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[lpeaucnoBue

Llenn un npuHunnbl ctTaHaaptTmnsaunm B Poccnnckon epepaumnm yctaHosneHol PeaepanbHbiM 3aKOHOM OT
27 nekadbpsa 2002 r. Ne 184-03 «O TeXHUYECKOM perynmpoBaHuny», a npasnna NpUMeHEHN HaLMOHANbHbIX
ctaHpapToB Poccunckon ®epepaumm — FOCT P 1.0—2004 «CtaHpapTtnsauma B Poccunckon depepaumn.
OCHOBHbIE NONOXEHUAY

CBepgeHunA o cTaHpapTe

1 NOAINOTOBJIEH OTKpbITbIM aKUMOHEPHBIM 00LLECTBOM «Hay4HO-uccnenaoBaTeNbCKUN LLEHTP KOH-
Tponaun AnarHocTukn Texundeckmx cnctem» (OAO « HUU KO » ) n TeXHU4ECKMM KOMUTETOM NO CTaHA3PTN3aUun
TK 10 «[llepcnekTnBHbIE MPOU3BOACTBEHHbLIE TEXHOMNOMMWU, MEHEMKMEHT N OLEHKA PUCKOB» HA OCHOBE
COOCTBEHHOro ayTeHTUYHOrO NepeBoaa CTaHaapTa, ykasaHHOro B NyHKTe 4

2 BHECEH YnpaBneHnem pa3Bntua, MHpopMaLMOHHOro obecneveHnan akkpeantaumm denepanbHOro
areHTCTBa No TEXHUYECKOMY PEerynupoBaHnIO N METPONOITMA

3 YTBEPXXOEH W BBEAEH B JEWCTBUE Mpukasom PeaepanbHOro areHTCTBa o TEXHUYECKOMY
perynupoBaHunio u metponorn ot 31 oktadpa 2007 r. Ne 282-cT

4 HacTtoawmun ctTaHaapT uaeHtndeH mexxayHapoaHomy ctaHaapty MCO/TO 10013:2001 «PykoBoacTBO
NO AOKYMEHTUPOBAHMID cUCTEMbl MeHeaXXMeHTa KadectBa» (ISO/TR 10013:2001 «Guidelines for quality
management system documentation»).

HanMmeHOBaHWe HaCcTOALLEro CTaHaapTa N3MeHEHO OTHOCUTENBbHO HAUMEHOBAHUA YKa3aHHOIro MeXxay-
HapoAHOro craHaapTa ana npueeneHns B cooteetctemne ¢ FOCT P 1.5—2004 (noapasnen 3.5).

[1pn NpUMeHEeHNN HacToALLIEro CTaHAapTa PEKOMEHAYETCA NCNOMNb30BaTb BMECTO CChINOYHbIX MEXAYHa-
POAHLIX CTAHOAAPTOB COOTBETCTBYIOWLNE UM HAaUMOHANbHbIE CTAaHAAPTLI, CBEAEHUA O KOTOPbLIX NPUBEAEHDLI B
A0NONHUTENBLHOM NpUNoXxeHnn C

5 BBEAEH BINEPBbIE

NHppopmayus ob usaMeHeHUsX K HacmosuweMy cmaHoapmy nybnukyemcsi 8 eXXeeo00HO u3dasaeMoM
UHhopMayUOHHOM yKkazamerne «HauyuoHarnbHbele cmaHo0apmabi», a meKcm U3MeHeHUU U nonpasok — 8 eXXxeMe-
CS4YHO U30asaeMbiX UHhoOpMaUUOHHbIX ykazameisax « HayuoHanbHele cmaHlapmely. B criydae nepecmompa
(3aMeHbl) unu ommMeHbl Hacmosuwieao cmaHdapma coomsememesyruiee ysedoMreHue bydem onybnukoeaHo
8 eXeMecCs4YHO u3dasaeMoM UHGDoOpMaUUOHHOM yKa3amerne «HayuoHanbHbie cmaHoapmel». Coomeemem-
gyrowasi UHgbopmauus, yesedoMreHUe U meKecmabl pa3mMellaromcecs makxe 8 UHGbopMayUOHHOU cucmeme obue-
20 10f1b308aHUS — Ha ohuyuanbHoM catime @edeparibHo20 aeeHmemea rno mexXHU4eCcKoOMy peaynupoeaHuto
u Memponozauu e cemu ViHmepHem

© CraHpaptnHdopm, 2007

HacTosawmm ctTaHaAapT He MOXET ObITb NONHOCTBIO NN YACTUYHO BOCMNPOU3BEAEH, TUPAXUPOBaH U Pac-
NPOCTPaHEH B Ka4eCcTBe 0hnLMAnNbHOro n3naHna 6es paspelueHns PeanepanbHOro areHTCTBa N0 TEXHNYECKO-
MY PErynmpoBaHuio N METPONOrmm
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BBeaoeHue

ObasatenbHbiM TpeboBaHnem ctaHaapTos NCO cepmmn 9000 aBnaeTca AOKYMEHTUPOBAHUE CUCTEMDI
MEeHEeKMEHTa Ka4yeCTBa OpraHn3aumn.

Hactoawun ctaHaapT HanpaeneH Ha obecnevYeHne NPoLLECCHOro Noaxoaa Npu pa3padboTke N BHEAPEHNA
CUCTEMbI MEHEOAXXMEHTA Ka4eCTBa U yNy4lleHun ee pe3ynNbTaTUBHOCTMN.

ona pe3ynsTatTmBHOro PYHKUMOHMPOBAHUA OpraHn3auma AomkHa naeHTMOUUUpoOBaTb MHOMOYUCNEH-
Hbl€ B3aMMOCBSA3aHHblE BUAbI AEATENBLHOCTU N YNPAaBNATL UMN. J11006aa AeATEeNbHOCTb OPraHn3aLnmn, B KOTOPOW
NCNONb3YIOTCA pecypchbl ANa Npeobpa3oBaHMA BXOAOB B BbIXOAbl, MOXET pacCcMaTpMBaTbLCA Kak npouecc. Bxo-
AamMmn 0aHOro npouecca 0ObIHHO ABNAKOTCA BbIXOAb! APYIrMX NPOLLECCOB.

Cucrtematnyeckaa naeHTUPUKaLmMa n MEHEQXXMEHT NPUMEHAEMbIX OpraHn3aunen npoLeccoB, obecne-
YyeHne nx B3anmMoaencTBmnAa MOXeT pacCMaTPuUBaTbCA Kak NPoLeCcCHbIM Noaxoa.

[TpenmMyLLecTBO NPOLLEeCCHOro Noaxoaa CoCTOUT B HENPEPLIBHOM ynpaBneHUU Kak Ha CTbiKe OTAEeNbHbIX
NpPOLECCOB B paMKax CUCTEMbI, TAK M PN NX KOMOUHALWN N B3AMMOOENCTBUMN.

[1pn AOKYMEHTUPOBAHUN CUCTEMbl MEHEQXKMEHTA KayecTBa OpraHm3aumna MOoXeT onpeaenutb noboe
YMCNO N COCTaB AOKYMEHTOB, HEODXOAUMBIX ANA AEMOHCTPAaLUN Pe3yNbTaTUBHOINO NNaHNPOBaHNSA, (PYHKLMNO-
HMPOBAHUNA, YNPaBNeHNA U NOCTOAHHOM YNy4LlleHNa CUCTEMbI MEHEAXKMEHTA Ka4eCcTBa U €€ NPOLLECCOB.

Xapaktep n cteneHb AOKYMEHTUPOBAHNA CUCTEMbI MEHEAQKMEHTA Ka4yeCcTBa 3aBUCAT OT OCODEHHOCTEN
opraHnsaunn. [JokymeHTUpoBaHUe MOXeT OXBaTbiBaTb BCKO AeATENLHOCTbL OpraHn3auun unn otTaenbHbie ee
acnekTbl. Hanpumep, TpeboBaHUA, yCTaHaBNMBaEMbIE B AOKYMEHTAaLUNN, 3aBUCAT OT BNAA N XapaKTepa NpoayK-
LI N NPOLLECCOB, YCNOBUW KOHTPAKTa, YCTAHOBNEHHbIX 3aKOHOAATENbHbIX N 06A3aTeNbHLIX TPEbOBaAHUN N T.N.

CoaepxaHne AOKYMEHTOB CUCTEMbI MEHE)KMEHTA KA4eCTBa U YCTAHOBMEHHbIE BHEN TPEDOOBAHNSA AOMXK-
Hbl COOTBETCTBOBAaTb CTaHAapTaM B 00NAaCTn Ka4ecTBa.

PykoBoasLne ykasaHnAa HacToALWEero CTaHaapTa no AOKYMEHTUPOBaHUIO CUCTEMbI MEHE)KMEHTA Kavec-
TBa NpeaHa3Ha4vYeH bl ANS NPUMEHEHNSA OPraHn3aUnaMm U HE MOTYT ObiTb UCNONBb30BAaHbI B KOHTPAKTax nnu ans
Llenen cepTnmnkaLmnn.

