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PekomeHaauum no pasmeLLeHu1Io B
rocyAapcTBeHHbIX OpraHax U UHbIX OpraHM3aumuax
nHcpopmaLmm ansa rpaxaaH o paboTte Ha OCHOBe
3afBUTENbLHOro NPMHLMNA «OO4HO OKHO»

1. Hacrosimme Pexomennanuu pazpaboTansl Ha ocHOBaHMH 3akoHa Pecryonuku bemapychb
«0O0 ocHOBax aIMMHHUCTPATUBHBIX MpoIeayp», Ykasa [Ipesunenrta Pecnybnuku benapychk ot 26
anpens  2010r. Ne200 «OOG anAMUHHCTPATUBHBIX  TMPOLEAYPaX,  OCYIIECTBISIEMBIX
roCyJJapCTBEHHBIMM OpraHaMHM W WHBIMU OpPIraHU3alUsAMM [0 3asBJICHUAM TpaxIaH» (najuee —
VYkaz Ne 200).

2. B rocynapcTBEHHOM OpraHe, MHOM OpraHu3alMy, K KOMIETEHIIMH KOTOPBIX OTHOCHUTCS
OCYIIECTBJICHUE aAMUHUCTPATUBHON MPOLIEypHblI (1ajiee — yIOJTHOMOYEHHBIN OpraH), MOT'yT ObITh
OIpeieNIeHbl MHBbIE MOPSAZOK U CHOCOObI pa3MelleHuss MHGOpMaLuu A TpakJaH Ha OCHOBE
3asIBUTEJIBHOTO MPUHIIUIA «OAHO OKHO» C YYETOM HOPM 3aKOHOJATEIbHBIX aKTOB, YKa3aHHbBIX B
nyHkTe 1 HacTosimux PekomeHnganuii.

3. B ynoTHOMOYEHHOM OpraHe B JIOCTYITHOM JJIsi 0003peHus MecTe (Ha nH(POpPMAIIMOHHBIX
cTeHaax, Tabmo W (MJIM) HMHBIM CIIOCOOOM) pa3Mmeniaercs HWH(popManus, 3a HCKIOYCHHEM
OTHOCSIILIEHUCS K TOCYIAPCTBEHHBIM CEKpPETaM, KOMMEPUYECKOW WJIM MHOM OXpaHsAEMON 3aKOHOM
TaliHe:

— 0 CTPYKType YIOJHOMOYEHHOIO oOpraHa (CTpyKTypa JOJDKHAa HMETh TIpaduieckoe
n300pakeHe MOAYMHEHHOCTH MOJIPa3/IeIeHUI YIIOJIHOMOUYEHHOIO OpraHa PyKOBOAUTEINIO U €ro
3aMECTUTENSIM);

— O PYKOBOJUTENE M 3aMECTUTEINISIX PYKOBOAMUTENS YHOIHOMOYEHHOTo opraHa ((amunuu,
COOCTBEHHBIE MMEHA, OTYECTBA, 3aHMMaeMas JOJDKHOCTb, MECTOHAXOXJEHUEe, HoMepa
CITy’K€OHBIX TeNe(OHOB);

— 0 pekrMe paboThHI YIIOJIHOMOUYEHHOTO OpraHa 1 rpaduke npruemMa rpax/iaH;

— 0 HaUMEHOBAHMUU AJIMUHUCTPATUBHBIX IPOLEAYD, OCYIIECTBISEMBIX YHIOJHOMOYEHHBIM
OpraHoM (HaMMEHOBAaHMs aJMMHHUCTPATUBHBIX MPOLEAYpP AOJKHBI COOTBETCTBOBATH MEPEUHIO
aIMVHHMCTPATUBHBIX IPOLEAYDP, OCYLIECTBISIEMBIX TOCYJAapPCTBEHHBIMH OpraHAMH M WHBIMHU
OpraHM3alMsIMHU 10 3asBICHUSM TpakJaH, yrBepkaeHHoMy Ykasom Ne 200. He momyckaercs
IPOM3BOJILHOE TOJIKOBAHUE JTAHHOT'O MEPEUHSs, a TAK)KE €ro paclIupeHue);

