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Mpeaucnosue

Lienv v npuHuMnbl ctaHaapTusaumu B Poccuiickon deagepaunm yctaHoBneHsl defepanbHbiM 3aKOHOM OT
27 pexabps 2002 r. Ne 184-93 «O TexHU4eCcKOM perynupoBaHun», a npasuna NnpuMeHeHUa HaunoHarnbHbIX
ctangaptoB Poccuiickon ®epepauumn — FOCT P 1.0—2004 «CtaHgapTtusauua B Poccuiickon depepaumu.
OCHOBHbIE MONOXEHUsI»

CBepfeHus o cTaHgapTe

1 MOArOTOBIEH OTKpbITbIM akuMoHepHbIM obwecTBoM «HayuyHo-UccneaoBaTenbCKUn LEHTP KOH-
TPONSA U AnarHoCTUKN TexHudecknx cuctem» (OAO «HUL KO » ) u TexHn4ecKum KoMUTETOM MO CTaHAapTU3aunm
TK 10 «lNepcnekTUBHbIE MPOU3BOACTBEHHbLIE TEXHOMOMMU, MEHEeKMEHT U OueHKa PUCKOB» Ha OCHOBe
CoBCTBEHHOr0 ayTEHTUYHOTO NepeBoAa CTaHAapTa, yKasaHHOro B NyHKTe 4

2 BHECEH YnpasneHuem pa3suTtusa, MHopMaunoHHoro obecneyeHns u akkpegutauum degepansHoro
areHTcTBa No TEXHUYECKOMY PeryrmpoBaHuio U MeTponorum

3 YTBEPXOEH W BBEAEH B AEWCTBUE Mpukasom deaepanbHOro areHTCTea no TexXHU4eckomy
perynuposaHuio n metposiornn ot 31 okts6psa 2007 r. Ne 282-ct

4 HacToswun ctaHgapT ugeHTndeH mexayHapoaHomy ctaHgapty UCO/TO 10013:2001 «PykosoacTtso
no AOKYMEHTMPOBaHUIO cucTeMbl MeHedkmeHTa kadecTBa» (ISO/TR 10013:2001 «Guidelines for quality
management system documentation»).

HanmeHoBaHWe HacTosiLero craHgapTa U3MeHEHO OTHOCUTENBHO HAUMEHOBAaHWUSA YKa3aHHOrO MeXay-
HapoaHoro cTaHaapTa ansa npueeaeHua B cooteeTcTene ¢ FTOCT P 1.5—2004 (noapasgen 3.5).

Mpun npUMeHeHNN HacTosILLIEro cTaHAAPTa pEKOMEeHAYEeTCsl UCNOMNb30BaTb BMECTO CChIMOYHbIX MeXayHa-
pPOAHbLIX CTaHA4APTOB COOTBETCTBYHOLLME UM HaUMOHarbHbIE CTaHAapThl, CBeAEHUA O KOTOPbLIX NpUBeaeHbl B
OONONHUTENEHOM NpuUnoxeHuu C

5 BBEAEH BMNEPBLIE

UHgbopmayua 06 usMeHeHUAX K Hacmoswemy cmaHdapmy rybrnukyemcsi 6 exe2o0Ho usdasaeMom
UHgbopMayUOHHOM yKkasamersie «HayuoHaneHble cmaHoapmbl», a mekcm USMEHeHUU U rorpasok — 6 exeme-
CsIYHO U3dasaeMbix UHGhOPMaLUUOHHLIX yKa3amensax « HauuoHaneHeie cmandapmei». B criyyae nepecmMompa
(3aMeHbl) Unu ommeHsb! Hacmosiuje2o cmaH@apma coomsemcemeyioujee yeedomiieHue ydem orybnukosaHo
8 eXeMeCsIYHO u30asaeMoM UHHOPMaUUOHHOM yKasamerne «HauyuoHarnbHbie cmaHdapmel». Coomeemem-
syrowiast UHhopmauusi, ysedomrieHue u mekcmsi pasmeLiaomcesl makxe 6 UHghopmayuoHHol cucmeme obue-
20 r1or1b308aHuUA — Ha oghuyuansHoM catlime @edeparnbHO20 azeHmcemea ro MexHU4YeCKoMy peayriuposaHuro
u Memporozauu e cemu MIHmepHem

HacToaluit ctaHaapT He MoXeT GbITb MOMHOCTLIO UM YacTUYHO BOCNPOM3BEAEH, TUPaXKMPOBaH U pac-
npocTpaHeH B kavyecTse oduLMansHOro usgaHus 6es paspelueHns PegepanbHOro areHTCTBa No TeXHUYEeCKo-
My PeryriMpoBaHunto U MeTPOorum

© CTAHOAPTUH®OPM, 2007
© CTAHOAPTUH®OPM, 2008
MepeuspgaHue (Mo cOCTOAHMIO HA CeHTABPL 2008 r.)
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BBepeHue

Obsi3aTensHbIM TpeboBaHueM craHaapToB MCO cepumn 9000 aBnseTca 4OKYMEHTUPOBaHWE CUCTEMBI
MeHeXXMeHTa KadeCcTBa OpraHusaLuu.

HacToswwun ctaHgapT HanpasneH Ha obecneyeHne NPoLLEeCCHOro NoAxoAa Npu paspaboTke U BHeAPEHUU
CUCTEeMbl MeHe)KMeHTa Ka4yecTBa 1 yryJlleHUn ee pe3ynbTaTUBHOCTU.

