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INPEAUCJIOBHE

1 Pa3paborano rpymnmoit XACCIT MBOY 3y6koBckas OOLLL Ne20.
2 BBeneH BIiepBbIC.
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1. HEJIb. OBIIME INOJOXEHUSA

1.1 Hacrosmas JlokymeHTHpOBaHHas npoueaypa, pazpaboTaHHas B
MBOY 3y6kosckas OOII Ne20 (mamee — YupexaeHue), yCTaHABIMBaeT TpeOOBaHUS K pPa3paboOTKe,
YTBEPKACHUIO, TUPAKUPOBAHUIO, PETUCTPALMM, BBbIJA4€, XPAHCHUIO, BHECEHHUI0O HW3MEHEHUH W
NEePecMOTPY NOKyMEeHTOB CHCTEMBI yIPaBICHHs Kaue€CTBOM M 0€30MaCHOCTBHIO MUIEBON MPOMYKIIMH Ha
ocHoBe mpuHIUIOB XACCII, Kk opraHu3zalOHHO-PACIOPSIUTENBHBIM JOKYMEHTaM: MOCTAHOBJICHUSM,
pacropspDKeHUsIM, TpHKa3aM, akTaM H JAp., KOTOpble (UKCHUPYIOT PEHICHUS aIMHHHCTPATUBHBIX U
OpPraHM3allMOHHBIX BOIPOCOB, a TakK)Ke€ BOIPOCOB YIIPABJICHUS, B3aUMOJICHCTBUS, OOECHEUEHUs U
pEryJIMpOBaHMsl IEATENbHOCTU U BHEIIHEH HOPMATUBHON JOKYMEHTALIUH.

1.2 TpeOGoBanusi Hacrosied NPOLEAYpbl O0O0s3aTENbHBI ISl HWCIOJHEHUs pabOTHUKAMU
MO/Ipa3JeIICHUN YUpexaeHUs, 3aJ€iCTBOBaHHBIMU B ympaBieHUU AokyMeHTamu cuctembl XACCII u
OpraHHU3alOHHO-PACTIOPSAUTEIBLHON JOKYMEHTAIHEH.

1.3 Hacrosmast 1oKyMeHTHpOBaHHAs Mpollenypa pa3paboTaHa B COOTBETCTBUU C TPEOOBAaHUSIMHU
TP TC 021/2011, TOCT P 51705.1-2001 (11. 4.9.3) u TOCT P 1.4-2004.

2. HOPMATHUBHBIE CCBUUIKH

2.1.TOCT P 51705.1-2001 «Cucrembl KadecTBa. YTpaBIeHUE Ka4eCTBOM IMUIICBBIX MPOIYKTOB
Ha ocHoBe npuHLUIoB XACCII. Obuue TpedoBaHusD.
2.2. TP TC 021/2011 «O 6e30naCHOCTH MHIIEBOM MPOTYKITUN.

2.3. ISO 22000:2005 «CucteMbl MEHeIXKMEHTa 6€30MacHOCTH MUILEBBIX MPOIYKTOB. TpeboBanus
K JIFOOBIM OpraHU3aIHsIM B IPOYKTOBOM IIETTN.

24 TOCT P 6.30-2003 «YuudumupoBaHHasi CHUCTEMa OPraHHU3AIMOHHO-PACHIOPAIUTENHHOMN
nokyMeHTanuu. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOB.

2.5 TOCT P 1.4-2004 «Crangaptuzamnus B Poccuiickori ®eneparuu. CtaHaapThl OpraHU3aIHii.
OO01111€ MOJ0KEHUS.

3. TEPMHUHBbI U OITPEAEJIEHU S

B Hacrosmien mpouexype INPUMEHEHBl CIEAYIOIIME TEPMUHBI C  COOTBETCTBYIOLIUMU
OIIpEACICHUSIMU:

JaHHble: (QaKTUYECKHE 3HAUEHHs BEJIWYMH, XapaKTepU3YIOIIMX OOBEKT, IOJydaeMble B
pe3yibTare HaOII0IeHUH, U3MEpEeHUil, OLIEHOK.

JAOKYMEHT: HH(OpMalKs U COOTBETCTBYIOLUN HOCUTENb.

JOKYMEHTHPOBAHHAS MPOLEAYPA: TOKYMEHT, COJEPKaLINi IPOLEenypy.

3alIMCH: JOKYMCHTEI, COoACpIKaIre JOCTUTHYTBIC PE3YIbTATHI HIIN CBHUJCTCIBCTBA
OCYILIECTBIEHHON AESITEIbHOCTH.

MHCTPYKIMS: TOKYMEHT, COJIEpP KA IpaBUiia, YKa3aHUs WIM PYKOBOJCTBA, YCTaHABIIMBAIOILINE
MOPSI0K U CIIOCOO BBIMOJIHEHUS UM OCYILECTBIEHUS Yero-inoo.

uHpopManMs: 3HaUUMbIe JaHHBIE.

HECOOTBETCTBHE: HEBBIIOJHEHNE TPEOOBAHMUSL.

HOPMATHMBHBIM JOKYMEHT: JTOKYMEHT, COJEp KAl MpaBwiIa, TPUHIUIBI WU XAPAKTEPUCTHUKH,
KaCarolMECs PA3JINYHBIX BUJOB JIEATEIBHOCTH WIN UX PE3Y/IbTaTOB, B TOM YMCIIE HOPMBI Ha IPOAYKIIHIO,
MIPOLIECCHI, PA0OTHI U TIp.

