PEKOMEHJIAINN MUHUCTEPCTBA IOCTUIIUU PECITIYBJIMKH BEJIAPYCb
19 wiona 2010 2.

PexomeHganum mo pa3MelieHHIO B FOCY/IapCTBEHHBIX OpPraHax
U MHBIX OPraHu3anusaX HH(GpOPMAIUH 1JIsl TPAKIAH 0 padoTe
HA OCHOBe 3aSIBUTEJIbHOI0 NPUHIUIIA «OHO OKHO»

1. Hacrosme Pexkomennamnuu pa3paboTaHsl Ha OCHOBaHMM 3akoHa PecmyOnmku bemapych
«O06 ocHOBax aIMHUHUCTPATUBHBIX Mporeayp», Ykasa Ilpesunenta Pecryonuku bemapychk ot 26
anpenss ~ 2010r.  Ne200 «OO6  agMHHHCTPAaTHUBHBIX  MPOLEAYpaxX,  OCYIIECTBISEMBIX
rOCYJapCTBEHHBIMHM OpraHaMH M MHBIMU OpraHU3alUsAMU 110 3asBJICHUSAM IpakJaH» (naiee - Yka3
Ne 200).

2. B rocynapcTBeHHOM oOpraHe, MHOW OpraHu3alMM, K KOMIIETEHIIMH KOTOPBIX OTHOCHUTCS
OCYILIECTBJICHUE aJIMUHUCTPATUBHON MPOLEAYPH! (Jajiee - YIOJIHOMOUYEHHBIM OpraH), MOryT ObITbh
OIpeJIeJIeHbl MHBbIE MOPAJOK M CHOCOOBbI pa3MelleHus MHPOpMaLuu Ui IpakJaH Ha OCHOBE
3asiBUTEJILHOTO MPHUHIMIA «OJHO OKHO» C YYE€TOM HOPM 3aKOHOJATEJbHBIX AKTOB, YKa3aHHBIX B
nyHkre | Hactosmux PekomeHnnauuid.

3. B ynoiHOMOYeHHOM OpraHe B JOCTYITHOM IJisi 0003peHHs MecTe (Ha MH(POPMALMOHHBIX
CTeHJaX, Tabso W (WIM) HMHBIM CIOCOOOM) pasmermiaercs HH(poOpMamus, 3a HCKIIOUYCHHEM
OTHOCAILEHCA K TOCYIAapCTBEHHBIM CEKpETaM, KOMMEPYECKOW WM WHOW OXPAHIEMOM 3aKOHOM
TalHe:

-0 CTPYKType YIOJIHOMOUYEHHOIrO oOpraHa (CTpyKTypa /OJDKHAa HMETh TIpaduyeckoe
n300pakeHre MOJYMHEHHOCTH IO/pa3AeieHui YIOJTHOMOUYEHHOIO OpraHa pyKOBOJIUTENIO U €ro
3aMECTUTEIISIM);

- 0 PYKOBOJAMTENIE M 3aMECTHUTENSIX PYKOBOAMTENS YHOJIHOMOYEHHOTo opraHa (hamuinmy,
COOCTBEHHBIE UMEHA, OTUECTBA, 3aHUMaeMasl JI0OJKHOCTb, MECTOHAXO0X/IEHNE, HOMEepa CIyXKEeOHbIX
TenedoHoB);

- 0 pexuMe paboThl YIIOJTHOMOYEHHOI'O OpraHa u rpaguke nmpreMa rpaxiaH;

- 0 HaMMEHOBAaHWM aJMHMHHUCTPATUBHBIX MPOLENYDP, OCYLIECTBIISIEMBIX YIOJIHOMOUYEHHBIM
OpraHoM (HaMMEHOBAHUS AaJIMUHUCTPATUBHBIX MPOLEAYpP [OJIKHBI COOTBETCTBOBATH IEPEUHIO
aIMMHHUCTPATUBHBIX TPOLENYpP, OCYIIECTBISEMBIX TIOCYAAPCTBEHHBIMH OpraHaMd MW HWHBIMH
OpraHu3alMsMU 10 3asBICHUSAM TpaxkaaH, yTBepxkacHHoMY YkazoMm Ne 200. He nomyckaercs
IIPOU3BOJILHOE TOJIKOBAaHUE JTAHHOTO NIEPEYHS], a TAKXKE €0 PacIIuPEHUE);