— 0 MepeyHsX JTOKyMEHTOB M (WJIM) CBEICHHI, MPEICTAaBIIIEMbIX 3aUHTEPECOBAaHHBIMU
JMIIaMH, a IPU HEOOXOIUMOCTH — O MOPAAKE MX 3alOJIHEHHUS M IMPEJICTaBICHUsS TpaXkJaaHaMU
(raHHas MHQpOpMAIUs JOJKHA COOTBETCTBOBATH MEPEYHIO AJAMHHHMCTPATUBHBIX MpPOLELYP,
OCYLIECTBIIIEMBIX TOCYAAPCTBEHHBIMH OpPraHaMM M HMHBIMU OpPraHM3alMsIMH IO 3asBICHUSIM
rpaxkiaH, yTBepkaeHHoMy Ykazom Ne 200);

— 0 CPOKax OCYIIECTBICHHS aIMUHUCTPATUBHBIX MPOLEAYD, CPOKAX IEHCTBUS CIPABOK MIIH
IpYruX JOKYMEHTOB (peuleHHi), BBIJAaBaeMbIX (MPUHUMAEMBIX) MPHU OCYLIECTBICHUU
aIMMHHMCTPATUBHBIX IPOLEAYDP, a TAKKE O pa3Mepe IUIaThl, B3UMAEMOW IPU OCYLIECTBICHUU
aJMUHHUCTPATUBHBIX MPOLETYP;

— 0 MECTOHaXOKICHUHU, HOMepe ciaykeOHoro TenedoHa, GpamMunuu, cOOCTBEHHOM HMEHH,
OTYECTBE, JOJKHOCTH pabOOTHUKA YIOJIHOMOUYEHHOTO OpraHa, BEAYLIEro MpUEM rpakaaH Io
BOIIPOCaM OCYLIECTBJIEHHS aJIMMHHMCTPATHBHBIX NpoLenyp. B ciayuae BpeMEHHOro OTCYTCTBHS
3TOro pabOTHUKA JaHHas MH(GOpPMallUs yKa3blBae€TCS B OTHOILIEHUU BPEMEHHO BBIMTOJIHSIOIIETO
Takue QyHKIUN pabOTHUKA;

— 0 HaUMEHOBAHMHU, MECTE HAXOXKACHUS U PEKUME pabOThI BHILIECTOSIIETO 110 OTHOILIEHUIO
K YIIOJJHOMOUEHHOMY OpPraHy B COOTBETCTBHH C €r0 NOJYUHEHHOCTHIO FOCYIapCTBEHHOI'O OPraHa,
WHOW OpraHu3alluu;



— ¢opmbl (OJ1AaHKH) JOKYMEHTOB, HEOOXOAMMBIX i OOpaIieHus 3a OCYIIECTBICHUEM
aJMHUHUCTPATUBHBIX MPOLEAYP, MPEAYCMOTPEHHBIC 3aKOHOIATEIILCTBOM 00 aIMUHUCTPATUBHBIX
nporienypax. [Ipu 3ToM rpakjaHaM pa3bsCHICTCS MOPSIOK UX 3alIOJHECHUS U IIPEIICTABICHIS,

— 00 00s13aHHOCTH 3aMHTEPECOBAHHOTO JIUIIA BHECTH IUIATy 3a BBIAYy JOMOJHUTEIBHBIX
JOKYMEHTOB W (WJIM) CBEJICHHMW, HEOOXOIUMBIX JJISl OCYIISCTBICHHS aJIMUHHCTPATUBHOW
MPOLEAYPHI U 3aIPANTUBAEMBIX YIIOTHOMOYEHHBIM OPTaHOM CaMOCTOSITENIBHO (€CIIM TaKasl TuiaTa
NPeIyCMOTPEHA 3aKOHOJATEIILCTBOM), NPEABAPUTEIILHO JIO HANpPAaBICHUS 3alpOCOB  H
MPEJICTAaBUTH B YIIOJITHOMOUYEHHBIN OpraH TOKYMEHT, TIOITBEPKIAIONINI BHECEHUE TAKOW IJIATHI;

— 0 TIpaBax U 0053aHHOCTSIX TPAKIAAH NIPU OCYIIECTBICHUH aIMHUHUCTPATHBHBIX IPOIICIYP;

— O MOPSAZIKE U CPOKAX 00KaJOBAHUS MPUHATHIX aIMUHUCTPATUBHBIX PEIICHUH.