00BEKT: TO, YTO MOKET ObITh MHIUBHIyaJIbHO ONMMCAHO U PACCMOTPEHO (B TOM YHCIIE MPOIYKIIUS
BCCX BHJOB, CUCTEMA, OpraHu3anus, JUIo Ui KOM6I/IHaHI/I${ u3 HI/IX).

NPHKA3: MPAaBOBOM aKT PYKOBOIMUTENS OPraHU3allUd WU €ro 3aMECTHUTENEH, CoAeprKaIui
00s3aTeIbHbIE DOpYUYCHUA IJId MMOAYMHCHHBIX CTPYKTYPHBIX HOJIpaSJIeHeHHﬁ, JOJDKHOCTHBIX JIMIT H
PAI0BBIX paOOTHUKOB.

TEXHOJOIrn4decCras HHCTPYKIUSA: Tpe6OBaHI/I${ K TEXHOJOInn IMPON3BOJCTBA, CBIPBIO,
MaTepuasiam, MoJIyIpoaAYKTaM, TOTOBOH MIPOAYKIIMU U YIIaKOBKE.
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0/10K-cxeMa mpouecca (TeXHOJOrHMYecKasi C€XeMa): JOKYMEHT, COAEpKaluil MOopsIoK
BBITIOJTHEHUS TPOLIECCOB YUPEKIEHUS, KPUTEPUH IPOLIECCOB, CIHOCOOBI MX H3MEPEHHs, C YKa3aHHEM
OTBETCTBEHHBIX JIMI] 32 UCIIOJIHEHUE YKA3aHHOIO MOPSJIKA.

npoueaypa: yCTaHOBJICHHBIHN CIIOCO0 OCYILIECTBICHUS I€ATEIbHOCTH WU MIpolLecca.

npouecc: COBOKYITHOCTb B3aMMOCBA3aHHBIX U B3aHMOﬂefICTByIOLHHX BUOOB JOCATCIBHOCTH,
npeoOpasyromiasi BXObl B BEIXO/BI.

pacnopsikeHMe:  IPaBOBOM  aKT, KOTOPBIA  M3/a€TCs  PYKOBOJMTEIEM  OpraHu3aluu
MIPEUMYILECTBEHHO IO ONEPAaTUBHBIM BOMPOCAM JIEATEIbHOCTH OPraHU3alMy, B TOM YUCJE IO BOIIPOCAM,
CBA3aHHBIM C OpraHU3alMed II0 MCIOJHEHHIO IIPUKA30B, MHCTPYKLUMM M ApP. HOPMATUBHO-IIPaBOBBIX
aKTOB, IOBE/ICHUS PEIICHUH PYKOBOJICTBA 10 pA0OTHUKOB CTPYKTYPHBIX MOPA3ICICHUN.

PYKOBOASIIIMIT JOKYMEHT. JIOKyMEHT, YCTAaHABJIMBAOIIUNA O00sS3aTeNbHBIE TpeOOBaHUS K
pa3InYHBIM BUJAM JESITEIbHOCTH.

[Tpumedanue: pyKOBOIAIIMN JOKYMEHT MOXKET OBITh B BHJE: JOKYMEHTHPOBAHHOW MPOLEAYPHI,
HOPMaTUBHOTO JOKYMEHTA, MHCTPYKLIUHU, METOAUKHU U TIP.

COOTBETCTBHE: BHITIOJTHEHNE TPEOOBAHUH.

CTAaHAAPTU3ALMSA. JCATEIBHOCTD 10 YCTAHOBIEHUIO HOPM, ITPaBUJI U XapaKTEPUCTHUK.

TpedoBaHue: MOTPEOHOCTh MM OXKUIaHUE, KOTOPOE YCTAHOBJICHO, OOBIYHO MPEIIOIAracTcs Hin
SBIIETCS 0053aTEIbHBIM.

(¢opMma: mabIOH JOKYMEHTA WM PETUCTPAIINHN 3aIMCEH, HCIIOIB3yeMbIi B YUpekieHuu. DopMbl
MOTYT OBITh KaK THIIOBBIMH, TaK U Pa3paOOTaHHBIMH Y UpEKICHUEM.

4. COKPALLEHMS

[TpunsTeie B HacToswen [Iponeaype cokpaiieHus:

4.1 II1: lokyMeHTupOBaHHas IPOIeaAypa.

4.2 11: J1omKHOCTHBIE MHCTPYKIIUH.

4.3 HT/J: HopmatuBHO - TeXxHHMYecKas JOKyMeHTamnus. JIOKYMEHTBI, yCTaHaBJIHBAIOIIHE
TpeOOBaHUSI.

4.4 XACCII (HACCP) — cucrema aHaJin3a pUCKOB U YIIPaBJIECHUS KPUTUUECKUMHU TOUKAMHU.

4.5 TP TC: Texuuueckuii Pernament TamoxxenHoro Coro3sa.

4.6 TOCT: rocynapcTBeHHBIH cTaHAapT.

4.7 CanlluH: canutapHslie npaBuiia ¥ HOPMATHUBBHI.

4.8 Yupexaenne — MBOVY 3yGkoBckas OOLL Ne20.

5. OTBETCTBEHHOCTb U IOJIHOMOYUS

Bce pykoBomuTenu, COTPYIHUKH NOIPA3ACICHUN YUpEkKACHHs, BOBJICUEHHBIX B IPOLIECCHI
o0OecrieueHnss KadecTBa W 0€30MacCHOCTH TMHILEBON NPOAYKIMH, OOs3aHbl NPUMEHSTH MOJOXKEHUS
Hacrosuiei [Ipouenypsr.

