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MNMpeaucnosue

Llenu n npuHuunbl ctaHgapTmsaumm B Poccunckon ®egepauum yctaHoBneHbl PegepanbHbiM 3aKOHOM OT
27 pekabps 2002 r. Ne 184-93 «O TexHU4eCKOM perynmpoBaHumny, a npasuna NnpMMeHeHNs1 HauOoHanbHbIX
ctaHgapTtoB Poccuiickon ®egepauun — FOCT P 1.0—2004 «Crangaptmnsauma B Poccuiickon ®egepauuu.
OCHOBHbIE MOMNOXEHUSA»

CBepeHusA o cTaHaapTe

1 NOAIrOTOBJIEH OTKpbITEIM aKLMOHEPHBIM 06LlecTBOM «Hay4yHo-MccnegoBaTeNbCKUM LEHTP KOH-
Tpons u agnarHoctukm TexHnyecknx cuctem» (OAO « HUL KO ») n TexHNn4eCcknm KoMMTeTOM NO CTaHZapTM3aunm
TK 10 «[epcnekTnBHblE NPOU3BOACTBEHHbLIE TEXHOSOMMN, MEHEIKMEHT U OLEHKa PUCKOB» Ha OCHOBE
CcOBCTBEHHOIO ayTEHTUYHOIO NEPEBOAA CTaHAapTa, yKa3aHHOro B NyHkTe 4

2 BHECEH YnpaeneHnunem pa3BuTusi, MHOpMaLMOHHOro obecrneyeHns n akkpegmTtaumm PegepanbHoOro
areHTCTBa Mo TEXHUYECKOMY PEryNMPOBaHUIO U METPOMOIK

3 YTBEPXOEH W BBEJEH B JEMCTBUE [MMpukaszom ®enepanbHOro areHTcTBa No TEXHUYECKOMY
perynupoBaHuto u MeTposnorum ot 31 oktabpst 2007 r. Ne 282-cT

4 Hactoswun ctaHaapT ngeHTndeH mexayHapogHomy craHgapty MCO/TO 10013:2001 «PykoBoacTeo
Nno AOKYMEHTUPOBaHUIO CUCTEMbl MeHemkMeHTa kadectBa» (ISO/TR 10013:2001 «Guidelines for quality
management system documentation»).

HanmeHoBaHue HacTosLLero ctaHgapTa M3MEHEHO OTHOCUTENBHO HAaMMEHOBAHMWS yKa3aHHOrO MeXay-
Hapo4Horo cTaHaapTa ansa npueegeHus B cootBetcTBue ¢ FOCT P 1.5—2004 (nogpasgen 3.5).

Mpy NpUMEHEHNM HACTOSALLLErO CTaHA4apTa pEKOMEHAYETCS MCMONb30BaTh BMECTO CChINTOYHbIX MeXAyHa-
POAHbIX CTaHAAPTOB COOTBETCTBYHLIME UM HaLMOHaNbHbIE CTaHAAPTbI, CBEAEHMS O KOTOPbIX NPUBEAEHEI B
OOMNONHUTENBHOM NpUNoXxeHun C

5 BBEJEH BIMEPBbLIE

UHopmayusi 06 usmMeHeHUsix K Hacmosuwemy cmaHdapmy nybnukyemcs 8 exe200H0 u3dasaemMom
UHGhopMaUuUOHHOM yKka3amerie « HayuoHarnbHbie cmaHdapmbl», @ MeKcm U3MeHeHUU U Mornpasok — 8 exxeMe-
CSIYHO u3BasaeMbix UHGhOPMaUUOHHbIX yKazamensx «HayuoHanbHbie cmaHdapmabi». B cniyyae nepecmompa
(3aMeHhbl) uru ommeHbl Hacmosiuw,eao cmaHOapma coomeemcmeyroujee ygedomreHue bydem onybriukogaHo
8 exxeMecsiYHO u3dasaeMoM UHOPMayUOHHOM ykazamerne «HauyuoHansHblie cmaHOapmel». Coomeemcm-
syrowasi UHghopmauyusi, yeedomMeHuUe U meKCmbl pasmMewiaromcs makxe 8 UHghopMayUuoHHOU cucmeme obue-
20 nosb308aHuUsi — Ha oghuyuanbHoMm catime @edepalsibHO20 a2eHmcmea ro MexHUYEeCKoOMY peayiuposaHuio
u Memporioauu 8 cemu MIHmepHem
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BBepeHue

Ob6sa3atenbHbIM TpebosaHnem ctaHgaptToB NCO cepumn 9000 aBnseTcs AOKYMEHTUPOBaHWE CUCTEMbI
MeHe)KMeHTa ka4eCcTBa opraHu3aumm.

HacTtosawmin ctaHaapT HanpasreH Ha obecneveHune npoLeccHoro nogxoaa npu paspaboTke u BHeAPEeHUN
CUCTEMbI MEHE)KMEHTA Ka4yeCTBa 1 yNy4dLLEeHUN ee pesynbLTaTUBHOCTH.

Ons pe3ynbTaTMBHOIO OYHKLMOHMPOBAHUSA OpraHn3auusa OOmKHa MAeHTUUUMPOBaTb MHOMOYNCIIEH-
Hble B3aMMOCBSA3aHHble BUAbl AeATEeNbHOCTV M YNPaBnaTb umun. Jllobas 4esaTenbHOCTb OpraHn3auum, B KOTOPoWn
NCNonb3yTCHA pecypchbl AN npeobpasoBaHns BXOA0B B BbIXOAbl, MOXET paccMaTpuBaTbCs kak npouecc. Bxo-
AaMu1 0gHOro npouecca 06bI4HO ABMAOTCSA BbIXOAbI APYTMX NPOLIECCOB.

CunctemaTtnyeckas naeHTudnKkaums u MeEHeIKMEHT NPUMeHseMbIX OpraH1M3aumen npoueccos, obecne-
YeHune VX B3aMMOAEeNCTBUS MOXET paccMaTpMBaTbCs Kak MPOLLECCHbIV NoAXoA.

MpenmMyLLecTBO NPOLECCHOr0 NoAXo4a COCTOUT B HEMPEPBLIBHOM YNPaBeHUN Kak Ha CTbIKe OTAENbHbIX
NpoLLeCCoB B paMKax CUCTEMbI, Tak 1 Npu nx KOMBMHaLUn 1 B3aumMogencTeumm.

Mpn JOKYMEHTMPOBaHUN CUCTEMbI MEHEIKMEHTa KavyecTBa opraHusaums MoXeT onpeaenvTb noboe
YUCIIO M COCTaB AOKYMEHTOB, HEOBXOAMMbBIX AN AEMOHCTPaLMKU pe3ynbTaTUBHOIO NNaHNpPoBaHWs, PYHKLMO-
HUPOBaHWS, YNPaBreHNs U NOCTOSHHOTO YNyYLLEeHNss CUCTEMbl MEHE)KMEHTa Ka4eCTBa 1 ee NPoLeCccoB.

XapakTep v cTeneHb JOKYMEHTMPOBaHMS CUCTEMbI MEHEIPKMEHTA KayecTBa 3aBUCAT OT 0COGEHHOCTEN
opraHusauun. [JokyMeHTUpOBaHUE MOXET OXBaTbiBaTb BCIO AeATENbHOCTb OpraHvM3aumm unm otaernbHble ee
acnekTbl. Hanpumep, TpeboBaHus, ycTaHaBnMBaeMble B AJOKYMEHTaLMMW, 3aBUCAT OT BUAA M XapaKTepa npoayk-
LMY ¥ MPOLLECCOB, YCMOBWI KOHTPAKTA, yCTaHOBMEHHbIX 3aKOHOAaTe NbHbIX M 0653aTeNbHbIX Tpe6oBaHMM U T.M.

CopgepxaHue JOKYMEHTOB CUCTEMbl MEHEAXXMEHTa Ka4eCTBa M yCTaHOBMEHHbIE B HEN TPeO0oBaHUS AOMXK-
Hbl COOTBETCTBOBATL CTaHAapTam B 06n1acTu kayecTsa.