B noctynHom st 0603penus mecte (Ha HHOOPMAIMOHHBIX CTEHaX, Taba0 U (WJIH) HHBIM
CrocoO0M) MOKET TaKKe pa3MemaThes cieayromas nHdopManus o padoTe ¢ rpakaaHaMH Ha
OCHOBE 3asIBUTEIBHOTO MPHHIIUTIA «OJTHO OKHOY:

— 0 Tene(oHaxX «ropsiunX» JIUHUM;

— 0 MECTOHAaXOXJICHHH, (aMHIUH, COOCTBEHHOM MUMEHH, OTYECTBE, HOMEPE CIIy>KEOHOTO
TenedoHa, JTOJDKHOCTH PAOOTHHKA, OCYIISCTBIISIONIECTO MPEIBAPUTEIHLHOEC KOHCYJIHTUPOBAHUE
rpaXkJiaH WK MPEIBAPUTEIILHYIO 3aIUCh HA MTPUEM;

— 0 MECTE HaXOXKJICHUSI KHUTH 3aMEYaHU U TIPEUIOKCHUI U 0 MECTOHAXOKICHUH, HOMEpE
ciykebHoro TenedoHa, (GaMUIMU, COOCTBEHHOM HMMEHH, OTYECTBE, JOKHOCTH pPaOOTHHKA
YIOJHOMOYEHHOTO OpPTraHa, OTBETCTBEHHOTO 32 BEICHUE KHUTH 3aMEUaHUi U MPEJI0KCHUN.

KHura 3ameuanuii W TNpeIIOKCHUH JOJDKHA BBIJABATHCSA I0 TIEPBOMY TPeOOBAaHUIO
rpaKIaHuHA 0€3 JOMOIHUTEIBHBIX BOIIPOCOB M 00CYKICHU.

— 0 MEePEYHsIX TOKYMEHTOB U (WJIN) CBEICHUH, 3alpallliBaeMbIX YIIOJTHOMOYEHHBIM OPTraHOM
JUISL  OCYIIECTBJIICHHUSI aJIMWUHUCTPATUBHBIX TMPOLEAYpP, C YKa3aHHEM TMpaBa TpaxkJIaHUHA
NPEJCTaBUTh JAHHBIC JIOKYMEHTHI U (WJIH) CBEACHUS CaMOCTOSTeIbHO. MHpOpMalus o ToM, 4To
YIOJTHOMOYCHHBIN OpraH caM 3alpallinBaeT yKa3aHHBIC B JJAHHOM IepPeYHE JOKYMEHTHI U (WJIH)
CBEJICHMSI, TOJDKHA OBITh BBIJENEeHA 00Jiee HACKHIIIEHHBIM JTHOO0 I[BETHBIM MIPU(PTOM U BUAHA IS
TpaXKaaH;

— 0 MecTe HaxXOXIEHHsS, peXuMe paboThl OmmKalIuX OaHKOBCKUX YUYPEKIACHUMH,
pacyeTHBIC CUETa;

— IpUMEpHBIE PEKBU3UTHI 3alOTHEHHUS] JOKYMEHTOB M (WJIM) CBEICHUU (3asBICHHS),
HEOOXOJUMBIX TIPH OCYIISCTBIICHUU aJMHUHHCTPATHBHOW IMPOIEIYPHI, B CIy4ae OTCYTCTBHS B
3aKOHOJATENFCTBE 00 aJMHUHUCTPATUBHBIX TMPOIEAYpaxX YCTAaHOBIEHHBIX (opM (OIaHKOB)
JIOKYMEHTOB.

