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Mpouenypa je o6ase3Ha 3a MpuMeHy. [ly)HOCT CBaKOr 3anoCieHOr Ha Kora ce npouesaypa
OAHOCM je Aa ce ca MCTOM yno3Ha M MocTyna Ha nponucaH HaunH. O6aBe3Ha je nNpuMeHa
CBMX ynyTCTaBa u 3anuca Koju cy aedvHUCaHN OBOM NpoLesypoM.
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OaroBopaH 3a NpuMeHy: NMomohHuk aAnpekTopa/lMNpeacTaBHUK

PYKOBOACTBA 3a CUCTEM MeHalLIMeHTa U 3aMeHUK
npeacTraBHMKa pykKoBOACTBa

OarosopaH 3a usmere y npoueaypu: MomohHuk aupekTopa/MpeacTaBHUK
PYKOBOACTBa 3a CUCTEM MEHaLMeHTa U 3aMeHMK

npeacraBHUKa pykoBoacTBa

JoKyMeHT je Baxehu u'y enekTpoHckoj popmu 6e3 nornmcal
3abparbeHo je HeoBnawheHo yMHOXaBare N HeKOHTPOIMCAaHa AncTpmnbyuyuja!l
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1. NMPEOMET

MpegMeT oBe npoueaype je gedmnHucawe NocTynaka n goKymeHTauyuje y nognpouecuma:

5.1. 3aCHNBAHE PALAHOT OLHOCEA .. uctnnntae ettt e e et e e e e et et e aa et e e e et aaaanea e e e taaaanneaeeeaann 3
5.1.1. 3acHuBaH€e pagHoOr ogHoca 3a gpXaBHe cny>X6eHuke Ha HeogpeheHo Bpeme........... 3
5.1.2.3acHnBam€e pagHor ogHoca 3a gpXaBHe c/y>K0eHnKe Ha ogpeheHo BpeMe ............... 4
5.1.3. 3acHuBaHe pPagHOr OAHOCA 38 HAMELLUTEHUKE ...ttt e et e e e e e e e e e eaaaanneeens 4
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5.3, TPECTAHAK PALHOT OLHOCEA ... uettetttaettee et e e et e et e e et e e e e e et e aneae e e eaaaanneeeeeennn 5

5.4. Bohewe n axypupare KaPOBCKE EBULEHLIMJE .. ...ttt e et e e e e aaaeens 5

2. MNOoAPYYJIE NMPNMEHE

OBy npoueanypy NpyMeryjy CBY 3amnoc/ieHMN.

3. OEPVHUNUNIE N CKPAREHWUE

- QMS (,,Quality Management System”) — Cuctem ynpaB/barta KB/INTETOM;

- ISMS (,,Information Security Management System”) — Cuctem yrnpas/barta 6e36egHowhy
UHdopmauuja;

- HACCP (,,Hazard Analysis Critical Contorl Point*) — Cuctem aHanuse pusuvka un
KOHTPOJTHMUX Tavaka

- Cuctem MeHapMeHTa - YnpaB/badykm CUCTEM WM  CUCTEMU KOjU ce  3ajegHo
MMMMIEMEHTUPAjY U Ha Koju ce ogHocu oa npoueaypa (HOp: 1SO 9001:2015, ISO
27001:2013, HACCP cucrem).

4. BE3A CA APYTMM OOKYMEHTVMA

VHTepHa:
— [ocnoBHUK KBA/IUTETA;

— CBa [OKYMeHTa cuMcTeMa MeHaLMeHTa;
— T[paBUNHUK 0 YHyTpalhem ypehewy 1 cuctemaTulaumjyu pagHUx mecra.

EKcTepHa:
— 1S0O 9000:2015, Cucrtemu yrnpas/balta KBaJIMTETOM - OCHOBE U peyHunk, 2015. roguHa;

— 1S0O 9001:2015, Cuctemu yrnpas/bartba KBa/IMTETOM - 3axTeBu, 2015. rogmnHa;

— 1S0 9004:2009, Cuctemun ynpaB/batba KBa/IMTETOM - YNYTCTBa 3a No6osblUaH-e
nepcopmaHcu, 2009. rogmHa;

— ISO/IEC 27001:2013, NHpopmaLnmoHe TexHoNnoruje — TexHuke 6e3begHocTn — Cuctemu
MeHalmeHTa 6e36egHowhy MHGopMaunja — 3axTeBu;

