1. NPEAMEBYJIA

1.1. HA3HAYEH ME NPABUN B3AUMOLENCTBUA
MpaBuna B3auMMoAencTBMA MpedHasHayeHbl  and
yperynupoBaHus B3aNUMOOTHOLLEHU MeMsay
KnueHToM n LleHTpoM M HanpaBneHbl Ha NOCTPOEHUe
Havbonee 3pPeKTMBHOW cUCTEMBI B3aUMOAENCTBUA
Medsay HuMu. CTopoHbl cornawatoTcs, yuto lMpaBuna
B3auMoencTeus ycTaHaB/nMBaT npaBa n
obsaAsaHHocTM LeHtpa u HKnueHTta, onpegensitot
KOHKPETHbIE YCIOBUSI UX KOMMYHUKaUMKU B Mnpouecce
0Ka3aHWUs YCNYr, a Takie OTBETCTBEHHOCTb KaMaoro
M3 HUX 3@ OTAeNbHble OEWUCTBUS,, CBAI3aHHble C
OkasaHueM ycnyr B Nob3y KnneHTa.

1.2. TEPMUH bl U ONMPEQENEH UA

PerucrpauuoHHas ¢dopMa - NOKYMEHT,
nognucbiBaeMbin Medsay Knuentom u LeHTpom B
Lensx 3ak/lYeHNa OOroBopa, cogepaaliui B cebe
nHpopMaumio o HKnueHTe, cornacoBaHHbI MeMay
KnueHToM 1 LleHTpoM nepeyeHb 0KasblBaeMbIX YCAVT,
OTMETKMU 06 03HAKOMNIEHUM M COrflacuM C YCNOBUAMM
[HoroBopa, MpaBunamm B3auMoJencTeus,
CornaweHveM 0 KOHOUAEHUMANBHOCTU U UHYIO
nHpopMaLmio.

Cnucok appecoB — npunodeHue k CornaweHuio o
KoHOMAEHUMANbHOCTY,  codepawlee B cebe
KOHTaKTHble agpeca KnveHTa M yKasaHuA, Kakas
MHPOPMaLMS MOMSET M0 HUM NepeaaBaTbCs.
LonycTtuMble cnocobbl KOMMYHUKALIMKU — 3N1EKTPOHHASA
noyta, WHble CMnocobbl KOMMYHMKaUWK, KOTOpble
CropoHbl cornacoBanu B Cnucke agpecos.

Peectp BOMNpPOCOB -
chopMUpOBaHHbIE

COTPyAHWKOM  LleHTpa Ha OCHOBaHMM aHanu3a
npeaocTaBNEHHbIX KnueHToM [OKYMEHTOB
(Hanpumep, Bonpocbl 06 OTCYTCTBMM KakWX-/IM60
[OKYMEHTOB).

KaapoBbii y4yeT - 4eATeNbHOCTb Mo JOKYMEHTANbHOMY

Bonpochkbl,
OTBETCTBEHHbIM

0bOpPMNIEHNID, aHaNu3y W CcUcTeMaTU3auuMu BCex
B3auMmopgencteun KnueHta u  ero  paboTHUKOB,
CBSI3@aHHbIX C  TPYAOBbIMA  MAM  CMEMSHbIMM

rpa4aHCKO-NpaBoBbIMW OTHOLLEHWUSIMM, B TOM YUCIE:
odopmneHue npueMa U YBOJIbHEHUS PabOTHUKOB;
KOHTPO/b 3a cpokaMu odopMNIEHUS U  [eUCTBUA
KOHTPAKTOB; XpPaHEHWE W 3arojIHeHWe TPYAOBbIX
KHUMeK paboTHWKOB; MOArOTOBKA [AOMOJIHUTESNbHBIX
COMNAaLUEHUI U MHBIX AOKYMEHTOB, HEOBXOAUMBIX ANS

M3MEHEHUS  CYLUECTBEHHbIX  YCNOBUM  TPyAa;
COCTaBJ/IEHUE LUITATHOT 0 PacrnucaHust; LOKYMEHTaNIbHOe
opopMneHne NpUMEHEHUS Mep CTUMYJIMPOBaHUS

Tpyna paboTHWKOB; cbop [OKYMEHTOB MO /broTa

1. PREAMBLE

1.1. PURPOSE OF INTERACTION RULES

The Interaction Rules are designed to regulate
the relationship between the Client and the
Center and are aimed at building the most
effective system of interaction between them.
The Parties agree that the Interaction Rules
define the rights and obligations of the Center
and the Client, determine the specific terms of
their communication in the process of service
provision, as well as the responsibility of each of
them for individual actions related to the
provision of services to the Client.

1.2. TERMS AND DEFINITIONS

Registration Form is a document signed between
the Client and the Center to conclude an
agreement. It contains the information about the
Client, the list of the services agreed upon by the
Client and the Center, the marks indicating that
the Parties have read and accepted the terms and
conditions of the Agreement, the Interaction
Rules, the Confidentiality Agreement and other
information.

Address List is an Annex to the Confidentiality
Agreement, that contains the contact details of
the Client and instructions on what information to
transfer to them.

Acceptable Methods of Communication is the e-
mail, and other methods of communication that
the Parties have agreed upon in the Address List.
Register of Questions is the list of questions
created by the responsible employee of the
Center based on the analysis of the documents
provided by the Client (e.g. questions about the
absence of any documents).

Personnel Accounting is the activity that includes
documenting, analyzing and structuring all the
interactions between the Client and their
employees connected with the labor or related
civil relations, including: registering the hire and
dismissal of employees; controlling the timing of
registration and the validity of contracts; storing
and completing the employment record books of
employees; preparing the additional agreements
and other documents required for changing the
key employment terms; preparing the staffing
schedule; documenting the application of
incentive measures for employees; collecting the
documents on employee benefits and their



paboTHMKOB M WX y4eT MpuU pacdeTe 3apaboTHOM
nnatbl; 3anojiIHeHWe W rMogava OTYETHOCTM Mo
YCTaHOBNEHHbIM  3akoHOAATENbCTBOM dopMaM B
rocynapcteeHHble  opravbl  (T-1  wkagpbl, 1-T
HekoMMep4eckue, pasgen 1 otyetoB 1-mn u 1-mn
MUKPO M MHble OTYETbl); YYeT BOSIbHUYHBIX NUCTOB
coTpyaHukoB KnveHTa, a TakMse MoAroTOBKA WHOM

LOKYMeHTaLuu, CBSI3aHHOW C TpyZLOBbIMU
OTHOLLEHUSIMM.

Lla6bnoH pokyMeHTa — paHee CyLECTBYOLAA B
pacnopsixseHun  LleHtpa  ¢dopma  pmoKyMeHTa,

nepenaBaemasi KnueHty 6e3 u3MeHeHuih u 6e3
06paboTku nonen, TpebyroLLMX 3aMoIHeHUS.

MpoesT OOKYMEHTa —  U3MEHEHHbIt  cunamu
cotpyoHukoB LleHtpa LlabnoH pokymeHTa, nubo
LabnoH noKkyMeHTa, B KOTOPOM COTpyAHUKOM LleHTpa
6blIM  YACTMYHO  MAM  MOSIHOCTBbIO  3A&MOJIHEHBI
HeobxoauMble nons.

Tapudbl - cToMMOCTb yCnyr, onpeaeneHHas B NepeyHe
OKa3blBaeMbIX YC/yr, pa3MeLLeHHOM Ha 0dULManbHOM
canTe LleHTpa
(https://www.dsvd.by/assets/files/tarify.pdf)

1.3. ®0OPMUPOBAH MUE CTOMMOCTU OKA3bIBAEMbIX
yconyr

CrouMocTb 0KasbiBaeMbIx ycnyr ¢GpopMupyeTcsi Ha
OCHOBaHWUM Bbl6paHHbIX KnuenTtoMm ycnyr,
OKka3blBaeMblx  LleHTpoM, 1 oTpaMeHHbIX B
PernctpaumoHHon dopme. Ecnu Memay KnueHTom u
LleHTpoM B mpouecce Oka3saHusi yCiyr AOCTUraKTcA
[OMOJIHUTENIbHbIE COrNalleHWss 0 MOCTOSIHHOM WK
pa30BOM 0Ka3aHWM OTAENbHbIX YCAYT, TO TakWe YCayru
0TAesIbHO onnayvBalTCa KnueHntom no
npeaocTaBNSIEMOMY CYETY-aKTy.

CToMMOCTb OKa3blBaeMbIX YCAyr 3aBUCWUT Takdse OT
u3bpaHHbIX cnocoboB  B3aWMOAEWCTBUA  MeMay
LleHTpoM 1 HKnueHToOM U Toro, Kako 06beM
OTBETCTBEHHOCTYU Ha cebs bepeT LieHTp.

2. NEACTBUA U UIH ®OPMALIMA H EOBXO0MMBIE A1A
HAYANA PABOTbI C LIEH TPOM

2.1. NOPAO0K 3AK/TNYEH A OTOBOPA

Ins 3aknioyenuss [orosopa, KnueHTy Heobxoaumo
06paTnThCA K LIeHTPY C NpeanoMeHnem o 3akNYeHUm
[oroBopa. lNocne nony4yeHuss Takoro MpeaioMeHus,
Llentp cornacoBbiBaeT ¢ KnveHToM pgaTy v Bpems
NpoBeAEeHNA MeperoBopoB, BO BPEMA  KOTOPbIX
yrnofHoMo4YeHHoe nuuo  KnuentTa  nognuvcbiBaet
PernctpaunoHHyto ¢opMy, a Take nepeaaet LieHTpy
NnepBUYHbIA NAaKeT AOKYMEHTOB.

accounting in the calculation of salary;
elaborating and filing to state authorities the
reports in the forms established by the
legislation (-1 personnel, 1-T non-profit, section
1 of reports 1-mn and 1-mn micro and other
reports); accounting the sick leaves of the
employees of the Client, as well as preparing
other documents related to labor relations.

Document template is a document form that
previously existed at the disposal of the Center
and is transmitted to the Client without changes
and without processing the fields that require
filling in.

Draft document is a document template modified
by the employees of the Center, or a document
template in which an employee of the Center
partially or completely filled in the required fields.

Tariffs are the cost of services indicated in the list
of services, posted on the official website of the
Center
(https://www.dsvd.by/assets/files/tarify.pdf)

1.3. FORMING THE COST OF SERVICES

The cost of the services rendered shall be formed
on the basis of the services selected by the Client
from the services provided by the Center and
listed in the Registration Form. If during the
provision of services the Client and the Center
reach additional agreements on regular or one-
time provision of individual services, such
services shall be paid separately by the Client
under the provided invoice-statement.

The cost of the services rendered shall also
depend on the selected methods of interaction
between the Center and the Client and on the
amount of responsibility that the Center shall
assume.

2. ACTIONS AND INFORMATION REQUIRED TO
START WORKING WITH THE CENTER

2.1. PROCEDURE OF MAKING AN AGREEMENT

To make an Agreement, the Client shall contact
the Center with an offer to make an Agreement.
After receiving such an offer, the Center shall
agree with the Client upon the date and time of
the negotiations, during which the authorized
person of the Client shall sign the Registration
Form and transfer the primary package of the
documents to the Center.



B nepBw-leu7| nakeT JOKYMEHTOB BXOOAT:

The primary package of the documents shall
include:

Ons opuanyeckmnx nuy, / For legal entities:

[Ans uHaMBMAYanbHbIX NpeanpuHuMaTenei /
For individual entrepreneurs:

1. Konua geicTeylowero yctasa / A copy of the
current Charter;

2. Konus cBugeTenbCcTBa 0 rOCYAApPCTBEHHOW
peructpaumu / A copy of the certificate of state
registration;

3. Konun poKyMeHTOB 0 nocTaHoBke Ha yuyeT /
Copies of documents on registration;

4. [lpotokon, npukas W TPyaoBOM [OroBop
(koHTpakT) c upekTopom / [lorosop o nepegave
MOSIHOMOYUA  €AMHOJIMYHOIO  UCMOJIHUTESIbHOMO
opraHa, a TakMe Jbble WHble [O0KYMEHTH,
noaTeepaatoLiMe MOAHOMOYUA  eOUMHONIUYHOrO
ucrnonHuTenbHoro opraHa Knuenta / Protocol,
order and employment agreement (contract) with
the Director / Agreement on the transfer of powers
of the sole executive body, as well as any other
documents confirming the powers of the sole
executive body of the Client.

Konusa ceupeTenbcTBa 0 rocyAapCTBEHHOM
peructpaumu / A copy of the certificate of
state registration;

N3BeLLeHnn o mocTaHOBKE Ha y4YeT U HoMepa
OC3H, BIC, WMHC wu cratuctukm /
Notifications on registration and the Social
Protection Fund Number, Belgosstrakh
Number, Tax and Duties Ministry Office
Number and statistical number.

Konusa nacnopta (ctp. 31-33 u cTpaHuua ¢
akTyanbHon nponuckon) / A copy of the
passport (p. 31-33 and the page with the
current place of registration)

2.2. NMEPEH OC OCTATKOB K/IMEHTA

lMpy nepeHoce ocTaTKoB M Mepeaave Aesl BOSMOMKHbI
crnepyioLLne BapuaHThbI:

1. KnueHt obpatunca 3a ycnyramu LleHTpa B Hauvane
oT4yeTHOro roga. llepeHoc 0cTaTKOB OCYLLECTBAAETCA C
Hayasa HOBOro oOT4yeTHOro roga W y LleHTpa Her
HeobXogMMOCTU MEPeHOCUTb [aHHble 3a MPOLUbIN
OTYeTHbIN rog;

2. KnueHT obpatunca 3a ycnyramu LleHTpa nocpegm
oTyeTHOro roga. B takom cnyyae LleHTp npegnaraet
cnepytowme cnocobbl B3aMMOAeNCTBUS:

2.1. HavaTb Bectu y4eT ¢ MecsiLa, B KkoTopbll KnneHt
obpatuncAa 3a ycayramu LleHTpa, 6e3 nepeHoca
npowegwero nepuoga. 0Tkas oT nepeHoca nosnevet
[OMNONHUTENbHbIE  pacxoAbl MpW  cAaave roAoBOK
otyeTHocTM HKnueHTta, cBs3aHHble C aHaNM30M He
nepeHecéHHbIX 0CTaTKOB;

2.2. OcywecTtBuTb nepeHoc ocTaTkoB KnueHTa 3a
nepuog C Hayana TekyLlero oT4YeTHOro roga Ao AaThl
Hayana obcnywuBaHua Knuenta LleHTpom (maHHbIN
crnocob onnaynBaeTcs B kayecTBe OTAENbHON YCyri,
HO COKpaLLaeT JanbHelwme pacxoabl Ha opopmieHue

2.2. TRANSFER OF THE CLIENT'S BALANCE

When transferring a balance and the affairs, the
following options shall be available:

1. The Client applied for the services of the
Center at the beginning of the accounting year.
The balance shall be transferred from the
beginning of the new accounting year and the
Center shall not need to transfer data for the
previous accounting year;

1. The Client applied for the services of the
Center in the middle of the accounting year. In
such case, the Center shall offer the following
ways of interaction:

2.1. To start keeping records from the month in
which the Client applied for the services of the
Center, without transferring the past period.
Waiver of transfer shall entail additional costs
when filing the annual accounts of the Client
associated with the analysis of the non-
transferred balance;

2.2. To transfer the balance of the Client for the
period from the beginning of the current
accounting year to the date when the Center
started to serve the Client (this method shall be
paid as a separate service, but it will reduce




U coctaBneHve oTyeToB KNneHTa B rocyaapcTBEHHbIE
OpraHbi).

LleHTp MoMeT ocywecTBAATb NEpPeHOC OCTaTKOB
KnueHTa 6e3B03Me3HO NpY COBNIOAEHUN CREfYHOLLMX
yCnoBu#n, XapaKkTepHbix  AnA X03AWCTBEHHOW
pestenbHocTy KnuenTa:

1. Mo cuetry 60 «PacuyeTbl C nocTaBWMKaMK U
noapsAYMKaMm» NpoxoauT He 6onee 20 KOHTpPareHToB;

2. Mo cyetam 62 «PacyeTbl c nokynatensiMu wu
3akasumkamm» n 76 «PacyeTbl ¢ pasHbiMK ebutopamu
¥ KpeauTopaMu» Npoxoaut He 6onee 10 KOHTpPareHToB;

3. KnueHT wumeeT He 6onee 10 CcOTPYAHUKOB,
paboTaloLmMX Kak No rpaMaaHCKo-NPaBOBbLIM Tak U NO
TPYAOBbIM A0roBopaM (KOHTPaKTaM);

4. CymmapHo KnueHT umeeT He 6onee 10 eauuuy
OcHoBHbIx Cpeacts n H emaTepuanbHbix AKTUBOB;

5. Y KnueHTa B 06LLIE CNOMHOCTU HA BCEX CYETAX He
6onee 30 MaTepuanos.

B cnyyae ecnu KnueHT He noaxoauT xoTAa bbl Nog 0aHO
M3 MNEePeYUCNEHHbIX YCNOBWUM, MEPEHOC OCTATKOB
OCYLLECTBNIAETCA B Ka4eCTBE OTAENbHOM YCIYTU.

2.3. YYETHASA NOJIMTUKA KIIMEHTA

Mesagy HKnveHtoM u  LUeHtpom  pgocturaetcs
[OrOBOPEHHOCTb MO  BOMpocaM  pa3paboTku U
NPUHATUA YYETHOW NoNUTMKK KnneHTa.

Mo TpeboBaHuam KnueHta, LleHTpom Moryt 6bITb
paspaboTaHbl M B  JanbHeWeM MPUMEHSATHCA
cnepyoLme TUNbl Y4€THON MOJIUTUKK:

1. TunoBas y4eTHast NONNTUKA;

2. MNepcoHnrumMpoBaHHanA y4eTHaa NOAUTUKA.

BHe 3aBucMMOCTM OT TOro, Kakom TWUM Y4eTHOW
nofuTMKkK 6bin M3bpaH KnueHTom, B 06513aTeNbHOM

nopsigke MeMay KnueHTom u LleHTpom
COr/IacoBbLIBAOTCS:
1. KpuTepuuM OTHeceHWs TOBapHO-MaTepuanbHbIX

LIEHHOCTEN K OCHOBHbBIM CpefCTBaM;
2. KpuTepuu 1 nNpusHaku, Mo KOTOPbIM pPa3peLlaeTcs
Bonpoc 06 OTHECEHMM PpacxodoB Ha Co3jaHue
HeMaTepuasbHbIX akTUBOB KNMeHTa;

3. Cnocobbl BbIOLITMA  TOBapHO-MaTepuanbHbIX
LleHHOCTEMN.

TunoBas  y4yeTHas  MonuTMKa  MMeeT  obwme
GOpMyNMpoOBKM  ANA  COXPAHEHWA  BO3MOMHOCTU

apgantauum eé K JoboMy BUAY XO3ANCTBEHHOM

nesTeNbHOCTM. TeM He MeHee, NpuU MpoOBeAeHUM
ayautopckux  npoeepok  KnveHTa, B cnyyae
MPUMEHEHUS] TUMOBOW YYETHOW MONUTUKK, MOTyT

BO3HUKATb AO0MOJIHUTEJIbHblIE 3aMeYaHnAa ayauTopa B

further costs for elaborating and filing the
Client's reports to the state authorities).

The Center may transfer the Client's balance
free of charge subject to the following
conditions, typical for the business activity of
the Client:

1. Account 60 "Settlements with suppliers and
contractors" shall include no more than 20
counterparties;

2. Account 62 "Settlements with buyers and
customers" and Account 76 "Settlements with
different debtors and creditors" shall include no
more than 10 counterparties;

3. The Client shall have no more than 10
employees working under both civil law and
employment agreements (contracts);

4. In total, the Client shall have no more than 10
units of Fixed Assets and Intangible Assets;

5. The Client shall have a total of no more than
30 materials in all accounts.

If the Client does not meet at least one of these
conditions, the balance shall be transferred as a
separate service.

2.3. THE ACCOUNTING POLICY OF THE CLIENT
The Client and the Center shall reach an
agreement on the development and adoption of
the Client's accounting policy.

According to the Client's requirements, the
Center may develop and further apply the
following types of accounting policy:

1. Standard accounting policy;

2. Personalized accounting policy.

Regardless of what type of accounting policy
was selected by the Client, the Client and the
Center in all cases shall agree upon:

1. Criteria for classifying inventory items as
fixed assets;

2. Criteria and signs based on which the issue of
referring the expenses to creation of intangible
assets of the Client shall be resolved;

3. Methods of disposal of inventory items.

The standard accounting policy has the general
wording to allow the possibility of its adaptation
to any kind of business activity. However, when
the audit of the Client is made and the standard
accounting policy is applied, the auditor may
have additional comments due to excessive
information in the accounting policy or the



CBSI3M C U3NULLHEN UHPOPMALIMEN B YHETHOW MONUTUKE
wim obwuM xapakTepoM ¢opMynupoBok. Takue
popMynupoBKH He ABnAlTCA HapyLueHneM
3aKOHOAATeNbCTBA, HO  MOryT  MpUBECTM K

HebnaronpusaTHbIM nocneacTeusaM, Hanpumep
YBEJIMYEHNE CPOKA ayAUTOPCKON NPOBEPKM.
NepcoHnduumpoBaHHas yJeTHas nonnMTuKa

paspabatbiBaeTca LleHTpoM ans KnueHta ¢ uenblo
obecneyeHnss MakCUManNbHOro COOTBETCTBUA YYETHOM
NonUTUKN HyMAaaM KnneHTa M ero Xo3AWCTBEHHOW
nestenbHocTU. [pUMeHeHWe nepcoHUPUUMPOBAHHOM
YYETHOW NOJIUTUKKM, pa3paboTaHHOW MHAMBUAYASBHO
ans  peatenbHoctM KnveHTa, NpuM3BaHO MOBLICUTB
3¢heKTMBHOCTb X03ANCTBEHHON AefTeNlbHOCTU
KOMMaHWUu.

2.4, AHOOPMALUMA U OOKYMEHTbI A1 HAYAJNA
BELEH UA YYETA

general nature of the wording. Such wording is
not a violation of the law, but it may lead to
adverse consequences, such as an increase in
the period of the audit.

The personalized accounting policy is developed
by the Center for the Client in order to ensure
maximum compliance of the accounting policy
with the needs of the Client and their business
activities. Application of the personalized
accounting policy developed individually for the
business of the Client is aimed at increasing the
efficiency of the business activity of the
company.

2.4. INFORMATION AND DOCUMENTS REQUIRED
TO START ACCOUNTING

HKpuanyeckue nuua / Legal entities

PaHee pgeicreylowee / Previously effective

BHoBb co3zgaHHoe / Newly founded:

1. Bce Bepcuun yctaBa 3a nocnefHuii rog / All the
versions of the Charter over the past year;

2. Konuu cyulecTBylOWMX AOrOBOPOB apeHabl /
Copies of the existing lease agreements;

3. Konus npukasa o cpokax BbiniaTtel 3apaboTHOM
nnatbl / A copy of the order on the payroll schedule;
4., [loctyn K ydeTy npownoro roga W kK
CyLlecTBylOLLEMY Yy4eTy B Clyyae, ecnu TakoBOM
cywecteyet / Access to the accounting of the
previous year and to the existing accounting, if any;
5. B cnyyae ecnu Hanorosble Aeknapaumu
nogaBanucb Ha ByMaMHbIX HOCUTENsIX — NepeaaTb
konun pgewnapaumn / If the tax returns were
submitted on paper — copies of the returns shall be
transferred;

6. Bce oTtyeTbl B cTaTUCTUKY 3@ MpOLWAbIA rog u
Tekywmin (HyaHo packpbitb) / All the reports to
statistics for the previous year and the current year
(they need to be opened);

7. MNocnegHue otyeT 4-QoHA, a TakMe OTYET 3a 4 KB
npownoro roaa / The latest 4-fund report and the
report for the 4th quarter of the previous year;

8. MNocnegHuit otyet 1-ctpaxoBanue / The latest 1-
insurance report;

9. MocnegHaAna Bepcua yyetHor nonutukm / The latest
version of the accounting policy;

10. banaHc KnueHTa co BceMu MPUAOMEHUAMU U
MOSICHUTENBbHOW 3anuckon K 6GanaHcy Ha KoHew
npownoro roga / The Client's balance with all the

Mpu HanMuuu, nepegaTb  cnepyoLwme
AOKyMeHTHl M cBepenua / If available, to
submit the following documents and
information:

BaHKkoBckMe pekBM3UTBI UM JocTyn K
WHTepHeT-6aHKky / Bank details and access
to the Internet Banking;

MpoTokon, npukas u TpyAaoBOM [OrOBOP
(koHTpakT) ¢ [upektopoM / [orosop o
nepepaye  MOJIHOMOYMA  €QUHONUYHOMO
ucronHuTenbHoro opraHa. Konua nacnopTa
Nupektopa wnu ynpaensawwero / The
protocol, order and employment agreement
(contract) with the Director / Agreement on
the transfer of powers of the sole executive
body. A passport copy of the Director or
Manager.




annexes and the explanatory note to the balance as
of the end of the previous year;

11. banaHc KAMeHTa co BCeMU MPUSIOMEHUAMN Ha
KOHelL  MecAua, npegwecTsylowero  aate
3aknoyeHuns goroeopa / The Client's balance with all
the annexes as of the end of the month preceding
the date when the Agreement was concluded

12. Peructpbl HanoroBoro y4yeta 3a NpoLbIA rof
u\unn 3a Tewkywmit rog / Tax registers for the
previous year and/or for the current year.

13. B cnyyae ecnu LleHTp okasbiBaeT ycnyru no
nposegeHuio nnatemeit KnueHta, eMy Takde
HeobxoaMMo npeaocTaBuTb LieHTpy NoruH 1 napone,
a TakMe WHble [JaHHble, KOTOpble  MOryT
notpeboBaTbCA ANA NOAYYEHUS AOCTYNA K UHTEPHET
baHkuHry KnueHta. Onawka Ans  noanucaHus
nnaTeMsHbIX NOpPYYeHUN nepepaeTcs B TOM ciydae,
eC/M NnaTeMsHble NopyyeHus noanucbiBaet LieHTp /
If the Center provides services of effecting the
Client's payments, the Client shall also provide the
Center with the login and password, as well as other
data required to access the Client's Internet
Banking. The USB-drive for signing payment orders
shall be transferred if the payment orders shall be
signed by the Center.

14. Kniou (dnawka) u ceptudmkat (amck unm Konuwo
cepTudmKata), Napoab OT KMKOYa, ANS NOANUCAHNS
otyetoB B UMHC, ®C3H, BI'C n Cratuctuky. Takme
KnueHT npefocTaBAseT aTpubyTHbIN cepTudUKaT
ana cpaum otyetoB B OC3H wnm onnauvsaet
nonyyeHne atpubytHoro ceptudmukata / The key
(the USB-drive) and certificate (the disk or the copy
of the certificate), the password of the key for
signing the reports to the TDM Office, Social
Protection Fund, Belgosstrakh and Statistics.
Besides, the Client shall provide the attribute
certificate to file the reports to the Social Protection
Fund or pay for obtaining the attribute certificate.

WHamBmuayanbHbii npeanpuHumatens / Individual entrepreneur:

1. BaHKkoBCcKMe pekBu3uTbI U aoctyn k NHTepHeT-BaHky (npu Hanuuum) / Bank details and access to

the Internet Banking (if available);

2. Kniou (pnawka) n ceptudmkat (auck unu konuio cepTudukata), Naposb OT KYa, ANA NoANUCaHUA
otyeToB B UMHC, OC3H, BI'C u Cratuctuky. Takxe KnmeHT npegocTtaBnseT aTpubyTHbIN cepTudukat
ansa caaum otyetos B ®C3H mnum onnaunsaeT nony4yeHue atpubytHoro ceptudukata / The key (the
USB-drive) and the certificate (the disk or the copy of the certificate), the password to the key for
signing the reports to IRS, Social Protection Fund, Belgosstrakh and Statistics. Besides, the Client
shall provide the attribute certificate to file the reports to the Social Protection Fund or pay for

obtaining the attribute certificate.




KpoMme nepeuncneHHbiXx OOKYMeHTOB, KnneHT Takake
MOMeT CaMOCTOATENbHO WM Mno npocbbe LleHTpa
npefocTaBuTb:

1. PasnnyHble rpaMsaaHCKO-MpaBoBble [0r0OBOPLI
MpoLWnbIX NeT, B TOM Yncie AeNCTBYHOLME OOroBopbI
(Hanpumep, forosop apeHabl oduca);

2. [okyMeHTbl MO OCHOBHbIM CpeacTBaM MU
HemaTepuanbHbIM akTUBaM 3a NPOLLJIbie Nepnoabl.
Mepepaua pnen ot HKnuenta K LleHTpy Moer
OCYLLEeCTBNATLCA KAk  WUCKIIOUYUTENIbHO  CUSIaMK
KnueHta, Tak 1 c noMowbio LleHTpa npu goctuaxkeHun
npeaBapuTENbHOW JOrOBOPEHHOCTY 06 3TOM.

2.5. UH ®0PMALIUA, HEOBXOOUMASA 19 PACYETA
3APAGOTH O NJIATbI MPU 3AK/IOYEH MU IOMBOPA

B cnyuyae ecnu LleHTp okasbiBaeT ycayru KaveHTy no
pacyeTy 3apaboTHoV NnaTbl paboTHUKOB M/UNK BeaeT
KaapoBbI yyeT paboTHUKOB KnueHTa, mocnegHemy
HeobxoauMO nNpeaocTaBUTH Chneaylolwnue AaHHble |
LOKYMEHTBI:

1. [laHHble nepcoHanbHoro yyeta (nporpamma AMY);

2. JInyHble pena Bcex coTpyaHukoB KnveHTa, B TOM
yncne yBOJIEHHbIX COTPYAHMKOB, COCTOSILLUE U3:

2.1. TpynoBbix oroBopoB (KOHTPAKTOB);
2.2. Bcex pononHUTENbHbIX COrNALLIEHN K KOHTPaKTY;
2.3. Konwit nacnopta pa6otHukos (cTpaHuubl 25, 31,
32 n dopsau c doTorpaduein paboTHMKA);

2.4. (CBupeTenbCTB  COUMANbLHOrO  CTPaxoBaHWA
paboTHMKkoB  (06s3aTeNbHO  MpeaocTaBiseTca B
cnyvae, ecnu paboOTHUK ABNSIETC MHOCTPAHHbIM
rpaMaaHuHOM).

