WISEADVIICE

NMPABUNA OKA3AHUA YCIIYTU
«KAOPOBOE OENONPOU3BOACTBO»

(pedakuyusi om 01.04.2025 200a)

Ha ocHoBaHun HacToswmx [Mpaeun okasaHusa Ycnyrn «Kapposoe
nenonpoussoacteso»  (manee —  [paBuna) O6wectBo C
orpaHu4eHHouW oOTBeTCTBEHHOCTbi «1C-BansdpBaic» (panee —
«UcnonHuTenb»)  3aknyaer C  OPUAMYECKMMM  MuaMn ©

MHAVBMAYanbHbIMU npeanpuHUMaTensmu, dunuanamm n
npencraBuUTeNbCTBaMU NHOCTPaHHbIX KOMNaHun (nanee -
«3aKasuuk», «3aKasunkn») [0roBopbI Ha oKasaHve

npodeccrnoHanbHbIX ycnyr (aanee — [1oroBop) oTHOCUTENbLHO Ycnyru
«KagpoBoe genonponssoacTBoy.

1. OBLUME NONOXEHUA

1.1. Ycnyra «KagppoBoe aenonpou3BoacTBoO» (Oanee — Ycnyra) —
KOMMNMeKC npoueadyp, HamnpaBfeHHbIX Ha BedeHWe KaapoBoWn
OOKyMeHTauuu, CBSI3aHHOW C AOBWXeHneM KagpoB W KaapoBbIiM
Y4YE€TOM, Y4ETOM paboyvero BpeMeHn N CMEXHbIX C HUMU NPOLIECCoB, a
Takke noarotosky CBefeHui O TPyAOBOW AeATENbHOCTU PabOTHWMKOB
(dbopma E®C-1 nogpasgen 1.1.).

1.2. [OanHble [lpaBuna npuMeHsOTCA K Tapudyy «CTaHgapT» K
OENCTBYIOT TOMbKO B Cly4yae MoAKMIoYeHns 3akasyukom  ycnyru
«PacyeT 3apaboTHol nNnaTel 1 3apnnaTHbIX Hanoroe». B nHom cnyyae
Ycnyra MoxeT 6bITb OkasaHa B pamkax Tapuda «nepCoHarnbHbIn», B
cnyyae yero CTOpOHbI [OMNONMHUTENBHO cornacoBsbIBaloT
lMepcoHanbHbIe NpaBunia Ycnyru.
1.3. Ycnyra BknovaeT B cebs NoaroToBKy KagpoBbiX AOKYMEHTOB B
COOTBETCTBUM C TpeboBaHMsAMM TPyAOBOrO 3aKOHOAATENbCTBa B
obbeme, ykasaHHoM B n. 9 [lMpasun. CTOpOHbI JoMyckaloT, Y4To Ans
oKasaHusa Ycnyrm MoxeT TpeboBaTbCca 0popMIeHne AOMOMHUTENbHbIX
KaapoBbIX JOKYMEHTOB, KOTOPbIE HE BXOAAT B YMOMSHYTHIN 06beM (B
cooTBeTcTBUM € M. 9 Mpaeun). CTOPOHbLI AOrOBOPUNIUCH, YTO B TakOM
crnyyae oopMreHne BCEX BO3MOXHbIX AOMOMHUTENbHBIX KagpoBbIX
[OKYMEHTOB ocyluecTBnseTcs McnonHutenem TOnbKO Ha OCHOBaHWM
oTAenbHON 3asBku 3aka3yvka 3a AOMOMHUTENbHYI0 MnaTy.
1.4. Ycnyra He BknovaeT B cebs:

= odopmreHne [OOKyMeHTauuu, CBA3aHHOW C YynpasreHnem

nepcoHanom u 6ogxeTpoBaHneM B YacTu hoHaa onnarel TpyaAa;

= odhopmMmeHne rpaKaaHCKO-NpaBoBbIX OTHOLLEHUI;

= odpopmMrneHne JOKYMEeHTaLUum, CBA3aHHOW C OXpaHon Tpyaa;

= opraHusaumio nobbix MEANLIMHCKMX OCMOTPOB;

= paboTy C MEAVLMHCKUMW KHUXKaMK (B T.4. KOHTPOMb Hanm4us,

CpPOKOB, MPaBWMbHOCTM W MOMHOTbI  3aMOfHEHWs WU np.),

YAOCTOBEPEHUAMU, NIULIEH3UAMU U paspeLleHnsMun, HeobxoanmbelimMm

ONs ocyLlecTBneHns paboTHNKaMn OTAENbHbIX TPYAOBbLIX OYHKLNN;

"  MOArOTOBKY OTBETOB Ha 3anpocbl W MOATOTOBKY/MOAAYY Kakux-

nmbo ceegeHut B LleHTp 3anstoctn, MBM, npegblgywine Mecta

paboTbl pabOTHMKOB U MHbIE OpraHM3auuy;

= o¢popMneHMe KagpoBbIX JKypHanoB, BefdeHWe W XpaHeHue
KaApOBbIX [JOKYMEHTOB, TPYAOBbIX KHIKEK 1 KHUT y4yeTa;

= paspaboTKy u/unu aHanus nHAMBMAYarnbHbIX rpadgukoB paboThbl
npy CyMMUPOBAHHOM Y4ETE;

= onpedeneHve (conocTaBneHWE [OOKYMEHTOB W noacyer
KonuyecTBa npoBeAeHHbIX B P® pgHel) cratyca Hanorosoro
pesungeHTa P® ans uenen HOOI;

= noboe obyyeHue (B T.4. cO3gaHWe MOLIArOBbIX MHCTPYKLUA U
CXeM, HarnucaHwe anropuTtMOB W Np.) MpeacTaBuTenen 3akasyvka
nopsiaKy BeAeHUst KadpoBOro  AEenonpov3BOACTBa, MpaBunamM
opraHusauuMn KagpoBOro  [AOKyMeHToobopoTa, apxuBauum
XpaHEeHUs KafgpoBOW  OOKYMEHTauuM U MPOYMM  CBSA3aHHbIM
BOMpoCcam,;

= B3aumopencTeue c nbbiMM BuAamMu cucteMm yyeta pabodero
BpemeHn (CKY[amu) 3akasumka, B T.4. CBEpKy JAaHHbIX MO
paboTHMKaM, npoBepky  cobnoaeHus HOPMbI BpEMEHMY,
WHULMMPOBaHWUE onnaTebl nepepaboTok.

CepBUChl, yKkasaHHble B HaCTOSILLEM MyHKTe, He OKa3blBalTCsH

WISEADVIICE

RULES OF THE SERVICE
“PERSONNEL RECORDS MANAGEMENT”

(revision of April 1, 2025)

On the basis of these Rules for the provision of the "Personnel
Records Management" Service (hereinafter referred to as the Rules)
The Limited Liability Company "1C-WiseAdvice" (hereinafter
referred to as the «Provider») enters into agreements with legal
entities and individual entrepreneurs, branches and representative
offices of foreign companies (hereinafter referred to as the
"Customer", "Customers") for the provision of professional services
(hereinafter referred to as the Agreement) regarding the Service
"Personnel Records Management".

1. GENERAL CONDITIONS

1.1. The Service "Personnel records management" (hereinafter
referred to as the Service) is a set of procedures aimed at
maintaining personnel documentation related to the movement of
personnel and personnel accounting, taking into account working
hours and related processes, as well as the preparation of
Information about the work of employees (form EFS-1
subsection 1.1.).

1.2. Rules apply to the "standard" tariff and apply only if the
Customer connects the "Payroll and payroll taxes calculation”
service. Otherwise, the Service may be provided under the
"personal” Tariff, in which case the Parties additionally agree on the
Personal rules of the Service.

1.3. The Service includes the preparation of personnel documents
in accordance with the requirements of labor legislation to the extent
specified in clause 9 of the Rules. The Parties admit that in order to
provide the Service additional personnel documents may be required
that are not included in the mentioned scope (in accordance with
clause 9 of the Rules). The Parties agreed that in this case, the
execution of all possible additional personnel documents is carried
out by the Provider only on the basis of a separate request from the
Customer for an additional fee.
1.4. The Service does not include
= preparation of documentation related to personnel
management and budgeting in terms of the payroll;
= registration of civil law relations;
= registration of documentation related to labor protection;
= organization of any medical examinations;
= work with medical books (including control of availability,
timing, correctness and completeness of filling, etc.), certificates
licenses and permits necessary for the implementation of certain
labor functions by employees;
= preparation of responses to requests and
preparation/submission of any information to the Employment
Center, the Ministry of Internal Affairs, previous places of work of
employees and other organizations;
= registration of personnel logs, maintenance and storage of
personnel documents, employment record books and accounting
books;
= development and/or analysis of individual work schedules with
cumulative accounting;
= determination (comparison of documents and calculation of the
number of days spent in the Russian Federation) of the status of a
tax resident of the Russian Federation for personal income tax
purposes;
= any training (including the creation of step-by-step
instructions and diagrams, writing algorithms, etc.) of the
Customer's representatives on the procedure for conducting
personnel records management, rules for organizing personnel
document management, archiving and storage of personnel
documentation and other related issues;
= interaction with any types of the Customer's working time
accounting systems (ACS), including reconciliation of data on
employees, checking compliance with the time norm, initiating
payment for overwork.
The Services, specified in this clause are not provided by the
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WcnonHuTenem B T.4. 3a JONONHUTESNbHYIO Nnary.
1.5. B Ycnyry He BKknioveHbl, HO MOryT ObiTb OKasaHbl 3a
AONOSHUTENbBHYIO NNaTy:

*  pa3BepHyTble MMCbMEHHbIE KOHCYNbTaLmmn No TpyAoBOMY Mpasy
(UcnonHutens  npusHaeT KoHcynbTaumew TONbKO OTBET Ha
MMCbMEHHBIN 3anpoc, NOCTYNMBLUMIA OT 3akasymka, OPOPMIEHHbIV B
dopmate nucbMa, Ha opulmansHoM bnaHke);

" COMPOBOXAEHWE  TPYOOBbIX CMOPOB W MHCMEKLUMOHHbBIX
NpOBEpPOK;

" paspaboTka, aHanu3 foKamnbHbIX HOPMATUBHBIX aKTOB U
VHOMBMAYanbHbIX  WAGNOHOB  KaApoOBbIX  JOKYMEHTOB, WX
KOPPEKTUPOBKA U AOMOMHEHNE;

" ayAuT  COCTOSIHUA  KadpoBOrO  [erionpousBOACTBA U

BOCCTaHOBJIEHUE KaapOBOro y4eTa;

= BHeceHve B 1C:3YT1 nHamBuayanbHbIX rpadunkoB paboTbl npu
CYMMUPOBAHHOM Yy4eTe, KOHTPONb MepepaboTok 3a YYeTHbIN
nepvog;
= BedeHue n KoHTporb LWTaTHoro pacnucaxus.
1.6. Ycnyra He BknoyaeT B cebsi BedeHMe BOMHCKOTO yyeTa.
BeneHue BOMHCKOro yyeta MOXeT OCYLLECTBNATLCS NPY NOAKIIOYEHNN
pononHuTensHon Yenyrn «BouHCKM yyeT € BedeHueM KaapoBOro
[enonpon3BoACTBaY.
1.7. VYcnyra He Bkmoy4aeT B cebs  noanucaHve  KagpoBbIX
OOKYMEHTOB C paboTHuMKamu 3akasyuka, agMUHUCTPUMPOBaHME U
XpaHeHne KaapoBbIX AOKYMEHTOB, TPYAOBbLIX KHWXKEK M KHWr y4eTa.
MognucaHne KagpoBbIX [OOKYMEHTOB C paboTHukamu 3akasuuka
BO3MOXHO Mpu nogknoveHun Ycnyrn «PaboTta cneuuwanucta no
KaapOBOMY AEenonpou3BoacTBy B oduce 3akasymkar.

2.  TEPMWHbI X ONMPEOENEHUA

2.1. 1C:3YM - 6asa paHHbix «1C: 3apnnata u ynpaBneHue
nepcoHanom 8», pepakuma 3.1., TunoBas KoHdurypaumsa (6e3
[opaboToK M M3MEHEHWW), [Ons  KOTOpOM  NpPEeaycCMOTPEeHbI

nepuogm4eckme obHOBINEHNS CO CTOPOHBI pas3paboTymka.

2.2. CepBuc — kagpoasi npouegypa/Habop npouenyp/AeicTBuii B
pamkax Ycnyru.

2.3. KappoBblh 3NeKTPOHHbIA AOKYMEHToOGopoT (oanee —
K3OO) — npouecc cosgaHus, nognucanHus, obpaboTku, npuema,
nepegayv, XpaHeHusl U apXvBMPOBaHWS KadpOBbIX OOKYMEHTOB B
3MNeKTPOHHOM Buae 6e3 aybnunpoBaHusa Ha BymaxHOM HocuTene.

2.4. WHdopmaumoHHasa cuctema K90 (nanee — NC) — cuctema,
nossonsiowas obecneynTs MNoANUCaHWE, XpaHeHUE 3NEKTPOHHOIO
OOKyMeHTa, a Takke dwukcaumo dakta ero noflyyeHusi CTopoHamm
TPYLOBbIX OTHOLLEHWIA.

2.5. JnyHbin kabuHeTr coTpyaHuka (panee — JIKC) - WC,
paspaboTtaHHass  WcnonmHutenem  (MHdoOpMaUMOHHas  cucTema
EmplDocs), npegHasHayeHHad ans B3avmopencTsuss PaboTHuka u
PaboTogaTensi (3akasuuka), B TOM uncne ans ocywecteneHus K3OO.

2.6. YHudwmumpoBaHHasA 3asBKa (ganee — 3asiBka) — dopmat
noctynnexHus ot 3akasunka ucxogHomn nHgopmaummn. CornacoBaHHbIe
dopMbl NpuBedeHbl B pasgene 8 MNpasun.

2.7. 3asBka paboTHuka B JIKC — nHdopmauus, HanpaBneHHas 13
JlnyHoro  kabuHeTa  paboTHMKA,  MHULMMPYIOWAA  MOArOTOBKY
COOTBETCTBYIOLLMX KafPOBbIX JOKYMEHTOB.

2.8. WUcxopHasa uHdopmaumsa - faHHble, oTpaxaemble 3akaszqyukom
B YHudumumpoBaHHoW 3asBke / 3asBke pabotHuka B JIKC 1
nepepasaemMble VicnonHutento Ans BbinonHeHs CepBucoB.

2.9. WmnnaHT — npeactasutens VicnonHuTens, OCyLeCTBASIOWMA
BefleHNe KappoBOro Aenonpov3BoAcTBa B pamkax Ycnyrm «Pabota
cneuuanucTa no kKagpoBOMY AENonpousBoACTBY B oduce 3akasumkar
Ha TeppuTopuM 3akasuuka.

2.10. PaboTHUK — 3TO M3Myeckoe nuLO, C KOTOpPbIM 3akas3umk
3aKro4nn TPyAOBOW AOrOBOP, B TOM YWCNE HaxoOsILLMACH B OTNycke
no 6epemeHHOCTN U popam, Mo yxody 3a pebeHkom, B oTnycke 6e3
coxpaHeHusi 3apaboTHOM mnatbl M B AOMOMHUTENbHOM oTnycke. K
paboTHMKam He OTHOcATCA (m3nyeckue nuvua, C KOTOPbIMK Yy
3akasumka He 3aknoyeH TpyaoBol AoroBop. CTOPOHbI 4OrOBOPUNUCE,
4YTO AnA  onpepeneHvWss CTOMMOCTM  YCMyrn yuuTbiBalOTCH  BCe
paboTHUKN.

2.11. Mepuop oGCNyXUBAHUA — MPOMEXYTOK BPEMEHW, PaBHbIi
KaneHgapHoMmy mecsiuy, B KoTopoM McnonHutens hakTuyecku okasan
Ycnyry unu KOHKPEeTHbIA CepBUC M HanpaBun 3aka3uuky pesynstar
BbINOJTHEHUSA cepBuca.

2.12. JNTHA - BHyTpeHHWe NnoKarnbHble HOPMaTUBHbIE aKTbl 3akas4yuka,
OTHOCSILUMECH K TPYOOBbIM OTHOLUEHUSIM, MONOXEHWSI  KOTOPbIX
pernaMeHTVpYIOT TPyOoBble OTHOLEeHWs1 3aka3yuvka ¢ PaboTHukamu.
JlokanbHbIM HOPMaTMBHBLIM aKTOM SIBNSIETCSH JOKYMEHT, CoaepXaLluii
HOpPMbl ~ TPyAOBOrO  MNpaBa W  COOTBETCTBYIOLWMM  0bpasom
YTBEPXAEHHBIN.

Provider, incl. at extra charge.
15. The following services are not included in the price, but can
be provided for an additional fee:

= detailed written consultations on labor law (The
Provider recognizes as a Consultation only the response to a
written request received from the Customer, issued in the format of
a letter on an official letterhead);

= support of labor disputes and inspections;

= development, analysis of local regulations and individual
templates of personnel documents, their correction and addition;

= audit of the state of personnel records management and
restoration of personnel records;

= introduction of individual work schedules in 1C:ZUP with
cumulative accounting, control of overtime for the accounting
period;
= maintenance and control of the Staffing table.
1.6. The Service does not include military registration. Military
registration can be carried out when the additional Service «Military
registration with personnel records management» is connected.

1.7. The Service does not include signing personnel documents
with the Customer's employees, administration and storage of
personnel documents, employment record books and accounting
books. Signing of personnel documents with the Customer's
employees is possible when connecting the Service "Work of a
specialist in personnel records management in the Customer's
office".
2. TERMS AND DEFINITIONS

2.1. 1C:ZUP - database "1C: Salary and personnel management
8", revision 3.1., standard configuration (without modifications and
changes), for which periodic updates are provided by the developer.

2.2. Service — personnel procedure/set of procedures/actions
within the Service.

2.3. Personnel electronic document management (hereinafter
referred to as KEDO) is the process of creating, signing, processing,
receiving, transmitting, storing and archiving personnel documents in
electronic form without duplication on paper.

2.4. The KEDO Information System (hereinafter referred to as IS)
is a system that allows for the signing, storage of an electronic
document, as well as the recording of the fact of its receipt by the
parties to the employment relationship.

2.5. The Employee's Personal Account (hereinafter referred to
as the LCS) is an IP developed by the Provider (the EmplDocs
information system) designed for interaction between the Employee
and the Employer (Customer), including for the implementation of the
KEDO.

2.6. Unified Application (hereinafter referred to as the Application)
is the format of receipt of initial information from the Customer. The
agreed forms are given in section 8 of the Rules.

2.7. An employee's application to the LCS is information sent
from the employee's Personal Account, initiating the preparation of
relevant personnel documents.

2.8. Source information - data reflected by the Customer in the
Unified Application / Employee's Application to the LCS and
transmitted to the Provider for the performance of Services.

2.9. The Implant is a representative of the Provider who conducts
personnel records management within the framework of the Service
"Work of a specialist in personnel records management in the
Customer's office" on the Customer's territory.

2.10. An Employee is an individual with whom the Customer has
concluded an employment agreement, including one on maternity
leave, childcare, on leave without pay and on additional leave. The
employees do not include individuals with whom the Customer has
not concluded an employment agreement. The parties agreed that all
employees are taken into account to determine the cost of the
Service.

2.11. Service period — a period of time equal to a calendar month in
which the Provider actually provided a Service or a specific service
and sent the result of the service provision to the Customer.

2.12. LNA - internal local regulations of the Customer relating to
labor relations, the provisions of which regulate the labor relations of
the Customer with Employees. A local regulatory act is a document
containing labor law standards and approved accordingly.
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2.13. T'pynna KomMnaHuWW — nepeyeHb PUANYECKMX MNUL, NPSAMO Unn
KOCBEHHO addhmnMpoBaHHbIX APYr C  APYroM/HaxodAawmMxcs nog
KOHTpOnem ogHOro CO6CTBEHHUKA WK rpynbl COGCTBEHHMUKOB.

2.14. AAMUHUCTPUpPOBaHUe KaapoBbIX AOKYMEHTOB -
[eATenbHOCTb, CBA3aHHAs C  KOHTPONeM [OBWXEHUS  KadpoBbIX
OOKYMEHTOB ~ BHYTPU  KOMMaHuWW/rpynnbl  KOMNaHui  3akas4quka,
cobnofeHns nopsiaka M CPOKOB  MX  MOAMUCAHUS  CTOpPOHaMM,
oTCNexXvBaHue JOMMCTUYECKUX MPOLECCOB (OBWXKEHME KagpoBbIX
[OKYMEHTOB mMexay 060cobneHHbIMK
nogpasfaeneHnsMn/NCTaHUMOHHBIMU UMM HAAOMHbIMU PaboTHMUKamMm
N OCHOBHbIM nogpasfgerneHnemMm (MecToM XpaHeHuUs KaapoBbiX
[OKyMeHTOB) 3akasyuka).

2.15. Wa6noHbl TMNOBLIX 3asiBNeHun — obpasLbl 3asBneHuin s
3anonHeHuss  PaboTHukamy  3akasumka  UCKIOYMTENbHO MO
oKasblBaeMbIM CepBrcaM B pamkax Ycryru.

3. TMPOrPAMMHOE OBECNEYEHME U ETO MOOUDUKALINA

3.1. CTOpOHbI MPULLAN K COrMaLlEeHnto, YTO AN OKa3aHusa Ycnyru no
[oroBopy wcnonb3yetrcsa nporpammHoe obecneveHne 1C:3YIM B
TUNOBOW aKTyanbHOW KOHUrypaumm, 6e3 n3amMeHeHuin, paclumpeHuii n
nopabotok. WcnonHutens ocyulectensier obHoeneHne 1C:3YI Ha
aKTyanbHbI penu3, HeobXoAWMbIN U [OCTaTOYHbBIN ANA OKa3aHWs
Ycnyru. B cnyyae, ecnu ntobasi CTopoHa codTeT HEOOXOAUMbIM CMEHY
ucnono3dyemont  KoHdurypaumm  1C:3YI, CTopoHbl  06s3ytoTCS
BCTYNWUTb B OTAENbHbIE NEPEroBOPbI NO TakoMy NpoekTy. Ero ycnosus
ByayT cornacoBaHbl CTOpOHaMM AOMOMHUTENBHO.
3.2.  CTOpOHbI MPULLMN K COrMaLleHnto, YTO AN OKa3aHusa Ycnyru no
[oroBopy 3akasumk B TeyeHue 5 paboumx AHel c AaTbl Havana
Aencteua [oroBopa (unv ¢ Aatbl NOAKMIOYMEHUsA K Ycnyre) nepedaeT
Wcnonnutenio apxue (6akan) 1C:3Yl, B KOTOpPOM copepxarcs
nctopuyeckne AaHHble o PaboTHukax 3akasumka, BCex KagpoBbiX
cobbiTnAX (Mpvembl, nepeBoAbl, YBOMbHEHWUs, OTNycka W T.4.),
rpacpukax paboTbl, OTKMOHEHMsIX OT pexuma pabotel u  T.4.,
npepaLwecTBylOWMX Havany nepuoga okasaHnus Ycnyrn. C MomeHTa
nepepayn 1C:3YT NcnonHutens pa3mellaeT ee Ha CBOUX CepBepax.
3.2.1. 1C:3YI nepepaetca VcnonHutento co CHATbIMU NaponsMm
1 OrpaHnMYeHnaMmn JocTtyna;
3.2.2. Ecnu Bakasunk nepepaetr McnonHutenio  HETUNOBYHO
1C:3YM  (He saBnsiowytocs Tunoeon paspabotkon 1C, ¢
popabotkamn  W/unn  M3MEHeHnem  KoHdUrypauun, npodunamm
rpynn goctyna v npovee), To CTOPOHbI BCTynalwT B OTAENbHblE
neperoBopbl OTHOCUTENBHO MEepexoAa Ha TUMOBYHD KOHAMrypaumio
1C:3Yl vnm Xe OTHOCUTENMBHO NpaBuUI W YCMOBUW AarnbHEeWLero
noaaepxaHust aKTyanbHOCTH, paboTocnocobHocTh TaKkomn
KoHdurypaumm 1C:3YI, a Takke aAMUHUCTPUPOBAHUS MpaB
nonb3oBartenern B Takon 6ase, 4to NoTpebyeT nepexoda Ha Tapud
«nepcoHanbHbIN» 1 cornacoBaHus MepcoHanbHbIX Npasun;
3.2.3. 3akasuuk cormaceH, 4TO B Cfyyae, ecnu B nNepuopel,
npeaLwecTBylOLUME Hayarny okasaHusi YCnyru, OH He vcnonb3osan
cneunanusnpoBaHHoe nporpaMmHoe obecneveHne ANs BeAeHWs
KaJpoBOro [ernonpousBOACTBA W MOATOTOBKM OTYETHOCTM, WK
ncnonb3oBan nporpammHoe obecnedeHve, otnunyHoe ot 1C:3YT1,
CTOpoHbI BCTYNalT B MeperoBopbl OTHOCUTENBbHO OTAENbHOro
npoekta no nepeHocy unu seogdy B 1C:3YI ncxopHbIX AaHHbIX,
HeobxoaMMbIX Ans okasaHua Ycnyrv no [orosopy. [lo MomeHTa
OKOHYaHus Takoro nmnpoekta CTOpOHBI MOryT corrnacosaTb
cneuuanbHble ycrnoBus W npasuna okasaHusa Ycnyrn «Kapposoe
[enonponsBoACTBO», a Takke NMPUOCTaHOBIEHNE ee OKa3aHus.
3.3. Ecnu paHee 3aka3uuk He Ben KagpoBOe [OeNOnpoOU3BOLCTBO,
WcnonHutenb cosgaeTr Hoyto 6a3y 1C:3YIM u HacTpavBaer ee.
CTOpOHbI BCTynatT B OTAESbHbIE NMepPeroBopbl OTHOCUTENBHO BBOAA B
1C:3YIM  wucTtopuyeckux KaapoBbIX [OaHHbIX, HeobxoauMbIX U
[0CTaTOMHbIX AN AanbHenLwero okasaHusa Ycnyru.
3.4. CTOpOHbI [OOroBOpunucb, 4YTO ucnonb3oBavve 1C:3YM B
Ka4yecTBe €[OVHCTBEHHOrO WHCTPYMEHTa [Ans  okKa3aHus  Ycnyrm
HaknafblBaeT onpefeneHHble orpaHMYeHns Ha BO3MOXHble BapuaLum
oTAerbHbIX 3MeMeHToB (CcrnocoboB OKas3aHusl) YCryrn v OTAenbHbIX
cepBUCOB. B yacTHocTH (HO He orpaHuM4MBasch), CTOPOHbI BCTYNatoT B
oTAenbHble  MeperoBopbl  OTHOCMTENbHO nepexoga Ha Tapud
«MepcoHarbHbIN» U cornacoBaHns NepcoHanbHbIX MpaBun B crnyyae,
ecrn TUMOBOro (NPeAyCMOTPEHHOro paspaboTymkom) dyHKUMOoHana
1C:3YM 6yoeT HeOoCcTaTOMHO Anst  BbINONHEHWs1  TpeboBaHui
3akas4mka B COOTBETCTBUM C NPUHATLIMU UM JIHA B OTHOLLIEHUN:
3.4.1. PyyHoro BBOA@ Unu nMmnopta TabenbHbIX AaHHbIX;
3.4.2. YcTaHoBkuM / BbiGOpa nognmcaHTos;
3.4.3. ObMeHa AaHHbIMK / CUHXPOHM3ALMN C WHLIMU (BHELLUHUMM)
nporpaMmaMi, B TOM 4ucfe nporpaMmaMu y4dera paboyero
BpeMeHW, pacyeTta 3apaboTHow nnaThbl;
3.4.4. CneumanbHbix (YnpaBneH4YecknX, HETUMOBbIX) OTHETOB;
3.4.5. PasrpaHuyeHna npae gocTyna nonb3oBaTensaM 3aka3yvka B
1C:3VTT,

2.13. A group of companies is a list of legal entities directly or
indirectly affiliated with each other/controlled by one owner or a group
of owners.

