NOCTAHOBJIEHME MUHUCTEPCTBA HOCTULMU PECNYBJ/IUKU BEJIAPYCb
7 maa 2009 r. N 39

OB YTBEPXAEHUN MHCTPYKL UM O NOPAAKE BEAEHUA
OENOMNPOU3BOACTBA NO AAMUHUCTPATUBHBLIM NPOLEAYPAM B
rOCYAAPCTBEHHbIX OPTAHAX, UHbIX OPTAHU3ALIUAX

(B peq,. noctaHoBneHMA MuHiocTa ot 13.12.2011 N 283)

Ha ocHoBaHMM nyHKTa 1 noctaHoBneHuns CoBeTa MuHucTpos Pecnyb6anku benapycb ot 5 maa 2009
rr. N 585 "O nopsake BeAeHWs nOe/0MNpPOU3BOACTBA MO  aAMMHUCTPATUBHbIM Npoueaypam B
roCyapCTBEHHbIX OpraHaX, MHbIX opraHusauuax" MuHUcTepcTBO tocTuumm Pecnybamku Benapycb
MOCTAHOBNAET:

1. YTBepauTb npwunaraemylo WHCTPYKUMIO O MOpsAAKE BeAEHUsA [e/0npou3BOACTBa MO
aAMMHUCTPATMBHBIM NMpoueaypam B rocyapCTBEHHbIX OpraHax, MHbIX OpraHM3aLmsax.

2. HactosAuwee noctaHoBAeHMe BCTYNaeT B cnay ¢ 12 maa 2009 r.

MwuHuctp B.l.TonoBaHOB

YTBEPXIEHO
[TocTaHOBJIEHUE
MuHMCTEpPCTBA OCTULUMU
Pecnybnmukmu Bejsapych
07.05.2009 N 39

UHCTPYKLUUA
O NOPAAKE BEAEHWA AENONPOU3BOACTBA NO AAMUHUCTPATUBHbLIM
NPOUEAYPAM B rOCYAAPCTBEHHbIX OPTAHAX, UHbIX OPTAHU3ALNAX

(B pea. noctaHoBneHMA MuHiocTa oT 13.12.2011 N 283)

1. VHCTpYKUMA O nopagKe BeAeHUs OeN0oNpPou3BOACTBa MO agMUHUCTPATMBHbBIM Mpoueaypam B
rocyapCTBEHHbIX OpraHax, MHbIX opraHM3aumax (ganee - MHcTpyKumMA) paspaboTaHa B COOTBETCTBUM C
3akoHom Pecnybnukn Benapycb oT 28 okTabpa 2008 roga "O6 ocHoBax aaAMMHUCTPATUBHBbIX Npoueayp”
(HaumoHanbHbIN peecTp nNpaBoBbiX akToB Pecnybnauku benapycb, 2008 r., N 264, 2/1530) (panee -
3aKoH) ¥ onpeaenser NOPALOK BeAEHMA B TOCYAAPCTBEHHbIX OpraHax, WHbIX OpraHM3auuax, K
KOMMNETeHLU MM KOTOPbIX OoTHOCUTCA OCyLLeCTB/IeHNE aAMUHUCTPATUBHOM npoweaypbl,
OeNnonpousBoAcTBa MO  agMMHUCTPATUBHbIM Mpoueaypam B OTHOWEHMM rpaxgaH Pecnybauku
benapycb, WMHOCTPAHHbIX rpaxkgaH WAM nuy, 6e3 rparK4aHCTBa, B TOM YMUC/AEe MHAMBUAYANbHbIX
npeanpuvHUmaTenen, uWAN opugudecknx vy Pecnybnauknm  benapycb, ApYyrvx oOpraHusauui,
06paTUBLUMXCS (0BpaLLAtOLLMXCA) 33 OCYLLECTBIEHNEM aMUHUCTPATUBHOM NpoLeaypbl.