PykoBopasLume ykazaH/s HAacTOSLLEro cTaHAapTa no JOKYMEHTUPOBaHUIO CUCTEMbI MEHE)KMEHTa Kavec-
TBa nNpegHasHayeHbl AN TPUMEHEHNs OpraHnM3aunsiMy U He MoryT BbiTb MCMONb30BaHbl B KOHTPaKTax unv ans
uenen ceptudmrkauuu,

lNMnaHupoBaHue kavyecTBa ABNAETCH OOHUM U3 OCHOBHbIX BUAOB AeATENbHOCTY MPU BHEAPEHUN CUCTEMBI
MeHeKMeHTa kavecTBa. [JokyMeHTbl MO NNaHMPOBaHUIO KayecTBa MOryT perfiaMeHTUpoBaTh NNaHupoBaHue,
NOArOTOBKY K BHEAPEHMUIO CUCTEMbI MEHEDKMEHTA KayeCcTBa, BKINoYas opraHn3aunoHHbIE MEPONPUSATUS, rpa-
dvku BbINONHEHNst paboT 1 pecypchbl, HEOOXOAMMbIE AN AOCTMXKEHMS Lienen B 06nacTy kayecTsa.
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HAUMWOHANBbHBIAN CTAHOAPT POCCUUCKONW SGEOEPALUUM

MeHeaXMeHT opraHusaumm
PYKOBOACTBO NO AOKYMEHTUPOBAHUIO CUCTEMbI MEHEIDKMEHTA KAYECTBA

Organization management.
Guidelines for quality management system documentation

Oarta BBegeHuss — 2008—06—01

1 ObnacTb NpuMeHeHus

HacTtoswmin ctTaHaapT cogepXuT pykoBogsiLime ykadaHus no pa3paboTke, BHEAPEHUIO M NOAAEPKaHUIO B
pabo4em COCTOSAHUM AOKYMEHTauun, Heobxoaumon ans obecneveHms pesynbTaTMBHOCTU CUCTEMbI MEHEOXK-
MEeHTa Ka4yecTBa U COOTBETCTBYIOLLEN NOTPEBHOCTAM OpraHm3aLmm.

PykoBogsiime ykasaHnss MOryT MOMOYb OpraHn3aumsmM npu co3gaHum CUCTeMbl JOKYMEHTaumu, cooT-
BETCTBYHOLLEeN TpeboBaHNSAM CTaHAAPTOB MO CUCTEME MEHePKMEHTa Ka4yecTBa.

HacTtoswmin ctaHgapT MOXeT UCMOMb30BaTbCs NP JOKYMEHTUPOBAHUUN HE TOMbKO CUCTEM MEHEIKMEH-
TakavecTBa B cooTBeTCTBUM C TpeboBaHmamm ctaHgapToB MCO cepumn 9000, HO M MpU AOKYMEHTUPOBAaHUY OpY-
rMX CUCTEM MEHeKMEHTa, Hanpumep, CUCTEMbl 3KOMOrMYECKOro MeHepKMeHTa, CUCTEMbl MeHe)KMeHTa
6e3onacHOCTM 1 oxpaHbl Tpyaa.

MpumeyaHue— Ecnunpoueaypa AoKYMEHTMPOBaHA, YacTO UCMOSb3YHOT TEPMUH «AOKYMEHTUPOBaHHas Npo-
ueaypay.

2 HopmaTtuBHbIe CCbISIKN

B HacTosiLem cTaHOapTe MCNofb30BaHbl HOPMAaTMBHbLIE CChINKM Ha crieaytoLme CTaHaapThbl:
MCO 9000:2005 Cuctembl MeHegkMeHTa kadecTBa. OCHOBHbIE MOMOXEHWS 1 CIOBapb
MCO 9001:2000 Cuctembl MEHEO)KMEHTA KadecTBa. TpeboBaHus

3 TepMuHbI U onpeaeneHns

B HacToswemM ctaHgapTe ucnonb3ytoTcs TepMuHbl U onpeaenennsa no MCO 9000, a Takke crieayto-
lUMe TEepPMUHbI C COOTBETCTBYHOLIMMW onpegeneHnsmu. [ns oTAenbHbiX BMAOB OOKYMEHTauMnm CUCTEMBI
MeHeXXMeHTa KadyeCTBa AonyCKaeTca UCnoJib3oBaHMe Apyrmnx O6LIJ.eI'IpI/IHF|TbIX TEePMUHOB.

3.1 paboumne nHcTpykumum (work instructions): lMogpo6Hoe onvcaHme Nopsiaka BbIMOSTHEHWS MOCTaBEH-
HbIX 3a1@aHNIN N BeEeHNE 3anncemn no HUM.

MpnmeyvyaHns

1 HokymeHTMpoBaHue pabounx MHCTPYKLUMI HEe 06A3aTensLHO.

2 K paboynm UHCTPYKLMSM MOTYT ObITb OTHECEHbI, HAMPUMEP NOACHUTENbHbIE 3aMUCKX, KapTbl TEXHONOrMYECKOro
npouecca, nnaHbl, MOAENN, TEXHNYECKME 3aNUCKN K YepTexaMm, TEXHUYECKNEe YCIOBUS, MHCTPYKLUMM MO SKCnyaTauun
obopynoBaHus, nnakaTbl, Buaeomartepuanbl U T.4. Paboune MHCTpyKUMM AOMKHBI coaepXaTb cBeAeHUs 06 MCnonb3yemblx
maTtepuanax, o6opyaoBaHuy 1 JOKyMeHTaumm. B cnydyae HE06X0AMMOCTU B HUX MOTYT ObITb BKITHOYEHbI KDUTEPUN MPUEMKMN.

3.2 ¢popma (form): [lokymMeHT, B KOTOPbIN BHOCATCS f@aHHblE, HEOOXOAUMbIE OS5 CUCTEMbI MEHE)KMEHTA
KauyecTBa.

MpwnmedyaHune—Illocne 3anonHeHNs hopma CTaHOBUTCH 3anNnUCHIO.
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4 [1oKkyMeHTauuA CUCTeMbl MEHe)KMEeHTa KayecTBa

4.1 OOwme nonoxeHus

Knaccudukaumsa gokyMmeHTauum cuctemMbl MEHEKMEHTA KavyecTBa MOXeT ObITb MOCTPOEHa Ha OCHOBE
CTPYKTYpbl MPOLIECCOB OpraHun3aummn, CTPYKTYpbl BHEAPSEMOro CTaHgapTa KayecTBa MM ux KoMOuHaumw.
OpraHnsaumsa MOXeT UCNonb3oBaTb Apyrve BUAbl Knaccudukaumi B COOTBETCTBUM CO CBOMMM NOTpebHOC-
TAMU.

CTpyKTypa B3aMMoaencTBUst AJOKYMEHTOB CUCTEMbl MEHE)KMEHTa KayecTBa MOXeT OblTb nepapxmyec-
kon. NMoaobHas cTpyKTypa cnocobCTBYET BHEAPEHMIO, NOAAEPXKAHUI0 B paboveM COCTOSIHUM 1 Ny4LLEMY NOHM-
MaHWIO MepcoHanom TpeboBaHWI K JOKYMEHTALMN CUCTEMbI MEHeMKMeHTa kadecTBa. B npunoxeHun A
npeacTaBneHa TUNoBas CTPyKTypa B3aMMOAENCTBUSA LOKYMEHTOB CUCTEMbI MEHE)KMEHTA KayecTBa. Pa3pa-
©0TKa ypOBHEW MepapxXn4eckon CTPYKTYpPbl JOKYMEHTOB 3aBUCUT OT 0COOEHHOCTEN OpraHu3aumm.

CteneHb OOKYMEHTUPOBAHWUS CUCTEMbl MEHEMXXMEHTa KayecTBa OpraHvM3auumn MoXeT pas3nuyaTbCs B
3aBMCMMOCTH OT crieyoLmnx pakTopos:

a) pas3mepa v BUOOB AeATenbHOCTU OpraHm3aumm;

b) cnoxHocTn npoueccoB 1 GopM NX B3aMMOLENCTBUS;

C) KOMMETEeHTHOCTM NnepcoHana.

OnpepgeneHuns cMcTeMbl MEHEOXXMEHTA Ka4ecTBa AOMKHbI COOTBETCTBOBATb TEPMUHAM U ONpeaeneHun-
amM no MCO 9000 co ccbinKom Ha 3TOT cTaHAapT Unu obLLEenpUHATLIE TEPMUHBI U ONPeAeneHNs.

Cunctema MeHegXMeHTa kavecTBa 06bIYHO BKIOYaeT B cebs crieaytoLme A0KYMEHTbI:

a) MONMTUKY M Lienu B obnacTu KayecTBa;

b) pykoBOACTBO MO Ka4ecTBy;

C) BOKyMEHTMpOBaHHbIe NpoLeayphbl;

d) pabo4ne MHCTpYKLNK;

e) dopmbl;

f) nnaHbl KayecTBa;

g) TEXHMYECKUE YCoBUS;

h) BHeLUHVE OOKYMEHTHI;

i) 3anucwm.

[oKyMeHTbI CUCTEMbI MEHEAXXMEHTA KadecTBa MOryT ObITb NpeacTaBneHbl B nobon hopme 1 Ha niobom
HocuTene.