— ISO/IEC 27002:2013, VIHhopmaunoHe TexHonornje — TexHuke 6e3begHocTn — lMpaBuna
rnpakce 3a ynpas/bawbe 6e36eaHowhy nHpopmMauvja;

[OoKyMeHT je Baxxehu 1 y eNleKTpoHCKoj chopmun 6e3 notnucal
3abpar-eHo je HeoBnawheHO YMHO)KaBaHhe U HEKOHTPO/IMcaHa gnctpubyunjal




L Crtp. 3 N3OAHE: 02
64
(ﬂa_y IPOLIE/YPA OATYM N3OAHA:
VIIPABA 3A BAJETHHYKE TOCTOBE 3ACHMBAHKE VN NMPECTAHAK PAOHOI 04.11.2016.
PEITYBJITIKIX OPTAHA OAQHOCA

- ,Recommended International Code of Practice General Principles of Food Hygiene,
CAC/RCP 1-1969, Rev. 4 (2003)“. (MNpenopy4yeHn mehyHapogHM KOAEKC Mpakce onwTta
Hauena xurnjeHe xpaHe);

— 3akoH 0 gpxaBHuUM cnyxbeHuuuma ("Cnyx6eHm rnacHuk PC", 6p. 79/05, 81/05 —
ncnpaeka, 83/05 — ucnpaBka, 64/07, 67/07 — ncnpaska, 116/08, 104/09 n 99/14);

— 3akoH o paay("Cnyx6eHu rnacHuk PC", 6p. 24/05, 61/05, 54/09, 32/13 un 75/14)

— 3akoH 0 nnatama ApXXaBHUX cny>6eHuka n HamewwTeHnka(“CnyxbeHun rnacHuk PC”, 6p.
62/06, 63/06-ncnpaeka, 115/06-ucnpaska, 101/07, 99/10 n 99/14);

- Ypepgba o Haudenuma 3a yHyTpawrwe ypehewe M cucrtematmsauuvjy pagHux MecTa y
MUHUCTaApPCTBMMA, MOCEOHMM opraHuszaymjama mn cnyxkbama Bnapge("'Cny>X6eHurnacHmk
PC", 6poj 81/07- npeunwheHTekcT, 69/08, 98/12 n 87/13),

— Ypepnb6a o npunpemy KagpoBCKOr nsaHa y gpxasHumMm opraHumMa('Cny>6eHu rnacHuk PC",
6poj 8/06),

— Ypepb6a o pasBpcTaBaky pagHUX MecTa M Mepwinma 3a Ofnuc pagHMX MecTa LpXXaBHUX
cnyxbeHuka ("Cny»xb6eHun rnacHuk PC", 6p. 117/05 n 108/08),

— Ypeaba o0 ouerwumBawy ApXXaBHUX cny6eHunka('CnyxbeHn rnacHuk PC", 6p. 11/06u
109/09),

— [MocebaH KoNekTUBHU Yroeop 3a gp>xasHe opraHe("Cnyx6eHu rnacHuk PC", 6poj 25/15),

— 3aKoH O MNEH3UjCKOM M UHBanugckom ocurypaky("Cnyx6eHn rnacHuk PC", 6p. 34/03,
64/04, 84/04, 85/05, 101,05, 63/06, 5/09, 101/10 n 75/14);

— 3aKOoH O cnpeyaBamy 3/10cTaB/bama Ha pany('Cnyx6eHun rnacHnk PC", 6poj 36/10)

— Ypepba o YnpaBu 3a 3ajegHnuKe nocnose penyonmnyukux opraHa("Cny>6eHun rnacHmk

PC", 6poj 63/13)

< HaBegeHn cTaHgapaun cy 6mnn Baxkehu y TPEHYTKYy npornawera gokymeHata QMS-a. Y
cnyyajy o6jaB/bMBarba HOBUX U3fara, KopucHuum ce ynyhyjy Ha kopuwhere Bakehnx
Bep3unja cTaHaapaa.