3. Npvkas o cpokax BbiNnaThl 3apaboTHOM NNaTh;

4. llratHble pacnucaHua KnueHTa 3a nocnegHwn
KaneHJapHbI rog;

5. NonoeHne 06 onnate Tpyaa KnueHta, B ciyyae ero
Hanuuus;

6. MHble nokanbHble HOpMaTUMBHbIE NPaBOBbIE aKThl,
kacawwuecss  HauucieHua  3apaboTHoOW  nnaThl
paboTHUKOB 3a NOCNeHWI KafleHAaPHbI FoA;

7. BegoMocTu pacyeta 3apaboTHOM nnaTbl U Tabens
yyeTa paboyero BpeMeH# 3a NocjeHUN kaneHAapHbIi
rog, a TakMe TMpoLWeAWwyl 4YacTb TeKyLlero
KaneHgapHoro roaa;

8. Bce npukasbl no nimuHoMy coctasy KnneHTa 3a Becb
nepuog AesTeNbHOCTH, B TOM Ynche:

8.1. lNpuka3sbl 06 oTnycke;

In addition to these documents, the Client may
also provide, independently or at the request of
the Center:

1. Various civil contracts of previous vyears,
including the existing contracts (for example, the
office lease agreement);

2. The documents for the fixed assets and
intangible assets for the previous periods.

The Client may transfer the affairs to the Center
either without assistance or with the Center's
assistance if previously agreed so.

2.5. INFORMATION REQUIRED TO CALCULATE
SALARY WHILE MAKING THE AGREEMENT

If the Center provides services to the Client for
calculating the salary and/or maintaining
personnel records of the Client's employees, the
latter shall provide the following data and
documents:

1. Personal record data (Personal
program);

2. Personal files of all the Client's employees,
including the dismissed employees, consisting
of:

2.1. Employment agreements (contracts);

2.2. All additional agreements to the contract;
2.3. Copies of the employees passports (pages
25, 31, 32 and the flyleaf with a photo of the
employee);

2.4, Social insurance certificates of the
employees (mandatory if the employee is a
foreign citizen).

record

3. The order on the payroll schedule;

4. Staffing schedules of the Client for the last
calendar year;

5. Regulation on the remuneration of the Client,
if any;

6. Other regulations relating to the employee
salary accounting for the last calendar year;

7. Payroll and timesheet statements for the last
calendar year, as well as the passed part of the
current calendar year;

8. All orders on the personnel of the Client for the
entire period of activity, including:
8.1. Leave orders;



8.2. [lpvkasbl NO HA3HAYEHWI0 CTUMYIMPYIOLLNX
BbINNAT;

8.3. WHble npukasbl, KoTOpble MOryT OKasaTb
BO3deNcTBME Ha  pacyeT 3apaboTHoOM  nnaThl
COTpYOHUKOB.

[JaHHble TpeboBaHus He kacaloTcst KnmeHToB, paHee He
OCYLLECTBAABLUMX XO3ANCTBEHHYI [OeATeNIbHOCTb M
HejaBHO npoLueaLwmnx rocyaapCcTBEHHYIO
peructpaumio.  Takum  KnueHTaM  [OCTaTOYHO
npegocTaBUTb /MWL MNPUMKa3 0 CPOKax BbIMAAThl
3apaboTHol nnaTtbl MAK NOPY4UTL pa3paboTky Takoro
npukasa LleHTpy.

2.6. PABOTA C 3JIEKTPOH H O/ LIM®POBOM NOANUCHIO

B uenax ynpouleHus B3aMMOAEUCTBUS  MeMsay
LleHTpoM, KnneHTOM 1 rocyaapCTBEHHBIMU OpraHamu,
3a cueT HKnuenta odopmnsieTcA  INEKTPOHHasA

Lindposas Moanuck ans ganbHeNLWEro NoanNMcaHna er
3/IEKTPOHHBIX JOKYMEHTOB.

IneKkTpoHHaA unbpoBas noanucb opopmnsieTca Nnb6o
Ha AaupekTopa KnueHnTta, nuMbo Ha npencTaBuUTens
Llentpa. LleHTp caMocTosiTencHo cobupaeT nakeT
OOKYMEHTOB,  HeobxoauMbIn  gnA  MOAYYeHus
3/IEKTPOHHON LM(PPOBOW MOAMNUCH UM €€ NPOAJIEHUS.
KnueHT o0b6A3yeTcA BbiAaTb [OBEPEHHOCTb  Ha
UCronb3oBaHMe 371eKTPOHHON UMdpPOBOM NMOANUCK BO
B3auMoaencTeunm o Hanorosou MHCNeKkunen,
NMoBepeHHbIM M0  KoTopoi  bByaeT  BbLICTYNaTb
OTBETCTBEHHbIN paboTHMK Un paboTHuKK LieHTpa.

Ecnu Knuent He nepepan Uentpy kntou 3UMN, To npu
noAroToBKe OTYETHOCTU B FOCYAapCTBEHHbIE OPraHbl
LleHTp He MOM<eT HecTU OTBETCTBEHHOCTb 3@ MoAady
Takux OTYeTOB. 3TO CBA3AHO C TeM, 4YTO Nodaya
OTYEeTOB KaK 3/IEKTPOHHbIX AOKYMEHTOB BO3MOMHA
nvwb nNpu nognucanum ux UM Knnexra.

Takum obpasom, LieHTp, He obnagas LM KnuenTa, He
MOMET MOB/MATL Ha UCMoNiHeHMe obA3aTeslbCcTBa No
nepenave OTYETOB.

B cnyyae BO3HMKHOBEHUSA HeobxoamMMocTU
nepeodopmieHns INeKTPoHHOW uMdpoBOM NOANUCH, B
CBA3M CO CMEHOW OTBETCTBEHHOIO COTPYAHUKA LleHTpa,
KnveHT HeceT pacxogbl, CBfi3aHHblE C TaKkUM
nepeo¢$opmMieHueM. Ecnu nepeodopmneHue
INeKTpoHHOW UMPpPOBOIM NoanMcK NponcxoauT Yate 1
pa3a B TeYeHue roga, To pacxogbl 3a nocnegyloLime
CMEHbI B TEKYLLEM KaneHaapHOM roay HeceT LleHTp.

LleHTp 06s3yeTcs yBegoMnatb KnuenTta 3a 10 gHei go
UCTEYEHUS] CPOKa OEWCTBUA 3NEeKTPOHHOW LubpoBoM

8.2. Incentive payments orders;

8.3. Other orders that may affect the salary
calculation of the employees.

These requirements do not apply to Clients who
have not previously carried out business
activities and have recently passed state
registration. It is sufficient for such Clients to
provide only a payroll schedule order or to task
the Center with formulating such an order.

2.6. WORKING WITH DIGITAL SIGNATURE

To simplify the interaction between the Center,
the Client and the state authorities, the Client
shall issue a Digital Signature at their own
expense to further use it to sign electronic
documents.

The Digital Signature shall be issued either for
the Director of the Client or the representative of
the Center. The Center shall independently
collect a set of documents required to obtain or
renew the Digital Signature.

The Client undertakes to issue a power of
attorney authorizing the use of the Digital
Signature while interacting with the IRS. The
attorney under the said power of attorney shall
be the responsible employee or employees of the
Center.

If the Client has not provided the key of the
Digital Signature to the Center, the Center shall
not be responsible for filing the reports to state
authorities while preparing them. This is due to
the fact that filing the reports as electronic
documents is possible only provided that they
are signed with the Digital Signature of the Client.
Thus, having no Digital Signature of the Client,
the Center cannot have any influence on the
performance of the obligation to file the reports.
If it is necessary to re-issue the Digital Signature
due to the change of the responsible employee
of the Center, the Client shall bear the expenses
related to such re-issuance. If the Digital
Signature is reissued more than once during the
year, the costs for subsequent changes in the
current calendar year shall be borne by the
Center.

The Center undertakes to notify the Client 10
days prior to the expiration of the Digital



noanucu nyTeM oTNpaBku cooblieHna Ha Appec,
yKasaHHbIM B nepeyHe Agpecos.

3. KAK Mbl C BAMU OBLLIAEMCH.

3.1. OBLLUME NPABUJIA OBLLEH UA

CTopOHbI COrNaLLaTCs, YTO B OTHOLLEHUSIX CBA3AHHbIX
¢ [orosopom, [lpaBunamu B3auMOAEWCTBUA WK
CornawieHMeM 0 KOHQMAEHUMANBHOCTU OHU byayT
ncrnonb3oBaTb AN KOMMYHUKALUUWU  3NIEKTPOHHYIO
MoYTy WM MHble CNocobbl KOMMYHWKaLWK, KOTOpble
CTOPOHbI MPW3HaNM [OOMNYCTUMbIMU, U KOTOpbIE He
Mo3BOJISIOT B OAHOCTOPOHHEM MoOpsAAke YyAanuTb
nepefdaHHble cooblieHns. KNMeHT MoMeT BeCTU
nepenucky c LleHTpom uckniouutenoHo ¢ Appecos,
onpegeneHHbix MeMsay Knnentom u LieHTpoM B crincke
Apnpecos k CornaleHunio 0 KOHOUAEHUMANBHOCTU.
CTOpOHbI COFNacUMAUCh CYMTaTb, YTO QaKT OTMpaBKU
[OKYMEHTOB C oOrnpefesieHHoOro cnuckoM Appeca
Nno3BoJISeT AOCTOBEPHO YCTAHOBMUTb, YTO OOKYMEHThI
ncxoaAT ot cootBeTcTByloLen CTopoHbl. LieHTp Beget
KOMMYHMKALMIO  UCKNKOYMTENbHO No  Agpecawm,
onpeneNieHHbIM B NepeyHe, U NepeaaeT Ha HUX TONbKO
Ty MH$OpMauMIO, KoTopas 06YCNOBNEHA MepeyYHeM.
KnueHT o06nA3yeTcA obecneunTb [OCTYN K [AaHHbIM
AppecaM TONbKO NMUAM, UMEKLWUM MPaBo AO0CTyNa K
nHpopMaLmn, nepeaaBaemMoit No AaHHbIM AgpecaM.

B cnyyae ecnun KnveHT HanpaBnseTr COTPYAHUKY
LlenTpa coobuieHne nocne 15:00 Tekywero paboyero
[OHA, TO COTPYAHWK NpeanpuMeT BCe BO3MOMHblE
LeACTBMA ONA OTBETa Ha Takoe MUCbMO B TOT e
pabounin geHb, HO 3Ta 3agayva npuobpeTaeT cambii
HWU3KUA NPUOPUTET U C BICOKOW BEPOATHOCTbIO KNneHT
MoNYyYUT OTBET Ha ClledyHLMIA pabounii AeHb.

Signature by sending Notifications to the Address
specified in the Address List.

3. THE WAY WE COMMUNICATE WITH YOU.

3.1. GENERAL RULES OF COMMUNICATION

The Parties agree that while communicating
about the issues related to the Agreement, the
Interaction Rules or the Confidentiality
Agreement, they will use the e-mail or other
means of communication that the Parties have
recognized as acceptable, and that do not allow
to unilaterally delete the transmitted messages.
The Client may correspond with the Center only
from the Addresses agreed upon by the Client
and the Center in the Address List attached to
the Confidentiality Agreement.

The Parties have agreed that the fact of sending
the documents from the Address specified in the
Address List allows reliably establishing that the
documents have been sent by the relevant Party.
The Center shall use for communication
exclusively the Addresses specified in the List
and send to them only the information that is
required under the List. The Client undertakes to
ensure access to these Addresses only to
persons who have the right of access to the
information sent to these Addresses.

If the Client sends a message to the Center's
employee after 15:00 of the current working day,
the employee shall make every possible effort to
respond to such letter on the same working day,
but this task shall have the lowest priority, and it
is very likely that the Client shall receive a
response on the next working day.

BAMH O / IMPORTANT:

B cnyyae Bo3HMKHOBEHWSI COMHEHUI y LieHTpa B lopuauyeckoit Npupoae AOroBopa WUau LOKYMEHTa,
npegocTaBneHHoro ans y4veta, LleHTp BnpaBe ob6paTutbes 3a pasbscHeHUAMU k KNUEHTY, KOTOPGLIN
0653yeTcA MUCbMEHHO PasbSCHUTL CYLIHOCTb Takoro orosopa WM fAokymeHTta. Ecnm Knuewt
COMHEBAEeTCA B HIPUAMYECKON NPUPOAE TaKoro JOroBopa WM ero pasbsicCHEHUs NokaMsyTcs LleHTpy
HeBepHbiMK, TO Memay LleHTpom u KnueHToM ModseT 6biTb LOCTUIHYTE OAHA U3 CNEeayHLLMX
noroBopeHHocTeit / If the Center shall have any doubts about the legal nature of the agreement or
the document provided for accounting, the Center is entitled to seek clarification from the Client, who
undertakes to explain in writing the essence of such agreement or document. If the Client has any
doubts about the legal nature of such agreement or their explanations seem incorrect to the Center,
the Center and the Client may agree about one of the following:

1. nepegatb foroBop unu AokymeHT KNWeHTa, BbI3BABLUMIA HEOHXOAWMOCTb €ro pa3bsiCHEHUS, B
IOpPMANYECKYI0 KOMMAHWUIO ONA MONYYEHUS KOHCYNbTaLMKM W KBanuMKaLMM Takoro LOrosopa Miu
pokyMeHTa 3a cyet KnuenTa / to transfer the agreement or the document of the Client, which has




caused the need for clarification, to the law firm for advice and qualification of such agreement or

document at the expense of the Client;

2. KnMeHT NONHOCTLI0 NPUHUMAET OTBETCTBEHHOCTb 3a NPOBEEHWE Takoro A0roBopa UM AOKYMEHTA
B bByxrantepckoM yyete, 0 YeM odopMmisieTcss MMcbMeHHoe cornawenune Mexay Knventom u LieHTpoM
/ The Client shall assume full responsibility for accounting of such agreement or document, which
shall be confirmed by a written agreement made between the Client and the Center.

B pamkax okasaHus ycnyr no [loroBopy, COTpYAHUKM
LleHTpa cocpefoToyeHbl Ha paboTe C JOKYMEHTaMu
KnueHTa u BepHOM opopMNEHUM UX B ByXraaTepCcKoM
yyete. TenedoHHble KOMMyHMKaLUM, a TakMke
KOMMYHUKaUMA C byxranTepoM 4epes pas/iMyHble
MecCeHAMepbl M couMaNbHble CEeTU, B TOM uucne
Telegram, Viber, Slack, Skype u uHble cxodue
Cnocobbl KOMMYHMKALWK, CUYUTAKOTCHA OTBNEKAIOLLUM
0T paboTbl GakTOpPOM, KOTOpPbLIN MOMET MOBAUATbL Ha
KayecTBO oKasbiBaeMbix LleHTpom ycnyr. B cBAsm c
3TUM, ANS KaMJ0ro KNUeHTa TenedoHHbIE Pa3roBopbI
" 3/IEKTPOHHbIE KOMMYHMKaLWW, Kpome
KOMMYHUKaLUM no 3/IEKTPOHHO noure,
OrpaHM4YMBalOTCA NpoaonuTenbHocTbio 40 MuHyT. B
Cflydyae NpeBbllEHUs] JaHHOro 3HauyeHusl, KnueHT u
LlenTp cornawatotcs, 4TO BCce nocneayowue
TenedoHHble 3BOHKWU OMNIAYMBAIOTCA Kak yciyra B
cooTBeTcTBUM C Tapudamu LieHTpa.

Bonpocbl, KoTopble He KacakwTcA [eATe/IbHOCTH
LleHTpa n okasbiBaeMbix LleHTpoM ycnyr, sBnsioTcA
HepgonycTuMbiMK U LleHTp He 06a3aH gaBaTb KnueHTty
OTBETbI HA Takne BOMPOCHI.

When providing the services under the
Agreement, the Center's employees shall focus
on working with the Client's documents and their
correct  accounting.  Communication by
telephone, as well as communication with the
accountant via various messengers and social
networks, including Telegram, Viber, Slack, Skype
and other similar methods of communication,
shall be considered a distraction from work that
may affect the quality of the services provided by
the Center. In this regard, communication by
telephone and electronic communication, except
for communication by e-mail, shall be limited to
40 minutes for each Client. In case of exceeding
this limit, the Client and the Center shall agree
that all subsequent phone calls shall be paid as a
service in accordance with the Tariffs of the
Center.

Questions that are unrelated to the activities of
the Center and the services provided by the
Center are unacceptable and the Center is not
obliged to reply to such questions of the Client.

LEHTP CYMTAET HEQOMYCTUMbIMKM BOMPOCbI CNEAYIOLLEFO BWAA / THE CENTER CONSIDERS
UNACCEPTABLE SUCH QUESTIONS AS THE FOLLOWING:

3ppascTeyiaTe!

Crammnte, I'ID')KEI._}'HC_B. @ B OQOoroeope Ha NoOcTaBky so04bl HeobxoaumMo YEA3bIEATE GaHkoBCHME pe.{EIHSHT:.I?

Hello!

Could you please tell us if it is necessary to indicate the banking details in the agreement for water delivery?

3ppagctayiiel

MoackamuTe, I'IC')KB.":,‘HC_G. HYHHEI N Ha CNeUHaneHele HATEW ANA TOro, YTODEI NpOWKTE BHYTPEHHWE TDYACEERIS MDABMNA W NONCHEHWE NO ONNarte _|3';.",'J,a?




Hello!

Could you please tell us if we need special threads to bind the internal labour regulations and the provision on

remuneration of labour?

Echu B nepuoa okasanua ycnyr LleHTpoM Bo3sHMKalOT
cUTyauuu, B KoTopbix KAMeHTy HeobxoanMo nonyynTb
KoHcynbTaumio LleHTpa, HO 3Ta cuTyauua MoxkeT
NpUBECTU K 3HaYUTeNbHBIM AnA KaneHTa PUHAHCOBLIM
nocneAcTBUAM, @ TakMe CBfA3aHa CO 3HAYUTESIbHbIMU
ans KnueHta peHedsHbIMM cyMMamu, LleHTp Bnpase
0TBEYaTb Ha BOMPOCHI, BO3HUKLUME B CBAA3N C TakoM
cuTyaumeir, B cpok Ao 5 paboumx pHen. LleHTp
onpegensieT 3HAYNTENILHOCTb MO CBOEMY YCMOTPEHWIO,
Kpome cny4yaeB, korga KnveHT cam ykasbiBaeT Ha
3HAYUTENILHOCTb TaKkoW CUTYaLMUK.

Ecov  gna  paum  otBeta LeHTpy Heobxoaumo
06paTMTbCA B rocyAapcTBEHHble OpraHbl, TO BPeMsi
otBeTa yBennumnBaetca Ao 30 paboumnx gHen. Ecnm ans
oTBeTa Ha obpaweHue LeHTpa rocymapctBeHHOMyY
opraHy notpeboBanocb 6onee Yem 14 gHel, To Bpems
Ha O0TBET yBenuuMBaeTcs 40 45 pabounx gHew.

3.2. B3AUMOENCTBUE C BYXIAJIETPOM KJIMEHTA

B cnyyae ecnm y KnueHTa uMeeTcs  LITATHbINA
byxrantep, LleHTp ¥ KnueHT [ondHbl [eTaNbHO
pa3fenuTb 06si3aHHOCTU Meay LieHTpoM 1 WTaTHbIM
6yxrantepoM HKnueHta. PasgeneHue o06si3aHHOCTEW
COOTBETCTBYET CMUCKY 00653aTeNbCTB,  KOTOPbIN
SIBNAETCA NpunoMeHneM Kk PermctpaumoHHoin ¢popme.
CTopoHbl cornawalTca, YTO WCMNOJHEHWE OfHOM
06513aHHOCTM, NMyckal U pasfeNeHHoM Ha 4acTu, M
LlentpoM u LUtaTHeIM  byxrantepoM, siBAsieTcA
HefonyCTUMbIM.

Mocne noanucaHusi perucTpauMoHHON (opMbl U
cnucka obsisaHHocTel, KnueHT pdoneH cobniogatb
cnepytolwme obsizatenscTea neped LleHTpom:

1. CornacoBbiBaTb € LleHTpom aaTy yxopa LiTaTHOro
byxrantepa KnueHTa B OTNYCK;

2. YBepoMnsaTb LieHTp 0 cMeHe WTaTHOro byxrantepa u
npeAocTaBNsATb KOHTAKTHbIE JaHHbIE HOBOIO LUTATHOrO
byxrantepa;

3. MNMpuHuMaTb BO BHUMaHMe 3aMevaHua LleHTpa B
yactu paboThl LWITAaTHOrO Byxrantepa KnuexTa;

4. CnocobcTBOBaTb CTAHOB/IEHUH KOMMYHMKaLMK
MeMy LITaTHbIM byxrantepoM v LieHTpoM.

CTopoHbl cornawatTcs, 4To ecaM  KaveHt B
COOTBETCTBUM C PErncTpauMoHHoin GopMoK Bo3naraeT
Ha cebs o06A3aTeNbcTBa MO OCYLLECTBIEHUID KaKWX-

If during the provision of services by the Center
there are situations in which the Client needs to
get advice of the Center, but this situation may
lead to significant financial consequences for the
Client and is connected with the sums of money
significant for the Client, the Center is entitled to
answer the questions which arose in connection
with such situation, within up to 5 working days.
The Center shall determine the significance at its
own discretion, except when the Client
themselves indicates the significance of such
situation.

If the Center needs to contact the state
authorities to give a response, the response time
shall be increased to 30 working days. If it took
over 14 days for the state authority to respond
to the Center's appeal, the response time shall
be increased to 45 working days.

3.2. INTERACTION WITH CLIENT'S ACCOUNTANT

If the Client has a staff accountant, the Center
and the Client shall divide in detail the duties
between the Center and the staff accountant of
the Client. The division of the duties shall
correspond to the list of duties, which is attached
to the Registration Form. The Parties agree that
the performance of one duty, albeit divided into
parts, by both the Center and the staff
accountant, is unacceptable.

After the Registration Form and the list of duties
are signed, the Client shall fulfill the following
obligations to the Center:

1. to coordinate with the Center the date of the
annual leave of the staff accountant of the Client;
2. to notify the Center about the change of the
staff accountant and provide the contact details
of the new staff accountant;

3. to take into account the comments of the
Center about the work of the staff accountant of
the Client;

4. to contribute to establishing the
communication between the staff accountant
and the Center.

The Parties agree that if the Client, in accordance
with the Registration Form, undertakes to
perform any actions, the Center is not obliged to




nnbo pewncrteun, To LleHTp He o06s3aH paBaTb
KOHCyNbTaumn KnueHTy No Takum Bonpocam. Pewexmne
0 MpefocTaBNEHUU KOHCynbTauuMu unu o6 oTkase B
[ayve KOHCyNbTauMmM 3aBUCUT TONbKO OT Boan LieHTpa.
Mpn 3TOM KOHCyNbTaLUUM Y4YMTLIBAKOTCSA B CYET-aKkTe
kak oTAenbHas ycnyra B cooTBeTcTBUMU ¢ Tapudpamu.
Ecnu wTaTHbIM byxrantep coBepLluaeT OwWWBKK MNpu
BefeHun byxrantepckoro yyeTa, a KnueHT enaer,
4yT06bl AaHHbIE OLWMBKK bbIM UcnpaBneHbl LieHTpoM,
TO AN1Sl OCYLLECTBNEHUS Takoro ucnpasneHusi, Knment
3aknodaet ¢ LleHTpoM cornawenve B NMUCbMEHHOM
dopMe, nyTeM obMeHa ckaH-KONUAMK NOANUCAHHOIO
cornawenuss ¢ nevatblo (npu Hanuuum). B Takom
cnyyae, U3-3a HeobxoaMMOCTU AeTaNbHOW MPOBEPKU
paHee npoAenaHHoNn WTaTHbIM byxrantepoM paboThl,
CTOMMOCTb Takoro UCNpaBieHUs YBEIMYMBAETCA B ABa
pasa no cpaBHeHuto ¢ Tapudpamu.

B cnyyae ecnu LleHTp yKasblBaeT Ha OLUMOKK LUTAaTHOMO
byxrantepa M CTaBUT BOMPOC O KOMMETEHTHOCTU

LITaTHOrO byxrantepa, KnueHt 0b6si3yeTca
paccMOTpeTb [OaHHYK CUTyauuio C TOYKU 3pEHMS
PaUMOHANBbHOCTM  COXpaHeHUs  Takux  TPYAOBbIX

OTHOLLEHWIA U yBeJOMUTb LIeHTp 0 NpuHATOM peLueHnu
Mo yperynMpoBaHuio aHHOro BOMpOCa.
3.3. KAK Mbl MIPUHUMAEM [OKYMEH Tbl OT KJMEHTA

Mexay KnueHTom u LieHTpoM MoXeT 6bITb onpegeneH
0AVH U3 cnefyroLmMx cnocoboB nepeaayy LOKYMEHTOB:

1. Cnocob 1: nepegava AOKYMEHTOB OCyLLECTBNAETCA
UCKNIOUYNUTENIbHO Ha BYMaMHbIX HOCUTENAX;

2. Cnocob 2: nepenaya AOKYMEHTOB OCYLLECTBNSETCA
yepe3s 0b6ayHble pecypchbl Unu NyTem NpesocTaBNeHNs
fpoctyna LieHTpa K 3N1eKTpoHHbIM 6a3aM AaHHbIX, Yepes
KOTOPble MOMSHO B3aMMOAENCTBOBATb C AOKYMEHTaMU
Knuenra.

Cnocob nepepayuM [JOKYMEHTOB YKasblBaeTcA B
PeructpaunoHHoit opMe, noagnucoiBaeMon KnmeHTom
n UeHTpom. KnneHT, n3bpaBlumMin oaMH U3 BapuaHTOB
nepefaynm  [OOKYMEHTOB, NepeaaeT BCe  CBOM
LOKYMEHTbI NNLWb M3bpaHHbIM crocoboM. CoBMelLeHne
cnocoboB nepegayn NOKYMEHTOB He AonycKaeTcs.

3.3.1. CM0OCOB 1 (0ld School)

B cnyyae ecnm nepenayva gokymeHToB Mexsay LleHTpom
n KnueHtoM cTpouTcs Ha ocHoBaHuum Cnocoba 1 u
ocyulecTnsieTca Ha byMaMsHbIX HocuTensax, To KnueHt
JonMeH cobniopaTe  cnegylowme  TpeboBaHus,
npeabaBAseMble k nepegaBaeMbiM pannam:

give advice to the Client on such issues. The
decision to give advice or refuse to give advice
shall be at the sole discretion of the Center. In
this case, the advice shall be indicated in the
invoice-statement as a separate service in
accordance with the Tariffs.

If the staff accountant makes mistakes in
accounting, and the Client wishes these
mistakes to be corrected by the Center, then to
make such corrections, the Client shall make a
written agreement with the Center by
exchanging the scanned copies of the signed and
stamped agreement (if any stamp is available).
In this case, due to the need for a detailed check
of the work previously done by the staff
accountant, the cost of such correction shall be
doubled compared to the Tariffs.

If the Center points to the mistakes of the staff
accountant and raises the question of the
competence of the staff accountant, the Client
undertakes to consider this situation from the
point of view of the rationality of maintaining
such employment relations and notify the Center
of the decision taken to resolve this issue.

3.3. THE WAY WE ACCEPT DOCUMENTS FROM THE
CLIENT

One of the following methods of document
transfer may be selected by the Client and the
Center:

1. Method 1: the documents shall be transferred
on paper only;

2. Method 2: the documents shall be transferred
via the cloud resources or by providing the Center
with access to the electronic databases through
which the Center will be able to interact with the
Client's documents.

The method of document transfer shall be
specified in the Registration Form signed by the
Client and the Center. The Client, who has
selected one of the options of the document
transfer, shall transfer all their documents only
by the selected method. Combining the methods
of document transfer shall not be allowed.
3.3.1. METHOD 1 (0ld School)

If the document transfer between the Center and
the Client is based on Method 1 and is carried out
on paper, the Client shall comply with the
following requirements for the transferred files:



1. Bce nepenaBaemble [OKYMeHTbl [ONMHbl 6blTb
chopMMpoBaHbl MO KaMaoM OTAENbHOW caenke Wiu
OpUAMYECKM 3HaUYMMoMy aeicteuio (Hanpumep, TH +
CYEeT + OrOBOP UK AKT+A0roBOP)

2. B cnyyae nepefayn 60/bLI0Oro 06beMa 4OKYMEHTOB
(6onee 25 otaenbHbIX AOKYMEHTOB) KnneHT o6asyeTca
chopMmupoBaTb 5 0TAENbHBIX Nanok, B KOTOPbIX 6yayT
XPaHWUTbCS  AOKYMEHTbl B COOTBETCTBUM C  UX
HauMeHOoBaHWEM, @ UMEHHO:

2.1. 3apaboTHas nnara;

2.2. Peanusauus;

2.3. Yeku;

2.4, Bxopfilume NOKYMEHTDI;

2.5. ViHble fOKYMEHTBI.

3. Ecnu KonuyectBOo AOKYMeHTOB B N060M M3 Manok
npu nepenave 6onee 10, a obuwee KoNUYecTBO
nepenaBaemblx AokymeHToB 6onee 40, To KnueHT
[OOJT¥EH CAMOCTOATENIbHO MOArOTOBUTb akT MpUemMa-
nepegayn AokymeHToB. B cnyyae ecnum KnneHT He
NPUIOMKUA aKkT MpueMa-nepegayn [OKYMEHTOB, TO
LlenTp  caMoctosiTenbHo  cocTaBisieT ero  3a
[ONONHWUTENbHYI0 NAaTy, onpegensiemyto Tapudamu.

Korga Knunent nepenaeTt HenoanMCaHHble OOKYMEHTDI
TO LlEHTp, B CBA3N C TéM, YTO Takue OOKYMEHTbl He
NMernT IOpVI,D,M‘-IECKOﬁ Cuibl, He MMeeT BO3MOMHOCTU
0Tpa3nTb UX B 6\/XFaﬂTepCKOM M HAJIOroBOM y4eTe.

3.3.2. CNOCOB 2 (Hi tech)

B cnyyae ecnu nepeaayva nokyMeHTOB Mexay LleHTpom
“ KNMeHTOM CTPOMTCHA Ha OCHOBAHUM 3JIEKTPOHHOIO
[OKyMeHTo060poTa, TO KAMEHT AoNMeH cobnoaaTb
cnepylowme  TpeboBaHuA,  npeabsiBASieMble K
nepenaBaembiM dannam:

1. NepenaBaeMble dannbl AoNMHbI bbITb B dopmaTe

1. All the documents to be transferred shall be
executed for each individual transaction or
legally significant action (e.g., consignment note
+ invoice + agreement or statement +
agreement)

2. In case of transferring large amounts of
documents (over 25 individual documents), the
Client undertakes to make 5 separate folders in
which documents shall be stored according to
their names, namely:

2.1. Salary;

2.2. Sales;

2.3. Checks;

2.4. Incoming documents;

2.5. Other documents.

3. If the number of documents in any of the
folders to be transferred is over 10, and the total
number of documents to be transferred is over
40, the Client shall independently prepare a
statement of transfer and acceptance of the
documents. If the Client has not attached the
statement of transfer and acceptance of the
documents, the Center shall independently
prepare it for an additional fee determined by the
Tariffs.

