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BBepeHue

Ob6sasatenbHblM  TpeboBaHnem ctanHgaptoB WMCO cepum 9000 saensetcs
AOKYMEHTUPOBAHNE CUCTEMbI MEHEXKMEHTA KayecTBa OpraHn3auuu.

Hactoawmn crtaHgapT HanpaeBneH Ha obecnevyeHne npoLecCHOro nogxoga npu
pa3paboTke W BHEOPEHUN CUCTEMbI MEHEKMEHTa KayectBa W YynyyweHun ee
pesynbTaTUBHOCTH.

[nsa pe3ynbTaTUBHOMO YHKLUMOHNPOBAHUSA OpraHM3aumsa OomkHa naeHTumnynpoBaTb
MHOIFOYMCIIEHHbIE B3auUMOCBSA3aHHble BWAbl OEeATEeNbHOCTU W ynpaBnate umu. Jlobasa
AeATENbHOCTb OpraHu3auMmM, B KOTOPOM WMCMOMb3yTCs pecypcbl And npeobpasoBaHus
BXOAOB B BbIXOAbl, MOXET paccmaTpumBaTbCs Kak npouecc. Bxogammn ogHoro npouecca
00bIYHO ABNAKTCA BbIXOAbl APYrMX NPOLIECCOB.

CuctemaTtuyeckasd wuaeHTUMUKAUNA N MEHEMKMEHT MPUMEHSEMbIX OpraHuM3auuen
npoueccoB, obecneyeHne Mx B3aMMOAENCTBMS MOXET pacCMaTpmBaTbCHA Kak MPOLECCHbLIN
noaxoa.

MpenmyLLECTBO NPOLIECCHOrO Noaxo4a COCTOMT B HEMPEPbLIBHOM YNpaBneHUn Kak Ha
CTblKe OTAENnbHbIX MPOLECCOB B paMKax CUCTEMbI, Tak M MNpu UX KOMOBUHauuM wu
B3aMMOOENCTBUMN.

Mpn [OKYMEHTUPOBAHUM CUCTEMbI MEHEKMEHTa KayecTBa oOpraHuMsauus MoXeT
onpegenuTtb noboe 4ncrno M coctaB OOKYMEHTOB, HeobGxoaumbiX ONA OEeMOHCTpaumm
pes3ynbTaTUBHOIO MNNaHUPOBaHUS, (YHKUMOHUPOBAHUS, YMNpPaBrieHUsS U  MNOCTOSHHOIO
YNyYLEeHNs CUCTEMbI MEHEAXKMEHTA Ka4yeCcTBa 1 ee NpoLEeCcCcoB.

Xapaktep 1 cTeneHb JOKYMEHTMPOBaHUS CUCTEMblI MEeHeOXXMEHTa KadecTBa 3aBUCAT
OT 0coBeHHOCTEN OpraHm3aumn. [JJokyMEHTUPOBAHNE MOXET OXBaThbiBaTb BCIO AEATENBbHOCTb
opraHuMsaumm unun oTaenbHble ee acnekTbl. Hanpumep, TpeboBaHus, ycTaHaBnMBaeMble B
AOKYMEHTaLMn, 3aBUCAT OT BMAA U XapakTepa NpoayKuMn 1 NpoLLecCoB, YCNOBUIMA KOHTPAKTa,
YCTaHOBIEHHbIX 3aKoHoA4aTeNbHbIX N 00s13aTenbHbIX TpeboBaHUM 1 T.10.

CopepkaHne OOKYMEHTOB CUCTEMbI MEHEA)KMEHTA Ka4eCcTBa N YCTAHOBIIEHHbLIE B HEN
TpeboBaHNA OOMKHbI COOTBETCTBOBATL CTaHAapTam B ob6nactu kavyecTBa.

PykoBogsiume ykasaHuUs HacTosWero craHgapTa no JOKYMEHTUPOBAHUIO CUCTEMbI
MeHePKMEHTa KavecTBa npefHasHayeHbl And NpUMEHEHNs opraHn3auusMm n He MoryT BbITb
NCMNOSIb30BaHbl B KOHTPaKTax unun ansa uenen ceptndukaummn.

lMnaHnpoBaHMe KadecTBa SABNSETCA OAHMM M3 OCHOBHbIX BMOOB AEATENbHOCTU Npu
BHEPEHUN CUCTEMbl MeHeKMeHTa kadyecTBa. [JOKYMEHTbl MO MNfaHUMPOBaHMIO KavecTBa
MOryT perfiameHTMpoBaThb NiiaHMpoBaHMe, NOArOTOBKY K BHEAPEHWUIO CUCTEMbI MEHEAXKMEHTA
KayecTBa, BKIOYasi OpPraHU3auMOHHbIE MeponpuUATUA, rpaduku BbIMNOMHEHUS paboT u



pecypcbl, Heobxoaumble Anst AOCTVXKEHUA Lienen B obnactu ka4ecTaa.
1 ObnacTtb NnpuMeHeHus

HacTtoswmn ctaHgapT COAEPXUT PyKOBOASLIMNE YKa3aHUs nNo paspaboTke, BHEAPEHMIO
U nogaepXaHuio B paboyeM COCTOSIHMM LOKYMeHTauum, Heobxogmmon gnsi obecneveHus
pe3ynbTaTMBHOCTM CUCTEMbI MEHE)KMEHTa KayecTBa M COOTBETCTBYOLLEN NOTPEBHOCTAM
opraHusauum.

PykoBoasuime ykasaHuMs MOryT MOMOYb OpraHu3auusiM npu Cco3gaHumM CUCTEMb
AOKYMeHTauun, cooTBeTCTBYLWeEN TpeboBaHUAM CTaHOApTOB MO CUCTEME MeEHeKMeHTa
KayecTBa.

Hactoswmn ctaHgapT MOXeT MCMonb3oBaTbCs NPU OOKYMEHTUPOBAHUM HE TONbKO
CUCTEM MEHe)XMeHTa KadecTBa B COOTBETCTBUM C TpeboBaHmaMu ctaHaapToB NCO cepum
9000, HO M NpU OOKYMEHTUPOBAHUM OPYrMX CUCTEM MeEHe)KMeHTa, Hanpumep, CUCTEMBbI
9KOSI0rM4eckoro MeHePKMeHTa, CUCTEeMbl MEHEXKMEHTa 6e30MacHOCTU U OXpaHbl Tpyaa.

MpumeyvaHue - Ecnu npouenypa AOKYMEHTMPOBaAHA, 4YacTo MCMOMb3YKT TEepMUH
"OKYyMeHTMpOBaHHas npoueaypa".

2 HopmaTuBHbIe CCbINKK

B HacTosiwem cranHgapTe MCnonb3oBaHbl HOPMAaTWUBHBLIE CCbIKM Ha cnegylowme
cTaHaapThbl:

NCO 9000:2005 Cuctembl MeHepgkmeHTa kKadectBa. OCHOBHble MNOMNOXEHUA U
crnosapb

MCO 9001:2000 CucteMbl MeHegKMeEHTa KadecTBa. TpeboBaHus

3 TepMuHbI M onpeaeneHns

B HacToswem cTtaHgapTe ucnonb3yloTcs TepMuHbl 1 onpegenenuna no MCO 9000, a
TaKke cnegylowme TepMyHbl C COOTBETCTBYIOLLMMN onpeaeneHnamun. [ns otaeneHbIX BUOOB
AOKYMEHTauUM CUCTEMbl MEHe)XMeHTa KadecTBa [OMyCcKaeTCa MWCMNoSfib3oBaHUe LpYyrnx
0O0LENPUHATBIX TEPMUHOB.

3.1 pabouue wuHcTpykumm (work instructions): NogpobHoe onucaHve nopsiaka
BbINOSTHEHUS NOCTABMNEHHbIX 3a4aHni U Be4eHne 3annucen no HUM.

