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Iopsinok oxka3aHus yCJOYT 3JIEKTPOHHOI0 JOKYMEHT0000poTa
1. OO01me mMoJ10KeHu s

1.1. Hacrosmuii MOPAIOK OKa3aHUs yCIyr 3JIEKTPOHHOIO
nokyMmeHTtooOopoTa (manee — Hactosmui [lopsmok) ycTtaHaBiIMBaeT MOPSIOK
B3aMMOOTHOIIIEHUNA MEXIYy PECHyOJUKAHCKUM YHUTAPHBIM MPEANPUITHEM
«HanuoHanbHbld UEHTP SJIEKTPOHHBIX Yyciayr» (manee — Omnepatop)
IOpUIMYECKUM JIULIOM, HHAUBUAYAJIbHBIM MPEAIPUHUMATENEM, 3aKIFOYUBIIIHIM C
OnepaTopoM JOTOBOP Ha OKa3aHUE YCIYr 3JIEKTPOHHOIO JTOKYMEHTO00OpOTa
npu okazaHuu ONepaTopoM yCIyr 3JNEKTPOHHOTO TOKYMEHTO000poTa.

1.2. VYcayru »neKTPOHHOTO JOKYMEHTOOOOpOTa NpeIHa3HAYEHBI IS
aBTOMAaTHU3ALMKU JIOKYMEHTOOO0pOTa U ONEPATUBHOTO XPAHEHUS AJIEKTPOHHBIX
JOKYMEHTOB B F'OCYJIapCTBEHHBIX OpraHax W MHBIX OPraHU3alMsAX, B TOM YUCIIE
C TEPPUTOPHUAIIBHO PACIIPEICIICHHON CTPYKTYPOM.

1.3. VYcayru AIEKTPOHHOTO JIOKyMEHTO000pOTa opraHam
rOCyJJapCTBEHHOTO YIPAaBJIEHUSI W HHBIM TOCYJAApPCTBEHHBIM OpraHU3alUsM
oka3biBatoTCcsl OnepaTopoM B COOTBETCTBUU ¢ YKa3oM IIpesuaenta PecnyOnuku
benapycr or 08.11.2011 Ne 515 «O HeKOTOpBIX BOIpPOCAX Pa3BUTHS
uHopmarmonHoro o6miectBa B Pecniyonuke benapych» (¢ MU3MEHEHUSIMU U
JOTIOJTHEHUSIMH) 1 BO ucnionHenue Ykasa [Ipesuaenta Pecnyonuku benapyce ot
04.04.2013 Ne 157 «O BHECEHUY U3MEHEHHM U IOTIOJIHEHU B HEKOTOPBIE Y Ka3bl
[Ipesuaenta PecnyOnuku benapych» (C HM3MEHEHUSIMH UM JOTOJHEHUSIMH)
(manee — Ykaz Ne 157).

1.4. B nacrosimiem [lopsigke npUMEHSIIOTCS CIIEIYIOUME TEPMUHBI U UX
oTnpeeCHUs:

aBTOMAaTU3UpOBaHHOE paboyee mecto (mamee — APM) — cpenctBo
aBTOMaTU3aLMK UHGOPMAIMOHHBIX MPOLIECCOB C YCTAHOBICHHBIM KIMEHTCKUM
IPOrpaMMHBIM O0ECIIEYEHUEM CHCTEMBI AJIEKTPOHHOTO JOKYMEHTOOOOpOTa,
npeaHa3HAaYeHHbIM  JJIsi  o0ecriedeHus  (QYHKIIMOHUPOBAHUSI ~ CHCTEMBI
3JIEKTPOHHOTO JOKYMEHTOO0OpOTa JIsi OTACNIBHOTO MOJIb30BATENSI CHCTEMBI



AJNIEKTPOHHOTO  JTOKYMEHTOOOOpOTa,  pa3MEIIEHHOE  Ha  TEePPUTOpPUU
[ToTpeOuress. APM SIBIISICTCSL VHIUBUIYaJIbHBIM KOMILUIEKCOM
(YyHKIMOHAIBHBIX BO3MOXHOCTEH W MpaB JOCTyla K KarajoraMm CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa OJTHOTO MOJIb30BATENS, UMEIOLEr0 JOCTYI K
CUCTEME 3JIEKTPOHHOT'O JOKYMEHTOO0O0pOTa,;

ABTOMAaTH3UPOBaHHAs CUCTEMA TEXHUYECKOM MOJIEP/KKH I10JIb30BaTENICH
— aBTOMAaTU3WpPOBAaHHAs CUCTEMA TEXHUYECKOM IOIAEP/KKH I0JIb30BaATEICH
yciyr Oneparopa (https://support.nces.by);

API (mporpammublii nHTEpdelic nMpuokeHus, naTepderc MPUKIATHOTO
IpOrpaMMHUpPOBaHUsI) — HAOOP FOTOBBIX KJIACCOB, MPOLEAYP, PYHKIUN, CTPYKTYP
U KOHCTaHT, IPEIOCTABIAEMbIX MPHIIOKEHUEM WJIM ONEPALlMOHHONW CHUCTEMOM
JUISl ICTIOJIb30BaHUs BO BHEIIHUX IIPOTPaMMHBIX ITPOAYKTaX;

BEpCHsl — CYLIECTBEHHbIE M3MEHEHUS (DYHKIIMOHAIbHBIX BO3MOKHOCTEH
IPOrpaMMHOIO OOECHEeYeHHsl, B TOM YHUCJIE€ C BHECEHHUEM HM3MEHEHUH BO
BHYTPEHHIOIO apXUTEKTYpy MPOTrPaMMHOr0 OOECIEeUeHusl, BIEKYLIUX 3a cO00il
U3MEHEHUE MOPSIAKOBOIO HOMEpa BEPCHUU MPOrPAMMHOr0O obOecrnedeHus, 0e3
W3MEHEHUS Ha3BaHUA MPOTPAMMHOI0 00eCreYeHus;

JOTOBOP — JIOTOBOP, 3aKIt0ueHHbIN Mexay Onepatopom u [loTpedurenem,
Ha OKa3aHHUE YCIyT 3JEKTPOHHOrO JOKYMEHTOO00pOTa;

JOTIOIHUTENbHBIE YCIYTM — YCIYrH, OKa3biBaeMmble IloTpeburento B
COOTBETCTBHUU C YCIOBUSAMM JIOTOBOPA;

JUYHBIA KITFOY DJIEKTPOHHOM HHUGPPOBOM TOAMHUCH (fanee — JIUYHBINA
KJIIOY) — MOCIE0BAaTEIbHOCTh CUMBOJIOB, MpPUHAAJIEKAIIAsl OpraHU3aluy WIH
bu3nUecKoMy JIMIY U UCIOJIb3yeMasi IIPU BbIPAOOTKE 3JEKTPOHHOUN 1IU(POBOIL
MNOAMUCH;

HOCHUTENIb KIIOUYEBOM HHOpManuMu JUisi HPOTPaMMHOIO  CpEeACTBa
Kkpunrorpadguueckoit 3amutsl nHpopmaruu (nainee — HKN) — manorabapuraoe
USB-ycTtpoiicTBo, mpeaHa3Hauye€HHOE ISl 3alIMIEHHOTO XPaHEHUS JIMYHBIX
KIIIOUel ToJib30BaTesieil (a00OHEHTOB) PECMyOJMKAHCKOTO YAOCTOBEPSIOIIETO
neHTpa [‘ocynapCTBEHHOM CHCTEMBI YHOPABICHUS OTKPBITBIMU  KIFOYaMHU
IIPOBEPKHU 3JIEKTPOHHOM 1M(poBoil nmoanucu Pecnyonuku benapych (nanee —

PVI] I'ocCYOK) Oneparopa;

[I0 - nmporpammHOe  0O€ClEYEHHE  CHCTEMBI  DJIEKTPOHHOTO
JTIOKYMEHTO000POTa;

noyibp3oBarenb — (usnueckoe smmo (pabdoramk  [lotpebutens),
MOJTYIHUBIIIEE JOCTYI K CUCTEME dJIEKTPOHHOTO JOKYMEHTO000pOTa;

[ToTpebutenn — IOPUIUIECKOE IO, WHIUBHTY ATTbHBIHA
MpEANPUHUMATENb, 3aKJIIFOYMBIINN T0T0BOp ¢ Oneparopom;

penmu3 — Ha0Op HOBBIX W/WIM HM3MEHCHHBIX (PYHKIIHMOHAJIHHBIX

Bo3MokHOCTeN [1O, He 3aTparuBarOIIMX BHYTPEHHIOK APXUTEKTYPY TEKyIIEH
Bepcuu [10, B OTHOILIIEHUN KOTOPBIX OCYIIECTBJIECHO TECTUPOBAHUE U KOTOPHIC
PEKOMEHA0BAHbI I UCIIOJIB30BaHMs B TeKyliel Bepcuu [10;



cepBuc HHGHOPMAIIMOHHOTO B3aUMO/IEUCTBUS — CEPBUC, 00€CTICUNBAIOITUI
aBTOMaTHyeckuii oOMeH maHHbIMU Mexay COJ] «SMBusinessy um cucremoit
oOpallleHHi1 TOCPEICTBOM ONpeAeICHHOTO (popMaTa B3auMOJICHCTBUA;

ceprudukar oTkpoiToro kioya (ganee — COK) — anekTpoHHBIN T0KYMEHT,
U3TaHHEIN MOCTABIINKOM yCIIyT u CoJZepKalIAN uHpopmaruio,
MOATBEPKIAIONIYI0 TPUHAMJIEKHOCTh YKa3aHHOTO B HEM OTKPBITOIO KJIHOYa
OTpeIeJICHHBIM OpPTaHU3alMK WM (PU3NYECKOMY JIHUILY, U UHYIO0 HH(OpMAIIHUIO,
peyCMOTPEHHYIO 3aKOHO1aTelIbcTBOM Pecnybinuku benapych;

cucTeMa OOpallleHH — TOCyAapCTBEHHas €IuHas (MHTErpUpOBaHHAs)
pecnyonrKaHckas nHPopMaImoHHasi CUCTEMa yueTa U o0paboTKu oOpalieHui
IpaKJIaH U IOPUJUUYECKUX JIUII;

CPEZICTBO JIEKTPOHHOM IU(PPOBOM MOAMUCH — TEXHUYECKOE, TPOTPAMMHOE
WIM  NPOTPaMMHO-AIIApPaTHOE CPEJACTBO  KpUNTOTrpadUuecKol  3alluThl
uH(dOpMaIlMK, C MOMOIIBI0 KOTOPOTO PEaTU3yIOTCs OJHA WU HECKOJIBKO U3
CIIeyIOMUX PYHKIMN: BRIpAOOTKA STIEKTPOHHOM IUPPOBOI MOAMKUCH, TPOBEPKA
AIIEKTPOHHOM U(POBON MOAMKUCH, BBIPA0OTKA JUYHOTO KIIF0OUA WUJIH OTKPHITOTO
KJTI0Ya;

cCUCTeMa DJIGKTPOHHOTO JOKyMeHTooOopota (maee — C3J[) -
MIPOTPaMMHO-aNMapaTHbIA KOMIUIEKC, MPEeIHA3HAUYCHHBIN JJIsi aBTOMAaTU3aIllUU
MPOIIECCOB JTOKYMEHTOOOOpOTa W OMNEPATUBHOTO XpaHEHUS DJICKTPOHHBIX
JIOKYMEHTOB,

CM/JIO — cucrema MEKBEJOMCTBEHHOTO AIEKTPOHHOIO
JOKYMEHTOO00pOTa rocyAapCTBEHHBIX OpraHoB PecnyOnuku benapyce;

anekTpoHHas nudposas noanuck (nanee — I1IIT) — mociaeq0BaTETLHOCTD
CUMBOJIOB,  SIBJISIIOIIASICS ~ PEKBU3UTOM  DJEKTPOHHOIO  JIOKYMEHTa U
npeHa3HaYeHHAast JIJIs MOITBEPKICHUS €ro EJIOCTHOCTH U TIOJIMHHOCTH.

1.5. Tlomp3oBaTens MOMKEH WMETh HAaBBIKM PAOOTHI C MEPCOHATHHBIM
KOMITHIOTEPOM JIJIS TIOJI30BAHUS YCIYyTaMu SJIEKTPOHHOTO JOKYMEHTO000pOTa.

1.6. Ycayra »IeKTPOHHOTO JOKYMEHTOOOOpOTa MPEAOCTaBIISIETCS Ha
ONpeIeICHHOE KOJIMYECTBO MOIb30BaTENEH, UMEIOIUX ITpaBo goctyna Kk CO/I.

1.7. Joctyn k COJ] obecnieunBaeTcsi MyTeM CO3JaHUSl YUYETHOM 3alHCH
KOKJIOMY TI0JIb30BATENII0 TOCPEICTBOM aJMUHUCTPATUBHOIO HUHTEpdeiica
agmuHaucTparopoM Oneparopa. Onua APM npenycMarpuBaet 3aBe€HUE OJTHOU
YYETHOM 3amucy moJib3oBaresnsd. [Ipu KOJJIEKTMBHOW paboTe HEOOXOAUMO
obecreunTh paBHOE KOau4ecTBO APM U y4eTHBIX 3amuceid mojb30BaTeleH.

1.8. C yciayramu 53JEKTPOHHOIO JOKYMEHTOOOOpOTa, OKa3bIBa€MbIMU
OmepaTopoM, MOKHO O3HAKOMHTHCS Ha odwuImaabHOM caiite Omeparopa 1o
anpecy. https://nces.by (mamee — caiit Omepatopa) B mojapaszzaene «YCIyrH
AJIIEKTPOHHOIO IOKYMEHTO000pOTa» pazaena «Y ciayrumy.



https://nces.by/
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2. 3axirouyeHue J0roBopa

2.1. Jlo MoMeHTa moOja4yu 3asgBKA Ha OKa3aHUE YCIyT JJICKTPOHHOTO
nokyMeHToo0oporta (aanee — 3asBka) [lorpedutento He0OX0AMMO 0OECIICUUTh:

HaJIM4YME KaHaJla CBSI3M K CETH Iepelaun JaHHbIX Oneparopa nocpeacTBOM
VPN-coequHeHrsT B COOTBETCTBHM C TEXHUYECKHMH TPEOOBAaHUSIMHU K
MPOITYCKHOM CMOCOOHOCTH KaHajla CBSI3U ISl OKa3aHUsl YCIYT 3JEKTPOHHOTO
JOKyMEHT0000pOTa, IpeaycMOTpeHHOM myHKToM &.1. Hactosmero [lopsaka;

Hamuyue JuuHblx kimoder OIII B konamuecTBe HE MEHeEe 4YHCIa
JTOKHOCTHBIX JIWI, UMEIOIIUX MPABO MOAIMUCU JOKYMEHTOB.

3asiBKa HAIPaBJISETCS  IIOCIE  BBINOJHEHHS  BBINICIEPECUMCICHHBIX
0053aTENbCTB.

B cnydae orcyrcTBus y [loTpeOurtens kanana cBsizu nocpeactsom VPN-
COEIMHEHMS, HEOOXOUMO TIPEABAPUTENBHO HampaBuTh OnepaTopy 3asBKYy Ha
OpTraHU3AIMIO KaHaJla CBSA3U NoCcpeicTBOM VPN-coennHeHus.

dopMa 3asBKM Ha opraHuszanuio VPN-kaHaia cBsI3U pa3MmelleHa Ha CaiuTe
Omneparopa o agpecy: https://nces.by/service/zayavka-kanal/.

IIpucoenunenue Kk ceru mepenadyum AaHHbIX Onepatopa mo VPN-
KAHAJTY [UIS TOJYYEeHHUSl YCJIYTr 3JJIEeKTPOHHOI0 JOKYMEHT0000poTa
ocyuiecTBiasercas mnyrem 3akiaouyeHus Ilorpeduresiem pgorosopa ¢
onepaTopoM 3JICKTPOCBS3H, NMPeA0CTABJISIOIIUM yCJIyIrd mno
NMPUCOETUHEHHUIO K CETH Mepeaayn JaHHBIX.