2. B Hactoswen UHCTPYKLUMU NPUMEHAIOTCA TEPMUHbI B 3HAYEHMAX, ONpeseneHHbIX cTatbel 1
3aKoHa.

3. OelictBMe HacToAwen VNHCTPYKLMM He pacnpoCTpaHAeTcA Ha BeAeHUe AeNonpou3BoACTBa Mo
OTHOLUEHMAM, YKa3aHHbIM B ab3aLax BTOPOM - ABEHAALATOM MyHKTa 1 cTaTby 2 3aKOHa, a TaKXe no
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obpalleHMAM rpa)KaaH, B TOM 4YuCie MHAMBUAYAAbHbIX NpeanpuUHUMATENEl, U PUANYECKUX ML,
NOPAAOK PAaCcCMOTPEHUA KOTOPbIX PernameHTUPYeTca 3aKoHO4aTeNbCTBOM 06 06palleHusax rparkaaH u
HOPUANYECKUX NNLL,

(B pea,. noctaHoBneHMA MuHiocTa ot 13.12.2011 N 283)

4. lenonpon3BoACTBO NO aAMUHUCTPATUBHLIM NpoLeaypamM BeAeTcs LEeHTPain30BaHHO U (Man)
AelUeHTPaNn30BaHHO, OTAENbHO OT APYrUX BUAOB Ae/0NPOU3BOACTBA.

5. [lenonponssoacTBO MO agMUHUCTPATUBHbBIM NPoLeaypPaM OCYLLEeCTBAAETCA YNONHOMOYEHHbIMM
OOMKHOCTHBIMU INLLAMM.

6. Pernctpauma AOKYMEHTOB MO OCYLLECTBAEHUIO aAMUHUCTPATMBHBIX NPOLEesyp B OTHOLEHUM
3aMHTEPECOBAHHbIX UL, OCYLLECTBAAETCA C UCMO/b30BAHNEM OAHOW M3 PErnmcTPaLLMOHHO-KOHTPOJbHbIX
$opM: aBTOMaTM3UPOBAHHOM (3/1EKTPOHHOM), KAPTOUYHOM (B PErMCTPALMOHHO-KOHTPOJIbHbIX KapTO4Kax),
KYPHaNbHOWN.

PerncTpaumMoHHO-KOHTPObHbIE  GOPMbl  BeayTCA COINacHO MPWUIOXKEHUIO, €CINM WHOe He
npeaycMoTPEHO 3aKOHOAATEIbCTBOM.

B perucrpauMoHHO-KOHTPOAbHbIE GOPMbl MOTYT BK/OYATbCA PEKBM3UTLI, Heobxoaumble A7
obecneyeHnn yyeTa, KOHTPONA M MOMCKA [OOKYMEHTOB W (MAM) CBEAEHMM NpU  OCYLLEeCTBAEHUM
aAAMWHUCTPATUBHOM Npoueaypbl U NPUHATUM aAMUHUCTPATUBHOIO peLleHus.

YNo/IHOMOYEHHbIE OpraHbl BMNpaBe WCKAOYaTb U3 PErncTpaLMOHHO-KOHTPO/bHBLIX  GOpPM
PEKBU3UTbI, CBEAEHUNA 1A 3aNOJHEHNA KOTOPbIX OTCYTCTBYHOT B CBA3W CO CNEeLUPUKON OCYLLECTBAAEMbIX
aAMWUHUCTPATUBHbIX MPOLEAYP.

7. Bce nocrtynalowme B YNOAHOMOYEHHbIA OpraH 3asB/EHUA 3aUHTEPECOBaHHbLIX /uL,
aAAMUHUCTPATUBHbIE ¥anobbl PErMcTPUPYIOTCA B AeHb NOAAYM B YCTaHOBNEHHOM MOPAAKeE.

8. AOMMHUCTPATMBHAsA »Kanoba 3aMHTEPECOBAHHOrO /iMUa Ha MPUHATOE aAMUHUCTPATUBHOE
pelweHne pPerucTpupyeTcs OTAeNbHO OT 3aABAEHUSA 3aMHTEPECOBAHHOIO /iMua B NOpPAAKeE,
YCTaHOB/IEHHOM HacTosALLe MHCTpYKUMEN.