2.14. Administration of personnel documents — activities related
to the control of the movement of personnel documents within the
company/group of companies of the Customer, compliance with the
procedure and deadlines for their signing by the parties, tracking of
logistics processes (movement of personnel documents between
separate divisions/remote or home-based Workers and the main
division (the place of storage of personnel documents) of the
Customer).

2.15. Templates of standard applications - samples of
applications to be filled in by the Customer's Employees exclusively
provided within the framework of the Service.

3 SOFTWARE AND ITS MODIFICATION

3.1. The Parties have come to an agreement that 1C:ZUP software
is used for the provision of Services under the Agreement in a typical
up-to-date  configuration, without changes, extensions and
improvements. The Provider updates 1C:ZUP to the current release,
necessary and sufficient for the provision of the Service. If any Party
deems it necessary to change the configuration of 1C:ZUP used, the
Parties undertake to enter into separate negotiations on such a
project. Its terms will be agreed upon by the Parties additionally.

3.2. The Parties have agreed that in order to provide the Service
under the Agreement, the Customer, within 5 business days from the
date of commencement of the Agreement (or from the date of
connection to the Service), transfers to the Provider the archive
(backup) of 1C:ZUP, which contains historical data about the
Customer's Employees, all personnel events (receptions, transfers,
dismissals, vacations, etc.), work schedules, deviations from the
work schedule, etc., preceding the beginning of the Service period.
Since the transfer of 1C:ZUP, the Provider places it on its servers.
3.2.1. 1C:ZUP is transferred to the Provider with the passwords
and access restrictions removed;
3.2.2.1f the Customer transfers to the Provider an atypical
1C:ZUP (which is not a typical 1C development, with
modifications and/or configuration changes, access group
profiles, etc.), then the Parties enter into separate negotiations
regarding the transition to a typical 1C:ZUP configuration or
regarding the rules and conditions for further maintaining the
relevance, operability of such a 1C:ZUP configuration, as well as
the administration of user rights in such a database, which will
require switching to the "personal' tariff and agreeing on
Personal rules;
3.2.3. Customer agrees that if during the periods preceding the
start of the provision of the Service, he did not use specialized
software for personnel records management and reporting, or
used software other than 1C:ZUP, the Parties enter into
negotiations regarding a separate project for transferring or
entering into 1C:ZUP the initial data required to provide Services
under the Agreement. Until the end of such a project, the Parties
may agree on special conditions and rules for the provision of the
"Personnel Records Management" Service, as well as the
suspension of its provision.

3.3. If the Customer has not previously conducted personnel
records management, the Provider creates a new 1C:ZUP database
and configures it. The Parties enter into separate negotiations
regarding the entry into 1C:ZUP of historical personnel data
necessary and sufficient for the further provision of the Service.
3.4. The Parties have agreed that the use of 1C:ZUP as the only
tool for the provision of the Service imposes certain restrictions on
the possible variations of individual elements (methods of rendering)
of the Service and individual services. In particular (but not limited
to), the Parties enter into separate negotiations regarding the
transition to the "personal" tariff and the coordination of Personal
rules in the event that the standard (provided by the developer)
functionality of 1C:ZUP will not be sufficient to fulfill the Customer's
requirements in accordance with the LNA adopted by him in relation
to:
3.4.1.

Manual entry or import of service data;
3.4.2. Installation / selection of signatories;
3.4.3. Data exchange / synchronization with other (external)

programs, including working time accounting and payroll programs;

3.4.4. Special (managerial, atypical) reports;
3.4.5. Differentiation of access rights to the Customer's users in
1C:ZUP;
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3.4.6. NMeyaTHbIX hopm.

3.5. B cnyyae HeobxogumocTu AopaboTKM TUNOBOW KOHdMrypaumm
1C:3YlN, Takas popaboTaHHas KoHdWUrypaumss CHUMaeTcs C
nogaepxkn paspaborumka 1C. [anbHeiwasi nopdepxka U

conposoxaeHne 1C:3YT n perynsapHoe OOGHOBMEHME NpPOrpamMMHOro
obecneveHnss ocyulectenserca McnonHutenem B pamkax Tapuda
«nepcoHanbHbi» 1M ycnyrm  «[loggepxkka M TexHU4eckoe
conpoBoxgeHne 6asbl 1C:3YIM Ha cepBepe Wcnonuutens». [o
MOMEHTa TMOAKMIYEeHNs 3Toi ycnyrn McnonHuTenb He Hecet
OTBETCTBEHHOCTb Mo [loroBopy B cnyyae, ecnu popaboTaHHasi
KOHUrypaums He OaeT BO3MOXHOCTW KOPPEKTHO OKasbiBaTb YCMyru
no KagpoBOMY AeNonpon3BoACTBY.

3.6. CTOpOHbI MpWULINM K COrNalleHuo, 4YTo Ans obecrneyeHus
dyHKumoHnposaHna K3OO wcnone3yerca JIKC (uHdopmaumoHHas
cuctema EmplDocs). [aHHas uHdopMaumoHHas cuctema B criyyae

pacTopxeHus [orosopa/oTknioyeHns Yenyrm «Kagposoe
genonpoussoactBo» M Yenyrm  «Pacuyet 3apaboTHoi nnatbl 1
3apnnatHbiXx  HamoroB»,  OTKMtoyaeTcd.  CTOpPOHbl  COBMECTHO

[OrOBOPUINCb, YTO TMpPU HACTYMMEHUM BbILLEYKa3aHHbIX COOLITUN
3akasumk MoxeT wucnonb3oBatb JIKC B pamkax OTAENbHOro
TNLEH3MOHHOIO J0roBopa, KOTOpbIi OH ByaeT obs3aH 3aknioynTb C
BEHOOPOM YKa3aHHOro NporpaMMHOro NpoaykTa.

4. NOPANOK NOOKNMIOYEHUA K YCNYTE

4.1. CTOpOHbl MPULNM K COMMALIEHNIo, YTO NPU MOAKMIOYEHUN K
Ycnyre 3akasuuk HanpasnsieT VcnonHutento cnegyrowime UcXogHble
AaHHble N OOKYMeHTbl B TeyeHue 5 pabouvx gHen ¢ AaTbl Havana
Aevictaua [loroBopa (Mnv ¢ faTel NOAKMNIOYEHNS K Yenyre):
4.1.1. Konuu nokarnbHbIX HOPMATMBHbIX aKTOB, B YacCTHOCTMW
MpaBuna BHYTPEHHEro TPYAOBOro pacnopsgka, [onoxeHve 06
onnaTte Tpyaa v npemvpoBaHuK, [MonoxeHne O KOMaHAWPOBKAX,
nokanbHble HopMaTtuBHble akTbl No KOO (npu Hanuyuu);
4.1.2. lTatHaa paccTaHOBKA C YyKasaHWEeM OpraHvM3auMOHHOW
CTPYKTYPbl (MOMHBIX Ha3BaHWM CTPYKTYPHbIX MOAPasAeneHnidi u
[omkHocTen PaboTHMKOB);
4.1.3. Cnmucok PaboTHUKOB C ykaszaHVWeM nepcoHasbHbIX AaHHbIX
PaboTHMkoB B cocTaBe: MacnopTHble AaHHble, CBEAEHUS O
pernctpauum, @akTU4eCKOM MecTe MpoXuBaHus, obpasoBaHuK,
CTPaxoBOM CTaxe [Ans onnatbl NMCTKa HETPyAoCnocoGHOCTH,
cocrtaBe cembu, CHUJIC, NHH, agpec anekTpoHHON NoYThl;
4.1.4. CBepgeHusi O KONMUYECTBE OHEN HAKOMMEHHOro OTMycka Ha
AaTy NoAknoYeHus Yenyru;
4.1.5. CeeaeHus o npeacToswmx KaapOBbIX
(MMCbMEHHO, B hopMaTe COOTBETCTBYHOLLMX 3asIBOK);
4.1.6. Cnmcok nuy (PaboTHMKOB), cCOrmacHbIX Ha nepexod Ha
KOO wnu paHee B3auMoOZEMCTBYWOLWIMX C  3aka3ynkom
nocpencteom K3O;
4.1.7. [pyrve 4OKyMeHTbl Mo 3anpocy VcnonHutens.
4.2. 3akas4uk MOXeT He npefocTaBnATb VcnonHuTenio JOKYMeHTbI,
nepeyncnenHole B n. 4.1.2 - 4.1.7 MNpaBun, ecnv COOTBETCTBYIOLLME
aKkTyanbHble [aHHble (3a nepuodbl, MpeplecTBylOWwne Havany
okasaHua Ycnyrn) copgepxarca (chopMUpOBaHbl M COXpaHeHbl) B
nepegasaemoin nm 6ase 1C:3YT1.
CTOpOHbI  OOrOBOPUNMCL cunTaTb copepxawmeca B 1C:3YIM u
nepefaBaemMble VCMonHWTEN0 AaHHble MOSHbIMK, [OCTOBEPHBIMU,
npaBUMbHLIMM M He npednonaralluMMn  NPOBEAEHUS  KadpOBOro
ayauTa, ecnv MHOe He OrOBOPEHO B OTAENMbHOM COrMalleHun Mexay
CropoHamu.
Ecnn  3akasumk  CBOEBpEMEHHO He  nepejan  CBeAeHus,
nepeuncnenHole B n. 4.1. Mpasun, VcnonHuTenb MO yMOMYaHWIO
NpyHAMaeT  [aHHble, copepxaiwmecs  (ChopMUpOBaHHbIE 1
coxpaHéHHble) B 1C:3YT1, kak BepHble AN yyeTa U MnocrneayroLen
paboTbl C HUMK.
4.3. Tpu nposegeHun B 3YT1 npukasos, VcnonHutenb ucnonb3yet
CBOWO Hymepaumio. OTU pekBuanTbl OyayT oOTpaxeHbl B dhopme
pernameHTUpoBaHHoW ot4yeTHocTn EPC-1 (nogpaspen 1.1.) n dopmbl
CTO-P. Mpwn nposegeHnn B 3YIM  gpyrux  KagpoBbIxX
[OKYMEHTOB/KapoBbIX CcobbITUI (tabenb, TIUCTKK
HeTpygocnocobHocTu, otcyTcTBua PaboTHukoB u np.), WcnonHutens
Mo  YMOMYaHWIO  WCMOMb3YIT  HymMepauuio,  aBToOMaTU4ecku
npucsaveaemyto 1C:3YT1.
4.4.  CTOpOHbI [OMYCKaloT, YTO B [OKYMEHTax, NpoBeAeHHbIX B base
1C:3YIM B npepLecTByOWMUX Hadvany okasaHusi Ycnyru nepuopax,
MOryT cofepXaTbCsi OLMOKM, BNUSIIOLLME HA KOPPEKTHOe BefeHue
KafpoBOro yyeTa, pacyera 3apaboTHOW nnaTbl B Mepuop oKasaHus
Ycnyrn, a UMEeHHO: HETOYHOCTW, HeMonHoTa AaHHbIX, HECOOTBETCTBUE
[OKYMeHTaM Ha GymMakHOM HocuTene Wnu uHble OTKMOHEeHWs. B aToi
cuTyauum VcrnonHutenb MMeeT npaBO MOArOTOBUTb W HanpasBUTb
3akas3uvKky npeasioxeHne OTHOCUTENBbHO KOMMIEKca MeponpusiTUN no
MCNpaBneHuto BbISIBMEHHbIX OLLINGOK. YKa3aHHbIe B HACTOSLLEM MYHKTE
OLWNBKN W OTKNOHEHUs MOoryT ObiTb BbisiBNeHbl WcnonHutenem wnm

cobbITHAX

3.4.6. Printed forms.

3.5. If it is necessary to finalize the standard configuration of
1C:ZUP, such modified configuration is removed from the support of
the 1C developer. Further support and maintenance of 1C:ZUP and
regular software updates are carried out by the Provider within the
framework of the "personal" tariff and the service "Support and
technical support of the 1C:ZUP database on the Provider's server".
Until the moment of activation of this service, the Provider is not
responsible under the Agreement if the modified configuration does
not make it possible to correctly provide HR services.

3.6. The Parties agreed that to ensure the functioning of the KEDO,
the LCS (EmplDocs information system) is used. This information
system in the event of termination of the Agreement/disconnection of
the “Personnel records management” Service and the “Payroll and
Payroll Tax Calculation” Service is disabled. The Parties jointly
agreed that upon the occurrence of the above events, the Customer
may use the LCS under a separate license agreement, which he will
be obliged to conclude with the vendor of the specified software
product.

4. THE PROCEDURE FOR CONNECTING TO THE SERVICE

4.1. The Parties have agreed that when connecting to the Service,
the Customer sends the following source data and documents to the
Provider within 5 business days from the date of commencement of
the Agreement (or from the date of connection to the Service):
4.1.1. Copies of local regulations, in particular the Rules of
Internal Labor Regulations, Regulations on Remuneration and
bonuses, Regulations on business trips, local regulations on the
KEDO (if available);
4.1.2. Staffing with indication of the organizational structure (full
names of structural divisions and positions of Employees);

4.1.3. A list of Employees indicating the personal data of
employees as part of: passport data, information about registration,
actual place of residence, education, insurance record for payment
of the disability certificate, family composition, SNILS, TIN, e-mail
address;
4.1.4. Information about the number of days of accumulated
vacation on the date of activation of the Service;
4.1.5. Information about upcoming personnel events (in writing, in
the format of relevant applications);
4.1.6. Alist of persons (Employees) who have agreed to switch to
the KEDO or who previously interacted with the Customer through
the KEDO;
4.1.7. Other documents at the request of the Provider.
4.2. The Customer may not provide the Provider with the
documents listed in paragraphs 4.1.2-4.1.7 of the Rules, if the
relevant up-to-date data (for the periods preceding the start of the
provision of the Service) are contained (generated and stored) in the
1C:ZUP database transmitted to them.
The Parties agreed to consider the data contained in 1C:ZUP and
transmitted to the Provider as complete, reliable, correct and not
involving a personnel audit, unless otherwise stipulated in a separate
agreement between the Parties.

If the Customer has not provided the information listed in clause 4.1.
of the Rules in a timely manner, the Provider by default accepts the
data contained (generated and stored) in 1C:ZUP as correct for
accounting and subsequent work with them.

4.3. When carrying out orders in the ZUP, the Provider uses its own
numbering. These details will be reflected in the form of regulated
reporting EFS-1 (subsection 1.1.) and the SD-R form. When
conducting other personnel documents/personnel events in the ZUP
(report card, sheets of disability, absence of Employees, etc.), the
Provider by default uses the numbering automatically assigned by
1C:ZUP.

4.4. The Parties admit that the documents held in the 1C:ZUP
database in the periods preceding the start of the provision of the
Service may contain errors affecting the correct management of
personnel records, payroll during the period of the provision of the
Service, namely: inaccuracies, incompleteness of data, inconsistency
with paper documents or other deviations. In this situation, the
Provider has the right to prepare and send to the Customer a
proposal regarding a set of measures to correct the identified errors.
The errors and deviations specified in this paragraph may be
identified by the Provider or government agencies at any time from
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rocyqapcTBeHHbIMM OopraHamu B no6oi MOMEHT C Hayana okasaHusi
Yenyru.

4.5. TlpoBepka W wuchNpaBfeHMe [OaHHbIX MPOLWMbIX MNepuoaos,
BHeceHHbIX B 6a3y 1C:3YTl1, He oTHocuTcs k npeamety [loroBopa, He
npeanonaraetca CTopoHamu, 1 He ocyLlecTBnsieTcs VicnonHuTtenem B
pamkax [oroBopa. [laHHas ycnyra MoxeT ObiTb oOka3aHa 3a
OOMOMHUTENbHYIO NnaTy.

4.6. Wcnonuutenb 3Hakomutca C  JIHA, npepocTtaBneHHbIMU
3akaszumkom B cooTBeTcTBMM C N. 4.1.1., M yuuTbiBaeT ux npu
oKasaHuM Ycnyrm B 4acTu: pexuma Tpyda W oTabixa; nopsiaka
npegocTaBneHnss  OTMYCKOB;  AOMOMHUTENbHBIX — rapaHTui  u
KOMMeHcauumin, npegocTaensiemblix Pabotogarenem.

4.7. 3aKkasyMk HeceT TMOMHYl0 OTBETCTBEHHOCTb 3a TO, YTO
nonoxernnss JIHA He npoTtmsopevaT 3akoHopaTenbcTBy Poccuiickon
denepauum nNo Tpyay M MHBIM HOPMATUBHBLIM akTaMm, a TakkKe MPUHSTHI
1 NoANMcaHbl Haanexawmumm nuuamm.

4.8. VcnonHwutenb B pamkax Ycrnyru  He  OCyllecTBnseT
lopUanMYecknii aHanma npegocrtasneHHblx JIHA 3akasunka Ha npegmer
cooTBeTCTBUsI TpeboBaHMsIM TPYAOBOro 3akoHoaaTenscTea. [pu atom,
B crnyyae obHapyxeHusi B JIHA $IBHbIX HapyLUeHWI, NpOTMBOPEYUi
3akoHogaTensctBy, WcnonmHutenb uMeeT npaBO MOArOTOBUTL U
HanpaBuTb 3akasvuKy npeanoXeHne Mo YCTPaHEHWIO BbISIBIIEHHbIX
OLUMBOK.

4.9. AHanu3 u npuBegeHne JIHA 3akasumka B COOTBETCTBUE C
TpeboBaHnAMM 3akoHodaTenbcTBa Poccuickon ®Pepepauuy moryT
ObITb ocyllecTBneHbl WcnonHutenem B pamkax LOMONHUTENbHON
ycnyru, yCroBusi OKa3aHWusi KOTOpOW cornacoBbiBatoTcsi CTopoHamm
OOMONHUTENBHO.

4.10. 3aka3uuk 06si3yeTcs MaKCcMMarnbHO OnepaTvBHO MNepenaBaTb
VMicnonHuTento Bce NpuHATbIE N3MeHeHnst n gononHeHus k JIHA. Ecnn
ykasaHusi (pacnopsbkeHusi) 3akas3umka, MorydeHHble opuanyecku
3Ha4MMbIM crnocoboM, ykasaHHbiM B [loroBope, npoTuBopevar paHee
nepegaHHeiM Ucnonnutento JIHA, To WcnonHutens pykoBoacTByeTCA

HOBbIMWM  yKasaHuAMM  3akasddyvmka (npuopuTeT Goree  HOBbIX
pPacnopspKEHUN).

4.11. B cnyvae, ecnu nognncaHToOM CO CTOPOHbI 3akasunka ABnAeTcs
nHoe nvuo, Hexenwn pykoBoauTenb HOpPUANYECKOTO

nuua/uHavBMAyanbHbIA  NpeanpuHUMaTenb, 3akasuuk HanpaensieT
McnonHuTenio COOTBETCTBYIOLLYIO MH(OPMaLMIO U NoATBEpXAatoLLme
[OKYMEHTbI-OCHOBaHMUSI.

4.12. CTOpOHbI AOrOBOPUINCH, YTO MPW MOAKIIOYEHUU K Ycnyre B
0b6a3aHHOCTb VcnonHuTens He BXOAUT nogrotoBka M caada EPC-1
(nogpasgen 1.1.) 3a nepuodbl, NPeaLIECTBYOLWME Havany okasaHus
Ycnyrm. Hanpumep, ecnu Ycnyra nogkmiodeHa ¢ 01 saHBaps, TO
nepBbIM MecsiLleM, No uToram kotoporo y WcrnonHutens BO3HWKaeT
06513aHHOCTb MO cAave OT4ETHOCTM 3akasunka SBnseTcs sHBapb. [pu
3ToM CTOpOHbI MOryT [OrOBOPUTLCH O MOATOTOBKE W caade
OTYETHOCTM 3a Aekabpb (Unu Gonee paHHWE nepuogbl) B pamkax
pPa3oBOW AOMNONHUTENBHOW YCNyTu.

5. MOPAOOK U CPOKU OKA3AHWUA YCNYT

5.1. Cepsuchbl B paMkax Ycnyru Bceraa MHALMMPYIOTCA 3akas3qymkom,
ecnn vHoe SBHO He ykasaHo B n. 9 [pasun Ycnyru. 3akasunk
HanpasnseT McnonHutenio YHuUUMpPOBaHHbIE 3asiBKM (3asBka OT
KITK) topuanyeckn 3HaunmbiM criocobom, ykasaHHbIM B [loroBope unu
WcnonHutenb npuHnmaet 3assku PaboTHuka (B criyqae noaknioveHns
Yenyru NIKC).
5.2. VcnonHuutenb HanpaenseT 3akasuuky pesynsTaT oKa3aHusi
Yenyrn ogHUM 13 cnoco6oB:
5.2.1. MyTtem OTnpaBku 3NEKTPOHHOro nnucema Ha
aBTOpPU30BaHHbIe afpeca AMEKTPOHHOM NoYThl 3akasyvka;
5.2.2. NHTerpauuen (aBToMaTn3nMpoBaHHOTO PeryrnsipHoro obmeHa
OaHHbIMM) C CMCTeMaMu KagpoBOro AernonpousBOACTBA U y4yeTa
TabenbHOM WMHdOpMauuK, ucnonbayembimMu  3akasdukom. [pu
aToM B3aummopewicTtBne CTOPOH [OMOMHUTENBHO perynvmpyeTcs
MepcoHanbHbiIMM  npaBunamu  Yenyrn.  [pn HeobxogmmocTu
CTOpPOHbI BCTYMNatoT B NEpPEroBopbl OTHOCUTENbHO oTAenbHoro UT-
npoekTa MO HacTpoWKe W TEeCTUPOBaHUIO TaKOM WHTerpauuu.
YcnoBusi  (Cpoku, CTOMMOCTb, KIHOYEBble MapameTpbl) Takoro
npoekta cornacosbiBaloTcsl CTOpoHaMu [AOMOSMHUTENBHO U B
Ycnyry He BxogsT. [lo MOMEHTa OKOHYaHMsi Takoro npoekta no
HacTpolike o6meHa / wHTerpaumm CTOPOHbI AOMNOMHUTENBHO
noroBapuBatoTcs 06 ycrnoBusix nepexoaHoro atana (cnocoba u
CTOMMOCTU BHECEHUs] UCXOAHbIX AaHHbix B 1C:3YM) (npum
noAKMioYeHnn Tapuda «nepCcoHanbHbIn»).
Mpn BbIOOpe yka3aHHOrO B HacTosILEM MOANyHKTe crocoba
nepefayn MCxodHoW uHdopmaumn UcnonHuTens He npoBepsieT
ann obmeHa, He CBepsieT, He aHanu3npyeT U He KOppeKTMpyeT
ero, ecnu nHoe He npeaycmotpeHo CtopoHamu B [loroBope. Ecnn
B nepefaHHblX 3akas3uMkoM WCXOAHbIX AaHHbIX COAepXanucb
OWnbKN, TO BbLIABNEHUE W WCMpaBrieHWe Takux OWwMnboK u KX

the beginning of the provision of the Service.

4.5. Verification and correction of data from previous periods
entered into the 1C:ZUP database does not relate to the subject of
the Agreement, is not assumed by the Parties, and is not carried out
by the Provider within the framework of the Agreement. This service
can be provided for an additional fee.

4.6. The Provider gets acquainted with the personal data provided
by the Customer in accordance with paragraph 4.1.1., and takes
them into account when providing the Service in terms of: work and
rest regime; the procedure for granting vacations; additional
guarantees and compensations provided by the Employer.

4.7. The Customer is fully responsible for the fact that the
provisions of the LNA do not contradict the legislation of the Russian
Federation on labor and other regulations, as well as adopted and
signed by the proper persons.

4.8. The Provider, within the framework of the Service, does not
carry out a legal analysis of the Customer's LNA provided for
compliance with the requirements of labor legislation. At the same
time, in case of detection of obvious violations in the LNA,
contradictions to the legislation, the Provider has the right to prepare
and send to the Customer a proposal to eliminate the identified
errors.

4.9. The analysis and bringing of the Customer's LNA into
compliance with the requirements of the legislation of the Russian
Federation can be carried out by the Provider as part of an additional
service, the terms of which are agreed upon by the Parties
additionally.

4.10. The Customer undertakes to promptly transmit to the Provider
all accepted changes and additions to the LNA. If the Customer's
instructions (orders) received in a legally significant way specified in
the Agreement contradict the LNA previously transmitted to the
Provider, then the Provider is guided by the new instructions of the
Customer (priority of newer orders).

4.11. If the signatory on the part of the Customer is a person other
than the head of the legal entity / individual entrepreneur, the
Customer sends the Provider the relevant information and supporting
documents-grounds.

4.12. The Parties have agreed that when connecting to the Service,
it is not the Provider's responsibility to prepare and deliver the EFS-1
(subsection 1.1.) for the periods preceding the start of the provision
of the Service. For example, if the Service has been connected since
January 01, then the first month after which the Provider has an
obligation to submit the Customer's reports is January. At the same
time, the Parties can agree on the preparation and submission of
reports for December (or earlier periods) as part of a one-time
additional service.

5. THE PROCEDURE OF THE PROVISION OF THE SERVICES

5.1. Services within the Service are always initiated by the
Customer, unless otherwise expressly stated in paragraph 9 of the
Service Rules. The Customer sends Unified Applications to the
Provider (an application from the CLC) in a legally significant way
specified in the Agreement or the Provider accepts the Employee's
Applications (in the case of connecting the LCS Service).
5.2. The Provider sends the Customer the result of the provision of
the Service in one of the following ways:
5.2.1. By sending an e-mail to the authorized e-mail addresses of
the Customer;
5.2.2. Integration (automated regular data exchange) with
personnel records management and timesheet information
systems used by the Customer. In this case, the interaction of the
Parties is additionally regulated by the Personal Rules of the
Service. If necessary, the Parties enter into negotiations regarding
a separate IT project to set up and test such integration. The
conditions (terms, cost, key parameters) of such a project are
additionally agreed upon by the Parties and are not included in the
Service. Until the end of such a project to set up exchange /
integration, the Parties additionally agree on the conditions of the
transition stage (method and cost of entering initial data into
1C:ZUP) (when connecting to the “personal” tariff).
When choosing the method of transmitting source information
specified in this subclause, the Provider does not check the
exchange file, does not verify, analyze or correct it, unless
otherwise provided by the Parties in the Agreement. If the initial
data transmitted by the Customer contained errors, then identifying
and correcting such errors and their consequences is considered a
separate project and is not included in the Service.
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NocneacTBUA CUYMTaETCA OTAENbHbIM MPOEKTOM U B Ycnyry He

BXOAWT.

