IMocranoBiaenne Munucrepcrsa ocruuuu Pb. O6 yreepxkaennn MHcTpyKuumn
0 NMOPsAKe BeAeHHU 1eJIONPOU3BOACTBA 10 A/IMUHUCTPATHBHBIM NPOLEAYPaM
B rOCYAaPCTBEHHBIX OPraHaX, HHbIX OPraHU3aALHUAX

3apeructpupoBano B HPTIA Pb 8 mas 2009 r. N 8/20896

Ha ocnoBanuu nyHkra 1 mocranosienus CoBera Munuctpo Pecyonuku benapych ot 5 mas
2009 r. N 585 "O nopsiake BeeHUs €I0IPOU3BOJCTBA 110 aIMUHUCTPATUBHBIM IIPOLIEypaM B
rOCYy/IapCTBEHHBIX OpraHax, HHBIX opraHuzanusx" MuHucrtepcTBo toctuiuu PecryOmauku
benapycs IIOCTAHOBJIAET:

1. VYrBepautrh npunaraemyro WHCTpYKIUIO O TOpSAKE BEICHUS JEJIONPOU3BOJACTBA 110
aJIMUHUCTPATUBHBIM IIPOLEYPaM B FOCYIapCTBEHHBIX OpPraHax, MHbIX OpraHU3alusiX.

2. Hacrosiee noctaHoBiieHue BCTymnaeT B cuity ¢ 12 mas 2009 r.

Munuctp B.I'.I'onosanos

YTBEPXIEHO
[locTaHOBJIEHNKE
MyHMCTEepCTBa OCTULUN
Pecnybnukm Besapych
07.05.2009 N 39

1. MHCcTpyKIMs 0 MOpsiAKE BEACHUS JEIONPOU3BOJCTBA MO aAMHUHUCTPATUBHBIM MPOLEAYpPaM B
rOCy/IapCTBEHHBIX OpraHax, WHBIX oOpraHuzanusax (naiee - WMHcTpyknus) paspaboraHa B
cooTBeTcTBUM C 3akoHoM Pecny6nuku bemapych ot 28 oktsa6ps 2008 roma "O6 ocHoBax
aaMHHMCTpaTUBHBIX mnponenyp" (HauuonanbHbII peecTp mNpaBOBBIX akToB PecnyOnnku
benapycs, 2008 r., N 264, 2/1530) (manee - 3akoH) W ompenenseT MOPSAIOK BEACHUS B
rOCYy/IapCTBEHHBIX OpraHax, HWHBIX OpraHU3alUsiX, K KOMIETEHIIMH KOTOPBIX OTHOCHUTCS
OCYIIIECTBJIEHUE aJMUHUCTPATUBHOM IMPOLEAYpPHI, IEIONPOU3BOACTBA MO AJIMHUHUCTPATUBHBIM
npoueaypaM B OTHOIIEHUHU rpaxkiaaH PecryOnuku bemapych, HHOCTpaHHBIX TpaXkIaH WU JIUI]
0e3 rpakJ1aHCTBa, B TOM YMCJIE€ WHAMBHUIYATbHBIX MpPEANPUHUMATENCH, WU IOPUIMYECKUX JIHIL
PecnyOnuku  benmapych, napyrux —opraHuzauuif, oOpartuBiiuxcs (oOpamiarommuxcsi) —3a
OCYIIIECTBJIEHUEM aIMUHUCTPATUBHOMN MPOLIETYPHI.

2. B nacrosmieid MHCTpyKUIMHM NPUMEHSAIOTCS TEPMHUHBI B 3HAUCHUSX, ONPEIETICHHBIX cTaTber 1
3akoHa.

3. HdelictBue Hacrosmed NHCTpYKIMKA HE paclpoCTpaHseTCs Ha BEACHUE AEJIOMPOU3BOJICTBA 10
OTHOILEHHSIM, YKa3aHHBIM B a03aliax BTOPOM - IBEHaALIaTOM MyHKTa 1 crateu 2 3aKoHa, a TaKxke
10 00pallleHUsIM IPaX/1aH, B TOM 4YKCIIe UHIUBUAYAIbHBIX MPEANPUHUMATENCH, U IOPUANIECKUX
JIMIL, TIOPSJIOK PACCMOTPEHUSI KOTOPBIX PETIAMEHTHPYETCS] 3aKOHOIATEIILCTBOM 00 00palieHusx
IpaXkJiaH U IOPUINYECKUX JIHII.



