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Mpeaucnosue

Llenv v npyHumnel ctaHaapTusaumm B Poccuiickon depepaumm yctaHoBneHbl deaepanbHbiM 3aKOHOM OT
27 pekabps 2002 r. Ne 184-d3 «O TeXHMYECKOM perynmpoBaHuvy, a NPaBuna NPUMEHEHNA HaLMOHArbHbIX
craHgaptoB Poccuiickon ®epepauvm — FOCT P 1.0—2004 «CraHpaptusaums B Poccuiickon deaepaumm.
OCHOBHbI€E NONOXeHNA»

CBepeHuA o cTaHpgapTe

1 NOArOTOBNEH OTkpbITbIM akuMOHEPHbIM 06LecTBOM «Hay4Ho-uccnenoBaTenbCkuin LEHTP KOH-
TPONSA W AMarHoCTUKKN TexHndecknx cuctem» (OAO «HUL K[ » ) n TexHnyecknm KOMMTETOM NO CTaHAAPTU3aLINN
TK 10 «[lepcnekTvBHblEé MPOU3BOACTBEHHbLIE TEXHOMOMMWU, MEHEMXXMEHT U OLEHKa PpUCKOB» HA OCHOBE
COBCTBEHHOrO ayTEHTUYHOrO NepeBoAa CTaHAapTa, YKa3aHHOro B NyHKTe 4

2 BHECEH YnpaBneHvuem pa3sutus, uHpopmaLMoHHOro obecneyeHns n akkpeautaumm denepanbHoro
areHTCTBa No TEXHMYECKOMY PerynnpoBaHuio U METPONOrnn

3 YTBEPXIEH W BBEAEH B AEMCTBUE MMpukaszom GenepanbHOro areHTCTBa no TEXHUYECKOMY
perynuposaHuio n MeTponorumn ot 31 oktabpsa 2007 r. Ne 282-ct

4 HacToawwmi ctaHaapT naeHTMYeH MexayHapoaHomy ctaHaapty MCO/TO 10013:2001 «PykosoacTeo
no AOKYMEHTUPOBAHMIO CUCTEMbl MeHemkMeHTa kadvectBa» (ISO/TR 10013:2001 «Guidelines for quality
management system documentation»).

HanmeHoBaHne HacToALEro cTaHAapTa U3MEHEHO OTHOCUTENBHO HAUMEHOBAHWNA YKa3aHHOro Mexay-
HapoaHOro cTaHgapTa ansa npueeaeHus B cootBetrcTeue ¢ FOCT P 1.5—2004 (nopgpaspen 3.5).

Mpun npMMmeHeHnn HacTOoSILLIErO cTaHAapTa PEKOMEHAYETCS UCMONb30BaTh BMECTO CCbINOYHbIX MeXAyHa-
POAHbLIX CTAHAAPTOB COOTBETCTBYIOLIME UM HALMOHANbHbIE CTaHAAPTbI, CBEAEHUA O KOTOPLIX NPUBEAEHL! B
[OMNONHUTENBHOM Npunoxexnun C

5 BBEJOEH BMNEPBbIE

UHgbopmayusi 06 usMeHeHusix K HacmosiueMy cmaHdapmy nybnukyemcsi 8 exe2o00H0 usdasaeMoM
UHGhOpMayUOHHOM yKa3amerne «HauuoHasbHble cmaHdapmbi», @ MeKCM U3MEHeHUU U 1onpasoK — 6 exXeMe-
CSIYHO U30asaeMbix UHGhOPMaUUOHHbLIX ykazamensax « HayuoHanebHele cmaH@apmei». B criydae nepecmompa
(3aMeHbI) unu ommMeHbl Hacmosiweeo cmaHOapma coomeemcemeyioujee yeedomneHue bydem onybnukosaHo
8 exeMecsiyHo u3dasaeMoM UHGHOPMAaUUOHHOM yKasamene «HayuoHaneHele cmaHdapmbi». Coomeemcm-
syroujas UHghopmayusi, yseGomMiieHue U MeKCmbl pasMewalomes makxe 6 UHghopMayluoHHOU cucmeme obuye-
20 r10/1b308aHus1 — Ha oghuyuansHoM calime ®edepanbHO20 azeHmemea 1o MexHUYEeCKOMY peaysiuposaruio
u Memposnoeauu 8 cemu UHmepHem

© CranpaptuHdopm, 2007

HacToswwmit ctTaHaapT He MOXeT GbITb NONHOCTLIO NN YACTUYHO BOCNPOU3BEEH, TUPaXXMPOBaH W pac-
NPOCTPaHeH B Ka4yeCcTBe OMLMANBLHOrO n3nanna 6es paspeweHna deaepanbHOro areHTCTBa Mo TEXHUYECKO-
MY PerynupoBaHuio U METPONOrMn
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BBegeHue

0O6a3aTenbHbIM TpeboBaHnem ctaHgapToB NCO cepun 9000 aBnseTca AOKYMEHTUPOBaHWE CUCTEMBI
MEHEKMEHTa Ka4eCTBa OpraHu3aumu.

Hacroawui ctaHaapT HanpaeneH Ha obecneyeHne NPOLLECCHOTO NOAX0AA Npy pa3paboTke M BHEAPEHWUM
CUCTEMbI MEHEAXXMEHTA Ka4eCTBa M yNy4LleHnn ee pe3ynbTaTUBHOCTH.

AnAa pe3ynbTaTMBHOrO (OYHKLUMOHMPOBAHMS OPraHn3auns AOMKHa UAEHTUNUMPOBaTL MHOFOYUCNEH-
Hbl€ B3aMMOCBA3aHHbIE BUAbl 1EATENbHOCTU M YNpaBnATb uMK. Iio6asa aeaTenbHOCTb OpraHn3aLmnm, B KOTOPON
MCNONb3YIOTCA PeCypChbl AnNA Npeobpa3soBaHna BXOAOB B BbIXOAbI, MOXET paccMaTpuBaThCs Kak npouece. Bxo-
AaMun OAHOTO NpoLecca OBbIMHO ABNAIOTCA BbIXOAbI APYIMX NPOLLECCOB.

Cucrematnyeckas uaeHTMMUKaUNMA N MEHEPKMEHT NPUMEHAEMbIX OpraHu3aumein npoleccoB, oGecne-
YeHune X B3aMMoaeMCTBMA MOXET paccMaTPUBATLCS Kak NPOLECCHbIM NoaxoA.

MpenmyLLECTBO NPOLECCHOro NOAX0Aa COCTONT B HENPEPLIBHOM YNPaBIeHUN KaK Ha CTbIKe OTAENbHbIX
NpOoLIECCOB B paMKax CMCTEMbI, TaK 1 NPU NX KOMOWUHaLWKN 1 B3aUMOAENCTBUN.

Mpyn AOKYMEHTUPOBAHUN CMCTEMbI MEHEAXKMEHTA KavecTBa OpraHn3aums MoOXeT onpeaenutb nioboe
4UCNO M COCTaB AOKYMEHTOB, HEOOX0AUMbIX ANA AEMOHCTPaLMN Pe3yNbTaTUBHOIO NNAaHUPOBaHUSA, (hyHKUMO-
HUPOBAHUA, YNPaBNEHNA U MOCTOAHHOTO YNYYLLIEHNA CUCTEMbI MEHEAXXKMEHTA KaYeCTBa 1 ee NPOLIECCOB.

XapakTep n creneHb AOKYMEHTUPOBAHNUA CUCTEMbI MEHEXKMEHTA KayecTBa 3aBUCAT OT 0COBeHHOoCTeN
opraHnsaumn. JlokyMeHTMpOBaHNe MOXET OXBaTblBaTb BCIO AEATENbHOCTb OPraHU3aLunmn nn oTaenbHble ee
acnekTbl. Hanpumep, TpeboBaHus, ycTaHaBnuBaeMble B 4OKYyMEHTaLMK, 3aBUCAT OT BUAA M XapakTepa NpoaykK-
LM M NPOLLECCOB, YCNOBUI KOHTPaKTa, YCTaHOBNEHHbIX 3aKOHOAATENbHbIX M 06A3aTeNbHbIX TPE6OBaHUN U T.N.

CopepxaHne AOKYMEHTOB CUCTEMbI MEHE)KMEHTA Ka4eCTBAa M YCTaHOBNEHHbIE B HEW TpeGoBaHNA NONX-
Hbl COOTBETCTBOBATbL CTaHAapTam B 06nacTu kadecTsa.