OTBETCTBEHHOCTh 3a KOHTPOJIbL B OOJACTH yNpaBJIEHUS JOKYMEHTAlMEH BO3JIOKEHA Ha
JAupexropa YupekaeHus.

OTtBeTcTBEHHOCTh 3a cooTBeTcTBUE JokyMmeHTanuu cuctemMbl XACCII  TpeGoBaHusM,
COXPAHHOCTb M CBOEBPEMEHHYIO aKkTyanu3annio HeceT PykoBoauresas rpynnsl XACCIL.

6. OINMCAHUE IMPOLEAYPHI YIIPABJIEHUS JOKYMEHTAIIMENA

[Ton ynpaBneHuEM JHOKyMEHTAIMEH CHCTEMbI YIPAaBICHUEM KauecTBa M OE30MACHOCTH MMHIIEBOM
npoaykiuu Ha ocHoBe NpUHIUIOB XACCII moHMMaeTCss KOMIUIEKC JEUCTBUHN, 0OECIIEYMBAIONINX €€
paboTtocrnocoOHOCT. OCHOBHBIMU (DYHKIIMOHAIEHBIME HAMPABICHHUSIMY 110 YIIPABICHUIO JOKYMEHTAIHEH
SIBJISIIOTCS OTIPE/ICNICHUE COCTaBa, pa3paboTKa, paclpesesieHHe W TOJJAepKaHne B pab0vYeM COCTOSHHUH
BCEX IOKYMEHTOB.
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Bes noxymentamms cuctembl XACCII Gasupyercs Ha 3aKOHOJATENbHBIX M 00S3aTENBHBIX
TpeOOBaHUAX, OTHOCAIINXCS K BUIaM padot, nmpousBoaumMbix Yupexaenuem: TP TC, I'OCT, CanlluH,
[IpaBun Texnuku Oe3omacHocTH, 3akoHOB Poccuiickoit denepanuu, nocraHosienuit IlpaBuTtenbcTBa
Poccun.

6.1 Ilepeuens nokymenToB cucteMbl XACCII:
Bce nokymentsl cuctembl XACCII nensitca Ha ABE TPYIIIbL:

- IOKYMCHTBI U JaHHBIC BHCITHETO ITPOUCXOXKACHMA,
- HOKYMCHTBI U NJaHHBIC BHYTPCHHCTO IMTPOUCXOKACHM.

a) K noxymeHTaMm 1 JaHHBIM BHELIHEr 0 NPOUCXO0KIEHUs OTHOCSTCS:
- MEeXAYHapOIHbIE CTAHIAPTHI;

- TOCYJIJapCTBEHHBIE CTAaHAAPTHI;

- TEXHUYECKHE PETIIAMEHTHI;

- HOPMATHUBHO-TIPABOBBIC JOKYMEHTHI U TPEOOBAHMS.

0) K ntoxymeHTaM U 1aHHBIM BHYTPEHHEr0 MPOMCXO0KIeHUsI OTHOCATCS:

[Tonutuka B 061acTH KauecTBa U 0€30MaCHOCTU MUILEBBIX TPOJYKTOB;

[Tpuxa3z «O pazpadotke Cucrembl XACCII u coznanuu rpymist XACCIDy;

[Tonoxxenue o padoueii rpynne XACCII;

[Tonoxxenue o pykooautene rpymnmsl XACCII;

bnok-cxema TEXHOJIIOTHYECKUX ITPOLIECCOB;

Cxema MOoTOYHOCTH TEPCOHAIIA, CHIPBS, MOIY(PaOpHKATOB ¥ TOTOBOM MPOTYKIIHH;

JlokyMeHTHpOBaHHas npoueaypa «BxoxHoi KOHTPOIIbY;

JloxkyMeHTHpOBaHHAas IpoLeaypa «Y MPaBICHUE HECOOTBETCTBYIOLECH MPOIYKIIHEN»;

JloxkymenTupoBanHas npoueaypa «Koppexkrtupyromue 1eicTBU»;

JlokyMeHTupOBaHHas poLeaypa «YIpaBieHUE TOKyMEHTaluen»,

JlokymenTupoBanHas npouenypa «lIpocnexuBaeMocTs;

JlokyMeHTupOBaHHas poueaypa «XpaHeHuey;

JlokymeHnTupoBaHHas npoueaypa «llepekpéctHele 3arpsi3HEHU»;

JlokymeHnTupoBaHHas npouenypa «JIndnas rurueHa nepcoHana;

JlokyMeHTupOBaHHas npoLeaypa «Y IpaBiIeHUE aJUIEpreHaMn»,

JloxymeHnTupoBaHHas npouenypa « BHyTpeHHUE IPOBEPKUY»;

ITnan XACCII;

JIncter XACCII;

Mertoarka nmpoBeieHus aHanu3a onacHeIX GaxkTopoB u onpeneneHus KKT;

[lepeueHs onacHbIX (HaKTOPOB;

JomxHoctHble MHCTpYKLUH ([11);

Texnonornueckue kaptsl (TK);

Perucrpupyemsle 3anucu o KadecTBe U 0€30MacHOCTH (OTYETHI, TPOTOKOJIBI, JAHHBIE IPOBEPOK U
WCIIBITAaHUI) U JIP.