4. Jlenonpou3BOICTBO MO aIMUHUCTPATUBHBIM MPOLIEAYPaM BEIETCS HEHTPAIN30BAHHO U (WJIIH)
JELEHTPAIIM30BaHHO, OTACIBHO OT APYTUX BULOB AEIOIPOU3BOACTBA.

5. HeJ’IOHpOI/I?)BOI[CTBO 10 AJIMUHHUCTPATHBHBIM mnmpoucaypam OCYIICCTBIIAACTCA
YIIOJHOMOYCHHBIMU JOJPKHOCTHBIMU JIMLIAMHU.

6. Perucrpanusi TOKyMEHTOB 10 OCYIIECTBICHUIO aJIMUHUCTPATUBHBIX IIPOLEAYP B OTHOLIEHUU
3aMHTEPECOBAHHBIX JIMI[ OCYILECTBIIAETCS C MCIOJIb30BAaHHMEM OIHOM U3 PErucTpaluoOHHO-
KOHTPOJIBHBIX (HOpM: aBTOMATH3MPOBAHHOW (3JEKTPOHHOI), KapTOUHOW (B PErHCTPAllMOHHO-
KOHTPOJIbHBIX KapTOYKaXx), )KypHAJIbHOM.

PerucrpaninoOHHO-KOHTPOJIbHBIE (POPMBI  BEAYTCS COTJIACHO NPUIOKEHUIO, €CIM HMHOE He
IPEIYCMOTPEHO 3aKOHOIATENbCTBOM.

B perucrpanioHHO-KOHTpOJIbHBIE (DOPMBI MOT'YT BKJIIOUAThCSI PEKBU3UTHI, HEOOXOAUMBIE IS
oOecrieueHus y4yeTa, KOHTPOJIS U MOUCKA JJOKYMEHTOB U (MJIM) CBEIEHUMN MPH OCYIIECTBICHUU
aAMUHHMCTPATUBHON IIPOLEAYPHI U IPUHATUU aIMUHUCTPATUBHOTO PELICHMS.

VY1OJIHOMOYEHHEIE OpraHbl BIIPaB€ HMCKIKOYATb U3 PEruCTpairuOHHO-KOHTPOJIbHBIX (bOpM
PCKBU3UTLI, CBCACHUA [JIA 3allOJTHCHHA KOTOPBIX OTCYTCTBYIOT B CBA3U CO CHGIII/I(l)I/IKOf/'I
OCYHICCTBIACMBIX AAMUHUCTPATUBHBIX ITPOLICAYP.

7. Bce mnocrtynaroomuye B YINOJIHOMOYEHHBIH OpraH 3asBIICHUS 3aMHTEPECOBAHHBIX JIUI,
a/IMUHUCTPATUBHBIE kKaJl00bl PETUCTPUPYIOTCA B I€HB I0Jja4d B YCTAaHOBJICHHOM IOPSIIIKE.

8. AJMUHUCTpaTHBHAas »ajio0a 3aWHTEPECOBAHHOIO JUIA HAa NPHUHATOE aJMUHHCTPATHBHOE
pELICHHE PETUCTPUPYETCS OTACIBHO OT 3asBJICHUS 3aUHTEPECOBAHHOIO JIMLA B IOPSIKE,
YCTaHOBJICHHOM Hacrosen Mucrpyknuen.

9. HOBTOpHHM 3asABJICHUSAM 3aMHTCPCCOBAHHLBIX JIUI IIPHU UX IMOCTYIIJICHHUU B ynOJ’IHOMO‘-ICHHBIﬁ
oprad B TCUCHUC KAJICHIAAPHOI0 roga IHIpHUCBAWBACTCA pCFI/ICTpaHI/IOHHHﬁ HHJCKC IICPBOTO
3adABJICHUA UJIN O‘IGpC}IHOﬁ MHICKC.