9. MOBTOPHbLIM 3aABAEHUAM 3aMHTEPECOBAHHbIX AUL, MPU UX MOCTYNNEHUN B YNOAHOMOYEHHbIN
opraH B TeYeHue KajeHAapHOro roga NpUCBaMBaeTCAa PerucTpauMoHHbIA MHAEKC NepBOro 3asB/eHUs
WM oYyepeaHON UHAEKC.

10. 3asBneHMEe 3aMHTEPECOBAHHOIO AMLUA, NOAAHHOe B YCTHOW ¢dopme, B YNOJAHOMOYEHHOM
OpraHe Yy4YuTbIBaeTCA B PErncTPaLMOHHO-KOHTPO/IbHOUW dopme, MPUHATOM ANA y4yeTa NUCbMEHHbIX
3aABJ/IEHWN C COOTBETCTBYIOLLEM NOMETKOM "MoAaHo YyCTHO".

11. KoHBepTbl OT NOCTYNMBLUMX 33ABIEHMI 3aMHTEPECOBAHHbIX /UL, NPeAyCMOTPEHHbIX ab3auem
TpeTbUM MyHKTa 2 ctatbM 14 3aKoHa, COXPAHAIOTCA B TexX CAy4YasAx, KorAa TOJIbKO MO HUM MOXKHO
YCTAaHOBUTb ajpec 3auMHTEePEeCOBAHHOIO /MUA WMAWM  KOraa [faTta MO4YTOBOrO LITEMMNENA  CAYXKUT
NnoATBEPKAEHMEM BPEMEHN UX OTNPABAEHUA U MONYYEHUA.

12.  PerucTpaumMoHHbIt  MHAEKC  AOKYMeHTaM, HeobXxoAuMbIM A  OCYLEeCTBAeHMA
aAMUHUCTPATMBHBIX npoueayp, W MPUHATbBIM aAMUHUCTPATUBHLIM pPeELIeHMAM MNPUCBaMBaETCa B
COOTBETCTBUM C MPUHATON CUCTEMOWN PEerncTpaLmm AOKYMEHTOB B YNONHOMOYEHHOM OpraHe.

13.B roCcyaapcCTBEHHbIX OpraHax, NHbIX OpraHM3auunAax Aenonpon3sodcTBo No Aenermpyembim nm
3aKOHO4ATEeNNIbCTBOM 06 AAMUHUCTPATUBHDBIX Npoueaypax nosHOMo4YumAm nNo npuemy, noarotoBke K
PacCMOTPEHUIO 3anB/IeHUI 3aUHTEPECOBAHHbLIX /ML, U (VI}'WI) Bblga4ye agMUHUCTPATUBHDbIX DEUJEHMﬁ
BeaeTca B COOTBeETCTBMUN C HaCTOFiLIJ,EI‘/JI MHCprKLI,VIGVI nmbo HOPMATUBHbIMKX NMPABOBbIMU aAKTaMMWy,
NMPUHUMaEMbIMU YIMTOJTHOMOYEHHBbIMM OpraHamn Ha OCHOBaHUNA HaCTOHU.Lel)'I MHCTDYKLI,MM.
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14. Xop pacCMOTpEHUs 3asBlEHUs 3aMHTEPECOBAHHOrO /LA, HanpasieHHble 3anpochl,
Nnojly4YeHHble AOKYMEHTbl U (UAU) CBeAEeHUs, pPe3ynbTaT NPUHATOTO aAMUHUCTPATUBHOIO pPeLleHua no
OCYLLECTB/IEHUIO aAMUHUCTPATUBHOM NPOLLeAypbl, yBeAOMIEHNE 3aUHTEPECOBAHHOMO NNLA O NMPUHATOM
aAMUHUCTPATUBHOM PeLleHUN A0/KHbI ObiTb TOYHO U CBOEBPEMEHHO OTPaXKEHbl B COOTBETCTBYHOLLEN
rpade perncTpaLMoHHO-KOHTPOIbHOM GOpPMbI.

15. KOHTpO/b 33 pacCMOTPEHMEM 3aABNEHNI 3aUHTEPECOBAHHDIX UL, B YTOJHOMOYEHHOM OpraHe
BEOETCA C WCMONAb30BAaHMEM aBTOMAaTM3MPOBAHHOW (3/IEKTPOHHOM) CUCTEMbl KOHTpons nbo
PEerucTPaLNOHHO-KOHTPOJIbHBIX KapPTOUEK MW XKYPHANOoB.