MpwnmeyaHune — lNpenmyLiecTBamm SOKYMEHTVPOBAHMNSA HA 3MEKTPOHHbLIX HOCUTENAX ABNATCH CrieayloLme:
a) obecrneyeHne NOCTOSAHHOIO 4OCTYMa YyNOSIHOMOYEHHOro NepcoHarna K akTyanmanpoBaHHON MHAOpMaLn;

b) nerkocTb npegocTaBneHns 4ocTyna K AOKYMEHTaM, BHECEHNS B HUX M3MEHEHWUI 1 yIPaBNEeHUs UMU;

C) BO3MOXHOCTb PacnpoCTpaHeHNs JOKYMEHTOB 1 yNpaBneHns Mu nyTem pacneyaTtkv Konun (mpy HeobxoammocTh);
d) oGecneyveHune gocTyna K JOKyMeHTam oTAaneHHbIX Nnoapa3aeneHun;

e) obecneyeHne NPOCTOTbI M Pe3yNbTaTUBHOCTU aHHYNMPOBAaHNS YCTapeBLUNX AOKYMEHTOB.

4.2 Llenn u none3HOCTb AOKYMEHTUPOBaAHUA

[oKyMeHTMpOBaHWE CUCTEMbI MEHEIXKMEHTA KayecTBa NMO3BOMSIET OCYLLECTBNASATL (NP HEOGXOAMMOCTM
CMUCOK MOXET ObITb AOMOJSTHEH):

a) onMcaHue CUCTEMbI MEHEI)KMEHTA Ka4eCcTBa opraHu3aumu;

b) obecneyeHune Heobxoanmomn nHopMaLmen B3anmMogencTBYOLWNX NogpasaeneHnin ¢ Lenbio nyylue-
ro NOHMMaHUsA B3aMMOCBA3EN MeXAY HUMU;

C) DoBedeHne 0o CBeAeHMs nepcoHana o6a3aTenbCTB CO CTOPOHbI PYKOBOACTBA B 00MacTh KavyecTBa;

d) copenictBme B obecrnevyeHmn 0CBEAOMITEHHOCTM NepcoHana 06 akTyanbHOCTU U BaXKHOCTUW €ro aesi-
TENbHOCTHU;

e) obecneyeHre B3aMMONOHMMaHWs MexXay NepcoHarnom n pykoBoACTBOM OpraHv3aLmu;

f) obecneyeHne 6a3bl ANS BbIMNONTHEHWSI NOCTABEHHbIX LIENe;

g) yCTaHOBIeHMe nopsigka BeliNoNHEHUS paboT s 4OCTUXKEHNS] yCTAaHOBMNEHHbIX TpeboBaHWIA;

h) obecneyeHne 0OBLEKTUBHBLIX CBUAETENBLCTB BbINONTHEHNSA YCTAHOBMNEHHbIX TpeboBaHWI;

i) obecneyeHne YeTKOW 1 pe3ynbTaTUBHOM CTPYKTYPbI BbIMOSTHAEMbIX 4EACTBUNA;

j) obecneyeHune 6a3bl ANs NOArOTOBKM BHOBb HAHMMAEMOro NepcoHarna n Heo6xoaMMon nepenoaroTos-
K1 BCEro NepcoHana opraHnsaunm Yepes 3anfiaHMpoBaHHbIE MHTEpBasibl BDEMEHU;

k) obecneyeHne mep nNo yCTaHOBIEHMIO NopsaKka u coanaHCcMpoBaHHOM AEATENbHOCTM OpraHm3aumm;

[) obecneyeHne nocnegoBaTenbHOCTM BbINONHEHWS ONepauuin Ha OCHOBE AOKYMEHTOB MO npoLeccam;

m) obecneyeHne OCHOBbI ANs NOCTOAHHOIO YITyYLLIEHUS AeATENBHOCTU OpraHu3aunm;
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N) NOBbILLIEHNE AOBEPUS K OpraHn3aLum co CTOPOHbI NoTpebuTenen Ha OCHOBE AOKYMEHTMPOBAaHHbIX
npouenyp cUCTeMsI;

0) npegocTaBreHne 3anHTepecoBaHHbIM CTOPOHaM UHOpMaL MK 0 BO3MOXHOCTSAX OpraHu3aumu;

p) obecneveHne ACHOM ANS NOCTaBLUMKOB CTPYKTYpbl TpEOOBaHUI;

g) co3faHue OCHOBbI 415 NPOBEAEHMS ayauTa CUCTEMbI MEHE)XMEHTA Ka4ecTBa;

r) obecneyeHne OCHOBbl ANsl OLEHWBAHUS WM MOCTOSIHHOM NOAAEPXKKM pPe3ynbTaTUBHOCTU CUCTEMbI
MeHe)KMeHTa ka4yecTBa B COOTBETCTBUM C YCTAHOBMEHHbIMWU TpeboBaHMAMM.

4.3 MNMonuTtuka u uenu B obnacTu kayecTsa

MonunTtuka n uenu B obnacTtu kadecTBa JOIMKHbI OblTb AOKYMEHTaNbHO 0pOpMIeHbl B BUAe CaMOCTOs-
TerbHbIX JOKYMEHTOB UITN BKITOYEHbI B PYKOBOACTBO MO Ka4yecTBy.

4.4 PykoBoACTBO NO KayecTBY

4.4.1 O6wwme NoNoXeHUsA

Kaxgas opraHusaums gorkHa paspabotaTb CBOe pyKOBOACTBO MO KayecTBy. Hactoswwmi ctaHgapT
gonyckaeT rmbkun noaxod Npw onpeaeneHnun CTpyKTypsbl, popmMarta, cogepxaHus unnm MeToaos 4OKYMEHTUPO-
BaHWSA CUCTEMbI MEHE)XXKMEHTa KayecTBa opraHusauum.

[nsa HeBonbLUMX opraHn3aumii B pykoBOACTBO MO KavyecTBY LienecoobpasHo BKNoYaTb NOHOE onncaHme
CUCTEMbI MEHE)KMEHTA KayeCTBa CO BCEMU AOKYMEHTUPOBaHHbIMU npouenypamu, Tpedyembimm MCO 9001.
[nsa KpynHbIX opraHn3aumi MoXeT ObITb pa3paboTaHO HECKONbKO PYKOBOACTB MO KavyecTBy (Hanpumep, Ans
MeXOyHapoAHOro, HauuoHanbHOro UM perMoHanbHOro HanpasneHun AesaTensHOCTU opraHu3aunn) u/mnm
MOXeT ObITb co3aaHa 6onee CnoxHas nepapxmyeckas CTpykTypa JOKYMEHTOB.

PykoBoACTBO MO KayecTBY AOMXKHO coaepKaTb 061acTb NPYMEHEHUSA CUCTEMbl MEHEXKMEHTa KayecTBa,
obocHoBaHuWe 1 getanu nobbIX NCKMIOYEHUI, [OKYMEHTUPOBAaHHbIE NPOLLEAYPbl UMW CChINKK Ha HUX, ONUucaHne
B3aMMOAENCTBNS NPOLLECCOB CUCTEMbI MEHE)KMEHTa KayecTBa.

PykoBOACTBO Mo ka4eCcTBY JOIMKHO BKMOYaTh B ce65 MHgopmaumio o6 opraHMsauun, B TOM YMCHe ee Hau-
MeHOBaHwue, aapec N KOHTaKTHYH HopMaumio. B pykoBogcTee No ka4ecTBy MOXET ObITb NpyBegeHa Aonor-
HUTenbHas MHdopMauns, HanpuMep HanpasrneHne AesTeNnbHOCTM OpraHu3auuu, CBeeHus o0 ee pasmepe,
ncTopuyeckas cnpaska.

PykoBoOCcTBO MO Ka4eCTBY AOMKHO coAepXaTb 3f1EMEHTbI, NPeayCMOTPEHHbIE NyHKTamn 4.4.2—4.4.9, Ho
He 0bs3aTenbHO B yka3aHHOM NMopsake.

4.4.2 HanmeHoBaHue n obnacTb NpuMeHeHNA

B HanmeHoBaHuM n/unun obnacTn npuMeHeHUs pyKoBOACTBA N0 KAa4eCTBY CeAyeT yka3biBaTb OpraH13a-
uuto, koTopas byaeT ero npMMeHNATh. B pykoBoaCTBE NO kavyecTBy JOSMKHA ObITh CAENaHa CCbifka Ha cTaHaapT,
Ha OCHOBE KOTOPOro pa3pabaTtbiBaeTcs cucTeMa MEHE)KMEHTA KavyecTBa.