[TnaHnpoOBaHMe Ka4ecTBa ABNAETCA OAHNM U3 OCHOBHbLIX BUAOB AeATENbHOCTU NPU BHEAPEHUN CUCTEMD
MeHeKMeHTa KadecTBa. [JOKYMeHTbl N0 NNaHUPOBaHUIO Ka4eCTBa MOIyT pernaMeHTUpPOBaTh NNaHNpoBaHUe,
NOAroTOBKY K BHEOQPEHUIO CUCTEMbI MEHEAXKMEHTA Ka4eCTBa, BKNoYasa opraHn3aunoHHbie MeponpnaTua, rpa-
(bMKKM BLINONHEHUA PABOT U pecypchbl, HEODXoAUMbIE ANA AOCTMXKEHUSA LLenen B 0bnacTn kKa4yecTea.

IV
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HAUWOHAINBbHBILU CTAHOAPT POCCUMUCKOWNW OSGOEOLEPALUNMN

MeHea)XMeHT opraHm3auuvm

PYKOBOACTBO NO AOKYMEHTUPOBAHUIO CUCTEMbI MEHEOXMEHTA KAHECTBA

Organization management.
Guidelines for quality management system documentation

[lata BBeaeHua — 2008—06—01

1 O6nacTb NpUMEeHeHuUs

HacToawunn cTaHaapT cCoaepXnT pyKoBoasaLLMeE yKkasaHUA No pas3padboTke, BHeQPEHUIO U NoaaEPKaHUIO B
paboyeM COCTOAHMMN AOKYMEHTALIMN, HEOBXOoaANMOUN ANa obecneYeHna pe3ynbTaTUBHOCTU CUCTEMbI MEHEOXK-
MEHTa Ka4eCTBa U COOTBETCTBYOLLEN NOTPEOHOCTAM OpraHu3aLmnn.

PykoBoadawine yka3zaHna MOryT nomMoYb OpraHmsaumam npu co3naHum CUCTEMbl AOKYMEHTaUUN, COOT-
BETCTBYIOLEN TPeOOBAHNAM CTAHAAPTOB NO CUCTEME MEeHe)KMEeHTAa KaveCTBa.

HacTroawmn ctaHaapT MOXeT NCNoNb30BaTbCA NPU AOKYMEHTUPOBAaHUN HE TONLKO CUCTEM MEHEXKMEH-
TaKaydecTBa B COOTBETCTBUM C TPeboBaHnammn ctaHaaptToB NCO cepun 3000, HO N Nnpn AOKYMEHTUPOBaHUN APY-
TMX CUCTEM MEHEeIXXMEHTAa, HanpuMmep, CUCTEMbIl 3IKONOrMYEeCKOro MeHepKMeHTa, CUCTEMbl MEeHEeQXKMEHTA
6e30NacHOCTU U OXpPaHbl TPyAa.

MpumeyaHune—Ecnmnpoueaypa oKyMEHTUPOBAHA, 4acTO UCNONb3YIOT TEPMUH « AOKYMEHTUPOBAHHas Npo-
Leaypa.

2 HopMaTuBHbDbIE CCbIJNIKK

B HacToaleM cTaHaAapTe NCMONb30BaHbI HOPMATUBHbLIE CCbINKW Ha cneayioLlme CTaHAaPThI:
NMCO 9000:2005 CuctemMbl MeHegkKMeHTA KadecTBa. OCHOBHbIE NONOXEHNA N CNOBAaPb
MCO 2001:2000 Cncrembl MeHeg)kMeHTa KadecTBa. TpeboBaHUA

3 TepmMmuUHbI U onpeneneHnn

B HacTosAweM cTtaHaapTe ncnonb3ytca TepMuHbl U onpeaenedna no NCO 9000, a Takxke cneayto-
LiMe TePMUHbLI C COOTBETCTBYKOLWMMU onpeaeneHnamMn. na oraenbHbIX BWOOB AOKYMEHTauun CUCTEMDI
MEeHeKMEeHTa Ka4yeCTBa A0NyCKaeTCca MCNoNb3oBaHMe Apyrnx ooLWenprnHATLIX TEPMUHOB.

3.1 paboune nHcTpyxumm (work instructions): lNoapo0bHoe onnucaHne nopaaka BbINONHEHUA NOCTABNEH-
HbIX 3a03aHUN N BeaeHWne 3anmncemn no HNM.

[TpumeyaHns

1 JokymeHTUpoBaHue pabounx MHCTPYKLUIN He 06A3aTeNLHO.

2 K pabovnm MHCTPYKUMAM MOTYT ObITb OTHECEHDLI, HAaNPpUMep NOACHUTENbHbIE 3aMUCKU, KapTbl TEXHONOMMYECKOro
npouecca, NnaHbl, MOAENN, TEXHUYECKUE 3aMNUCKN K YepTexaMm, TeEXHNYECKNEe YCNOoBUA, NHCTPYKLUMMN NO 3KcnnyaTauuu
obopyaoBaHusA, NnakaTbl, BUAeoMaTepuans N T.4. Paboune MHCTpyKLUM A0NMKHLI coaepXaTb CBeAeHUNsA 00 NCNoNb3yeMblX
MaTepunanax, obopyaoBaHumM n AoOKyMeHTauun. B cnydvae Heo6XoaUMOCTU B HUX MOTYT ObITb BKNKOYEHBLI KPUTEPUN MPUEMKMN.

3.2 dopma (form): [JoKyMeHT, B KOTOPbIN BHOCATCA AlaHHble, HEOOXOANMbIE ANA CUCTEMbI MEHEXKMEHTA
Ka4yecTBa.

[M1pumedaHune—IMNocne 3anonHeHns hopmMa CTAHOBUTCS 3aMNUCHIO.

U3paHue ohumumnanbHoe
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4 [lokyMmeHTauua CUCTEMbl MEHeAXXMEeHTa KavyecTBa

4.1 O0wme NoNoXXeHuA”

Knaccndpukauma AOKYMeEHTaLUnn CUCTEMbl MEHEAXKMEHTA Ka4yeCcTBa MOXET ObITb NOCTPOEHA Ha OCHOBE
CTPYKTYpPbl NPOLECCOB OpraHM3aunmn, CTPYKTYpPbl BHEAPAEMOro ctaHaapTa KadecTBa Unm Ux KOMOUHaLUnW.
OpraHnsauma MOXeT UCMONb30BaTh Apyrne BUAbl KNaccupumkaumm B COOTBETCTBUN CO CBOMMU NOTPEOHOC-
TAMMN.

CTpyKTYpa B3aMMOAENCTBUA AOKYMEHTOB CUCTEMbI MEHEAXXMEHTA Ka4eCTBa MOXET ObITb nepapxmyec-
kon. [loaobHasn CTPYKTypa cNOoCOOCTBYET BHEAPEHMUIO, NOAAEPXKAHMIO B paboyHeM COCTOAHUN N Ny4dLLIEMY NOHN-
MaHUIO NepcoHanoM TpeboBaHUM K OOKYMEHTaUun CUCTEMbl MeHemXMeHTa KadecTBa. B npunoxeHunn A
npeacraeneHa TMNOBaA CTPYKTypa B3anMoaencTena AOKYMEHTOB CUCTEMbl MEHeKMeHTa KadvecTBa. Pa3spa-
DOTKa YPOBHEN NepPapXnNHeCcKon CTPYKTYPbl AOKYMEHTOB 3aBUCUT OT OCODEHHOCTEN OPraHn3aLmu.

CTeneHb AOKYMEHTUPOBAHUA CUCTEMbI MEHEMKMEHTA KavyeCTBa OpraHu3aumn MOXeT pasnnyaTtbca B
3aBNCUMOCTM OT CneayoLwmx (pakTopOB:

a) pa3Mmepa n BnaoB AeATENbHOCTN OPraHn3aLunn;

b) cnoXxHocTn npoLeccos n PopM X B3aMMOAENCTBUS;

C) KOMNETEHTHOCTU NepcoHana.

OnpeneneHna CUCTEMbl MEHEAXXMEHTA Ka4yeCcTBa AO0MKHbI COOTBETCTBOBATbL TEPMUHAM M OnpeaeneHn-
am no MCO 9000 co cCbINKOW Ha 3TOT CTaHAAPT N ODLLIENPUHATBLIE TEPMUHBLI N ONpeaeneHuns.

Cunctema MeHeQ)XMeHTa KadecTBa OObI4YHO BKMNOYaeT B ceba cneayolme OKYMEHTDI:

a) NONUTUKY M LLlenn B 06NacTm Ka4eCcTBa;

b) pykoBOACTBO NO KAYECTBY;

C) OOKYMEHTMNPOBAaHHbIE NPoL.eaypbl;

d) paboumne NHCTPYKLNK;

e) popMbl;

f) nnaHbl Ka4ecTBAa;

g) TeEXHUYECKNEe yCnoBUA;

h) BHELWHNE AOKYMEHTLI;

1) 3anncu.