16. Pe3ynbTaT nNPUHATOrO B MUCbMEHHOW ¢opMe agMUHUCTPATMBHOMO pelleHus 06
OCYLLECTBNIEHUM agMUHUCTPATMBHOM NMpoueaypbl NaM 06 0TKase B OCYLLECTBAEHUN aAMUHUCTPATUBHOW
npoueaypbl BHOCMTCA B COOTBETCTBYIOLLYIO rpady PerncTpaumoHHO-KOHTPOIbHON GOPMbI C YKasaHUEM
€ro AaTbl U HoMepa.

17. KoHTposb 3aBepluiaeTca, €ecAn  agMUHUCTPATUMBHOE pelleHne 06  ocywecTB/ieHUn
aAMUHUCTPATUBHOW npoueaypbl AN o6 OTKase B OCYLIECTBAEHUW aAMUHUCTPATUBHOKN npoueaypbl
NPWUHATO B NMUCbMEHHON dOpme, B TOM YMCae NMOCPEeACTBOM BHECEHMA 3aMUCEN B PErncTpbl, peecTpsl,
NPOTOKO/bl, BaHKN AAHHbIX, UHblE JOKYMEHTbI MM UHGOPMALIMOHHbIE Pecypcbl.

18. B perncrtpauMoHHO-KOHTPO/IbHON GopMe TaK)Ke AenaeTcs OTMeTKa 06 OTKase B MPUHATUM
3anBJ/IEHMA 3aUHTEPECOBAHHOIO NLA, NepeaaHHoro no no4yte AMb6o B BUAE 3N1EKTPOHHOIO JOKYMEHT],
WKW eciv TaKoe agMUHUCTPaATUBHOE peLleHue no TpeboBaHUIo 3anMHTEPEeCOBAHHOTO AnLA opopmMaAnoCh
B NMCbMeHHOM popme.

19. AAMUHUCTPATUBHOE peLleHne, NPUHATOE B XO4e NpMema 3auHTEePecoBaHHOro Mua B YCTHOM
dbopme, noaNeUT  OBBABAEHUIO  3aMHTEPECOBaHHOMY  AWLY M pe3ynbTaT  MPUHATOrO
aAMMHUCTPATMBHOrO pelleHns OTMEeYaeTCs B COOTBETCTBYIOLEN rpade perncTpaumoHHO-KOHTPO/IbHOM
(yueTHOI) popmbl, B KOTOPOIN PErUCTPUPOBANUCH (YYUTLIBANNCH) YCTHbIE 3asiBAEHUS.

20. 3aBepeHune KOnuin CNpaBKM UM APYroro AOKYMEHTa, BblAaHHOIo yrnoJIHOMOYEHHbIM OPraHoM
Mo 3aABNEHUIO 3aMHTEPECOBAHHOrO /MuUA, OPOPMAAETCA B COOTBETCTBMM C [0OCyAapcTBEHHbIM
cTaHgaptom Pecnybavku benapycb CTB 6.38-2004 "YHubMUMpPOBaAHHbIE CUCTEMbI AOKYMEHTaAUMM
Pecnybanku benapycb. CucTema opraHM3aLMOHHO-PacNopAaNTENbHON AOKYMeHTauuu. TpeboBaHua K
0bOpPMNEHUID  [OKYMEHTOB", €eciM 3aKOHOZATeNbCTBOM He npeaycmoTpeHa HeobxoaAuMocTb
HOTapWaibHOro CBMAETE/IbCTBOBAHMA KONUI TaKOM CNPaBKM WU APYrOro AO0KYMEHTA.

21. Ha Ka)XAoM WCMONHEHHOM 3aABNEHUW 3aUHTEPEeCOBaHHOro /Mua nocjie MNPUHATUA
YNO/IHOMOYEHHbIM OPraHOM aAMWHUCTPATUBHOTO pelleHMa (3a WCKAYEeHMeM CcAayyas OTKasa B
NPUHATUM 3aABEHMA 3aUHTEPECOBAHHOIO ML) AenaeTca OTMeTKa 06 UCNOHEHUU U HanpaBAEHUN ero
B Aeno.

