FOCT P NCO/TO 10013-2007 MeHemxmeHT opraHmsaummn. PykoBoacTBO Mo AOKYMEHTUPOBAHUIO CUCTEMbI MEHEIXKMEHTa kayecTBa
lpumeHsiemcs ¢ 01.06.2008
CrtpaHuua 1

rOCT P NCO/TO 10013-2007

Mpynna T59

HALMOHANBbHbLIA CTAHOAPT POCCUUCKOW ®EOEPALIUA

MeHeaXMeHT opraHusavumm
PYKOBOACTBO NO AOKYMEHTUPOBAHWUIO CUCTEMbl MEHEXKMEHTA KAYECTBA

Organization management.
Guidelines for quality management system documentation

OKC 03.100.30
03.120.10
[ata BBegeHmsa 2008-06-01

MpeancnoBue
Llenu v npmHumnel ctangaptusauumn B Poccuiickon ®efepaunn yctaHoBneHol PegepanbHbiM 3aKOHOM
oT 27 gekabps 2002 r. N 184-93 "O TexHn4Yeckom perynmposaHun”, a npaBuia NpMMEHeHUs HaunoHarbHbIX
ctangaptoB Poccuickon ®egepaummn - TOCT P 1.0-2004 "CraHpapTtusauma B Poccuickon depepaumu.
OcHoBHble nonoxeHms"

CBepgeHunAa o cTaHpgapTe

1 MOANOTOBJIEH OTkpbiTbiM akuMoHepHbIM obwecTBoM "Hay4dHo-nccnegoBaTenbCkuii  LEHTP
KOHTpOns W guarHocTukn TexHuyeckux cuctem" (OAO "HUL KO") n TexHnyeckum KOMUTETOM MO
ctaHgapTtusaumm TK 10 "lNepcnekTnBHbIE NPOM3BOACTBEHHbBIE TEXHOMOMMN, MEHEAXXMEHT U OLeHKa puckos"
Ha ocHoBe COBCTBEHHOro ayTeHTUYHOrO NepeBofa CTaHgapTa, yKasaHHOro B NyHKTe 4

2 BHECEH VYnpaeneHnem pa3sutusi, WHGOpMaAUMOHHOIO OODecrneyYeHnss W akkpeautTaumm
dPenepanbHOro areHTCTBa No TEXHNYECKOMY PEryrMpPOBaHNIO U METPONOTUN

3 YTBEPXOEH VI BBEJEH B AENCTBME MMpukasom denepansHOro areHTCTBa Mo TEXHUHECKOMY
perynupoBaHuto u MmeTtponorumn ot 31 oktabpsa 2007 r. N 282-ct

4 Hactodwun cTaHgapT WAeHTUYeH MexayHapogHomy cTtaHgapty WCO/TO  10013:2001
"PykoBOACTBO NO JOKYMEHTMPOBaHUIO cucTeMbl MeHegxkmeHTa kadectea" (ISO/TR 10013:2001 "Guidelines
for quality management system documentation™).

HaumeHoBaHvMe HacToswero craHgapTa W3MEHEHO OTHOCUMTENBHO HaMMEHOBAHUSA YKa3aHHOro
MeXayHapoaHoro ctaHgapTa aAnsa npuesefeHus B cootseTtctane ¢ FOCT P 1.5-2004 (nogpasaen 3.5).

I'Ip|/| npuMeHeHnn HacTodAwero ctaHaapTa pekoMeHOyeTCA WCNOofib30BaTb BMECTO CCbITOYHbIX
MeXayHapodHblIX CTaHOApPTOB COOTBETCTByWLIME MM HauMOHalbHble CTaHAaApTbl, CBeAEeHUA O KOTOpPbIX
npueeeHbl B AOMOJTHUTENTbHOM NPUIOXEeHUn C

5 BBEJEH BINEPBbIE

UHpopmayuss 06 usmeHeHUsIX K HacmoswemMy cmaHOapmy rybrukyemcsi 8 exe200Ho u3ddasaemMoMm
UHbopmayuoHHOM yka3amerne "HayuoHanbHble cmaHdapmbl”, a mekcm U3MeHeHUl U rornpasok - 8
exemecsiHHO u3dasaeMbiX UHGOPMaUUOHHbLIX ykazamernsx "HauuoHanbHbie cmaHOapmel”. B crnydae
nepecmompa (3amMeHbl) unu ommMeHbl Hacmosiue2o cmaHlapma coomeemcmeyroujee ygedomeHue bydem
ory6ruKkogaHo 8 exemecsiHHO u3ddasaeMoM UHGOPMaUUOHHOM ykazamerne "HauyuoHanbHblie cmaHdapmbi”.
Coomeemcmeyrow,as uHhopmayus, yeedoMmreHue U meKcmal pa3Mewaromcs makxe 8 UHGhopMayUuOHHOU
cucmeme obwe20 Monb308aHUs - Ha oghuyuarbHoM catime ®edeparibHO20 a2eHmcemea o MexHU4YEeCKoOMy
peaynuposaHuio u Memposioeuu 8 cemu IHmepHem




FOCT P NCO/TO 10013-2007 MeHemxmeHT opraHmsaummn. PykoBoacTBO Mo AOKYMEHTUPOBAHUIO CUCTEMbI MEHEIXKMEHTa kayecTBa
lpumeHsiemcs ¢ 01.06.2008
CTtpaHuua 2

BBepeHue
O6si3aTenbHbIM TpeboBaHuem ctanHgapToB MICO cepum 9000 saBnseTcsa 4OKYMEHTMPOBAHUE CUCTEMBI
MeHe)KMeHTa Ka4vyecTBa opraHn3auunin.

HacTosiwmii ctaHgapT HanpaBrneH Ha oGecneyeHue MNPOLECCHOro nogxoda npu paspaboTke u
BHEAPEHNN CUCTEMbI MEHEXKMEHTA KauyecTBa 1 yry4ylleHUn ee pesynbTaTUBHOCTM.

Ons  pe3ynbTaTMBHOrO  (PYHKLUMOHMPOBAHMS  OpraHuM3auusi  [OIbKHa  MAEHTMUUMPOBAaTb
MHOTOYMUCIIEHHbIE B3aMMOCBSA3aHHblIE BWAbI OEATENBHOCTU WM ynpaBnsaTb uMMKU. Jlobasi gesTenbHOCTb
opraHuMsaumu, B KOTOPOW WCMOSb3YOTCA pecypcbl Ansi npeobpa3oBaHUsi BXOOOB B BbIXOAbl, MOXET
paccmaTpumBaTbCs Kak npolecc. Bxogamu ogHoro npouecca o6blYHO ABMAAOTCSA BbIXOAbI APYTUX NPOLECCOB.

CuctemaTnyeckas VID,eHTVICbVIKaLWIFI N MEHEePKMEHT TMNpUMEHAEMbIX OpFaHVISaLLVIGVI npoueccos,
obecneyeHne nx B3aMMOAENCTBMS MOXET paccMmaTpmnBaTbCA Kak HpOLJ,eCCHbIVI noaxoa.

MpenMyLLecTBO MNpPOLIECCHOTO MNOAXOA4a COCTOMT B HEMPEepbLIBHOM YMpaBfeHUuM Kak Ha CTblke
OTAerbHbIX NPOLIECCOB B pamMKax CUCTEMbI, Tak U NPW UX KOMBUHALMM 1 B3aMOOENCTBUN.

I'Ipvl OOKYMEHTUPOBaHUN CUCTEMbI MEHE)KMEHTa KadeCTBa OopraHm3aumna MoXxeT onpenenmntb noboe
YMCINO N COCTaB [OOKYMEHTOB, HeobxoaMMbIX AOns OEMOHCTpaunn pes3ynbTaTtnBHOINO MniiaHMpoBaHUA,
d)YHKU,I/IOHVIpOBaHVIﬂ, ynpasiieHnAaA M NOCTOAHHOro yny4dweHuna CUctemMbl MeHeP)KMEeHTa KaydectBa un ee
npoueccos.

Xapaktep W cTeneHb [OKYMEHTMPOBAHUS CUCTEMbl MEHe[KMEeHTa kKayecTBa 3aBWUCAT OT
ocobeHHocTew opraHm3auun. JJokyMeHTUpOBaHNe MOXET OXBaTbiBaTb BCIO AEATENMbHOCTb OpraHnsaumm unm
oTaenbHble ee acnekTbl. Hanpumep, TpeboBaHus, ycTaHaBnnBaemble B AOKYMEHTaLMK, 3aBUCAT OT Buaa U
Xapaktepa npogykuMmM U1 MpoLeccoB, YCMOBMN KOHTPAaKTa, YCTAHOBMEHHbIX 3aKkoOHOAATEeNbHbIX U
obsasaTenbHbIX TpeboBaHu 1 T.0.