2.2. Jlns mnogydeHHs YCAyr O3JIEKTPOHHOIO JOKYMEHTO00OpOTa
[ToTpebutens obecrieunBaeT Haauuue TUYHBIX Kitoued DIIT B konudyecTBe HE
MEHEE YMCJIa TOJKHOCTHBIX JIMI, UMEIOIIUX TPpaBo noanucu 1okyMeHToB, COK
kotopbix u3gaH PYI[ I'ocCYOK, mopsmok monaydeHus KOTOPBIX OIpEJESiCH
[Topsinkom okazanust yciayr PVYI[ T'ocCYOK, pa3smenieHHbIM Ha caidte
Omneparopa o axpecy: https://nces.by/pki/documents/.

2.3. [lotpeburens Hanpasiser OnepaTopy 3asiBKy OJHHUM U3 CJIETYIOIINX
CHOCOOO0B:

HApOYHO WJIM MTOYTOBBIM OTIIPABIICHUEM I10 ajpecy: yi. [Iputkikoro, 64,
220140, r. MuHCK;

nocpeactsom CM/IO;

Ha ajapec MeKTpoHHO# mouThl Omeparopa Info@nces.by (ckaH-komuio
OopuUruHayia 3asiBKM).

Ilpumeuanue: Gopmbl 3asiBKM pa3MellleHbl Ha caite Omeparopa Mo
anpecy: https://nces.by/service/uslugi-elektr-dokumentooborota/.

B cnyuae ecnu B MOMeHT nosrydeHusi Onepatopom 3asiBKU KaHAI CBSI3H Y
[ToTpebuTens He OpraHU30BaH, TUOO0 MOCTYIUBIIAS 3asIBKA COJICPKUT HEMTOTHBIC
(HEeKOppeKTHBIE)  CBeIEeHMS, 3asgBka  aHHyJupyercs  Omeparopom ¢
NOCJIEIYIOIUM yBeaoMiieHneM o0 3toM [loTpebutens Ha ajgpec 3JIEeKTPOHHOM
IOYTHI, YKA3aHHBIN B 3asiBKE.
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24. llpu wammuuu y IloTpeOutenss HEWCHOJHEHHBIX (PUHAHCOBBIX
oOsi3arenbcTB  mepes; OmeparopoM MO  HHBIM - yCIyTraMm, OKa3bIBa€MbIM
Oneparopom, OnepaTop HMEET MpPaBO HE OKA3bIBaTh YCIYTH 3JIEKTPOHHOTO
JTOKYMEHTOOOOpOoTa /0 MOJIHOro  TorameHus IloTpedbutenem  Takux
oOs3aTenbcTB. B 3TOM cnydae 3asiBka aHHynupyercs OnepaTopom cC
yBenomiiennem IlorpeOurtenss Ha aapec AIEKTPOHHOW TOYTHI, YKa3aHHBIN B
3asiBKe.

2.5. Ilocne mosry4yeHust 3asBKH, PY yCIOBUH BhITOIHEHU [loTpedburenem
00s13aTENBCTB, MPEIYCMOTPEHHBIX TyHKTamu 2.1, 2.2 Hacrosmero Ilopsaka,
Omneparop opopmIIsIET JOTOBOP.

2.6. JIoroBOpHI 3aKIIOYAIOTCS B COOTBETCTBHHM C 3aKOHOJIATEIHLCTBOM
Pecniybnuku benapych u opraHu3aiimoHHO-PACTIOPSIAUTEILHON TOKYMEHTAICH
Omneparopa.

2.7. KoHCynbTUpOBaHUE TIO MOPSIAKY, YCIOBUSAM U CPOKaM 3aKITIOYCHUS
JIOTOBOPOB OCYIIECTBIISIETCS] KOHTaKT-1IeHTpoM Omneparopa no tenedonam: +375
(17) 311 30 00, +375 (29) 311 33 00, +375 (29) 737 30 00.

2.8. Paccmorpenue u  moamucanue  jgoroBopa  IloTpeburenem
OCYILIECTBIISIETCS B CPOK He Oosee 15 (maTHaAaTH) KajJeHIapHbIX THEW C 1aThl
MOJTyYEHHS UM ITpoeKTa goroBopa. [IpoekT qoroBopa, noArnucaHHbii CO CTOPOHBI
Omnepatopa, BbeichuiaeTca [loTpebutento Ha OymakHoM HocuTene. B cimydae
Henosy4yeHus: Oneparopom MOJIMKUCAHHOTO cO cTOpoHbl [loTpedburtens norosopa
110 KCTE€YEHUH BBIIEYKAa3aHHOT'O CPOKA, TOTOBOP CYUTAETCS HE 3aKIFOUEHHBIM, U
3asgBka aHHyaupyercs OneparopoM € MOCIEAYIOIIMM  MHCbMEHHBIM
yBenoMmiieHueM o0 »toM IloTpebutens Ha aapec SJICKTPOHHOM MOYTHI,
YKa3aHHbIN B 3asiBKE.

2.9. Komuuecto APM CDJl omnpenensieTcsi B COOTBETCTBUU € OOIIUMU
TpeOOBaHUSMHU K OPTaHU3alUNA PAOOTHI C JOKYMEHTaAMHU B OpPTaHU3AIUsX.

3. Buasl yeJayr 3J1eKTPOHHOI0 JOKYMEHT0000poTa

3.1.  Vcayru  3JIEKTPOHHOTO  JIOKYMEHTOOOOpOTa  OKa3bIBAIOTCS
Omneparopom Ha 6a3ze [10 CO/] «SMBusiness» cienyromux KoHpUryparuii:

«Tamaka» (1 APM);

«Light» (3 APM);,

«Cwmaprt Soft» (5 APM);

«Express Soft» (10 APM);

0azoBoii koH(puryparuu (kosmyectBo APM 6e3 orpaHuvcHHIA).

3.2. Ycayru aeKTpOHHOTO JIOKYMEHT0000poTa KoHpurypauuu « Tamakay
Ha 1 (omHo) APM npenocTaBisitOTCs IOPUAMYECKUM JIMIAM, OINpPEICICHHBIM
noctaHoBienneM CoBera MunuctpoB Pecnyomuku benapycs ot 12.04.2016
Ne 299 «O0 yTBepKICHUN KPUTEPUEB OTHECEHUSI OpTraHM3aIuu K OF0KETHBIM



OpraHU3alUsIM, KOTOPhIE UMEIOT HE3HAUYUTENBHBIN JOKYMEHTOO00POT», a TAaKKe
WHBIM OPTaHU3aIMAM, HE BKIFOUEHHBIM B TyHKT 3 Yka3a Ne 157, Ho kenarommm
IpUOOPECTH YCIYTH 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

VYeayru 27eKTpOHHOTO JIOKYMEHTOOoOOopoTa KoHpurypanuu «Tamakay
OKa3bIBalOTCs 0e3 Bhie3nia k [ToTpeduTemto.

3.3. Ycayru a5ieKTpOHHOTO IOKyMeHTO000poTa KoHpuryparmu «Light» mo
3 (Tpex) APM Brmovator B ce0si mpenocraBinenue npoctyna k COJI wu
conpoBoxaeHue COJI. Yenyru okassiBatorces 0e3 Beie3fa k [loTpedurernto.

3.4. Ycnyru sleKTpOHHOTO JOKyMeHTooOopoTa koHdurypauuu «Cmapt
Soft» mo 5 (maTu) APM Bxitouaror B ce0s1 BHeApeHHE U conpoBoxkaenne CO/I.
VYcemyru okassiBaroTcst 0e3 Beie3fia K [lotpedurento.

3.5. VYciayru SIeKTpOHHOTO JOKymMeHTooOopora Ha ©6aze CDJI
«SMBusiness» konduryparnun «Express Softy 10 10 (necsitu) APM BxIrogaror
B ce0s BHeApeHue u conpoBoxeHne COJl. Yenyru okasbiBatoTcs 0e3 Bble3/ia K
[ToTpeburento.

3.6. VYciyru 3IeKTpOHHOTO JOoKymMeHTooOopora Ha ©0Oaze COJ]
«SMBusiness» 06a3oBoli KOH(pUTypaluy BKIOUYAIOT B ceOsi BHeApenue CHOJI,
NOAroTOBKY mnojb3oBareneid [lorpedutens k padore ¢ IO Ha Teppuropuu
[ToTpeOurens u conpoBoxaenue CO/I.

Tapudublii TWIAH YCAYr 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa 0a30BOi
KoH(puryparuu 3aBucuT ot konuyectsa APM Ilorpeburens.

[Ipu HEOOXOMMMOCTH TPOBEACHHUS NOPAOOTOK, TPEOYIOIMUX H3MEHECHHS
dbyukimonansHbix Bo3MoxHocTel COJI, [lorpeOutens HampabisiIeT B ajpec
Omneparopa odurmanpHoe nucbMo. [Ipu HAIMUUKM TEXHUYECKON BO3MOXKHOCTU
nopaboTKH, Tpedyrouieil n3mMeHeHns (YHKIMOHAIbHBIX BO3MoxkHOcTed CO/I,
mexay Ilorpebutenem wu  OnepaTopoM 3aKIHOYAETCS  JOMOJHUTEIBHOE
COTJIALIEHHE K JOTOBOPY, B KOTOPOM OIPEIEISAIOTCA CTOUMOCTh, CPOKH U
YCJIOBHSI OKa3aHUsI IOTIOTHUTENBHBIX YCIyT 1o gopadotke CO/I.

3.7. VYciayru TO COMPOBOXKICHHUIO SIBISIOTCS 00SI3aTEIBHBIMU  TIPH
BHepeHuU (peaocrasieHuu goctyna) CO/I.

3.8. I1IO CB /1 «SMBusiness» obecnieunBaet B3aumoeiicteue ¢ CMJIO B
cootBeTcTBUU ¢ YKazoMm [lpesupenta PecnyOnuku benapyce ot 08.11.2011
No 515 «O HekoTopwIX BOINpOcCax pa3BUTHS HH(OPMAIIMOHHOTO OOIIECTBA B
PecnyOonuke benapych» B aBTOMaTHYECKOM PEXHMME, a TaKKE HMHTETPALUIO C
aBTOMATU3UPOBAHHONW MH(GOPMAIMOHHOW cHUCTeMON «BegoMCTBEHHBIN apXuB»
(manee — AUC «BenoMmcTBeHHBIM apxuBy») (MpU HAIWYUU 3aKJIHOYEHHOTO
noroBopa Ha yciyru AUC «BeaoMCTBEHHBIN apXUBY).

3.9. Crnenndukanum KoHpuryparui yCIyT AIEKTPOHHOTO
nokymeHTtooOopora Ha 0aze IIO CDJI «SMBusiness» mnpuBeneHbl B
[Tpunoxenusx 1-5 k Hacrosmemy [lopsnky.



4. TIpenocraBjeHue J0CTyNA K yCJAyraM 3IeKTPOHHOT0 T0KYMEHT0000poTA

4.1. B coorBercTBUM ¢ YyciOBUSAMU jgoroBopa Omneparop HPOBOJIUT
HEO0OXOAMMBIE MEPONIPUSITHS MO OKa3zaHUIo [loTpeduTento yciyr 3JeKTpOHHOTO
noKyMeHTooOopoTa. Oneparop MMEeT MPaBO MPUBJIEKATh K OKA3aHUIO YCIyT
TpeThUX JuIl 0e3 cornacoBanus ¢ [loTpedurenem.

4.2. Oneparop:

4.2.1. obecnieunBaet nnrerpamuio C3J[ ¢ CM/O;

4.2.2. oxa3plBaeT JOIMOJHUTEIbHBIE YCIYT'H, HEOOXOAWMBIE s
OpraHu3alMKU YCIYr 3JEKTPOHHOTO JTIOKYMEHTOOOOpOTa, B paMKax JI0roBopa,
3aKIroueHHOro ¢ [lotpedburenem.

4.3. [lorpedurensb:

4.3.1. obecneunBaeT Aoctymn paboTHUKOB OmepaTtopa, a TakkKe TPETbHX
JUl, MpuBJIeYeHHBIX OrnepaTopoM K OKa3aHUIO YCIyr IO JIOrOBOpPY, B
nomernieHus: [lorpebutenss B cBsizu ¢ wucnoiHeHuemM OnepatopoM CBOUX
00s13aTeJIbCTB 110 JOTOBOPY;

4.3.2. nmeet npaBo U3MEHUTh KoHPurypamuo COJl myreMm oOpamieHus K
Omnepatopy ¢ odopMiIeHHUEM JIONOJHHUTEIBHOIO COTrJAIIeHUs K JOTOBOPY U
OIUIATOM COOTBETCTBYIOIUX U3MEHECHUM;

4.3.3. caMOCTOSITeNIbHO MPUHUMAET pelieHue o0 ucnoiab3oBanuu COJl u
HECEeT OTBETCTBEHHOCTH 3a MpaBuiia paboThI B Hel nonb3oBarteneit [lorpedurens;

4.3.4. HEceT OTBETCTBEHHOCTh 3a OOecIedeHue 3amuThl nHopMaluu Ha
APM nonb3oBareneit [lorpeburens, mupkynupyromeid B COJI, a Takxke 3a
coxpannoctb HKH u COK.

4.4. Oxa3zaHue NONOJHUTENbHBIX yCIyr (mpu cMeHe koHdurypauuu I10
CO/1, nepexoe Ha MOHWKAOUTUN Tapu(HBIN TIJ1aH, I00aBJICHUH MTOJIb30BaTEIEH
[TorpeOuTens, Bo3oOHOBIeHHH Aoctyna Kk COJI), mHDOpMALHKS O KOTOPHIX
yKkazaHa B Tapudax Ha YCIyrH DJIEKTPOHHOTO JTOKYMEHTOOOOpoTa B
cooTBeTCTBUU ¢ MyHKTOM 6.11 nHactosimero Ilopsinka, TpoW3BOAMTCS TIO
nucbMeHHOMY oOparenuto [lotpebutenss u odopmisieTcs JOMOTHUTEIBLHBIM
COTJIallIeHUEM K JJOTOBOPY C YKa3aHUEM CTOMMOCTH YCIYT.

Jlata Hayana oOKa3aHWs JOMOJHUTEIBHOM YCIyrd 1O TOATOTOBKE
nosib3oBareneil k padore ¢ IO Tlorpeburento cornmacoBbiBaercss CTOpoHAMU
MOCPEACTBOM  ABTOMAaTHU3UPOBAHHONW CHCTEMBl TEXHUYECKOW TIMOJJICPKKH
MOJIb30BATEIICH.

4.5. YcnoBusi TOJHOTO TpeKpareHus mnpeaoctabienus [loTpeduremnto
YCIIYT AMEKTPOHHOTO TOKYMEHTO000pOTa OMPEAEIISIFOTCS JOTOBOPOM.

4.6. Ycnyra «BozobnoBnenne npoctynma k CDJI» mpemocraBisieTcs
[ToTpeOurento B ciayyasx: pacTOP>KEHUsI paHee 3aKIIOYEHHOTO JOroBopa JI0o
UCTEUYEHUS CPOKA JACHCTBUA paHee 3aKII0YEHHOIO JI0r0BOpa, MPHU YCIOBUH, YTO
C JIaThl OKOHYAHHUS CPOKa JICUCTBUSl paHEE 3aKJIIOUYEHHOI'O JOroBOpa 1O JAThI
3aKJIFOYEHHUST HOBOT'O JOTOBOpa He mponuio Oosee 2 (nByx) mecsie. Ilo



ucreueHnun 2 (IByX) wecdaneB mnojakiaouenne k COJl mpousBoguTcs B
COOTBETCTBUHU C paznenoM 2 [lopsaxa.