B cnyyae oOTKasa B NPUHATMM 3aABJEHUA 3aMHTEPECOBAHHOTO /AWUA B PErMCTPaLMOHHO-
KOHTPOAbHOM dopMe AenaeTcs OTMETKA O MPUHATUM TaKOTO PELLEHUSA U HanpaB/ieHuu ero B geno. Mpu
3TOM 3afB/IeHVWE BO3BPALLAETCA 3aMHTEPECOBAHHOMY /MLy BMeCTe C MPWaaraembiMU K 3asiBJAEHUIO
OOKYMEHTaMu U (MNK) cBeaAeHUAMM.

22. I'IpM Bblga4vye JIMYHO 3anHTEPECOBAHHOMY MLy aAMUHNUCTPATUBHOIO peleHunA, Mbo BbINUCKK
U3 Hero, nmbo n3geweHna o MNPpUHATOM agMUHUCTPATUBHOM pPELLEHUN 3aMHTEPECOBaHHOE /nUO
pacnucbiBaeTCcA B UX MNOSTy4EeHUU C NPOCTaBAEHNEM AaTbl NONy4EHUA.

B perncrpaumMoHHO-KOHTPO/IbHOW GOpMe AeNaeTca COOTBETCTBYIOWLAA OTMETKA 06 yBeaoMAeHUU
3aMHTEPECOBAHHOMO NMLUA O NPUHATOM agMWUHUCTPATUBHOM pPELUEHWM B C/ydyae ero Hanpas/ieHua
HapoYHbIM (Kypbepom), Mo MoyTe, B BMAE 3/EKTPOHHOrO AOKYMEHTa MAW MHbIM cnocobom M AaTta
HanpasAeHMA.
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23. CpoK XpaHeHua 3afB/IeHUI 3aMHTEPEeCOBaHHbIX WL, AOKYMEHTOB W (MAKW) cBedeHwi,
HEeobXoAMMbIX A1A OCYLLECTBAEHMA aAMUHUCTPATUBHOMN NpoLLeaypbl, CPaBOK UAN WHbIX AOKYMEHTOB,
BblJaBaeMbIX 3aMHTEPECOBaHHbIM /IMLLAM MPU  OCYLLECTBAIEHUM aAMMHUCTPATUBHOW MpoLeaypsl,
onpeaenseTcs B COOTBETCTBUM C aKTaMu 3aKoHoZaTteibetea Pecnybaunku benapyce.

24. [OKyMeHTbl MO OCYLECTBJAEHWUIO aAMWHUCTPATMBHbLIX MpOLeAyp, KOMUM  BblAaHHbIX
aAMMHUCTPATMBHBIX PeLUeHni (B HeobxoauMbIX cay4danx) GopMUpPYOTCA B YNOJHOMOYEHHOM OpraHe B
Jena B COOTBETCTBUM C YTBEPKAEHHON HOMEHKNATYpON aen.

B pene MoryT (I)OpMMpOBaTbCﬂ 3aABneHnAa, AOOKYMEHTbl U (MﬂM) cBegeHnAa no BCeM
AAMUHUCTPATUBHbIM Npouegypam nam no Ka)K,Cl,Ol\/‘I M3 HUX B 3aBUCMMOCTU OT KOJIMYECTBA o6pa3yrou.|,14xcr-|
AOKYMEHTOB U OCyWecTBaAEMbIX agMUHUCTPATUBHbIX nNpoueayp.

Mo 3aABneHMAM, OOKYMEHTaM M (MAU) CBEOEHMAM NO OCYLLECTBAAEMbIM agMWHUCTPATUBHBIM
npoueaypam B OTHOWEHWUW TPaOaH UM IOPUAMYECKMX JIML,  TaKXe MoryT ¢$opmMmupoBaTbhbeA
camocToATe/IbHble Aena.