LOKYMEHTbI CUCTEMbI MEHEQXKMEHTA Ka4eCTBa MOryT ObITb NpeacTaBneHb! B Nt0odon hopme n Ha NIOOOM
HOCUTENeE.

[MTpumeyaHune — lMNpenmyliecTBaMn AOKYMEHTUPOBAHNA HA SNEKTPOHHBLIX HOCUTENSAX ABNAIDTCA CNeavioLune:
a) obecneveHune NOCTOAHHOro AOCTYNa YNONHOMOYEHHOro NepcoHana K aktTyanmsmpoBaHHON MHAOpMaL WK,

b) nerkoctb NpeaocTaBneHust AOCTYNa K AOKYMEeHTaM, BHECEHUSA B HUX U3MEHEHUI N YNPaBNEeHUs UMW,

C) BO3MOXXHOCTbL PacrnpoCcTpaHeHns AOKYMEHTOB 1 yNpaBReHNs UMU MyTeM pacneyaTkn Konmin (Npn HeoHBXoanMoCTH);
d) obecneveHne nOCTYNA K AOKYMEHTaM OTAaNeHHbIX NoApa3AeNeHni;

e) obecneveHne NpOCTOTbI U PE3YNbTAaTUBHOCTU aHHYNUPOBAHUS YCTapeBLUNX AOKYMEHTOB.

4.2 Llenn n noNe3HOCTb AOKYMEHTUPOBaHUA

LoKyMeHTnpOoBaHNe CUCTEMbI MEHEeAXXKMEHTa KadecTBa NO3BONAET OCyLWeCcTBNATL (Npn He0OXOANMOCTH
CNMNCOK MOXET ObITb AONONMHEH ):

a) onncaHne CUCTEMbl MEHEQXKMEHTA Ka4eCTBa OpraHu3aunm;

b) obecneyeHne HeoOXOAMMON NHPOPMALIMEN B3AMMOAEUCTBYIOLWLNX NOAPa3AEeNEeHNN C Lenbio nyylle-
o NOHNMMaHNA B3aNMOCBA3EN MeXay HUMU;

C) AoBeaeHWe Ao ceBeaeHna NnepcoHana 0ba3aTenbCTB CO CTOPOHLI PYKOBOACTBA B 0ONACTN Ka4eCTBa;

d) copencreue B obecnevyeHUn oCBeAOMNMNEHHOCTN NepCcoHana 06 akTyanbHOCTU U BaXXHOCTU €ro aes-
TENbHOCTM;

e) obecnevyeHne B3aMMOMNOHMMaHNA MeXay NepPCOHaNoOM N PYKOBOACTBOM OPraHn3aLmnu;

f) obecnedveHne 6a3bl 4NA BbINONHEHMA NOCTAaBNEHHbIX LLeNew;

g) YCTaHOBNEHME NopaaKa BbiNONHEHNA paboT ANa AOCTUXKEHNA YCTAaHOBNEHHbIX TpeboBaHUW;

h) obecneveHne 06BLEKTUBHLIX CBUAETENLCTB BbINONHEHNA YCTAaHOBNEHHbLIX TPEOOBaHUN;

1) obecnevyeHne HeTKON N Pe3yNbTaTUBHOWN CTPYKTYPbI BbINONHAEMbIX AENCTBUN;

]} obecneyeHune 6a3bl ANA NOArOTOBKM BHOBb HAHUMAEMOro NepcoHana u HeoH6xoaANMOoU NepenoaroToB-
KW BCEro NnepcoHana opraHu3auum Yepes 3annaHnpoBaHHble NHTEpPBanbl BPEMEHMU;

k) obecnevyeHne mep No ycTaHOBNEHUIO Nopaaka u cbanaHcMpoBaHHOW AeATENbHOCTU OPraHn3aLumum;

|) obecneveHne NnocneaoBaTenNnbHOCTU BbINONHEHNS onepaLnn Ha OCHOBE AOKYMEHTOB MO NpoLueccamm;

m) obecneyeHne OCHOBbI ANA NOCTOAHHOIO yny4ylleHna AeaTenbHOCTU OPraHn3aLmnm;
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Nn) NOBblLLEHNE O0BEPUA K OpraHn3aunmn co CTOPOHbI NOTpedbntenen Ha OCHOBE AOKYMEHTUPOBAHHbIX
npoueanyp CUCTEMbI;

0) NpeaocTaBneHNE 3aUHTEPECOBAHHLIM CTOPOHaM MHPOPMaLUN O BO3MOXHOCTAX OpraHn3aumm;

p) obecnevyeHne ACHOW ANA NOCTaBLLUMKOB CTPYKTYPbI TPeboBaHUW;

() cO3aaHne OCHOBbI ANA NpPoBeAeHNA ayanTa CUCTEMbl MEHEX)KMEHTA Ka4YeCTBa;

r} obecnevyeHne OCHOBLI ANA OUEHMBAHMA M MNOCTOAHHOW MOOAOEPXKKWN Pe3yNbTaTUBHOCTU CUCTEMDI
MEHEMKMEHTA KA4YECTBA B COOTBETCTBUN C YCTAHOBMEHHbLIMU TPebOoBaHUAMM.

4.3 NMonutnka v uenu B o6NacTn KadecTna

[TonnTtrka 1 uenn B obNacTn KavecTBa AOMKHbI BbiTb AOKYMEHTANBbHO OPOPMNEHLI B BUAE CaAMOCTOS-
TENbHbLIX AOKYMEHTOB UNW BKMNIOYEHbI B PYKOBOACTBO MO Ka4ecTBY.

4.4 PyxoBOACTBO NO Ka4yeCcTBY

4.4.1 O6WMne nonoxeHus

Kaxxpaa opraHmsauma AOMKHA pas3padboTaTb CBOE PYKOBOACTBO MO KadecTBy. HacToAwMW cTtaHaapT
aonyckaeT rubknn noaxon npm onpeneneHnn CTPYKTypbl, opmarTa, coaepkaHmsa nnn MeToA0B AOKYMEHTUPO-
BaHUA CUCTEMbI MEHEAXXMEHTA KaydeCcTBa OpraHn3aLmvmn.

[na HebonbluMX opraHmM3saunm B pyKOBOACTBO MO Ka4eCTBY Lenecoodbpa3Ho BKNIOYaTh NONHOE ONMUCaHNE
CUCTEMbI MEHEQXXMEHTA Ka4eCTBa CO BCeMM AOKYMEHTUPOBaHHbIMM npoueaypamu, Tpebyembimn MCO 9001.
Ona KpynHbIX opraHn3aunn MoXeT ObiTb pa3padoTaHO HECKONLKO PYKOBOACTB MO Ka4eCTBY (Hanpumep, Ang
MEeXOYHAPOAHOro, HaLUMOHANBbHONO NN PErMoHanbHOro HanpaBNeHUNn AeATENbHOCTU OpraHusaunn) n/mnu
MOXET DObITb CO3aaHa bonee CNOXHaa nepapxmyeckas CTPYKTypa AOKYMEHTOB.

PykoBOACTBO NO Ka4eCTBY AOMKHO coaepKaTb 00NacTb NPUMEHEHNA CUCTEMbI MEHEOQXKMEHTA KayeCTBa,
000OCHOBaHUE N AeTanun N bIX UCKNIDYEHNN, AOKYMEHTUPOBaHHbIE NPOoLLEeAYPbl NN CCbINMKU Ha HUX, ONUcaHne
B3aUMOOEeNCTBMA NPOLLECCOB CUCTEMbI MEHEXKMEHTA Ka4eCTBa.

PykoBOACTBO NO Ka4eCTBY A0OMNXHO BKMNOYaTb B ce0A MHGOpMaLNIo 00 opraHmnsaumnm, B TOM YUCNE €€ Hau-
MeHOBaHMe, aapec N KOHTaKTHY0 MHpopMaLmio. B pykoBoACTBE NO Ka4eCTBY MOXET ObITb NpnBeaeHa Aonon-
HUTENbHAA MHOPMALNA, HAaNnpUMep HanpaBneHue AeAaTeNLHOCTN OpPraHns3auunn, cBeaeHna O ee pasMepe,
NCTOPUYECKan cnpaBKa.

PyKOBOACTBO NO KAYECTBY AOMNKHO CcoaepXaTb ANEeMEHTLI, NpeayCMOTPEHHbIE NYHKTaMn4 .4.2—4.4.9, HO
He 06A3aTENbHO B YKa3aHHOM Mopaake.