Jlist Bo3oOHOBIeHHs noctyna Kk COJ [lorpedurens o0si3aH:

HampaBuTh opUIIMaIBEHOE MUCHMO B ajipec OmnepaTopa 0 HEOOXOIUMOCTH
MOJKJIIOYEHHUS K YCIYTe M0 COMPOBOXKICHUIO 3JIEKTPOHHOTO JOKYMEHTO000pOTa
C YKazaHueM KoHdurypamuu, panee ucnonbzyemoi [lorpedurenem;

3aKJIIOYUTH JOTOBOP Ha OKa3aHUE E€AMHOBPEMEHHOM JIOMOJHUTEIbHOU
ycinyru «BozoOHoBnenune goctyna k C3OJI» U exeMecsSYHOW YCIyrd Mo
COMPOBOKJICHUIO AJIEKTPOHHOTO JOKYMEHTO00O0pOTA.

Ormnata 3a okazaHue JOMOJHUTENIbHOUN ycinyru «Bo300HOBIeHHE TOCTyNa
Kk CO/]» mpou3BOIUTCS B COOTBETCTBUM C YCIOBUSAMU JIOTOBOPA.

4.7. B ciydae pacTOpK€HUsS JOTOBOpa M IIOJHOTO MPEKPAIICHUS
npenocrtapienus [loTpeOuTento yCiayr 3JIeKTPOHHOTO TOKYMEHTOoOopoTa 0asa
nauubix COJl Ilotpebutens (undopmanus IlotpeOutensi, pasmerieHHas B
undpactpykrype Omeparopa) xpanutcs OrmnepaTopoM B HHPPACTPYKTYpE
Omneparopa B TeueHue 3 (Tpex) MECAIIEB C JaThl paCTOP>KEHUS JOTOBOPA.

B Teuenue 3 (Tpex) mecdieB ¢ AaThl pacTOp>KeHus jaoroopa OmnepaTop
npeaocTasiset [loTpeduTento TeXHUYECKU JOCTYT K apXuBHOMY KOHTYpY CO/1
[ToTpebutenst mjis BO3MOKHOCTH COXPAHEHHS HEOOXOIUMBIX JTOKYMEHTOB Ha
uHppactpyktype u pecypcax Ilotpedutens. J[loctynm mpegocTaBisieTcs
nonb3oBatensiMm  COJ]  ITlotpebutenss ¢ poisMu B OpraHU3aIUU
«demonmpouszBoautensy u  «PykoBoauTenp» ¢ IpaBaMd Ha MPOCMOTP
JIOKYMEHTOB.

ITo ucreuenun BeIIeyKa3aHHOTO cpoka uHpopmanus (06aza ganubix COJI)
[ToTpebutens MNOANEKUT yaajlieHut0 u3 HHOpacTpykTypbl OmnepaTopa 0e3
BO3MOYXHOCTH €€ BOCCTAaHOBJICHUSL.

4.8. B cmydae HE0OOXOAMMOCTH BBITPY3KH TOKYMEHTOB M3 0a3bl TaHHBIX
COHl Tlorpebutens, Ilorpebutenr Hampasmsier B azapec Omeparopa
opuIMaIbHOE THUCHBMO O BBITPY3Ke 0a3pl MaHHBIX JOKymMeHTOB COJ]
[Torpeburens. Ilepemaua wHbopMamuu [loTpeOuTento oOCyIIECTBISCTCS B
dbopmare, onpeaensemom Oneparopom.

MaccuB JaHHBIX M MEXaHM3M BBITPY3KHM peaii30BaH Ha 0ase
MPOTPAMMHOTO O0ECIICUCHUSI U SI3BIKOB MPOrPaMMUPOBAHUS, UCTIOJIb3yEMbIX B
CO]1 «SMBusiness», 1 TpuMeHUM J1JIs1 KOHBepTaIuu B aHajgoruunou CO/I.

OkazaHue AOMOJHUTEIbHON YCIYTd MO BBIFPY3KE JTOKYMEHTOB M3 0a3bl
nanuabix COJI Tlorpebutens ogopmiiseTcs TOTOJHUTEIBLHBIM COTJIAICHHEM K
JIOTOBOPY C YKa3aHUEM CTOMMOCTH JOMOJIHUTEIBHON YCIYTH.



5. IlpexocraBiieHue 10cTyNAa K cepBucy HHPOPMALIMOHHOTO
B3auUMOJeicTBUSA

5.1. Cepauc UH(OPMAIMOHHOTO B3aUMOJCHUCTBUS MO3BOJISIET
ONTUMHU3UPOBATH MPOIECCHI TO1aYN/TIOTYYCHUS, yueTa 00paleHuid Pu3nuecKux
U IOPUAMYECKUX JIMIl B TOCYAapCTBEHHBIE OpTraHbl M HHBIE OpraHU3AINU
Pecnyonuku benapyces.

C  pYKOBOACTBOM  TOJIb30BaTeNisl  cepBUCAa  HMH(POPMAIUOHHOTO
B3aumonelrictBuss Mexay CDOJ «SMBusiness» u cucremoir oOpamieHwmid
(mamee — pYKOBOACTBO IIOJI30BATEIsl) MOKHO O3HAKOMMTBCSI Ha cailTe
Omneparopa B noapaszene «Y ciayru 3JeKTPOHHOTO JOKYMEHTO000poTay pa3iena
«Ycmayrmy.

5.2. JlomonHuTENbHAs YCIyTa MO MPEIOCTaBICHUIO JOCTYIAa K CEPBUCY
uHpopmaronHoro B3aumogeiictuss COJ]  «SMBuUsiness» ¢ cucremoit
oOpamieHuii (mamee - yciayra J0CTynma K CEpPBUCY) IPEIOCTaBISIETCS
roCyJIapCTBEHHBIM OpraHaM M WHbIM opraHuzainusMm PecnyOnuku benapycs,
OCYUIECTBISIIOIIMM PACCMOTPEHHME M Yy4yeT oOpaleHuid (QU3nyeckux u
IOPUJINYECKUX JIMIl C UCIOJIb30BAHUEM CHUCTEMBI OOpAILEHU, SBIAIOIIUMUCS
[loTpeOurensiMu yciayr 3JIEKTPOHHOIO JOKyMeHTooOopora Ha 0Oaze CDJ]
«SMBusiness» 06a3oBoii koHurypanuu, kKoHpurypamui «Express Softy,
«Cmapt Soft».

5.3. 1o MOMeHTa mo/1auu 3asBKU Ha OKa3aHWE YCIYTU JOCTYIa K CEPBUCY
[ToTpeOurens pokeH nNpodTH peructpauuio BHemHero APl B cucreme
oOpamieHuii, KoTopas JOCTyNIHa pa0OTHUKY C TMpaBaMU BHEIIHETO
aJMUHUCTpaTOpa  CUCTEMbl  oOpaimieHMd  Ha  caliTe 1o  aJpecy:
https://oGpartenus.0en, ¢ coxpaneHueM mony4eHHbIX nanubix Client ID u Secret
Access Key st BHecennst nH(OpMaIMY B 3aBKY Ha OKa3aHUE yCIyTH JOCTyIa
K CEpBHUCY.

[Ipu wu3smenenum pabotHukoMm IloTpebutenss ¢ mnpaBaMu BHEIIHETO
aAMUHHUCTPATOPA CUCTEMbI OOpaIeHU JaHHBIX perucTpaiuu Buemnero APl na
caiite 1o azapecy: https://oOparienuns.oen, [Torpedurens 00s3aH HANpPaBUTH B
agpec Oneparopa MocpeAcTBOM ABTOMATU3UPOBAHHON CHCTEMbI TEXHUUYECKOU
HOJIJICP’KKH T10JIb30BaTeIcii HOBbIe mosydeHHbie naHHbie Client ID u Secret
Access Key c nensio nposeneHuss OnepaTopoM HEOOXOIUMBIX padOT IO
NEPEHACTPOUKE JOCTyNa K CEPBUCY.

5.4. C uenbio MOJydyeHHUs] YyCIAyru Joctyna kK cepBucy lloTpedutenn
HarpasJiseT B agpec Oneparopa 3asBKy Ha OKa3aHHE yCIYTH IOCTyNa K CEPBUCY.

Ilpumeuanue: popma 3asBKM Ha OKa3aHUE JONOJHUTEIBHON YCIyTH
pasMenieHa Ha caite Omeparopa mo aapecy: https://nces.by/service/uslugi-
sed/uslugi-ed-smbusiness/.

5.5. B Teuenue 5 (msaTr) paboyux JHEW ¢ MOMEHTA MOJYYEHHUs 3asiBKU HA
OKa3aHHWE YCIyI'M JOCTymna K cepBucy, OnepaTop NpPUHUMAET PELICHHE O



https://обращения.бел/
https://обращения.бел/
https://nces.by/service/uslugi-sed/uslugi-ed-smbusiness/
https://nces.by/service/uslugi-sed/uslugi-ed-smbusiness/
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TEXHUYECKOH BO3MOXXHOCTH TOAKIIOYEHUS K CEpBHUCY HWH(OOPMAIMOHHOTO
B3aUMOJICHCTBUSA  JTMOO  HEBO3MOXKHOCTH  TOAKIIOYEHUS K  CEPBUCY
UH()OPMAITMOHHOTO B3aUMOICHCTBUAI.

5.6. 3asBKa Ha OKa3aHWE YCIYTM JOCTyHa K CEpPBUCY MOXKET OBbITh
aHHYJIMPOBAHA B CIy4ae OTCYTCTBHUSI TEXHUYECKON BO3MOKHOCTH MO IKIIOUCHHUS
[ToTpeburens k cepBUCY UHPOPMAIIMOHHOTO B3aUMOJICHCTBHS U MHBIX CIydasx,
IPeAyCMOTPEHHBIX HacTosUM [lopsiakom.

3asBKa Ha OKa3aHWE YCIYyTd JOCTyma K CEpPBHCY aHHYJIHUPYETCS
OrneparopoM ¢ MOCIEAYIOMMUM yBenoMiieHHeM 00 3toM [lotpeburtens myrem
HaIpaBJICHUS COOOIIECHUS Ha aJpecC PJIECKTPOHHOM MOUYTHI OTBETCTBEHHOTO JIUIIA,
YKa3aHHBIN B 3asiBKE.

5.7. Co aHS MOJydeHMsS MOJMMCAHHOTO J0roBOpa (IOMOJHUTEIHLHOIO
COTJIALICHUSI) Ha OKa3aHUE yCIYru AOCTyma K cepBucy OnepaTop B TeueHue 14
paboumx JHEW OCYIIECTBISIET HEOOXOAUMBbIE pPa0OThl IO MOIKIIOYCHUIO,
HACTPOMKE CepBHCa CUCTEMbI OOpaIeHni u HanpasiseT [loTpedurento Ha aapec
AJICKTPOHHOMU MOYTHI OTBETCTBEHHOTO JIMIIA, YKa3aHHBIN B 3asBKE, YBEIOMIICHHE
O BBITIOJTHCHUH TTOJIKIIOUCHHS K CEpBHUCY WH(DOPMAITMOHHOTO B3aMMOJICHCTBHS,
a TaK)Ke pPyKOBOJICTBO IMOJIb30BATENS 10 pabOTe ¢ CEpBUCOM HUH(POPMAIMOHHOTO
B3aUMOJECUCTBHUS TOCPEICTBOM ABTOMATU3UPOBAHHON CHCTEMBI TEXHUYECKOU
OJIJICPKKH ITOoJIb30Batelei https://support.nces.by.

5.8. B Tteuenne 2 (nByx) pabouumx [HEM C MOMEHTa OTIPABKHU
[ToTpeOutento yBeAOMIJIGHHS O BBIIIOJHEHUU TOJKIIOYEHUS K CEPBUCY
uH(popmaImoHHoro B3aumoiecTBus, [lorpedurens 00s3yeTcsi B CBOEM JINUHOM
KabuHeTe cuctembl oopamenuii (https://odparenus.0en) OTKIIOUNTD ITOTYYCHHE
oOpamienuii mnocpeactBom CMJIO (OTKIIIOUEHHE HJIEKTPOHHOIO CEpBHUCA
«B3anmopgeticteue ¢ CMJ1O»).

5.9. B cucreme oOpamennii paGoTHuky I[loTpebutens c¢ mnpaBamu
BHEIITHETO aJMUHUCTpATOpa CUCTEMBbI OOpaIICHHUI JOJKHBI OBITH Ha3HAYEHBI
COOTBETCTBYIOIINE POJIH (PYKOBOJIUTENb, UCIIOTHUTENb, ACIOMPOU3BOIUTEND,
3aMECTHUTENIb PYKOBOJMUTENS OPTraHu3alliy, CO3/1aTellb OTYETOB, PYKOBOJIUTENb
OpraHu3alKM), a Takke B MNpoue BHEIIHETO ATIMHUHHUCTPATOPA CHUCTEMBI
oOpallleHH TOJIKHO OBITh 3aMOJHEHO TMOJIE «JI0IKHOCTDY.

Jlnst  perucTpanuy  OOpaIlleHWH, IMOCTYNUBIINX OT HOPUANYECKUX U
¢busnueckux s, B COJI «SMBusiness» Omnepatopom coznmaercs <«OKypHai
oOpareHuil TpaxaaH W IOPUIAYSCKUX JHUI) YCTAHOBJICHHOTO THIA, KOTOPBIM
o0ecIeuyrnBaeT MHTETPAIMIO C CHCTEMOW 00paIieHui, Py 3TOM KOPPEKTUPOBKA
(ymanenue, moOamieHue, mepenMeHoBaHue) mojed B «OKypHan oOparmieHwmit
rpakKJaaH ¥ IOPUINICCKUX JIUID HE TPEAYyCMOTPEHA.

B CDJ1 «SMBusiness» perucrpaius oOpaiieHui, UX PacCMOTPEHHE U
riepeada OTBETOB Ha OOpaIeHUS TP MOIKIFOYCHUH YCIIYTH IOCTYTa K CEPBUCY
OCYIIECTBIISICTCS B COOTBETCTBUU C PYKOBOJICTBOM ITOJIH30BaTEIIs.



https://support.nces.by/
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5.10. B cnydae nHeBwmmosHeHus [lotpeOurenem TpeOOBaHUN BTOPOTO
a03ama 1.5.3, 11.5.8, mepBoro u Tperbero adzaues n.5.9 Hactosimiero Iopsiaka
Omneparop HE HECET OTBETCTBEHHOCTHM 3a KadyeCTBO OKa3bIBAEMOW YCIyTH
J0CTyTa K CEPBHCY.

6. Omiara ycjayr u nopsiiok (pOpMUpOBaHUS HAYUCIEHUI

6.1. VYcuyru SIEKTPOHHOTO JIOKYMEHTOOOOpPOTa OKa3bIBaIOTCS B
COOTBETCTBUU C IOTOBOPOM Ha BO3ME3/IHON OCHOBE.

6.2. Ommatra ycioyr 3JIGKTPOHHOTO JOKYMEHTOOOOpOTa MPOW3BOIUTCS
[ToTpebuTenieM Ha yCIOBUSAX M B CPOKH, OMpEIEICHHBbIE IOTOBOPOM, U B
COOTBETCTBUU C Tapudamu, yTBepKIeHHbIMU OnepaTopoM.

6.3. Ommara 3a yciayru mo compoBoxaenuto COJl/moctyna x cepBucy
IIPOU3BOJIUTCS €XKEMECAYHO MO Tapudam, NEUCTBYIOIIUM Ha J€Hb OKa3aHUs
YCIIYT.

6.4. Jlaroii axkTuBauMM ycayr mno conpoBoxaeHuto COJ] s
koHurypamuii «Tanakay, «Express Softy, «Cmapt Soft» u «Light» sBisiercs
nata HampabieHuss OnepaTopoM PEKBU3UTOB ISl YCTAHOBKH KJIMEHTCKOTO
npuinoxenusa CO/] «SMBusinessy.