-0 TMEepeyHsX JOKYMEHTOB W (WIM) CBEIEHUM, MpPEeICTaBISEMbIX 3aUHTEPECOBAHHBIMU
JUIIAMH, a TPU HEOOXOAWMOCTH - O TOPSAIKE MX 3aloJIHEHHs M TPEACTaBICHUS TIpa)KIaHaAMH
(manHass uWHGpoOpMaIUs JIOJDKHA COOTBETCTBOBATh IMEPEYHIO aJMUHUCTPATUBHBIX MPOLEIYD,
OCYILECTBIISIEMBIX TOCYIAapCTBEHHBIMH OpPraHaMH W HWHBIMM OpraHU3alUsSMU 10 3asBJICHUSIM
rpakiaH, yreepxkaeHHoMy Ykazom Ne 200);

- 0 CpPOKax OCYILECTBJICHMs aAMMHHMCTPATUBHBIX IPOLEAYpP, CPOKaX AEHCTBUS CIPABOK MM
OpYTUX  JIOKYMEHTOB (pelIeHMii), BbIJaBaeMbIX (NMPUHUMAEMbIX) TIPU  OCYIIECTBICHUU
aIMMHHUCTPATUBHBIX MpPOLEAYP, a TAKXKE€ O pa3Mepe IUIaThl, B3UMAEeMOM IIpH OCYIIECTBIECHUU
aJIMMHHUCTPATUBHBIX MIPOLIEYD;

- 0 MECTOHAXOXJIEHUH, HOMEpe CIyKeOHOro TtenedoHa, (GpamMuINH, COOCTBEHHOM HMEHH,
OTYECTBE, JOJKHOCTH pabOTHHMKA YIOJIHOMOYEHHOIO OpraHa, BEAYILEro IpHUeM TpaxkIaH II0
BOIIPOCaM OCYUIECTBJIEHUSI aJIMUHUCTPATUBHBIX Ipolenyp. B ciydae BpeMEHHOIro OTCYTCTBUS
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3TOro pabOTHHWKA NaHHAs WHQPOPMAIHS YKa3bIBA€TCS B OTHOIIECHWH BPEMEHHO BBHITIOTHSIONIETO
Takue GyHKIUHA paOOTHHUKA;

- 0 HAMMEHOBAHWH, MECTE HAXOXKJCHHS U PEKUME PAOOTHI BBIIIECTOSIIETO 110 OTHOIICHUIO K
YIOJHOMOYEHHOMY OpraHy B COOTBETCTBUU C €r0 MOJYMHEHHOCTHIO TOCYAApCTBEHHOTO OpraHa,
WHOW OpraHu3anuu;

- popMbl (OTaHKW) JTOKYMEHTOB, HEOOXOIWMBIX JUIsi OOpallleHHus 3a OCYIIECTBICHUEM
aJIMUHHUCTPATHBHBIX TMPOIEIYp, MPEIyCMOTPEHHBIC 3aKOHOJIATEILCTBOM 00 aJIMHUHUCTPATUBHBIX
npoueaypax. Ilpu s3Tom rpaxaanaM pa3bsCHIETCS MOPSIIOK UX 3aM0OIHEHUS U TPEJICTaBICHHUS,

- 00 0053aHHOCTH 3aMHTEPECOBAHHOTO JIMIIA BHECTH IUIATy 3a BBIAAYY JOIMOJHUTEIHHBIX
JOKYMEHTOB M (WMJM) CBEIEHUHN, HEOOXOAMMBIX [UJIsi OCYILECTBJICHHS aJIMHUHUCTPATUBHOMN
MPOLEAYPHl U 3aIPANTUBAEMBIX YIOJTHOMOYCHHBIM OPTaHOM CaMOCTOSITENIHO (€CNIM Takas IuiaTa
MPeyCMOTPEeHA 3aKOHOIATEIbCTBOM), IPEIBAPUTEIHLHO IO HAMPABJICHHS 3alIPOCOB U IPEICTaBUTh
B YIIOJJHOMOYEHHBIN OpraH JIOKyMEHT, NOATBEPKAAIOIINI BHECEHUE TAKOW IIAThI,

