OENEPANIBHOE ATEHTCTBO
MO TEXHNYECOMY PEMYZIMPOBAHWNIO U METPONOT N

HALWOHANbHbIN FOCTP uco
CTAHOAPT
POCCUNCKOW 30301—
SELEPALUN 2014

NH®POPMALUUMNA N AOKYMEHTALWA

CucteMbl MeHeAXMeHTa 3anuceil. Tpe6oBaHus

SO 30301:2011
Information and documentation — Management systems for records —
Requirements

(IDT)

N3paHve ouynansHoe

Mocksa
CtaHpapTuHdopm
2015


https://meganorm.ru/mega_doc/dop_fire/opredelenie_verkhovnogo_suda_rf_ot_27_08_2018_N_567/0/postanovlenie_arbitrazhnogo_suda_severo-kavkazskogo_okruga.html

FOCTP NCO 30301—2014

Mpeaucnosune

1noAroToBNEH OTKpPbLITbIM aKLMOHEPHbIM o6LecTsoM -Bcepoccuiickuii Hayu4Ho-
uccnepoBaTenbCckuii MHCTUTYT cepTudmkaunm» (OAO «BHUNC ») Ha ocHOoBe COGCTBEHHOIO ayTEeHTUYHOrO
nepeBoAa Ha PYCcCKuUii A3bIK MEXAYHAPOAHOro CTaHAApTa, YKa3aHHOro B NyHkTe 4

2 BHECEH TexHuyeckum KOMUTETOM MO cTaHaapTusaunm TK 076 -CucteMbl MEHEeI)KMEHTa»

3 YTBEP)XAEH W BBEJIEH B JEWCTBUE MMpukazom ®eaepanbHOr0 areHTcTea Mo TEXHUYECKOMY
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documentation — Management systems for records — Requirements»).
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BBegeHve

Ycnex (pyHKLMOHMPOBaHWA OpraHv3auuy B CYLLEeCTBEHHOM CTEMNeHW 3aBUCWUT OT BHEAPEHUA U
nogaepxaHns B paboTOCNOCOOHOM COCTOSHWM CUCTEMbI MEHe[KMeHTa, KoTopas npegHasHaueHa Ansa
MOCTOSAHHOIO ynyyweHns aEKTUBHOCTU AeATENbHOCTU U OLHOBPEMEHHOIO YAOBMETBOPEHNUA HYXA BCeX
3aMHTEpPECcOBaHHbIX CTOPOH. CuUCTeMbl MeHe)KMeHTa OCHOBaHbl Ha MeTOAOJIorUAX, MNoMoralwmx B
NPUHATUN PELLEHWNA 1 B yNpaB/ieHnn pecypcamu ANs AOCTWXKEHUSA Lieneil opraHnsaunm.

dopmupoBaH/e 1 BefeHMe 3anuceil ABNSIOTCA HEOTHEM/IEMOW YACTbi AEATENIbHOCTU, NPOLLECCOB U
cuctem noboin opraHusauun. OHM obecneunBatoT aPEKTVBHOCTb AEATENBHOCTH, BO3MOXHOCTb BeeHUs
yyeTa, MEHeIKMEHT PUCKOB W YCTOMYMBOCTb (PYHKUMOHMPOBaHMS opraHmsaumm. OHU Takke AalT
BO3MOXHOCTb OpraHusauusamM u3BJieKaTb BbIrofy W3 LEHHOCTM CBOMX WHMOPMALMOHHBLIX PECYpCOB Kak
NPOVN3BOACTBEHHbIX, KOMMEPYECKNX W WHTEeNNeKTyaslbHbiIX akTMBOB W COfAEeiicTBOBaTb COXPaHeHuto
KONNEKTUBHOW NamaTh B YCNOBUAX rN06anbHOM 1 LthpoBOi cpebl.

CraHgapTbl Ha cuctembl MeHemkmeHTa (CCM) npefocTasnisioT BO3MOXHOCTb BbICLLIEMY PYKOBOZACTBY
NPUMEHATb CUCTEMHBIA WM HaAEXHbIA NMOAXOA K YyNpaBfeHWo opraHusauunell B yCnoBUAX, CTUMYIMPYIOLLUX
Ha[leXHYI0 e/10BYI0 NPaKTUKY.

CtaHpapTbl Ha cucTeMbl MeHefXMeHTa 3anuceli, paspabatbiBaemble NCO/TK 46/MK 11. npu3BaHbl
nomoraTb OpraHusauusM BCex BWAOB W MaclwTaboB WM rpynnam opraHvsauuii, OCYLLeCTBASALLUX
COBMECTHYI0 MpeAnpuHUMaTesibCKyto AeATeNIbHOCTb, BO BHEAPEHUUN, UCMO/Ib30BaHNM U COBEPLLIEHCTBOBAHUN
pe3ynbTaTUBHbIX CUCTEM MeHeMKMeHTa 3anuceil (gpanee — CM3). CM3 HanpaBiseT U KOHTpoOsmpyeT
opraHv3aumnio ¢ Lesnblo BbIpaboTKy NOAUTUKM U onpedeneHnsa 3adad, CBA3aHHbIX C BeAeHWeM 3anucei, u
peleHnsa 3Tnx 3agady. IT0 OCYLECTB/IAETCA 3a CYET UCMO/Ib30BaHUA:

a) cTporo onpeaeneHHbIX PYHKUWI 1 06513aHHOCTEN;

b) cCTEMaTU3NpPOBaHHbIX NPOLLECCOB;

C) v3MepeHuii 1 oueHNBaHUS;

d) aHanm3a 1 coBepLUEeHCTBOBaHMS.

OcyliecTBNeHne MNONUTUKN BefeHWs 3anuceil M pelleHne 3afady, MNOMHOCTbIO OCHOBAHHbLIX Ha
TpeboBaHMAX oOpraHusaumu, O6yayT cnocobcTBoBaTb (DOPMUPOBAHWIO AOCTOBEPHON U HaAEXHOW
NHgOpMaLuM 1 NONYYEeHWUIO MOATBEPXKAEHWIA O NpefnpuHMMaTeNbCKOn AeATeNbHOCTW, BeAEeHUI0 TakoW
WHChopMaLuM ¥ NpefoCTaB/IEHNI0O ee TeEM. KTO B Hell HyxjaaeTcsi, B TeuyeHne Heobxoaumoro nepuoga
BpEMeHW. YcnelwHasa peanu3auvs HafexHol NOAUTUKA BedeHWs 3anuceli U pelleHne COOTBETCTBYIOLLMX
3a4a4 cnocob6CcTBYOT (DOPMUPOBAHMIO 3aNUCEN U CO34AHWIO CUCTEM YNpPaBfeHUs 3anucsmu, oTBeYarLmx
BCEM Lie/IIM opraHusaumm.

BreapeHne CM3 B opraHusaunm Takke rapaHTupyeT nNpo3payHOCTb U MPOC/EeXNBAEeMOCTb peLleHui,
NPUHNMAEMbIX OTBETCTBEHHbIMU PYKOBOAUTENSAMM, U OCO3HaHNE OOLEeCTBEHHBIX MHTEPECOB.

CtaHgaptbl Ha CM3 paspabatbiBatotcs WCO/TK 46/1K 11 B pamkax CTaHA4apTOB Ha CUCTeMbl
meHepxmeHTa (CCM) gna obecneyeHuss coBMecTMMOCTU € gpyrumm CCM ¥ Mcnonb3oBaHus 06LMX
afniemeHToB N Metogonormn. ICO 15489 wn gpyrne mexayHapofHble cTaHAapTbl M TEXHUYECKME OTYeThl,
Takke paspabotaHHble WCO/TK 46/MK 11, cnayxaT OCHOBHbIMW WHCTPYMEHTaMU MPOEKTUPOBaHMS,
BHEAPEHUS, MOHUTOPUHTA © COBEPLUEHCTBOBaHWA [OKYMEHTOO60pOoTa W  ynpaBfieHus  3anucsamu,
ocyulecTsnisemMbix B pamkax CM3, korga opraHusauuy NpUHUMAatOT pelleHne O BHeAPEeHUW MeTo[0/10run
CCM.

MpumeuvuaHune — WCO 15489 sBnseTcs OCHOBOMOMATalOWMM CTaHAAPTOM, CUCTEMATU3UPYIOLWNUM
OnNTUMa/IbHblIE METOAbI BEAEHUS 3anuceii.

Ha PucyHke 1 nokasaHa CTpykTypa cTaHgaptoB Ha CM3, paspab6atbiBaembix MICO/TK 46/MNK 11,
KoTopble 160 yxe ony6nkosaHbl, TM60 HaXoAAaTCs B CTagun NMOATOTOBKM.

OTu cTaHfapThbl nNpegHasHayeHbl 415 UCNONb30BaHNA:

* BbICLUMM PYKOBOACTBOM, MPUHAMAKLWMM pelleHnss o (OopMUPOBaHUN U BHELPEHWM CUCTEM
MeHe[)XMeHTa B paMkax CBOel opraHusauumu;

* epcoHanom, oTsevalolwmm 3a BHegpeHne CM3, B 4acTHOCTW, cCneuuasmctamu fno MeHeKMEHTY
puckoB, ayauTaMm, [OKYMEHTOO60pOTY, WH(OPMALMOHHBIM  TEXHOMOMMSM U MHAOPMALMOHHO
6e3onacHocTu.

CM3 onpegensieT TpeboBaHMa 1 OXUAAHUSA 3aMHTEPECOBAaHHbIX CTOPOH (MOTpebutenein N OCHOBHbIX
Yy4YaCTHMKOB) K BefeHWt0 3anuceil U nyTeM UCMO/b30BaHWA He06XxoAMMbIX npoueccoB dopMupyeT 3anwvcu,
yA0B/IeTBOPAOLLIME 3TUM TPEBOBAHNAM U OXUAAHUAM.

Ha PucyHke 2 nokasaHbl cTpykTypa CM3 1 CBA3N C NOTPeOBUTENAMU Y OCHOBHLIMWU NapTHEPaMW.



CTtaHpapTbl Ha CUCTEMBI
MeHeOXMeHTa 3anuceii
OcHoBa KOpnopaTVBHOIO ynpas/ieHns
3anvcamu

OCHOBHbIE NOSOXEHUST
1 TEPMUHOSIOTUSA

Tpeb6oBaHusa

PykoBogsLLyie yKa3aHVsi
OnopHble CTPYKTYpHble
3/IEMEHTbI BbICOKOTO
YPOBHS

MCO303CO
CricTeMbl MEHeKMEHTa
3armoeii OCHOBHble
MOJIOXEHUS 1 CI0Bapb

MCO 30301
Cu1CTEMbI MEHEKMEHTE
3anuceit. TpeboBaHus

MCO 3G303
CucTeMbl MeHeKMEHTa
3anucei TpeﬁCBaHI/IFIvK
opraHam, npoBoAALLMIA
ayanT n cepTudM«annio

MCO 30302
CucTeMbl MEHeKMEHTa
3anuceii

PykoBozsiLLye yKazaHs
110 MPVMEHEHMIO

MCO 30304
Cuncrtemsl MeHeaAXMeHTa
3anuceii
PyKOBOACTBO M0 OLieHkKe
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PoACTBEHHblE MEXAYHApOAHbIe
cTaHAapTbl U TEXHUYECKUE OTUETHI
BHeapeHVe NpoLeccoB ynpaBreHus

3anncamm
1CO 23081 ncoso
MeTagaHHble 26122
nra sanuceil. AHanms
Yactb 1
MpnHUMNbI npoueccos
YacTtb 2
KoHuenumm un
Hacts 2 BOMPOChI
Pykosogswue peanaLym
yKasaHusa
Yactb3
MeTtog,
camooL»H!n
NC<YTO MCO 13008 MCO 16175
13026 Mpouecc MprHUMnBLI 1
PyKoBOACTBO OyHKLWIOHA bHbIE
TO u Murpauunm Tpe6oBaHuA
ouutposanuio UNcpoBbIX usameam
3anuceit 3anuceit B 9/1EKTPOHHOM
och1cHoli cpeae
Yactb 1.
1 OCHOBHble
NPUHLWNbI
Yactb 2.
PykoBogsime
YKazaH/A
1 doyHKLWIO-
HaslbHble
TpeboBaHuA *
cuctemam
MeHeQKMeHTa
LmchpoBbIX
3anviceit
YacTtb 3-
Pykosoasawune
yKasaHua u
hyHKLWO-
HaslbHble
Tpe6oBaHVs
K 3anmcsm
B6Uamec-
cunemsx

PucyHok 1— CTaHfapTbl Ha CUCTEMbI MEHEMKMEHTa 3anuceid, pazpabotaHHble WCO/TK 46/MK 11,
N POACTBEHHbIE MeXAyHapoAHble CTaHA4apTbl U TEXHUYECKMe oTYeTbl
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Tpeb6oBaHus
N OXUAAHNS,
CBSI3aHHble C
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MoTtpebutenu
1 OCHOBHblE
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MoTtpebutenu
1 OCHOBHblE
napTHepbl

BepHble
ynpas/ieHyeckne
peLlueHuns gns
[OCTUXEHNA
noNNTUYECKNX
ueneii n
yA0BNETBOPEHNA
oXunaaHui
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[ata BBegeHns — 2015—03—01

1 O6nactb NpPUMEHEHUS

HacTosawwuii ctaHaapT ycTaHaBnvMBaeT Tpe6GoBaHUsi, KOTOPbIM fO/MKHA oTBeYaTb CM3, 4ToGbl NOMOYb
opraHusauMnM B BbINOMHEHWM CBOMX 0653aTeNibCTB, Ha3HauyeHusl, cTpaTerMm W AOCTUXKEHWUU Ueneil.
Hactosiwymii cTaHgapT kacaeTcs pa3paboTku W peanusauuym NOMMTUMKM W Ueneli BefeHus 3anuceii u
npefocTaBnseT CBefeHnsl 0 pedynbTaTtax U3MepPeHnin 1 MOHUTOPUHTa.