4.4.3 CopepkaHue pyKkoBOACTBa NO Ka4yecTBY

B cogepxaHum pyKoBOACTBa MO Ka4eCTBY criegyeT ykasblBaTb HOMepa, HaMMeHOBaHMWS BCeX pa3fernos u
HOMepa CTpaHuL, Ha KOTOPbIX 3TW pasaenbl PacnonoXeHbl.

4.4.4 PaccMoTpeHune, yTBepXaeHue n nepecMmoTp

PykoBoACTBO No ka4yecTBy AOMKHO coaepXaTb TOYHbIE CBEAEHMS O ero cTaTyce, JaTax pacCMOTPEHUS,
yTBEPXOEHWS U NepecMoTpa.

Mpu HEOOXOAMMOCTU XapaKkTep M3MEHEHWI yKa3biBalOT B PYKOBOACTBE MO KAYECTBY UIN €ro NpUoxe-
HUSIX.

4.4.5 MNonutuka n uenu B o6nacTy KayecTBa

PykoBOACTBO No KayecTBy AOMKHO BKNOYaTb B CE6SA NONUTUKY M Lenn B 06r1acTi kKa4ecTBa UIn CCbINKM Ha
HUX. PelleHmne o BKMOYEHMN NONUTUKM u/vnu Lenen B obnacTtu kayectsa B pyKOBOACTBO MO Ka4eCTBY NpUHMMa-
eT BbiCLLEee PYKOBOACTBO OpraHu3aLmu. [lokasaTenu pe3ynbTaTUBHOCTU BbIMOSTHEHWS Lienen MOryT ObITb BKINO-
YeHbl B Apyrne AOKYMEHTbl CUCTEMbI MEHEAXMEHTa KayecTBa opraHusaumu. lNMonutuka B obnactu kayectsa
OOIMKHa cofepxatb 0bs3aTenbCTBa COOTBETCTBUS YCTAaHOBMNEHHBIM TPEBGOBaHNSAM U MOCTOAHHOIO NOBbILLIEHUS
pe3ynbTaTMBHOCTU CUCTEMbI MEHEXXMEHTA KayecTBa.

Llenn B obnacTtu kadecTBa OCHOBaHbI Ha NONUTMKE OopraHu3aumm B obnactu kadecTtsa u JOSMKHbI ObITb
JoctmkmmbiMn. Llenun B obnacTtu kayecTBa opraHu3auunm, npeacTaBreHHble B KONTMYECTBEHHOM BblpaXXeHuWM,
CTaHOBATCS NoKasaTensiMmn 1 JOIMKHbI U3BMEPATHLCS.

4.4.6 OpraHu3auMOHHas CTPYKTypa, OTBETCTBEHHOCTb M MOJTHOMOYMS

B pykoBoacTBe Mo KayecTBy AoMkHa ObiTb npuBefeHa CTpykTypa opraHusaumm. OTBETCTBEHHOCTb,
NMOMHOMOYNST U B3aMMOLENCTBUS MOTYyT ObITb MpUBEAEHbI B OPraHM3auuoOHHbIX CXEMax, kKapTax MpoueccoB
n/nn pabounx MHCTPYKUUSX. TN AOKYMEHTbI MOTYT ObITb BKMOYEHbI B COCTaB PYKOBOACTBA MO Ka4eCTBY UK
Ha HUX AOMKHbI BbITb CAeaHbl CCbIMKN.

4.4.7 Ccbinkmn

PyKkoBOACTBO MO Ka4yecTBY JOIMKHO cogepXaTtb nepedeHb JOKYMEHTOB, Ha KOTOPbIE AenatTcs CCbISTKN.
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4.4.8 OnucaHue cucTteMbl MEHeMKMEHTA Ka4yecTBa

PykoBOACTBO N0 KAa4eCTBY OOMKHO CoAepKaTb OnMcaHne CUCTEMbl MEHEXKMEHTA Ka4yecTBa U ee Npume-
HEeHWA B OpraHn3aumm, a Takke onmcaHme NpoLeccoB U X B3auMoAencTBums. B pykoBOACTBO NO Ka4eCTBY A0MK-
Hbl ObITb TaKXKe BKIMOYEHbI OKYMEHTUPOBaHHbIE MPOoLEeaypbl UK CChINTKU Ha HUX.

Opranunzaumsa gormkHa JOKYMEHTUpOBaTh CUCTEMY MEHeKMeHTa kavyecTBa nmbo B COOTBETCTBMU CO
CBOMMMU npoueccamu, nmbo B COOTBETCTBMM CO CTPYKTYpoOW BbIOpaHHOro craHgapTta, Nimbo B noboin MHON
nocreaoBaTenbHOCTU, COOTBETCTBYHOLLEN NOTPEOHOCTAM OpraHm3aumm.

Llenecoobpa3Ho ncnonb3oBaTb NEPEKPECTHbIE CCbIKM MexXay BblOpaHHbIM CTaHOApPTOM U PYKOBOA-
CTBOM 10 Ka4eCTBY.

B pykoBOACTBE MO Ka4yecTBY AOMKHbI ObITb YKa3aHbl MPUMEHSIEMbIE OpraHn3aLmen MeToapbl 4118 BbINos-
HEeHUWS NONUTUKN U Liener B obnacTu ka4yecTBa.

4.4.9 MpunoxeHus

PykoBoOCTBO MO kKa4eCcTBY MOXET BKIOYaTb B cebSA NpUnoxXeHns, cogepaliue cnpaBovHyo nHdopma-
uuto.

4.5 [lokymeHTUpOBaHHbIE Npoueaypbl

4.5.1 CtpykTtypau chopmat

CTpykTypa 1 dopmMaTt AOKYMEHTUPOBAHHLIX npoueayp (Ha GyMakHOM uInn 3NEeKTPOHHOM HOCUTENSX)
OOIMKHbI ObITb NPEeACTaBneHbl OpraHM3aunen B BUae TeKCTOB, CXEM, KapT NpoLeccoB, Tabnuu, nx komornHauum
UIn B gpyrom npuemMnemon hopme B 3aBMCUMOCTM OT NOTpebHOCTEN opraHnsaumn. [JokyMeHTMpoBaHHas Npo-
uenypa OofmkHa cogepxaTb Heobxoaumyto MHpopmMaLmnio (CM. 4.5.2) 1 UMETb YHUKanNbHYIO NOEHTUMNKaLMNIO
ans obecneyeHns NpoCnNexXmMBaemMocTu.

B noKyMeHTupoBaHHbIX NpoLeaypax MoryT OblTb CAeraHbl CChINKU Ha pabo4vre MHCTPYKUUK, onpeaensito-
LWMe NopsgoK BbINOMHeHUA paboT. [JoKkyMeHTMpoBaHHbIE Mpouenypbl OObIMHO ONWUCHIBAIOT OEATENbHOCTD,
BKIOYaALOLLYHO B Ce0s1 HECKONBbKO (OYHKLIMIA, B TO BpEMSI Kak paboumne MHCTPYKLMM OBbIYHO OTHOCATCS K 3aAaHNsIM
B pamMkax ogHow OyHKLNN.

4.5.2 CopgepxxaHue

4.5.2.1 HaumeHoBaHue

HanmeHoBaHWe 4OMKHO YeTKO MAEHTUNLMPOBATEL 4OKYMEHTUPOBAHHYO NpoLEeaypy.

4.5.2.2 Uenb

Llenb pa3paboTku 1 Mcnonb3oBaHUs JOKYMEHTUPOBAHHOW NpoLeaypbl AOIMKHA ObITb YETKO OEHTUdU-
unpoBaHa.

4.5.2.3 ObnacTb NnpUMeHeHus

Opranmnsaumsa JofmkHa onucaTe 06nacTb MPUMEHEHWUst OOKYMEHTMPOBAHHOW mpouenypbl, BK4as
obocHoBaHue 1 nogpobHoe onrcaHme NobbiX CAeNaHHbIX UCKITHYEHNN.

4.5.2.4 OTBETCTBEHHOCTb 1 NOSTHOMOYNSA

OpraHunsaumsa gomkHa naeHTnduumpoBaTb OTBETCTBEHHOCTb M MOMHOMOYMS U/ YHKUMOHAmNbHbIE
0653aHHOCTM NepcoHana, a Takke B3aMMOCBs3b NepcoHarna ¢ npoleccamu 1 AeNCTBUAMU, BXOOALLUMM B NPO-
uenypy. OTBETCTBEHHOCTbL U MOTHOMOYMSI MOTYT ObIThb NPEACTaBMNEHbI B BUAE KapThbl NpoLiecca Uin TekcTa.