4. ITpy HeoOXOIMMOCTH B JAOCTYIHBIX AJI1 0003PEHUSI TPaXJAaH MECTaX JOMOIHUTEIBHO K
uH(pOpMAIINN, YKAa3aHHOW B IMyHKTE 3 HACTOSIINUX PekoMeHmaruii, peKOMEHIyeTcsl pa3MeniaTh
TEKCTbI ~ HOPMATHUBHBIX  MPABOBBIX  aKTOB,  PErMaMEHTHPYIOUIMX  OCYIIECTBICHUE
aJIMHUHUCTPATHUBHBIX TPOICIYP, MO0 M3BICUCHUS U3 HHUX, dJICKTPOHHBIN ajpec, ohUInaIbHBINH
CaliT YIOJIHOMOYEHHOTO OpraHa B T7I00aibHONW KOMIBIOTEpHOU ceTu MHTepHeT, a Takke WHYIO
uH(pOpMaIUs 0 paboTe YITOJIHOMOYSHHOTO OpraHa.

Bompoc o HeoOxoaumocTu pasMmerieHuss WHGOpMAIUK, YKa3aHHOM B 4YacTH TEpBOM
HACTOSAIIETO ITyHKTA, PEIIaeTcs PYKOBOIUTENIEM YIIOJHOMOYCHHOTO opraHa (K TIpuUMepy,
MOCPEACTBOM U3JIaHUS TPUKa3a).

5. PykoBouTENh  YIOJTHOMOYEHHOTO OpraHa Ha3Ha4YaeT JIMIO, OTBETCTBEHHOE 3a
pa3Merienne MHPopMauu o paboTe YMOJTHOMOYEHHOTO OpraHa Ha OCHOBE 3asBUTEIBHOTO
MIPUHITUTIA «OJTHO OKHOY (J1aJiee — OTBETCTBEHHOE JIUIIO).

OTBETCTBEHHOE JIMIIO HECET MEePCOHATBHYIO OTBETCTBEHHOCTH 3a MOJIHOTY, TOCTOBEPHOCTH,
HaJJIeXKAIee PACIoNOXKeHHEe WH(POPMAIIMK, CBOECBPEMEHHOCTh €¢ OOHOBJICHHS (JTaHHBIC
00513aHHOCTH MOTYT OBITh 3aKpeIJIeHbl B JOHKHOCTHOW MHCTPYKIMU OTBETCTBEHHOTO Jniia). B
cllydyae BpPEMEHHOTO OTCYTCTBHSI OTBETCTBEHHOTO JIMIIA PYKOBOJIUTENIEM YIOJIHOMOYEHHOTO
OpraHa JOJDKHBI OBITh TPHUHATHI MEPHI MO OOECIEUEHUI0 CBOEBPEMEHHOTO W HAJJISKAIIEeTOo
BBIMOJHEHUS (YHKIMIA OTBETCTBEHHOT'O JIUIIA APYTUM PaOOTHUKOM JaHHOTO OpraHa.



6. Uudopmarniust o paboTe yrmoTHOMOYEHHOTO OpraHa Ha OCHOBE 3asIBUTEILHOTO MTPUHITUTIA
«OJHO OKHO» OOHOBIISICTCS HE MO3/HEE JHSI, CIEAYIOLIET0 3a JTHEM, KOTJa OTBETCTBEHHOMY JIHILY
CTaJIi U3BECTHBI IaHHbIE U3MEHEHHUS.