MpumeyvaHus

1 JokymeHTUpoBaHue paboumx NMHCTPYKLUUIN He 0ba3aTensHoO.

2 K pabounm MHCTPYKUMAM MOryT ObITb OTHECEHbl, HanpuMep MNOACHUTENbHbIE
3arnuckn, KapTbl TEXHONOrMYeckoro npolecca, nraHbl, Mogenn, TeXHUYeckue 3anucku K
yepTexaMm, TEXHUYECKME YCMNOBUSA, MHCTPYKLMM NO 3KChnyaTaumm obopyaoBaHuS, Nnakathl,
Buaeomatepuansl n T.4. Paboune WHCTpyKUMM [OOSMKHbI cogepXaTb cBeaeHns o6
ncnonb3yemMblx Matepmanax, obopygoBaHun n gokyMmeHtauuun. B cnydae HeobxogmMmocTu B
HUX MOTYT ObITb BKMOYEHbI KPUTEPUM NPUEMKN.

3.2 copma (form): [JoKymeHT, B KOTOPbIN BHOCATCSA AaHHble, Heobxoaumble ANis
CUCTEMbl MEHEXXMEHTa KayecTBa.

MpumeyaHue - [Nocne 3anonHeHns hopma CTaHOBUTCS 3aMUCHIO.

4 [lokyMeHTaLuMA CUCTEMbl MeHe)KMEeHTa KayecTBa



4.1 O6wume nonoxeHus

Knaccudumkaums [OOKyMeHTauun CcUCTeMbl MeHeXXMeHTa KavecTBa MoOXeT OblTb
NMOCTPOEHa Ha OCHOBE CTPYKTYpbl MNPOLECCOB OpraHumsaumm, CTPYKTYpbl BHEOPAEMOro
cTaHAgapTa kayecTBa unm nx kombmHaumn. OpraHmsaums MOXeT UCMorb3oBaTb Apyrne Buapbl
Knaccudukauum B COOTBETCTBMM CO CBOMMW NOTPEBHOCTAMM.

CTpyKkTypa B3anMOLENCTBUA OOKYMEHTOB CUCTEMbl MEHEe)KMEHTa KayecTBa MOXeT
ObITb Mepapxmyeckon. MNMogobHasa CTpykTypa CNocoOCTBYET BHEOPEHWI0, NOAAEPXKaHUIo B
pabo4yeM COCTOSHUM W fyylleMy MOHUMaHuK nepcoHanoMm TpeboBaHUM K OOKYMeHTauuu
CUCTEMbl MeHeXMeHTa KayecTBa. B npunoxeHun A npencraeneHa TunoBasd CTPYKTypa
B3aMMOAENCTBUSA [OKYMEHTOB CUCTEMbI MeHemKMeHTa kadectBa. PaspaboTtka ypoBHen
nepapxm4ecKkom CTPyKTypbl JOKYMEHTOB 3aBMCUT OT OCOBEHHOCTEN OpraHM3aLmm.

CTteneHb JOKYMEHTMPOBAHUA CUCTEMbI MEHE)KMEHTA KadyeCcTBa opraHu3auum Moxet
pasnuyaTbCs B 3aBMCUMOCTM OT crnegylowmx ¢akTopos:

a) pasmepa 1 BUAOB AeATENIbHOCTU OpraHmn3aumu;

b) cnoxHocTu npoueccoB 1 hopm MX B3aUMOAENCTBUS;

C) KOMMNETEHTHOCTM NepcoHana.

OnpepeneHnss CUCTEMbl MEHEKMEHTa KayecTBa [JOSMKHbl COOTBETCTBOBATb
TepmMuHam u onpegeneHuam no MCO 9000 co ccbiikorM Ha 3TOT CcTaHdapT wnu
o6LEeNpPUHATLIE TEPMUHBI 1 ONpeaeNneHns.

Cnctema MeHeaXMeHTa KayecTBa 0ObIHYHO BKNtoYaeT B cebs cnefyowme JOKYMEHTbI:

a) NONUTUKY 1 Lenn B 0bnacTtn Ka4yecTBa;

b) pykoBoaCcTBO NoO KayecTBy;

C) LOKYMEHTMPOBaHHbIE NMpoLeaypbl;

d) paboumne MHCTPYKLMK;

e) opMbl;

f) nnaHbl kKayecTBa;

A) TEXHNYECKMEe YCNoBUS;

h) BHeLWHWE AOKYMEHTHI;

i) 3anucn.

[OKyMEHTbl CUCTEMbI MEHEKMEHTa KavyecTBa MOryT ObiTb nNpeacTaBrieHbl B NH0O0M
dopme 1 Ha Ntdom HocuTene.

MpumeyaHue - MNpeumyliecTBamMn LOKYMEHTUPOBAHUSA HA SMNEKTPOHHbIX HOCUTEMNSIX
ABNAOTCA crneayoLwme:

a) obecneyeHMe NOCTOAHHOrO AOCTyna  YNOSIHOMOYEHHOrO nepcoHana K
aKTyanmsnposaHHOW MHOpMaUunK;

b) nerkoctb NnpegocTaBneHna AocTyna K JOKyMEHTaM, BHECEHUS B HUX U3MEHEHU U
yrnpaBreHus nmu;

C) BO3MOXHOCTb pPacnpoCTPaHEeHUs [OKYMEHTOB UM YMNpPaBfeHUs WUMU MyTeEM
pacnevaTtku Konuiu (npn Heob6xoguMocTw);

d) obecneveHre fOoCTyna K AOKYMEHTaM OTAANEeHHbIX NnogpasgeneHun;

e) obecneyeHne nMpPoCTOTbl W pPe3yfbTaTUBHOCTU aHHYNMPOBaHUS YyCTapeBLUMX
AOKYMEHTOB.

4.2 Llenu n nonesHocTb AOKYMEHTUpoOBaHUA

,D,OKyMeHTI/IpOBaHVIe CnCTeMbl MEHEeIKMEHTa KadeCTBa MNO3BONIAET OCYLUeCTBIATb



(Mpn HEOBXOAMMOCTM CMIMCOK MOXET ObITb JONOSTHEH):

a) onvcaHne cucTeMbl MEHEXKMEHTA KayecTBa opraHmsaumu,;

b) o6ecneyeHne Heobxoanmon nHdpopmaumen B3anMoLenCcTBYOLWMX Nogpa3aeneHni
C LUenblo nyYLlero NOHMMaHUsA B3aMMOCBSA3EN Mexay HUMU;

C) poBefeHMe OO0 CBeAeHUs nepcoHana obsa3aTenbCTB CO CTOPOHbI PYKOBOACTBA B
obrnactn kayecTBa;

d) cogenctene B obecnedeHnn OCBEAOMIIEHHOCTU MepcoHana o6 akTyanbHOCTU U
BaXXHOCTW €ro AeATeNbHOCTY;

e) obecneyeHne B3aMMOMOHMMAHWA MeXay MNepcoHanoM W PYKOBOLCTBOM
opraHusauuu;

f) obecneveHne 6a3sbl NS BbINOMHEHWSI NOCTABIEHHbIX Lenen;

[) yCTaHoBreHue nopsiaka BbINONHEHUS paboT Ans OOCTUXKEHUS YCTaHOBIIEHHbIX
TpeboBaHuN,

h) obecneyeHne OOBLEKTUBHbLIX CBUAETENbCTB  BbIMNOMHEHUS  YCTAHOBMEHHbIX
TpeboBaHuN,

i) obecneyveHne YeTKOM N pesynbTaTUBHOW CTPYKTYPbl BbINOMHAEMbIX AENCTBUMN;

j) obecnevyeHne 6Gasbl ONA NOATOTOBKM BHOBb HaHMMAaeEMOro nepcoHana wu
Heobxo4MMOW MepenofroTOBKM BCEro nepcoHarna opraHusauum yepes 3anfiaHUMpoBaHHble
WHTEepBarnbl BpEMEHM;

k) obecneveHne mep No ycTtaHOBNEHUIO Nopsiaka n cbanaHCMpoBaHHOW OEATENbHOCTU
opraHusauuu;

|) obecneyeHne nocnegoBaTenbHOCTU BbINOSIHEHNSA onepaumii Ha OCHOBE JOKYMEHTOB
no npoueccam;

m) obecneyeHne OCHOBbI AN NOCTOAHHOIO YNy4lleHns OeaTeNbHOCTN OpraHn3aumnm;

