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BBeneHue

Ycnex (YHKUMOHMPOBAHUS OpraHusauuM B CYLLECTBEHHOW CTENeHW 3aBUCUT OT BHEAPeHUs wu
noaaepxxanma B paboToCnoCOOHOM COCTOSHMM CUCTEMbl MEHEMKMEHTA, KOTOopas npegHasHadveHa Aans
NOCTOSAHHOIO ynydweHnst 3PMEKTUBHOCTU AEATENbHOCTM U OAHOBPEMEHHOIO YAOBMETBOPEHUSA HYXO BCEX
3aMHTEepPEeCOBaHHbIX CTOPOH. CHUCTEMbl MEHEAXXMEHTa OCHOBaHbl Ha METOAO0NOrusax, noMoralwmx B
NPUHATUN PELLEHWIA U B YNIPaBIIEHMN pecypcamMn Ans AOCTMXKEHUA LieNen opraHusauum.

dopmupoBaHUe 1 BeAeHUE 3anucen ABNAIOTCA HEOTHLEMMEMON YacTbio AEATENLHOCTU, NPOLECCOB U
cuctem noboi opraHnsauun. OHn obecneumBaloT SPPNEKTUBHOCTb AEATENLHOCTU, BO3MOXHOCTb BEAEHUSA
ydyeta, MEHeKMEHT PUCKOB U YCTOMYMBOCTb (PYHKUMOHMpOBaHUA opraHmsdauyun. OHM TaKke Jator
BO3MOXHOCTb OpraHu3auusiMm W3BrekaTb BbIrody W3 LIEHHOCTU CBOUX WHAOPMALMOHHBIX PECYpPCOB Kak
NPOU3BOACTBEHHbIX, KOMMEPYECKMX W WHTENNEKTyanbHbIX AakTUBOB W COAEWCTBOBATb COXPaHEHUIO
KONNEKTUBHON NaMsiTU B YCNOBUAX rnobanbHon n uudposon cpeabl.

CtaHgapTbl Ha cuctembl MeHegpkmeHTa (CCM) npeaocTaBnAlT BO3MOXHOCTb BbICLLEMY PYKOBOACTBY
NPUMEHATL CUCTEMHbIV WU HAAEXHbIA NOAX0A K yNpaBneHUO opraHusaumen B YyCNOBUAX, CTUMYMUPYIOLLMX
HaAEeXHYI0 AENOBYIO NPAaKTUKY.

CraHgapTbl Ha CUCTEMbl MeHeaXMeHTa 3anuceli, paspabatbiBaemble MCO/TK 46/MK 11, npusBaHbl
nomoratb OpraHu3aumMsim BCEX BMAOB M MacwTaboB wunu rpynnaMm OpraHusauui, OCYLUECTBIIAOLLMX
COBMECTHYIO nNpeanpuHUMaTenbCKylo 4eATEeNbHOCTL, BO BHEAPEHUN, UCMONTb3OBAHNN U COBEPLUEHCTBOBAHNN
pe3ynbTaTUBHbLIX CUCTEM MeEHeakmeHTa 3anucen (ganee — CM3). CM3 HanpaBnseTr U KOHTPONUPYET
opraHu3auuto ¢ uernbto BblpaGOTKVI NOJNINTUKKU N onpeaeneHna 3agad, cBsA3aHHbIX C BEAEHUEM 3anmce17|, 7]
peLeHna aTux 3agad. 310 OCYLLECTBNAETCA 3a CHET UCNONb30BAHUA!

a) CTPOro onpeaeneHHbiX PyHKUMIA n 06593aHHOCTEN;

b) cuctemaTusnpoBaHHbIX NPOLIECCOB;

C) UBMEPEHUIN U OLIEHNBAHMUS;

d) aHanu3a u coBepLUEHCTBOBAHMUS.

OCyLL[,eCTBJ'IeHI/Ie NONMMTUKN BeAeHUA 3anucen u peweHne 3agad, NOJIHOCTbKO OCHOBAHHbLIX Ha
TpeGoBaHuaAX opraHusauum, OyayT cnocobcTBOBaTb (POPMUPOBAHUIO LOCTOBEPHOM W HAAEXHOW
MH(popMauuKn 1 NONYYEeHU0 MNOATBEPXKAEHUIA O NPEANPUHUMATENLCKOW AEATEeNbHOCTU, BEAEHUID TaKon
UHbopMaUUN U NPEAOCTaBNEHUID €€ TEeM, KTO B HEM HYXIAETCs, B TeYyeHue HeobGXxXoammMoro nepuoaa
BPEMEHU. YCnelwHan peanusauust HagexHoW NOMAUTUKU BeAEHMS 3anucen U pelueHue COOTBETCTBYHOLLUMX
3agad cnocobCcTBYIOT hOPMUPOBAHMIO 3anNUCeEN M CO34aHMI0 CUCTEM YNpaBfeHUa 3anucsiMy, OTBeYaroLmx
BCEM LIeNnAM opraHusauuu.

BHeapenne CM3 B opraHusauumn Takke rapaHTUpyeT Npo3padyHOCTb U NPOCMEXUBAEMOCTb PELLEHWI,
NPUHNMaEMbIX OTBETCTBEHHLIMU PYKOBOAUTENAMU, N OCO3HAHNE 06U.LeCTBeHHbIX NHTEPECOB.

CraHgaptel Ha CM3 paspabatbiBatotca MUCO/TK 46/MK 11 B pamkax CTaHZapTOB Ha CUCTEMbI
MeHegpkMmeHTa (CCM) ana obecneyenus coBmectumoctu ¢ apyrumm CCM u ucnonb3oBaHusa 0OLLMX
anemeHToB M Metogonorun. MCO 15489 u gpyrue mexayHapoaHble CTaHAapTbl U TEXHUYECKUE OTYETHI,
Takke paspabotaHHble MCO/TK 46/MK 11, cnyxaT OCHOBHbIMA WHCTPYMEHTaMu MNPOEKTUPOBAHUSA,
BHEAPEHUSA, MOHWUTOPUHIA U COBEPLUEHCTBOBaHUA OOKyMEHTOOOOpoTa M ynpaBfeHua 3anucsmu,
ocyuwlecTensemMbix B pamkax CM3, korga opraHusaumm NpUHMMAIOT peLleHWe O BHeApPEHMM METOAO0NOruu
CCM.

MpumeyvyaHne — WNCO 15489 sgBnsetca ocHoBoMonarawwWwuMm CTaHAapToOM, CUCTEMaTU3NPYIOLLUM
onTUManbHble METOAbI BEAEHUA 3anuceil.

Ha PucyHke 1 nokasaHa cTpyktypa crangaptoB Ha CMS3, paspabartbiBaembix MCO/TK 46/MNK 11,
KOTOpble B0 yxe onybrMKOBaHbl, MO0 HAXOAATCA B CTaAUMU NOATOTOBKM.

3TW cTaHaapTbl NpeaHasHavYeHbl A1 UCNONb30BaHUS:

- BbICLLMM PYKOBOACTBOM, MPUHUMAIOWMM peweHna o (OpPMUPOBAHMU U  BHEAPEHWM CUCTEM
MEeHe)XXMEHTa B paMKax CBOEW OpraHu3auuu;

- MepcoHanoM, oTeevarowum 3a BHeapeHue CMS3, B 4acCTHOCTM, CneyManucTtamu no MeHEeaXKMEHTY
puckoB, ayauTam, AOKYMEHTO00OopOoTy, MWH(MOPMALMOHHBLIM  TEXHOMOTMAM U MH(OPMALIMOHHOWM
6e3onacHoCTy.

CMS3 onpeaensieT TpeboBaHNs M OXUgaHUA 3anHTEPECOBaHHLIX CTOPOH (noTpedutenen U OCHOBHbLIX
YYaCTHUKOB) K BEAEHUIO 3anMCen 1 NyTEM UCMNONb30BaHMSA HEOOXOAMMbIX NPOLIECCOB (POPMUPYET 3anucu,
YAOBMNETBOPAOLLME ITUM TPEOOBAHUAM U OXUAAHUAM.

Ha PucyHke 2 nokasaHbl ctpyktypa CM3 1 ¢Ba3u ¢ noTpebutensimm n OCHOBHbLIMU NapTHEpPaMMu.
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N poacTBEeHHbIE MEeXAyHapodHble CTaHAapTbl N TEXHNYECKNE OTYHETDI
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HAUMOHANBbHBLIL CTAHAOAPT POCCUMNCKON ODEAEPALUUMN

MHPOPMALIMA U AOKYMEHTALIMA
CucteMbl MeHeKMeHTa 3anuceil. TpeboBaHuA

Information and documentation — Management systems for records — Requirements

Dara BBegaeHna — 2015—03—01

1 O6nacTb NnpuMeHeHus

HacToswuii ctaHgapT ycraHaBnuBaeT TpeboBaHUsi, KOTOPbIM A0/DkHA oTBeYaTb CM3, 4To6bl NOMOYL
opraHusauuMum B BbINOSIHEHUM CBOMX 00A3aTenbCTB, HA3HAYEHMA, CTpaTerMm W AOCTMKEHWUW LEnen.
Hactoswumi craHgapt kacaerca pas3paboTku WM peanu3auuu NONMTMKM M LUENen BeAeHUA 3anucen u
NpeaoCTaBnAEeT CBEAEHUS O pe3ynbTarax U3MEPEHU U MOHUTOPUHIA.

CM3 moxeT co3aaBaTbCA OpraHu3auueii Unu rpynnoin opraHu3auuii, OCyLLECTBAAIOLLUX COBMECTHYIO
npeanpuMHUMaTEnbCKYo AeATenbHOCTb. Mcnonb3yeMblii B HACTOSILLLEM CTaHAapTe TEPMUH «OPraHM3auusa»
He OrpaHu4MBaETCA OAHON OPraHu3auuen, a BKIIOYaEeT U APYrue OpraHn3auuoHHbIe CTPYKTYPBbI.

Hacroswuit cTaHaapT NnpuMeHUM K NMioBoi opraHn3aLum, XXenatoLen:

a) cchopmmpoBaTb, BHEAPUTb, NOAAEPKUBATL B pabOTOCNOCOOHOM COCTOSIHUM U COBEPLUEHCTBOBATb
CMS3 B nogaepxky CBOEei OCHOBHON AEATENbHOCTH;

b) ya0CTOBEPUTLCS B NPAaBUNLHOCTU NPOBEAEHUSI CBOEN 3asiBNIEHHON MONUTUKN BEAEHUA 3anucei;

C) NPOAEMOHCTPUPOBATbL COOTBETCTBME HACTOSILLIEMY CTAHAAPTY NyTEM:

1) npoBeAEHMA CaMOOLIEHKU U CAMOAEKNapUPOBaHUS;
2) sanpaluuBaHus NOATBEPXKAEHUS CBOET0 CaMOAEKIapUPOBaHUS Yy CTOPOHHEN OpraHu3auum;
3) o6paLleHunst K CTOPOHHEW OpraHu3auuu Ha NpeaMeT npoeeaeHus ceprudukaumum ceoein CMS3.

Hactoawmin craHgapT MOXeT MPUMEHATbBCA Hapsgy € APYrUMW  CTaHAapTamMM Ha  CUCTEMbI
meHempkmeHTa (CCM). OH 0CcOBEeHHO noneseH AnA AeMOHCTpauuu BbinoNHeHusa Tpebosanun apyrux CCM k
JOKYMEHTaUMK 1 3anucsiM.

2 HopmartuBHbIe CCbINKK

MpuBeAEHHbI HUXKe CCbINTOYHbLIA OKYMEHT He06x0AUM ANs UCNOSb30BaHWS HACTOSAILLEro CTaHaapTa.
Ona AaTtupoBaHHbIX CCbINOK MPUMEHSIOT TOMbLKO Ty BEpCuIo, koTopas Obina ynomsHyta B Tekcrte. [ina
HeZaTUPOBaHHbLIX CCbINIOK HEOBX0AMMO WUCMOSIb30BaTh CamMOe MNOoCneaHee u3aHue AOKyMeHTa (Bkniodas
nto6ble nonpaeku).

MNCO 30300 Nudbopmauus n gokymeHtaumsa. CUCTeMbl MEHEIKMEHTA 3anucern. OCHOBHbIE NONOXEHUS
u cnoeapb (ISO 30300:2011 Information and documentation. Management systems for records.
Fundamentals and vocabulary).

3 TepMUHbI 1 onpegeneHus

B HacToswwem ctaHgapte npuMeHeHbl TePMUHbI U onpeaenexunsa no MCO 30300.

4 Cpepa opraHusauum

4.1 lNoHMMaHMe BHELWHEN U BHYTPEHHEN cpeabl opraHusaumm

Mpu dopmupoBanHnn u popabotke CM3 opraHusauma JoSfbkHa nNpUHMUMaTb BO  BHUMaHWe
COOTBETCTBYIOLLME BHELLHME U BHYTPEHHUE DAKTOPSI.

Cneayet [OKYMEHTUPOBaTb BHELUHWE W BHYTPEHHWE (PAKTOPbI, BbISIBMNEHHbIE W MPUHUMAEMblEé BO
BHUMaHWe npu hopmuposanun u gopadotke CMS3.

U3pgaHue ocpuumanbHoe
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MoHMMaHue BHELLHEN cpeabl OPraHn3aumn BKMIOYaeT B ce6 NMOMUMO MPOYeEro:

a) NOHMMaHWe coumnanbHblX U KyNbTYPHbIX, MNPaBOBbIX, HOPMATUBHbIX, (PUHAHCOBbLIX, HAY4HO-
TEXHUYECKUX, OKOHOMWYECKUX, MPUPOAHLIX U KOHKYPEHTHbIX YCnoBui, Oyab TO MeXAyHapoAHbIe,
HaUMOHarnbHbIE, PErMOHanbHbIe UM MECTHbBIE;

b) nOHMMaHKUe KMIYEBBLIX ABWXYLUMX CUM U TEHAEHLUUN, KOTOPbLIE MOTYT OKa3blBaTb BNWUSHUE HA LENK
opraHusauuu;

C) NOHUMaHWe B3aUMOCBA3EN C BHELUHUMW 3aUHTEPECOBAHHbIMW CTOPOHAaMM W BOCMPUATUE UX
LEHHOCTEN W OXUOAHUN.

MoHMMaHue BHYTPEHHEN Cpedbl OpraHu3auun Bko4aeT B ceba noMMMo npoyero:

1) meToAbl KOPNOPAaTUBHOIO YNPAaBEHUs!, OPraHN3aLUOHHYIO CTPYKTYPY, PYHKLUU U 0BSA3aHHOCTK;

2) NONUTUKY, Lenu, 3agadu u crtparteruy, peanbHO AEWCTBylOLME U Tpebyowme peanusauunm u
JOCTWDKEHUS;

3) BOBMOXXHOCTU C TOYKM 3PEHMSI PECYpCoB W 3HAHUW (Hanpumep, KanuTan, BpeMs, nepcoHarn,
npoLecchbl, CUCTEMbI U TEXHONOTUM);

4) NHPOPMALMOHHBIE CUCTEMbI, WH(POPMALIMOHHBLIE MOTOKM W MNPOLECCHI MPUHATUS peLueHui (Kak
odmumanbHble, Tak M HeouumuanbHbIE);

5) B3aMMOCBAI3N C BHYTPEHHUMW 3aUHTEPECOBAHHbLIMW CTOPOHaMMW, BOCMPUATUE UMW LIEHHOCTER U
KynbTypbl OpraHu3aumu;

6) cTaHgapTbl, PYKOBOAALLME NONOXEHUA U MOAENU, NPUHATLIE B OpraHu3auuu;

7) dopma u MacTabbl 4OrOBOPHLIX B3AUMOOTHOLLUEHUMA.