4.4.2 HammeHoBaHue n 06NacTb NPUMEHEHUA

B HanmeHoBaHUM W/unmn 0oNacTn NPUMeHeHNAa PYKOBOACTBA NO Ka4vecTBY cneayeT yka3bliBaTb OpraHn3a-
LIMIO, KOTOPaA OyaeT ero NnpuMeHATb. B pykOBOACTBE NO KAa4eCTBY A0MXHA ObITb cAenaHa CCbinka Ha CTaHaapT,
Ha OCHOBE KOTOPOro pa3pabarbiBaeTcqa cucCTeMa MeHeAXKMEHTa KadecTBa.

4.4.3 CopgepxxaHne pyxoBOACTBa MO Ka4eCTBY

B coaepxaHnm pykoBoacTBa No KavecTBy cneayeT yKkasblBaTb HOMepa, HaMMEHOBaHUA BCEX pa3aenoB U
HOMEpPa CTPaHUL,, Ha KOTOPbIX 3TU pa3aenbl PacnonNOXeHb!.

4.4.4 PaccMoOTpeHMe, YTBepPXXAaeHUe U NnepecMoTp

PykoBOACTBO NO Ka4eCTBY AOMXHO COAEPXKaTb TOYHbIE CBEAEHUA O €ro CTaTyce, Aatax PacCMOTPEHUS,
YTBEPXKAEHUA U NEPECMOTPA.

[Tpn HEOOXOAUMOCTU XapakTep U3MEHEHMN YKa3bIBaOT B PYKOBOACTBE MO Ka4ECTBY UNN €ro Npunoxe-
HUAX.

4.4.5 NMonutnka n uenmn B o6NacTn KkauecTBa

PykoBOACTBO N0 KA4ECTBY AOMKHO BKNIOYATbL B Ce64a NONUTUKY U LLeNn B 06NacTmn Ka4yeCcTBa UNn CCbINKU Ha
HUX. PelleHne o BKNIoYeHU NONUTUKN U/nnn uenen B 06NacTtn ka4ecTea B PYKOBOACTBO MO Ka4eCTBY NPUHNMA-
eT BbICLLEE PYKOBOACTBO OpraHnsaumnn. [lokasatenu pe3ynbTaTMBHOCTU BbINONHEHUSA LLlenen MOryT ObITb BKMIO-
YeHbl B Apyrne AOKYMEHTbl CUCTEMbl MEHEQXXKMEHTA KadeCcTBa opraHmsaumn. [Nonnutuka B 06NacTn Kkayvecrea
OOMKHa coaepxaTtb 06a3aTenbLCTBa COOTBETCTBMA YCTAHOBNEHHLIM TPEOOBAHUAM U MOCTOAHHOIO NOBLILLEHUS
PE3YNbTaTUBHOCTN CUCTEMbI MEHEQ)KMEHTA Ka4YECTBA.

Llenn B 0O6NacTn kayecTtBa OCHOBaHbLI HA MNONUTUKE OpraHnsaunn B o6NacTu Ka4ecTBa N ACMKHbI ObITb
aocTxnmbiMu. Llenn B obnactn kadecTtesa opraHmsauumn, npeactaBneHHbIe B KONUYECTBEHHOM BblpaXXeHun,
CTAHOBATCA NOKa3aTeNAMN N AOMKHbI U3MEPATLCA.

4.4.6 OpraHn3zaumoHHan CTPYKTypa, OTBETCTBEHHOCTb 1 NOSIHOMOYMUA

B pykoBoacTBe no KadecTBY OOMKHA ObiTb npuBeaeHa CTPYKTypa opraHnsaunn. OTBETCTBEHHOCTD,
NONHOMO4YNA U B3aMMOOEUCTBUA MOTYT ObiTb NpMBEAEHbl B OPraHn3auMoHHbIX CXeMax, KapTax npoueccos
n/mnun padboumnx NHCTPYKUMAX. DTN AOKYMEHTbI MOTYT ObITb BKNIOYEHbLI B COCTAB PYKOBOACTBA MO Ka4YECTBY UNK
Ha HUX OOSMKHbI ObITb CAENaHbl CChINKMN.

4.4.7 CcbInku

PykoBOACTBO NO KA4ECTBY AOMKHO COAEPKaTb NepeveHb AOKYMEHTOB, Ha KOTOPbIE AENAKTCA CCbINKM.
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4.4.8 OnucaHmne cucteMbl MEHEeAXXKMEHTA KavyecTBa

PykoBOACTBO NO Ka4eCTBY AOMNXHO COAepKaTb ONNCaHUE CUCTEMbI MEHEQXKMEHTA KaueCTBa U ee NpumMe-
HEHWA B OPraHn3aLnm, a TaKkke OnMcaHne NpoLLeccoB U nx B3anMoaencTens. B pykoBoaCTBO MO KA4ECTBY AOMXK-
Hbl ObITb TaKKe BKNIOYEHbl AOKYMEHTUPOBAHHbIE NPpoLeaypbl UM CCbINKMU Ha HUX.

OpraHnsauma AomkHa AOKYMEHTUPOBATbL CUCTEMY MEeHeQXMeHTa KavyecTtBa NMMbo B COOTBETCTBUN CO
CBOMMM npoueccamn, NM60 B COOTBETCTBUM CO CTPYKTYPON BbIOBpaAHHOro ctaHaapTta, nnbdo B ntobon MHom
nocnenoBaTenbHOCTU, COOTBETCTBYIOLLEN NOTPEOHOCTAM OpraHu3aumn.

Llenecoobpa3Ho Ncnonb3oBaTh NEPEKPECTHLIE CCbINKN MeXAay BbiOPaHHbIM CTAaHOAAPTOM U PYKOBOA-
CTBOM MO Ka4eCTBY.

B pykOBOACTBE NO Ka4eCTBY AOMKHbI ObITb YKa3aHbl NPUMEHAEMbIE OpraHn3aumen MeToabl ANsa BbINO-
HEHWA NONUTUKN U Llenen B 00NacTu Ka4eCTBa.

4.4.9 NpnnoxeHunA

PykoBOACTBO NO KA4YECTBY MOXET BKMIOYATbL B Ce6A NPNNoXeHns, coaepallume cnpaBoyHyi0 MHGOOPMa-
LIUIO.

4.5 [JoxyMmeHTUpOBaHHbLIE Npoueaypbl

4.5.1 Ctpyktypau chopmar

CTpyKTypa n oopmMaTt AOKYMEHTUPOBAHHbLIX npoueayp (Ha OYyMaXHOM UNKU 3NEKTPOHHOM HOCUTENAX)
OOMKHbI ObITb NpeacTaBNeHbl OpraHm3aunen B Buae TEKCTOB, CXEM, KapT NpoLueccos, Tabnuu, nx KomonHaumm
nnun B Apyron npnemMmnemon popme B 3aBUCUMOCTM OT NOTPEDOHOCTEN OpraHnsaumn. [JlokyMeHTUPOBaHHAA NPO-
Leaypa AOMXKHa cogepaTtb HeobxoanMyo nHopmMmaumio (cM. 4.5.2) n nMeTb YHUKANbHYIO N AEHTUOUKALUIO
nna obecneyveHns NPOCNeXXNBaeMoCTH.

B AOKYMEHTUPOBaHHbLIX NPpoLeaypax MOTyT ObiTb cAeNaHbl CCbINKN Ha pabovne MHCTPYKLMN, onpeaensio-
LLIe NOPAAOK BbINONHEHUA paboT. JoKyMEHTMPOBAHHbLIE NpoLeaypbl OObIMHO ONMUCLIBAKDT AEATENBLHOCTS,
BKMIOYAIOLWYI0 B ce0S HECKONBbKO (DYHKLMIA, B TO BpeMsi Kak paboumne MHCTPYKLUNM OObIMHO OTHOCATCA K 3aAaHNAM
B paMKax 0aHOWU (DYHKLIMN.

4.5.2 CopepxxaHue

4.5.2.1 HanmeHoBaHue

HanmeHoBaHME AOMKHO HETKO MAEHTUPNLNPOBATL AOKYMEHTNPOBAHHYIO NpoLeaypy.

4.5.2.2 Uenb

Llenb pa3paboTkn n NCNonNb3oBaHMA AOKYMEHTUPOBAHHOW Npoueaypbl A0MKHA BbiTb YETKO MAEHTUDN-
LUPOBaHaA.

4.5.2.3 ObnacTtb NpUMeHEeHNSA

OpraHnsauna AomkHa onucatb 06NacTb NPUMEHEHUA AOKYMEHTUPOBAHHOMW Mpoueaypbl, BKNOYaS
000CHOBAaHME N NOAPOOHOE oNncaHmne NbbIX CAENaHHbIX UCKMIOYEHUIA.

4.5.2.4 OTBETCTBEHHOCTb U NOMHOMOYNS

OpraHnsauma gomnkHa naeHTMpuunpoBaTb OTBETCTBEHHOCTE U NOMHOMOYNA U/MNN PYHKUNOHANbHbIE
00A3aHHOCTU NepPCOoHana, a Takke B3aMMOCBA3b NepcoHana ¢ npoueccamMmm v 4encTBUMAMM, BXOAALLNMM B NPO-
Lueaypy. OTBETCTBEHHOCTb U NONHOMOYMA MOTYT BbITb NPeACTaBNeHbl B BUAE KAPTbl NPOoLEeCcca NN TEKCTA.