Nn) MOBbILEHME AOBEepUs K opraHmM3aumMmM CO CTOPOHbl NOTpebutenenm Ha OcCHOBe
AOKYMEHTUPOBaHHbIX NpoLeayp CUCTEMBI;

0) NpeaocTaBfeHne 3anHTepPecoBaHHbIM CTOPOHaM MHMOPMaUMM O BO3MOXHOCTSIX
opraHusauuu;

p) obecneyeHne ICHON AN NOCTaBLUMKOB CTPYKTYpPbI TpeboBaHW;

g) co3gaHne OCHOBbI ANd NpoBeAeHUs ayauTa CUCTEMbl MEHE)KMEHTA KayecTBa;

r) obecneyeHne OCHOBbl A1  OUEHMBAHWSA W MOCTOSAHHOM  MOAAEPXKKM
pe3ynbTaTMBHOCTM CUCTEMbI MEHEMXKMEHTa KayecTBa B COOTBETCTBUM C YCTAHOBMEHHbLIMU
TpeboBaHnaMN.

4.3 MonutnkKa n uenu B obnacTn KayecTsa

Monutnka n uenn B 06nacTn KadecTBa OOSMKHbI ObITb OOKyMEHTallbHO O(*)OpMJ'IeHbI B
BMAe CaMOCTOATENbHbLIX JOKYMEHTOB WUJTN BKIMKOYEHbI B PYKOBOACTBO MO Ka4€CTBY.

4.4 PykoBOACTBO MO Ka4yecTBY

4.4.1 O6Lwme nonoxeHus

Kaxpgaa opraHusauusi [orbkHa paspabotaTtb CBOE PYKOBOACTBO MO  KayecTBy.
Hactoswumn ctangapT gonyckaeT rubkun noaxon npv onpeneneHun CTpykTypbl, oopmara,
cogepXaHma wunM  MeTodoB  OOKYMEHTUPOBAHUS CUCTEMblI MEHEKMEHTa KadecTBa
opraHusauuu.

[ns HebonbWNX opraHn3aumim B pyKOBOLCTBO MO KayYecTBy LenecoodbpasHo BKNYaTb
NosIHOE OnucaHWe CUCTEMbl MeHeXXMeHTa KayecTBa CO BCEMU [OKYMEHTUPOBaHHbIMU



npouenypamu, Tpebyembimm WCO 9001. [Ons KpynHbIX oOpraHu3auun MoxeT ObiTb
pa3paboTaHO HECKONbKO PYKOBOACTB MO KayecTBy (Hanpumep, AONS MeXAyHapoOHOoro,
HaUMOHaNbHOrO WU pPervuoHanbHOro HanpasfeHun AOeATeNbHOCTM opraHusauumn) w/unm
MOXeT ObITb co3gaHa 6onee cnoxHasa nepapxmyeckas CTpyktypa 4OKYMEHTOB.

PykoBOACTBO MO KayecTBy AO/MKHO coaepXaTb 06nacTtb MNPUMEHEHUS CUCTEMbI
MeHe)XMeHTa KayecTBa, 000CHOBaHWe 1 getany NbbIX UCKMOYEHUIN, JOKYMEHTUPOBAHHbIE
npoueaypbl WM CCbUIKM Ha HUX, OMWCaHMe B3auMOOEWCTBUS MNPOLEeCCOB CUCTEMBbI
MeHe)XMeHTa KayecTsa.

PykoBOACTBO MO Ka4yecTBY AOSMKHO BKIoYaTh B cebs nHgopmauunio 06 opraHnsaumm,
B TOM 4uCne ee HavMeHOBaHue, agpec U KOHTaKTHYK WHdopmauuo. B pykoBoacTse no
KayecTBy MOXeT ObITb NpuBeAeHa LONONHUTENbHAA MHAOPMaLMS, HanpMMep HanpasneHne
AeATenbHOCTM OpraHu3auuun, cBefeHuns o ee pasMmepe, UCTopudeckas cripaBka.

PykoBoACTBO MO KayecTBY [JOJMKHO coAep)XaTb 3feMeHTbl, npefyCMOTPEHHbIe
nyHkTamn 4.4.2 - 4.4.9, Ho He 0bs13aTeNbHO B YKa3aHHOM MOpPsiAKe.

4.4.2 HanmeHoBaHue 1 obnactb NpUMeHeHUs

B HaMmeHOBaHUM n/vnn obnactn NpUMEHEeHUs1 PYKOBOLCTBa MO KayecTBy crenyer
yKasblBaTb OpraHusauuio, kKotopass OygeTr ero npumeHsitb. B pykoBoacTtBe no kKavecTtsy
AomkHa OblTb cAenaHa ccbiflka Ha CTaHOapT, Ha OCHOBE KOTOPOro paspabaTbiBaeTcs
cucTeMa MeHe)KMeHTa KayecTsa.

4.4.3 CogepxaHne pykoBoacTBa Mo KayecTBy

B copmepxaHunM pykoBoacTBa MO  KayecTBy cnefyeT ykasblBaTb HOMepa,
HanMeHOBaHWS BCEX pasfenoB 1 HOMepa CTPaHuL, Ha KOTOPbIX 3TU pa3aenbl pacnofoXeHbl.

4.4.4 PaccMoTpeHue, yTBepXXaeHue 1 nepecMoTp

PykoBOACTBO MO KayecTBYy AO/MKHO coAepXaTb TOYHblEe CBEAEHWs O ero craTyce,
AaTax pacCMOTpeHUs], YTBEPXKAEHUS N NepecMoTpa.

Mpn HeoBXOANMMOCTM XapakTep U3MEHEHUM YKa3biBalOT B PYKOBOACTBE MO KayecTBy
UIN ero NPUNOXeHNAX.

4.4.5 Monutuka n uenu B obnacTtu kayectsa

PykoBoACTBO NO KayecTBYy OOMMKHO BKMOYaTb B ceba nonuvtuky u uenu B obnactm
KayecTBa WNWN CCbINKM Ha HUX. PelueHne O BKNIOYEHUM MOMUTUKU U/Mnn uenen B obnactu
KadyecTBa B PYKOBOACTBO MO KayeCTBY MpUHMMAaeT BbICLlEe PYKOBOACTBO OpraHu3auuu.
MokasaTenu pes3ynbTaTMBHOCTM BbIMOMHEHMA Uenen MOryT ObiTb BKMOYEHbI B Apyrue
AOKYMEHTbI CUCTEMbI MEHe)KMEHTa KadecTBa opraHusauuu. lNonutrka B obnactn kayectsa
AOIPKHa cogepxaTb obsa3aTtenbCTBa COOTBETCTBUSA YCTAHOBIIEHHbIM TpeboBaHUAM U
NOCTOSIHHOIO MOBbILWEHUS pe3ynbTaTUBHOCTU CUCTEMbI MEHEXKMEHTa KayecTBa.

Llenn B obnacTtn kadectBa OCHOBaHbl Ha NONIMTUKE OpraHn3aumm B obnacTtun kadyecTsa
N OOMKHbI BbITb JOCTUWXMMbIMU. Llenn B obnactu kayectsa opraHuM3aumm, npeacraBreHHble
B KONMMYECTBEHHOM BbIpaXX€HUKN, CTAHOBATCA NoKasaTensaMn 1 SOMKHbI NU3MEPATLCA.

