM 3aMHTEPECOBAHHBIX JIML[ IpPU HUX TOCTYIUICHHH B
YIOJHOMOYEHHBIN OpraH B TEYEHHME KaJEHJAPHOIO Trojia MPUCBAUBACTCS PETUCTPALMOHHBIN
MHJIEKC IEPBOTO 3asIBJIICHUS UM OYepeTHON MHJIEKC.

10. 3asiBneHne 3aMHTEPECOBAHHOTO JIMIA, IOJAHHOE B YCTHOH (hopMe, B YIOTHOMOUYCHHOM
OpraHe YYWUTBHIBA€TCSI B PETUCTPAL[MOHHO-KOHTPOJBHOM (opme, MNpUHATON uid y4era
MIACBMEHHBIX 3asBJICHUM C COOTBETCTBYIOLIEH TOMETKOM «ITOJAHO YCTHOM.

11. KoHBepTsl OT MOCTYMMBIIUX 3asBJICHUN 3aMHTEPECOBAHHBIX JIUI], MPEAYCMOTPEHHBIX
ab3ameM TpeThbuM NIyHKTa 2 cTaTbu 14 3akoHa, COXpAHSIOTCSA B TeX CIy4asX, KOrJa TOJIBKO IO
HUM MO>KHO YCTaHOBUTbH apec 3aMHTEPECOBAHHOTO JIMIA WIX KOTJa AaTa OYTOBOIO IITEMITENS
CILY’KMT MOATBEPKICHUEM BPEMEHU UX OTIPABIEHUS U MOTYYECHHUS.

12. PerucTpaiiuOHHBIH HMHJEKC JOKYMEHTaM, HEOOXOAUMBIM JUIsI  OCYILECTBIICHUS
aJMMHHUCTPATUBHBIX MPOLEIYP, U NPUHATHIM aJMUHUCTPATUBHBIM PELICHUSIM NPHUCBAUBAETCS B
COOTBETCTBUH C IIPUHATON CUCTEMOM PErMCTPAllMU TOKYMEHTOB B YIIOJJHOMOYEHHOM OpPraHe.

13.B rocymapcTBEHHBIX OpraHax, WHBIX OpraHH3alMAX JEJONPOU3BOJICTBO  TIO
JIeNIeTUpYeMbIM MM 3aKOHOJIATeNIbCTBOM 00 aIMUHHMCTPATUBHBIX MPOLEAYPaX MOJIHOMOYMSM IO
pUeMY, MOATOTOBKE K PACCMOTPEHMIO 3asBJICHMM 3aMHTEPECOBAHHBIX JIMIl M (WIM) BblIaye
aJIMUHUCTPATUBHBIX DEIICHUH BeNeTCs B COOTBETCTBUU C HacTosmed MHcrpykuumeidt nu6o
HOPMAaTUBHBIMHM TPABOBBIMU aKTaMH, MPUHUMAEMbIMU YIOJIHOMOUYEHHBIMH OpraHaMu Ha
OCHOBaHUU HacTosuen MHcTpykuuu.

14. Xon paccMOTpeHHs 3asiBICHUS 3aMHTEPECOBAHHOTO JIMIA, HANpaBJIEHHBIE 3aIpPOCHI,
IIOJIyYEHHBIE JIOKYMEHTBI M (WJIN) CBEIEHUS, DPE3yJAbTaT IPHUHITOIO aJIMUHUCTPATUBHOIO
pelieHuss 1o OCYIIIECTBIICHUIO aJIMMHHUCTPATUBHOM  MPOLEAYPHI, yBEIOMJICHHE
3aMHTEPECOBAHHOTO JIMLA O MPUHATOM aJIMHUHHMCTPATUBHOM DPELICHUU JOJDKHBI OBITh TOYHO H
CBOEBPEMEHHO OTPa’KEHBI B COOTBETCTBYIOIIEH I'pade perucTpanoHHO-KOHTPOIBHON (hOPMBI.

15. KoHTpoJb 32 pacCMOTPEHHEM 3asIBICHUI 3aMHTEPECOBAHHBIX JIUI] B YIIOJTHOMOUYECHHOM
OopraHe BeJIeTCSl C UCIOJb30BaHHMEM aBTOMATU3MPOBAHHOW (AJIEKTPOHHOM) CHCTEMbI KOHTPOJIS
1100 PeruCTPAlIMOHHO-KOHTPOJIBHBIX KapTOUEK MU JKYpHAJIOB.