When the Client transfers the unsigned
documents to the Center, due to the fact that
such documents have no legal force, the Center
shall be unable to reflect them in the accounting
and tax records.

3.3.2. METHOD 2 (Hi tech)

If the document transfer between the Center and
the Client is based on electronic document
transfer, the Client shall comply with the
following requirements for the transferred files:

1. The files to be transferred shall be in the .pdf

.pdf; format;
2. MNepepaBaeMble  ¢dannbl  ponHbl  uMMeTb 2. The transferred files shall have a file name
HauMeHoBaHue, KoTopoe nossonsier ero that allows to identify them without direct
UaeHTUGMUMPOBaTb bes HenocpeAcTBEHHOrO  Opening:
OTKPbITUSA:

XOPOLLIO / GOOD:

npvka3s.nogapku-ans-paboTHukos.Paikupu-Knaya-193077216.20-12-2018.pdf /
order.gifts-for-employees.Raikiri-Cloud-193077216.20-12-2018.pdf
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LleHTp pekoMeHayeT, AN NOBbILWEHNUA 3QPEKTUBHOCTH
paboTbl C OKYMeHTaMKu KieHTa UMEHOBATb UX TaKUM
obpasoM, 4TobbLI N06OMy 4YenoBeky 6blNO MOHATHO
KakoW nepe HUM [OKYMEHT, UCKIKUUTENIBLHO MO ero
Ha3BaHUI0.

B cobctBeHHoM pesitenbHocTu LleHTp wucnonbsyet
CneayoLmi NPOTOKON ANA HaMMEeHoBaHUA ¢aiinoB:
BUJ-JoKyMeHNa.Kpankoe-onucaHue-
doKkyMeHn.HauMeH0oBaHue-KoHnNpazeHna-YH .0ana-

dokymeHna
3. Bce nepepaBaemMble MyTEM  31IEKTPOHHOMO
JOKyMeHToobopoTa ¢alnbl  JonMHbl 6bITb  NM60

OTCKaHMPOBAHHbIMU MOANUCAHHLIMU  [OKYMEHTAMMU,
nnbo  OOKYMEHTOM, MOANUCAHHBbIM  3N1EeKTPOHHOM
uMdpoBOM NOANUCHID.

[ns ynpolieHua nogroToBku 4OKYMEHTOB Kk Nepegaye,
KNMEHT MOMeT GOPMUPOBATb HECKONIbBKO AOKYMEHTOB
B oOMH ain, npu ycnoBWUM, YTO 3TU [LOKYMEHTbI
kacalwTca ogHon cpenku. B TakoM cnyyae, LeHTp
pekoMeHAayeT B LieNIAX NOBbILLEHUS CKOPOCTH paboTbl €
[okyMeHTaMK, GopMMpoBaTb [OOKYMEHTbl B ¢ainne
OZHOW U3 cneayloLwmx nociaeqoBaTenbHOCTEN:

1. AKT + cyeT + goroBsop;

2. HaknapgHas + cyeT + f0roBop;

3. AKT + CyeT 1 NpuNoMNTbL B KaYecTBe OTAENBHOIO
pavina porosop, B C/ly4ae ecnM TakoW [A0roBop
3aK/0YEH Ha [JIMTENBHBIN CPOK.

Bce pokymeHTtbl ot Knuenta Kk LleHTpy nepepatotcs
Yyepes ucnonb3oBaHue obnavHoro cepeuca Next Cloud.
LlenTpoM npepocTaBnaetca goctyn ans KnveHta k ero
NWYHON Manke, B KOTOPYIO MOCNEAHUN 3arpy«aeT BCe
HeobxoauMble 4/ B3aMMOLENCTBUSA U OKa3aHUSA yCayr
LOKYMEHTHI.

B cnyyae ecnu KnueHT nepepaeT HenoanucaHHbIe
[OOKyMeHTbl, To LleHTp, B cBA3M c TeM, 4To Takue
[OOKYMEHTbI He UMEIOT IPUANYECKON CUfbl, HE UMeeT
BO3MOMHOCTM 0OTPasuTb MX B OyxrantepckoM u
HanoroBoOM yyeTe.

3.4. BO3BPAT 1IOKYMEHTOB KJTUEHTY U
NOCNEACTBWA HECOB/IOAEH MAl TPEEOBAH UM K
MPEOOCTABJIAEMbIM [JOKYMEH TAM

B cnyuyae ecnn KnueHToM nepepaBanvcb opuruMHanbl
nokyMeHToB, LleHTp MoMseT BepHyTb ux KnueHTy B
cnefyloLwmx cnyvanx:

1. Mo nucbMeHHOMy TpeboBaHuio WKnveHta B
onpeneneHHOM TakuM TpeboBaHueM 06beME;

2. B cnyyae pacropaenus lorosopa (nogpo6Hee cM. B
n. 9.2 MNpasun B3aumoaencTeus);

The Center recommends, in order to improve the
efficiency of work with the Client's documents, to
name them in such a way that any person can
understand what kind of document they are
dealing with by reading only its name.

In its own activities, the Center uses the
following Protocol to name files:
kind-of-document.short-description-of-the-
document.counterparty-name-Payer's-
identification-number.document-date

3. All the files transferred by the method of
electronic document transfer shall be either
scanned signed documents or documents signed
with the Digital Signature.

To simplify the preparation of documents for
transfer, the Client may unite several documents
into one file, provided that these documents are
related to the same transaction. In this case, in
order to improve the speed of work with the
documents, the Center recommends to position
the documents in a file in one of the following
sequences:

1. Statement + invoice + agreement;

2. Consignment note + invoice + agreement;

3. Statement + Invoice, and attach the
agreement as a separate file, if such agreement
is concluded for a long period of time.

All the documents shall be transferred from the
Client to the Center via the Next Cloud service.
The Center shall provide the Client with access to
their personal folder, into which the latter shall
upload all the documents required for interaction
and provision of services.

When the Client transfers the unsigned
documents to the Center, due to the fact that
such documents have no legal force, the Center
shall be unable to reflect them in the accounting
and tax records.

3.4. RETURN OF THE DOCUMENTS TO THE CLIENT
AND THE CONSEQUENCES OF NON-COMPLIANCE
WITH THE REQUIREMENTS TO THE SUBMITTED
DOCUMENTS

If the Client has transferred the original
documents, the Center may return them to the
Client in the following cases:

1. Upon written request of the Client in the
amount stipulated by such request;

2. In case of termination of the Agreement (for
details see Clause 9.2 of the Interaction Rules);



3. Mo pewenunto LleHTpa.

KnueHt BnpaBe wucTpeboBaTb /06O AOKYMEHT,
nepedaHHbli LleHTpy, npy ycnoBum, 4To nepes TaknM
ucrpeboBaHneM Knuent yBeaoMun LenTp
[0MyCTUMBIM cNocob0M KOMMYHUKALMK U He no3gHee
24 vyacoB [0 MenaemMoro MOMeHTa npepocTaBieHus
JokymeHTa. B cnyyae ecnim  coobuwenue 06
ncTpeboBaHUM [JOKYMEHTa HanpaB/isieTCs B BbIXOAHOM
WiM npeaBbIXOAHOW AeHb, To LleHTp o06s3yetcA
nepeaaTb TakoW AOKYMEHT B KpaTyanLme CPokK, HO He
paHee nepBoro pabouyero pAHA, cnegylowero 3a
BbIXOAHbIMU.

LleHTp BnpaBe No cO6CTBEHHOMY PELUEHUID BEPHYTb
nobble fokymeHTbl Knuenty. lpu TakoM Bo3BpaTe
LleHTp o06Aa3yeTcs 06BbACHUTL NpUYMHY BO3BpaTa
[JOKYMEHTOB, KOTOpPasi MOMET 3ak/lyaTbcA B
HecooTBeTCTBUM TpeboBaHUAM 3aKOHOAATEIbCTBA WU
TpeboBaHusaM LleHTpa K AOKYMeHTaM Takoro poga, B
TOM 4WCfie CBSI3@aHHLIM C OTCYTCTBMEM MNOAMMUCU Ha
TAaKoM OKYMEHTE UK APYIUX IOPUANYECKU 3HAUUMBIX
PEKBU3UTOB.

3.5. KYPbEP

Ona  obecneyeHusa  Haubonee  3pPpeKTMBHOrO
B3aumMogencteusa LleHTp npegnaraet KaveHTaM ycnyru
cobCcTBEHHOrO Kypbepa, Yyepes KOTOpOro
npuHUMatoTCA 7 nepenakTcs [NOKYMEHTbI.
Bocnonb3oBatbcsl ycnyramMu Kypbepa BO3MOMHO B
nepuog ot 10:00 go 18:00 B TeueHue paboyero gHA.
LleHTp oKa3blBaeT yCyru NnLib Newero Kypbepa, us-
338 4Yero nepefBUMAEHUA MOCAeLHEro OrpaHUYeHbl
TPAHCMOPTHOW cucTeMon ropoga MwuHcka, a MMeHHO

MapwpytamMM MeTpo U Has3eMHOoro ropoackoro
06LI.I,ECTBEHHOFO TpaHcnopTa.
Konnuecteo pas, KOTOpoe Knuent MOMeT

6e3Bo3me3gHO nofib3oBaThbeA ycnyramu  Kypbepa,
3aBUCUT OT 06LEen CTOMMOCTU O6CNyMUBaHUSA, a
UMEHHO:

1. CroumocTb obcnysuBaHua coctaBnsieT MeHee 130
eBpo - KNneHT caMocToATeNbHO NepeaaeT AOKYMEHTHI;

2. CtoumocTtb obcnyMmBaHua coctasnsiet ot 130 go
200 eBpo - Kypbep MOMET NPUHUMATb AOKYMEHTbI OT
Knuenta 1 pa3s B Mecay (B npeaenax MKAL);

3. CrouMocTb obcnyxmBaHusa coctasnsiet ot 200 go
500 eBpo - Kypbep MOMET NPUHUMATbL OOKYMEHTbI OT
KnuenTa 2 pas B Mecay (B npeaenax MKAL);

3. Based on the decision of the Center.

The Client is entitled to request the return of any
document transferred to the Center, provided
that before such request the Client has notified
the Center by an accepted method of
communication and no later than 24 hours
before the desired moment of the document
transfer. If the request for return of a document
is sent on a day off or a day before the day off,
the Center shall transfer such document as soon
as possible, but no earlier than the first working
day following the day off.

The center is entitled at their own discretion to
return any documents to the Client. Upon such
return, the Center shall explain the reason for the
return of the documents, which may be the non-
compliance with the requirements of the
legislation or the Center to documents of this
kind, including those related to the absence of
signature or other legally significant details on
such document.

3.5. DELIVERY SERVICE

To ensure the most effective interaction, the
Center offers their Clients the services of their
own delivery man, who receives and transfers
the documents. The delivery service shall be
available from 10:00 to 18:00 on the working
days.

The Center provides services of the walking
courier only, which is why the movement of the
latter is limited by the transport system of Minsk,
namely the underground and ground public
transport.

The number of times the Client may use the
Delivery service free of charge shall depend on
the total cost of service, namely:

1. The cost of service is less than 130 euro - the
Client shall independently transfer the
documents;

2. The cost of service is from 130 to 200 euro -
the delivery man may accept documents from
the Client once a month (within the Minsk ring
road);

3. The cost of service is from 200 to 500 euro -
the delivery man may accept documents from
the Client twice a month (within the Minsk ring
road);



4. CtoumocTb obcnyMumBaHua coctasnsiet ot 500 go
1000 eBpo - Kypbep MOMET MPUHMMATb JOKYMEHTbI OT
KnuenTa 4 pasa B Mecay (B npeaenax MKAL);

5. CrouMocTb obcnyMmBaHua coctasnset ot 1000 go
2000 eBpo - Kypbep MOMET NPUHUMATb J0KYMEHTbI OT
Knuenta 6 pas B Mecay (B npeaenax MKAL);

B cnyyae ecnu obcnysusanue ctout MeHee 130 eBpo
B MecAl unum KnveHTOM npesbileH AUMUT BbiI30OBOB
Kypbepa B Mecsil, KaMfabll Mnocneylowmnin Bbi30B
oueHuBaeTcs B 5 eBpo.

B3auMmopeiicTBue C KypbepoMm OpraHvW30BbLIBAETCSA
nyTem nopayu 3asBku Ha Pecenwen LleHTpa ogHUM 13
cnepyoLwmx cnocobos:

4. The cost of service is from 500 to 1000 euro -
the delivery man may accept documents from
the Client 4 times a month (within the Minsk ring
road);

2. The cost of service is from 1000 to 2000 euro
- the delivery man may accept documents from
the Client 6 times a month (within the Minsk ring
road);

If the cost of service is less than 130 euro per
month or the Client has exceeded the limit of
delivery calls per month, each subsequent call
shall cost 5 euro.

Interaction with the delivery man shall be
organized by placing a request at the Reception
of the Center in one of the following ways:

1. MNo3Bowntb no TenepoHHoMy Homepy | WIKU/ | 2. KnueHT MoMseT cornacoBaTb yCnoBus ans
(+37517 221 63 33; +375 29 146 66 90) unu OR nepvoanyeckon 3asIBKM. KonuuectBo
HanpaBuTb 3NeKTPOHHOE coobLueHve Bble3J0B Kypbepa OrpaHuyeHo obuei
(reception@raikiri.by) Ha PecenweH ueHTpa c cToumMocTblo o6cnyusanua / The Client may
3asiBKOMN. 3anBKa [ONMHa copepMsaTtb agree upon the terms for the regular

cnegyrowme ceegeqns / Call the phone number
(+37517 221 63 33; +375 29 146 66 90) or send
an email containing the request
(reception@raikiri.by) to the Reception of the
Center. The request shall contain the following
information:

1.1. HaumeHoBaHue koMnaHum / The name of the
company.

1.2. Appec Mecta npueMa wuAu nepegayv
nokymeHToB / The address where the documents
shall be received or transferred.

1.3. CobcTBeHHOe wMsi  3asBUTENSA
applicant's name.

1.4. KoHTaKTHbIN TenepoH ANiA CBA3M C KypbepPOM
/ Contact phone number for communication with
the delivery man.

/ The

1.5. BpemeHHoMm NpOMeXyToK
MPOAONMUTENBHOCTBIO HE MEHee ABYyX 4acoB, B
KOTOPbI ~ BO3MOMHO  6yAeT  ocylLecTBUTb

nepepaavy Uamn nNpMem JOKYMEHTOB, HO B Npeaenax
paboyero BpeMeHu kypbepa / The time period of
no less than two hours, within which it will be
possible to transfer or receive the documents, but
within the working time of the delivery man *

request. The number of delivery man calls
shall be limited to the total cost of service.

* - LleHTp NpuHMMaeT BCe BO3MOMHblE YCWIUS, YTOBbI UCMONHUTL 3asBKYy KnueHTa B yKasaHHblA UM
BPEMEHHOIN NPOMEMYTOK, OAHAKO HE MOMET rapaHTMpoBaTb Takoe ucnonHenue B 100 % cnyyaes / The
Center shall make every possible effort to fulfill the Client's request within the specified time period, but it

cannot guarantee such fulfillment in 100 % of cases.




KoHTponb Hap 3asBKkaMW, a TakMe KOJIMYECTBOM
nnaTHelX U 6GecnnaTHbiX  BbI30BOB  Kypbepa,
ocywectensieT PecenweH LieHTpa. MNpu nogaye 3asBKkM
KnueHtoMm, pecenweH LleHTpa coobwaer emy
cnegyoLLyio MHGopMaLumIo:

1. OcraBlueecss Konn4yecTBO becnnaTHbIX BbI30BOB
Kypbepa unu 06 0TCYTCTBUM TAKOBbIX;

2. 0 cTOMMOCTM NNaTHOro BbI30Ba KYpbepa;

3. 0 BO3MOMHOCTU MM HEBO3MOMSHOCTU BbIMOJIHUTD
3asBKY KJIMEHTa B YKa3aHHYI0 AaTy U BpeEMS.

Ecnm Kypbep He ycnen B TeyeHue pabouyero AHs
BbINONHUTL BCe 3afABKMW, TO UCMOJIHEHUE OCTaBLUMXCSA
3af1BOK MEPEHOCUTLCA Ha cleayowmii pabounin aeHo. B
cnyyae rmepeHoca WCMofiHeHns 3asBkM, PecenweH
Llentpa yBepomnsier KnveHta o TakoMm nepeHoce Mo
3N1EKTPOHHOM MoYTE.

Ecnn KnueHT octaBun 3asBKY Ha BbI30B Kypbepa, HO
OTMEHMIM €€ MeHee YeM 3a [Ba 4aca fo
0603Ha4YeHHOr0 B 3afABKE BPEMEHHOrO nepuoaa,
3asiBKka CYMTAETCH UCMOJTHEHHON KYPbEPOM.

4. YTO HAM OT BAC HYMsH O, YTOBbl [1EJIATb CBOIO
PABOTY
4.1. NPUH LUUNbI NEPEAAYU NIOBLIX JOKYMEH TOB

B Tekywem B3auMmogenctBum Mexsgy LleHTpom u
KnueHTOM, BHe 3aBMCUMOCTU OT TOro, Kakou W3
CnocoboB KOMMYHMKaLMM OH M3bpaNn, eMeMecsiuHo
HeobxoaMMo npeactaBnaTb LleHTpy  cnepytowime
[laHHble:

1. [aHHble no peanu3aumu, Kpome cny4asi, korga
LleHTp caMoCTOSTENIbHO MCYMCNSIET CYMMbI peanusaumm
Ha  OCHOBaHWM  [OrOBOPEHHOCTM C  KJIMEHTOM
(HanpuMep, Korga McuucnieHMe MpOBOAMTLCA MO
MeToay «Cost+»);

2. Bxogawme nokyMeHTbl (aKTbl, HAKNAaHbIE U UHOE);

3. UHdpopmaumoHHOE NUCbMO 06 OTHECEHWUU TEX WUNK
WHbIX [BWUMEHWI CPEACTB Ha 3aTpaTbl, CO3AaHue
HeMaTepuasbHbIX aKTUBOB U T.4.;

4. 3aknioYeHHble rpaMsAaHCKo-NpaBoBbLIE AOMOBOPbI C

KOHTpareHTamy;
5. TMonyyeHHble yBe#OMNIEHUS O peopraHu3auuy,
MPUHATbIE  KOMNErManbHbIM WM €AWHONUYHBIM

opraHoM KnveHTa nNpoTokonbl 1060ro cogepaHus, B
TOM YKcC/ie NPOTOKOJIbI C peLleHneM 0 pacnpeneneHunm
OVBUAEHAOB UK CO3AaHWUKN GOHAOB.

OtpenbHo KnueHT npepoctaBnsaTcAa LleHTpy aKkThl
CBEPKW C KOHTPareHTamu 4ns NpoBepky U NoanucaHus

Control over requests, as well as the number of
paid and free delivery calls, shall be carried out
by the Reception of Center. When the Client
makes a request, the Reception of the Center
shall give them the following information:

1. The remaining number of free delivery calls or
the absence thereof;

2. The cost of a paid delivery call;

3. The possibility or impossibility to fulfill the
request of the Client in the specified date and
time.

If the delivery man has failed to fulfill all the
requests during the working day, the remaining
requests shall be fulfilled on the next working
day. In case of transfer of the request to the next
day, the Reception of the Center shall notify the
Client of such transfer by e-mail.

If the Client has left a delivery request, but
canceled it less than two hours before the time
period specified in the request, the request shall
be deemed fulfilled by the delivery man.

4. WHAT WE NEED FROM YOU TO DO OUR JOB

4.1. PRINCIPLES OF TRANSFER OF ANY
DOCUMENTS

In the on-going interaction between the Center
and the Client, regardless of the method of
communication they chose, the following data
should be submitted to the Center on a monthly
basis:

1. Data on sales, except for the cases when the
Center independently calculates the amount of
sales on the basis of an agreement with the
client (e.g. when the calculation is made based
on the "cost+" method);

2. the incoming documents
invoices, etc.);

3. the information letter on classifying certain
movements of funds to costs, the creation of
intangible assets, etc.;

4. the civil contracts
counterparties;

5. the notifications on reorganization received,
the minutes of any content adopted by the
corporate or sole body of the Client, including the
protocols containing the decision on the
distribution of dividends or the creation of funds.
Separately, the Client shall provide the Center
with  the reconciliation  reports  with

(statements,

concluded with



MX OTBETCTBEHHbIM COTPYAHNKOM LlEHTpa. Takue aKkThbl
MOryT AO0NOJIHUTENIbHO NpPeanoCTaB/IATbCA KnneHtoM
ona yMeHblueHna Co6CTBEHHbIX pncKosB

Mpu nepepave pokymeHToB, KnNueHTy Heobxogumo
PYKOBOACTBOBATbLCA MPUHLUMNOM «4eM bofblue, TeM
nyJwe». To ecTb YeM 60MbLUe AOKYMEHTOB, BOSHUKLLIMX
B CBfI3W C XO3AIMCTBEHHOM [OesATeNbHOCTblo KnneHTa,
6ynet nepepaHo LleHTpy, TeM MeHblle pUCKK
yNyLWeHnss Kakon-nnbo uHbopmauumn, Heobxoaumon
ana byxranTepckoro v HaNoroBoOro y4yeTa.

4.2. CPOKU NPEAOCTABJIEH Ut AOKYMEHTOB U
HALLIE PEAKLIUM HA HUX

B npouecce obcnyMuBaHuA
nepenaBaTb AOKYMEHTHI LIeHTpy:

KnueHT  pOonMeH

1. Bce AoKyMeHTbl M MHGOPMaLMIO, MPeaYyCMOTPEHHYHO
B M. 4.1 He no3gHee 8-ro uncna kaneHaapHoOro MecsLa;

2. B cnyyae ecnu paHHbIN Mecsil, ABNAETCA OTYETHbIM
(AaHBapb, anpenb, UwNb, OKTAGPL) MHbOpMaUUA K3
n.4.1. poroBopa [OONMHa nNpeaocTaBnATbCA A0 5-ro
umucna oT4YeTHOro Mecsla.

B cnyyae ecnu KnueHToM uM3bpaH ansi B3aumoaencTemns
Cnocob6 1, To Peectp BonpocoB nepepaetca KnueHty B
TeyeHue 7-8 KaneHaapHbIX NHen nocne
npenoctaBneHna MHGoOpMauuMn, a ecnu nocnemHum
[leHb CpOKa NonagaeT Ha BbIXOAHOW AEHb, TO PeecTp
BOMPOCOB MPEefOCTaBASAETCA Ha Ceaylowui 3a HUM
pabounn aeHb. B cnyyae ecnu KaveHtoM usbpax ans
B3aumopenctemua Cnocob 2, To Peectp BonpocoB
npefocTaBnsAeTcs B TeYeHMe 5 KaneHdapHbIX OHEeW
nocne npegoctaBneHnsa  uHpopMauuMm, a  ecnu
nociegHWn OeHb CPOKa NonajaeT Ha BbIXOAHOM AEeHb,
TO peecTp BOMPOCOB NPeAOCTaBASAETCA Ha CneayoLwmmn
3a HUM pabouunin aeHb.

LleHTp ounpaeT oTBET Ha BONPOCHI, NPefoCTaB/eHHbIe
B peecTpe BONPOCOB, B TeUeHWe 2 KajieH4apHbIX AHeWn
nocne ero otnpaBku. LleHTp nogaet uHpopmaumio u
0TYeTHOCTb B roCyAapCTBEHHbIE OpraHbl Nocje oTBeTa
KnueHt Ha Bonpockl U3 Peectpa Bonpocos. B cnyyae
otcytcTBua oTBeTa KnneHta, LleHTp BbIHyMaeH nogaTtb
OTYETHOCTb 6€3 W3MEHEeHMW, YTO MOMeT MOoBJeYb
HeobxoanMoCTb nogauu YTOYHEHUI B
rocyfapCTBEHHbIE OpraHbl UKW K MOBLILUEHWIO CYMMbI
Hanoros, NogneMalumx ynnare.

LleHTp v KNWeHT MoryT NpUIATM K OrOBOPEHHOCTH, YTO
uHpopmauma bynet npegocrtaBTbca KNMEHTOM YacTAMM

counterparties for their verification and signing
by the responsible employee of the Center. Such
reports may be additionally provided by the
Client to reduce their own risks

When transferring the documents, the Client
shall be guided by the "the more the better"
principle. That is, the more documents that have
arisen in connection with the business activity of
the Client will be transferred to the Center, the
less is the risk of omission of any information
required for accounting and tax record.

4.2. THE TIMING FOR PROVIDING THE DOCUMENTS
AND OUR RESPONDING TO THEM

During the service, the Client shall transfer the
documents to the Center within the following
time periods:

1. no later than on the 8th day of the calendar
month - regarding all the documents and
information specified in Clause 4.1;

2. If this month is the accounting one (January,
April, July, October), the information specified in
Clause 4.1. of the Agreement shall be provided
before the 5th day of the accounting month.

If the Client has selected Method 1 for
interaction, the Register of Questions shall be
transferred to the Client within 7-8 calendar days
after the provision of information; and if the last
day of the period falls on a day off, the Register
of Questions shall be provided on the following
working day. If the Client has selected Method 2
for interaction, the Register of Questions shall be
transferred to the Client within 5 calendar days
after the provision of information; and if the last
day of the period falls on a day off, the Register
of Questions shall be provided on the following
working day.

The Center shall expect the response to the
questions provided in the Register of Questions
within 2 calendar days after it was sent. The
Center shall file the information and reports to
the state authorities after the Client has
answered the questions from the Register of
Questions. In case of absence of the Client's
response, the Center shall have to file the reports
without changes, which may lead to the need to
submit clarifications to the state authorities or
an increase in the amount of taxes to be paid.

The Center and the Client may agree that the
Client shall provide the information in parts



B TeYeHUe KaneHgapHoro Mecsua. B TakoM cnyuvae,
KnueHTy TakMe MOMET BbICHIIATECA HECKOJIbKO
PeecTpos Bonpocos.

B cnyyae ecnu KnueHT nepepaet LieHTpy Heobxoaumyto
uHpopmaumio nocne 10 umcna kaneHgapHoOro mMecsua,

3aT0 ycnoHsAeT pabotry Llewtpa no  nopave
MHPOpMaLMM U OTYETHOCTM B rOCYAAPCTBEHHbIE
opraHbl. He cobniopgeHve cpokoB  nepefauu

uHbopMauuM BedeT k NoBbILEHMIO u3gepek LieHTpa
Ha 06paboTky TakoW MHbOPMaLMKM U, Kak CneacTeue,
noBbILLAET CTOMMOCTM 0bcnyuBaHus Knuexta.

Ecnv KnueHToM Heobxogumas wuHpopMauus 6bina
npegoctaBneHa MeHee 4YeM 3a 1 AeHb Ao caauu
oT4yeTHoCTH, LIeHTp nogaeT B Takon Mecsil, «HYNIEBYIO»
OTYETHOCTb,  Tak Kak obpaboTka [aHHbIX
npeacTaBifAeTcd HeBO3MOMHOW. [laHHble 3a Takow
MecsiL, 6yayT 0TpaMeHbl B y4eTe B CiedyoLWweM MecsiLe.
B Takom cnyuyae, LieHTp He HeceT OTBETCTBEHHOCTb 3a
BO3MOMHbIE  WCKAMEHWA  WAM  HApyLUEeHUs B
OTYETHOCTW, COCTaBNIIEMOM B YCNOBUAX MNPOCPOYKU
npeaocTaBNEHNA JOKYMEHTOB KNMeHTOM.

Bce ocobble CpPOKH, YCTAHOBJIEHHbIE B MHbIX MYHKTAX
I'Ipanm B3aMMOEMNCTBUSA, CUMTAKTCSA CrieunanbHbIMU 1
MMEeKT npuoputeT nepen cpokamu, ONMUCAHHbIMKU B
HACToALWEeM NyHKTEe.

5. 0COBEHH OCTW, CPOKU NPEOCTABNIEHUA U
OBPABOTKMU UH ®OPMALIMM N0 3APABOTH O/ NNIATE

5.1. 0COBEHH 0CTU KOMMYH UKALIUU C

COTPYAH MKAMW, OTBETCTBEH H biIMWX 3A PACYET
3APAGOTH O1 NNIAThI

CotpyoHukn LeHTpa, oTBeTCTBEHHble 3a pacyeTt
3apaboTHoii nnatbl, MMelT 0cobbii  MopAdOK
KOMMyHUKauuu ¢ KnveHToM B cBfi3W Cc 0b6beMamu
paboTbl, KOTOpble WM HeobXoOUMO UCMONHATL B
TeyeHue paboyero gHs.

B cnyyae ecnu coTtpyoHukam KnueHTa HeobxoauMbl
CNpaBKM O [A0XOAAX, BHE 3aBUCMMOCTM OT TOrO,
HeobxoauMo NoaroToBuTb eé no gopme LieHTpa unm no
cneumancHo ¢opMe HKnueHTa, OTBET Ha Takoe
obpalleHne byaner gaH He paHee 3 4yacoB nocne
nofyyeHUs 3asiBKM, HO He [M03Me CcjefyloLlero
paboyero gHs.

5.2. HEOBX0AUMASA UH ®OPMALIMA ONA

HAYUCIIEH MA U PACYETA 3APAGOTH O NNAThI

Ona pacyeta 3apaboTHoi nnatbl, oT KnmeHTa k LleHTpy
nepepaeTca cnegyiolas MHGopMaums:

within a calendar month. In such case, the Client
may also receive a number of Registers of
Questions.

If the Client sends the necessary information to
the Center after the 10th day of the calendar
month, this will complicate the work of the
Center on filing the information and reporting to
the state authorities. Failure to provide the
information on time leads to an increase in the
costs of the Center for the processing of such
information and, consequently, an increase in
the cost of the Client's service.

If the Client has provided the required
information less than 1 day before filing the
reports, the Center shall file "zero" reports in
such month, as data processing is impossible.
Data for such month shall be reflected in the
accounting for the following month. In such case,
the Center shall not be liable for any
misstatements or violations in the reports drawn
up in the conditions of late provision of the
documents by the Client.