[nsi pe3ynbTaTUBHOrO OYHKLUMOHNPOBAHUA OpraHn3auns 4ofmkHa naeHTUdUUMpoBaTh MHOMTOUUCTIEH-
Hble B3aNMOCBsi3aHHbIe BUAbI AeATeNbHOCTU 1 yNpaBnsaTe MMU. Nio6aa AeaTeNnbHOCTL OpraHn3aunm, B KOTOPOn
NCNoNb3YHTCA pecypchl 45 NpeobpaszoBaHNns BXOA0B B BIXOAbI, MOXET paccMaTpMBaThCe Kak npolecc. Bxo-
AaMu ogHoro npouecca 06bI4HO ABNSAOTCA BLIXOAbI APYrMX NPOLLECCoB.

Cuctematunyeckas naeHTUdMKauns 1 MeHeAXXMEHT NpUMeHsieMbIX opraHusaLunein npoLueccos, obecne-
YeHue UX B3aMMOAeNCTBMSA MOXET paccMaTpmnBaTbCsl Kak MPoLeCcCHbIN Noaxo[.

MpenmMyLecTBoO NPOLLECCHOro NoAX0Aa COCTOUT B HENPEPLIBHOM YNPaBeHUN Kak Ha CThIKe OTAeNbHbIX
NpOoLEeCcCoB B pamMKax CUCTEMBI, TaK U Npy X KoMOMHaunn 1 B3aMMoaeACTBUM.

Mpn AOKYMEHTUPOBAHUN CUCTEMbI MEHEMKMEHTA KauyecTBa OpraHU3aLua MOXeT onpeaenutb noboe
4YKCMO N COCTaB AOKYMEHTOB, HEOBXOAMMEIX A5t AEMOHCTPALUMN pe3ynbTaTUBHOIO MITaHUPOBAHUA, (OYHKLWO-
HUPOBaHUSA, YrIpaBneHUs U NOCTOAHHOIO YNyYLLIEHNsI CUCTEMbI MEHEAXKMEHTa KayecTBa U ee NPoLLecCoB.

XapakTep 1 cTeneHb JOKYMEHTMPOBaHNA CUCTEMbI MEHEAXXMEHTa KayecTBa 3aBUCAT OT ocobeHHocTen
opraHusaunn. JJokyMeHTUpOBaHNEe MOXET OXBaTbiBaTb BCHO AEATENbHOCTb OpraHM3aLum Unu oTaenbHble ee
acnekTbl. Hanpumep, TpeboBaHUA, ycTaHaBMMBaeMble B JOKYMEHTaLUW, 3aBUCAT OT BUAA U XapaKTepa Npoayk-
L1 M MPOLLEeCCOB, YCIIOBUI KOHTPaKTa, yCTaHOBMEHHbIX 3aKoHoAaTeNbHbIX M 06513aTeNbHbIX TPE6oBaHUA U T.M.

CofaepxaHne OOKYMEHTOB CUCTEMbI MEHEXKMEHTa KadyecTBa U YCTaHOBSEHHbIE B Heil TpeboBaHNA 4Ok~
Hbl COOTBETCTBOBaTL CTaHAapTam B 06nacTu kayecTra.

PykoBoasiLume ykasaHusi HacTosILLero cTaHgapTa no JoKyMeHTUPOBaHWUIO CUCTEMbI MEHEXKMEHTa Kadec-
TBa NnpeAHasHaveHbl AN NPUMEHeHNA opraHn3aunsiMi n He MoryT BbITb UCNOSb30BaHbI B KOHTPaKTax uiv Ans
uenen cepTudmkaumm.

MnaHnpoBaHue kavecTBa ABMAETCS OAHUM U3 OCHOBHbIX BUAOB AEATENbHOCTU NPY BHEAPEHUN CUCTEMBI
MeHeKMeHTa KayecTBa. [JoKyMeHTbl N0 NNaHNpoBaHWIo KayecTBa MOTYT perfiaMeHTUpoBaTh NNaHupoBaHue,
MOAroTOBKY K BHEAPEHWIO CUCTEMbI MEHeXKMEHTa Ka4ecTBa, BKMoYan opraHu3aLnoHHbIe MepornpusiTus, rpa-
KM BbINONHEHWS paboT 1 pecypcbl, HeobxoauMble AN ACCTKEHUA Lienel B o6nacTu kavecTsa.
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HALULMWOHANbHBIA CTAHAJOAPT POCCUUCKOW OSEQNEPALMUM

MeHepKMEHT opraHusauuu
PYKOBOACTBO NO AOKYMEHTUPOBAHUIO CUCTEMbI MEHEIXKMEHTA KAYECTBA

Organization management.
Guidelines for quality management system documentation

Harta BBeaenna — 2008—06—01

1 O6nacTtb NpUMMeHeHUA

HacTroswuin ctangapT cogepxxuT pykoBoasiLLMe ykasaHua no paspaboTke, BHeAPEeHUIo U nogaepXaHuio B
pabo4yem COCTOSIHUMN OKYMeHTauuu, Heobxoaumon Ansa obecneyeHns pesynbTaTUBHOCTU CUCTEMbI MEHEIXK-
MEHTa KayecTBa U COOTBETCTBYHOLWWEN NOTPEBHOCTAM opraHnsaunu.

PykoBogsLne ykasaHWsi MOryT MOMOYb OpraHu3auusM npu co3gaHnuM cUcTeMbl JOKYMEHTaLUMN, COOT-
BETCTBYHOLEN TpeGoBaHNAM cTaHAaPTOB NO CUCTEME MeHEeKMEHTa KayecTBa.