JaTtoit aktuBamuu yciayr mo compoBoxaeHuio COJ «SMBusinessy»
0a3oBoil KOH(Urypauuu sBisieTcsl jaatra cocTaBieHus OneparopoM akrta
OKa3aHHBIX AJIEKTPOHHBIX YCIYT (BBIIOJHEHHBIX padOT) MO €IWHOBPEMEHHOU
yciyre B pamkax BHeApeHus CO/I.

JlaToii akTUBAIIMU YCIIYTH JOCTYIIA K CEPBUCY SIBIISICTCS AaTa HAIIPABJICHUS
OmneparopoM yBeOMJICHHSI coriacHo 1.5.7 Hacrosimiero [Topsiaka.

6.5. CTOUMOCTh eXeMECSYHBIX YCIyT (a0OHEHTCKas IiaTa) 1Mo J0TrOBOPY
3a yciyrd 1o compoBoxaeHuto COJl/moctyma K cepBHCY B3MMaeTcs B
COOTBETCTBUHU C YCIOBUAMHU J10roBopa. I[loTpedurens mpous3BOAUT OIUIATY 3a
eXXeMEeCSUHbIe YCIYTu A0 25 (IBaauaTh MATOr0) YKucia Mecsla, CIeIyonero 3a
OTYETHBIM.

6.6. Ilepuon okazaHusi YyCIyr HJIEKTPOHHOIO JOKYMEHTOOOOpOTa I10
corpoBoxkaeHno COJl/nocTyna k cepBUCY paBeH KalleHAAPHOMY MECSILY.

6.7. B ciyuae newimonHenus [lorpedburenem o0s3aTeNbCTB MO OIUIATE
OKa3aHHBIX eMmy yciyr, Omneparop HMEET NpaBO MPUOCTAHOBHUTH JOCTYII
[Torpeburenss x C3Jl/cepBucy wuHGOPMAITMOHHOTO B3aUMOJCUCTBUSA B
OJTHOCTOPOHHEM TOPSAJIKE.

6.8. Ha Bpemst mpuoctanoBienust gocryna [lorpedurens k C3]1/cepBucy
UH(POPMALIMOHHOTO B3aMMOJCHCTBUSL COTJIACHO MYHKTY 6.7 HAcTOSIIEro
[Mopsnka, a Taxke 1o muchbMeHHOMY 3ampocy [lorpeburens, [loTrpedurtens He
0CBOOOXAAETCS OT OIJIAThl €XKEMECSUHBIX YCIyT (A00OHEHTCKOM IUIaThl).

6.9. Hocrtyn [Ilorpeburens k C3Jl/cepBucy uHOOPMALHOHHOTO
B3aMMOJICHCTBUSL ~ BO300HOBIsieTcss  mocine  noramenuss — [lorpeOurenem
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00pa3oBaBIIIECS 3a10IKEHHOCTH.

6.10. B cnyuae pacTop)eHHUS [OTOBOpa M IOJHOTO TPEKpalICHHUS
npenoctaBienus lloTpebutento yciayr SIEKTPOHHOTO JOKYMEHTOOOOpOTa,
OKa3aHHE YCIYT 3JIEKTPOHHOTO TOKyMeHTooOopora, moctyn k CDJl/cepsucy
UH(GOPMAIIIOHHOTO  B3aMMOJECHCTBUA  OCYLIECTBISETCS  TOJBKO  TOCIHE
3aKIIOYeHHsT HOBOro jgoroBopa. Ormutata 3a  YCIYrH  SJIEKTPOHHOTO
JOKYMEHTO000pOoTa NPOM3BOAMUTCA MO Tapudam, NEHCTBYIONIMM Ha JCHb
OKa3aHUs yCIyT.

6.11. UWudopmamms o Tapudax Ha  YCIAYTH  DJIEKTPOHHOTO
JOKyMEeHTooOOpoTa  JocTynmHa Ha caidte Omneparopa 1o  ajpecy:
https://nces.by/service/cloud_tarrif/.

7. Texnudeckoe o0cayxuBanue u conpono:xaeHue [orpedouress

7.1. Oneparop iaHUPYyeT U MPOU3BOJUT NEPUOANYECKOE TECTUPOBAHUE U
HaJaJKy COOCTBEHHOrO CEpPBEPHOr0 OOOpYJOBaHMS, HEOOXOAMMOTO s
oOecrieyeHUss  KA4eCTBEHHOTO  MPEJOCTABJICHUA  YCIYr  DJIEKTPOHHOTO
JTOKYMEHTOOOOpoTa. JlomyCKaroTCs IUJIAaHOBBIE MEPEPHIBBI OKa3aHUS YCIyT
AJIEKTPOHHOTO JOKYMEHTOO0OpOTa, KOTOPhI€ OOYCIOBIEHBI HEOOXOAMMOCThIO
MPOBEACHUS TEPUOJAMYECKUX TUIAHOBO-TIPOPUIAKTUYECKHX paboT B IEHTpE
00pabOTKHU JaHHBIX U Ha CETH Mepenayu gaHHeIx Omneparopa.

7.2. Omnepatop He mosaHee 1 (oaHOro) pabodero IHSA [0 Hayaia
npoPUIaKTUYECKUX  pabOT  pa3Mmemiaer MHQOpManui O  TUIAHOBO-
npodusaKTUYECKUX paboTax U IUIAHOBBIX TIEpPEphIBAX OKa3aHUS YCIYT
AJIEKTPOHHOIO IOKYMEHTO000poTa Ha caiite Oneparopa.

7.3. Oneparop obecneunBaeT padborocnocoonocts CI/] B cimydae BrIxoaa
U3 CTPOsi 000PYIOBAHUS, TPUBEIIETO K OCTaHOBKE KOHTYypa CO/I:

B CPOK He Oonee 24 yacoB ¢ MOMEHTa OCTaHOBKH KoHTypa CO/JI, eciam
BBIXOJI U3 CTPOSI MPOU30LIEN IO MPUYKHE, 3aBUCsAIIEH 0T OnepaTopa;

B MHBIE CPOKH, O KOTOpbiX Omeparop pazMemniaeT HHOOPMAIMIO Ha caiTe
Omneparopa, eciau BBIXOJ U3 CTPOsI MPOU3OIIEN MO MPUYUHE, HE 3aBUCAILCH OT
Omneparopa.

7.4. Ycnyru no conpoBoxaennio COJI/mocTyny K CEpBUCY OKa3bIBAIOTCS
B COOTBETCTBUHU C PermameHTOM pabOThl CIyXObl TEXHUYECKOM TMOIIACPIKKHU,
yTBEpKAEHHBIM OrepaTopom U pa3MElIeHHbIM Ha canute Oneparopa.

B MIEPUOL OKa3aHus Oneparopom yCIIyT 3JIEKTPOHHOTO
nokyMeHToobopora OmnepaTop obecrneunBaeT comnpoBoxaecHue COJl/goctyn k
CEpBUCY  TMOCPEACTBOM  ABTOMATU3UPOBAHHOM  CHCTEMbl  TEXHHYECKOU
nojajaepkku  mojn3oBateneit (https://support.nces.by) exeaneno ¢ 8.00 1o
19.00, 3a ucCKIJIIOUEHHEM BBIXOJHBIX (Cy000Ta, BOCKPECEHbE) U MPa3THUUYHBIX
JTHEH.

B Teuenune 5 (mAtm) pabouux [HEH MOCIE 3aKIIOYEHHUsI JOTOBOpa



https://nces.by/service/cloud_tarrif/
https://support.nces.by/
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OTBETCTBEHHOMY MOJb30BaTelto [lorpedurens HeoOXoAMMO TPOUTH POUEAYPY
caMOperucTpanuu B ABTOMaTU3UPOBAHHON CUCTEME TEXHUYECKOW MOIIEPIKKU
N0JI30BATENE MyTEM 3alOJHEHUS COOTBETCTBYIOIIEH (POPMBI PErHUCTPALIMU
(https://support.nces.by/) ¢ ykazanmem YHII IlorpeOutens, pa3meiieHHOW Ha
caiite Onepatopa B noapazzaene «Perucrpanus» pasnena «Texmoaaepxkay, u
MOJIYYUTh MOJTBEpXkKAeHUE coriacoBanusi ot [loTpeburens, HampaBiIeHHOE
OnepaTopoM Ha oPUIIHATBHYIO SJEKTPOHHYIO mouTy [loTpeduTens, B kauecTBe
opuumansHoro npexacrasutens [lorpedurens.

Ycenyru o conpoBoxaeHuo COJ1/mocTyIy K CepBUCY BKIIFOYAIOT:

oOHOBNIeHHE HOBbIX penu3oB COJI. OOHOBIIEHHE HOBBIX PEIHU30B
npoucxoautr B nepuosx ¢ 18.00 mo 08.00 mnu B pabouee BpemMs MO
peaBapuTeIbHOMY corjiacoBanuio ¢ [lorpedurenem;

oOHOBJeHHEe HOBBIX penn3oB COJl, CBSI3aHHBIX C yCTpaHEHUEM
KPUTUYECKUX OMIMOOK, MOXET TMPOBOAUTHCS B J00oe Bpemsa 0e3
peBapUTENbHOIO coriacoBanus ¢ [lotpedurenem;

uctpasiaeHue omunbok COJl, BBIABIEHHBIX B MPOLIECCE IKCILTyaTalluu
[Torpebutenem COJI, mnpu  ycioBuu  coomonenuss  [lorpedurenem
JKCIUTyaTallMOHHOM JOoKyMeHTauuu no padore ¢ COJI, mpaBui 3KCIUTyaTaluu
cucteMHOTo [1O U TEXHUYECKHUX CPE/CTB;

M3MEHEHHUE YYETHBIX 3aIlMCel Mojb3oBaTene, cnpaBouyHukoB COJI, 3a
UCKJIIOYEHHUEM crpaBoyHuKa «HoOMeHknaTypa Jen», B paMKax 3aKIFOUeHHBIX
OroBOpoB U Hactosmero [lopsaka;

KOHCYJIbTaIlMM ToJib30Batelen [lorpeduTens mo Bonpocam:

nopsijika  JKcrutyaramuu u - QyHkuuoHupoBanus — CDJl/cepBuca
MH(OPMALIMOHHOTO B3aUMOIEUCTBUS;

OpraHu3aluu B3aUMO/JICHCTBUS NOJIb30BATEINIEN CO[1/cepBuca
UH(GOPMALIMOHHOTO B3aUMOJICUCTBHUS;

COOJIFOJICHUST IKCIUTyaTallMOHHOW JOKyMeHTaruu 1o pabore ¢ CHOJ/
cepBHCOM MH(OPMALIMOHHOTO B3aUMOJACHCTBUS,

TpeboBaHmi K ammaparHoi gactu CO/I.

Yeayru no compoBoxaeHuto COJ/I/moctynmy K cCepBUCY OKa3bIBAIOTCSA
Omneparopom 6e3 Brie3aa k [lorpedurernto.

Yeayru no conpoBoxaenutro COJl/mocTymy K cepBHCY HE BKIIOYAIOT
YCTAaHOBKY M HACTPOWKY O0OOpYyIOBaHMSI MOTPEOUTENs: KaHaida CBSI3M JJIs
JocTyna K ycClIyram, CETEBOTO O00OpyIOBaHHS, OIEPAIlMOHHBIX CHCTEM,
CUCTEMHOI'0 MPOTrPaMMHOI0 00€CleYeHsl, AHTUBHPYCHOTO MPOTPAMMHOIO
o0ecreyeHus, MPOrpPaMMHOI0 OOECHEUYEeHHs, HE OTHOCSILIErocs K yclIyram
Oneparopa.

7.5. Ilorpebutens 00s3yeTcs:

NOJJIEPKUBATH pabOTOCTIOCOOHOCTh M 6€30MaCHOCTh (PYHKIIMOHUPOBAHUS
COOCTBEHHOr0 O0OOPYJIOBaHUSI M YCTPOMCTB, HEOOXOJIMMBIX MJi OKa3aHWUs
OnepaTopoM yciIyT, a TakKe 00eCIeUnTh HAINYUE JTULEH3HOHHOTO CUCTEMHOTO


https://support.nces.by/
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Y aHTUBUPYCHOT'O IPOTrPaMMHOT0 00€CTIeUeHHS];

uHpopmupoBaTh Oneparopa o HalieHHbIX B COJ] «SMBusiness»/cepprce
MH(POPMAIMOHHOTO B3aUMOJICUCTBUS OIIMOKAx, MHIUJECHTaX, cOoe B padote
NyTEM PETUCTpAllMU 3asBKM B ABTOMATHU3UPOBAHHOM CHUCTEME TEXHUYECKOU
MOJJICPKKHA TOJIb30BATENCH C MPWIOKEHUWEM CKPUHIIOTAa C BO3HUKIIUM
WHIIMJICHTOM U YKa3aHHEM 3Tara ero BOZHUKHOBEHUS (ITPU HEOOXOAUMOCTH).

7.6. Omeparop mnpekpamaer comnpoBoxiaenue C3J[ B  ciyuae
ocymectBieHus llorpedbutenem Mmomudukammu C3J] O6e3 corimacoBaHus ¢
Omneparopom.

7.7. llpu ycrpaHeHuun c0oeB M OIIMOOK, BBI3BAHHBIX HECOOJIOJICHUEM
(mapymenueM) [lorpedbutenem 3KCITyaTalMOHHON JOKYMEHTAUMU 110 padoTe C
CO/l, mpencraButenu [loTpedurens u OmnepaTopa MPOBOAST MEPETOBOPHI, Ha
KOTOPBIX OMNPENETSAIOT YCIOBUS YCTpaHeHHsl cOosi (OmuOKH), 00BEM YCIyT,
CPOKH U CTOMMOCTh YCIyT ¢ O(POpMIICHHEM JOMOIHUTEIHHOTO COTJIAIEHUS K
JIOTOBODY.

7.8. Y nanienue undopmaiuu, BBEJIEHHON Noyib3oBatessiMu [loTpedbuTens B
nepuoJ BHeApeHus (yCTaHOBKH, npeocTaBiaeHus nocryna) C3J1, mpou3BoauTcs
OrnepaTopom €IMHOBPEMEHHO Ha OCHOBAHUM MUChbMEHHOM 3asiBku [loTpedurens,
odopmiIeHHON B cBOOOHOM dopme, B MEepUo]] HE TO3/IHEE 3 (TpeX) MECSIEB C
naTel mpefoctaBieHus noctyna k COJl nubo ¢ marel MOANMMCAHUS aKTa
OKa3aHHBIX OJEKTPOHHBIX YyCIyr (BBIMOJHEHHBIX pabOT) MO BHEAPEHUIO
(ycTaHoBKe, ipefocTaBieHuto qocrymna) CO/I.

7.9. TloBropHoe oOpamenue [lorpeOutens 3a mnpoBeaeHUEeM padOT IO
yAalleHuio  (BOCCTaHOBJIEHHIO) HWH(opMauuu B KoHType IloTpedurens
npousBoauTcs 1o Tapudam Orneparopa U OPOPMISIETCS MOMOJHUTEIbHBIM
COrJIallleHUEeM K JJOTOBODY.

7.10. B cnydyae HEOOXOAMMOCTH BHECEHHS HM3MEHEHHH B CIIPABOYHUK
nosib3oBateneit [lorpedurens (ynanenue/mobaBiaeHNe) B paMKax 3aKIFOYEHHOTO
noroBopa (aeucTBytomiero rapudHoro miaana), [lorpedurens HampaBIsSeT 3asBKY
B ciayx0y  TexHuuecko — mogaepxkku — Omepatopa  MOCPEICTBOM
ABTOMaTHU3UPOBAHHONU CUCTEMbI TEXHUYECKOM MOIJIEPIKKHU TOJIH30BATEIICH.