CM3 MOXeT co3faBaTbCs opraHusauueli uau rpynnoil opraHusaunii, ocyLecTBSIOWMNX COBMECTHYIO
npeanpuHMMaTesibCkytlo AesiTeNlbHOCTb. Mcnonb3yemblii B HACTOSILLEM CTaHAapTe TEPMUH «OopraHu3auus-
He orpaHuYMBaeTCsi OAHOV opraHu3aLuuel, a BKIOUYaeT U apyrne opraHM3aluoHHble CTPYKTYpbI.

HacTosiwumii ctaHgapT NPUMEHUM K /10601 opraHmnsaumm, xenawLien:

a) chopmupoBaThb, BHEAPUTb, NOAAEPXMBATb B Pa6oTOCNOCOGHOM COCTOSIHAM M COBEPLUIEHCTBOBATbL
CM3 B NoaAepxKy CBOE OCHOBHOW AESATENBHOCTH:

b) YAOCTOBEPUTLCA B NPaBU/IbHOCTM NPOBEAEHUsI CBOE 3asiBNIEHHOWN MONUTUKM BeAEHUSA 3annceil;

C) NPOLEeMOHCTPUPOBATbL COOTBETCTBME HACTOALEMY CTaHAAPTY NyTeMm:

1) npoBefeHNA CaMOOLEHKN 1 camoek1apMpoBaHus;
2) 3anpawvBaHua NoATBEPXAEHNS CBOErO CaMOAEK1apMpoBaHnsa Y CTOPOHHEe opraHusaumm:
3) o6palleHnsa K CTOPOHHEl opraHu3auuy Ha npeaMeT npoBefeHus ceptudmkauum ceoein CM3.

HacTtoswumiA cTaHAapT MOXeT NpUMeHATbCS Hapagy C  ApYrMMK  cTaHgapTamMyM  Ha  CUCTEMbI
MeHemxMeHTa (CCM). OH 0cO6eHHO Mosie3eH AN AeMOHCTpaunn BbiNoMHEHUST Tpe6GoBaHuil gpyrux CCM k
[OKYMeHTaLuy 1 3anvcsim.

2 HopmaTtuBHble CCbUKU

MprBeAEHHbIA HWXE CCbINIOYHbIA AOKYMEHT HE06X0AUM ANA UCNOMb30BaHWA HaCTOALLEero ctaHgapTa.
Ana paTvpoBaHHbIX CCbUIOK NMPUMEHSAOT TObKO Ty Bepcuio, KoTopas 6Oblia ynomsHyTa B TekcTe. [ns
HeJaTMPOBaHHbIX CCbISIOK HEO6XOAMMO WMCMOMb30BaTb caMoe nocnefHee usgaHue AoKyMeHTa (Bkawouas
no6ble nonpasku).

NCO 30300 ViHdhopmauus 1 gokymeHTaums. CucteMbl MeHef)xMeHTa 3anvceil. OCHOBHbIE MOIOXEHUS
n cnosapb (ISO 30300:2011 Information and documentation. Management systems for records.
Fundamentals and vocabulary).

3 TepMuHbI U onpeaeneHns

B HacToswem cTaHAapTe NpMMeHeHbl TepMUHbI 1 onpegenenunsa no MCO 30300.

4 Cpepga opraHmsauum

4.1 TloHMMaHWe BHelHel 1 BHyTPeHHel cpefbl opraHusauunm

Mpu copmupoBaHun u popa6otke CM3 opraHusauus [O/KHA MPUHUMATb BO BHMMaHue
COOTBETCTBYIOLME BHELUHUE U BHYTPEHHUE (PAKTOPbI.

CnepyeT AOKYMEHTMPOBATb BHELUHWE U BHYTPEHHME (DaKTOpbl, BbisiB/IEHHble U MPUHUMAaeMble BO
BHUMaHuWe npv hopmMmpoBaHun 1 gopabotke CM3.

M3paHue opuymnansHoe
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MoHMMaHne BHeLLHel cpefbl opraHu3auun BkIoYaeT B Ce65 MOMYMO NpoYero:

a) MOHMMaHWe couuanbHbIX W KY/IbTYPHbIX, MPaBOBbIX, HOPMATUBHbIX, (IMHAHCOBLIX, Hay4HO-
TEXHWYECKUX, IKOHOMMWYECKUX, MNPUPOLHbIX W KOHKYPEHTHbIX YCMOBWIA, 6yAb TO MeXAyHapodHble,
HaLMoHasbHbIe, PerMoHasbHble NN MeCTHbIe:

b) NOHMMaHVE KTHYEBbIX ABUXYLLMX CUN U TEHAEHLUWNA, KOTOPble MOTYT OKasbiBaTb BUSIHWE Ha Lenu
opraHusauuu;

C) NOHNMaHVe B3aMMOCBS3eli C BHELWHWMW 3aWHTEpPecOBaHHbIMKW CTOPOHaMW K BOCMPUATUE UX
LLleHHOCTEN 1 0XUAAHWIA.

MoHWMaHne BHYTPEHHEeN cpeAbl opraHv3aluun BkiyaeT B cebs NOMMMO Mpoyero:

1) meToAbl KOPNOPATVBHOTO YNpPaB/IEHNS, OPraHN3aLMOHHYI0 CTPYKTYPY, OYHKLMN 1 06A3aHHOCTHY;

2) noNnTKKYy, Uenu, 3ajaun u cTpaTernn, peasbHO AelcTBylOWMe U Tpebywline peanusauun u
[OCTUXEeHNS,

3) BO3MOXHOCTM C TOYKM 3PEHUS PecypcoB W 3HaHWi (Hanpumep, kanutas, BpeMms, nepcoHan,
npoLecchbl, CUCTEMbI U TEXHOOTNN);

4) nHpopMaLMOHHbIE CUCTEMbI, UH(OPMALMOHHbIE MOTOKM W MPOLECCHl MPUHATUS peLleHni (Kak
odhmumanbHblie, Takm HeoULNasbHbIE);

5) B3aMOCBSA3M C BHYTPEHHVWMU 3aMHTEPECOBAHHLIMW CTOPOHAMM, BOCMPUSITUE UMW LEHHOCTEel u
KyNbTypbl OpraHn3aLuu;

6) cTaHAapTbl, PyKOBOAALLME MOMOXEHNA N MOAENN, NPUHATbIE B OpraHusaumu;

7) hopma 1 macluTabbl JOTOBOPHbLIX B3aVMOOTHOLLEHWA.

4.2 BusHec-TpeboBaHMsA, 3aKoHOoAATe/IbHbIE M ApYyrne TpeboBaHus

Mpu yCTaHOBNEHUM W MEPECMOTPe CBOWX Lefieil B 061acT BEAeHUs 3anuceil opraHnsaumus LosmkHa
npMHUMaTb BO BHUMaHWe Gu3Hec-TpeGoBaHWsl, 3aKkoHodaTeslbHble, HOPMAaTMBHbLIE W Apyrue Tpe6oBaHus,
oTHoCALMECS K (DOPMUPOBAHMIO 3anuceii U ynpaBieHuo UMm.

OpraHusauns [o/bKHa OLEeHMBATb M [AOKYMEHTMpOBaTh GU3HEC-Tpe6OBaHWUs, 3aKOHOAATESbHbIE,
HOpMaTMBHbIE W Apyrve Tpe6oBaHUsA, BAUSIOWME HA ee AesTeNIbHOCTb, KOTOPYI OHA 40J/KHA BbINOHATL U
[N151 BbINOSIHEHUST KOTOPOIi TPeByeTcsi CBUAETENLCTBO COOTBETCTBUSI.

BusHec-Tpe6GoBaHWs BK/OYAOT BCE TPEGOBAHUSA K AO/IXHOMY BbINOJIHEHUIO PaboT WK AeSTENbHOCTU
opraHuzauuu. Tpe6oBaHUS BO3HMKAIOT B CBSA3M C TeKyWMMU MNokasaTenisaMu [AesTeNlbHOCTW, 6yaylumu
naaHamMu M pas3BUTUEM, YNpaB/EHWEM pUCKaMM U MIAHMPOBAHUEM YCTOWUMBOCTU (DYHKLVOHWPOBAHWS
opraHuzaumm.

3akoHofaTeNbHble TpeGoBaHWs BKIOYAOT TpeGoBaHUs, oTHocAwWwMecs K (DOPMUPOBAHUI0 U BEAEHWIO
3anuceii. VIcTo4HMKaMu 3aKoHoAaTeNbHbIX TPe6oBaHuii ABNSOTCA:

a) cTaTyTHOe U NpeLefeHTHOe NpaBo, BKIKOUAs 3aKOHbI 1 PerflaMeHTbl, Onpeaensiowmne oTpaciesyo v
06LLyto feNoByto Cpeay;

b) 3aKOHbI 1 pPerfiaMeHTbl, OTHOCSILLMECS] HEMOCPEACTBEHHO K CBUAETENbCTBAM, 3anucsiM U apxuBam,
[0CTYnNy, KOH(UAEHUUANTBHOCTY, 3aLMTE AaHHbIX N MHOPMAaLMK, a TakKe K 9/1eKTPOHHOI TOprosse;

C) KOHCTUTYLMOHHO-NPABOBOI CTaTyC OpraHu3auuii, ycTaBbl WU COrNalleHusi, CTOPOHOI B KOTOPbIX
SIBASieTCA opraHu3aums;

d) ycnoBusi [1OTOBOPOB U APYrMX WHCTPYMEHTOB, KOTOpPble OpraHv3auus lopuavdecku obsisaqHa
BbIMNOJ/HATD.

K gpyrum Tpe6oBaHWsIM OTHOCSATCS! HEY3aKOHEHHbIE [O0GPOBO/IbHbLIE 0653aTENLCTBA, KOTOPbIe Ha cebsi
NpPMHUMAaeT opraHusaLus:

- BO6POBO/bHBLIE KOAEKCHI NyuLleli NPaKTUK;

- [O6GPOBO/bHBIE KOAEKCHI NOBEAEHUSI U KOPNIOPATUBHOM 3TUKU;

- UAEHTUMUMPYEMbBIE OXMAAHUS COO6LLECTBA OTHOCUTENIbHO TOrO, 4TO SAB/SETCA A0NYCTUMbIM
noeejeHNeM ANA onpefesieHHONn 0Tpacan UK opraHusaLmy, BKIYas Haaexallee ynpasneHue, LOMKHbI
KOHTPO/Ib 33 MOLUEHHUYECKUM WSIN 3/1I0HAMEPEHHbLIM MOBEAEHNEM U MPO3PAYHOCTb MPUHSATUS PELLIEHNIA.

4.3 OnpegeneHne 06n1acTn NPUMEHEHNS CUCTEMbI MEHEXXMEHTA 3anucen

OpraHusauus [o/xHa onpefenutb W AOKYMEeHTMpoBaTb 06/7acTb MPYMEHEeHWs CBOei CcucTeMbl
MeHe)XMeHTa 3anucei.

O6nacTb npumeHeHuss CM3 MOXeT 0XBaTbiBaTb BCH OpraHu3aluio, KOHKPETHble (OYHKLMOHANbHble
nofpasfeneHnsi  opraHu3auuy, KOHKPETHble y4yacTKM opraHusauuum WAuM  OfHO, WU HECKOsbKO
(pyHKLMOHAIbHBIX NOApa3AeneHuil B paMkax rpynnbl opraHuaumii.

2
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Mpu co3pgaHnm CM3 ans OAHOTO WM HECKOMbKUX KOHKPETHbIX (YHKUMOHAabHbLIX MojpasfeneHuii B
pamkax rpynnbl opraHusauuii, o6n1actb npuMeHeHuss CM3 poskHa BKIYaTb B3aUMOOTHOLUEHMS MeEXAY
cy6beKTamMun 1 posib Kaxaoro cybbekra.

B Tom cnyuae, korga opraHusauus nepegaet CTOPOHHEMY UCMOMHUTENO Nobol npouecc, BAMAOLWUIA
Ha cooTBeTcTBME TpeboBaHuAM K CM3, opraHusauuMs [o/DKHa o06ecneynTb KOHTPO/Ab 3a Takumu
npoueccamu. YnpasneHue WUCMNOJIHUTENAMMU W npoueccamu, nepefaHHbIMU CTOPOHHWM  UCMOJSHUTENAM,
OOMKHO BbITb ONpeAesieHo B pamkax 06/1acti npuMmeHeHuss CM3.