PykosoaaLme ykazaHUs HaCTOALWWEro CTaHAapTa NO AOKYMEHTUPOBAHWNIO CUCTEMbl MEHEDKMEHTA Kavec-
TBa NpeAHa3HaYeHbl 4NA NPUMEHEHNA OPraHN3aLMAMN M He MOTYT ObiTb MCMONb30BaHbI B KOHTPaKTaxX unn Ans
uenen ceptmdukaumn.

lMnaHvpoBaHue Ka4eCcTBa ABNAETCA OAHUM U3 OCHOBHbIX BUAOB AEATENbLHOCTN NP BHEAPEHUN CUCTEMBI
MeHEeKMEHTa KayecTBa. [JOKYMEHTbI NO NNAHMPOBAHMUIO KAYECTBa MOTYT pernameHTMpoBaTb NNaHNPOBaHue,
NOArOTOBKY K BHEAPEHWNIO CUCTEMbI MEHEAXKMEHTA KaYeCTBa, BKNIOYAA OPraHM3aLMOHHbIE MEPONPUATUA, rpa-
thvkmM BbINONHEHUs paboT M pecypcbl, HEOBXoAMMbIE ANA AOCTWXKEHUA Lienen B 06nacTu kavecTea.
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HALULMWOHANbHbBIA CTAHAAPT POCCUUCKOWN OSEOLEPALMUMN

MeHeoXXMEeHT opraHusauum

PYKOBOACTBO NO AOKYMEHTUPOBAHUIO CUCTEMbI MEHEDKMEHTA KAYECTBA

Organization management.
Guidelines for quality management system documentation

HdataBBepeHua — 2008—06—01

1 O6nacTb NpUMeHeHuUsA

Hacroswmi ctaHaapT coaepXuT pykoBoasLLME YKasaHUsA No pa3paboTke, BHEAPEHWIO M NOAAEPKEHUIO B
paboyeM COCTOSHUM ALOKYMEHTaLUMK, HeoBxoanMon Ansa obecneveHns pe3ynbTaTMBHOCTU CUCTEMbI MEHEX-
MeHTa KayecTBa 1 COOTBETCTBYIOLLEN NOTPEBGHOCTAM OpraHn3aLmm.

PykoBoasiLiune ykaszaHnst MOryT MOMOYb OPraHn3aumaM nNpu CO3AaHnn CUCTEMbI AOKYMEHTAaLMU, COOT-
BeTCTBYIOLLEN TpeboBaHMAM CTaHAAPTOB MO CUCTEME MeHeXKMEHTa KavecTBa.

HacTrosawuin cTaHaapT MOXeT MCNOMNb30BaTbhCA NPY AOKYMEHTUPOBAHUM HE TOMNbKO CUCTEM MEHEPKMEH-
TakayecTBa B COOTBETCTBUW C TpeGoBaHuaMN cTanaapToB MCO cepmmn 9000, HO M Npy AOKYMEHTUPOBaHWUM APY-
Mx CUCTEM MEHEIKMEHTa, HanpuMmep, CUCTEMbI 3KONOrMYECKOro MeHEeOXMEHTA, CUCTEMbl MEHEMKMeHTa
6e30nacHOCTU M OXpaHbl TpyAa.

MpwumedaHue— Ecnunpoueaypa AoKYMEHTUPOBaHE, HaCTO UCNONB3YIOT TEPMUH «AOKYMEHTUPOBAHHAA NPo-
Leaypan.

2 HopmaTuBHbIE€ CCbINKU

B HacToALeM cTaHaapTe CNONb30BaHbl HOPMATUBHbIE CCbINKWM HAa cneayowme CTaHaapTh:
MCO 9000:2005 Cuctembl MeHeKMeHTa kadecTBa. OCHOBHbIE NONOXEHNA N CNOBAPb
MCO 9001:2000 Cucrembl MeHegXXMeHTa kadecTsa. TpebGoBaHua

3 TepmuHbl U onpeaeneHus

B HacToSLWEM CTaHaapTe UCNONb3YIOTCA TEPMUHLI M onpeaenenna no UCO 9000, a Takke cneayto-
Wre TEePMMHbLI C COOTBETCTBYIOWIMMK onpeaeneHnaMu. [INa oTAenbHbIX BUAOB AOKYMEHTALUMWN CUCTEMbI
MEHEMKMEHTa KayecTBa A0NYCKAaeTCA NCNONb30BaHWe APYrMxX obLIENPUHATBIX TEPMUHOB.

3.1 pa6oumne nHcTpykumm (work instructions): Moapo6Hoe onncaHue NopAAKa BLINONHEHNA NOCTABNEH-
HbIX 3a4aHVI N BeaeHne 3anucemn No HUM.

MpumevyaHus

1 JokymeHTUpoBaHue paboumnx MHCTPYKLUIN He 06a3aTeNbHO.

2 K paboumm MHCTPYKLIMAM MOryT GbITb OTHECEHbI, HanpuMep NOACHUTENbLHbIE 3aNUCKKN, KAPTbl TEXHONOMMYECKoro
npouecca, nnaHbl, MOAENN, TEXHUYECKME 3anUCKU K YepTexam, TeXHUYECKUe yCnoBus, MHCTPYKUMM NO 3KcnnyaTaummn
o6opyanoBaHus, nnakartbl, BuaeomaTepuans U T.4. Paboune MHCTpyKUUM AOMKHBI cCoaepxaTh cBeaeHNUA 06 UCNoNb3yeMbix
Martepuanax, o6opyaoBaHun n aokymeHTauun. B cnyvae Heo6XoauMocTn B HUX MOTYT GbITb BKNIOYEHB! KPUTEPUN NPUEMKW.

3.2 cdopma (form): [lOKyMEHT, B KOTOPbI BHOCATCA AaHHbIE, HEOGXOAUMBIE ANA CUCTEMbI MEHEQXKMEHTA
KayecTea.

Mpumevanne— Mocne 3anonHeHuA cbopma CTaHOBUTCA 3aNnUChIO.

WznaHue odpuunansHoe
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4 [loKymMeHTauMA CUCTEeMbl MeHeAXKMeHTa KayecTBa

4.1 O6wune nonoxeHnA

Knaccugmkaums OKYMEHTaLUMN CUCTEMbI MEHEAXXMEHTa KayecTBa MOXET ObiTb MOCTPOEHa Ha OCHOBE
CTPYKTYpPbl MPOLECCOB OpPraHW3aummn, CTPYKTYpbl BHEAPAEMOro CTaHAapTa KayecTBa Mnn ux KomGuHaumm.
OpraHnzaums MOXeT UCMoNb30BaTb ApYyrue BMAbl knaccmdukauuin B COOTBETCTBMM CO CBOMMMN NOTPEGHOC-
TAMMWN.

CTpyKTypa B3auMoaeNCTBUA AOKYMEHTOB CUCTEMbI MEHEMKMEHTa KauecTBa MOXeT ObiTb nepapxuyec-
koi. MonobHas CTpyKTypa CnocoGCTBYET BHEAPEHMIO, NOAAEPXKAaHWIO B paboyeM COCTOSAHMM M Ny4LLeMY NOHWN-
MaHMWI0 NepcoHanoM TpeboBaHWii K AOKYMEHTaLMN CUCTEMbl MEHEMXXMEHTa KayecTBa. B npunoxenum A
npeacTaeneHa TMNoBasa CTPYKTypa B3auMOAENCTBUS IOKYMEHTOB CUCTEMbI MEHEDKMEHTa KavecTBa. Pa3pa-
G0TKa YPOBHEWN UepapXmMYecKoin CTPYKTYpPbl JOKYMEHTOB 3aBMCUT OT OCOGEHHOCTEN OpraHu3aLmm.

CTeneHb AOKYMEHTUPOBAHMSA CUCTEMbI MEHEIXKMEHTa KaYeCcTBa OpraHu3aLmm MOXeT pa3nuyaTtbCa B
3aBUCMMOCTM OT creayoLmnx hakTopoB:

a) pasmepa 1 BUOOB AeATEeNbHOCTU OpraHW3aLmm;

b) cnoxHocTn npoueccos 1 popM nx B3aMMOJeNCTBUS;

C) KOMNETEHTHOCTU NepPcoHana.

OnpepeneHna cucteMbl MEHeXXMEHTa Ka4eCTBa AOMKHbI COOTBETCTBOBATb TEPMWUHAM U onpeaeneHn-
am no MCO 9000 co ccbinkorn Ha 3TOT CTaHAAPT UK OBLLLENPUHATLIE TEPMUHBI M ONpeaeneHna.

CuncteMa MeHe)KMEHTa KayecTBa 06bIYHO BKMIOYaAET B ceba cneaylome AOKYMEHTbI:

a) NonMTKKY 1 Lenn B 06NacTy Ka4ecTsa;

b) pykoBoacTBO NO Ka4eCcTBY;

C) DOKYMEHTUPOBaHHbIe NpoLeaypbl;

d) paboune NHCTPyKLUMHK;

e) opmbi;

f) nnaHbl KayecTBa;

g) TeXHUYeckne yCrnoBus;

h) BHelHWe AOKYMEHTHI;

i) 3anucw.