Esxxeronno PyxoBoautens rpymnmbl XACCII cocraBiser IlepedeHb ITOKYMEHTOB (BHEIIHUX H
BHYTPEHHHUX), B COOTBETCTBUM C KOTOPBIMH OCYIIECTBIISIETCS JEATEIbHOCTh IO OpraHu3aluud H
peanm3zanuu cuctemsl XACCII. Ilepeuens noxkymenrtanuu cogepxurcs B I1TIK.
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6.2 IMocTpoenue, opopmiieHue U KoaMpoBaHue J0KyMeHTanuu cucrembl XACCII
BHYTPEHHEro NpOUCXO0KIeHHUs

6.2.1 OcHOBHBIE TpeOOBaHUS K IOCTPOCHHUIO, COJACPKAHUIO W H3JIOKEHHIO JOKYMEHTOB
conepxarcs B 'OCT P 1.4 u I'OCT P 6.30. I1Ipu ccoinke Ha gokymenTt (HT/) ron yrBepxaenus HT/] ne
ykazbiBaercs. [lotHoe 0003HaueHEe 1 HAMMEHOBAHUE YKA3bIBACTCSI B HOPMAaTHUBHBIX CCHIITKAX.

6.2.2 KogupoBanue moxkymenrtaiuu cucreMbl XACCII ocymecTBisieTcst CIeAyIONIM 00pa3oM:

XX-XX-XXXX

—— \ T~

MIOPSIAKOBBIM HOMEp JOKYMEHTA

kateropust HJJ rOJ BBEICHUS B JE€HCTBUE

B YupexneHnuun npuHATH Clieayrolue Kareropu BHyrpeHnaux HJI:

HIT — noxyMeHTUpOBaHHas IPOLIEAYPa;

AW — noJKHOCTHAS MHCTPYKIIUS,

IIX — mnan XACCII,

M — meTonmka;

Homep HJI (XX), cocrosimuii u3z 2-x nudp, od6o3navaer nopsakoeiii Homep HJl — ot 01 mo 99.
[TopsiaxoBast Hymepalusi IpUCBauBaeTCsl CKBO3HAs.

ITpumep:

AI1-01-2018

rae: 11 — nokymeHTupoBaHHAas HPOIEAYpa;

01 — nepssrii gokymenT nporpammsl XACCIT;

2018 — rox peructpariuu.

6.3 desiTeIbHOCTH MO YIIPABJIEHHUIO JOKYMeHTaNH el

YnpaBrneHue T0KyMEeHTaluel BKIIF0YaeT B ce0sl ClIeyIONIne BUAbI ACITEIbHOCTHU:

- INTAHUPOBAHUE Pa3pabOTKH U akTyanu3auu JokyMeHTOB cuctembl XACCII,

- pa3paboTKa JOKYMEHTOB;

- COTJIACOBAHME U YTBEPKICHHE IOKYMEHTOB;

- perucTpanms 10KyMeHTOB;

- myOnuKamus U pacrpesesieHne JOKYMEHTOB B MeCTa UX MpUMEHEHHUs (TI0 JIMCTY PACCHUIKH)
YUT€HHBIMU KOIHUSIMU JJOKYMEHTOB;

- YUET U XpaHEHUE JOKYMEHTOB;

- IO/I/Iep’KaHue TOKYMEHTOB B pabo4yeM COCTOSHUU;

- BHECEHUE U3MEHEHHI U IOTIOJTHEHUI B JOKYMEHTBHI,

- OTMEHa YTPATUBIIHUX CUITY JOKYMEHTOB;

- yIpaBJI€HUE BBIMUCKAMH U3 HOPMATUBHBIX JOKYMEHTOB.

6.3.1 Pa3paboTka, corjiacoBaHue, yTBep:KAeHHe

6.3.1.1 IlmanmpoBanue paboT mo pa3paboTke HOBBIX HOKyMeHTOB cucteMbl XACCII u wmx
aKTyanuszanuu (mepecMoTpy), BHECEHHE M3MEHEHUH B JCHCTBYIOLIME JTIOKYMEHTHI OCYIIECTBIISETCS Ha
OCHOBaHUU PE3YyJbTaTOB BHYTPEHHUX MPOBEPOK, TPEOOBAHUIN 3aKOHOJIATENIbHBIX aKTOB, 3aKIIOYEHHH 1O
MIPOBEPKAM CO CTOPOHBI HAJ30pHBIX OPraHoOB, TpeOOBaHUN MOTpeOUTENeH, MOCTYNHUBIIUX IPETEH3UMH
(pextamariuii), CpOKOB aKTyaTHU3allHH.

[Tnan pa3paboTKU M aKTyadu3allMM COCTaBISETCS B Hayaje roja, akTyaJlu3UpyeTcs B TEUEeHUE
roja, ucxons u3 Tekyuieit norpednoctu. [lnan popmupyer PyxoBonurens rpynnsl XACCIL, yrBepxkaaer
Hupekrop Yupexaenus. @opma [Inana npusenena B [Ipunoxenun A.