4.2 BusHec-Tpe6oBaHUs, 3akoHoAaTeNbHbIE U Apyrue TpeboBaHus

Mpu yCTAHOBMEHUM W NEPECMOTPE CBOMX Lienei B 006nacTu BEAEHUS 3anucen opraHusaumsi JorpkHa
NpuHUMaTb BO BHMMaHue GusHec-TpeboBaHUSA, 3aKOHOAATENbHbIE, HOPMATUBHLIE U ApyrMe TpeboBaHus,
OTHOCALUMECH K POPMUPOBAHUIO 3aNUCEN U YNPABEHUIO UMU.

OpraHus3auua JOSDKHA OUEeHWBaTb W JOKYMEHTMpOBaTb Ou3Hec-TpeGoBaHusi, 3akoHOAATENbHbIE,
HOpMaTUBHLIE U Apyrie TpeGoBaHus, BNUSIOLLME HA ee AeATENbHOCTb, KOTOPYIO OHA A0JHKHA BLINOMHATL W
NS BbINOSTHEHUS KOTOPOW TpebyeTca CBUAETENLCTBO COOTBETCTBUA.

BusHec-TpeboBaHusa BKNOYAOT Bce TpebGOBaHUA K AOMKHOMY BbINOMHEHUIO paboT UNn AesATENLHOCTH
opraHusauuu. TpeboBaHMsA BO3HMKAIOT B CBAASU C TEKyLMMMW MNOKA3aTensMu AeATenbHOCTU, Oyaywmmu
nnaHamM M pa3s’BuTUEM, YNpaBMeHUEM PUCKAMMU U MMAHUPOBAHUEM YCTOWYMBOCTU (PYHKLIMOHMPOBAHUA
opraHusauuu.

3akoHoaatenbHbie TPeOOBaHMA BKMIOYAIOT TpebOBaHUA, OTHOCALUMECH K (POPMUPOBAHMIO U BEAEHUIO
3anuceil. UcTtouHukamm 3akoHoaaTenbHbIX TpeboBaHMI ABNSAIOTCA:

a) cTaTyTHOE M nNpeueaeHTHOe NpaBo, BKMNOYas 3aKOHbl N PernamMeHTbl, Onpeaensiowue oTpacnesylo u
o6Luyio aenoBylo cpeay;

b) 3akOHbI U pernameHTbl, OTHOCALLMECA HENOCPEACTBEHHO K CBUAETENbCTBAM, 3anMCaM U apxvMBam,
A0CTYny, KOH(PUAEHLUMAaNbLHOCTU, 3aLyuTe AaHHbIX U MHOPMaLMK, a TaKXKe K dNEKTPOHHOW TOProBIe;

C) KOHCTUTYLIMOHHO-NPABOBOM CTaTyC OpraHu3auumn, yCrtasbl MU COrMNalleHusi, CTOPOHOW B KOTOPbIX
SIBNSIETCA OpPraHu3auus;

d) ycnoBusi [OroBOpPOB M APYrUX WMHCTPYMEHTOB, KOTOpPble oOpraHusaums opuauyecku obsizaHa
BbINOMHATb.

K apyrum TpeboBaHMSIM OTHOCSITCS HEY3aKOHEHHbIE A0GPOBONbHLIE 00513aTENLCTBA, KOTOPbLIE HA cebs
NPUHUMAET OpraHn3auus:

- LOOPOBOIbHBIE KOAEKCHI NyYLLe NPaKTUKK;

- ROOPOBOMbLHBLIE KOAEKCHI MOBEAEHUS U KOPNOPATUBHON 3TUKU;

- naeHtudpMUMpyemble  OXMAAHMA CoOoOLLIeCTBA OTHOCUTENbHO TOrO, YTO SIBASIETCA JAONYCTUMbBIM
noBeAeHUeM Ans onpeAerneHHol 0TPacnu unu opraHn3alun, BKNOYasa Haanexaliee ynpaBneHue, OmkHbIN
KOHTPOJb 32 MOLUEHHUYECKUM UK 3NOHAMEPEHHBIM MOBEAEHUEM U NPO3PAYHOCTb NPUHSTUS PELLEHWIA.

4.3 OnpeaeneHne o6nacTu NpUMEHEeHUsI CUCTEMbl MEHEXKMEHTA 3anucen

OpraHusauusi AOrpKHa onpeaenuTb M AOKYMEHTUpoBaTb 06NnacTb NPUMEHEHUsi CBOEN CUCTEMBI
MEHEeDKMEeHTa 3anucen.

Obnacrb npumeHeHusi CM3 MOXeT oxBaTbiBaTb BCIO OPraHuM3aumio, KOHKPETHble (PYHKLMOHAMbHbIE
noapasfeneHuss OpraHu3auumn, KOHKPETHble Yy4yaCcTKu OpraHuM3auMm wunu  OAHO, UMM  HECKONbKO
(byHKUMOHANbHLIX NOAPA3AEeNeHnii B pamMmKax rpynnbl OpraHusaumii.

2
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MNpu cosganum CM3 ana oQHOrO0 MNU HECKOMbKUX KOHKPETHbIX (PYHKLUMOHATNbHLIX NoApasAeneHun B
paMkax rpynnbl opraHusaumii, oonacte npumeHenuss CM3 aomkHa BKNIOYaTh B3aUMOOTHOLLEHUS MeEXay
cybbekTamu u ponb Kaxaoro cybbekra.

B Tom cnyuae, koraa opraHu3auusi nepegaeTr CTOpOHHEMY UCNONHUTENIO NBGOoI nNpouecc, BNUSIIOLLUIA
Ha cootBeTcTBUe TpeboBaHusAM k CM3, opraHusauus p[ormkHa o6GecneunTb KOHTPOMb 38 TakUMK
npoueccamu. YnpaereHue UCMOMHUTENSIMM U Mpoueccamu, nepefaHHbIMU CTOPOHHUM MCMONHUTENSM,
AOJDKHO ObITh OnpeaeneHo B pamkax obnactu npumeHenms CM3.

5 lNngupyrowan ponb pykoBoacTBa

5.1 ObsisaTtenLCTBA PyKOBOACTBA

BobicLLee pykOBOACTBO AOIDKHO AEMOHCTPUPOBATL CBOU 003aTenbCTBa NyTeMm:

- obecneyeHusn coemectumoctn CM3 co cTpaTernyeckum HanpaBreHUEM OpraHu3aLUmu;

- BKnoyeHus Tpebosanuii K CM3 B BusHec-npoLecchl opraHu3auuu;

- NpeoCTaBrneHns pecypcoB AN CO3AaHUsl, BHEAPEHUs, noaaepxkaHuss B paboTocnocobHOM
COCTOSIHUM U NOCTOAHHOIO yny4wieHua CMS3;

- MHOPMUPOBAHUSA O 3HAYUUMOCTU pe3ynbTaTtuBHON CM3 1 BbINONHEHUs TpeboBaHui K CM3;

- o6ecneuenus aoctmwkeHuss CM3 HameUyeHHbIX pe3ynbTaToB;

- HanpaBfeHUs U NOAAEPKKN MOCTOSAHHOIO COBEPLUEHCTBOBAHUS.

n pnmevyaHune — Ccbinka Ha «busHec» B HacToAlWeM CTaHAapTe UMeeT LUMPOKOoe TOJNIKoBaHUe U o3Ha4YaeT
TY A€ATENbHOCTb, KOTOpan ABNAETCA Krto4eBoi Ans obecneyeHus CylleCcTBOBaHUA opraHu3aLuu.

5.2 NonuTtuka

Bbicluee pykoBOACTBO AOKHO pa3pabartbiBaTb NONMTUKY BeeHUs 3anucen. Takasi nonmMTuka AormkHa:

- COOTBETCTBOBAaTb LiensiM opraHu3auuu,

- obecneynBaTb OCHOBY ANSl YCTAHOBMEHUA LiENeil yNnpaBneHus 3anucsamu;

- BKNOYaTb 06A3aTE€NLCTBO MO BbIMOSIHEHUIO AEUCTBYIOLLMX TpeOoBaHuUN;

- AOBOAUTLCA 0 CBeAEeHNA BCex pabOTHUKOB OpraHu3auuu;

- NPeAoCTaBNATLCA 3aMHTEPECOBAHHBIM CTOPOHAM N0 Mepe Heo6X0aAMMOCTH.

OpraHu3auus omKHa COXPaHATb AOKYMEHTaNbHO 0POPMAEHHYI0O UHOPMALMIO O NONUTUKE BEAEHUA
3anucei.

MonuTuka BeAeHMs 3anucer AOSbKHA BKNOYATb CTPaTerMyeckue nMaHbl BbLICLLErO0 YPOBHA B
OTHOLLEHWM CO34aHUS W YNPaBreHUs JOCTOBEPHbIMU, HAAEXHBIMU M NPUTOAHBIMU ANSA UCMNONb30BaHUA
3anucsimMu, cnocobHbiMKM oBecnevnBaTb BbINONHEHWE (OYHKLUMIA M Onepauuin opraHuM3auum M 3awmuarb
LIeNOCTHOCTb 9TUX 3anucei Ao Tex nop, noka OHW MOryT noTpeGoBaTkes.

Opranusauus pgomkHa obecneuyuBaTb [JOBeAEHWE MNOMUTUKUM BEAEHMA 3anucen OO0 BCEX YPOBHEN
opraHu3auum 1 BHeAPEHUE ee Ha BCeX YPOBHAX, a TakKe AOBEAEHUE ee 0 CBeAEHUSA BCeX CyObLeKToB unm
nuy (TakMx Kak napTHepbl UK NoapPSAYNKK), paboTatoLmX C HEl UnNu AeNCTBYIOLUMX OT ee nuua.

5.3 ®yHKUMU, 06513aHHOCTU U NMOSTHOMOYUSI OpraHU3auum

5.3.1 O6wMe nonoxeHus

Boicluee pykoBOACTBO AOMKHO OOecrneyuTb onpefeneHue, pacnpefeneHne u aoseaeHue A0 BCex
pabOTHUMKOB OpraHu3auun, a TaKke A0 CYOLEKTOB WM OTAENbHbIX NAU, B3aUMOAEWCTBYIOLUX C
opraHusauuen uUnu AenCTBYIOLUMX OT ee UMEHM, DYHKUMIA, 0BA3aHHOCTER U MONMHOMOYUNA, CBSA3aHHBLIX C
MEHe>XXKMEHTOM 3arnucen.

O0A3aHHOCTM AOMXKHbI pacnpeaensATbCA COOTBETCTBYIOWMM 06pa3oM cpeau BCEro nepcoHana B
COOTBETCTBYIOLLMX NOAPA3AENEHUSX U HA COOTBETCTBYIOLLMX YPOBHSAX B paMKax OpraHu3auuu, B YaCTHOCTH,
cpeau BbICLLIErO PYKOBOACTBA, PYKOBOAWTENEW nporpamMm, CrneuuanuctoB NO BEAEHUIO 3anucen,
CneunanucToB No MHAOPMALMOHHLIM TEXHOMNOMMAM, CUCTEMHbIX aAMWHUCTPATOPOB M BCEX ApPYrMxX B
COOTBETCTBUU CO CBOMMU 00SI3aHHOCTSIMU, KOTOpble (hOPMMUPYIOT 3anMcu M YNpasnsioT UMM KaKk 4yacTbio
cBOen paboThbl.

Inanpyowaa ponb BO BHeapeHun CM3 pgomkHa npuHagnexaTb KOHKPETHOMY MNpeacTaBuUTesio
BbICLLETO PYKOBOACTBA. B Tex cnyyasix, koraa atoro TpebyT macwtabbl U CMOXHOCTb OpraHusauuu, a
TaKke ee MpouecChl ynpaBneHMs 3anucaMK, KOHKpeTHas porib AO/kHa ObiTb OTBeAeHa npeacTaBuTento
pykoBoactBa Mo paboTe C 3anucsamu, UMEIOLEMY CreuuarnbHyl0 MOATOTOBKY M KOMMETEHTHOCTb.
Pacnpeaenenune ob6sa3aHHOCTel U MX B3aUMOCBA3MN A0MKHbI ObITb JOKYMEHTUPOBAHBI.
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5.3.2 O65A3aHHOCTU PYKOBOACTBA

M3 coctaBa BbICLLETO PYKOBOACTBA JOMMKEH ObiTb HA3HAYEH KOHKPETHbIA NPeACTaBUTENb, KOTOPbLIN,
HEe3aBWCUMO OT APYrMx 00A3aHHOCTEN, AOMKEH HECTU OTBETCTBEHHOCTL 3a:

a) NPUHATME MEP N0 (POPMMPOBAHMWIO, BHEAPEHWUIO W MOAAEPXaHMIO B [OMMKHOM COCTOSIHUU B
COOTBETCTBUM C TPeBOBaHNAMMW HACTOALLErO CTaHAApPTa;

b) cogencteune ocsegomneHHocT 0 CM3 no Bcen opraHmsaunu;

C) AOMKHOE pacnpeaeneHne yHkumin 1 obs3aHHOCTEN, onpeaeneHHbix B CM3, u obecneveHue
KOMMETEHTHOCTU NEPCOHANa, BbINOMHAOLLETO 3TN (OYHKLIMM.

MpuMedaHWe — B 3aBUCUMOCTU OT CMOXHOCTU CTPYKTYpbl OpraHMsauum OBGS3aHHOCTU MOryT
NPEeAOCTaBMATLCA KOHKPETHOMY AOMKHOCTHOMY MWL AW rpynne nuu,

5.3.3 OnepaTuBHbIE O0GA3aHHOCTU

Beicliee pykoBoACTBO OpraHusauun AOHKHO Ha3HAUYUTL KOHKPETHOrO NpeACTaBUTENsA PYKOBOACTBA MO
pabGoTe C 3anuCAMW, KOTOPLIA [JOIDKEH BbIMOMHATL ONPEAENEeHHyl0 poflb, UMETbL OnpefeneHHble
06513@HHOCTY U NOMHOMOYUS, B TOM YKChe:

a) BHeapeHne CM3 Ha onepaTUBHOM YPOBHE;

b) npeacraeneHne OTYETOB BbICLUEMY PYKOBOACTBY MO pesynbratuBHoctu CM3 ans npoBegeHus
aHanuaa, BKIoYas pekoMeHaauum no COBepLUEHCTBOBAHMUIO;

C) YCTaHOBIEHWe CBA3EN C BHELLUHUMK CTOPOHAMU NO BONpocaM, kacaiowmmes CM3.

MpuMedaHne — ODYHKUMM NPeACTaBUTENS PyKOBOACTBA M NPEACTaBUTENst ONepaTMBHOMO OTAerna Mo
paboTe ¢ 3anMCAMN MOTYT BHINOMHATECA OGHUM U TEM e NNLOM UMK rpynnoi NuL,.