10. 3asBieHue 3aMHTEPECOBAHHOIO JIMIA, NOJAHHOE B YCTHOW (hopme, B YINOJHOMOUYEHHOM
OpraHe YYWUTBHIBAE€TCSI B PETUCTPAL[MOHHO-KOHTPOJBHOM (opMe, MNpUHATOM [uid  y4era
MACbMEHHBIX 3asBJIICHUI C COOTBETCTBYIOLIEH TOMETKOM "MIOJAHO YCTHO".

11. KonBepTsl OT MNOCTYNMBIIMX 3asBICHUN 3aMHTEPECOBAHHBIX JIMI], IPEIYCMOTPEHHBIX
ab3ameM TpeThbUM IyHKTa 2 cTaThi 14 3akoHa, COXpaHSIOTCSA B T€X ClydyasX, KOTJa TOJBKO IO
HUM MOKHO YCTaHOBUTB aJIpeC 3aMHTEPECOBAHHOIO JIMIIA WM KOI/Ia AaTa MOYTOBOTO IITEMITENS
CIIYKUT IOATBEPKACHUEM BPEMEHHU UX OTIIPABIICHUS U MTOJIYYCHUS.

12. Per HCTpaHHOHHLIﬁ HHIOCKC HAOKYMCHTAaM, HeO6XO,Z[I/IMLIM JJIsL OCYIICCTBJICHHUA
AIMUHHUCTPATUBHBIX NPOUCAYpP, U MPUHATBEIM aAMUHUCTPATUBHBLIM PCUHICHUAM IIPUCBAUBACTCA B
COOTBCTCTBHH C HpHHHTOfI CHCTEMOM peructpanu JOKYMCHTOB B YIIOJJTHOMOYCHHOM OpraHe.

13. B rocynapCTBEHHBIX OpraHax, MHbIX OPTaHU3aLUAX JEJIONPOU3BOJICTBO IO JIEIErUPyEeMbIM
UM 3aKOHOJATeIbCTBOM OO0 aJMUHUCTPATHBHBIX IPOLEAYypax IOJHOMOYMAM II0 IpUEMY,
INOJArOTOBKE K PpAacCMOTPEHMIO 3asBJICHUI 3aMHTEPECOBAHHBIX JMI M (WIM) Bblgaude
aJIMUHUCTPATUBHBIX DEIICHUH BENETCs B COOTBETCTBUU C HacTosmeid HWHcrpykuumeit nu6o
HOPMAaTUBHBIMHM IIPAaBOBBIMH AaKTaMM, IPUHUMACMBIMU YIIOJHOMOYEHHBIMM OpraHaMu Ha
OCHOBaHUU HacTosed MHcTpykuuu.



14. Xonx paccMOTpeHMsI 3asBICHHMS 3aWHTEPECOBAHHOIO JIMIA, HAIpPaBIEHHBIE 3alpocChl,
IOJy4eHHbIE JIOKYMEHTbl W (WJIM) CBEAEHUS, pEe3yJbTaT MPUHATOrO aAMHUHUCTPATUBHOIO
pelieHus 1o OCYLLECTBJICHUIO aJMUHUCTPATUBHOMN IIPOLIEIYPHI, YBEIOMIICHHE
3aMHTEPECOBAHHOIO JIMIA O MPHUHATOM aIMUHUCTPATUBHOM PEIIEHUM JOJDKHBI OBITH TOUYHO U
CBOEBPEMEHHO OTPAKEHBI B COOTBETCTBYIONLIEH I'pad)e perucTpamoOHHO-KOHTPOJIBHON (hOPMBI.

15. KoHTponp 3a pacCMOTpPEHMEM 3asBJICHUN 3aMHTEPECOBAHHBIX JIMI[ B YIOJIHOMOYEHHOM
OpraHe BeJIeTCSl C MCMOJb30BaHUEM aBTOMATHU3UPOBAHHOW (3JIEKTPOHHOI) CHCTEMBI KOHTPOJIS
100 PEruCTPalMOHHO-KOHTPOJIBHBIX KAPTOUYEK WIN KYPHAIIOB.