4.5.2.5 OnncaHmne BMaoB AeaTeNbHOCTI

YpoBeHb aeTannsaunm A0KYMEHTOB 3aBUCUT OT CMOXHOCTU BMAa AeATENbHOCTN, NCNOMb3YEMbIX METO-
00B, YPOBHSA KBaNnUpumkaLmm n noaroToBKU NepcoHana, Heobxoanmsbix AN BbINONHEHUA paboT. He3aBUCMMO OT
YPOBHSA NPY ONUCaHUN BUAOB AEATENBHOCTU AOMXHbI ObITh PACCMOTPEHLI CNEAYIOLLMNE aCnEKThI;

a) onpeneneHue NoTpedbHOCTEN OpraHmn3aunmn, ee NoTpeduTenen n NOCTaBLLNKOB;

b) npeacraBneHne NPoLECCOB B BUAE TEKCTA W/NNKU KapT npoLecca No BuaAamMm AeaTENbHOCTH;

C) onpeaeneHne HeobxoanMblx PaboT n pacnpeneneHne OTBETCTBEHHOCTN, Ha3Ha4YeHNEe OTBETCTBEH-
HbIX NnL, pPaMKU X PYHKUMOHANbHLIX 00A3aHHOCTEN, LLenn, MecTo, BpeMaA 1N cnocod BbINONHEHNA 3TUX PaboT;

d) onucaHune ynpasneHuns npoueccaMmm u MAEHTUPULNPOBAHHBIMW BUAAMW AEATENBHOCTU;

e) onpeaeneHne NOTPebHOCTEN B pecypcax, HeobXoaUMbIX ANA BbINONHEHNSA YCTAHOBNEHHOW AeATENb-
HOCTU (NOTPEeOHOCTL B NepcoHane, oby4yeHun, 00o0pyaoBaHUM N MaTepmnanax);

f) onpeneneHne QOKYMEHTOB, PErMaMeHTUPYIOLLINX AaHHbIN BUA AEATENBHOCTH;

g) onpeneneHne Bxoaa v Bbixoaa npoLeccoB;

h) onpeneneHne HeOOXOONMbIX N3MEPEHNN.

OpraHnsauma MOXeT NPUHATL pelleHne O LenecoobpasHOCTU BKNIDYEHUA YacTy NpUBeAeHHOWN Bbllle
NHpOpMaLIMK B paboume NHCTPYKLNMN.

4.5.2.6 TpeboBaHMS K 3aNNUCAM

BeneHune 3anncen no snay AeAaTenbHOCTU, YCTAHOBNEHHOMY B AOKYMEHTUPOBAHHON NpoLeaype, AOMKHO
ObITb ONNUCAHO B pasaene «3annucn» NN B APYyrom pasaene pabdbovyen MHCTpyKunn. OpraHnsauma 4OMKHa yCTa-
HOBUTb (DOPMbl BEAEHNA 3anncen, ykasaTb CnocoObl X 3an0ONHEHNA, PErMCTpaLmnn N XpaHeHns.

4
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4.5.2.7 TpnnoxeHna

[1OKYMeHTNPOBAHHAA NpoLeaypa MOXET BKNIOYATb B CE0A NPUNOXEHNA, coaepXalune BCNOMoraTenb-
HYI0 MHpopMaLMIo (Tabnuubl, AnarpamMmmbl, KAPTbl NPOLLECCOB, CXEMbI U POPMbI).

4.5.3 PaccmoTpeHue, yTBepXXaeHUe U nepecMoTp

[1OKYMEHTUPOBaHHAA NpoLeaypa A0NXKHA CoAepXaTb CBEAEHNA O CBOEM CTATYCE, AaTaX PACCMOTPEHUA,
YTBEPXKAEHNSA U NEepeCcMOTpa.

4.5.4 OnpepeneHne N3MEHEHUM

[Tpn HEOOXOAMMOCTU XapPaKTeP U3MEHEHUN AOMKEH ObITb YKa3aH B JIOKYMEHTUPOBAHHOW NpoLieaype nnu
NPUNOXEHNAX K HEN.

4.6 Pabouune MHCTPYKLUUMN

4.6.1 Ctpyktypau chopmart

Pabo4yne MHCTPYKLUNN AOMKHbI pa3pabaTbiBaTbCa N NOAAEPKMNBATLCA B paboyeM COCTOAHUN, 3TO HEOD-
XOAMMO ANA BCEX BbINONHAEMBbIX pabOT, HA KOTOPbIE OTCYTCTBUE PADOUNX MHCTPYKLUN MOXKET NOBNUATL OTPW-
LaTenbHOo. OpraHnsaumna MOXeT NCNoNb30BaThb Pa3nNuUYHblie METOAbLI Pa3paboTkn U npeacTtaBneHns padboumnx
NHCTPYKLNA.

Paboune MHCTPYKUUN AOMKHbI UMETb HAUMEHOBAHWE N YHMKANbHbLIN NAEHTUOUKALMOHHBLIW HOMEP AN
0003Ha4eHna (cM. 4.6.4).

CTpykTYypa, hopMaT 1 ypoBeHb AeTann3aumm paboumx MHCTPYKLMIN AOMKHbI COOTBETCTBOBATb NOTPEO-
HOCTAM NepcoHana opraHn3aunm n 3aBUCETb OT CNOXXHOCTU BbIMOMNHAEMbIX PpaboT, NPUMEHAEMbIX METOAOB,
YPOBHS NOAroTOBKW, KBANMMPUKALIMM U HaBbIKOB NepcoHana.

CTpyKTYpa padbounx NHCTPYKLIMN MOXET OTNNYATLCS OT CTPYKTYPbl AOKYMEHTUPOBAHHLIX NPOLLEAYP.

Paboune MHCTPYKLMN MOTYT ObITb BKMIOYEHbI B JOKYMEHTUPOBAHHbIE NMPOLUEAYPbl MNN HA HUX AOMKHA
ObITb CAeNaHa CCbINKa.

4.6.2 CopepxxaHne pabovymnx MHCTPYKLUNN

B pabounx MHCTPYKUMAX cneayeT yYKasbiBaTb OTBETCTBEHHbIE Y4ACTKN AEATENBHOCTM OpraHn3aumn. B
PabouUMX MHCTPYKUMAX cneayeT n3beratb N3nNNLLIHEN AETANN3aLMN, KOTOPAA HE NPUBOAUT K YNYYLLEHWUIO YNPaB-
NEHNA NEeATENBHOCTLIO OpraHn3aunn. oarotToBka n NEepenoaroToBKka NEPCOHANa MOXET CHU3UTb NOTPED-
HOCTb B IeTaNn3aLmn pabovnx MHCTPYKLMIA, NPWY YCNOBUW, YTO BOBNEYEHHbIN NEPCOHAN A0OMKEH NONYy4YaTh BCIO
HeobxoaAnMYIO MHCOOPMALMIO ANA NPaBUNbHOIO BbINONHEHUA PabOoThI.

4.6.3 Buabl padbou4nx MHCTPYKUUIA

HacToawmnn ctaHaapT He ycTaHaBNMBaeT o0WMX TpeboBaHMW K CTPYKTYpe vnn gopmaty padoumnx
NHCTPYKLIMA, OAHAKO OObIYHO OHU AOMKHbLI COAEPXKATb LEeNN N 06NacTb NPUMEHEHNS BbIMONHAEMbIX PAabOT K
3anad. Kpome T0ro, Ha paboune MHCTPYKLUMN AOMKHbI OblTb CAENaHbI CChINMKN B COOTBETCTBYIOLLIMX AOKYMEHTU-
POBaHHbIX NpoLeaypax.

B niobom cny4vae B pabounx MHCTPYKUMNAX OOMKHAE OblTb yKa3zaHa NnocneaoBaTeNbHOCTb BbINOMHEHNA
onepaunmn, KoTopaa TOHMHO OTpaXKaeT YCTaHOBMNEHHbIe TPeboBaHNA N COOTBETCTBYIOLLYIO AeATENLHOCTL. BO
n3bexxaHne HeaONOHMMAHUA N HETOYHOCTEW cneayeT YCTaHOBUTL onpeaeneHHbin popMaT Unu CTPYKTypyY
PaBoOUNX MHCTPYKLMA N NPUAEPKNBATLCS UX.

[Tpnmep paboyen MHCTPYKLMN NPUBEAEH B NPUNoXeHnn B.

4.6.4 PaccmoTpeHue, yTBepXXaeHUe U nNepecMoTp

OpraHn3aumna nonkHa obecneynTb TOUHbIE CBEAEHNSA O CTAaTyCE N AaTe PacCMOTPEHUA, YTBEPXKAEHUS U
nepecMoTpa pabounx MHCTPYKLMA.