4.5.2.5 OnucaHve BUOoOB AeATENBHOCTU

YpoBeHb AeTannsaumm JOKYMEHTOB 3aBMCUT OT CITOXXHOCTY BuAa AeATENbHOCTU, UCNOMNb3YEMbIX METO-
0B, YPOBHS KBanmdukauum n nogroToBkn nepcoHarna, HeobxoaumbIx Ans BeinonHeHud paboT. Hesasncrmo ot
YPOBHS NPU ONMCaHUN BUAOB OEATENbHOCTM A0MKHbI ObITb pPaCCMOTPEHbI CrieayoLne acnekTb:

a) onpepgenexHue NoTpebHOCTEN opraHn3aumm, ee NoTpedbuTenem n NOCTaBLLNKOB;

b) npeacTaBneHune NpoLLeCCOB B BUAE TEKCTA U/MNK KapT NpoLiecca No Bugam AesTeNbHOCTY;

C) onpepgerneHne HeobxoaMMbIX paboT 1 pacnpegeneHve OTBETCTBEHHOCTU, HA3HA4YeHe OTBETCTBEH-
HbIX N1, paMKu nX pyHKLUNOHaNbHbIX 0693aHHOCTEN, Lienn, MecTo, BpeMsi 1 cnocob BbINONIHEHWS 3TUX paboT;

d) onucaHue ynpaBneHus npoLeccamun n U AEHTUULMPOBAHHBIMW BUOAMMN OEATENBHOCTY;

€) onpegeneHune notpebHOCTEN B pecypcax, HeoOXxoaMMbIX ANS BbINOSIHEHNSA YCTAaHOBNEHHOW AeATeNb-
HocTu (NoTpebHOCTL B NnepcoHane, obyvyeHuu, o6opyaosaHum n matepuanax);

f) onpegeneHve oOKYMEHTOB, perfnamMmeHTUPYOLWNX JaHHbBIN BUA AeSTENbHOCTY;

g) onpefeneHue BXxo4a v BbIXxo4a NpOLIECCOB;

h) onpeneneHvne HeOBX0OMMbIX U3MEPEHUIA.

OpraHunsaums MOXeT NPUHSATL pelleHne o uenecoobpasHoCTU BKMOYEHNS YacTn NpMBELEHHON Bbille
nHopmMauun B paboyume NHCTPYKLNN.

4.5.2.6 TpeboBaHusi Kk 3anncam

BepneHuve 3anucein no BUay AeATENbHOCTU, yCTaHOBMIEHHOMY B JOKYMEHTUPOBAHHOM NpoLeaype, 4OMKHO
ObITb ONMCaHo B pasaene «3anucuy unu B 4pyroM pasgerne paboyen MHCTpykumn. OpraHnsauusi [omkHa ycta-
HOBUTb POPMbI BEAEHWS 3anMCeN, ykadaTb CNocobbl MX 3aN0SIHEHMS, PErMCTPaLUN N XPaHEHUS.

4
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4.5.2.7 TNpunoxeHus

[okymeHTMpoBaHHasi NpoLieaypa MOXeT BKMtoYaTb B ce0S MpUIoXeHWs, COAepKaLlmMe BCcrnomoraTterib-
Hy10 nHdopmauuto (Tabnuupl, AMarpammbl, KApTbl NPOLLECCOB, CXEMbI 1 DOPMBbI).

4.5.3 PaccmoTpeHune, yTBepXXaeHue n nepecMoTp

[okymeHTMpoBaHHas npoLeaypa AoIKHA CoaepKaTb CBeAEHMS 0 CBOEM CTaTyce, JaTax pacCMOTPEHNUS,
YTBEPXAEHUS 1 NepecMmoTpa.

4.5.4 OnpepeneHne 3aMeHeHUN

Mpn HEOBXOANMOCTU XapakTep U3MEHEHUIN AOIMKEH ObITh YKa3aH B JOKYMEHTUPOBAHHOM Npoueaype unu
NPUNOXEHUSX K HER.

4.6 PaGbouune NHCTPYKUUN

4.6.1 Ctpyktypau chopmart

Paboune MHCTpyKumm gomkHbl pa3pabaTtbiBaTbCs M NOAOEPXKUBATLCS B paboyYeM COCTOSHUN, 3TO HEOO-
XOAMMO A5 BCEX BbIMOSTHAEMbIX paboT, Ha KOTOpble OTCYTCTBME PAabOYMX MHCTPYKLUIA MOXKET MOBNUSATL OTPU-
uatenbHo. OpraHusaumst MOXeT NCMONb30BaThb pa3NnyHbie MeToAbl pa3paboTku 1 npegcraBneHms pabounx
NHCTPYKLMIA.

Paboune NHCTPYKUUKN JOMKHBI UMETb HAMMEHOBAHWE M YHUKAIbHbIA MAEHTUUKALNOHHBIA HOMEpP 4Ns
06o3HayeHus (cM. 4.6.4).

CTtpykTypa, dbopmaT 1 ypoBeHb AeTannsaumm paboumx MHCTPYKLNIA OOIMKHbI COOTBETCTBOBATbL NOTPED-
HOCTSIM MepcoHana opraHu3aumm u 3aBUCETb OT CITOXXHOCTY BbIMOSTHAEMbIX paboT, NPUMEHAEMbIX METOAOB,
YPOBHS NOArOTOBKM, KBanndukaLmm 1 HaBbIKOB NepcoHarna.

CT1pykTypa pabounx MHCTPYKLMIA MOXET OTNINYATLCS OT CTPYKTYPbl LOKYMEHTUPOBAHHLIX NPOLEeayp.

Paboune MHCTPYKUMM MOTYT ObITb BKMOYEHbI B JOKYMEHTUPOBAHHbIE NPOLEeAYypPbl UM HAa HUX OOMKHa
ObITb cAenaHa ccblinka.

4.6.2 CopepxaHue paboumx UHCTPYKLMNA

B pabouunx MHCTpyKUMAX crieayeT yka3blBaTb OTBETCTBEHHbIE yHaCTKN OeATeNbHOCTU opraHu3auuun. B
pabounx MHCTPYKUMAX criegyeT nsberatb M3NULLHEN AeTanuaauumn, KOTopas He NPUBOANT K YNYULLEHWIO yrpaB-
NeHnsa OeATenbHOCTbo opraHudauuun. MNogroToBka M nepenogroToBka nepcoHana MoXeT CHU3UTb NoTpeb-
HOCTb B AeTanum3aumm paboumnx MHCTPYKLUIA, NPU YCITOBUN, YTO BOBIIE€YEHHbIV NePCOHar AOMKEH NOy4YaTb BCHO
Heobxoanmyo HOpMaLMIo AN NPaBUbHOIO BbINONTHEHMS paboThl.

4.6.3 Bnabl pabo4nmx MHCTPYKLMHA

Hactosawmin ctaHgapT He ycTaHaBnuBaeT obwmx TpeboBaHWI K CTPYKType unu dopmaTy padoumx
WHCTPYKLMIA, OAHAKO 0ObIYHO OHU JOMXKHbI coaepXaTb Lenun n obnactb NpyMeHEHNs BbINONHAEMbIX paboT n
3agad. Kpome Toro, Ha paboune MHCTPYKLUU OOMKHbI OblTb CAenaHbl CChIfKM B COOTBETCTBYHOLLNX LOKYMEHTU-
poBaHHbIX NpoLeaypax.

B nobom cnydae B paboumx MHCTPYKUMUSX OOIMKHA OblTb yKazaHa NOCnefoBaTENbHOCTL BbIMOMHEHUS
onepauui, kKoTopasi TOYHO OTpaXKaeT YCTAHOBIEHHbIE TPeOOBaHUSA U COOTBETCTBYHOLLYIO AeATenbHOCTb. Bo
nsbexaHne HeJOMOHNUMAHWUA U HETOYHOCTEN CrneadyeT YCTaHOBUTb ONpederieHHbIn hopMaT uUnm CTpyKTypy
paboynx MHCTPYKLMIA M NPUAEPXKMBATLCS UX.

Mpumep paboyei MHCTPYKUUKN NPpUBEAEH B NPUITOXeHun B.

4.6.4 PaccmoTpeHue, yTBepXXaeHue n nepecMmoTp

OpraHusaums gomkHa obecneunTb TOUHbIE CBEAEHWS O CTaTyCe U AaTe pacCMOTPEHUS, YTBEPXKAEHNSA U
nepecmMoTpa pabounx MHCTPYKLINIA.