All special terms specified in other clauses of the
Interaction Rules shall be considered special and
shall have priority over the terms described in
this Clause.

5. SPECIFIC TERMS AND TIMING OF THE
PROVISION AND PROCESSING OF THE SALARY
INFORMATION

5.1. SPECIFIC TERMS OF THE COMMUNICATION
WITH THE EMPLOYEES RESPONSIBLE FOR SALARY
CALCULATION

Employees of the Center, responsible for salary
calculation, communicate with the Client
according to a special procedure due to the
amount of work they have to perform during the

working day.
If the Client's employees need income
statements, regardless of whether it is

necessary to prepare them according to the form
of the Center or a special form of the Client, the
response to such a request shall be given no
earlier than 3 hours after receiving the request,
but no later than the following working day.

5.2. THE INFORMATION REQUIRED FOR SALARY
ACCOUNTING AND CALCULATION

To calculate salary, the Client shall provide the
following information to the Center:



1. Bbinn NM Npuembl/yBonbHEHUs paboTHUKOB;

2. UHbopMaumna o 60/IbHUYHBIX, OTMYCKAaxX 3a CBOW
CYeT, TPYAOBbIX OTMyCKaX;

3. UHdopMauumsa 0 NpeMUPOBAHUM U USMEHEHUK
OK/1af0B;

4. IHbopmMaumna o NOCTYNAEHUN UCTIONTHUTENBHBIX
[JOKYMEHTOB B OTHOLLEHUW PabOTHUKOB;

5. UHdopMauus o 3aknoyeHUM LOroBOPOB NoapsAaa u
0 NoANUCaHUM AKTOB BbIMOJIHEHHBIX PABOT MO TaKKUM
Jorosopam;

KnueHT n LleHTp fONONHWUTENIbHO COrNacoBbLIBAKOT AATY,
0O  HAacTynjeHuMs  KoTopol  KnveHT  goneH
npegocTaBuTb 061y MHOPMaLMIO HeobxoauMyio ans
HauucneHna M pacyeta 3apaboTHoW nnaTbl, MyTeMm
ykasaHua eé B PeructpaumoHHoi dopMe. lpu 3Tom
pasHuUa MeMy [aToi  peanbHOW  BbINAATHI
3apaboTHoii  nnatel  paboTHMKaM M pgaTon
npegoctaBneHuss uHbopMauum KnMeHTOM He A0ONMHa
6bITb MeHee 7 KaneHaapHbIX gHeMN.

Takne  cpokuM  npepocTaBneHuss  UHbopMaLUM
obycnoBneHbl TeM, 4YTo LleHTp BblHyMJeH B Lensx
NCNonHeHus 0653aTenbCTB, KnueHta nepeq
rocyaapcTBEHHbIMU OpraHaMu NogaBaTbh 0TYETHOCTb B
CTPOro YCTAHOBJIEHHLIE CPOKW, Hanpumep nogava
otyeta Y-2 pondHa npoussogutbcs ao 10-ro uncna
O0TYeTHOro Mecsaua. [ns Toro 4Tobbl HEe BO3HUKAMM
PUCKM OWMOBOK WM NPOCPOMKM MNOAAYM  TaKMX
CBEAEHWUN, LEHTPY HeobxoAMMO MOAYYUTb 3Ty
uHbopMaLumio 3apaHee.

5.3. BAPUAH Tbl PACYETA 3APAGOTH O NNIAThI

B oTHoweHusax memay KnueHtom un LeHTpom Moryt
6bITb OnpefeneHbl chefyioliMe BapuaHTbl pacyeTta
3apaboTHoii nnaTtbl AnA coTpyaHukoB KnueHTa:

1. Pacyet 3apaboTHOW NnaTbl HA OCHOBAHWUM LUTATHOIO
pacnucaHusi, Tabensa y4yeTa paboyero BpeMeHU WU
KOHTpakTOB (goroBopoB) B 6enopycckux py6nsax
(BapmaHrt 1);

2. Pacyet 3apaboTHOM NiaTbl HA OCHOBAHWK LITATHOMO
pacnucaHusi, Tabensa y4yeTa paboyero BpeMeHU WU
KOHTPaKTOB  (OOroBOpPOB) OKNaabl B  KOTOPbIX
yCTaHOB/EHbl B MHOCTPaHHOI BantoTe (BapuaHT 2);

3. PacueT 3apaboTHOI NiaTbl HA OCHOBAHMM LUTAaTHOMO
pacnucaHusi, Tabensa yuyeta paboyero BpeMeHU WU
KOHTPaKTOB  (OOroBOpPOB) OKNaabl B KOTOPbIX
yCTaHOBNEHbI B WHOCTpaHHOW BanwTe nubo B
6enopycckux pybnsax. [Mpu aToM pacyeT Npon3BoAUTLCA
0T CyMMbI 3apaboTHoi nnaTbl, 3anBieHHoW KnueHTom
(Bapmanr 3);

1. About any hire/dismissals of employees;

2. About sick leaves, self-paid leaves, annual
leaves;

3. About bonuses and salary changes;

4. About the receipt of enforcement documents
in respect of the employees;

5. About the conclusion of independent
contractor agreements and the signing of the
statement of the completed work performed
under such agreements;

The Client and the Center shall additionally agree
on the date before which the Client shall provide
the general information required for the
accounting and calculation of salary, by
specifying it in the Registration Form. In addition,
the period between the date of the actual
payment of salary to the employees and the date
when the information is provided by the Client
shall not be less than 7 calendar days.

Such terms of providing the information are due
to the fact that the Center, in order to fulfill the
obligations of the Client to the state authorities,
has to file the reports within a strictly defined
period, e.g. the MY-2 report is to be filed before
the 10th day of the accounting month. In order
to avoid the risk of error or delay in the filing of
such data, the Center needs to receive this
information in advance.

5.3. OPTIONS OF CALCULATING SALARY

In the relationship between the Client and the
Center, the following salary calculation options
for the Client's employees may be used:

1. Calculation of salary on the basis of the
staffing schedule, the timesheet and the
contracts (agreements) in Belarusian rubles
(Option 1);

2. Calculation of salary on the basis of the
staffing schedule, the timesheet and the
contracts (agreements), in which the salary is
set in the foreign currency (Option 2);

3. Calculation of salary on the basis of the
staffing schedule, the timesheet and the
contracts (agreements), in which the salary is
set in the foreign currency or in the Belarusian
rubles. In this case, the calculation is made from
the amount of salary claimed by the Client
(Option 3);



4. NoproToBka LleHTpoM ynpaBneHYeckux pacyeTos, B
3aBMCMMOCTM OT KOTOPLIX BbiNja4yMBaeTca 3apaboTHas
rnnata coTpyaHMKOB UMK NPUBEAEHME YNPABIEHYECKUX
pacyeTtoB KnueHTOB K HE06X0AWMbIM  CyMMaMm
3apaboTHoi nnatobl (BapuaHT 4).

BHe 3aBMCMMOCTM OT BapuaHTa, He No3aHee YeM yepes
4 pabounx OHeW OTBETCTBEHHbIA coTpyaHuk LleHTpa
BbicblnaeT KnueHty Tabnuuy ¢ Heobxoaumoi cyMmoii
3apaboTHoli nnatbl N0 KaMaoMy paboTHuUKy anA
noaTBepMAeHUs 3TUX CyMM KnneHToM.

5.3.1. BapuaHtbl 1 1 2

4. Preparing by the Center the management
calculations, based on which the salary of the
employees is paid, or reduction of management
calculations of the Clients to the required
amounts of salary (Option 4).

Regardless of the option, no later than in 4
working days, the responsible employee of the
Center shall send to the Client a table with the
required amount of salary for each employee for
the Client to confirm these amounts.

5.3.1. Options 1 and 2

B 3aBucumoctyu ot Toro, kTo BeaeT Kagpoeeiii yueT / Depending on who shall keep the Personnel
records:

CamocTtonATensHo Knuentom / Independently
by the Client

Bepetca LlentpoM / By the Center

H eobxoauMo npepoctaeuTb LleHTpy / You
must provide to the Center:

LWraTtHoe pacnucanue / The staffing
schedule;

[aHHble o pasMepe 3apaboTHOM NnaThl U3
TPYLOBbIX KOHTPaKTOB paboTHUKOB KnneHTa
/ Data on the amount of salary indicated in
the employment contracts of the Client's
employees;

Tabenb yyeta paboyero BpeMeHM
pabotHukos / The timesheet of the
employees.

H eobxognmMo npegoctaeutb LleHTpy / You must
provide to the Center:

Tabenb yyeTa paboyero BpeMeHn paboTHUKOB
Knuenta / The timesheet of the employees of
the Client.

CymMbl  3apaboTHoi nnathl, MNOMyYMBLUMECS NpK
pacyeTe 3apaboTHoW nnaTbl, NpeAoCTaBAATCA
KnueHTy Ana cornacoBaHus, NyTeM nepefayn KIMeHTy
JOMYCTUMBIM  CPEACTBOM  KOMMyHWKauuu. KnueHt
ob6s3yeTca OTBETUTb Ha npeaocTaBNeHHyIo
MHopMaLmo 0 3apaboTHO NiaTe B TeYeHMe OLHOro
paboyero gHs.

5.3.2. BapumaHt 3

BHe 3aBucuMocTH 0T TOro, kTo BegeT KaapoBbiil yyerT,
Mexay KnneHtom wu LeHTpoMm ycTaHaBnuBaeTcs
cneaylowuin Nopsaok B3auMoaencTBus:

1. KnueHt npepoctaBnaeTt LeHTpy uHbopMaumio o
3apaboTHoit nnaTte BCex PaboTHUKOB, KOTOPYIO OHW
JONMHbI  MONYYNTb NOCNe YAEepMkaHWA Hamoros,
0bOpMNEHHYIO B CleayioLweM Buae:

The salary amounts obtained as a result of the
calculation of salary shall be provided to the
Client for approval, by transfer to the Client by a
valid means of communication. The Client
undertakes to respond to the information
provided on salary within one working day.

5.3.2. Option 3

Regardless of who keeps the Personnel records,
the following interaction procedure shall be
adopted by the Client and the Center:

1. The Client shall provide the Center with the
information on the salary of all the employees,
which they are to receive after tax deduction.
This information shall be provided in the
following form:




0.1.0. / Full Name

CymMa 3apaboTHOM NiaThl NOCne BblYeTa HanoroB
(cymMMa, koTopas NpUaeT Ha 3apnnaTHyo kapTy paboTHuKa) /
The amount of the salary after taxes
(the amount that will be transferred to the employee's salary

card)

1. MeTtpoe Buktop WeaHoeu4 / Petrov
Viktor Ivanovich

1 000 gonn. CWIA / $ 1,000

2. Wynbrun AnekcaHgp ®epoposuy /
Shulgin Alexander Fedorovich

450 gonn. CLUA / S 450

15. XopMaH Bopuc  AngpeeBny /
Hoffman Boris Andreevich

2 200 ponn. CLLA / $ 2,200

CyMmMbl, npepocTaBnisieMble KnueHToM B cnucke,
onpepensioTcs  KNMEHTOM  caMOCTOSITENIbHO — Ha
OCHOBaHMM ero cobcTBeHHbIX pacyetoB. LeHTtp
cuntaetr KnmeHTa pasyMHbIM UM OTBETCTBEHHbIM
CY6EKTOM 3KOHOMUYECKON AEATENIbHOCTU, KOTOPbIN
crnocobeH MpUHUMATb CaMOCTOSITE/IbHbIE peLleHus B
YyacTM onpefeneHus BbINaaTel 3apaboTHoW nnaThl
paboTHMKy. Mcxoga M3 3TOro, OTBETCTBEHHbIN
COTpYAHUK LleHTpa He MOMSET HECTU OTBETCTBEHHOCTb
33 owKnbKkM B MepeyncneHnn 3apaboTHOW nnathbl, B
cnyyae, ecnuM nonydeHHas paboTHUKOM cymMMa
COOTBETCTBYET CYMMe, YKa3aHHOMW B AaHHbIX KnueHTa.

B cnyyae ecnu KnueHT npepoctasnsieT MHbopmaLuto
He eduHbIM CMUCKOM, & OTAEeNbHO, HECKONbKUMK
pa3pO3HEHHbIMM coobLLeHnaAMMY, T0 LeHnTtp
CaMOCTOSITENIbHO HakannMBaeT W cUCTeMaTusupyeTt
nipopMaumio. B TakoM cnyuvae, LleHTp He Hecet
OTBETCTBEHHOCTM B CNy4yae oWK60K B YacTu CyMM
3apaboTHoO NnaTbl OTAENbHBIX PabOTHUKOB.

2. 3apaboTHana nnata HAYUCNAETCH  KaMaoMy
COTPYAHUKY TakuM 06pa3oM, u4TObbl OH MojyYMn,
yka3aHHy KnueHTtoMm undpy B n.1.

5.3.3. BapuaHT 4

[JaHHbIn  BapuaHT 3aknl4aeTcd B COCTABMIEHWUM
ynpaBneHYyeckMx  pacyeToB WM  [OMNOJSHEHUU
ynpasneHyecknx pacvetoB HKnveHnta. K paHHOMY

BapWaHTy pacyeTa 3apaboTHOW NnaTbl OTHOCATCA BCe
KnueHTbl, Y KOTOpbIX YCTaHaBIMBAETCH ChefbHas
onnata TpyAa.

B naHHOM BapuaHTe KNMeHT TakMe [ONMeH BbiCnaTb
CMUCoK, KoTopbin byaeT cogepdatb B cebe 0.U.0.
paboTHUKa W yKkasaHWe Ha pa3mep 3apaboTHoO nnaTol,
OT KOTOpPOM [ONMHbl MPOBOAUTBCA AaNibHENLIUE
pacyetbl LleHTpa.

The amounts provided by the Client in the list
shall be determined by the Client independently
based on their own calculations. The Center
regards the Client as a reasonable and
responsible business entity, which is able to
make independent decisions in terms of
determining the salary of the employee. Based on
this, the responsible employee of the Center
cannot be liable for errors in the transfer of
salary, if the amount received by the employee
corresponds to the amount specified in the
Client's data.

If the Client does not provide the information as a
single list, but separately, in a number of
independent messages, the Center shall collect
and structure the information by its own. In this
case, the Center shall not be liable in case of
errors in the amount of salary of individual
employees.

2. The salary shall be accounted to each
employee so that he receives the amount
specified by the Client in Clause 1.

5.3.3. Option 4

This option includes making the management
calculations or completing the Client's
management calculations. This option of salary
calculation includes all the Clients having
piecework wages.

In this case, the Client shall also send a list that
shall contain the full name of the employee and
an indication of the amount of salary on which
further calculations of the Center should be
based.




Mpu B3aMMoOpeNcTBMM MO  [AAHHOMY  BapuaHTy
BO3MOMHbI CllefiytoLLme cnocobbl pacyeTa 3apaboTHol
nnarbl:

1. LUleHTp cocTaBnsieT ynpaBfieHYeckue pacyeTbl Ha
OCHOBaHuu Tabeneit yyeTa paboyero BpEMEHU U UHBIX
dakTopoB, BAMsOWMX HA pasMep 3apaboTHOW MnaTbl

pabotHMka. B  paHHOM cnyyae B cniucke
npegocTaBnsieTcd  pasMep  3apaboTHOW  nnaThl
paboTHWKA, OMpPEefeNieHHbI COMALLEHUEM MeMay

KnueHToM 1 paboTHUKOM.

When interacting based on this option, the
following methods of calculating salary are
available:

1. The Center shall make management
calculations based on the timesheets and other
factors affecting the amount of the employee's
salary. In this case, the list shall include the
amount of the employee's salary determined by
the agreement between the Client and the
employee.

HANPUMEP / FOR EXAMPLE:

B cooTBetcTBUM cO cnuckom [NeTpoB Buktop UBaHoBuY 3apaboTHyto nnaty B pasmepe 1 000 gonn.

CLUA.

B mapTe MNeTpoB Buktop MBaHoBu4 oTpaboTan 15 pabounx gHeit us 20, No NpMynHe OTMycka 3a CBOM

cyer.

TakuM obpa3oM, 3apaboTHas nnata MNeTpoBa Buktopa MiBaHoBMYa 38 MapT COCTaBUT:

1000/20*15 =750 gonn. CLLIA

/ In accordance with the list, Petrov Viktor Ivanovich has a salary of $ 1,000.
In March, Petrov Viktor Ivanovich has worked 15 working days out of 20, due to the unpaid leave.
Thus, the salary of Petrov Viktor Ivanovich for March shall be:

1000/20*15=S750

2. lUeHTp w®oppekTupyeT npucnaHHole KaveHTom
CYMMbl 3apaboTHOM NnaThl ANS KaM40ro OTAENBLHOro
paboTHuKa. [lpy 3ToM KnueHT npucbinaer CyMMbl
3apaboTHol NnaTbl, KOTOpble B COOTBETCTBUM C €ro
pacyeTaMu paboTHWK AONMEH MOJYYUTb Ha CBOK
3apnnaTHyl KapTy:

2. The Center shall correct the salary amounts
sent by the Client for each individual employee. In
this case, the Client shall send the salary
amounts, which, according to their calculations,
the employee must receive to their salary card:

HANPUMEP / FOR EXAMPLE:

B cooTtBeTcTBUM cO cnuckoM [MeTpoB Buktop MBaHoBu4 nonyyaet 1 000 gonn. CLUA.
KnveHt u LleHTp pocTuraloT corfialieHusi, YTo npucbiiaeMass MM 3apaboTHas nnata paboTHUKa
KOppEeKTUPYEeTCS B 3aBUCUMOCTY OT CIEAYIOLLMX 3HAYEHWIA:

1. KypcoBoi pasHuLbl;
2. OnnaymBaeMbIX 60/IbHUYHDBIX;

B Teyenve Mapta B oTHoweHuu [leTpoBa BukTtopa MBaHoBMYa 3TW 3HAYeHUss coctaBuaIM 5 u

10 ponn. CLUA cooTBeTcTBEHHO.

TakuM obpa3oM, 3apaboTHas nnaTa MNeTpos Buktop IBaHOBKUY 3a MapT cOCTaBUT:

1000+5+10=1015 gonn. CLLIA

/ In accordance with the list, Petrov Viktor Ivanovich has a salary of $ 1,000.
The Client and the Center reach an agreement that the salary of the employee sent by the Client shall

be adjusted depending on the following values:
1. the exchange difference;
2. the paid sick leave;

During March, Petrov Viktor Ivanovich had these values at $ 5 and $ 10 respectively.
Thus, the salary of Petrov Viktor Ivanovich for March shall be:

1000+5+10=1015 USD.




KacaTenbHo MepeyHs 3Ha4YEeHU U YCNOBUI, KOTOpble
B/IUAIOT Ha pa3mep 3apaboTHOM nnatbl paboTHUKA,
mexay LeHtpoMm wu KnueHtoM pocturaetcs B
COrNaLleHWN, 3aK/KYAEMOro B MUCbMeEHHOW dopme
nyTeM 06MeHa CKaH-KOMUAMWM  COMNALLEHUss C
MoANMCbI U NeYaTbio kaxaon u3 CTopoH.

5.4. KAPOBbI/A YYET

B PeructpauuoHHoir ¢dopme LeHTp u  KnueHt
[JOCTUraloT COrnalleHnss 0 TOM, Ha KOro BO3JlaraeTcs
OTBETCTBEHHOCTb 3a BeAeHWMEe KajgpoBOro Yy4yeTa
Knuenta. LeHTp nubo nonHocTbio oOcCyLlecTBAsET
BeaeHve Kagposoro yyeTta KnueHta, nnbo ucnonHset
NUWb OTAefIbHble MOPYYeHUsl, CBA3AHHbIE C HUM,
KOTOpble OMNAYMBAOTCA Kak OTAefibHble YCAyru B
cyeT-akTe Knuenta. LleHTp He BegeT BouHckuin yuet
KnueHta n He ocyulecTBifeT cbop AOKYMEHTOB Y
paboTHUKOB, B CBA3M C HE0HX0AUMOCTbI0 GU3UYECKOT0
npucyTcTBUsA coTpyaHukoB LleHTpa B opuce KnueHTa
NSl COBEPLUEHNA TaKNX OENCTBUN.

As to the list of values and conditions that affect
the amount of the salary of the employee, the
Center and the Client shall agree upon them by
making a written agreement concluded by
exchanging the scanned copies of the agreement
that is signed and sealed by each of the Parties.

5.4. PERSONNEL RECORDS

In the Registration form, the Center and the Client
shall reach an agreement on who shall be
responsible for maintaining the Client's personnel
records. Center shall either fully maintain the
Personnel records of the Client or only fulfill a few
instructions associated with it, which shall be
charged as separate services in the invoice-
statement of the Client. The Center shall keep no
military records of the Client and shall not collect
any documents from the employees, due to the
need for the physical presence of the employees
of the Center in the Client's office to perform such
actions.

Haem pa6otHukoB / Hiring the employees

Kagposbiit yuet Begetca Lientpom / The Personnel
records shall be maintained by the Center:

Kagposbiit yuet Beaetca Knnentom / The
Personnel records shall be maintained by the
Client:

KnueHT npenoctasnsiet LleHTpy cnegylowme ceegeHuns
/ The Client shall provide the Center with the following
information:

1. Konusa nacnopta (ctpanuubl 25, 31, 32 1 dop3sau ¢
doTtorpadueir pabotHuka) / A copy of the passport
(pages 25, 31, 32 and the flyleaf with a photo of the
employee);

2. Konua nokyMeHTa 06 obpasoeaHun / A copy of the
document on education;

3. TpymoBaa KHuXKa B cnyyae eé Hanuuua / An
employment record book, if any;

4, CtpaxoBoe CBMAETENbLCTBO MpW ero Hamuumu / A
certificate of insurance, if any;

5. B uensix BeaeHnA BOMHCKOMO y4eTa: KoNus BOEHHOMo
buneta, yOOCTOBEPEHWUA MpPU3bIBHUKA WA  UHOMO
AOKYMeHTa BOMHCKOro yyeTa / In order to maintain the
military records: a copy of the military service record
book, the army draft card or other document of the
military record;

6. B cnyyae Hanuuus uHBanuaHocTM y paboTHUKa:
MHAUBUAYaNbHasN nporpamMma peabunutaumm
uHBanuga / In case of disability of the employee:

KnueHnt npepoctasnsier LleHTpy cneayiowme
ceegenun / The Client shall provide the Center
with the following information:

1. Tpymosoit porosop (koHTpakT) / The
employment agreement (contract);

2. Konua nacnopta (ctpanuubl 25, 31, 32 u
dopsay c potorpadueit pabotHuka) / A copy of
the passport (pages 25, 31, 32 and the flyleaf
with a photo of the employee);

3. CTpaxoBoe CBUAETENLCTBO NpU ero Hanuuum /
A certificate of insurance, if any;

4. B cnyyae HanuMuuMa MHBaANUOHOCTM Y
paboTHMKa:  MHAMBMAYASbHbIE  MPOrpaMMbl
peabunutaumn uueanuaa / In case of disability
of the employee: individual rehabilitation
program of the disabled person;

5. Mpu Hanuuun peten y coTpyaHuKka: Konus
CBUAETENbCTBA O poMAeHun pebeHka, cnpaBKa
u3 yyebHoro saBegeHus / If the employee has
children: a copy of the birth certificate of a child,
a certificate from the educational institution.




individual rehabilitation program of the disabled
person;

7. lpn HannuMm peteit y COTPYAHMKA: KoMus
CBUAETENbCTBA O POMAEHUM pebeHka, crnpaBka U3
yuebHoro 3aBegeHus / If the employee has children: a
copy of the birth certificate of a child, a certificate from
the educational institution.

8. [InA oTaenbHbIX kaTeropuit paboTHUKOB (BoaUTENb,
noBap ¥ T.A): MeAMUMHCKas CrpaBka O COCTOSIHWM
3[10p0OBbS, CpaBka 0 NPOBEAEHUN HAPKONOrMYECKOr0
ocMotpa / For certain categories of employees (a
driver, a cook, etc.): a health certificate, certificate of
drug examination.

YBonbHeHue pabotHuka / Dismissal of the employee

Kagposbiit yuet Begetcs LieHtpom / The Personnel
records shall be maintained by the Center:

Kapposbiit yuet Begetcs Knuentom / The
Personnel records shall be maintained by the
Client:

KnueHT npepocTasnseT LleHTpy cneaylowme cBeaeHus
/ The Client shall provide the Center with the following
information:

1. Oamunuio, WM U OTYECTBO YBOJIbHAEMOMO
paboTHuka / Surname, name and patronymic of the
dismissed employee;

2. OnpepenexHyto aaty yeonbHeHua / The set date of
dismissal;

3. OcHoBaHue yBoOfibHeHUs (MO COrNaLleHMo CTOPOH,
MHMUMATMBE  HAHUMaTeNns  CO  CCbIIKOW  Ha
OnpeaeneHHbI NYHKT UK ONUCAHWNEM CUTYaLUK 1 T.4.)
/ The grounds for dismissal (by agreement of the
parties, the employer's initiative with reference to a
certain clause or description of the situation, etc.).

KnueHt npepoctaBnsieT LleHTpy cneaylowme
ceegenun / The Client shall provide the Center
with the following information:

1. TMoanucaHHbIN Npukas 06 YBOJSIbHEHWH,
COAEPMALLMIA KON-BO JHEN HEUCMOIb30BAHHOMO
paboTtHukoM otnycka / The signed dismissal
order containing the number of days of the
leave unused by the employee;

2. TopnucaHHoe 3asBneHWe paboTHMKA 06
yBO/MbHEHWW, Npu ero Hanumumm / The signed
letter of resignation of the employee, if any.

Mpy yBoNbHeHUM paboTHUKa, KnueHT o06si3yeTcA coobwWTe BCH HeobxoauMylo WHbopMauul 06
YBONbHEHWM 3@ ABa [HSA [0 AaTbl pacTopaeHus TpyaoBoro gorosopa (koHTpakta). Ecnu Knuent
pacTopraeT TpynoBble AoroBopbl (cornawenus) c¢ 6onee yeM 1 COTPYOHUKOM eOMHOBPEMEHHO WK
pasHMLA MeMay MX YBOJbHEHUSIMU MeHee [ABYX AHeW, TO CMMCOK paboTHMKOB U BcA HeobxoguMas
MHbOopMaumMa NpenocTaBAseTcs He Mo3gHee, YeM 3a 2 [OHA A0 PacTOPMEeHUs TPy[OBOro A0roBopa
(KkoHTpakTa) ¢ nepBbIM TakuM paboTHukoM / When dismissing the employee, the Client undertakes to
provide all the necessary information about the dismissal two days prior to the date of termination of the
employment agreement (contract). If the Client terminates the employment contracts (agreements) with
more than 1 employee at a time or the period between their dismissals is less than two days, the list of




the employees and all the necessary information shall be provided no later than 2 days prior to the
termination of the employment agreement (contract) with the first such employee.

Ortnyck / Leave

Kapposbiit yuet Beaetcs LieHtpoM / The
Personnel records shall be maintained by the
Center:

Kaaposbiit yuet Beaetca Knuentom / The Personnel
records shall be maintained by the Client:

Ona nepepaunm wuHbopMauum 06 oTnyckax
paboTHUKOB, BHE 3aBUCMMOCTM OT TOrO, ABNIAIETCSA
NW 3TOT OTNYCK TPYAOBLIM UM OTNYCKOM 3@ CBOM
cyet, KnueHT gonakeH npegoctasutb / To transfer
the information about the leaves of employees,
regardless of whether this leave is the paid
annual leave or a leave without pay, the Client
shall provide:

1. ®amunuio, UM U 0TYecTBO PabOTHMKA WK
paboTHuKkoB / Surname, name and patronymic of
the employee or employees;

B cnyyae ecnm  KagpoBbid  yueT  BepeTcs
camocrtosTenbHo Knuentom, To KnneHTy HeobxoaumMo
npepocTtaButb Llentpy / If the Personnel records are
maintained independently by the Client, the Client
shall provide the Center with:

1. TloanucaHHbIn nNpukas o0 MNpesocTaBNEHUN
TpymoBoro otnycka / The signed order on granting a
labor leave;

2. TlopnucaHHoe  3asBneHuMe  paboTHMKA O
npepocTaBneHnn Tpyposoro otnycka / The signed
application of the employee for a leave.

2. laty oTnycka paboTHWKa unu paboTHUKOB /
The date of the leave of the employee or
employees;

3. KonuyectBo [fHel oTnycka paboTHMKa unu
paboTHukoB / The number of the days of the
leave of the employee or employees.

WHbopMaumna o npenocTaBieHnn OTNYCKa 3a CBOW CYET NPeAoCTaBNseTCA B TOM ¥e 06BbeMe, HO CPoK eé
npegocTaBneHWs — aaTa nepeaaydv Bceit UHGopMaLMM AN HAUUCIEHUA 3apaboTHOW NNaThl.

[JaHHble 0 HanpaBieHUW paboTHUKOB B TPYAOBOW OTMYCK NPeA0CTaBASETCA MUHUMYM 3a 3 AHA [0 Havana
OTMycKa Takoro paboTHUKa.

Ecnu B oTnyck yxoanT Heckonbko paboTHMKOB, a PasHULA MeMsay AaTaMu yYXOAO0M B OTNYCK COCTaBnseT
MeHee ABYX [Hel, TO CNUCOK Takux paboTHUMKOB M BCA HeobxoauMas uHbopMaLMa NpefocTaBifeTcs He
nosgHee, YeM 3a 2 AHA HACTYMJIEHNA OTMNYCKa Y MEepPBOro Takoro paboTHMKa

/ Information on the provision of the unpaid leave shall be provided in the same amount, but the term of
its provision is the date of transfer of all the information for salary accounting.

The information on the annual leaves of employees shall be provided at least 3 days prior to the start of
the employee’s leave.

If several employees go on vacation at the same time, and the period between the dates of their leaves
is less than two days, the list of such employees and all the necessary information shall be provided no
later than 2 days prior to the start of the leave of the first such employee.

JlbroTbl / Benefits

Ecnu y npuHumaeMoro paboTHMKA WM Y paHee NPUHATOr0 COTPYAHMKA BO3HUKAKOT MPaBO HA JIbroThl, TO
noATBepMAaloLLMe NOKYMeHTbI nepeaatotcs LleHTpy / If the employee to be hired or the previously hired
employee obtains the right to benefits, the supporting documents shall be transferred to the Center:

1. BMecTe c fokymeHTamu ans npueMa cotpyaHuka / Together with the documents required for hiring the
employee;

2. BceM nakeToM HeobxoauMbIX JOKYMEHTOB BMecTe C MHpopMaumen o 3apaboTHoM nnate paboTHMKa /
Together with the whole set of all the necessary documents including the information about the employee's
salary;




B cnyyae ecnu KnveHT nepepan LOKYMEHTbI, yCTaHaBAMBAWLME fbroThl AnA paboTHMKA B TeveHue
KaneHgapHoro Mecsua, To nepecyeT 3apaboTHOM NNaThbl He 6yaeT OCyLeCTBNEH, U AaHHbIE 0 NbroTax byayT
yUYTeHbl LWL B CAeayioLeM KkaneHhapHoOM MecsLe.