5 Jlngupyowan posnb pykoBoacTBa

5.1 O6s13aTeNbLCTBA PYKOBOACTBA

Bbiclwee pykoBOACTBO AO/HKHO AEMOHCTPUPOBATL CBOM 0653aTenibcTBa nyTem:

- obecneyeHns coeMmecTumoctTn CM3 co cTpaTernyeckyMm Hanpas/ieHMeM opraHusaumu;

* BK/IOYeHnA TpebosaHuini K CM3 B 613HeC-NpoLecchbl opraHn3aLuuu;

- NpefloCTaB/IeHNss PecypcoB A/ CO3[aHusA, BHeApeHus, noffepxaHus B paboTOCNOCOOHOM
COCTOSIHUW Y MOCTOAHHOTO yny4weHns CM3;

- UHhopMMpPOBaHMA 0 3HAYMMOCTU pe3ynibTaTuBHOVW CM3 1 BbINO/IHEHNS TpeboBaHuii kK CM3:

- obecneyveHns gocTmxeHnss CM3 HameuyeHHbIX pe3ynbLTaTos;

- HanpasfeHUs 1 NOAAEPXKN NOCTOSAHHOTO COBEPLUEHCTBOBAaHMA.

MpumeyaHune — Ccblika Ha "6M3HEC- B HACTOALWEM CTaHAapTe MMeeT WMPOKOe TO/IKOBaHWE U O3HavyaeT
Ty AeATeNbHOCTb, KOTOpas ABNAETCA KN04YeBOi 418 o6ecneyeHns CyLecTBOBaHUA OpraHu3auun.

5.2 Monutuka

Bbiclwee pykoBOACTBO J0/KHO paspabartbiBarb NOANTUKY BeAeHNA 3anunceil. Takas Nnoantuka fosmkHa:

* COOTBETCTBOBATH Lie/IAM OpraHm3auuu;

- obecneunBaTb OCHOBY [/19 YCTAHOBMEHUS Liefleil ynpasBieHns 3anmcamu;

- BK/IIOYATb 06513aTeNbCTBO MO BbINOIHEHWIO AECTBYOLWUX TPE6GOBaHWIA:

- AOBOANTLCA [0 CBefeHns BceX PabOTHNKOB OpraHunsaumy;

* NPefoCTaBATLCA 3aMHTePeCcoBaHHbIM CTOPOHAM MO Mepe Heo6X0ANUMOCTY.

OpraHusauna fo/mHKHa COXpaHATb AOKYMEHTaIbHO 0DOPM/IEHHYI0 MHAOPMALMI0 O NONUTUKE BEAEHUS
3anwucei.

MonnTvka BefeHWA 3anuceid [o/HKHA BKAYaTb CTpaTermyeckme nnaHbl BbICIIETO YPOBHS B
OTHOLUEHWUN CO3[AaHUSI U YNpaBfeHUs [OCTOBEPHbIMW, HAAEXHbIMW W NPUTOAHBIMU NS UCMNOMb30BaHWA
3anucsaMuy, Cnoco6HbIMKM obecneymBaTtb BbiNOSIHEHUE (YHKUMIA W onepauuii opraHvsauuy u 3awmwaTb
LLle/IOCTHOCTb 3TUX 3anuceil A0 Tex nop, noka oHW MoryT notTpeboBarbes.

OpraHusauua pomkHa obecneyvBaTb [OBefeHUE MOMUTUKA BefeHUs 3anuceil A0 BCEX YPOBHEN
opraHu3aummn 1 BHefpeHue ee Ha BCeX YPOBHSX, a Takke foBefeHne ee [0 CBeAeHNA BCeX CyOBLEKTOB UK
nuy, (Takmx Kak napTHepbl UK NoApPAAUNKN), paboTaloLmx ¢ Heil unu eicTByOLWmMX OT ee Imua.

5.3 dyHKUMM, 06593aHHOCTN U MOSTHOMOYUNSA OpraHmn3aymn

5.3.1 O6uwwne nonoxeHus

Bbicluee pykOBOACTBO [AOJ/HKHO OGecneunTb OnpegesnieHve, pacnpepenieHne u foBefeHne A0 Bcex
paboTHMKOB oOpraHu3auun, a Takke [0 CYObEeKTOB WAN OTAENbHbIX /L, B3aMMOAENCTBYOLUX C
opraHusauuein unM AencTByOWMX OT ee VMMEeHMW, (PYHKUUA, 0683aHHOCTE M MOJTHOMOYUIA, CBA3AHHbLIX C
MEHe)KMEHTOM 3anuce.

O65A3aHHOCTM [AO/IXHbI pacnpefensitbCsd COOTBETCTBYHLIMM 06pa3oM cpeau BCero nepcoHana B
COOTBETCTBYHLNX NOAPA3LEe/IEHNSIX U HA COOTBETCTBYHOLLMX YPOBHSIX B pamKax opraHusauunu, B 4acTHOCTH,
cpean BbICLLIErO PYKOBOACTBA, pPyKOBOAWTEse mnporpamMm, CneuvasuctoB Mo BeAEHUH  3anucei,
cneuuanncToB MO MH(OPMALMOHHBIM TEXHOIOTUSAM, CUCTEMHbIX aAMWHACTPATOPOB M BCEX APYrnx B
COOTBETCTBMM CO CBOMMM 06A3aHHOCTSIMM, KOTOPble (QOPMMPYIOT 3anncy M ynpasasioT UMK Kak YacTbiho
cBoeli paboTbl.

Nnguvpylowaa ponb BO BHeApeHun CM3 fgo/mkHa npuHagnexaTb KOHKPETHOMY MpefcTaBuTesnto
BbICLLEr0 PyKOBOACTBA. B Tex cnydyasix, Korga 3Toro TpebGyrT macliTabbl U C/0XHOCTb OpraHusauuu, a
Takke ee npouecchbl ynpaB/ieHUss 3anucsaMK, KOHKpPeTHas posib AO/KHa OblTb OTBeAeHa npeacTaBUTesto
pykoBoAcTBa Mo paboTe C 3anucsMu, MWMEKLWeEMY ChneunasbHytlo MNOArOTOBKY W KOMMETEHTHOCTb.
PacnpepeneHne 06sa3aHHOCTEN U NX B3aUMOCBSI3U A0/KHbI ObITb JOKYMEHTUPOBAHbI.
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5.3.2 O653aHHOCTM pyKOBOACTBA

M3 cocTaBa BbICLLUErO PYKOBOACTBA A0/KEH ObiTb HAa3HAYEH KOHKPETHbI npeacTaBuTeNb, KOTOPbIN,
He3aBWUCKMO OT ApYrnux 06a3aHHOCTEeN, AO/MKEH HECTU OTBETCTBEHHOCTDL 3a:

a) NnpuHATMEe Mep no OPMWPOBAHWUIO, BHEAPEHUIO W MNOAAEPXKAHWIO B [AO/HKHOM COCTOSIHUU B
COOTBETCTBMM C TPe6OBaHMAMMN HACTOSLLLErO CTaHAapTa:

b) cofeicTerne ocsefgomMeHHocTn 0 CM3 no Bceil opraHusauum:

C) fonxHoe pacnpefenenve dyHkuniAi 1 obasaHHocTeln, onpedeneHHbix B CM3, n obecneyeHue
KOMMEeTEHTHOCTN NepcoHasna, BbIMOTHAOWETO 3TN PYHKLUN.

MpuMeuyaHne — B 3aBUCUMOCTM OT C/IOXHOCTW CTPYKTYpbl OpraHu3auuy 06s13aHHOCTM  MOryT
MPefoCTaB/ATECS KOHKPETHOMY [O/DKHOCTHOMY JIVLLY WM Fpyrine SnL,

5.3.3 OnepaTuBHble 0693aHHOCTM

Bbicwee pykoBOACTBO OpraHu3aLvmn 4O/HKHO Ha3HauYUTb KOHKPETHOTo npeAcTaBuTenss pykoBOACTBA Mo
paboTe ¢ 3anucAMMW, KOTOpbIi [O/DKEH BbINOMHATL ONPefEesieHHYl0 posb, UMETb OnpefAeneHHble
06513aHHOCTU W NO/THOMOYMS, B TOM YnCne:

a) BHegpeHne CM3 Ha onepaTtMBHOM YPOBHE;

b) NpefcTaB/fieHne OTYETOB BbICWIEMY PYKOBOACTBY MO pesynbTatuBHocT CM3 ansa nposefeHus
aHasnu3a, BKIloYas pekoMeHgauum no CoBepLleHCTBOBAHWIO:

C) yCTaHOB/IEHME CBA3eli C BHELLHUMI CTOPOHaMM No Bonpocam, kacawwmmes CM3.

MpumeyaHne — OYHKUMM NPeACTaBATENS PYKOBOACTBA WM NPELCTaBUTENS ONEPATUMBHOMO OTAena Mo
paboTe C 3anucsMy MOTYT BbINOTHATLCA OAHUM U TEM e JINLIOM WV rpynMoii v,

6 [lnaHvpoBaHue

6.1 Mepbl N0 N3YYEHNIO PUCKOB N BO3MOXHOCTEN

OpraHu3aums Jo/mkHa aHannsmposaTb BONpOCkl, NpuBefeHHble B 4.1, n TpeboBaHus, NpUBEAEHHbIE B
4.2, v onpefensitb PUCKN 1 BO3MOXHOCTMW, KOTOPbIE AO/MKHbI ObITb N3Y4eHbl, C Le/blo:

a) obecneyeHnn foctmwkeHnss CM3 HameuyeHHbIX pe3ynbTaTos;

b) NpeAoTBPaLLEHUS HexenarTe bHbIX NocneCTBUIA:

C) peanvsaLumm BO3MOXHOCTEl A1 COBEPLUEHCTBOBAHUS.

OpraHu3aumns fo/kHa oueHuBaTb NOTPEBHOCTb B M1AHMPOBaHWU Mep N0 U3YYeHUI0 Takux PUCKOB U
BO3MOXHOCTE 1 B COOTBETCTBYIOLUMX CryYasx:

* BK/IOYATb U peann3osbiBaTb 3TW Mepbl B npoueccax CM3 (cm. 8.1);

- obecneunBaTtb Hannume MHopmauuy AN OLEeHNBaHUS Pe3yIbTaTUBHOCTM Takux mep (cm. 9.1).

6.2 Llenu ynpaBrieHna 3anucamm U naaHbl No nx AOCTUXEHUIO

Bbicliee PpykoBOACTBO [O/KHO obecneumBaTb YCTaHOBMAEHWE LeNei ynpasBneHus 3anucamu u
[OBefieHne VX A0 CBeAEeHMS COOTBETCTBYHOLMX (PYHKLMOHAIbHbLIX MoApasfesieHuini 1 ypoBHen B pamkax
opraHusaumu.

Llenn ynpaBneHuns 3annucsimm fODKHbI:

a) COOTBETCTBOBATbL MNO/IMTUKE BEAEHUS 3anNUCEN;

b) 6bITb U3MEPUMbIMUK (NPW HATNYUM BO3MOXHOCTK);

C) NpUHMMaTb BO BHMMaHWe AeicTBylolmne TpeboBaHus:

d) noaBepratbCa MOHMTOPUHTY W akTyanu3auumn no mepe Heo6XxoAMMOCTU.

Lenn ynpasBneHus 3anucaMu  LO/DKHbI  ONpefensATbCs Ha OCHOBe aHanusa [esiTesIbHOCTU
opranusauun. OHWM [0/KHbI ONpeAenaTb Y4YacTKM, Ha KOTOPbIX B HauWOOMbLUei CcTeneHn BO3MOXHO
npUMeHeHWe 3aKkoHOAATeNbCTBa, periamMeHToB, APYrMx CTaHAapToB W OMTWMasibHbIX MeETOAOB ANA
chopMuMpoBaHMA 3anncei, OTHOCALLMXCS K AeATeNbHOCTY opraHm3aumn.

Llenn ynpaBneHus 3anucamu  AO/KHbI  YUYWTbIBATb MacliTabbl OpraHusauuu, xapaktep ee
[eATeNbHOCTH, ee NPOAYKUMIO 1 YCNyrK, a Takke MecTOMNo0XeHVe, NpaBoBY/aAMUHUCTPATUBHYIO CUCTEMY
N KyNbTYpPHYIO cpeay, B KOTOPOU OHa (DYHKLMOHMPYeET.

OpraHun3aumns Ao/MKHa COXPaHATb [OKYMEHTa/lbHO 0hOpMIEHHYO MHDopMaLMIo, KacatoLlyocs uenei
ynpaBfeHns 3anmcamu.

[na nocTuxeHna cBoux Leneii ynpaBneHus 3anucamy opraHusaums 4o/hkHa onpeaennTs:

- KTO 6yfleT HecTV OTBETCTBEHHOCTb:

- Kakve waru 6yayT npeanpuHAThHI;

- Kakne pecypcbl noTpebytoTcs;
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- korga 370 6yfeT 3aBepLUEHO;
- kaK 6yayT oLueHnBaTbCA pe3ynbTaThbl.