5.2.3. MNytem otnpaekn Yepes JIKC.
Cnocob HanpaBsreHus pesynbrarta okasaHus Ycnyr onpepensiercs
McnonHuTeneMm camoCTOATENbHO B 3aBUCMMOCTU OT COrMacoBaHHOMO
cnocoba B3avmopencTana 3akasumka ¢ PaboTHukamu (mocpeactsom
BGymaxkHoro kagpoBoro AokymeHtoobopota mnu K3OO). Mpu BbiGope
Tapuda «nepcoHanbHbiny CTopoHamu B [epcoHanbHbIX npasunax
MOXeT ObITb cornacoBaH MHOWM NOPSAAOK CAaYM pesynsTaToB Yenyru.
5.3. Pesynbrar okasaHuss cepBuca HampaenseTrcs  3akasuuky
McnonHuTenem B COOTBETCTBUM CO CPOKOM, NPEAyCMOTPEHHbIM B M. 9
Mpasun Ycnyrn.
5.4. CTOpoHbI [OroBOPUIKCH, uTOo CpOK BbIMONHEHUA
YHucmumpoBaHHo 3asBkm [ 3asBkM PaboTHuka (unu  Havana
obpaboTkn WcxogHon wHdOpMauuM) HavuMHaeTcss € MOMEHTa
nonyyennss  McnonHutenem  [OCTATOYHbLIX  UCXOAHbLIX  OAHHbBIX,
HeobXoAMMBbIX ANs ee BbINonHeHus. MNepeyeHb NonHbIX, HeobXxoaMMbIX
W [OCTaTOMHBIX AAHHbLIX ANA BbINOMHEeHWs McrnonmHutenem kaxaoro
BMAA YHUdMLMpOBaHHOW 3asBKv npuseaeH B n. 8 [Npasun wnu B
dopme 3asBkM PabotHuka B ero JIKC. Tem He meHee, CTOPOHbI
NPU3HAIOT, YTO B OTAENbHbIX Cnyyasx McnonHuTento MoxeT
notpeboBaTbCst AONONHUTENBHAs UHPOPMaLMS U [OKYMeHTbI, 6e3
KOTOpbIX BbINOMHEHWE YHUULIMPOBaHHOW 3asBku / 3asBkn PaboTHrka
HeBO3MOXHO. B criyyae He npegoctaeneHns 3akasunkom/PaboTHUKOM
3akasyuka nonHown mHdopmauun, McnonHutens BrnpaBe oOTKa3aTb B
oKa3aHum  cepsuca, npu 3tomMm WcnonHutens He  HeceT
OTBETCTBEHHOCTN 3a BO3MOXHbI€ MOCNEACTBUSA YBENUYEHUS CPOKOB
oKa3aHus/HeoKa3aHns CepBUCOB.

55. B cnyvasx, «korga 3akasuuk (PabotHuk  3akasuuka
nocpeacteom JIKC) Hanpaensier WcnonHutenio YHUMUMPOBaHHYHO
3asBKy c HapyLleHvem XPOHOMOINYECKOro nopsiaka

npuema/yBornbHeHns/nepesoga M ApYrux KagpoBbiX COObITUA, YTO

npvBOAMT K HapyleHwio Hymepauun pgokymeHtoB B 1C:3YT,

nepeHymepaums (M3MeHeHne, ucrnpaeneHue Unu CABWUI Hymepauum) n

nocriegytoiiee nepeodopmneHve KafpoBbIX AOKYMEHTOB

aBTOMaTuyeckn McnonHutenem He npoussogatcs. B cnydvae

HeobxoaMmMocCTH, ycrnyra MoXeT ObiTb OkasaHa 3a AOMOSTHUTENbHYHO

CTOMMOCTb MO cornacosaHnio CTOPOH.

5.6. Bce gokymeHTbl, nogrotasnveaemble VicnonHutenem B pamkax

Yenyrn, HanpasnsioTcs 3aka3yvky B 3NEKTPOHHOM Buae B dopmare

PDF vnu nHom He pegaktupyemom copmare.

5.7. Tlpw oka3aHun Ycnyrv ncnonb3yloTcs cneyoLmne bnaHku:
5.7.1. Npwn ochopmmneHun npuKasos MCnorb3yoTcs
yHUdULMpoBaHHble  OpPMbl,  MPEAYCMOTPEHHbIX  TWUMOBOW
koHdurypauven 1C:3YI1 B COOTBETCTBUM C [OEUCTBYHOLLUM
3aKkoHofaTenbLCcTBOM, nMMbo paspaboTtaHHble VicnonHuTtenem (npu
OTCYTCTBUM YTBEPXAEHHON YHUDULMPOBAHHOW hOpPMbI);

5.7.2. Tpn ocdopmneHnn TpyaoBbIX AOrOBOPOB, AOMOSMHUTENBHbBIX
cornawleHni K TPyAOBbIM ~ [OroBopaM,  COMMalleHuin o
pacTopXeHUn TPyAOBbLIX [OrOBOPOB, YBEAOMIIEHWN, CMPaBOK C
Mecta  paboTbl, Mcrnonb3ywTcA  GrnaHkM U WabnoHs.l,
npefgocTasneHHble VicnonHutenewm;

5.7.3. icnonb3oBaHWe WHbIX WHAMBUAYamNbHbIX (OPM, B TOM
yucne nNpefocTaBneHHbIX 3aKka3yvkom, BO3MOXHO NPpU YCroBUM X
aBTomaTtusaummn B 1C:3YM1 3a cyer 3akasymka u BneveT nepexoq
Ha Tapud «nepcoHarnbHbINY.

5.8. VcnonHutenb B pamKkax okasaHusi YCrnyru He opraHu3oBbIBaET,

He obecrneyvBaeT, He KOHTPONMMUPYET U He aAMUHWUCTPUPYET MpoLecc

cbopa, nognucanust y PaboTHUKOB 1 OOMKHOCTHBIX WY, 3akasduka, a

TaKkke XpaHeHWs nobblX AOKYMEHTOB (3a MWCKIMIOYEHWEM Cryyaes,

ycTaHoBrneHHbIX N. 5.19.5 Mpasun). [Npu HeobxoaMMOCTM OKa3aHus

KOMMNMeKkca npouedyp, HanpasleHHbIX Ha BefdeHWe KaapoBOW

[OKYMEHTaumMn, CBSA3AHHOW C ABWXKEHUEeM KagpoB W KaapoBbIM

Y4€TOM, a TaKKe CMEeXHbIX C HMMMK MpOLIECCOB MpeAcTaBuTeENnem

WcnonHutens Ha  Tepputopum  3akasumka, CTOpPOHbI  MOryT

[OroBOpUTLCS O Bble3ae crneuyanvcTa B opuc 3akasumka (nn. «wy» .

9.2. Mpaswun). MNopsigok OKa3aHWs ycrnyru no Bble3dy crneuvanucta B

omc 3akasumka perynupyetcs [paBunamu okasaHusa Ycnyrm

«PaboTa cneunanucta no kagpoBOMYy Aenonpov3BoAcTBy B odmce

3akasuvkay», pasmelleHHbiMU Ha caunte WcnonHutenst (Pasgen 1

Horosopa).

5.9. B Tex cny4yasix, Koraa pesynstaToM okasaHus cepBuca AOMKHA

ABNATLCA 3anucb B TPYAOBYIO KHWkKY PaboTHuka, WcnonHutenb

HanpaBnseT  3akasuuky  SneKTPOHHbIN  obpasel,  3arnorHeHus

[OKYMEHTa, MOATOTOBMEHHbIN C YY4eTOM KOHKPETHOW cuTyauum wu

OaHHbIX, COOepXalUMXCs B KOHKPETHOW YHuduuupoBaHHON 3asBke /

3asBke PaboTHuka. 3aka3uuMk, B CBOW o4yepedb, [OOIDKeH
CaMOCTOSITENbHO ~ 3aMOMHUTL  TPYOAOBYKD  KHWKKY OT pykM B
COOTBETCTBMM  C  3NIEKTPOHHbIM ~ 00pasUoM,  HanpaBneHHbIM
WcnonHuutenem.

5.10. Ecnu Kk YHudwuumpoBaHHON 3asBke /| 3asiBke PabGoTHuka

5.2.3. By sending via the LCS.

The method of sending the result of the provision of the Service is
determined by the Provider independently, depending on the agreed
method of interaction of the Customer with Employees (by means of
a paper personnel document flow or the KEDO). When choosing the
"personal" tariff, the Parties in the Personal Rules may agree on a
different procedure for submitting the results of the Service.

5.3. The result of the provision of the service is sent to the
Customer by the Provider in accordance with the period provided for
in paragraph 9 of the Rules of the Service.

5.4. The Parties have agreed that the deadline for the execution of
the Unified application / application of the Employee (or the
beginning of the processing of Initial Information) begins from the
moment the Provider receives sufficient initial data necessary for its
execution. The list of complete, necessary and sufficient data for the
Executor to fulfill each type of Unified Application is given in
paragraph 8 of the Rules or in the form of an Employee's application
in his LCS. Nevertheless, the Parties acknowledge that in some
cases the Provider may need additional information or documents,
without which the implementation of a Unified Application /
application of the Employee is impossible. If the Customer /
Employee of the Customer fails to provide complete information, the
Provider has the right to refuse to provide the service, while the
Provider is not responsible for the possible consequences of
extending the terms of provision / non-provision of services.

5.5. In cases when the Customer (the Customer's Employee
through the LCS) sends the Provider a Unified application with
violation of the chronological order of admission / dismissal / transfer
and other personnel events, which leads to a violation of the
numbering of documents in 1C:ZUP, renumbering (change,
correction or shift of numbering) and subsequent reissue of
personnel documents are not automatically performed by the
Provider. If necessary, the service can be provided at an additional
cost by agreement of the Parties.

5.6. All documents prepared by the Provider within the framework
of the Service are sent to the Customer in electronic form in PDF
format or other non-editable format.

5.7.  When providing the Service, the following forms are used:
5.7.1. When issuing orders, unified forms are used, provided for
by the standard configuration of 1C:ZUP in accordance with the
current legislation, or developed by the Provider (in the absence of
an approved unified form);

5.7.2. When issuing employment agreements, additional
agreements to employment agreements, agreements on
termination of employment agreements, notifications, certificates
from the place of work, forms are used and templates provided by
the Provider;
5.7.3. The use of other individual forms, including those provided
by the Customer, is possible if they are automated in 1C:ZUP at
the Customer's expense and entails the transition to the "personal”
tariff.
5.8. The Provider, within the framework of the provision of the
Service, does not organize, does not provide, does not control and
does not administer the process of collecting, signing from
Employees and officials of the Customer, as well as storing any
documents (except for the cases specified in clause 5.19.5 of the
Rules). If it is necessary to provide a set of procedures aimed at
maintaining personnel documentation related to the movement of
personnel and personnel records, as well as related processes, by a
representative of the Provider on the territory of the Customer, the
Parties can agree on a specialist to visit the Customer’s office
(subclause «w» clause 9.2. of the Rules). The procedure for
providing the Service of a specialist visiting the Customer's office is
regulated by the Rules for the provision of the Service "Work of a
personnel records specialist in the Customer's office”, posted on the
Provider's website (Section 1 of the Agreement).
5.9. In cases where the result of the provision of the service should
be an entry in the employment record book, the Provider sends the
Customer an electronic sample of filling out the document prepared
taking into account the specific situation and the data contained in a
specific Unified application / application of the Employee. The
Customer, in turn, must independently fill out the employment record
book by hand in accordance with the electronic sample sent by the
Provider.

5.10. If a scanned document is attached to the Unified Application /
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npunaraeTcsi CKaHMpPOBaHHbIA [OKYMEHT (Hanpumep, 3asiBreHue,
cnyxebHasa 3anucka u T.n.), VICNonHWTeNb OPUEHTUPYETCS TOMbKO Ha
coAepXaTenbHyl0 4acTb [AOKYMEHTa, He MNpuHMMas BO BHUMaHWe
BO3MOXHbIE py4Hble NOMETKMW, NPUNMCKK, pesontoumn 1 T.4. B cnyyae,
ecnv AaHHble BO BMOXEHHOM [AOKYMEHTE OTNMYalTCA OT AaHHbIX,
yKkasaHHblX B YHuUdMUMpOBaHHOW 3asBke / 3asBke PaboTHuka,
WcnonHutenb BnpaBe 3anpocutb Yy 3akasumka  YTOYHSIOLLYHO
uHpopmaumio. B cnyyae, ecnm oT 3akasumka He nonyyeHa
MHopMaLma B CPOK, MO3BOMSAIOWMA NPOBECTU COOTBETCTBYHOLLYIO
KaapoBylo npoueaypy B COOTBETCTBUM cO cpokamu TK PP, npuoputert
oTAaeTcs MHdopMauun, ykasaHHoOW B YHUUMUMpPOBaHHOW 3asBke /
3anBke PaboTHuka.

5.11. MNocne Toro, kak 3aka3yvKy ObinM HanpaeneHbl pe3ynbTaTbl
okasaHus  cepBuca, nwobble  KOPPEKTUPOBKW/MCNpAaBMNEHUs Mo
nHUUMaTnBe 3akasymka TapuuumMpyoTca AOMNOMHUTENBHO COrMacHo
nn. «c» n. 9.3. MNpasun.

5.12. OGWMMM npaBunaMum oOkasaHus NpPodeccUoHanbHbIX YCNyr,
ABNALWMMUCS HEOoTbeMneMon 4YacTbio [loroBopa, Ans 3akasuvka
npegycMoTpeHa BO3MOXHOCTb BOCMOS1b30BaATHLCA KpaTkMumum
(anuTtenbHocTbio A0 20 MUHYT, He Gonee 3 B 1 kaneHAapHbI MecsiL)
KOHCynbTaumsamu VicnonHutens no sonpocam opopMIeHUst KagpoBbIxX
npoueayp, NpeaocTaBnseMbIxX B paMkax Ycnyru.

MepeuncneHHble B AaHHOM MNYHKTE KOHCYMNbTauuM OKasblBaOTCH
3akasuynKy TOMbKO B OTHOLUEHMM  BOMPOCOB,  KacawoLMXCs
opopMeHns KagpoBbIX Mpouenyp puaMYECcKoro nuua, ¢ KOoTopbIM
3aKIIOYEH JOrOBOP Ha okasaHue Ycnyru.

5.13. lpn okasaHuM CepBMCOB, MOAPa3lyMeBalOMX NepemelleHne
PaboTHuka 3akasyvka B pamkax rpynnbl KOMNaHui, 3akasuunk Bnpase
npefocTaBnTb  YHUMPUUMPOBaHHYO 3asBKy 6e3 nepcoHasnbHbIX
AaHHbIX. B Takom cnyvae, WcnonmHutenb Ans  odopmMneHvs
COOTBETCTBYIOLUMX Ka[poBbIX Mpouedyp WCMonb3yeT MNOCMEAHIon
BEPCUI0 NepCcoHarbHbIX AaHHbIX, cogepxaluytocsa B 1C:3YT.
WcnonHuTenb He  aHanuaupyeT  HeobxoAMMOCTb  COBEpLUEHUS
KagpoBbIX MNpouedyp MO BCEM OCTanbHbIM KOMMaHWAM B COCTaBe
rpynnel.  Hanpumep, npepoctaBneHve otnycka PaboTtHuky no
YHuduumpoBaHHon 3asiBke / 3asBke PaboTHuka He nogpasymeBaeT
aHanus VcnonHuTtenem Hanmuuns dakta COBMECTUTENBLCTBA B APYIrnX
KOMMNaHWAX B COCTaBe rpynnbl ¥ HEOOXOAMMOCTU MpeaoCTaBieHns
COOTBETCTBYIOLLMX OTMYCKOB.

5.14. VcnonHuTenb OCYyLIECTBNSIET MNpOBepKy hakta npuema Ha
paboTy ObIBLEro rocyaapCTBEHHOIO/MYHULIMNANBHOIO  CryXallero
TONbKO B Cryvyae CBOEBPEMEHHOro (B [AeHb npuema Ha paboTy)
NpefocTaBneHnss TPYAOBOM KHWXKKM W/MNW CBedEeHWA O TpydoBOW
OeATenbHOCT W/ BOeHHoro Guneta PaboTHuka, copepKalumx
COOTBETCTBYIOLLWE CBEAEHNUS.

MogrotoBka McnonmHutenem yBedOMIIEHMA O npueme Ha paboty
ObIBLIEro  roCyAapCTBEHHOrO  CryXallero BO3MOXHa B  pamkax
[OOMNONHUTENBHOM NnaTHow yenyru (nn. «bx» n. 9.2. Mpasun) 1 Tonbko B
criy4yae CBOEBPEMEHHOrO MnpeaocTaBneHvs (B AeHb npueMa Ha
paboTy) COOTBETCTBYIOLLMX (BbILLENEPEYNCIIEHHbIX) NOATBEPXAAIOLLUMX
[OKYMEHTOB.

5.15. VcnonHutenb  He  OCYLUECTBMSET  BblACHEHME  MPUYWH
oTcyTcTBUS PaboTHMKOB 1 camMOCTOSATENbHBIN (BHE 3aSBOK 3akasyumka)
YYET OTKIOHEHWIA.

5.16. VcnonHutenb oCyLLeCTBNSET NPOBEPKY hakTa u KOPPEKTHOCTH
YyCTaHOBMEHNA panoHHoro koadduumeHta (PK) v npoueHTHon
(ceBepHot) Hagbasku (CH) npu npveme HoBoro PaboTHuka B crnyyae,
ecnu VicnonHuTento JOCTOBEPHO M3BECTHO MeCcTo paboTbl PaboTHuka
3akasuuka. B panbHenwem WcnonHutenb He nNpou3BOAMT KOHTPOIb
pervoHanbHOro  3aKoHOAATeNbCTBa W BO3MOXHBIX — U3MEHeHUI
yrnoMsHyTbIX noka3aTtenen. Wcnonuutens He awanuaumpyetr PK,
YCTaHOBIEHHbIE PEernoHanbHbIMW COrMaleHns MU O MUHUMArbHON
3apaboTHol nnare.

5.17. Ecnu npu oka3aHun cepBuca WcnonmHutento Tpebyetcs
MHOpMauns, copepxawascs B [OKYMEHTaX, OdOPMIIEHHbIX
nogpsauMkamy  3akasyuMka WM rocydapCTBEHHbIMWM  OpraHamu
(Hanpumep, opraHusaumu, nposoaswme COYT, MeauuMHckue
opraHusaumu, cygebHble opraHbl 1 T.0.), To VcnonHutenb ncnonb3yeT
UCKINIOYNTENBHO Ty  MHdOpMauuio,  KOTopasi  COOEepXWUTCcs B
COOTBETCTBYIOLMX  Hagnexawym obpa3oM  OpOpPMNEHHbIX 1
3aBepeHHbIX AOKYMeHTax (Konusx AOoKymeHToB). lNpepocTtaBneHHas
3aka34yvkoMm, HO He MOoATBEPXAEHHas [OKYMeHTanbHO WHopmaumsi
ANs Oka3aHWs CepBUCOB HE UCMONb3yeTcs.

Ecnv B npepctaBneHHbIx 3akas3yvMKoM [AOKyMEHTax 4acTU4HO unu
MOSHOCTbIO  OTCYTCTBYeT Tpebyemasi uHdopmaumsi, WcnonHutens
nHopmupyeT 06 aToM 3akasumka. 3akasvuk 06si3yeTcss onepaTuBHO
npeactaBuTb  VICMOMHWTENO  CKOPPEKTUPOBAHHBIA  [OKYMEHT.
McnonHuTenb camMoCTOATENbHO He HanpasnsieT 3anpochbl TPETbUM
nmuam oT nMeHn 3akasduka.

B cnyyae He npepocTtaBneHus 3aka34yMKOM  BbILLEYNOMSHYTbIX
OOKYMEHTOB (B T.M. CKOPPEKTUPOBAaHHbLIX), VicnonHuTens Brnpase

application of the Employee (for example, a statement, a memo,
etc.), the Provider focuses only on the content of the document,
without taking into account possible manual notes, postings,
resolutions, etc. If the data in the attached document differs from the
data specified in the Unified Application / Employee's application, the
Provider has the right to request clarifying information from the
Customer. If the information is not received from the Customer in
time to carry out the appropriate personnel procedure in accordance
with the terms of the Labor Code of the Russian Federation, priority
is given to the information specified in the Unified Application /
application of the Employee.

5.11. After the results of the provision of the service have been sent
to the Customer, any adjustments/corrections on the initiative of the
Customer are charged additionally in accordance with subclause «c»
clause 9.3. of the Rules.

5.12. The Rules for the provision of professional services, which are
an integral part of the Agreement, provide for the Customer the
opportunity to take advantage of short (lasting up to 20 minutes, no
more than 3 in 1 calendar month) consultations of the Provider on
the design of personnel procedures provided within the framework of
the Service.

The consultations listed in this paragraph are provided to the
Customer only in relation to issues related to the registration of
personnel procedures of the legal entity with which the agreement for
the provision of Services has been concluded.

5.13. When providing services involving the relocation of the
Customer's Employee within the group of companies, the Customer
has the right to submit a Unified Application without personal data. In
this case, the Provider uses the latest version of personal data
contained in 1C:ZUP to execute the relevant personnel procedures.

The Provider does not analyze the need to perform personnel
procedures for all other companies in the group. For example,
granting leave to an Employee on a Unified application / application
of the Employee does not imply an analysis by the Provider of the
fact of part-time work in other companies within the group and the
need to provide appropriate leave.

5.14. The Provider checks the fact of hiring a former state/municipal
employee only if the Employee’s work record book and/or information
about the work activity and/or the Employee’s military ID containing
the relevant information are provided in a timely manner (on the day
of hiring).

Preparation by the Provider of notices of employment of a former civil
servant is possible as part of an additional paid service (subclause
«b» clause 9.2. of the Rules) and only in case of timely provision (on
the day of employment) of the relevant (above) supporting
documents.

5.15. The Provider does not clarify the reasons for the absence of
Employees and independently (outside of the Customer's requests)
account for deviations.

5.16. The Provider verifies the fact and correctness of the
establishment of the district coefficient (DC) and the percentage
(northern) allowance (NA) when accepting a new Employee if the
Provider reliably knows the place of work of the Customer's
Employee. In the future, the Provider does not monitor regional
legislation and possible changes in these indicators. The Provider
does not analyze DC established by regional agreements on
minimum wages.

5.17. If, when providing the service, the Provider requires
information contained in documents issued by the Customer's
Provider's or government agencies (for example, organizations
conducting SAWC, medical organizations, judicial authorities, etc.),
the Provider uses only the information contained in the relevant duly
executed and certified documents (copies of documents). The
information provided by the Customer, but not documented, is not
used for the provision of services.

If the required information is partially or completely missing in the
documents submitted by the Customer, the Provider informs the
Customer about it. The Customer undertakes to promptly submit the
corrected document to the Provider. The Provider does not
independently send requests to third parties on behalf of the
Customer.

If the Customer does not provide the above-mentioned documents
(including corrected ones), the Provider has the right to postpone the
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nepeHecT! CPOK UMM MOMHOCTbIO OTKa3aTb B OKa3aHWWM cepsuca, npuv
3TOM lcnonHutenb He HeceT OTBETCTBEHHOCTM 33 BO3MOXHble
nocneacTsnsa yBenmyeHss CPOKOB OKa3aHWsA/HeoKa3aHNst CepBUCOB.
5.18. Mo 3anpocy 3aka3uuka, HanpasneHHoMy VcnonHuuTenio
rMocpeacTBOM OpMANYECKN 3HAYMMOWN Nepennckn, BCA MHopMaums
MOXeT Hanpasnateca McnonHutenem 3akasyuky B BuAE apXMBHbIX
daninoB cdopmata zip, 3awuiLeHHbIX naponem. MNpy atom 3akasumk
OOMMKEH MMETb BBUAY, YTO 3aliuTa MaponeM pacrnpocTpaHseTcs Ha
BCE BWAbl OOKYMEHTOB, Hanpaensemble McrnonHutenem 3akasyuky.
Maponb, HeobGXoAUMbIA ANSt  OTKPbITMSI  halnoB, HanpasnsieTcs
WNcnonHuTenem 3aka3ymky OOHOKPATHO Ha aBTOPM30BaHHbIE agpeca
3MEeKTPOHHON NoYThbl 3aka3yunka, ykasaHHble B [lorosope.

5.19. OcobeHHOCTM oOKa3aHusi Ycnyr B OTHOWeHun PaboTHuka

3akasuvka, B3avMOZEeNCTBME C  KOTOPbIMWM  OCYLLECTBMSETCS
nocpefcTBOM  KafpoBOro  AMEKTPOHHOro  AoKymeHToobopota  C
npumeHeHnem nporpammHoro npogykta «WiseAdvice: JInuHbIv

KabuHeT coTpyaHuKa» (ToBapHbIi 3Hak EmplDocs):
5.19.1. 3aKka34yMk CcaMOCTOSATENbHO, B TOM 4uCre MO uToram
KOHcynbTaumn ¢ WcnonHwutenem,  onpegensieT  nepeveHb
3MEKTPOHHbIX OKYMEHTOB, B OTHOLLEHWNN KOTOPbIX OCYLLECTBNSETCA
K3OO0.
5.19.2. NcnonHutens onpepensieT nepedeHb BUAOB  3asBOK,
KoTopble PaboTHVK MoxeT ochopMuTb camocTosiTenbHo Yepes JIKC
B COOTBETCTBMWN C AOCTUIHYTbIMW AOrOBOPEeHHOCTAMM B M. 5.19.1. B
nepviogd AewcTeus pgorosopa McnonHutens Bnpase yBenuuuneatb
WM CcOKpallaTb KONMMYeCcTBO BMAOB 3as8BOK, KoTopble PaboTHuk
MOXeT 0hopMUTb camocTosiTensHo Yepes JIKC.
OdpopmMrieHne 3neKTPOHHbIX AOKYMEHTOB, B OTHOLLUEHUW KOTOPbIX
ocywectnserca K3OO, HO oOTCyTCTBYEeT BO3MOXHOCTb MNoAaTb
3asBky u4epe3 JIKC, wuHuummpyeT 3akasyuMk nocpeacTBOM
HanpaeneHns  YHUMUUMPOBAHHbLIX 3a8BOK C  cobniogeHvnem
TpeboBaHui, yCTAHOBMEHHbIX B HACTOsILLIEM pasgere.
5.19.3. CTOpOHbl [J0roBOPUNNCL, YTO 3aKas3yuMK CaMOCTOATENbHO
OopraHu3oBbIBaeT U obecneunBaeT nognucaHve PaboTHukamu,
nvuaMmu, npuHUMaembiMu Ha paboTy, cormacuin O nepexoge Ha
B3aumMopeincTteue c paboTogatenem nocpegctBoM K3OO w
nHdopmupyeT cnonHutensa o nepeyHe nuu, NoANMCaBLUMX Takue
cornacus.
5.19.4. VicnonHutenb npuHumaeT B paboTy 3asBku PaboTHukoB

TONbKO nocne nx cornacoBaHus COOTBETCTBYHOLLMMUN
OTBETCTBEHHbBIMU nuammn 3akasuuka. KoHTpornb 3a
CBOEBPEMEHHbIM cornacoesaHuem 3anBok Pa6oTHukoB

ocyLecTBnseTcs 3akasynkom.