4.6.5 TpeboBaHusi K 3anNUcaAM

TpeboBaHuWsI K 3aNUCAM, OTHOCALLMMCS K paboyen MHCTpYyKuuK (rae 3To MPUMEHUMO), LOIDKHbI ObITb NpU-
BEEHbI B OAHOM M3 pa3gesnoB ee paboyer MHCTpYKUnU. MUHUManbHble TpeboBaHMSA K 3anMcam yCTaHOBIEHbI
ctaHgapTom MICO 9001. OpraHun3auns SOSMKHA YCTaHOBUTbL CNOCO0bI BEAEHMS, pErMcTpaLmm u XxpaHeH s 3anm-
cen n paspaboTaTb PopMbl ANt 3aMONHEHUS.

4.6.6 NUoeHTUdMKaLNA N3MEeHeHNn

Mpn HeOBXOOUMOCTU XapaKTep U3MEHEHUI JOJKEH ObITb Yka3aH B paboyeit MHCTPYKLMU Ui MPUIoxe-
HUAX K HEN.

4.7 ®opmbl

Ona 3anMcy paHHbIX, HEOOXOAMMBIX AN NOATBEPXOEHWUs COOTBETCTBMS TpeboBaHUAM CUCTEMBI
MeHe)KMEeHTa Ka4ecTBa, opraHm3auns 4ofmkHa paspaboTaTtb U BeCTU cneumanbHble gopmbl. Kaxxgas dopma
opraHu3auuun 4ormkHa UMeTb HaMMEHOBaHWE, NAEHTUMUKALNOHHBIN HOMEP, (DaMUITMKN NLL, OTBETCTBEHHbIX 3a
nepecmoTp 1 gaTy nepecmoTpa. Ecnu chopMbl NprBoaATCA B NPUINOXKEHUAX K PYKOBOACTBY MO Ka4YeCTBY, AOKY-
MEHTUPOBaHHbLIM NpoLeaypamM U/mnm pabovymm MHCTPYKLUUSIM, TO HA HAX OOMMKHbI ObITb CAENaHbI CCbISKM.
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4.8 MNnaHbI NO KayecTBY

naH no Ka4ecTBY ABMAETCH YACTbIO AJOKYMEHTaLUN CUCTEMbI MEHEXXMEHTa KavyecTsa unu apyrux nna-
HOB W/UNKW Nporpamm opraHu3aunm.

lMnaH no KayecTBY UCNOMB3YIOT B JOKYMEHTUPOBAHHOW CUCTEME MEHEXKMEHTa KadecTBa opraHn3aumm
ANs1 yCTaHOBMEHWs nopsaka NpUMeHeHWs CUCTEMbl Ka4yeCTBa B KOHKPETHON cuTyauuu. NnaH no kayecTBy naeH-
TUpmumMpyeT n JOKYMeHTUpyeT cnocob BbINOIHEHNS OpraHn3aumneit yHuKanbHbIX TpebGoBaHuin K NpoayKumm,
npoueccy, NPoeKTy nnn ocobbix TPeboBaHN KOHTPAKTA.

OpraHusaumns gomkHa onpeaennTb 06nacTb NPYMeHeHUs NnaHa no kayecTy. [1naH no KayecTBy MOXeT
BKNtoYaThb B ceb5 yHMKarnbHbIe npouenypbl, paboyme MHCTPYKUMM N/Unmn 3anucu.

4.9 TexHu4yeckue ycnoBus

TexHn4eckne yCcroBus ABMSIOTCA JOKYMEHTOM, ycTaHaBnuBawwmm TpeboBaHms. Hactoawmn ctaHaapT
He paccmaTpuBaeT 3TOT BUA AOKYMEHTOB, Tak Kak OH OAMHAaKOB Ans Nto6on npogyKummn n niobon opraHn3aumu.

4.10 BHelUHMe AOKYMEHTbI

OpraHusaumns gomkHa UCcnonb3oBaTb BHELUHWE JOKYMEHTbl U YCTaHOBUTb MEeTOAbl YNpaBneHus nMu B
pamMKax cMcTeMbl MeHeJ)KMeHTa KayecTBa. [prumepammn Takux 4OKYMEHTOB ABMAIOTCS YepTexu noTpebutenen,
TEeXHWYeCKne yCrnoBus, 3akoHodaTenbHble n oba3aTenbHble TpeboBaHus, CTaHAapThl, KOAEKChI M PYKOBOACTBA
Mo SKCnnyaTauuu.

4.11 3anucwm

3anwucu, ycTaHOBIEHHbIE CUCTEMON MEHe)KMeHTa KavyecTBa, Heo6xoauMbl Ans NpeaocTaBneHns cauge-
TeNbCTB Pe3ynNbTaTMBHOCTU AEATENbHOCTH, YCTAaHOBNEHHOW B AOKYMEHTUPOBaHHBIX nNpoueaypax n paboumx
WHCTPYKUMAX. 3anncm 4OmKHbI 06ecneynBaTth CBUAETENBCTBA COOTBETCTBUA TPEOOBAHNSAM CUCTEMbI MEHEOXK-
MEeHTa KayecTBa W yCTaHOBMNEHHbIM TpeboBaHusaM K npoaykumn. OTBETCTBEHHOCTb 3a BedeHue 3anucen
OOIMKHa ObITb yCTaHOBNEHA B JOKYMEHTax CUCTEMbl MEHEe)KMEHTa KayecTBa.

MpumeyvyaHne — OObIYHO 3anucK He nepecMaTpunBaroTCA.

5 I'Ipou.ecc noaAroToBKkn AOKYMEeHTOB CUCTeMbl MeéHeAXMEeHTa KadecTBa

5.1 OTBeTCTBEHHOCTb 3a NOATOTOBKY OKYMEHTOB

[ OKyMeHTbI cCTEMbI MEHEPKMEHTA Ka4eCTBa JOIKHbI ObITh padpaboTaHbl NepcoHanom, BOBNeYeHHbIM
B NMPOLIECCHI U BLINOMHAEMYIO AEATENBHOCTL. ITO He0bXx0aUMO ANna obecneyeHnsi BOBIIEYEHHOCTU U 3aMHTepe-
COBaHHOCTM NepcoHarna, a Takke NyyLero NoHMMaHus NepcoHanom yCTaHOBMEHHbIX TpeboBaHWNA.

AHanma v oTMeHa (Npy Heo6XxoANMMOCTH) CYLLECTBYIOLLUX B OPraHn3aLmm JOKYMEHTOB, a TaKXKe UCNOob3y-
€MbIX CCbINTOK MOXET 3Ha4YMTeNIbHO COKPaTUTb CPOKM pa3paboTKM JOKYMEHTOB CUCTEMbI MEHE)KMEHTA KayecT-
Ba. Kpome Toro, aHanva gencrByoLwmx JOKYMEHTOB MOXET MOMOYb OpraHn3aumm BbisiBUTb 0611acT HeCooT-
BETCTBUW B CUCTEME MEHEXKMEHTA KayecTBa AN yCTpaHeHMs KOTOPbIX JOJKHbI OblTb BHECEHb! B JOKYMEHTHI
HeobxoaMble U3MEHEHUS.

5.2 MNopsaaok NnoAroToBKM AOKYMEHTOB CUCTEMbI MEHEXKMEHTa KayecTBa

OpraHunsauumu, BHeApsOWME WM MNMAaHMPYHOLWME BHeOPEHWEe CUCTEMbl MEHeMKMeHTa Ka4vecTBa,
OOJKHbI:

a) onpeaennTb Npouecchl, HeobxoauMble ANsi pe3yrbTaTUBHOIO BHEAPEHUS CUCTEMbl MEHEKMEHTa
KayecTBa;

b) onpegenutb nocnegoBaTensHOCTb M B3aUMOLENCTBME 3TUX NPOLECCOB;

C) OOKYMEHTMpOBATb MPOLECChl, HACKOMNbKO 3TO HeoBxoanmo, Ans obecneyeHms ux pesynbTaTUBHOIO
(hYHKLMOHNPOBAHUS 1 yNpaBreHus.

Ha ocHoBe aHanu3a npoueccoB opraHM3auns AofmKHa onpeaenuTe Heo6X0AMMOe YNCIO AOKYMEHTOB
CUCTEMbI MEHE)KMEHTA kavecTBa. [lo0KyMeHTUPOBaHMNE He LOMMKHO ObITb CaMOoLEeNbHo.

MocnenoBaTenbHOCTbL NOArOTOBKM AOKYMEHTaLUN CUCTEMbI MEHEAXXMEHTA KavyecTBa, B COOTBETCTBUN C
nepapxmyecKkom CTPYKTYpOKr, NPUBEAEHHON B NPUNOXEHUN A, He ABNAeTCA 06513aTeNbHON, TaK Kak OKYMEHTU-
poBaHHbIe NpoLeaypbl U paboyne NHCTPYKLMK YacTo pa3pabaTbiBatoT A0 BbiNycka PYKOBOACTBA MO KAa4eCcTBy.