4.4.6 OpraHmM3aumoHHas CTPyKTypa, OTBETCTBEHHOCTb M NOSTHOMOYUS

B pykoBoactBe Mo kadecTBy OOMmKHa ObiTb npuBedeHa CTPyKTypa OpraHusauuw.
OTBETCTBEHHOCTb, MOSIHOMOYMS W  B3aUMOOENCTBUS MOryT ObiTb NpuvBEAEHbl B
OpraHn3auUmnoHHbIX CXemax, kapTax NpoLeccoB U/mnu paboyunx MHCTPYKUMSX. TN OOKYMEHTbI
MOryT ObITb BKMIOYEHbI B COCTaB PYKOBOACTBA MO KAYeCTBY WM HA HUX OOSMKHbI ObiTb
cAaernaHbl CCbISTKU.

4.4.7 Ccbliku

PykoBoaCTBO MO KavecTBY AOMMKHO codepXaTb nepevyeHb OOKYMEHTOB, Ha KOTopble
AenarTCs CCbISKN.

4.4.8 OnucaHne cnuctemMmbl MEHEMXKMEHTA KayecTBa

PykoBoACTBO MO KayecTBYy AOSMKHO coAep)aTb OMMCaHue CUCTEMbl MEHEPKMEHTA
KayecTBa W ee MNpPUMEHEHWA B OpraHuMsauuu, a TaKke OrfnuMcaHue npoLeccoB U uX
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B3aMmogenctensa. B pykoBOACTBO MO KayecTBY [JOSMKHbl OblTb Takke BKMHOYEHbI
AOKYMEHTUPOBaHHbIE NpoLeaypbl UNN CCbISIKA Ha HUX.

OpraHusauma OofmkHa AOKYMEHTUPOBATb CUCTEMY MEHeXMeHTa KadectBa nnbo B
COOTBETCTBUN CO CBOMMMW npoueccamn, Nnnbo B COOTBETCTBUN CO CTPYKTYPOW BblOpaHHOro
cTaHgapTa, nmbo B nobon MHOM NocneaoBaTENbHOCTU, COOTBETCTBYHOLEN NOTPEBHOCTAM
opraHusauum.

Llenecoobpa3Ho uncnonb3oBaTb MNEPEKPECTHbIE  CChIKM  MeXay BblOpaHHbIM
CTaHA4apTOM 1 PyKOBOACTBOM MO KayecTBy.

B pykoBoactBe no kayecTBy AOMMKHbI ObiTb yKasaHbl MPUMEHAEMble OpraHu3aumen
MeToAbl ANS BbINOMHEHWS NONIUTUKKN U Lernen B obnactu ka4yecTsa.

4.4.9 lNMpunoxeHus

PykoBoACTBO MO KayecTBy MOXeT BKMYaTb B ceba npunoxeHud, copepxaiime
CNpaBOYHYO MHOPMaLNIO.

4.5 [lokyMeHTUpOBaHHbIe npoueaypbl

4.5.1 CtpykTypa u chopmat

Ctpyktypa 1 dopmaT [OOKYMEHTUPOBAHHbIX npoueayp (Ha OymaxHOM unn
9NEKTPOHHOM HOCUTENSAX) OOSMKHbI ObiTb NMpeacTaBrieHbl OpraHu3aunen B BuMAE TEKCTOB,
CXem, KapT npoueccoB, Tabnuu, Mx KoMOuHauuu mnu B Opyron npuemnemon dopme B
3aBMCUMOCTU OT noTpebHocTen opraHmsaumn. [JOKyMeHTUpoBaHHAsA npouenypa [LOSKHa
cogepxatb Heobxoammyo nHdopmMauuio (cMm. 4.5.2) 1 UMeTb yHUKaNbHY NOEHTUOMKALNIO
Ans obecnevyeHnsa NpocnexXmBaeMocTu.

B AoKyMeHTMpoOBaHHbIX Mpouenypax MoOryT ObiTb CAenaHbl CChikM Ha paboune
WHCTPYKUMK, onpefenswowmne nopsaok  BbiMONHeHWa  pabot.  [JoKyMeHTUpOoBaHHbIE
npoueaypbl 00bIYHO ONUCHLIBAKOT AEATENBHOCTb, BKMNOYAOLLY B ce6S HECKOMNBbKO GOYHKLIMNA,
B TO Bpems kak paboune WHCTPYKUMM OObIMHO OTHOCATCS K3agaHusM B pamkax OAHOM
YHKUMMN.

4.5.2 CogepxaHue

4.5.2.1 HanmeHoBaHue

HanmeHoBaHMe JOMKHO YeTKO NaeHTUMLNPOBaTbL JOKYMEHTMPOBAHHYO NpoLeaypy.

4.5.2.2 Uenb

Llenb pa3paboTkm n ncnosib3oBaHUsS AOKYMEHTUPOBAHHOW npoueaypbl A0SMKHA ObiTb
4YeTKo naeHTMdurumpoBaHa.

4.5.2.3 ObnacTb NpUMeEHeHNs

OpraHmsaums gorkHa onucatb 06nactb  NPUMEHEHUs1  OOKYMEHTUPOBAHHON
npoueaypbl, BKNoYad obocHoBaHMe W nNogpobHoe onucaHue nbbIX cAenaHHbIX
NCKINYEHNIA.

4.5.2.4 OTBETCTBEHHOCTb U MONTHOMOUUS

Opranunsauus OOrmkHa WMAOEHTUPUUMPOBATL OTBETCTBEHHOCTb W MOSTHOMOYMS W/unu
yHKUMOHaNbHble 06A3aHHOCTM MNepcoHana, a Takke B3aMMOCBA3b MepcoHana ¢
npoueccamn M OencTBuaAMM, BxoaswmMmmn B npoueaypy. OTBETCTBEHHOCTb M MOJSTHOMOYUSA
MOryT ObITb NpeAcTaBneHbl B BUAE KapThl NpoLecca Uinn TekcTa.

4.5.2.5 OnucaHune BnaoB OEATENBHOCTU

YpoBeHb feTanusauun LOKYMEHTOB 3aBUCUT OT CIIOXKHOCTM BuAa AEATENbHOCTMU,
NCnonb3yemMbiX METOAOB, YPOBHA KBanudukaumm n nogroToBKM NepcoHana, Heobxoammbix
ANs BbINONHEHWA paboT. Hes3aBMCMMO OT YpOBHS MpU ONUCaHMKM BUOOB AEATENbHOCTU
AOJTKHbI ObITb pacCMOTPEHLI CneayoLmne acnekThbi:

a) onpeneneHne NnoTpebHOCTEN opraHM3aunn, ee noTpeduTenen n NOCTaBLLMKOB,



b) npeactaBneHve npoueccoB B BuAe TeKCTa W/MNM KapT npouecca no Buaam
AEeATEeNbHOCTY;

C) onpegeneHve HeobxoguMbix paboT W pacnpegeneHne OTBETCTBEHHOCTW,
Ha3HayeHne OTBETCTBEHHbIX N, paMKn UX (PYHKLMOHamNbHbIX 0653aHHOCTEN, Lenu, MecTo,
BpeMs 1 cnocob BbINOMHEHUS 3TUX paborT;

d) onucaHne ynpaBneHws npoueccamMnm W NOEHTUPUUUMPOBAHHLIMKM  BUAAMMU
AEATENbHOCTY;

e) onpegeneHve noTpebHocTen B pecypcax, HeobxoauMbIX ANA  BbIMNONIHEHUS
YCTaAHOBMEHHOW AeATenbHOCTM (NOTpPeBGHOCTb B MepcoHane, obyyeHun, obopyaoBaHUN U
Martepuanax);

f) onpegeneHne JOKYMEHTOB, pernameHTUPYLWNX AaHHbIN BUA OEeATENbHOCTY;

g) onpeaeneHne Bxo4a v BbIxoAa NpoLEeCcCoB;

h) onpegeneHne HeobxoANMbIX N3MEPEHUIA.

OpraHusauua MOXeT NPUHATb pelleHve O LenecoobpasHOCTU BKAKYEHUS 4acTu
npuBeAEHHON Bbllle MHOPMaLMK B paboyne MHCTPYKLNN.