16. PesympTarT npUHATOIO B MNUCHBMEHHOW (opMe aJIMUHUCTPATHBHOTO pELICHHS 00
OCYILECTBJICHUM aJMUHUCTPATUBHON mpolexypsl HIM 00 OTKa3e B OCYIIECTBICHUU
aJIMUHUCTPATHBHOM TPOLEAYPbl BHOCHUTCS B COOTBETCTBYIOIIYIO TIpady perucTparioHHO-
KOHTPOJILHON (POPMBI ¢ yKa3aHHEM €ro JaThl U HOMepa.

17. KouTposb 3aBepmiaercs, €cld aJMUHUCTPAaTHBHOE peIIeHHEe 00 OCYIIECTBICHUU
aJIMUHUCTPAaTUBHOM mpouenypbl WiIM 00 OTKa3e B OCYUIECTBICHHUH aJAMHUHUCTPATUBHOMN
IpoIeyphl PUHATO B NMUCBMEHHOM (hopMe, B TOM YHCIIE MOCPEJACTBOM BHECCHHS 3amucel B
PETUCTPBI, peecTpbl, MPOTOKOJbI, OAHKU JAHHBIX, WHbIE JOKYMEHTBHl WIH HUH(POPMALUOHHBIE

peCypcChl.

18. B perucrpaninOHHO-KOHTPOJBHON (hopMe Takke AellaeTcs OTMETKa 00 OTKa3e B NMPHUHSATHU
3asBJICHUS] 3aWHTEPECOBAHHOTO JIMIIA, MEPEJAaHHOrO MO ToYyTe JUOO0 B BHJIE SJIEKTPOHHOTO
JIOKYMEHTA, UM €CIM TaKOe aIMUHUCTPATUBHOE PEIICHHE MO0 TPEOOBAHUIO 3aMHTEPECOBAHHOTO
auna ohopMIISIIOCs B TUCBbMEHHON (hopMme.

19. AnMuHHCTpaTUBHOE pELIEHHE, IPUHATOE B XO/I€ IIPUEMA 3aNHTEPECOBAHHOIO JINIA B YCTHOU
dopMe, MOANEKUT OOBSABICHUIO 3aMHTEPECOBAHHOMY JIMIY U PE3yJNbTaT MPUHATOTO
aJIMUHUCTPATUBHOTO PpEIIEHUS OTMEYaeTCsl B COOTBETCTBYIOLIEH Tpade perucTparoHHO-
KOHTPOJIbHOM (yueTHOH) ¢GOopMbI, B KOTOPOWH PpPErUCTPUPOBATIUCH (YUUTHIBAJIUCH) YCTHBIE
3asIBJICHHUS.

20. 3aBepeHHe KOMMH CHpaBKU WIM JPYroro JOKYMEHTA, BBIJAHHOTO YIOJIHOMOYEHHBIM
OpraHoM M0 3asBJICHHUIO 3aMHTEPECOBAHHOTO JIMIA, O(OPMIISIETCS B COOTBETCTBUU C
['ocynapctBennbiM crangaproM Pecnyonmuku benapyce CTB 6.38-2004 "YuuduuupoBaHHbIE
cucteMsbl TokyMeHTauuu Pecnyonuku benapyck. Cucrema opraHU3aliMOHHO-PACIOPSAUTEIbHOM
nokyMmeHTanuu. TpeGoBaHus K OQOPMIIEHHIO JOKYMEHTOB", €CIM 3aKOHOJATEeIbCTBOM HE
IpeIyCMOTPEHa HEO0O0XOAUMOCTh HOTAPUAIBHOTO CBHUETENILCTBOBAHUS KOIUI TakoW CHpaBKU
WIN APYrOro J0KyMEHTA.

21. Ha xkaXaoM UCHOJHEHHOM 3asBJICHUM 3aMHTEPECOBAHHOTO JHMIA TOCIHE MPUHATHS
YIOJIHOMOYEHHBIM OPraHOM aIMUHUCTPATUBHOIO peHIeHUs (32 UCKIIOYEHUEM Ciyyasi OTKa3a B
MPUHATAN 3asBJICHUS 3aWHTEPECOBAHHOTO JIMIA) JENAaeTcs OTMETKa OO0 WCIOJHEHUH U
HaIIPaBJIEHUU €T0 B JEJNO.