[OKYMEHTbI CUCTEMbI MEHEKMEHTA KadeCcTBa MOryT ObITb NpeacTaBneHb! B NioGon chopme 1 Ha niobom
HocuTene.

MpumedyaHune — MpeumyliecTBaMu AOKYMEHTUPOBAHUS Ha SNIEKTPOHHBIX HOCUTENAX ABNAIOTCA CneaytoLme:
a) oBecneyeHmne NOCTOSHHOIO AOCTYMa YNONHOMOYEHHOro NepcoHana K akTyanuampoBaHHoN MHgopMauum;

b) nerkocTb NpeaocTaBneHns 4OCTYNa K AOKYMeHTaM, BHECEHUA B HUX U3MEHEHWI 1 YNIPaBNeHUs UMK,

C) BO3MOXHOCTb PaCrpOCTpaHeHUs JOKYMEHTOB W yNpaBneHus My nyTem pacneyaTki Konui (npm Heo6xoanuMocTH);
d) oBecneyeHune oocTyna K JOKYMeHTaM OTAaNeHHbIX NoapasaeneHui;

e) obecneyeHmne NPOCTOThI U Pe3yNbTaTUBHOCTU aHHYNUPOBAHMS YCTapEBLUMX AOKYMEHTOB.

4.2 Llenn n none3HoOCTb AOKYMEHTUPOBaHUA

[OKYMEHTUPOBaHNE CUCTEMbI MEHEXKMEHTA KaueCTBa NO3BONAET OCYLLECTBNATbL (MPY HEOGX0ANMOCTHU
CMUCOK MOXET ObITb AOMONHEH):

a) onucaHne cUCTEMbl MEHEAXXKMEHTA KayeCcTBa OpraHm3aLumu;

b) obecneyeHne HeobxoamMmon NHpopmaLmen B3aNMOAENCTBYIOLWMX NOApa3aAeneHUi C Lenbio ny4lle-
ro NOHMMaHUA B3aNMOCBA3EN MeXay HUMWK;

C) poBedeHwe A0 cBedeHUs NepcoHana 0653aTenbCTB CO CTOPOHbI PYKOBOACTBA B 06NacTU Ka4yecTsa;

d) copeinctene B obecneyeHnn ocBeAOMNEHHOCTU NepcoHana 06 akTyanbHOCTM U BaXHOCTK ero aes-
TENbHOCTY;

e) obecneyeHve B3aMMONOHUMaHNA MexXay NePCOHaNOM M PYKOBOACTBOM OpraHn3aumu;

f) obecneveHmne H6asbl AN BINONHEHMSA NOCTaBNEHHbIX LENew;

g) yCTaHOBneHue nopsaka BbiNONMHeHNs paboT Ans AOCTUXKEHNS YCTaHOBNEHHbIX Tpe6oBaHui;

h) o6ecneyeHne 0GbEKTUBHbLIX CBUAETENLCTB BLINONHEHUS YCTAHOBIEHHbIX TPEGOBaHWIA;

i) obecneyeHne YeTKOM 1 pe3ynbTaTUBHOW CTPYKTYPbI BbINOMHAEMbIX AENCTBUN;

j) oBecneveHue 6a3bl ANA NOArOTOBKM BHOBb HAHUMAEMOTO NEPCOHana u HeoB6XxoaNMoN NepenoaroTos-
KW BCEro nepcoHana opraHnaaLmm Yepes 3annaHmpoBaHHbie NHTepBanbl BpeMeHu;

k) oBecnedeHve Mep No yCTaHOBMEHMIO MOpAAKa N cOanaHCUPOBaHHOWN AeATENbHOCTU OpraHn3aLum,;

1) obecneyeHne nocneaoBaTENLHOCTY BbINOMHEHNA ONepaLunini Ha OCHOBE AOKYMEHTOB Mo NPOL,eccam;

m) obecneyeHne OCHOBbI ANA MOCTOAHHOTO YNyyLUeHNA AeATENbHOCTM OpraHn3aumm;
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Nn) NOBblILIEHNE AOBEPUA K OPraHM3aummn co CTOPOHbI NOTpebutenen Ha OCHOBE AOKYMEHTUPOBAHHbIX
npoueayp CUCTeMbl;

0) npepocTaBneHne 3aMHTEPECOBAHHBIM CTOPOHAM MHPOPMALIMN O BO3MOXHOCTAX OPraHn3aLmm;

p) obBecneveHne ACHON AN NOCTABLLMKOB CTPYKTYPbI TPeGoBaHMIA;

() co3aaHWe OCHOBbI AN NPOBEAEHNA ayanTa CUCTEMbI MEHEKMEHTa Ka4ecCTBa;

r) obecneveHe OCHOBbI ANS OLEHWBAHUS U MOCTOSAHHOW MOAAEPXKKN PE3yNbTaTUBHOCTN CUCTEMBI
MeHeAKMEHTa Ka4eCTBa B COOTBETCTBUM C YCTAHOBNEHHbIMM TpeBoBaHUAMM.

4.3 Monutuka n uenmu B o6nacTm xa4yecTea

Monutuka n Leny B o6nacTu KayecTBa A0MKHbI GblTb AOKYMEHTaNbHO 0(bopMneHbI B BUAE CaMOCTOS-
TeNbHbIX JOKYMEHTOB MNW BKMIOYEHBI B PYKOBOACTBO M0 Ka4eCTBY.

4.4 PykoBOACTBO NO Ka4yecTBY

4.4.1 O6wme nonoxeHmna

Kaxgasa opraHmsauma OomkHa paspaboTaTb CBOe PYKOBOACTBO MO kadectBy. Hactoswwmi ctaHpapT
ponyckaeT rubkuii noaxoa Npy onpeaeneHnm CTPYKTypbl, popmaTa, coaepxaHnsa unm MeToaos AOKYyMEHTUPO-
BaHUA CUCTEMbl MEHEXKMEHTA Ka4eCTBa OpraHm3auuu.

[ns HeGoNbLUNX OpraHM3aLuii B pYKOBOACTBO NO Ka4ecTBY Lienecoobpa3Ho BKMoYaTb NOMHOE ONUCaHNe
CMCTEMbl MEHE)KMEHTa Ka4eCcTBa CO BCeMU AOKYMEHTMPOBAaHHbLIMM npoLeaypamm, Tpebyembimn UCO 9001.
Ons KpynHbIX OpraHn3aunin MoXeT BbiTb pa3paboTaHO HECKONbKO PYKOBOACTB MO KavecTBy (Hanpumep, Ana
MEXAYHAPOAHOrO, HaUWOHANbLHOrO UM PErMOHANbHOIO HanpaBrneHWn OesTenbHOCTU opraHu3auun) n/vnm
MoXeT BbiTb co3aaHa Gonee crnoxHas nepapxmyeckas CTPyKTypa AOKYMEHTOB.

PykoBOACTBO N0 kKa4eCTBY IOMKHO COAEPXaTb 06NacTb NPUMEHEHNS CUCTEMbI MEHEPKMEHTA Ka4eCTBa,
060CHOBaHME U AeTanm NoBbIX UCKNIOYEHUIA, AOKYMEHTUPOBaHHbIE NPOLEAYPbl UMW CCbINKN Ha HAX, ONUcaHue
B3aNMOAEVCTBMA NPOLECCOB CUCTEMbI MEHE)KMEHTA Ka4eCTBa.

PykoBOACTBO NO Ka4yeCTBY AOMKHO BKMOYaTh B ceba MHopMaumio 06 opraHusaumm, B TOM Y1chne ee Hau-
MEHOBaHMWe, aapec M KOHTAKTHYI0 MHbopMaLmio. B pykoBoACTBe NO Ka4eCTBY MOXET ObiTb NpUBeAeHa Aonon-
HUTENbHaA MHOPMAaLMS, HAaNPUMEP HanpaerneHne AeATeNbHOCTU OpraHM3auun, CBeieHns O ee pa3mepe,
UCTOpUYECKan cnpaeka.

PykoBOACTBO MO Ka4eCTBY AOMKHO COAePXKaTb ANEMEHTbI, MPEAYCMOTPEHHbIE NyHKTaMn4.4.2—4.4.9, Ho
He 0053aTenbHO B ykasaHHOM Nopsiake.

4.4.2 HanmeHoBaHHWe M 06NacTb NPUMEHEHUA

B HavmMeHOBaHWM W/Mnn 06NacTn NPUMEHEHNA PYKOBOACTBA NO Ka4eCTBY cneayeT ykas3bliBaTb OpraHn3a-
LMo, KOTOpas GyaeT ero NPUMeHsTb. B pykoBoACTBE NO KAa4eCTBY A0MKHA ObiTb CAenaHa CCbifnka Ha CTaHaapT,
Ha OCHOBE KOTOPOro pa3pabaTtbiBaeTcs CUCTEMa MEHEMKMEHTa Ka4yecTBa.