Homep nokxymenry mnpucBauBaer PykoBoaurtens rpynmnsl XACCII B Ilnane paspaboTku u
akTyanuzaunu gokymentanuu XACCIIL

6.3.1.2 B cootBerctBuu ¢ [11aHOM OTBETCTBEHHBIH pa3paOOTUMK TOTOBUT MPOEKT AOKYMEHTa B
coorBercTBUM ¢ HJI, mnoanuceiBaeT MNpPOEKT JTOKYMEHTa M HalpaBisieT M COIVIACOBAaHUSA
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3auHTepecoBaHHbIM JuiaMm (wieHam rpynnbsl XACCII, HecymMM OTBETCTBEHHOCTh 3a INPUMEHEHHE
JAHHOTO JOKYMCHTA).

ITpu oTcyTCTBUM 3aMeuyaHUil, COTIACYIOIIME JIMLA TIOJMUCHIBAIOT JOKYMEHT. JIOKyMEHT cO BceMU
COrJIaCyIOIIMMU MOANUCIMH HAIPABIISIETCS HA YTBEPKACHUE.

6.3.1.3 IIpu HaAJIMYMKU 3aMEUaHUN U MIPEJIOKEHUU JOIKHOCTHBIE JIUIA IETAI0T 3aIUCh IO TEKCTY,
CTaBAT MOANMUCH U aaTy. Bee 3ameuanust o0cykaatorcs Ha 3aceganuu rpynmnbsl XACCIIL.

Pa3pabotuuk ¢ yueToM 3aMedaHuil U MPEAI0KEHUN TOTOBUT OKOHUATENIbHYIO PEJAKLIMIO IPOEKTa
JOKyMEHTA Ha [IOBTOPHOE COIJIACOBAHHUE.

6.3.1.4 PykoBogutens rpymnmsl XACCII nepemaer Ha yrBepkaeHue Jupekropy YupexaeHHS
OTPEaKTUPOBAHHBIN, COTJIACOBAaHHBIM W OGOPMIICHHBIH B COOTBETCTBMM ¢ Hacrtosmied [I1 mpoekt
JJOKYMEHTa COBMECTHO C ITPOEKTOM IIpHKa3a Ha BBEACHHUE JOKYMEHTA B IEHCTBHUE.

6.3.2 Perucrpanus, nyoJuKanusa U pacnpejaejieHde J0KYMEHTOB B MeCTa MX NMPUMEHEHUs,
yueT U XpaHeHHe JOKYMEHTOB

6.3.2.1 Ha opurunanax paokymeHToB PykoBomutens rpynnbl XACCII nenmaer OTMETKY
«KOHTPOJIbHBIN DK3EMIUISPY. Tupa)upyer He06X0QuMOe KOIMYECTBO IK3EMIUISPOB, HA KAXKIOM
AK3EMIUISIPE JENIAeT OTMETKY «YUTEHHbIN» Ne . Bplaer 3K3eMILIIpbl JOKYMEHTOB B IIOJIpa3/I€IEHUs,
3aneiictBoBaHHble B cucteMe XACCII, ¢ perucrpanueit B Jlucre Bbinaun noxkymentoB. @opma Jlucra
BbIJAYM M O3HaKomyieHHs npuBenaeHa B Ilpwnoxenun b. JlMcT BblgauM mnOpukiaabiBaeTcs K
KOHTPOJIBHOMY SK3EMIUIAPY nokymenTa.

6.3.2.2 OTBETCTBEHHbIE JIU1A, OJYUYMUBIINE JOKYMEHThHI HECYT OTBETCTBEHHOCTD:

- 3a [IOJIy4E€HHE JOKYMEHTA;

- 32 XpaHEHUE JOKYMEHTA;

- 32 y4eT JOKYMEHTa;

- 32 obecreyeHre JoCcTyna K JOKyMEHTaM;

- 32 BHECEHUE U3MEHEHUH B JJOKYMEHT;

- 32 O3HAKOMJICHUE NIEPCOHAJIA C IOKYMEHTOM.

6.3.2.3  OTBETCTBEHHOE  JIMLIO, IOJy4YUBLIEE  JOKYMEHT, MPOBOJUT  O3HAKOMIICHHE
3aMHTEPECOBAHHOTO TIepCOHalla C TpeOOoBaHMSIMH JOKyMeHTa. (3HakoMJieHHE C TpeOOBaHUSIMU
JOKyMEHTa TIEPCOHAJl TMOATBEPKAAeT MOJNUCHI0 W JaTOM B TeueHue 3-x aHed B Jlucte Bbmaun u
O3HAKOMJIEHUS C JOKYMEHTOM (JIMCT 03HaKOMIIEHHS ABIISIETCS MPUI0KEHUEM K KaXKJIOMY JOKYMEHTY).

I[OKyMEHTLI AJIsA  HCHOJb30BAHUA JOJ/IKHBI ObITh pasMelieHbl B JOCTYIIHOM JIJIA
noJib30BarTeJieil Mecre.

6.3.2.4 OTBETCTBEHHOCTh 3a COXpaHHOCTh HOKyMeHTOB cucteMbl XACCII, Haxomsmmxcs B
MOJIb30BaHNUHU MHILEOI0KA, HECET OTBETCTBEHHOE JINIO, TOTYYHBIIEE JOKYMEHTHI.