- 0 IIpaBax M 0053aHHOCTAX TPaXKJaH MPU OCYIIECTBICHUHN aIMUHUCTPATUBHBIX MIPOLIEYD;

- 0 TIOPSIKE ¥ CPOKaxX 00XKAJIOBAHUS IIPUHATHIX aIMHHUCTPATHBHBIX PEIICHUN.

B nocrymnom ans 0603penus Mmecte (Ha MHGOPMAIIMOHHBIX CTEHJAaX, Tablo U (WJIK) UHBIM
CrIocoO0M) MOXKET TaKXKe pa3MelIaTbes CIeayroIias uHpopManus o padoTe ¢ IpaXKAaHAMH Ha
OCHOBE 3asBUTEJILHOTO MPUHIIUIIA «OJHO OKHOM:

- 0 TeneOHAX «TOPSYUX» JIMHUM;

- 0 MECTOHaxXxOXJIeHuHu, (pamMuiIuu, COOCTBEHHOM HMEHH, OTYECTBE, HOMEpE CIy>KeOHOTro
TenedoHa, JOHKHOCTH pPAOOTHHKA, OCYIIECTBISIIONICTO TPEABAPUTEIHFHOEC KOHCYJIHTHPOBAHUE
rpaxaaH WK NPeABAPUTENbHYIO 3alliCh HA TIPUEM;

- 0 MECTEe HAXOXKJICHUS KHUTH 3aMEYaHUU W MPEIIOKCHUNW U O MECTOHAXOKICHUH, HOMEPE
ciyxeOHoro TenedoHa, (QamMuINK, COOCTBEHHOM WMEHHU, OTYECTBE, JOJDKHOCTH pPAaOOTHHKA
YIIOJTHOMOYEHHOTO OPTaHa, OTBETCTBEHHOTO 32 BEICHUE KHUTH 3aMEYaHU U TIPEIOKCHU.

Kuaura 3ameuanuii u TpemioKeHUH [ODKHA BBIJABaThCS MO TIEPBOMY TpPEeOOBAHUIO
rpaxxJTaHuHa 0€3 JIOMOJHUTEILHBIX BOIIPOCOB U 00CYKICHUH.

- 0 TIEPEYHSIX TOKYMEHTOB U (WJIM) CBEICHHM, 3ampaliiBacMbIX YIIOJIHOMOUYEHHBIM OpraHOM
JUTSL OCYIIIECTBIICHUS 3 IMUHUCTPATUBHBIX MPOIEAYP, C YKa3aHHEM IMpaBa IPaXKTaHUHA MIPEICTABUTH
JaHHBIE JIOKYMEHTBHI U (WJIM) CBEIEHHUS caMOCTOsATeNnbHO. HMHdopmamuss o TOM, dYTO
YIIOJTHOMOYCHHBIH OpraH caMm 3ampaliiBacT yKa3aHHBbIC B JIAHHOM IEPEYHE JOKYMEHTHI W (WIIN)
CBEICHHUS, TOJDKHA OBITH BBIJENEHA 00Jiee HACHIIICHHBIM JHUOO LBETHHIM MIpU(TOM W BUIHA AJIS
rpaxJaH;

- 0 MecTe HaXOXJICHUS, PeKUME padOThl OMKAUIIIX OAHKOBCKUX YUPEKJIEHUH, pacueTHBIC
cuera;

- IPUMEPHBIE PEKBU3UTHI 3aMOJNHEHHUS JIOKYMEHTOB U (WJIHM) CBEACHHWH (3asBIEHUS),
HEOOXOJIUMBIX TPU OCYIISCTBICHUN aJMUHUCTPATUBHON MPOLEAYphl, B ClIydae OTCYTCTBHUS B
3aKOHOAATENhCTBE 00 aJIMUHUCTPATUBHBIX TMPOIEIypaX yCTAaHOBJICHHBIX ¢opM (OIaHKOB)
JTOKYMEHTOB.