5.19.5. NcnonHutens B pamkax oka3aHus Ycnyrn obecneunBaer
NpoLecC XpaHeHUs KagpoBblX 3MEKTPOHHBIX [OKYMEHTOB, B
COOTBETCTBUM C  TpeboBaHWMAMM  [EWCTBYIOLLEro  apXvBHOMO
3aKoHoAaTenbLCTBa.

B pamkax okasaHus Ycnyrn 3akasuuky He npefocTaBnsieTcs 4ocTyn
B 1C:3YI Kk OMOpPMMNEHHbIM W MOAMUCAHHBLIM  3MEKTPOHHbBIM
[OKyMeHTaM, B OTHOLeHun KoTopbix ocyuiectensaetca KSOO. Mpu
HeobxoAMMOCTW npefocTaBneHns nogobHoro poctyna CTOpPOHbI
BCTYNatoT B OTAENbHbIE MEPErOBOPbI.

5.19.6. B cniyvae pactopxenus [JoroBopa WcnonHutens obasyetcs
nepefatb apxuB OMOPMIIEHHbIX W MOAMUCAHHBLIX 3NEKTPOHHbLIX
[OKYMEHTOB, B OTHOLLEHMM KOTOPbIX ocyLlecTansnock K3OO.

5.20. MNonoxeHnnss  nyHkta  5.19. npumenstotcs kKOO,
peanusyeMomy NoCcpefcTBoM mporpamMmmHoro npoaykta «1C:KabuHert
COTpyAHUKa» B 4acTW, He NpOTMBOpeYallei CoAepXaHWio AaHHOro
npoaykra.

5.21. CTOpOHbI [OroBOpPWUNUCH, YTO MOAAya perramMeHTUPOBaHHON
OTYEeTHOCTM 3aKka3ynka ocyLLecTBnAeTcs VicnonHuTeneMm nocpeacTBom
nporpaMM, YCTaHOBMEHHbIX Ha cepBepe VcnonHuTens, nUuUeH3nn Ha
KoTopble npuHagnexat WcnonHutento. [lpu  Bbibope Tapuda
«MepCOHarnbHbIN» CTOPOHbI MMEKT MpaBO [OroBOPUTLCA 00 WHbIX
cnocobax nodaun pernameHTUpPOBaHHOW OTYETHOCTW, [AnsA  Yero
BCTYNaloT B OTAEMbHbIE NEPEroBopbl.

5.22. CTOpOHbI [0roBOpUnmUCh, YTO Npu pactopxeHun [oroBopa B
obssaHHOCTL  VcnonHuTens  BXoAWT — MOArOTOBKA UM caaya
pernameHT1poBaHHoM oT4ETHOCTM EDC-1 (nogpasgen 1.1.), kpaiiHui
CPOK NMofayy KOTOpOW BXOAWT B Nepuof okasaHust ycryru. Hanpumep,
[orosop pacTtoprHyT 31 siHBaps, CPOK NOAaYM OTHETHOCTU 3a SIHBapb -
25 dheBpansa. B gaHHom crnyvae oTyétHocTb E®C-1 o6si3aH caaTb
3aka34nk camoCTOATENBHO.

5.23. CToMMoCTb  OCHOBHbIX  cepBucoB  Ycnyrm  «Kagposoe
[enonponsBoACTBO» BKIMIOYAETCH B aKT 3a TOT Mecsu, B KOTOPOM
akTnyeckn Obin  npousBedeH pacyeT 3apaboTHonm nnatbl. B
YacTHOCTK, ecnu 3apaboTHas nnata 3a despanb byaer paccyMTaHa B
Havane mapTta, To CTOMMOCTb Ycnyrn ByaeT oTpaxkeHa B akTe 3a MapT.
CToMMOCTb AOMOMHUTENBHBIX CEPBUCOB/YCNYr BKIIOYAeTCA B akT 3a

deadline or completely refuse to provide the service, while the
Provider is not responsible for the possible consequences of
increasing the terms of provision / non-provision of services.

5.18. At the Customer's request sent to the Provider through legally
binding correspondence, all information can be sent by the Provider
to the Customer through in the form of zip archive files protected by a
password. At the same time, the Customer should keep in mind that
password protection applies to all types of documents sent by the
Provider to the Customer. The password required to open the files is
sent by the Provider to the Customer once to the authorized e-mail
addresses of the Customer specified in the Agreement.

5.19. Features of rendering Services in relation to the Customer's
Employee, interaction with which is carried out through personnel
electronic document management using the software product
“WiseAdvice: Employee’s Personal Account” (EmplDocs trademark):

5.19.1. The Customer independently, including on the basis of
consultations with the Provider, determines the list of electronic
documents in respect of which the KEDO is carried out.

5.19.2. Provider determines the list of types of applications that the
Employee can issue independently through the LCS in accordance
with the agreements reached in clause 5.19.1. During the validity
period of the agreement, the Provider has the right to increase or
reduce the number of types of applications that the Employee can
issue independently through the LCS.

The execution of electronic documents in respect of which the
KEDO is carried out, but there is no possibility to submit an
application through the LCS, is initiated by the Customer by
sending Unified Applications in compliance with the requirements
set out in this section.

5.19.3. The Parties have agreed that the Customer independently
organizes and ensures the signing by Employees, persons
employed, of agreements on the transition to interaction with the
employer through the KEDO and informs the Provider about the
list of persons who signed such agreements.

5.19.4. The Provider accepts the applications of Employees only
after their approval by the relevant responsible persons of the
Customer. Control over the timely approval of Employee
Applications is carried out by the Customer.

5.19.5. The Provider, as part of the provision of the Service,
ensures the process of storing personnel electronic documents, in
accordance with the requirements of the current archival
legislation.

As part of the provision of the Service, the Customer is not granted
access in 1C:ZUP to the issued and signed electronic documents
in respect of which the KEDO is carried out. If it is necessary to
provide such access, the Parties enter into separate negotiations.
5.19.6. In case of termination of the Agreement, the Provider
undertakes to transfer the archive of completed and signed
electronic documents in respect of which the KEDO was carried
out.

5.20. The Provisions of clause 5.19 apply to the KEDO implemented

through the software product “1C:Employee’s Account” to the extent

that they do not contradict the content of this product.

5.21. The Parties have agreed that the submission of the regulated
reporting of the Customer is carried out by the Provider through
programs installed on the Provider's server, licenses for which
belong to the Provider. When choosing the "personal" Tariff, the
Parties have the right to agree on other ways to submit regulated
reports, for which they enter into separate negotiations.

5.22. The Parties have agreed that upon termination of the
Agreement, it is the Provider's responsibility to prepare and submit
regulated reports of the EFS-1 (subsection 1.1.), the deadline for
submission of which is included in the period of service provision.
For example, the Agreement was terminated on January 31st, the
deadline for submitting reports for January is February 25th. In this
case, the EFS-1 reporting is obliged to hand over to the Customer
independently.

5.23. The cost of the main services of the "Personnel records
management" Service is included in the act for the month in which
the payroll was actually calculated. In particular, if the salary for
February is calculated at the beginning of March, the cost of the
Service will be reflected in the act for March. The cost of additional
services is included in the act for the month in which they were
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TOT Mecsil, B KOTOPOM OHM ObinMu OKa3aHbl, NMMBo B KOTOPOM Obin
3aBeplleH OTAenbHbld  3dTan, nnbo Mo WHbIM  nNpaBunam B
COOTBETCTBMM C OTAENbHOW NpeaBapuTENbHON  JOrOBOPEHHOCTLIO
CTOpOH.

6. OIrPAHUYEHUA TAPUDA «CTAHOAPT»

B crniegytowwmx cutyaumax aons okasaHus Ycnyr HeoGxoaum nepexon

Ha Tapud «nepcoHanbHbIM» C cornacoBaHvem [lepcoHanbHbIX
npasun:
6.1. 3akasduk He mogknoumn ycnyry «Pacuyet 3apaboTHow nnatbl 1

3apnnaTHbIX Hanoroey;
6.2. TUnoBoro (NpegycMOTPEHHOro pa3paboTymMkoM) dyHKUMOHana
1C:3YI HepocTaToMHO AN BbINONHEHUS TpebGoBaHWIi 3akasyuka B
CoOoTBETCTBUM C NpUHATLIMK UM JTHA (n 3.4. MNpasun);

6.3. TUnNoBOro (NpeaycMoTpeHHoro pa3paboTunkoMm) dyHKUMoHana
1C:3YIl1 HegocTaToMHO ANs HACTPOWKM MpaB AocTyna 3aka3uuky ans
coBmMecTHoro ucnonb3osanus 1C:3YT1 (n 3.4. MNMpasun);

6.4. 1C:3YTI1 pasmelyeHa Ha cepBepe noA ynpaeneHnem 3akasyvka
WY Ha3HaYeHHbIX UM TPETbUX NUL;

6.5. 1C:3YIl, pacnonoxeHHas Ha cepBepe McnonHutens,
WHTErpupyeTcsl C WHbIMM cuctemamu 3akasyuMka Ha ero ceppepax
(CRM, CKYA n T.n.);

6.6. TpebyeTca cOaya OTYETHOCTM MO  TENEKOMMYHUKaLMOHHbBIM
KaHanam cBs3u, npuHagnexawmm 3akasuuky;

6.7. no pesynsratam COYT 3akasunka onpegeneHbl BpeaHble u/vnm
onacHble ycroBus Tpyaa;

6.8. JIHA 3akasuska npegycMOTpeH BaxTOBbIN MeToAd paboTb
COTPYAHWKOB;
6.9. HeobxoauMmbl  MHAMBUAYamnbHBLIN  rpaduk  obCnyXMBaHWA

(Havano paHbwe 10 4acoB uNM OKOH4YaHWe no3xe 18 yacos) wunu
KOMMYHVKaLMN Ha aHINUNCKOM S3bIKe;

6.10. HeobxoAMMbI onepaTuBHbIE NPSAMbIE 3BOHKM OT KOHTAKTHbBIX NNLY
3akas4uka creumanmcTy no KagpoBOMYy AEenonpou3BOACTBY;

6.11. TpebytoTca MHAMBMAYanbHbIE ycnosus [JoroBopa, B TOM 4ucne
B OTHOLLEHWUWN CTPaxoBaHNs OTBETCTBEHHOCTY;

6.12. TpebyeTca nocTpoeHne OTAENbHOM WHPPACTPYKTypbl Ans
obecneveHns MHMOPMaLMOHHON 6e30nNacHOCTU MO MHAMBUAYANbHLIM
TpeboBaHusiM 3aka3uuka;

6.13. TpebyeTcsi KOHTPONb CpOKa OKOHYaHWSA paspeLunTerbHbIX
[OKYMEHTOB ANl MHOCTPAaHHbIX rpaxxaaH;

6.14. TpebyeTca OueHKa YpPOBHS MpefgocTaBneHns Ycnyrm no
KaApoBOMY Aenonpou3BoACTBY,;

6.15. 6aza 1C:3YIN 3.1 3akasunka sBnsSETCA HETUNOBON WK
COAEPXKUT W3MEHEHUs, paclVpeHns wu/vnum [opaboTku  TUMOBOW
KOHpUrypaumm;

6.16. TpebyeTcA KOHTPOMb CPOKa  OKOHYaHUS
TPYZOBOro A0roBopa B CBA3N ¢ MObunm3aumen;
6.17. 6asa 1C:3YM 3.1 3akasymka ABNSETCS TUNOBOW, HO COAEPXUT
JononHuTenbHble  006paboTkn  (BHEWHWE  OTYyeTbl,  AopaboTku,
HeTWMNoBble NpaBa/HETUNOBOW PyHKUMOHanN v T.4.);

6.18. Tpebyetca nepepava bakana 1C: 3YI npu ycnoBuu, 4TO
3akasuvk He noaknoumn ycnyry «Pacyer 3apaboTHow nnatel K
3apnnaTHbIX Hanoroey;

6.19. 3akasunk npu npumeHeHun KOOO wcnomnb3yeT nporpammHbIv
NpOAyKT UHbIX BeHAopoB (kpome EmplDocs);

6.20. TpebyeTcst NoAroToBKa npukasa Ha obyyeHue coTpyaHVKa;

NPUOCTaHOBKU

6.21. HeobxoguMo  odpopMrieHMe [OOKYMEHTOB Ha  CrnyxebHble
noesaku;
6.22. TpebyeTca coCTaBneHve TeKcTa [OoroBopa rpaKaaHCKo-

NpaBoOBOro XapakTepa;

6.23. TpebyeTcs aAMUHUCTPUPOBAHWE YCNYrn CTPaxoBaHWUS XU3HW 1
[06POBONBHOTO MEAULIMHCKOTO CTPaxoBaHWS;

6.24. HeobXxoaMMO OCYLLECTBNSATb KOHTPOMb MCMbITATENBHOIO CPOKa.
6.25. TpebyeTcs MoAenupoBaHWe MpPOoLIEeCCOB B3aWMOAENCTBUS Npu
ncnonb3oaHum JIKC nHbix Bengopos (kpome EmplDocs n 1C:KC);
6.26. TpebyeTcs MOAroTOBKa CTAaTUCTMYECKUX OTyeToB: copma [14
(H3), ®opma Ne1-T (npodp), Popma Ne 1-T (ycnosus Tpyaa), Popma
Ne 7-tpaBmatuam, [MpunoxeHue k dopme Ne 7-TpaBmaTuam npu
ycnoBun, 4To 3akasuuk He noaxmounn ycnyry «Pacyer 3apaboTHon
nnaTtbl K 3apnnaTHbIX HANoroBy;

6.27. HeobxogmMma noaroTtoska «[lMepeyHs pabouunx MECT,
HaMMeHOBaHW Npodeccuin U OOMKHOCTEN, 3aHATOCTb Ha KOTOPbIX
AaeT MpaBO 3acTpaxoBaHHbIM NWLAM Ha [OCPOYHOE HasHayYeHue
TPYOOBOW NEHCUUY;

6.28. TpebyeTca noarotoBka U caava otyetHoctu dopma EPC -1,
nogpasgen 1.1 «CBefgeHuss o TpyooBoOW (MHOW) OEATENbHOCTMY MO
[0roBopam rpaxaaHCcKo-NpaBoOBOro xapakTepa, Mpu YCroBuMW, 4TO
3akasuuk He nopknounn ycnyry «PacdyeT 3apaboTHou nnatbl 1
3apnrnaTHbIX Hanoroey.

rendered, or in which a separate stage was completed, or according
to other rules in accordance with a separate preliminary agreement
of the Parties.

6. LIMITATIONS OF THE "STANDARD" TARIFF

In the following situations, in order to provide the Service, it is
necessary to switch to the "personal" tariff with the approval of
Personal rules:

6.1. The Customer has not activated the "Payroll and payroll taxes"
service;
6.2. the standard (provided by the developer) functionality of

1C:ZUP is not enough to fulfill the Customer's requirements in
accordance with the LNA adopted by him (clause 3.4 of the Rules);
6.3. the standard (provided by the developer) functionality of
1C:ZUP is not enough to configure access rights for the Customer to
share 1C:ZUP (clause 3.4 of the Rules);

6.4. 1C:ZUP is hosted on the server under the control of the
Customer or third parties appointed by him;

6.5. 1C:ZUP located on the Provider's server integrates with the
Customer's other systems on its servers (CRM, ACS, etc.);

6.6. reporting is required via telecommunication channels owned
by the Customer;

6.7. according to the results of the Customer's SAWC, harmful
and/or dangerous working conditions are determined;

6.8. the LNA of the Customer provides a shift method of work of
employees;

6.9. an individual service schedule is required (beginning before 10
a.m. or ending later than 18 p.m.) or communication in English;

6.10. prompt direct calls from the Customer's contact persons to the
HR specialist are required,;

6.11. individual terms of the Agreement are required, including in
relation to liability insurance;

6.12. it is required to build a separate infrastructure to ensure
information security according to individual Customer’s requirements;

6.13. itis required to control the expiration date of permits for foreign
citizens;

6.14. an assessment of the level of provision of HR Administration
Services is required;

6.15. the Customer's 1C:ZUP 3.1 database is non-standard or
contains changes, extensions and/or modifications to the standard
configuration;

6.16. it is required to control the expiration date of the suspension of
the employment contract in connection with mobilization;

6.17. The Customer's 1C:ZUP 3.1 database is standard, but
contains additional processing (external reports, modifications, non-
standard rights/non-standard functionality, etc.);

6.18. transfer of Backup 1C is required: ZUP, provided that the
Customer has not activated the “Payroll and payroll taxes” service;

6.19. when using EDC, the Customer uses a software product from
other vendors (except EmplDocs);

6.20. it is required to prepare an order for employee training;

6.21. it is necessary to prepare documents for business trips;

6.22. itis required to draw up the text of a civil law agreement;

6.23. administration of life insurance and voluntary health insurance
services is required;

6.24. it is necessary to monitor the probationary period.

6.25. modeling of interaction processes is required when using the
LCS of other Vendors (except for EmplDocs and 1C:KS);

6.26. preparation of statistical reports is required: Form P4 (N2),
Form No. 1-T (prof), Form No. 1-T (working conditions), Form No. 7-
injuries, Appendix to Form No. 7-injuries, provided that the Customer
has not connected the service “Calculation of wages and payroll
taxes”;

6.27. it is necessary to prepare a “List of jobs, names of professions
and positions, employment in which gives the right to insured
persons to early assignment of a labor pension”;

6.28. It is required to prepare and submit reports in Form EFS-1,
subsection 1.1 “Information on labor (other) activities” under civil law
contracts, provided that the Customer has not connected the
“Calculation of wages and payroll taxes” service.
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7. OTBETCTBEHHOCTb CTOPOH

7.1. CTOpOHbl [OOroBOPUIIUCb, YTO MO OTHOLLEHWIO
OOMONHUTENbHO  OENCTBYIOT — MOMOXeHus 06
ykasaHHble B HacTosiLLeM pasaene MNpasun.

7.2. TlonHoTa wucxogHon wHdopmauun: WcnonHutenb He HeceT
OTBETCTBEHHOCTU B Cry4ae, €CnM He MOXET BbIMOMHUTL CBOU
obsi3aTenbcTBa MO JOrOBOPY M3-3a TOro, 4TO 3akasuuMk He
npegocTasun/npegocTaBumn WcnonHutentio HenosHyo unm
HEKOPPEKTHYIO MHOPMaLM0 (OOKYMEHTbI), yka3aHHble B n. 4.1
Mpasun.

7.3. TlonHoTa paHHbIX B 3asiBKax: WcnonHutenb He HeceT
OTBETCTBEHHOCTb 32 CBOEBPEMEHHOCTb 1 KA4e€CTBO OKa3aHHOW Ycnyru
B CMyyasix HeCBOEBPEMEHHOro npefocTaBneHus uHdopmMaumm
WcnonHutento nivnn npegocTasneHuns 3akasymkom
HEKOPPEKTHbIX/HETOYHBIX/3aBE4OMO NTOXKHBIX AAHHbIX.

7.4. KoppektHocTb JIHA 3akasumka: McnonHutenb He HeceT
OTBETCTBEHHOCTb 32 HEecoOmofeHve npu  okasaHuu  Ycnyru
nonoxenun  JIHA  3akasumka, He  COOTBETCTBYIOLWMX  U/mMnn
npotueBopeyalumx TpeboBaHMsM  3akoHogdaTenbcTBa Poccuiickon
®depepaunn.  lNpueegeHne JIHA  3akasdymka K COOTBETCTBUIO
TpeboBaHWsIM 3akoHopaTenbcTBa Poccuiickon Pepepauum  MOXeT
ObITb ocywecTBrneHo WcnonHutenem B pamMkax [OMOMHUTENbHON
yCnyru, YCNOBWsi OKa3aHWsi KOTOpPOW cornacoBbiBatoTcs CTopoHamu
OOMONHUTENBHO.

7.5. KoHTponb [OOKYMEHTOB-OCHOBaHWii: lcrnonHutenb He Hecert
OTBETCTBEHHOCTU 3a OTCYTCTBME U /MNW HeHaanexatiee opopMreHe
y 3akasumka [OKYMEHTOB-OCHOBaHWMA AN WCMONHEHUS KaZpoBbIX
npoueayp (HanpuMmep, 3asiBNeHUs], 3anucku, NpeacTaBleHnsl, CrpaBkn
1 Np), NOKanbHbIX HOPMATUBHbIX aKTOB.

7.6. KoHTponb COOTBETCTBUA 3asaBku TpeboBaHmAM
3akoHodaTenbCcTBa: B Crny4vae, korga YHUMUUMPOBAHHbIE 3asiBKU
3akasumka/aasBkm PaboTHuka copgepxatr TpeboBaHusi B 4actu
ohopMIEHNS KaapPOBON AOKYMEHTALMMN, YaCTUYHO UMW NOJTHOCTBIO He
COOTBETCTBYIOLLE aKTyanbHbIM TpeboBaHuaAM TPYLOBOro
3akoHogatensctBa P®, WcnonHuTenb BrpaBe pAaTb 3akasumky
COOTBETCTBYIOLLME Pa3bsCHEHWs, nocre 4vero 3akasyuk npuHUMaeT
OKOHYaTenbHOe peLleHne OTHOCUTEMbHO cogepXkaHus 3asiBku. [lpu
aToM, ecnu  3aka3yvk MpPUHMMAaeT  pelleHue He  BHOCUTb
KOPPEKTUPOBKMU, ycTpaHsioLwmne HECOOTBETCTBMUE TpygoBomMy
3akoHogatenbcTBy P®, McnonHutenb He HeceT OTBETCTBEHHOCTM 3a
BO3HUKLLUME  HapylleHuss  TpygoBOro  3akoHodaTenbcTBa  Mpu
BO3HWKHOBEHUM TPYAOBbLIX CMOPOB, @ TaKKe BbISIBMEHUM [OAHHbIX
HapyweHUA POCCUNCKUMU  FOCYQapCTBEHHBIMU  KOHTPOSbHBIMU - 1
HaA30pPHbLIMW OpraHamu.

8. COINMACOBAHHBIE ®OPMbIl 3AABOK
8.1. ®opma Ha npuem HoBoro PaboTHuka no TpyaoBOMy 4OroBOpY:

K Ycnyre
OTBETCTBEHHOCTH,

8.1.1. ®UNO PaboTHuKa;

8.1.2. [ara npmema PaboTHwuka (nepBbivi paboumnin AeHb);

8.1.3. MecTo paboTbl (ropog unu agpec ocuca);

8.1.4. HawumeHoBaHue otgena (CTPYKTYpPHOrO MoppasfeneHvs), B
KOTOPbI NpuHMMmaeTca PaboTHuK (npu Hanu4un);

8.1.5. HaumeHoBaHWe [OMKHOCTW, Ha KOTOPYID MpUHUMaeTCs
PaboTHuUK;
8.1.6. Pa3mep QOMKHOCTHOrO Oknaga u exXemMecsivHbIX gonnar Ao

yoepxanus HO®JI1, B mecau;

8.1.7. Ocobble ycnoeua (pas3besfHoW  xapaktep  paboThbl,
HEHOPMWPOBAHHbIV pabo4mnii feHb, MHOE - MPU HaNM4un);

8.1.8. YcnoBusi komneHcauui u nbrot (ecnu Tpebyetca Ans
BHECeHus B TpyaoBoW 4OroBop);

8.1.9. Knacc ycnoswui Tpyaa (cTporo Ha ocHoBaHun Kaptel COYT);

8.1.10. Bug paboTbl (0CHOBHAas/MO COBMECTUTENLCTBY);
8.1.11. Cpok forosopa (Ha HeonpeaeneHHbIn
onpefeneHHbl, C YyKasaHuem [athbl
[0roBOpa 1 OCHOBaHMNS 3aKIMYeHNs);
8.1.12. MpoaomKUTENbHOCTL CPOKa UCTILITAHUS;

8.1.13. Hanuuue ononHUTENbHOro OTnycKa;

8.1.14. Bupg paboTbl (OCHOBHas!, N0 COBMECTUTENLCTBY);

8.1.15. Mpacuk / Pexxum paboTbl u pa3mep 3aHMMaemol ctasku (1
cT.- 40 yacos B Hegento; 0,5 cT.- 20 YacoB B Heeno U T.4.);

cpok/Ha
okoH4aHust  TpygoBoro

8.1.16. Agpec 9neKTPOHHOW MNOYTbl ANs OTNPaBKU pacyeTHbIX
TINCTKOB;

8.1.17. 3asBneHune o nepevncneHnn sapaboTHoW nNnarbl;
8.1.18. OcHoBHble dyHKUMM PaboTHuka (2-3 wWwT.) wnu
BbINOMHAEMOWN YHKUNMY.

«Kop

7. RESPONSIBILITY OF THE PARTIES

7.1. The Parties have agreed that the liability provisions specified
in this section of the Rules additionally apply to the Service.

7.2. Completeness of the initial information: The Provider is not
responsible if he cannot fulfill his obligations under the agreement
due to the fact that the Customer has not provided / has provided the
Provider with incomplete or incorrect information (documents)
specified in clause 4.1 of the Rules.

7.3. Completeness of data in applications: The Provider is not
responsible for the timeliness and quality of the Service provided in
cases of late provision of information to the Provider and / or
provision by the Customer of incorrect / inaccurate / knowingly false
data.

7.4. Correctness of the Customer's LNA: The Provider is not
responsible for non-compliance with the provisions of the Customer's
LNA when providing the Service that do not comply with and/or
contradict the requirements of the legislation of the Russian
Federation. Bringing the Customer's LNA to compliance with the
requirements of the legislation of the Russian Federation can be
carried out by the Provider as part of an additional service, the terms
of which are agreed upon by the Parties additionally.

7.5. Control of documents-grounds: The Provider is not responsible
for the absence and / or improper execution of documents-grounds
from the Customer for the execution of personnel procedures (for
example, statements, notes, submissions, certificates, etc.), local
regulations.

7.6. Control of compliance of the Application with the requirements
of the legislation: in the case when the Unified applications of the
Customer / applications of the Employee contain requirements
regarding the registration of personnel documentation that partially or
completely does not comply with the current requirements of the
labor legislation of the Russian Federation, the Provider has the right
to give the Customer appropriate explanations, after which the
Customer makes a final decision regarding the content of the
application. At the same time, if the Customer decides not to make
adjustments that eliminate non-compliance with the labor legislation
of the Russian Federation, the Provider is not responsible for the
violations of labor legislation that have arisen in the event of labor
disputes, as well as the identification of these violations by Russian
state control and supervisory authorities.