NHpopmauma o nbroTax Ana cOTPYAHUKOB, @ PABHO MHPOPMALMS 0 NOTYYEHUMN UCMOSTHUTENbHBIX JOKYMEHTOB
no paboTHWKY, NpenocTaBnsieTcs BMeCTe C OCTaNibHOM MHdopMauumeil, HeobXoaMMOoW ANA HavMcieHus
3apaboTHoit NnaTbl paboTHUKA, eXEMECAYHO.

/ If the Client has transferred the documents establishing the benefits for the employee during the calendar
month, the salary shall not be recalculated, and the information on the benefits shall be taken into account
only in the following calendar month.

The information on the benefits for employees, as well as the information on obtaining the enforcement
documents regarding the employee, shall be provided together with the rest of the information required
for the salary accounting on a monthly basis.

HoroBop nogpsga / Independent contractor agreement

Kapaposbiit yuet Beaetcs LieHtpoM / The Personnel Kagposbiit yuet Begetcs Knuentom / The
records shall be maintained by the Center Personnel records shall be maintained by the
Client

B cnyyae 3awnoyeHuss poroeopoB nogpsga wnum | Ecnv KnueHT camocTonTensHo odpopMun gorosop
jorosopa  BO3Me3gHOMO  okasaHua  ycnyr ¢ | nogpsaga, To eMy HeobxoguMo nNpefocTaBUTb
dusnueckumm nuuamu, Knuent npegoctasnset LeHtpy | Uentpy / If the Client has independently
cnegylowyio uHbopmaumio / In case of making | concluded the independent  contractor
independent contractor agreements or the fee-based | agreement, they shall provide the Center with:

service agreements with individuals, the Client shall | 1. 3akniouenHbiit gorosop nogpsga / The
provide the Center with the following information: concluded independent contractor agreement;

1. NMacnopTHble AaHHble duanyeckoro nuua (cTpanuubl | 2. MacnopTHble AaHHble (GU3MYeckoro nvua
25, 31, 32 n dopsau ¢ potorpadueit) / Passport data | (cTpanuupl 25, 31, 32 n dop3au c potorpadueit) /
of an individual (pages 25, 31, 32 and the flyleaf with | Passport data of an individual (pages 25, 31, 32

a photo); and the flyleaf with a photo);
2. Cpok, Ha KoTopbli 3akntodaerca goroeop / Theterm | 3. [aHHble  cBMAETENbCTBA  COLMANBLHOMO
for which the agreement is concluded; cTpaxoBaHusa pabotHuka / The data of the

3. Bup oka3sbiBaeMbIx paboT unum yenyr, ux onucanue / | certificate of social insurance of the employee.
The type of the provided works or services, their | 4. AKT BbinofHEHHbIX paboT No TakoMy A0roBopy
description; nogpnaga / The statement of the completed work
4. BosHarpampaeHue, npegycmMoTpeHHoe gorosopoM / | under such agreement.

The remuneration under the agreement;

5. [laHHble cBUAETENbCTBA COLMANBHOMO CTPaXxoBaHWsA
pabotHuka / The data of the certificate of social
insurance of the employee.

6. OCOBEHHOCTW, CPOKW NPEAOCTABJIEHUA WU 6. SPECIFICS, TERMS OF PROVISION AND PROCESSING
OBPABOTKM WMH®OPMALMK MO CNELMOUYECKON OF INFORMATION ON THE CLIENT'S SPECIFIC

DEATENBH OCTU KNIUEHTA ACTIVITIES
6.1. KACAETCA KANS10I0 BUOA OEATEJIbH OCTU 6.1. REFERS TO EACH TYPE OF ACTIVITY
6.1.1. ABaHcoBble O0T4YeTbI 6.1.1. Advance reports

Mexay Uentpom wu  Knuentom pocturaetca By placing an acknowledgment mark in the
cornawleHve mnyTeM npocTaBneHuss oTMmeTk B Registration form, the Center and the Client agree
PernctpaumoHHo ¢opMe o ToM, Ha koro upon who shall be responsible for making the
Bo3naraetc  06f3aHHOCTL Mo  cocTaBneHuto advance report.

aBaHCOBOro oTyeTa.



B cnyyae ecnu aBaHCOBbIM OTYET COCTaBJIAETCS
camocTosiTenbHO KAMeHTOM, MocnegHun [ONMKeH
npegoctaButb ero LleHTpy B o0bwwuit cpok ans
npefoCTaBNeHUst  OaHHbIX, HeobxoauWMbix  Ans
byxranTepckoro y4era.

Ecnu no COrNalLEeHuio
CaMOCTOSITENIbHO ~ UCMOJIHAET  06fA3aHHOCTU O
COCTaB/IEHUID aBAHCOBOW OTYETHOCTM, KnueHT
[ONMeH npepocTaBuTh LieHTpy Bce Yekn unu konuu
UYEeKOB, KOTOpble OTHOCATCS K Mpolleflemy
KaneHgapHOMyY MecsLy.

CTOPOH Llentp

If the advance report is made by the Client, the
latter shall provide it to the Center within the
general term for provision of data, required for
accounting purposes.

If upon the agreement between the parties, the
Center performs obligations of making the advance
report on its own, the Client shall provide the Center
within all checks or copies of checks that refer to
the past calendar month.

BAMH O / IMPORTANT

B Takmx Yekax UM KOMUAX YEKOB He J0MIMKHO CoAepaTbCa cheaytowwmx nosuumii: / The above mentioned
checks or copies of checks shall not contain the following positions:
1. AnkoronbHble, cnaboankoronbHble HanuTku U NuBo/ Alcohol, low-alcohol drinks and beer;
2. TabauHble usgenus / Tobacco products;
Jliobble MHble ToBapbl U YCNYrW, KOTOpble HEBO3MOMHO CBS3aTb C AEATENIbHOCTbI0 KoMnaHuu / Any other
goods and services that cannot be referred to the company's activity.

6.1.2. UHBeHTapM3aLuA

LleHTp He MoMeT npoBOAWUTL WHBEHTapU3aLMio
KnueHTa camoctosTesibHO, ogHako KnneHT n LleHTp
MOryT MPUATU K cornaweHnio o ToM, 4to LleHTp
okasbiBaeT HKnueHTy oTgenbHyw  ycnyry  no
noaroToBke Bcen HeobxoaMMon AoKyMeHTaLMKn Ans
NpoBefeHNA MHBEHTApU3aLMN.

LleHTp B KayecTBe OTAENbHOW YCNYrM MoOMKeT
npoBoauTb cBepky KnueHTa c KoHTpareHTamu. B
TakoM cnyyae LleHTp rapaHTupyeT nposeaeHue 80%
@KTOB CBEPKM C KOHTPareHTamu.

KnueHT 06513yeTc NPOBOAMTL MHBEHTApM3aLMIo B
Cnyyasix, Koraa WHBeHTapusauus obnasaTenbHa B
COOTBETCTBMM C 3aKOHOAATE/IbCTBOM, @ TakMe C
NepuoaMyYHOCTbIO, He MeHbLUel, YeM onpegesieHHa
3aKOHOJATeNIbHbIMM aKTaMM.

6.1.2. Inventory

The Center cannot carry out the Client's inventory
on its own, but the Client and the Center may reach
an agreement that the Center renders an
independent service to the Client of preparing all
necessary documents to carry out the inventory.

As an independent service the Center can carry out
the reconciliation of the Client with counter-agents.
In this case the Center insures to carry out 80% of
reconciliation statements with counter-agents.
The Client shall carry out the inventory in cases
when it's obligatory under the applicable law, as
well as from time to time, but not less frequent,
than it's determined by regulatory acts.

LIEH TP UIH ®OPMUPYET / THE CENTER INFORMS YOU THAT:

Bbl 06AA3AH bl MPOBECTU WH BEH TAPU3ALIMIO / YOU HAVE TO CARRY OUT THE INVENTORY:

1. Mpn peopraHusauum wunu nukeuaaumm opravusaumn / When you reorganize or liquidate the
organization;

2. Mepen coctaBneHueM rogosoi Gyxrantepckoit otyeTHocTu / Before you draw up the annual
financial statements;

3. Mpu cMeHe pykoBoAWUTENS OpraHuM3aumu U (Mnn) MaTepuanbHO oTBETCTBEHHbIX vy / In case of
change of the manager and (or) Accountable Persons of the organization;

4, Mpu BbiABNEeHUM PpakToB XuweHns u (unn) nopum aktmeoB / In case of revealing the facts of

embezzlement and (or) deterioration of assets;

5. B cnyyae BO3HMKHOBEHWUSA HEMPEOLOSIMMON CUibl, TO €CTb Ype3BblYalHbIX W HENpeaoTBPaTUMbIX
Mpu AaHHbIX ycnoBusax obcTosTenbcTs / In case of situations beyond the reasonable control, that is force
major and unstoppable circumstances in the given context.




NEPUOAMYH OCTb NPOBEAEH UA WH BEH TAPU3ALIUK / PERIODICITY OF INVENTORY:

1. OCHOBHbIX CpefcTB, HeMaTepuasbHbIX aKTMBOB, He3aBEpLUEHHOI0 CTPOMTENbCTBA, ChipbS,
MaTepuasnos, FOTOBOI NPOAYKLMK, TOBApOB AN peanusauum (B TOM Ynucie TOBApOB Ha CKNagax, TOBapOB B
PO3HWYHOM TOproBfe, Tapbl NMO4 TOBApPOM W MOPOMSHEN, MOKYMHbIX U3A4eNnuk, NpPoayKkuMM NoacobHoro
CeNbCKOro X03AICTBa) — He MeHee OAHOro pasa B roa / Main assets, intangible assets, construction-in-
progress, raw materials, materials, final goods, goods available for sale (including goods in the
warehouses, goods in retail, full and empty tare, purchased items, products from own farming) — minimum
once per year;

2. He3aBepLieHHoro npoussoAcTBa M nonydabpukatoB — He MeHee AByX pa3 B rof / In-process
inventory and semi-finished products — minimum twice per year;

3. MUBOTHBIX Ha BbIPALLMBAHUM U OTKOPME (B TOM YMC/ie MONIOAHAKA MUBOTHBIX) — HE MeHee 0HOro
pa3a B rog / Animals in farming and fattening (including rearers) - minimum once per year;

4. [eHeMsHbIX CpeCcTB — He MeHee 0HOro pa3a B rog / Monetary assets - minimum once per year;
5. 0653aTenbCTB U APYrMx akTMBOB — He MeHee 0AHOro pasa B rog / Liabilities and other assets -

minimum once per year.

NPOBEAEHUE WHBEHTAPU3ALIMW NEPE[ COCTAB/IEHWUE OQ0BOM OTYETHOCTM / CARRYING OUT THE
INVENTORY BEFORE DRAWING UP THE ANNUAL FINANCIAL STATEMENTS:

1. OCHOBHbIX CpefcTB, HeMaTepuasbHbIX aKkTMBOB, He3aBEpLUEHHOr0 CTPOMTENbCTBA, ChipbS,
MaTepuasnos, FOTOBOI NPOAYKLMK, TOBApPOB AN peannsauum (B TOM Ynuc/ie TOBApPOB Ha CKNafax, TOBapOB B
PO3HWYHOM Toprosfe, Tapbl MOA TOBApPOM W MOPOMSHEN, MOKYMHbIX U3AeNud, NPoaykTbl NOACOBHOro
CeNbCKOro X03AiCcTBa) - He paHee 1 HoA6psa / Main assets, intangible assets, construction-in-progress,
raw materials, materials, final goods, goods available for sale (including goods in the warehouses, goods
in retail, full and empty tare, purchased items, products from own farming) — on or after the 1° of
November;

2. H e3aBepLueHHoOro npoussoacTea v nonydpabpukatos - He paHee 1 HoA6ps / In-process inventory
and semi-finished products — on or after the 1** of November;

3. MUBOTHBIX Ha BbIPALLMBAHUM M OTKOPME (B TOM YKC/IE MOJIOAHSIKA MUBOTHBIX) - He paHee 1 HoA6pA
/ Animals in farming and fattening (including rearers) - on or after the 1° of November;

4, [leHeHbIx cpeacTs - He paHee 1 gekabps / Monetary assets - on or after the 1** of December;

5. 06s3aTenbCTB M Apyrux akTUBOB - He paHee 1 aekabps / Liabilities and other assets - on or after

the 1% of December.

TpeboBaHuA Kk NPOBOAMMON MHBEHTApPU3aLMK ONpPeaensTca nocTaHoBneHneM MuHucTepcTBa ¢UHAHCOB
Pecny6nuku benapycb ot 30.11.2007 N 180 «06 yTBEpAeHUM NHCTPYKLMM MO UHBEHTAPU3ALMN aKTUBOB
1 06513aTeNbCTB U NPU3HAHUK YTPATMBLUMM CUY HOPMAaTUBHOIO NPaBOBOr0 akTa MUHKUCTEpCTBa PUHAHCOB
Pecnybnukmn benapycb», 3akoH Pecnybnuku benapyck ot 12.07.2013 N 57-3 «0 byxrantepckoM y4yete K
OTYETHOCTM» U MHBIMM akTaMKu 3akoHogaTenbcTBa. / Requirements to the inventory are stipulated by
Resolution No. 180 of the Ministry of Finance of the Republic of Belarus dated 30.11.2007 “On approval of
Instruction on inventory of assets and liabilities and considering the regulatory legal act of the Ministry of
Finance of the Republic of Belarus to be no longer in force”, Law of the Republic of Belarus No. 57-3 dated
12.07.2013 “0On Accounting and Reporting” and other legal acts.

LleHTp He MoMeT HecTu oTBETCTBEHHOCTb 3a cobntogeHne KnueHToM TpeboBaHuit 3aKoHoAaTENbCTBA NpU
npoBeeHUM MHBEHTapU3aLmMK, 0gHaKo okaxseT KnneHTy Bce BosMoHoe copeiictaue / The Center cannot
be responsible for the Client's compliance with legal requirements in the process of inventory, but shall
assist the Client by all possible means.

LleHTp He okasbiBaeT ycayr no y4yeTy u xpaHeHuio The Center shall not render services of registering
BnaHkoB cTporoit otyeTHocTM KnueHTa. MocnegHuin  and storing Accountable forms of the Client. The
BbHYMOEH ocyllecTBAsATb y4eT W xpaHeHue latter shall register and store the Accountable
BbnaHkoB cTporoi oT4eTHOCTM camocTtoATesbHO B forms on its own in accordance with the laws of the
COOTBETCTBMM C 3akoHogaTenbcteoM Pecny6bnuku Republic of Belarus (Resolution No. 196 of the
benapycb («MocTaHoBneHue MunuctepctBa Ministry of Finance of the Republic of Belarus dated




¢uHaHcoB Pecnybnuiku benapych ot 18.12.2008 N
196 «06 yTBepaeHUM WHCTpykuuM o nopsake
UCMoNb30BaHuA U byxranTepckoro yyeta 61aHKoB
CTPOroM OTYETHOCTW, MPU3HAHUM YTPATMBLLUMM
CUly HEKOTOPbIX HOPMATMBHbLIX MPABOBLIX AKTOB
MuHuctepcTBa puHaHcoB Pecniybnuikmn benapycb» u
ap.).

6.1.3. KomaHaupoBkM

Mesagy UeHtpom u HKnueHToM pgocturaercs
cornawleHMe 0 TOM, Ha Koro Bo3jaraetcs
06513aHHOCTb MO COCTaBNEHUIO AOKYMEHTOB [ANA
KOMaHAMPOBKU Ha TeppUTOpUM UK 3a npeaenamu
Pecnybnuku benapychb.

JoKkyMeHTbl M WHDOpPMALUMSI MO KOMaHAWPOBKaM
LOnHbl NnepeaaBaTbes LieHTpy 3a ABa pabounx gHsA
0O [aThl Havana KOMAaHAMpPOBKM paboTHMKA.
[JoKkyMeHTbl U MHbOPMALMSA, BO3HUKAKLLME Mocne
BO3BpalleHns paboTHMKA M3  KOMaHOUPOBKU
nepenawTcA B TeyeHWe YeTblpex paboumx [Hel
nocne okOH4YaHUA KOMaHAWPOBKMU.

B cnyyae ecnum  pokyMeHTbl
camoctonTenbHo KnueHToM, emy
nepenaTtb LleHTpy:

odopmnsAoTCH
HeobxoguMMo

18.12.2008 “On approval of Instruction about
procedure for use and financial accounting of forms
of the strict accounting (Accountable forms), and
on considering some regulatory legal acts of the
Ministry of Finance of the Republic of Belarus to be
no longer in force "

6.1.3. Business trips

The Center and the Client agree upon who shall be
responsible for making business trip documents on
the territory of the Republic of Belarus and abroad.

Documents and information concerning the
business trip shall be given to the Center two days
before the business trip starts. Documents and
information arising after the employee’s business
trip shall be given to the Center within four business
days after the end of the business trip.

If the Client executes documents on its own, the
Client shall provide the Center with:

Ha Ttepputopum Pecny6nuku Benapycb / On the
territory of the Republic of Belarus

3a npegenamu Pecnybnukn Benapycb / Outside the
territory of the Republic of Belarus

1. Mpukas o koMaHaupoBke / Business trip
order;

2. KomaHaupoBouyHoe  ypoctoBepeHue  /
Business trip certificate;

3. ABaHcoBbIt  oTYeT paboTtHuka / The

employee's advance report.

1. Mpukas o koMmaHaupoBke / Business trip
order;

2. 3apaHue Ha komanaupoBKky / Business trip
task;

3. KomaHaupoBouyHoe  ypoctoBepeHue  /
Business trip certificate;

4, Otuet paboTHuka / The employee’s report;
5. ABaHcoBbIt  oTYeT pabotHuka / The

employee's advance report.

*B cnyyae, ecnum AnuTenbHocTb KomaHaupoBku 6onee 30 kaneHAapHbIX OHEW, WM B KOMaHAMPOBKY
HaMpaBNAOTCA OTAE/bHble KaTeropum paboTHUKOB (MHBANMAbI, MEHLLUMHBI, ONEKYHbl MM OTLbI, UMeKLLMe
peteit B Bo3pacTe oT 3 fo 14 neTt) HeO6X0AMMO TakMse MOyYUTb MUCbMEHHoe cornacue pabotHuka / If a
business trip lasts for more than 30 calendar days, or if specific categories of employees go on a business
trip (disabled people, women, foster parents or fathers of children aged from 3 to 14 years old), it is required

to receive the employee's written consent.

Koraa 06s3aHHOCTb MO 0GOPMIEHUID KOMAHAMPOBOK
Mo cornaweHulo CTOpOH Bo3naraeTcs Ha LleHTp,
KnueHty HeobxoguMo npefocTaBUTb emy
cnegyloLyio MHGopMaumio:

When upon the agreement between the Parties, the
obligation of making the business trip documents is
vested with the Center, the Client shall provide the
Center with the following information:

Ha Ttepputopum Pecny6nuku Benapyce / On the
territory of the Republic of Belarus

3a npegenamu Pecnybnukn Benapycb / Outside the
territory of the Republic of Belarus

MNepen oTbesnoM B koMaHaupoBky / Before going on
a business trip:

MNepen oTbesgoM B koMaHaupoBky / Before going on
a business trip:




1. OcHoBaHwue ans koMaHaupoBku / Reason for
a business trip;

2. ono KOMaHaMpYyeMoro paboTHuka/
Surname, name and patronymic of the employee,
going on a business trip;

3. JonaHocTb pabotHuka / Title of the
employee;

4, Cpoku koMaHauposku / Terms of a business
trip;

5. MecTo, Kyga KomaHgupyetcss paboTHuk /
Location where the employee is going on a business
trip;

6. Llens koMaHampoBku / Purpose of a business
trip.

7. Pasmep BbinnauneBaemMoro aBaHca / Amount

of paid advance payment;

Mocne Bo3BpaLyeHus u3 komanampoBku / Upon return
from a business trip:

1. ABaHcoBbIN 0TYET paboTHUKA UM YeKkK U UX
konuu, HeobxoguMble pnns 0bOPMNEHMS Takoro
otyeta / The employee's advance report or checks
and copies thereof, necessary for making such
report.

1. OcHoBaHwue ans koMaHaupoBku / Reason for
a business trip;
2. ON0  womaHaupyeMoro  paboTHuka  /

Surname, name and patronymic of the employee,
going on a business trip;

3. JonaHocTb pabothuka / Title of the
employee;

4, Cpoku koMaHauposku / Terms of a business
trip;

5. CtpaHa, Kyda koMaHaupyeTcsi paboTHUK /
Country where the employee is going on a business
trip;

6. Llens koMaHampoBku / Purpose of a business
trip;

7. MnaH BcTpey u neperosopos / Schedule of
meetings and negotiations;

8. Pasmep BbinnaumeBaemoro aBaHca / Amount

of paid advance payment;

Mocne Bo3BpaLyeHusa u3 komanamposku / Upon return
from a business trip:

1. KoHKpeTHble cBeAeHWs 0 NpodenaHHON B
koMaHaupoBke paboTe / Particular information about
work carried out during the business trip;

2. ABaHCOBbIN O0TYET paboTHUKA UK Yekn U UX
konuu, HeobxoguMble O ObOPMNEHUA TaKoro
otyeta / The employee's advance report or checks
and copies thereof, necessary for making such
report.

*B cnyyae, ecnum AnuTenbHocTb KomaHaupoBku 6onee 30 kaneHAapHbIX OHEW, WM B KOMaHAMPOBKY
HaMpPaBNAOTCA OTAE/bHble KaTeropum paboTHUKOB (MHBANMAbI, MEHLLUMHBI, ONEKYHbl UM OTLbI, UMEeKLLMe
peteit B Bospacte oT 3 Ao 14 net) Heo6X0AMMO TakMke MOAYYUTb NMUCbMEHHOEe cornacue paboTHUKA unu
coobwmnTb UeHTpy o TakoM cornacuu / If a business trip lasts for more than 30 calendar days, or if specific
categories of employees go on a business trip (disabled people, women, foster parents or fathers of children
aged from 3 to 14 years old), it is required to receive the employee's written consent or inform the Center

about such consent.

6.1.4. [laHHble No HaYMCNEHUIO NPOLEHTOB

Mpy HanMuum opHoro u3 cnepylowmx GakToB UK
CLOEeNoK, eMeMecsiyHo B byxranTepckoM ydyeTte
KnueHTa HeobX0AMMO HAUUCNATb LOXOA WUAU CyMMY
06513aTeNIbCTB M0 NPOLIEHTaM:

1. KNMeHT nofyunn NPOLEHTHBLIN 3aeM un
Kpeaur;

2. KNneHT NpeaoCcTaBu NPOLEHTHBIN 3aeM;

3. KnueHT npuobpen obauraumm;

4, CoBeplumn MHble coMocTaBUMble AEWCTBUSA
Unu coenku.

KnueHty  HeobxoguMo  npegocTaBuTb  LleHTpy

nHdopMaLMIO O CyMMe Takoro obs3aTenbcTBa, a

6.1.4. Data on interests accrual

If either of the following factors or deals occurs,
every month you're required to accrue either income
or liabilities amount for interest in the Client's
accounting statement:

1. The Client has received an interest-bearing
loan or credit;

2. The Client has granted an interest-bearing
loan or credit;

3. The Client has purchased stocks;

4, The Client has performed other relevant

actions or deals.

The Client is required to provide the Center with
information on the amount of such liability, as well
as on the amount of interest on such liabilities.




Takke 0 pasmepe TaKkUM
06513aTeNbCTBAM.

Ecnu kpeawut B3AT B HenopycckoM baHke, TO CyMMy
npoueHToB LieHTp MoMeM caMoCToATE/IbHO NOJTYyYUTb
0T Haanemawero 6aHka. Ecnu 3aem B3AT y
MHOCTPaHHOro baHka, opraHv3auuu nnm
npeaocTaBNseTC MHOCTPAHHOMY KOHTpAareHTy, TO
KnueHTy HeobxoauMmo npegocTaButb LleHTpy pacyet
NpoLeHTOB. ITO MOMET BbITb AOKYMEHT B CBO6OHOM
popMe, B KoTOpOM byaeT NoKka3aHo, kak NoayYnNach
Ta WM MHasA cymMa, U OyaeT 04YeBUAHO, Kakue
3HayeHuss HeobxoanMo NPoOBECTH B yyeTe.

6.1.5. Nokynka HeMaTepuanbHbix akTueoB (HMA)

B cnyuae ecnun KnueHT cosepluaet nokynky HMA, emy

npoueHToB no

HeobxoQuMOo npefocTaBUTb cnegytoulyio
nHpopMaLmio:
1. Mpukas unu cocTaB KOMUCCUU,

HeobxoauMble ans BBoga HMA B akcnnyaTtaumio;
2. [aTta BBOAa B akcnnyaTtaumio HMA;

3. Cpok akcninyataumu HMA

Bcs uHdpopMauuna, Heobxoanman LleHTpy B paboTe ¢
HMA, npepocrtaBnsieTcs OAQHOBPEMEHHO, €OWHbIM
nakeToM [OKYMEHTOB U cBefeHui. EE Heobxoammo
npefocTaBUTb  Kak TONMbko BcA  MHGopMaums
kacatenbHo HMA crtana wusBectHa KnueHTy M OH
MMeeT peasibHyi BO3MOMHOCTb NpPefoCcTaBUTL eé
LlenTpy.

6.1.6. Y4eT ocHOBHbIX cpeacTB

Mpu BBOAE B 3kcnnyatauuo OcHoeHbIx Cpeacts (0C)
LleHTpy Heobxoauma cnegywowan MHPopMauus oT
Knuenra:

1. MepeyeHb nuu, KoTopble ByayT B KOMUCCUU
WM HOMep W faTta npukasa (ecnu OH paHee
COCTABMANCA U HUYEro He MOMEHANOCH);

2. LWndp OC;

3. Cpok akcninyaTtaumio OC;

4, UuBeHTapHbIn HoMep OC;

5. KoMnnekTauuio 0C, ecnu moet
KOMIMJIeKTaUUS;

6. WHdopMmaumua o6 uHbIX pacxogax (kpome

ctroumocTy OC), koTopble A0NMHbI 6bITb OTHECEHbI Ha
yBenu4yeHune croumocTu OC

Bcs uHdopMauuna, Heobxoanman LleHTpy B paboTe ¢
OC npepoctaBnaeTc OAHOBPEMEHHO, €fMHbIM
nakeToM [OKYMEHTOB U cBedeHui. Eé Heobxogumo
npegocTaBUTb, Kak TONbkOo BCA  MHpOpMaUMs

If the credit is borrowed from a Belarusian bank, the
Center may receive the amount of interest from the
relevant bank on its own. If the credit is borrowed
from a foreign bank or organization, or if the credit is
granted to a foreign counter-agent, the Client has to
provide the Center with calculation of interest. Such
document can be executed in any form, but shall
contain information on how a particular amount was
calculated, and shall make it clear which values are
to be entered into the accounting statement.

6.1.5. Purchase of intangible assets

If the Client purchases any intangible assets, the
Client shall provide the following information:

1. Order of the commission or composition of
the commission which are required for putting
intangible assets in service;

2. Date on which intangible assets were put in
service;
3. Useful life of intangible assets

All information necessary for the Center for working
with intangible assets shall be provided as a single
set of documents and information. It shall be
provided as soon as the Client gets all information in
respect of intangible assets and has real possibility
to provide it to the Center.

6.1.6. Capital assets accounting

When you put capital assets in service, the Center
needs to get the following information from the
Client:

1. List of officials who will be commission
members, or the order number, or the order date (if
the order was made earlier, and no information was

changed);

2. Capital assets code;

3. Useful life of capital assets;

4, Capital assets inventory number;

5. Completing of capital assets, if completing is
going;

6. Information about other expenses (except

for the value of capital assets), which shall be
expensed to increase the value of capital assets

All information necessary for the Center for working
with intangible assets shall be provided as a single
set of documents and information. It shall be
provided as soon as the Client gets all information in



kacatenbHo OC ctana nssectHa KnueHTy, 1 oH nmeet
peanbHy BO3MOMSHOCTb NpeaocTaBuTb e€ LieHTpy.
6.1.7. MaHunynaummM c aBTOMO6MNSAMU U TOMJIMBOM
KNWeHT poNMeH NOHMMATL CieayioLIMe MOJIOMEHNA:

1. Ecnv y KnueHta ectb aBTOMO6MNb, 3HAUUT
[I0J1¥HO BbITb TOMMBO;

2. Ecnv y KnueHTta ecTb ToniMBO, 3HAUWT Yy
KNMEeHTa JONMeH bbITb aBTOMOBUN;

3. Ecnu KnueHT  cnucbiBaeT  6onblioe
KONNYECTBO TOM/IMBA, 3HAYUT Y HEro AONMHO bbiTb
HagjieMdallee [OnA 3TOro  KonauvecTBa TOMMBA
TPaHCNOPTHOE CpPeAcTBo.

[Ins Toro, utobbl LleHTp Mor 3aHMMaTbCA CNUCaHUEM
TONAMBA M KOMMEHcauuMen  pacxodoB Mo
3KCMAyaTauMn TPaHCMOPTHbIX  cpeactB, KnneHT
[ONTMEH NpeaoCTaBUTb:

1. [loroBop ¢ paboTHMKOM Ha KOMMEHcaLuio
pacxofoB 3@  3KCMAyaTauui  TPAHCMOPTHOMO
CpeacTBa WM [LOrOBOP apeHAbl TPaHCMOPTHOro

cpeactBa, wnvM  nepedatb  LleHTpy  OOKYMEHTHI,
noaTBepMaaloLLMe, YTO aBTOMOOWUNb MPUHAANEMUT
KnueHTy;

2. MpenoctaBUTb HOPMbI pacxoda TOMAMBA Ha
TPaHCNOPTHbIE CPEeACTBa;

3. Konua TexnacnopTta aBToMobuns;

4, MpenoctaBneHne oT4yeTa MO [ABUMSEHUIO
roproye-cMasoYHbIX MaTEPUANoB;

5. MpenocTaBnATh WHble LOKYMEHTBI,
noaTBepMaaloLliMe  pacxodbl Ha  cogepdaHue
TPaHCMOpPTHOrOo  cpeacTBa (aKkTbl 3@  PEMOHT,
CTpaxoBaHue aBTOMObUNSA, obHoBNEHKe
komrektaumm (B T.4.  3aMeHa  anTeuex,

aBTOMO6UMIbHOM pEBVIHbI), pacxodbl Ha TEXOCMOTP U

UHoe).
OT4eT MO [BUMEHUIO  rOpHYE-CMAa30YHbIX
MaTepuanos npeaocTaBnseTcs Knnentom

camocTonATenbHo. Ecnu KnueHt umeetr He 6onee
0[HOro TpaHCMopTHOro cpefcTsa, To LleHTp MoxeT
COCTaBJ/IATb OTYET MO ABUMSEHMIO FOPIOYE-CMa304HbIX
MaTepuanoB  CaMOCTOSTE/IbHO,  OTpaafa  3Tu
OEeNCTBUA Kak OTAENbHYI YCIyry B CYET-akTe
KnveHTta. 0TYET NO ABUMSEHMIO TOPHYE-CMA304HbIX
MaTepuanos npegoctaensetcA LleHTpy He nosgHee
10 yncna kaneHgapHoro mecsua.