4.4.3 CopepxaHne pyKoBOACTBa NO Ka4eCTBY

B conepxaHnm pykoBOACTBaA NO Ka4eCcTBY crneayeT yKa3biBaTb HOMEPa, HAMMEHOBAHWA BCEX Pa3aenos n
HOMepa CTpaHuL, Ha KOTOPbIX 3TN pa3aenbl PacnonoXeHbl.

4.4.4 PaccMoTpeHue, yTBepKaeHue 1 nepecmoTp

PykoBOACTBO MO Ka4ecTBY AOMKHO COAEePXaTb TOYHbIE CBEAEHNA O ero CTaTyce, AaTax PacCMOTPEHNs,
yTBEPXKOEHNA N NEPECMOTpPa.

Mpun HeO6GXOAMMOCTU XapaKTep N3MEHEHWI YKa3blBalOT B PYKOBOACTBE MO Ka4eCTBY MNU €ro NpUNoXxe-
HUAX.

4.4.5 MNMonuTuka v uenu B o6nacT ka4yecTBa

PykoBOACTBO NO kKa4eCcTBY AOMKHO BKNOYATL B ce6A NONWTHKY 1 Lieny B 06nacTn ka4ecTBa Unu CCbiNky Ha
HMX. PellieHne 0 BKNIOYEHNM NONUTUKN M/UNK Lienei B 06NacTv kauecTsa B PyKOBOACTBO MO Ka4eCTBY NPUHUMa-
€T BbICLLIEE PYKOBOACTBO OpraHnsaumu. NMokasatenum pe3ynbTaTMBHOCTU BbINONHEHNS Lienen MoryT GbiTb BKNIO-
YeHbl B Apyrne AOKYMEHTbI CUCTEMbl MEHE)KMEHTa KauecTBa opraHmnsaumu. MNMonutuka B obnactm ka4ecTsa
[OnMXHa cogepxaTb 06a3aTenbCTBa COOTBETCTBUA YCTaHOBNEHHLIM TPEGOBAHNAM M NOCTOSHHOTO NOBLILLEHNS
Pe3ynbTatTUBHOCTU CUCTEMbI MEHEXKMEHTA Ka4eCTBa.

Llenn B o6nactu ka4ecTBa OCHOBaHbI Ha NONUTUKE OpraHU3aumnm B 06nacTn Ka4yecTsa u AOMKHbI ObiTb
focTmxkmmbimMK. Llenn B o6nactu kavectsa opraHnsaumm, NpeacTaBneHHble B KONUYECTBEHHOM BbiPaXXeHnn,
CTaHOBATCA NOKasaTenaMn 1 AOIMKHbl U3BMEPATLCA.

4.4.6 OpraHu3auuoHHas CTPyKTypa, OTBEeTCTBEHHOCTb M MOAIHOMOYNA

B pykoBoacTBe no kayecTBy AOMKHa GbiTb NMpUBEAEHa CTPYKTypa opraHmnsaunn. OTBETCTBEHHOCTD,
NMONHOMOYMSA U B3aMMOAENCTBUA MOryT GbiTb NPUBEAEHbI B OPraHM3aLMOHHBIX CXeMax, KapTax npoueccos
n/mnu pabounx MHCTPYKUMAX. DTN AOKYMEHTbI MOTYT BbITb BKMIOYEHbI B COCTaB PYKOBOACTBA NO KaYeCTBy MNK
Ha HUX AOMXKHbI GbiTb CAeNaHbl CCbINKM.

4.4.7 Ccbinku

PykoBOACTBO No KaYECTBY AOMKHO COAEPXaTb NepeyeHb OKYMEHTOB, Ha KOTOPbIE AEeNaIOTCA CChINKN.
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4.4.8 Onncanne cucTeMbl MeHeAXXMeHTa KayecTBa

PykoBOACTBO NO KAYeCTBY AOMKHO COAepKaTb ONUCAHNE CUCTEMbI MEHEAXKMEHTA Ka4eCTBa U ee NpuMe-
HEHVA B OpraHn3aumm, a Takke onMcaHune NpoLeccoB U UX B3auMoaencTena. B pykoBoacTBO Mo Ka4eCTBY AONXK-
Hb! BbITb TaKOKE BKNIOYEHbI OKYMEHTMPOBAHHbIE NPOLLEAYPbI MU CCHINKN HA HUX.

OpraHnsaums AomkHa AOKYMEHTMPOBaTb CUCTEMY MEHEMKMEHTA kavyecTBa nMMBo B COOTBETCTBUM CO
CBOMMM Mpoueccamu, NMBoO B COOTBETCTBUM CO CTPYKTYPOW BblbpaHHOro craHpgapta, nvbo B niobow nHowm
nocneaoBaTenbHOCTU, COOTBETCTBYIOWEN NOTPEOHOCTAM OpraHu3aumn.

Llenecoo6pa3Ho MCnonb3oBaTh NEPEKPECTHLIE CCbINKM MeXAY BbiGPaHHLIM CTaHAAPTOM U PYKOBOA-
CTBOM MO Ka4eCTBY.

B pykoBOACTBe N0 Ka4eCTBY A0MKHbI GbiTb YKa3aHbl NPUMEHSEMbIe OpraHu3aLmein MeToabl Ans BbINOM-
HEHWs NONUTUKKM U Lienew B 06nacTu kayecTea.

4.4.9 MpunoxeHus

PykoBOACTBO NO Ka4eCTBY MOXET BKMIOYaTh B Ce0S NPUMNOXEHNA, coaepXKaLlme CnpaBoyHyIo MHopma-
uuto.

4.5 [lokyMmeHTUpOBaHHbIe Npoueaypbl

4.5.1 Ctpykrypam chopmar

CTpyKkTypa 1 hopmaTt AOKYMEHTUPOBAHHbLIX Mpoueayp (Ha GYMaXHOM MM SNEKTPOHHOM HOCUTENAX)
DOMKHbI ObITb NPeACcTaBNeHbl OpraHM3auunen B BUAEe TEKCTOB, CXeM, KapT NPoLeccoB, Tabnuu, nx kombuHauum
11 B ApYron npmemnemon popmMe B 3aBUCUMOCTM OT NOTPe6HOCTEN opraHn3aummn. [lokyMeHTMpOBaHHas Npo-
Leaypa AomkHa coaepxatb HeobxoanMyto nHpopmaumio (CM. 4.5.2) 1 MeTb YHUKanNbHYI0 nAEHTUMUKALMIO
Ans obecnevyeHns NPOCNEXMBAEMOCTH.

B AoKyMeHTUPOBaHHbIX NpoLieAypax MOryT ObITb CAenaHbl CCbINKM Ha paboyune MHCTPYKLMK, onpeaensio-
Lne nopsaokK BbIMONHEHUs paboT. [loKyMeHTUpOBaHHble Npoueaypbl 06bIYHO OMUCLIBAIOT AEATENbHOCTb,
BKIIOYAIOLLY0 B Ce6A HECKONBKO hyHKLIMIA, B TO BpEMSA Kak paboune MHCTPYKLMM OObIYHO OTHOCATCS K 3aAaHUAM
B pamKax OfHON PYHKLMN.

4.5.2 CopmepxaHue

4.5.2.1 HanmeHoBaHune

HavnmeHoBaHWe AOMKHO YeTKO NAeHTUMLMPOBATL AOKYMEHTMPOBAHHYIO NpoLEeaypy.

4.5.2.2 Uenb

Llenb pa3paboTkn 1 CNONb3oBaHWA AOKYMEHTUPOBaHHOW NpoLieaypbl AOMXKHA ObiTb 4ETKO naeHTUU-
LMpOBaHa.

4.5.2.3 O6nacTb NpMMeHeHNA

Opranmnzaums aomkHa onucatb obnactb NPUMEHEHWs AOKYMEHTUMPOBAHHOW npoueaypbl, BKNOYas
ob6ocHoBaHne 1 Noapo6Hoe onncaHne Nobbix caenaHHbIX UCKMIOYEHNIA.

4.5.2.4 OTBETCTBEHHOCTb M MOMTHOMOYUSA

OpraHun3zauus aomkHa naeHTUULMPOBaTbL OTBETCTBEHHOCTL U MOMHOMOYMA M/MNKN (hYHKUUOHANBHbIE
06a3aHHOCTU NepcoHana, a Takke B3avMOCBA3b NepcoHana ¢ NpoLeccamm 1 AeCTBUAMIN, BXOAALMMM B NPO-
Leaypy. OTBETCTBEHHOCTb M MOMHOMO4YMA MOTYT GbiTb NPEACTABNEHb B BUAE KapThl NPOLECca NN TekcTa.