4.5.2.6 TpeboBaHus K 3anncam

BeneHune 3anucen no Buay AesATENbHOCTU, YCTAHOBNEHHOMY B AOKYMEHTUPOBAHHOM
npoueaype, OOMKHO ObITb onucaHo B pasgene "3anucu" unu B ApyroMm pasgene pabouen
NMHCTPYKUuMK. OpraHmsaumsa OomkHa yCTaHOBUTb (DOpMbl BE4EHWS 3anncen, ykasaTb Cnocobbl
NX 3anofIHEHNA, perucTpaunmn n XpaHeHus.

4.5.2.7 MpunoxeHns

[okymeHTUpoBaHHasa npouenypa MoXeT BKoYaTb B ceba NpunoxeHus, cogepxawime
BCMomoraTenbHyto WHpopmauuio (Tabnuupl, guarpammbl, KapTbl MPOLIECCOB, CXEMbl U
dopMbl).

4.5.3 PaccmoTpeHue, yTBepXXaeHue n nepecmMoTp

[lokymeHTUpoBaHHaa npouenypa LOMKHa coaepxaTb CBeAEHWs O CBOEeM craTyce,
Aatax pacCMOTPEHUS, YTBEPXKAEHWS U NepecMoTpa.

4.5.4 OnpeneneHne N3MeHeHUN

Mpn  HeobBXoOMMOCTW  XapakTep  WU3MEHeHUW  OofmkeH OblTb  ykasaH B
AOKYMEHTUPOBAHHOM Npoueaype Unmn NpunoXeHNax K Hem.

4.6 Pabouyune MHCTpyKLUU

4.6.1 Ctpyktypa n chopmart

Paboune MHCTPyKUMM AOMMKHbI paspabaTbiBaTbCa M NoAdepXuBatbCs B paboyem
COCTOSIHMM, 3TO HEeobXoAMMO ANisi BCeX BbIMOMHSIEMbIX paboT, Ha KOTOpble OTCYTCTBUE
pabounx MHCTPYKUMIA MOXET MOBMMSATb oTpuuaTenbHo. OpraHu3auus MOXeT UCMoNb30BaThb
pasnuyHble MeToabl pa3paboTky 1 npeacTaBneHnsa pabounx MHCTPYKLUMNA.

Paboune  WHCTPYKUMM  OO/MKHbI  UMETb  HaMMEeHOBaHWEe W YHUKalbHbIN
NOEeHTUMUKAUMOHHBIN HoMep Anst 0603HaveHus (cMm. 4.6.4).

CTpyktypa, cdopmar un ypoBeHb pJeTanu3aumm pabounmx WHCTPYKUMIA OOSMKHbI
COOTBETCTBOBATb MNOTPEOHOCTAM nepcoHana opraHu3auMmM W 3aBUCETb OT  CITOXKHOCTU
BbINOSIHSAEMbIX PaboT, NPUMEHSIEMbIX METOLOB, YPOBHSA MOArOTOBKW, KBanudukaumm u
HaBbIKOB NepcoHana.

CTtpykTypa paboumx  MHCTPYKUUIA MOXEeT  OTnu4yaTbcs OT  CTPYKTypbl
AOKYMEHTUPOBAHHbIX NpoLeayp.

Pabouyne MHCTPYKLMM MOTYyT ObITb BKIOYEHbI B AOKYMEHTUPOBaHHbIE NMpoLeaypbl Unu
Ha HUX AOJTKHA ObITb cAenaHa Ccebifika.

4.6.2 CogepxaHne paboumx MHCTPYKLMIA



B pabounx MHCTpYKUMAX crnedyeT ykasbliBaTb OTBETCTBEHHbIE YYACTKN AEATENbHOCTU
opraHusaunn. B paboumx MHCTpyKUUAX criegyeT nsberatb U3NULIHEN geTanu3aumm, Kotopas
He NPUBOAUT K YMyYLEHW0 YnpaBneHus OeATeNbHOCTbi opraHu3auuu. [loarotoBka wm
nepenoaroToBka nepcoHana MOXeT CHU3UTb noTpebHOCTb B AeTanu3aumm  paboymx
WHCTPYKLUMIW, NpWU  YCMOBWUW, YTO BOBJIEYEHHbLIN MNEepcoHan AOSbKeH nosyyaTb BCHO
HeobxoaMMy0 MHPOPMALMIO AN MPaBUITbHONO BbINONHEHNA paboThl.

4.6.3 Bnabl pabounx MHCTPYKLMI

Hactoawun ctaHgapT He ycTaHaBnmMBaeT oOWmMX TpeboBaHUM K CTPYKType unm
dopmaTy paboumx MHCTPYKUMIA, OOHAKO OObIMHO OHW AOSMKHbI CoAepXaTb uenn u obnactb
NPUMEHeHNs BbINONHAEMbIX paboT 1 3agay. Kpome Toro, Ha paboyme MHCTPYKUMU OOSDKHbI
ObITb COENaHbl CChINKM B COOTBETCTBYIOLLNX JOKYMEHTUPOBAHHbIX NpoLeaypax.

B nmobom cnyyae B paboumx  MHCTPYKUMAX  AofmkHa  ObiTb  yKasaHa
nocrnefoBaTeNibHOCTb BbINOSIHEHWUST Onepauuin, KoTopasi TOYHO OTpaXkaeT YCTaHOBIIEHHble
TpeboBaHNA W COOTBETCTBYIOLYIO AesaTenbHOCTb. Bo un3bexaHne HegonoHUMaHus U
HETOYHOCTEN crnefyeT YCTAHOBWUTb OnpefeneHHbIn dopMaT WM CTPYKTypy paboymx
WHCTPYKLUUI U NPUOEPXKMBaTbCH UX.

Mpumep paboyen NHCTPYKUUN NpuBeaeH B NpunoxeHum B.

4.6.4 PaccmoTpeHue, yTBEPXKOEHNE U NepecMoTp

OpraHusauma pomkHa obecneunTb TOYHbIE CBegeHust O cratyce W gaTte
pPacCMOTPEHNS, YTBEPXKAEHUS U NepecMoTpa pabounx MHCTPYKLUMNA.

4.6.5 TpeboBaHus K 3anncam

TpeboBaHus K 3anNUCsaM, OTHOCALLUMMCS K paboden MHCTPYKUMK (rae 3T0 NPUMEHUMO),
AOIMKHbI ObITb NMpMBEAEHbI B OAHOM M3 pasgenoB ee paboyen MHCTpykumMn. MuHumanbHble
TpeboBaHna K 3anucsm yctaHoBneHbl ctaHgaptom WMCO 9001. OpraHusdauusi OOSmKHa
YCTaHOBUTb CMOCOObI BEOeHUs, permctTpaumm n xpaHeHust 3anucen n paspabotatb opMbl
ANSA 3anofHeHus.

4.6.6 NoeHTndurkauns nameHeHum

Mpn HeobXoOuMMOCTM XapakTep W3MEHEeHUNM [OO0IMKEeH ObliTb ykasaH B pabouen
WHCTPYKLMN U NPUNOXEHUSX K HER.

4.7 dopMbl

Ona 3anucu  gaHHbiX, HeobGXoAuMMbIX AN NOATBEPXOEHUS  COOTBETCTBUS
TpeboBaHUAM CUCTEMbl MEHEeMXMEHTa KayecTBa, opraHuM3auus AorkHa paspaboTtaTb U
BECTU crieyunanbHble dopmbl. Kaxaas dopma opraHMsauumn OormkHa UMeTb HauMeHoBaHue,
NOEHTUMUKALMOHHBIA HOMep, damMunuMM nul, OTBETCTBEHHbLIX 3a MNEepecMoTp U aaTty
nepecmoTpa. Ecnu copmbl npuBoasATCcs B MPUMNOXEHUSIX K PYKOBOACTBY MO KayecTsy,
AOKYMEHTUPOBAaHHLIM npoueaypamM U/vnu paboumm UHCTPYKUMSM, TO Ha HUX OOMKHbI ObITb
cAaenaHbl CCbINKN.

