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	[Note] Replace organization-specific placeholders, CMS scope details and role titles before controlled release. Jurisdiction-specific compliance obligations must be maintained in approved registers and authoritative-source systems, not inferred from this manual.



1. Purpose
This Manual describes the structure and operating framework used by the organization to establish, implement, maintain, evaluate and continually improve its compliance management system (CMS). It is intended to explain how governance, compliance obligations, risk management, culture, controls, reporting and assurance work together.
2. CMS Scope
The CMS applies to: [DEFINE LEGAL ENTITIES, BUSINESS UNITS, LOCATIONS, ACTIVITIES, PRODUCTS / SERVICES AND RELEVANT THIRD-PARTY RELATIONSHIPS]. Exclusions or boundaries must be justified, documented and periodically reviewed.
3. Organization Context and Interested Parties
The organization periodically reviews internal and external issues that may affect compliance outcomes, including strategy, structure, ownership, markets, regulatory change, culture, technology, third-party dependencies and significant operating changes. Relevant interested parties and their material compliance expectations are maintained through controlled context and obligations processes.
	[Note] The context review must document whether climate change is relevant to the CMS and consider relevant interested-party climate-related requirements where applicable under ISO 37301:2021/Amd 1:2024.



4. CMS Process Framework
	Process Group
	Core CMS Processes
	Typical Outputs

	Governance & Leadership
	Context, policy, oversight, roles, compliance function, culture expectations
	Policy, governance decisions, assigned accountability

	Planning
	Compliance obligations, risk assessment, objectives, action planning
	Obligations register, risk register, objectives / plans

	Support
	Resources, competence, awareness, communication, documented information
	Training records, communication records, controlled documents

	Operation
	Controls, due diligence, third-party/supplier controls, change management, speak-up, investigations
	Control evidence, due diligence files, case records, remediation

	Performance Evaluation
	Monitoring, compliance evaluation, audit, reporting, management review
	Monitoring results, audit reports, review decisions

	Improvement
	Correction, root cause, corrective action, lessons learned, continual improvement
	CAPA records, updated risks/controls, improvement decisions


5. Leadership, Governance and Compliance Function
Top management is accountable for integrating compliance into organizational direction, allocating resources, reinforcing expected conduct and ensuring material compliance information reaches the appropriate oversight level. Where a governing body exists, it receives information sufficient to exercise oversight consistent with its mandate.
The compliance function is established with authority, competence, access and resources proportionate to assigned responsibilities. Its organizational positioning supports objective challenge, escalation and access to top management or the governing body when necessary.
6. Compliance Policy, Culture and Responsibilities
The compliance policy communicates the organization’s commitment to applicable compliance obligations, ethical conduct, speaking up, non-retaliation where applicable, investigation, corrective action and continual improvement. Managers translate these commitments into role-specific expectations and operating controls.
Compliance accountability remains with business/process owners for activities under their control.
The compliance function advises, facilitates, monitors and challenges in accordance with its approved mandate.
Personnel are expected to understand and follow relevant obligations, policies, controls and reporting requirements.
7. Compliance Obligations and Risk-Based Planning
Compliance obligations are identified, accessed and updated through approved sources. Applicability, ownership, operational impacts and evaluation evidence are recorded so that obligations can be traced into compliance risks, controls, training, monitoring and evaluation activities.
Compliance risks are assessed using documented criteria that reflect likelihood, consequence, exposure, control design/operation and organizational context. Risk assessments are revisited after significant legal, regulatory, strategic, operational, ownership, product, market or third-party changes.
8. Objectives and Operational Controls
CMS objectives are established for material compliance needs and supported by measurable indicators where useful. Operational controls are designed and maintained for priority compliance risks, with clear owners, operating criteria and retained evidence.
	Control Domain
	Control Intent

	Approvals / Segregation
	Prevent unauthorized or conflicted decisions in compliance-sensitive activities.

	Due Diligence
	Identify and address third-party or transaction-specific compliance risk before and during the relationship.

	Contractual Controls
	Communicate compliance expectations, cooperation requirements, information/audit rights and remedies proportionate to risk.

	Financial / Record Controls
	Support accurate, traceable and appropriately approved transactions and records.

	Training / Awareness
	Build role-specific competence and awareness for relevant obligations and controls.

	Monitoring / Testing
	Detect control failures, trends or emerging risk and provide evidence for management decisions.


9. Third Parties and Suppliers
Third-party and supplier compliance controls are proportionate to relationship purpose, risk tier, geography, service/product, access, payment model and applicable obligations. The lifecycle may include risk classification, due diligence, approval, contract controls, onboarding, ongoing monitoring, refresh, issue escalation and exit decisions.
10. Speak-Up, Concerns and Investigations
The organization maintains accessible channels for raising compliance concerns and defines how confidentiality, protection from inappropriate retaliation, conflicts, triage, investigation, escalation, documentation and case closure are handled. Investigations are assigned based on competence, independence and seriousness of the matter.
	[Note] A case-management process should distinguish allegations, substantiated facts and legal conclusions. Material matters should be escalated promptly through approved governance channels and, where necessary, to qualified legal counsel.



11. Competence, Awareness and Communication
Competence needs are determined for compliance-relevant roles, including leadership, compliance personnel, control owners, investigators, auditors and selected third-party-facing roles. Training and communication are risk-based, role-appropriate, documented and refreshed when responsibilities or risks change.
12. Documented Information
CMS documents and records are created, approved, updated, retained, protected and disposed of according to the documented-information procedure. Record controls support traceability, confidentiality, accessibility, evidential integrity and applicable retention requirements.
13. Performance Evaluation
The organization monitors CMS performance through control testing, compliance evaluations, indicators, concern/investigation trends, third-party and supplier reviews, internal audits and management reporting. Compliance conclusions are supported by objective evidence against identified obligations or approved internal criteria.
14. Internal Audit
Internal compliance audits are planned using risk, significance, change and prior results. Auditors are competent and sufficiently independent/objective for the work assigned. Findings identify the criterion, evidence and demonstrated gap; actions are tracked to closure and effectiveness verification where appropriate.
15. Management Review and Governance Reporting
Top management reviews CMS suitability, adequacy and effectiveness at planned intervals. Inputs include context changes, obligations, risk profile, objectives, monitoring/evaluation results, concerns/investigations, audit results, third-party performance, resources, corrective actions and improvement opportunities. Decisions and actions are recorded.
16. Nonconformity, Corrective Action and Improvement
The organization responds to CMS nonconformities and material control failures through containment/correction, cause evaluation, corrective action, system updates and effectiveness verification. Lessons learned are fed back into risk assessment, controls, competence, communication and governance.
17. CMS Document Structure
	Level
	Examples

	Governance / Direction
	Compliance policy, CMS manual, governance framework, committee terms of reference

	Processes / Procedures
	Obligations management, risk assessment, due diligence, concerns/investigations, audit, corrective action, documented information

	Tools / Forms / Registers
	Obligations register, risk register, audit checklist, third-party evaluation, action trackers, case forms

	Evidence / Records
	Approvals, monitoring results, training, due diligence, investigation records, audit reports, management review minutes


18. References
ISO 37301:2021 — Compliance management systems — Requirements with guidance for use.
ISO 37301:2021/Amd 1:2024 — Climate action changes.
Applicable laws, regulations, permits, licenses, contracts, codes and other obligations maintained by the organization in controlled compliance registers.
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