B cnyyae Hanuuus y KnveHTa  HeCKoONbKKX
aBTOMObUMNEN, BCe JOKYMEHTbI KNNMEHTa NepeaarTcs
BMecTe, HO GOPMUPYIOTCS MO KaMAOMY OTAENIbHOMY
aBTOMObMN0. KNMeHT TakMe 06A3yeTca NnepeaaBaTb

respect of intangible assets and has real possibility
to provide it to the Center.

6.1.7. Procedures with cars and fuel

The Client has to acknowledge the following
statements:

1. If the Client has a car, it shall have fuel as
well;

2. If the Client has fuel, the Client must have a
car;

3. If the Client writes off a large amount of fuel,

it means that the Client has a motor vehicle that
corresponds to such amount of fuel consumption.

In order for the Center to be able to deal with fuel
write off and reimbursement of motor vehicle
exploitation expenses, the Client shall provide the
following:

1. Agreement with the employee on
reimbursement of car vehicle exploitation expenses,
or motor vehicle rental agreement, or provide the
Center with documents confirming that the car
belongs to the Client;

2. Provide fuel consumption norms
corresponding to motor vehicles;

3. A copy of a vehicle registration certificate;
4, Report on fuel and lubricants consumption;
5. Other documents confirming expenses for

motor vehicle maintenance (acts for repair works,
insurance, kitting renewal (including new first-aid-
kit bags, new car rubber), vehicle inspection
expenses, etc.)

The Client itself shall provide the report on fuel and
lubricants consumption. If the Client has no more
than one motor vehicle, the Center can make report
on fuel and lubricants consumption by itself,
specifying and reflecting such actions as a separate
service in the Client's invoice. The report on fuel and
lubricants consumption shall be provided to the
Center no later than on the 10" day of calendar
month.

If the Client has more than one car, all documents of
the Client shall be provided altogether, though shall
be made each for each specific car. The Client shall
also provide documents stipulated in clause 5, at
minimum once per month.



LOKYMEHTbI, MPeAYCMOTPEHHbIE N. 5, He peMse 0gHOro
pasa B Mecsill.

6.1.8. MpeacraButenbcrue
peknamHble aKkLMmn U KOpNopaTUBbI
B cnyyae npoBeaenns KnneHToM NpeacTaBUTENIbCKUX
MepOonpUsaTUM, peKnaMHbIX akLun unm
OpraH1M30BaHHOMO oTabixa
paboTHuKoB (koprniopatusos), KnneHTy Heobxoanmo
npesocTaBuUTb Lentpy cnepyoLwmm naket
[LOKYMEHTOB:

1. MpuKka3 o NnpoBeaeHNM NpPeacTaBUTENBLCKOMO
MeponpuaTus, peknaMHowu akLum unu
OpraHWM30BaHHOI0 0TAbIXa PaboTHUKOB;

2. MnaH npoBegeHuss MpeacTaBUTENBLCKOMO
MeponpuaTus, peknaMHowu aKkLmum unu
OpraH1M30BaHHOI0 OTAbIXa COTPYAHWUKOB;

3. CeepeHus o 6ioax.eTe, onpeaeneHHOM Ans
npoBedeHns MNpeacTaBUTENBCKOrO MEepOoNpUATUS,
peknaMHOM akuuM WM OpraHM30BaHHOIO OTAbIXa
COTPYAHWKOB;

4, OTyeT 0 nMpoBefAeHWM MpeLCcTaBUTENbCKOIo
MeponpuaTus, peknaMHowu akLum unu
OpraHWM30BaHHOI0 0TAbIXa COTPYAHWUKOB.

Mo cornacoBaHuio c LleHTpoM, MoAroToBKa TaKkuX
[OKYMEHTOB MOMeT bbiTb ocywiecTBneHa LleHTpom
CaMOCTOATENIbHO, HO 3TO byAeT yyTeHO B CYET-aKkTe
Kak oTAenbHasa ycnyra.

6.2. AN4 IT U BJIN3KUX UM

6.2.1. MokynkKn y MHoCTpaHueB

Ecnu KnueHT B cBOoel [eATeNIbBHOCTU 3akn4aeT
[OroBopbl  KYMAW-NpogaMM C  WHOCTPAHHbIMU
KOHTpareHTaMu, To eMy HeobxoaMMO NpPefoCTaBUTb
LleHTpy cnegylowime AOKYMEHThI:

1. Konuio 3akniyeHHoro medsagy KnveHToM u
MHOCTPaHHbIM KOHTPAreHTOM [0roBOpa WK CCbUTKY
Ha Ny6/MYHbIN AOroBOP, K KOTOPOMY MPUCOEANHUICS
Knuent. LleHTp umeeT npaBo 3anpocutb y KnuneHTa
nepeBo/ Takoro 40roBopa, Npu 3TOM pacxoabl Mo ero
nepesogy HeceT KNneHT;

MeponpusaTUs,

2. Invoice no 3aknYeHHOMY [OOroBOpY MU
Invoice, noanucaHHbIN 06eMMM  CTOPOHaMKU U
UMEIOLLMIA BCE PEKBU3UTLI LOrOBOPA;

3. AKTbl BbIMOJIHEHHbIX PaboT / OKa3aHHbLIX
ycnyr. B cnyyae otcytctBusA awtos, LleHTp MoMset
okasaTb KnueHTy ycnyry no noaroToBKE aKkTOB B
OJHOCTOPOHHEM MopAAke, HO NNLWLb B Cy4asix, koraa
3aKkoHOAATEIbCTBOM NPEAO0CTaB/IEHO Takoe MNpaBo;

6.1.8. Hospitality, promotional and corporate events

If the Client holds hospitality, promotional or
organized leisure events for the employees
(corporate events), the Client shall provide the
Center with the following document set:

1. Order on holding hospitality, promotion or
organized leisure events for the employees;

2. Schedule of the hospitality, promotion or
organized leisure events for the employees;

3. Information about budget allocated for
holding the hospitality, promotion or organized
leisure events for the employees;

4, Report after holding hospitality, promotion
or organized leisure events for the employees.

Upon agreement with the Center, the Center can
prepare such documents itself, but this will be
reflected as a separate service in the Client's invoice.

6.2. FOR IT-COMPANIES AND RELATED AREAS

6.2.1. Purchases from foreign persons

If in the course of its activity the Client enters into
purchase-and-sale agreements with foreign
counter-agents, it shall provide the Center with the
following documents:

1. A copy of the agreement entered into
between the Client and a foreign counter-agent, or a
link to a public document to which the Client has
acceded. The Center has the right to request a
translation of such document from the Client, in
which case the Client shall cover expenses for such
translation.

2. The Invoice on the entered agreement, or the
Invoice signed by both parties and containing all
details of the agreement;

3. Work Completion Statement /Service
acceptance acts. If no acts are provided, the Center
can render services on making thereof on a unilateral
basis, however only in cases when such right is
provided for by the law;



4, Onucanve npuobpeTeHHoM paboTbl WM
yCAyru, € Uenbio JanbHenwero oTpaMeHus AaHHoM
onepauuu B byxrantepckoM y4eTe;

6.2.2. Pa6ora c Apple, Google M aHanormyHbiMu
nnowaakamm

Mpn pabote HWKnuenta c Apple, Google wu
QHaNorMYHbIMK nnoLlagKkamu, HeobxoanMo
npepoctaBnAThb LleHTpy cneayiolime cBefeHus:

1. Gross Revenue B paspese kaxsgoro M10;

2. Gross Revenue B paspese no cTpaHaM ans
kasaoro otaenbHoro MM0;

3. CeepneHus o cyMMax
Google/Apple/vHoit nnowaakm;

4, CyMMa Hanoros, ynnadeHHan Ha TeppuUTopum
MHOCTPAHHbIX FOCYAapcTB  OT  peanusauMM  Ha
Google/Apple/vHoi nnowaake;

5. CymMMa npopgas Ha Tepputopun Pecnybnuku
Benapycs;

6. MpenoctaBUTb OLHOCTOPOHHWUWA  aKT,
3anpocutb ero popmupoBaHue y LieHTpa.

* B cnyyae pabotbl ¢ UpWork Heobxooumo Take
NpeaocTaBUTb OTYET O BbIpYYKeE.

Ecnu KnueHT xo4eT nepenomuTtb 0b6A3aTenbcTBa no
MoJlyYEeHU0 BbllLenepeyncneHHon MHGopMauum Ha
LleHTp, cTOpoHaMM MoMeT 6blTb  AOCTUTHYTO
cornalieHue, nyTem npocTaBNeHNn
COOTBETCTBYIOLLEN OTMeTkM B PerucrpaumoHHOM
dopMe, no noBoay okasaHuA LleHTpoM oTaenbHOW
ycnyrv KnueHTy, B pamkax koTopoit KnueHT nepepaet
[OCTyn K OaHHoWM uHpopmauum LeHntpy, a LleHTp
CaMOCTOATENIbHO MW3BNIekaeT €€ W NpUMeHseT B
byxranTepckoM y4ere.

6.2.3. CospaHne HeMaTepuanbHbIX aKTUBOB

B cnyyae ecnu KnMeHT HauMHaeT Npouecc co3aaHus
HematepuanbHoro Aktnea (HMA), emy Heobxoanmo
npeaocTaBUTb CleayoLLy o UHGopMaLMio:

KOMUCCUUN

nnun

1. Mpuka3s o Havane co3ganmsa HMA

2. MepeyeHb 3aTpaT UAM MPUHLMMN OTHECEHUSA
3aTpaTt Ha HMA

3. Kak BapuaHT eMseMecsiuHyl0 UHpopMaLmio,

YTo OTHOCUTb Ha HMA

Bcs uHdopMauuna, Heobxoanman LleHTpy B paboTe ¢
HMA, npepocrtaBnsieTcs OAQHOBPEMEHHO, €OWHbIM
nakeToM [OKYMEHTOB U cBefeHuin. EE Heobxoammo
npefocTaBUTb  Kak TONMbKo BCcA  MHGopMaums
kacatenbHo HMA crtana wusBectHa KnueHTy u OH
MMeeT peasibHyi BO3MOMHOCTb NpPefoCcTaBUTb eé
LlenTpy.

6.3. /1A 3AH UMAIOLLIUXCA TOPIOBJIEM

6.3.1. Po3HnyHas Toproens

4, Description of purchased works or services
for the purpose of further reflecting thereof in the
accounting statement.

6.2.2. Operations with Apple, Google and the like
platforms

If the Client performs operation at Apple, Google and
the like platforms, the Client shall provide the Center
with the following information:

1. Gross Revenue separately for each software;
2. Gross Revenue separately per country for
each software;

3. Amount of charges from Google/Apple/ other
platform;

4, Amount of taxes paid at the foreign countries

territory from operating at Google/Apple/ other
platform;

5. Amount from sales at the territory of the
Republic of Belarus;
6. A unilateral act, or request from the center

to prepare such act.

* In case you work with UpWork, it's also required to
provide a revenue report.

If the Client intends to transfer obligations on
receiving the above information to the Center, the
parties can reach an agreement by way of placing a
respective mark in the Registration form in respect
of provision of a separate service by the Center, in
the frame of which the Client shall give access to
such information to the Center, and the Center itself
extracts such information and uses it in the
accounting statement.

6.2.3. Intangible assets creation
If the Client starts to build intangible assets, the
Client shall provide the following information:

1. Order to start to build intangible assets;

2. List of expenses or the method of assigning
costs to intangible assets;

3. As an option — monthly information on what

data to assign to intangible assets

All information necessary for the Center for working
with intangible assets shall be provided as a single
set of documents and information. It shall be
provided as soon as the Client gets all information in
respect of intangible assets and has real possibility
to provide it to the Center.

6.3. FOR THOSE ENGAGED INTO TRADING
6.3.1. Retail trading



lMpu ocywecTBNEHMM PO3HUYHOM TOProBae ToBapamu,
KnueHT o06M3aH BHOCUTbL BCH MHPOpPMALMIO O
npogadax ToBapa B NporpaMMmy y4yeTa He pexse
ofHOro pasa B Hegenw. WtoroBble paHHble 3a
npoweawnin Mecsl A0NMHbl 6bITb BHECEHbI He
nosgHee TpPeTbero YNCa, Tak Kak YeTBEPTOro Yncna
y KnneHTa cyllectByeT 0653aHHOCTb MNOAAYM OTYETA
B Cratuctnueckmit komutet Pecnybnmkm benapychb.
6.3.2. UMnopTHbIe onepaLyu

Mpn BBO3e TOBapa wu3 EA3C KnueHT o069a3aH
npepgocTaBuTb LleHTpy cneayiolume 0OKYMEHTbI:

1. [lorosop;

2. CyeT unu cneuudmKaLmio, COOTBETCTBYHLLYIO
yC/I0BUAM [10r0BOPA;

3. ToBapHyto HaknagHyio;

4, Cuet-daKktypy;

5. CMR;

6. Ceptudukat cootsetcTBua (AN OTAENbHbIX

BMOOB TOBapoOB, TakuX Kak Med, obopyagoBaHue unu
[ETCKMe ToBapbl);

7. MacnopT KayecTBa;

8. Cratuctuyeckas geknapauus;

Mpn BBO3e TOBapa W3 WHbIX cTpaH, KnueHTy
HeobxoaMMO NpeaoCcTaBUTh:

1. [lorosop;

2. Invoice;

3. TaMoMseHHas geknapauus;

4. YnakoBOYHbIN NCT;

5. CMR;

6. Ceptudmkat  (ons  oTAENbHbIX  BWOOB
TOBApOB, TakMUX Kak Mef, 06opyaoBaHue Unu geTckue
TOBapbl).

7. B cnyyae ecnu nepeBo3uuk ABNSAETCA

MHOCTPAHLUEM — H806X0,L1VIMO noy4ynTb CrpaBKy 0 ero
NOCTOAHHOM MECTe HaxoMaeHund;

8. Akt nepeBoskn Memay KnueHToM
NepeBO3YMKOM.
CnpaBka 0 MOCTOSSHHOM MeCTe  HaXoMAeHusl

nepeBO3YMKa M aKT NepeBo3ku Meday KNneHToM u
nepeBO34YNKOM MEpeaarTCA OTAENbHO He Mo3fHee
10 uncna Mecsua, cnegylowero 3a nepeso3kon. 31o
CBA3aHO C TeM, YTO 6€3 3TUX JOKYMEHTOB MOryT BbITb
yTEPAHbI CyYMMa pacxodoB, YTO TMOBAMSAET Ha
BepHOCTb opopMneHus geknapauuni Knuexta.

6.3.3. IkcnopTHbIe onepauuu
Mpu 3kcnopte ToBapoB B EA3C KnueHT o069a3aH
npepgocTaBuTb LleHTpy cneayiolume 0OKYMEHTbI:

If the Client is engaged into retail trading of goods,
the Client shall enter information about the sales of
goods in the accounting program at least once per
week. Final data for the past month shall be entered
no later than on the third day of the month, since on
the fourth day of the month the Client has to file the
report to the Statistics Committee of the Republic of
Belarus.

6.3.2. Import operations

In case of importation of goods from the EAEU, the
Client shall provide the Center with the following
documents:

1. Agreement;

2. Bill or specification corresponding to the
terms of the agreement;

3. Consignment note;

4. Invoice;

5. CMR;

6. Conformity certificate (for specific types of

goods, such as honey, equipment or goods for
children);

7. Quality certificate;

8. Intrastat;

In case of importation of goods from other countries,
the Client shall provide:

1. Agreement;

2. Invoice;

3. Customs declaration;

4. Packing list;

5. CMR;

6. Certificate (for specific types of goods, such

as honey, equipment or goods for children);

7. If a carrier is a foreign national — it's required
to get a permanent residence certificate;

8. Carrier's statement concluded between the
Client and the carrier.

A carrier's permanent residence certificate and a
carrier's statement concluded between the Client
and the carrier shall be provided separately no later
than on the 10" day of the month following the
carriage. This is made for the reason that without
these documents some costs might be lost, which
will influence the accuracy of the Client's
declarations.

6.3.3. Export operations

In case of exportation of goods to the EAEU, the Client
shall provide the Center with the following
documents:



[lorosop;

ToBapHana HaknagHas;

CMR;

CtaTucTMYeckan aeknapaums.

Mpn BBO3e TOBApoOB M3 WHbIX CcTpaH KnueHTy
HeobxoaMMO NpeaoCcTaBUTb:

[Horosop;

ToBapHas HaknagHas;

CMR;

lpy3oBas TaMoMeHHas Aeknapaums.

6.3.4. KommyHukauusa LleHtpa u KnueHta npu
3KcnopTe Unu uMnopre:

BHe 3aBMCMMOCTM OT TOro, U3 Kakoro rocyaapcTea
OCYLLECTBNANCS UMIMOPT, KaMaas NocTaBka B Clyvae
nepenayvn 4OKYMEHTOB B COOTBETCTBUM cO CnocoboM
1 pondsHa bbITb CrpyNNMpoBaHa B 0TAeNbHble $painbl,
B KOTOPbIX XpaHATCS BCe HE0H6X0AUMbIE AOKYMEHTHI.
B cnyyae nepenayn 4OKYMeHTOB B COOTBETCTBUM CO
CnocoboM 2, [OKYMEHTbI MO KaMAOW OTAENbHOW
nocTaBke [ONMHbI pasMeLaTbCcsl B OTAEMbHbIX
dainax u rpynnMpoBaTbcA B Nanky WMAM apxuB Mo
0TAeNbHbIM NePEBO3KaM.

6.3.5. BHe 3aBMCMMOCTHM OT onepaumii:

KnueHt o06RA3yeTcA caMocTosATeNlbHO 0GOpPMAATb
BaNIOTHbINA pacxod v NPUXoA B cly4ae, ecnu ux obuuee
KoJiM4yecTBO bonee LWecCTu.

B cnyyae ecnu HKnueHT cospgaer M npogaer
cobCTBEHHBIN NpoAYKT, eMy HeobxoauMMo NepenaTtb
LleHTpy BMeCTe ¢ NpoYMMK JOKYMEHTAMMW HaknagHble
CBA3aHHble C CO34aHWeM ToBapa WM NepefaTtb
nepeyeHb 3aTpaT Ha Co3AaHWe TOBapa.

PN~

7. 0COBEH H OCTW, CPOKU NMPEOOCTABJIEH UAA U
OBPABOTKN UH ®OPMALIUA MO MNJIATENMAM
KNUEHTA

7.1. PABOTA C KJIUEH TAMU

Mexsay LleHTpoM 1 KnveHTom MoryT BbiCTpavMBaTbCA
cnegylowme MOAENM B3auMOOENCTBUA B YacTu
paboTbl C NnaTeaMu:

1. KnNMeHT caMoCTOATENbHO OCYLLECTBAAET BCHO
paboTy c nnaTemamu;

2. LleHTp BegeT paboTy c nnatedxamu KnueHTa:

2.1. Tonbko 3anonHAEeT [OOKYMEHTbl MO 3asiBKe
KnueHTa;

2.2. 3anonHaeT [OKyMeHTbl no 3aaBke KnveHTa u
NnoanuchbIBaeT UX OT €ro UMEHM.

B cnyyae wu3bpaHua opgHoro M3  cnocoboBs
B3auMopencteus, KnveHT BrpaBe ero W3MeHWUTb
nytemM HanpasneHus yeegomsienusa LeHTpy wnm
3anpocuTb y LEHTpa MNPOU3BELEHUSA OLHOr0 WAn

1. Agreement;

2. Consignment note;
3. CMR;

4, Intrastat.

In case of importation of goods from other countries,
the Client shall provide:

Agreement;

Consignment note;

CMR;

Cargo Customs declaration.

6.3.4. Communication between the Client and the
Center in the course of export and import operations:
Regardless of the country from which the goods were
imported, and in case the documents are provided in
accordance with Method 1, each shipment shall be
grouped in separate files, in which all necessary
documents are stored.

In case the documents are provided in accordance
with Method 2, documents for each separate
shipment shall be packed in separate files and
grouped in the folder or back file per separate
shipments.

6.3.5. Regardless of the operations:

The Client undertakes to record the currency income
and expenditure on its own, if total amount thereof
exceeds six.

If the Client creates or sells its own product, the
Client, along with other documents, shall provide to
the Center declarations related to the creation of
goods, or provide the list of expenditures for the
creation of goods.

7. SPECIFICS AND TERMS OF THE PROVISION AND
PROCESSING OF THE CLIENT'S PAYMENT
INFORMATION

7.1. WORK WITH CLIENTS

The Center and the Client may cooperate according
to the following interaction models when working
with payments:

1. The Client independently carries out all work
related to payments;

2. The Center works with the Client's payments:

2.1. Only fills in the documents at the Client's
request;

2.2.Fills in the documents at the Client's request and
signs them on their behalf.

If the Client selected one of the interaction methods,
the Client is entitled to change it by sending a
notification to the Center or request the Center to
make one or more payments by sending the advance



HEeCKONbKMX NnaTeMsen, HanpaBuB NpeaBapUTENbHYI0
3anABKy, KoTopyl LleHTp BMnpaBe OTKAOHMUTD,
yBegomuB 06 3ToM KnueHTa.

7.2. CAMOCTOATE/IbH OE NPOBEQEH ME NJATEMEN
KIMEHTOM

B cnyyae ecnu KnueHT peliaeT caMocToATeNbHO
3aHMMATbCA NPOBEAEHUEM CBOUX MNaTeeu, T0 eMy
HeobxoauMo npepocTaButb LleHTpy poctyn K
MHTEpHEeT-6aHKUHIY, C MCMONb30BaHMEM KOTOPOro
obopmMnAoTCA Takue nnaTeMsu. ITo HeobxoauMMo ans
Toro, 4tobbl LleHTp vMen BO3MOMHOCTb Mosly4aTh
BbINUCKK MO cyeTaM KnueHTa ANA OTPaMKeHUs uX B
byxrantepckoM 1 HanoroBoM yyeTe KaneHTa.
Mexsgy HKnueHtom wu  LeHTpoMm Moxer
[LOCTUMHYTO COrnallieHne, OTAelbHO OMMCbiBAaEMOE B
PernctpaunoHHoi ¢opme, o ToM, 4To LleHTp rotoBut
nnaTeMHble NoOpyYeHUs N0 HAYUCIEHNHO 3apaboTHoO
nnatbl M WCMONHEHUK HANOroBbiX 06A3aTeNbCTB.
Takne nnatemm NpoBOAATCA C MpeaBapuUTE/IbHbIM
COrnacoBaHMeM CyMMbI NnaTesa Mexay KnmeHTom un
OTBETCTBEHHbIM COTPYAHUKOM LleHTpa.

7.3. LEHTP BEAET PABOTY C MJIATEMGAMU KJIMEHTA
B3saumopenicteue memsay LleHtpom n KnueHtoM B
YacTW OCYLLEeCTBNEHUA MaTeMseit NPONCXOANT Yepes
cepBuc «I'paduk LleHtp
CaMOCTOATENIbHO NPOBOAUT peructpauumio KnmeHTta B
cepeuce «Ipaduk nnatexen». Mocne peructpauum,
Uentp  HanpaBnaetr  KnueHTy  3neKTpOHHOe
coobLeHne, cogepkalliee IOTWH U Naposib A40CTYNa K
cepeucy «Ipaduk nnatedse», a TakMe CCbIIKKU Ha

6bITb

nnaTteMsemn».

obyyarowme Bugeo u  FAQ. no BonpocaM
3KCMNayaTauMm 4aHHOro cepBuca.

3anonHeHue LleHTpoM nnaTeMHbIX MOPYyYeHUN
Knuenra:

B cnyyae 4yacTMyHOro npoBeaeHUs MnaTeMeu

LlenTpoM, KnueHT pondeH fnvwWb npefocTaBAATb
uHbopmaumio o nnatedsax yepes cepsuc «lpadun
MnateMel», HO npu 3TOM OH He nepegaet
6aHKkoBCKkUM KntoY LleHTpy.

LleHTp roToBMT AOKYMEHTbLI K NOANUCAHMI0 KNMeHTOM,
a nocne WCMONHEHUA BCEX 3aABOK HanpaBnsieT
yBeoMjieHMe 06 UX TOTOBHOCTM Yepe3 CepBuUC
«papuk nnatemen». LUeHtp u  KnueHt B
PernctpauvoHHo# ¢opMe OONMHbI  MPUIATU K
COrNaLleHWo 0 BPEMEHW HanpaBfeHWUs! yBEeJOMIIEHNA
0 TrOTOBHOCTM  [OKYMEHTOB K  MOAMUCAHUIO.
KonuuecTBo Takux yBeOMJIEHUNA B AEHb HE MOMET
6biTb 60onee AByx. YBegoMneHuss o HeobxoanMoCTH

request, which the Center is entitled to reject, having
notified the Client thereof.

7.2. EFFECTING PAYMENTS BY THE CLIENT

If the Client decides to make their payments by their
own, they shall provide the Center with access to the
Internet banking that is used to make such
payments. This is necessary for the Center to receive
the statements of the Client's accounts to reflect
them in the accounting and tax records of the Client.

The Client and the Center may conclude an
agreement, separately described in the Registration
Form, that the Center shall prepare payment orders
for salary accounting and fulfilling the tax
obligations. Such payments shall be effected upon
prior approval of the payment amount by the Client
and the responsible employee of the Center.

7.3. THE CENTER WORKS WITH THE CLIENT'S
PAYMENTS

The Center and the Client shall interaction about
effecting payments via the "Payment Schedule"
service. The Center shall register the Client in the
"Payment Schedule" service. After the registration,
the Center shall send to the Client an e-mail
containing the login and password to access the
"Payment Schedule" service, as well as links to
training videos and F. A.Q. on the operation of this
service.

Completing the Client's payment orders by the
Center:

If the Center partially effects payments, the Client
shall only provide the information about payments
via the "Payment Schedule" service, with no need to
transfer the Bank key to the Center.

The Center shall prepare the documents for signing
by the Client, and after all the applications have been
completed, it shall send a notice of their readiness
via the "Payment Schedule" service. The Center and
the Client shall coordinate in the Registration form
the time of sending the notice of readiness of the
documents for signing. The number of such
notifications per day may not be more than two.
Notifications about the need to sign the documents
may be sent between 10:00 and 15:00.



NoANMCaHWUA OOKYMEHTOB MOMET HanpaBATbCS B
nepuog Mexsay 10:00 n 15:00.

Mocne oTnpaBkn yBeAOMNIEHUMA O TOTOBHOCTU
OOKYMEeHTa, KOHTpPOJIb U OTBETCTBEHHOCTb 3ad
cBOoeBpeMeHHoe ncnojHeHune OO0KYMEeHTa
BO3naraetca Ha KnueHTa. U,EHT[J HeceT
OTBETCTBEHHOCTb JiMllb B TOM Chy4yae, Korga
HEGJ'IGFOI'I[JMFITHI:IE nocneacreua BO3HUK/TU
Bcneacreue HEeKOPPEKTHOIro 3anoJjiIHeHUA

LOKYMeHTOB. B cnyyae nognucaHus M oTnpaBKku
NoAroTOB/IEHHONO [OKYMEHTa B 6aHK [0 MOMEHTa
OTNpaBKkKU yBefoMNeHuss u3 cepBuca «lpaduk
nnaTeemn», OTBETCTBEHHOCTb 3@ UCMOJIHEHWE TaKkoro
[OKYMeHTa MNoJIHOCTbIO Bo3naraeTcs Ha Knuenta.

3anonHeHuWe M NoAnMMUCaHWe NnaTeMsHbIX NOpy4YeHuUi

LeHTpom:
Ecnu LenTp nonHocTblo npoBoaut nnateasn KnveHTa,
nocnegHuUn  OONMEH npenocTaBuUTb LleHtpy

6aHKOBCKUIA KNIOY ANSi BO3MOMSHOCTM MOANUCaHUA
NnaTeMHbIX NOPYYEHUI 1 Nepeaayn ux B baHk.
LlenTpoM Ha ocHoBaHuM 3anABok  KnueHTa,
obopMNieHHbIX € noMowbio cepBuca «lpaduk
nnaTeMsen», 3anofiHAET MyaTeHble MopyyeHus, a
TakMe NoAnMcbIBaeT X 6aHKOBCKUM KJTHOYOM.

7.4. U'H OOPMALIMA, HEOBXOAUMASA ONA

NPOBEJEH UA NNATEMEN:

Koroa LUeHTp okasbiBaeT HKnueHty ycayrm no
NpoBefieHNI0 MnaTeden, MociefHUN HanpasnseT
LlenTpy 3anBKy Ans opopMmneHus nnaTeda 4depes
cepeuc «lpadpuk nnatedseit». [ns Toro 4To6bI
3anBKka bbina obpaboTaHa, KnueHTy HeobxoauMo
NpUNOMUTL K HaMpaBifAeMol 3asiBke [OKYMEHT,
COAepMKaLLmnii Bce He0b6X0AMMble PEKBU3UTLI OMAATHI,
¥ JOMONIHUTEJIBHO YKa3aTb CYMM NniaTedsa.
JokyMeHT, KoTopbin KnueHT npuknagbiBaeT K
3anBKe, JONIMKEH COAEPMKaTb CieayioLine AaHHble:

1. UInbopmaums o Ha3HAYEHUU NNATEMA;
2. WHdopmaums o  nonyyatene
(HaumeHosaHue u YH);

3. PacueTHbIi cueT ansa onnatbl B dopMate IBAN;

4. HanmeHoBaHue baHka 1 ero kop;

5. YKka3aTb BanoTy 1 CyMMy nnaTea.

5.1. Ecnm vy HKnueHTa cyuwectByeT HeCKONbKO
6aHKOBCKMX CYETOB B OOHOM WM HECKOJIbKUX
6aHKkax, B 3afBKe HeobX0AMMO ykasaTb, C Kakoro
MMeHHO 6aHKOBCKOro cyeTa  ocyllecTBiseTcs

nnaTteMa

nnaTe;
5.2. Ecnm gna vcnonHenua 3asBkM y KnveHTa Ha
cyeTy HeOQoOCTaTOYMHO BanloTbl MyaTeMsa, B 3asBKe
HeobxoaMMo [AOMNOJIHUTESIbHO ykasaTb 0

After sending a notice of readiness of the document,
control and responsibility for the timely execution of
the document shall rest with the Client. The Center
shall be liable only when adverse consequences have
arisen as a result of incorrect completing the
documents. If the prepared document is signed and
sent to the Bank before the notice is sent from the
"Payment Schedule" service, the responsibility for
the execution of such document shall be fully borne
by the Client.