4.6.5 TpeboBaHMA K 3anNnCAM

TpeboBaHUA K 3anNCaM, OTHOCALLMMCA K paboven MHCTPYKUUK (rae 3TO NPUMEHUMO ), AOMKHbI ObITb NPU-
BeAEeHblI B OIHOM M3 Pa3nenoBs ee paboyen MHCTPYKUMN. MMHMManbHble TPeboBaHUA K 3aNUCAM YCTAHOBMNEHDI
ctaHaapToM MCO 9001. OpraHnsaumna AonKHa yCTaHOBUTb CNOCOD bl BEAEHUA, PEMUCTPALINN N XPaHEHNA 3aMN-
cen v paspaboraTtb hopMbl AN 3aNONMHEHNS.

4.6.6 UaeHTncpukauna naMeHeHUn

[Tpn HEOOXOANMOCTU XapaKTeEP N3MEHEHUN AOMKEH ObITb YKa3aH B paboyen NMHCTPYKLIMN UNU NPUNOXKE-
HUAX K HEeW.

4.7 PopMbl

[na 3anncKu AaHHbIX, HEOOXOAMMbLIX ANA NOATBEPXKAEHUA COOTBETCTBUA TPEOOBAHMAM CUCTEMDI
MEHEQKMEHTA Ka4eCTBa, OpPraHm3aLmna A0MmKHa pa3padboTaTtb N BECTU crneLmanbHble hopMbl. Kaxaaa doopma
OpraHmn3aLnm AoNKHa UMeTb HAaUMeHOBaHWE, NAEHTUPUNKALMOHHLIW HOMEP, haMUnNnUn NnL, OTBETCTBEHHbIX 34
nepecMoTpP N AaTy nepecMoTpa. Ecnu opmMbl NPUBOAATCA B NPUNOXKEHNAX K PYKOBOACTBY MO Ka4eCTBY, AOKY-
MEHTUPOBAHHbLIM NpoLUeaypam n/mnun padboumnm NHCTPYKLMAM, TO HA HUX AOMNXHbI ObITb CAeNaHbl CChINKW.
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4.8 naHbl N0 Ka4yeCcTBY

[1NaH No Ka4eCTBY ABNAETCA YaCTbio AOKYMEHTALUUN CUCTEMbI MEHEMXKMEHTA Ka4eCTBa UNn Apyrnx Nna-
HOB U/MNN NPOrpamMm opraHM3aLnm.

[1NnaH No Ka4ecTBY NCNONb3YIOT B AOKYMEHTUPOBAHHOW CUCTEME MEHeAXKMEHTA Ka4yeCcTBa OpraHusaumm
0Na ycTaHOBNEHNA NOPAAKa NPUMEHEHNA CUCTEMbI KAYeCTBa B KOHKPETHON cnTyauun. ['nad no ka4ecTBy UOEH-
TMhnunpyeT N AOKYMEHTUPYET CNOoCcOD BLINONHEHUA OpraHn3aumen YHMKanbHbiX TpeboBaHNW K NPOoAYKLUNN,
ApoLeccy, NPoeKTy unn ocodbiX TPebOBaHNN KOHTPAKTA.

OpraHnsaumna gomkHa onpeaenntb 06NacTb NPUMEHEHNA NNaHa No Ka4ecTByY. [1NaH No Ka4eCTBY MOXET
BKNIOYaATEL B ceba YyHUKanbHble Npoueaypbl, padboymne MHCTPYKLUUN N/nnu 3anmncu.

4.9 TexHun4yeckune ycnoeua

TexHn4eckne ycnoBua ABNAKTCA AOKYMEHTOM, YCTaHaBNUBAaKLWUM TpeboBaHMA. HacToAawmMn cTaHaapT
He paccMaTpuBaEeT 3TOT BUA AOKYMEHTOB, TaK Kak OH OANMHAKOB ANa N06on npoaykummn n ntodbomn opraHnsaumm.

4.10 BHelWwHNe AOKYMEHTDI

OpraHnsauma AoMKHa UCNONb30BaTbh BHELLHNE AOKYMEHTbI N YCTAHOBUTL METOAbLI ypaBneHna NMn B
pPaMKaX CUCTEMbI MEHEOQXKMEHTA KauecTBa. [1pnMepamm Taknx AOKYMEHTOB ABNAIOTCA HepTEXN NOTpedutenen,
TEXHUYECKNE YCNOBUA, 3aKOHOAATENbHbIE M 0DA3aTeNbHbIE TPEOOBAHNA, CTAaHAAPTbI, KOAEKCHI U PYKOBOACTBA
Mo 3KCNNyaTauun.

4.11 3anucwu

3anucu, yCTaHOBNEHHbIE CUCTEMOW MEHEQXKMEHTA Ka4eCcTBa, HeObXoANMbI ANA NPeaoCcTaBNeHNA CBUAE-
TENLCTB PE3yNbTAaTUBHOCTU AEATENBHOCTU, YCTAHOBMNEHHON B AOKYMEHTUPOBAHHbLIX Npoueaypax n paboynx
NHCTPYKLUMAX. 3anncn AoMKHbI 06ecnevunBaTtb CBUAETENLCTBA COOTBETCTBUA TPEOOBAHNAM CUCTEMbI MEHE K-
MEHTa Ka4eCTBa WU YCTAHOBNEHHbLIM TpeboBaHUAM K npoaykumn. OTBETCTBEHHOCTb 338 BEAEHME 3arnncemn
NOMKHa ObITb YCTAHOBNEHA B OKYMEHTAX CUCTEMbI MEHEIKMEHTA KA4YECTBA.

NMpumMmedyaHune — OObIMHO 3aNUCU HE NepecMaTPUBAKOTCA.

5 lNpouecc NOAroToBKU AOKYMEHTOB CUCTEMbl MEHEAXKMEHTa KavyecTBa

5.1 OTBEeTCTBEHHOCTb 3a NOArOTOBKY AOKYMEHTOB

LOKYMEHTbI CUCTEMbI MEHEQXKMEHTA Ka4eCTBa A0MKHbI ObITb pa3padboTaHbl NEPCOHANOM, BOBNEYEHHbIM
B NPOLLECCbI U BbINONHAEMYIO AeATENBbHOCTb. DTO HEOHXO0AMMO ANA 0becnevYeHNna BOBNEYEHHOCTN U 3aNHTEPE-
COBaHHOCTM NepcoHana, a Takke ny4ilero NOHUMMaHusa NepPCcoHanNnoOM YCTaHOBMNEHHbIX TPebOBaHNN.

AHanNn3 n oTMeHa (NP He0OXOANMOCTU) CYLLLECTBYIOLLINX B OPraHnU3aLmn AOKYMEHTOB, a TaKKe UCMONb3Y-
€MbIX CCbINOK MOXET 3HaYNTENLHO COKPATUTL CPOKN Pa3padboTKN AOKYMEHTOB CUCTEMbI MEHEOXXMEHTA Ka4eCT-
Ba. Kpome TOro, aHann3 AenucTBYOLWLNX AOKYMEHTOB MOXET NOMOYb OpraHn3aumm BbiaBnUTb 006NacTN HECOOT-
BETCTBUN B CUICTEME MEHEQKMEHTA KaydeCcTBa ANa YCTPAHEHNSA KOTOPbIX AOMXKHbI ObiTb BHECEHLI B AOKYMEHTHI
HeobXxoauMble N3MEHEHUSA.

5.2 lNopAapoK NoAroToBKU AOKYMEHTOB CUCTEMbI MEHEA)KMEHTAa KayecTBa

OpraHnsauun, BHeapawwMe unNn nNNaHuvpylowune BHeApeHUe CUCTeMbl MeHeOQXXMEHTa KadyecTBa,
OOMKHbI:

a) onpeaenntb NpoLecchl, HeobxoanuMble ANA Pe3yNbTaTUBHOIO BHEAPEHNA CUCTEMbl MEHEAXKMEHTA
Ka4yecTBa,;

b) onpenennuTb NOCNEAOBATENBHOCTbL U B3aMMOAENCTBUE 3TUX NPOLECCOB;

C) OOKYMEHTUPOBATL NPOLECChl, HACKOMbKO 3TO HEOHBXO0AUMO, ANA obecnevyeHna ux pe3ynbTaTUBHOIO
(OYHKLUMOHUPOBAHNA M YNpaBnNeHns.

Ha ocHOBe aHann3a npoLueccoB OpraHn3aLna AoMKHa onpeaennTb HeobxoanmMoe YNCNO AOKYMEHTOB
CUCTEMbI MEHEQKMEHTA KaYvecTBa. [JOKyMEeHTUpOBaHNE HE AOMNXHO OblTb CAMOLLENLID.

