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19 urona 2010 1.
PEKOMEH/JIALIMU T10 PASMEIIEHMIO B TOCYJAPCTBEHHBIX OPI'TAHAX U MHBIX
OPITAHM3ALIUAX UTHOOPMALMU AJI5 TPAXKIAH O PABOTE HA OCHOBE
3AABUTEJIBHOI'O ITPUHLUITA
«OJJHO OKHO»

1. Hacrosimme Pekomennariu pazpaboTtansl Ha ocHoBaHMH 3akoHa Pecrybnuku benapycs «O0
OCHOBaX aJIMUHHCTPATUBHBIX Mpoleayp», Ykasa [Ipesunenra Pecnyonuku benapych ot 26
anpens 2010 r. Ne 200 «O6 aqxMHUHHCTPATUBHBIX MPOLEAYPAX, OCYIIECTBIISIEMBIX
rocy/1apCTBEHHBIMU OpraHaAMH U MHBIMH OpraHU3alUsIMU 10 3asiBICHUAM Ipaxaan» (naiee —
VYka3z Ne 200).
2. B rocynapcTBeHHOM OopraHe, MHOM OpraHu3aluu, K KOMIETEHIUH KOTOPBIX OTHOCUTCS
OCYIIIECTBJICHUE aIMUHUCTPATUBHOM NPOLEAYPHI (Jajiee — YIOJHOMOYEHHbBIN OpraH), MOI'yT
OBITh OIpeieNIeHbl MHBIE MOPSAIOK U CIIOCOOBI pa3MelieHusi HHQOpMaIiK I FpaXKaaH Ha
OCHOBE 3aBUTEJILHOIO MPUHIUIIA «OJHO OKHO» C YYETOM HOPM 3aKOHO/ATEIbHBIX AKTOB,
YKa3aHHBIX B MyHKTE | HacTtosumx PekoMennaruii.
3. B ynnoinHOMOYE€HHOM OpraHe B JIOCTYITHOM JUIsl 0003peHUs MecTe (Ha HH(POPMAIMOHHBIX
CTeHJ1aX, Ta0y0 1 (WIK) HHBIM CIIOCOOOM) pa3MelnaeTcs HHPOpMaIHsl, 3a UCKII0UYESHUEM
OTHOCSILIENUCS K TOCYJAPCTBEHHBIM CEKpETaM, KOMMEPUYECKON HUJIM UHOM OXPAaHAEMOM 3aKOHOM
TaliHe:
— O CTPYKTYpE YIOJIHOMOUYEHHOT'0 OpraHa (CTpyKTypa JoJKHA UMETh IpaduyecKoe
H300paxKeHue MOAYNHEHHOCTH TOIpa3AesieHUui YIIOJIHOMOUYEHHOTO OpraHa pyKOBOJIUTEIIO U €ro
3aMECTUTENSIM);
— O PYKOBOJMTEJIE U 3aMECTUTENSIX PYKOBOAUTENS YIIOJIHOMOYEHHOTO opraHa ((haMuinm,
CcOOCTBEHHBIE UMEHA, OTYECTBA, 3aHUMaeMas J0JKHOCTh, MECTOHAX 0%KJIEHUE, HOMEpa
CItykeOHBIX Tesne(oHOB);
— 0 pexrMe paboThI YIIOJIHOMOUYEHHOTO OpraHa U rpaduke npuema rpaxx/iaH;
— 0 HAMMEHOBAHUU aIMUHMCTPATUBHBIX MPOLEAYP, OCYLIECTBISEMBIX YIIOJIHOMOYEHHBIM