7 Ob6ecne4veHune

7.1 Pecypcbl

Bbicllee pyKOBOACTBO AO/DKHO BbIAENATb W obecneumBaTb Hasvume pPecypcos, HEOBXOAMMBIX ANA
yHKLMOHMpoBaHNa CM3.

YnpaBrieHne pecypcamu BK/IOYAET:

a) HageneHne OTBETCTBEHHOCTbIO MepcoHana, CrnoCO6HOro BbINOAHATH (DYHKLMKW, OnpedesieHHble B
CM3:

b) Nepnoanyeckyto NPOBEPKY KOMMETEHTHOCTN 1 YPOBHSA NOATOTOBKM TAaKOro nepcoHana;

C) nogfepxaHve 1 yCToONYMBOCTb PECYPCOB Y TEXHUYECKOW MHAPACTPYKTYPbI.

7.2 KOMNETEeHTHOCTb

OpraHu3sauma fosmKHa:

a) onpefenaTb HeoOXOAMMYK KOMMNETEHTHOCTb MepcoHana, BbiNONHAWLWeEro paboty noj ee
ynpaBsieHneM, Kotopas BAvseT Ha 3(pheKTMBHOCTb ee NPOLECCOB U CUCTEM YNpaB/ieHNs 3anucamu:

b) rapaHTUpOBaTb HanMuMe y nepcoHana A0CTaTOYHON KBanudukauum kak pesynbtara Nosly4eHHOro
06pa3oBaHus, NOATOTOBKM 1 ONbITA;

C) Nnpy Heob6XOoAMMOCTV MPUHUMATL Mepbl ANA NpuobpeTeHns Heo6XoAMMOl KOMMETEHTHOCTU W
oueHuBaTb pe3yNbTaTUBHOCTb MPUHUMAEMbIX Mep;

d) coxpaHsiTb  COOTBETCTBYHLLYD  AOKYMEHTUPOBAHHYIO MHhopmauuio KaK  cBMUAETeNnbCTBO
KOMMNETEHTHOCTMW.

MpumeuvaHne — K npuHUMaemblM mMepaMm MOXEeT, B 4aCTHOCTM, OTHOCUTLCA OpraHusauus noAroToBKM,
Oﬁy‘-leHVIB nnn HasHa4yeHne Ha HOBble AO0J/DKHOCTU paﬁOTHVIKOB opraHusayuu nnn npuem Ha pa60Ty, nnun npmueneyeHne
ANA BbINOSIHEHNA pa60T KOMMNETEeHTHbIX cneynanancTtos.

7.3 NHhOpMNPOBaAHHOCTb M NOATOTOBKa

OpraHusauus fomkHa obecneynsaTb 0CBEAOMIEHHOCTb PAOOTHUKOB:

a) 0 Heob6Xx0ANMOCTM N 3HAYMMOCTU MX MEePCOHaNbHON AEeATENbHOCTU K O TOM. Kak OHW CNOCOGCTBYIOT
pocTmxeHuto ueneii CM3;

b) 0 BaXHOCTW COOTBETCTBMA NonuWTMKe W npouegypam CM3, a Tawke TpebOBaHMAM CUCTEMbI
MeHeKMeHTa:

C) 0 BaxHbIx acnektax CM3 1 cBA3aHHbIX C HUMW (haKTUYECKMUX WA NOTEeHUMaNbHbIX BO3AEACTBUAX HA
nx paboTy 1 0 NpenMyLLecTBax KaieCTBEHHOTO BbINOHEHNA pabounx 3afaHunii;

d) 06 nx hyHKLMAX N 06A3aHHOCTSX NO BbINOSIHEHUIO Tpe6oBaHuii CM3;

€) 0 NoTeHUManbHbIX NOCNEACTBUAX OTKIOHEHNSA OT YCTAHOB/EHHbIX NpoLeayp.

OpraHusauua [o/mkHa paspaboTarb MNOCTOSIHHO [AeicTBYOLLyl0 nporpamMmmy o6yyeHus npoLeccy
hopMupoBaHMA U ynpasneHus 3anucamu. MNporpamMmbl 06yyYeHus TpeboBaHUSM U MeToAam ynpaseHus
3anncAMK A0/MKHbI OXBaTblBaTb BECb MEpPCOHaN opraHusauumn, BKAYas NOAPSLUMKOB M MepcoHan Apyrux
opraHuM3auuii B cnyyae HeobxogumocTu. Tpebyemas KoOMNeTeHUUs ¥ KBanudmkaums  pasfinyHbIX
cneumanycToB B OTHOLIEHWW YyMpaBfeHUs 3anucaMy AO/DKHbl OLEeHWBaTbCA, WAeHTMUUMpoBaTbCA U
BK/HOYATLCA B Mporpammbl NOArOTOBKW, paspabatbiBaemMble 1 NpefocTaBseMble opraHu3aumnei.

7.4 O6MeH nHopmMaumen

OpraHu3auns fo/mkHa paspabaTbiBaTb, BHEAPSATb, AOKYMEHTMPOBaTb W NoAfepXxuBaTb B pabouem
COCTOSIHMM Npouefypbl BHYTPEeHHero o6meHa uHcopmaumein o CM3 1 cBoeil NonuTuke U Lensix BeAeHus
3anuceii. BHyTpeHHWIi 06MeH uHdopmaumen ansa obecneveHuns pesynbtatnBHoct CM3 gomkeH Bka4vaTb
pacnpepeneHve 0653aHHOCTEN, onepaLoHHble Npoueaypbl U AOCTYN K AOKYMEHTaL .

OpraHu3auus fo/mKHa NPUHUMATL PELUEHUs 0 HEOGXOAMMOCTU Nepeaayn nHopMaumm o ceoeil CM3
4pyruM cy6bekTaMm (Hanmpumep, NpU  HaaMuuyM COBMECTHbIX 6Gu3Hec-npoueccoB). Ecnu npuHumaeTcs
pelleHne o0 nNepefgave MHopmaumm, opraHnsaums foxHa paspaboTarb cpeAcTsa nepegayn nHdopmalum.
B 3aBMCYMOCTV OT YPOBHS B3aWMOZAENCTBUSA C BHELLUHUMW CTOPOHAMM, TaKUMU Kak NOAPSLYMKN, 3aKaszunku 1
NOoCTaBLLMKL, peyb MOXeT UATU 0 nepegaun uHgopmaumm o CM3 1 ee Lensix Ha BbICOKOM YPOBHE WK
nepegaye AOKYMEHTaLMN O KOHKPETHbIX NpoLeaypax.
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7.5 [okymeHTaumna

7.5.1 O6wume nonoxeHus

OpraHusaumns gosHkHa JOKyMeHTupoBaTb cBolo CM3. DTO BK/IOYAET HasMume CaHKUWOHWPOBAaHHbIX
3asBNeHUiA:

a) 06 o6nactu npumeHeHusa CM3;

b) 0 NONUTUKE W LeNnsx;

C) 0 B3aVMO3aBWCMMOCTM M B3aMMoOCBA3AX Mexay CM3 u gpyrumm cuctemMamum MeHegxMeHTa
opraHmsauuy nn Mexay opraHnsauuamu;

d) 0 fOKYMEHTMPOBaHHbIX NpoLegypax cornacHo TpeboBaHNsaM HacTosIWero ctTaHaapTa;

€) 0 [AOKyMeHTauuu, KOTOpYyl  opraHusaums cuutaeT Heobxogumoli ans  obecneuyeHus
pe3ynbTaTMBHOIO MaHNPOBaHNsA, MYHKUMOHMPOBAHUSA 1 yNpaBieHns npoLeccamu.

MpumeyvyaHnsa

1 TepMuH «AOKyMEHTMpOBaHHasa npoueaypa», KOTOpbI BCTpeyaeTcss B HacToslWweM cTaHAapTe, Oo3HayaeT, yTo
npoueaypa 6bina paspaboTaHa, 4OKYMEHTUpOBaHa, BHeApeHa 1 nogaepxneaetcs B paboyeM COCTOSHUN.

2 O6bem gokyMmeHTauun CM3 MOXeT OTInYaTbCA B 3aBUCMMOCTY OT OpraHu3auunmn BCieacTBue:

- MacwTaboB opraHm3auuun v BUOB AeATeNIbHOCTU, KOTOPOil OHa 3aHNMaeTcs;

- TpaHnL, 1N C/IOXHOCTW BHE[PEHHbIX W peasn3yemMblX NPOLEeCCOB YNpas/ieHWs 3anucsiMm U CUCTEM YYeTHbIX
[OKYMEHTOB, B TOM 4ucne B Tex c/ay4yasx, korga B NpeAnpuUHNMaTenbCKoi [eATeNbHOCTU Y4YacTBYKT HECKObKO
opraHusauuii.

7.5.2 YnpaBneHue gokymeHTaumuei

HeobxoanMo ynpaBnAaTb [OKyMeHTauuel, koTopas TpebyetcAa pana dyHkumoHnpoBaHma CM3.
[JlokymeHTUpoBaHHas npouefypa Ao/hkHa onpefenaTb CpefcTsa ynpasieHus, Heobxoanmble Ans:

a) of,06peHnsa OKYMEHTaUUN Ha NpeaMeT aleKBaTHOCTU 10 ee BbINyckKa,;

b) aHann3a, aktyanusaumm n NOBTOPHOTO YTBEPXEHNSA [OKYMEHTaLum,;

c) obecneyeHns MAEHTUUKaLMM NSMEHEHNI 1 TEKYLLLero cTaTyca nepecMoTpa AoKyMeHTaLuu;

d) obecneyeHns Hannuma B MecTax WCMOMb30BaHNA COOTBETCTBYIOLWMX BEPCUA AeNCTBYIOLMX
[OKYMEHTOB;

e) obecneyeHns yao604MTaemMocTu U MAEHTUPULMPYEMOCTU AOKYMEHTaL K,

f) obecneyeHnsa unaeHTUMKaALMM [OKYMEHTaUUW BHELWHEro MNPOUCXOXAEHWA W ynpasfeHus ee
pacnpocTpaHeHuem;

) NpefoTBpalleHns  HempeAHamMepeHHOro  MCMoNb30BaHUS  yCTapeBlUel  JoKymMeHTauun u
naeHTudmkKaummn ee kak TakoBoi, ecnm oHa byeT MCnosb30BaTbCs B KaKMX-IM60 Lensx.

K pokymeHTaumn CM3 OTHOCAT 3anucu, BefeHWe KOTOpbIX OCYyLLecTBAsSieTCSs B cUMCTeMe 3anuceit.
Mpouenypbl OPMMPOBAHMA W ynpasneHus AokymeHTauueid CM3 [O/KHbI COOTBETCTBOBaTb O6LMM
npoueaypam chopMupoBaHna 1 BefeHus 3anuceli (cM. 8.2. nepeuncneHve c).

8 dDyHKUMOHMpOBaHWe

8.1 OnepatnBHOE NAaHNPOBAaHNE U KOHTPO/b

OpraHusaumsa [o/mKHa onpefensAtb, NJaHMpoBaTb WM KOHTPO/AMPOBATb Te MpoLecchl, KOoTopble
HeobXoauMbl AN PacCMOTPEHUS PUCKOB M BO3MOXHOCTEW, onpegensembix B 6.1, v y[0BNeTBOpeHUs
TpeboBaHWii, ycTaHOBMEHHbIX B 6.1, nyTem:

* YCTAHOBMIEHUS KPUTEPUEB AN ITUX NPOLLECCOB;

* OCYLL,eCTBNEHNS YNPaBAEHNA 3TUMU NpoL,eccamyn B COOTBETCTBUN C 3a4aHHbIMU KpUTEPUSIMU;

* COXpPaHeHUs [O0KyMeHTasIbHO 0(hOPMIEHHON MHAOPMaLun A1a NOATBEPXAEHUA TOr0, YTO NpoLecChl
peanusyloTcs, Kak 3anjiaHnpoBaHo.

OpraHusauymsa  AO0/HKHA  KOHTPO/AMpOBaTb  3anfiaHWpoBaHHble  W3MEHEHUS U aHa/iM3npoBaTb
nocneAcTBUA HENPEeAYCMOTPEHHbIX W3MEHEeHW, MPUHUMAs Mepbl MO CHMKEHWUIO MObLIX OTPULATENbHbIX
adppekToB N0 Mepe HeOBXO0ANMOCTH.

OpraHu3aums Ao/XHa ynpasisaTb npoueccamu, KOTopble OTAaHbl Ha CybrnoApsaf WAW BbINOMHATCA
CTOPOHHMMM OpraHM3auvsaMm.