5. Onmc NPOUEAYPE
5.1. 3acHnBaHe pagHor ogHoca

3acHuBaHe pagHoOr ofHoca ce pagum Ha OCHOBY npefgnora noMohHuKa AMpeKkTopa cekTopa a
y3 car/lacHocT gupekTopa YnpaBe. Ha ocHoBy npegsiora nomohHuka gupektopa Ogcek 3a
KagpoBe MNo3uBa KaHaujaTta ga AocTaBM AOKYMeHTa noTpebHa 3a 3acHMBak€ pagHOr ogHoca
(pagHa Krknua, OBepeH npenuc Aunsome, yBepere 0 ApXKaB/baHCTBY, YBEpewe fa Huje
MOKPEHyTa uUcTpara, U3Boj U3 MaTUYHE KrbUure poheHux UamM BeH4YaHuUx, POToKoMnuja AnNYHe
KapTe, (hoToKonmja BO3ayKe A03BOSIe- 3a pafgHO MeCTO BoO3auva, (hoToKonmja KapTuue-6poj
Tekyher padyHa). HakoH Tora ce mnspahyje pewere(ako je y nutarwy pagHO MeCcTo Ap>XaBHOr
cny>xx6eHuka) unm Yrosop o pagy (ako je y nutawy pagHO MecTo HaMellTeHUKa).

5.1.1. 3acHBaHwe pagHor ogHoca 3a ap>kaBHe c/y>k6eHunke Ha HeogpeheHo
Bpeme

M3BpLUIMNAYKO pasHO MEecTo MofnyhaBa ce MpeMellTajeM u3 apyror gpxkasBHor opraHa (Ha
OCHOBY criopasyma u3Mehy AupekTopa ynpaBe W AUpeKTopa/MUHUCTPA ApYyror ApXXaBHOr
opraHa) Mo CripoBeAeHOM MHTEPHOM W/IM jaBHOM KOHKYpPCY M MoMyHaBa Cce 3aCHUBaHbeM

JOoKyMeHT je Baxkehu 1 y enekTpoHcKoj hopmn 6e3 notnuca!
3abpar-eHo je HeoBnawheHO YMHO)KaBaHhe U HEKOHTPO/IMcaHa gnctpubyunjal
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pagHOr ogHoca ako je Ha jaBHOM KOHKypcy opabpaH kKaHauAaT KOoju Huje [p>XKaBHU
CNYy>X6EeHUK.

V3BplwIMNayko pagHO MEeCTo MnonyhaBa Ce MpemMellTajeM YHyTap MUCTOr ApXXaBHOP opraHa u
npeMellTajeM MO OCHOBY cropa3yma O npey3umamwy. lpemewitaj ce mHUUMpa of cTpaHe
nomohHMKa AMpeKTopa, a y3 carflacHoCT AupeKTopa YnpaBe. HakoH Tora Ogcek 3a KagpoBse
OCHOBaHOCT OAHOCHO MCMYHEHOCT YC/0Ba KOje 3arnocseHun Tpeba ga ucnyHu ga 6m npewao
Ha TO pafiHO MecTo. AKO Cy UCMYHEHM CBU TU YCNOBU paau ce PelleHe 0 NnpemMeLuTajy.

5.1.2.3acHuBare pagHor ogHoca 3a gp>kaBHe cny>kbeHunke Ha oapeheHo
Bpeme

KaHgnpaTtn 3acHuBajy pagHun ogHoc Ha ogpeheHo BpeMe 360r nosehaHor o6mma nocna wuam
3aMeHe NpMBPEMEHO OACYTHOI 3anoc/lIeHOr Ha OCHOBY npepasiora noMohHMKa AMpeKkTopa Ha
KOjn je AgupeKTop YnpaBe gao cariacHocCT.

5.1.3. 3acHuBawe pagHoOr ogHoca 3a HaMeluTeHuKe

KaHguaaTn 3acHMBajy pafHuM OfHOC Ha OCHOBY Npejsiora nomMohHMKa gupekTopa Ha Koju je
AVPEKTOpP YnpaBe fao carnacHocT. 3acHMBake pafHor ofHOCa 3a HaMeLUTEHMKE MOXe BUTU:

- Ha HeogpeheHo Bpeme, 6e3 obaBe3e jaBHOr OrfallaBama 1

- Ha ogpeheHo Bpeme 360r nosehaHor obuma nocna nan 3ameHe NMpPUBPEMEHO OACYTHON
3arnocsieHor.

MpunankoMm 3acHMBaka pafHOr ofHoca KaHamgatnm cy y obase3nm pa pocrtaese cregehy
OOKyMeHTaumnjy Opfceky 3a KagpoBe: OpuruHas pagHy KrKULy, OBepeHy ¢doTokonnjy
yBepewa unm gunnome Kojom ce notephyje cTpyyHa cnpema, (OTOKONujy yBepewa o
Op>aB/baHCTBY, YBeperwe U3 cyja [a Huje NoKpeHyTa mcTpara u ga ce He BOAWN KPUBUYHMU
noctynak, (poTokonujy mn3Boga W3 MaTU4YHE Khure poheHumx m BeHYaHux (3a cebe m 3a
ynaHoBe CcBOje nopoauvue), (oTokonujy nundHe KapTte, (GOoTOKONMjy Bo3adke pgo3sone (3a
pagHa mMecTa 3a Koje je To jefaH of ycnosa), (hoTokonumja Tekyher paudyHa.