6 NMnaHupoBaHue

6.1 Mepbl N0 n3y4eHno pUCKOB U BO3MOXHOCTEN

OpraHusauus AomkHa aHanMauposaTb BONPOCHl, NpUBEAEHHbIE B 4.1, u TpebOBaHUs, NPUBEAEHHbIE B
4.2, N onpeaensTb PUCKM N BO3MOXHOCTU, KOTOPbIE AOMKHbI ObITb U3Y4Y€EHBI, C LIENbIO:

a) obecnevenmnsa gocrmwxkeHms CM3 HaMeueHHbIX pe3ynbTaTos;

b) npeaoTBpalleHns HexenaTenbHbIX NOCNEACTBUN;

C) peanusaumm BO3MOXHOCTEN ANA COBEPLLUEHCTBOBAHUS.

OpraHu3auus 4OKHA OLEHMBaTb MOTPEOHOCTL B MAAHMPOBAHUMM MEP MO U3YYEHUIO TaKUX PUCKOB M
BO3MOXXHOCTEM U B COOTBETCTBYIOLLUX CIyyasnx:

- BKAKOMATL U peanu3oBbiBaTb 3TU Mepbl B npoueccax CM3 (cm. 8.1);

- obecneymBaTb HanNMuue MHOpMaUMn Ans OLEHUBAHUS Pe3yNbTaTUBHOCTM Takux mep (cm. 9.1).

6.2 Llenn ynpaBneHus 3anucsiMm 1 nriaHbl Mo UX AOCTUXEHUIO

Boicliee pykOBOACTBO AOMKHO obecneumBarb YCTAHOBMEHWE LENEen YNpaBneHUs 3anuciaMum M
AoBeeHue UxX A0 CBeAEHUS COOTBETCTBYIOLLUMX (DYHKLUMOHASbHBLIX NOApaseneHui M ypoBHEN B pamKax
opraHusauuu.

Lienu ynpasneHusi 3anucsiMum JOSMKHbI:

a) COOTBETCTBOBATb MONMUTUKE BEAEHUS 3anuncen;

b) 6bITb U3MEPUMBIMKM (NPU HANUYUU BO3MOXKHOCTHM);

C) NpUHUMAaTbL BO BHUMAHUE AEUCTBYIOLME TpeboBaHus;

d) noasepraTbCsi MOHMTOPUHIY M aKkTyanu3auuu no Mepe Heo6xoAUMOCTH.

Llenu ynpaBneHus 3anucaMu JOIDKHbI OMpeAensTbCs Ha OCHOBE aHanu3a AeATeNbHOCTU
opraHusaumMn. OHM [AOMKHbI ONpeAensATb Y4yacTku, Ha KOTOPbIX B HauOOMbLUEN CTEeNeHNn BO3MOXHO
NpMMEHEHne 3akoHoAaTeNbCTBa, PErNAMEeHTOB, APYrMX CTaHAApTOB W ONTUMAnbHbIX METOAOB AN
dopMupoBaHUA 3annucen, OTHOCALLMXCS K AeATENbHOCTW OpraHu3aLun.

Llenn ynpaBneHua 3anucaMu JAOFDKHbI  YYUTBIBATL MacwTabbl OpraHM3auuu, Xapaktep ee
AeATenbHOCTU, €€ NPOAYKLMIO U YCIYTU, a TAKKe MECTOMNOMNOXEHUE, NPaBOBYIO/aAMUHUCTPATUBHYIO CUCTEMY
N KyNbTYPHYIO Cpeay, B KOTOPOW OHa (PYHKLIMOHUPYET.

OpraHu3auus JorpKHa COXPaHATb AOKYMEHTanbHO 0POPMIEHHYI0 MHCDOPMAaLMIO, KacaloLyoca uenen
ynpaBneHna 3anucamu.

[Ana AoCTWXeHUs CBOMX Liernei ynpasneHus 3anMcsiMm opraHn3aums A0kHa onpeaenuThb:

- KT0 6yAeT HECTU OTBETCTBEHHOCTb;

- Kakue waru 6yayT npeanpuHATSI;

- kKakne pecypcol noTpebylorcs;
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- Koraa 310 OyaeT 3aBepLUEHO;
- Kak 6yayT oueHMBaTbCS pe3ynbTaThbl.

7 ObecneuyeHue

7.1 Pecypcbl

BhicLLee pPYKOBOACTBO AOIDKHO BbiAENATb M oBGecneunBaTb HanuuMe pPecypcos, HeoOXoauMbIX Ans
dYHKUMOHMpoBaHus CM3.
YnpaBneHue pecypcamu BKIIOYaeT:
a) HageneHve OTBETCTBEHHOCTbIO MEPCOHanNa, CMOCOGHOrO BLINONHATL (PYHKUMMU, ONpeferieHHblE B
CMS;
b) nepuoanyeckyto npoBepKy KOMMNETEHTHOCTU U YPOBHS NOAFOTOBKM TAKOTO NEPCOHANA;
C) noafepxaHue u yCTONYMBOCTb PECYPCOB U TEXHUYECKON MHCPACTPYKTYPbI.

7.2 KOMNeTeHTHOCTb

OpraHusaums 4omkHa:

a) onpeaensAtb HeOOXOAMMYI0 KOMMETEHTHOCTb MNEepCOoHana, BbINOMHAKLWEro paboty noa ee
yrnpasreHuem, KoTopasi BNMseT Ha apeKTUBHOCTbL €€ NPOLIeCCOB U CUCTEM YNPaBMNeHUst 3anucsamu;

b) rapaHTupoBaTh HanuMuue y nepcoHana A0CTaToO4HOW KBanuduKauMmu Kak pesynbTarta nosly4eHHOro
o6pa3oBaHus, NOArOTOBKM U OMbITA;

C) Npu HeobXOAMMOCTW MPUHUMATL MEpPbl AN npuobpeTeHuss HeoOXOAWMON KOMMETEHTHOCTU U
OLUEeHMBaTb Pe3ynbLTaTUBHOCTb NPUHMMAEMbIX MEP;

d) COXpaHsATb ~ COOTBETCTBYIOLLUYI0  [JOKYMEHTUPOBAHHYI0  WMH(OPMaUMIO Kak CBMAETEeNbCTBO
KOMNETEHTHOCTHU.

MpuMeyaHune — K npuHUMaeMbiM MepaM MOXET, B YaCTHOCTU, OTHOCUTLCA opraHudauua noAroToBKWY,
06y‘-|eHVIe U Ha3Ha4eHue Ha HOBble 4OJDKHOCTU paGOTHMKOB opraHusauuu unu npuem Ha pa60Ty, uwnu npusneveHune
ANA BbINONHEHUA pa60T KOMNETEHTHbIX cneLuasnuncroB.

7.3 UHbOpMUPOBAHHOCTb U NOArOTOBKA

OpraHusauus gosmkHa obecneunBaTb OCBEAOMIEHHOCTL PaBOTHUKOB:

a) 0 He0BXOAMMOCTU U 3HAYUMOCTU UX NEPCOHANBbHONW AEATENLHOCTU U O TOM, KAk OHU CNOCOGCTBYIOT
JoctmxkeHuto Lenen CM3;

b) 0 BaxHoCTM COOTBETCTBMA nonuTuKe W npouegypam CM3, a Takke TpebGOBaHUSIM CUCTEMBI
MEHEeIXMEHTA;

C) 0 BaXHbIX acnekrax CM3 n cBA3aHHbIX C HUMU PaKTUUECKUX UMM NOTEHLUMAIbHbIX BO3AEUCTBUAX HA
ux paboTy M 0 NpenMyLLECTBaxX KAYECTBEHHOIO BbINONHEHMA pabounx 3afaHui;

d) 06 ux dpyHKkUMAX U 06513aHHOCTAX NO BbINOMNHEHUIO TpeboBaHuini CMS3;

€) 0 NOTeHUMankHbIX MOCNEeACTBUAX OTKIIOHEHUA OT YCTAHOBIEHHBIX NPOLEAYP.

OpraHusauus JomkHa paspaboTatb NOCTOSAHHO [AEeWCTBYIOLYI0O nporpamMmy o6ydeHus npoueccy
dopMMpoBaHNA WM ynpaeneHus 3anucaMu. Nporpammbl 00yyeHus TpeOOBaAHMSAM M METOAAM YNPaBNEHUA
3anucsiIMU JOIMKHbI OXBaTbIBATbL BECh MEPCOHAN OpraHu3auuu, BKIIOYAA NOAPSAYMUKOB U NMEPCOHAnN Apyrux
opraHusauuii B crnydae HeobxoaumocTu. Tpebyemas komneTeHUuss U KBanudUKaUMA pPasAU4YHbIX
CNeunanucToB B OTHOLUEHUM YMPaBMEHWA 3anucaMM AOIDKHbI OLEHMBATLCH, MAEHTUMUUUPOBATLCA M
BKIOYATLCH B NPOrpaMMbl NOATOTOBKM, paspabaTbiBaemble U NpefoCTaBnsieMble OpraHu3aumen.

7.4 ObmeH nHdopmaumen

OpraHusauusi gomkHa paspabaTbiBaTbh, BHEAPSATb, AOKYMEHTUpPOBATbL U noajaepxuBaTtb B paGouem
COCTOSIHUM Npoueaypbl BHYyTpeHHEro obMeHa uHdopmauuein o CM3 U cBoeil NONUTUKE U LENSAX BeAeHUA
3anuceit. BHyTpeHHuii o6MeH uHdpopMaumeii ans obecnedeHns pedynstatuBHOCTM CM3 aomKeH BKnovaTb
pacnpeaeneHue 00a3aHHOCTEN, onepauMoHHbIE NpoLeaypbl U AOCTYN K AOKYMEHTaLUN.

OpraHuzauusi JOMKHA NPUHMMATE PELLeHns 0 HeobxoaumMocCTu nepeaaym nHcopmaumm o cesoeit CM3
apyrum cybbektam (Hanpumep, MNpuM Hanuyium COBMECTHbIX Ou3Hec-npoueccoB). Ecnu npuHumaetca
pelleHue o nepegadve uHdopMayuu, opraHusauus AormkHa paspabortatb cpeacTsa nepegayn nHgpopmaumu.
B 3aBMCUMOCTU OT YPOBHA B3aUMOAENCTBUA C BHELLHUMU CTOPOHAMM, TaKUMU KaK NOAPAAYMKMI, 3aKa3UUKU U
MOCTaBLUMKKN, PeYb MOXET UATM O nepedayn uHgopmaumm o CM3 u ee uUenax Ha BbICOKOM YpPOBHE WUNU
nepegaye OKyMEHTALUMM O KOHKPETHbIX npoueaypax.
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7.5 JokymeHTaums

7.5.1 O6wme nonoxeHusn

OpraHu3auus AOMmKHa AOKYMEHTMpoBaTb CBOW0 CM3. 3T0 BKMIOYAET Hanuuue CaHKLUMOHMPOBAHHbLIX
3asIBNEHUN:

a) 06 o6nactu npumeHeHus CM3;

b) o nonuTuke n Lensax;

C) 0 B3aUMO3aBUCMMOCTU U B3aMMOCBA3SAX Mexay CM3 u apyruMu cuctemamum MEeHeKMeHTa
opraHusauumn unu Mexay opraHusayusamu,

d) 0 JOKYMEHTUPOBAHHBIX NpoLeypax cornacHo TpeboBaHUAM HACTOSILLEro CTaHAapTa;

€) 0 JOKyMeHTauuu, KOTOPYyK  opraHusaumss cuutaer Heobxoaumol Aans  oGecneyeHus
pesynbTaTUBHOIO MraHUPOBaHUSA, PYHKLMOHUPOBAHUA U yNpaBneHUs npoLeccamMu.

MpumevaHusn

1 TepMUH «[JOKyMeHTUpOBaHHas npoLeaypa», KOTOpbli BCTpedaeTca B HacTosLeM CTaHAapTe, O3HaqaeT, uTo
npoueaypa 6bina paspaboTaHa, 4OKYMEHTUPOBaHa, BHegpeHa U NoAepKuBaeTcs B paboyeM COCTOSHUMU.

2 O6beM gokymeHTaumn CM3 MOXeT OTNUYaTLCA B 3aBUCUMOCTU OT OpraHu3aLuu BerieficTBUe:

- MaclwTaboB opraHusaLmu 1 BUL0B JeSTEeNIbHOCTH, KOTOPOW OHa 3aHUMaeTCs,

-TpaHUL U CIOXHOCTU BHEAPEHHBIX W pearnuayemMbiX MpoLeccoB YNpaBrieHUs 3anucsMu U CUCTEM YYETHLIX
[IOKYMEHTOB, B TOM 4uUCne B TexX cryyasX, Korfja B NPeAnpUHUMAaTeNbCKON AeATeNnbHOCTU Y4YacTBYIOT HECKOMbKO
opraHusauuit.

7.5.2 YnpaBneHue OOKyMeHTaLuen

HeoGxoamMo ynpaBnATb AOKyMeHTauuen, kotopas Ttpebyerca ana yHkumoHupoBanHua CM3.
JlokyMeHTUpoBaHHasa npoueaypa AoSHKHa onpeaenaTs CpeacTBa ynpaeneHus, Heobxoaumelie Ans:

a) ofobpeHnsa AOKYMEHTaUuM Ha NpeaMeT aAeKBaTHOCTU A0 €€ BbiNycKa;

b) ananusa, akTyanusauum u NOBTOPHOTO YTBEPXKAEHNA AOKYMEHTALMUM;

¢) obecneyeHna naeHTUdMMKaLUM USMEHEHUI 1 TEKYLLIEro cTaTyca nepecMoTpa AOKyMeHTaLuu;

d) obecnevyeHna HanuuMsa B MECTax WCMOMb30BAHUA COOTBETCTBYIOLUMX BEPCUIi AENCTBYIOLNX
[OKYMEHTOB;

e) obecneveHnsa ygoboumTaemMocTu n uAeHTUPULMPYEMOCTU AOKYMEHT ALK,

f) obecneyeHns wnaeHTUMUKAUUU JOKYMEHTALMU BHELLHEro MPOUCXOXAEHUS U ynpaBneHus ee
pacnpocTpaHeHueM;

g) NpefoTBpalLeHUss  HenpegHaMepeHHOro  UCMONb30BaHWUSI  yCTapeBLUEW  AOKYMEHTauun U
uaeHTMdUKaLMKN ee Kak TakoBOW, ecrn oHa 6yaeT ucnonbL3oBaThCs B KAKUX-NMBO Liensix.

K pokymeHTauum CM3 OTHOCAT 3anucu, BeAeHWe KOTOPbIX OCYLLECTBASIETCA B CUCTEME 3anuceil.
Mpoueaypbl POPMUMPOBAHUA U ynpaBneHus AoKymeHTauuen CM3 AOmkHbI COOTBETCTBOBATL OOLUM
npoueaypam hopmMnpoBaHus u BeaeHns 3anucei (cMm. 8.2, nepeuncnenue c).