4. [Ipn HEOOXOAMMOCTH B JOCTYIHBIX UIsi 0003pEHUs TPa)KIaH MeCTaX IOMOJTHHUTEIBHO K
nH(popManuy, ykazaHHOW B IYHKTe 3 HacTosmmX PexomeHmaruii, peKOMEHAYeTCs pa3MelaTh
TEKCTHl HOPMATHBHBIX MPABOBBIX aKTOB, PETIIAMEHTUPYIONIUX OCYIIECTBICHHE aIMUHUCTPATUBHBIX
poLeAyp, INOO M3BJICUCHUS U3 HUX, dJICKTPOHHBINA ajipec, OQUITHATBHBIN CAalT YITOJTHOMOYEHHOTO
oprana B TJI00albHON KOMITbIOTEpHOUW ceTH MHTepHeT, a Takxke WHYH HHpopMaius o pabore
YIOJTHOMOYEHHOT'O OpraHa.

Bonpoc o0 HeoOXxoauMocTu pa3MmenieHus WHQPOpPMAlWM, YKa3aHHOW B YacTH IEpBOH
HACTOAIIET0 IyHKTa, peIIaeTcs pPYKOBOAHUTENEM YIOJIHOMOUYEHHOTO opraHa (K Tpumepy,
IIOCPEACTBOM M3JIaHUS IPUKa3a).



5. PykoBomuTens  yHOJHOMOYEHHOTO OpraHa Ha3HAyaeT JIMIO, OTBETCTBEHHOE 32
pa3Menienne uHHpopManMu O padOTe YMNOJTHOMOYEHHOIO OpraHa Ha OCHOBE 3asBUTEIBHOIO
MPUHIUIA «OJAHO OKHOY (Jajiee - OTBETCTBEHHOE JIUIIO).

OTBETCTBEHHOE JIMIIO HECET MEPCOHAIBbHYI0 OTBETCTBEHHOCTH 3a MOJHOTY, JOCTOBEPHOCTb,
HQ/JIeKaIlee pachojoXeHne WHQPOpPMAaluU, CBOCBPEMEHHOCTh €€ OOHOBJECHHs (IaHHBIC
00513aHHOCTH MOTYT OBITh 3aKpEIUICHbI B JIOJDKHOCTHOM MHCTPYKIIMM OTBETCTBEHHOTrO Jjuia). B
cllyyae BPEMEHHOI'O OTCYTCTBHS OTBETCTBEHHOI'O JIUIIA PYKOBOAUTENIEM YIIOJTHOMOYEHHOTO OpraHa
JOJKHBI OBITH MPHUHSITHL MEPHI MO 00ECIIEYEHUI0 CBOEBPEMEHHOTO0 M HAJJIEKAIEr0 BBIOIHEHUS
(GyHKIMH OTBETCTBEHHOTO JIMLIA APYTMM PAOOTHUKOM JAHHOTO OpraHa.

6. Undopmanusa o paboTe yrnoJIHOMOUYEHHOTO OpraHa Ha OCHOBE 3asBUTENILHOTO MPHUHIIUIIA
«OJTHO OKHO» OOHOBJISIETCS HE MO3THEE JHs, CICIYIOLIETo 3a THEM, KOT/Ia OTBETCTBEHHOMY JIMILY
CTaJIi U3BECTHBI JaHHBIE U3MEHEHUSI.