4.8 NnaHbI NO KayecTBY

MnaH no KayecTBy SBMSETCS 4YacTbl0 [OOKYMEHTaUUW CUCTEMbl MEHEMKMEeHTa
KayecTBa MUK ApyrMx NnaHoB U/Wnu nporpamm opraHnsauuu.

MnaH no ka4yecTBYy WCMOMb3YT B [OOKYMEHTUPOBAHHOW CUCTEME MEHemXMeHTa
KayecTBa OpraHuMsauuy Ofis YCTaHOBIEHMSI Mopsigka MPUMEHEHMsI CUCTEeMbl KadecTBa B
KOHKpeTHON cuTyauun. MnaH no kayectBy MAEHTUPUUMPYET U AOKYMEHTUPYET cnocob
BbINOSTHEHMS OpraHn3aumnen YHUKanbHbIX TpeboBaHUI K NPOAYKLMK, NPOLEecCy, NPoeKTy Unm
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0cobbix TpeboBaHU KOHTPaKTa.

OpraHusauus gomkHa onpeaenvTb o6nacTb NPUMEHEHMS NnaHa no kadvecTsy. [naH
MO KayecTBYy MOXET BKMoYaTb B cebs yYHUKanbHble npoueaypbl, paboune MHCTPYKLMKU U/vnm
3anucum.

4.9 TexHn4yeckune ycrnosus

TexHudeckne ycnoBusi SIBMSIKOTCS AOKYMEHTOM, YyCTaHaBnuMBawwuMm TpeboBaHus.
Hactoswmn ctaHgapT He paccMmaTtpyBaeT 3TOT BUA AOKYMEHTOB, Tak Kak OH OAWHAKOB AN
nobor npoaykuum 1 ntobor opraHnsauuu.

4.10 BHewHWe AOKYMEHTbI

OpraHI/I3aLI,VIF| OOJIXHa ncnonb3oBaTb BHeLWHUWE [OOKYMEHTbl U YCTAaHOBWUTb METOAbl
ynpasneHnda uMnm B pPaMKax CUCTEMbl MEHEe)XMEeHTa KadecCTBa. I'IpmmepaMM TaKnx
OOKYMEHTOB ABJAIOTCA YEPTEXU n0Tpe6V|Tene|7|, TEXHUYECKNE YCnoBusd, 3akoHogaTesibHble U
oba3aTenbHble Tpe6OBaHI/IFI, CTaHOapTbl, KOOEKCbl U PYKOBOACTBA MO 3KcCnfyataunn.

4.11 3anucum

3anucy, YCTaHOBJIEHHbIE CUCTEMON MEHeQKMEeHTa KadecTBa, Heobxoaumbl Ons
npeagocrtaBlieHNA CBUAOETEJIbCTB pPe3yJibTaTUBHOCTU OEATEJIbHOCTU, yCTaHOBJ'IeHHOVI B
OOKYMEHTNPOBaHHbLIX npoueaypax u pa60\-||/|x MHCTPYKUUAX. 3anucun gomkHbl obecneunBaTb
cBnageTenbCtBa COOTBETCTBUA Tpe6OBaHI/IFIM CUCTEMbI MEHeMKMEHTA KayeCctBa WU
YCTaHOBJIEHHbLIM TpGGOBaHI/IFIM K npoaykuun. OTBEeTCTBEHHOCTb 3a BegeHue 3anucen
AOIMKHa ObITb yCTaHOBJ1€Ha B JOKYMEHTax CUCTEMbl MEHE)KMEHTa Ka4YeCcTBa.

anMeanMe - O6bIYHO 3anucu He nepecmMmaTpunBaroTCA.

5 Mpouecc NoAroToBKM AOKYMEHTOB CUCTEMbI MEHeAXKMEHTa KayecTBa

5.1 OTBeTCTBEHHOCTb 3a NOAroTOBKY AOKYMEHTOB

[lOKyMeHTbl CUCTEMbI MEHeOXXMEeHTa KkadecTBa [OOMKHbl OblTb pa3paboTaHbl
nepcoHanom, BOBMEYEHHbIM B NPOLECCHI U BbINOMTHAEMY AeATEeNbHOCTb. ATO HEOOX0AMMO
Ans obecneyeHnsi BOBMEYEHHOCTM M 3aMHTEPECOBAHHOCTM MepcoHana, a Takke ny4llero
NMOHMMaHUSA NePCOHaNIoM yCTaHOBIEHHbIX TPeboBaHMIA.

AHanua n oTMeHa (npy Heo6X04MMOCTM) CYLLECTBYIOLLMX B OpraHM3auumn JOKYMEHTOB,
a TakkKe WCNoNb3yeMblX CCbITOK MOXET 3HA4YUTENbHO COKPaTUTb CPOKU pa3paboTku
AOKYMEHTOB CUCTEMbl MeEHeKMeHTa kadyecTBa. Kpome ToOro, aHanus OencTBYOLLMX
AOKYMEHTOB MOXeT MOMOYb OpraHuM3auuu BbisiBUTb 00MacTu HECOOTBETCTBUM B cCUCTEME
MeHe)KMeHTa KadecTBa ANl YCTPaHEeHUsl KOTOPbIX AOMKHblI ObiTb BHECEHbI B OOKYMEHTbI
HeobXoaAnMbIE N3MEHEHUS.

5.2 I'Iopnp,ox noArotToBKM AOKYMEHTOB CUCTEeMbl MeHeXKMEeHTa KavyecTBa



OpraHusaumm, BHegpsoLWmMe Unn nNnaHupyLwmne BHeAPEHNE CUCTEMbI MEHEOXKMEHTA
KayecTBa, JOJTKHbI:

a) onpegenuTb npouecchl, HeobxoauMMble Ans pe3ynbTaTUBHOIO BHEAPEHUS CUCTEMDI
MeHe)XMEeHTa KayecTBa;

b) onpegennTe nocnegoBaTenbHOCTb M B3aUMOAENCTBME 3TUX NPOLIECCOB;

C) OOKYMEHTMPOBATb MPOLECCHI, HACKOMbKO 3TO Heobxoaumo, Ans obecnevyeHnsa mnx
pe3ynbTaTMBHOIO OYHKLNMOHNUPOBAHMSA U YNpaBneHus.

Ha ocHoBe aHanusa npoueccoB opraHu3auusi AoSfhkHa onpenennte Heobxoaumoe
4YNCIO JOKYMEHTOB CUCTEMbI MEHEKMEHTA KadecTBa. [JOKYMEHTMPOBaHNE HE AOIMKHO ObiTb
camMoLenbio.

lMocnenoBaTenbHOCTb NOATOTOBKM AOKYMEHTAUUN CUCTEMbI MEHEPKMEHTa KadecTBa,
B COOTBETCTBUM C MepapxXmyeckon CTPYKTYpOn, NpuBeLEHHOW B NPUNOXEHUN A, He aBndaeTcs
o6a3aTenbHOM, Tak Kak AOKYMEHTUPOBAHHbIE npoueaypbl M paboyme MHCTPYKUMKM 4acTo
paspabaTtbiBaloT 40 BbiMyCcka PyKOBOACTBA MO KayecTny.