[locnepoBaTenbHOCTL NOANOTOBKM AOKYMEHTAaLUNMN CUCTEMbI MEHEQXKMEHTA Ka4eCTBa, B COOTBETCTBUN C
nepapxm4eCckon CTPYKTYPONu, npueeaeHHON B NPUNOXKEHNN A, He ABNAETCA 00A3aTeNbHON, TaK KakK AOKYMEHTU-
POBaHHbIE NpoLeaypb! U padboune NHCTPYKLUNN YaCcTO pa3padaTthbiBaloT A0 BbiNyCKa PYKOBOACTBA MO Ka4YeCcTBy.

Huxe npuBeaeHbl NpUMepbl AEUCTBUU OPraHn3aummn Nno AOKYMEHTUPOBAHUIO CUCTEMbI MEHEeQXMEHTA
KadecTBa:

a) onpeneneHne nepeyHs AOKYMEHTOB CUCTEMblI MEHEQXKMEHTA Ka4yecTBa, HEODXOAUMbIX B COOTBET-
CTBUN C TPEOOBaAHNUAMM BbIOPAHHOIO OpraHn3aLUnen CTaHaapTa;

b) cOOp AaHHLIX O AENCTBYIOLLIEN CUCTEME MEHEAXKMEHTA Ka4ECTBaA U NPOL,ECCaX C MOMOLLLIO aHKETUPO-
BaHNS UNN UHTEPBLIO;

C) onpegeneHune nepeyHa AOKYMEHTOB AEUCTBYIOLWLEN CUCTEMbI MEHEQXKMEHTA Ka4eCTBa C Lenbio onpe-
neneHna BO3MOXHOCTU €€ UCNONb30BaHUS;

6
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d) oprannsauma oby4eHnsa nepcoHana, 3aHATOro pPas3paboTKoOM AOKYMEHTOB; MNporpamma oby4yeHus
NOMKHAa BKNIOYNTb NOPAAOK AOKYMEHTUPOBaHUA, N3ydeHne TPebOoBaHUN CTAaHA3PTOB CUCTEMbI MEHEAXKMEHTA
KadyecTBa n/mnn apyrmx HeodXxXoaAnNMbIX TPebOBaHUN;

€) opraHm3aumna 3anpoca U NONy4YeHUa AONONHUTENbHbLIX AOKYMEHTOB M CCbINOYHbLIX AOKYMEHTOB U3
(OYHKUMOHaNbHLIX NoApa3aeneHun;

f) onpeneneHne CTpPyKTYpbl N hopmaTta paspabaTbiBaeMbIX JOKYMEHTOB,;

g) pa3paboTka CTPYKTYPHOW CXeMbl (KapT) MPOoLEecCOB, Ha KOTOpPble PacnpoOCTPaHAETCA CUCTEMA
MEHEeMKMEHTA Ka4yecTBa (CM. npunoxxeHune B);

h) npoBeaeHue aHann3a 6NOK-CXeMbl M KAPT NPOLECCOB U BHEAPEHNE BO3MOXHbIX YNYUYLLEHNN;

1) BaNnuMaauna AOKYMEHTOB Mo pe3ynbTaTaM OnbITHOrO BHEAPEHUS;

j} cnonb3oBaHne NOOLIX MPUEMNEMbLIX ANA OPraHM3aumm MEeTOA0B AOKYMEHTUPOBAHUS CUCTEMD
MeHe Q) KMEeHTa Ka4yecTBa;

K) paccMOTpeHne un yteepXKaeHmne NOKYMEHTOB 0 UX BbIMYCKa.

5.3 Acnonb30BaHMe CCbINOK

[Tpn HEODXOANMOCTU N B LLIENAX OMPaHNYEHNA YNCNna AOKYMEHTOB CNeayeT BKNOYaTb CCbINKU HA AENCT-
BYIOLUME ODLLENPUHATDBIE CTAHAAPTbI NN APYrve AOCTYMNHbIE NONb30BaTENAM AOKYMEHTbLI CUCTEMbI MEHEOXK-
MEHTA Ka4ecTBa.

[Tpn pa3paboTke NOKYMEHTOB CUCTEMbI MEHEXXMEHTA Ka4ecTBa (B TOM YNCNE NPU NCMONb30BaHUN CCbl-
NOK) cneayet npeaycMaTpuBaTh BO3MOXXHOCTb N3MEHEHNA AOKYMEHTOB, Ha KOTOPbIE AENA0TCA CChINKU. Peko-
MEHAVYETCA COCTaBNATb TEKCT AOKYMEHTOB TaknM 06pa3oM, YTODbl COKPATUTbL HEODXOAMMOCTbL NEPEeCcCMOTPA
pa3pabartbiBAEMOro AOKYMEHTA NPU NEPECMOTPE CCbINOYHbLIX JOKYMEHTOB.

6 MNpouecc yTBepXXaeHUA, BbiNyCKa U ynpaBneHnsa AOKYMEHTaMU CUCTEMDI
MEeHeAXXMEeHTa KavyecTBa

6.1 PaccmoTpeHune n yrBepxxgeHue

[10 BbINyCcKka AOKYMEHTbI AOMKHbI NOCTYNMUTb HA3 PACCMOTPEHNE YNONHOMOYEHHbLIM NNLLAM OpraHn3aunm ¢
LLleNbIO KOHTPONA ACHOCTN, TOYHOCTU N NPaBUNbHOCTU UX U3NOXKEHUA N NOCTPOEHNSA. UTOOLI y4ECTb CNOXMBLLY-
I0CS B OpraHmn3auvmn NPakTuky, NnpeanonaraeMble NONb30BaTENM TaKXKe A0MKHbI UMETb BO3MOXHOCTb O3HAKO-
MUTbCA C AOKYMEHTaMW W npeacrtaBuTb CBOW 3aMedaHunsa. Bbinyckaemble AOOKYMEHTbl OOMKHbI OblTb
YTBEPKAEHbLI OTBETCTBEHHLIMM 33 UX BHeApeHne nuuamMmun. Ha kaxxaom ak3eMnnape AoMKHO ObiTb NpOCcTaBne-
HO pa3peLleHne Ha Bbinyck. CBeaeHUsA O Npoueaype yreepxaeHna AOKYMeHTa OOMKHbl COXPaHATLCA.

6.2 Paccbinka

[Tpn paccbinke AOKYMEHTOB YNONHOMOYEHHbIe NULA A0MKHbI 00ecneyYnTb NOCTYNNeHne K COOTBETCTBYIO-
LLLeMY NepCcoHany AOKYMEHTOB, coaepXalmnx Heodbxoanmeble ANa ero paboTbl AaHHble. [1paBUNBLHOWM paccbinke
N ynpaBneHuio AOKYMEHTaUnen MOXeT, Hanpumep, cnocobCTBOBaTbL NPUCBOEHNE YHETHLIX HOMEPOB KaXXa0MY
3K3eMNNApY AOKYMEHTOB, npeaAHa3HavYeHHbIX ANna onpeaeneHHblX nonb3oBatenen. Takne AOKYMEHTHI, KakK
PYKOBOACTBO NO KA4eCTBY U NNaH Ka4yecTBa MOryT ObITb HanpaBneHbl n B CTOPOHHNE OpraHnu3aunm (Hanpumep,
noTpeduTenam, B opraHbl N0 cCepTUPUKALIMN N B OPraHbl 3aKOHOAAaTENBLHOW BNACTW).

6.3 BHeceHne N3MEeHEHNI

OpraHnsaumna AonXHa YCTaHOBUTb NPOLLECC MHNLIMMPOBAaHNS, Pa3paboTKn, pacCMOTPEHUA, KOHTPONA U
perncTpaunm n3aMeHeHUn AOKYMEHTOB. BHeCEHME U3MEHEHN AOMKHO NPOXOANTL TY Xe NpoLeaypy paccMoT-
PEHNA N YTBEPXKAEHUSA, YTO U NPU NEePBOHAYANbHON Pa3padboTKe AOKYMEHTOB.

6.4 Bbinyck n ynpaBneHme uaMeHeHUAMH

[Tpn ynpaBneHnmn BbiNyCKOM AOKYMEHTOB N BHECEHUEM B HNX U3MEHEHNN OYEeHb BaXXHO 0becneynTb Haa-
nexatlee yreepXXaeHne AOKYMEHTOB YNONHOMOYEHHBLIMW NNLLIAMW B COOTBETCTBUN C YCTAHOBNEHHON NpoLeay-
poin. Cnocob BHECEHUA N3MEHEHWIN AOMKEH ObITb YCTAHOBMEH OPraHn3aLmnen.

YCTaHOBNEHHAA npoueaypa AomkHa obecneynBaTtb NMPUMEHEHUE TONLKO HaANEXalunxX AOKYMEHTOB.
[lepecMOTpPEHHbIE AOKYMEHTbI AOMKHbI ObITb 3aMeHeHbI nocneaHen Bepcnen. C Lenbto obecneveHnsa nonb3o-
BaTenen HaanexalwnmMmn BEPCUAMMN YTBEPKOEHHbLIX AOKYMEHTOB PEKOMEHAYETCH COCTaBUTb NepeveHb OCHOB-
HbIX AOKYMEHTOB U YCTAHOBUTb CTATyC X NEPECMOTPA.