PykoBoauTENb YIIOJIHOMOYEHHOTO OpraHa 0O €ro 3aMeCTHUTEeNb O0s3aHbl 00eCHeYnuTh
HEe3aMeUINTEIbHOEe O3HAKOMJICHHE OTBETCTBEHHOro IuIa ¢ uHpoOpMaiued, KoTopas BieueT
HEOOXOMUMOCTh  W3MCHECHHS  (OOHOBJICHHS, aKTyaim3anuu) wuHDopMamuu O  pabore
YIIOJTHOMOYEHHOTO OpTraHa Ha OCHOBE 3asBUTEIHHOTO MPHUHIIMIIA «OJHO OKHO» (Hampumep, MmyTem
3aKpeIuieHUs] B TpUKaze O0s3aHHOCTEH paOOTHHKOB, OTBEUYAIOMIMX 3a COJCp)KaHUE, MOJHOTY H
JIOCTOBEPHOCTh COOTBETCTBYIOIIEH HHPOpMAUU O paboTe CTPYKTYPHBIX MOApa3IeieHuil
VIIOJTHOMOYEHHOTO OpraHa, HEe3aMeIJIMTEIbHO NPEAOCTABISATh OTBETCTBEHHOMY JIAILY KOIIUU
JOKYMEHTOB, COJIep KaIluX UH(POPMALIHIO O TPOU3OIICIIINX U3MEHEHUSX ).

7. Uadopmanust o pabore YyHOJTHOMOYEHHOTO OpraHa Ha OCHOBE 3asSBUTEIHHOTO MPHHIIUIA
«OJHO OKHO» pa3MeIIaeTcsi B MecTax, 00eCleUHBAIONINX MIUPOKYI TOCTYMHOCTh HH(pOpPMAIUH
(TmepBBIii ATaX 3aHUs, 3AaHUMAEMOT0 YITOJTHOMOYEHHBIM OPTaHOM, HarlpuMep, B Qoiie, BecTudroe).

JlocTyn B JaHHbIE MecTa [JOJDKEH OBITh CBOOOJHBIM B THpefenaXx BpeMEeHH paboThl
VIIOJITHOMOYEHHOTO OpraHa © He JODKeH OBITh OrpaHHuYeH KAaKUMH-THOO BHEIITHUMH
MPEMSITCTBUSIMH, HATPUMED, TTOCT OXPAHBI, 3aKPHIThIE TYPHUKETHI U HHBIE.

WNHupopmaiiysg MOKET pazMelaThes JJI0ObIM cCIOCOO0M, 00eceYnBarOIIUM JIOCTYITHOCTD 3TOM
uHbOpMalMU Ul TPpaXkJaH, HapuMep, B BUJE MH(POPMALMOHHBIX CTEHJOB, TabJO, CTOEK, TyMO,
MH(OKHNOCKOB.

B cnywae, ecin ymOJTHOMOYEHHBIM OpraH 3aHMMaeT HE BCE 3JaHHE U HE HUMEeTcs
BO3MOYKHOCTH PACIIOJIOKUTh MHPOPMAITUIO Ha MEPBOM 3TaXke, IPU BXOJE B 3[IaHHE JOJDKHO OBITh
pa3MeleHo 0ObsIBIEHHE O MECTE HaXOXKICHHS JaHHOHM HH(pOpMaLnu.

Ompenenenue criocoba pasMenieHuss UHGOpMaIUU O padOTe YIMOJIHOMOYEHHOTO OpraHa Ha
OCHOBE  3afBUTEJILHOTO  MPHUHLMUIA  «OAHO  OKHO»  OCYILIECTBISIETCA  PYKOBOJHUTEIEM
YIIOJTHOMOYEHHOTO OpraHa.

Nudopmanus o paboTe yrMoOJTHOMOYEHHOI'O OpraHa Ha OCHOBE 3asBUTEIBHOIO MPHUHIIMIIA
«OJTHO OKHOY» MOXKET PacrojiaraThCsi TAKXKE B MHBIX TIOMETIEHHSIX, TOCTYITHBIX JIJISl ITUPOKOTO Kpyra
noceturenei (OIOPO MPOMYCKOB, CHpPaBOYHBIE CIYXKObI, KOHTPOJBbHO-TIPONYCKHBIE MYHKTBI M
WHBIE).

8. udopmarmonHsle CTeH b (Ta0s10, CTOWKH) PEKOMEHYETCsI BHIIOJIHSTH B €IMHOM CTHIIE C
obmmM  odopmiienueM nomenieHus. Pa3smep kaxmoro creHga (CTOMKM)  ompeaensieTcs
CaMOCTOSITENIbHO. BBICOTY pa3MerieHus 11e1ecoo0pa3Ho pacCUUTHIBATh HA CPEAHUN POCT 3asiBUTEIS
(ue Boimie 170 cm u He Hike 140 cm).