16. PesynpTar mpUHATOTO B MHUCHBMEHHOW (opMe aaMUHHUCTPATUBHOTO peIIeHUus o0
OCYIIECTBJICHUH aJMUHUCTPATUBHOM mpoumeaypsl HiaM 00 OTKa3e B  OCYIIECTBICHUHU
aJIMUHUCTPAaTUBHOM MpOLEAYpbl BHOCUTCS B COOTBETCTBYIOUIYIO TIpady perucTparuoHHO-
KOHTPOJILHOM (POPMBI ¢ yKa3aHHEM €ro JaThl U HOMEpa.

17. KonTponsr 3aBepuiaercs, €CIM aAMHUHUCTPATHBHOE pEIICHHEe 00 OCYIIECTBICHUHN
aJIMUHUCTPATUBHOM Tpoueaypbl WM 00 OTKa3e B OCYHIECTBICHHWU aAJAMHUHUCTPATHBHOMN
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IpoIeyphl MPUHATO B MUCBMEHHOM (hopMe, B TOM YHCIE MOCPEACTBOM BHECEHHS 3amucel B
PETUCTPBI, peecTphl, MPOTOKOJbI, OAHKU JAHHBIX, WHbIE JOKYMEHTBHl WIN HH(POPMALUOHHBIE
pecypeBl.

18. B peructpaiiioHHO-KOHTPOJIBbHON (opMe Takke JelaeTcs OTMeTKa 00 OTKa3e B
OPUHATHM 3asBJICHUS 3aMHTEPECOBAHHOTO JIMIA, IEPEJAaHHOTO [0 MouyTe Jub0 B BHIE
3JIEKTPOHHOTO JOKYMEHTAa, WM €CIM TaKoe aJMHHHUCTPATUBHOE pEIIEHUE 10 TpeOOBAHUIO
3aMHTEPECOBAHHOTO JIMLA O(GOPMIISIIOCH B TUCBMEHHOU (opMme.

19. AxMuHuCTpaTUBHOE pelleHUe, IPUHATOE B XO0JI€ IpUeMa 3aMHTEPECOBAHHOTO JIMIA B
yCTHOW (hopMe, MOMIECKUT OOBSBICHUIO 3aWHTEPECOBAHHOMY JIMIy M PE3yJabTaT HPUHSATOTO
aJIMUHUCTPAaTUBHOIO PpEIIEHUS OTMEYaeTCsl B COOTBETCTBYIOLIEH TIpade perucTpauoHHO-
KOHTPOJIbHOM (y4eTHOH) (OpMBI, B KOTOPOH PETUCTPUPOBAIUCH (YYUTHIBAINCH) YCTHBIC
3asBJICHUS.

20. 3aBepeHre KONMIA CHPAaBKU WM JAPYroro JOKYMEHTA, BBIIAHHOTO YIMOJHOMOYEHHBIM
OpraHoM [0 3asBJICHHUIO 3aMHTEPECOBAHHOTO JiMLA, O(OPMIISIETCS B COOTBETCTBUU C
['ocynapctBennbiM crangaprom Pecniyomuku benapycs CTb 6.38-2004 «YuuduimpoBaHHbie
cucteMsbl TokyMeHTauuu Pecnyonuku benapyck. Cucrema opraHu3aliMiOHHO-PACHOPSAUTEIbHOM
JNoKyMeHTaruu. TpeOoBaHus K O(OPMIICHHIO JIOKYMEHTOBY», €CIH 3aKOHOJIATEILCTBOM HE
IpeIyCMOTpEHa HEO0O0XOAUMOCTh HOTApPHAJIBHOIO CBUAETEIbCTBOBAHUS KONUM TAaKOM CHpaBKU
WIH IPYTroro J0KyMeHTa.