Hwxe npuBeaeHbl NpuMepbl 4ENCTBUIN OpraHn3auumn no AOKyMeHTUPOBaHMIO CUCTEMDI
MeHe)XMeHTa KayecTBa:

a) onpegeneHve nepevHss [OOKYMEHTOB CUCTEMbl MeEHeAXXMEHTa KayecTBa,
HeobXxoauMbIX B COOTBETCTBUN C TpeboBaHNAMM BbIGPaHHOIO opraHn3aumen ctTaHaapTa;

b) cbop AaHHbIX O OencTBylOLEN CUCTEME MEHEeKMEHTa KavecTBa U npoueccax C
NOMOLLIbKO aHKETUPOBAHMUS UNN UHTEPBLIO;

C) onpegeneHve nepeyHs [LOKYMEHTOB [AEWCTBYIOLWEN CUCTEMblI MeEHeMXXMeHTa
KayecTBa C Lenbto onpeneneHns BO3MOXHOCTM €€ UCMNOSIb30BaHUS;

d) opraHmszauma o6ydeHMss nepcoHana, 3aHAToro pas3paboTKoM [OOKYMEHTOB;
nporpaMmma obOyyeHMs [OOSDKHA BKIOYMTb  NOPSAOK  AOKYMEHTUPOBAHUSA, U3yYeHUE
TpeboBaHUN CTaHOApPTOB CUCTEMbl MEHEeKMEHTa KayecTBa W/MNu Apyrnx HeobXoanMbIX
TpeboBaHui;

€) opraHusaumusa 3anpoca M noslydYeHns AOMOSTHUTENbHbBIX AOKYMEHTOB U CCbITOYHbIX
AOKYMEHTOB 13 (PYHKLMOHANbHbIX NOAPa3aeneHuni;

f) onpegenenune cTpykTypbl 1 hopmaTa paspabdaTtbiBaeMbiX JOKYMEHTOB;

g) paspaboTka CTPYKTYPHOW CXxembl (KapT) NPOLIECCOB, HA KOTOPbIE pacnpoCTpaHAeTCcs
cucTeMa MeHe)KMeHTa KayecTBa (CM. npunoxeHue B);

h) npoBegeHne aHanu3a GnOK-CXeMbl M KapT NPOLECCOB U BHEAPEHNE BO3MOXHbIX
ynyyLeHu;

i) BANMaauunsa JOKYMEHTOB MO pe3ynbTaTaM ONbITHOrO BHEAPEHUS;

j)  wucnonb3oBaHMe  nObObIX  NpMeMnemMbix  AnNA  opraHMs3auMm  MeTogoB
AOKYMEHTUPOBAHUSA CUCTEMbI MEHE)KMEHTA Ka4yeCcTBa;

k) paccmoTpeHue n yTBepXXaeHne OKyMEHTOB A0 MX BbiMycka.

5.3 Ucnonb3oBaHUue cCbINoOK

Mpn HeOBXOAMMOCTU 1 B LIENSAX OrpaHMYeHnss Yicna OOKYMEHTOB criedyeT BKM4YaTb
CCbINIKM Ha [OelcTBylOWMe OOLLEeNpuHATbIE  CTaHOapTbl  WNAM  OpyrMe  OOCTYrHble
Nonb30BaTENsAM AOKYMEHTbI CUCTEMbI MEHEPKMEHTA KayecTsa.

Mpwn pa3paboTke OOKYMEHTOB CUCTEMbl MEHeMXMeHTa KayecTBa (B TOM 4ucre npu
MCNONb30BaHUN CChINOK) crieayeT npeaycMaTpuBaTh BO3MOXHOCTb U3MEHEHUSI JOKYMEHTOB,
Ha KoTopble [AenawTcs CCbinkn. PekoMeHOyeTcsi COCTaBnsiTb TEKCT AOKYMEHTOB TaKUM
obpa3om, 4YTOGbl COKpaTUTb HEOBXOAMMOCTb MepecMoTpa paspabaTbiBaeMoro AOKyMeHTa
Npu NepPecMoTpe CCbINIOYHbIX JOKYMEHTOB.



6 I'Ipou,ecc yTBepXaeHus, Bbinycka U ynpaBrieHUA OOKyMeHTaMNn CUCTeMbl
MeHeXKMeHTa KayecTBa

6.1 PaccmoTpeHue u yTBepxaeHue

o BbllMyCKa AOOKYMEHTblI AOJDKHbl MOCTYMNMUTb Ha pacCMOoTpeHune YNnormHOMOYEHHbIM
Jmuam opraHm3aunn € LUesiblo KOHTPOoJ1d ACHOCTU, TOYHOCTU U NPaBUITbHOCTU UX U3JNTOXEHUA
N MOCTPOEHUA. YTtobbl y4q4eCTb CIOXMBLUYHOCA B OpraHM3aunn npakTtuky, npeanornaraemMbie
nosib3oBaTtesin Takke [OOJIKHbl MMETb BO3MOXHOCTb O3HakKOMUTbCA C AOOKYMEeHTaMn wu
npeaocraBuTb CBOU 3aMeYaHUA. BbII'IyCKaeMbIe OOKYMEHTbl [OOJIKHbI ObITb YTBEPXOEHbDI
OTBETCTBEHHbIMW 3a WX BHeApeHune Jnuamn. Ha kaxgom aK3eMmnidpe [OoJPKHO ObITb
npocCTaBJ/IieHO pa3pelueHne Ha BblIMyCK. CeeneHus o npouenype yreepxaeHnd OOKYyMeHTa
OOJIXHbI COXPaHATbCA.

6.2 Paccbinka

Mpn paccbinke OOKYMEHTOB  YNOSTHOMOYEHHblE Nuua  AOMKHbI  obecneynTb
NoCTynfneHne K COOTBETCTBYIOLLEMY MepcoHany AOKYMEHTOB, coAepXalimx Heobxoaumble
ana ero paboTbl AaHHble. [1paBUNbHOM pacChifike N ynNpaBfieHUI0 OOKYMEHTaLMEN MOXET,
Hanpumep, cnocobcTBoBaTb MNPUCBOEHNE YYETHbIX HOMEPOB KaXXAOMY 3K3eMnnspy
AOKYMEHTOB, NpeaHa3HauYeHHbIX ANns onpeaeneHHbIX Nonb3oBaTenen. Takme JOKYMEHTbI, Kak
PYKOBOACTBO MO KayecTBY W MfaH KadecTBa MOryT ObiTb HanpaBrfieHbl U B CTOPOHHWE
opraHuvsaummn (Hanpumep, noTpedutensam, B OpraHbl MO cepTuduKaumMm M B OpraHbl
3aKoHoAaTesIbHOW BiacTh).

6.3 BHeceHue usaMmeHeHUM

OpraHuszaums  gorfkHa  YCTaHOBUTb  MPOLECC  MHUUUMUMPOBAaHUS,  paspaboTku,
PaCCMOTPEHUS, KOHTPONA M pernctpauum M3MeHeHWn OOKYMEHTOB. BHeceHue nameHeHuin
AOIDKHO NpoxXoauTb Ty »Ke npouenypy pacCMOTPEHUS W YTBEPXKOAEHUHA, YTO U Mpu
nepBOHavanbHoOW pa3paboTke JOKYMEHTOB.

6.4 Boinyck u ynpaBrneHme UaMeHeHUsAMun

Mpn ynpaBneHun BbINYCKOM [OOKYMEHTOB W BHECEHMEM B HUX W3MEHEHWA OYeHb
BaXkHO obecneunTb Hagnexailee yTBepXaeHNMe AOKYMEHTOB YMNONIHOMOYEHHbIMW Nuuamn B
COOTBETCTBUMN C YCTAHOBMNEHHOW npouenypon. Cnocob BHECEHMS] UBMEHEHUI OOIKEH ObITb
yCTaHOBJIEH OpraHusaumen.

YcTaHoBneHHaa  npouedypa  OofmkHa — obecneynBatb  NPUMEHEHWE  TOMbKO
Hagnexawmux [OOKYMeHTOB. [lepecMOTpeHHble [OOKYMEeHTbl AOfMKHbl ObiTb  3aMeHeHbl
nocrnegHen Bepcuen. C uenbio obecnedeHnss nonb3oBaTenen Haanexawmmm BepCcusiMn
YTBEPXXAEHHbIX AOKYMEHTOB PEKOMEHAYETCS COCTaBUTb NepeyYeHb OCHOBHbIX LOKYMEHTOB U
YCTaHOBUTb CTaTyC UX NepecmoTpa.

B cootBeTcTBUM C 3akoHogaTeNbHbIMW TPeBOBaHUAMM WU/MNN AN COXPaHEHUS
AaHHbBIX OpraHuMsaums LOfkHa paspaboTaTb MNOPSAOK BeAEHWSI 3anvcer MO BHECEHUHO
N3MEHEHUN B OOKYMEHTHI.