Co,u,epmaHme OOKYMEHTOB CUCTeMbl MeHeXXMeHTa Ka4vecCTBa U YyCTaHOBIIEHHblE B Hen Tpe6OBaHI/IF|
OOJDKHbl COOTBETCTBOBATL CTaHAApPTaM B obnacTtn kayecTBa.

PykoBogsilne ykasaHus HacTOsILEro crtaHgapTa Mo OOKYMEHTMPOBaHWIO CUCTEMbI MEHEeKMeHTa
KayecTBa NpeAHasHayeHbl Ans NPUMEHEHUS OPraHN3aLnsaMn U He MOTYT ObITb MCMONBb30BaHbl B KOHTPaKTax
unu ansa uenemn ceptudukaumm.

MnaHnpoBaHWe kayecTBa SABMNSETCA OOHUM U3 OCHOBHbLIX BWMOOB AEATENBHOCTU MPU BHEAPEHWUM
CUCTEMbl MEHeMKMeHTa KadecTBa. [OKYMEHTbl MO MMaHWPOBaHUKO KayecTBa MOryT pernameHTMpoBaTb
nnaHWpoBaHWe, NOAroTOBKY K BHEAPEHMWIO CUCTEMblI MEHEIXMEHTa Ka4yecTBa, BKIOYas OpraHn3auunoHHbIe
MeponpusaTUsi, rpacpukn BbINONHEHNS paboT 1 pecypckl, Heobxoaumble ANs AOCTUXEHUs Lenen B obnacTu
KayecTBa.

1 O6nacTb NnpuMeHeHus
Hactoawuin cTaHgapT COLEpXWUT pPYKOBOAALWME YyKaszaHus no pa3paboTke, BHEOPEHUID MU
nogaepXaHuio B paboyem COCTOSHMU OOKYMeHTauun, Heobxooumon ans obecnevyeHus pesynbTaTUBHOCTU
CUCTEMbI MEHE)KMEHTA Ka4yeCcTBa 1 COOTBETCTBYIOLLEN NOTPEOHOCTAM OpraHusaLmu.

PykoBogslive ykasaHusi MOryT MOMOYb OpraHu3auusam Mpy CO34aHWM CUCTEMbI AOKYMEeHTauuu,
COOTBETCTBYIOLLEN TPEGOBAHNAM CTaHAAPTOB MO CUCTEME MeHe)KMeHTa KayecTBa.

Hactodwwunm craHgapT MOXeT WUCMnonb3oBaTbCA MNpUM  OOKYMEHTUMPOBAHWM HE TOMbKO CUCTEM
MEeHeXMeHTa KayecTBa B COOTBeTCTBUM C TpeboBaHuamu ctaHgaptoB MCO cepun 9000, HO u npwm
OOKYMEHTUPOBAHUN APYrMX CUCTEM MEHEMKMEHTa, Hanpumep, CUCTEMbl 3KOJTOTMYECKOr0 MEHEMKMEHTA,
CMCTeMbl MeHexkMeHTa 6e30MacHOCTU 1 OXpaHbl TpyAa.

I'Ipmmeanme - Ecnn npouenypa oKyMeHTUpoBaHa, 4aCTo UCNOJib3yHOT TEPMUH ",D,OKyMeHTMpOBaHHaFI

npoueaypa".

2 HopmaTtuBHbIe CCbISIKK
B HacTosWweM cTaHaapTe UCnorb3oBaHbl HOPMATMBHbBIE CCLINKW Ha cneyloLue ctangapTbl:
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MCO 9000:2005 CucteMbl MeHepkMeHTa kavyecTBa. OCHOBHbIE MOJTOXEHUS U CNOBapb
MCO 9001:2000 CucteMbl MEHEKMEHTA KavecTBa. TpeboBaHus
3 TepMuHbI 1 onpegeneHuns
B HacTodwem cTaHgapTe WCNoMb3ylTcss TepMuHbl U onpegeneHnss no MCO 9000, a Takke
crnepywlmne TEPMUHbI C COOTBETCTBYIOLMMU onpegeneHvsmun. [Ons oTgoenbHbiX BUAOB OOKYMEHTaLMM

CUCTeMbl MEHE)KMEHTa KadecCTBa 0NnyCKaeTCAa Ncnonb3oBaHUe OApYyrmx 06LIJ,eI'IpVIHF|TbIX TEPMUHOB.

3.1 paboune wuHcTpykumm (work instructions): MNogpoGHoe onucaHWe nopsiaka BbINOMHEHWS
NOCTaBEHHbIX 3adaHuin 1 BeeHWe 3anucen no H1M.

MprmeyaHusa

1 [lokymeHTMpOBaHne pabounx MHCTPYKLUIN He 06a3aTenbHO.

2 K pabounmm WHCTPYKUMSIM MOTYT ObITb OTHECEHbl, HanpuMep MNOSACHUTENbHbIE 3anucku, KapTbl
TEXHOMNOrMYeCcKoro npouecca, nnaHbl, MoAeNnn, TEXHUYECKMEe 3annCKn K YyepTexam, TEXHUYECKNe YCroBus,
WMHCTPYKUMM NO 3Kcnfyatauum obopyaoBaHus, nnakaTel, BuaeomaTepuansl n T1.4. Paboune MHCTpyKumm
OOIDKHbI cofepXaTb cBegeHns o6 ncnonb3yemblx MaTepuanax, 06opyaoBaHuM 1 gokymeHTauum. B cnyyae
HeobX0AMMOCTM B HUX MOTYT ObITb BKITHOYEHbI KPUTEPUMN MPUEMKN.

3.2 dopma (form): [OKyMEHT, B KOTOpblA BHOCSATCS [JaHHble, HeobxoOuWMble ANl CUCTEMb
MeHeKMEHTa KayecTBa.

MpumeyaHue - MNocne 3anonHeHns hopma CTAHOBUTCS 3aMNUCHIO.
4 [1okyMeHTauusi CUICTeMbl MEHePKMeHTa KayecTBa

4.1 O6LwWume nonoxeHns

Knaccudumkauma goKkymMmeHTaumm cMcTeMbl MEHEDKMEHTA KayecTBa MOXET OblTb MOCTPOEHa Ha OCHOBE
CTPYKTYpPbl MPOLECCOB OpraHv3aunv, CTPYKTYpbl BHEOPSIEMOrO CTaHgapTa KadecTBa UM UX KOMOUHaLuMW.
OpraHuszaums MOXeT wucnonb3oBaTb Apyrve BuAbl KnaccudukauMid B COOTBETCTBMM CO  CBOUMM
noTpebHoCTAMM.

CTpykTypa B3auMOOEWCTBUSA [OOKYMEHTOB CUCTEMbl MEHEKMEHTa KayecTBa MOXET ObiTb
nepapxudeckon. NogobHasa cTpykTypa cnocobCcTByeT BHeAPEHUIO, NoaaepXaHnio B pabovyem COCTOSHUN U
nyywiemMy MOHMMaHUIO NepcoHanom TpeboBaHWMMA K LOKYMEHTauuW CUCTEMbl MEHemKMeHTa kayecTBa. B
npunoxeHun A npeacrtaBrneHa TUMNOBasi CTPYKTypa B3aUMOLENCTBUS OOKYMEHTOB CUCTEMbl MEHeIKMEHTa
kayectBa. PaspaboTka ypOBHEW WepapxXu4eckon CTPYKTypbl [OOKYMEHTOB 3aBUCUT OT 0OCobBeHHOCTeln
opraHusauum.

CteneHb OOKYMEHTUPOBaHUA CUCTEMbI MEHEe)KMEeHTa KadeCTBa OpraHun3aunn MOXeT pa3findaTtbCAa B
3aBMCUMOCTHU OT creayrwnx (baKTOpOBZ

a) pasmepa 1 BUOOB AeATeNbHOCTU opraHmM3auuu;
b) cnoxxHocTn npoueccoB 1 oopM MX B3aUMOLENCTBUS;
C) KOMMNETEHTHOCTUN NepcoHana.

Onpe,qeneHMﬂ CUCTeMbl MeHe)KMeHTa KadecTBa [OOJDKHbl COOTBETCTBOBaTb TepMUHaM U
onpegenenunsam no NCO 9000 co ccbinkon Ha aTOT CTaHAapT MW OBLLENPUHATBIE TEPMUHBI 1 ONPeAeneHuns.