6.3.2.5 Ilpu npenocraBnenun qokymMeHTOB cucTeMbl XACCII cTOpoHHMMHU OpraHM3aIlUsIMHU Ha
HUX jAenaercs noamnuck «Jns uHGopmanum». Pemenue ans npenocTtaBieHus AOKYMEHTOB CTOPOHHUM
opranmzanusiv - nipuauMaetr Jupektop VYupexnenus. Takke ITOKyMEHTanus NPEAOCTABISETCS 10
TpeOOBAaHUAM HAI30PHBIX OPTraHOB.

6.3.2.6 KonrtponpHble 3k3eMIUIsipbl AJokyMeHTOB cucteMbl XACCII xpansarca y PykoBonurens
rpynnsl XACCIL.

6.3.2.7 JIns XpaHEHHUs] KOHTPOJIBHBIX 3K3€MIUIAPOB JOKYMEHTOB M KOIHW JTOKYMEHTOB, a TAaKXKe,
PETUCTPUPOBAHHBIX 3aMTUCEN 0 O€30MMaCHOCTH, OTBOJATCS CIEIMATIbHBIE MECTa, 00eCIeUnBaIOIINE JIETKUI
JIOCTYI K HUM, WCKJIFOYAIONIME CHIPOCTh, M30BITOYHOE TEIUIO, JOCTYI TPHI3YHOB W TPOYHE BPETHBIC
BO3JICUCTBHUS.

6.3.2.8 Cpoku xpaHeHusi JOKYMEHTOB U 3anuceil onpenenser Pykosoaurens rpynnsl XACCII, Ho
HE MeHee 3 JieT.
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6.3.3 BHecenne n3MeHeHuii B 10KyMeHThI cucTeMbl XACCII

6.3.3.1 Ilon wu3MeHEHHEM JOKyMEHTa NOHHMMAeTCs JI000e HCIPABICHHUE, WCKIIOYEHUE WIN
no0aBjieHHE KaKuUX-TUOO MJaHHBIX Oe3 H3MEeHEeHUs [okyMmeHTa. Jlio0oe H3MeHeHHEe B JIOKyMEHTE,
BBI3BIBAIOLICE KaKkue-T1M00 U3MEHEHHUs B Ipyrux AokyMmeHTax cuctreMbl XACCII, 10MKHO 0THOBPEMEHHO
COMPOBOXKAATHCSI BHECEHHEM COOTBETCTBYIOLIMX H3MEHEHHI BO BCE B3aMMOCBSI3AHHBIE JOKYMEHTHI.
TexcT u3MeHeHUs T0JDKEH ObITh KPaTKUM, YETKUM M HE JAO0MYCKATh PA3TUYHBIX TOJIKOBAHUH.

6.3.3.2 M3MeHeHus B JOKYMEHTAIIMIO BHOCSTCS MPH:

- NI3MEHEHUHU WM JOTIOJIHEHUH HOPM U MPaBUJl, CTAaHAAPTOB, TEXHUUECKUX YCIIOBUI, HA KOTOPbIE
UMeeTcs ceblika B JokyMeHTauu cuctembl XACCII;

- I3MEHEHUU [IPUMEHSIEMBIX MaTEPUAIIOB U 000PYIOBAHMUS;

- I3MEHEHUHU CTPYKTYPhI YIPaBICHUS U 0053aHHOCTEN MEPCOHAA;

- usmenenuu cucrembl XACCII.

6.3.3.3 lM3MmeHeHHE MAOKYMEHTOB JIOJDKHO TIPOM3BOJUTHCSA Ha OCHOBaHWUM M3BemieHuss 00
n3menenuu. @opma Mssemenns npusenena B [Ipunoxenun B, koTopoe uMeeT IpaBo BBITYCKATh TOJIBKO
PykoBoautens rpynmsl XACCII.

W3BeuieHne 00 M3MEHEHUM MPOBEPSETCS U YTBEPXKAAETCA TEMM JK€ JIMLAMHU, KOTOpBIE
COIJIaCOBBIBAIM U YTBEPKAJIM IEPBOHAYAIIbHBIN JOKYMEHT.

6.3.3.4 Ha ocHOBaHUU YTBEPKIEHHOI'O M3BELIECHUS 00 M3MEHEHUU B KOHTPOJIbHBIN 3K3EMILIIP
JOKYMEHTa BHOCSIT U3MEHEHHsI Pa3pabOTUMKU JOKyMEHTa. J[enaroT KOMUIo N3MEHEHUH U mepeaaloT ux B
MOJIpa3JeNicHus, Kyna OBbLIM BBITAHBI «YUYTEHHBIC» OSK3eMIUBIphl. Jluma, moxyduBimme «Y4TCHHBIC)
9K3EMIUISIPbl, BHOCST W3MEHEHUS B COOTBETCTBYIOIIME «YUTEHHBIE» 3K3eMIULIpbl. Bce u3MmeHeHus
peructpupyrorcs B Jlucre perucrpauuu maMeHenuid (JIuct sBisiercss 00s3aTeNbHBIM TMPHIOKEHUEM K
nokyMmeHnTty). ®opma Jlucta perucrpanuu usMeHeHui npuseneHa B [lpunoxxenuu I

BHecenne n3MeHeHU OCyleCTBASETCS:

- 3aMEHOM JIMCTOB Ha HOBBIE JTUCTHI 0€3 U3MEHEHUS HOMEPA PEAAKIIUU U 0053aTeIbHBIM U3bITHEM
JIMCTOB yCTapeBLIEH PelaKIMU JOKYMEHTA U3 BCEX IIYHKTOB €r0 PAaCChLIKU.