21. Ha kaXXJ0M HCIOJHEHHOM 3asBJICHMM 3aMHTEPECOBAHHOIO JMLA IOC]E MPUHITUA
YIOJTHOMOYEHHBIM OPraHOM aJIMUHUCTPATUBHOIO PELIEHUS (32 UCKIIOYEHHUEM CiIydasl OTKas3a B
OPUHATUM 3asiBICHUS] 3aMHTEPECOBAHHOTO JIMIA) JejaeTcs OTMeTKa OO0 UCIOJHEHUH U
HaIpaBJIEHUU €r0 B JEIIO.

B cnydyae oTkaza B NPUHATHM 3asBICHUS 3aMHTEPECOBAHHOIO JIMIA B PErMCTPALlMOHHO-
KOHTPOJIbHOM (opMe JAenaeTcsi OTMETKAa O MPUHATHH TAKOro PEIIEHUs U HalpaBJIE€HUH €ro B
neno. [Ipu aToM 3asBiIeHNE BO3BpAIAETCS 3aMHTEPECOBAHHOMY JIMIY BMECTE C TPHJIaraéMbIMU K
3asIBJICHUIO IOKYMEHTaMU U (UJIN) CBEICHUSIMHU.

22. Ilpu BbIaue JIMYHO 3aMHTEPECOBAHHOMY JIMIYy aJMUHHCTPATUBHOIO PELIEHHUs, MO0
BBIIIMCKM M3 HEro, JMOO W3BELIEHUS O TMPUHATOM aJMUHHCTPATUBHOM  pPELIEHUU
3aMHTEPECOBAHHOE JINLO PACIIMCHIBAETCS B UX MOJIyYEHUH C IPOCTABIEHUEM J1aThl TOJYYECHHUS.

B peructpanyoHHO-KOHTPOIBHOM (OpME J[I€NaeTCsl COOTBETCTBYIOLIAs OTMETKa 00
YBEIOMJICHHH 3aMHTEPECOBAHHOTO JIMLA O NMPUHATOM aJAMHHHMCTPATUBHOM DPELIEHUU B CIllydae
€ro HampaBJeHMs HapO4YHBIM (KyphepoM), MO IOYTE, B BMJIE BJEKTPOHHOTO JTOKYMEHTa WIIU
UHBIM CIIOCOOOM M J]aTa HalpaBJIeHUsI.

23. Cpok XpaHEHUs 3asBIICHHI 3aMHTEPECOBAHHBIX JIMII, JOKYMEHTOB W (WIJIM) CBEICHHIA,
HEOOXO/JUMBIX JUISI OCYIIECTBJICHUS aJIMUHHCTPATUBHOM MpPOLENYphl, CIPAaBOK MIM HHBIX
JIOKYMEHTOB, BbIJJABAEMbIX 3aUHTEPECOBAHHBIM JIMIIAM IPU OCYIIECTBIEHUU aAMUHUCTPATUBHON
IpOIeTyphl, ONPEENseTCsl B COOTBETCTBUH C aKTaMH 3akoHo1aTenbcTBa Pecnyonuku benapycs.

24. JIOKyMEHTBI TI0 OCYIIECTBICHHIO aJIMHHUCTPATHBHBIX MPOLEIYpP, KOIHMU BBIAAHHBIX
a/IMUHUCTPATUBHBIX pPEIICHUH (B HEOOXOIUMBIX CIydasx) (HOPMHUPYIOTCS B YINOJIHOMOYEHHOM
OpraHe B JieJla B COOTBETCTBUH C YTBEPKACHHON HOMEHKIIATYpOH Jell.

B nene moryr ¢opmupoBaThCs 3asBIE€HHUsS, JOKYMEHTbI M (MJIM) CBEACHHUS IO BCEM
aJMUHHCTPATUBHBIM MpOIEIypaM WU IO KaXIOM U3 HUX B 3aBUCHUMOCTH OT KOJIMYECTBa
00pa3yIONIMXCs TOKYMEHTOB U OCYIIECTBISIEMbIX aIMUHUCTPATUBHBIX MPOLIEAYD.

[To 3asBneHUsM, JOKyMEHTaM M (WJIM) CBEIEHUSM IO  OCYIIECTBISEMBIM
aAMMHHMCTPATUBHBIM IpOLEAYpaM B OTHOIIEHUHU TPaXJaH U IOPUANYECKUX JIUIL] TAKXKE MOTYT
(OpMHPOBATHCS CAMOCTOSITENILHBIE JIENA.