8. AGREED APPLICATION FORMS

8.1. Form for the admission of a new Employee under an
employment agreement:

8.1.1. Full name of the Employee;
8.1.2. Date of admission of the Employee (first working day);
8.1.3. Place of work (city or office address);

8.1.4. Name of the department (structural unit) to which the
Employee is accepted (if any);

8.1.5. The name of the position to which the Employee is
accepted;

8.1.6. The amount of the official salary and monthly surcharges
before personal income tax deduction, per month;

8.1.7. Special conditions (traveling nature of work, irregular
working hours, other - if available);

8.1.8. Terms of compensation and benefits (if required to be
included in the Employment agreement);

8.1.9. Class of working conditions (strictly based on the SAWC
Card);

8.1.10. Type of work (main/part-time);

8.1.11. Term of the agreement (for an indefinite period / for a
certain period, indicating the date of termination of the
Employment Agreement and the grounds for conclusion);

8.1.12. Duration of the test period;

8.1.13. Availability of additional leave;

8.1.14. Type of work (main, part-time);

8.1.15. Schedule / Mode of work and the amount of the
occupied rate (1 rate.- 40 hours per week; 0.5 rate.- 20 hours per
week, etc.);

8.1.16. E-Mail address for sending payment slips;

8.1.17. Application for transfer of wages
8.1.18. The main functions of the Employee (2-3 pcs.) or «The
code of the function performed».
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8.2. CkaH-komMMM  OOKYMEHTOB  Ansi  TpygoycTpowctea. [Ons
odhopmrieHnst Ha paboTy kaxapin PaboTHuK (rpaxgaHuH PP) gormkeH
npeacTaBnTb CrieaytoLmne JOKYMEHTbI:
8.2.1. Tlacnopt (ecnu dakTnyeckui agpec He coBnagjaer C
aJpecom perucrTpauumn, npocbba ykasatb);

8.2.2. CrtpaxoBoe CBMAETENLCTBO 06A3aTENBHOrO MEHCUOHHOTO
CTpaxoBaHus,
8.2.3. VHH;

8.2.4. TpygoBas KHWKKa (Kkpome mnocTynawwmx Ha paboTy
BriepBble U BHEWHMX coBmecTuTenen)/CTA-P;

8.2.5. [JoKyMeHTbl O Hanuuuu nbrot NMMbo ocobbix TpeboBaHW K
ycrnoBusaM Tpyaa (Npu Hanu4un);

8.2.6. CnpaBkum c npeabigywmx mect pabotel (2-HO®PM, o
3apabotke no gopme 182H ansa pacyeTa 6ONBHUYHOIO NUCTA);
8.2.7. BoOeHHbn  6uneT  unuM  NpPUNUCHOE  CBUAETENLCTBO
(oBs13aTeNbHO ANs BOEHHOO0s13aHHbIX rpaXaaH);

8.2.8. [okymeHTbl 06 obpa3oBaHuM U kBanudpukauum  (npw
Hanuuuu, a Takke ecrnm 3To NoApasymMeBaeT AOMKHOCTb);

8.2.9. CsugetenbcTBO 0 Bpake (Mpu HanUuUn);

8.2.10. CBupetenbcTBO O poxaeHun  pebeHka/geten  (npw
Hanmuum);

8.2.11. Bogutenbckne npaBa  (AnA  BOEHHOOGS3aHHbLIX U
OOIMKHOCTEN,  CBA3AHHbIX C  YNpaBMeHWeM  TPaHCMOPTHOro
cpeacTsa).

B cnyvyae npuema MHOCTPAHHOIO rpaXxAaHMHA 3aKa3unK yTOYHAET
y WcnonHutens wuHdopmMauuMio 0 [OMNONMHUTENLHOM MakeTe
LOKYMEHTOB.

8.3. ®dopma 0 BbINOMHEHUW JOMOMHUTENBHON paboThI:

8.3.1. ®UO BpemeHHO OTCyTCTBYIOLErO PaboTHuKa (Hanpumep,
no npuyvHe otnycka) JINBO BakaHTHas AOMKHOCTb, MO KOTOPOW
NpPOBOAMM COBMeELLEHVE (3aMeLLeHme);

8.3.2. ®UNO PaboTHuka, nCnonHA0LWero A0NONHUTENbHY paboTy
Hapsay ¢ paboton, onpegeneHHon Tpyaosbim [lorosopowm;

8.3.3. Bwup pononHutenbHo paboThl (ee coaepxaHue);

8.3.4. Cpok BbINOMHEHUS JONONHUTENbHOW paboTsl (nepunog);
8.3.5. Pasmep gonnatbl 3a BbINOMIHEHWE JONONHUTENBHON paboThl
(cymma po ypepxanus HO®PI B mecsy vnu % OT AOMKHOCTHOTO
oknaga no CoBMeLLaeMOon JOMKHOCTH).

8.4. ®dopma Ha yBOmnbHeHue:
8.4.1. ®UNO PaboTHuKa;
8.4.2. [ata yBonbHeHusi PaboTHuka (mocnegHuin paboynin AeHb);
8.4.3. lNpuumHa yBonbHEHUs (3asBneHne PaboTHrKa, cornalueHve
CTOPOH U T.4.);
8.4.4. Cymma BbInnaTbl Npyu pacTopxeHWn TpyaoBoro fgoroeopa
no cornaweHntio CTopoH (cymma o yaepxanust HOPI).

8.5. ®dopma Ha KOMaHAMPOBKY:

8.5.1. ®UO PaboTHuKa;

8.5.2. [ara Hayana KOMaHOUPOBKU, nara OKOHYaHus
KOMaHAUPOBKY;

8.5.3. lopog BbIObITMA coTpygHuka, [opod, B KOTOpbIiA

HanpaBnsAeTCsi COTPYAHMK;
8.5.4. OpraHusauusi, B KOTOpyto HanpasnseTcs PaboTHWK;
8.5.5. Llenb koMaHAMpoBaHus;
8.5.6. OpraHusauus - nnaTenbLKK.
8.6. ®dopma Ha nsmeHeHue oknaga PaboTHuka:
8.6.1. ®UO PaboTHuKa;
8.6.2. [lata uameHeHus oknaga PaboTHuka;
8.6.3. Pasmep pomxHOCTHOro oknaga Ao yaepxanusa HO®I, B
MecsiL, (Nocrne BHECEHUS UBMEHEHWN);
8.6.4. Ycnosus KOMMEHcaUW 1 NbroT (Npyu Hanu4um).
8.7. ®opwma Ha nepesog PaboTHuka:
8.7.1. ®UNO PaboTHuka;

8.7.2. [ata nepeBopa PaboTHuka;

8.7.3. HawumeHoBaHue oThena (CTPyKTYpHOro NoppasfeneHus), B
KOTOpbIN NepesoanTca PaboTHWK (Npu Hanuyuw);

8.7.4. HaumeHoBaHVWe [OMKHOCTW, Ha KOTOPYl NEepeBOAUTCS
PaboTHuk;

8.7.5. Pasmep HOBOro [OMKHOCTHOTO OKMaga A0 YAepXaHus
HODIN, B mecsu;

8.7.6. PK (paioHHbIn koadpchmumeHT), CH (ceBepHasi HapbaBka)
(npu Hanuyuw);

8.7.7. YcnoBusi KOMMNEHcaUuii 1 NbroT (Mpy Hanu4um);
8.7.8. Ocobble ycnoBuA (pasbe3gHoM  XxapakTep
HEHOPMMPOBAHHbIV paboyunii fieHb, UHOE - NMPU HaNM4un);

8.7.9. Cpok nepeBofa (ecnv BpeMeHHbIN nepeBof, ykasate PUNO
N pomkHocTb PaboTHuka, Ha nepuod BPEMEHHOro OTCYTCTBUS
KoTOoporo nepesoanTcs PaboTHUK, Ny MHas MpUYMHA BPEMEHHOTO

paboThl,

8.2. Scanned copies of documents for employment. To apply for a
job, each Employee (a citizen of the Russian Federation) must
submit the following documents:

8.2.1. Passport (if the actual address does not match the

registration address, please specify);

8.2.2. Insurance certificate of compulsory pension insurance;

8.2.3. TIN;

8.2.4. Employment record book (except for first-time applicants
and external part-timers)/STD-R;

8.2.5. Documents on the availability of benefits or special
requirements for working conditions (if any);

8.2.6. Certificates from previous places of work (2-personal
income tax, earnings on form 182n for calculating sick leave);
8.2.7. Military ID card or certificate of registration (mandatory
for military service citizens);

8.2.8. Documents on education and qualifications (if available,
as well as if this implies a position);

8.2.9. Marriage certificate (if any);

8.2.10. Birth certificate of the child/children (if any);

8.2.11. Driver's license (for military service and positions related
to the management of the vehicle).

In case of admission of a foreign citizen, the Customer clarifies
with the Provider information about an additional package of
documents.

8.3. Form on the performance of additional work:

8.3.1. Full name of a temporarily absent Employee (for
example, due to vacation) OR a vacant position for which we
combine (replace);
8.3.2. Full name of the Employee performing additional work
along with the work defined by the Labor Agreement;
8.3.3. Type of additional work (its content);
8.3.4. Duration of additional work (period);
8.3.5. The amount of the additional payment for the
performance of additional work (the amount before deduction of
personal income tax per month or % from the official salary for
the combined position).

8.4. Dismissal Form:

8.4.1. Full name of the employee;
8.4.2.Date of dismissal of the Employee (last working day);
8.4.3. Reason for dismissal (Employee's application,
agreement of the parties, etc.);
8.4.4. Amount of payment upon termination of the Employment
Agreement by agreement of the Parties (amount before personal
income tax deduction).

8.5. Business trip form:
8.5.1. Full name of the Employee;
8.5.2. Business Trip Start date, Business Trip End date;

8.5.3. The departure city of the employee, the City to which the
employee is sent;

8.5.4. the organization to which the Employee is sent;
8.5.5. the purpose of the business trip;
8.5.6. the payer Organization.

8.6. Form for changing the Employee's salary:
8.6.1. Employee's full name;
8.6.2. Date of change in the Employee’s salary;
8.6.3. The amount of the official salary before withholding
personal income tax, per month (after making changes);
8.6.4. Conditions of compensation and benefits (if any).
8.7. Employee Transfer Form:
8.7.1. Employee's full name;

8.7.2. Transfer date of Employee;

8.7.3. Name of the department (structural unit) to which the
Employee is transferred (if any);

8.7.4. The name of the position to which the Employee is
transferred,;

8.7.5. The amount of the new official salary before deduction of
personal income tax, per month;

8.7.6. DK (district coefficient), NA (northern allowance) (if
available);

8.7.7. Terms of compensation and benefits (if any);

8.7.8. Special conditions (traveling nature of work, irregular
working hours, other - if available;

8.7.9. Term of transfer (if temporary transfer, specify the full
name and position of the Employee for the period of temporary
absence of which the employee is transferred, or other reason
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nepesoga);

8.7.10. Mpadbuk / Pexxum paboTbl 1 pa3mep 3aHuMaemMow ctaBku (1
cT.- 40 yacoB B Hegento; 0,5 cT.- 20 YacoB B Hegento 1 T.4.).

8.8. ®dopwma Ha oTnyck:
8.8.1. ®UNO PaboTHuKa;
8.8.2. Bug otnycka (exerogHbln,
coxpaHeHus 3apaboTHow nnatbl U T.4.);
8.8.3. [lata Hauyana otnycka;
8.8.4. Komnun4yecTtBo AHEN oTnycKa.
8.9. OT3bIB M3 OoTNycCKa:
8.9.1. ®UO PaboTHuKa;
8.9.2. T[lpuyunHa oT3bIBA;
8.9.3. [ara Hayana 1 OKOH4YaHuS OT3bliBa.
8.10. Pabota B BbIXOOQHOM:
8.10.1. ®NO PaboTHuka;
8.10.2. Lenb npueneyeHuns;
8.10.3. Jara npuBne4veHus k paborte;
8.10.4. KonunuecTtBo YacoB paboThbl (3a kaxabli AeHb OTAENBHO);
8.10.5. Cnocob koMneHcauuu.
8.11. dopma Ha npemuio:
8.11.1. ®NO PaboTHuka;
8.11.2. Cymma npemun go ynnatel HOPJT;

OOMNONMHUTENbHLIA,  Ge3

8.11.3. 3a kakoW nepuog nooLupsieTcs (Mecsil, kBapTan, rog);
8.11.4. MoTuB noowpeHns, OCHoBaHVE AN Ha3HaYeHUst MpeMuu;
8.11.5. CkaH-konusa PeweHnus/lpoTokona o Beinnate npemun (ans
reHepanbHOro AMpeKTopa).

9. TAPU®D «CTAHOAPT»

9.1. B ctoumocTb, ykasaHHyto B [NpunoxeHun Ne1 k [lorosopy;,
BXOANT:

HAMMEHOBAHUE
CEPBUCA/

NAME OF THE SERVICE RESULTS

MONE3HbIE PE3YNbTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION

for temporary transfer);

8.7.10. Schedule / Mode of work and the amount of the
occupied rate (1 st.- 40 hours a week; 0.5 st.- 20 hours a week,
etc.).

8.8. Vacation form:
8.8.1. Full name of the Employee;
8.8.2. Type of vacation (annual, additional, without pay, etc.);

8.8.3. The start date of the vacation;
8.8.4. The number of vacation days.
8.9. Recall from vacation:
8.9.1. Name of the Employee;
8.9.2. Reason for withdrawal;
8.9.3. The start and end date of the review.
8.10. Weekend work:
8.10.1. Full name of the Employee;
8.10.2. Purpose of attraction;
8.10.3. Date of employment;
8.10.4. The number of hours of work (for each day separately);
8.10.5. The method of compensation.
8.11. Form for the award:
8.11.1. Full name of the Employee;
8.11.2. The amount of the award before payment of personal
income tax;
8.11.3. For what period is encouraged (month, quarter, year)
8.11.4. Incentive motive, the basis for awarding the award;
8.11.5. Scanned copy of the Solution/the Protocol on the
payment of the bonus (for the general director).

9. THE TARIFF "STANDARD"

9.1. The price specified in Appendix No. 1 to the Agreement
includes:

COIMMACOBAHHbBIE OOMNYLLEHUA /
AGREED ASSUMPTIONS

2 3

OOKYMEHTbI:

COTpyAHUKa, B TOM Yncne
MHOCTPaHHbIX paboOTHUKOB
(3a uckntoveHnem
BbICOKOKBaNMUUMpPOBaHH
bIX CMEeLUanmcToB)

nepevncneHne 3apnnartbl

16 paboumnx yacos

MoagrotoBMM 1 Hanpasum cnegytowme | 1.

- 3anonHeHHbIi TPyOoOBOW [O0roBOp;
- lNpukas o npueme (dopma T-1);

- Cornacue Ha obpaboTky | 2. VcnonmHuTenb He MpOM3BOAWUT CBEPKY CO LUTATHbIM

nepcoHanbHbIX AaHHbIX; | pacnucaHuem.

- Obpaseu 3anucu ans BHeceHus B | 3. McnonHutenb He OCYLLECTBNSIET KOHTPOSb OKOHYaHWA

TPYAOBYIO KHWXKY (B Criyyae, ecrnv Ha | ucnbiTaTernibHoro cpoka paboTHuKa.

PaboTHuka BefeTcs OymaxHas | 4. MicnonHuTenb He ocyllecTBnsieT npoBepky PaboTHvka Ha
Odbopmrenme npuema prnosueJm KHUXKa); | COOTBETCTBME KBanuuKaLMOHHbIM TpeboBaHuaM.

- abrioH 3asBneHns Ha | 5. VcnonHutens ocywectenset npuem pabotHuka B OCHOBHOE

Ha KkapTy;

4
MogrotoBka Tpy#oBOro OOrOBOpa Ha  reHeparnbHOro
[AMpEKTopa U BbICOKOKBaNMMULMPOBAHHOIO creunanucta u3
yucrna WHOCTPaHHbIX TpaXgaH B CEPBUC He BXOAUT W
OKa3blBaeTCs B paMKax AOMOMHUTENbHON MNMaTHOWM yCryru.

nogpasgeneHve [OMOBHOW oOpraHW3auun, €ecnm WHoe He
npegycMoTpeHo B 3asBke 3akas4uka.
6. VcrnonmHuTenb OCYLIECTBUT NPOBEPKY HeobxoaumocTu
yBeOMNeHnss o npuveMe ObiBLIEro  rocygapCTBEHHOro
cryxallero, B Criy4yae CBOEBPEMEHHOro npeaocTaBneHus (B
AeHb npvema Ha paboTy) TPyAoBOM KHWKKM paboTHMKa (B TOM
yncne B opmate CT[-P) n/mnu BoeHHoro 6unera.

7. B cnyyae nprvema MHOCTPaHHOTO rpadkAaHnHa NoAroToska u
nogava yeegomrnieHns B MBI moxeT ObiTb OkasaHa 3a
[OMOMHUTENBHYIO nnary. WcnonHutens He HeceT
OTBETCTBEHHOCTb B cnyyae HECBOEBPEMEHHOIO
npefocTaBrneHust JOKYMEHTOB B CrlyYae nprvema MHOCTPaHHOro
rpaxgaHvHa.  OTBeTcTBEHHOCTb  VcnonnuTtens — nepeq
3aKka3uMkoM  3a  HEWUCMONHeHVWe WM HeHaanexatilee
UCMOMHEHNEe  [AaHHOM  yCryru, BO3HUKWIEA NO  BUHE
WcnonHnTensa, orpaHWuuBaeTca B npedenax —pasmepa
CTOVMIMOCTU OKa3aHHOW YCIyTy.

documents:

Registration of an
Employee's admission,
including foreign workers
(except for highly qualified
specialists)

personal data;
- a record sample for

16 business hours kept for the Employee);

transfer of salary to the card;

We will prepare and send the following
- a completed employment agreement;

- an Order of admission (form T-1);
- a Consent to the processing of

entry into the employment record book
(if a paper employment record book is

- an application template for the

1. Preparation of an employment agreement for the general
director and a highly qualified specialist from among foreign
citizens is not included in the service and is provided as part of
an additional paid service.

2. The Provider does not make a reconciliation with the staffing
table.

3. The Provider does not monitor the end of the probationary
period of the Employee.

4. The Provider does not check the Employee for compliance
with the qualification requirements.

5. The Provider accepts an Employee to the Main Division of
the Parent Organization, unless otherwise provided in the
Customer's Request.
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE
2

MNONE3HbIE PE3YNbTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4
6. The Provider will check the need to notify the former civil
servant of his employment in the event of timely provision (on
the day of hiring) of the employee’s work book (including in the
STD-R format) and/or military ID.

7. In case of admission of a foreign citizen, preparation and
submission of a notification to the Ministry of Internal Affairs
may be provided for an additional fee. The Provider is not
responsible in case of late submission of documents in case of
admission of a foreign citizen. The Provider's liability to the
Customer for non-performance or improper performance of
this service arising through the Provider's fault is limited to the
amount of the cost of the service provided.

OdopmnieHve nepesoga
Ha ApYyryto AOMKHOCTb

8 paboumnx yacos

Ocdhopmum  nepesBog  Ha
LOOMKHOCTL/CTPYKTYpHOE
nogpasgeneHue.

Apyryto

MoaroToBMM M HanpaBuM cregyoLime
OOKYMEHTbI:

- Ob6pasel 3anucu Ansi BHECEHMS B
TPYOOBYIO KHUXKY (B criyyae, ecrnm Ha
PaboTtHuka BeaeTcs BymaxHas
Tpyoosas KHWXKA);
- [ononHutensHoe cornaweHne o6
M3MeHeHWU ycrnoBuii Tpyaa (nepesog);

1. Ecnn nepeBod OCYyWECTBMSETCA C OTKMOHEHWSMU OT
CTaHJapTHoro pexuma paboyero BpemeHu. [lononHWTensHoe
cornaweHne paspabaTbiBaeTcs WMHAMBMAYaNbHO - B paMKax
AOMNONHNTENbHOW nnaTtHomn ycnyru.
2. B cnyyae oTcyTCcTBMSI TPYAOBOro forosopa, VcnonHutens
rOTOBWT AOMOSHUTENbHOE cornalleHne 6e3 ykasaHus Homepa,
AaTbl TPyQoBOro AOroBopa MW MyHKTOB, KOTOpble noanexar
N3NOXKEHNIO B HOBOM penakumu.
Mo coTpyaHukam, nepeBegeHHbIM Ha KOO, VcnonHutens He
roTOBUT  [OMOMHUTENbHOE COrnalleHne npu  OTCYTCTBUM
TPYAOBOro AOroBopa.

b. - Mpukas o nepesoge (popma T-5);
We will register a transfer to another | 1. If the transfer is carried out with deviations from the
position / structural unit. standard working hours. An additional agreement is developed
individually - as part of an additional paid service.
We will prepare and send the following | 2. In the absence of an employment agreement, the Provider
Registration of a transfer | documents: prepares an additional agreement without specifying the
to another position - a record sample for entry into the | number, date of the employment agreement and the
employment record book (if a paper | paragraphs that are subject to a new version.
8 business hours employment record book is kept for | For employees transferred to the KEDO, the Provider does not
the Employee); prepare an additional agreement in the absence of an
- an additional agreement on changing | employment agreement.
working conditions (translation);
- a Transfer order (Form T-5);
Ocdopmum m3meHeHus 3apabotHom | 1. [ns odopMneHuss BCex MNPOUMX WM3MEHEHWUI 3apaboTHOM
nnatbl nnatel (kpoMe oknaga). [ononHuTensHoe cornalleHue
pa3pabaTtbiBaeTcs MHAMBMAYanbHO - B pamkax
MoarotoBMM ¥ Hanpaeum cregylolme | OOMOMHUTENbHOW NMaTHOW yCryru.
Ocpopmnenue UsMeHeHNs | oy menTe: 2. B cnyvyae OTCyTCTBUS TPYAOBOrO A0rOBOpa, McnonHutens
3apaboTHOM nnarbl - [IONONHUTENbHOE COrMalleHWe 06 | rOTOBUT AOMOMHUTENbHOE COrMalleHne Ge3 yKasaHus HoMepa,
n3MeHeHUn  3apaboTHoW nnatel; | AaTbl TPYAOBOrO AOroBOpa M MyHKTOB, KOTOpble noanexar
8 paboumx yacos - Mpukas 06 M3MeHeHUU 3apaboTHON | W3MNOXKEHMIO B HOBOW pefakuuu.
nnarbl. Mo cotpyaHukam, nepesegeHHbIM Ha KOO, NcnonHutens He
rOTOBUT  AOMOMHWUTENbHOE COrMMalleHne Mnpu  OTCYTCTBUK
c. TPYAOBOro AOroBopa.

Registration of salary
changes

8 business hours

We will register salary changes

We will prepare and send the following
documents:

- an additional agreement on salary
changes;

- an Order to change wages.

1. For registration of all other salary changes (except salary).
An additional agreement is developed individually - as part of
an additional paid service.

2. In the absence of an employment agreement, the Provider
prepares an additional agreement without specifying the
number, date of the employment agreement and the
paragraphs that are subject to a new version.

For employees transferred to the KEDO, the Provider does not
prepare an additional agreement in the absence of an
employment agreement.

OdpopmrieHvie yBOmnbHEHNs!

He no3gHee patbl
d. YBOIbHEHUS!, HO HE MEHee
8 paboumx yacos

OdopMUM yBOSbLHEHUE COTPYAHMKA

MoaroToBMM 1 HanpaBuM cregytolime
[OKYMEHTbI:

- MNpwvkas 06 yBonbHeHun (dhbopma T-8);
- Ob6pasel 3anucu Ans BHECEHUS B
TPYOOBYIO KHWXKY (B Criyyae, ecnv Ha

PaboTtHuka BedeTcs OymaxHas
TpynoBas KHWXKA);
- cdopma CTAO-P (no PabBoTHuky,
oTkasaBLUeMYyCsi oT BefeHust
BymaxHom TpyLoBou KHVDKKM);

- [ononuHutensHoe cormnawleHne o
pacTopXXeHUM TPyAOBOTO AOrOBOpa Mo
COrnaLleHN0 CTOPOH.

1.B cnyyae yBOMbHEHWS  WHOCTPAHHOTO  rpaxAaHuHa,
nogrotoBka M nogava yesedomneHus B MB[ Bo3moxHa B
pamMKax JONOMHUTENbHON NNaTHOW yCnyru.

OtBeTcTBEHHOCTbL  WcnonmHutenss nepeg 3akasuvkom  3a
HEUCMONIHEHWEe WNW HeHaanexallee WCMNOoNHeHne [aHHOW
yCnyru, BO3HMKLUEN NO BUHE VicnonHWUTens, orpaHW4MBaeTcs B
npegenax pasMepa  CTOMMOCTM  OKa3aHHOW  YCryru.
2. Ecnm B 3asBKe He YyKa3aHa CTaTbd YBOJIbHEHWS,
McnonHnTens NpoBoguT pacTopXeHve TpyAoBOro 4oroBopa no
nHuumaTtuse PaboTHuka (cobcTBEHHOE XenaHue).

Execution of dismissal

We will register the dismissal of the

1. In case of dismissal of a foreign citizen, preparation and
submission of a notification to the Ministry of Internal Affairs is
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE

2
No later than the date of
dismissal, but not less

than 8 business hours

MNONE3HbIE PE3YNbLTATbI
BbINMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
Employee.

We will prepare and send the following
documents:

- a Dismissal order (form T-8);

- a record sample for entering into the
employment record book (if a paper
employment record book is kept for
the employee);

- a STD-R form (for an Employee who
refused to maintain a paper work

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4
possible as part of an additional paid service.
The Provider's liability to the Customer for non-performance or
improper performance of this service arising through the
Provider's fault is limited to the amount of the cost of the
service provided.

2. If the article of dismissal is not specified in the application,
the Provider carries out the termination of the employment
agreement on the initiative of the Employee (own desire).

OdopmneHne oTnycka

8 paboumnx yacos

record);

- an additional agreement on

termination of the employment

agreement by agreement of the

parties.

Odopmum  oTNycK  COTPYAHUKY | [MepeHochbl BbLIXOAHLIX W Hepabounx NpasgHWUYHBIX AHeW B

(exxerogHbIn, ©e3  coxpaHenus | 1C:3YI HacTpavBatoTca McnonHutenem B COOTBETCTBUM C

3apaboTHOM nnatbl, OTNYCK MO | HOPMAaTMBHO MpaBoBbiMW akTamu [MpasutenscTBa P®. Takue

6epemeHHOCTH 7 popam) | nepeHocbl  yka3blBalOTC NPV MPOBEAEHWM  OTMYCKOB
aBTOMaTUYECKU.

Hanpasum Bam cnepytowme | McnonHutens CaMOCTOSITENbHO He oTcnexusaeT

OOKYMEHTbI: AOMNONHUTENbHbIE Hepabouve npasgHuYHble OHn,

- Mpwuka3s Ha oTnyck (popma T-6). YCTaHOBIMEHHbIE 3aKOHaMN W UHBIMW HOPMAaTUBHO-MPaBOBbLIMM
aKTamy  OpraHoB  roCyAapCTBEHHOM BfacTu CybGbekToB

Poccuiickon ®egepaunm.