8. TpeooBanus k annapatHoii yactu CI/]

8.1. Hns mopmanwsHOTO dyHKIMOHUpoBaHus COJl n opranuzamuun APM
[ToTpeburemnto u kKaxxa0My yaaaeHHOMY noapasnenenuto [lorpedburens (mpu nx
HaJIMYMH ) HEOOXOUMBI:

OTJEJbHBIA CHEHUATbHO HACTPOCHHBIM CETEBOM KaHAl CBs3U, IIO
MIPOMYCKHOM CITIOCOOHOCTH KOTOPOTO PEKOMEHTyeTCS UCXOAUTh U3 TToKa3artens 1
MO6ut/c Ha OJHY TIOJB30BATEIBCKYK) CECCUI0 (3aBUCHUT OT YaCTOTHI
UCIIOJIL30BaHUs, O0ObEMa IMEPEeNUCKH), C BO3MOXXHOCTBbIO IPUBEICHUS
MPOIYCKHOW CITOCOOHOCTH J0 ONTHUMAJIBHOTO YPOBHS TIO 3aBEPIICHHUU
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BHe/IpeHus (YyCTaHOBKH, IpefocTaBienus aocrymna) CO/I;

MEPCOHAJILHBIE  KOMIBIOTEPHI, OOBEAMHEHHbIC E€IUHOM JIOKaJbHOMU
BBIYMCIUTENIbHOU ceThlo (st  opranmzauuu  APM) co craeayroummumu
xapaktepuctukamu: mpoiieccop Intel Core i3/AMD Rysen (ue mmke Pentium 4
uu Athlon 64);

o6bem onepatuBHoi mamsatu 8§ I'b (He Huxke 4 1'6);

BUJIeOKapTa U MoHUTOP ¢ pazpemierrem 1920x1080 (ae ke 1280x960);

cBoOoiHOE MecTo He MeHee | I'b g npunoxenus CO/] u e menee 1 I'b
Ha mucke C;

onepanuonHas cucteMa Windows 10/Windows 11;

npukiagaoe [10: Microsoft. NET Framework 4.8;

IPOU3BOAUTENBHBIN CKaHEP, MOJACPKUBAIONINN MTAKETHOE CKAHUPOBAHUE
(Tpedyetcs nis APM nenonpou3BoAUTENS ),

cBoboubiit USB - mopt nns nmoaxmouenus HKUY (mpu HeoOxonumocTtn);

oucuoe I10: Microsoft Office 2021 nm 365 (He Hike 2013 SP1).

9. OrtBercTBeHHOCTH CTOpPOH, pa3pelnienne pa3HorJaacuii

9.1. 3a HeEBBINMOJHEHWE WM HEHAJUIC)KAIIECEe BBITOTHEHUE CBOUX
00s13aTeNbCTB MO AoroBopy [loTpedurens n Oneparop HECYT OTBETCTBEHHOCTH B
COOTBETCTBHUU C JIOTOBOPOM U 3aKOHOAaTensCcTBOM PecryOnuku benapychs.

9.2. OnepaTop HEe HeceT OTBETCTBEHHOCTH 3a cOou B paboTe KaHAJIOB
nepeaadyd JIaHHBIX, CeTeBOoro obopynoBanus I[loTpeduTens, OKOHEYHOTO
o0opyIoBaHUS W YCTPOKUCTB, oOciaykuBaeMbiXx IloTpeburenmem Oe3 ydacTwus
Omneparopa.

B ciyyae HeCOOTBETCTBUSI MPOIYCKHOM CIIOCOOHOCTH KaHaja CBS3U
nocpenctBoMm VPN-coenunenus y [loTpeburens TeXHUYECKUM TPEOOBAHUSM,
npeaycMoTpeHHbIM nyHKTOM 8.1. Hacrosimiero I[lopsnaka, Oneparop He Hecer
OTBETCTBEHHOCTH 3a KaueCTBO OKa3bIBaeMbIX yciyr, a IloTrpeburens B CBOIO
ouepenbr HE TPENBABISICT NpeTeH3ud B amgpec Omnepatopa 3a KadecTBO
OKa3bIBAEMBIX YCIIYT.

9.3. Bce cnopel W pa3HOrjacus, KOTOpPbIE MOTYT BO3HUKHYTH IpHU
WCITOJTHCHUH JIOTOBOpa WJIM B CBSI3W ¢ HUM, paspemarorcs [lorpebutenem u
Omneparopom mnyteM TnieperoBopoB. CHopbl W pa3HOTJIACHS, IO KOTOPBIM
[Torpebutrens u Omnepatop HE MOCTUTHYT JOTOBOPEHHOCTH, IMOJICKAT
pa3penieHrio B SJKOHOMUYECKOM CYJi€ B COOTBETCTBHHM C 3aKOHOJIATE€IHCTBOM
Pecnybnuku bemapyces.

9.4. Bompocel, HE yperyJIupoBaHHBIE JOTOBOPOM, pa3pelIaroTCsS B
COOTBETCTBHUU C 3aKOHOJATeILCTBOM PecnyOnuku benapycs.
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10. Ilpoumne ycJaoBusi

10.1. Tlopsmok oOka3zaHUA YCIyr SJIEKTPOHHOTO JOKYMEHTO0O0OpOTa
onpezensercs OnepaTopoM caMOCTOSITENBHO.

10.2. Omeparop BmpaBe MO CBOEMY YCMOTPEHHIO BHOCUTH HM3MEHEHUS
(momonuenusi) B Hactosmui Ilopsgok, uHpopmupys Ilorpeburens myrem
pa3MenieHust Hacrosimiero [lopsiaka ¢ yyeToM BHECEHHBIX M3MEHEHUN W/HUIU
JTONIOJIHEHUH Ha caite Oneparopa.

10.3. Hacrosimuii [Topsigok BcTynaeT B CUITy ¢ MOMEHTA €TI0 YTBEPKACHHUS
Omneparopom.

10.4. Tlopsimok, ytBepxaennbiii Omneparopom 10.04.2023, yrtpaumBaer
CHJIy C MOMEHTA BCTYIUIEHUs B cuily HacTosiero [lopsika.
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[Tpunoxenue 1
k  llopsnky  okazaHusi  yciyr
AJIEKTPOHHOTO IOKYMEHTO000pOTa

Cnenudukamusa CI/] «SMBusiness» 6a3oBoii koHpurypanuu

OcHoBHble pyHkunu CO/I:

1.  pabora ¢ 6a30i1 cipaBOYHO-UH(DOPMALIMOHHBIX U OPraHU3alMOHHO-
pPacIopsAAUTEIbHBIX JOKYMEHTOB:

CO3JJaHHE JOKYMEHTOB M IOMEIICHUE HMX B ONEPATUBHOE XPaHUIUIIE
JAHHBIX;

MOUCK JIOKYMEHTOB B ONIEPATUBHOM XPAHUJIUILE JAHHbIX;

BO3MOXHOCTb ~ MCIOJIb30BAHUS  HECKOJIBKMX  BAapUaHTOB  IIOMCKa
JOKYMEHTOB;

KOHTPOJIb  LEJOCTHOCTH JOKYMEHTOB W COXPAaHHOCTH OTHEJIBHBIX
PEKBU3UTOB JTOKYMEHTA,;

KOHTPOJIb JOCTYyNa K TOKYMEHTAaM B COOTBETCTBHMHM C IIPaBaMM JOCTYIIA;

MIPOTOKOJMPOBAHUE JICUCTBUI MOJIb30BATENIEH C IOKYMEHTAMU;

pacchbUIKa JOKYMEHTOB MEXKIY IIOJb30BATEISIMU C MCIOJIb30BaHUEM
CBOOOJHBIX U TUIIOBBIX MapIIPYTOB ABMKECHUS.

2.  aBToMaTu3auus QyHKIMNA JEIONPOU3BOICTBA OpraHU3aLUN:

OCYILIECTBJIEHNE IOTOKOBOI'O CKAHUPOBAHUS TOCTYIUBILIEW JOKYMEHTAIUN
C BO3MOKHOCTBIO PacIiO3HAaBaHUs TEKCTA IOKYMEHTOB;

perucrpanus BXOAAIIEH, UCXOIAIIEH U BHYTPEHHEN KOPPECIOHAEHIINU C
IIPUCBOCHUEM JOKYMEHTAM PETMCTPALMOHHBIX HOMEPOB;

IIOJIIMCAHUE, COTJIACOBAHMUE, YTBEPKICHUE JOKYMEHTOB, B TOM YHCIIE C
WCIIOJIb30BAHUEM DJIEKTPOHHON IU(POBON TOAMKMCH, CEPTUPHUIUPOBAHHOU B
PecnyOonmke benapychs;

MOJAEPKKA BEPCUOHHOCTH JOKYMEHTOB;

YCTAHOBJICHHE CBSI3€M JOKyMEHTa C ApyruMu pgokyMeHtamu COJI,
CO3JaHHBIMH B IIpOlIecce €ero 00padOTKU WIIM UCTIOJTHEHUS;

KOHTPOJIb COOJIIOICHUS] UCTIOTHUTEIBCKOW JUCHUIIUHBI (OTCIEKUBAHUE
CPOKOB 00pabOTKH U UCHOJHEHUS TOKYMEHTOB);

CBOEBpEMEHHOE (PopMHpOBaHWE HANOMHUHAHMK ¥ YBEIOMIICHHH O
npuOIMHKEHUH CPOKOB 00paOOTKHU M UCTIOTHEHHSI TOKYMEHTOB;

O3HAKOMJIEHUE C TOKYMEHTAMH 3aMHTEPECOBAHHBIX JIALL.

3. paboTa c pe30JIOLUIMU U MOPYUCHUSIMHU (38JaHUSIMU):

dbopMHUpoBaHKE PE3OJIONMI W MOPYYEHUM, HA3HAYEHHE CPOKOB
VICTIOJTHEHHS M UCTIOJTHUTEIIEH;

ABTOMATUYECKAs IOCTABKA WCIOJHUTEIISIM OMOBELIEHUN O PE30JIIOLUAX U
IIOPYYCHHUSIX;

KOHTPOJIb UCIIOJIHEHUS PE30IIONMN U TOPYUYECHHUH 110 TOKYMEHTAM;

(¢opMupOBaHHE U [OCTaBKa OTYETOB OO0 HCIIOJIHEHUU PE3OJIOUUNA U
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IIOPYYEHUM.

YnpasJ/ieHue 3JIEKTPOHHBIMH 10OKYMEHTAMHU

CO/l obecnieunBaeT ymnpaBlIEHUE BJEKTPOHHBIMH JIOKYMEHTAMH, B TOM
quCIIe:

BO3MOYKHOCTb XpPaHEHHUS JOKYMEHTOB B XKypHainax. JlocTyn K KypHaiam
JIOJKEH OCYILECTBIIATHCS HA OCHOBAHHMM 3aBEIOMO HACTPOEHHBIX POJIEH;

BO3MOYKHOCTb BEJCHUS U I1I€YaTH KAPTOYEK JOKYMEHTAa B COOTBETCTBUHU C
3aKOHOJATeILCTBOM PecnyOnuku benapycs;

BO3MOKHOCTh IOMCKa HeoOxoaumou mH(popmanuu (MOTHOTEKCTOBBIM U
aTpuOyTUBHBIN MTOUCK);

paboTy € coJiepKaHUEeM JOKYMEHTA;

coOrofieHre pexxruMa KOHPUACHIIMATBHOCTH TOCTYIA K JJOKYMEHTaM;

BO3MOYKHOCTh OTIIPAaBKM JOKYMEHTOB Ha O3HAKOMJIEHUE, MOIJIEPXKKY
OpoUEaypbl  O3HAKOMJICHUS, (OPMUPOBAHHME CIIMCKA O3HAKOMJIEHUS C
JOKYMEHTOM.

YupasJieHue npoueccaMu

C3/]1 obecnieunBaeT ynpapjieHUe MpoIeccamu, B TOM YUCJIE:

BO3MOXXHOCTh (DOPMHUPOBATH PE3OJIIOLMM C ABTOMATUUYECKON PacCChUIKOMN
JIOKYMEHTA B COOTBETCTBUU C 3aJJaHHOMN PE30IIOLUEH;

BO3MOYKHOCTh MPEIBAPUTEIBLHO (DOPMUPOBATH MPOEKT PE3OJIIOIUU 0 €€
OTIPABKU aJpecary;

CO3/JaHHE€ M COXPAHEHHE BEPCUM JIOKYMEHTOB, CO3/IaHHBIX B XOJI€
corjlacoBaHusi (MOAMUCAHMUS);

BO3MOXXHOCTh CPAaBHUBATh BEPCUM JJOKYMEHTOB B hopmarte .doc mudo .docx
npu ycranosiienHoMm Microsoft Office 2021 nm 365 (ve Hike 2013 SP1);

HAaCTPONKY 3aMelleHusi (MCIOJTHEHUsI OOSI3aHHOCTEHM) MpU OTCYTCTBUU
OCHOBHOT'O UCIIOJIHUTETISI.

Perucrpauus 10KyMeHTOB
COJl obecrieunBaeT  PETUCTPALMIO  BXOMAIMICH W MCXOMASIICH
KOPPECITOHICHIINH, BHYTPCHHUX JOKYMEHTOB H . C HCIIOJIb30BaHUEM He DoJiee
15 THIIOB perncTPalMOHHO-KOHTPOJIbHBIX KAPTOYEK.

PaccmoTpenne 10KyMeHTOB
[Ipu BbIMOIHEHUU paccMOTpeHus ToKyMeHTOB CO/] obecrieunBaer:
BHECEHUE PE3OJIIOIUU K JTOKYMEHTY (CO3JJaHUE MOPYUYEHUsI) C YKA3aHUEM
UCIIOJIHUTEJICH U CPOKA UCTIOTHEHUS;
BO3MOYKHOCTh MEPEHANPABICHUS IOKYMEHTAa Ha PacCMOTPEHUE JAPYTOMY
JOJKHOCTHOMY JIUILY;
BO3MO>XHOCTh PEBAPUTEIIBHOTO pPacCMOTPEHHUS JTIOKYMEHTAa
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(MCnoIb30BaHUE MTPOEKTOB PE3OTIOLIHI);

BO3MOXKHOCTh pPabOTBI C TIOPYYCHUSIMH THIA «K CBEACHUIO» (HE
MpenoaratouMHi UCIIOJTHEHUSA );

BO3MOKHOCTB pa0OThI ¢ TOpy4YeHUsIMU TUNa «VIcromHeHne co CpoKOM» U
«beccpouHoe UCTIOIHEHHE.

HcnosiHeHne JOKYMEHTOB U MOPY4YeHN i, KOHTPOJIb HUCIIOJTHEHUS

CD]Jl obecneunBaer:

KOHTPOJIb CBOEBPEMEHHOCTH MCIIOJTHEHHUSI JIOKYMEHTOB, PE30JIIOIUNA U
IIOPYYECHHU;

BBO/JI OT4YETa (OTMETKH ) 00 UCIIOTHEHUH C BOBMOKHOCTBIO MPUCOCTUHEHUS
¢aiioB oTueTa U CChUIOK Ha TOKyMeHTh CO/I;

BO3MOXXHOCTb ~ OTIIPAaBKM TMOpPYYEHHUS Ha J0paboOTKy, B clydae
HEYJO0BJIETBOPUTEIBLHOTO PE3yIbTaTa UCIIOTHEHHUS, C TOCISAYIOMEH OTpabOTKOM
3aMEUYaHUU UCIIOJHUTEISIMH U CO3JJaHMEM HOBOI'O OTYETA;

BO3MOXXHOCTh IIEPEHOCA CPOKOB MCIIOJIHEHUS MOPYUCHUSI.

OTnpaBka JOKyMEHTOB B JieJia

C3/1 mpenocTaBiisieT BO3MOKHOCT:

CIIMCAHUS JOKYMEHTA B JIEJIO0 COTJIAaCHO HOMEHKJIAType JIET;

dbopMupoOBaHKS BHYTPEHHEH OMKUCH JIET;

dbopMHUpOBaHKS ONMUCEH 1€l CTPYKTYPHBIX MOJAPA3IEICHUN COTIACHO
CpPOKaM HUX XpaHEHUS;

nepenaun gen1 B AUC «BemoMcTBeHHBIM apxuB» (IIpu  yCIOBUU
3aKTroueHus qoroBopa Ha yenyry AVUC «BegomMcTBeHHBIN apXUBY).