8 dyHKUMOHUpOBaHUE

8.1 OnepaTMBHOE NMaHMpPOBaHME U KOHTPOIb

OpraHu3auuss AOmMKHa ONpeaenatb, NNaHMPOBaTb W KOHTPOMMPOBaTL T€ NpPOLIECCHl, KOTOpble
HeobXxoauMbI ONA PacCMOTPEHUS PUCKOB M BO3MOXHOCTEW, onpeaensembix B 6.1, u yaoBneTBOpeHUs
TpeboBaHWM, YCTAHOBMNEHHbIX B 6.1, nyTeMm:

- YCTAHOBMEHUS1 KpUTEPUEB NS 3TUX NPOLECCOB;

- OCYLLIeCTBMEHUA ynpaBneHns aTMMu npoLeccamMmu B COOTBETCTBUM C 3aAaHHbIMU KPUTEPUAMMU;

- COXPaHEeHWs1 AOKYMEHTanbHO 0POPMIMEHHOW MHOPMaL MK ANA NOATBEPKAEHUS TOTO, YTO MPOLIECChI
peanuayioTcsl, Kak 3annaHupoBaHo.

OpraHusaums [OMKHa KOHTPONMPOBATb  3annaHMpOBaHHbIE W3MEHEHUA U aHanu3upoBaTb
nocrneacTBMA HENPEeayCMOTPEHHbIX U3MEHEHUNR, NPUHUMAas Mepbl MO CHWXEHUIO MOLIX OTpULATENbHbIX
3 HeKTOB N0 MEPE HEOBXOAUMOCTH.

OpraHu3auusi OMmKHa yNpaensATb NpoueccaMu, KOTOpble OTAaHbl Ha cybnoapssa unu BbINOMHAKTCS
CTOPOHHUMM OpraHu3aunaMu.

8.2 NpoeKkTupoBaHUe NpoLeccoB MEHeOXKMEHTa 3anucsMm

Ons cospganua CM3 opraHusauma AOMKHA CNpOEKTUpOBaTb MPOLECCHI MEHeaXXMeHTa 3anucsiMu B
COOTBETCTBUM CO CReAYIOLMUM NIaHoM.
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a) MNpoBeaeHue aHanusa pabounx NPOLECCOB C LiENbI0 onpeaeneHna TpeboBaHuin K PoOpMUPOBaHUIO U
yNpaBreHuto 3anucen B OTHOLLEHUW HEMNPEepPbIBHbIX MPOLIECCOB U YAOBNETBOPEHUS UHTEPECOB YYaCTBYOLLMX
CTOPOH, BKNtoYasa oT4eTHOCTb (cMm. NCO/TO 26122).

b) OueHnBaHue PUCKOB, KOTOPLIE MOFYT BO3HWKHYTb B CBSI3M C HEBO3MOXHOCTBIO KOHTPONMUPOBATb
NOANMHHBIE, JOCTOBEPHBIE U NPUTOAHBIE ANS UCMONb30BAHMA 3anucu 0 BU3HEC-NPOLECCax OPraHU3aLmu:

1) ANA OUEHKN YPOBHEW PUCKOB;

2) onpeaeneHuss  NpUEMNeMOCTM PUCKOB HA OCHOBE  YCTAHOBMEHHLIX KPUTEPUEB UMK
HEeo0X0AUMOCTHU YNPaBIEHUS PUCKAMU;

3) BbISIBMIEHNSA M OLIEHUBAHUA BO3MOXXHOCTEN YNPaBEHUS PUCKaMU.

¢) OnpeageneHue npoueccos (cMm. MNpunoxkeHnne A, kacarwLleecs npoLieccoB ynpasneHusi 3anucsmu,
KOTOpblE AOSKHA MCNOMb30BaTb OpraHusauus), CnocoOCTBYIOLMX (POPMUPOBAHUIO U YNPAaBMEHUIO
3anucamu, U nopsiaka UX peanu3auuum B CUCTEMAXx, a TaKkKe BbIOOP TEXHUYECKUX CPEACTB, NOAMEeXalumx
NCMOSIb30BaHMIO.

1) dopmupoBaHue:
i) ycTaHOBNEHMe TOro, Kakme 3anucu, Koraa u Kak AOrmkHbl ObiTb CHOPMUPOBAHBI U 0006LLEHBI
Ansi Kaxxgoro 6usHec-npouecca;
ii) onpeaeneHne KOHTEHTHOW, KOHTEKCTHOW W ynpaemnawowen uHgopMmaumn (MeTagaHHbIX),
KOTOpas AOMKHA ObITb BKMIOYEHA B 3aMnuUCy;
iii) npuHATME pelueHUs O TOM, B KakoM (OpMe W CTPYKType AOSKHbI DOPMUPOBATLCA U
HakannuMBaTbCs 3anucy;
iv) onpeaenexHne noaxoasLmMx MeTo408 (POPMUPOBAHUA U HAKaNIMBaHUA 3anucen.
2) YnpaBneHue:
i) onpegeneHne TOro, Kakaa ynpasndawoowasa uHgopmauma  (MeTagaHHble)  JOSDKHA
OpPMUPOBATLCA HA OCHOBAHMM MPOLECCOB YNPABMNEHUSA 3anMcAMU U Kak oHa DyaeT cBasaHa
C 3anMCcAMU U KOHTPONMPOBATLCA C TEYEHUEM BPEMEHMU;
ii) yctaHOBNEHMe npasun 1 yCNoBUi UCNONb30BaHMA 3annucei ¢ Te4EeHNEM BPEMEHMU;
iii) o6ecneyeHne NPUrogHOCTU UCMNOMb30BAHUS 3anUCei C TEYEHMEM BPEMEHM;
iv) ycTaHOBNeHne nopsaka CaHKUMOHUPOBAHHOMO U3bATMA 3anucen u3 obpaweHus;
V) YCTAHOBNEHWE YCMOBUI, KOTOPbIE AOIMKHbI NMPUMEHSTLCA ANsl BEAEHUS U NOAAEpXKaHus B
paboyemM COCTOSIHUM CUCTEM MEHEIXKMEHTA 3anuCAMM.

Ona [OCTWKEeHUA 9TUX LUenewW AOIDKHbI MPUMEHATLCA NPOLECChl WM CPeacTBa  ynpasreHus,
npuBeaeHHble B MpunoxeHnn A, ¢ y4eTOM pecypcoB opraHu3aumm, GusHec-cpesibl U BbISIBNIEHHLIX PUCKOB, a
TakXe HOPMaTUBHOMN M COLMAanbLHON Cpeasbl.

8.3 BHepgpeHue cuctem sanucen

OpraHu3aums 4OMmKHa OCYLLECTBNATL Cneaylolme 4enCTBUsA:

a) BHEAPATb NPOLIECCHI 3anNUCen B CMCTEMAX 3anucen Ans AOCTUXKEHUS YCTAHOBMNEHHbIX LiENen;

b) npoBOANTL PerynapHbIn MOHUTOPUHT 3@ PE3YNbTAaTUBHOCTLIO DYHKLMOHUPOBAHMSA CUCTEM 3anucen
Ha OCHOBaHWUM Bu3Hec-TpeboBaHUIA 1 Lenen BeAeHns 3anucen;

C) perynupoBaTtb (PYHKLIMOHMPOBAHME CUCTEM 3anuncen.

MpumevyaHue — B ycnoBusx anekTpoHHOro oGmeHa AaHHLIMU (Hampumep, Npu agMUHUCTPUPOBAHUN, B
roCyAapCTBEHHOM 1 KOPTOpaTUBHOM YNpaBReHWn, TOProBre) NpoLecchl yrpasneHus sancamu GyayT B Gonblueii cTeneHm
aBTOMaTu3npoBaTbC U oBecnedMBaTbCA  aBTOMaTU3MPOBaHHLIMW  CUCTEMaMu BefeHus 3anuceil.  CylyecTBytoT
npoueccyantHble HOpMbl ONpeAeneHnst QYHKLUMOHaNBHLIX TpeGoBaHWiA. ABTOMATU3MPOBaHHbLIE CUCTEMEI BeeHUs 3anucei
JOIKHbLI COOTBETCTBOBATL (DYHKLIMOHANBHEIM TpeGOoBaHUAM, COBMECTUMBIM C TpeGOoBaHUAMM HACTOSILLEro cTaHaapTa.

9 OueHkKa pe3yNbTaTUBHOCTU AEATENIbHOCTHU

9.1 MOHUTOPUHI, N3MepeHne, aHanus3 u oLueHNBaHue

9.1.1 OpraHu3auuna 4omkHa onpeaensTb:

- 4YTO NOANEXMT U3MEPEHUIO U MOHUTOPUHTY;

- MeTOoAbl MPOBEAEHUS MOHUTOPUHIA, W3MEPEHUS, aHanM3a U OUEHUBAHWUSA, UCXOAS U3 pearibHOW
cuTyaumu, AN nonyyYyeHust 000CHOBAHHbIX Pe3ynbTaToB;

- KOraa AOMKHbI MPOBOAUTLCSH MOHUTOPUHT U U3MEPEHME;

- Koraa AomMKeH NPOBOAMTLCA aHanM3 pesynbTaTtoB MOHUTOPUHIA U U3MEPEHUS.

9.1.2 OpraHuszauua [OSpKHa OueHMBaTb pe3ynbTaTMBHOCTL MNPOLECCOB WM CUCTEM 3anucen u
pesynbTaTuBHoCTbL CMS3.
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MoMuMO 3TOro opraHn3auus 4OKHa:

a)B cnyyae HeoOXOAWMOCTW MNPUHMMATbL Mepbl B OTHOLUEHMW HEraTUBHbIX TEHAEHUUW unu
pe3ynbLTaToB A0 BO3HUKHOBEHUSA HECOOTBETCTBUS;

b) coxpaHATb COOTBETCTBYIOLLYIO AOKYMEHTANBbHO OMOPMIEHHYIO MH(OPMALMIO KaK CBUAETENbCTBO
NONyYEeHHbIX Pe3ynbTaToB.

9.1.3 ina oueHku pesynbTatuBHocTh CM3 opraHusaumss AospkHa NPOBOAWUTL MOHUTOPUHT WU, B
3aBMCHUMOCTM OT 0OCTOATENLCTB, MSMEPEHNE CIEAYIOLLMX COCTABMAOLLIMX MO0 MEPEe HEOBX0AUMOCTH:

a) NONMUTUKN BedeHWa 3anucei, 4YTobbl ybeauTbCA B TOM, YTO OHA OTpaXaeT Tekyluue AenoBble
NOTPEBHOCTU U aKTyanu3upyeTcsi B criyyae nobbix 3HaUUMbIX NEPEMEH B OPraHu3aumu;

b) uenen BeaeHua 3anuceii, 4yTobbl yoeaUTLCA B TOM, YTO OHU COrNAacyloTca ¢ NOMUTUKOW BEAEHUS
3anucen, ABNATCA AOCTUXMMBIMUA, AEWCTBYIOWMMU U CNOCOBCTBYIOT NOCTOSAHHOMY COBEPLUEHCTBOBAHWUIO;

C) U3MeHeHwuit B Ou3Hec-TpeboBaHmAX, 3aKOHOAATENbHBIX U NPOUUX TpeboBaHUAX, BNUAOWmMX Ha CM3;

d) HannMuus 1 JOCTaTOMHOCTU PECYpPCoB, BKNIOYAA (PMHAHCOBLIE, YEnoBeYeckne, UHPPACTPYKTYPHbIE,
Hay4yHO-TEXHNYECKHUE N ap.;

€) aAeKBaTHOCTU Ha3Ha4eHui u pacnpeaeneHusa GyHKumin, 06A3aHHOCTEN M MONHOMOYUN;

f) pesynbTaTMBHOCTU  AEATENbHOCTU NUU, HECyLMUX OTBETCTBEHHOCTb 3a BHeapeHue CMS,
npeacrasneHne otyeTos no CM3 u pacwmperune nHgpopmuposaHHoctn 0 CMS3;

g) pe3ynbTaTUBHOCTU  BLINOMHEHMA  NpoueccoB U (PYHKUMOHMPOBAHUS  CUCTEM  COMNacHo
MOCTaBMEHHbIM LIENSAM;

h) OCTaTOYHOCTU AOKYMEHTALMMW U AOIHKHON peanu3aummn npoueayp ynpasneHus 3anucsamu;

i) pesynbTaTUBHOCTU CUCTEM 3anucen ANnA  AOCTUXEHUA CTPaTernvyeckux, YNPaBAeHYECKUX W
dMHAHCOBBLIX LENen opraHusaumMm C UCNOSb30OBaHMEM Mep, onpeaensemMbiX NpuW BHEAPEHUM CUCTEM
3anucem;

j) pesynbTaTMBHOCTM NporpaMm NOArOTOBKM U pacluMpeHun nHopmuposaHHoctu o CM3 u crpaterum
obmeHna nHdpopmaymen;

k) yaoBneTBOpeHHOCTU NONb30BaTENEN U OCHOBHbIX NAPTHEPOB.

B Mpunoxeuun C npuseaeHbl NpUMEpbl OLEHKM U WU3MEPEHUA nokasaTerneW B BuAE NepeyHs
KOHTPOTbHBIX BOMPOCOB ASI NPOBEAEHUSA CAMOOLIEHKN.

KpuTepum MOHMTOpMHra U U3MEpPEeHUs AOMKHbI (POPMUPOBATLCA COFNTACHO WU3MEHEHUSM B
couuanbHOM, 9KOHOMUYECKOM, CTpaTerMyeckoM UM NpaBoBOM KOHTEKCTE OpraHu3auuu.

9.2 BHyTpeHHMe NpOBEpPKU CUCTEMbI

OpraHusauuss AomkHa NPOBOAMTH BHYTPEHHME MPOBEPKM 4epe3 3annaHMpOBaHHbLIE MNPOMEXYTKU
BPEMEHU ANA Nony4YyeHust MHOpMaLMuK, NOMOratoLLe onpeaenuTb, Hackonbko CM3:

a) oTBeYaerT:

1) cob¢cTBEHHBIM TPEboBaHUsIM opraHusauuu k CM3,
2) TpeboBaHUsIM HACTOSILLIErO CTAaHAAPTA;

b) pesynbTaTuBHO MCMONL3YETCA U NOAAEPXMBAETCA B pab0TOCNOCOOHOM COCTOSIHUM.

OpraHuzaums AomkHa:

- NNaHupoBaTb, peanu3oBbIBATL U NoaAepkuBatb B paboyeM COCTOSiHUM NPOrpaMMbl NPOBEAEHUA
NPOBEPOK C Y4eTOM WX NEPUOAUYHOCTU, METOAOB NpoBefeHusl, o00sA3aHHOoCTeN, TpeGoBaHun K
NMIaHUPOBAHUIO U OTYETHOCTU, a TaKke MPUHMMATb BO BHUMAaHUE BAXHOCTb MCNOMb3yEeMbIX NPOLECCOB U
pesynbTaToB NpeablayLuuXx NPOBEPOK;

- yCTaHaBnuBaTb KPUTEPUM NPOBEAEHUS NPOBEPOK M 00NAacTb KaXA0W NPOBEPKYU;

- BbiOMpaTh  ayaAMTOPOB M MNpoOBOAWTL NpOBepkum AnsA  obecneyeHuss OOBEKTUBHOCTU U
6ecnpuCTPacTHOCTM NpoLecca ayanTa;

- oGecneunBaTh J0BEAEHNE pe3ynbTaTOB NPOBEPOK 0 COOTBETCTBYIOLMX PYKOBOAUTENEN;

- COXpaHATb AOKYMEHTAnbHO OMOPMIIEHHYI0 WHAOPMaLMIO Kak CBUAETESNLCTBO  NONYYEHHbIX
pes3ynbTaToB.