Cucrtema MeHeXMeHTa KayecTBa 06bIYHO BKIOYaET B cebs cnenytolume 4OKYMEHTbI:
a) NoNUTUKY 1 Lienn B 06nacTu KayecTsa;
b) pykoBOACTBO MO Ka4ecTBy;

C) AOKYMEHTMPOBaHHbIE NpoLeaypbl;
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d) paboumne MHCTpyKLUu;
e) hopmbi;

f) nnaHbl kavecTBa;

g) TEXHUYECKME YCIOBHS;
h) BHeLLHWE OOKYMEHTHI;
i) 3anucn.

[lOKyMEeHTbl CUCTEMblI MEHeIKMEHTa KadecTBa MOryT ObiTb NpeacTaerneHbl B noboi dopme U Ha
ntobom HocuTene.

MpumeyaHue - [MpeumyllecTBamy [OKYMEHTUPOBaHUS Ha 3MEKTPOHHbIX HOCUTEMSX SABMSIOTCS
crneaytoLyme:

a) obecneveHve MOCTOSHHOrO [OCTyna YNOMHOMOYEHHOrO MepcoHana K akTyannsupoBaHHON
nHdopmaumm;

b) JIerkoCTb npegoctasliieHnA OoCTyna K AOKYMEeHTaM, BHECEHUA B HUX N3MEHEHNA 1 ynpaBlieHnda
NMU;

C) BO3MOXHOCTb PacrnpoCTpaHEHUs] JOKYMEHTOB U YMpaBfeHWUs UMW NYTEM pacneyaTtky Konuii (npu
HeobXxoaMMOoCTH);

d) obecneyeHune gocTtyna K AOKYMEHTaMm oTAaneHHbIX NoApa3aeneHun;

e) obecneyeHne NpPoCTOThbl U Pe3yNbTaTUBHOCTU aHHYNUPOBAaHNSI yCTapeBLUMX JOKYMEHTOB.

4.2 Llenn 1 none3HOCTb AOKYMEHTUPOBaHUA

lD,OKyMeHTl/IpOBaHl/Ie CUCTEMDI MeHeKMEHTa Ka4yecTtBa no3BonidAeT OCYyLUEeCTBIIATb (ﬂpl/l
HeobXxoOMMOCTHM CMUCOK MOXET ObITb D,OI'IOJ'IHeH)Z

a) ornncaHmne cuctemMbl MEHEPKMEHTA Ka4yeCTBa OpraHn3auunu;

b) obecneyeHne HeobOxooumMoOn WHGOPMaLMEN B3aUMOLEWCTBYHOLMX MOAPA3OENEHUN C Lenblo
nyduwlero noHMMaHuaA B3aMMOCBSI3en MeXxny HUMU;

C) poBefeHve 00 CBefeHUs NepcoHana 06s3aTensCTB CO CTOPOHbI PYKOBOACTBA B 06M1aCTU KayecTBa;

d) cogencteme B obecneyeHUn OCBEAOMIIEHHOCTU nepcoHana 00 aKTyalibHOCTU N BaXXHOCTU ero
OEATENIbHOCTH;

e) obecneyeHre B3aMMOMNOHUMaAHKA MeXay NepcoHanom 1 pykoBOACTBOM OpraHu3auum;

f) obecneyveHne 6a3bl ANSA BbINOHEHMS NOCTABIEHHbIX LiENen;

g) yCTaHOBNEHME nopsiaka BbINOMHEHMS paboT ansg AOCTUXKEHNS] YCTAHOBEHHbIX TpeboBaHui;
h) obecneyeHne 0OBLEKTUBHBIX CBUOETENBCTB BbIMOHEHUS YCTAHOBINEHHbLIX TPeOOBaHNI;

i) obecneyveHne YeTKOW 1 pe3ynbTaTUBHOM CTPYKTYPbI BbINONHAEMbIX 4ENCTBUN;

j) obecneyeHne 6Gasbl AN MNOArOTOBKM BHOBb HaHMMaeMoro nepcoHana wu HeobxoanMmon
nepenoaroToBkM BCEro nepcoHasna opraHm3aunm 4epeas 3annaHnpoBaHHbIE NHTEepBaribl BpEMEHU,

k) obecneyeHne mep Mo yCTaHOBINEHUIO Nopsaaka U cbanaHCUPOBaHHON AeSTENbHOCTU OpraHM3aumm;

|) obecneyeHue nocrnenoBaTenbLHOCTM BLINONHEHNS onepaLuii Ha OCHOBE JOKYMEHTOB Mo npoLeccam;
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m) obecneyeHne OCHOBbI A1 MOCTOSIHHOTO ynydweHna aeAaTeribHOCTU OpraHn3auunm;

N) MOBbILLEHNE OOBEPUS K OpraHM3aumMn CO CTOPOHbI NoTpebuTenei Ha OCHOBE AOKYMEHTUPOBAHHbIX
npoueayp CUCTEMbI;

0) NpeJocTaBneHne 3aMHTEPECOBaHHbIM CTOPOHAM MHAOPMaLUKN O BO3MOXHOCTSAX OpraHu3auum;
p) obecneyeHne SCHOM ANl NOCTaBLUMKOB CTPYKTYpbl TpeboBaHui;
q) co3aaHune OCHOBbI Afsi TPOBEAEHUsI ayanTa CUCTEMbI MEHEKMEHTA KAYeCTBa;

I') obecrneyeHne OCHOBbI A4S OLlEHMBAHUS U MOCTOSIHHOM nogaepXXkn pe3ynbTatTMBHOCTU CUCTEMDbI
MeHeP)KMEeHTa Ka4veCTBa B COOTBETCTBUMN C YCTAHOBJIEHHbIMU Tp960BaHMﬂMVI.

4.3 MonnTtnka u uenu B ob6nacTn KayecTsa

MonutMka M uenu B obnacTm kayecTBa [JOSMKHblI ObITb JOKYMEHTanbHO OQOpMIeHbl B Buae
CaMOCTOSATENbHbIX JOKYMEHTOB MKW BKIMIOYEHbI B PYKOBOACTBO MO Ka4yecTRY.

4.4 PykoBOACTBO NO Ka4yecTBY
4.4.1 O6Wwme nonoxeHus

Kaxxgas opraHusauusi foskHa paspabotaTb CBOE PYKOBOACTBO MO KayecTBy. HacTosiwmii ctaHgapT
JonyckaeT rMGKWA noaxod MpW onpedeneHun CTPYKTypbl, dopmaTa, CcoaepXaHus WnM MeTodoB
[OKYMEHTUPOBAaHUS CUCTEMbI MEHEXKMEHTA Ka4yeCcTBa opraHusaLum.

Ons Hebonblinx opraHWsauuin B PYKOBOACTBO MO Ka4yecTBy LenecoobpasHO BKMAYaTb MOMHOE
onncaHve CUCTeMbl MEHEeXXMeHTa KavyecTBa CO BCEMW AOKYMEHTMPOBaHHbIMM npouegypamu, TpebyembiMum
MCO 9001. Ona kpynHbIX OpraHu3aumi mMoxeT ObiTb pa3paboTaHO HECKONbKO PYKOBOACTB MO KayecTBY
(Hanpumep, AN MeXayHapoaHOro, HaLMOHanbHOrO WMAWM PerMoHanbHOro HanpaeneHuni OesTenbHOCTH
opraHm3aumm) n/mnm moxeT BbiTb co3gaHa bonee cnoxHasa nepapxmyeckas CTpykTypa AOKYMEHTOB.

PyKOBO,D,CTBO Nno Ka4vyeCTBy [OOJDKHO coAepiKaTb obnacTtb NMPUMEHEeHNA CUCTEeEMbl MeEHEe)KMEeHTa
kayecTtBa, obOCHOBaHME U AeTanu NbbIX UCKIYEHUN, OOKYMEHTMPOBaHHbIE Mnpouenypbl Ui CCbIJTIKU Ha
HUX, ONMcCaHne B3anMOAENCTBUSA npoueccoB CUCTEMbl MEHE)KMEHTA Ka4veCTBa.

PykoBoACTBO MO KavyecTBYy OOMKHO BKMoYaTb B cebst nHdopmaLumo 06 opraHusaumu, B TOM Ynucne ee
HauMeHoBaHWe, afpec U KOHTaKTHYI MHopmaLmio. B pykoBoacTBe Mo KayecTBy MOXeT ObiTb npuBedeHa
JOMoNHUTENbHas MHopMaumsl, HanpuMep HanpasreHue OesTENbHOCTM OpraHusauuu, CBeAeHUst O ee
pa3mepe, UcTopmyeckas crnpaska.

PykoBOACTBO MO KavyecTBy OOSPKHO codepaTb dfieMeHTbl, NPeayCMOTPEHHbIe NyHKTamun 4.4.2-4.4.9,
HO He 006s13aTeNbHO B yKa3aHHOM MOPSAKe.