OT4eTHOCTH

CO /1 popmupyeT 0TUETHI, KOTOPBIE COAEPIKAT:

JAHHBIE O JOKYMEHTAaX C HApPYUIEHUEM CPOKOB MCHOJHEHUS! OpraHu3aluu
B LIEJIOM U B pa3pe3e CTPYKTYPHBIX MOAPa3/ICICHUN;

JTAaHHBIC O JOKYMEHTaX C HapyIIEHUEM CPOKOB MCIOJHEHUS! OpraHu3aIuu
B II€JIOM U B pa3pe3e CTPYKTYPHBIX MOAPA3/ICICHUM 110 TJIABHBIM UCTIOJTHUTEISIM;

JTAHHBIC O KOJMYECTBE HMCIIOJHEHHBIX U HEUCIIOJHEHHBIX KOHTPOJBHBIX
IIOPYYEHHUM;

MEepeyYeHb JIOKYMEHTOB C KOHTPOJBHBIM CpPOKOM UCIIOJHEHHUS 32
BBEIOPAHHBIN TIEPUOJT BPEMEHH,

OTYET MO AKTUBHOCTH pabOThI Mosb3oBaTeneit B CO/I;

OTYET MO O0IIEMY KOJMYECTBY 3aPETUCTPUPOBAHHBIX JOKYMEHTOB;

OTYET MO JTOKYMEHTaM, UCIIOJTHEHHBIM C HAPYIIIEHUEM CPOKa HCIIOJTHCHHUS;

OTYET MO MPOCMOTPaM IMOJYYCHHBIX 3a]1a4;

BO3MOXXHOCTh (DOPMHUPOBAHMS MPOU3BOJBHBIX OTUYETHBHIX (GOpPM B
COOTBETCTBUU C MOTPEOHOCTSIMUA OPTraHU3AINK, YTO MOAPA3yMEBAET HAJTUYUE B
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C3JI rubkux  CpeACTB  CO3JaHUS  OTYETHOCTH C  BO3MOXKHOCTBHIO
camMoCTOATeNIbHONM HacTpolku IloTpeOureneM HOBBIX (OpM MpU MOMOIIM
reHepaTopa OTUYETOB.

Ilepeyenn padoT, BbIOJIHAEMBIX OnepaTopomM

YcranoBka u Hactpoirika CDOJI «SMBusiness» Ha 000pyaoBaHUU
Omneparopa;

HanonHeHue  copaBouHukoB — C3OJ[  «SMBusiness»  coriacHo
npeacrasieHHoi [lorpedurenem napopmany;

npeaocrasieHne [loTpeduTento Ha 3MEKTPOHHBIN aApec OTBETCTBEHHOIO
muna Ilorpebutenss knuentckoro mpuioxkeHus C3IJ[  «SMBusinessy,
WHCTPYKIIMU IO €T0 YCTaHOBKE;

IIPOBE/ICHHUE OIBITHOM KCIUTyaTaiuu Ha Tepputopun [loTpedurens;

OKa3aHHE KOHCYJIbTAIIMOHHOW momotnu [loTpedurtento, B TOM ducie mpu
YCTAHOBKE KJIIMEHTCKUX MPUIOKECHUI;

conpoBoxaecaue COJ] «SMBusiness».

Cpoxu nposenernusi pador Ha reppuropun Ilorpedourens®

HaumenoBanue CpoK BBITIOJIHEHUS], pa0OUMX JHEN
[IpoBeneHue ONBITHON 10 25 APM -2 nus;
AKCILTyaTaluu oT 26-50 APM — 3 nus;

oT 51-100 APM — 4 nus;
ot 101-150 APM — 4 nus;
ot 151-200 APM — 4 nus;
ot 201-250 APM — 4 nus
**Hauaso mpoBesieHus: paboT corytacoBriBaeTcst OneparopoM u [loTpedburenem B
pabouem mopsiike.

Ilepevyens padoT, BoinosiHsieMbIX [loTpeduTeieM
[IpenocraBnenne  Omnepatopy  uHbOpMaMM  JJIsi  HANOJHEHUS
crpaBoyHUKOB CO/;
yCcTaHOBKa KiHMeHTckoro mpuioxkeHus C3OJ[ «SMBusinessy wu
nporpammHoro obecrneuenuss ABECT (kpuntompoBaiiiep U NepCOHATbHbBIN
meHemxkep ceprudukaros) Ha APM Ilorpedurens.
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[Ipunoxxenue 2
k [lopsaky — okazaHust  ycnyr
JIEKTPOHHOTO IOKYyMEHTO000pOTa

Cnenudukamus CI/ «SMBusiness» koupurypauun «Express Soft»

OcHoBHble pyHkunu CO/I:

1. pabora ¢ 0a3oii crnpaBOYHO-UH(POPMAITMOHHBIX M OpPraHU3AIMOHHO-
pacopsIUTENbHBIX JOKYMEHTOB:

CO3[IJaHHE€ JOKYMEHTOB M IOMEIICHUE HMX B ONEPATUBHOE XPaHUIUIIE
JAHHBIX;

MOUCK TOKYMEHTOB B ONIEPATUBHOM XPaHUJIMIIE JAHHBIX;

KOHTPOJIb IOCTYMa K JOKYMEHTaM B COOTBETCTBUU C ITpaBaMHU JIOCTYTIA;

MPOTOKOJIUPOBAHUE JIEMCTBUM MTOJI30BATENIEN C IOKYMEHTAMU;

pacchliKa JOKYMEHTOB Mexay noJibzoBaTensiMu COJ ¢ ucnosib3oBaHuEM
CBOOOJHBIX MAPIIPYTOB IBUYKEHUSI.

2. aBromaTu3auus GyHKUUNA JEI0NPOU3BOJICTBA OpraHU3alUu:

OCYLIECTBIIEHUE IOTOKOBOI'0 CKAHUPOBAHNUS IOCTYITMBIIECH TOKYMEHTALIUU
C BO3MOXXHOCTBIO PAaCIIO3HABAHUS TEKCTA JOKYMEHTOB;

perucrpanus BXOAALIEH, UCXOISIIENH U BHYTPEHHEN KOPPECIIOHACHIINU C
IPUCBOECHUEM JOKYMEHTaM PErHCTPALIMOHHBIX HOMEPOB;

MOAMNKUCAHUE, COIIACOBAHUE, YTBEPKIACHUE JOKYMEHTOB, B TOM YHCIIE C
UCIIOJIb30BAaHUEM 3JIEKTPOHHON IU(POBON MOANKMCH, CEPTUPUIMPOBAHHON B
Pecny6onuke benapyche;

MO/JIEPKKA BEPCHOHHOCTU JOKYMEHTOB;

YCTAaHOBJICHUE CBS3€M JOKyMEHTa C Jpyrumu paokymeHtamu CO/I,
CO3/IaHHBIMH B IPOLIECCE €ro 0OPaOOTKU WIIM UCIIOHEHUS;

KOHTPOJIb COOJIIOICHHS] UCTIOTHUTEIBCKOW JUCHUILIMHBI (OTCIEKUBAHUE
CPOKOB 00pabOTKHU U UCTIOJHEHUS JOKYMEHTOB).

3. paboTa C pe30JIOUUIMU U MOPYYCHUSIMHU (3aJaHUSIMU )

dbopMupoBaHWE PE3OJIONUI W TMOPYYEHUM, HA3HAYCHHE CPOKOB
VICITOJTHEHUSI.

YnpagpieHue 3J1eKTPOHHBIMU JOKYMEHTAMH

CO]1 obecrnieunBaeT yIpaBlICHHE JJICKTPOHHBIMU JOKYMEHTaMH, B TOM
quCIe:

BO3MOXXHOCTh XpaHEHUsI JOKYMEHTOB B KypHasiax. J[ocTymn K »KypHaiam
JTOJIKEH OCYILECTBIATHCS HA OCHOBAHUM 3aBEJIOMO HACTPOEHHBIX POJIEH;

BO3MO>XHOCTh BEJICHUS U MI€YaTU KaPTOUKU JJOKYMEHTA;

BO3MOYKHOCTh TOMCKa HeoOxoammon mHpopmaiuu (MOTHOTEKCTOBBIM U
aTpUOYTUBHBIN MTOUCK).
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Perucrpauusi 10KyMeHTOB
COJl olecrieuuBaeT  pETUCTPALMIO  BXOMASIMIEH U UCXOMASIICH
KOPPECIIOH/ICHIINY, BHYTPEHHHUX JIOKYMEHTOB, OOpalleHud rpaxiaaH u
IOPUIMYECKUX JIMI], OPraHU3ALMOHHO-PACHOPSAUTEILHON JOKYMEHTALIUU C
UCIIOJIb30BaHUEM HE 0oJiee 5 TUMOB PEerucTPaliOHHO-KOHTPOJIbHBIX KapTOYEK,
Ha 0a3ze KOTOPBIX CO3/1aeTcs He 0oJiee 8 BUAOB KYPHAIIOB.

OT4eTHOCTH

CO /1 bopmupyert cieayronme 0TYEThI, KOTOPbIE COAepKarT:

CBEJICHUS O IOKYMEHTAaX C HAPYLICHUEM CPOKOB UCITOJHECHUS;

CBEICHUS O JIOKyYMEHTax C MOAXOASIIMM CPOKOM HWCIIOJHECHHUS 32
BBIOpAHHBIN MIEPUOJI BPEMEHU

JAHHBIE O KOJMYECTBE HMCIIOJTHEHHBIX U HEUCIOJHEHHBIX KOHTPOJIBHBIX
MIOPYYEHHUM;

JaHHBIE O KOJUYECTBE BXOJSAIIUX/UCXOIAIINX 3apETUCTPUPOBAHHBIX
JIOKYMEHTOB;

OTYETHOCTH 0 paboTe ¢ 0OpaICHUSIMH TPAXK/IaH;

BO3MOXXHOCTh ()OPMHUPOBAaHMS MPOU3BOJBHBIX OTUYETHBHIX (GOpPM B
COOTBETCTBUU C MOTPEOHOCTSIMU OPTraHU3aIMK, YTO MOJAPa3yMEBaeT HaJIU4Yue B
COJlT rubkux  CpeacTB  CO3JaHMS  OTYETHOCTH C  BO3MOXKHOCTBIO
camMocTOATeNbHOW HacTporku I[loTpeOutenemM HOBBIX (OpM TPU MTOMOIIH
re€HepaTopa OTYETOB.

Ilepedyennb padoT, BbInoIHAeMbIX OniepaTopom

VYcranoBka u Hactpoitka COJl «SMBusiness» koHdurypamuu «Express
Soft» Ha o6opynoBanuu Oneparopa;

HamoJIHEHUe  crpaBoyHWkoB  COJ[  cormacHoO — mpeacTaBiICHHOM
[ToTpeburenem nudopmanuu;

npenocrasienne Omnepatopom [loTpebutento Ha SIEKTPOHHBIM aapec
oTBeTCTBEeHHOTO Jiniia [loTpeduTenst KIMEHTCKOTO MPUIIOKEHUSI, UHCTPYKITUH 110
€ro YCTaHOBKE He mo3aHee 15 paboumx aHedt co aHs noaydenus HIDY
MONMCAHHOTO JOTOBOPA;

okazanue OrmeparopoM KOHCYJIbTAIMOHHOW momMomu IloTpeburento mpu
YCTaHOBKE KIIMEHTCKUX MPUIOKEHUN;

conpoBoxaeHue CI/I.

Ilepevyens padoT, BoinosiHsieMbIX [loTpeduTeieM
[IpenocraBnenne  Omnepatopy  uHbOpMaMU  JJIsl  HANOJHEHUS
crpaBoyHUKOB CO/I;
yCTaHOBKa  KiIHMeHTckoro  mpuwioxkenus  C3J  «SMBusiness»
koHpuryparuun  «Express Soft», mnporpammuoro ob6ecneueHuss ABECT
(kpunTOoTIpOBaiiep W TEPCOHANBHBIM MeHemxkep ceprudukaroB) Ha APM
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[ToTpeburensi.

Hacrpoiiku CIO/]

Crpykrypa:

[Monw3oBarenu (no 10 monab30oBaTeNEH):

Hacrpotika npaB Iloap30BaTeneit (3aBUCUT OT JOJDKHOCTU B OpTaHU3AINN
U OT BBINOJHsAEMbIX QpyHKIU B CO]]).

Jlesonpoun3BoanTesb

[Tanens knuwenta; I[IpocMOTp BXOASIIMX W UCXOMASIMIMX COOOIICHUMN
CMO; HenonpousBonutens; I[Ipocmorp neraneinn DI, Cpoku XxpaneHus;
Homenknarypa oprannzanuu, Apxus; Ousznueckue imia, lOpuanyeckue nuna;
Tunbl AEUCTBUM MO PE3OJIFOLIUH.

PykoBOIHUTEND CTPYKTYPHOTO MOAPA3ACICHUS

[Tanens knuenta; [IpocMoTp 3a1a4 nmoapasaeiacHu.

ITosp30BaTenp

[Tanens kineHTa.

IMoapaszpenenus:

B C3/] no6aBnsitoTCs TONBKO T€ CTPYKTYPHBIE MOApa3AeIeHus], B KOTOPBIX
paboTatot [losib30BaTeny, BHECEHHBIC B KOHTYP.

[Tons3oBarento [loTpeOuTenss mpemocTaBiSIOTCS TIpaBa Ha BHECEHUE
U3MECHEHUM/monoMHeHnd B crpaBoyHuku  «lOpupnueckue  numa»
«Duznueckue nmuua», «OnepatuBHbIN apxuBy», « HoMeHKIaTypa opranuzamumy.

Howmenxkiarypa:

Ha srane Bueapenuss COJ1 B CD 1 «SMBuUSIness» 1o0aBisroTcs TOIBKO T
Jieia, UHAEKC KOTOPBIX UCTOJIb3YETCs MTPU PETUCTPALAN BXOIAILEH, UCXOASAIEH
KOPPECIIOHICHIINH, OOpaIlleHU TpaXKJjaH U BHYTPEHHUX JOKYMEHTOB.

Tunsl ;KypHajoB:

B C3J1 conmepxurcss S THINOB PerucTpaMOHHO-KOHTPOJIbHBIX
KAPTO4YeK  JKYPHAJIOB:  BXOJAIIAasl  KOPPECHOHJCHIMS,  HUCXOJAIas
KOPPECIIOH/ICHIINSI, BHYTPEHHUE JIOKYMEHTBI, OOpallleHusi TpaxiaaH U
ropuanyeckux aui, OP/I.

Kypnaubl, co3naBaembie Ha 0a3e 5 TUIIOB KapTOYEK:

Kypnan Bxoasiieit KOppeCIoHICHIINY;

Kypuan ucxoasimen KOppeCIOHICHIINH;

XKypHan BHyTpEHHHUX JIOKYMEHTOB;

OOparenust Tpakaad ¥ FOPUANICCKUX JIUIT;

Kypnan OP/I;

[TpoekThl uCXOsIIeH KOPPECTIOHICHITUY;

[IpoekThl BHyTPEHHUX JOKYMEHTOB;

[Tpoektsr OP/I.
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Pouiu B :KypHajax:

Ilonp30BaTenb: BCE JOKYMEHTHI KypHaJIa; YTEHUE U CO3IAHUE 3a/1a4.

Jlenonpons3BOINTENb: BCE JOKYMEHTHI JKypHalla; BCE IpaBa, KpoMe
AHHYJIUPOBAHUS.

[Tonp30BaTenp MOApPA3ACICHUSA: JOKYMEHTBHI NOAPA3IAECIECHUSA, YTEHUE,
CO3JJaHHE, YIAJIECHNE, PEJAKTUPOBAHNUE, U3MEHEHUE HOMEPA, CO3/IaHHE 3a]1ay.