8.2 MpoeKkTupoBaHue NPOLECCOB MeHeAXMEHTa 3anMcsamm

Ona co3pgaHna CM3 opraHusaums fo/bKHa CNpoekTMpoBaThb MPOLEeCcChl MeHe)XMeHTa 3anucamn B
COOTBETCTBMM CO C/AEeAYOLWMM MNIaHOM.
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a) MpoBegeHne aHann3a pabounx NPoLLEeCcCcoB C LeNbio onpeaenerHns TpebosaHnini K GOPMUPOBaHUIO U
ynpaBfeHunio 3annceii B OTHOLIEHNN HEMpepbIBHbIX MPOLLECCOB ¥ YAOBNETBOPEHNS NHTEPECOB YHACTBYHOLLUX
CTOPOH, BKOYas otyeTHocTb (cM. MCO/TO 26122).

b) OueHVBaHNe PUCKOB, KOTOPble MOrYyT BO3HUKHYTb B CBA3WM C HEBO3MOXHOCTbIO KOHTPO/MPOBATbL
NoA/IVHHbIE, AOCTOBEPHbIE U NPUTOAHbIE AN1A UCMOMb30BaHMA 3anucu o busHec-npoLieccax opraHm3aLmm:

1) 415 OLUEHKN YPOBHEW PUCKOB;

2) onpefeneHns  MNpUMEMNIEMOCTM  PUCKOB Ha OCHOBE YCTAHOB/IEHHbIX KPUTEPUEB WK
Heo6Xx04MMOCTUN yNpaBneHUs puckamu;

3) BbISIB/IEHUS N OLLEHNBAHNA BO3MOXHOCTEW ynpaB/ieHns puckamu.

c) Onpegenenune npoueccos (cM. MpunoxeHne A. Kacarolileecsi NPOLECCOB YnpasB/ieHnsa 3anucsmu,
KOTOpble AO0/DKHa WCNOMb30BaTh OpraHu3auyus), Crnoco6CTBYIOWMX (OPMUPOBAHWIO U yrpaBieHWo
3anucammn, 1 nopsigka ux peanusauum B CcUCTEMax, a Takke BblGOp TEXHWYECKUX CPeAcTB, NnoAnexalymx
MCNO/b30BaHNIo.

1) dopmupoBaHme:
i) ycTaHOBNEHWe TOro, Kakme 3anucu, Korga u Kak AO/DKHbl 6biTb COPMUPOBaHbLI M 0606LLEHbI
AN Kaxpaoro 6usHec-npouecca;
M onpefenieHne KOHTEHTHOW, KOHTEKCTHOW W ynpaBnswouwel uHgopmaumn (MeTafaHHbIX),
KoTopas fo/mKHa ObITb BK/OYEHA B 3amMnCh:
L) npuHATME pelleHnss O TOM. B Kakoi chopme W CTPyKType AO0/DKHbl (hopMupoBaTbCa U
HakannMBaTbCA 3anucy;
iv) onpegeneHne noAxoAAWmNX MeTof0B (hOPMUPOBAHUS U HaKannBaHUA 3anvicei.
2) YnpaBneHue:
i) onpefeneHve  TOro, Kakas ynpasnswouwas uHopmauua  (MeTagaHHble)  AO/HKHa
hopmMmMpoBaTLCS Ha OCHOBAHUWN NPOLLECCOB YMpaBfeHns 3annucsiMy 1 Kak oHa byaeT cBa3aHa
C 3anMucsMU 1 KOHTPONIMPOBATLCA C TEYEHNEM BPEMEHU;
il) ycTaHOBNEHWe NpaBw/ 1 YCNOBUIA MCMO/Ib30BaHUS 3annceli ¢ TeYeHNneM BpEMEHU;
iii) obecneyeHne NPUrogHOCTY NCNOb30BaHWA 3anuceli C TeHeEHMEM BPEMEHM;
iv) ycTaHOB/IeHMe NopsaAKka CaHKLMOHVPOBAHHOIO N3BbATUA 3anvceil N3 obpalleHns:
V) yCTaHOB/IEHNE YC/IOBUIA, KOTOPblE AO/KHbI MPUMEHATHCA ANA BeAEHUs U NoAAepXaHus B
paboyem COCTOSHNM CUCTEM MEeHeMKMeEHTa 3anvcsiMu.

Ona  pocTvxeHna 3TUX Leneil [O/MKHbl NPUMEHATbLCSA Mpoueccbl WM cpefcTBa  ynpasneHus,
npueefeHHble B MNpunoxeHun A. ¢ y4eTOM pecypcoB opraHu3auumn, 6usHec-cpefbl U BbISIBIEHHbIX PUCKOB, a
Takxe HOpMaTUBHON 1 COLNanbHOW cpefpl.

8.3 BHejgpeHue cuctem sanucei

OpraHusaums fo/XHa OCYLLEeCTB/ATh cnefyloline AeicTBUS:

a) BHeApATb Npouecchl 3anvceli B cuctemax 3anucei gnsa AOCTMXKEHNSA YCTaHOB/IEHHbIX Lienei;

b) NPOBOAUTL PErynAPHbIA MOHUTOPUHT 3a Pe3y/IbTaTUBHOCTLI (DYHKLMOHMPOBAHUSI CUCTEM 3anuceit
Ha OCHOBaHUN 6u3Hec-TpeboBaHuii U Leneil BegeHns 3anuceit;

C) perynmpoBaTb PYHKLMOHNPOBAHUE CUCTEM 3anUCEiA.

NMpumeuyaHue — B ycrnoBusiX 3NEKTPOHHOTO O6MeHa [aHHbIMW (Hanpumep, Npu aAMUHUCTPUPOBAHUM, B
rocyfapCTBEHHOM 1 KOPMOPATMBHOM YNpas/ieHWn, TOProB/ie) NPoLecchl yrnpasieHust 3anucsiMn 6yayT B 60/bLuelt cTeneHu
aBTOMaTU3NpPOBaThCs 1 06ECMeYMBaThCsi aBTOMATU3MPOBAHHLIMKM CUCTEMaMU BeAeHus 3anuceir. CyuiecTByloT
npoueccyasnbHble HOPMbl OnpeseneHus PyHKLMOHaNbHBIX Tpe6GoBaHNi. ABTOMaTU3MPOBaHHbIE CUCTEMbI BEAEeHUs 3anuceit
[,0/DKHBI COOTBETCTBOBATL (PYHKLMOHA/IbHBIM TPE6OBAHMSIM, COBMECTUMbIM C TPE6OBAHUSIMU HACTOSAILLEr0 CTaHaapTa.

9 OueHKa pe3ynbTaTUBHOCTU AeATeSIbHOCTU

9.1 MOHUTOPUHT, U3MEpEeHne, aHasin3 U OLeHNBaHne

9.1.1 OpraHu3aumsa foskHa onpeaensaTb:

- YTO MOANEXUT U3MEPEHMNIO U MOHUTOPUHTY;

* MeToAbl MPOBEAEHVNS MOHWUTOPUHIA, W3MEepeHus, aHann3a W OLEeHWBaHWA, WUCXOAA W3 peasbHOW
cuTyauun, Ans nonyvyeHns o60CHOBaHHbIX pe3ynbTaTos;

- Korga A,0/MKHbI NPOBOAUTHCA MOHUTOPVHT U U3MEPEHUE:!

* KOrja f0/HKeH NPOBOAUTLCA aHaNN3 pesyibTaToB MOHUTOPVHIA U U3MEPEHUS.

9.1.2 OpraHm3aumsa [O/XHa OueHuBaTb pPe3y/bTaTUBHOCTb MNPOLLECCOB W CcCUCTeM 3anuceid K
pe3ynbTatnBHoCTb CM3.
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MoM1MO 3TOro opraHun3aumsa foskHa:

a) 0 cny4yaB Heo6Xx0AMMOCTVM NPUHMMATb Mepbl B OTHOLEHWW HeratuBHbIX TEHAEHLMA nam
pe3ynbTaToB A0 BO3HUKHOBEHWS HECOOTBETCTBUS;

b) COXpaHATb COOTBETCTBYHOLLYID LOKYMEHTa/IbHO O(DOPM/IEHHY MH(OPMAaLMI0 KaK CBUAETENLCTBO
NONYyYeHHbIX pe3ynbTaTos.

9.1.3 [na oueHkn pesynbTtatueHocTM CM3 opraHusauus [O/DKHA NPOBOAWTb MOHUTOPWUHT K, B
3aBMCUMOCTU OT 06CTOATENLCTB, M3MEPEHUE C/eAYIOLWMX COCTaBASAIOWMX N0 Mepe He06X0ANMOCTH:

a) NoNNTUKK BeAeHus 3anuceit, 4Tobbl yb6eAnTbCA B TOM, YTO OHa OTpaxaeT Tekyliue [fefloBble
NOTPe6HOCTY 1 aKkTyannsmpyeTcs B Ciiydae MobbIX 3HAYMMbIX NEPEMEH B opraHu3auum;

b) ueneil BefeHWs 3anuceli, YTo6bl y6eAMTbCA B TOM, YTO OHU COrNAaCylTCA C NOMUTUKOW BefeHus
3anucen, ABNSAIOTCA JOCTUXMMbIMUW, [eCTBYOLVMMN 1 CNOCOGCTBYIOT NOCTOSSHHOMY COBEPLUEHCTBOBAHWIO;

C) U3MeHeHwuli B 6U3Hec-TpeboBaHNAX, 3aKoHoAaTe bHbIX U NPoUnX TpeboBaHusAX, BAUSOWMX Ha CM3;

d) HanMuMA 1 [4OCTaTOYHOCTU pecypcoB, BKAYasa (DUHAHCOBbIE, YesloBeYeckne, NHPacTpyKTypHble,
Hay4HO-TexHuyeckme nap.;

€) afleKBaTHOCTM Ha3Ha4YeHWn 1 pacnpefeneHns yHKLmWi, 06a3aHHOCTEN 1 NOSTHOMOYWIA:

f) pesynbTaTMBHOCTA  AEATENbHOCTM  JIWL, HECYWWX OTBETCTBEHHOCTb 3a BHegpeHne CM3,
npeacrtasneHve otyeToB Nno CM3 n pacwumnperHe nHopmMmpoBaHHocT 0 CM3;

[) pe3ynbTaTUBHOCTU  BbIMO/IHEHWA  NpoueccoB U (DYHKUMOHWPOBAHMA  CUCTEM  COrM/IacHO
NOCTaB/IEHHbIM LieNsim:

h) focTaTo4HOCTV AOKYMEHTaLun 1 fO/MKHON peanv3auun npoueayp ynpasneHusa 3annucamu;

i) pesynbTaTMBHOCTM CUCTEM 3anuceil [ANS [OCTUXKEHUS CTpaTernyeckux, YynpaBfieHYecKux W
hMHaHCOBbIX Leneil opraHusauuM C UCMNOMb30BAHMEM Mep. OnNpeAensembiX Npu BHEAPEHWU CUCTEM
3anucel;

j) pesynbTaTMBHOCTY NpOrpaMM NOATOTOBKM U pacluMpeHns MHpopMMpoBaHHOCTK 0 CM3 u cTpaTterun
o6MeHa nHopmaumeit;

K) yA0BNeTBOPEHHOCTN No/b30BaTesiell U OCHOBHbIX NapTHEPOB.

B Mpunoxenun C npuBefeHbl NpuMMeEpbl OLEHKU U W3MepeHusa nokasateneli B BuAe nNepeyHs
KOHTPOJIbHbIX BOMPOCOB A1 NPOBEAEHNSA CaMOOLEHKM.

KpuTepn MOHMTOPWMHIA ¥ U3MEpPeHWs [O/KHbl  (hOPMMPOBATLCA COMAcHO W3MEHEHUsIM B
couuanbHOM, 3KOHOMUYECKOM, CTpaTernyeckom Wi NpaBoBOM KOHTEKCTEe opraHusauuu.

9.2 BHYTpeHHNe NpoBepKnN CUCTEMbI

OpraHusaumsa Jo/mkHa MpPoOBOAMTb BHYTPEHHME MNPOBEPKM 4Yepe3 3annaHMpOBaHHblE MPOMEXYTKU
BpPEMeHU AN5 NoNyYeHns nHopmalmm, nomoratLLein onpefennTs, Hackobko CM3:

a) oTBeyvaer:

1) co6CcTBEHHBIM TpeboBaHusAM opraHunsauun k CM3.
2) TpeboBaHMAM HaACTOSILLEro cTaHaapTa:

b) pe3ynbTaTMBHO MCNO/b3yeTCa 1 NogAepXrnBaeTcs B paboTocnoco6HOM COCTOSHUN.

OpraHusaums Ao/mKHa:

* NNaHnpoBaTb, peasM3oBbiBaTb WM NoAafepxXvBaTb B paboyeM COCTOSHUM Nporpammbl MpPoOBeAeHUs
NPOBEPOK C Y4Y4eToOM UX NepuoguyHoOCTW, MeTOAO0B MNpoBefeHus, o06s3aHHOCTel, TpeboBaHWuii K
NIaHWPOBAHMI0 U OTYETHOCTU, a TaKKe NMPUHUMATb BO BHMMaHWE BaXKHOCTb WCMOJIb3yeMbIX MPOLLEeccoB U
pe3ynbTaToB NpeAblayLLmMX NpoBEPOK:

* ycTaHaB/MBaTb KPUTEPUN NPOBELEHMSA NPOBEPOK M 061aCTb KaX Aol NpoBepKy;

*BbIOVMpaTbL  @yAuTOPOB UM MPOBOAMTL  MPOBEPKM AN obecnevyeHWss  O6GBLEKTMBHOCTU U
6ecnpucTpacTHOCTM npoLecca ayanTa,

» 06ecneunBatb AOBEAEHNE Pe3y/IbTaTOB NPOBEPOK 40 COOTBETCTBYIOLMX PYKOBOAUTENE;

* COXPaHAATb  [AOKYyMEHTaslbHO O(OPM/IEHHYID WHMOPMaUMI0 KaK CBUAETENbCTBO  MOMYYEHHbIX
pe3ynbTaToB.