4.4.2 HaumeHoBaHMe N o6nacTb NPMMeHeHuUs

B HaumeHoBaHuUM w/unu obnactm nNpUMeEHEHWst PYKOBOACTBA MO KayecTBY crefyeT ykasbiBaTb
opraHusaumio, kotopas byaet ero npumeHaTb. B pykoBoacTBe no KavecTBy AOIMKHA ObiTb caenaHa cebifika
Ha cTaHgapT, Ha OCHOBE KOTOPOro pa3pabaTbiBaeTcs cucTemMa MeHeKMEHTa KavyecTsa.

4.4.3 ConepxaHue pykoBoACTBa NO Ka4yecTBy

B cogepxaHun pykoBoAcCTBa MO KayecTBY criegyeT YyKasblBaTb HOMepa, HamMeHOBaHUA BCeX
pasgenoBs U HoMepa CTpaHuL, Ha KOTOPbIX 3TU pasaesibl pacnosfioXXeHbl.

4.4.4 PaccmoTpeHue, yTBepXaeHUe U nepecMmoTp

PyKOBO,D,CTBO no Ka4vecCcTtBy [OOJDKHO cCoAepXaTb TOYHble cCBeaeHunda O ero crartyce, pAartax
pacCcMOTpeHus, yTBepxxaeHua n nepecMoTpa.

Mpy HeoGXOAMMOCTU XapakTep W3MEHEHWI YKasblBaloT B PYKOBOACTBE MO Ka4yecTBY WM €ero
MPUMOXKEHWSIX.
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4.4.5 MonuTuka n uenu B o65acTn KayecTBa

PykoBOACTBO MO KayecTBy AOSMKHO BKMYaTh B cebs NONUTUKY M Lenu B obnactu KadecTBa unu
CCbIfIKM Ha HWUX. PelleHne O BKMOYEHUU MONUTMKM W/unu uenen B obnactu kayectsa B PYKOBOACTBO MO
KayecTBy NpUHMMAaET BbiCLLee PYKOBOACTBO oOpraHusaumu. [okasatenu pesynbTaTUBHOCTU BbINOMHEHMUS
uernen MoryT ObiTb BKMOYEHbl B ApPYrne AOKYMEHTbl CUCTEMbl MEHEKMEHTa KavyecTBa OpraHu3aLuu.
Monntnka B obnactM KayecTBa [OMKHa copepxaTb 00si3aTenbCTBa COOTBETCTBUS YCTAHOBMEHHbLIM
TpeboBaHMsIM 1 MOCTOSIHHOIO MOBbILLEHUST Pe3YyNbTaTUBHOCTM CUCTEMbI MEHEAXKMEHTA KayecTBa.

Lle]'ll/l B obnacTu Ka4yecTBa OCHOBaHbl Ha NONUTUKE opraHunsauum B obnactn kayecTBa M OOIMKHbI BbITh
AOOCTUXUNMbIMW. LleJ'IVI B 00nacTu kayecTtsa OopraHusauuun, npeactaBlieHHble B KOJINHYECTBEHHOM BblpaXeHuu,
CTaHOBATCA NokasaTtenaMn N A0JHXHbl UISMEPATLCA.

4.4.6 OpraH1M3aLnoHHasA CTPYKTypa, OTBETCTBEHHOCTb U NMOJSTHOMOYUS

B pykoBoacTBe Mo kayecTBy AOIMkHa OblTb MpuBedeHa CTPykTypa opraHu3auun. OTBETCTBEHHOCTb,
MONTHOMOYMS N B3aMMOLENCTBMSA MOryT ObiTb NpMBEAEHbI B OPraHM3aLMOHHbIX CXeMax, KapTax MpoLeccoB
n/mvnn pabounx MHCTPYKUMSAX. DTN AOKYMEHTbl MOryT ObiTb BKMHOYEHbI B COCTAB PYKOBOACTBA MO KayecTBy
UMK Ha HUX OOIKHbI BbITb CAenaHbl CCbIKU.

4.4.7 Ccbinku

PyKOBOD,CTBO Nno KayecTtBy [AOOJDKHO coaepXaTb nepedyeHb [OOKYMEHTOB, Ha KOTOpble AenarTcAd
CCbIJTKN.

4.4.8 OnucaHue cucTeMbl MEHe)XKMeHTa KayecTBa

PyKOBOJJ,CTBO Nno KayecCTBY OOJDKHO copepxxaTb OnncaHue CUCTeMbl MeHeXXMeHTa KadvecTtBa U ee
npumMeHeHna B opraHunsaunn, a Takke onmcaHme npoueccoB N UX B3aumogencteus. B pykoBOACTBO MO
Ka4eCTBY OOJTKHbI ObITb TaKXKe BKIMOYEHbI OOKYMEeHTMPOBaHHbIE npoueaypbl Ui CCbINIKU Ha HUX.

OpraHusaumst OoMmKHa OOKYMEHTUMPOBaTb CUCTEMY MeHemkKMeHTa kadecTsa NnMbBo B COOTBETCTBUM CO
CBOMMM npoleccamu, NM6o B COOTBETCTBMM CO CTPYKTYpOW BblbpaHHOro ctaHgapTa, nubo B nioGol MHOM
nocrie4oBaTenlbHOCTU, COOTBETCTBYHOLLEN NOTPEBHOCTAM opraHusaumu.

Ll,enecoo6pa3Ho Mcnonb3oBaTb MNepekpecCTHble CCbIIKKU MeXay Bbl6paHHbIM CTaHOgapToMm U
PyKOBOACTBOM MO Ka4eCTBY.

B pykoBoacTBE MO KayecTBY OOMKHbI ObiTb ykasaHbl MPUMEHSIEMble OpraHu3auuen meToAdbl Ons
BbIMOSIHEHNS MONUTUKM U Lienei B o6nacTu kavecTsa.

4.4.9 NpunoxeHuns

PykoBOoACTBO MO KayecTBY MOXET BKM4YaTb B CebA MPUNOXEHMs, codepXallMe ChnpaBoOYvHYHO
NMHdopMaLuio.

4.5 [lokyMeHTUpPOBaHHbIe npoueaypbl
4.5.1 Ctpyktypa un popmart

CTtpykTypa 1 dopmaTt SOKYMEHTMPOBaHHbIX npoueayp (Ha BymMaxHOM Mnu 3MeKTPOHHOM HOCUTENSIX)
OOMKHbl OblTb MpeAcTaBneHbl OpraHu3auueni B BuOe TEKCTOB, CXeM, KapT npoueccoB, Tabmuu, Wux
KoMObUHaUMM wnuM B APYroh npuemrnemMon ¢opme B 3aBMCMMOCTU OT MNOTPeOHOCTEN opraHusauumu.
[okymMeHTMpOBaHHas npoueaypa OOJPKHA cogepxaTtb Heobxoaumyo uHdpopmauuio (cM. 4.5.2) n umeTb
YHUKanbHY0 naeHTnudmnkaumio ana obecneyeHns NpocrnexmBaeMocTu.

B OoKyMeHTMpOBaHHbIX Mpoueaypax MoryT OblTb caenaHbl CChiINIKM Ha paboune WHCTPYKLUW,
onpegensoowmne MnopsAoK BbINOMHEHUs paboT. [okyMeHTUpoBaHHble Mpoueaypbl OBObIYHO OMMCbIBAOT
OesITeNbHOCTb, BKMtOYaloWyo B cebs HECKONMbKO (OYHKLMIA, B TO BPEMS Kak paboyne UHCTPYKUUU OBbIYHO
OTHOCHITCA K 3aaHNAM B paMKkax OaHON OYHKLMN.

4.5.2 CopepxaHue

4.5.2.1 HaumeHoBaHne
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HaumeHoBaHWe JOMKHO YeTKO MAeHTUULMPOBAaTbL AOKYMEHTUPOBAHHYIO Npouenypy.
4.5.2.2 Lenb

Llens paspaboTkm u unCNonb3oBaHWs [OOKYMEHTUMPOBAHHOM npoueaypbl AOMKHA ObiTb  YeTKo
noeHTndmnLmpoBaHa.

4.5.2.3 Obnactb npuUMeHeHust

Opl’aHVI3aLI,VI9| [OIMKHa onucaTb obnacTb NnpUMEHEeHusA ﬂOKyMGHTMpOBaHHOVI npouenypbl, BKIHO4Yad
000CHOBaHMe n I'IOD,pOGHOG onucaHune nobbIX caenaHHbIX UCKITHYEHWIA.