B cooTtBeTCTBUM C 3aKOHOAATENbLHLIMU TPEBOBAHUAMM U/MNN ANA COXPaAHEHNA AAHHbLIX OPraHn3auns
NOMKHa pa3padoTarb NOPAAOK BEAEHNA 3aNMNCEN NO BHECEHUIO N3MEHEHNN B IOKYMEHTHL!.

6.5 HeyuTeHHble 3K3eMNNAPDLI

Ha ak3eMnnapax AOKYMEHTOB, NpeAHa3Ha4YEeHHbIX ANS TEHAEPOB, CTOPOHHUX NONL30BaTENEN UNN APY-
X BHELLWHUX CTOPOH, €CNN HE NpeaycMaTpuBaeTCcs BHECEHNE N3MEHEHNN B AOKYMEHTbI, AOMKHbI ObITb CAeNa-
Hbl COOTBETCTBYHOLLME OTMETKM.

[1pumedaH e —HeHaanexallee obecneyeHne 3TOro NpoLecca MOXeT NpUBECTU K HenpeaHaMmepeHHOMY
MCMONb30BAHUIO YCTapeBLLUNX JOKYMEHTOB.
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[TpunoxeHue A
(cnpaBo4HOE)

TunoBan CTPYKTypa AOKYMEHTAUUN CUCTEMbl MEHEeA)XMEeHTa Ka4yecTBa

PyKkoBoACTBO
Nno KayecTBy

(YpoBeHb A)*

lMpoueaypbl CUCTEMDI
MEeHePKMEeHTa Ka4yecTBa

(YpoBeHb B)

Paboune MHCTPYKLUUM U ApYryue AOKYMEHThI
CUCTEMbl MEHEXKMEHTA KavyecTBa

(YposeHb C)

PucyHok 1 — Tunoeasa CTpyKTypa AOKYMEeHTaunn cCucTemMbl MEHEQXKMEHTa KadecTBa

YpoBeHb «A» ONUCbIBAET CUCTEMY MEHEMKMEHTA KA4YeCTBa B COOTBETCTBUN C 3aABNEHHBIMU MONTUTUKON U LLENAMU B
obnactnkavectsa (cM.4.314.4).

ypOBEHb «B» onucbiBaeT B3aMMOCBA3aHHbIE npoLecChbl N ACATENbHOCTD, HGOﬁXO,D,MMYI-O AnAd sHeapeHnd CUCTEMbI
MEHCOXMEHTA KA4ECTBA.

YpoBeHb «C» conepxmut noapodbHele padboyne AOKYMEHTHI.

[TpumMmedaHne
1 Yncno ypoBHEN nepapxmnyecKon CTPYKTYPbl yCTaHaBNUBAKT B COOTBETCTBUU C NOTPEOHOCTAMU OpraHn3aLun.
2 PopMbl MOTYT NCNONBL30BAaTLCA HA BCEX YPOBHAX CTPYKTYPHI.

* Ecnun pyKoBOACTBO MO KaYecTBY BKNOYAET B ceda NONUTUKY U Lenn B 0ONacTu KkayecTsa, TO B ONMcaHue ypoB-
HS «A» CTPYKTYPbl AOKYMEHTaLUNU CUCTEMblI MEHEKMEHTa KavecTBa OObIMHO BKNKOYAKT MONUTUKY B 0O6NacTu Ka4vecTsBa
n/unn uenu B obnacTtu KayecTsa.
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[MpunoxeHne B
(cnpaBo4HOE)

[MpumMep CTPYKTYPbI TEKCTa pabovYen MHCTPYKUUK

B.1 Pabouyaa MHCTpyKuMA No cTepunnsaumm MHCTPYMEHTOB

Homep Trv 2.6 HNata 15 ceHTAabpa 1997 roaa [MepecmoTp O

B.2 UHCTpyMeHThI, noanexaiwme YHUUTOXEHUIO

[TOMeCTUTE NMHCTPYMEHTLI, NoANeXalme YHUUTOXEHUKD (HanpumMep wnpuubl, UrMbl, HOXN N MHCTPYMEHTLI ANA yaa-
NEHUA HATOK), B cnelnanbHbli KOHTeNHep. KoHTenHep AoMmKeH BbITb YHUYTOXEH B COOTBETCTBUN C MPOrpamMmMon YHUYTOXKe-
HUA OTXOAO0B.

B.3 UHCTpyMeHThI, CTepunuayemMbie NyTemMm TepmMoodpadoTkn

B.3.1 BbITpuTe HaneT ¢ UHCTPYMEHTA, UICNONb3YSA CReLUanbHY YTUNN3NPYEMYIO TKaHb.

B.3.2 Onyctute nHCcTpymeHThl B 10 %-HbI pacTBop xnopa (1 aeunnnTp XNopupoBaHHOW XMAKOCTU N 9 AeumMnnuTpoB
BOAbl). PacTBOp AONXKEH 3aMeHATLCA ABaXXAbl B HEAENID.

B.3.3 BblaepXuUte NMHCTPYMEHTHI B )KUAKOCTN HE MeHee ABYX 4YacCoB.

B.3.4 BbIMONTE MHCTPYMEHTHLI LLETKOW, HaAEB 3aLlUUTHbIE NepYaTKN.

B.3.5 lNpononownTe 1 BbICYLLNTE UHCTPYMEHTLI.

B.3.6 MNpoBepbTe MCNpaBHOCTbL UHCTPYMEHTOB. [oBpeXAaeHHble MHCTPYMEHTbl AOMKHbI ObiTb OTMNpaBneHbl B
PEMOHT.

B.3.7 Ctepunusauuns B nakeTte

[TomeCcTuTe NHCTPYMEHTLI B TEPMOCTONKUWN NMaKeT.

3aluTUTE OCTPble Kpasi Mapnen.

CnoxuTe nakeT Tak, YTodbl OH CTan TYrMM U HENPOHULAEMbIM.

3anevyaTtanTte NnakeT TENNOCTOUKON NEHTOMWN.

[lpocTaBbTE AATY U YCTAHOBUTE UHAUKATOP TEMMNEpaTypbl.

[TonoXuUTe NakeT B ropsyyto neds U octasbTe Ha 30 MuH Npu TemnepaTtype 180° C.

MHCTPYMEHTBI MOTyT ObITb UCNONB30BaHbLI B TEHEHUE MecsILa Nocne CTeEPUnn3aLumn, eCnm oHU XpaHUNUCh B 3aneda-
TaHHOM AOMKHbIM OOpa30oM nakeTe.

B.3.8 Crepunusauus B METaNNMYECKOM KOHTENHEPE

[lomMecTUTe TEPMOCTOMKYIO TKaHb Ha AAHO KOHTelHepa Ans 3aWmTbl MHCTPYMEHTOB.
[ToMecTUTe MHCTPYMEHTBI Ha AAHO KOHTENHepa.

YCcTaHOBUTE B KOHTEMHEP MHAMKATOP TEeMNepaTyphbl.

OcTaBbTe KoHTelHep Ha 30 MuH npu TemnepaTtype 180 °C. [1Ba KOHTeNHepa AONXHbl MICMONBb30BATLCA MO oYepean
Yyepes AeHb.

B.4 Opyrve UHCTPYMeHTbI (Hanpumep OTOCKOMbI)
[TpOMOUTE UHCTPYMEHTBLI NOCNE NOMELLEHNA B XNOPHBLIU pacTBOp Ha 2 4.
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[MpunoxeHune C
(cnpaBo4HOe)

CBeaeHNA 0 COOTBETCTBMM HaUMOHaNbHbIX cTaHaapToB Poccunckon ®epepaumnmn
CCbITOYHbIM MeXAYHapPOAHbLIM CTaHAapTaM

Tadonuua C.1

Obo3HaYvYeHne CChIfNIOYHOro

Ob603Ha4YeHne U HaMMEHOBAHNUE COOTBETCTBYIOLLErO HaLUOHaNbHOro ctaHaapTa
MEXAyHapoaHOro ctaHgapTa

MCO 9000:2001 [OCT P MCO 9000—2001 Cuctembl meHeakMeHTa KadecTBa. OCHOBHbIE NONO-
>XeHUA 1 CNoBapb
NCO 9001:2000 [OCT P NCO 9001—2001 Cuctembl MeHeaKMeHTa KadvecTBa. TpeboBaHUS
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KnioyeBble cNoBa: CUCTEMbl MEHEXXKMEHTA KA4ECTBA, AOKYMEHTbI CUCTEMbI MEHEKMEHTA Ka4YeCTBa, NONUTK-
Ka B 0bnacTtu Kka4ecTBa, uenn B 06nacTtn Ka4ecTtea, PyKOBOACTBO NO Ka4eCTBY, AOKYMEHTUPOBaHHAA Npoueny-
pa, pabo4as MHCTPYKLUSA
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