[Tonp30BaTENb CBOMX JIOKYMEHTOB: CBOM JOKYMEHTBI; UTEHHUE, CO3JAHUE,
yAaJeHue, peAaKTUPOBaHUE, U3MEHEHUE HOMEPA, CO3/JTaHHE 3a/1a4.

Homenkaarypa:

B CO /1 no6aBistoTcs TOJIBKO T€ J1€71a, UHIEKC KOTOPBIX UCIOJIb3YETCs IPU
pErUCTpaIU KOPPECIIOHICHIIUH B PAMKAX S5 THUIIOB XKypHaJa.

OTnpaBkKa J0KyYMEHTOB B JieJia

C3/1 npenocTaBiisieT BO3MOKHOCT:

CIIMUCAHUS JOKYMEHTA B JEJI0 COTJIACHO HOMEHKJIATYpE eI,

dbopmMupoBaHUs BHYTPEHHEH OMUCH JIE;

dbopmMupoBaHMs oOmHUCEH el CTPYKTYPHBIX MOAPA3JEICHUM COTrIacHO
CpPOKaM UX XpaHEHUS;

nepenaun gen B AUC «BemoMmcTBeHHBIM apxuB» (IIpu  yCIOBUU
3aKroueHus Joropopa Ha yenyry AVUC «BegomcTBeHHBIN apXHBY).

Hacmpoiiku C3/] ne menawomcea na npomaxceHuu UCNno1b306aHusl OAGHHOU
KoHguzypayuu.
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[Tpunoxenue 3
k Ilopsaky  oka3zaHusi  yCiIyT
3JIEKTPOHHOTO JJOKYMEHT0000pOTa

Cnemnduxamuss CIJI «SMBusiness» koupurypamuu «Cmapt Soft»

OcHoBHble pyHkunu CO/I:

1.  pabora ¢ 6a30ii cripaBoYHO-UHGOPMAIIMOHHBIX U OPTraHU3aIMOHHO-
pacopsIUTENbHBIX JOKYMEHTOB:

CO3[IJaHHE€ JOKYMEHTOB M IOMEIICHUE HMX B ONEPATUBHOE XPaHUIUIIE
JAHHBIX;

MOUCK TOKYMEHTOB B ONIEPATUBHOM XPaHUJIMIIE JAHHBIX;

KOHTPOJIb IOCTYMa K JOKYMEHTaM B COOTBETCTBUU C ITpaBaMHU JIOCTYTIA;

MPOTOKOJIUPOBAHUE JIEUCTBUM ITOJIb30BATEIIEN C IOKYMEHTAMU;

pacchliKa JOKYMEHTOB Mexay noJibzoBaTensiMu COJ ¢ ucnosib3oBaHuEM
CBOOOJHBIX MAPIIPYTOB IBUYKEHUSI.

2.  aBToMaTu3auus QyHKIMHA JEIOMPOU3BOICTBA OpraHU3aLUU:

OCYLIECTBIIEHUE IOTOKOBOI'0 CKAHUPOBAHNUS IOCTYITMBIIECH TOKYMEHTALIUU
C BO3MOXHOCTBIO PACIIO3HABaHUS TEKCTA IOKYMEHTOB;

perucrpanus BXOAALIEH, UCXOISIIENH U BHYTPEHHEN KOPPECIIOHACHIINU C
IPUCBOECHUEM JOKYMEHTaM PErHCTPALIMOHHBIX HOMEPOB;

MOJANKUCAHUE, COIIACOBAaHUE, YTBEPKIACHUE JOKYMEHTOB, B TOM YHCIE C
UCIIOJIb30BAaHUEM DJIEKTPOHHON LU(POBON MOANHUCH, CEPTUPUUMPOBAHHON B
Pecny6onuke benapyche;

MO/JIEPKKA BEPCHOHHOCTU JOKYMEHTOB;

YCTAaHOBJICHUE CBS3€M JOKyMEHTa C Jpyrumu paokymeHtamu CO/I,
CO3/IaHHBIMU B TIpOILecCe ero 00pabOTKU MM UCTIOIHEHHUS;

KOHTPOJIb COOJIIOICHHS] UCTIOTHUTEIBCKOW JUCHUILIMHBI (OTCIEKUBAHUE
CPOKOB 00pabOTKH U UCHIOJHEHHUSI IOKYMEHTOB).

3. paboTa C pe30JIOUUIMU U MOPYYCHUSIMHU (3aJaHUSIMU )

dbopMupoBaHWE PE3OJIONUI W TMOPYYEHUM, HA3HAYCHHE CPOKOB
VICITOJTHEHUSI.

YnpagpieHue 3J1eKTPOHHBIMU JOKYMEHTAMH

COJl obecneunBaeT ympaBlICHWE DSJICKTPOHHBIMH JTOKYMEHTAMH, B TOM
Yyuce:

BO3MOXXHOCTh XpaHEHMs JOKYMEHTOB B XKypHasiax. JlocTym K KypHaiam
JTOJIKEH OCYILECTBIIATHCS HA OCHOBAHUM 3aBEJIOMO HACTPOEHHBIX POJIeH;

BO3MOXXHOCTb BEJICHUS U TI€UaTU KapTOUKH JTOKYMEHTA,;

BO3MOXXHOCTh TMOUCKa HeoOXoauMon uHdopMamuu (MOJTHOTEKCTOBBIN U
aTpUOYTUBHBIN MTOUCK).
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Perucrpauusi 10KyMeHTOB
COJl olecrieuuBaeT  pETUCTPALMIO  BXOMASIMIEH U UCXOMASIICH
KOPPECIIOH/ICHIINY, BHYTPEHHHUX JIOKYMEHTOB, OOpalleHud rpaxiaaH u
IOPUIMYECKUX JIMI], OPraHU3ALMOHHO-PACHOPSIAUTEILHON JOKYMEHTALIMU C
UCIIOJIb30BaHUEM HE 0oJiee 5 TUMOB PEerucTPaliOHHO-KOHTPOJIbHBIX KapTOYEK,
Ha 0a3ze KOTOPBIX CO3/1aeTcs He OoJiee 8 BUIOB KYPHAIIOB.

OT4eTHOCTH

CO /1 bopmupyert cieayronme 0TYEThI, KOTOPbIE COAepKarT:

CBEJICHUS O IOKYMEHTAaX C HAPYLICHUEM CPOKOB MCITOJTHCHMUS;

CBEICHUS O JIOKyYMEHTax C MOAXOASIIMM CPOKOM HWCIIOJHECHHUS 32
BBIOpAHHBIN MTEPUOJI BPEMEHH;

JAHHBIE O KOJMYECTBE HMCIIOJIHEHHBIX U HEUCIOJHEHHBIX KOHTPOJIbHBIX
MIOPYYEHHUM;

JaHHBIE O KOJUYECTBE BXOJSAIIUX/UCXOIAIINX 3apETUCTPUPOBAHHBIX
JIOKYMEHTOB;

OTYETHOCTH IO paboTe ¢ OOpaIICHUIMH TPAXK]IAH;

BO3MOXXHOCTh ()OPMHUPOBAaHMS MPOU3BOJBHBIX OTUYETHBHIX (GOpPM B
COOTBETCTBUU C MOTPEOHOCTSIMU OPTaHU3AINK, YTO MOJAPa3yMeBacT HaJIU4YuE B
COJlT rubkux  CpeacTB  CO3JaHMS  OTYETHOCTH C  BO3MOXKHOCTBIO
camMocTOATeNbHOW HacTporku I[loTpeOutenemM HOBBIX (OpM TPU MTOMOIIH
re€HepaTopa OTYETOB.

Ilepedyennb padoT, BbInoIHAeMbIX OniepaTopom

VYcranoBka u Hactpoitka COJl «SMBusiness» koHdurypamuu «Cmapt
Soft» Ha o6opynoBanuu Oneparopa;

HamoJIHEHUe  crpaBoyHWkoB  COJ[  cormacHoO — mpeacTaBiICHHOM
[ToTpeburenem nudopmanuu;

npenocrasienne Onepatopom [loTpeburtento Ha SIEKTPOHHBIA aapec
oTBeTCTBEeHHOTO Jiniia [loTpeduTenst KIMEHTCKOTO MPUIIOKEHUSI, UHCTPYKITUH 110
€ro YCTaHOBKE He mo3aHee 15 paboumx aHedt co aHs noaydenus HIDY
MONMCAHHOTO JOTOBOPA;

okazanue OrmeparopoM KOHCYJIbTAaIMOHHOMW momomu I[loTrpedburento mpu
YCTaHOBKE KIIMEHTCKUX MPUIOKEHUN;

conpoBoxaeHue CI/I.

Ilepevyens padoT, BoinosiHsieMbIX [loTpeduTeieM
[IpenocraBnenne  Omnepatopy  uHbOpMaMM  JJIsi  HANOJHEHUS
crpaBoyHUKOB CO/I;
yCTaHOBKa  KiIHMeHTckoro  mpuwioxkenus  C3J  «SMBusiness»
koHpurypamuu «Cmapt  Softy, mnporpammuaoro ob6ecneuenus ABECT
(kpunTOoTIpOBaiiep W TEPCOHANBHBIM MeHemxkep ceprudukaroB) Ha APM
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[ToTpeburensi.

Hacrpoiiku CI/1

Crpykrypa:

[loap30BaTenu (10 S moJib30BaTENEH ):

Hacrpotika npaB Ilonas3oBaTeneit (3aBUCUT OT JOJDKHOCTU B OpTaHU3AINU
U OT BBINOJHAEMbIX pyHKIn B CO/I).

Jlesonpoun3BoanTesb

[Tanens knuenta; I[IpocMOTp BXOASIIIMX W UCXOASINIMX COOOIICHUMN
CMJIO; HemonmpouzBoautens; [Ipocmorp aeranenn DUII; Cpoku XpaHeHus;
Homenxknatypa opranuzanuu, Apxus; @usnueckue nuia, Opuandyeckne auua;
Tunbl AEUCTBUM MO PE3OJIFOLIUH.

PykoBOIMTEND CTPYKTYPHOTO MOJPA3ACICHUS

[Tanens knuenta; [IpocMoTp 3a1a4 noapasaeaeHUi.

[Tosib30Barenp

[Tanens kineHTa.

ITonpasnenenus:

B C3/] no6aBmsitoTcs TOMBKO T€ CTPYKTYPHBIE MOpa3IeieHus, B KOTOPBIX
paborarot [Tonb3oBaTen, BHECEHHBIE B KOHTYD.

[Tonp3oBarento [loTpeOuTenss MpeAOCTABISIIOTCA MpaBa Ha BHECEHUE
U3MCHEHUM/MonoMHeHnid B crpaBoyHuku  «lOpupnueckue  numa» o
«Dusnueckue nuiay, «OnepatuBHbIN apxuB», «HoMeHKIaTypa opraHuzanum.

Howmenkiarypa:

B C3/J1 no6aBisitoTCst TOJIBKO T€ Jeia, MHJIEKC KOTOPBIX UCIIOIB3YETCs PU
pEerucTpanyu BXOJSIIEH, UCXOASIIEH KOPPECTOHACHIIUM, 00pallleHu TpaXkK1aH
Y BHYTPEHHUX JTOKYMEHTOB.

Tunsl ;KypHajoB:

B C3J1 coumepxurcs S THIOB PerHcTPAMOHHO-KOHTPOJIbHBIX
KAPTOYEK  KYPHAJOB:  BXOASAWAsd  KOPPECHOHICHIMSA,  HCXOIAIIas
KOPPECIIOH/ICHIINSI, BHYTPEHHUE JIOKYMEHTBI, OOpallleHusi TpaxiaaH Hu
ropuanyeckux aui, OP/I.

Kypnajbl, co3naBaembie Ha 0a3e 5 TUTIOB KapTOYEK:

Kypuan Bxoasen KOppECIOHACHINY;

Kypnan ucxoasuien KOppECIOHICHIINH;

KypHan BHYTpEeHHUX JOKYMEHTOB;

OOparenust Tpakaad ¥ FOPUANICCKUX JIUIT;

Kypnan OP/];

[TpoekThl ncxoadieil KOppeCHOHACHIINY;

ITpoekThl BHYyTPEHHUX TOKYMEHTOB;

[Tpoektsr OP/I.
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Pouiu B :KypHajax:

Ilonp30BaTenp: BCE JOKYMEHTHI )KypHaa; YTEHUE U CO3aHuE 3a4ad.

Jlenonpons3BOINTENb: BCE JOKYMEHTHI JKypHalla; BCE IpaBa, KpoMe
AHHYJIUPOBAHUS.

[Tonp30BaTenb MOJApA3ACICHUS: JOKYMEHTBHI NOAPA3IAECICHUSA, YTEHUE,
CO3JJaHHE, YIAJIECHNE, PEJAKTUPOBAHNUE, U3MEHEHUE HOMEPA, CO3/IaHHE 3a]1ay.

[Tonp30BaTENb CBOMX JIOKYMEHTOB: CBOM JOKYMEHTBI; UTEHHUE, CO3JAHUE,
yAaJeHue, peAaKTUPOBaHUE, U3MEHEHUE HOMEPA, CO3/JTaHHE 3a/1a4.

Homenkiarypa:

B CO /1 no6aBistoTcs TOJIBKO T€ J1€71a, UHIEKC KOTOPBIX UCIOJIb3YETCs IPU
pErUCTpaIU KOPPECIIOHICHIIUH B PAMKAX S5 THUIIOB XKypHaJa.

OTnpaBka I0KyMEHTOB B Jiejia

C3/1 npenocTaBiisieT BO3MOKHOCT:

CIMCAHUA JOKYMEHTa B JIEJI0 COINIACHO HOMEHKJIAType JIE;

(opMHUpOBaHMS BHYTPEHHEHN OMKCH JIET;

(opMHUpOBaHMS ONUCEW 1€l CTPYKTYPHBIX NOJAPA3JIECIECHUNA COTJIACHO
CpOKaMm MX XpaHEHUS;

nepegauy gen B AUC «BemomMcTBeHHbIH apxuB» (OpH  YCIOBUU
3aKroueHus Joropopa Ha yenyry AVUC «BegomcTBeHHBIN apXHBY).

Hacmpoiku C3/] ne menawomca Ha NPOMANCEHUU UCNOTb306AHUA
OaHHOU KOHpuzypayuu.
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[Tpunoxenue 4
K ITopsanky okasaHus yciayr
AJIEKTPOHHOTO TOKyMEHTO000pOTa

Cnennduxamus CIJ] «SMBusiness» kongurypamuu «Light»

OcHoBHble pyHkunu CO/I:

1. pabora ¢ 6a3oii cripaBoYHO-UHGOPMAIIMOHHBIX U OpraHU3aIlMOHHO-
pacopsIUTENbHBIX JOKYMEHTOB:

CO3[IJaHHE€ JOKYMEHTOB M IOMEIICHUE HX B ONEPATUBHOE XPaHUIUIIE
JAHHBIX;

MOMCK JOKYMEHTOB B OTIEPATUBHOM XPAHUJIUIIIE IAHHBIX;

BO3MOXHOCTb ~ MCIIOJIb30BAHUSI  HECKOJIBKMX  BAapHUAHTOB  IIOHMCKA
JOKYMEHTOB;

KOHTPOJIb  LEJOCTHOCTH JOKYMEHTOB W COXPAaHHOCTH OTHEJIBbHBIX
PEKBU3UTOB IOKYMEHTA;

KOHTPOJIb JOCTYyNa K JOKYMEHTaM B COOTBETCTBHHU C IPaBaMH JI0CTYIIA;

IIPOTOKOJIUPOBAHUE NCHUCTBUHN MOJIB30BATEIICH C JOKYMEHTAMM.