4.5.2.5 Onncanne BMOOB AeATENbHOCTU

YpoBeHb AeTann3aLnm AOKYMEHTOB 3aBUCUT OT CNOXHOCTM BMAa AeATENbHOCTU, UCNONb3YeMbIX METO-
[0B, YPOBHS kBanncnKaLmm U NoAroTOBKM NepcoHana, HeobxoanMbIX ANs BbINoNHeHUA paboT. Hesasncumo ot
YPOBHS NPY ONUCaHNM BUOOB AeATENbHOCTN A0MKHbI ObITb paCCMOTPEHbI CreayoLImMe acneKTbi:

a) onpepfeneHve NoTpebHOCTEN OpraHn3aLUmm, ee NoTpebuTenei  NOCTaBLLMKOB;

b) npencrtaeneHne NpoLEeCcCcoB B BUAE TEKCTa U/MNK KapT NpoLiecca No BUaaM AeATENbHOCTY;

) onpeaeneHne Heob6xoaUMbIX PaboT 1 pacnpeaeneHne OTBETCTBEHHOCTH, Ha3HauYeHWe OTBETCTBEH-
HbIX NNL, PaMKN NX (PYHKLIMOHANbHBIX 0653aHHOCTEN, Lienv, MecTo, BPeMs 1 CNocos BbIMONMHEHUS 3TUX paboT;

d) onucaHue ynpaeneHuns npoueccamm n UAEHTUPULMPOBaHHLIMU BUAAMM AEATENBHOCTH;

e) onpenenexune notTpebHOCTel B pecypcax, He0OX0AMMbIX ANSA BbINONHEHWS YCTAHOBNEHHON AEATENb-
HoCTU (NoTpebHOCTL B NepcoHane, 06yyeHun, 06opyaoBaHUm M MaTepuanax);

f) onpeaeneHne QOKYMEHTOB, pernaMeHTMPYIOLNX AaHHbIA BUA AEATENBHOCTH;

g) onpeaeneHve BXoAa v BbIX0Aa NPOLECCOB;

h) onpeneneHve Heo6Xxo0QNMbIX U3MEPEHNIA.

OpraHnsaums MOXeT NPVHATL pelleHne O LienecoobpasHOCTH BKNIOHEHWA YacTH NPUBEAEHHON Bbille
nHgopMaLmm B paboune MHCTPYKLMW.

4.5.2.6 TpeboBaHusA K 3anNMcsmM

BeneHwue 3anuceii no Buay AeATENbHOCTH, YCTAHOBNEHHOMY B AOKYMEHTUPOBAaHHOM NpoLieaype, A0MKHO
6bITb ONMCAHO B pasgene «3anucn» nu B Apyrom pasgene paboden MHCTPYKUuN. OpraHnsaums OMKHa ycTa-
HOBWTL (hOPMbl BEAEHUSA 3aNNCEN, YKa3aTb Cnocobbl X 3aNONHEHNA, PErMCTPaLNM U XpaHEHWS.
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4.5.2.7 TMpunoxeHus

J[lokyMeHTMpoBaHHasA npoLeaypa MOXeT BKMoYaTh B ceba NpUnoxeHus, cogepxalume BCnoMoraTenb-
HYt0 MHOpMaLMIo (Tabnnubl, Anarpammbl, KapTbl IPOLECCOB, CXEMbl M HOPMbI).

4.5.3 PaccmoTpeHue, yTBepXaeHue n nepecMmoTp

[lokyMeHTMpOoBaHHasA NpoLenypa AOMKHa coaepXaTb CBeAEHNA O CBOEM cTaTyce, AaTaX paCCMOTPEHNS,
yTBEPXKAEHNS N NEPECMOTPA.

4.5.4 OnpepeneHne U3aMeHeHUN

Mpy He06X0AMMOCTM XapakTep N3MeHEHWI AOMKeH BbiTb yka3aH B AOKYMEHTMPOBAHHOW NpoLeaype unm
NPUNOXEHNAX K HEWN.

4.6 PaGouune MHCTpyKUuumn

4.6.1 CtpykTypaun chopmar

Pabo4ne MHCTPYKLMM DOMKHBI paspabaTtbiBaTbCA U NOAAEPXUBATLCA B paboyeM COCTOSSHUM, 3TO HEOO-
XOOMMO AN BCEX BbINOMHAEMbIX paboT, Ha KOTOPbIE OTCYTCTBME PaboUuMX MHCTPYKLMIA MOXET NOBMNATL OTPU-
uaTtenbHo. OpraHn3aums MOXET UCNONb30BaTh PasnUUHbie METOAbI pa3paboTku u NpeacTaBneHns paboumx
NHCTPYKLMNA.

Pa6oume MHCTPYKLMM AOMKHBI UMETb HAMMEHOBAHWE U YHUKanNbHbIN AeHTUVKALMOHHBIN HOMep Ans
0603HaveHnn (cm. 4.6.4).

CTpykTYpa, hOpMaT 1 YPOBEHL AeTanv3aLum paboumnx MHCTPYKLUMIA AOMKHLI COOTBETCTBOBATbL NOTPE6-
HOCTAM MEepcoHana OpraHn3aLmnn 1 3aBUCETb OT CMOXHOCTU BbIMONMHAEMbIX PaboT, NPUMeEHAEMbIX METOAOB,
YPOBHSI NOAroTOBKYM, KBanvrKaLmm 1 HaBbIKOB NepcoHana.

CTpyKTYpa paboumx MHCTPYKLMIN MOXET OTNMUYATBLCA OT CTPYKTYPbI IOKYMEHTMPOBaHHbIX NpoLeayp.

Paboure MHCTPYKLWMX MOTYT ObiTb BKMIOYEHBI B OKYMEHTMPOBaHHbIE NPOLEeAYPbl MW HA HUX JOMKHA
6bITb CAenaHa Cebirka.

4.6.2 CopepxaHue pabounx UHCTPYKLUIA

B pabounx MHCTPYKUMSAX creayeT yka3blBaTb OTBETCTBEHHbIE YYaCTKU AeATENbHOCTU OpraHmnsauvm. B
paboumx MHCTPYKLMAX cneayeT nsberatb M3NMLLHEN AeTann3aumnn, KOTOpas He NPUBOAUT K YNYYLIEHWIO yNpas-
neHns AeATenbHOCTbIO opraHnsaumn. MoaroToBka M NEpPenoaroToBka nepcoHana MoXeT CHU3UTL NoTpes-
HOCTb B AeTann3aumm paboumx MHCTPYKLMIA, NPY YCNOBUM, YTO BOBMEUYEHHbIN NEPCOHaN A0MKEH NONYYaTb BCIO
HeobxoanMyto MHOPMaLMIO ANA NPaBUNBHOTO BbINONHEHUA paboTbl.

4.6.3 Buabl pabounx MHCTPYKLMA

Hactoawuin ctaHpapT He ycraHaBnuBaeT obwmx TpebGoBaHui K CTPyKType unu cdopMaty paboumx
MHCTPYKLMIA, OQHAKO 0ObIMHO OHM AOMXHbI COAEPXKaTb LEnu U 06NacTb NPUMEHEHNS BLINONMHAEMbIX paboT
3apay. Kpome Toro, Ha pabo4mne UHCTPYKLMN AOMKHbI GbiTh CAENaHbI CChINKU B COOTBETCTBYIOLLMX JOKYMEHTH-
pOBaHHbIX MpoLeaypax.

B nio6om cnyyae B paboynx MHCTPYKUMSIX AOMKHA BbiTh YKasaHa NocnefoBaTenbHOCTb BbIMOMHEHUS
onepaumii, KOTopasa TOYHO OTPAXaeT YCTaHOBMNEHHbIe TpeboBaHMS U COOTBETCTBYIOLLYIO AeATeNnbHOCTL. Bo
nsbexxaHne HeAOMOHMMAaHMSA N HETOYMHOCTEN criegyeT YCTaHOBWUTL onpeaerneHHbin hopMaTt unm CTpyKTypy
pPabounx MHCTPYKUMIA N NPUAEPKUBATLCS MX.

Mpumep paboyen MHCTPYKLMM NPUBEAEH B NPUNoXeHun B.