9.3 AHa/iM3 Co CTOPOHbI PyKOBOACTBA

Bbicliee pykoBOACTBO [O/MKHO NpoBepAaTb  hyHKUMoOHMpoBaHMe CM3  opraHusaumm  yopes
3annaHMpoBaHHbIE NPOMEXYTKN BpEMEHU ANns obecneyeHns ee NOCTOAHHON NPUrofHOCTU, afeKBaTHOCTU U
pesynibTaTUBHOCTMU.

AHasiM3 co CTOPOHbI PYKOBOACTBA [O/HKEH KacaTbCs;

a) peanusauny Mep, NPUHATLIX MO pe3ysbTatam npeablayLinx aHasm3os CO CTOPOHbI PYKOBO/CTBA,;

b) MU3MEHEHWI BO BHELLHWNX W BHYTPEHHMX acnekTax, oTHocAwmxes K CM3;
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C) MHhopMaUMM O Pe3y/IbTaTUBHOCTM (PYHKLMOHMPOBAHUS MPOLLECCOB WM CUCTEeM 3anuceit, BkIoYas

TeHgeHuun B:
1) HECOOTBETCTBUAX U KOPPEKTUPYIOLWUX AEACTBUSIX;
2) pe3ynbTaTax OLeHWBaHUSi MOHUTOPUHIA U U3MEPEHUS;
3) pesynbTatax NpoBepokK;

d) BO3MOXHOCTE A1 NOCTOSIHHOTO COBEPLLUEHCTBOBAHMS.

B pesynbTate aHanM3a CO CTOPOHbl PYKOBOACTBA AO0/DKHbI MPUHUMATLCS PELUEHUSs, Kacawowmecs
BO3MOXHOCTE 151 NOCTOSIHHOTO COBEPLUEHCTBOBAHUS 1 BO3MOXHOI HE06X0ANMOCTY BHECEHUS N3MEHEHWIA
B CM3.

OpraHusauust fosmKkHa COXpaHATb AOKYMEHTasIbHO O(OPM/IEHHYD MHOPMAaLMI0 KaK CBUAETEbCTBO
pe3ynbTaToB aHa/IM30B CO CTOPOHbI PYKOBOACTBA.

10 YnydweHve

10.1 YnpaB/ieHne HeECOOTBETCTBMSAMM U KOPPEKTUPYHOLME AENCTBUSA

OpraHuzauusa 4omkHa:

WBbIAB/ATL HECOOTBETCTBUSA:

* pearnposaTtb Ha HECOOTBETCTBUSA W. B C/ly4ae HEO6XoANMOCTH:

* NPVHUMAaTb Mepbl MO YNPaBeHN0 HECOOTBETCTBUAMMU, UX CLEPXKMBAHUIO U UCTIPABEHUIO;

* yCTPaHATb NOCNeACTBUSA.

OpraHusauma Takke A0/HKHA OueHVWBaTb HeOO6XOAMMOCTb B MPUHATAM Mep MO YCTPaHeHWo NpUYuH
HeCcoOTBETCTBUIA, BK/IOYaA:

a) aHanIn3 HeCOOTBETCTBUIA;

b) onpegeneHve NpPUYMH HECOOTBETCTBUIA;

C) BbISIBfIEHNE HA/IMUUSI MOTEHLMAbHbLIX @HAaIOTUYHbLIX HECOOTBETCTBUI rae-nn6o ewe B CM3:

d) oueHmBaHve NOTPeGHOCTM B MPUHATUM Mep MO NpPefoTBpaLLeHW0 MOBTOPHOTO BO3HWUKHOBEHWS
HeCcoOTBETCTBUI WU UX BO3HUKHOBEHUSA rae-nbo eLle:

€) onpefeneHne n peanusauus Tpedbyembix Mep;

f) npoBepka pe3ybTaTMBHOCTN NMPUHATLIX KOPPEKTUPYIOLLMX Mep:

[l) BHeceHve usmeHeHnin B CM3 B cnyvyae Heo6xoAMMOCTH.

Koppektupylowme  geictsus LO/KHbI COOTBETCTBOBATH nocneacTemsAM BO3HUKAIOLLNX
HecooTBETCTBUIA.

OpraHusauus Ao/HKHA COXPaHATb AOKYMEHTUPOBAHHYI0 UHOPMALMI0 Kak CBUAETENbCTBO:

1) xapakTepa HecOOTBETCTBUI U NIOBbLIX MPUHUMAEMbIX NOCNeAYOWNX Mep;

2) pe3ynbTaToB KOPPEKTUPYOLLUX AEACTBUNA.

10.2 NMocTosAHHOE yny4lleHue

OpraHu3aumnsa goxHa NoCTOAHHO ynyylwaTb pe3ysibTaTuBHOCTb CM3 nyTemM MCnonb30BaHUS NOSIUTUKN
BefleHWsi  3anuceil, Ueneli, pe3ynbTaToOB MPOBEPOK, aHanM3a [AaHHbIX, KOPPEKTUPYHLWWX  ©
npeAynpexaanLmx 4eiicTBUli 1 OLeHBaHUs, MPOBOAUMOIO PYKOBOACTBOM.

OyepefiHOCTb Mep MO YNYHLWEHUI0 [O/MKHA YCTaHABIMBATLCA COMMIacHO pesysibTaTaM OLEHKU PUCKOB
(cm. 6.1).
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Mpunoxexnne A
(o6s3aTenbHoe)

Mpouecchl 1 cpeAcTBa ynpas/ieHus

HacTosiuiee npunoxeHve fgaeT npefcTtasneHve 0 npoueccax W cpefcTsax ynpasieHus 3anucamu,
KOTOpble [AO/KHbI OblTb peann3oBaHbl. Peanu3aums MOXeT OCYLeCTBAATLCA AnddepeHuMpoBaHo B
COOTBETCTBUM C XapakTepucTukamu opraHvsauuu. PelleHne 0 HenprMeHEeHWM Kakoro-imbo mnpouecca
[OMKHO 6bITb 060CHOBAHO (HanmpyMep, opraHu3auusa MOXeT pelwuTb He npuMeHATb npouecc A.2.4.3
«Mepepaya», npuBedeHHbIi B Tabnuue A.l, NOCKONbKYy He NAaHUpyeTcs nepejada ee 3anucein apyroi
opraHusaumm).

Mpoueccbl M cpeacTBa ynpasfeHUs 3anucamu  6bin  CrpynnupoBaHbl W NPOHYMEpPOBaHbl B
Tabnuue A.1 cornacHo uenam, npueefeHHbiM B 8.2, nepeuucnenve c) 1) «dopmupoBaHue» u 8.2,
nepeyncrieHune c) 2) «ynpasneHue». 1o Kaxgomy npoueccy ynpasieHus 3anucamu npejnaraetca ofHo win
HECKONbKO CPeACTB ynpas/eHus.

Ta6nwunuya Al — lNpouyecchl 1 cpeAcTBa ynpasieHUs 3anucamm

Mpoyecc ynpaBneHus CpeacTBa ynpaBneHus

Al dopmuposaHne

Al.1l OnpepgeneHve TOro, kakue 3anucu, Koraa v Kak AO/DKHbl 6biTb chopMmpoBaHbl U 0606l eHbl 4N
Kaxpgoro 6usHec-npouecca

A.1.11 OnpepenexHne Bce onepauuvoHHble, OTYETHble, ayAUTOPCKME W Npouyme noTpebHoCcTM
notpebHocTN B yyacTBYIOLMX CTOPOH B nHhopMaLumn (0606LLeHHO B kKayecTBe 3anuceii ¢
MHdopmaLun COOTBETCTBYWOLUMN MeTafaHHbIMU) O npoueccax opraHvm3auun [0/HKHbI

CUCTEMAaTUYECKN BbIABMATLCA U [JOKYMEHTUPOBaTLCA

Al.12 Onpepenexve TpebosaHus K hopmMrpoBaHnto, 0606LLEHNIO N MEHEIKMEHTY 3anucei n

Tpe6oBaHwuii pelleHnss He HakanaMeaTb 3anucu ANs KOHKPETHbIX MPOLECCOB [O/IKHbI

onpeAenaTbCA Ha OCHOBaHWW 6GuU3Hec-TpebGOBaHWi, 3akoHOAATeNbHbIX U
UHbIX Tpe60BaHWi, [OKYMEHTaNIbHO OPOPM/IEHHbIX U CAHKLMOHNPOBAHHbIX

A.1.13 dopmupoBaHmne 3anucnm JoMXHbI (HOPMUPOBATLCS HAa MOMEHT (MM BCKOpe nocne)
[OCTOBEPHBbIX 3anuceii TpaH3akumu unm oco6oit cUTyauum, K KOTOPOK OHU OTHOCSATCS YacCTHbIMM
nuamu,  o6nafanwWwyUMn  HenocpefCcTBEHHbIM  3HaHWEM  (hakToB  Waun
cpeAcTBamMu,  NOBCEAHEBHO  WCMOMb3yeMbIMW  OpraHusauuein  ans
npoBeAeHNst TpaH3aKLum

A.l.14 OnpepeneHne cpokos [onxHa 6bITb paspaboTaHa npoueaypa ANA ONpefeneHus CPOKOB
XpaHeHus XpaHeHusa 3anuceii cornacHo TpeboBaHMAM Kaxoro paboyero npouecca

A.1.15 Paspa6oTka rpaduvka PelleHns OTHOCWUTENIbHO COXpPaHEHUA U U3bATUA  3anuceii  ©3
M3bATMA 13 obpalleHns obpalyeHuns, oCHOBaHHble Ha 6M3Hec-TpebOoBaHMSAX, 3akoHOA4ATEesbHbIX U

WHbIX TpeboBaHUAX, [O/MKHbI O6biTb [OKYMEHTasbHO Od)OpMIEeHbl B
rpaduke n3bATUA U3 obpalleHmsa

A.1.16 OnpepeneHne MeToA0B [omkHbl ObiTb BbiGpaHbl U [JOKYMEHTMPOBaHbl MeTO/bl WHTerpauum
VNHTErpMpoBaHHOro 0606LeHHbIX 3anuceli ¢ 6r3Hec-npoLeccamu
0606LeHns

A.1.2 OnpepgeneHve KOHTEHTHOW, KOHTEKCTHOW u ynpasnsiwolwein uHdbopmauymn (MeTafaHHbIX), KoTopas
NOANEXUT BK/IOUYEHUIO B 3anNncu

A.121 MaeHTndukaymsa LomkHa 6bITb onpeaeneHa u LOKyMeHTUpPOBaHa Kak YacTb TpeboBaHuii
KOHTEKCTyaslbHOW 1 K 3anucam wuHdopmauua, Heobxogumas ANS WAeHTUdUKauMM 3anucei
onucaresbHoi Kax/oro paboyero npotecca, BkIw4Yasa uaeHTudukauuio nogpasgeneHus
MHdopMaLuun opraHu3aummu, OTBETCTBEHHOTO 3a 3Tu 3anucy 1 paboyve npouecchbl

A 122 MaeHTudmnkayma Toyek Toukn, B KOTOPbIX MPOMUCXOAMT W3BMEYEHWE  KOHTEKCTyaslbHOM

n3BnevYeHna nHpopmaumm nHdhopmauum unu ee aobaBneHne B 3anncu, a Takke WCTOUYHUKU TaKoW
MHpopMauun AO0MKHbI 6bITb MAEHTUULMPOBaHbLI B npouegypax no
Kaxxgomy paboyemy npoteccy
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Mpogomkenne Tabnuupl A. 1

Al131

A.14
Al4.1

A.2
A21

A.2.11

A2.12.