9.3 AHanu3 co CTOPOHbI PYKOBOACTBA

Bricluee pykoBOACTBO AOIMKHO npoBepsiTb  yHKuMoHuposaHune CM3 opraHusauum 4epes
3annaHupoBaHHbIE NPOMEXYTKU BPEMEHU AN obecneyeHus ee NoCTOAHHOW NPUrogHOCTU, afeKBaTHOCTU U
pe3ynbTaTUBHOCTMU.

AHanu3 co CTOPOHbI PYKOBOACTBA AOMKEH KacaTbCs:

a) peanu3auumn mep, NPUHATBIX NO pesynbTaTam NpeabiayLLIMX aHanM3oB Co CTOPOHbLI PYKOBOACTBA,;

b) n3MEHEHN BO BHELLHWNX U BHYTPEHHUX acnekrax, oTHocawmxes k CM3;
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C) MHdpopMaumMmn O pe3ynbTaTUBHOCTU (DYHKLUMOHMPOBAHWUA MPOLIECCOB U CUCTEM 3anucen, BKNo4vasi

TeHAEHUMH B:
1) HECOOTBETCTBUAX U KOPPEKTUPYIOLLUX AENCTBUSX;
2) pesynbTatax OLeHUBAHUSA MOHUTOPUHIA U U3MEPEHUS;
3) pesynbTaTtax npoBEpPOK;

d) BO3MOXHOCTEN ANA NOCTOAHHOIO COBEPLUEHCTBOBAHUS.

B pesynbTraTe aHanusa cO CTOPOHblI PYKOBOACTBA AOJDKHbI MPUHMMATBLCA PELUEHUs, Kacaromecs
BO3MOXHOCTEN AN MOCTOAHHOTO COBEPLUEHCTBOBAHUSA U BO3MOXHOWM HEOOXO0AMMOCTN BHECEHUSA U3MEHEHUI
B CM3.

OpraHusaums AOSDKHA COXPaHATb AOKYMEHTanbHO OPOPMAEHHYIO MHAOPMALMIO KaK CBUAETENbLCTBO
pe3ynbTaToB aHanu30B CO CTOPOHbI PYKOBOACTBA.

10 YnyuweHune

10.1 YnpaBneHne HeCOOTBETCTBUAMMU U KOPPEKTUPYIOLWUE NEeACTBUA

OpraHusaums gormKkHa:

- BbISIBNSATb HECOOTBETCTBUS;

- pearnpoBaTb Ha HECOOTBETCTBUS U, B Crly4ae HeOOX0ANMOCTHU:

- MPMHUMATL MEpPbI MO YNPaBeHUI0 HECOOTBETCTBUAMM, UX CAEPXKUBAHUIO U UCTIPABMEHUIO;

- YCTPaHATb NOCNEACTBUSA.

OpraHu3aums Takke AOJDKHA OLeHMBaTb HEOOXOAMMOCTb B MPUHATMU MEp MO YCTPAHEHUK MPUYMH
HECOOTBETCTBUI, BKIOYAS:

a) aHanu3 HeCcOOTBETCTBUN,

b) onpeaeneHve NpUYMH HECOOTBETCTBUIA;

C) BbIIBNIEHME HANW4MUS NOTEHLMArbHbIX aHANOrMYHbIX HECOOTBETCTBUI rae-nnubo ewe B CMS;

d) oueHnBaHue nOTPeOHOCTM B NPUHATMU Mep NO MPEeAOTBPALLEHWI0 MOBTOPHOIO BO3HUKHOBEHWUS
HECOOTBETCTBUIA UMK UX BOZHUKHOBEHUS rae-nubo eLle;

€) onpeaenexue n peanu3auua TpedyemMbix Mep;

f) npoBepka pe3ynbTaTUBHOCTU NPUHATbIX KOPPEKTUPYIOLLUX Mep;

g) BHeCeHUue uameHeHuin 8 CM3 B cnyyae HeoGXoauMOCTH.

Koppektupylolme  O€NCTBUMA  AOJDKHbI COOTBETCTBOBATH nocneacTBuAM BO3HUKAOLLMX
HECOOTBETCTBUN.

OpraHu3aums 40MmKHa COXPaHATb JOKYMEHTUPOBAHHYIO MHOPMALIMIO KaK CBUAETENbCTBO:

1) xapakrepa HeECOOTBETCTBMI U NOOLIX NPUHMMAEMbIX NOCEAYIOWUX Mep;

2) pesynbTaToB KOPPEKTUPYIOLUMX AEWCTBUN.

10.2 MNMocTosiHHOE ynyuleHue

OpraHusaums A0MmKHa NOCTOSHHO yny4dwaTh pedynbTatuBHOCTL CM3 nyTem MCnonb30BaHUS NOSIMTUKM
BEJEHUA  3anucei, Lenein, pesynbTatoB MNPOBEPOK, aHanu3a [AaHHblX, KOPPEKTUPYIOLWMX U
npeaynpexaaroLmx AelCTBUMIN U OLLEHUBAHUSA, MPOBOAUMOr0 PYKOBOACTBOM.

OuyepeagHOCTL MEpP MO YNYYLLEHUIO JOMMKHA YCTaHABMMBATLCS COMMAacHO pesynbTaTam OLEHKM PUCKOB
(cm. 6.1).
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Mp

MpunoxeHue A
(obszarenbHoe)

oLeccChl U cpeACcTBa ynpaBrieHUus

Hactoswee npunoxeHue AaeT npeacTaBneHuMe O npoueccax M CpeAcTBax YnpaBleHUA 3anucsmu,
KOTOpble AO0MKHbI ObITb peanu3oBaHbl. Peanu3aums MOXeT OCyLEecTBRATbLCA AudpdrepeHUMpoBaHO B
COOTBETCTBMM C XapakTepucTukamu opraHusaumu. PelueHue 0 HenpumeHeHun kakoro-nubo npouecca
[OMKHO OblTb 0OOCHOBaHO (Hanpumep, OpraHW3auus MOXeT pelwuTb He MPUMEHATbL npouecc A.2.4.3
«Mepepavay, npuBeaeHHbIi B Tabnuue A.1, NOCKONbKY HE MNaHUpyeTCs nepefava ee 3anucein aApyrom
opraHusauum).

Mpouecchbl

M CcpeacTBa ynpaBreHus 3anucsimu  Obinu  CrpynnupoBaHbl

M NPOHYMEpOBaHbl

Tabnuue A.1 cornacHo uUensaM, npuBedeHHbIM B 8.2, nepeuucnenue c¢) 1) «PopmupoaHue» u 8.2,
nepeuncnenue c¢) 2) «ynpasneHuey. 1o kaxaomy npoueccy ynpasneHus 3anucammn npegnaraeTca OgHo unu
HECKONbKO CPEACTB yNnpaBneHus.

Tab6nunya A1 —TlIpouecchl U cpeAcTBa ynpaBrieHUs: 3anucsaMm

10

NeNe MNpovecc ynpaBneHus CpejcTBa ynpaeneHua
A1 dopMmupoBaHue
A11 OnpepaeneHne TOro, Kakue 3anucu, Korfa U kak AormkHel 6biTb cdopmupoBaHbl U 0606LWeHbl ans
Kaxxgoro busHec-npouecca
A1.1.1 OnpepeneHune Bce onepaLnoHHble, OTYETHbIE, ayAUTOPCKUE U Npoyvne noTpebHocTu
noTpebHocTU B y4acTBYIOLLMX CTOPOH B MHopMauun (0606LWeHHOW B KayecTBe 3anuceit ¢
uHdopmaLun COOTBETCTBYIOWUMN MeTaflaHHbIMU) O NpoLeccax opraHusauuu AOrmKHbI
CUCTEMATUYECKN BbISBNATLCS U JOKYMEHTUPOBATLCA
A11.2 OnpegeneHue TpeboBaHusa k hopMupoBaHuto, 0606LLEHUIO U MEHEAXMEHTY 3anuceit u
TpeboBaHui peleHnn He HakannuWeaTb 3anucu AN KOHKPETHLIX MPOLECCOB A O0SMKHbI
onpeaenATbCs Ha OCHoBaHMKU GuaHec-TpeboBaHWI, 3aKOHOAATENbHLIX W
UHbIX TpeboBaHWIi, AOKYMEHTaNLHO 0POPMIIEHHBIX U CAHKLMOHUPOBaHHbIX
A113 dopmuposaHue 3anucyu AonxkHbl POpMUMpOBaTLCA Ha MOMEHT (MNM BcKope nocne)
[LOCTOBEPHbLIX 3anuncen TpaHsakuum unu ocoboi cuTyalun, K KOTOPOA OHU OTHOCHATCH YaCTHLIMU
nvuyamu, obnagalowumMM  HenocpefCTBEHHBIM  3HaHWMEM akToB UNK
cpefcTBamMi, NOBCEAHEBHO  MUCMOMb3yeMbIMWM  OpraHu3auueid  ans
NpOBEAEHNA TpaH3aKuun
A114 OnpegeneHune cpoKkos JomxHa 6bITb paspaboTaHa npoueaypa ANs OMNpefeneHwus CpoKoB
XpaHeHus XpaHeHus 3anncen cornacHo TpeboBaHuAM kaxaoro paboyero npolecca
A115 PaspaboTka rpacdmka PelleHna OTHOCUTENLHO COXPaHEeHUs W U3BbATUA 3anucerd U3
U3BbATUA U3 obpalleHuns obpalleHusi, OCHOBaHHble Ha OM3Hec-TpeGoBaHUAX, 3aKOHOAATENbHLIX W
UHbIX TpeboBaHWUAX, AOIMKHBI ObITb AOKYMEHTanbHO OOPMIEHb B
rpacuke U3bATUSA U3 obpalyeHunst
A1186 OnpegeneHne MeTo40B JomxHbl 6biITb BbIGpaHbl U AOKYMEHTUPOBaHbI METOAbI MHTerpauvu
UHTErpupoBaHHoOro 0606LLeHHbIX 3anuceit ¢ BusHec-npoLeccamu
0606LeHuA
A12 OnpefeneHne KOHTEHTHOMW, KOHTEKCTHOW W ynpaensioweid uHdopmaumn (MeTagaHHbIX), KoTopas
NoANEXNT BKITHOYEHUIO B 3anncu
A1.21 MaeHTudmnkayma HomxHa 6bITb onpefieneHa U AoKyMEHTUpOBaHa kak YacTb TpeboBaHwmii
KOHTEKCTyansHon n K 3anucam uHdopMauus, Heobxogumas Ana uaeHTUdUKauun 3anucen
onucaTenbHoNn kaxgoro pabouero npouecca, BKIOHMan uaeHTUUKaUUIO NogpasaerneHns
uHdpopmaLun opraHusauuu, oTBETCTBEHHOrO 3a 3T 3anucu u paboyune npoueccol
A122 MAaeHTUdMKaLma Tovek Touykn, B KOTOPbIX MPOUCXOAUT U3BNEYEHUE KOHTEKCTyarbHOW
usBneveHns nHpopmauuu uHdopmauun unn ee nobaBneHne B 3annUcu, a TakkKe UCTOYHUKA TaKoi
nHopmMaLun AOMXKHBI ObITb  MAEHTUDULMPOBaHLI B npouefypax Mo
KaxxgoMy pabouyemy npoueccy




[podomxeHue Tabnuupl A.1

FOCTP UCO 30301—2014

NeNe Mpouecc ynpasneHua CpeAcTBa yrnpaBneHua
A13 MpuHATME peLUeHUA O TOM, B Kako hopMe M CTPYKTYpe AOMKHbI (hOpMUPOBaTLCA U HakannuBaTbCs
3anucu
A.1.31 OnpepgeneHue HorxHa 6bITb ugeHTUdUUMpoBaHa U JOKYMeHTUpoBaHa MHdpopmaLlms,
KOHKpeTHbIX TpeBoBaHwii a Takke dopMa U CTpyKTypa WHdopmauun, Tpebyemoi B KayecTe
3anuceit ans kaxgoro paboyero npoiecca
A14 Onpegenenne NOAXOASALLUX TEXHUHECKUX cpeacTB hopMUpoBaHms n 060bLLeHus 3anucen
A1.41 BbiGop TeXHUYeCKux Ona  kaxgoro paboyero npouecca [OmkHbel 6OblTb  BbIGpaHbl
cpencTs TexHW4eckne cpeactBa opMUpoBaHMS M 06obLleHuss  3anuceit
(aBTOMaTu3MpoBaHHble MWW pydHble). Belbop u nwoboe u3MeHeHue
TEXHUYECKUX CPEACTB nofnexaT AOKYMEHTUPOBaHUIO
A2 YnpasneHue
A21 OnpeaeneHue Toro, kakasa ynpasnstowas nHhopmauus (MeTagaHHele) formkHa ObiTe chopmupoBaHa
Ha OCHOBe MpOLECCOB 3anuceil U kak oHa OyfeT yBsA3aHa C 3anucCAMU U YNpaBnATbCA C TeYeHWeM
BpEMEHU
A211 Peructpauus [nsa pabounx npoueccos, Tpebylowmnx cBUaeTENLCTBO c6opa AaHHBIX,
JOMKHa MNPUMEHATbCA  MNpouejypa  perucrtpauum  3anuce  nyrem
MPUCBOEHUA UM  WHAMBUAYaNbHOrO  WAEHTUUKaTopa Ha  MOMEHT
obobueHns 3anuceil. [HaHHas npouedypa pomxHa obecneymBatb
OTCYTCTBME KaKkuX-Nnbo TpaH3aKumii ¢ y4acTuem 3anuceil 4o 3aBepLUeHUs
perucTpauumn
A212 Knaccudpukayms 3anucu gomkHbl ObITh CrpynnupoBaHbl (KnaccMduLMpoBaHbl) COrmacHo
pabo4yunm npoLjeccam, K KOTOPbIM OHW OTHOCATCS
A213 Knaccudukauyus Cxema rpynnupoBaHus (knaccupuLupoBaHus) 3anuceit, otTpaxarowas
MPUPOAY, KONMUYEeCTBO U CIOXHOCTb pabounMx MpoLieccoB opraHu3aLuu,
AOMKHa OblTb AOKYMEHTUpOBaHa (BKIIOYAs W3MEHEHWS! BO BpEeMEHW) K
peanuaoBaHa Kak 4acTb Npoueayp 3aTux pabouunx npoueccos
A214 OT16op ynpasnstoLei OnucaTenbHass W ynpasBnsilowas  UHGopmauusa  (3NeMeHThl
UHpopmaLuu (aneMeHToB MeTafaHHbX), Tpebyemas ANs OpPMUPOBaHUS 3anuceill Mo Kaxaomy
MeTafaHHbIX) paboyeMy npoueccy W ynpaBneHUs UMM,  AOmKHA  ObITb
UaeHTUULUMpoBaHa U OKYMEHTUPOBaHa
A215 OnpegeneHune JonmkHel ObITb  onpeaeneHbl NpPoUEcChl  yNpaBneHUs  3anucsMu,
XPOHOMOrMK coBbITUN KOTOpble AOMKHbI ObiTb 3adUKCUPOBaHLI B METafjaHHbIX M YBS3aHbl C
XpoHornoruei cobbiTuit. [JonkHbl 6biTb paspaboTaHbl npoueaypbl ANS
YBSI3KU XPOHOMOrMn COBbLITUIA C 3aNUCAMN U COXPaHeHbl B TEHYEeHUe TOro xe
BPEMEHN, YTO U 3anucu
A2186 YnpaeneHue sanucamu PeweHns oTHocWTeNbHO TOro, Kakue MeTagaHHble Tpebyiotca Ans
B pamKax opraHusauuu nAeHTUUKaLMKN, KOHTPONUPOBaAHNA U YNpPaBneHWA 3anucsMuM Ha BCeX
YPOBHSAX OpraHusauun u BHe ee, AOMKHbl OblTb [OKYMEHTUPOBaHbI W
peanun3oBaHbl
A22 YcTaHoBNeHWe Npasun 1 yCnoBuil ANA UCMONb30BAHUA 3aNUCei ¢ TeYeHNeM BpeMeHN
A221 PaspaboTka npaun HornxHbl 6bITe paspaboTaHbl NpaBuna ANS perynupoBaHus focTyna K
poctyna 3anucaM  Ha  ocHoBe  TpeboBaHwWii K pabouum  npoueccam,
COOTBETCTBYIOLIEro 3aKOHOAaTeNbCTBa U, €CNU 3To LUenecoobpasHo,
KOMMepyeckux coobpaxeHuit. MNMpasuna AomkHL! GbITb [OKYMEHTUPOBaHBI
U AONMXHBI AeicTBOBaTL Tak AoNro, Kak TpebyloTen 3anucn
A222 Peanunaaunsa npasun MpaBuna poctyna AOMXKHBI peann3oBbIBaTbCA B CUCTeMax 3anucei
pocryna nyTeM NPUCBOEHUS cTaTyca AOCTYNa KakK 3anucaMm, Tak  UCNOMHUTENAM
A23 CoxpaHeHne NPUMEHUMOCTHU 3anNuceil C TeYeHUEM BpeMeHN
A231 CoxpaHeHue OomxHbl  ObITb  peanusoBaHel  npoueaypel,  obecneuvnBatolime
LieNIOCTHOCTU 1 LieNOCTHOCTb " 3awuTy 3anucei " npeaoTBpaLyaioLme
ayTeHTUYHOCTH HeCaHKLMOHMPOBaHHOE WUCNONb30BaHNE, BHECEHNE W3MEHEHWUN, U3BATHS,