OpraHoM (HaMMEHOBaHUS a/IMUHUCTPATUBHBIX MPOLIETYP JOJKHBI COOTBETCTBOBAThH MEPEUHIO
aJIMAHUCTPATUBHBIX MPOLEYP, OCYIIECTBIIIEMBIX I'OCY1apCTBEHHBIMU OPTraHaMH U MHBIMU
OpraHM3alMsIMU 110 3asBJIECHUSAM TpaxkJiaH, yTBep:kaeHHoMY Yka3zom Ne 200. He nomyckaercs
IPOM3BOJILHOE TOJIKOBAHUE JTAHHOT'O MEPEUHSs, a TAK)KE €ro paclIupeHue);
— O MEepEeYHsAX TOKYMEHTOB U (UJIM) CBEICHUH, IPE/ICTABISEMBIX 3aUHTEPECOBAHHBIMU JIMIIAMH, a
pU HEOOXOIMMOCTH — O TIOPSIJIKE UX 3allOJTHEHHUS U TIPE/ICTaBIICHUS TpaXk1aHaMH (JaHHas
uH(popMalus J0HKHA COOTBETCTBOBATDH MEPEUHIO a]MUHUCTPATUBHBIX MPOLEAYD,
OCYILIECTBIISIEMBIX TOCY/IaPCTBEHHBIMU OpPraHaMU U MHBIMU OPTaHU3ALMSMHU MO 3asBICHUAM
rpaxzaaH, yreepxaeHHoMy Ykazom Ne 200);
— O CpOKax OCYILECTBJICHHS aJJMUHUCTPATUBHBIX MPOLEYP, CPOKAX JIEHCTBUS CIIPABOK MU
JIPYTUX JOKYMEHTOB (pelieHui ), BblAaBaeMbIX (IPUHUMAEMBbIX ) IPU OCYIIECTBICHUU
a/IMUHUCTPATUBHBIX MPOLEAYD, @ TAKKE O pa3Mepe IUIaThl, B3UMAEMO NP OCYIIECTBICHUU
aJIMAHUCTPATHBHBIX TPOLIEIYD;
— 0 MECTOHAXO0X/IEHUH, HOMEpe ClIy:keOHOro TenedoHa, haMuinu, coOCTBEHHOM UMEHH,
OTYECTBE, TOJKHOCTU PaOOTHHKA YIOJHOMOYEHHOI'O OpraHa, BEyIEro NpueM rpax/jaaH Mo
BOIIPOCAM OCYILECTBICHHs aIMUHUCTPAaTUBHBIX NpoLeayp. B ciayuae BpeMEHHOT0 OTCYTCTBUSA
3TOro paboOTHHKA aHHask HHGOpMAaIUs YKa3bIBA€TCA B OTHOUIEHUH BPEMEHHO BBITIOTHSIOLIETO
Takue QYHKIUU pabOTHHKA;
— 0 HaUMEHOBAaHMH, MECTE HaXOXKJCHUS U PeKUME PaOOThHI BBIILIECTOSALIETO IO OTHOIIEHUIO K
YIIOJTHOMOYEHHOMY OpraHy B COOTBETCTBUU C €T0 MOAUYNHEHHOCTHIO FOCYIapCTBEHHOTO OpraHa,
WHOHM OpraHu3allNy;
— ¢opMbI (OJ1aHKH) JOKYMEHTOB, HEOOXOIUMBIX JIsi 0OpallieHus 3a OCYIIECTBICHUEM
aJIMUHHUCTPATUBHBIX MPOLIEYP, MPEIYyCMOTPEHHBIE 3aKOHOAATEILCTBOM 00 aIMUHUCTPATUBHBIX
nporenypax. [Ipu 3ToM rpakjaHaM pa3bsACHSICTCS MOPSAAOK UX 3aMOJTHEHUS U PEICTaBICHUS;