HacTtoswunin cTaHgapT MOXeT UCNoMb30BaThCA NPU AOKYMEHTUPOBaHUA He TOMNbKO CUCTEM MEeHEePKMEH-
TaKkadecTBa B COOTBETCTBUN C TpeboBaHuaMn ctaHgapTos MCO cepumn 9000, Ho U Npyu AOKYMEHTUPOBaHUM ApY-
TMX CUCTEM MEeHeKMeHTa, Harnpumep, CUCTEMbI 3KONOMMHYECKOro MeHeKMEHTA, CUCTEMbI MEeHeIXKMeHTa
6e30MacHOCTM 1 OXpaHbl TPyAa.

MpwumedaHue— Ecnvnpoueaypa AOKYMEHTUPOBAHA, 4aCTO UCTIONbL3YIOT TEPMUH « A0KYMEHTUPOBaHHAA NPO-
Leaypa».

2 HopmaTuBHbIe CCbINKK

B HacToswem cTaHAapTe UCMoMb30BaHbl HOPMATMBHbIE CCBISIKW Ha credytowme cTaHaapThl:
MCO 9000:2005 Cnuctembl MeHeAXMeHTa kavecTBa. OCHOBHbIE MONOXEHUA U COBapb
MCO 9001:2000 Cuctembl MeHemKMeHTa kavecTBa. TpeboBaHus

3 TepMmuHbI M onpeaeneHus

B HacTosilleM cTaHAapTe Ucnomnb3yloTess TepMuHbl 1 onpegenenua no MCO 9000, a Takke cneayto-
LMe TepMUHbl C COOTBETCTBYIOLUMMU onpeaeneHnamMun. [Ons oTaenbHbIX BUAOB AOKYMEHTauUW CUCTEMBI
MeHeKMeHTa kayecTBa AonyckaeTcsl UCNoNb3oBaHWe APYTMX OBLLENPUHATBLIX TEPMUHOB.

3.1 pabouune uHcTpykuum (work instructions): Nogpo6bHoe onucaHue nopaaka BLINONHEHUSA NOCTaBNeH-
HbIX 3a0aHWUA U BeeHWe 3arnncen no Hum.

MpumevyaHuns

1 HdokymeHTUpoBaHWe paboumx MHCTPYKLUUI He 06s3aTernbHO.

2 K pabo4nm MHCTPYKLMSIM MOTYT BbITb OTHECEHbI, HANPUMEP NMOSICHUTENBHBIE 3aNNCKU, KAPTbl TEXHOSOMMYECKOro
npouecca, nnaHel, MoAenu, TEXHUYECKNE 3anncKn K YepTexam, TEXHUYECKUE YCMOBUSA, MHCTPYKUMM MO SKCNIyaTauum
obopyaoBaHus, Nnakatsl, BuAeoMaTepumans u T.4. Paboune MHCTPYKLUMM AOMKHbLI COAEPKaTb CBeAEHNA 06 NCNONb3yeMblX
maTepuanax, 06opyaoBsaHm v JOKyMeHTauum. B cnyyae Heo6xoaMMOCTU B HUX MOTYT GbiTh BKIIOHEHB! KPUTEPUN NPUEMKH.

3.2 dopwma (form): JokyMeHT, B KOTOPLIA BHOCATCS AaHHbIe, He0BX0AUMbIE ANA CUCTEMbI MEHEMKMEHTa
Ka4vecTBa.

MpumeyaHun e — lNocne 3anonHeHnsi hopma CTaHOBUTCS 3anuChblo.

UzpaHne ocpmumnanbHoe
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4 HOKyMeHTaUMﬂ CUCTeMbl MeHeAXXMeHTa KavecTBa

4.1 O6uwue nonoxeHus

Knaccucdukaums 4OKyMeHTauumM cucteMbl MeHepKMeHTa KadecTBa MoXeT GbiTb NOCTpoeHa Ha OCHOBE
CTPYKTYpbl NPOLIECCOB OpraHusauuy, CTPYKTYpbl BHEAPSIEMOro cTaHAapTa KavecTBa UM UX KomMBuHauun.
OpraHunsaums MoXeT MCnonb3oBaTb Apyrue Buabl knaccudukauuini B COOTBETCTBUM CO CBOUMU NoTpeBHoC-
TAMN.

CTpyKTypa B3aMMOAENCTBUS JOKYMEHTOB CUCTEMbl MEHEAXKMEHTa KayecTBa MOXeT GbiTb nepapxuiec-
kol. MogobHana cTpyKTypa cnocobcTByeT BHeAPEHWIO, NogaepXaHuio B paboyeM COCTOSIHMM U fydLIeMy NMoHu-
MaHWO NepcoHanom TpeboBaHUI K OOKYMEeHTauuM CUCTeMbl MeHeQKMeHTa kadecTBa. B npunoxeHun A
npeacTaBneHa TUNOBasi CTPYKTypa B3anMOAeNCTBAS JOKYMEHTOB CUCTEMbI MeHepkMeHTa kayecTBa. Paspa-
60TKa ypoBHEN MepapXUYECKON CTPYKTYPbl AOKYMEHTOB 3aBUCUT OT 0COBEHHOCTEN opraHusauun.

CreneHb AOKYMEHTUPOBaHUSA CUCTEMbI MEHEDKMEHTa KayecTBa opraHMsaLuMnm MoOXeT pasnuyatbcs B
3aBMCUMOCTU OT cneaytonx pakTopos:

a) pasmepa 1 BUAoB AeATeNIbHOCTW OpraHu3auuu;

b) cnoxHocTu npoLeccos u hopm UX B3aUMOAEUCTBUS;

C) KOMNETEeHTHOCTU NepcoHana.