Mo npujemy TpakeHe AOKyMeHTauuje u noTnucaHe cariacHOCTU O npujemy 3arnocseHor,
3anocsieHn nonykwasa nojaTtke Be3aHe 3a KaApoOBCKYy eBuaeHuunjy (3agp>kaBa KagpoBcKa
cnyxb6a), ogpehyje my ce wucpa of cTpaHe YnpaBe 3a Tpe3op, YHOCe ce CBU NOTPebHU
nogaumn y KagpoBCcKy eBuaeHumnjy, nspahyje ce cny>xéeHa nerutnmaymja (KagpoBcKa cry>xba
[ocTaB/ba CBe NOTpebHe nogaTKe 3anoc/ieHOr Ha OCHOBY Koje ce u3spahyje cnyxb6eHa
nerntumaumja), nonywasawe obpacua M 3a npujaBy 3anocneHor kog MO doHaa n doHAaa
3a 34paBCTBEHO ocurypame rge ce nobujajy oBepeHe 34paBCTBEHE KhbUKULE.

Csa noTpebHa JoKymeHTauuja ce oanaxe y (opMMpaHu Aocuje 3amoc/ieHOr U oA/laxke Ha
npeaBYNeHo MecTo.

JOoKyMeHT je Baxkehu 1 y enekTpoHcKoj hopmn 6e3 notnuca!
3abpar-eHo je HeoBnawheHO YMHO)KaBaHhe U HEKOHTPO/IMcaHa gnctpubyunjal
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PagHM ofHOC 3acHMBa Cce Ha OCHOBY Pelwlera 3a fgp>kaBHe Cclly>k6eHuke unm
YroeBopa o pajy 3a HaMeLWTEHUKE, YNju CYy efleMeHTU aeuHUCcCaHN 3aKOHOM O pagy 1
3aKOHOM O ApPXKaBHUM CNyX6eHuLnva.

5.2. NpomeHa cTtaryca

MNpomeHa cTaTyca 3anocseHor (MpeMellTaj) AOHOCKM Ce Ha OCHOBY npeasiora MoMohHUKa
OVpeKTopa y3 carflacHocT AupekTopa Ynpase. [pomMeHy cTaTyca uHUumpa [omohHUK
OMpeKTopa Ha OocHoBY noTpebe wmnu opraHusauunje nocna y CekTopy, cBe y cknagy ca
3aKOHCKMM nponvcuma.

5.3. lNpectaHak pagHor ogHoca

MpecTtaHak paHOr oAHOca MoXe 6uTW no YnaHy 175 3akoHa 0 pagy n uvnaHy 126 3akoHa o
Ap>XXaBHUM ciyXKbeHunuuma: npectaHak Mo MCTEKY poKa Ha KOju je 3acHOBaH crnopasyMm, Mo
cuIn 3akoHa, cMphy 3anocneHor n Ha apyru HadvH ogpeheH 3akOoHOM.

Mo noaHollekwy 3axTeBa 3arocsieHor (YKO/IMKO ce paau O CropasyMHOM MpecTaHKy pagHor
oAHoOca) 3a pacKu/ pajHor o4Hoca [JOHOCK Ce peLleHe 0 NPecTaHKy pajgHor ofHoca.

3anocneHn Kojem npecrtaje pagHu ogHoc, pasayXyje ce nytem NoTBpae o0 pasgy>kery Kojy
KafpoBCcKa cnyxba ognaxe y HEroB focuje, 3ak/byuyje My ce pajHa Kibukumua n gajy My ce
NYHa OOKYMEHTa M pellewe O MPecTaHKy, y3 NOTNUC Aa je MpUMMO pellere U AOKYMEHTa,
HaKOH 4era ce nonywaBa M ob6pasay pagun oajaBe Kof Hag/eXHuUxX QoHAOoBa, axXypupake
nogaTtaka 3a KagpOBCKY e€BUAEHUNjY U apXuBupawe gocujea.