Hwxe npvBedeHbl NpuMepbl 4ENCTBUA OpraHM3auum no JOKYMEHTUPOBAHUIO CUCTEMbI MEHEOXKMEHTA
KayecTBa:

a) onpegeneHue nepeydHsi JOKYMEHTOB CUCTEMbl MEHEI)KMEHTa KkavyecTBa, HeobXoaMMbIX B COOTBET-
CTBUM C TpeboBaHMAMM BbIOpaAHHOIo opraHM3auner CTaHgapTa;

b) cbop faHHbIX 0 AENCTBYIOLLEN CUCTEME MEHEL)KMEHTA Ka4eCTBa U NpoLieccax C MOMOLLbI0 aHKETUPO-
BaHUS UM UHTEPBbIO;

C) onpeperneHune nepeyHs 4JOKYMEHTOB AENCTBYHOLLEN CUCTEMbI MEHEXKMEHTA KA4eCTBa C LiefbHo onpe-
OeneHns BO3MOXHOCTU €€ UCMONb30BaHWS;

6
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d) opraHmsaums obydeHus1 nepcoHana, 3aHAToro pa3paboTKoM AOKYMEHTOB; nMporpamMma oby4deHus
OOIMKHA BKIKOYMTb NOPSA0K OKYMEHTUPOBAHUS, N3yYeHne TpeboBaHMI CTaHgapPTOB CUCTEMbI MEHE)KMEHTA
KayecTBa u/unu gpyrmx Heobxoanmbix TpeboBaHUNM;

€) opraHmMsaums 3anpoca W nofyvyeHus AOMOSTHUTENbHbIX JOKYMEHTOB U CChINTOYHbLIX JOKYMEHTOB U3
dYHKLNOHaNbHbIX NogpasaeneHun;

f) onpegeneHue cTpykTypbl 1 bopmaTta paspadaTbiBaeMbIX JOKYMEHTOB;

g) paspaboTka CTPYKTYpHOW CXeMbl (KapT) NMPOLECCOB, Ha KOTOpble pacnpoCTpaHAeTcs cuctema
MeHe)XKMeHTa KayecTBa (CM. npunoxeHue B);

h) npoBegeHue aHanm3a GroK-CXeMbl M KapT NPOLECCOB Y BHEAPEHMNE BO3MOXKHbIX YITyYLLEHUN;

i) Banupaums 4OKYMEHTOB MO pe3yrbTaTaM OMNbITHOrO BHEAPEHUS;

j) Mcnonb3oBaHue nObLIX MpUEMMNEMbIX AN OpraHu3auMM MeTOAOB AOKYMEHTUPOBAHUS CUCTEMBbI
MeHe)XMEHTa Ka4yecTBa;

k) paccmoTpeHune n yTBepXXaeHne JOKYMEHTOB A0 UX BbIMycka.

5.3 Acnonb3oBaHue CCbINOK

Mpy HEOBXOAMMOCTM 1 B LIENSAX OrpaHUYEHNs YnCna JOKYMEHTOB CrieyeT BKIKOYaTh CChINTKU Ha AENCT-
Byrouine O6LIJ,eI'IpI/IHF|TbIe CTaHgapTbl UK gpyrue AoCTynHble Nofib3oBaTeNnAM JOKYMEHTblI CUCTEMbl MEHEXK-
MeHTa Ka4yecTBa.

Mpu pa3paboTke AOKYMEHTOB CUCTEMbI MEHE)KMEHTA KayecTBa (B TOM YMCrie NPy NCNONb30BaHUN CCbl-
NOK) cnegyeT npegycMaTpuBaTth BO3MOXHOCTL M3MEHEHUSA [LOKYMEHTOB, Ha KOTOpbIE AenarnTcs CCblfku. Peko-
MeHOyeTCs COCTaBNATb TEKCT AOKYMEHTOB Takum ob6pa3om, YToObl COKpaTUTb HE0H6XOOUMOCTbL NepecMmoTpa
pa3pabaTbiBaeMOro AoKyMeHTa Npu NepecMoTpe CCbISNTIOYHbIX AOKYMEHTOB.

6 lMpouecc yTBepxaeHus, BbinyCka n ynpaBneHnsa oOKyMeHTaMn CUCTeMbl
MeHeoXKMEeHTa Ka4vyecTtBa

6.1 PaccmoTpeHue u yTBepxaeHue

[o Bbinycka JOKYMEHTbI AOMXHbI NOCTYNUTb Ha PACCMOTPEHME YNONTHOMOYEHHbBIM NULLAM OpraHn3aLum ¢
LieNbto KOHTPONSA ACHOCTU, TOYHOCTM U MPaBUIIbHOCTU UX U3MOXEHWUS U MOCTPOEHNS. YTObbI y4eCTb CHOXMBLLY-
l0CS B OpraHm3aunm NpakTuky, npegnonaraemMble NonNb3oBaTenm Takke AOMMKHbI UMeTb BO3MOXHOCTb O3HAKO-
MUTbCA C [AOKyMEHTamu W npeacTaBUTb CBOM 3aMedaHusi. Bbinyckaemble [OKYMEHTbl OOMKHbI ObITb
yTBEPXXAEeHbl OTBETCTBEHHBIMM 3a UX BHeApeHMe nuuamMu. Ha kaxxgom aksemnnsape AOMKHO ObITb NpocTaBre-
HO paspeLluLeHue Ha Bbinyck. CBeAeHWs 0 npoleaype yTBepXaeHNs JOKYMeHTa AOMKHbI COXPaHATLCS.

6.2 Pacchblinka

Mpw paccbinke OKYMEHTOB YNONIHOMOYEHHbIe NLa A0MKHbl 06ecneyunTb NOCTYNeHne K COOTBETCTBYHO-
LLieMy nepcoHany AOKYMEHTOB, coaepaLlmx Heobxoaumble Ans ero paboTbl AaHHble. [paBubHON pacchbinke
1 ynpasneHnto JOKyMeHTaunen MoXeT, HanpumMep, Cnocob6CTBOBaTbL NPUCBOEHNE YYETHbLIX HOMEPOB KaXXaoMy
3K3EeMNNAPY OOKYMEHTOB, NpefHasHayYeHHbIX ANs onpefeneHHbIX nonb3oBaTenen. TakMe AOKYMEHTbI, Kak
PYyKOBOACTBO MO Ka4eCTBY M MiaH KayecTBa MOryT ObITb HanpaBneHbl 1 B CTOPOHHWUE OpraHM3auum (Hanpumep,
noTpebuTensm, B opraHbl N0 cepTUdUKaLum U B OpraHbl 3aKoHOoAATENbHOW BNacTm).

6.3 BHeceHue U3MeHeHUM

OpraHusaums gomkHa yCTaHOBUTb NPOLLECC MHULMMPOBaHMUS, pa3paboTku, pacCMOTPEHMUS, KOHTPOSS 1
perucTpauumn naMeHeHun JOKyMeHTOB. BHeceHne nameHeH1in 4OMKHO NPOXOANTb Ty e npoueaypy paccmoT-
PEeHUs N yTBEepXAEHUS, YTO U NP NepBOHaYanbHON pa3paboTke JOKYMEHTOB.

6.4 Bbinyck v ynpaBneHne U3aMeHeHUsiMu

Mpw ynpaBneHm BbiNMyCKOM JOKYMEHTOB 1 BHECEHUEM B HUX U3MEHEHUI O4eHb BaXXHO obecneunTb Haa-
nexaltlee yTBepxxgeHve 4OKyMEHTOB YMONTHOMOYEHHbIMUY ML aMN B COOTBETCTBUM C YCTaHOBIEHHOW NpoLeay-
poi. Cnocob BHECEHUS M3MEHEHN [OITMKEH ObITb YCTAaHOBIIEH OpraHn3auuen.

YcTaHoBneHHasn npouedypa AoMmkHa obecneuvBaTb NPUMEHEHWE TOMbKO Hagnexalumx AOKYMEHTOB.
lMepecMoTpeHHbIE AOKYMEHTbI A0MKHbI ObiTb 3aMeHeHbl nocneaHer Bepcuen. C uenbio obecnedeHmns nonbL3o-
BaTenen Hagnexawumm BepCUsiMm yTBepxaeHHbIX JOKYMEHTOB peKOMeHAYyeTCs COCTaBUTb NepeyeHb OCHOB-
HbIX JOKYMEHTOB U YCTaHOBUTL CTaTyC UX NepecmoTpa.