OnpeaeneHnsl cucTeMbl MEHEeDKMEHTa KavyecTBa A0MKHbI COOTBETCTBOBATb TEPMUHAM U onpederneHu-
aM no MCO 9000 co cChINKOW Ha 3TOT CTaHAAPT UK 06LWenpUHATLIE TEPMUHBI U onpeaeneHus.

Cuctema MeHepKMeHTa kayecTBa 06bIYHO BKNovaeT B ceba cneaytolume AOKYMEHTbI:

a) NonUMTUKY 1 Lenu B obnacTtu kauecTsa;

b) pykoBoAcCTBO No Ka4ecTBy;

C) AOKYMEHTUpOBaHHbIe NpoLeaypbl;

d) paboune UHCTpyKUUWK;

e) dopmsl;

f) nnaHbl kavecTBa;

g) TexHu4veckue ycnoBus;

h) BHeLHWe OOKYMEHTHI;

i) 3anucn.

[okyMeHTBl CUCTEeMbl MeHe)KMEeHTa KayecTBa MoryT ObITb NpeacTaBneHsl B Noboi hopme 1 Ha nobom
HocuTene.

MpumedyaHune — MNpenmylLecTBaMN 4OKYMEHTUPOBaHUSI HA 3MEKTPOHHBIX HOCUTENAX ABNAIOTCA Cregylowme:
a) obecneveHne NOCTOSIHHOIO A0CTyNa YNONMHOMOYEHHOIO NepcoHara K akryanuanpoBaHHOW uHgopmaumm;

b) nerkoctb NpegocTaBnNeHNs AOCTYNa K AJOKYMEHTaM, BHECEHUSI B HUX N3MEHEHWUI U YNPaBIieHUs UMU;

C) BO3MOXXHOCTb pacnpoCTpaHeHUsl AOKYMEHTOB 1 yNpaBreHnsl MU NyTeM pacneyaTtky Konui (Npy HeobxoaumocTu);
d) oBecneveHne gocTyna K 4OKyMeHTaM OTAaneHHbIX NoapasaeneHuii;

e) obecneveHne NPOCTOTbI M Pe3ynbTaTUBHOCTU aHHYIMPOBaHWS YCTapeBLWNX AOKYMEHTOB.

4.2 Llenu 1 none3HOCTb AOKYMEHTUPOBaHUS

JokymeHTUpoBaHUE CUCTEMBI MEHEXKMEHTa KavyeCTBa MO3BONsIeT OCYLLeCTBAATL (MpY HEO6X0AMMOCTH
CMUCOK MOXeT BbITb AONOMNHEH):

a) onucaHue CUCTEMbl MEHEIXKMEHTa Ka4ecTBa opraHu3aLuu;

b) obecneyveHne HeobxoanMoN nHopMaLIMeh B3aMmMoaeNCTBYOLWMUX NoapasaeneHnii ¢ Lenbo nydiue-
ro MOHNMaHUs B3aMMOCBA3EN MeXay HUMU;

C) AosefeHve Ao cBedeHus nepcoHana obs3aTtenbCcTB CO CTOPOHbI PYKOBOACTBA B 06NacTu kavyecTsa;

d) copeiictere B obecneyeHnn ocBeOMINEHHOCTU NepcoHana 06 akTyanbHOCTU 1 BaXKHOCTU ero aes-
TenbHOCTY;

e) obecneyeHue B3aUMONOHUMaHUSA MeXJy MepcoHanoM U pyKoBOACTBOM OpraHusaLmu;

f) obecneyeHne H6asbl 4N BLINOAHEHWS MOCTaBNEHHbIX Lienei;

g) ycTaHoBneHue nopsaka BbiNonHeHUs paboT AN AOCTWKEHNS YCTaHOBNEHHbIX TpeboBaHNIA;

h) o6ecneyeHne 06 bEKTUBHBIX CBMAETENLCTB BbINONHEHNS YCTaHOBNEHHBIX TpeboBaHni;

i) obecneueHve YeTKOM U pe3ynbTaTUBHON CTPYKTYPbI BLIMONHSAEMbIX AEACTBUIA;

j) obecnevyeHne H6asbl 4ns NOArOTOBKM BHOBb HAHUMAEMOr O NepcoHana u HeobxoanMon nepenoaroToBs-
Kn BCero nepcoHarna opraHnsauumn Yepes sannaHnpoBaHHble MHTepBaribl BpeMEHU;

k) obecneueHue Mep Mo ycTaHOBMEHWIO Nopsaaka 1 cbanaHcUpoBaHHON AesATeNbHOCTU OpraHumsaLmu;

[) obecneueHne nocneaoBaTensLHOCTU BEIMOMHEHNSI ONepaLnii Ha OCHOBE JOKYMEHTOR Mo NpoLieccam;

m) obecneyvyeHne OCHOBLI ANA MOCTOSIHHOTO YIyYLIEeHNUst AeATENbHOCTU OpraHmM3aLnu;



roCT P UCO/TO 10013—2007

N) NoBbllLIeHNe OBepUs K opraHu3aunu co CTOpoHbl NOTpebuteneit Ha ocHOBE AOKYMEHTUPOBaHHbIX
npoweayp CUCTEMBI;

0) npeaocTaBfieHue 3anHTepecoBaHHBIM CTOPOHaM UHBOPMAaLLK O BO3MOXHOCTAX OpraHnu3auunu;

p) obecneyeHue ICHON ANA NOCTaBLUUKOB CTPYKTYpbl TpeGoBaHuUiA;

() cosaaHue OCHOBbLI ANA NPOBEAEHUA ayanTa CUCTEMbI MEHEDKMEHTA KayecTBa;

r) obecneyeHme OCHOBbI ANA OLEHUBAHUA U MOCTOSAHHOW NMOAAEPXKKU Pe3ynbTaTUBHOCTU CUCTEMbI
MeHekMeHTa KadecTBa B COOTBETCTBUN C YCTaHOBMEHHBIMN TpeboBaHUSIMU.