5.4. Bohewe n axkypupamwe KagpoBcKe eBuaeHunje

Y Opfceky 3a Kagpose BOAWU ce eBuAeHUMja o 3anocneHuma Kpo3 codprteep PERBITVIEWS. Y
copTBEpPY ce BoAe ONwTW nojauu BesaHu 3a crtaTyC 3aroc/ieHor, KOju NpoucTuyy u3 pagHor
ofHoca (pafHO MecTOo, OMuUCW [OC/MoBa, pPafHU CTaX...) Kao N HUXOBO CBaKOAHEBHO
axXypupame y cKnagy ca HactasimuMm rnpoMeHama.

Mopen cohTBepa BoAde ce U gocujen 3anocneHmx. CBakum Aocuje cagpXXu AOKYMEeHTa Koja
[OoCTaB/ba 3anoc/eHn NpUIMKoM npujema:

- opurnHan pagHy Khmxuuy,

- oBepeHa qoToKoMnuja yBepera Uan gnnsome Kojom ce notephyje cTpydHa cnpema,

- (boTokOoNMjy yBepemwa 0 gp>kaB/baHCTBY,

- yBepewe U3 cyfa fa Huje NoKpeHyTa ncrtpara n ga ce He BOAW KPUBUYHM NOCTyNak,

- poTOoKONUjy n3Boada N3 MaTUYHE Krbure poheHuX n BeH4YaHux (3a cebe n 3a yYnaHoBe
CcBOje nopoauue),

- hoTOKONNjy NNYHEe KapTe,

- hoTOoKONMja BO3auke A03BoNe (3a pagHa MecTa 3a Koje je TO jeaaH of ycnosa),

- oTokonuja Tekyher pauvyHa.

— npujaBe Kog HagnexhHunx coHgosa (MO, P330)

— 5ekapcka yBepewa (YKOJ/IMKO pagHO MeCcTo 3axTeBa)

JOoKyMeHT je Baxkehu 1 y enekTpoHcKoj hopmn 6e3 notnuca!
3abpar-eHo je HeoBnawheHO YMHO)KaBaHhe U HEKOHTPO/IMcaHa gnctpubyunjal
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— ocTany npartehy AoKymeHTauujy Be3aHy 3a npaBa W ob6aBe3e W3 pagHoOr ogHoca
(yroBop 0 pagy, aHEKCU 1 pellersa...)

[ocuje 3anocneHor ca yyBa y KafpOBCKOj CMy6u, y nepuvoay AOK je 3amnoc/ieHn y pagHoM
OfHOCY Yy YnpaBu 3a 3ajefHNYKe MOC/IoBe Peny6AnUyKnUX opraHa.

YMNYTCTBA (Koja npou3sunase 13 ose npovueanype)

3AMNCU (koju nponsunsiase s oBe npouenype)

Ha3wne 3anuca Bpoj Mepuvoa vysaHa OprosopHoct I'Ipm_nor

npumepaka 3a yyBamwe 6poj
TpajHO y gocunjey

MoTBpaa o pasny>kemwy 1 33M0ChEHOr Apxunsa 1

Pewere o npemewitajy

3a gp>kaBHe cny>kbeHunke 4 TpajHo ApxuBa -

/HameluTeHnKe

Pewerwe o npujemy y

pagHu ogHoc (oapeheHo a TpajHo ApxvBa _

/HeopnpeheHo Bpeme) 3a
Ap>XaBHe cny>K6eHuke

Yrosop o pagy (Ha
ogpeheHo /7HeoapeheHo 4 TpajHo ApxuBa -
BpemMe) 3a HamMmelwTeHUKe

Pewere npecTtaHak
pagHor ogHoca 3a
Ap>KaBHe
cny>kbeHnke/HamMmellTeHUKe
(cnopa3yMHN NpecTaHak,
oTKa3 yrosopa o paay)

4 TpajHo ApxuBa -

Pewerne npecrtaHak
pagHor ogHoca 3a
Ap>kaBHe 6 TpajHo Apxunsa -
cny>kbeHnke/HamMmeluTeHUKe
(ognazak y neHsnjy)

3axTeBu 1 mosibe
3anocneHux (3a NnpomMeHy
cTaTtyca, ogsiasak y neHsujy

uta)

2 TpajHo ApxuBa -

[OoKyMeHT je Baxxehu 1 y eNleKTpoHCKoj chopmun 6e3 notnucal
3abpar-eHo je HeoBnawheHO YMHO)KaBaHhe U HEKOHTPO/IMcaHa gnctpubyunjal
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