3anBaeHns, [OOKYMEHTbl M (MAM) CBeAEHMA MO  OCYLWECTBAAeMbIM  aAMUHUCTPATUBHbIM
npoueaypam MoOryT ¢GOpMMPOBaTLCA B Aena rpakaaH M IOpUANYECKMX UL, BeaylumMecA B
rocyAapCTBEHHbIX OpraHax, UHbIX OpraHn3aumax.

25. MNpu popmurpoBaHUM Aen NPoBeEPSETCA NPaBUIbHOCTb HaNpPaBAEHUA AOKYMEHTOB B AE/0, UX
NosIHOTa (KOMNAEKTHOCTb). HencnosHeHHbIe 3afBNEHNS 3aUHTEPECOBAHHbIX /UL, @ TaKKe HenpaBuIbHO
0pOpPMNEHHbIE AOKYMEHTbI NO UX UCMOJIHEHUIO B AeNa He NoALWMBaOTCA.

26. M0 WCTEYEHMM YCTAHOBJIEHHbIX CPOKOB XpaHEHWUA [AOKYMEHTbl MO OCYLWECTBAEeHUIO
aAMUHMCTPATUBHBIX NMPOLEAYP NOANENAT YHUUTOXKEHNIO B MOPAAKE, YCTAHOBIEHHOM Pecnyb/IMKaHCKUM
OpraHoOM rOCYZapCTBEHHOrO YMnpaB/ieHWUsA, B BEAEHWM KOTOPOro HaxXOAATCA BOMPOCbI aAPXMBOB U
AenonponsBoacTsea.

MpunnoxkeHune

K IHCTpYKLWM O nopAaKe BeAeHuA
AenonponssoacTsa N0 aAMUHUCTPATUBHbIM
npoueaypam B rocyAapCTBEHHbIX

OpraHax, UHbIX opraHM3aumax

CocTaB PEKBU3UTOB
PETUCTPALMOHHO-KOHTPOJIBHOM QOPMEl perucTpalumn
3aABJIEHMM BaMHTEPECOBAaHHBIX JIMIL

N

(PerMCTPaLMOHHEIN MHIOEKC)

dammnms, cobCcTBEeHHOE ¥MH4, OTYEeCTBO, MeCTO XUTeJIbCTBa (MeCTO NpeObBaHUA)
rpaxnaHMHa WU HaMMeHOBaHUE ¥ MEeCTO HaXOXIeHMs ©OpUOAMYEeCKOTO JMLa,
KOHTAKTHEM TeJjiedoH

dopmMma nomaum BadaBIJIEHUSA

IlaTa nomaum BasaBJIEHUS

KommuecTBO JIMCTOB 3adgBJIEHUS

KommuecTBO JIMCTOB IOKYMEHTOB u (mrm) cCBeIeHuu, npencTraBJIeHHBIX
3aHTEePECOBAHHBIM JIMIIOM

IaTel, MHIOEKCH <*> [IOBTOPHHX 3aaBJICHUMN

HamMeHOBaHME AIMMHUCTPATUBHOM NIPOLIENYPH




JlcriosHuTEJIb
CpoOK MCIOJIHEHUA
Xon paccMOTpPeHuA

OrMeTKa o HalpaBJICHUN 3a4dBJICHUA B COOTBeTCTByDMMﬁ yHOHHOMOquHHﬁ OopTraH m
yBeIooOMJIEHUM OO 3TOM BaMHTEPEeCOBaHHOT'O JIMiia

DaTa u HOMEP INIPUMHATOI'O AaIMMHMCTPATMBHOI'O PeEUIeHUA
PesynpTaT NDpMHATOTO aIMUHUCTPATMBHOTO pPeEleHUd

OTmMeTKa o6 YBEIOOMJIEHMM 3aMHTEPECOBAHHOI'O JiMla O IPMHATOM aIMMHUMCTPATMBHOM

pelmeHnn
OTMeTKa O CHATUM C KOHTPOJA
JOoKyMeHT nogumT B nOejo N JI.

<F> HpOCTaBHHwTCH npn IIPMCBOEHUMA IIOBTOPHOMY 3a4dBJIESHUIO o4uepenHOoro
pPermMcrTpalMOHHOT'O MHIEKCAa.