- BBINYIIEHHOE W3MEHEHHUE MPUKIAJBIBACTCA K JOKYMEHTY Cpa3y K€ 3a TUTYJIbHBIM JIUCTOM, IO
TEKCTY JOKYMEHTa M3MEHEHHBIX IYHKTOB Ha IOJIAX C MPaBOM CTOPOHBI MPOBOAUTCS Ye€pTa, B KOHIIE
M3MEHEHHOT'O ITyHKTa CTaBUTCS KPYKOK, B KOTOPOM YKa3bIBA€TCS HOMEP U3MEHEHHMSI.

6.3.3.5 IlepcoHan 3HaKOMSIT C U3BMEHEHUEM COIJIacHoO 1. 3.3.2.3 HacTosIel IpoLeaypbI.

6.3.3.6 Ilpu BHeceHuu Oosiee TpeX HM3MEHEHHH B JOKYMEHT OH Iepeu3Jaercss MOJ HOBOM
penakieil, HoBOMy IOKYMEHTY IIpHCBauBaeTCs CTapblii HOMEP.

6.3.4 OT™MeHa M U3bATHE JOKYMEHTOB

6.3.4.1 Ormena noxkymeHToB cuctembl XACCII npousBoaurcs:

- IpPU CYIIECTBEHHBIX M3MEHEHUSAX OpPraHU3alMOHHOM CTPYKTYpbI, IPOM3BOJACTBEHHBIX
IIPOLIECCOB;

- IpU pa3paboTKe B3aMEH JaHHOTO JOKYMEHTa JAPYroro;

- B IpyruX 00OCHOBAHHBIX CIyYasiX.

Otmenstor 1okyMeHT cucteMbl XACCII npukazom, KOTOPbI TOTOBUT pa3pabOTUMK JOKYMEHTA.

6.3.4.2 [locne nonyuenus npukasa o0 orMene gokymenTa Pykosoaurens rpynnsl XACCII nenaet
ormeTky B «Ilepeune moxkymenrtamuun XACCII», coctaBisieT akT cnMcaHUs B NPOU3BOJIBHOM (opme,
U3bIMAeT YYTEHHbIE KONMUHU JOKYMEHTOB M3 BCEX MYHKTOB PACCBUIKH, YHUYTOXKAET KOMHH OTMEHEHHOTO
JOKYMEHTA.

6.3.4.3 KoHTpOnbHBIA 3K3eMIULIp AOKYMeHTa XpaHuTbcs y PykoBomurens rpynmsl XACCII ¢
HAJMUChI0 «ApPXMB» OTAEIBHO OT AKTyaJbHBIX IJOKYMEHTOB (B OTAENbHOM mnanke). Cpok XpaHEHH
JTOKYMEHTOB, U3bIATHIX U3 cucteMbl XACCII — He meHee 3-X JIeT.

6.3.5 YnpagsiieHue 10KyMEHTAMM BHELIHEr 0 MPOUCXO0KIEHUS

6.3.5.1 HopmaTmBHas JOKyMEHTAIMsl BHEIIHETO IIPOMCXOXICHHS, BKIIOYalomas B cels
HOpPMAaTHBHbIE JOKYMEHTHI 10 CTaHJapTH3alMK (MEXIOCyIapCTBEHHbIE, HAllMOHAIbHbBIE cTaHapThl PO,
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texHuueckue peraamentsl, CanlluH, 3akonsl PO 1 nmoctaHOBIEHUS MPABUTENIBCTBA U TIP., HE MOMAJICKUT
pa3paboTKe, COrlIaCOBaHHUIO M YTBEPKJICHUIO BHYTPU OpraHU3all|H.

6.3.5.2 [Ipennucanusi HAA30PHBIX OPTraHOB MO Pe3yIbTaTaM BHEIIHUX IMPOBEPOK TAKXKE SBISAIOTCS
JOKYMEHTaMH BHEIIIHET0 MTPOUCXO0XKACHUS U TOJIJIEKAT YUETY U XPaHEHHUIO.

6.3.5.3 OTBeTCTBEHHOCTh 3a BelEHHE y4eTa, XpaHeHHe M akTyanuzanuio BHemHed HJI Hecer
PykoBoautens rpynmnbsl XACCII.

6.3.5.4 JlokyMeHTBI, HOCTYMAIONINE B YUPEKACHUE, POXOIAT MEPBUUHYIO 00pabOTKY, 3aHOCITCS
PykoBoautenem rpynnel XACCII B IlepeyeHb [JOKYMEHTOB, IIOCIE 4YEro MEpPenpaBisiOTCA
HENOCPEACTBEHHO PYKOBOAMTENO WM CHELMATIUCTY, KOTOPOMY JOKYMEHT IpenHa3HaueH mo Jlucry
paccbuiki. O3HAaKOMJIEHHE B COOTBETCTBUHU C 11. 6.3.2.6.