A.2.13

A.2.1.4

A.2.15

A.2.16

A.2.2
A2.21

A.2.22

A.2.3
A2.31

Mpouecc ynpasneHns Cpefcrsa ynpasneHus

MpuHATUE pelleHUst 0 TOM. B KaKoi chopme U CTPYKType AO/DKHbI (DOPMMUPOBATHLCS M HaKan IMBaThes
3anucu

Onpepenexne JomkHa 6bITb naeHTUdMLMpoBaHa 1 AOKyMeHTMpoBaHa uHdopmauus,
KOHKPETHbIX TpeboBaHwuii a Takke popma ¥ CTpyKTypa WHopmauun, Tpebyemoi B KayecTse
3anuceli Ans kaxgoro paéoyero npouecca

OnpepeneHve NOAXOAALMX TEXHUYECKUX CPeACTB hopMUpoBaHusi 1 0606LLeHns 3anucei

Bbi60p TeXHUYECKnx Ana  xaxporo paboyero npouecca [AO/MKHbl  6bITb  BblOpaHbl
cpefcTs TexHuyeckme cpeacTBa opmupoBaHus U 0606LWeHns  3anuceit
(aBTOMaTM3MpOBaHHblE WM pyYHble). Bbibop u nwboe un3mMeHeHue

TeXHWYeCcKnXx cpeAcTB NoAnexar AOKYMEHTUPOBaHNI0

YnpasrneHue

OnpepgeneHune Toro, kakas ynpasnswowas nHcopmaymsa (metagaHHble) Ao/DkHA O6bITb chopMupoBaHa
Ha OCHOBe MpoLleccoB 3anuceil U kak oHa 6yfgeT yBsA3aHa C 3anuCAMW U YNpaBnATbCA C TeyeHnem
BpEMEHUN

Peructpauyus Ansa pa6ounx npoueccos, TPeGyLWUX CBUAETENLCTBO c60pa AaHHbIX,
[OMXHA  NPUMEHATbCA  npoueAypa peructpauum  3anuceil  nytem
NPUCBOEHUS UM  WHOMBMAYA/IbHOTO  WAEHTUMKATOpPA Ha  MOMEHT
o6o6weHns 3anuceli. [laHHaa npouegypa Ao/kHa obecneumBatb
OTCYTCTBME KaKUX-NMGO TpaH3akuuii ¢ yyacTnem 3anuceii o 3aBepLueHus
perncTpauum

Knaccudpmkauus 3anucun foMXHbl 6bITb CTPYNNMPOBaHbl (K1accutmLMpoBaHsl) COrnacHo
pa6ounm npoueccam, K KOTOPbIM OHU OTHOCSATCS

Knaccudukauus Cxema rpynnuposaHus (knaccuuumnpoBaHus) 3anuceil, oTpaxarwoLias
npupoay, KOMMYeCcTBO W CMAOXHOCTb paboynx NpoLeccoB opraHusauum,
[OMKHA 6biTb AOKYyMeHTupoBaHa (BK/OYaA W3MEHEHUS BO BPEMEHM) U
peanusosaHa Kak 4acTb npoLeayp aTux pabounx npoleccos

OT60p ynpasnswLei OnucaTenbHas n ynpasnstouias NHopmauus (anemeHTbl
MHpopmauum (anemMeHToB mMeTafaHHbIX), Tpebyemas [nNs QopmupoBaHMa 3anuceil No  Kaxaomy
MeTafaHHbIX) pabouemy npoueccy " ynpaBsneHus nMn. fomkHa 6bITb

naeHTuduLMpoBaHa n fJOkyMeHTupoBaHa

Onpepfenexune [omkHbl  6bITb  OMpegeneHbl MNpouecchbl ynpaBAeHus  3anucamu,
XPOHONMOTW COOGbLITHI KoTOpble [A0/MKHbI 6biTb 3athMKCUMpPOBaHbl B MeTajaHHbIX W YyBA3aHbl C

XpoHofornein cob6bITMiA. [o/mkHbl OblITb paspaboTaHbl npoueAypbl 4151
YBSI3KN XPOHOI0TUN COBLITUIA C 3aNNCAMW U COXpaHeHbl B TeYeHne TOoro xe
BPEMEHU, YTO U 3anuncu

YnpasneHve 3anmcamu PelleHnss OTHOCUTENIbHO TOrO, Kakue MeTafaHHble TpebylTcs Ans
B pamkax opraHusaLum NAEHTUPUKALMN, KOHTPONUPOBAHWUSA W yNpaBfeHWs 3anucsiMu Ha BCeX
YPOBHSIX OpraHusauMm n BHe €e. [JO/IXHbl ObiTb [OKYMEHTUPOBAHbI U

peanusoBaHbl

YcTtaHoB/ieHne npasua u ycn05w7| ANA ucnosb3oBaHUA 3anuceii c TeyeHnem BpeMeHu

Paspa6oTka npasun [0MxHbl 6bITb paspaboTaHbl npasBwuna ANs perynupoBaHus AocTyna K
poctyna 3anMcaAM  Ha ~ ocHoBe  TpeGoBaHuii  k  pabouMm  npoueccam,
COOTBETCTBYIOLLErO0 3aKOHOAATENbCTBA W. ecnuM 3To  LenecoobpasHo,
KOMMepYeckux coobpaxeHuit. Mpaeuna foMxHbl 6biTb 4OKYMEHTUPOBAHbI

1 [OMKHBI AelicTBOBaTb Tak 010, Kak TpebytTcs 3anucu

Peanusauus npasun MpaBuna foctyna AO/MKHbI Peanu3oBbIBATLCA B CUCTEMax 3anwuceit
poctyna nyTeM NPUCBOEHUS cTaTyca JOCTyna Kak 3anucsm, Tak U UCNOSTHUTENAM

CoxpaHeHne NpUMeHUMOoCTHn 3anucei c TedyeHnem BpemMeHun

CoxpaHeHue [omkHbl  6bITb  peanu3oBaHbl  Npouedypbl.  o6ecneuuBatoLine
LIeNIOCTHOCTY 1 LLe/I0CTHOCTb " 3aWwmuTy 3anuceit " npegoTepaLiaoLe
ayTeHTUYHOCTN HECaHKLMOHMPOBAHHOE MCMO/Ib30BaHWe, BHECEHUE W3MEHEHWH, U3bsATus,

COKpbITUE 1 (MN) YHUUTOXEHNE
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OkoHuaHve TabnuublA. 1

A.2.3.2

A.2.3.3

A.2.3.4

A.2.4
A24.1

A.2.4.2

A.2.4.3

A24.4

A.245

A.2.5
A251

A.25.2

A.253

A.254

A.25.5

A.25.6

A.25.7

MNpouecc ynpaBneHus

CoxpaHeHune
NPUMEHNMOCTUN

CoxpaHeHue
NPMMEHUMOCTHN

Mpegens n
orpaHuyeHuns

CpeacTB» ynpaBaeHus

CpeacTBa BeAeHusI/XpaHeHns 3anucei [LOMIKHbI oTBevaTb
COOTBETCTBYIOLWMM CTaHAapTam [Ans  WUCMNOofib3yeMblX HocuTeneit U
TEXHOMOIMMA, 4TOGbI ob6ecneunmBaTb WX AanbHelilWyld NPYMEHVMOCTb B
TeyeHune TpebyemMoro cpoka

[0MXHbI 6bITb paspaboTaHbl M BHEAPEHbI NpoLeaypbl AN o6ecneyeHns
[OCTYMHOCTW U NOSIHOLEHHOCTW LUMAPOBLIX 3anuceil ¢ TeyeHnem BpemeHw,
TaKKe BHE KOHTEKCTa UX hOpMUpPOBaHUS

OrpaHu4eHnsl, BK/OYas MCNONb30BaHWE KOLMPOBAHWSA, AO/KHbI 6biTh
CHSITbI MO UCTEYEHUIO YKA3aHHOTO Nepruosa BpeMEHU

OcyuiecTBNieHne CaHKLMOHNPOBAHHOIO N3bATKA 3anuceit U3 obpatyeHms

OcylecTBneHve
N3bATUS U3 obpaLleHns

CaHKL1OoHMpoBaHme
U3bATUA U3 O6paLLeHNs]

MNepepava

N3baTtna

CoxpaHeHuve
nHhopmaymm 06
YHUUTOXEHHbIX 3anncax

[oMmKHbI 6bITb paspaboTaHbl npoueayps! ansa aHanunsa,
CaHKLMOHNPOBaHNA W peanusauun pelueHnii 0OTHOCUTENIbHO COXpaHeHus u
M3bATUS 3anncein N3 obpalleHuns No kaxaomy paéouemy npoteccy

PelleHna 0OTHOCUTENBHO nepefayn, U3bATUA NN YHUUTOXEHUS 3anwuceii
AOJDKHbI 6bITb CaHKUMOHMPOBaHblI U AOKYMEHTUPOBaHbI

[onxHbl  GbITb  paspaboTaHbl W peann3oBaHbl Npoueaypbl  ANS
CaHKUMOHNPOBAHHON 1 KOHTPO/IMPYEMOW nepefaun 3anucein apyroi
opraHusauuy unm cucteme

[omkHbl  6blITb  paspaboTaHbl ¥ peanu3oBaHbl npoueaypbl  ANs

CaHKLMOHNPOBAHHOTO, PErynsipHoOro U3bATUSI 3anuceii, koTopble Gonblue He
TpebyOTCS, BK/IYAs WX MNEpeHoC B YAANEHHOE XpaHuiulie uu B
aBTOHOMHOE XpaHWnuLe AaHHbIX

B Tex cnyyasx, Korga xapakTep W C/OXHOCTb [AesATeNlbHOCTU W
ohuumanbHoe BefeHMe ydyeTa TPeGYWT 3TOro, [AO/DKHA COXPaHATLCA
ynpasnsoujas nHpopmaLns (peructpauyus. naeHTUMKaLms 7
XPOHO/OTNYeckne MeTaZiaHHble) 0 3anncsx, KoTopble GbiIN YHNUTOXEHbI

Co3zfaHue ycnoBuii 4N BeeHWs U NofAepXaHnsi B paboToCnoco6HOM COCTOSIHUM CUCTEM 3anuceii

MaeHtudumkaymns
cucTem 3anuvceii

[lokymeH TupoBaHue
BHEAPEHYECKNX pPeLIeHuit

JocTyn K cuctemam
3anuceli

Ob6ecneyeHune
[OCTYNHOCTK

ObecneyeHne
pesynbTaTMBHOCTM

Ob6ecneyeHune
LieNI0CTHOCTH

Ynpasnexue
N3MEHEHUSAMU

Bce cucTembl 3anuceil (Bkiouas GU3HEC-CUCTEMBI, XpaHsliMe 3anucu)
LO/MDKHBI  GbITb  4YEeTKO 0603HA4YeHbl, 3aKpenieHbl 3a OTBETCTBEHHbIM

BnagenbueM W AOKYMEHTMPOBaHbl B OMWUCU, KOTOpas  perynspHo
akTyanusmpyetcs
BHeapeHyeckne — pelleHuss N0 cUCTEMaM  3anuceli  JOSIXHbI

AOKYMEeHTUpoBaTbCA, A0J/DKHO o6ecneumBaTbCsi WX BbINOSIHEHWE, U OHU
AO0/DKHbI NPpefoCcTaBNATbCA BCEM NOJ/1b30BaTeNAM, KOTOPbIM OHU Tpeﬁy}OTCﬂ

[OMmKHbI  6bITb  paspaboTaHbl, [LOKYMEeHTMpOBaHbl U cobnogartbes
npaewna A/ perynvMpoBaHusi [OCTyna K CuUcTemMaM 3anuceid ¢ Lefblo
BbINO/IHEHUS 3aay4 N0 CUCTEMHOMY afMUHUCTPUPOBAHUIO

[oMmKHbI GbITh paspaboTaHbl Npoueaypbl MO TEKYLLEMY TEXHUYECKOMY
06CNyXMBaHNIO AN 06eCcneyeHnst JOCTYNHOCTW CUCTEM 3anuceii

[OMmKeH  OCYWeCTBASTLCA W [OKYMEHTMPOBATLCA  PerysisipHbiii
MOHUTOPUHT Pe3y/IbTATUBHOCTU CMCTEM 3amnuceii Ha COOTBETCTBME GU3HEC-
Tpe6oBaHWAM U1 Lensm

[oMmKHbI  6bITb  NPeAycMOTPEHbI  Npoueaypbl Ans  o6ecneuyeHus u
NOATBEPXAEHUS1 TOTO, 4YTO /060N OTkas, nbas MoAepHU3auUs Wuam
perynsipHoe o6CyXvuBaHue CUCTEMbI He BIUSIIOT Ha LLefIOCTHOCTb 3anuceii

MN3MeHeHus B cuctemax 3anvceil, B 4aCTHOCTW, ocobble onepauum (Takne
KaK Murpauusi, WHTErpupoBaHWE HOBbIX TpPE6GOBaHUiA, W3MEHEeHWe Wn
npepbiBaHMEe KOMMbIOTEPHbIX TEXHOJIOTUIA)  [O/MKHBI  aHanu3npoBaTbCs,
NNaHNPOBaTLCA U pPeann3oBbIBATLCA. BCce NprHUMaeMble peLleHns JoMKHBbI
[LOKYyMEHTMPOBATLCS

B MpunoxeHun B paccmaTtpuBaeTcs B3auMMOCBA3b MeXAy HacToAwuMMm cTaHgaptom n MCO 9001,

NCO 14001

n KNCO/M3K 27001

M conocTaBnsioTcs 06Lne pasgensl,

Kacawuimecs ynpasneHus

OOKyMeHTaMy 1 3anucaMy B 3TUX MeXAyHapoHblX CTaHgapTax Co cpefcTBaMu yrpaB/ieHUs 3anucsmu,
npvBeAeHHbIMM B Tabnuue A. 1
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MpunoxeHune B
(cnpaBouHoe)

B3anmocBasb mexay MCO 9001, MCO 14001, NCO/M3K 27001 n HacTosWMM CTaH4apToOM

B cTaHpapTax Ha cucTeMbl MeHeLXMeHTa, Takux kak MCO 9001, NCO 14001 wnn NCO/M3K 27001,
nMeeTcs pasfen no AOKyMeHTauuu, CcocTosAWWi w3 noapasfenos, Kacawwuxcs obuwiero nopsgka
ynpaB/ieHns AOKyMeHTaumWel 1 3anucamu, a MMeHHO:

a) O6wan vacTb oroBapvBaeT NepeyeHb [OKYMEHTOB, BK/lOYas 3anucy, KOTopble AO/MKHbI ObiTb
BK/IIOYEHbI B CUCTEMY MEHEeXMeHTa.

b) Mogpasgen no ynpasneHWo [OKyMeHTauuell ycTaHaBniuMBaeT TpebGoOBaHWA K MOArOTOBKe
[JOKYMEHTOB, WX aHanusy, YTBEPXAEHWI0, YNpas/ieHU0 CTaTyCoM MepecMoTpa, pacnpocTpaHeHuo u
Hasmumio, 0603HaYeHNI0 U NpefoTBpaLLEHNI0 HENPABUIbHOIO UCMO/b30BaHNS.

c) Mogpasgen nNo ynpasneHUo 3anucAMK ycTaHaB/MBaeT npouenypbl AnA NOATOTOBKW 3anucen, ux
naeHTudmKauum, apxmsaLum, 3allunTbl, NOMCKa, CPOKOB XpaHEeHUs 1 U3bATUA U3 obpaLleHus.