4.5.2.4 OTBETCTBEHHOCTb W MOTHOMOYUS

OpraHusaums gormkHa MaeHTUOULMPOBaTb OTBETCTBEHHOCTb U NOSTHOMOYUST /UMK (OYHKLMOHArbHbIE
06513aHHOCTI nepcoHana, a Takke B3aMMOCBsA3b NepcoHana ¢ npoleccaMmv U AeNCTBUSAMU, BXOOALWMMU B
npouenypy. OTBETCTBEHHOCTb U MOMHOMOYMS MOryT ObiTb MpeacTaBneHbl B BMAE KapTbl npouecca unm
TeKcTa.

4.5.2.5 OnncaHne BUOOB OeATENbHOCTH

YpoBeHb AeTanusauuu LOKYMEHTOB 3aBUCUT OT CITIOXHOCTM BuAa [EeATEeNbHOCTU, UCMOMb3yeMbiX
METOAOB, YPOBHS KBanudukaumm v MOATOTOBKM MNepcoHana, Heobxoaumbix AN BbINOMHEHUs paboT.
He3aBMCMMO OT YpOBHS Mpu ONUcCaHuM BUMOOB AEATENbHOCTM LOJMKHbI ObiTb PacCMOTPEHbI crnegyolmne
acnekTbl:

a) onpegeneHne noTpebHOCTEN opraHnsaumm, ee notpebutenen n NOCTaBLLMKOB;

b) npencraBneHue npoLeccoB B BUAe TEKCTa U/UMnM KapT npouecca no Bugam SesaTenbHOCTH;

C) onpegeneHne HeobxoouMmblx paboT W pacnpegerneHne OTBETCTBEHHOCTW, Ha3HayeHue
OTBETCTBEHHbIX 1ML, PaMKM WX (yHKUMOHANbHbLIX 0OsI3aHHOCTEW, LEnu, MecTo, BpPeMs U cnocob
BbINOMHEHNs1 3TUX paborT;

d) onucaHue ynpasneHnd npoueccamm 1 VI,EI,eHTM(*)VILI,VIpOBaHHbIMM BMaaMun OeATesibHOCTH;

e) onpegerneHve noTtpebHOCTel B pecypcax, HeobXoAMMbIX ANs BbINOMHEHWS YCTaHOBIIEHHON
aesTenbHocTy (NOTPebHOCTL B NepcoHane, oby4eHun, obopygoBaHum 1 maTepuanax);

f) onpepeneHne AOKYMEHTOB, pernamMmeHTUPYOLWNX SAHHbIA BUL 0eATENbHOCTY;
g) onpeaeneHve Bxoga 1 Bbixoda NpOLECCOB;
h) onpepeneHne HeEOOXOAMMBIX U3MEPEHUIA.

OpraHusaumsi MOXeT NPUHATb peLleHne O LenecoobpasHoCTM BKIOYEHMS YacTu NpUBeAeHHON Bbille
MHbopMaLmMK B paboyme UHCTPYKLIMN.

4.5.2.6 TpeboBaHus Kk 3anncam

BegeHue 3anucen no Buay OeATENbHOCTW, YCTAHOBMEHHOMY B [OKYMEHTUPOBAHHOW npoueaype,
OOMmkHO BbITb onvcaHo B pa3sgene "3anucu” unu B gpyrom pasgene pabodent nHcTpykuun. OpraHm3aums
OOMKHa YCTaHOBUTH (OpPMbl BEAEHUS 3anucen, ykasaTb CMocobbl WX 3anofHeHwWs, perucTpauum u
XpaHeHus.

4.5.2.7 MpunoxeHus

JlokymeHTUpOBaHHas npoueaypa MOXeT BKMoyYaTb B ce6sA  MNPUIOXEeHUs, codepxaline
BCromoraTesbHyo MHopMaumio (Tabnuubl, Anarpammbl, KapTbl NPOLLECCOB, CXeMbl U OPMbI).

4.5.3 PaccmoTpeHue, yTBepXKaeHue U nepecmoTp

[okymeHTUpoBaHHas nMpouedypa [OofkHa codepxaTb CBEOEHUss O CBOeM cTaTyce, [Aartax
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pacCMOTPEHUs, YTBEPXKAEHUS U NepecMoTpa.
4.5.4 OnpepeneHne N3MeHeHUMn

[Mpn HeoBXoAMMOCTU XapaKTep U3MEHEHUN OOIMKEH OblThb yKasaH B JOKYMEHTUPOBaHHOW npoueaype
UNU NPUNOXKEHUSIX K HEN.

4.6 Paboune MHCTPYKLUUMN
4.6.1 Ctpyktypa n dopmar

PaGouve WHCTPYKUMW OOMKHbI pa3pabaTbiBaTbCs M MoAdepXKvBaTbCsi B paboyeM COCTOSIHWMM, 3TO
HeobXxoOMMO [Ans BCeX BbIMOSHAEMbIX paboT, Ha KOTOpble OTCYTCTBME PaboYMX WHCTPYKUWUIA MOXEeT
noBnNUATb oTpuuatenbHo. OpraHuWsauusi MOXeT WCMONb30BaTb pasfnyHbie MeTodbl pas3paboTku U
npeacTaBfieHnst pabounx MHCTPYKLMA.

Pabouve WMHCTpyKUMW OOMKHbI MMETb HAMMEHOBAHWE U YHUKaANbHbIN MOEHTUMUKALMOHHBIA HOMEP
Ans o6o3HadeHus (cMm. 4.6.4).

CTtpykTypa, dopmaT M ypoBeHb QAeTanu3aumm paboumx WHCTPYKUMWA [OMMKHbI COOTBETCTBOBATb
NOTpebHOCTAM nepcoHana opraHu3auum U 3aBUCETb OT CHOXHOCTW BbINOMHAEMbIX paboT, NpuMeHseMbiX
MEeTOO0B, YPOBHSA NOArOTOBKU, KBanudukaLmm n HaBbIKOB MepcoHana.

CTpykTypa paboumx MHCTPYKUMIA MOXKET OTNIMYaTbCs OT CTPYKTYPbl JOKYMEHTMPOBAaHHbLIX Npoueayp.

Paboune MHCTpyKUMM MOTYT ObITb BKIMOYEHbI B AOKYMEHTMPOBAHHbIE Npoueaypbl UM HAa HUX JOIMKHA
ObITb cOenaHa ccblfika.

4.6.2 CopepxaHue paboymx MHCTPYKLMNA

B paboumnx MHCTPYKLMSAX CreayeT ykasbiBaTb OTBETCTBEHHbIE YYaCTKMN AeATeNbHOCTH opraHusauun. B
pabounx WHCTPYKUUSX crneayeT usberaTb M3NWULIHEW AeTanu3aumu, KoTopasi He MpUBOAUT K YNy4LUEHWO
ynpaBneHust OeaTenbHOCTbI0 opraHu3aumun. [logroToBka M nepenoaroToBka nepcoHana MOXeT CHU3UTb
noTpe6GHOCTb B AeTanusaumu paboumx WHCTPYKLMWA, NPU YCNOBWUM, YTO BOBMEYEHHbIA NepcoHan AOIMKeH
nony4atb BClO HEO6X0AMMYIO UHOPMaLMIO AN NPaBUIIbHOMO BbINOMHEHNUS paboThbl.

4.6.3 Buabl pabo4nx MHCTPYKLUA

HacTtoawun ctaHgapt He ycTaHasnuBaeT obwux TpeboBaHMM K CTpykType unu dopmaTy paboumnx
WHCTPYKUWUIA, OAHAKO OBObIYHO OHM JOMXHbI cogepXaTb Lenv n 06ractb NPUMEHeHUs BbINOMHAEMbIX paboT u
3aga4y. Kpome TOro, Ha pabouve WHCTPYKUMM [OOMKHbl ObiTb CAenaHbl CCbIIKM B COOTBETCTBYHOLUMX
OOKYMEHTUPOBaHHbIX npoueaypax.

B ntoGom cnyyae B paGounx UHCTPYKUMSIX JOIMKHA ObiTh yKasaHa nocrieqoBaTerlbHOCTb BbINOSHEHNS
onepauyii, KoTopasi TOYHO OTpaXkaeT YCTaHOBNEHHble TpeboBaHNA U COOTBETCTBYIOLLYIO AesTeNnbHOCTb. Bo
nsbexaHne HeJONOHVMMaHUS U HEeTOYHOCTEeW criegyeT YCTaHOBWUTL ONpedesieHHbId hopMaT Unn CTPyKTypy
paboyuMxX UHCTPYKLUIA U NPpUOEPKUBATLCS UX.

Mpumep paboyei MHCTPYKLMUM NpMBEOEH B NPUoXeHun B.