B cnydae oTkaza B TPUHATHU 3asBICHUS 3aWHTEPECOBAHHOTO JIMIIA B PETHCTPAIIMOHHO-
KOHTPOJIbHON (opMe AenaeTcsi OTMETKa O MPUHSATHH TAKOTO PEIICHUs U HamlpaBlIEeHUH €ro B
neno. [Ipu aToM 3asBlieHHEe BO3BpAILlAETCsl 3aMHTEPECOBAHHOMY JIMILY BMECTE C MPUJIaraeMbIMU K
3asIBJICHUIO IOKYMEHTaMU U (MJIM) CBEICHUSIMHU.



22. Ilpu BbIIAYe JIMYHO 3aMHTEPECOBAHHOMY JIMIy aJIMUHHCTPATUBHOTO pELICHUS, JMOO
BBIIUCKA M3 HEro, JuOO W3BELIEHUS O MPHUHATOM aJMUHUCTPAaTUBHOM  pELICHUU
3aMHTEPECOBAHHOE JIMLO PACIIACHIBACTCS B UX IOIYYEHUU C IIPOCTABICHUEM JaThl I0Jy4YEHHUS.

B perucrpanmoHHO-KOHTPOJIBHOW  (opMe JenaeTcs COOTBETCTBYIONIAsh OTMETKa 00
YBEJOMIICHHH 3aWHTEPECOBAHHOIO JIMIA O MPUHATOM AaJIMHHUCTPATUBHOM PEUICHUU B CiIy4ae
€ro HalpaBJ€HMs] HApOYHBIM (KyphEpOM), IO IOYTE, B BUJE 3JIEKTPOHHOIO JTOKYMEHTa WJIU
WHBIM CIIOCOOOM U J1aTa HalpaBlIeHUS.

23. Cpok XpaHEHHs 3asBJIICHMM 3aWHTEPECOBAHHBIX JIMI, JOKYMEHTOB W (WJIM) CBEICHUH,
HEOOXOAUMBIX [UJIsl OCYLIECTBJICHUS aJMUHHUCTPATUBHOM TMPOIEAYPHI, CIPABOK WJIM HHBIX
JIOKYMEHTOB, BBIJJABAEMbIX 3aMHTEPECOBAHHBIM JIMIIAM MPU OCYIIECTBICHUU aJMUHUCTPATUBHON
IPOIEeTypHI, ONPEEISETCS B COOTBETCTBUH C aKTaMH 3aKoHoaTenbcTBa Pecnyonuku benapyce.

24. JIOKyMEHTbl IO OCYUIECTBICHHUIO aJIMMHUCTPATHUBHBIX MpPOLENYp, KOMUHU BBIAAHHBIX
aJMMHHUCTPATUBHBIX pEIICHUN (B HEOOXOAMMBIX CiydasiX) (GOpMUPYIOTCS B YHOJHOMOYEHHOM
OpraHe B JieJla B COOTBETCTBUM C YTBEPKACHHOW HOMEHKJIATYpOil Jell.

B Acjie MOryrT @OpMHpOBaTLCH 3ad4BJICHUA, MOOKYMCHTBI U (I/IJ'II/I) CBCACHHA II0O BCEM
AIMUHHUCTPATUBHBIM IIpoLCcAypaM HJIHU 110 KEDKI[Oﬁ N3 HHMX B 3aBUCHMOCTH OT KOJHYCCTBaA
06p33y1-0H_[I/IXCH JAOKYMCHTOB U OCYILICCTBIISICMBIX aIMUHUCTPATHUBHBIX IPOLCAYD.

ITo 3a4BJICHUAM, NOKYMCHTaAM H (I/IJ'II/I) CBCACHUAM II0 OCYHICCTBIIICMBIM aIMHUHUCTPATUBHBIM
npoucaypaMm B OTHOLICHUU TpaXJaH W HOPpUAWNYCCKUX JIUI[ TAKXE MOIrYyT q)OpMI/IpOBaTI)Cﬂ
CaMOCTOATCIIbHBIC ACJIA.