COKPLITUE U (UNIN) YHUHTOXEHNE
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OkoHyYyaHue Tabnuupl A. 1

NeNe MNpouecc ynpaBneHus Cpepactsa ynpasrneHus
A232 CoxpaHeHue CpeacrBa BefleHUsA/XpaHeHus 3anuceit JOIMKHbI oTBeYaTb
NPUMEHUMOCTH COOTBETCTBYIOLMM  CTaHAapTaMm AnA  WUCMOMb3yeMbIX HOCUTENeid u

TexHororuidi, 4ToObl obecneunBaTb UX JarnbHeLlyl0 NPUMEHUMOCTb B
TeyeHune TpeBGyeMoro cpoka

A233 CoxpaHeHue JomxHbl 6bITh paspaboTaHbl M BHeApeHbl NpoLeaypbl Ans obecneyeHus
NPUMEHUMOCTH JOCTYNHOCTU U MOJSIHOLIEHHOCTU LMCPOBLIX 3an1ceil C TEHEHUEM BPEMEHM,
TakKe BHE KOHTEKCTa UX (DOPMUPOBaHUS
A234 Mpeaenti n OrpaHuyeHns, BKIoYasi UCMONb30BaHUE KOAUPOBAHUS, AOIMKHBI ObiTb
orpaHu4eHunst CHSATbI MO UCTEYEHUIO YKa3aHHOro Nepuofa BpEMEHM
A24 OcylecTBneHme caHKLMOHUPOBaHHOIO U3bSTUA 3anuceid U3 obpalleHns
A241 OcyulecteneHue OomxHbl  6bITb  paspaboTaHsbl npouedypbl  AnNs  aHanuaa,
M3BATUA U3 obpalLieHus CaHKLMOHUPOBaHUA U peanu3aLui peLleHUd OTHOCUTENIbHO COXPaHEHUs M
U3bATUA 3anuceil U3 obpalleHns Mo kaxgomy paboyeMy npoeccy
A242 CaHkuynoHupoBaHue PelleHns oTHOCUTENBHO NepeaaYn, U3bATUS UM YHUHTOXEHUS 3anuceit
M3BATUA U3 obpalleHus JOMKHbI BbITb CaHKLMOHUPOBaHLI U JOKYMEHTUPOBaHbI
A243 Mepepava OomxHbl  ObiTb  pa3paboTaHsl M peanu3oBaHbl  NpoueAypbl  Anst

CaHKUMOHUPOBAHHOW W  KOHTPONMPYEMOW nepedayn 3anuceil  Apyroin
opraHusauuu unu cucteme

A244 N3vaTua HomxHbl  6biTb  paspaboTaHbl M peanu3oBaHbl  Npoueaypbl  Anst
CaHKLMOHUPOBAHHOIO, PErynspHOro U3LATUSA 3anucei, KoTopble Gonblue He
TpebyloTcsl, BKMOMAs WX NEepeHoC B YyAaneHHOe XpaHWnulle Wnu B
aBTOHOMHOE XpaHUINULLE laHHbIX

A245 CoxpaHeHue B Tex cnyyasix, Korga xapaktep M CIOXHOCTb AeSATENbHOCTU M
UHdpopMaLmu 06 oduumansHoe BeAeHue ydeTa TpebyloT STOro, [AOIPKHA COXPaHSITbCA
YHUYTOXEHHbIX 3anucax ynpaenswowas  uHdopMauma  (peructpauus, ngeHTUUKkaLma 1

XPOHOMNOrnyeckne MeTafaHHbIEe) O 3anuUcsX, KOTOpbIE BbINKM YHUMTOXEHI

A25 CosfiaHne ycrnoBuil ANs BeAeHWUA U NoaAepXaHUA B paboTocnocoBHOM COCTOSHUMU CUCTEM 3anuceit

A251 NaeHTndmkaums Bce cucteMsl 3anuceit (Bknovas OU3HEC-CUCTEMBI, XpaHALMe 3anuck)
cucTeM 3anucei JOMKHbl ObITb 4eTKo 0003HaYeHbl, 3aKkpenneHbl 3a OTBETCTBEHHLIM

BragensuyeM W JOKYMEHTMPOBaHbl B OnNuWcH, KOoTopas perynspHo
akTyanuaupyetcs

A252 [HokymeHTUpoOBaHWe BHegpeHyeckue  pelleHUMs NO  cUCTeMaM  3anuceld  AOMKHbI
BHeJJPEHYECKMX PELLEHN JOKYMEHTMpOBaThCA, fOJKHO obecneumBaTbcs WX BLIMOMHEHWE, W OHU

JOMXKHBI NPefoCcTaBNATLECA BCEM MONB3OBATENSAM, KOTOPLIM OHU TpebytoTcs

A253 HocTyn Kk cuctemam JomxHbl GblTb  paspaboTaHbl, [OKYMeHTWpoBaHbel W cobnropatsbes

3anucei npaBuna Ansa perynuposaHWs [JocTyna K cuctemMam 3anucel ¢ Lenbto
BbIMOMHEHUA 3aAa4 No CUCTEMHOMY aAMUHUCTPUPOBAHMIO

A254 ObecneyeHune HomxHbl GbiTb paspaboTaHbl NpoLeAypbl MO TEKyLEMY TeXHUYECKOMY
LOCTYMHOCTH obcnyxueaHuto ans obecriedeHns JOCTYNHOCTM CUCTEM 3anuceit

A255 Obecneyermne JomkeH  ocyllecTBNATECS WM AOKYMEHTMPOBATbCS  perynsipHbii
pe3ynsTaTUBHOCTH MOHWUTOPUHI pe3ynbTaTUBHOCTU CUCTEM 3anuceil Ha cooTBeTCTBME BU3HeC-

TpeboBaHWAM U LensiM

A256 ObecneveHune OomkHbel ObiTb  MpeAycMOTPeHbl Mpoueaypbl Ansa  obecnedeHus wu
LienocTHOCTH nogTBepXAeHUs Toro, 4To ntoboi oTka3, nobas MogepHusauus unu

perynsipHoe obcnyxuBaHue cUCTeMbl He BIMSAIOT Ha LieNOCTHOCTb 3anvcei

A257 YnpasneHue MaMeHeHWs B cucTeMax 3anuceit, B YacTHOCTH, ocobble onepauun (Takue
U3MEHEHUAMM KaK MWrpauusi, WHTErpupoBaHWE HOBbIX TpeGOBaHUA, W3MEHEHUE UMK

npepelBaHWe KOMMBIOTEPHLIX TEXHOMOMMI) AOIKHLI  aHanW3upoBaThCs,
NNaHWpPOoBaTLCA W peanu3oBbIBaTLCA. Bee NpUMHUMaeMble pelleHUs AOoMmKHb
AOKYMeHTUpOBaThCs

B lMpunoxenun B paccMmaTpuBaeTcs B3auMMOCBA3b Mexay HacTtoawmm craHgaptom u NCO 9001,
MCO 14001 m WMCO/M3K 27001 u conoctaBnsatoTcs ob6wme pasgensl, Kacalowpmecs yhnpaBneHus
DOKYMEHTaMn 1 3anucamMu B 3TUX MEXAYHapOAHbIX CTaHAapTax Co CPeACTBAMMW YMPAaBMEHMSA 3anucsamu,
npuBeaeHHbIMU B Tabnuue A.1.
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Npunoxexnue B
(cnpaBo4HoE)

B3aumocBasb mexay UCO 9001, UCO 14001, UCO/MIK 27001 u HacToALUM CTaHAAPTOM

B cTraHaapTax Ha cucTteMbl MEHegXMeHTa, Takux kak MCO 9001, UCO 14001 unn NCO/M3K 27001,
MMeeTca pasgen no JAOKyMEHTauuu, COCTOSILMi M3 noApasfenoB, Kacaowmxca obwero nopsaka
ynpaBneHua AoKyMeHTauuen u 3anmcamm, a UMeEHHO:

a) ObLas 4yacTtb OroBapuBaeT nepeyYeHb AOKYMEHTOB, BKMIOYasi 3anuCU, KOTOPbIe AOMKHbI ObITb
BKITIOYEHbI B CUCTEMY MEHEKMEHTA.

b) Mogpasgen no ynpaBneHuiO AOKYMEHTauuMen ycraHaBnuBaeTr TpeboBaHMA K NOArOTOBKE
OOKYMEHTOB, WX aHanudy, YTBEPXAEHUIO, YMNPaBfIEHUIO CTaTyCcOM MepecMoTpa, PpacnpOCTPAHEHUI0 W
Hanuuuio, 0603Ha4YEHMIO U NPEAOTBPALLEHUIO HENPABUBLHOTO UCMONb30BAHMUS.

c) Moapasgen no  ynpaBneHWo 3anucsMu yCTaHaBnMMBAET Mpoleaypbl ANst NOATOTOBKM 3anucew, ux
naeHTudukaumuu, apxveaumu, 3aLMThbl, MOUCKA, CPOKOB XPAHEHUS U U3BATUS U3 oOpaLleHus.

XOoTq 3anucu nNpeactasnsoT coboi 0cobbii BUA AOKYMEHTOB, ONpeAensieMblil B CTaHAapTax CUCTEMbI
MEeHeI)XMEeHTa, AOKYMEHTbI, MAEHTU(ULMPYEMbIE UM pacCcMaTpuBaeMble Kak 3anucu B KaXAaoW cucteme
MEHeXMeHTa, AOMkHbl ObiTb ynpaBnsieMbiMW AN YAOBNETBOPEHUst TPEOOBAHMWIA KaK K ynpasneHuto
JOKYyMeHTauuen, Tak W K YNpaBMneHu 3anucsiMuM Ha MPOTSDKEHWM BCEro LuUuKna oOT MOAroTOBKM,
pacnpocTpaHeHusi, UCMONb30BaHNSA A0 U3BATUA U3 oOpaLLeHus.

TpeboBaHWsA, YCTAHOBMEHHbIE ANA YNPAaBMNEHUS 3anUCAMM B KaXAOM CTaHAApPTE HA CUCTEMbl
MEeHeXXMEHTa, SABNAIOTCA HEJO0CTaTOMHbIMKU camu no cebe Ana NPUMEHEHWs U YNpaBIEeHUs 3anucaMmn U
JokyMeHTamu. Hacroswmin cTtaHgapt gaeT pekoMeHAauuu OTHOCUTENbHO TOro, Kak AOIMKHbIM 00pa3om
yNpaBnsATb 3anuCAamMu U JOKyMeHTamu, TpeGyembiMK B APYrMX CUCTEMAX MEHEDKMEHTA.

Ona npaBunbLHOro COPMUPOBAHUA W YMNPABIEHUS 3anNUCAMM HACTOALWMIA CTaHZapT onpeaenser
npouecchl YyNpaBneHust 3anucamm U UxX Ha3HaveHue, Kak OHM AOIDKHbI OCYLLECTBAATLCA B PaMKax CUCTEM U
kak BbIOMpaTh UCNOMb3yeMblE TEXHUYECKNE CPELCTBA.