2. aBTOMaTHu3alus QYHKIHN 1eIONPOU3BOACTBA OpraHU3aIUK:

OCYILIECTBJIEHNE IOTOKOBOI'O CKAHUPOBAHUS OCTYIUBIIEW JOKYMEHTAIUN
C BO3MOKHOCTBIO PacliO3HaBaHUs TEKCTA IOKYMEHTOB;

perucrpanys BXOIALIEH, UCXOAALIEH U BHYTPEHHEW KOPPECIIOHICHIINM;

IIOATNIMCAHNE, COITIAaCOBAHUE, YTBEPKICHUE JTOKYMEHTOB, B TOM YHCIIE C
WCIIOJIb30BAHUEM DJIEKTPOHHON IU(POBON TOAMKCH, CEPTUPHUIUPOBAHHOU B
Pecny6onuke benapychs;

MOJAEPIKKA BEPCUOHHOCTH JOKYMEHTOB;

YCTAHOBJICHHE CBSI3€M JOKyMEHTa C ApyruMu pAokyMeHtamu COJI,
CO3JaHHBIMM B IIpoliecce ero 00padOTKH WIIM UCTIOTHEHUS;

KOHTPOJIb COOJIFOICHHS] UCTIOTHUTEIBCKOW JUCHUILIUHBI (OTCIIEKUBAaHUE
CPOKOB 00pabOTKHU U UCIIOJHEHUS JOKYMEHTOB);

CBOEBpEeMEHHOE (OpPMHUPOBAHUE HANMOMUHAHUNA W yBEJOMJICHHH O
MPUOJIMKEHUH CPOKOB 00paOOTKU 1 UCTIOTHEHUS JOKYMEHTOB.

YrpasiieHHe 3JIEKTPOHHBIMH TOKYMEHTaMM

Cucrema oOecriednBaeT yrpaBJICHHE 3JICKTPOHHBIMHU JIOKYMEHTAMHM, B TOM
quclie:

BO3MOYKHOCTb XpaHEHUS JOKYMEHTOB B )KypHaJIax;

BO3MOYKHOCTb BEJICHHUS M I€YaTH KaPTOUKH JOKYMEHTA;

BO3MOXKHOCTh ITOMCKa HEe0OXoauMmon HHMopMalruu (MOJIHOTEKCTOBBIN U
aTpUOyTHBHBIN TTOKCK);

paboTy ¢ coJiepKaHUEM JTOKYMECHTA,

CoOJII0ICHHE PeXKUMa KOH(PHUACHIIMAIBHOCTH IOCTYyIA K JOKYMCHTaM.
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Perucrpauusi 10KyMeHTOB
Cuctema o0OecneyMBaeT pETUCTPALMIO BXOJSAIIEH U UCXOMSIICH
KOPPECIIOH/ICHIINY, BHYTPEHHUX JIOKYMEHTOB C HCIOJIb30BaHUEM He OoJiee 3
TUIIOB PETUCTPAIMOHHO-KOHTPOJIBHBIX KAPTOUEK, Ha 0a3e KOTOPBIX CO3ACTCs HE
OoJiee 5 BUJIOB JKypHAJIOB.

OT4eTHOCTH
Kondurypanus popmupoBaHue 0TUETOB HE TPEAYCMATPUBAET.

Ilepedyennb padoT, BbimoIHAEeMbIX OniepaTopom

YcranoBka u Hactpoirika COJ] «SMBusiness» konpurypauuu «Light» Ha
obopynoBanuu Omneparopa;

HamoJiHeHWe  crpaBoyHukoB  COJl  corimacHO  mpeACTaBICHHOM
[ToTpeburenem nudopmanuu;

IOPENOCTAaBICHUE HA JJIGKTPOHHBIA  aJpec OTBETCTBEHHOIO  JMLA
[ToTpeOurens no BompocaM B3aMMOIECUCTBUS IPU OKA3aHUU YCIIYTH, YKa3aHHbIN
B 3asBK€ HA OKa3aHWE YCIyru, KiaueHTckoro npuioxenus COJl «SMBusinesS»
kKoH(puryparuu «Light», MHCTpYKIMH 1O €ro YCTaHOBKE W HACTPOMKE HE
no3aHee 15 pabouunx aneit co qus nonyyenuss HIDY noanucanHoro norosopa;

oka3zanue OnepaTopoM KOHCYJIbTaLIMOHHOUN momounu [loTpedurento npu
YCTAHOBKE KJIIMEHTCKHUX MTPUIIOKEHU.

Ilepeyenn padoT, BoinosiHsieMbIX [loTpeduTeIemM
[IpenocraBnenne wHbOPMAIUU JJI HAMOJHEHUs crnpaBoyHUKOB COJ]
(®UO nonwp3oBaTenei, HAUMEHOBAHUE JI€]T U3 HOMEHKJIATYPbl);
YCTaHOBKA KJIMEHTCKOTo mpuioxkenust COJI, mporpaMMHOTo o0ecreyeHus
ABECT (xpunrompoBaiiiep ¥ MEpPCOHAIBHBIA MEHEKEp CcepTU(PUKATOB) Ha
aBTOMATU3UPOBAHHBIX pabouux mectax [lorpedurens.

Hactpoiiku CIO/]

Crpykrypa:

Ilonwp3oBaTenu: 3 mOJIb30BaTEIIS

Hactpoiika npas [lonbs3oBareneii:

Jleaonpou3BOAUTEIb

I[Ipocmotp peranenn DIII; ®duszmueckune nuna, FOpuandeckue nuua;
HomenknaTtypa opranuzannu, ApXus;

Ilanenp kaMeHTa

[TpocMoTp BxoAsIUX U UcXoasmux cooomenuii CMJO;

Tunsl ;KypHajoB:

B C3/] comepxurcs 3 TUIIA PerucTPAMOHHO-KOHTPOJIbHBIX KAPTO4YeK
KYPHAJIOB: BXOJsLIas KOPPECHOHACHIMS, HUCXOIAIAs KOPPECIOHACHIM,
BHYTPEHHHE JIOKYMEHTHI.
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Kypnasbl, co3naBaembie Ha 0a3e 3 TUIIOB KapTOUEK:
KypHuan Bxoasen KOppECIOHICHINY;

KypHan ucxoasimen KOppeCIoHICHIINH;

JKypHas BHyTpEHHUX JOKYMEHTOB;

[IpoekThl ucxoasien KOppeCIOHAEHIINY;

IIpoekThl BHYyTPEHHUX TOKYMEHTOB.

PoJiu B :KypHajax:

Jlenonpous3BoaUTENb: BCE AOKYMEHTBI XypHaja;, BCE IMpaBa, KpOME
aHHYJIMPOBAHUS.

[Tonw3oBatento IloTpebutenss mpenoCTaBISIOTCS IpaBa HA BHECEHUE
U3MEHEHUuM/monoMHeHud B crpaBouHuku  «lOpupnueckue  numa»
«Dusznyeckue auna.

Homenkanartypa:

B cuctemy no6aBisitoTcst TOJBKO T€ Jeia, MHAEKC KOTOPBIX UCIOJIb3yeTCs
MIPU PETUCTPAIMUA BXOMSIIEH, HCXOISIIEH KOPPECHOHICHIIMH, BHYTPEHHHX
JIOKYMEHTOB.

OTnpaBkKa 10KYMEHTOB B J1eJIa

Cucrema npe10CTaBIsI€T BO3MOKHOCTD:

CIIUCAHUS JOKYMEHTA B JEJI0 COTJIACHO HOMEHKJIATYpE JIEIT,;

dbopmMupoOBaHKs BHYTPEHHEH OIMKCH JCT,

dbopmupoBaHus oOmHUCEH el CTPYKTYPHBIX MOAPA3JEICHUN COTrIaCHO
CpPOKaM HUX XpaHEHUS;

nepenaun gen1 B AUC «BemoMcTBeHHBIM apxuB» (IIpu  yCIOBUU
3aKTroueHus qoroBopa Ha yenyry AVUC «BegomMcTBeHHBIN apXUBY).

Hacmpoiiku C3/] He MeHAIOMCA HA NPOMANCEHUU UCHOAb30BAHUSA
OAHHOU KOHpuzypayuu.



[Ipunoxxenue 5
K [Topsinky okazanwus yciayr
JIEKTPOHHOTO IOKyMEHTO000pOTa

Conemnduxamus CIJI «SMBusiness» koupurypamun «Tamaka»

OcHoBHble pyHkunu CO/I:

1.  MOWCK IJOKYMEHTOB B ONEPAaTHBHOM XPaHWJIMILE JTaHHBIX;

BO3MOYKHOCTh  HCIIOJIB30BAHUSI ~ HECKOJIBKMX  BApUAHTOB  IIOHMCKA
JIOKYMEHTOB;

KOHTPOJb UEIOCTHOCTH JOKYMEHTOB W COXPAaHHOCTH OTEIbHBIX
PEKBU3UTOB IOKYMEHTA,;

KOHTPOJIb JOCTYyNa K JOKYMEHTaM B COOTBETCTBHHU C IPaBaMH JI0CTYIIA;

IPOTOKOJIMPOBAHUE ICHUCTBUH MOJIB30BATEIEH C TOKYMEHTAMM.

2. aBTOMaTu3alus QYHKIUM 1eI0MPOU3BOACTBA OPraHU3AIUY:

OCYIIIECTBJIEHNE MOTOKOBOT'O CKAHUPOBAHUSI TOCTYTUBIIIEH JOKYMEHTAIUN
C BO3MOXKHOCTBIO Paclo3HaBaHUs TEKCTA IOKYMEHTOB;

perucTpanus BXOIAIIENH, HCXOIAIIEH KOPPECTIOHICHIINY;

MOJAMKUCAHUE JOKYMEHTOB C MCIOJB30BaHUEM DJIEKTPOHHON HU(PpOBOH
noanucH, cepruduimpoBanHoii B Pecrryonuke benapyce;

NOAAEPIKKA BEpCHOHHOCTH JIOKYMEHTOB;

YCTAHOBJICHHE CBSI3€M JOKyMEHTa C ApyrumMu gokyMeHtamu COJI,
CO3JIJaHHBIMH B TIpOIEcCe ero 00pabOTKH WIIM UCTIOJTHEHUS.

YnpasJ/ieHue 3JIEKTPOHHBIMH IOKYMEHTAMHU

Cucrema obecriednBaeT yrnpaBJICHHE YJIEKTPOHHBIMHU IOKYMEHTAMH, B TOM
qHCIe:

BO3MOKHOCTb XpaHECHHsI IOKYMEHTOB B JKypHaIax;

BO3MOYKHOCTH BEJICHUSA U M€YaTH KapTOUYKU JOKYMEHTA,;

BO3MOXKHOCTh TOMCKa HeoOxoammon uHbopmaiuu (MOTHOTEKCTOBBIM U
aTpuOyTUBHBIN TTOUCK);

paboTy ¢ coJiepKaHUEeM JOKYMEHTA.

Perucrpanusi 10KyMeHTOB
Cuctema oOecmeynBacT PpETUCTPAIMIO BXOAMIEH W HCXOJSIICH
KOPPECIOH/ICHIINM C HKCIOJb30BaHUEM HE 0o0jiee 2 THUIIOB PErUCTPALIMOHHO-
KOHTPOJIBHBIX KapTOYeK, Ha 0a3e KOTOPHIX co3gaeTcss He Oosiee 3 BHUIOB
KYpHAJIOB.

OT4YeTHOCTH
Kondwuryparus popmupoBaHrue 0TYETOB HE MIPEyCMaTPHUBAET.
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Ilepeyenn padoT, BbINOMHAEMbIX OnepaTopom

YcranoBka u Hactpoiika COJl «SMBusiness» konpurypamuu «Tanaka» Ha
obopynoBanuu Oneparopa;

HarojgHeHue  cupaBoyHUKOB  COJ[  corilacHO  MpencTaBIEHHOU
[ToTpebuTeneM nHpopmaIuu,

OPEAOCTAaBICHUE HAa DBJIEKTPOHHBIM aJpec OTBETCTBEHHOrO JIMIA
[ToTpebuTens mo Bompocam B3auMOJEHCTBUS ITPH OKa3aHUM YCIYTH, YKa3aHHBIN
B 3ajBKE HAa OKa3aHUE YCIyrd, (aiioB s YCTaHOBKM KIMEHTCKOTO
MPUJI0KEHUS, UHCTPYKIIUU T10 €ro YCTAaHOBKE U HACTPOUKE;

okazaHue OmneparopoM KOHCYJIbTallMOHHOUN momoinu [loTpedburento npu
YCTAHOBKE KJIMEHTCKUX MPUIOKECHUM.

Ilepeyens padoT, BHINOJHAECMbIX IIOTPEOUTEIEM

[IpenocraBnenre uHPOpMALUMU [ HAMOJHEHUS cHpaBOYHUKOB COJI
(®UO nonwp3oBaTensi, HAUMEHOBAHUE JIEJT U3 HOMEHKJIATYPbI);

YCTaHOBKA KJIIMEHTCKOro npuioxenus CIO /1, mporpaMMHOro odecreyeHus
ABECT (xpunromnpoBaiiiep U NEPCOHAIbHBIA MEHEIKEpP CepTUPHUKATOB) Ha
APM Ilotpebutens He no3nnee 15 pabounx gHed co aHs nosydyeHus HIDY
HNOAMUCAHHOTO A0T0BOPA.

Hacrpoiiku CI/1

Crpykrypa:

ITonp3oBaTens: 1 monb30BaTENb.

Hactpoiika nipas I1onbs3oBares:

HenonpousBoautens: I[Ipocmorp neranenn OILII; dusmueckue mnwuia,
Opunnueckue nmuua; Apxus, HomeHkiarypa opranu3anui.

[Tanenp knuweHTta: I[IpocMOTp BXOASIIMX W HUCXOASANIUX COOOICHUUN
CM/O.

IlonpasneneHus:

B naHHBIM CIpaBOYHMK BHOCHUTCS IIOJIHOE HAMMEHOBAHUE OpraHu3aluu

Tunsl ;KypHajoB:

B CO/1 conepxkurcs 2 THIIA PErHCTPAIIMOHHO-KOHTPOJIbHBIX KAPTOYEK
YKYypHAJIOB: BXOASAIAsl KOPPECTIOHICHIIUS, UCXOAAIAsl KOPPECTIOHICHITUS.

Kypnasbl, co3naBaembie Ha 0a3e 2 TUIIOB KaPTOUECK:

Bxomdmas koppecnoHaeHIns;

Hcxopsimast KoOppeCnOHICHIINS;

[IpoekThl nexoadiien KOppeCHOHACHIIUH.

PoJuib B :xypHaJIax:
Jlenonpon3BOINTENb: BCE JOKYMEHTHI JKypHaia; BCE IIpaBa KpoMe
AHHYJINPOBAHUS.
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ITonp3oBatento IloTpeduTens NpeaOCTaBISAIOTCS IIpaBa Ha BHECEHHUE
W3MEHCHUI/IONONIHEHUH B crnpaBoyHuku  «HOpuaudeckue nuna»
«Dusnueckue nuiay, «OnepatuBHbIN apxuB», «HoOMeHKIaTypa opranuzanum.

Homenkaartypa:

B cucremy n106aBisroTCS TOJIBKO TE Aeia, HHACKC KOTOPBIX UCIIOIb3YeTCS
IIPU PETUCTPALAMN BXOASAIIEH, UCXOISIIEN KOPPECTTOHICHIIUY.

OTnpaBka JOKyMEHTOB B /1eJ1a

Cucrema npeocTaBisieT BO3MOKHOCTB:

CIUCaHUA JTOKYMEHTa B JIEJIO COINIACHO HOMEHKJIAType JIe;

dbopmMupoBaHUs BHYTPEHHEH OMUCH JE;

dbopMHUpOBaHUS ONMUCEH el CTPYKTYPHBIX MOJAPA3JIEICHUNA COTIACHO
CpPOKaM HUX XpaHEHHS;

nepegaun gen1 B ANC «BemoMcTBeHHBIM apxuB» (IIpU  yCIOBUU
3aKIroueHUs JoroBopa Ha yeunyry AVUC «BegoMcTBEHHBIN apXUB»).

Hacmpoiiku C3/] nHe MeHawOmca HaA NPOMANCEHUU UCHOIb30BAHUSA
OAHHOU KOHpuzypayuu.
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