6.5 HeyuTeHHble 3k3eMnnsipbI

Ha ak3emnnspax [OOKYMEHTOB, npeAHasHa4YeHHbIX AN TeHOEpPOB, CTOPOHHMX
nonb3oBaTene Unu Opyrux BHELIHUX CTOPOH, €Cfin He npeaycmaTpuBaeTcsl BHECEHUe
N3MEHEHWI B [OKYMEHTbI, LOIMKHbI ObiTb CAenNaHbl COOTBETCTBYHOLLME OTMETKM.

Mpumeyanue - HeHagnexallee obecneyeHne 3Toro npouecca MOXeT NPUBECTU K
HenpeaHaMepeHHOMY UCMONb30BaHWUIO YCTapeBLUMX LOKYMEHTOB.

MpunoxeHune A
(cnpaBo4HoOe)

TvnoBas CTPYKTypa AOKYMEHTALUMK CUCTeMb) MeHeKMEHTa KavecTBa

PykosoacTeO
no xadecTsy

(Yposennb A)*

fpoueaypnt cucremol
MEeHEeMPKMEHTa KauecTsa
(YposeHnu B)

Pabouue MHCTPYKUMU M ApYyrUe AOKYMEHTb)
CUCTEMbI MEHEDKMEHTA KauecTBa

(Yposenb C)

PucyHok 1 — Tunosasi CTpyKTypa AOKYMEHTALUM CUCTEMbI MEHeKMEHTa KauecTBa

YpoBeHb "A" onucbiBaeT CUCTEMY MeHe)KMeHTa KadecTBa B COOTBETCTBUM C
3asiBfIEHHbIMU NOSIUTUKOM U LensaMmmn B obnactun kavectsa (CM. 4.3 n 4.4).

YpoBeHb "B" onucbiBaeT B3aMMOCBSI3aHHble  Mpoueccbl UM OeATenbHOCTb,
HeobXoauMYyH0 AN BHEAPEHUSA CUCTEMbI MEHE)KMEHTA KadeCcTBa.

YpoBeHb "C" cogepxuT nogpobHble paboyme JOKYMEHTbI.

NMpumeyaHue

1 Uncno ypoBHEN MepapXMYEecKOW CTPYKTYpbl yCTaHaBnMBalT B COOTBETCTBUM C
NnoTpPebHOCTAMM OpraHM3aunu.



2 q)OprI MOTYT NCNOJNb30BaTbCA Ha BCEX YPOBHAX CTPYKTYPHbI.

* Ecnn pykoBOACTBO MO KayecTBy BKMYaeT B cebsa nonutuky M uenm B obnactm
KadecTBa, TO B onucaHuve ypoBHs "A" CTPYKTYpbl LOKYMEHTaUWW CUCTEMbl MEHeKMeHTa
KayecTBa OObIYHO BKMOYAKT MNONUTUKY B oGnactm kadectsa w/vnu uenn B obnactu
KayecTBa.

MpunoxeHne B
(cnpaBo4HoOe€)

Mpumep CTPYKTYpbI TEeKCTa pabovyern MHCTPYKLIUK

B.1 Pabo4yas MHCTPYKLUMA NO CTEPUNM3aLUN NHCTPYMEHTOB

Homep Trv 2.6 HODaTa 15 cenTabps 1997 roma [TlepecmoTp O
B.2 UHCTpyMeHTbI, noanexaime YHUUYTOXKEHUIO

MomMecTuTe WMHCTPYMEHTLI, nognexawmne YHUYTOXEHWUIO (Hanpumep LWnpuubl, UMbl,
HOXW W WHCTPYMEHTbl ANA yOaneHus HUTOK), B creumanbHbii KoHTenHep. KoHTenHep
AOJTKEH ObITb YHUYTOXEH B COOTBETCTBUMN C MPOrPaMMOnN YHUUMTOXEHUS OTXOLOB.

B.3 UHCTpyMeHTbI, CTepuUnusyemMbie NyTeM TepMooopaboTku

B.3.1 BbiTpuTe Hanet C WHCTPYMEHTA, UCMONb3ys chneumaribHyl YTUIIU3NPYEMYHO
TKaHb.

B.3.2 Onyctute wuHcTpymeHTbl B 10%-Hbin  pactBop xnopa (1 geumnutp
XNOPUPOBAHHOM XMUOKOCTM U 9 OeumnnuTpoB BoAbl). PacTBop AOMMKEH 3aMeHATLCA ABaXAbl B
Hedento.

B.3.3 Bblaep>XuTe MHCTPYMEHTbI B XXUAKOCTN HE MEHEE OBYX YaCoB.

B.3.4 BbiIMOWTE MHCTPYMEHThI LLLETKOW, HAAEB 3aLUMNTHbIE NepYaTKu.

B.3.5 lNpononowmnTte 1 BbICyLUNTE UHCTPYMEHTHI.

B.3.6 [lpoBepbTe WuCNPaBHOCTb WHCTPYMEHTOB. [lOBpPEXOEHHbIE WHCTPYMEHTHI
AOMKHbI ObITb OTNPAaBMEHbI B PEMOHT.

B.3.7 Ctepunusaums B nakete

[MomecTnTe MHCTPYMEHTLI B TEPMOCTOMKUN MakeT.

3awmTuTe ocTpble Kpasi Mapren.

Cnoxunte nakeT Tak, YToObl OH CTan TYrMM 1 HEMNPOHULAEMBIM.

3anevartanTe NakeT TEMSIOCTOMKOM NIEHTON.

[MpocTtaBbTe gaTy M yCTaHOBUTE MHOMKATOP TemnepaTypbl.

lMonoxuTte nakeT B ropsdyto neyb n octaebTe Ha 30 MuH Npu Temnepatype 180°C.

NHCTpyMEeHTbI MOryT ObiTb MCNOMb30BaHbl B TEYEHNE Mecsua nocne crepunmsaumm,
€CNN OHW XPaHUIMCb B 3anevyaTtaHHOM LOSMKHbIM 06pa3omM nakeTe.

B.3.8 Ctepunusaums B MeTanimyeckoM KOHTENHepe

[MomecTnTe TEPMOCTONKYHO TKaHb Ha AHO KOHTEMHepa NS 3alnTbl UHCTPYMEHTOB.

[MomecTnTe MHCTPYMEHTbI Ha AHO KOHTenHepa.

YCcTaHOBUTE B KOHTENHEP MHOMKATOP TeMnepaTypsbl.



OcTtaBbTe koHTenHep Ha 30 muH npu TemnepaType 180°C. [1Ba KOHTENHepa AOSMKHbI
NCNoNb30BaTbCS NO ovepeamn Yepes eHb.

B.4 [ipyrvue MHCTpPYMeHTbI (Hanpumep OTOCKOMbI)

[MpoMonTe MHCTPYMEHTbI Mocrie NoMeLLEHUs B XJTOPHbIN pacTBOp Ha 2 .

MpunoxexHune C
(cnpaBo4HoOe)

CBeaeHus
O COOTBETCTBUM HaLUOHalNbHbIX cTaHAapToB Poccuinckon ®egepaumm cCbifiOYHbIM
MeXAyHapoAHbIM CTaHAAapTamM

Tabnuua C.1
Obo3HaueHMe CCBUJIOYHOTO Obo3HaueHVe M HAMMEHOBAHME COOTBETCTBYIETO
MEXIYHAPOIOHOTO HaLMOHAJILHOTO CTaHOapTa
cTaHmapTa

MCO 9000:2001 T'OCT P MCO 9000-2001 CrcTeMbl MeHeIXMeHTa
kauecTBa. OCHOBHEE IIOJIOXEHMS U CJIOBAPb

MCO 9001:2000 I'OCT P MCO 9001-2001 CucTeMHl MeHeIXMeHTa
kauecTea. TpebopaHuA