4.6.4 PaccMoTpeHue, yTBepKaeHue U nepecmoTp

Opranunsaums gomkHa obecnednTb TOYHbIE CBEAEHNA O CTAaTyCE U AaTe PaCCMOTPEHNUS, YTBEPKAEHNA N
nepecmoTpa pabounx MHCTPYKLMIA,

4.6.5 TpeGoBaHMA K 3aNNUCAM

TpeboBaHUs K 3aMMCAM, OTHOCALLMMCS K pabouei MHCTPYKUUK (rae STO NPUMEHUMO), A0MKHbI GbITb NPK-
BeAeHbl B OOHOM U3 pa3fenos ee paboyein MHCTPYKLUMN. MrHUMarnbHble TPeGOBaHNS K 3aNUCAM YCTaHOBAEHb!
ctanHpaptom ICO 9001. OpraHnsaLma fonXKHa YCTaHOBUTL CMOCOG bl BeAEHUS, PErMCTPaLIMU U XPaHEHUA 3ann-
cevi n paspaboTaTtb (hopMbl ANA 38MNONHEHUS.

4.6.6 UpgeHTudukauna nameHeHUN

Mpy He06X0ANMOCTH XapaKTep N3MEHEHWUI AOMKEH ObITb yKa3aH B paboyel MHCTPYKLMM UNn NpUnoxe-
HUAX K HEN.

4.7 ®opMbl

Ona sanncn AaHHbIX, HeOBXOAMMbIX ANA MOATBEPKOEHWS COOTBETCTBUA TpebGoBaHWAM CUCTEMBI
MeHeAXMeHTa Ka4ecTBa, OpraHu3aLmna AomkHa paspaboTaTb M BECTH cnieumanbHble hopmbl. Kaxaas opma
opraHusaumnm AoMKHa UMeTb HaMMEHOBaHKNE, MAEHTNPUKALMOHHbIN HOMEP, hamMnnnn NULL, OTBETCTBEHHbIX 33
nepecMoTp 1 AaTy nepecMotpa. Ecnn doopmbl NnprBoasTCS B NPUNOKEHNSAX K PYKOBOACTBY N0 KAYECTBY, AOKY-
MEHTMPOBAHHbLIM NpoLieaypamM n/mnm pabounm MHCTPYKLMAM, TO Ha HUX AOMXHbI GblTb CAENaHbI CChIMKW.
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4.8 MnaHbl NO KayecTBY

MnaH No Ka4eCTBY ABNAETCA YaCTbIO AOKYMEHTALMMN CUCTEMbI MEHEDKMEHTA KavecTsa nnu Apyrux nna-
HOB W/VNN NPOrpaMM OpraHM3auun.

MnaH No KaYeCTBY MCMONb3YIOT B AOKYMEHTUPOBAHHOW CUCTEME MEHEeXKMEHTa Ka4eCTBa OpraHn3aLmm
AN yCTaHOBNEHNA NOPAAKA NPUMEHEHNA CUCTEMbI Ka4eCTBa B KOHKPETHOM cuTyaumn. [naH no kayecTey naeH-
™TMdUUMPYET 1 AOKYMEHTUPYET CNOCOD BLINONHEHNS OPraHU3aLmMei YHUKanbHbIX TPEGOBaHWUIA K NpoayKUmMW,
npoLeccy, NPOeKTy Unun ocobbix TpeGoBaHNI KOHTPaKTa.

OpraHn3aums orKHa onpeaenvTb 06NacTb NPYMEHEHUs NNaHa no kadecTsy. MNNaH No Ka4yecTBy MOXeT
BKNIOYaTb B ce65 yHMKanbHble Npoueaypbl, paboyune UHCTPYKLMM W/nnu 3anucu.

4.9 TexHnuyeckue ycnosuma

TexHn4eckune ycnosma ABNAIOTCA AOKYMEHTOM, yCTaHaBNuBaoLMm TpeboBaHua. Hactosawmin ctaHaapt
He paccmaTpuBaeT 3TOT BUA IOKYMEHTOB, TaK Kak OH OAMHAKOB AN niobon npoayKumn 1 Niobon opraHnsaumn.

4.10 BHelHne AOKYMEHTbI

OpraHn3aums AoMmKHa MCNONb30BaThb BHELUHWE IOKYMEHTbI U YCTaHOBUTbL METOAbI YNPaBMNeHUa UMN B
pamkKax cMCTeMbl MEHeAXMEHTa kadecTsa. [prMepaMm Takux AOKYMEHTOB ABNSAIOTCA YEPTEXM NoTpebutenei,
TeXHUYEeCKNe YCNoBusl, 3akoHoAaTenbHble M 06a3aTenbHble TpeboBaHus, CTaHAAPTbI, KOAEKChI U PYKOBOACTBA
no aKcnnyaTauun.

4.11 3anucwu

3anucu, ycTaHOBMEHHble CUCTEMON MEHEAKMEHTa KavecTBa, He06X0ANMbI ANA NpeaoCTaBNeHns cenae-
TenbCTB pPe3ynbTaTMBHOCTM AeATENbHOCTH, YCTAHOBNEHHOW B AOKYMEHTUPOBaHHbIX Npoueaypax n paboumx
MHCTPYKLMAX. 3anmcn AoMmkHbI 06ecnevnBaTs CBUAETENLCTBA COOTBETCTBUSA TPEOOBAHUAM CUCTEMbI MEHEX-
MeHTa Ka4eCTBa M YCTAHOBNEHHbIM Tpe6oBaHWAM K npoaykuun. OTBETCTBEHHOCTb 33 BeAEHMe 3anncen
[OMKHa 6biTb YCTaHOBMNEHA B AOKYMEHTaX CUCTEMbl MEHEKMEHTa KauecTBa.

NMpuMedaHue — OB6bIMHO 3aNMCH HE NEPECMATPUBAIOTCS.

5 lMpouecc noaroToBKU AOKYMEHTOB CUCTeMbl MEHeKMeHTa KayeCcTBa

5.1 OTBeTCTBEHHOCTb 3a NOArOTOBKY JOKYMEHTOB

[OKYMEHTbI CUCTEMbI MEHEPKMEHTA Ka4€eCTBa AOIKHbI GbiThb pa3paboTaHbl NEPCOHANOM, BOBMEYEHHbLIM
B NPOLIECChI M BbINONHSAEMYIO AEATENbHOCTb. ITO HeobxoaAMMO AnA obecnevYeHns BOBNEYEHHOCTU U 3anHTEpe-
COBaHHOCTV NepcoHana, a Takke nyyllero NOHMMaHWUsA NePCOHaNoM YCTaHOBNEHHbIX TPeboBaHNI.

AHanuns 1 0TMeHa (Npn He0HX0AUMOCTH) CYLLIECTBYIOLLIMX B OPraHN3aLmmn AOKYMEHTOB, a Takke MCMOoNb3y-
€MblX CCbINOK MOXET 3Ha4YMTENbHO COKPaTUTh CPOKM pa3paboTkn AOKYMEHTOB CUCTEMbl MEHE)KMEHTA KavecCT-
Ba. Kpome T0Oro, aHanus oefcTBYIOLLIMX JOKYMEHTOB MOXET MOMOYb OPraHn3aLmn BbisBUTbL 06NacTn HeCooT-
BETCTBUM B CUCTEME MEHEKMEHTA KaYeCcTBa ANA YCTPAHEHNA KOTOPbIX AOMKHBI OblTb BHECEHDBI B JOKYMEHTbI
HeobXoaMMble M3MEeHEHUS.

5.2 MNopAaaok NoAroToBKU AOKYMEHTOB CUCTEMbI MEHE)KMEHTA KauyecTBa

OpraHusauun, BHeapsiowMe WNWM NNaHUpyiolmue BHEAPEHWe CUCTEMbI MEHEDKMEHTa KavecTBsa,
OOMXKHbI:

a) onpegenuTb NpPoLEecchl, HeobXxoanMMble ANs pe3ynbTaTUBHOTO BHEAPEHNSA CUCTEMbI MEHEXKMEHTA
KayecTBa;

b) onpeaenuTb NocnenoBaTeNbHOCTL M B3aUMOAENCTBUE 3TUX NPOLLECCOB;

C) AOKYMEHTMPOBATb NPOLECChl, HACKOMNbKO 3TO HEO6X0ANMMO, ANA 0becneveHns ux pe3yrnLTaTMBHONO
(OYHKUMOHNPOBaAHNS U YNPaBeHUs.

Ha ocHoOBe aHanM3a npoLeccoB OpraHM3aums [OMKHa onpeaenuTb Heo6xoaNMOe YMCIO AOKYMEHTOB
CUCTEMbl MEHEeKMEHTa KadecTBa. [JoKyMeHTUPOBaHWUE He A0MNXKHO ObiTb CaMoLENbIO.