4.3 Monutuka u uenu B oénacTtu kavyecTsa

Monutnka 1 uenu B o6nacT kavyecTBa ACMKHbI OblTb AOKYMEHTarnbHO opopMeHs! B BUae caMocTos-
TelbHbIX JOKYMEHTOB UMK BKITHOYEHbI B PYKOBOACTBO MO KAYECTBY.

4.4 PykoBOACTBO NO KayecTBY

4.4.1 O6WwMme NonoxeHus

Kaxxgaa opraHusaums gomxkHa paspaboTaTe CBoe PYKOBOACTBO MO KadecTBy. HacToswwMin cTaHgapT
JonyckaeT rmbkuii noaxoa Npu onpeaeneHnn CTPYKTypel, hopmara, coaepkaHus UM MeToaoB 4OKYMeHTUpo-
BaHUs CUCTEMbl MEHEePKMEHTa KaveCcTBa opraHn3auuu.

[nsa HeGonblUMX OpraHN3aumnii B pyKOBOACTBO MO KaueCTBY LienecoobpasHo BKYaTb NOfIHOe onucaHne
CUCTEMbI MEHePKMEeHTa KayecTBa Co BCeMWN AOKYMeHTUpOoBaHHbIMY npoueaypamu, Tpebyembimu UCO 9001.
[insa KpynHbIX opraHu3auuin MoXeT BbiTb paspaboTaHo HECKOMbLKO PYKOBOACTB MO KavyecTBy (HanpuMep, ans
MeXAyHapoAHOro, HaLUOHanbHOro UNU peruoHanbHOro HanpaeneHUA AeaTeNbHOCTU opraHusaunmn) uunm
MOXeT bbITb cozgaHa 6onee cnoxHas nepapxuyeckas CTPYKTypa AOKYMEHTOB.

PykoBoacTBO No kavecTBy AOMKHO cogepXKaTb 0611acTb NPUMEHEHUSI CUCTEMbI MeHEAXKMEHTa KadyecTBa,
obocHoBaHWe 1 AeTanu MobbIX UCKNIOYEHUI, AOKYMEHTUPOBaHHbIE NPOoLLeAyPbl UM CCBINKK Ha HUX, onucaHue
B3auMOAENCTBUSA MPOLECCOB CUCTEMBI MEHEDKMEHTa KavecTBa.

PykoBoACTBO Mo KayecTBY A0MKHO BKMlOYaTh B cebs uHcbopmaLuio 06 opraHusaunm, B TOM Yncne ee Hau-
MeHOBaHWe, afipec N KOHTaKTHY0 UHdopMaunio. B pykoBoACTBe MO KauecTBY MOXeT 6biTb NpuBedeHa Aonon-
HUTernbHas UHopMaLUs, HanpuMep HanpaeneHue AesTeNbHOCTU opraHu3aunn, CBeaeHus o ee pasmepe,
ncTopudeckas cripaska.

PykoBoACTBO MO Ka4ecTBY AOMKHO coaepKaThb 3rieMeHThbl, NpefyCMOTpeHHble NyHkTamn4.4.2—4.4.9, Ho
He 06s13aTenbHO B yKa3aHHOM NopsaakKe.

4.4.2 HaumeHoBaHue n o6nacTb NPUMEHeHUs

B HaumeHoBaHWM n/unu obnacTu NnpruMeHeHNs PYKOBOACTBA NO Ka4ecTBY crieayeT yKasblBaTb opraHusa-
umto, koTopasi ByaeT ero npuMeHnaTh. B pykoBoACTBe NO KayeCTBY AOMKHa BbIThb cAefnaHa cebifka Ha cTaHaapT,
Ha OCHOBe KOTOPOro paspabaTbiBaeTcs cucteMa MeHeaXXMeHTa KadecTBa.

4.4.3 CopepxxaHue pykoBoACTBa NO Ka4yecTBY

B cogepxaHuu pykosoAcTBa Mo kaueCTBY CrieayeT yKasbiBaTh HOMepa, HaMMeHOBaHWA BCeX pasaenos 1
HOMepa CTpaHUL, Ha KOTOPLIX 3T pa3feribl PacnonoXeHbl.

4.4.4 PaccMoTpeHue, yTBepxaeHue U nepecMoTp

PykoBoACTBO NO Ka4yecCTBY OOMKHO codepXaTb TOUHbIE CBEAEHUS O ero ctaTyce, AaTax pacCMOTPeHUs,
yTBEpXAeHUs U nepecmoTpa.

Mpn HeoBX0AMMOCTU XapakTep N3MeHEeHWUI YKasblBarT B PYKOBOACTBE MO KauecTBY MMM ero npuroxe-
HUSIX.