3asiBIIEHUsA, OKYMEHTHl U (WJIM) CBEAEHHUS IO OCYIIECTBISIEMBIM aJIMUHUCTPATUBHBIM
nporenypaMm MoryT (opMupoBaThCsl B Jella IpaxJaH U IOPUAMYECKUX JIUI, BeIyluecs B
rOCy/IapCTBEHHBIX OPTraHaX, MHbIX OpraHU3aLUsIX.
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25. IIpu ¢dopmMupoBaHUM €7 MPOBEPSETCS MPABUIBHOCTh HANpaBICHUS JOKYMEHTOB B
JIeNI0, UX TOJHOTa (KOMIUIEKTHOCTh). HencrnosnHeHHble 3asBieHHs] 3aMHTEPECOBAHHBIX JIUII, a
TaKXe HEMPaBWIHHO 0()OPMIICHHBIE IOKYMEHTHI 110 MX UCIIOJIHEHHIO B JIEJIa HE MO/ IINBAIOTCS.

26. [lo ucreyeHUH YCTaHOBJIEHHBIX CPOKOB XPAaHEHUS JOKYMEHTBI IO OCYILECTBJICHUIO
QIMUHUCTPAaTUBHBIX IIPOLIEAYP IIOMJIEKAT YHHUUYTOXKCHUIO B IOPSAJKE, YCTAHOBICHHOM
peciyOIMKaHCKMM OpPraHOM TIOCYJapCTBEHHOI'O YIPABIEHMsI, B BEACHUU KOTOPOTO HaXOZATCA
BOIIPOCHI aPXHUBOB U JIEJIONPOU3BOJICTBA.



[Ipunoxxenune

Kk HCTpyKLIUH O OpsiAiKe BEJEHUS
JIeJIOTIPOU3BOJICTBA IO aIMUHHUCTPATUBHBIM
MIpoLEeAYpaM B TOCYTaPCTBEHHBIX OpraHax,
HHBIX OpTaHU3aLUsAX

CocTaB peKBHU3UTOB
PerucTpanMOHHO-KOHTPOJIbHOI (opMBbI perucTrpanun
3asiBJICHH 3aMHTEePeCOBAHHBIX JINL

Ne

(perucTparioHHBIN HHICKC)

(DaMI/IJ'II/ISI, COOCTBEHHOE UMs, OTYECTBO, MECTO KHTCJIIBCTBA (MCCTO HpC6BIBaHI/I5I) I'paXaaHHWHa
WJIM HAUMCHOBAHHWC HW MCCTO HAXOXACHHUA HOPUANYCCKOro JIWIaA, KOHTAKTHBIM TGJIG(l)OH

dopma noaauu 3asiBJICHUS
Jlata nonauu 3asBICHUS
KommuecTBo 1MCTOB 3asBIeHUs

KonnyectBo JMCTOB JOKYMEHTOB M (MJIM) CBEAEHUH, MPEICTAaBICHHBIX 3aUHTEPECOBAHHBIM
JIULIOM

JlaThl, MHIAEKCHI™* OBTOPHBIX 3asBICHUN
HanmenoBanue aiMMHUCTPATUBHON MIPOLIEAYPBI

Hcnonuurens
Cpok ucroaHeHus
X0l pacCMOTpEHUS

OTMmeTka O HampaBJICHUU 3asBJICHHUS B COOTBETCTBYIOIIMH YIOJIHOMOYEHHBIH OpraH H
YBEJIOMJICHUH 00 3TOM 3aWHTEPECOBAHHOIO JINLA

Z[aTa U HOMCD MPUHATOTO aAMUHUCTPATUBHOI'O PCIICHUA
PGSYJ'IBTaT MIPHUHATOTO aIMUHUCTPATUBHOI'O PCIICHUA

OtMeTrka 00 YBEIOMJICHHMH 3aWHTEPECOBAHHOTO JIMIA O TMPUHATOM aJIMHHUCTPATUBHOM
pereHnun
OTMeTKa O CHATUU C KOHTPOJIA
JloxyMeHT moamuT B geno Ne I

*HpOCTaBJ’IHIOTCH IpUu NPpUCBOCHUH ITOBTOPHOMY 3asIBJICHUIO OYCPCAHOTO PETUCTPALIMOHHOT'O MH/JCKCA.