— 00 0053aHHOCTH 3aMHTEPECOBAHHOTO JIMIIA BHECTH TUIATY 32 BBIAAYY JOMOTHUTEIBHBIX
JIOKYMEHTOB U (WJIM) CBEJCHU, HEOOXOIUMBIX JJISl OCYILIECTBICHHS aIMUHUCTPATUBHOMN
MPOLEAYPHI U 3aIPANTUBAEMBIX YITOJITHOMOUYEHHBIM OPTaHOM CaMOCTOSITENILHO (©CITH TaKas IjiaTa
MpelyCMOTPEHA 3aKOHOAATEILCTBOM ), IPEBAPUTEIHHO /10 HAIIPABJICHUS 3alIPOCOB U
MPEJICTABUTH B YITOJIHOMOUYEHHBIN OpraH TOKYMEHT, TIOJITBEPKIAIOIINI BHECEHNE TAKOU IJIATHI;
— 0 MpaBax U 00sA3aHHOCTSIX IPaXKAaH MPHU OCYLIECTBICHUH aJJMUHUCTPATUBHBIX MPOLIEAYP;

— O TIOPSAJIKE U CPOKAX 00KaJTOBAHUS MPUHATHIX a[IMUHUCTPATUBHBIX PEIICHUH.

B moctymaoM jutst 0603peHust Mecte (Ha HHGOPMAITMOHHBIX CTEH/IaX, Ta0JI0 U (UJTH) UHBIM
CIoco0OM) MOXKET TaKKe Pa3MEeIIaThCs Cleayrolas HHpopManus o padoTe ¢ rpaxJaHaMy Ha
OCHOBE 3aBUTEJILHOTO MPUHIUIA «OJHO OKHO:

— 0 TenedoHaX «rOPSUNX» JINHUH;

— 0 MECTOHAaXO0XJIeHHUH, (haMUIINH, COOCTBEHHOM UMEHU, OTYECTBE, HOMEPE CIIYKEOHOTO
TenedoHa, T0JKHOCTH pabOTHUKA, OCYIIECTBIISIOMIETO PeABAPUTEIHLHOE KOHCYIbTHPOBAHNE
rpaXkJAaH WK MPeABaApUTEIbHYIO 3aIIUCh HA TIPUEM;

— 0 MECTE HaXOKJCHUS KHUTH 3aMCUaHUI U MPEIJI0KEHUN M 0 MECTOHAX0XKICHUH, HOMEpPE
ciyxeOHoro tenedona, haMuInu, COOCTBEHHOM UMEHU, OTYECTBE, JOKHOCTH pabOTHHUKA
YIIOJTHOMOYEHHOTO OpPTaHa, OTBETCTBEHHOTO 32 BEICHUE KHUTH 3aMEUaHUi U MPEJI0KCHUN.
Knura 3amedanuii u npeyioxkKeHU JOJKHA BBIIABAThCA 110 IIEPBOMY TPeOOBaHUIO IpaKTaHUHA
0€3 JIOMOJHUTEIIBHBIX BOIPOCOB U 00CYKICHUH.

— O MePeYHsX TOKYMEHTOB U (UJIM) CBEJICHUH, 3alpallliBaeMbIX YIIOJTHOMOYEHHBIM OPTaHOM JIJIst
OCYIIECCTBIICHUS aJIMUHACTPATUBHBIX MPOIIETYP, C YKa3aHUEM IIpaBa rpayKIaHIHA MIPEICTABUTH
JaHHBIC JOKYMEHTHI U (UJIK) CBeJIeHUs1 caMocTosTeNbHO. MHopMalus o ToM, 4To
YIIOJTHOMOYCHHBIN OpraH cam 3ampaiiiBacT YKa3aHHbIC B JJAHHOM IIEPEYHE JOKYMEHTHI U (VTN
CBEZICHMSI, TOJKHA OBITH BbIeNieHa 00Jiee HACBIIICHHBIM JIMOO0 IBETHBIM MIPUPTOM U BUAHA IS
rpaXKaaH;

— 0 MECTe HaXOXXJEHUS, peKUMe PabOThI ONMMKaNIINX OAaHKOBCKHUX YUPEKICHHM, pacueTHbIC
cuera;

— IpUMEpHBIE PEKBU3UTHI 3aMIOJTHEHHSI TOKYMEHTOB U (UJIH) CBEJICHUH (3asiBICHNU),
HEOOXOIUMBIX TIPU OCYIIECTBICHUH aIMUHUCTPATUBHON MPOIIETYyPHI, B CIIy4ae OTCYTCTBUS B
3aKOHOJATENHCTBE 00 aIMUHUCTPATUBHBIX MPOLIEypaX YCTAaHOBICHHBIX (opM (OITaHKOB)
JIOKYMEHTOB.