4.4.5 MonuTtukKa 1 Lenu B o6nacTu KayecTBa

PykoBoACTBO NO Ka4ecTBY AOMMKHO BKIOYATL B ce65 NOMMTUKY 1 LeN B 06racTy KavyecTsa UNn CChINKN Ha
HUX. PeLleHune o BKNoYeHUN MONUTUKA U/Unu Lienen B 06nacTu kauecTBa B PyKOBOACTBO MO KaYeCcTBY NPUHUMA-
eT BblCLLIee pyKOBOACTBO opraHusauuu. lNokasateny peaynbTaTMBHOCTMW BbIMOHEH WS Liefel MoryT 6bIThb BKI1HO-
yeHbl B Apyrue AOKYMEHTbI CUCTEMbl MeEHEKMEHTa KavecTBa opraHusaumu. MonuTtuka B obnactu kavyecTsa
AonXHa codepxaTtb 06s3aTenbCTBa COOTBETCTBUA YCTaHOBNEHHBIM TpeGoBaHMAM 1 MOCTOSAHHOO NOBbILLEHUS
pPesynbTaTUBHOCTU CUCTEMbI MEHEDKMEHTA KayecTBa.

Llenu B obnactu kayecTBa OCHOBaHbI Ha NONMUTUKE OpraHM3aLuM B 06racTi KayecTBa U AOMKHbI ObiTh
AocTMXUMBIMU. Llenu B obnacTu kavecTsa opraHvsal g, NpeacTaBnieHHble B KONMMHECTBEHHOM BbipaXeHuu,
CTaHOBATCS NoKasaTensaMmn 1 40HKHbI U3MepPATLCS.

4.4.6 OpraHusalLMoHHas CTPYKTypa, OTBETCTBEHHOCTb M MOJIHOMO4YUSA

B pykoBoacTBe no kayecTBy AoMKHa GbiTb NpuUBedeHa CTPyKTypa opraHusauuun. OTBETCTBEHHOCTb,
MOSIHOMOYMA U B3aUMOAEeNACTBUSA MOMyT ObiTb NpuMBeAeHbl B OpraHU3aUMOHHBIX CXeMax, KapTax npoLeccoB
nnnn pabounx MHCTPYKLMAX. DTV AOKYMEHTbI MOryT GbiTb BKITHOUEHBI B COCTaB PYKOBOACTBA MO KA4eCTBY Ui
Ha HUX 4OMKHbI ObITb cAeNaHbl CCbIMKW.

4.4.7 Ccbinkun

PykoBoACTBO MO kKaueCTBY AOIMPKHO coAepXaThb NepeyveHb [OKYMEHTOB, Ha KOTopble AeNaloTCA CChINKU.
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4.4.8 OnucaHue cucTeMbl MeHeDKMEHTa KavecTBa

PykoBoacTBO Mo Ka4yecTBY AOMKHO cogepkaTb ONMcaHne CUCTEMbl MEHEXKMEHTa KayecTBa U ee NpuMe-
HEeHWs B OpraHnsaL,uuy, a Takke onvcaHue NpoLeccoB U X B3anMoaencTenaA. B pykoBoACTBO MO KaYecTBY [OMK-
Hbl BbITb TaKKE BKITHOYEHBI JOKYMEHTUPOBAHHLIE NPOoLeAYPbl UK CCINKW Ha HUX.

OpraHnzauns AormkHa AOKYMEHTUPOBaTb CUCTEMY MeHeKMeHTa KavecTsa Nnbo B COOTBETCTBUM CO
CBOUMM MpoLieccammn, NMbo B COOTBETCTBUN CO CTPYKTYpOil BbIGpaHHOro ctaHaapTta, nMbo B noboit uHoi
nocrieqoBaTeflbHOCTU, COOTBETCTBYHOLEN NOTPEGHOCTAM OpraHu3aLun.

Llenecoobpa3Ho UCMonNb3oBaTb NepeKpecTHble CChINKW Mexay BblibpaHHbIM CTaHAapTOM U PYKOBOA-
CTBOM 0 KayecTBy.

B pykoBoACTBe NO Ka4eCTBY AOMKHbI ObITb YKa3aHbl NPUMEHsieMble OpraHusaumMein MeToabl A4Sl BbINos-
HEHWA NONMUTUKK U Lenei B obnactu kayecTsa.

4.4.9 MpunoxeHua

PykoBoacTBO No Ka4yecTBY MOXET BKMoYaTb B €651 NpunoxeHus, cogepxalume cnpaBoyHyo MHgopma-
UMHo.

4.5 [lokyMeHTUpPOBaHHbIe Npoueaypbl

4.5.1 Ctpyktypau cbhopmart

CTpykTypa 1 dopMaT 4OKYMEHTUPOBAaHHLIX Npoueayp (Ha ByMaXXHOM WM SMEeKTPOHHOM HOCUTENSIX)
OOMKHbI BbITb NpeAcTaBeHbl OpraHu3aunen B Buae TEKCTOB, CXeM, KapT Npoueccos, Tabnuu, ux KoMbuHaLmm
1 B Apyron npuemnemori popmMe B 3aBUCUMOCTUN OT NOTpeBHOCTeN opraHnsaumn. [lokyMeHTMpoBaHHast npo-
Ledypa AorkHa cogepxaTb Heobxoaumyto uHdopmMaumio (CM. 4.5.2) n UMeTb YHUKanbHY0 uaoeHTUdUkauuo
ansi obecneyeHns NPOCNeXnBaeMocTu.

B oKkyMeHTUpoBaHHbIX Mpoueaypax MoryT 6biTb caenaHbl CCbifkn Ha pabovne MHCTPYKUUK, onpeaensito-
WMe NopsiaoK BbiMofnHeHUs paboT. [okymeHTUpoBaHHbIe npoueaypbl 0ObIMHO ONUCHLIBAIOT AEATENbHOCTb,
BKIIHOYaOLLY0 B ceb51 HeCKOMbKO PyHKLMIA, B TO Bpems kak paboune MHCTPYKLUUN OBLIMHO OTHOCATCA K 3a4aHUsAM
B pamMKkax ofHON hyHKLMN.