335[BJ'IGHI/I$[, AOKYMCHTBI U (I/IJ'II/I) CBCACHUA 110 OCYHECCTBIIICMBIM aIMHWHUCTPATUBHBIM
npoacaypam MOTyT (I)OpMI/IpOBaTBC}I B JACJIa TpaXdaH W HPUIWYCCKUX JIUI, BECAYHIHUCCA B
TOCYAAapCTBCHHBIX OpraHax, MHbBIX OpraHru3anusax.

25. Ilpu dhbopMupoBaHHUH J€]T TPOBEPSAETCS MTPABUILHOCTH HAMPABIICHUS TJOKYMEHTOB B JI€JIO, UX
MOJTHOTAa (KOMITJIEKTHOCTh). HeucnonmHeHHbIE 3asBICHUS 3aUHTEPECOBAHHBIX JIMI, a TaKke
HEIMPaBUIBLHO O(POPMIICHHBIE TOKYMEHTHI 110 WX MCIIOJHEHHUIO B JieJia HE TIOIITUBAIOTCS.

26. Ilo wucTeYeHMH YCTAaHOBJICHHBIX CPOKOB XpaHEHHUs JOKYMEHTHI IO OCYIIECTBICHHUIO
aQIMUHUCTPATUBHBIX TMPOLEAYp MOMJIEkKAT YHUUTOXKEHUIO B TOPSJIKE, YCTAaHOBJICHHOM
pecnyOIUKaHCKUM OPTaHOM TOCYJAapCTBEHHOTO YIPABJICHHs, B BEJIEHWU KOTOPOTO HAXOJATCS
BOIIPOCHI apXHUBOB U JIEJIONPOU3BOJICTBA.

[Ipunoxenne

K MHCTpyKIIMH O NIOpsIIKE BEACHUS
JIEJIONIPOU3BO/ICTBA 110 a/IMUHUCTPATUBHBIM
IpoLeaypaM B TOCYAAPCTBEHHBIX

OpraHax, MHbIX OpraHU3aLHsIX

CocTaB PEKBUBUTOB
PETUCTPALMOHHO-KOHTPOJIBHOM QOPMEl perucTpalumn
3a9BJIEHUM BaMHTEPECOBAHHBIX JIMIL



(peTrMCcTPalUMOHHEY MHIEKC)

dammnmsa, cCcoOCTBEeHHOEe ¥MMSa, OTYeCTBO, MECTO XUTeJIbCTBa (MecTo NpeObBaHM)
TpaxnaHMHa VI HaVMeHOBaHMe Y MECTO HaXOXIOeHMS OpUOAMYEeCKOTO Jula,
KOHTAKTHEM TejieboH

dopMa nomauy 3asgBIJIEHUS

IDaTa nomadym 3asgaBJIEHUS

KommuecTBO JIMCTOB BaSIBJIEHUS

KoamnuecTBO JIICTOB IOKYMEHTOB u (111m1) CBEeIOeHun, npencTaBJIeHHBEIX
3aMHTEePEeCOBAHHEIM JIMIIOM

OaTel, MHIEKCH <*> IIOBTOPHEIX 3asBJIEHUN

HavMeHOBaHVE aIMMHUCTPATUBHOM NIPOLIENYyPH

JlcriosiHuUTEJIb
CpoOK MCIOJIHEHUA
Xon pacCcMOTpPeHuA

OTMeTKa O HallpaBJIEHUN 3a4dBJIEHUA B COOTB@TCTBY@MM% yHOﬂHOMOquHHﬁ OpTraH "
yBeIooMJIeHUM OO 3TOoM 3aMHTEepeCOBaHHOT'O JIMla

IJaTa M HOMEep OPMHATOIO AIMUHMCTPATMBHOI'O PeIeHUSI
PesynpTaT OPMHATOTO AIMUHMCTPATMBHOI'O PeleHUS

OTMeTKa [e]e} YBEIOOMJIEHUNM 3aMHTEPECOBAHHOI'O JiMlla O INIPMHATOM aIMMHMCTPATVMBHOM

peueHnm
OrTMeTKa O CHATUM C KOHTPOJA
JoKkyMeHT nomumuT B nejio N J.

<*> [IpOoCTaBJATCS I[IPMU [IPUCBOEHUM [IOBTOPHOMY 3asfBJIEHMIO OUEPENHOTO
PEeTUCTPAaUMOHHOTO MHIOEKCA .
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