4. ITpu HEOOXOAMMOCTH B IOCTYITHBIX AJIs1 0003peHUSI TPAXKIaH MECTaX JOTMOTHUTEIBHO K
uH(pOopMalnH, YKa3aHHON B IyHKTE 3 HACTOSAIMMX PekomeHanuii, peKOMeHIyeTcsl pa3MelaTh
TEKCThl HOPMATUBHBIX MPABOBBIX AKTOB, PETJIAMEHTUPYIOIIUX OCYIIECTBICHHE
AJIMHUHHUCTPATHUBHBIX MPOIIECTYP, TNOO0 U3BJICUCHUS U3 HUX, dJICKTPOHHBIN ajapec, OQUIIHaTbHBINA
CaliT yOTHOMOYEHHOT'O OpraHa B INI00aTbHOM KOMITBIOTEPHOM ceTH MHTepHEeT, a TakkKe HHYIO
uHpopManus o paboTe YIOJTHOMOYEHHOTO OpraHa.

Bonpoc o HeoOxoaumMocTu pa3menieHus nHhopMaIlui, YKa3aHHON B 4aCTH NIEPBOM HACTOSIIIETO
MyHKTA, PEeIIaeTCcsl PYKOBOJUTEIEM YIIOJTHOMOYSHHOTO opraHa (K mpuMepy, oCpeaCTBOM
U3JIaHUS TIPUKA3a).

5. PykoBOIUTENH YIOJTHOMOUYSHHOTO OpraHa Ha3HAvaeT JIMII0, OTBETCTBEHHOE 32 pa3MelleHUe
uH(popMaIuu o paboTe YIOTHOMOYSHHOTO OpraHa Ha OCHOBE 3asSBUTEIHHOTO MPHHIIUIIA «OTHO
OKHO» (J1ajiee — OTBETCTBEHHOE JIHIIO).

OTBETCTBEHHOE JIMIIO HECET MEPCOHANBHYIO OTBETCTBEHHOCTH 3a TIOJTHOTY, TOCTOBEPHOCTD,
HaJIJIeKaIIee pacroiokeHne HH(popMaIim, CBOEBPEMEHHOCTh €€ OOHOBIICHUS (JJaHHbIC
00513aHHOCTH MOT'YT OBITh 3aKPEIUICHBI B IOJDKHOCTHOM MHCTPYKIIMKA OTBETCTBEHHOTO Jiniia). B
CIIy4ae BPEMEHHOTO OTCYTCTBHUS OTBETCTBEHHOTO JIUIA PYKOBOIUTEIIEM YIIOJTHOMOYECHHOTO
OpraHa JOJIKHBI OBITh MPUHATHI MEPHI IO 00ECTICYSHIIO CBOEBPEMEHHOTO U HAJICKAIIIETO
BBITIOJTHEHUS (PYHKIIHIA OTBETCTBEHHOTO JIMIIA APYTUM PAaOOTHHKOM JAaHHOTO OpTaHa.

6. Madopmarius o paboTe ymoJTHOMOYEHHOTO OpraHa Ha OCHOBE 3asBUTEIHHOTO MIPUHIIUIIA
«OZHO OKHO» OOHOBJISIETCS HE TMO3/IHEE JHSI, CIEIYIOIIEro 3a JTHEM, KOTIa OTBETCTBEHHOMY JIUILY
CTaJIi U3BECTHHI IaHHBIC U3MCHECHHUS.