4.5.2 CopepxaHue

4.5.2.1 HaumeHoBaHue

HaumeHoBaHWe JOMKHO YeTKO nAeHTUDULUPOBAaTL AOKYMEHTUPOBAHHYIO NpoLeaypy.

4.5.2.2 Lenb

Llenb pa3paboTk1 1 MCNONb30BaHUS AOKYMEHTUPOBaHHOM NpoLeaypbl AoSkHa BbITb YeTko UaeHTUdK-
unpoBaHa.

4.5.2.3 O6nacTb NpuMeHeHuUs!

OpraHunsaums gomkHa onucatb obracTb NPUMeHeHUs AOKYMEHTUPOBAHHOM Mpoleaypbl, BKAYas
o6ocHoBaHWe 1 noapobHoe onncaHue NoGbIX caenaHHbIX UCKITIOYEHWA.

4.5.2.4 OTBETCTBEHHOCTb U NONHOMOYNS

OpraHusauns gomkHa naeHTuduLMpoBaTb OTBETCTBEHHOCTb M MONTHOMOUUS: U/Unn OyHKLMOHArbHbIE
0653aHHOCTM NepcoHana, a Takke B3aMMOCBSA3b NepcoHarna ¢ npoLleccaMun u 4eicTBUAMK, BXOAALLIMMU B Npo-
ueaypy. OTBETCTBEHHOCTL 1 MOMHOMOYMS MOTYT BbITh NpeAcTaBneHbl B BUAE KapThbl NpoLecca UIv TekcTa.

4.5.2.5 OnucaHue BUAOB AeATENbHOCTU

YpoBeHb geTannsauum OKYMEHTOB 3aBUCUT OT CIIOXHOCTU BUAa AeSTENbHOCTU, UCTIONb3YEMbIX METO-
[00B, YPOBHsI KBanndukaL/Mm U MoAroTOBKU NepcoHana, HeobxoaumMbIX Anis BbINonHeHus paboT. HezaBucumo ot
YPOBHS NPY ONUCAHWUN BUAOB 4eATENbHOCTM AOMMKHBI 6bITb pacCMOTPEHbBI CrieaytoLLiMe acneKTbl:

a) onpeaeneHue noTpebHOCTeR opraHusauun, ee NoTpebuTenen n NOCTaBLUUKOB;

b) npeacTaeneHne NpoLEeccoB B BUAE TeKCTa /UMy KapT npoLecca no Buaam AeATeNbHOCTY;

c) onpegeneHue HeobxoanMbIx paboT 1 pacnpegenieHne 0TBETCTBEHHOCTH, Ha3HaYeHUe OTBETCTBEH-
HbIX JT1L, paMK1 X PyHKLMOHaNbHBIX 06513aHHOCTEN, ek, MECTO, BpeMsi U cnocob BbIMONTHEHUS! 3TUX paboT;

d) onucaHwue ynpasneHus npoLeccammn n UAeHTUDULNPOBAHHBIMY BUaaMn AesTeNbHOCTH;

e) onpegeneHune noTpebHOCTEN B pecypcax, HeobXxoaNMbIX 4Ns1 BEINOMHEHNUS] YCTaHOBIEHHOW AesATENb-
HocTu (noTpebHOCTL B NnepcoHarne, obyyeHnn, 0bopyaoBaHnM U MaTepuanax);

f) onpeaeneHne AOKyMEHTOB, pernaMeHTUPYIOLLMX AaHHbINA BUO AeATEeNbHOCTY;

g) onpeaeneHue BXxoaa U BbIXo4a NpoLECCOoB;

h) onpegeneHne He06X0OUMEIX U3MEPEHNA.

OpraHuszaumns MOXeT MPUHSTL pelleHre O LieniecoobpasHOCTH BKITOYEHNS YacTn NPpUBEAEHHOW BhilLe
nHopmaLmm B paboune MHCTPYKLUN.

4.5.2.6 TpeboBaHus k 3anmcam

BepeHue 3annceii no BUay AesATENbHOCTU, YCTaHOBNEHHOMY B AIOKYMEHTUPOBaHHOM Npoueaype, AOIPKHO
6bITb onMcaHo B pasgene «3anucu» Unv B ApYrom pasgene pabovein MHCTpyKuMn. OpraHnsauns AomkHa ycTa-
HOBUTb (hopMbI BeAeHWS 3an1ceit, ykazaTb crocobbl X 3anofHeHUs, perucTpaunm n xpaHeHus.

4



rocT P UCO/TO 10013—2007

4.5.2.7 MNpunoxeHus

HokymMeHTUpoBaHHas npoueaypa MOXeT BKIo4aTb B cebsl NpUnoxeHus, cogepxawme scnomoraTesb-
Hyto nHcbopMaLmio (Tabnuuibl, Anarpammel, KapTbl NPOLLECCOB, CXeMbl U (hOPMbI).

4.5.3 PaccmotpeHue, yTBepXaeHue U nepecMoTp

HokymeHTUpoBaHHas npoLleaypa AomkHa coaepXkaTb CBEEHUS 0 CBOEM CTaTyce, AaTaxX pacCMOTpeHUs,
yTBEpXAeHus1 n nepecmoTpa.

4.5.4 OnpepeneHue USMeHeHUN

Mpun HeobxoaMMOCTU XapakTep U3MeHeHUIA AOIDKEH ObiTb yKasaH B JOKYMEHTUPOBaHHOW NpoLeaype v
NPUNOXEHUSIX K HEN.