PykoBoauTenp yrmoJTHOMOUYEHHOTO OpraHa JHOO €ro 3aMecTUTENb O00s3aHbl 00ECTIeYUTh
HEe3aMe/UINTEIbHOEe O3HAKOMJICHHE OTBETCTBEHHOTO JHUIa ¢ HMH(OpMaluei, KoTopas BiedeT
HEOOXOUMOCTh W3MEHEHUs (OOHOBJICHMS, aKTyalIn3anuu) uHPopManmuu o  padbore
YIOJTHOMOYEHHOI'O OpraHa Ha OCHOBE 3asBUTEIHHOIO IPUHIIMIIA «OJHO OKHOY (Hampumep, myTeM
3aKpeIuIeHus] B MpHKa3e 00sS3aHHOCTEH paOOTHUKOB, OTBEUAIOIIMX 32 COJEP)KAHHE, MOTHOTY H
JIOCTOBEPHOCTh COOTBETCTBYIOUIEH HWH(pOpMauu O paboTe CTPYKTYPHBIX MOApaA3ICICHUN
YIOJHOMOYEHHOTO0 OpraHa, He3aMeJJIUTEIbHO MPEJOCTaBIATh OTBETCTBEHHOMY JIHUILY KOIHH
JIOKYMEHTOB, COZepKaIIUX HHPOPMAIUIO O TPOU30LIEAIINX U3MEHEHHUSX ).

7. adopmarus o paboTe yrnoJHOMOYEHHOTO OpraHa Ha OCHOBE 3asiBUTEIHHOTO TPUHIIHUIIA
«OJTHO OKHO» Pa3MeIlaeTcsi B MECTaX, 00ECIEeUNBAIOIINX IUPOKYI0 JOCTYHTHOCTh HH(GOpMauu
(mepBBIN 3TaXX 3IaHHS, 3aHUMAEMOrO YIIOJIHOMOYEHHBIM OpraHoM, Hampumep, B Qoiie,
BeCTHOM0JIC).

JocTyn B naHHBIE MecTa JOJDKEH OBITh CBOOOJHBIM B TIpeAeiax BPEMEHH pPaOOTHI
YIOJTHOMOYEHHOTO OpraHa ¥ He JODKeH OBbITh OrpaHHuYeH KaKUMHU-IUOO BHEIIHUMU
NPENSATCTBUSAMU, HATPUMED, TIOCT OXPaHbI, 3aKPHIThIE TYPHUKETHI H HHBIE.

HNudopmariisg MOXKET pa3MemaThes JTIOObBIM COcoO0M, 00eCIeunBaOIUM JAOCTYITHOCTh
9TOH MH(pOpMAMU IJIs TPaXkJIaH, HAIpUMep, B BUAe MHPOPMAIIMOHHBIX CTEHIOB, Ta0JI0, CTOCK,
TyMO, HH(OKHOCKOB.

B cnywae, ecnu ymoJTHOMOYEHHBIH OpraH 3aHMMaeT HE BCE 3/aHHE M HE HMeEETCA
BO3MO>XHOCTH PaCIOJIOKUTh HH(POPMAIIUIO HA TIEPBOM 3TaXe, MIPU BXOJIE B 3aHUE JIOJDKHO OBITH
pa3MerieHo 00bIBICHUE O MECTEe HAXOXKICHHS JAaHHON HH(OPMAIIHH.

Omnpenenenue crnocoda pazMerieHus HHGopMaIu o paboTe yIOJTHOMOYEHHOTO OpraHa Ha
OCHOBE  3asBHTEIBHOTO TMPHHIMIA «OJHO OKHO»  OCYIIECTBIIIETCS  PYKOBOJIUTEIIEM
YIOJHOMOYEHHOT'O OpraHa.

HNudopmanus o pabore ynoJTHOMOYEHHOTO OpraHa Ha OCHOBE 3asBHTEIBHOTO TPUHIIHIIA
«OZIHO OKHO» MOJKET PAacIojlaraThCsl TaKXKe€ B MHBIX MOMEUICHUAX, JOCTYIHBIX AJS LIIMPOKOIrO
Kpyra rnocerutesneit (010po MpOITyCKOB, CIIPABOYHBIE CITYKOBI, KOHTPOJIBHO-TIPOITYCKHBIEC TTYHKTHI
Y UHBIC).

8. udopmarmoHHbIe CTEH I (TabI0, CTOWKH ) pEKOMEHIYETCSI BBIITOJHATH B €ITHOM CTHIIE
c o0muM odopmieHreM MnomeneHus. Pa3smep kaxaoro creHaa (CTOWKM) oOIpenensercs
CaMOCTOSITENIbHO. BBICOTY pa3MemieHus: 1enecoo0pa3HO pacCYMTHIBATE Ha CPETHHHA PpOCT
3asBuTens (He Boiie 170 cm u He HUKe 140 cwm).