B Tabnuue B.1 nokaszaHa B3ammMoCBA3bL Mexay npoueccamum CM3 u cpeacrBaMmu ynpasneHus,
coaepxawmmucst B MpunoxkeHnm A HaCTOSILLErO CTaHAapTa W pasgenax Apyrux CTaHAapTOB HA CUCTEMbI
MEHEKMEHTA, KacaloLLUMXCH AOKYMEHTaLUM.
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Tabnwuya B.1— BsaumocsaAsb Mmexay npouyeccamm CM3 n cpeacTBamu ynpaBneHus

Bsaumocsase mexagy NCO 9001:2008,

MNCO 14001:2004, MCO/MIK 27001:2005

Mpouecchl ynpasrieHns 3anucsimMu, NpruseeHHble
B MpunoxeHUn A HacTosLLero cTaHgapTa

MCO 9001:2008

MCO 14001:2004

NCO/M3K 27001:2005

dopmupoBaHune

YnpaeneHue

A1

A12

A13

A14

A2A1

A22

A23

A24

A25

Ob6uee

4.2 TpeboBaHuA K
OOKyMeHTaLum

4.2.1 O6bwme
nonoxeHusa

ﬂ,OKyMEHTaLWIH CUCTEMBI
MeHeXMeHTa KadecTBa
JOIMKHa BKMoYaTh B cebs:

a) AOKyMeHTarnsHo
0ChOPMIIEHHbIE 3asiBIIEHUS O
MONUTKKE U Liensx B obnactu
ka4ecTBa;

b) pykoBogcTBo Mo
KayecTBy;

C) OKYMEHTUPOBaHHbIE
npoueaypsl 1 3anucy,
TpeGyeMble HACTOALLNUM
cTaHjapToM;

d) BOKYMeHTbI, BKITodas
3anucu, onpegerexHele
opraHusaumei Kak
HeobxoguMmble eil Ans
obecneveHnsa acphekTUBHOMO
nraHMpoBaHus,
OCYLLECTBMEHUS NPOLIeCCcoB
¥ ynpasneHusi UMu

4.4.4 NokymMmeHTauunsa

ﬂ,OKyMEHTaLWIH CUCTEMBbI
3KoJ1orn4eckoro
MeHeXMeHTa AOoJMKHa
coepxartb:

a) 3KoNorm4eckyo
MONUTKKY, LieNn 1 3ajauu;

b) onucanune obnactu
NPUMEHEHMWS CUCTEMBI
3KONOrm4ecKoro
MeHeXMEHTa;

C) onncaHne OCHOBHbIX
3MNeMeHTOB CUCTEMBI
3KONOrM4ecKoro
MeHeaXMeHTa
MeHeKMEHTa U UX
B3aUMojeicTBYSA, a TaKke
CChINKK Ha
COOTBETCTBYHOLLME
OOKYMEHTB!;

d) BOKYMeHTbI, BKIoYas
3anucu, TpebyemMble
HaCTOALLMM
MeXZYHapoLHbIM
CTaHfapTom,;

4.3 TpeboBaHusa kK
OOKYMeHTaLum

4.3.1 O6bwme
NosIoXKeHus

HokyMeHTauus cuctemsl
MeHeKMeHTa
WHopMaLMOHHON
6esonacHocTn (CMUE)
JOIKHA BKITOYaTh:

a) [OKYMEHTUPOBaHHbIE
3asBMeHUS O NOSUTHKE (CM.
4.2.1b)) n uenax CMUB;

b) obnacTb NnpumeHeHNs
CMKWB
(cMm. 2.1a));

C) Npouenypsl 1
CpeAcTBa ynpaBfeHus B
noaaepxky CMUB;

d) onucaHue
MeTOZJ0MOorMN OLIEHKN PUCKOB
(cM. 4.2.1¢));

e) otyeT 06 oLeHke
pvcKoB
(cM. 4.2.1¢c) — 4.2.19));

f) nnaH obpaboTku
pvcKoB
(cM. 4.2.2b));
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[IpodomxerHue Tabnuupi B.1

B3aumoceasb mexay MCO 9001:2008,
MCO 14001:2004, NCO/M3K 27001:2005

MpoLecchl ynpasneHns 3sanucami, NpUBeaeHHble
B MpunoxeHun A HacTosLero cTaHgapTa

MCO 9001:2008

MCO 14001:2004

MCO/M3K 27001:2005

dopmupoBaHue

YnpaeneHune

A1A1

A12

A13 A1.4

A2A1

A22

A23

A24

A25

Obuwee

€) [LOKYMEHTHI, BKIoYast
3anucy, onpegeneHHble
opraHusaumein kak
HeobxoanMble Ans
obecneyeHuns
pesynbTaTUBHOO
nnaHupoBaHms,
PYHKLMOHMPOBaHUS 1
ynpaBneHus npoleccamu,
KOTOphble CBsi3aHbl CO
3HAYUMBIMU SKONOTMYECKUMU
acnekramu

g) LOKYMEHTUPOBaHHbIE
npoueaypel, HeobxoanMble
opraHusauuv gns Toro, 4Toosl
rapaHTMpoBaTh pe3ynbTaTuBHOE
nnaHupoBaHwe, paboTy K
ynpaeneHve ee npoueccamm
3aLUTEl MHOpMaLMK, a Takxe
An§a Toro, YTo6bl onucaThb, Kak
N3MepPSATb pesynbTaTUBHOCTL
CPeACTB ynpaBneHus
(cm. 4.2.3¢));

h) sanucu, Tpebyemblie
HaCTOALLMM MeXAyHapoAHbLIM
cTaHjapToM
(cm. 4.3.3),

i) 3aaBneHne o NPUMEHNMOCTH

[okymeHTauus formkHa
coaepxatb 3anucu o6
yrnpaBreH4YecKUX peLleHunsix,
obecneynBaTb
NpocnexmBaemMocTs AeicTBUS Lo
yNpaBreHYeCcKUX peLLeHmnii n
MPUHLMIMOB L eATENBHOCTA U
obecneynBaTb
BOCNPOU3BOANMOCTb
3aperncTprpoBaHHbIX
pe3ynsTaToB.

BaxHO MMEeTbL BO3MOXHOCTb
NpoAeMOHCTPUPOBaTE 3aBUCHMOCTb
pe3ynbTaToB OLEHKU PUCKOB U
npouecca 06paboTKn pUCKOB OT
BbIGpaHHLIX CPeACTB YrpaBneHns
1, COOTBETCTBEHHO, MOMUTUKA 1
uenen CMUB
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lTpodomxeHue Tabnuupl B.1

Bsaumoceass mexgy NCO 9001:2008,
MCO 14001:2004, NCO/M3K 27001:2005

MpoLecchl ynpaBneHns 3anncsaMn, NpuBeAeHHbIe
B MpunoxeHun A HacTosLero cTaHgapTa

MCO 9001:2008

MCO 14001:2004

MCO/M3K 27001:2005

dopmupoBaHue

YnpaeneHue

A1

A12

A13

A.21

A22

A23

A2.4

A25

Obuwee

[oKkymeHTauus fomkHa
cofepxatb 3anucu ob
yrpaBfeHYeCKUX peLIEeHUSX,
obecneynBaTb
npocnexuBaeMocTb
AeincTeua o
ynpaBneHYeckux peLLeHuii 1
NPUHLUMMOB AEATENBLHOCTU U
obecneynBaTh
BOCMNPOU3BOAUMOCTb
3aperncTpupoBaHHbIX
pe3yneTaToB.

BaxHo umeTb
BO3MOXHOCTb
NPOAEMOHCTPUPOBaTH
3aBUCUMOCTb pe3yneTaToB
OLIEHKM PWCKOB W MpoLjecca
06paboTkn pUckoB OT
BbIOpaHHbIX CPeAcTB
yrnpasneHus u,
COOTBETCTBEHHO, MOMUTUKA N
uenenn CMUB

¥102—10€0€ OON d 1001
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[IpodomxerHue Tabnuupi B.1

B3aumocesasb mexgy MCO 9001:2008,
MCO 14001:2004, MCO/M3IK 27001:2005

Mpouecchl ynpaeneHus sanucsamu, npreeeHHbIe
B MNpunoxeHnn A HacTodLlero cTaHgapTta

MCO 9001:2008

MNCO 14001:2004

NCO/M3K 27001:2005

dopmMmumpoBaHue YnpasneHue

A1A1

A12 A13 A1.4 A21 A22 A23

A24

A25

OOKYyMeHTauuen

JOMKHbI ObITb

cneynanbHbIR BUS,

TpeboBaHuaM 4.2.4.

HonxHa ObITb
paspaboTaHa

npouegypa ans

YnpaBneHue JoKyMeHTaumei

ANs opmumMansHoro
C TOYKM 3peHus ee

(4.2.3a))

4.2.3 YnpaBneHue

ﬂOKyMEHTbI CUCTEMBI
MeHe)XMeHTa KadvecTBa

ynpaBnseMbiMuU. 3anucy,
npeacrasnsioLme coboit

O OKYMEHTOB, AOMKHbI ObiThb
yrnpaBnseMbIMU CorflacHo

AOKYMEHTUpoBaHHaA

onpeferieHns CpeacTs
ynpaenexusi, Tpebyembix

opo6peHUs A oKyMeHTaLuum

afleKBaTHOCTU 4O BblNyCKa

4.4.5 YnpaBneHue
OOKyMeHTauuen

[okyMeHTamu,
TpebGyeMbIMU cUCTEMO
3KOMOrM4ecKoro
MEHEeKMEHTa K
HacToALMUM
MeXAYHaPOLHbIM
cTaHgapToM,
Heo6xofMMO ynpaBnsTh.
3anucu ABnsakTCs
JOKyMeHTamu ocoboro
BMAa, U MMn HeoBxogMMo
ynpaensiTe B
COOTBETCTBUU C
TpeboBaHuamu 4.5.4.

OpraHusauusa gomnxHa
YCTaHOBUTb, BHEAPUTL U
nogaepxusarb
npoueaypy(bl) Ans
of,06peHns JOKyMEHTOB
nepef BbIMYCKOM Ha
npeameT nx
agekBaTHOCTU (4.4.5a))

4.3.2 YnpaBneHue
OOKyMeHTauuen

LOKYMEHTHI,
Tpebyemble CMUE,
OONMXHbl BbITb
3alMLLEeHHBIMU 1
ynpaBnseMbIMU.

HonxHa ObITb
pa3spaboTaHa
AOKYMEHTUpOBaHHas
npoueaypa ans
onpepeneHus geincTeuni
pyKkoBOACTBa,
HeobXoAuMbIX Ans
0806peHUst JOKYMEHTOB
nepes BhIMyCKOM Ha
npeameT ux
ageksaTHocTH (4.3.2a))

10€0€ OON d 100
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lpodomxeHue Tabnuypi B.1

BsaumocBasb Mexay MCO 9001:2008,

MCO 14001:2004, NCO/M3K 27001:2005

MpoLecchl ynpaBreHns 3anucaMu, NpUBeAeHHbIe
B MpunoxeHUM A HacTosLLero cTaHdapTa

YnpaeneHue fJokyMeHTaumei

dopmMumpoBaHue YnpasneHue
MCO 9001:2008 MCO 14001:2004 MCO/M3K 27001:2005
A1.2 A13 A1.4 A2A1 A22 A23

Ona aHanusa n [na aHanuaa, na aHanusa n * *
aKkTyanusauum no Mepe aKkTyanusayuu aKkTyanusauuu
Heo6X0AMMOCTH U [LOKYMEHTOB Mo Mepe [OKYMEHTOB Mo Mepe
MOBTOPHOrO oPULManEHoOro | HeoBXo0AMMOCTH U UX HeobX0ANMOCTU U UX
of06peHUs OKYMEHTOB NMOBTOPHOIO YTBEPXAEHNSA | MOBTOPHOrO
(4.2.3 b)). (4.4.5 b)). yTBepxgeHus (4.3.2 b)).

[ns obecneveHus [na obecneveHuns [ns obecneveHuns
naeHTuduKaumm naeHTudmkalum naeHTudukaymm
U3MEHEHWIA N cTaTyca M3MEHEHUI N TeKyLLero U3MEHEHWUI U TeKyLLero
nepecmoTpa JOKYMEHTOB cTaTyca nepecmoTpa cTaTyca nepecmoTpa
(4.2.3¢)) JokyMeHTOoB (4.4.5¢)) JOKYyMeHTOB (4.3.2 ¢))

Ons obecneveHus nsa obecneveHus Ons obecneyeHunsn * *
Hanm4us Hanu4ma Hanu4us
COOTBETCTBYIOLMX BEPCUIA | COOTBETCTBYHOLLMX COOTBETCTBYIOLUX
[ OKYMEHTOB B MecTax Ux BEpPCUii AOKYMEHTOB B BEPCUIN OKYMEHTOB B
npumMmeHeHus (4.2.3d)) MecTax UX MpUMeHeHUs MecTax UX NPUMeHeHNs

(4.4.5d)) (4.3.2d))

Ons obecneveHus [ns obecneveHus Ons obecneveHunsn * * *
COXpaHeHUs JOKYMEHTOB yAobo4unTaemMocTu n yAo60o4nTaEMOCTU 1
YETKUMM W NEerko uaeHTUdMLMpyeMocTu UAESHTUDNLMPYEMOCTH
naeHTuuUmpyemsiMm OOKYMeHTOB (4.4.5¢)) [ OKYMeHTOB (4.3.2¢))
(4.2.3e))

¥102—10€0€ OON d 100
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[IpodomxerHue Tabnuupi B.1

Bsaumocesasb mexgy MCO 9001:2008,
MCO 14001:2004, MCO/M3K 27001:2005

MpoLecchl ypaBneHns 3anucamMu, NpuBeAeHHbIe
B MpunoxeHun A HacTosiLLero cTaHgapTa

(4.2.39))

YnpaBneHue JokyMeHTaume

UAEHTUMKALUY TaKnx
BOKYMEHTOB, OCTaBMEHHbIX
ANs Kakux-nubo Lenei

COOTBETCTBYIOLLMM
06pa3oM, ecrnm oHu
COXpaHeHbl 415 Kakux-
nw6o ueneit (4.4.59))

[ns o6o3Ha4eHun
Takux JOKYMEHTOB
COOTBETCTBYIOLUM
o6pasoM, ecrnim oHu
coXpaHeHbl AN Kakux-
nnbo uenei (4.3.2)))

[ns obecneveHns
JocTyna K OKyMeHTaM
nuuaMm, KoTopble B HUX
HYX[aloTcsl, a Takke
nepefadu, XpaHeHus u
YHUHTOXEHUA UX B
COOTBETCTBUU C
npoueaypamu,
NPUMEHUMBIMU K
CTeneHun nx
KOHMIAEHUMANBLHOCTH
(4.3.2f)).

dopmupoBaHue YnpasneHue
MCO 9001:2008 MCO 14001:2004 MCO/M3K 27001:2005
A1 A12 A13 A1.4 A21 A22 A23 A24 A25
Ons obecneveHus [ns obecneyeHuns [ns obecneveHuns * * *
naeHTUMUKaLum u naeHTudUKaLmm n naeHTUdmKaLmum
ynpaBneHusa pacchinkon KOHTpons [LOKYMEHTOB BHELLHero
[LOKYMEHTOB BHELLIHEro pacnpocTpaHeHusi NPOUCXOXAEHUS
NpPOUCXoXKAEHUSA, L OKYMEHTOB BHELLHEro (4.3.29)).
onpeaeneHHbIX NPOUCXOXAEHNA, nnﬂ obecneyeHnsa
opraHusaLuen kax onpefensaemMbix KOHTpPOIS
HEO6XOAV|Mb|e ana opraHVlaaL[,l/leVI Kak pacnpocTpaHeHus
nraHMpoBaHUs U HeobxofuMble Ans LoKyMeHTOB (4.3.2h))
YHKLMOHNPOBaHUA nnaHnupoBaHus u
cUCTEMbl MeHeXMeHTa pyHKLMOHMPOBAHUA
KadecTBa (4.2.3f)) CUCTEMBI 9KONOrM4eCKoro
MeHegxmeHTa (4.4.5f))
[na npegoTepalleHuns Onsa npegoTBpalleHus Ansa * * *
HenpegHamMepeHHoro HenpeaHaMepeHHoro npefoTepalyeHmns
“cnosnb3oBaHusA Mcrnonb3oBaHus HenpeAHaMepeHHOoro
ycTapeBLUMX JOKYMEHTOB U | yCTapeBLUMX OKYMEHTOB | UCMONb3OBaHUsA
npuMeHeHne n ana o6o3HaveHns ycTapeBLUnX
COOTBETCTBYHOLLEN TaKkux JOKYMEHTOB JOKYMeHTOB (4.3.2i)).