B cnyyae HenonyyeHus 3asBneHWs Ha OTMyCK MO yxody 3a
pebeHkom  Wcnonuutene  npegynpegut  3akasumka O
npubnmxaroLLemMcss OKOHYaHUM OTMycka no GepemMeHHOCTU U
poaam.

Co cnepytwowero gHs
6epemeHHoCTN " podam 1C:3YnN
aBTOMaTuyeckui  BosBpaT PaboTHuka Ha
AanbHenwrmM Ha4yncneHnem 3apaboTHon nnarel.
B cnyyae, ecnun PaboTHuk dhakTuyeckv He npuctynun k pabote
nocfie OKOH4aHus oTnycka no 6GepemMeHHOCTM W  podam,
3akasyvk 0bs3yeTcst yBegoMuTb 06 3ToM McnonHuTens.

nocre OKOHYaHMsi OThlycka o
ocyLecTenser

paboty ¢

Leave registration

8 business hours

We will register a leave for an
employee (annual, without pay,
maternity leave)

We will send you the
documents:
- a Leave order (form T-6).

following

Postponements of weekends and non-working holidays in
1C:ZUP are configured by the Provider in accordance with the
regulatory legal acts of the Government of the Russian
Federation. Such transfers are indicated automatically during
vacations.

The Provider does not independently monitor additional non-
working holidays established by laws and other regulatory
legal acts of state authorities of the subjects of the Russian
Federation.

In case of non-receipt of an application for maternity leave, the
Provider shall notify the Customer of the approaching end of
maternity leave.

From the next day after the end of maternity leave, 1C:ZUP
shall automatically return the Employee to work with further
accrual of wages.

In case the Employee has not actually started work after the
end of maternity leave, the Customer undertakes to notify the
Provider thereof.

OdbopmneHmne otnycka no
6epemeHHOCTU U poaam /
yxoay 3a pebeHkom /
Bo3Bpat PaboTHuka 13
oTnycka

8 paboumx yacos

Odopmum oTnyck no yxogy 3a
pebeHkom po 3-x netr / Bo3Bpar
PaboTHuka 13 otnycka

MoaroToBMM 1 HanpasBuM cnegyloLime
[OKYMEHTbI:

- MNpwikas Ha oTnyck (dopma T-6).

1. WcnonHutenb odopMnseT OTMycK TOMbKO B  Cryyae
npepocTaBneHns 3aka3yMkoMm MOMHOro nakeTa [OKYMEHTOB.

2. WcnonHutenb npegynpeaut 3akasuumka o
npubnuxaroLlemMcss  OKOHYaHUM OTMycka Mo  yxody 3a
pebeHkoM.

Co crnepytowero oHs Nocrne OKOHYaHWs OTrycka Mo yxody 3a
pebeHkom 1C:3YI1 ocyllecTBNsieT aBTOMaTU4eckuii BO3BpaT
PaboTHMka Ha paboTy C [JdanbHeWWMM  HayMcreHVeM
3apaboTHON NnaTbl.

B cnyyae, ecnun PaboTHuk hakTuyecku He Npuctynun K pabote
MoCre OKOHYaHMsi OTnycka Mo yxoay 3a pebeHkoM, 3akasumk
06s13yeTcsi yBegoMuTb 06 3TOM McnonHuTensi.

Registration of
maternity/child care
leave/return of an
Employee from leave

8 business hours

We will register a parental leave for
caring for a child up to 3 years old /
return of an employee from vacation
We will prepare and send the following
documents:

- a Leave order (form T-6).

1. The Provider issues a vacation only if the Customer
provides a complete package of documents.

2. The Provider will notify the Customer
approaching end of parental leave.

From the next day after the end of parental leave, 1C:ZUP
automatically returns the Employee to work with further
calculation of wages.

If the Employee does not actually start work after the end of

about the
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE
2

MNONE3HbIE PE3YNbTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4
parental leave, the Customer undertakes to notify the Provider
about this.

OdopmneHne gHen
oTabIxa

8 paboumnx yacos

Ochopmum npepocTaBneHue
COTPYAHUKY OOMNMONHUTENbHbIX
onnayvMBaeMbiX OHEW oTAbixa (3a
OHW cOayn KpoOBU U €€ KOMMOHEHTOB,
3a CBEpPXYpO4Hyto paboTy, 3a paboty B
BbIXOoAHble U (Mnn)  Hepaboune
npasgHWYHble AHW, Ans yxoAaa 3a
pebeHKOM-MHBanuaom).

Mcnone3yetca
WcnonHutenem.
[Hu oTabixa 3a paboTy B BbIXOAHOW AeHb NMPeoCTaBnsoTCS B
XpOHOMOrM4yeckoM nopsigke (NpefocTaBrieHue TeKyLlero AHs
OTAbIXa 3a CaMblli paHHWI AeHb NpUBMeYeHns K paborte).

dopma npvkasa, npegocraensiemas

Registration of a business
trip

8 business hours

business trip.

We will prepare and direct:
- a business trip Order (form T-9).

MoarotoBnm " HanpaBuM:
- Mpvkasa o  npegocTaBneHwun
g. [OMOMHUTENbHbIX AHEW OTAbIXa.
We will register the provision of | The order form provided by the Provider is used.
additional paid rest days to the | Days of rest for work on a day off are granted in chronological
employee (for days of blood donation | order (the current day of rest is granted for the earliest day of
: ) and its components, for overtime work, | being called to work).
Registration of rest days for work on weekends and (or) non-
8 business hours w_orking hc_)lidays, for caring for a
disabled child).
We will prepare and direct:
- an Order to provide additional days
of rest.
Odopmum cnyxebHyto | 1. VcnonHutenb ykasbliBaeT LUenb KOMaHAMPOBKM "B
KOMaHAUPOBKY COTPYAHMKA. | COOTBETCTBUM CO CnyXebHblM 3agaHuem", ecnu WHoe He
yKasaHo B 3anBke 3akasuuka.
MoaroToBMM 1 HanpasuMm: 2. Wcrnonmhutenb  He  cBepseT  COOTBETCTBME  OHEW
- Mpvkas o KomaHampoBaHWM (hopma | KOMaHAMPOBKW AaTaMm, YKasaHHbIM Ha MPOe3AHbIX JOKYMEHTaX.
T-9). 3. CnyxebHoe 3agaHue odopmnsieTca  3akasqymkoMm
CaMOCTOSITENbHO.
OdbopmneHne 4. Ecnu B 3asBKe Ha KOMaHAMPOBKY OTCYTCTBYET MH(OPMaLMA
KOMaHONPOBKK 0 crnocobe komneHcaumn PaboTHuky (B cnyyasx, KOraa AeHb
yobITUS/NpubbITUS PaboTHMKa nonagaeT Ha BbIXOOAHOW MIu
8 paboymnx yacos Hepabounin NpasgHUYHbBIA AeHb), VicnonHutens He NpoBOAUT
OOKYMEHT "pabota B BbIXOZAHOW OeHb".
5. WcnonHuTenb No yMOMYaHWIO cyuTaeT, 4YTo B nepuop
KomaHaupoBkn PaboTHuk He npuenekancs k pabote B
BbIXOAHOW/Hepabounin MpasgHUYHbLIA [EeHb, €CnM WHOEe He
yKasaHo B 3asBke.
6. B cnyvae HanoxeHuss paboyero AHSA W KOMaHAMPOBKM,
WcnonHutens Tabenupyet PaboTHUKY KOMaHAMPOBKY.
h. We will register an Employee's | 1. The Provider specifies the purpose of the business trip "in

accordance with the official assignment”, unless otherwise
specified in the Customer's Application.

2. The Provider does not verify the correspondence of the
business trip days to the dates indicated on the travel
documents.

3. The service assignment is issued by the Customer
independently.

4. If the application for a business trip does not contain
information about the method of compensation for the
Employee (in cases when the day of departure / arrival of the
Employee falls on a day off or a non-working holiday), the
Provider does not carry out the document "work on a day off".
5. The Provider by default considers that during the business
trip the Employee was not involved in work on a weekend
/non-working holiday, unless otherwise specified in the
application.

6. In case of overlapping of a working day and a business trip,
the Provider reports a business trip to the Employee.

MpoBegeHue HesiBOK/
OTCYTCTBUI C
i COXpaHeHneM onnatbl

8 paboumnx yacos

BHeceM gaHHbIe B 6a3y 1C: 3YI1.

1. WcnonHutenb BHOCUT [aHHble TOMbKO Ha OCHOBaHMU
noctynmelue OT 3akasyuka 3asBKM U He  Hecer
OTBETCTBEHHOCTb 3a BO3MOXHble MOCNEACTBUS B Cryyasx,
ecnn 3akas3yMK He HarnpaBun CBOEBPEMEHHO 3asiBKy O
HeBbIXoOax COTpyAHUKa / nporyna PaboTHuka.
2. [Ons odopmneHns naketa [AOKYMEHTOB Ha Mporyn
PaboTtHuka, VcnonHuTtenb npedocTaBnsieT yHUBEpcasrbHble
wabnoHbl  AOKyMeHTOB (6e3  3amofiHeHuss  peKBU3MTOB
opraHusauum n usmyecknx nvu), a Takke
onuncaHusi(geTanusaummn) cuTyaumn.
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE
2

Conducting absences/
absences with retention of

pay

8 business hours

NMOJNE3HbIE PE3YJILTAThI
BbIMNONIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will enter the data into the 1C:

ZUP database.

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4

1. The Provider enters data only on the basis of an Application
received from the Customer and is not responsible for possible
consequences in cases where the Customer has not sent a
timely request for Employee absence / Employee
absenteeism.

2. For registration of a package of documents for Employee
absenteeism, the Provider provides universal templates of
documents (without filling in the details of the organization and
individuals), as well as descriptions (details) of the situation.

lMpoBegeHune nucTka
HeTpyAocnocobHoCTM

8 paboumnx yacos

BHeceM AaHHble cornacHo nucTka
HeTpyAgocnocobHoctu B 6Gasy 1C:
3yn

Paccuntaem CTpaxoBou cTax
coTpyaHUKa Ans pacyeTta nocobus.

1. B cnyyae oTcyTcTBMS CTpaxoBoro ctaxa B 3V,
WcnonHnTtene 3anpawwuBaeT cBefdeHus y 3akasuuka. Ecnum
OaHHble CBedeHWs He npefocTaBrieHbl CBOEBPEMEHHO, TO
McnonHnTens Npov3BoaMT pacyeT CTPaxoBOro CTaxa, ucxoast
3 crtaxa PaboTHuka 3a nepuwog paboTbl y 3akasuuka.
2. Ecnu y UcnonHutens Het goctyna k TKC (KoHTtyp, CBAC),
3akasumk  npegocTaBnser  VICNOMHWUTENO  BbIrPYXEHHbIN
3NEKTPOHHbIN BONbHUYHbBIN nucT.
3. Onnata PaboTHuKY Npov3BOAUTCS NOCRe 3aKpbiTUS NUcTkKa
HeTpyaocnocobHocTU.

4. B cnyyae obHapyXeHusi owMWOKM B 3anofHEHUM nUCTKa
HeTpygocnocobHocTn, WcnonHutens onosewaer o6 3ToMm
3akasumka. [Mocne 4yero 3akasymk NPUHMMAET peLleHne o
JanbHenwnx aencreuax McnonHutens (MpUHMMaeM fMCTOK
HeTpygocnocobHocTn B paboty unu PaboTHWK npou3BoauT
3aMeHy).

Carrying out a disability
certificate

8 business hours

We will enter the data according to
the disability certificate in the 1C
database: ZUP

We will calculate the Employee's
insurance record for calculating
benefits.

1. In the absence of insurance experience in the ZUP, the
Provider requests information from the Customer. If this
information is not provided in a timely manner, the Provider
calculates the insurance period based on the Employee's
length of service during the period of work with the Customer.
2. If the Provider does not have access to the TCS (Contour,
SBIS), the Customer provides the Provider with an uploaded
electronic sick list.

3. Payment to the Employee is made after the closure of the
disability certificate.

4. If an error is found in filling out the disability certificate, the
Provider notifies the Customer about it. After that, the
Customer decides on the further actions of the Provider (we
accept the disability certificate into work or the Employee
makes a replacement).

OdopmnenHne npemun

8 paboumx yacos

Odchopmum
noowpeHue

AOKYMEHTbI Ha
COTpyAHMUKa.

Hanpasum Bam

[OKYMEHTbI:

- MNpwikas o noowpeHun (dpopma T-11).

cnegyowme

1. Ecnu nHoe He ykasaHo B 3asiBke 3akasyvka, VcnonHutenb
yKa3bIBaeT:

- MOTMB nooupeHuss "B cooTBeTCTBUM C npeacTaBneHnem",
-OCHOBaHue nooLupeHns "MpencTaeneHune".
2. [DokymeHT [penctaBneHve odpopmnsercss 3akaszvymkom
CaMOCTOSITENbHO.

Award registration

We will register documents for
Employee’s award.

1. Unless otherwise specified in the Customer's Application,
the Provider indicates:
- incentive motive "In accordance with the presentation”,

- O6pasel 3anucu [ns BHECEHUs B
TPYOOBYIO  KHWKKY (MPU  U3MEHEeHWUM
®UNO (B cnyyae, ecnn Ha PaboTHuka
BefeTcs BymaxHasa TpyaoBas KHWKKA).

We will send you the following | - the basis of the "Presentation" promotion.
8 business hours documents: 2. The Submission document is drawn up by the Customer
- an Order of encouragement (form T- | independently.
11).
OTpasum um3MeHeHue | 1. B cnyyae HeobxogumocTn, PaboTHWMK camMoCToATenbHO
nepcoHanbHbIX AaHHbIX | npou3BoauT 3ameHy 6GaHkoBckon kaptel, WHH, CHWIC. B
COTpYyAHMKA. crnyyae HeCBOEBpPEMEHHOW 3aMeHbl JOKYMEHTOB PaboTHMKOM,
McnonHntens He HeceT OTBETCTBEHHOCTM 33 BO3MOXHblE
Odbopmnenue namerHenns | Hanpasum Bam cnepytowme | nocneacTaus.
nepcoHanbHbIX AaHHbIX [OKYMEHTbI: 2. B cnyyae otcytcTBMa Tpygosoro gorosopa, McnonHutens
- [ononHuTenbHoe cornalleHve (B | roTOBWT AOMOSIHUTENbHOE cornalleHne 6e3 ykasaHust Homepa,
8 paboyunx yacos cnyyae U3MeHeHun [o]7]e) W | AaTbl TPyAOBOrO AOroBOpa M MNyHKTOB, KOTOpble mnoanexar
nacnopTHbIX OaHHbIX); | U3NOXEHWIo B HOBOM penakumu.

Mo cotpyaHukam, nepeBegeHHbIM Ha KOO, Ncnonnutens He
rOTOBWT  [JOMOSMHUTENbHOE COrMalleHue npu  OTCYTCTBUM
TPYAOBOro foroBopa.
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE
2

Registration of personal
data changes

8 business hours

NOJNE3HbLIE PE3YJILTATbI
BbINMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will register the Employee's

personal data changes.

We will send you the
documents:

- an additional agreement (in case of
changes in full nhame and passport
data);

- a record sample entry to be entered
into the employment record book (if
the full name is changed (if a paper
employment record book is kept for
the Employee).

following

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4
1. If necessary, the Employee independently replaces the bank
card, TIN, SNILS. In case of late replacement of documents by
an Employee, the Provider is not responsible for possible
consequences.

2. In the absence of an employment agreement, the Provider
prepares an additional agreement without specifying the
number, date of the employment agreement and the
paragraphs that are subject to a new version.

For Employees transferred to the KEDO, the Provider does not
prepare an additional agreement in the absence of an
employment agreement.

Odbopmnerne
npuBreYyeHust K
CcBepxypoyHou pabote /
npueneyveHns k pabote B
BbIXOOQHOWN A€eHb,
Hepabounii Npa3gHUYHbIN
OeHb

8 paboumnx yacos

Ochopmum npueneyeHne PaboTHuka
K cBepxypo4Hou pabote / paboTte B
BbIXOAHOW AeHb.

Hanpasum Bam
[OKYMEHTbI:

- YBe#omneHne O npuBReYeHUn K
cBepxypoyHoi pabote / pabote B
BbIXOAHOW [EeHb (3a MCKIIYEHNeMm
nuy. nepeweawnx Ha K3O0);

- [lpukaa o npuBnevyeHun K
cBepxypoyHow pabote / pabote B
BbIXOQHOW OEHb.

cnegyrowme

1. VicnonHuTenb He aHanuavpyeT BO3MOXHbIE OrpaHUYeHnst no
npuBneYeHnto PaboTtHuka.
2. Wcnonnutenb He aHanusupyeT AaHHble CKY[l v npounx
cucTeMm yyeta pabodero BpeMeHu.

Registration of
involvement to overtime
work / work on a day off, a
non-working holiday

8 working hours

We will register the involvement of
an Employee to overtime work /
work on a day off.

We will send you the
documents:

- a Notification of involvement to
overtime work / work on a day off (with
the exception of persons who have
switched to the KEDO);

- an Order for the involvement to
overtime work / work on a day off.

following

1. The Provider does not analyze possible restrictions on
attracting an Employee.

2. The Provider does not analyze the data of the ACS and
other time tracking systems.

MoaroToBka yBegOMNEHUs!
006 yBONbHEHWM B CBSI3N C
NCTEYEHUEM CpOKa
OeNCcTBUsSt TpPyAOBOro
fAorosopa

no 3anpocy

3a 14 gHel O OKOHYaHUSA
Cpoka - HanomunHaHune/8
pabo4mx 4yacos -
noaroToBKa yBEAOMIIEHUS

Odhopmum yBegoMIieHne o6
yBONbHEHUU
B CBA3W C UCTEYEHWEM  CpOKa

[eWCcTBMSA TPYyAOBOro 4orosopa.

McnonHuTenb KOHTPOMNMPYET CPOKY OKOHYAHMS TPYO0BOMO
[lOroBOpa npu YCroBusix:

- B TPYZOBOM [OTOBOpPE OMNpefeneHa Yetkas AaTa OKOHYaHUs.
Bo Bcex ocTanbHbIX Cryvasix KOHTPOMb OKOHYaHUs Cpoka
TPYZLOBOro JOrOBOpA OCYLLECTBIAET 3aKasuuk.

Preparation of a notice of
dismissal due to the
expiration of the
employment agreement

14 days before the
deadline - reminder/ 8
working hours -
preparation of notification

We will register a notice of
dismissal
due to the expiration of the

employment agreement.

The Provider controls the expiration date of the employment
agreement under the following conditions:

- a clear end date is defined in the employment agreement.

In all other cases, the end of the term of the employment
agreement is controlled by the Customer.

MoaroToBka cripaBku ¢
MecTa pabotbl / 0
HaXoXAEHUM B OTMNyCKe Mo
yxogy 3a pebeHkom

no 3anpocy

4 pabouyunx Yaca

MoarotoBMM crnpaBky C  MecTta
paboTbl / 0 HaxoXaeHUu B oTnycke no
yxopy 3a peGeHkom

WcnonHutens roToBuT cnpaeky no copme KcnonHutens (c
ykasaHuWem [OMMKHOCTH, HoMepa npukasa u T.4.).

Preparation of a certificate
from the place of work/
about being on parental

leave

on request

4 working hours

We will prepare a certificate from the
place of work / about being on parental
leave

The Provider prepares a certificate in the form of the Provider
(indicating the position, order number, etc.).
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE
2

MNONE3HbIE PE3YNbTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4

MpenocraBum 3NeKTPOHHbIe | VcnonHutens npefocTaensieT wabnoHsl 6e3 3anonHeHus
LWa6noHbI 3aaBneHun Ans | peKkBM3WUTOB opraHmusauuy u usnyeckoro nuua.
oKasblBaeMbIX CEepBU1COB:
MpepocTtaBneHve - Ha oTnyck (exerogHbli, 6e3
LIabnoHOB 3asBNeHni n CcoxXpaHeHus 3apnnarbl, no
obpasLbl 1x 3anonHeHns | GepeMeHHOCTM U podam, no yxogy 3a
peGeHkom);
3 pabouux yaca - Ha MepeHoC EeXerogHoro OTnycka;
- Ha efuHoBpeMeHHoe nocobue no
pOXOEHUIO pebeHka;
- Ha yBONbHEHWUE;
- Ha nepesog,;
P - Ha NpegocTaBneHne OHs OTAbIXa.
We will provide electronic | The Provider provides templates without filling in the details of
Application templates for the | the organization and an individual.
services provided:
Provision of application - on vacation (annual, without pay,
templates and samples of | maternity leave, child care);
their filling - to transfer the annual leave;
- for a one-time allowance for the birth
3 working hours of a child;
- for dismissal;
- for translation;
- to provide a day of rest.
MpepoctaBUM oT4YeTbl M3 6a3bl | PopMbl OTHETOB 3a4aHbl pa3pabotumkom 1C:3YT.
AaHHbIX 1C:
Mo 3anpocy nogrotoBum  nobon
Honrg;gz:(?ggglzlos ms Tunoson ot4etr wu3 1C, Hanpmmepi
- LITATHYIO paccTaHOBKY nepcoHana;
- YUCINEHHOCTb U TEKYyYeCTb KadpoB;
ro sanpocy - oTyer o CcpeaHeCcnuCcoYHON
3 pabouunx yaca .
YMCINEHHOCTH;
- cnpaBka Mo OTMycKkaM COTPYAHWKa;
qg. - UICTOPUIO M3MEHEHWI onnaTtbl Tpyaa.
We will provide reports from the 1C | The report forms are set by the developer 1C:ZUP.
Preparation of reports from database: il
the 1C database:ZUP Upon request, we will prepare arlny
standard report from 1C, for example:
- staff placement;
on request -staff numbers and staff turnover;
3 . - report on the average headcount;
working hours o -
- Employee leave certificate;
- the history of changes in wages.
MoarotoBum 1 caagnum ®opmy EDPC- | Vcnonnutens cpaetr  dopmy E®DPC-1  Mogpaspen 1.1
1 MNoppasgen 1.1 «CsegeHuss o | «CBefeHus O TpyooBOW [AesTenbHOCTM» Mo PaboTHukam,
MoaroToBka u caava TpynoBou 0esATeNnbHOCTUY no | coctosiwmm ¢ 3aka3uumkoM B TPYAOBbIX OTHOLIEHMsiX. Ecnu y
OTYETHOCTU PaboTHukam. McnonHntens HeT BO3MOXHOCTW HanpaBWUTb OTYET Yepes
KoHTyp, OTBETCTBEHHOCTb 3a OTNpaBKy OT4YeTa HeceTt
r. 3akasyuk.
We will prepare and submit Form | The Provider submits the EFS-1 Form Subsection 1.1
. EFS-1 Subsection 1.1 “Information on | "Information on work activity" for Employees who are in an
Preparation and S . . h )
S labor activity” for Employees. employment relationship with the Customer. If the Provider
submission of reports d 3
oes not have the opportunity to send a report through the
Contour, the Customer is responsible for sending the report.
o o MpepoctaBUM  KpaTkMne  yCTHble | [NUTENbHOCTb KOHCYNbTauuii He BGonee 20 MUHYT, KONMYECTBO
KaszaHue KOHCynbTauun o
Mo BONPOCaM KOHCYynbTaLumm no Bonpocam | He bonee 3-x B KaneHgapHbIn mecs,.
ocbopmneHus  kagpoBsblx npouenyp, | CTOpOHbI [OroBOPUNUCL, YTO B CEPBUC He BKHOYAOTCSH:
0hopMIEHNS KagpOBbIX
npoLeayp npeaocTaBnsieMblX B paMkax Ycnyru. NMUCbMEHHble KOHCYnbTauun, oOpMIIEHHbIE Ha MpMEHHOM
6naHke  WcnonuuTens, aHanu3  cygebGHOW  NpaKTWKW,
Mo 3anpocy pa3paboTka anroputMoB OyaywMx OeNCTBUA MO KaapoBbIM
s. npoueaypam, NpegocTasneHve WabnoHoB JOKYMEHTOB.
Providing consultations on We wi_II provide brief_ oral | The duration of con_sulta_tions is no more than 20 minutes, the
4 consultations on the design of | number of consultations is no more than 3 per calendar month.
the design of personnel . ’ . ) B
personnel procedures provided as part | The Parties agreed that the service does not include: written
procedures - . : A .
of the Service. consultations issued on the Provider's letterhead, analysis of
judicial practice, development of algorithms for future actions
on request e
on personnel procedures, provision of document templates.
MpoeeneHne B 1C:3YT1 Mpoeaem B 1C:3YN 3asenenve o | [danHble B 1C:3Y[1 BHOCATCS Ha OCHOBaHUW HanpaBrieHHOTO
3asBneHus o Bblbope Bblbope cnocoba BedeHWs TPy#OBOW | 3aka3yMkoM 3asiBNEHWsI COTPYAHWMKA.
cnocoba BegeHus KHVDKKM
t TPYAOBOW KHUXKM Mepepava wHdopmaumm o BbIOOpe COTPYAHWMKOM crnocoba
’ Hanpasum Bam crnegywowme | BeAeHVs TpydoBoW KHkku B CoumanbHbii doHa Poccum
no 3anpocy OOKyMeHTbl (B cnyyae  Bblbopa | ocywlecTensieTcsi  McnonHutenem B pamkax — cepBuca
COTPYOHUKOM 3MeEKTPOHHbIA  dhopmaT | «[logroToBka M caaya OTYETHOCTU»
16 pabo4ymx yacos TPYAOBOW KHWKKM):
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HAUMEHOBAHMUE
CEPBUCA/

NAME OF THE SERVICE
2

MNONE3HbIE PE3YNbTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

COIMMACOBAHHbBIE OOMYLLEHUA /
AGREED ASSUMPTIONS

4

- OG6pa3el, 3anonHeHus TPyOoOBON
KHVDKKM

- O6pasey 3anonHeHus KHurn
OBWKEHWUS  TPYOOBOW  KHWKKU — W©
BKIagbllwen B HUX,

- Pacnucky o nonyyeHun Tpyoosow
KHVDKKM

Carrying out an application

in 1C: ZUP about choosing

a method of maintaining a
work record book

on request

16 working hours

We will make an application in 1C:
ZUP about choosing a method of
maintaining a work record book

We will send you the following
documents (if the employee chooses
the electronic format of the work
book):

- Sample of filling out a work book

- Sample of filling out the Book of
movement of the work book and
inserts in them,

- Receipt for receipt of work book

Data in 1C: ZUP is entered on the basis of an employee
application sent by the Customer.