KonnuecTBo nH(pOpMallMOHHBIX CTEHIOB (TabJl0, CTOEK) OIpeneseTcsl UCXOAsd U3 o0bema
pa3menaeMoii uHGopMaIu.

B wmxHel yactu MHPOPMAIMOHHOTO CTeHIa (Tabyo) 1enecoo0pa3HO Pa3MECTHTh CTOJI
(cToiiky, TymMOy) IUIsl pa3MeIleHHUsl Belled NOoCeTHTeNed W MPeJOCTaBICHUS YCIOBUU JUis
OCYIIECTBIICHUS] HEOOXOIMMBIX 3aITUCEH U 3aII0THEHUS IOKYMEHTOB.

9. B Ha3BaHMM MH(POPMALMOHHOTO CTeHJA (Tabi0) YKa3bIBAIOTCS CJIOBA «OJHO OKHO» B
KaueCcTBE OT/EIBLHOTO Ha3BaHHs JUOO YacTH Ha3BaHWS MH(POPMAIMOHHOTO CTeHna (TabIo).
Ha3zBanue pacnonaraercst B BepxHel 4acTH WH(OPMAIIMOHHOTO cTeHAa (Tab1o).

WNudopmanus nomKHa OBITH TIPEACTaBICHA B CHCTEMATH3HPOBAHHOM BUIE TEMATHICCKIMU
O6mokamMM, y0OHOM Uil TPOUYTEHHUs W NMOHUMaHMA rpaxjaaH. HambGonee BakHas MHpoOpmanus
pacrionaraeTcsi B IEHTpe HHQOpMAIMOHHOro cTeHnaa (tabno). Mubopmaius mno kaxaomy
NEPeYHCICHHOMY B MYHKTE 3 HacToAumMX PekoMeHpmanuii Bompocy JOKHA HAaYMHATBHCS C
Ha3BaHUS JaHHOTO Bompoca. MHpopmamus 1mo OJHOMY BONPOCY IOJKHA OBITH BH3yaJbHO
oTJeNieHa OT HH(pOpMAIMU IO APYTOMY BOIIPOCY.

NudopmaninoHHbIi MaTepral MOKET ObITh U3TOTOBJICH TUITOTPA(CKUM CTIOCOOOM JTHOO0 TP
MOMOIIIM KOMIIbIOTepa mpudTom He MeHee 15 nT. MHdopmarus opopmiseTcs 4epHbIM HpupTOM
Ha OesoM (one. Pasmep mipudra gomKeH 00eCedyuTh BO3MOKHOCTh O3HAKOMJICHUSI C TEKCTOM



JUIsL ALl ¢ ocnabieHHbIM 3peHreM. HasBanue mHbopmarmoHHoro creHaa (Tabio) U Ha3BaHHE
Ka)KJI0T0 BOIPOCA, 0 KOTOPOMY MPEAO0CTaBISACTCSI MHPOPMAITHs, BRIACISIOTCS YSPHBIM MIPUPTOM
OOJBIICH HACHIIIEHHOCTH JIMOO APYTMM IBeTOM. BaxkHas wmH(OpMaIus B TEKCTE MOXET OBITh
BbIJIeTICHa 00JIee HACHIIIICHHBIM JIN0O I[BETHBIM MIPpU(TOM.

B cinyyae HenoOCTaTO4HON OCBEHICHHOCTH TOMEIICHUS, 3aTPYAHSIONICH O3HAKOMIICHHE
rpaxiad ¢ HHPOpPMaLUEH, JOIKHO ObITh 00ECIIEYeHO MMOCTOSHHOE OCBEIIEHUE MECT Pa3MELCHUS
uHpopmanuu. B TeMHOE BpeMsi CyTOK HAIMYKHE OCBEIICHHS 0053aTEIBHO.

MunucrepcerBo 1octunuu Pecnyonuku benapyceb