Completing and signing of payment orders by the
Center:

If the Center fully effects payments of the Client, the
latter shall provide the Center with the Bank key to
sign payment orders and transfer them to the Bank.

Based on the Client's requests made via the
"Payment Schedule" service, the Center shall fill in
the payment orders and sign them with the Bank key

7.4. INFORMATION REQUIRED FOR EFFECTING
PAYMENTS:

When the Center effects payments for the Client, the
latter shall send a request for effecting the payment
through the "Payment Schedule" service. For the
request to be processed, the Client shall attach to
the submitted request a document containing all the
necessary payment details, and additionally specify
the amount of payment.

The document that the Client shall attach to the
request shall contain the following data:

1. Payment purpose information;

2. Information about the beneficiary (Name and
taxpayer's identification number);

3. Current account for payment in the IBAN format;
4. Bank name and code;

5. Specify the currency and amount of payment.
5.1. If the Client has several Bank accounts in one or
several banks, it is necessary to specify in the
request what Bank account shall be used to make
payment;

5.2. If the Client has not enough currency of
payment in the account to fulfill the request, it is
necessary to additionally specify in the request to



HeobXxoAMMOCTU OMMUAAHUA MOCTYNNEHUA Baj HOTb
nnatema Ha CYeT WKW OOMNOJIHUTENIbHO MOCTaBUTb
3asiBKYy Ha NpoAaMy MHOCTPaHHOW BanioThl;

5.3. B 3aABKe HE0BX0AMMO YTOUHUTbL, NPUBA3aHa Nu
CYMMa MnnaTeda Kk MHOWM BanoTe, a ecnv NpuBA3aHa,
TO:

5.3.1. B COOTHOLLEHWM C KaKkoW BaNlOTON HEOOX0AMMO
NMPOBOAWUTbL PacyeT;

await the arrival of the currency of payment to the
account or place an additional request for selling the
foreign currency;

5.3. The request shall specify whether the payment
amount is tied to the other currency, and if so, then:

5.3.1. What currency should be used to make
calculation;

HANPUMEP / FOR EXAMPLE:

H eobxoguMo onnatuTb GenopycckuMm pybnamm B cyMme, akeusaneHTHon 1 000 EUR /
It is necessary to pay in Belarusian rubles the amount equivalent to 1,000 EUR

5.3.2. B COOTHOLWEHUN C KypCOM BaOT KaKoro
6aHKka NpoBOAWTbL pacyeT;

5.3.2. The exchange rate of what Bank should be
used to make calculation;

HANPUMEP / FOR EXAMPLE:

HeobxoguMo onnatute 6benopycckumu pybnamum B cymme, 3akeuBaneHTHon 1000 EUR no Kypcy
BenlaslpombaHk / It is necessary to pay in Belarusian rubles the amount equivalent to 1,000 EUR at the

exchange rate of BelGazPromBank

5.3.3. B cooTHOWeHMM ¢ kypcoM BaoT Ha kakyt 5.3.3. The exchange rate of what date should be

AaTy Heob6X0AMMO NPOBOAUTL pacyer.

used to make calculation;

HANPUMEP / FOR EXAMPLE:

HeobxoguMo onnatute 6Genopycckumu pybnamum B cymme, 3ksBuBaneHtHon 1000 EUR no Kypcy
BenlasMpomMbaHk Ha 01.04.2019 / It is necessary to pay in Belarusian rubles the amount equivalent to
1,000 EUR at the exchange rate of BelGazPromBank of 01.04.2019

LleHTp He npoBoauT NnaTeMu B ciydae, ecnm Knuent
He MpuKNagbiBaeT Kk 3asBKe AOKYMEHT, Ha OCHOBAHWUM
KOTOpOro MpPOBOAWUTCA onnata. Takoe npoBefeHue
nnateen nogpasyMeBaeT [OMONHUTENIbHbIE PUCKK
owunbok MpuM  OKasaHUM  yCcAyr, a TakMe
HEBO3MOMHOCTb MPOBECTU HeKoTopble onepauumn
HeKoTopble MiaTeMu TONbKO MO MpeAocTaBNSEeMON
nHGopMaLum.

The Center shall not effect payments if the Client
does not attach to the request the document that
is used as a basis for payment. Effecting
payments in such case involves additional risk of
error in the provision of services, as well as
inability to carry out some operations and some
payments based only on the information
provided.

NPUMEPbI HEBO3MOMH OCTU NMPOBEJEH UA NNTATEMKEN / EXAMPLES WHEN IT IS IMPOSSIBLE TO EFFECT

PAYMENTS:

Mpy nocTynneHun 3asiBKM Mo onnate Nno AOroBOpY ONepaTopoB CBA3M PasfiMMHblE YCIYrM MOryT 6biTb
pasgeneHbl Ha pasHble cyeta (ycayru npegoctaenequa goctyna B Cetb UHTepHET u yciyrn MobunbHON

cBA3N).

Mpv apeHae NoMeLLeHUa M onnaTe KOMMYHAJbHBIX NAaTeden No 0AHOMY AOroBopy, Ans onnaTbl MOryT
6bITb NPegHa3HaYeHbl Pa3IMYHbIE CHETA KOHTpAreHTa.

/ When a payment order is received under the contract of the communications providers, various services
may be divided into different accounts (Internet access services and mobile services).

When renting the premises and paying utility bills under the same agreement, different counterparty

accounts may be used for payment.




UcknioueHnem aABnaeTcA Cﬂy‘-lal;'i, npn  KOTOPOM
ocyulecTBnfeTcA I'IOBTOprIl;i njate® no OAHOMY M
TOMY e 06ﬂ3aTEJ1bCTBy nepen teM de KOHTPAreHToM.
Knuent H806XO,DMMO YTOYHUTE B 3adABKe CYyMMy
njiateMa, yka3aTb KOHTpAreHtTa M CYeT njiateaa, B
CYeT KoToporo H806X0,DMMO ocywiecTBmUTb onnarty.

7.5. OBLLEH UE MEM Y LIEH TPOM KJIUEH TOM:

KnueHT BnpaBe nogaTb 3asBKY Ha Heo6X0AMMOCTb
npoBeaeHna nnatexa 4epes cepBuc «lpaduk
nnatexen» Ao 13:00 c noHepenbHMKa no veteepr. B
cnyyae ecnM AeHb NOAayv 3afaBKU 3TO MATHULA,
npeanpasgHUYHbI - WM COKpaLLeHHbIM, KnneHTty
HeobxoaMMO NoaaThb 3aABKY Ha NPoBeAeHUe NnaTedsa
fo 12:00. Takue orpaHuy4eHuss CBfi3aHbl C
COKPALLEHHON NPOAONMUTENBHOCTbID paboyero aHs
6aHKoB.

Echm y cotpyaHuka LleHTpa BO3HMKAOT COMHEHUS B
BEPHOCTM 3aABKW, OH BrpaBe cBf3aTbCcA C KnueHToM
ONs YTOYHEHMs1 e€ cofepaaHuA. YTouHeHue
cofepdaHvA 3afABKU SIBNSETCA TMpaBOM, a He
o6s3aHHOCTbIO LleHTpa.

B uenax KoMMyHuKauum c coTpyaHukamm LleHTpa,
OTBETCTBEHHbIMY 3a NpoBefeHUA nnatedsen, KnveHT B
perucTpauMoHHon ¢opMe yKasblBaeT OTAESbHbIN
TeneQoHHbIN HOMEP W 3NEKTPOHHyK nouty. [lo
[aHHOMY BOMPOCY OTAEN NnaTeMen BrnpaBe YTOYHATb
nHpopMaumio o nnatexax Knmenra.

Mepuognyeckan 3anBKa:

B cnyyae ecnu KnueHT yctaHaBnuMBaeT Kakyl-nubo
3asBKY Kak MepuoauMveckylo, TO KOHTPONib Hap eé
aKTYaNbHOCTbIO npousBoauTCA KnneHtoM
CaMOCTOATENbHO. B cnyyae Kakux-nMbo COMHEHWN B
YacTU CYMMbl Takoro MnaTeda, OTBETCTBEHHbLIN
COTPYAHMK MOMET cBA3aTbcA ¢ KnneHToM. YTOUHEHNE
CYMMbl MO TMEepuMoaMYeckMM 3asBKaM  ABNSETCA
NnpaBoM, a He 06s13aHHOCTbIO LleHTpa.

Ecnu y oTBeTCcTBEHHOrO paboTHWMKa LleHTpa Bo3HMKatoT
COMHEHMSI B aKTyaJlbHOCTU AaHHOM 3asiBKW, TO OH
MOMET cBA3aTbCs C KNMeHToM nobbIM A0NYCTUMbIM
CnocoboM KOMMYHMKAUMU B LENsIX YTOUYHEHUs eé
akTyanbHoCTU. Takaa NpoBepKka akTyanbHOCTM 3asiBKM
ABnaeTca npaBoM LleHTpa, a He ero 06A3aHHOCTb U
LleHTp He MOMET HecTM OTBETCTBEHHOCTb 3a
OTCYyTCTBME TakoW npoBepku. KnueHT, saBnAfCb
pasyMHbIM " no6pocoBecTHbIM cy6beKTOM
OTHOLUEHWUW, [OONMEH CAMOCTOATENBHO MPOBOAUTL
KOHTPO/b HaA aKTYaNIbHOCTBH) €0 BONEU3bABNEHUS.

An exception is the case in which a repeated
payment is made for the same obligation to the
same counterparty. The Client shall specify the
amount of payment in the order, the counterparty
and the payment account to which the payment
is to be made.

7.5. COMMUNICATION BETWEEN THE CLIENT AND
THE CENTER:

The Client is entitled to request the effecting of
payment via the "Payment Schedule" service
before 13:00 from Monday to Thursday. If the
request was sent on Friday, the day before a
holiday or a shortened day, the Client shall make
a request for effecting payment before 12:00.
Such restrictions are related to the shortened
working hours of banks.

If the employee of the Center has doubts about
the correctness of the request, they are entitled
to contact the Client to clarify its content.
Clarification of the content of the request shall be
a right, not a duty of the Center.

To communicate with the employees of the
Center responsible for effecting payments, the
Client shall specify a separate phone number and
e-mail in the Registration Form. The Payment
Department is entitled to clarify the information
about the Client's payments.

Regular request:

If the Client makes any request a regular one, the
Client shall control its relevance by themselves.
In case of any doubt as to the amount of such
payment, the responsible employee may contact
the Client. Clarification of the amount of regular
requests shall be a right, not a duty of the Center.

If the responsible employee of the Center has any
doubts about the relevance of this request, they
may contact the Client by any acceptable means
of communication in order to clarify its relevance.
Such verification of the relevance of the request
shall be the right of the Center, and not its duty,
and the Center shall not be liable for the absence
of such verification. As a reasonable and
responsible subject of relations, the Client shall
independently control the relevance of their will.



U,EHTp CaMOCTOATEeNIbHO HEe NPpOoU3BOOUT BbiCTaBJ/IeHUE
nepuoaonyeckmx 3aABOK U OKa3bliBaeT yCiyru To/bKko
no yCtaHoOBKe pPAa30BbIX. Bce nepunoagnyeckme 3afaBku
YCTAaHAB/INBAKOTCA CAMOCTOATEJIbHO KnuneHToM.

Mnatexn B
KOHTpPareHToM:
B cnyyae ocywectBneHuss onepauuii C MHOCTPAHHbLIM
KOHTpareHTOM (npoBedeHWe WAM  MOCTyMNeHue
nnaTtea), 06s3aTeNbHbIM ABAETCA NPeAoCTaB/ieHne
cneayloLmnx cBeAeHUN:

1. [okyMeHT, 060CHOBbIBAKLWMUA  NpPOBEAEHUE
nnaTeMa: BHELUHETOProBbIM 4Or0BOP, AOr0BOP 3alMa,
WHOW  [OroBOP,  WCMOJIHUTENbHbIN  OOKYMEHThI
(McnonHUTENbHBIN nucr, cynebHbln npukas,
onpegeneHve o cyne6HOM npukase M T.0) U apyrue
[OKYMEHTbI, KOTOpble MOMYT BbICTYMaTb OCHOBAHWEM
onepauuy;

2. Paspewenune HaumoHanbHoro baHka Pecnybnuku
benapycb, B cnyyae ecnu xapakTep onepauuu
npeaycMaTpuBaeT ero HeobxoaMMocTb;

3. WHble pokyMeHTbl, HeobxoguMble 6aHky AanA
ocywlecTBneHns  QyHKUMM  areHToB  BaNIlOTHOMO
KOHTpONS.

LleHTp MMeeT BO3MOMHOCTb NPOBEAEHNE NyiaTeMsa Ha
OCHOBaHuM Invoice, HO NUWbL NpX YCNOBUK, YTO OH
nognuMcaH o6euMMM CTOPOHAMU W COOEPMUT BCe
HeobxoaMMble ONA [0roBopa pekBu3uTbl (BanioTy
pacyeta, CyMMy, YCIOBWS OMniaTbl, HanMeHOBaHWeE
ycnyrn  /toBapa (OpMeHTMpOBOYHAA  CTOMMOCTb)
MOJIHbIE PEKBU3NTLI CTOPOH) U UMEET CUAY [0roBopa.

OTHOLLUEeHUAX Cc WHOCTPAHHbIM

The Center shall not independently place regular
requests and shall provide services of placing
only the one-time requests. All regular requests
shall be placed independently by the Client.
Payments in relations with a
counterparty:

In the case of making transactions with a foreign
counterparty (effecting or receiving payment), it
is mandatory to provide the following
information:

1. A document justifying the payment: a foreign
trade agreement, a loan agreement, other
agreement, enforcement documents (a writ of
execution, a court order, declaration of a court
order, etc.) and other documents that may serve
as the basis for the operation;

foreign

2. Permission of the National Bank of the Republic
of Belarus, if the nature of the operation requires
it;

3. Other documents required for the Bank to
perform the functions of currency control agents.

The Center may effect payment on the basis of
the Invoice, provided that it is signed by both
Parties and contains all the details necessary for
the contract (the currency of payment, the
amount, the payment terms, the name of the
service /good (the estimated cost) full details of
the Parties) and has the force of the contract.

LLEH TP PEKOMEH AYET / THE CENTER RECOMMENDS:

Bo BHewwHeToproBomM forosope Heobxoanumo npegycmotpeTsb / To specify in the foreign trade agreement:

1. Bantoty pacyeta / The currency of payment;

2. YcnoBus pacyeTa, Noj KOTOPbIMU NMOHUMAETCS 06A3aTeNbCTBO OCYLLECTBNEHUS OAHOW CTOPOHO pacyeTa
A0 UcrnonHeHus nubo no GakTy McnonHeHns obsA3aTenbCTBa Apyrom ctopoHoit / The terms of payment, which
means the obligation of one Party to make payment before the performance or upon the performance of
the obligation by the other Party;

3. HaumeHoBaHusa, MecToHaxoaeHus (lopuanyeckoro agpeca) U 6aHKOBCKUX PEKBU3UTOB Hepe3uaeHTa-
KoHTpareHTa (Noa 6aHKOBCKUMW PEKBM3UTAMU Hepe3UAEHTa-KOHTpareHTa MOHUMMAETCs HauMeHoBaHWe
6aHka u BUK (unn SWIFT-kog) / The name, location (legal address) and Bank details of a non-resident
counterparty (the Bank details of a non-resident counterparty include the name of the Bank and the BIC
(or SWIFT code).

4. [ins ocywecTBneHWs nnaTedsa Tak »e HeobxoAuMM CYeT KOHTpareHTa, a Tak Me CTpaHa perucrpauuu
6aHKa, B KOTOPOM OTKpLIT cYeT. PeKkoMeHA0BaHO Bce 3TO YKasbiBaTb BO BHELWHETOProBoM gorosope / To
make payment, the counterparty account is also needed, as well as the country of registration of the Bank
in which the account is opened. It is recommended to specify all this in the foreign trade agreement;




5. HauMmeHoBaHWe ycnyr, CTOMMOCTb (OPMEHTUPOBOYHYID CTOMMOCTb) TOBApOB (BO BHELUHETOProBbIX
AoroBopax, NpeaycMaTpuBalOLLMX BO3Me3fHylo nepegadvy ToeapoB) / the names of services, the cost
(estimated cost) of goods (in the foreign trade contracts providing for a compensatory transfer of goods);
6. PekoMeHOOBaHO  ykasblBaTb  Y4YeTHbll  (MOEHTUOMKALMOHHLIA)  HOMep  MiaTenbluMka
(sakcnoptepa/umnopTepa). B nnaTeMHOM WHCTPYKUMM yKasaHMe [aHHOrO pekBU3MTa ABAAETCH
o6AsaTenbHbIM / It is recommended to specify the payer's (exporter/importer) registration (identification)
number. It is mandatory to indicate this detail in the payment instruction.

Hanunuve Takon uHdpopmaumn siBnsieTcs Heobxoaumo AnA cobiofeHus 3akoHopaTenbctBa Pecnybnvku
Benapycb nmpu  OCyllecTBNeHWM BHeLIHe3koHOMMYeckol  (BHewwHeToproBon) caenku.  KnueHt
CaMOCTOSITENIbHO HeceT OTBETCTBEHHOCTb 3a cobniiofeHne AaHHbIX ycrnoBui. B cnyyae ux HecobniogeHus
LleHTp He CMOMeT WUCMONHWTb MPUHATYI0 Ha cebs 06s3aHHOCTb NO perucTpaumu cAenku, B CBA3U C
HecooTBETCTBMEM YCIOBUI CAENKU 3akoHodaTenbeTay. LieHTp He MOMeT HecTU OTBETCTBEHHOCTb 3a Takue
daKThl, Tak Kak He ABNAACH CTOPOHOM CAENKK, HEe MOMSET MOBAUATL Ha UCMOIHEHMSA Takux TpeboBaHui / The
availability of such information is necessary to comply with the legislation of the Republic of Belarus while
making foreign economic (foreign trade) transactions. The Client shall bear sole responsibility for
compliance with these terms. In case of non-compliance, the Center shall not be able to fulfill its obligation
to register the transaction, due to non-compliance of the transaction terms with the law. The Center shall
not be liable for such facts, as it is not a Party to the transaction and it cannot have any influence on

satisfying such requirements.

3anBKM Ha nMpoBedeHVWe nNnateMen B MONb3y
MHOCTPAHHbIX KOHTPAreHTOB UCMOJIHAKTCA He No34Hee
cnepylowero  paboyero  gHa. [lpy  ycnosum
npeaocTaBneHUss BCEX [OKYMEHTOB, HeobX0guMbIX
6aHKy AN BaNlOTHOMO KOHTPOASE U OTCYTCTBUSA
3aMeyaHui K HUM

LleHtp YTOYHSIET, yTo LOKYMEHTHI,
npepoctaBnsieMble B baHk, JonMHbI 6bITb NepeBeeHbl
Ha pycckuii unm 6enopyccknin A3sbIk.

7.6. OTBETCTBEHH OCTb LIEHTPA

B cnyuyae ecnu nnatea npoBefeH OWMB0YHO MO BUHE
O0TBETCTBEHHOro coTpyaHuka Lentpa, 1o LeHTp
NPUHUMAET BCE BO3MOMsHble JEWCTBUSI K OTMEHE U
BO3BpaTy Takoro nnatea. Ecnm otmena n Bo3spat
TaKoro niaTe<a He NpPeacTaBisAeTCH BO3MOMHbIM, TO
Llentp 1 KnueHT BCTYyNaloT B NeperoBopbl, NpeaMeToM
KkoTopbIx byaeT onpeaeneHne AanbHeWLLNX EeNCTBUN,
ANA ycTpaHeHuna nocneacTeui ownbkn LieHTpa.

BCe

CTOpoHbI COrNaLlaTCs, YT0 BHE 3aBUCUMOCTH OT TOrO,
nposepun coTpyaHuk LleHTpa 3asBky KnveHTa Ha
npoBedeHue nnaTea unum Het, LleHTp pgenctByet
[06pOCOBECTHO M pasyMHO, @ 3HAYUT B C/lyvae, ecnu
LleHTp mpoBen nnaTed B COOTBETCTBUM C 3asBKOU
KnueHTa, BMHA 3a HebnaronpusTHble NOCNEACTBUIA
TAakoro nnaTeMa MOJIHOCTbIO  BO3J1araeTcsl  Ha
nocnegHero.

LleHTp He 06s3aH KOHTPONMPOBaTb KONUYECTBO
[EHEeMHbIX CPefCTB Ha pacyeTHbIX cyeTax KnueHTos.
Ecnu peHedHbIx cpefcTB Ha cuyeTe nocnefHero

Requests for effecting payments in favor of
foreign counterparties shall be fulfilled no later
than the following working day. Subject to the
provision of all documents required by the Bank
for currency control and the absence of
comments to them

The Center clarifies that all the documents
submitted to the Bank are to be translated into
Russian or Belarusian.

7.6. LIABILITY OF THE CENTER

If the payment is made by mistake through the
fault of the responsible employee of the Center,
the Center shall make every possible effort to
cancel and refund such payment. If it is
impossible to cancel and refund such payment,
the Center and the Client shall negotiate further
actions to eliminate the consequences of the
Center's error.

The Parties agree that regardless of whether or
not the employee of the Center has checked the
Client's request for payment, the Center shall act
reasonably and in good faith, which means that
if the Center has made payment in accordance
with the Client's request, the blame for the
adverse consequences of such payment shall be
fully borne by the latter.

The Center is not obliged to control the amount
of funds on the Client's current accounts. If there
are not enough funds on the account of the latter




HeJoCTaTOYHO ANl cnucaHua koMuccun 6aHKka, LieHTp
He HeceT OTBETCTBEHHOCTb 3a He MpoBefdeHue
nnateaen us-3a 6noknposku NHTepHeT-baHKa.

LleHTp He MOMeT HecTU OTBETCTBEHHOCTb 3a yka3aHue
BCEX HE0OXOAUMBIX PEKBU3UTOB BO BHELUHETOProBbIX
foroBopax, Tak kak LleHTp He faBnseTcA CTOpPOHOWM
COeNlkM U He MOMeT MOBMIMATb HA UCMOJIHEHWE 3TUX
TpeboBaHuiA 3aKOHOAATENbCTBA.

OTBETCTBEHHOCTb 3a CObNIOAEHNE CPOKOB 3aBEpLLEHNA
BHELUHETOProBoOi  onepauui, a Take  3a
CBOEBpeMeHHoe yBefoMiieHne baHka, B KOTOPOM bbia
3aperucTpupoBaHa (nepeperncTpupoBaHHas) CAenka,
] 3aBepLUEeHUH BCEX onepauu no
BHELUHE3KOHOMUYECKOMY (BHewHeToprosomy)
[OroBOpY MNOJIHOCTbIO Bo3fnaraetcAa Ha KnueHta, Tak
kak LleHTp, He ABNSIACb CTOPOHOMN CAENKK, HE MOMeT
NOB/MMATL HA WCMONHEHWe [aHHoro TpeboBaHuA
3aKOHOAATeNbCTBA.

8. 0COBEHH OCTWU AEATEJIbH OCTU LIEH TPA
8.1. TPEBOBAH WA K MPOrPAMME BEZIEH U1 YYETA

B cnyyae ecnv KnueHnt ucnonssyet Mporpammy «[enan
Jeno» AN BHECEHMs [aHHbIX ANl BeAeHus
byxrantepckoro y4eta, To LleHTp caMocTosiTeNIbHO
onnaymBaet poctyn k [lporpamme «[enav pneno»
Knuenta. Ecnu Knuent He wucnonbsyet [lporpammy
«[enan geno» n HaMepeBaeTcs BecTu byxrantepckui
yyeT B Apyron nporpamme, 1o KnueHty Heobxoaumo
nonyuutb cornacue LleHTpa Ha Takoe BegeHue. B
cnyvae JOCTUMEHUMS cornaweHus medsay LleHTpom u
KnueHToMm, nocnegHuit 06a3aH NpeJoCcTaBUTb JOCTYM K
nporpaMMme Ansl BefeHWsA OyxranTepckoro ydyerta.
Takas nporpaMMa  [JONMHA  yOOBNETBOPATb
cneayoLwmuM TpeboBaHUAM:

1. Ucnonb3yeMas KnueHToM nporpamMMa fofdsHa bbITb
JMLEH3UOHHOM (NpaBa Ha UCMob30BaHKWe NPOrPaMMbl
JONMHbl  6bITb  npuobpeteHbl  KaveHToM  no
NULEH3VOHHOMY [0roBOpY WAM nboMy Apyromy
AoroBopy);

2. NporpamMa fonMHa NOCTOSAHHO 06HOBAATLCS, B TOM
yicne Mo BCEM BoMpocaM W acnektaMm  Aans
COOTBETCTBMS  [JEWCTBYIOLEMY 3aKOHOAATENbCTBY
Pecnybnuku benapychb;

3. Joctyn K mporpamMe fJofdeH bbb obecrneyeH
KPYrnoCyTo4HO 6e3 BbIXOAHbIX (24/7);

4. Mpw paboTe ¢ NporpaMMoi CKOpPOCTb COeAMHEHUSA
[0N¥Ha 6bITb BbICOKON M AoCTaTouHOM AnA paboThbl B
nporpamme (o6nayHoe xpaHunuiie v 1.4.);

to write off the Bank fee, the Center shall not be
liable for failure to make payments due to the
fact that the Internet Bank is blocked.

The Center shall not be liable for specifying all
the necessary details in foreign trade contracts,
as the Center is not a Party to the transaction and
cannot have any influence on satisfying these
legal requirements.

Responsibility for compliance with the deadlines
for the completion of foreign trade transactions,
as well as for timely notification of the Bank, in
which the transaction was registered (re-
registered), for the completion of all
transactions under the foreign economic (foreign
trade) contract shall be fully borne by the Client,
since the Center is not a Party to the transaction
and cannot have any influence on satisfying this
legal requirement.

8. SPECIFICS OF THE CENTER'S ACTIVITY

8.1. REQUIREMENTS FOR THE PROGRAM OF
ACCOUNTING

If the Client uses the "Delai Delo" Program to
enter the data for accounting, the Center shall
pay for the access of the Client to the "Delai Delo"
Program. If the Client does not use the "Delai
Delo" program and intends to use the other
program for accounting, the Client shall request
the consent of the Center for such use. If the
Center and the Client reach an agreement, the
latter shall provide access to the program for
accounting. Such program shall meet the
following requirements:

1. The program used by the Client shall be
licensed (the Client shall acquire the rights to
use the program under the license agreement or
any other agreement);

2. The program shall be constantly updated,
including on all issues and aspects in order to
comply with the current legislation of the
Republic of Belarus;

3. Access to the program shall be provided
around the clock seven days per week (24/7);

4. When working with the program, the
connection speed shall be high and sufficient to
work in the program (cloud storage, etc.);



5. Bo3aMoMHOCTb ogHOBpeMeHHOM paboTbl B
nporpamMe He MeHee 5-bix Nonb3oBaTenen;

6. B nporpaMMe  [OMMHbI  MPUCYTCTBOBATb
dyHKUMM/MOZYNM aBTOMATUYECKOW CUHXPOHM3ALMK C
KnMeHT-6aHKOM KnveHTa wnu GyHKUMA NOArpy3ku
6aHKOBCKMX BbIMUCOK, @ TaKM4€ aBTOMOAIPY3Ka KypCoB
BanT ¢ canta HaumoHanbHoro 6aHka Pecny6nuku
Benapycb (nbrb.by);

7. WHble aBTOMaTUsauuM B COOTBETCTBUM CO
cneunduKoi BeaeHUss byxranTepckoro M HanoroBoro
yyeTa KnuneHta

B nporpaMme gonaHbl 6bITb cnegytowme pyHKLMK:

1. «KOHTPONIb MUHYCOB Ha cKknage;

2. ABTOMAaTU3MpOBaHHble CYMMOBLIE W KypCOBble
pasHuUbI;

3. ABTomMaTu4eckoe popmupoBaHue 3CHO;

4. ABTOMaTU4eckoe popMUPOBAHNE KHUTM MOKYMOK Ha
ocHoBaHuu BxogAaLwmx 3CHO;

5. ABToMaTuyeckoe  GopMMpOBaHWE  perucTpa
pacxodaeHuin no 3CHO.
Ecnn  KnueHT oTKasancs  OT  MCMO/Ib30BaHUSA

MporpamMmbl «[enan [eno», To onnata CTOMMOCTU
UCMoNib3yeMon NporpamMMbl, eé 06HOBNEHUN, a TakMe
nobaBneHns HeobXoAMMBbIX AOMOAHUTENbHBIX MOAYNel
u aBTOMaTM3auua Kaknx-nnbo npoeccos
ocyLlecTBnfeTcA cunamm n onnaymsaetcs KnmeHtom.

8.2. AYOUT KIIMEHTA

KnueHt un LeHTp cornawatoTca, 4TO npoBedeHue
ayAnTOPCKMUX npoBepok KnueHta ABnAeTcA
06513aTeNlbHbIM ~ 3/IEMEHTOM  BO  B3aUMOAENCTBUM
Llentpa n KnuenTa.

KnueHT 06s3yeTCcA MHGopMMpoBaThb LieHTp 0 pelueHum
NpoBeCcTU ayaUTOPCKYK MPOBEPKY MWHUMYM 3a [Ba
MecsLa Ao eé npoBefeHus.