MocnepoBaTenbHOCTL NOAFOTOBKM AOKYMEHTALMMN CUCTEMbI MEHEAXKMEHTA KayeCTBa, B COOTBETCTBUN C
nepapxm4ecKkon CTPyKTYpOK, NPUBEAEHHOW B NPUIOXEHUMU A, He ABNAETCA 06Aa3aTenbHON, Tak Kak AOKYMEHTU-
poBaHHble npoLeaypbl M paboyne MHCTPYKLUMKU YacTo pa3pabaTbiBaloT A0 BbiNyCKa PYKOBOACTBA NO Ka4EeCTBY.

Hwxe npuBeaeHbl NpyMepbl AENCTBUA OPraHn3aumm No AOKYMEHTUPOBAHUIO CUCTEMbI MEHEAXMEHTA
KaJecTBa:

a) onpeaeneHne nepeyHs JOKYMEHTOB CUCTEMbI MEHEKMEHTA KayecTBa, HEODXOANMbIX B COOTBET-
cTBUM ¢ TpeboBaHNAMM BbIOPaHHOrO OpraHu3aLmen cTaHaapTa,;

b) cOop AaHHbIX 0 AeCTBYIOLWEN CUCTEME MEHEKMEHTA KAYEeCTBA M NPOLLECCaX C MOMOLLbIO aHKETMPO-
BaHWA UM UHTEPBLIO;

C) onpepeneHne NepeyHa AOKYMEHTOB AENCTBYIOLLEN CUCTEMbI MEHEAXKMEHTA KaueCTBa C Lenbio onpe-
AeneHns BO3MOXHOCTU €€ UCTIONb30BaHUS;
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d) opraHusauma obyyeHns nepcoHana, 3aHATOro paspaboTkoM AOKYMEHTOB; nporpamma obyueHus
DOMKHA BKNIOYUTL NOPAAOK AOKYMEHTUPOBAHUSA, M3ydeHune TpeboBaHnin CTaHAapTOB CUCTEMbI MEHEXKMEHTA
KavecTBa Umnm apyrux Heo6XoaAMMbIX TPeGOBaHWIA;

€) opraHv3auma 3anpoca U NONY4YeHNA AONONHUTENbHBIX AOKYMEHTOB M CCbINOYHbIX JOKYMEHTOB M3
PYHKLUMOHAMNbHBIX NoApasaeneHui;

f) onpepeneHune CTpykTYpbl M hopMaTta paspabarTbiBaeMbix 4OKYMEHTOB;

g) pa3paboTka CTPYKTYPHOWM CxeMbl (KapT) NpoueccoB, Ha KOTOPble PacnpOCTPaHAeTCa cucTeMa
MeHeKMeHTa KayecTsa (cM. npunoxenue B);

h) npoBeaeHne aHanuaa 6NoOK-CxeMbl U KAPT NPOLLECCOB U BHEAPEHNE BO3MOXHbIX YNy4LLEHUHA;

i} Banngauna AOKYMEHTOB MO pe3yNbTaTaM ONbITHOrO BHEAPEHUS;

j) Ucnonb3oBaHue nOGbIX NpuemMnemMbiX ANS OpPraHW3auMn MeToaoB AOKYMEHTMPOBaHUS CUCTEMbI
MeHe)KMEHTA Ka4eCTBa,;

k) paccMmoTpeHue n yTBepxaeHne AOKYMEHTOB A0 UX BbINyCKa.

5.3 Ucnonb3oBaHue CCbINOK

Mpun HeO6XOAMMOCTH 1 B LLENAX OrpaHNYEeHNs Yucna AOKYMEHTOB cneayeT BKNoYaTh CChIMKU Ha AENCT-
BYlOLUME OOLLENPVHATLIE CTAHAAPTHI NK APYrve AOCTYNHbIE NONb30BaTENAM AOKYMEHTbLI CUCTEMbI MEHEXK-
MEHTa Ka4yecTBa.

Mpu pazpaboTke AOKYMEHTOB CUCTEMbI MEHEPKMEHTA Ka4eCTBa (B TOM YMCre NPy UCMOMNb30BaHUN CCbl-
nokK) cneayet npeaycMaTpuBaTh BO3MOXHOCTb UBMEHEHNA AOKYMEHTOB, Ha KOTOpbIE AenaloTcA cebinku. Peko-
MEHAOYETCA COCTaABNATb TEKCT AOKYMEHTOB TakuM 06pa3oM, 4ToObl COKpaTMTL HE0OX0AMMOCTL NEPEeCMoTpa
paspabaTbiBaeMoro AOKYMEHTa NP NEPECMOTPE CCbINOYHbIX AOKYMEHTOB.

6 Mpouecc yTBepKAeHUA, BbIMyCKa U YNPaBNeHUst AOKYMEHTaMU CUCTEMbI
MeHeQ)KMEHTa KauyecTBa

6.1 PaccMoTpeHue n yTBepxaeHue

[0 BbinycKa AOKYMEHTbI AOMXKHbI MOCTYMUTb HA PACCMOTPEHNE YNONHOMOYEHHBIM NNLIAM OPFraHn3aumnn ¢
Lienbo KOHTPOMNA ACHOCTU, TOYHOCTM U NPaBUIbHOCTMN UX M3NOXEHWUA U NOCTPOEHUA. YToObl y4eCTb CNOXUBLLY-
0CS B OpraHm3aumm NpakTuky, npeanonaraeMblie Nonb3oBaTenm Takke A0MKHbI UMETb BO3MOXHOCTb O3HAKO-
MWTBECA C AOKYMEHTaMU W MpeACTaBUTb CBOM 3amevaHusl. Bbinyckaemble AOKYMEHTbI AOMKHbI GbiTb
yTBEPXAEeHbl OTBETCTBEHHbLIMM 33 MX BHeapeHWe nuuaMun. Ha kaxxaoM ak3emMnnape A0MKHO ObiTh NpocTasne-
HO pa3peLueHune Ha BbiNycK. CBeAeHWs 0 npoLeaype yTBepXAeHns AOKYMEHTa AOMKHbI COXPaHATLCS.

6.2 Pacchinka

Mpw paccbinke AOKYMEHTOB YNONHOMOYEHHbIE NNLA AOMKHBI 06ecneynTb NOCTYNNEHNe K COOTBETCTBYIO-
LemMy nepcoHany AOKYMEHTOB, CoAepXalumx HeobxoanMble Ans ero paboTb! AaHHbIe. [paBnbHON paccbinke
1 ynpaBneHnto AOKYMEHTaLWeN MOXET, Hanprumep, cnocobcTBoBaTL MPUCBOEHNE YHETHBIX HOMEPOB KaXa0MY
3K3eMNNsapy OOKYMEHTOB, nNpeAHa3HaYeHHbIX ANS ONpeAeneHHblX nonb3oBatenen. Takme AOKYMEHTbI, KakK
PYKOBOACTBO NO KAYECTBY M NNaH kKayecTsa MOryT 6bITb HanpasneHbl M B CTOPOHHWE OpraHn3aLuum (Hanpumep,
noTpebutensm, B opraHbl No cepTMUKaLm 1 B OpraHbl 3aKOHOAATENbHON BNaCTK).

6.3 BHeceHne U3MEeHEeHUN

OpraHnsaums A0MKHa YCTaHOBUTL NPOLLECC MHULMMPOBAHUSA, pa3paboTkn, pacCMOTPEHNSA, KOHTPONS 1
perncTpaummn N3mMeHeHWn 4OKYMEHTOB. BHeceHne n3MeHeHn AOMKHO NPOXOAUTb TY Xe npoLleaypy paccMoT-
peHVs 1 YTBEPXXAEHNS, YTO M NPV NepBOHaYanbHoOM pa3paboTke JOKYMEHTOB.

6.4 Bbinyck n ynpaBneHne U3MEHEHUAMU

Mpwv ynpaeneHnn BbiMyCKOM AOKYMEHTOB W BHECEHNEM B HUX N3MEHEHWIN O4EHb BaXHO 06ecnevmnTb Haa-
nexatlee yTBepXaeHne J0KyMEeHTOB YNONHOMOYEHHbIMW NNLLBMKW B COOTBETCTBUM C YCTaHOBNEHHOM NpoLeay-
pon. Cnocob BHECEHNA N3MEHEHWNI AOMKEH BbITb YCTAHOBMNEH OpraHn3aunen.

YcTaHoBneHHas npoueypa AormkHa obecnedvBaTbh NPUMEHEHWEe TOMbKO HaaneXxalmx AOKYMEHTOB.
MepecMoTpeHHbIe AOKYMEHTLI AOMKHbI ObITh 3aMeHeHbl nocneaHer Bepeneit. C uenbio obecneveHns nonb3o-
BaTenen HaanexawwmnMm BepCuamMmn yTeepXaeHHbIX AOKYMEHTOB PEKOMEHAYETCA COCTaBUTL NepeveHb OCHOB-
HbIX JOKYMEHTOB ¥ YCTaHOBUTb CTaTyC MX NepecMoTpa.