XoTa 3anuncu npefcTaBnsAloT coboli 0cobblii BUA AOKYMEHTOB, ONpeAensemMblii B CTaHgapTax CUCTEMbI
MeHeXMEeHTa, AOKYMEHTbl, WAeHTuduLMpyeMble UM paccmaTprvBaemble Kak 3anncu B KaxgoW cucteme
MEeHEe[XXMEHTa, AO/KHbl OblTb YynpaBnAseMbiMW A5 YAOBNETBOpPeHUss TpeboBaHWii kak K ynpaBfeHuio
JOKyMeHTaumeld, Tak W K ynpaBieHWI0 3anucAMM Ha NPOTSXEHUW BCEro LUukna OT NOArOTOBKM,
pacnpocTpaHeHus, UICNOJIb30BaHUSA A0 U3BATUSA U3 0bpaLLeHuns.

TpeboBaHuA, YyCTaHOBMEHHblEe [71A YMpaB/eHUs 3anucaMn B KaXAOM CTaHfapTe Ha CUCTEMbI
MeHe[XMeHTa, ABNATCA HeAO0CTaTOYHbIMU caMu No cebe AN NPYMEHeHWUs W ynpasfeHusa 3anucamun un
[OoKyMeHTaMU. HacToAawmii  cTaHAapT faeT pekoMeHAauuu OTHOCUTENbHO TOro, Kak AO/MKHbIM 06pa3om
ynpaBAsATb 3aNUCAMU U JOKYMEHTaMK, TpebyeMbiMy B APYTUX CUCTEMAX MEHeMKMeHTa.

[na npaBunbHOrO (QOPMMPOBAHWUA W YNpaBfeHWs 3anuMcsaMUM HacTOsWMIA cTaHAapT onpegenser
npoueccsl ynpasneHus 3anucsaMm n X HasHadeHue, Kak OHW J0/KHbI OCYLLECTBIATLCA B pamkax CUCTEM U
KaK BblOMpaTb NUCMO/Ib3yeMble TEXHUYECKME CPOACTBA.

B Tabnuue B.1 nokasaHa B3aMMOCBS3b Mexay npoueccamu CM3 u cpefctBamu ynpasieHus,
cofepxawmmucsa B MpunoxeHun A HacToALWEro ctaHgapta v pasfgenax Apyrux ctaHfapToB Ha CUCTEMbI
MeHeKMeHTa, KacaloLmnxcs JoKyMeHTauun.
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Mpunoxexune C
(cnpaBo4HoOE)

MepeyeHb KOHTPO/IbHbLIX BONPOCOB AN151 NPOBEAEHNS CaMOOLEeHKM

Ta6nuya C.1— MNepeyeHb KOHTPOJIbHLIX BOMPOCOB A/si MTPOBEAEHNS CAMOOLIEHKU

Moppasgen
Mae TCA'-[ero MpoBepuTb
cTaHgapTa

OtBevaeT Tpebyet

Het KnpaeTcs
TpeboBaHVsM  ynydLIeHUs € Oxmpaetc

4.1 BbisiBUNa 1 AoKkymMeHTUpoBana nu
opraHu3aumsa BHYTPEHHUE U BHELUHne
hakTopbl, BAKaowWme Ha CM3,
BK/llO4YasA OCHOBHbIX NapTHEPOB
opraHusauum, KoTopble
3anHTepecoBaHbl B Liensx
ynpaBfieHns 3anucsmm?

4.2 OnpegeneHbl NN B AOKYMEHTaLUN
CM3 cnepgytouine oCHOBHbIE
TpeboBaHus:

* 3aKoHoJaTe bHble;

- HOpMaTUBHbIE;

- 6u3Hec-Tpe6oBaHNs, KOTOPbIM
[0/KHa oTBeyaTtb CM3?

4.3 Onpegenuna v JOKyMeHTUpoBana
nu opraHusauyma obnacTb
npumeHeHus n uenn CM3?

4.3 Bkntoyaet nm o6nacTb
NpYMeHEeHNs onpeseneHne:

- nogpasgenexuii;

- (hyHKUMiA;

- BHELUHWUX OpraHusauui,
npefoCTaBNASOWUX YCYTN
opraHmsauum, K KOTopoli npuMeHnma
CM3?

51 [losesio nu BbiCLIEE PYKOBOACTBO
peweHve o co3ganmm CM3 o
paboTHWKOB opraHusauumn?

5.2 MMeeTcs nn y opraHusauum
ueTKas NMosIMTKA BEAEHUS 3annceii?

5.2 MpuHaTa n yTBepxaeHa nn
noNnTVKa BEAEHNA 3anuceil BbICLUIUM
pyKkoBOACTBOM?

5.2 YcTtaHoBneHa v
OTBETCTBEHHOCTb 3a BbINOJIHEHNE
TpeboBaHunii?

22
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Mpogomkenne Tabnuubl C. 1

Mooyanacn

HaCTOsILLEID
cTaHgapTa

53

6.1

6.2

6.2

6.2

6.2

7.1

7.2

7.3

OtBeyaeT Tpebyet

MposepnTb
POBED! TpeboBaHWsAX  yydleHus

HasHaueH nu BbiCWIUM
PYKOBOACTBOM KOHKPETHbIiA
npegctaBnTenb PyKOBOACTBA C YETKO
onpefieneHHoli ponbto,
OTBETCTBEHHOCTbIO 1 MNOTHOMOUYNAMMU
B OTHOWeHun CM3?

NpaeHTudmumnposana n
[OKYMeHTUpoBana nv opraHnsauuns
BCE PUCKM N BO3MOXHOCTH,
yuntbieaemble CM3?

YctaHoBuia in opraHnsauns
uenn ynpasneHus 3anucamu no
CBOVM OCHOBHbIM pa6oynm
npoueccam ¢ y4eTOM BCEX PUCKOB U
BO3MOXHOCTE?

AsnaTca nn uenu,
cornacylouinecst ¢ NoaNTUKON
BeZleHUsi 3anvcei, n3ameprumMbIMU U
npakTUyeckn ocyLecTBUMbIMU?

CopasMepHbl 1 Lenu
ynpaBneHus 3anucsmmn pecypcam
opraHusauun?

CyuiecTByeT Nu nnaH
peanusauuu, onpeaensiowui:

- KTO HeCeT OTBETCTBEHHOCTb;

* 4TO JO/KHO BbITb CAENAHO:

* CBOEBPEMEHHOCTb B OTHOLLEHUN
[OCTVWXEeHUS uenei ynpaBneHus
3anmcamn?

CounsmepuMbl N1 BblAeNEHHbIE
pecypcbl NO/IHOMY BHegpeHuto CM3?

HageneHbl M 0OTBETCTBEHHOCTLIO
3a OCTVXKeHWe Leneil ynpaBneHus
3anMcsMU KOMMEeTEHTHbIe
crneumanucTbl Ha COOTBETCTBYIOLLUX
YPOBHSIX M0 BCeii opraHnsauum?

Pa3paboTaHbl v nporpammbl
noAroToBKM KagpoB U
o6pasoBartesibHble NporpaMmbl B
OTHOLUEHMWN Lienieil ynpaBneHus
3anuMcsaMun 1 nnaHa peannsauun?

Het

FOCT P NCO 30301—2014

Oxupaetca

He npymeHnmo
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OkoHuaHve Tabnuubi C. 1

Moppasgen
Mae *:i».ac:i MpoBepuTb
CTaHgapTa

OtBevaeT Tpebyet
TPeGOBaHNAM  Y/yuLIEHUs

7.4 Paspa6oTaHbl i1 npoueaypsl A4Ns
BHYTPEHHErO 1 BHELUHEro o6mMeHa
MHopmaumein oTHocuTensHo CM3?

75 OcyuwiectBnaeTca M Jo/MKHas
naeHTuukauua, ynpasneHue un
BefleHne fJoKyMeHTauun, Tpebyemoii
Ana pyHkumoHnposaHua CM3,
ocobeHHO npoueayp?

81 MnaHupyroTCa N peannsyroTcsa m
npoueccol, HeobxoanMble ANs
N3yYeHNs PUCKOB N BO3MOXHOCTEN?

8.2 MmeeTtcs nu gokymeHTaumsa no
BbI6OPY NpoOLECcCcOoB ynpaBieHns
3anMcaAMM 1 CPefCcTB ynpaBieHus,
MCMO/b3YEMbIX A1 MPOEKTUPOBaHNA
cucTem 3anucei, NpUMeHsiemMblx B
pamkax CM3?

8.3 MmeeTca nu gokymeHTaumsa no
NPUMEHEHUNI0 cUcTeM 3anuceii n
HaCKO/IbKO OHU OTBeYalT Lensam
ynpaBneHua sanucamm?

9.1 PerynspHo nu o6cnepyrotcs
3aMHTepecoBaHHble CTOPOHbI Ha
npegmeT oueHnBaHua
pesynbtatusHoctT CM3 ansa
YOBNETBOPEHUS UX OXNAAHUIA?

9.2 Mposogutca nu ayant CM3
yepes perysnispHble NPOMeXyTKn
BpemMeHun?

9.3 OcyuiecTBnsAeTCA M aHa/In3 co
CTOPOHbI PyKOBOACTBA U
oueHnBaeTcsa Nn apheKTUBHOCTb
hyHKUMOHUPOBaHUA CM3?

10.1 CyuiecTByeT v npolegypa
pearmpoBaHusi Ha HECOOTBETCTBUS U
UX UCMpaBfieHusl, onpeaensiemMas
npoueccamu MOHUTOPUHTA W ayanTa?

10.2 Pa3paboTtana nu opraHusauus
npoueaypbl BHECEHUSA UCNpaBieHni,
akTyanusauuu un ynydweHuna CM3?

24
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Mpunoxexve A
(cnpaBo4Hoe)

CBefieHNsl 0 COOTBETCTBUMN CChIZTOYHbIX MEXAYHAPOAHbLIX CTAHAAPTOB
CCbI/IOYHBIM HaLMOHAaNbHLIM cTaHAaapTam Poccuiickoii ®egepauum
( peiicTBYOW MM B 3TOM KAYOCTBE MEXIOCYAapCTBEHHbIM CTaHhapTam)

Tabnuuya [A

O603HauYeHMne CCbITOYHOTO CTeneHb O603HaYeHne N HauMeHoBaHue cooTBeTCcTBYlO W Ero
MexXAyHapoAHOro ctTaHgapTa cooTBeTCcTBMA HaunoHanbHOro ctaHgapra
MCO 9001:2008 0T FOCT ISO 9001—2011 «CuncTeMbl MEHEIKMEHTA

KkayecTBa. TpeboBaHUA-

MCO 14001:2004 T FOCT P CO 14001—2007 «CucTeMbl 3KO1OTMYECKOT0
MeHeXMeHTa. TpeboBaHUsi 1 pyKOBOACTBO MO
NpYMEHEHUI0-

MCO."M3K 27001:2005 T FOCT P NCO."M3K 27001—2006 «MHopmaLmoHHas

TexHonorusa. Metoapl U cpecTBa obecneyeHns
6e3onacHocTn. CuctemMbl MeHeAXMEHTa MH(POPMALMOHHO
6esonacHocTu. TpeboBaHua-

MNCO 303002011

'C00TBETCTBYO W NI HALMOHANbHLIA CTaHAapT OTCYyTCTBYeT. [lo €0 YTBEpPX/AEeHWA peKOMEeHJyeTcs MCNOoNb3oBaTb NepesBoj Ha
pycckuii sA3blk JAHHOTO MeX/AyHapoaHOro cTaHjapTa. MepeBoj AAHHOTO MeX/AyHapoAHOTo cTaHjapTa HaxoAnTcs B ®eaepanbHOM
MH( OPMaLMOHHOM (DOHAE TEXHWYECKUX PErNaMeHTOB U CTAHAAPTOB.

NMpumevaHne — B HacTosiweid TaGnuue ncnonb3oBaHbl Chejylliee ycnoBHOe o06GO3HauyeHMe CTeNeHW COOTBETCTBUS
cTaHfjapToB.

IOT — MAEHTUYHbIE CTaHAApPThI.
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