The transfer of information about the employee’s choice of
method of maintaining a work record book to the Social Fund
of Russia is carried out by the Provider as part of the
“Preparation and Submission of Reports” service

KoHTponb aHen

Ccopmupyem 13 1C:3YT n HanpaBum

CTOpOHbI  AOroBOPUNNCL, 4TO crpaBka «OcCTaTkM OTMyCKOB

Heuncnornb3yemMbIx cnpaBky «OcTaTku OTMycKOB (KpaTko)» | (KpaTko)» Bbirpyxaerca McnonHuTenem aBTomaTtuyecku 06es
OTMyCKOB BHECeHNs1 uameHeHun B padHble 1C:3YI n npoBeaeHus
no6oro AOMOMHUTENBHOIO aHanM3a cBeAeHUN.
2 pasa B rog
Control of unused vacation | We will create from 1C: ZUP and send | The parties agreed that the certificate “Vacation balances
days a certificate  “Vacation balances | (briefly)” is uploaded by the Provider automatically without

2 times a year

(briefly)’

making changes to the 1C:ZUP data or conducting any
additional analysis of the information.

dopmupoBaHue Tabens
yyeTa paboyero BpeMeHu

2 pasa B mecsy

Ccopmupyem 13 1C:3YT n HanpaBum
Tabenb y4yeta paboyero BpemMeHu

WcnonHutens dopmupyet TunoBon Tabenb Ha OCHOBaHWM
paHee BHECEHHbIX HESsIBOK, MPOBEOEHHbIX  KaApoBbIX
MEpPONPUATUIA HA OCHOBaHUM 3asBOK 3akasumka

Creating a time sheet

2 times a month

We will create from 1C: ZUP and send
a time sheet

The Provider generates a standard time sheet based on
previously recorded absences, personnel activities carried out
based on the Customer’s requests

OdbopmneHune npukasa o
[OCPOYHOM BbiXoZe 13
oTnycka no 6epemMeHHOCTM
1 pogam / no yxopy 3a
pebeHkom

no 3anpocy

8 paboumx yacos

OdopMUM  OOCPOYHBIA  BbIXOL U3
oTnycka no 6epemeHHocT n pogam /
no yxogy 3a pebeHkom

Hanpasum Bam
OOKYMEHTbI:

- lMpuka3s o [OCpPOYHOM BbIXoAe U3
oTnycka no 6epemeHHocTn u pogam /
no yxoay 3a pebeHkom

cnegyowme

[JocpouHblii BbIXod U3 oTnycka no 6epeMeHHOCTM 1 pogam / no
yxopy 3a peGeHkoM ochopMIsieTcst no 3anpocy 3akasyuka

Registration of an order for
early exit from
maternity/child care leave
on request

8 working hours

We will arrange early exit from

maternity / child care leave

We will send vyou
documents:

- Order on early exit from maternity /
child care leave

the following

Early exit from maternity/child care leave is issued at the
Customer's request

Odbopmnenmve B 1C:3YT1
nepepbIBOB AN
KopMneHusi pebeHka
no 3anpocy

16 paboymx yacos

Cozpgagum B 1C:3YM1 HoBbIM rpadmk
paborThl, ocdhopmMum KapOBbIVi
nepesBof Ha HOBbIN rpaduK.

B pamkax paHHoOro cepBuca VcnonHuTenb npou3sBoauT
HacTponkn B 1C:3YI 6e3 nogrotoBkM mneyaTtHbIX opm
KaApOBbIX AOKYMEHTOB.

Registration of breaks for
feeding a child in 1C:ZUP

upon request

16 working hours

We will create a new work schedule in
1C:ZUP and process personnel
transfer to the new schedule.

Within the framework of this service, the Provider makes
settings in 1C:ZUP without preparing printed forms of
personnel documents.

MoaroTtoBka hopMmbI
CTao-P

no 3anpocy

16 paboumx yacos

MogroroBum
dopmy CT[-P no 3anpocy paboTHuka.

Tonbko Ans paboTHWMKOB, BbIOpPaBLUMX 3NEKTPOHHBIN hopmart
BeleHNS TPYAOBOWN KHVDKKU.

Preparation of the STD-R
form

Let's prepare
form STD-R at the request of the
employee.

Only for employees who have chosen the electronic format of
maintaining a work record book.
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MNONE3HbIE PE3YNbTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION

HAUMEHOBAHMUE

CEPBUCA / COIMMACOBAHHbBIE OOMYLLEHUA /

AGREED ASSUMPTIONS

NAME OF THE SERVICE

2

RESULTS
3

4

on request

16 working hours

9.2. B pamkax Ycnyru no oOTAenbHOMY 3anpocy MoryT ObiTb
OKasaHbl crnefyoLme AOMNOMHUTENBHO onnayvBaeMble CEPBUCHI:

HAMMEHOBAHUE
CEPBUCA /
NAME OF THE

MNONE3HbIE PE3YNbTATbI
BbIMOJIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION

9.2. Within the framework of the Service, the following additional
paid services may be provided upon a separate request:

COIMACOBAHHbIE
OONYLEHUA /

AGREED ASSUMPTIONS

LIEHA, PYB./
PRICE, RUB

OTyeTHOCTb / CnpaBku / YBegomneHus /
Reporting / Help / Notifications
MopgrotoBum cnpaBky c MecTta | O6pasey cnpaBku NpegocTaBnseT 1 000 / cnpaBka
MonroToska cnpaski B paboTbl coTpyaHuka B cBOGoaHOM | 3akasuuk, 3a VCKIMHOYEHNEM
cBOBOnHON hopme (Ha dopme, nm6o Ha 6naHK§ crnyyaes, ecnu dopma
AHITIMACKOM $13bIKe) opraHusaumu, No MHAMBMAYyanbHON | yTBepXaeHa HOpPMaTVBHBIMU
4 pabounx vaca dopme nocosnbCTB, LeHTpa | akTamu.
3aHATOCTM U T.N. (B TOM 4yuCrie Ha
a aHIMUACKOM $A3bIKE)
' We will prepare a certificate from | A sample of the -certificate is 1,000 / reference
Preparation of a the employee's place of work in a | provided by the Customer, except
certificate in free form free form,_ or on the Iett_erhead of | the cases where the form is

(in English) _the_ (_Jrganlzatlon, according to 'the approved by regulatory acts.

4 working hours individual form of embassies,
employment centers, etc.
(including in English)

MogroToBka MoarotoBuM: 1. 3aka3uMk CcamoCTOATENbHO 2 200/4yenoBek
yBEAOMIIEHUS O yBegoMneHue o npueme OGblBLUErO | OCyLLECTBRSET oTnpasky
npueme ObiBLLErO rocy4apCTBEHHOTO CryXaLlero. NMOATOTOBNEHHOTO  YBEAOMITEHUS.
rocyapCcTBeHHOro 2. WcnonHutens oKasblBaer

cnyxatiero ycnyry B criy4ae CBOEBPEMEHHOIO

(B AeHb Npuema) NpefocTaBneHns
no 3arnpocy TpyaoBon KHwkku PaboTtHuka (B
ToM uucrne B ¢opmare CTO-P) n
b. 8 paboumx yacos BOEHHOro bunerta.

Preparation of a We will prepare: 1. The Customer independently 2,200 / person
notification of a notification of admission of a | sends the prepared notification.
admission of a former | former civil servant. 2. The Provider provides the

civil servant service in case of timely (on the

day of admission) provision of the
on request Employee's work record (including
in STD-R format) and military ID.
8 working hours
MoarotoBuMm: 1. TlpeunmyLlecTBeHHbI cnocob 7 000 / wr.
yBeaoMMeHns B MBA o0 | nogaun yesegomneHus B MB[ o
3aknodeHnn/  pactopxkeHun T | 3akniodeHUn/pacTopKeHum Ta
MNoaroToBka unm Mmx norosopa c | nnm mx norosopa c
yBegomneHusi B MBL] | MHOCTpaHHbIM rpaxxgaHuHoOM WHOCTPaHLUEM — B 3M1EKTPOHHOM
0 3aKntoyeHnn/ Buae Yepes [ocycnyru.
pactopxeHun T[ unm 2. pun OTCYTCTBUM BO3MOXHOCTM
MX porosopa ¢ nogauvM  yBedOMMEHWs  Yepes
MHOCTpaHHbIM locycnyrm WcnonHutenb
rpaxxgaHvHoOM NnoAroToBUT " HanpasuT
OOKYMEHTbI ansi oTnpaBku
no 3anpocy yBegomMmneHuss no noyte Poccum
3aka34ymKoM CaMOCTOSTENbHO.
16 paboumx yacos McnonHutens  He  okasblBaeT
c ycnyrv no oTrnpaBke JOKYMEHTOB B
' MBL no noyte unu
npeaocTaBMNeHU0 KypbepPOM.
Preparation of a We_\{vill_prepare: o 1. T_h_e preferre_q r_nethod of 7,000 / piece
notification to the notifications to_ the Ministry of su_b_mlttmg a notlflcatlon to the
Ministry of Internal Internal' Aﬁal_rs ) about the | Ministry of'InternaI_ Aﬁalrs about
Affairs about the conclusmn/termlnatlo_n of a TD_ or | the conclusion/termination o_f aTD
conclusion/termination GPC agreement with a foreign | or _GPC_ agreemgnt with a
of 21D or GPC citizen foreigner is electronically through
agreement with a State_ S_erwces. _ _
fareign citizen 2. |_f_|t is not possible to submit a
notification through State
on request Services, the Provider will prepare
and send documents for sending
. the notification by Russian mail by
16 working hours the Customer independently.
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

NOJNE3HbIE PE3YNbTATbI
BbINOJIHEHNA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4
The Provider does not provide
services for sending documents to
the Ministry of Internal Affairs by
mail or by courier.

LIEHA, PYB./
PRICE, RUB

5

MoaroroBum " caagnm | WUcnonnutens coaet ®opmy EDC- 500 / oTyet
MoaroToBka U caaya oTMeHsioLWyo / koppekTupytowyto | 1 «CBegeHnsas o Tpydosomn
OTYETHOCTU ®opmy E®C-1 «CeefeHuss o | gesitenbHocTu» no PaboTHukam,
TPYAOBOW AESATENbHOCTUY. coctoAwmM C  3aKa3yMkom B
no 3anpocy TPYAOBbIX OTHOWeEHusAX. Ecnm vy
McnonHutenss HET BO3MOXHOCTU
16 paBounx yacos HanpaBuTb OT4yeT 4epe3 KoHTyp,
OTBETCTBEHHOCTb 3a  OTMPaBKy
oT4yeTa HeceT 3aKasuuk.
We will prepare and submit the | The Provider submits the EFS-1 500 / report
canceling/ correcting the EFS-1 | Form "Information on  work
Preparation and Form "Information on labor | activity" for Employees who are in
submission of reports | activity”. an employment relationship with
on request the Customer. If the Provider does
not have the opportunity to send
16 working hours the report through the Contour,
the Customer is responsible for
sending the report.
TpyaoBble fOroBopbI / AONONHUTENbHbIE COrnalleHns /
Employment agreements / additional agreements
Moarotoeka Tpynosoro | MoarotoBum " HanpaBum | Vicnonb3syeTtcs LWabnoH TpyAoBOro 4500
foroeopa ¢ Tpy£oBou foroBop ¢ [eHepanbHbIM | AoroBopa c leHepanbHbIM
[eHepanbHbIM OupekTopoM  (pykoBoguTenem) - | OMPEKTOpPOM, MNpenoCTaBnsieMbIi
OVPeKTopoM/pykoBOAN | rpaxaaHuHOM PO, WcnonHutens.
Tenem
o 3anpocy
16 pabo4ux yacos
Preparation of an We will prepare and send | The template of the employment 4500
employment an employment agreement with the | agreement with the General
agreement with the General director (Manager) - a | director provided by the Provider
General citizen of the Russian Federation is used.
director/Manager
on request
16 working hours
MoarotoBum Tpygoson porosop, | 1. WcnonHutens no ymonyaHuio 1500

MoproToBka TpyLOBOro
norosopa /
[OMNONMHUTENbHOro
cornalleHus o
OUCTaHUMOHHOM
XapakTepe paboThbl

16 paboumx yacos

[OMOMHUTENbHOE COrMalleHne o
ANCTaHLMOHHOM xapakTepe
paboTbl.

yKasblBaeT cnegyowume
0CO0BeHHOCTH, CBSA3aHHbIE c
OucTaHumoHHon pabotoi  (ecnu

MHOE He YyKasaHO B 3asiBke
3akazuyuka):

- wMecto pabotbl - ropoa B
COOTBETCTBUU ¢ MecToM

3aKIOYeHNs1 TPYAOBOrO AOroBopa.
- paboTogaTtens obecneyvBaeT

ONCTaHLUMOHHOIO Pa6otHuka
HeobXoAMMbIMW AN BbINOMHEHUs!
um TpygoBou yHKUUM
obopynoBaHuem, nporpaMMHo-
TEXHUYECKUMMN cpeacTBamm,
cpeacTBamu 3aWmThI
MHdOopMaLum " WHbIMU
cpeacTtBaMu, ecnvM  MHOe  He

yKa3aHO B 3asBke 3akasuuka.
- 3annCb B TPYOOBYK KHWXKY O

AMCTaHUMOHHOM paboTe He
BHOCWUTCS.
2. Wcnonb3ayetcs wabnoH
TPYAOBOrO

[0roBopa/gononHUTENBHOTO
cornalleHusi, npenocTaBsieMblii
McnonHuTenem.

Mpu HeobxoaumocTu,
McnonHuTenb okasbiBaeT ycnyru
no pa3paboTke TPYOOBbIX
[OTrOBOPOB U [AOMONHUTENbHbIX

cornaileHuin.
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

Preparation of an
employment
agreements / an
additional agreement
on the remote nature
of work

16 working hours

MNOJIE3HbIE PE3YNbTATbI
BbINONIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will prepare an employment
agreement, an additional
agreement on the remote nature of

work.

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4
1. By default, the
specifies the following features
related to remote work (unless
otherwise  specified in the
Customer's request):

- place of work - the city in
accordance with the place of
conclusion of the employment
agreement.

- the employer

Provider

provides the

remote Employee with the
equipment, software and
hardware, information security

and other means necessary for
the performance of his work

function, unless otherwise
specified in the Customer's
application.

- there is no entry in the

employment record book about
remote work.

2. The template of the
employment agreement/
additional agreement provided by
the Provider is used.

If necessary, the Provider provides
services for the development of
employment agreements and
additional agreements.

LIEHA, PYB./
PRICE, RUB

5

LlitaTHOe pacnucaHue /
Staff schedule

MoproroBum wratHoe | Mcnonb3yetcs npuvkas, Mpw WTaTHOM YMCNEHHOCTU:
MoaroToBKa WTATHOMO pacnucaHve (Bkmoyas npukas o6 | npegocTaBnsembin oT 1 go 5 coTpyaHuKoB -
yTBEPXOEHUMN wratHoro | WcnomnHutenem, " 1250
pacnucaHus
pacnucaHus). yHuduumpoBaHHaa dopma T-3 OT 6 A0 15 COTPYAHMKOB -
Mo 3anpocy LITATHOrO pacnucaHus. 2 500
oT 16 go 50 coTpyAHMKOB -
oT 8 pabouux yacoB 5000
ot 51 go 100 coTpyAHUKOB -
15 000
cebiwe 101 coTpyaHuka -
50 000
g. We will prepare the staff schedule | The order provided by the With a staffing level of:
(including the order on the | Provider and the unified form T-3
approval of the staff schedule). of the staff schedule are used. 1to 5 employees -
Preparation of the staff 1,250
schedule 6 to 15 employees -
on request 2,500
8 working hours 16 to 50 employees -
5,000
51 to 100 employees -
15,000
more than 101 employees -
50,000
MoarotoBum 1.Tapudwmkauus nponssoamTCSs 3a 500/wT.
npuKka3 O BHECEHWU W3MEHEHUI B | Kaxagoe KagpoBoe cobbiTne
LWTaTHOE pacnucaHne (Bkmoyas | (M3MeHeHve LITaTHOWN
N3MeHeHHoe LUTaTHOE | €AUHMLbI/CTaBKW).
pacnucaHue). 2. Wcnonb3ayetcs npukas,
npenocTaensiemMbin
BHeceHue nameHeHun WcnonHutenem, 7]
B LUTaTHOE yHuduumpoBaHHaa dopma T-3
pacnucaHve LUTaTHOrO pacnucaHus.
h. 3. Mpwu HeobxoaumMocCTH,
no 3anpocy McnonHuTens BHOCWUT M3MEHeHUs!
(no  ymonyaHuio) B WTaTHOE
4 pabounx yaca pacnucaHve B cnyyae

npuema/nepeBoga PaboTHuka wu
N3MeHeHNn oknaga.
4. B cnyyae  yBOMbHeHWs
PaboTHuka n3ameHeHus B LUTaTHOE
pacnvcaHue BHocsiTcs no 3asiBke
3akasyvka.
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

MNONE3HbIE PE3YNbLTATbI
BbIMONHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will prepare an order to make
changes to the staff schedule

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4
1. Billing is performed for each
personnel event (change of staff

LIEHA, PYB./
PRICE, RUB

5
500/piece

Paspabotka JIHA/
nHaomemayanbHbIX
LWabnoHOB KaapoBbIX
[OKYMEHTOB

no 3anpocy

oT 10 pabouunx gHen

-MonoxeHne o6 onnate Tpyaa;
-MonoxeHne o npemMupoBaHuy;
-MonoxeHne 06 obpaboTtke
nepcoHanbHbIX AaHHbIX
PaboTHukoB;
-MonoxeHne o]
KOMaHAMpPOBKax.

cnyxe6HbIx

HENoCpeACTBEHHO CBS3aHHbIX CO
crneundukon paboTbl 3akasuumka.
1. Paspabotka JIHA
ocylecTBnseTcs c y4yeTom
TpeboBaHuiA,

npeabsiBrsieMbixX K nx
cogepxaHuio TPYOOBbLIM
3aKOHOAATENbCTBOM, aKTyarbHbIM
Ha pary pa3paboTku.
2. VcnonHutenb camoCTOATENBHO
He ocylwecTBnseT paspaboTky
cneunduyeckmx
KpuUTEpUEB/anropuTMoB/6usHec-
npoLieccos, CBSI3aHHbIX c
ocobeHHoCTAMU opraHusaumm
TpyAa y 3akasyuka.

3. PaspabotaHHble JIHA He
OOMKHbI NpoTUBOPEYNUTD
MpaBunam  okasanus  Ycnyrm
«Pacyer 3apaboTHol nnatbl u
3apnnaTHbIX Harnoros» "
«KagpoBoe genonponssogcTBoy.

(including the changed staff | unit/rate).
schedule). 2. The order provided by the
Provider and the unified form T-3
Making changes to the of the staff schedule are used.
staff schedule 3. If necessary, the Provider
on request makes changes (by default) to the
staff schedule in case of an
4 working hours employee's admission /transfer
and salary changes.
4. In case of dismissal of an
employee, changes to the staff
schedule are made at the Request
of the Customer.
Pa3paboTka MHAMBMAYanbHbIX WaGnoHOB /
Development of individual templates
Paspabotaem nokanbHble | B pamkax paspabotkn JIHA, 4 000 / yac paboTbl
HOPMaTMBHbIe aKkTbl: | VcnonHutenb He ocyllecTBnsieT crneumnanucra
-MpaBuna BHyTpeHHero Tpyaosoro | paspaboTky
pacnopsiaka; KpUTEPMEB/anropuTMOB,

Development of LNA/

individual templates of

personnel documents
on request

from 10 working days

We will local
regulations:

- Internal labor regulations;
-Regulations on remuneration;
-Regulations on bonuses;
-Regulations on the processing of
personal data of employees;
-Regulations on official business
trips.

develop

As part of the LNA development,
the Provider does not develop
criteria / algorithms directly related
to the specifics of the Customer's
work.

1. The development of LNA is
carried out taking into account the
requirements imposed on their

content by labor legislation
relevant on the date of
development.

2. The Provider does not

independently develop specific
criteria / algorithms / business
processes related to the
peculiarities of the organization of
work at the Customer.

3. The developed local regulatory
acts must not contradict the Rules
for the provision of the Service
“Payroll and payroll taxes” and
“Personnel records management”.

4 000 / hour of specialist work

Tpynosas

KHWXKa /

Employment record book

OdpopmneHune
aybnukara TpygoBson
KHWKKW / BKNagpllwa B

TPYAOBYHO KHUXKY

no 3anpocy

8 paboumx yacos

Ochopmum ay6nukaT TpyOoBOK
KHWXKW/BKNagplll B TPYAOBYHO
KHVKKY.

BnaHk  TpymoBoW  KHWXkM [
BKMagblwla npegocTasnser
WcnonHutens.

600/wWrT.
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HAUMEHOBAHMUE
CEPBUCA/
NAME OF THE
SERVICE
2
Registration of a
duplicate of the
employment record
book / the insert to the
employment record
book

on request

8 working hours

MNOJIE3HbIE PE3YNbTATbI
BbINONIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will register a duplicate of the
employment record book / the
insert to the employment record

book.

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4
The form of the employment
record book / the insert is
provided by the Provider.

LIEHA, PYB./
PRICE, RUB

5
600 /piece

OTnyck / Vacation

OdpopmnieHune
rpacmka OTrnyCcKOB 1
k. nepeHoca oTnycka

8 paboumx yacos

BHeceM rpaduk oTnyckos
MpokoHTponupyem paty Hayana
oTnycka " HanpasBuMm
yBegoMneHne B COOTBETCTBUU C
rpacpMkom OTMyCKOB.

Ochopmum

npuKas o nepeHoce oTnycka.

Cepsuc nogknoyaeTcs npu
ycnoBun, 4to 3akasuuk nepegan
1C:3YI Ha cepsep WcnonHutensa
1 BKIoYaeT B cebsi:

1. dopmupoBaHune rpacmka
OTMYCKOB B Y4YeTHOW cucteme
1C:3YT1:

1.1. npu wncnone3oBaHun K3O:
Ha OCHOBaHWU 3asBOK,
npenocTaBneHHbix PaboTHukamm
3akasumka B JlnyHom KabuHete
CotpyoHuka (ganee JIKC) ¢
yKasaHWeM MnaHvpyembix —gar
OTMYCKOB;

1.2. npu MCnonb3oBaHMmn
npegocTaBneHHoN 3akasqymkom
Tabnuupl ¢ NNaHMpyembiMu Aatam
oTnycka paboTHMKOB.

2.  WcnonHutenb  HanpaBnsieT
3akazuuky roToBbIV rpacumk
OTMYCKOB U, MPU WUCMOMb30BaHWUM
K3OO, Takke pobaenser ero B
JIKC paboTHukoB.

3.0tnpaBka yBegoMIeHust
PaboTHUKY Mo ymonyaHuio 3a Tpu
Hegenu Ao AaTbl Havana oTnycka

(KOHTaKTHble nvua
COrMacoBbIBAOTCH

[OMOMHUTENBHO).

CTOpOHbI  AOrOBOPUMUCL,  YTO
oTnpaska yBEAOMMEHWN
npon3BoamnTCA aBTOMaTUYeCckKu
yepes 1C:3YM 6e3 yyactus
WcnonHuTensi, B CBSI3W C 4YeMm
BO3MOXHbl COOM B  OTnpaBke
yBEOMMNEHUS1 MO  TEeXHU4eCKUM
npuymHam.  WcnonHutens  He
oTBevaeTr 3a cbow oTnpaBku
yBeaOMNeHui npu
MCMonb3oBaHUm ans aToro

NOYTOBOrO CepBepa 3akasquka.

4. OdopmneHve npukasa o
nepeHoce oTnycka, c
MCMNoNb30BaHNEM wabnoHa

npukasa McnonHutens.

5. Ecnn Her KOO wnu He Bce
PaboTHuku nepeseeHb! Ha
K300, BefeHune rpachuka
oTnyckoB Ha GymakHOM HocuTene
ocyllecTBnsieTcst 3aKkasynkom.

6.Moacuyet KonuyecTBa
PaboTtHukoB  npousBoguTcs B
nekabpe (npu  copmupoBaHum

rpaduka OTNycKOB Ha creayoLwui
rop), Mpy yCrnoBuK, YTO B TeYEHWe
KaneHgapHoro roga rpachmk
OTNYCKOB He KOppeKTupyeTcsl.

00 5 coTpyaHMKoB —
1 500 B mecsy,

o1 6 oo 10 coTpyAHMKOB —
2 000 B mecsL

ot 11 go 20 coTpyaHWUKOB —
3 000 B mecsL

oT 21 go 50 coTpyaHuMKoB —
7 000 B mecsL

ot 51 go 100 coTpyAHMKOB —
10 000 B mecsL,

ot 101 coTpyAHVKOB —
20 000 B mecsy,
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

Registration of
vacation schedules
and vacation transfers

8 business hours

MOJNE3HbIE PE3YJILTAThI
BbINOJMTIHEHNA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

We add a vacation schedule

We will monitor the start date of
the vacation and send a
notification in accordance with the
vacation schedule.

We will issue

order to postpone vacation.

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4
The service is connected provided
that the Customer has transferred
1C: ZUP to the Provider’s server
and includes:

1. Formation of
schedule in  the
accounting system:
1.1. when using the KEDO: based
on applications submitted by the
Customer’s employees in the
Employee’s Personal Account
(hereinafter referred to as the
LCS) indicating the planned
vacation dates;

1.2. when using the table provided
by the Customer with the planned
vacation dates of employees.

2. The Provider sends the
Customer a ready-made vacation
schedule and, when using the
KEDO, also adds it to the
employees’ LCS.

3. Sending a notification to the
employee by default three weeks
before the start date of the
vacation (contact persons are
agreed upon additionally).

The Parties have agreed that
notifications are sent automatically
via 1C:ZUP without the
participation of the Provider, in
connection with which failures in
sending notifications are possible
for technical reasons. The
Provider is not responsible for
failures in sending notifications
when using the Customer's mail
server for this.

4. Drawing up an order to
postpone vacation, using the
Provider’s order template.

5. If there is no KEDO or not all
Employees have been transferred
to the KEDO, the vacation
schedule is maintained on paper
by the Customer.

6. The number of Employees is
calculated in December (when
forming the vacation schedule for
the next year), provided that the
vacation schedule is not adjusted
during the calendar year.

a vacation
1C.zUP

LIEHA, PYB./
PRICE, RUB

5
up to 5 employees —
1,500 per month

from 6 to 10 employees —
2,000 per month

from 11 to 20 employees —
3,000 per month

from 21 to 50 employees —
7,000 per month

from 51 to 100 employees —
10,000 per month

from 101 employees —
20,000 per month

OdbopmneHne npukasa
0 3amMeHe
[ononHuUTensHoro/yan
WHEHHOIO OTrnycka
LEeHEeXHOoMN
KomneHcauuen

no 3anpocy

8 paboumx yacos

Odhopmum npepocrtaBneHne
COTPYAHWKY KOMMEeHcauuMu 3a
Heucnonb30BaHHbIN OTNYCK (B
cnyyasix, npeaycMOTPEHHbIX
3aKOHOAATENbLCTBOM).

Hanpasum Bam cnepgytowme
OOKYMEHTbI:

- [lpukas o 3ameHe oTnycka

[EHEXHON KOMNeHcaumen.

1. KomneHcauus 3a  OTMycK
BO3MOXHa B Chyyasix, ecnu:
- OTMyCK npesblLaeT 28
KaneHgapHbIX OHen,

- B TpydoBOM 3akKoHOAaTesnbCTBe
HeT npamMoro 3anpeta Ha

KOMMeHcaumMio  AHel  OTnycka;
2. Mcnonbayetcs wabnoH
npukasa, npefocTaBnsembii
McnonHutens.