PykoBomuTENh YIIOTHOMOYEHHOTO OpraHa Ju00 ero 3aMeCTHTENh 00s3aHbI 00ECTIEUUTh
He3aMeUIMTEeIbHOE 03HAaKOMJICHHE OTBETCTBEHHOIO JIMIIA ¢ UH(OpMaIMel, KoTopasi Bile4eT
HE00X0IMMOCTh U3MEHEHUs (0OHOBIIEHUS, aKTyaau3aun) HHGopmaruu o padore
YIOJIHOMOYEHHOT'0 OpraHa Ha OCHOBE 3asiBUTEIbHOIO IPUHIIMIIA «OJJHO OKHO» (Hampumep,
IyTEM 3aKpEIUICHNUs B IPUKa3e 0053aHHOCTEeH paOOTHUKOB, OTBEYAIOIIUX 33 COJCPKAHNUE,
HOJIHOTY ¥ IOCTOBEPHOCTh COOTBETCTBYIOIIEH HHPOPMALIUHU O pabOTe CTPYKTYPHBIX
NOJpa3IeIEHUI YIIOJTHOMOYEHHOTO OpraHa, He3aMeIUTENILHO MPEJOCTABIATH OTBETCTBEHHOMY
JIMILY KOIIUY IOKYMEHTOB, COAEPKAIUX UH(OPMALHIO O IPOU30IIEAIINX U3MEHEHUSX ).

7. Uadopmarus o paboTe yImoJTHOMOYEHHOTO OpraHa Ha OCHOBE 3asiBUTEIBHOTO MPUHIIMIIA
«OJIHO OKHO» pa3MeIlaeTcsi B MECTax, 00eCeunBaOLINX IHUPOKYIO JOCTYITHOCTh HH(OpMALU
(TIepBBIi 3TAX 3/1aHMsI, 3aHUMAEMOT0 YIIOJIHOMOYEHHBIM OPraHOM, Harmpumep, B oiie,
BeCTHUOI0JIC).

JlocTyn B TaHHBIE MECTa JIOJDKEH OBITh CBOOOIHBIM B TIpeiesax BpeMeHH paboThl
YIOJIHOMOYEHHOT'0 OpTraHa M He JI0JKEH OBbITh OIrpaHUUYEH KaKUMH-THM00 BHEIIHUMU
NPENSATCTBUAMH, HAPUMEP, TIOCT OXPaHbl, 3aKPHIThIE TYPHUKETHI U HHBIE.

WNudopmanus MOXKeT pa3mMenarbes JI00bIM cIoco00M, 00€CTIEYMBAIOIIUM JTOCTYITHOCTD 3TOM
UH(OPMALIUK TS TPaXK/IaH, HapUMeEp, B BUI€ MHPOPMAITMOHHBIX CTEHI0B, Ta0J0, CTOEK, TYMO,
WH(OKHOCKOB.

B citydae, ecim yrmmosmHOMOYEHHBIH OpraH 3aHUMAaeT He BCe 37aHNE M HE IMEETCSI BO3MOKHOCTH
pAacIoNoKUTh UH(OPMALIMIO HA TIEPBOM ITAXKE, IPU BXOJIE€ B 3/IaHHUE JOJKHO OBITh pa3MeIleHO
0OBSIBIIGHUE O MECTE HAXOXKICHUS TaHHOH HH()OpMAIIHH.

Onpexnenenue cnocoba pazmereHust “HGopMauu o padboTe yIoJHOMOUYEHHOIO OpraHa Ha
OCHOBE 3asiBUTEJIFHOTO MPHHIINIIA «OJHO OKHO» OCYIIECTBIISIETCSI PYKOBOIUTEIIEM
YIOJIHOMOYEHHOT'O OpIaHa.

HNudopmanus o pabore ymoJTHOMOUYESHHOTO OpraHa Ha OCHOBE 3asBUTEIFHOTO IPUHIIHUIIA «OIHO
OKHO» MOJKET pacrolaratbCsl Tak)ke B MHBIX IOMEIIEHUSX, JOCTYIHbIX JJIS IIUPOKOro Kpyra
noceTuTesei (01opo MPOIYCKOB, CIIPABOYHBIE CITYKOBI, KOHTPOJIBHO-TIPOITYCKHBIE TyHKTHI U
UHBIE).

8. Unpopmarmonsble cTeH bl (Tal10, CTONKH) PEKOMEHYETCS BBIMOIHATH B €IUHOM CTUJIE C
o0muM oopmieHrneM nomenieHus. PazmMep kaxaoro cresia (CTOMKH) onpenensercs
caMoCTOSITENbHO. BbIcOTy pa3MelieHus 11e51eco00pa3Ho pacCUUTHIBATh HA CPEAHUM pocT
3asBuTens (He Boiie 170 cm u He HIKe 140 cm).