4.6.4 PaccmoTpeHue, yTBepXKaeHUe U nepecmoTp

OpraHunsaumst gomkHa obecnevnTb TOYHbIE CBEAEHUSI O CTaTyce U AaTe pacCMOTPEHMS, YTBEPXKOAEHUSA
N nepecmoTpa paboumnx MHCTPYKLINA.

4.6.5 Tpe6oBaHUA K 3aNUCAM

TpeboBaHUs Kk 3anucsam, OTHOCALLUMMCS K paboydert UHCTPYKLMK (rge 3TO MPUMEHUMO), OOIMKHBLI ObITb
npvBedeHbl B OOHOM M3 pa3genoB ee paboyvel WMHCTpyKuun. MuHMManbHble TpeboBaHUs K 3anucsam
ycTaHoBneHbl ctaHgaptom MCO 9001. OpraHusaums gormkHa YCTaHOBUTL CnocoObl BeAeHWsi, pernctpaumm
N XpaHeHWsi 3anncen n paspabortaTtb GOPMbI 4118 3aMNOfIHEHMS.

4.6.6 UpeHTdMKaALNA U3MEHeHUn
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Mpu HeobXoAMMOCTU XxapakTep W3MEHEHWA [OMmKeH ObiTb ykasaH B pabodert WMHCTpPyKuuW wnu
NPUNOXEHUSIX K HEN.

4.7 dopmbl

[ns 3anucu aaHHbIX, HEOOXOAMMbLIX AN MNOATBEPXAEHUS COOTBETCTBUSA TpeboBaHUSAM CUCTEMbI
MeHeKMeHTa KadyecTBa, opraHusauus OomkHa paspaboTaTb M BecTU cneuuanbHble dopMbl. Kaxgas
dopMa opraHusaUuM [0MKHA MMETb HauMMeHOBaHue, WOEHTUMUKALMOHHBIA HOMep, aMunuu nu,
OTBETCTBEHHbLIX 3a NepecMoTp W Oaty nepecmotpa. Ecnv dopmbl NpuBOAATCS B MPUNOXKEHUSX K
PYKOBOACTBY MO KayecTBY, AOKYMEHTUPOBaHHbIM mpoueaypam WU/unu paboynmm WMHCTPYKUUSIM, TO Ha HUX
JOJIMKHbI ObITb cAoenaHbl CCbINKU.

4.8 MNnaHbl N0 KayecTBY

MnaH No ka4yecTBy ABMSIETCA YacTbl0 LOKYMEHTaUUW CUCTEMbI MEHEKMEHTa KavecTBa UNu Opyrux
NnaHoB M/unmn NporpaMmmM opraHv3auum.

MnaH no KayecTBy WCMOMbL3YHT B [OOKYMEHTMPOBAHHOW CUCTEME MeHeKMeHTa KadvecTsa
opraHu3auun Ona yCTaHOBMEHUs nopsaka NpUMEHeHNUs CUCTEMbl KayecTBa B KOHKPETHOM cutyauuu. MnaH
No KayecTBy WOEHTUUUMPYET M [OOKYMEHTUPYET crnocoG BbIMOMHEHWs opraHusaumen yHUKanbHbIX
TpeGoBaHWI K MPOAYKLMW, MPOLLECCY, NPOEKTY UM 0COObLIX TpeGoBaHWI KOHTpaKTa.

Opl’aHVI3aLI,VIF| OOJDKHa onpenenntb obnactb NPUMEHEHNA niiaHa Nno Ka4decTBy. MnaH no Ka4vyecTBy
MOXET BKIo4aTb B cebs YHUKalbHbIE Npoueaypbl, pa60lw|e WHCTPYKUUN n/unu 3anmcu.

4.9 TexHn4Yeckue ycrnoBus

TexHuyeckme ycrnoBus SBMSAOTCA OOKYMEHTOM, YcCTaHaBnueawwum TpebosaHus. HacTtosawwmin
CTaHOapT He paccmaTpuBaeT 3TOT BMA OOKYMEHTOB, TaK Kak OH oauHakoB Ansa nobow npogykumm n nobomn
opraHusauum.

4.10 BHelWwHMe AOKYMEHTbI

Opl’aHI/I3aLI,VIF| OO0JDKHa Ucnonb3oBaTb BHELWHWE OOKYMEHTbl U YCTaHOBUTbL MeTOdbl ynpaBlieHna nMn B
pamMkKax cCcuctembl MeHeIXMEeHTa KadecTBa. I'IpmmepaMM TaKnMX OOKYMEHTOB ABJIAKTCA YepTexXu
n0Tpe6|/|Tene|7|, TeXHU4eckmne YycrnoBsud, 3akoHoOaTellbHble WU obsizaTenbHble Tpe6OBaHVIFI, CTaHOapThl,
KOAEKCbl 1 pyKOBOACTBA NO 3Kcnyataynun.

4.11 3anucu

3anvcn, ycTaHOBMEHHbIE CUCTEMOM MEHEeMKMEHTa KayecTBa, HeobxoauMMbl Onis npenocTaBneHust
CBMOETENLCTB PEe3ynbTaTUBHOCTM LEATENbHOCTW, YCTAHOBMEHHOW B [OOKYMEHTUMPOBAHHbIX Mpoueaypax u
paboumx MWHCTPyKuMAX. 3anucu [oSmkHbl obecneumBaTb CBMAETENbCTBA COOTBETCTBUS TpeboBaHUAM
CUCTEMbI MEHEe[)KMEHTa KayecTBa W YCTaHOBMIEHHbIM TpeboBaHUsIM K npogykuun. OTBETCTBEHHOCTb 3a
BE[leHMe 3anncern JoSPKHa OblTb YCTAHOBIEHA B AOKYMEHTAxX CUCTEMbI MEHEKMEHTA KavyecTBa.

I'Ipmmeanme - OBbIYHO 3anncK He nepecMaTpumBaroTCcA.

5 Mpouecc NnoAroToBKM AOKYMEHTOB CUCTEMbl MEHeXKMeHTa KayecTBa
5.1 OTBEeTCTBEHHOCTb 3a NOArOTOBKY JOKYMEHTOB

[OKyMeHTbl CUCTEMbI MEHE)KMEHTa KayecTBa [AOMKHbl OblTb pa3paboTaHbl NepcoHanom,
BOBMIEYEHHLIM B MPOLECChbl W BhINOMHAEMYIO [OesATeNbHOCTb. 3OTO Heobxoaumo pAans obecneyeHus
BOBMEYEHHOCTU W 3aMHTEPECOBAHHOCTM MepcoHana, a Tawkke Iny4yllero MOHMMaHWUS MepcoHanom
yCTaHOBIEHHbIX TpeboBaHMIA.

AHanuMs n oTMeHa (Flpl/l HeO6XOD,I/IMOCTI/I) CyuwleCTByrOlLNX B OpraHmsaunn OOKYMEHTOB, a TakKkKe
MCMNOJIb3yEMbIX CCbIJTOK MOXEeT 3Ha4YuTeslbHO COKpaTuUTb CpPOKU pa3pa60TK|/| OOKYMEHTOB CUCTEeMbI
MeHe)KMeHTa KadecTBa. Kpome TOro, aHanus D,eVICTByPOU.lMX OOKYMEHTOB MOXeT NOMO4Yb OpraHumsauum
BbISIBUTb 06S1aCTM HECOOTBETCTBUI B CUCTEME MEHEIKMEHTA KavyecTBa Ansi YCTPaHEeHUA KOTOPbIX AOJIKHbI
ObITb BHECEHBI B OOKYMEHTbI HeobxoaMMble U3MEHEHUS.

5.2 NMopsaaoKk NnoaroToBKM JOKYMEHTOB CUCTEMbI MEHEeXKMEHTa KayecTBa
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OpraHusauuu, BHeApsALWMUe WNU NnaHupylolMe BHeOpeHWe CUCTEMbl MeHemMXMeHTa KauvecTBsa,
OOMKHbI:

a) onpepgennTb npoueccsl, HeobxoguMmble Ons pe3ynbTaTBHOINO BHEeAPEHNA CUCTEMbI MEHEPKMEHTa
Ka4vyecTBa,

b) onpenenuTte nocneaoBaTenbHOCTb M B3aMMOAENCTBUE STUX NPOLLECCOB;

C) JOKYMEHTUPOBaTb MPOLECCHI, HACKOSIbKO 3TO HEOOX0AMMO, A o6ecneyeHust x pesynbTaTUBHOMO
(PYHKLMOHMPOBaHWS 1 yNpaBreHusl.