B cooTBeTCTBMM C 3aKOHOAATENbHBIMM TPeOOBaHMAMWU W/UNN ANS COXpaHEHUS AaHHbIX OpraHv3auums
[OMKHa pa3paboTaTb NOPAOOK BeAeHWs 3anucei No BHECEHUIO U3MEHEHWIA B JOKYMEHTbI.

6.5 HeyuTeHHble aK3eMnnspbI

Ha ak3emnnspax JOKYMEHTOB, NpeAHa3Ha4YeHHbIX A8 TEHAEPOB, CTOPOHHUX Nofb3oBaTeNnen unu apy-
MMX BHELLHUX CTOPOH, ECNN He NpedycMaTpuMBaeTCs BHECEHWNE N3MEHEHWUI B AOKYMEHTbI, 4OIKHbI ObITb caena-
Hbl COOTBETCTBYIOLLME OTMETKM.

[MpunmedyaHne—HeHagnexawee obecneyeHne aToro npouecca MOXeT nNpuBecTn K HenpegHamMmepeHHOMY
NCNOJ1b30BaHUIO yCTapeBLUNX JOKYMEHTOB.
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MpunoxeHue A
(cnpaBo4Hoe)

TunoBas CTPYKTypa AOKYyMeHTauun cCuctemMbl MeHeQ)XXMeHTa KavyecTBa

PykoBoacTBO
no KavyecTBy

(YposeHb A)*

Mpoueaypbl cUCTEMBI
MeHeAXXMeHTa KayecTBa

(YpoBeHb B)

Pabouune MHCTPpyKUUM 1 Apyrue AOKyMeHTbI
CUCTEMbl MEHEQ)KMEHTa KayecTBa

(YpoBeHb C)

PucyHok 1 — TunoBas CTpyKTypa AOKYMEHTaUUM CUCTEMbI MEHEXKMEHTA KayecTBa

YpoBeHb «A» onucbiBaeT CUCTeMy MeHe)XMeHTa Ka4eCTBa B COOTBETCTBUU C 3aABJTIEHHbIMU NOSIUTUKOM N LLENSMU B

obnacTtu kavecTtBa (cM. 4.3 1 4.4).

YPOBeHb «B» onucbiBaeT B3anMoCBsi3aHHbIe npouecchbl n 4eATeNbHOCTb, HeO6XO,D,I/IMyIO ana BHeapeHUA CUCTeMbl

MeHeKMeHTa KayecTsa.
YpoBeHb «C» cogepxuT nogpobHbie paboyune JOKYyMEHTHI.
MpumeyvyaHwne

1 Yucno ypoBHeN nepapxmyeckon CTPyKTypbl yCTaHaBNMBAKT B COOTBETCTBMM C MOTPEOHOCTAMM OpraHm3auuu.

2 ®opMbl MOTYT UCMOb30BaTLCS HA BCEX YPOBHSIX CTPYKTYPbI.

* Ecnu pyKOBOACTBO MO Ka4ecCTBY BKIoYaeT B cebs NoNuTMKy 1 uenn B o6ractu kavyectsa, TO B ONMcaHue ypoB-
HA «A» CTPYKTYpbl JOKYMEHTALUMM CUCTEMbI MEHEKMEHTa KayecTBa 0ObIYHO BKIHOYAKOT NOMMUTUKY B obnacTtu kavyectsa

n/vunn uenu B obnacTtun kavecTsa.
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MpunoxeHue B
(cnpaBo4HoOe)

Mpumep cTpYKTYpbI TeKcTa paGoyent UHCTPYKL MU

B.1 Paboyas MUHCTPYKLUA NO CTEPUNN3aLMN UHCTPYMEHTOB

Homep Trv 2.6 Hata 15 ceHTabpsa 1997 ropa MepecmoTtp O

B.2 UHcTpyMmeHTbI, noanexalme YyHUYTOXEH o

[MoMecTUTe MHCTPYMEHTbI, MoAnexallue yHUNTOXEHNUIO (HanpumMep LUNpULLb, UIIbl, HOXW U UHCTPYMEHTbI ANs yaa-
TNEHUS HUTOK), B CNeLmanbHbli KOHTENHepP. KoHTeHep fomkeH ObITb YHUYTOXEH B COOTBETCTBMM C NPOrpamMmMoi YHUHTOXe-
HUSI OTXOO0B.

B.3 UHCTpyMeHTbI, cTepunuayemMblie NyTeM TepMoobpaboTku

B.3.1 BbITpuTe HaneT c UHCTPYMEHTa, MCNOSb3ys cneunanbHyo YyTUITM3NPYEMYHO TKaHb.

B.3.2 Onyctute uHcTpymMeHTbl B 10 %-HbIi pacTBOp xnopa (1 4eunnuTp XnopmpoBaHHOM XXMAKOCTU U 9 AeLnnnTPOB
BOAbl). PacTBOp JOMKEH 3aMEHATLCA ABaXAbl B HEAENMHO.

B.3.3 Bblaepxute MHCTPYMEHTbI B )KMOKOCTU HE MEeHee ABYX 4acoB.

B.3.4 BbiMONTE MHCTPYMEHTbI LLETKOMW, HAAEB 3aLlMTHbIE NepyaTku.

B.3.5 lNpononowuTe 1 BbiCYLLIUTE UHCTPYMEHTbI.

B.3.6 MNpoBepbTe UCNPaBHOCTb WMHCTPYMEHTOB. [oBpeXAeHHble WHCTPYMEHTbl AOMXHbl ObiTb OTMpaBreEHbl B
PEMOHT.

B.3.7 Ctepunusauus B nakete

[TomecTnTEe MHCTPYMEHTBLI B TEPMOCTOMKMI NaKeT.

3awmnTuTe ocTpble Kpas mapnen.

CnoxuTe nakeT Tak, YToObl OH CTan TyrMM U HEMPOHULLIAEMBIM.

3anevartanTe NakeT TEMNOCTOWKOWN NIEHTOW.

MpocTaBbTe gaTy M yCcTaHOBUTE MHAMKATOP TeMNepaTypbl.

Monoxute nakeT B ropsivyto neyb 1 octaBbTe Ha 30 MuH Npu TemnepaTtype 180° C.

MHCTpyMEHTLI MOTyT GbITh MCNOBb30BaHbI B TEYEHNE MecsLLa Nocne CTEpUnNmn3auumn, eCnv oHM XpaHWn1ch B 3aneva-
TaHHOM OIKHBIM 06pa3om nakerTe.

B.3.8 Ctepunusaumsa B MeTannimyeckoM KOHTENHepe

[MomMecTuTe TEPMOCTONKYIO TKaHb Ha HO KOHTENHepa ANs 3aLUNTbl UHCTPYMEHTOB.

[MoMecTuTe MHCTPYMEHTBI Ha HO KOHTEeNHepa.

YcTaHOBWUTE B KOHTENHEP MHAMKATOP TemnepaTtypbl.

OctaBbTe koHTelnHep Ha 30 muH npu Temnepatype 180 °C. [1Ba KOHTEHepa AOMKHbI MCMONb30BaTLCA N0 ovepeau
yepes OeHb.

B.4 Opyrue uHCTpyMeHTbI (HanpuMep OTOCKONbI)

lMpomowTe MHCTPYMEHTBI NoCne NOMELLEHNS B XITOPHbIVA pacTBOp Ha 2 u.
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MpunoxeHune C
(cnpaBo4Hoe)

CBepneHnsa 0 COOTBETCTBUMN HaLMOHalbHbIX cTaHAapToB Poccuickon Pepgepaummn

Taobnuuya C.A1

CCbIJTOYHbIM MeXAOyHapoAHbIM CTaHOAapTamMm

0O6o3HayeHne CCbIIoYHOro
MeXAyHapoaHoro ctaHaapTa

O6o3HaveHne N HaMeHoBaHne COOTBETCTBYOLWLEro HauMoHanbHOro ctaHgapTa

MCO 9000:2001

[OCT P NCO 9000—2001 Cuctembl MeHegkMeHTa kayectBa. OCHOBHbIE Moo~
)KeHUs 1 crioBapb

MCO 9001:2000

FOCT P NCO 9001—2001 Cuctembl MeHeXKMeHTa kadecTBa. TpeboBaHus
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YK 658:562.014:006.354 OKC 03.100.30 T59
03.120.10

KntoueBble cnoBa: cMCTEMbl MEHE)KMEHTA Ka4yecTBa, JOKYMEHTbI CUCTEMbI MEHE)KMEHTA KayecTBa, MonuTu-
ka B obnacTtu kavecTBa, Lienv B obnactu kadecTea, pyKOBOACTBO MO Ka4yecTBY, JOKYMEHTMPOBaHHas npoueay-
pa, pabo4vasi UHCTPYKUUSI
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