KonnyectBo nH(pOpMAIMOHHBIX CTEHNIOB (Tabj0, CTOEK) ONpenensercss Ucxols U3 o0beMa
pasmernaemMoi HHPpOpMaIuH.

B HmxHe#ll yactum uH(OpMAMOHHOTO CTeHAa (Tabyio) merecooOpa3HO Pa3MeCTUTh CTOJ
(croliky, TymOy) I pa3MelieHUs BeIIeH IMOCEeTUTENeH | TMPEJOCTABJICHHS YCIOBUH s
OCYIIECTBICHHSI HEOOXOAUMBIX 3aMHCEN U 3aI0JIHEHHS JOKYMEHTOB.



9. B nHazBanuu WHGOPMAIMOHHOTO CTEeHAA (TabJ0) YKa3bIBAIOTCSA CIOBA «OJHO OKHO» B
Ka4yecTBE OTJ/ICIBHOIO Ha3BaHMs JIMOO YacTH Ha3BaHUS WHQPOPMAIMOHHOTO cTeHaa (Tadio).
HaszBanue pacronaraercsi B BepXHei 4acTu HH(POPMALMOHHOTO cTeH a (Tabio).

Wudopmanus mpomkHa OBITh NPEACTABICHA B CUCTEMAaTH3UPOBAHHOM BHJIE TEMATUYCCKHUMU
Omokamu, ymoOHOM Ui TMPOYTEHHS M TMOHMMaHUs TpaxigaH. HamOonee BaxnHas uHpopmarus
pacroyiaraeTcsi B IIeHTpe HHGOPMAIMOHHOTO cTeHna (tadso). Mudbopmamus mo Kaxaomy
MEPEeUYHCICHHOMY B IYHKTE 3 HacTosmux PekoMeHnanuii BOnpocy JA0JKHA HAUMHATHCS ¢ HA3BaHUS
JaHHOTO Bompoca. MHpopmanus 1Mo OZHOMY BOMPOCY MIOJKHA OBITH BU3YaJbHO OTIENICHA OT
nH(OpMAIIUY TIO IPYTOMY BOIIPOCY.

HNudopMannoHHbII MaTepuall MOXKET ObITh M3TOTOBJICH THIOTPAPCKUM CIIOCOOOM JIHOO TIpH
MOMOIIIM KoMITboTepa mpudrom He meHee 15 nt. MHopmanus ohopmisercs YepHbIM MIPHPTOM
Ha Oenom ¢one. Pazmep mipudra 10omkeH 00eceyuTh BO3MOKHOCTh 03HAKOMIICHUS C TEKCTOM TSI
JIMI] ¢ OCJIA0JICHHBIM 3peHueM. Hazpanue nHPOpPMAIIMOHHOTO cTeHAa (Ta0Jio) U Ha3BaHUE KaXKIOTO
BOIIPOCA, IO KOTOPOMY MPEAOCTABISACTCS MHPOPMALIUS, BBIICISIOTCS YEPHBIM HIPUPTOM OOJIbIICH
HACBHIIIEHHOCTH OO IpyruM LBeTOM. BaxkHas MHQOpManus B TEKCTE MOXET OBITh BBIZEICHA
00J1ee HACBIIIEHHBIM JTHOO0 IIBETHBIM IIPUPTOM.

B ciaydae HeZOCTaTO4HOW OCBEIIEHHOCTH TIOMEIIEHHS, 3aTPYyIHSIOMEH O03HAKOMIICHUE
rpaxaad ¢ uHpopMaIyeH, J0JKHO ObITh 00ECIEUECHO MOCTOSIHHOE OCBEIIEHHE MECT pa3MeEIleHUs
uHpopmanuu. B TeMHOE BpeMsi CyTOK HalTMYMe OCBEIECHHsI 0053aTeIbHO.

MuHucmepcmeo rocmuyuu Pecnybauku benapyco