Ha ocHoBe aHanmsa npoueccoB opraHn3auna OoJnkKHa onpenenntb HeobXxo4MMoe YMCno OOKYMEHTOB
CUCTEMbI MEHEXXMEHTA Ka4vecTBa. ﬂ,OKyMeHTMpOBaHMe He JOJMKHO ObITb CaMOLerbHo.

lMocnepoBaTenbHOCTb MOArOTOBKM OOKYMEHTALMN CUCTEMbI MEHEKMEHTa KayecTBa, B COOTBETCTBUU
C MepapxuMyecKou CTPYKTYpOW, NMPUBEAEHHON B MPUMOXeHUn A, He saBnsetcd obs3aTenbHOW, Tak Kak
OOKYMEHTUPOBaHHbIE npouenypbl U paboyme MHCTPYKUUKM YacTo paspabaTtbiBatoT 40 BbiMycka pyKOBOACTBA
Mo KayecTBy.

Hwxe npueeneHbl Npumepbl AencTeunm opraHunsauunm no OOoKyMeHTUpPOBaAHUKD CUCTEMbI MEHEKMEHTAa
Ka4yecTBa.

a) onpepgeneHne nepeyvyHAa OOKYMEHTOB CUCTeMbl MeHeaXMeHTa KadecCTBa, HeobxoouMMbIX B
COOTBETCTBUN C TpeGOBaHMHMVI Bbl6paHHOFO OpFaHI/I3aLI,I/IeIZ CTaHOapTa;

b) cbop OaHHbIX O AEWCTBYIOLLENW CUCTEME MEHEKMEHTa KayecTBa M mnpoueccax C MOMOLLbHO
aHKeTUpPOBaHUA UINN UHTEPBLbIO;

C) onpeaeneHne nepeyvHsi 4OKYMEHTOB AEeNCTBYIOLEN CUCTEMbl MEHedXXMeHTa KayecTBa C Lenbto
onpeaeneHunsi BO3MOXXHOCTU ee UCMONb30BaHus;

d) opraHusaumsi obyyeHusi nepcoHana, 3aHATOro pa3paboTKoi AOKYMEHTOB; nporpamma obyyeHus
JOIKHA  BKMHOYUTL  MOPSIAOK  [AOKYMEHTMPOBaHWSA, W3yyeHue TpeGoBaHWi CcTaHOapTOB  CUCTEMbI
MeHeKMEHTa KayecTBa U/unv apyrux HeobxoaumMblx TpeGoBaHui;

€) opraHusauusi 3anpoca u Nnofy4eHnsl JOMNOSIHUTENbHbIX JOKYMEHTOB U CCbINIOYHbIX AOKYMEHTOB U3
(pYHKUMOHANbHBIX NoapasaeneHuii;

f) onpegenexmne cTpykTypbl M dopMaTa pa3pabaTbiBaeMbIX JOKYMEHTOB;

g) paspaboTka CTPYKTYpPHOW CXembl (KapT) MPOLIECCOB, Ha KOTOPbIE€ PACMpPOCTPaHSIETCS cucTtema
MeHeXXMeHTa kavecTBa (CM. NpunoxeHve B);

h) npoBegeHne aHannsa Onok-cxembl 1 KapT npoueccoB 1 BHeaApeHne BO3MOXHbIX yﬂy‘-llJJeHVIﬁ;
i) Bannaauna JOKYMEHTOB NO pe3ynbTaTtaM ONbITHOINO BHEAPEHUA;

j) ncnonb3oBaHne nbbIX npunemMnemMmbiX Onda opraHusaumm mMeToaoB LOKYMEeHTUpPOBaHUA CUCTEMDbI
MeHe)KMeHTa Ka4vecCcTBa,

k) paccmoTpeHue n yTBepxaeHne JOKYMEHTOB 4O UX BbiMycka,
5.3 Ucnonb3oBaHue cCcbIJIOK

I'Ipvl HeobxoaMMOCTM M B LEensx OorpaHun4eHna 4uncrna OOKYMEeHTOB creayeT BKI4YaTb CCbIJIKM Ha
p,eﬁcnayrou.me 06UJ,eI'IpI/|HﬂTbIe CTaHgapTbl nnu gpyrmue OOCTYMNHbIE Nonb3oBaTeNnaAM OOKYMEHTbl CUCTEMbI
MeHe)KMeHTa Ka4vecTBa.

Mpu paspaboTke AOKYMEHTOB CUCTEMbl MEHEMKMEHTa KadyecTBa (B TOM 4YMcChe Npu UCMOMb30BaHUM
CCbINOK) crieayeT npedycMaTpuBaTb BO3MOXHOCTb U3MEHEHUS] [JOKYMEHTOB, HA KOTOpbIe AeNarTCsl CChIKU.
PekomeHOyeTcs COCTaBnsATb TEKCT [OKYMEHTOB Takum o6pasom, 4ToObl COkpaTUTb HEOoBXOAMMOCTb
nepecmoTpa paspabaTbiBaeMOro JOKyMeHTa Npu NepecMoTpe CCbIIOYHbIX JOKYMEHTOB.
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6 MMpouecc yTBepXAeHWUs, BbiNyCcka U ynpaBlieHUA OOKYMEHTaMM CUCTEMbl MeHeMKMeHTa
KayecTBa
6.1 PaccmoTpeHue u yTBepxaeHue

D,O BbiNyCKa [OOKYMEHTbl AOOJDKHbl MOCTYNMUTb Ha pacCMOTpeHue YNnorIHOMOYEeHHbIM nuuam
opraHusauunmn c Uernblo KOHTPOMA ACHOCTU, TOYHOCTU U NPaBUITbHOCTU UX U3NTOXEHNUA N NMOCTPOEHUA. YTtobbl
Y4EeCTb CITOXMBLUYKOCA B OpraHu3auunn npakTtuky, npegnonaraemMble nonb3oBaTesin TakXke OOJDKHbl MMeTb
BO3MOXXHOCTb O3HaKOMUTbLCA C AOKYMEeHTaMu 1 npeacrtaBUTb CBOU 3aMedaHus. BbII'IyCKaeMbIe LOOKYMEHTbI
AOOJIKHbI ObITb yTBepXaeHbl OTBETCTBEHHbIMU 3a UX BHEOPEHUE Nnuamn. Ha kaxgom K3eMnrdpe O0JNKHO
ObITb NnpocCTaBJ/1IeHO pa3pelleHne Ha BbllMyCK. CBeD,eHVIFI O npouenype yreepxXaeHnAa AOKYMEeHTa OOJDKHbI
COXpPaHATbCA.

6.2 Paccbinka

Mpu paccbinke [OOKYMEHTOB YMNOMHOMOYEHHble nuua AOfkHbl obecneyntb NoOCcTynfneHne K
COOTBETCTBYIOLLEMY MepcoHany [AOKYMEHTOB, codepXawmx Heobxooumble Ans ero paboTbl AaHHble.
MpaBunbHOM pacchifike U ynpaBneHuio AOKyMEHTauuen MOXET, Hanpumep, Cnocob6CTBOBaTbL MPUCBOEHUE
YyY4eTHbIX HOMEPOB KaXOOMY 9K3eMnnspy [OOKYMEHTOB, MpedHasHayeHHblX ANd  OnpeaerieHHbIX
nonb3oBatenen. Takme [OOKYMEHTbl, KaK PYKOBOACTBO MO KaveCTBYy M NnaH KayectBa MOryT ObiTb
HanpaBneHbl U B CTOPOHHME OpraHusauuv (Hanpumep, noTpebutensam, B opraHbl Mo cepTudukaumm n B
opraHbl 3aKoHoAaTeNbHON BRacTw).

6.3 BHeceHue N3MeHeHnn

OpraHuzaumsi fOMmKHa YCTaHOBWUTL MPOLECC MHULMMPOBAHWS, pa3paboTky, pacCMOTPEHUsl, KOHTPOns
N pernctpaumm U3MEeHEHU OOKYMEHTOB. BHeceHMe W3MeHeHu [OOMMKHO MPOXOAUTb Ty >Xe npoueaypy
pPacCMOTPEHNS N YTBEPXKAEHUS, YTO M NPU NepBOHaYanbHON pa3paboTke JOKYMEHTOB.

6.4 Bbinyck n ynpaBneHne uaMeHeHMsAMm

Mpy ynpaeneHun BbIMyCKOM AOKYMEHTOB W BHECEHWEM B HUX U3MEHEHWU OYeHb BaHO oGecnevnTb
Hagnexallee yTBepXAeHWe OOKYMEHTOB YMNOSTHOMOYEHHbIMW NMUaMU B COOTBETCTBUM C YCTAHOBIEHHOM
npoueaypoii. Cnoco6 BHECEHMSI M3MEHEHWI foIkeH ObiTb YCTAHOBIEH OpraHu3aLunei.