10€0€ OO d 100
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lpodomxeHue Tabnuupi B.1

Bzaumocsasb mexay MCO 9001:2008,

MNCO 14001:2004, NCO/MIK 27001:2005

Mpouecchl yNpaBneHns 3anncsmu, NpuBeAeHHbIe
B MpunoxeHnu A HacTosLero cTaHaapTa

ynpaBneHme 3anncamMu

dopmupoBaHue YnpasneHuve
MCO 9001:2008 MCO 14001:2004 MCO/M3K 27001:2005
A1 A1.2 A13 A1.4 A2.1 A22 A23 A24 A25
4.2.4 YnpaBneHue 4.5.4 YnpaBneHue 4.3.3 YnpaBneHue * * *
3anucamMm 3anucamMm 3anucamMu
[na npegocTtaBneHua OpraHusauus gormkHa Ana nonyyeHun
cBUAEeTENbLCTB co3fjaBaTtb U BeCTU cBUAEeTENLCTB
COOTBETCTBUA 3anucu, Heobxognumble COOTBETCTBUA
TpeboBaHUAM K ANnA gemMoHcTpauuu TpeboBaHMAM K
pe3yrnbTaTUBHOro COOTBETCTBUA pe3ynsTaTUBHOCTU
PYHKUMOHNPOBaHUSA TpeboBaHMAM cBOEN PYHKLMOHUPOBaHUSA
CUCTEMbl MEHEXKMEHTA cucTemsbl skornorndeckoro | CMUB Heobxogumo
KayecTBa HeobxogumMo MeHeIXMeHTa U hopMUpoBaTL U BECTU
hopMUpoBaThL U BECTU HacTosLero 3anucu.
3anucu (4.2.4) MeXayHapoAHoro Heo6xoguMmo
CTaHAapTa, a Takke obecneymBaTh 3aLUnTy
3anncn o AOCTUTHYTbIX W yrnpaBneHue
pesynbratax (4.5.4) sanncsmu (4.3.3)
* * * *

3anucu JOoMmKHbI
OCTaBaTbCA YETKUMMU, NETKO
ULEHTUDULIMPYEMBIMU 1
BOCCTaHaBNMBaeMbIMU
(4.2.4)

3anucy 4oMmKHbI ObITh
yaoGounTaeMbimMu,
UAEHTUPULMPYEMBIMIA U
npocnexmnsaemsiMu
(4.5.4)

3anucu AoMmKHbI
0CTaBaTbCA YETKUMMU,
nerko
U eHTUPULMPYEMBIMU
n
BOCCTaHaBNUBaeMbIMU
(4.3.3)

HonxHa OblTb
paspaboTaHa
LLOKyMEHTUpPOBaHHas
npoueaypa gns
onpeferneHns cpeacTs
yrnpaBneHus,
HeobxoaMMbIX ANs
naeHTudukauuu,
XpaHeHUs, 3aLUuThI,
BOCCTaHOBIEHUS,
COXPaHEeHWs N U3LATUSA
3anuceii (4.2.4)

OpraHusaums gomxHa
pa3paboTaTb, BHE4PUTb U1
nogjepxusaTth B
paboyeM coCTOsHWUM
npoueaypy unu
npoueaypsl 4ns
naeHTUUKaLmu,
XpaHeHuWs, 3aLuThl,
BOCCTaHOBIEHWS,
COXPaHeHWs N U3bATUS
3anuceii (4.5.4)

JonxHbl ObITb
[LOKYMEHTUpOBaHbI 1
BHeApeHbl cpeAcTBa
ynpaBsneHus,
Tpebyemble ans
naeHTUUKaLmu,
XpaHeHuWs, 3aLuThl,
BOCCT@HOBIEHMS,
onpegeneHns CpokoB
XPaHeHWs 1 U3bATUS
3anuceit (4.3.3)

¥102—10€0€ OON d 1001
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OkoHyaHue Tabnuubsl B.1

Bsaumocsase mexay NCO 9001:2008,

MCO 14001:2004, NCO/M3K 27001:2005

Mpouecchl yNpaBneHns 3anncsmu, NpuBeAeHHbIe
B MpunoxeHnu A HacTosLero cTaHaapTa

MCO 9001:2008

MCO 14001:2004

NCO/M3K 27001:2005

dopmupoBaHue

YnpasneHuve

A1

A12 A13

A14

A21

A22

A23

A24

A25

CMWB ponxHa
NpUHUMaTh BO
BHUMaHwWe Bce
COOTBETCTBYIOLWME
HOpPMaTWBHO-TIpaBoBLle
TpeboBaHug un
[ OroBopHbIe
obsasartensctBa (4.3.3)

ynpaBneHme 3anncamMu

Cneayet BecTu 1
XpaHuTb 3anucu 06
3P PEKTUBHOCTH
PYHKUMOHUPOBaHKSA
npouecca, onMcaHHoro
B 4.2, n 060 BCcex
3HaYUTENbHbIX
WHUMAEeHTax
WHOpMaLMOHHOW
©esonacHoCTH,
cBsizaHHbLIX co CMUB
(4.3.3)

L0€0€ OON d 1001
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FOCT P UCO 30301—2014

Mpunoxexue C
(cnpaBoyHoe)

MepeyeHb KOHTPOSILHLIX BOMPOCOB Arisi NPOBeAeHUA CAMOOLIEHKN

Ta6nuya C.1—TlepeyeHb KOHTPONLHLIX BOMPOCOB ANSA NPOBEAEHNUA CAMOOLIEHKM

Moapasaen
HacToALlero
cTaHgapTa

MNpoBeputb

Otsevaer
TpeboBaHNAM

TpebyeT
ynyJwenus

Het

Oxupaetca

He npumeHumo

4.1

BbisBUNa 1 foKyMeHTUpoBarna f
OpraHu3aLus BHyTPEHHWE U BHeLLHUe
akTopsl, BNuaowmue Ha CM3,
BKI04ast OCHOBHbIX MAapTHepOB
opraHusaulum, KoTopble
3auHTepecoBaHbl B LieNnax
yrnpasneHust 3anucammn?

42

OnpeaeneHbl N1 B AOKyMeHTaLUK
CMS3 cnepyiowme 0CHOBHbIE
Tpe6oBaHus:

- 3aKoHoAaTenNbHbIE,;

- HOpMaTUBHBIE;

- BusHec-Tpe6GoBaHNA, KOTOPLIM
0OoMKHa oTBeqaTb CM3?

43

Onpeaenuna n AokymMeHTMpoBana
In opraHu3auus obnactb
npuMeHeHna u yenu CM3?

43

Bkrnitovaet nu obnactb
NpuMeHeHUA onpeaeneHue:

- NnogpasgerneHuit;

- (PYHKUWRA;

- BHELLHMX opraHusaLui,
npenocTaBnALWKUX YCnyru
opraHu3auuu, K KOTOpoi NpUMeHUMa
CM3?

51

[oBerno nu BbicLLee PYKOBOACTBO
pelweHue o cosgaHun CM3 go
paboTHMKOB opraHu3auumn?

52

MmeeTcsa nu y opraHusauum
YyeTKasa nonMTUKa BeeHUa 3anucein?

52

MpuHaTa u yTBEpXAeHa fn
noNWTUKa BEAeHUA 3annucen BbICLLIUM
pPyKOBOACTBOM?

52

22

YcraHoBneHa nu
OTBETCTBEHHOCTb 3a BbINONHEHUe
TpeboBaHuit?




FOCTP UCO 30301—2014

lIpodonxerHue Tabnuup! C.1

Moapasaen

OTBevaeT TpebyeTt
HacTosLero MposepuTb HeTt OxuaaeTca | He npumeHumo
TpeGoBaHUAM | ymyulleHUs
cTaHfapTta
53 HasHayeH nu BbICWIUM

PYKOBOZACTBOM KOHKPETHbIN
npefcTaBUTeNb PYKOBOACTBA C YETKO
onpefeneHHoil ponbto,
OTBETCTBEHHOCTHLIO U NMOMHOMOYUAMU
B OTHOLWeHun CM37?

6.1 MaeHTudunymposana u
LLOKyMeHTWpoBana N opraHusauus
BCE PUCKU M BO3MOXHOCTH,
yunTbiBaeMble CM3?

6.2 YcTaHoBMUNa v opraHusauums
Lenu ynpasneHus 3annucsmu no
CBOMM OCHOBHbIM paboynm
npoueccam ¢ y4eTOM BCEX PUCKOB U
BO3MOXHOCTEN?

6.2 ABnsatoTea nu uenu,
cornacyloLuecs ¢ nofUTUKON
BeJlEHNA 3anuceil, UsMepUMbIMU 1
npakTU4eckn ocyLLEeCTBUMBIMU?

6.2 Copa3amepHbl nu Lenu
ynpasneHusa sanucamm pecypcam
opraHusaumm?

6.2 CylllecTBYeT fn nnaH

peanusauuu, onpeaenstoLmi:

- KTO HECET OTBETCTBEHHOCT;

- YTO AOMKHO ObITb caenaHo;

- CBOEBPEMEHHOCTb B OTHOLLIEHWU
OOCTWXEHUS] Lienel ynpasneHuns
3anncamMmn?

7.1 Counsmepumsl N1 BbleneHHble
pecypchl NonHOMY BHeapeHuto CM37?

7.2 HapgeneHbl N1 OTBETCTBEHHOCTHLIO
3a JOCTWXEHUE Lienei ynpaBneHuna
3anncsiMmM KOMNeTeHTHble
cneumanncTel Ha COOTBETCTBYIOLLIMX
YPOBHSX MO BCE opraHusayun?

7.3 PaspaboTaHbl nn nporpammel
MoJroTOBKW KaJpoB M
obpasoBaTenbHble NporpaMmel B
OTHOLLEHUW Lieneil ynpaBneHust
3anucamun 1 NnaHa peanusayun’?

23



rOCT P NCO 30301—2014

OkoryvaHue Tabnuupi C.1

Moapasgen
HacTosulero
cTangaprta

MposepuTb

OTBevaeT
TpeboBaHNAM

TpebyeT
ynyJlieHua

HeTt

OxungaeTca

He npumeHumo

7.4

PaspaboTaHbl Ny npoLegypsl 4ns
BHYTPEHHEro M BHellHero obMeHa
WHpopMauunei oTHocuTeNnbHO CM37?

7.5

OcylLLecTBNAETCS NN JOMKHas
UAEHTUDMKaUWS, ynpaBreHue u
BefieHue foKyMeHTaumu, Tpebyemoit
anga dyHkumoHmposaHus CM3,
ocobeHHo npoueayp?

8.1

MnaHupytoTcs U peanuayTes fu
npotecckl, Heobxogumele Ans
N3Y4YEHUS PUCKOB U BO3MOXXHOCTER?

8.2

MmeeTca nu foKyMeHTaums no
BbIGOPY NpoLeccoB ynpaBneHns
3anncaMn U CpefCcTB ynpasneHus,
ncnonb3yemelx A8 NPoeKTUpoBaHus
cUCTeM 3anucei, NPMMEHsIEMbIX B
pamkax CM37?

8.3

NMeeTcsi v LOKyMeHTauus no
NPUMEHEHUIO CUCTEM 3anuceil v
HACKOSBKO OHW OTBEYaloT Liensim
yrnpaBneHus 3anucamu?

9.1

PerynapHo nu o6cnepaytotea
3aMHTEepecoBaHHbIE CTOPOHLI Ha
npeaMeT oLeHnBaHNA
pesyneTatusHoctn CM3 ans
YO, 0BNETBOPEHUSA UX OXUZAHWNA?

9.2

[MpoBoguTca nu aygut CM3
yepes perynspHble NPoMexyTKu
BpeEMEHN?

9.3

OcyLlecTBnAeTCA N aHanus co
CTOPOHEI PYKOBOACTBA U
oLeHuBaeTcA N aPPeKTUBHOCTb
dyHKLUMOHMpoBaHus CM3?

10.1

CyLulecTByeT 11 npoleaypa
pearMpoBaHusi Ha HeCOOTBETCTBUS U
UX MUCMpaBrieHus, onpegensemas
npoLeccamMmn MOHUTOPWHIa U ayauTa?

10.2

Paspabotana nu opraHusauyus
npoLeAypbl BHECEHNSA UCTPaBEeHW,
aKkTyanusauum v ynydwexdma CM3?

24




FOCTP UCO 30301—2014

Mpunoxenue AA
(cnpaBo4Hoe)

CBeleHUA 0 COOTBETCTBUU CChINIOYHbIX MeXAYHApPOAHbIX CTAaHAAPTOB
CCbINIOYHbLIM HaUMOHaNbHbLIM CTaHaapTam Poccuiickon deaepaumm
(v AeCTBYIOWUM B 3TOM KauyeCTBE MEeXrocyAapCTBEeHHbIM CTaHAapTaM)

Tabnuua DA
O603HaYeHne cChINTOYHOro CTteneHb O603Ha4YeHe n HaumeHoBaHue COOTBETCTBYOLEro
MeXAyHapoAgHOro CtaHgapTa cooTBeTCTBUA HaunoHanbHoro craHaapTa

NCO 9001:2008 IDT FOCT ISO 9001—2011 «CucTteMbl MEHEAXKMEHTA
kayecTBa. TpebosaHnA»

MNCO 14001:2004 IDT FOCT P UCO 14001—2007 «CUCTEMBI SKONOrMHECKOro
MeHeXMeHTa. TpeboBaHWSA U pyKOBOACTBO NO
NMPUMEHEHUIO»

NCO/MGBK 27001:2005 IDT FOCT P UICO/M3K 27001—2006 «MHDOpMaLUoHHanA

TexHororua. MeTtoabl U cpeacTBa obecneveHns
be3onacHocTU. CUCTEMBI MEHEKMEHTa NHOPMaLMOHHON
6e3onacHocTU. TpeboaHus»

NCO 30300:2011

*

CTaHAapPTOB:

IDT — nAeHTUYHbIE CTaHAapThI.

" CoOTBETCTBYIOLYWI HaLMOHarbHbIA CTaHAapT oTcyTcTByeT. [lo ero yTBepXAeHUs pekoMeHAyeTCs UCMonb3oBaTh NepeBos Ha
PYCCKUIA SI3bIK AaHHOMo MeXAyHapoAHoro cTaHgapTa. MepeBod AaHHOTO MEXAYHapOAHOro cTaHaapTa HaxoauTcs B defepanbHOM
MH(POPMALMOHHOM (POHAE TEXHUYECKUX PerNaMeHTOB U CTaHAapToB.

MpumevyaHne — B HacToAweln Tabnuue ucnonb3oBaHbl criedyloliee YcrnoBHoe obo3HayeHWe CTeneHW COOTBETCTBUA
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SO 9001:2008
ISO 14001:2004
I1SO 15489-1
ISO/TR 15489-2
1ISO 19011
ISO/TR 26122

ISO/IEC 27001:2005

ISO Guide 72

Buonuorpadus

Quality management systems — Requirements

Environmental management systems — Requirements with guidance for use
Information and documentation — Records management — Part 1: General
Information and documentation — Records management — Part 2: Guidelines
Guidelines for auditing management systems

Information and documentation — Work process analysis for records

Information technology — Security techniques — Information security management
system — Requirements

Guidelines for the justification and development of management system
standards
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