KonnuecTBo HH(pOpMAIIMOHHBIX CTEHI0B (TabJ10, CTOEK) ONpeIesieTcs NCXoisd U3 o0bemMa
pa3menaeMoii uHGopMaIu.

B HmkHe# yactu nHPOpPMAIIMOHHOTO CTeHAa (Tals10) 1eIeco00pa3HO pa3MECTUTh CTOJ (CTOUKY,
TyMOY) JUIs pa3MelleH sl Bellel MoceTUTeNe u NpeioCcTaBIeHNs YCIOBUN ISl OCYIIECTBICHUS
HEOOXO/IMMBIX 3aIHUCell U 3aMOTHEHUS JOKYMEHTOB.

9. B Ha3BaHMM MHPOPMALIMOHHOTO CTeH 1A (TabJI0) YKa3bIBAIOTCS CIIOBA «OJIHO OKHO» B KAYECTBE
OTJIEITLHOTO Ha3BaHUs JTUOO YacTH Ha3BaHUs WH(GOpPMAITMOHHOTO cTeHa (Tabno). Hazanue
pacrioyiaraeTcsi B BepXHeil yacTu HHPOpPMaLMOHHOTO cTeH 1a (Tabo).

WNudopmanus gomKHa OBITH TPEICTaBICHA B CHCTEMATU3UPOBAHHOM BHUJIE TEMAaTHIECKUMHU
650kamMHM, yI0OHOM JUTsl IPOYTEHUS ¥ MOHUMaHUs rpaxaaH. Haubonee Baxxnas nHpopmarus
pacrosaraeTcsi B IeHTpe HHPOPMAIIMOHHOTO cTeHa (Tabino). MudopManus no kaxaomy
NEePEeYHCICHHOMY B IMyHKTE 3 HacTOAMMX PekoMenaanuii Bonpocy 10KHa HAaUMHAThCS C
Ha3BaHU TAaHHOTO Bompoca. MHpopmanus o oJHOMY BOTIPOCY TOJKHA OBITH BU3yaJIbHO
oTJeNeHa OT HH(GOpPMAIIUHU TI0 APYroMy BOIIPOCY.

WNHupopmaninoHHbIN MaTepral MOXKET ObITh U3TOTOBJIEH TUIIOTPapCKUM CIIOCOO0M JINOO MpU
MOMOIIIM KOMITbIOTEpa mpudToM He MeHee 15 nt. Mudopmarust opopmiiseTcst Y4epHbIM
nipudrom Ha 6esom pone. Pazmep mpudra 101KeH 00eCedyuTh BO3MOKHOCTh 03HAKOMJIEHHSI C
TEKCTOM JIJIs1 JIUI] ¢ ocialieHHbIM 3peHreM. Ha3panue nadopmarmonHoro crenaa (tTabmio) u
Ha3BaHUE KaXKA0T0 BOIIPOCA, 10 KOTOPOMY IPEAO0CTABIIAETCS HH(OPMALIHSL, BBIICIAIOTCS



YepHBIM MPU(TOM OOJIBINEH HACKIIIEHHOCTH JIM0O0 APYrUM LBETOM. Backnas mHpopmanus B
TEKCTE MOKET OBbITh BblJeJIeHa 00Jiee HACBIIIIEHHBIM JIM0O [IBETHBIM LIPU(TOM.

B ciydae HerocTaTOYHOM OCBEIIEHHOCTH IMOMEIICHUS, 3aTPYIHSIONIeH 03HAKOMIICHHE TPaXKIaH
¢ uH(dopManue, J0IKHO ObITh 00ECIIEYeHO IOCTOSHHOE OCBELICHNE MECT pa3MELIeHUs
uHpopmanuu. B TeMHOE BpeMs CyTOK HAIMYHE OCBELICHHUS 0053aTEIbHO.

MunucrepcTBo roctuninu Pecyonuku benapych