YcTaHoBMneHHas npouenypa goJpkHa obecneunBaTb NnpMMEeHeHNne TOJIbKO Haanexawnx OOKYMEHTOB.
nepeCMOTpeHHble OOKYMEHTbl OOJTKHbI OblTb 3aMeHeHbl nocreaHen Bepcmeﬁ. C uenbto obecne4veHus
nosfib3oBatenen Haanexawmmm BEPCUAMN YTBEPXKOEHHbIX OOKYMEHTOB peKOMeHOyeTCA COCTaBUTb
nepeyvyeHb OCHOBHbIX JOKYMEHTOB U YCTAaHOBUTb CTaTyC UX nNepecMoTpa.

B cooTBeTCTBUM C 3aKoHOAATeNbHbIMM TPeboBaHMAMU U/UNK NS COXPAHEHWUs] AaHHbIX OpraHM3auus
OormkHa paspaboTaTb NOPsiAOK BeOEHUS 3anucei No BHECEHNIO M3MEHEHUI B JOKYMEHTbI.

6.5 HeyuTeHHbIe 3k3eMnnspbl
Ha ask3emnnspax AOKYMEHTOB, MpedHa3HaYeHHbIX ANA TeHOEepPOB, CTOPOHHWMX Monb3oBaTenen unu
APYruX BHELLUHUX CTOPOH, €Cnn He NpeaycMaTpuBaeTCsl BHECEHNE U3MEHEHWI B JOKYMEHTbI, AOMKHbl ObiTb

cenaHbl COOTBETCTBYHOLLNE OTMETKWN.

Mpumeyanne - HeHagnexawee obecrieyeHue 3TOrO  mpouecca MOXeT  MNpPUBECTM K
HenpeaHamMmepeHHOMY NUCNOoJS1Ib30BaHUIO YCTapeBLUNX JOKYMEHTOB.

Mpunoxexve A
(cnpaBo4Hoe)

TunoBas CTPYKTypa AOKyMeHTauun cucteMbl MeHeOXXMeHTa KadyecTBa
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PyxoceOACTRD
no Ka4ecTey

[Yposens A)"

MNpoueaypbl CHCTEMEI
MEHEOXMEHTA KEYECTBA

(¥YpoBeHs B)

Pabouke WHCTPYKLMA W OPYTHE AOKYMEHTLI
CHCTEME! MEHEONMEHTA KAYeCTEa

(YposeHe C)

* Ecnn pykoBOACTBO MO Ka4yecTBY BKMo4YaeT B cebsA MonuTuky u uenu B obnactuM kadecTsa, TO B
onucaHve ypoBHA "A" CTPYKTypbl OOKYMEHTaUuMM CUCTEMbl MEHEeOXXMeHTa KayecTBa OObIYHO BKIOYaoT
nonuMTUKy B obnactu kavyecTsa u/wnu Lenu B obractun ka4yecTsa.

PucyHok 1 - TunoBas CTpykTypa AOKYMEHTaUMM CUCTEMbI MEHEI)KMEHTA KayecTBa

YpoBeHb "A" onucbiBaeT CUCTEMY MEHEeKMEHTa KayecTBa B COOTBETCTBMU C 3asfABMEHHbIMU

NONMWUTUKON M Lenammn B obnacTtu kavectsa (cM. 4.3 n 4.4).

YpoBeHb "B" onucbiBaeT B3auMMOCBS3aHHble MPOLECChl U OedTenbHOCTb, Heobxogumylo Ans
BHEAPEHWS CUCTEMbl MEHEIXKMEHTa KayecTBa.

YpoBeHb "C" coaepxuT nogpobHble paboune JOKYMEHTbI.
MpumeyaHue

1 Yncno ypoBHEW Mepapxmyeckol CTPYKTYpbl yCTaHaBNMBaKT B COOTBETCTBUM C MOTPeOHOCTAMU
opraHunsaumm.

2 ®opMbl MOTYT NCMONb30BATLCHA HA BCEX YPOBHSAX CTPYKTYPbI.
Mpunoxexve B
(cnpaBo4Hoe)

Mpumep CTPYKTYpbI TEKCTa paboyenn MHCTPYKLMHU

B.1 Pabo4as MHCTPYKLUSA NO CTEpPUNIM3aLumM UHCTPYMEHTOB

Homep Trv 2.6 Hata 15 ceHTab6psa 1997 roga MepecmoTtp 0

B.2 UHCTpYyMEHTLI, noanexaime YHUUTOXEHUIo

[MomecTUTe WHCTPYMEHTHI, noanexawine YHUUYTOXEHWo (Hanpumep LWNpulbl, WUMMbl, HOXW WU
WHCTPYMEHTLI ONS yOaneHus HATOK), B creuunanbHbli KOHTenHep. KoHTelHep OOMmKeH ObiTb YHUUTOXEH B
COOTBETCTBUM C MPOrpamMMort YHUUYTOXEHNST OTXOA0B.

B.3 MHCTpyMeHThI, cCTepunusyemblie NnyTeM TepmMoo6paboTku

B.3.1 BblTpuTe HaneT ¢ MHCTPYMEHTA, UCNOMb3Yys CneunanbHy YTUAN3UPYEMYIO TKaHb.

B.3.2 OnycTtute nHctpymeHThbl B 10%-HbIn pacTtBop xnopa (1 geumnuTp XnoprupoBaHHOM XMaKocTu n 9
OeunnmTpoB BoAbl). PacTBop AomKeH 3aMeHATbCA OBaXAbl B HeAeErH.
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B.3.3 BblaepXute UHCTPYMEHTbI B XKMAKOCTU HE MeHee ABYX YacoB.

B.3.4 BbiMOViTE MHCTPYMEHThI LLETKON, HAAEB 3aLUUTHbIE NepyaTku.

B.3.5 MNMpononowute 1 BbICYLUNTE NHCTPYMEHTHI.

B.3.6 [lpoBepbTe WUCNPABHOCTb WHCTPYMEHTOB. [loBpexaeHHble WHCTPYMEHTbl AOMKHbl ObITh

oTnpaBiieHbl B pEMOHT.

B.3.7 Ctepunusauns B nakete

[MomecTnTe NHCTPYMEHTbI B TEPMOCTOMKMIA NaKeT.

3awuTuTe ocTpble Kpasi Maprie.

CnoxuTte nakeT Tak, 4Tobbl OH cTan TYrum 1 HenpoHnuaemMbIM.

3anevyaTanTe nakeT TENNOCTONKON JIEHTOWN.

MpocTaBbTe AaTy M yCTaHOBUTE MHOMKATOp TemnepaTtypsbl.

MonoxunTe nakeT B ropsivyto neyvb u octaebTe Ha 30 MuH nNpu Temnepatype 180 °C.

MHCprMeHTbI MOryT OblTb MCMNOSb30BaHbl B TEYEHWe Mecsila nocne crepunn3auunn, ecrnim OHU
XpaHUnncb B 3ane4aTtaHHOM OOJTKHbIM 06pa30M nakete.

B.3.8 Ctepunusauus B MmeTanimyeckoM KOHTENHepe

[MomecTuTe TEPMOCTOMKYIO TKaHb Ha AHO KOHTerHepa Ans 3aWwuTbl UHCTPYMEHTOB.

[MomecTnTe NHCTPYMEHTLI Ha OHO KOHTenHepa.

YcTaHoBUTE B KOHTeVIHep MHOUKaTOp TemMnepaTtypbl.

OcrtaBbTe koHTerHep Ha 30 MuH npu TemnepaTtype 180 °C. [IBa KOHTeNHepa AOMKHbI MCNOMNb30BaThCS

Nno o4yepeaun 4yepea AeHb.

B.4 [lpyrue nHCTpyMeHTbI (HanpumMep OTOCKOMNbI)

[MpomowTe MHCTPYMEHTLI NOCIe NOMELLEHMS B XMOPHbINA PpacTBOp Ha 2 u.

Mpunoxexue C
(cnpaBo4Hoe)

CBefeHnA 0 COOTBETCTBUU HaLMOHanNbHbIX cTaHgapToB Poccuinckon ®depepauun

Ta6nuua C.1

CCbINMOYHbIM MeXAyHapoAHbIM CTaHAapTam

O603HayYeHne CCcbiNoYHOro
MeXayHapoaHoro ctaHaapTa

O603HayeHne 1 HaMMeHoBaHWe COOTBETCTBYHLLEro HauMoHanbHOro ctaHaapTa

MNCO 9000:2001

FTOCT P WCO 9000-2001 Cuctembl MeHemxkmeHTa kadectBa. OCHOBHble
MOMOXEHUS U CNoBapb

MNCO 9001:2000

FOCT P NCO 9001-2001 Cuctembl MeHeXKMeHTa kavecTBa. TpeboBaHus