B cooTBeTCTBUM C 3aKOHOAATENbHBIMK TPEGOBAHUAMN W/MNKN ANS COXPaHeHWA AaHHbIX OpraHu3aums
DOImKHa paspaboTaTb NOPAA0oK BeAeHWUs 3anncen no BHECEHWIO UBMEHEHWI B AOKYMEHTbI.

6.5 HeyuTeHHble 3Kk3eMNNApbI

Ha ak3eMnnapax AOKYMEHTOB, NpeaHa3HavYeHHbIX ANa TeHAepOoB, CTOPOHHMX Nonb3oBaTenein unu apy-
MMX BHELLHWX CTOPOH, €CMW He NpeAycCMaTpuBaeTCA BHECEHME M3MEHEHWUI B AOKYMEHTbI, AOMKHbI GbiTh caena-
Hbl COOTBETCTBYIOLLME OTMETKMN.

n puMevYyaHne — HeHapnexalwee obecneyeHne 3ToOro npouecca MOXeT NpMBECTU K HENpeaHaMepeHHOMY
NCcNonb3oBaHUKD YCTapeBLUNX JOKYMEHTOB.
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MpunoxeHune A
(cnpaBou4HOE)

TunoBas CTpyKTypa AOKYMEHTaLUMn CUCTeMbl MEHeKMEHTa KayecTBa

PykoBoacTeso
no KavyecTBy

(Yposenb A)*

Mpoueaypbl cucTEMBI
MeHeMKMeHTa KavecTBa
(YpoBeHb B)

Pa6oumMe MHCTPYKLMU U APYr1e [OKYMOHTLI
CUCTeMbI MeHeDKMEeHTa KayecTBa

(YpoBeHs C)

Pl/lcyHOK 1 — Tunoeas CTPYKTYpa AOKYMeHTaLun CuCTteMmbl MEHEAXKMEHTA KadecTBa

YpoBeHb «A» ONUCLIBAET CUCTEMY MEHEAXMEHTa KayeCTBa B COOTBETCTBUM C 3aABNEHHLIMN NONNUTUKON U LIENSAMN B
obnacTnkadvectsa (cM. 4.3 1 4.4).

YpoBeHb « B» onucbiBaeT B3aMMOCBA3aHHbIE npouecchbl n AeAaTenbHOCTb, HeOﬁXO,CMMYIO ANA BHEAPEeHNSA CUCTEMbI
MeHeXMeHTa KayecTBa.

YpoBeHb «C» conepxut noapobHble paboune AOKYMEHTI.
MpuMmeyvyaHune

1 Yucno ypoBHeii nepapxu4eckoil CTPYKTypbl yCTaHaBNMBAIOT B COOTBETCTBUM C NOTPeGHOCTAMKU OpraHvsaLum.
2 ®OpMbI MOrYT UCNONB30BATLCA HA BCEX YPOBHSIX CTPYKTYPbI.

* Ecnu pykoBOACTBO MO KayecTsy BKIOYAET B cebs NONMTUKY M Lienu B 06nacTh KauyecTea, TO B ONUCaHWe YpoB-

HA «A» CTPYKTYpbl AOKYMEHTaLUN CUCTEMBbI MEHEKMEHTA KauecTBa 0GbIYHO BKMIOYAOT NONMTUKY B o6nactu kadvecTea
wunu uenu 8 o6NacTu kayecTsa.
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Mpunoxexnne B
(cnpaBouHoe)

MpuMep cTPYKTYpbl TEKCTa paGouei MHCTPYKLUK

B.1 Pa6ouan MHCTPYKUNA NO CTEPMNTU3ALIMM UHCTPYMEHTOB

Homep Trv 2.6 Hata 15 centsbpsa 1997 ropa NepecmoTp 0

B.2 UHcTpyMeHTLI, noanexalline YHUUTOXEeHUIO

MNMomecTuTe UHCTPYMEHTHI, NoANEXaLLUE YHUUTOXEHUIO (HanpuMep LUNPULLI, UFAbI, HOXU U MHCTPYMEHTLI ANA yaa-
NEHUS HUTOK), B CNeLUManbHbIN KoHTelHep. KoHTeiHep AoMmKeH ObITb YHUHTOXEH B COOTBETCTBUU CNPOrPaMMOn YHUUTOXe-
HWUA OTXOA08B.

B.3 UHcTpymeHTBI, CTepunnsyemMblie nyrem Tepmooopadorku

B.3.1 BbITpuTe HaneT ¢ MHCTpYMEeHTa, MCMoNb3ys creLnanbHyo yTUNN3MpYeMyto TKaHb.

B.3.2 OnycTute MHCTpymeHTbI B 10 %-Hbiii pacTBOp xnopa (1 AeLMnUTp XJIOpMpOBaHHON XMAKOCTU U 9 AeumnnnTpoB
BOAbl). PacTBOp AONKEH 3aMEHATLCA ABaXbl B HEAENIO.

B.3.3 Bbiaepxute MHCTPYMEHTHI B XKMAKOCTU HE MEHee ABYX YacoB.

B.3.4 BbiMOWTE UHCTPYMEHTHI LLIETKON, HaAEB 3aLLMTHBIE NepyaTKu.

B.3.5 MpononowuTe 1 BbICYLUIUTE MHCTPYMEHTDI.

B.3.6 MpoeepbTe UCNPABHOCTb MHCTPYMEHTOB. lMOBpeXAeHHble WHCTPYMEHTHI AOMkHbI 6biTb OTNPaBneHbl B
PEMOHT.

B.3.7 Crepunusauus B nakete

MomecTUTe UHCTPYMEHTHI B TEPMOCTONKINIA NAKeT.

3awmTuTe ocTpbie Kpas mapnei.

CnoxuTe nakeT Tak, 4Tobbl OH CTan TYrMM n HeNpPOHULIAEMbIM.

3aneyvartanTe nakeT TENNOCTONKON NEHTON.

MpocTaBbTe AaTy M yCTaHOBUTE UHANKATOP TeMnepaTyphbl.

MonoxuTe NakeT B ropsa4yyio neyb n octasbTe Ha 30 MuH Npu Temnepatype 180° C.

NHCTpYMEHTBI MOryT 6bITh UCNONb30BaHbI B TEHEHWE MecsiLia Mocne CTepunusaumm, eCnv OHWU XpaHUNUCh B 3aneva-
TaHHOM AOMKHbIM O6pa3om nakeTe.

B.3.8 Crepunusauus B MeTannn4eckom KOHTenHepe

MomecTnTe TEPMOCTONKYIO TKaHb Ha AHO KOHTeNHepa ANs 3alWnUTbl UHCTPYMEHTOB.

MomecTUTE MHCTPYMEHTLI Ha HO KOHTEHepa.

YcTaHoBWTe B KOHTENHEp MHANKaTOp TeMnepaTypbl.

OcTaBbTe koHTelHep Ha 30 MuH Npu TemnepaType 180 °C. [Ba KOHTeWHepa AOMXKHBLI UCMONBL30BATLCA N0 oYepean
Yepes AeHb.

B.4 [pyrue MHCTPYMeHTLI (HanpumMep OTOCKONMbI)

MpoMoViTe MHCTPYMEHTLI Nocne NoMeLLeHNs B XNOPHbIA pacTBOp Ha 2 4.
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MpunoxeHune C
(cnpaBoy4HoOE)

CBeAieHMA 0 COOTBETCTBMM HaMOHaNbHbIX CTaHAapTOoB Poccuiickon depepauum

Tad6nuya C.1

CCbUTO4YHbIM MeXAYHapOoAHbIM CTaHAapTam

O603HauYeHne CCbINOYHOTO
MeXayHapoaHoro cTaHgapTa

O6o3Ha4YeHne U HauMeHoBaHUe COOTBETCTBYHOLWEro HauuoHanbHOro ctTaHaapTa

NCO 9000:2001

[OCT P CO 9000—2001 Cucrembl MeHeaxMeHTa kadecTBa. OCHOBHbIE MONo-
’KEHUS1 N CNOBapb

NCO 9001:2000

FOCT P NCO 9001—2001 Cuctembl MeHeakMmeHTa kavecTsa. TpebosaHns
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YK 658:562.014:006.354 OKC 03.100.30 T59
03.120.10

KnioyeBble CroBa: cUCTEMbl MEHEXKMEHTA Ka4eCcTBa, AOKYMEHTbI CUCTEMbI MEHEKMEHTA KayecTBa, NonuTu-
Ka B 0bnacTu ka4ecTBa, Lienn B 06nacTn ka4ecTsa, PYKOBOACTBO M0 Ka4ecTBY, [JOKYMEHTMPOBAHHAsA npoueay-
pa, paboyas MHCTPYKLUMA
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