800 3a yenoseka

Drawing up an order
to replace
additional/extended
leave with monetary
compensation
on request

8 business hours

We will register a compensation
to the employee for unused
vacation (in cases provided for by
legislation).

We will send you the following
documents:

- an Order to replace the vacation
with monetary compensation.

1. Compensation for vacation is
possible in cases where:

- vacation exceeds 28 calendar
days,

- there is no direct prohibition in
labor legislation on compensation
for vacation days;

2. The order template provided by
the Provider is used.

800 per person

OdpopmneHme oT3biBa
13 oTnycka

no 3anpocy

OchopMum OT3bIB U3 OTMYCKA.

Hanpasum Bam  cnepyiowme
OOKYMEHTbI:

- 3anpoc cornacus PaboTHuka Ha
0T3bIB n3 oTnycka,;

Mcnonb3ayetcs wabnoHbl Nnpukasa
1 3anpoca, npeaocTaBnsieMble
McnonHuTenem.

1 250 3a yenoseka
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HAMMEHOBAHUE NOJNE3HbIE PE3YNbTATbI COMMACOBAHHBIE

CEPBUCA/ BbINOJIHEHNA CEPBUCA / [ONYLIEHUS / LIEHA, PYB./

NAME OF THE USEFUL SERVICE EXECUTION
SERVICE RESULTS AGREED ASSUMPTIONS

2 3 4 5

PRICE, RUB

8 paboumnx yacos -Mpuvkas 06 oT3bIBE U3 OTNYCKA.
We will register a recall from | The order and request templates 1 250 per person
vacation. provided by the Provider are used.
) ) We will send you the following
Registration of a recall | yocuments:
from vacation - a Request for the employee's
on request consent to be recalled from
8 working hours vacation:
- an Order to recall from vacation.
BHeceHue gaHHbIx B 1C / Entering data into 1C
BHecem B 1C:3yn 1 000 BHeceHue rpaduka no
Brecenune MHAVBMAYanbHbIA rpacuk paboTsl, ofHOMY paboTHMKY B MecsLl
MHAVBMAYaNbHbIX B Cnyyasx: B cnyyae aBTomatusauum
rpacpukoB paboTHMKOB | -  pexum  rmbkoro  pabodero npoueaypbl BHECEHNs
BpPEMEHY; - MHAVBMAYaNbHbIX rpadvkos B
©XeMeCs4HO - ckonb3sLlero rpadvka paboTsl; 1C:3YI CTopoHbl BCTynatoT B
-CMeHHas pabora; NeperoBopbl O BHECEHWM
16 pabounx yacos -BaxTOBbIN PEXMM. AaHHOro cepBu1Cca B OCHOBHYIO
n CTOMMOCTb YCryru.
' We will enter an individual work 1,000 scheduling for one
A, schedule into 1C:ZUP, in the employee per month
Entering individual followi . | f aut ti f th
employee schedules ollowing cases: . n case of automation of the
- flexible working hours; procedure for entering
monthly - er_xibIe work schedule; - individual S(_:hedules !nto
-shift work; 1C:ZUP, the Parties enter into
16 working hours - shift mode. negotigtions on including this
service in the basic cost of the
Service.
BHecem B 1C:3YI rapaHtum wn | 1. McnonHutenb BHOCUT 1 250 3a ogHy KapTy
BHecenve B 1C:3YM KomneHcaumm no KomneHcau_vmlrapaHTMM TONbKO Ha
cBEAEHM 1o COOTBETCTBYIOLLEN [OMMKHOCTM Ha | OCHOBaHUW: 5
pesynbTaTam OCHOBaHMM pesynkTato | - MOCTynuBLIEN — 3asBku  OT
~ npoBeaeHHoN cneunanbHoi | 3akasumka O  HeobxogMmoCTW
cneunanbHON OLEHKN - . .
YCIIOBMiA Tpyna OLEeHKN yCcroBui Tpyaa. BHeceHWs paaHHbiXx B 1C:3YIM;
(COYT) - [OOKYMEHTOB, MOATBEPXAALLMX
npoeefeHve COVYT.
2. CepBuCc npepocTaBnsieTcs
rlo sanpocy TOmNbKO npu ycrnosuu
8 paboumnx yacos
nogknoveHna cepsuca Bepenue
o LUTATHOTO pacnmcaHusl.
' 1. The Provider pays 1 250 for one card
Entry to 1C:ZUP of We will add guarantees and | compensation/guarantees only on
information on the compensation for the relevant | the basis of:
results of a special position into 1C:ZUP based on the | - the received request from the
assessment of results of a special assessment of | Customer about the need to enter
working conditions working conditions. data into 1C:ZUP;
(SAWC) - documents confirming the
conduct of the special assessment
on request of working conditions (SAWC).
2. The service is provided only if
8 working hours the Staffing Maintenance service
is connected.
Mpoune kagpoBble cepBuckl / Other HR services
Ochopmum oTcTpaHeHue | 1. Cepsuc OKasblBaeTcs 1 250 3a yenoBeka
paboTHuKa oT paboTbl | WUCKMIOYUTENBHO HA OCHOBaHUU
(Hanpumep, B CBA3W C OKOHYaHWeM | 3asBku 3akasyuka.
Ccpoka AencTBUsi paspeLunTerisHoro | 2. KoHTponb cpokoB
OdbopmneHne [OKYMeHTa WHOCTPaHHOIO | paspeLumTenbHbIX [OKYMEHTOB
OTCTpaHeHusi oT rpaxpaHvHa  (paspelleHust  Ha | paboTHuka ocyLecTBnseT
paboTbl paboty, narteHta, nonuca [MC); | 3akasduk.
p. CBOEBPEMEHHO HenpoLlueaLwero
no 3anpocy obsa3zaTenbHbIN MeANLMHCKUIA
ocMoTp).
8 paboumx yacos
Hanpasum Bam cnepgytowme
[OKYMEHTHbI:
- MNpukaa 06  oTCTpaHeHWn
paboTHYKa OT paboThbl.
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

Registration of
suspension from work

on request

8 working hours

MNOJIE3HbIE PE3YNbTATbI
BbINONIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will formalize the removal of an
Employee from work (for example,
due to the expiration of a foreign
citizen’s permit (work permit,
patent, VHI policy); failure to
undergo a mandatory medical

examination in a timely manner).

We will send you the following
documents:
- Order to remove an Employee
from work.

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4

1. The service is provided solely
on the basis of the Customer’s
Application.

2. The Customer controls the
deadlines for the Employee’s
permits.

LIEHA, PYB./
PRICE, RUB

5
1,250 per person

OdopmnieHne
nonycka k pabote

no sanpocy

8 paboumnx yacos

Ochopmum pgonyck Kk paborte
WHOCTPAHHOroO COTPyAHMKA B
CBSI3W C MNpOAMEHMEM  Ccpoka
(nepeodopmneHnem)
paspeLumnTensHOro [OKyMeHTa
(paspelueHns Ha paboTy, naTeHTa,
nonuca AMC).

Hanpasum Bam cnepyowme
DOKYMEHTbI:

- JononHutenebHoe cornatlueHve o6
N3MEHEHUN peKksn3nToB

pa3peLUnTEnbHOrO AOKYMEHTA;
- Mpukasz o ponycke PaboTHuka,
SABNSALLErocs WHOCTPaHHbIM
rpaxkgaHnHoMm, K pabore.

2 200 3a yenoseka

Registration of
permission to work

on request

8 working hours

We will issue permission to
work for a foreign employee in
connection with the extension (re-
issuance) of a permit document
(work permit, patent, VHI policy).

We will send you the following
documents:

- Additional agreement on
changing the details of the permit
document;

- Order on the admission of an
employee who is a foreign citizen
to work.

2,200 per person

OdpopmrieHune npukasa | Ocbopmum npukaz o6 oTmeHe | Vcronb3yeTcs WabnoH npukasa, 800/wwr.
06 oTMeHe kagpoBOro | KappoBoro codbITuA (Hanpumep, | NpeaocTaBnsieMbIn
cobbITnA aHHynuMpoBaHue Tpygosoro | McnonHutenem
[0roBopa, OTMEHa KOMaHAMPOBKU
no 3anpocy n np).
8 paboumx yacos
Executing an order to | We will issue an order to cancel a | An order template provided by the 800/piece

cancel a personnel
event

on request

8 working hours

personnel event (for example,
cancellation of an employment
contract, cancellation of a business
trip, etc.).

Provider is used

OdopmnieHne
[OMNONHUTENbHON
paboTbl
no 3anpocy

8 paboumx yacos

Odopmum nopy4eHue
COTPYAHWUKY  [OMNONHUTENbHOW
pa6oTbl (B nopsiake WUCMOMHEHWS

0b6s3aHHOCTEN  OTCYTCTBYIOLLETNO
Pab6oTHuka, COBMeLLEeHUs
npocdeccuit, pacliMpeHnsi  30HbI
obcnyxvBaHus, yBEnuYeHusi

obbema pabor).

Hanpasum Bam  cnepyiowme
DOKYMEHTHbI:
- Mpukas o nopy4eHunn

[OMONHUTENbLHOWM paboThl;
- JononHutensHoe cornaiueHve 06
MN3MEHeHWN YCroBui Tpyaa.

Wcnonk3yetcs wabnoH
[OMNOMHUTENBLHOTO  COrMalleHusi,
npeaocTaBnseMbli
WcnonHuTenem.

2 200 3a yenoseka
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

Registration of
additional work

on request

8 working hours

MNOJIE3HbIE PE3YNbTATbI
BbINONIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3
We will issue an assignment to
the Employee for additional
work (in the order of fulfilling the
duties of an absent employee,
combining professions, expanding
the service area, increasing the

volume of work).

We will send you the following
documents:

- Order to assign additional work;

- Additional agreement on
changing working conditions.

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS

4
An additional agreement template
provided by the Provider is used.

LIEHA, PYB./
PRICE, RUB

5
2,200 per person

Registration of
employment using the
software product
"1C:Employee’s
Account”

monthly

documents for the Employee's
admission in electronic form using
the  software  product "1C:
Employee’s Account"”

service, the Provider carries out
hiring in electronic form, sends
instructions  on  issuing an
electronic signature and joining
the personnel electronic document
flow.

Documents on hiring are sent to
the Employee in electronic form,
the list of documents is agreed
upon separately by the Parties.

OdopmnieHne npukasa | Ocpopmum npvikas Ha | Wcnonb3yeTcs wabnoH npukasa, 800/wwrT.
Ha MaTtepuarnbHyo MaTtepuarnbHyto NoOMOLLb. npefocTaBnsembin
nomMoLLb McnonHutenem.
no 3anpocy
t. 8 pabouumx yacos
Making an order for We will issue an order for financial | The order template provided by 800/piece
financial assistance assistance. the Provider is used.
on request
8 working hours
OdpopmrieHune npukasa | OcdopMum 1 HanpaBum npukas o | Mpukasa O  NPUOCTAHOBMEHWU 1 500/wT.
0 NPUOCTaHOBMNEHUN NpUOCTaHOBMNEHWUN TPYOoOBOMO | TPyOOBOrO [OroBopa B CBS3U C
TPYAOBOro AOroBopa B | AOroBopa B CBA3M C MOCTYMNIEHNEM | MOCTYNSIEHNEM  HA  BOEHHYHO
CBSI3N C Ha BOEHHY0 cry0y Mo KOHTpakTy | cnyxby no KOHTpaKTy
nocTynneHem Ha ochopmnsercs no dopme
BOEHHYI0 Cry>0y no Wcnonuutens
KOHTPaKTy
no 3anpocy
u 8 paboumx yacos
' Registration of an We will prepare and send an order | The order to suspend the 1,500/piece
order on suspension to suspend an employment | employment contract in
of an employment contract in  connection  with | connection with entering military
contract in connection | entering military service under a | service under a contract is drawn
with admission to contract up according to the Provider's
military service under form
a contract
on request
8 working hours
OdhopMuM 1 HanpaBuM JOKYMEHTbI | McnonHuTenb B pamkax AaHHOro 6 000 / npvem 1 PaboTHuka
Ha npuem PaboTHuka B | CepBuca OCYLLECTBMSET NpUem Ha
OdopmneHne npuema | 3NeKTPOHHOM Buge Cc | paboTy B 9nEKTPOHHOM BUAE,
Ha paboTy c NpUMEHEHNEM nporpaMMHOro | HanmpaBnsieT  WHCTPyKUuM Mo
NpUMeHeHnem npogykTa «1C:KabuHeT | BbINycKy 3MEKTPOHHOW moanucu u
nporpaMMHoro COTPYAHUKa» NPUCOEAMHEHWIO K KagpoBOMY
npogykTa 3MEeKTPOHHOMY
«1C:KabuHet [OKYMEHTO060pOoTY.
coTpyaHUKa» [loKyMeHTbI o npueme
BbICbINnawTcs PaboTHuky B
eXeMEeCSIHHO 3MEeKTPOHHOM  BMAE, NepeyeHb
v [OKYMEHTOB  COIT1acoBbIBalOTCS
’ otaensHo CTopoHamu.
We will prepare and send | Within the framework of this 6,000 / reception of 1

Employee

Mpouune ycnyru / Other services

Mpasuna okasaHus Yenyru «Kagposoe Aenonpov3BoaCcTBO»
Rules of the Service “Personnel records management”

Ctp.(Page) 28 u3 (of) 31




HAMMEHOBAHUE
CEPBUCA /
NAME OF THE
SERVICE
2
OkasaHue
KOHCYnbTaLuit

no sanpocy

CpOKU
COrNacoBbIBaAOTCS
UHOMBMAOYANBHO NO

3anpocy, Ho He MeHee

16 paboumnx yacos ans
NOAroTOBKU OTBETA

MONE3HbIE PE3YNbLTATbI
BbINOJIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
K]
MpoKoHCynLTUpYyeM Mo Bonpocam
NPUMEHEHNS  HOPM  TPYAOBOrO
3aKoHoAaTenbCcTBa M KagpoBOMY

[OKYMEeHTO0GopOTY.

COINMACOBAHHBIE
AOONYLWEHUA /

AGREED ASSUMPTIONS
4

KOHCyﬂbTaU,VII/I OKa3bIBaKOTCH
METOAOMOOM  KOMMaHWM — Unu
IOPUCTOM MO TPYAOBOMY Npasy, B
3aBucMMocTM  oT  Tpebyemoro
YPOBHS 9KCMEPTU3bI.

LIEHA, PYB./
PRICE, RUB

5
4000 / yac paboTbl

Provision of
consultations
on request
deadlines are agreed
individually upon

request, but not less
than 16 working hours
to prepare a response

We will consult on the application
of labor legislation and personnel
document management.

Consultations are provided by the
company's methodologist or a
labor law lawyer, depending on
the required level of expertise.

4000 /hour of work

Bble3n cneuvanucrta B
odmc 3akasdmka

CpOKU

COIMacoBbIBAOTCS

UHOMBMAYANBHO NO
3anpocy

PasoBbIM Bble3g cneuyuanucra
OkaxxeM MOMOLb B peanusaumun

KagpoBbIX  3ajay B pamkax
KagpoBOro [Aernonpou3BoacTea B
xone TINYHOTO BU3MTa

cneumanucTa VicnonHurens.

1. CTopoHamu cormnacoBbIBalOTCH
nepeyeHb 3agauv, KOTOpble
AOJIKHbI ObITb BbIMOJTHEHbI B
pamkax BU3uTa, NMopsifok U CPOKM
nx peanusauun.
2. Bbie3g cneumanucra
OCYLLECTBMSIETCS TOMbKO MO L.
Mocksa u CaHkT-leTepbypr.

15 000 3a ogwvH Bble3 (He
bonee 8 yacos)

Departure of a
specialist to the
Customer's office

the terms are agreed
individually upon

One-time visit of a specialist

We will assist in the
implementation of personnel tasks
within the framework of personnel
records management during a
personal visit of the Provider's

1. The Parties agree on a list of
tasks to be completed during the
visit, the procedure and timing of
their implementation.

2. The departure of the specialist
is carried out only in Moscow and

15 000 for one departure (no
more than 8 hours)

request specialist. St. Petersburg.
MpoBepem: «kagposbii  ayaut/ | 1. Bce getanu ayauta (obbem u 4 000 /4ac paboThbl
Kanposeblii BOCCTaHOBMeHne KaapoBbIX | Bblbopka) COrracoBbIBaOTCA
ay,D,VIT/BOCCTaHOBJ'IeHVI [OOKYMEHTOB. OTAENbHO;
€ IOKYMEHTOB 2. BoccrtaHoBneHve  kagpoBbix
OokymeHToB 6e3 ayguta He
no 3anpocy npoBoANTCS.
Personnel We will conduct: personnel audit/ | 1. All audit details (scope and 4 000 /working hour
audit/document personnel documents recovery. sampling) are agreed separately;
recovery 2. The restoration of personnel
documents is not carried out
on request without an audit.
ABTOMaTU3NpPYEM neyatHole | 1. TexHunyeckas nogaepxka 4 500 /4ac paboTbl
kagpoBble opmbl Ans 1C:3YT1. aBTOMaTU3NPOBAHHbIX dopm crneumanucTa, Ho He MeHee
OCyLLEeCTBNSAETCA 3aka3umkom 10 000
CaMOCTOATENBHO.
2. Wcnonnutens MOXeT
OCYLLECTBNATb TEXHUYECKYIO
noanepXKy aBTOMaTU3MPOBaHHbIX
opM B pamkax AOMNONHUTENLHON
ABTOMaTM3aUMS onnarbl.
nevaTHbIX opM Ans 3. Ecnn 3asBka 3akasuvka He
1C: 3Yn MOXeT 6bITb BbINOSIHEHA
Ycnyrv nporpammucTa cpeacTeamu TUMNOBOWA
KOHpurypauum 1C:3YM
no 3anpocy (Hanpumep, B cuTyaumsx,
OMUCaHHbIX B MyHkTe 3.3,
Mpasun), TO npuenevexHne

aHanuTuka v / unu nporpaMmmMmucTa
1C 6ypet cuutatbca CTopoHamu
pa3oBoW [OMNOMHUTENBHOWN
ycnyron. CTOPOHbI B KaXaoMm
Cry4yae COrnacoBbIBAOT YCIOBUS
0oKasaHus Takow ycnyru.

Automation of printing
plates for 1C: ZUP
Programmer services

on request

We  will automate
personnel forms for 1C:ZUP.

printed

1. Technical support of automated
forms is provided by the Customer
independently.

2. The Provider may provide
technical support for automated
forms as part of an additional
payment.

3. If the Customer's request

4 500 / hour of specialist work,
but not less than 10 000
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HAMMEHOBAHUE
CEPBUCA/
NAME OF THE
SERVICE
2

NOJNE3HbIE PE3YNbTATbI
BbIMOJNIHEHUA CEPBUCA /

USEFUL SERVICE EXECUTION AGREED ASSUMPTIONS

RESULTS
3

COINMACOBAHHBIE

LIEHA, PYB./
PRICE, RUB

AOONYLWEHUA /

4 5

cannot be executed by means of a
typical 1C:ZUP configuration (for
example, in the
described in paragraph 3.3. of the
Rules), then the involvement of an
analyst and/or a 1C programmer
will be considered by the Parties
as a one-time additional service.
The parties in each case agree on
the conditions for the provision of
such a service.

situations

9.3.

HAMMEHOBAHUE
CEPBUCA/

NAME OF THE SERVICE
2

OdopMrneHne n3MeHeHuMn
YCMOBWI TPYAOBOro AOroBopa
(He ykasaHHbIX B 1-m pa3sgene)

B TeyeHve 16 paboumx yacos

B pamkax Ycnyru no ovgenbHomy 3anpocy MoryT 6biTb
okasaHbl criegytoLye cepuckl no ctoumoctu 4 000 py6neri 3a 1 yac
paboTbl crieLmanycTa, CornacoBbIBaeTcs ¢ y4eTom obbema paboT:

work:

MONE3HbIE PE3YNbTATbI
BbINOJIHEHUA CEPBUCA /
USEFUL SERVICE EXECUTION
RESULTS
3

OcdopMUM M3MEHEHUs yCroBUM
TpyAaoBoro [orosopa
Hanpasum Bam cnepyowme
[OKYMEHTbI:

- JononHuTenbHoe cornaiwleHne ob
MN3MEHEHWU YCINOBUIA Tpyaa.

9.3.  Within the framework of the Service, the following services can
be provided on a separate request at a cost of 4 000 rubles per 1
hour of specialist work, agreed upon taking into account the scope of

COIMMACOBAHHbBIE OOMYLEHUA /
AGREED ASSUMPTIONS

4
WcnonHutens B pamkax Ycnyrm He paspabaTtbiBaer
OOMONHUTENbHbIE COrMnalleHusi, CBsI3aHHbIE C KOMMEHcaumnen
pacxogoB B UMHTepecax PabGotopatenss  (Hanpumep,
MobunbHas cBs3b, OMC w T.n0.); cormaweHuss no
MaTepuanbHOW OTBETCTBEHHOCTW, KOMMEPYECKOW TalHe,
KOH(MAEHUMANbHOCTH " npoYMx  AOMOMHUTENbHbIX
COrMMalleHuit, MNpPsMO He OTHOCHALWMXCA K KaapoBOMY
[,enonpousBoacTBy).

[aHHble ycnyru MoryT ObiTb OKa3aHbl VicnonHuTtenem B
pamMKax AONOMHUTENbHbIX PUANYECKUX YCIYT.

Registration of changes to the
terms of the employment
agreement (not specified in
the 1st section)

within 16 business hours

We will register changes to the

terms of the employment
agreement
We will send you the following
documents:
- an additional agreement on

changing working conditions.

The Provider within the framework of the Service does not
develop additional agreements related to compensation of
expenses in the interests of the Employer (for example,
mobile communications, AMI, etc.); agreements on liability,
trade secrets, confidentiality and other additional agreements
that are not directly related to personnel records
management).

These services can be provided by the Provider as part of
additional legal services.

OdbopmneHne KHurm yyeta
OBWXEHUS! TPYAOBbIX KHIDKEK

oT 16 paboyunx yacos

OhopMUM KHUTY yyeTa ABWKEHUS
TPYAOBbLIX KHWKEK U BKMagbllien B
HUX.

B cTtoumocTb cepBuCa BKIOYEHO npegocTtaBrieHune camon
KHUTW.

b. Registration of the book of
registration of the movement
of employment record books

from 16 business hours

We will register the book of
accounting for the movement of
employment record books and the
inserts to it.

The cost of the service includes the provision of the book
itself.

[MoBTOpHOE hopMMpOBaHUE

BHecem
M3MEHEeHUA/KOPPEKTUPOBKUN
B KagpoBble JOKYMeHTbI no Bawemy

accounting/calculation of overtime).

KafpoBbIX JOKYMEHTOB 3anpocy M MOBTOPHO cdopmupyem
nakeT KagpoBblX [OKYMEHTOB MO
o 3anpocy OOHOMY M3 KafpoBbIX COObITUIA
(cepBucoB, BxopdwuMx B Tapud
c. «CTaHOapT»).
We will make | -
. changes/adjustments
Re-formation of personnel
to personnel documents at your
documents
request and re-form a package of
ersonnel documents for one of the
on request P : )
personnel events (services included
in the "standard" tariff).
BbinonHum Heobxoaumble AencTBUs | -
BeneHve cymmupoBaHHOro npy  BeAEHWM  CYyMMUPOBaHHOIO
y4yeTa paboyero BpeMeHmn yyeta paboyero BpemeHu (B TOM
yucre yyet/pacyet nepepaboTok).
d. We will perform the necessary | -
S actions when maintaining
Maintainin mmary recor . .
aintay g summary reco ds summarized records of working
of working hours . .
hours (including
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MNONE3HbIE PE3YNbTATbI

HAMMEHOBAHME
CEPBUCA/

BbINOJIHEHUA CEPBUCA /

USEFUL SERVICE EXECUTION

NAME OF THE SERVICE
2 3

OononHuTenbHoe

OchopmneHue naketa
[OKYMEHTOB 06 uHAekcauum
3apaboTHON NnaTbl

B TeueHue 8 pabounx 4acos c
MOMeHTa MosyyYeHus 3anpoca

Odcbopmum npukas o6 Haekcaumm n

RESULTS

cornaweHune K

TPyAOBOMY [IOrOBOpPY

COIMMACOBAHHbBIE OOMYLEHUA /
AGREED ASSUMPTIONS

4
1. 3akasuuk npegocTaBnser pa3mep (MPOLEHT) NOBbILLEHNS
3apaboTHOM nnaTtbl. McnonmHWTenb He  KOHTponupyeT
npaBUNbHOCTb onpeaenexHns pa3mepa (npoueHTa)
NOBbILIEHUST B COOTBETCTBMM C JOKanbHbIMWA  akTamu
3akasuuka.

2. B cnyyae oTtcyTcTBUSI TpyAoBOro gorosopa, cnonHurtens
roTOBUT [OMOMHWUTENbHOE cornaweHne 6e3  ykasaHus
HOMepa, AaTbl TPyAOBOro AOroBopa M MYyHKTOB, KOTOpble
noanexar U3rnoXeHno B HOBOW pedaKuuu.

Mo coTtpygHukam, nepeBefeHHbiM Ha KOOO, WcnonHutenb
He rOTOBWUT AOMOMHWUTENbHOE COrnalleHue Npu OTCYTCTBUM
TPYyAoBOro A0roBopa.

Preparation of a package of
documents on wage
indexation

within 8 working hours from
the moment of receipt of the
request

We will issue an indexation order
and an additional agreement to the
employment contract

1. The customer provides the amount (percentage) of the
salary increase. The Provider does not control the
correctness of determining the size (percentage) of the
increase in accordance with the Customer’'s local
regulations.

2. In the absence of an employment contract, the Provider
prepares an additional agreement without indicating the
number, date of the employment contract and clauses that
are to be stated in a new edition.

For employees transferred to KEDO, the Provider does not
prepare an additional agreement in the absence of an
employment contract.

Yenyrv cneuuanucta no
KagpoBoMy
[enonpon3BoaCTBY

no sanpocy

OchopMum KagpoBble [OKYMEHTHI,
He yka3aHHble B [NMpaBunax

WcnonHutens opMupyeT OOKYMEHTbI TOMbKO MO  TeMm
MeponpuaTUSAM/CobbITUAM, KOTOPbIE OTHOCATCS K KapOBOMY
[enonpousBoACTBY  (PErynupyloTCs HOpMamu  TPyAOBOro
3aKOHOAATENbLCTBA).

WcnonHuTenb ncnonb3yeT LOKYMeHTbl, pa3paboTaHHble MM
CaMOCTOSITENBHO.

We will

HR specialist services

on request

prepare
documents not specified in the Rules

personnel

The Provider generates documents only for those
activities/events  that relate to personnel records
management (regulated by labor legislation).

The Provider uses documents developed by him
independently.

Ecnu cpoku okazaHusi cepsuca He YCTaHOBIEHbI MpaBunamu, oHW nognexar OONONHUTENbHOMY COorfnacoBaHuo CTOpOHaMVI.

If the terms for the provision of the service are not established by the Rules, they are subject to additional agreement by the Parties.
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