6.3.5.5 OTBETCTBEHHOCTb 3a AaKTyaJbHOCTb JOKYMEHTOB BHEIIHETO IPOMCXOXKJIECHUS HECET
PykoBoautens rpynmsl XACCII.

6.3.6 YpaBiieHue BbINIMCKAMM U3 HOPMATHUBHBIX JOKYMEHTOB

6.3.6.1 Bpimucku HU3 HOPMATUBHBIX JIOKYMEHTOB jenaer PykoBogutens rpynnbl XACCII
IIOCPEACTBOM KOINMPOBAaHMUA WM pacreyaTku. Ha Beimucke o00s3aTe€abHO MPOCTaBIsSETCS  KOJ,
HaMEHOBAaHME U JaTa U3JaHUs JOKYMEHTA, U3 KOTOPOro clejlaHa BBIIUCKA, 1aTa 0(OPMIIEHUS BBIITUCKHY,
MOJINHCH U pacimr(pOBKa MOIIKCH, JIUIA, CACTABIIETO BHITUCKY.

6.3.6.2 IIpu BHECeHMH U3MEHEHUN WK Nepen3iaHusl JOKyMEHTa, U3 KOTOPOro C/IeaHa BIMKMCKA,
BBIIMCKA aKTyaJIU3UpyeTCs.

6.3.6.3 3a akTyaJIbHOCTb BBIIIMCOK HECET OTBETCTBEHHOCTH PykoBoauteins rpynmnsl XACCII.

6.4 IIpoBepka nokymenTOB cucrembl XACCII

6.4.1 IIpoBepka nMpaBUIIBHOCTHU, aKTYaJIU3allUM, YUeTa U XpaHeHus T0KyMeHTOB cucteMbl XA CCII
MIPOU3BOUTCS BO BPEMsI BHYTPEHHHX ayJAUTOB.

7 MOHHUTOPHUHI', AHAJIN3 U OHEHKA ITPOLHECCA

PykoBonurento rpynnsl XACCII npenocrasnsieTcss nHGopMalus Mo pe3ynbTaraM BHYTPEHHUX
ayJIUTOB O HAPYILIECHUU YIIPaBJICHUs JOKYMEHTAUEHN, aKTyaJIbHOCTH IOKYMEHTOB.

Ha ocHOBaHMM mNOJYy4YeHHBIX CBEACHMH TNPOBOJUTCS UX AaHAIW3 M Pa3padaTbIBAIOTCS
KOPPEKTUPYIOIINE MEPOIIPUATHS.
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Ipuiio:xkenue A

®opma «Ili1an pa3padoTKu U aKTyaau3anuu JokyMeHTanun cucrembl XA CCII»

(pexomenpyemas)

Yr1Bepxaaro

<« » 20

Ilnan pa3padoTrku u akTyaau3aunu 1okyMeHTanumn cucrembl XACCII na 20 T

HaumeHoBaHue u IlepecmoTtp/ . OT1merka o
Ne n/m Cpok OTBeTcTBEHHBIHI
KOJI JOKYMEeHTa aKTyaJau3anus BbINIOJTHEHU U
CocraBuit:

PyxoBonurens rpynnsl XACCIIT

«

»

20

IMonmnucs, pacnmdpoBka

T.
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®opma «JIMCT paCChIIIKH M 03HAKOMJIEHH SI»
(pexomenpyemas)

Jucr PACCBIJIKH U O3HAKOMJICHU A

IIpuioxkenue b

JoaxHoCTH

Ne konmum

JlaTa BbIIa4n
OyMaKHOM
KOIUHU

INoanuck
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®opma «U3Benenne 00 N3MeHEHUU»
(pexomenpyemas)

IIpuio:xxkenue B

YTBEPXIAIO

« »

HN3Bemenue 00 M3MeHEHHH

N3menenne Ne

HAaMMCHOBAaHUE U HOMEP U3BMEHCHHOI'O TOKYMEHTa

Conepx(aHI/Ie HU3MCHCHUA

Vka3pIBaeTcs JHUCT, Kakou IMIYHKT, IOAITYHKT U3MCHACTCSA
COI{Cp)KaHI/IC HU3MCHCHMHA 3aKJII0YacTCA B KaBbIYKU.

[Tpumep:

Jlucr 2, TekcT moanyHkTa 2.1. 3aMEHUTH HA CIEAYIOIIHMN «

Pazpaboran

[Moanuce, pactmbppoBka

«_» 20 T

CoryacoBaHo

Ioarmucs, pacmmdpoBka

« » 20 .

».



AI1-19-2018 Penaxumsa Nel cTp. 14 u3 16

puiaoxenne I

®opma «JIMCT perucTpanuu U3MeHeHuin»
(pexomenpyemas)

JIMCT perucTpauvy u3MeHeHHu i

Ne Nara CrpaHuubl Ilepeuenn INToanuck
H3BelleHus ¢ N3MEHEHUSIMH U3MEHEHHbIX MYHKTOB | OTBETCTBEHHOIO
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Jucr PACCBIJIKH U O3HAKOMJICHU S

JomxHoCTh

Ne konmuu

JlaTa BhI1aYH
OyMasKHOM
KOIIUU

IMoanucek
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JIMCT perucrpauvy u3MeHeHH i

Ne
H3BeLIeHUs

Jara

Crpanuusl
¢ U3MEHEeHUsIMH

Ilepeyenn
HU3MEHEHHBIX IIYHKTOB

INToanuck
OTBETCTBEHHOI'0