KnueHT cornawaetcs o Heo6X0AMMOCTM COrNacoBaTh
ayAMTOPCKYK KOMMaHuo unu ayautopa c LleHTpom.
LleHTp B cBfi3M CO cBOEN MpeanpUHUMATENbCKOW
[0eATe/IbHOCTb0 UMeeT HOMbLUON OMbIT MPOXOMAEHUSA
ayauTOpCKUX MpPOBEPOK, B CBA3U C 4YeM, CMOMEeT
OKasaTb  Hagnessallyl noMmowpb B nogbope
ayaMTOpCKoM KoMnaHun unn ayautopa. 0gHako coseT
LleHTpa He MMeeT HMKakoW 06si3aTeNIbHOM CUNbl ANs
KnueHta, nocnegHuit  BMpaBe  CAMOCTOSTENIbHO
onpegenuTb ayaMTOPCKYK KOMMaHWIO WK ayauTopa,
KOTOpbIV byaeT NPOBOAUTL ayAUTOPCKYI0 NPOBEPKY.
Mepen Havanom npoBefeHus ayauTta, M3bpaHHan
ayaMTOpCKas KOMMaHWA, ayanMTop unn KnmeHT gonMKHbI
npegoctaBuTb LleHTpYy nMcbMeHHOW pacnopsMeHne
KnueHta wnu  pgoroBop Meay KnveHtoM u

5. The program shall allow the possibility of
simultaneous work of no less than 5 users;

6. The program shall include functions/modules
of automatic synchronization with the Client-
Bank of the Client or the function of loading the
Bank statements, as well as automatic loading of
exchange rates from the website of the National
Bank of the Republic of Belarus (nbrb.by);

7. The program shall include other automation in
accordance with the specific features of
accounting and tax record of the Client

The program shall have the following functions:
1. "Stock shortage control”;
2. Automated sum and
differences;

3. Automated generation of electronic invoices;
4. Automated generation of the purchase ledger
based on the incoming electronic invoices;

5. Automated generation of the register of
variances based on the electronic invoices.

If the Client has refused to use the "Do business”
Program, the payment for the program, its
updates, as well as the addition of the required
additional modules and automation of any
processes shall be carried out and paid by the
Client.

exchange rate

8.2. AUDIT OF THE CLIENT

The client and the Center agree that conducting
audits of the Client shall be mandatory during the
interaction between the Center and the Client.

The Client undertakes to inform the Center of the
decision to conduct an audit at least two months
prior to the audit.

The Client agrees that they shall coordinate the
audit company or the auditor with the Center.
Due to its business activities, the Center has
extensive experience in passing audits;
therefore, it will be able to assist in selecting an
audit company or an auditor. However, the
recommendations of the Center shall not be
binding for the Client; the latter is entitled to
independently determine an audit company or an
auditor who will conduct the audit.

Before starting the audit, the selected audit
company, auditor or Client shall provide the
Center with a written order of the Client or an
agreement between the Client and the audit



ayaMTOPCKOW KOMMaHWeRl, ayauTopoM, U3 KOTOpbIX
BO3MOMHO YCTaHOBWUTb BojieUsbsiBNeHWe KnueHTta Ha
npegocTaBneHWe [JOCTYNa K €ro [aHHbIM yyeTa U
KoHPuAeHUMANbHOM  MHPOpMaUMKM,  MepedaHHoN
LleHTpy, a Tak#e NpUNoMWTb NepevyeHb KOHKPETHbIX
vy (ayauTopoB), KOTOPbIM paspelleH AocTyn K
[aHHbIM U foKkyMeHTaM KnneHTa.

Mo 3anpocy ayauMTOpcKOM KOMNaHWM WMAW ayauTopa,
LleHTp MoMeT npepocTaBniTb  MaTepuanbHoe
obecrneuyeHne, Heobxoaumoe AN npoBedeHus
ayauMTOpCKOW MpOBEPKM, B T.M. TOMELUEHUA B
cobcTBEeHHOM  oduce, KOMMbHTEpa U WHbIE
HeobxoauMble NpegMeThl, HO JMLWb B CAyYae, Koraa y
LleHTpa ecTb peanbHas BO3MOMHOCTb MpefoCTaBUTb
Takoe obecneyeHue.

LleHTp u KnueHT cornawialTcsa, YTo ANA NOBLILIEHNUA
3pdeKTMBHOCTU paboTbl ayaUTOPCKON KOMMAaHUM UK
ayauTopa, B LENAX YCKOPEHUA  MPOXOMAEHUS
ayauTopckoi  nposepku, KnueHT  pekoMeHayeT
3aKN04MTb M3bpaHHOW ayaAMTOPCKON KOMMaHUM UK
ayautopy c Lentpom CornaweHve o nopsgke u
npaBunax B3auMMOAENCTBUS, B COOTBETCTBUM C
koTopbiM LieHTp 1 n3bpaHHasA ayaMTopcKas KoMMaHus
WAM ayauTop OonpeaenslT [NaBHOW Lefbl CBOEro
B3aUMOJEeNCTBUSA MaKCUMaJIbHO 3ppekTMBHOE
OKa3aHue yciyr U MuHuManoHoe yyactue KnueHta B
pa6boTte CTopoH.

9. PACTOPMEH UE [10r0BOPA

9.1. YC/10BUA PACTOPMSEH WA 10MOBOPA

Mexsagy Knuentom u LleHTpom, B cnyyae npuHATUA
OHUM W3 HUX PELLEHWUs O PACTOPMEHWM [LOroBopa,

3aKkilo4aeTcA CornaweHue o] pacTopMeHun.
CornawweHue o] pacTtopMeHun onpegenaer
NnpaBOOTHOLUEHUA Mexkay CTOpOHaMu,

CkNagblBaloLMeCs B NEpUO NoarotToBku aen Knvwexta
k nepefave U faTy pacTopaeHus [lorosopa.

Lentp onpepensier B CornaweHun o pacTop*eHuu
[0aTy  pacTOpMeHWs  [OroBop UM OTMpaBnsieT
CornaweHve Ha nopnucanue HKnueHTy crocobom,
onpepaenexHHbIM B [loroBope.

LleHTp 06s3yeTcA caaTb BClo O0TYeTHOCTb KnueHTa B
rocyqapCcTBEHHble OpraHbl, CPOK MNpeaoCcTaBlieHus
KOTOpPOM YCTaHOBNIEH [0 [AaTbl  pacToOpMeHus
[oroBopa. Takde LleHTp He o06fA3aH oTpaaTb B
0T4yeTe AO0KYMEHTbl, KoTopble bbinM MpeaocTaBieHb
eMy nocne f[aTbl PacTOPMEHUs [oroBopa WAM C
HapyLLeHWEM CPOKOB MpeaocTaBNeHna MHGopMaLuK,
onpegeneHHbiM B [lpaBunax B3auMmopgeincteusA. B

company, the auditor, from which it is possible to
identify the wish of the Client to provide access
to their accounting data and confidential
information transferred to the Center, as well as
to attach the list of specific persons (auditors)
who are allowed access to the data and
documents of the Client.

At the request of the audit company or the
auditor, the Center may provide material support
required for the audit, including the premises in
its own office, a computer and other necessary
items, provided that the Center has actual
opportunity to provide such support.

The Center and the Client agree that to improve
the efficiency of the audit company or the
auditor and to accelerate the audit, the Client
recommends that the selected audit company or
auditor conclude an agreement with the Center
on the procedure and rules of interaction, under
which the Center and the selected audit
company or auditor shall name the most
effective provision of services and the minimum
participation of the Client in the work of the
Parties as the main purpose of their interaction.

9. TERMINATION OF THE AGREEMENT

9.1. TERMS AND CONDITIONS OF TERMINATION

If the Client or the Center decides to terminate
the Agreement, they shall make a Termination
Agreement. The Termination Agreement shall
define the legal relationship between the Parties
that will develop during the preparation of the
Client's affairs for transfer and the date of
termination of the Agreement.

The Center shall define in the Termination
Agreement the date of termination of the
Agreement and shall send the Agreement to the
Client for signing in the manner specified in the
Agreement.

The Center undertakes to file to the state
authorities all the reports of the Client that are
to be filed before the date of termination of the
Agreement. Besides, the Center is not obliged to
reflect in the report the documents that were
provided to it after the date of termination of the
Agreement or in violation of the terms of
providing the information specified in the



clyyae ecnu  KpalHuM  CpoKk  MpeaocTaBieHuA
OTYETHOCTM HAcTynaeT rocne AaTbl PacTopMeHus
Joroeopa, LleHTp He obs3aH nogaBaTb M nepefaBaTb
TaKyl OTYETHOCTb B Nosb3y KnueHta. KnneHT moxset
3aK/II0UYNTL OTAENbHOE CorialleHne, B COOTBETCTBUM C
koTopbIM LleHTp ocyLuecTBUT caady OTYETHOCTM.

Bce ycnyru, Kotopble okasbiBanncb KNMeHTy OT LieHTpa
nocne AaTbl PacTOPMEHWA AOroBopa, OMjavyMBaloTCA
Knuentom B cootBetcTBUM ¢ Tapudamm LleHTpa
gononHuTenbHo. CueT 3a Takne ycnyru BbICTaBASETCA
KIMEHTY He nosgHee 3 6aHKOBCKUX OHEW C MOMEHTa
noanucaHWA akTa MnpueMa-rnepeaavn [OKYMEHTOB.
Onnaty Takux ycnyr KaveHT 06sA3yeTca NnpousBecTy B
TeyeHue 3 6aHKOBCKUX OHEW C MOMEHTA MONYYeHUs
cyeT-akTa.

Echn KnueHTOM He onnadveHbl ycayru B MOJIHOM
obbeMe, CTOPOHLI cornaluatTcs, 4to LieHTp He 06a3aH
npesocTaBnATb pe3ynbTaThl neATeNbHOCTH,
obpa3oBaBLUMecA B pe3ynbTaTe BbINOAHEHUA paboT u
okasanua ycnyr. B Takom cnyyae LUeHTp nuwb
nepepaetr KnueHTy BCe OpurvMHanbl MNEPBUYHBIX
y4YeTHbIX AoKyMeHTOB. lNpegocTaBneHne pesynbLTaToB
pabotbl LleHTpa npoucxoguTb NWWb NpU  MONHOM
onnate ycnyr LleHTpa unM Ha WHbIX YCNOBUAX, MpU
OOCTUMEHUM  cornawenua mMemgy LeHtpom u
KnuentoMm.

CornawieHve o pacTopMeHun AoroBopa CoCcTaBiseTcs
B ABYX 3K3eMMNiApax No 0gHOMY Anfl KaMs40W CTOPOHBI.
CornaweHve BcTymaeT B CWIYy MOMEHTa €ro
nognucaHusa o6enMmn cTopoHaMu, Npu 3TOM MOMEHTOM
noanucaHusa cuMTaeTcs kak nepefayva NOAMNUCAHHOMO

6\/M8PKHOF0 3Kk3eMmnapa cornawleHuma, Tak WU
HanpaB/iieHue ueHpr OTCKAHNPOBAHHOIO
noanmcaHHoro 3k3eMmiapa Cornawenus o]

pacTopseHUM, KOTOPbIA MMEET HPUANYECKYID CuUnly,
aABnsAck B cootBetcTBMM c N. 1 cT. 161 pampaaHckoro
kooekca Pecnybnukn  bBenapycb  Hagneawien
NMUCbMEHHOW GOpMOW, MNpU  YCNOBUM, YTO TaKoM
OTCKAHMPOBAHHbLIA  3Kk3eMmnnaAp 6bin1  oTNpaBneH
KnveHtoM c Agpeca, BKIKYEHHOr0 B MNEPEYEHb
Apnpecos.

9.2. MNEPEOAYA OEN NMPU PACTOPMEH MU 10Ir0BOPA

Mpu pactopaeHun pgorosopa KnueHTy nepepatoTcs
cnepyowme f0KYMEHTDI:

1. TMepBuyHble pokyMeHTbl KnuenTa,
LleHTpom;

NPUHATDbIE

Interaction Rules. If the deadline for filing the
reports falls after the date of termination of the
Agreement, the Center is not obliged to file and
transfer such reports for the Client. The Client
may enter into a separate agreement, under
which the Center shall file the reports.

All the services provided by the Center to the
Client after the date of termination of the
Agreement shall be paid separately by the Client
in accordance with the Tariffs of the Center. The
invoice for such services shall be issued to the
Client no later than 3 banking days from the date
of signing the statement of transfer and
acceptance of the documents. The Client
undertakes to pay for such services within 3
banking days from the date of receipt of the
invoice-statement.

If the Client has not paid for the services in full,
the Parties agree that the Center is not obliged
to provide the results of activities arising from
the performance of works and services. In such
case, the Center shall only transfer to the Client
all the originals of the primary accounting
documents. The results of the work of the Center
shall be provided only upon full payment for the
services of the Center or on other terms agreed
upon by the Center and the Client.

The Termination Agreement shall be drawn up in
two copies, one for each Party. The Agreement
shall enter into force upon its signing by both
Parties, and the moment of signing shall be
either the transfer of the signed paper copy of
the Agreement, or sending to the Center the
scanned signed copy of the Termination
Agreement, which has legal force, being a duly
made written form under Paragraph 1 of Article
161 of the Civil Code of the Republic of Belarus,
provided that such scanned copy was sent by the
Client from the Address included in the Address
list.

9.2. THE TRANSFER OF THE DOCUMENTS AND
DATA UPON TERMINATION OF THE AGREEMENT
Upon termination of the Agreement, the
following documents shall be transferred to the
Client:

1. Primary documents of the Client received by
the Center;



2. Knioun UMHC (npu Hanuumm) + Ceptudmrar 3LMN no
UMHC (npu  HanMuMm  wav  nNpu  HanUuuM
aeicTeyloulero), atpubyTHbin ceptudumkat OC3H (npu
HaMYUM MW MPU HANIMYWK AENCTBYIOLLErO);

3. Pernctpbl Hanorosoro yyerta B 3/IeKTPOHHOM Buae ¢
nognucbto 3LUM wnM Ha OyMaHOM HocuTene B
CneayoLmMX BO3MOMHbBIX Gopmax:

3.1. KHura yuyeta [OXOOOB W pacxogoB — npwu
npuMmeHenun YCH, ecnun yuet Begetcs B KHure yyeta
[OXO0B U PacxofoB.;

3.2. Peructpbl HanoroBoro y4eta MO KaMsgoMy
OTAeNbHOMY BWAY Hanora, nogneasalleMy ynnarte
KnueHTtoM;

4. 060poTHO-Cab0BbIE BEOMOCTH N0 BCEM CYETaM U
06wan obopoTHO-canbaoBas BEAOMOCTb, & TakMe
aHanu3bl No cyeTam;

5. Konuu oTYeTOB B 3NEKTPOHHOM BMAE 3@ BecCb
nepuog, cpnasaeMble Llentpom, B ®C3H, BIC un
Cratuctnky. OTtyetHoctb B UMHC MoaHO ckavaTtb
yepes noptan unu 3[1, noaToMy OHa He NepegaeTcs.

6. YyeTHana nonuTtuka;
7. Mporpammy Beog AMY no Knuenty;

8. basa paHHbix 1C npu ycnoBuu, 4TO0 OHa bbina
npuobpeTteHa 1 nepefaHa LleHTpy KnneHTowm;

Ecnu memsagy WKnuentomM wu  LleHTpoM ycTaHoBneH
[OKYMEHTO060POT Ha OyMaMHbIX HOCUTENsIX B
cootBeTcTBMM co Cnocobom 1 TO Bce [lepBuuHbIE
yyYeTHble [JOKYMeHTbl nepepatTca KnveHTy Ha
6yMaMsHbIX HOCUTENAX, @ pesynbTaTbl AeATENbHOCTM
LleHTpa Ha 3NEKTPOHHBLIX HOCUTENSAX WAM NyTeEM
coxpaHeHuss B obnayHom xpaHunuwe Next Cloud, B
3aBMCMMOCTM OT TOro, Kakow crnocob 6bin usbpaH
KnueHToM Npu cornacoBaHuun ycnosui CornaweHus o
PacTOpMEeHUN.

B cnyuyae ecnm Mexpgy HKnuentoM u  LenTtpom
YCTaHOBNEH  3/IEKTPOHHbIA  AOKYMEHTo0bopoT B
cootBeTctBME co CnocoboM 2 TO nepepava
nokyMeHToB 0T LleHTpa Kk KnueHTy ocyliectBnsieTcs
nyTeM npefocTaBNeHUss AoCTyna K nanke, rae
XpaHATCA AaHHble KnveHTa, B 06N1a4HOM XpaHunuLie
Next Cloud. [lokyMeHTbl, nepejaYya  KOTOPbIX
NpeacTaBnfaeTcsl HEBO3MOMHOW 4epe3 o0b6nayHble
CepBuCbl, MepenaeTcs OTAENbHO Ha  BHELUHWX
3NeKTPOHHbIX HocuTensx (CD/DVD/¢n3wu-HakonuTenb).
Bce nokyMeHTbI nepefatotca LleHTpoM He no3gHee Yem
yepes 30 gHen c AaTbl pacTOPMEHUS 4OroBopa, HO He

2. Keys of the TDM Office (if any) + the Digital
Signature certificate for the TDM Office (if there
is any or if there is an active one), the attribute
certificate for Social Protection Fund (if there is
any or if there is an active one);

3. Tax registers in the electronic form with the
Digital Signature or on paper in the following
allowed forms:

3.1. The Ledger - if the simplified taxation
system is used, if the records are kept in the
Ledger;

3.2. Tax registers for each individual type of tax
payable by the Client;

4. Trial balance sheets for all accounts and the
total trial balance sheet, as well as the analysis
of accounts;

5. Copies of reports in the electronic form for the
entire period filed by the Center to the Social
Protection Fund, Belgosstrakh and Statistics.
Reports to the TDM Office can be downloaded
through the portal or electronic documents, so it
shall not be transferred.

6. The accounting policy;

7. The "Input of Personal Record" Program for the
Client;

8. 1C database provided that it was purchased
and transferred to the Center by the Client;

If the Client and the Center transfer paper
documents in accordance with Method 1, all the
Primary accounting documents shall be
transferred to the Client on paper, and the
results of the Center's activity shall be
transferred in the electronic form or by saving
them in the Next Cloud storage, depending on the
method selected by the Client when agreeing
upon the terms of the Termination Agreement.

If the Client and the Center transfer electronic
documents in accordance with Method 2, the
Center shall transfer the documents to the Client
by providing access to the folder where the Client
data is stored in the Next Cloud storage. The
documents that cannot be transferred via the
cloud services shall be transferred separately on
the external electronic media (CD/DVD/USB-
drive).

All the documents shall be transferred by the
Center no later than 30 days from the date of



paHee 4yeMm uyepe3 7 paHed. KnueHT u LeHTp MoryT
[0roBopuTbCs 0 bonee paHHel nepefaye 4OKYMEHTOB,
0AHako KnNMeHT fonMseH NponsBecTu gonnaty 3a bonee
CPOYHY0 Nepefayy AOKYMEHTOB.

byxrantepckue ycnyru okasbiBatloTca LleHTpoM Ha
OCHOBaHMM paHee nNpefocTaB/ieHHbIX  KaneHToM
cBeAeHusX U JokyMeHTax. B cBA3M ¢ ocobeHHocTAMM
0KasaHua yciyr, Npy pacTopaeHnn gorosopa LleHTp
nepenaeT pesynbTaThl Oyxrantepckoro y4veta Ha
Mecsil, NMpeaLwwecTBYOLWMIA KaNeHaapHoOMYy Mecsly, B
KoTopbIn pacTopraetcs [lorosop.

termination of the Agreement, but no earlier than
7 days. The Client and the Center may agree on
an earlier transfer of the documents, but the
Client shall make additional payment for a more
urgent transfer of the documents.

The accounting services shall be provided by the
Center on the basis of the information and
documents previously provided by the Client. Due
to specific nature of providing the services, upon
termination of the Agreement, the Center shall
transfer the results of accounting for the month
preceding the calendar month in which the
Agreement is terminated.

NPUMEP / EXAMPLE:

KnueHT NpucbinaeT yBeaoMIIeHMe 0 HaMepeHun pacToprHyTb gorosop ¢ 01.08.2019 r.
LleHTpoM byayT nepeaaHbl pe3ynbTathl byxrantepckoro yveta no coctosiHuio Ha 01.07.2019, a Takxe
6yayT npepocTaBfieHbl B FOCYAapCTBEHHble OpraHbl BCE OTYETbl, AaTa NPeAoCcTaBfieHUs KOTOPbIX

Hactynaet go 01.08.2019 .

/ The Client sends a notice of termination of the Agreement from 01.08.2019.
The Center shall transfer the results of accounting as of 01.07.2019. It shall also file to the state
authorities all the reports that are to be filed before 01.08.2019.

Mocne pacTopdeHus goroBopa M MNOSHOM OMNaThl
3afonMeHHocTM  nepen  LleHTpoM,  mocnegHun
obecneuuBaeT KnueHTy pocTyn K [aHHbIM  €ero
byxrantepckomy yuyeTy B nporpamme «[enaii Jeno»
Ha YCNoBUAX becnnaTtHoro Tapuda,
npeayCMOTPEHHOr0 JIMLEH3WOHHLIM AoroBopoM 3A0
«[enan [leno».

B cnyyae ecnu nocne nepepauu gen ot LleHTpa K

KnueHty, nocnegHemy noHagobunocb MOBTOPHOE
npegocTtaBneHve LleHTpoM OOKYMEHTOB, TO Takoe
npegocTaBneHve siBnsetca  ycayroi LleHtpa

noaneMsuT onnare.
Jobas nepepayva [OKYMEHTOB OCYLLECTB/IAETCA B
o¢uce LleHnTpa ynonHoMoueHHoMmy nuuy Knuenta.
KnueHT caMocToATENbHO HECeT BCe pacxofbl Mo
norpyske/pasrpyske LOKYMEHTOB u nx
TpaHCnopTUPOBKe.

10. CTOPOHHWUE YC/IYTU LLEHTPA, HE CBA3AHHBIE C
BYXTAITEPCKUM U HAJ10IOBbIM YYETOM

10.1. NPEOQOCTABJIEH UE ®OPM U NPOEKTOB
OOKYMEHTOB

LleHTp, B pe3ynbTaTe OCYLIECTBIEHUS COBCTBEHHOW
OeATeNbHOCTM MO  OKasaHuWw ycnyr, obnagaet
60MbWINM KOAMYECTBOM LIA6MIOHOB M TUNOBbLIX GOpM
pasnuyHbiX  AokymeHToB. [lo  cornawenut ¢
KnuentoM, LleHTpoM MoryT nepeaaBaTbCsl WAGNOHDI

After termination of the Agreement and full
settlement of the debt to the Center, the latter
shall provide the Client with access to their
accounting data in the "Do Business" Program on
a free of charge basis under the licence
agreement of "Do Business", CJSC.

If after the transfer of the affairs from the Center
to the Client, the latter required the repeated
provision of the documents by the Center, such
provision shall be the service of the Center and
shall be subject to payment.

Any transfer of documents shall be carried out in
the office of the Center to the authorized person
of the Client. The Client shall by themselves bear
all costs of loading/unloading the documents and
their transportation.

10. OTHER SERVICES OF THE CENTER UNRELATED
TO ACCOUNTING AND TAX RECORDS

10.1. THE PROVISION OF TEMPLATES AND DRAFT
DOCUMENTS

As a result of its own activities on rendering
services, the Center, has a large number of
templates and standard forms of various
documents. Under the agreement with the Client,
the Center may transfer templates of documents,




[OKYMEHTOB, HO JfMlWb NPU YCNOBWUM, YTO Takaf
nepegaya He obnagaeT npusHakaMu 0Ka3aHUA
topuanyeckmx ycnyr. CTOpoHbl cornawarTcs, 4To
Takoe NnpegocTaB/ieHWe NOJIHOCTbI0 3aBUCUT OT BOAU
LleHTpa, M OH BMpaBe 0TKa3aTbCA OT Takoro
npenocTaBneHus.

LleHTp MoXseT okasbiBaTb yCiyru Mo noAroToBke
HEeKOTOpbIX NPOEKTOB JOKYMEHTOB Ana KnueHTa, Npu
yC/I0BUM, YTO Takan NOAroTOBKa AOKYMEHTOB He byaet
ABNATbCA  topuagnyeckon ycnyron. [loaroToBka
PasnMYHbIX  NPOEKTOB  AOKYMEHTOB  fBNifeTcA
oTaenbHoM ycnyron LleHTpa, KoTopaa BknoYaeTcs B
CYeT-aKT, BbiCTaBnseMbln KnneHTy.

MoaroToBkKa LOKYMEHTOB, KacarLuxcs
byxrantepckoro yyeta npoussogutca LleHtpoMm c
nomouubto nporpammbl Aenan eno. Ecnn Knnexta He
ycTpauBaeT LWabnoH A0KYMEHTa, UCMONb3yeMblil B
nporpammMe [lenan [leno, oH MoMseT:

1. CaMocTosiTeNbHO BHECTU npaBKu B
NoAroTOBNEHHBIN ANA Hero coTpyaHukamu LleHTpa
LOKYMEHT;

2. CornacoBatb ¢ LleHTpoM HoBylo dopMy wabnoHoB
OOKYMEHTOB W OMNNatuTb €& BHeapeHue Kak
OTAENbHYK yCnyr;

3. CaMocTosiTenbHO 3aka3aTb  aBTOMATM3aLMIO
HeobxoauMmoro Knuenty wabnoHa y

3A0 «[lenan [leno», npegBapuTeNibHO COrJlacoBaB
popMy wabnoHa c LieHTpom.

10.2. MOUCK UCNOJTHUTENA WX COBETLI NO
NoAB0PY NPEACTABUTE/EN

B cnyuae ecnun KnueHT 3anpawwsaeT y LieHTpa ycnyry,
KOTOpbIE MM He 0KasblBaloTcA (lopuanyeckune ycnyru,
noabop mepcoHana M UHble YCiyru), NocneaHwii no
npocbbe  KNMEHTAa  MOMET  MOPEKOMEHAOBATb
UCNONHUTENS TAKUX YCAYT.

LlEHTp ocyulecTBifdeT Takne pekoMeHgauun Ha
6EBBO3M83,L1HOVI OCHOBE M rapaHTUPVYeT, YTO Takue
pekoMeHOauun He Nno3BoJIAKT LleHpr nosy4ynTb
Kkakue-nmbo AOMnoJIHUTeNbHblEe BbiroAbl.

11. 3AKNTIOYUTEJIbH bIE MOJIOMEH U

1. LeHTp BemeT yyeT WCKNIOUUTENIBHO B paMKkax
3akoHogaTtenbctBa  Pecnybnuku  bBenapych, B
COOTBETCTBMM C HUM W [NA NpefocTaBieHus
OTYETHOCTU rocyAapCTBEHHbIM opraHam Pecnybnvku
Benapyco. [pu noctuMsenun cornawenns c KnmeHTom,
LleHTp MoXeT okasbiBaTb KOHCY/IbTALMK MO BOMNPOCaM
NnpegocTaBneHUs  OTYETHOCTM B MHOCTPAHHBIX

provided that such transfer does not have signs
of rendering legal services. The Parties agree that
such provision shall be entirely at the discretion
of the Center, and it is entitled to refuse such
provision.

The Center may provide services of preparing
some draft documents for the Client, provided
that such preparing is not a legal service.
Preparing various draft documents shall be a
separate service of the Center that shall be
included in the invoice-statement issued to the
Client.

The Center shall prepare the documents relating
to accounting using the Do Business program. If
the Client is not satisfied with the document
template used in the Do Business program, they
may:

1. Make amendments to the document prepared
for them by the employees of the Center;

2. Agree with the Center a new form of document
templates and pay for its implementation as a
separate service;

3. Order the automation of the template needed
by the Client from "Do Business", CJSC, after
agreeing the template form with the Center.

10.2. SEARCH FOR A CONTRACTOR OR ADVICE ON
THE SELECTION OF REPRESENTATIVES

If the Client requests the Center to provide
services that the Center does not provide (legal
services, recruitment and other services), the
latter may, at the request of the Client,
recommend a contractor who may render such
services.

The Center makes such recommendations free of
charge and guarantees that such
recommendations do not allow the Center to
receive any additional benefits.

11. FINAL CLAUSES

1. The Center shall keep record in accordance
with the legislation of the Republic of Belarus,
thereunder and for filing report to the state
authorities of the Republic of Belarus. Upon
reaching an agreement with the Client, the Center
may provide advice on reporting in foreign
countries, but it cannot provide any services of
preparing and filing of such reports.



rocyfapcTBax, HO He MOMET O0Ka3blBaTb Kakue-nmbo
yCNyrv Mo NoAroToBKe U NoAaye Takow OTYETHOCTY.
2. leHTp He MoMeT BecTM y4yeT 0TX0OLOB
npoussoacTBa KnveHTa, Ha OCHOBAHUM KOTOPOro
MpPOUCXOAUT pacyeT HeobXoAMMOW CyMMbl YhnaTbl
3KOJIONMYECKOrD HaJiora 3a XpaHeHWe OTXOAO0B
npoussoacTBa. KnueHT ob6sa3yeTcA caMoOCTOATENIbHO
BECTM TakoW y4veT U npepoctaBnAte LleHTpy
UHbOpMaLMIO, ANA BO3MOMHOCTU UCYUCTIEHUSI CYMMBI
3K0JIOrMYECKOro HaJora.

B cnyyae ecnu KnueHT no cob6cTBEHHOMY peLLEeHUI0 He
BEeAeT y4yeT OTX04OB  npousBoacTBa,  LleHTp
ocB0ob6OMAAETCA  OT  OTBETCTBEHHOCTM 338  He
ucnonHeHwe 0653aTENBCTB MO MCYUCIEHUH CYMM
3K0JIOMMYECKOr0 HAJora, Tak Kak He UMEeN peanbHOM
BO3MOMHOCTM NPOM3BECTM TaKOMN pacyerT.

3. MpaBuna B3aMMOAenCcTBUA Npu3BaHHbIE
perynupoBaTb OTHOWweHuAa Mexgy LleHtpom u
KnueHntoMm, saBnAscb paspabotkon LleHtpa u

HeoTbeMsieMon 4acTbio [loroBopa npucoennHeHus,
nonagarotr nog  pgevcreuA  Cornawenus o
KOH(UAEHUMANBHOCTH, 3QaKJIYEHHOMO MeMay
LlenTpom n Knnentom.

2. The Center cannot keep record of the
production waste of the Client that is used as a
basis for calculating the amount of
environmental tax payable for the storage of
production waste. The Client undertakes to keep
such record on its own and provide the Center
with the information required to calculate the
environmental tax.

If the Client decides not to keep record of
production waste, the Center shall not be liable
for non-fulfillment of obligations to calculate the
amounts of environmental tax, as it had no actual
opportunity to make such calculation.

3. The Interaction Rules aimed at regulating the
relations between the Center and the Client, being
the development of the Center and an integral
part of the Accession Agreement, fall within the
ambit of the Confidentiality Agreement concluded
between the Center and the Client.
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