4.6 PaGouue MHCTpYKLUU

4.6.1 Ctpyktypau cbopmart

Paboune MHCTpYKUMKN AOIMKHBI pa3pabaTtbiBaTbes M NoAAepXMBaTLCS B paboveM COCTOSIHWAM, 3TO Heob-
XOAUMO ANS BCEX BbINOMHAEMbIX paboT, Ha KOTOpble OTCYTCTBUE pabOoUMX MHCTPYKLWUIA MOXET NOBNUATL OTpU-
uatensHo. OpraHusaunsi MOXET UCMONBb30BaTb pasfMYHbIe MeToAbl pa3paboTku 1 NpeacTaBneHust pabounx
WHCTPYKLWA.

Pabouve MHCTPYKLUMUM AOMMKHBI UMeTb HAaUMEHOBAHWE U YHUKaNbHbIA AeHTUhUKALNOHHBIA HoMep Ans
0603HauveHus (cm. 4.6.4).

CT1pykTypa, chopmart 1 ypoBeHb AeTanusaunm paboumx UHCTPYKLUMIA AOMKHBI COOTBETCTBOBATbL NOTPe6-
HOCTSIM NepcoHarna opraHMsaLun 1 3aBUCETb OT CIIOXKHOCTU BBIMOSHAEMbIX paboT, NpUMEHSIEMbIX METOAOB,
YPOBHS NOArOTOBKU, KBanuduKaLMm 1 HaBbIKOB NepcoHana.

CTpykTypa pabounx MHCTPYKLMIA MOXET OTNNYATLCA OT CTPYKTYPbl AOKYMEHTUPOBAaHHLIX NpoLieayp.

Paboune MHCTPYKLMU MOTYT BbITh BKMOYEHBI B AOKYMEHTUPOBAHHBLIE NpoLeAypbl MU Ha HAX AOIDKHA
6bITb caenaHa cebinka.

4.6.2 CopepxaHue pabounx UHCTPYKLUN

B pabouux MHCTPYKUMSAX criedyeT yKasbiBaTb OTBETCTBEHHbLIE YYaCTKN AEATENbHOCTU opraHusauumn. B
paboumnx MHCTPYKUUAX cnegyeT usberaTtb U3AULWIHEN AeTanu3auun, KoTopas He MPUBOAUT KyydLLEHUIO yrpaBs-
neHns AeaTenbHOCTbIO opraHusauun. MoaroToBka 1 NepenoaroToBka NepcoHana MoXeT CHU3UTb NoTped-
HOCTb B AeTanmnsaunm pabounx MUHCTPYKLUUIA, NPU YCNOBUK, YTO BOBINIEYEHHBI NEepCoHan AOMKEH Mosy4vaTh BCIO
HeobXxo4MMYH NHOPMAaLIMIO 4118 NPaBUINIBHOTO BbINOHEHUA paboThl.

4.6.3 Bupabl paboumx MHCTPYKLMIA

HacToswmii cTaHaapT He ycTaHaBnueaeT obwumx TpeboBaHUi K CTpykType unun cdopmaTty pabounx
WHCTPYKLMIA, oaHaKo 0BblMHO OHM AOMKHEI coaepkaTb Lenn U 06nacTtb NPUMEHEHUS BbINONHAEMBIX paboT U
3agad. Kpome Toro, Ha paboune MHCTPYKLUMN AOMKHBI BbiTh cAenaHbl CCbINKUA B COOTBETCTBYOLLMX JOKYMEHTU-
POBaHHBLIX NpoLeaypax.

B niobom crnyyae B paboumx MHCTPYKLMAX AOMKHA ObITb YKasaHa nocnegoBaTeibHOCTb BbIMONHEHUs
orepaLuin, KOTopas TOYHO oTpaxaeT ycTaHoBMEHHble TPeBOoBaHUA U COOTBETCTBYIOLLYH AeATeNbHOCTL. Bo
nsbexaHne HegoONOHUMaHNA 1N HETOYHOCTEN cnedyeT YCTaHOBUTL onpedereHHbIi opmaTt unm CTpykTypy
pabounx MHCTPYKLWA U NpuaepKMBaTLCS UX.

Mpumep paboyein UHCTPYKLUK NPUBEAEH B NPUNOXeHUA B,

4.6.4 PaccMoTpeHue, yTBepXkaeHue u nepecMoTp

OpraHnsauns gomnxHa obecrnednTb TOUHbIE CBeAEHUS O cTaTyce N AaTe pacCMOTPEHWs, yTBEPKAEHWS
nepecMoTpa pabounx NHCTPYKLUA.

4.6.5 Tpe6oBaHUA K 3aNUCAM

TpeboBaHus K 3anucam, OTHOCALLMMCSH K paboyeil UHCTPYKLUK (rae 3To NPUMEHUMO), AOMKHBI BbITb NpK-
BeAeHbl B 0AHOM U3 pasgersnos ee paboyein UHCTPyKUMKA. MUHUManbHble Tpe6oBaHNUs K 3anncam yCTaHOBEHbI
ctaHgaptom NCO 9001. OpraHusaums A0MKHa YCTaHOBUTL cnocobbl BeAeHWs, perncTpaunmn u XxpaHeHus 3anm-
cell n paspaboTaTb POPMbI 41 3anoNHEHUS.

4.6.6 MaeHTUdUKaLMA USMEHEHUN

Mpy HeobXo0AUMOCTH XapakTep N3MEHEHWA AomkeH ObITb ykasaH B paboueil MHCTPYKLUA UK NPUIIOXe-
HUSIX K HE.

4.7 ®opMbl

Ona 3anuMcn aaHHbIX, Heo6xoAWMbIX ANs NOATBEPXAEHWS COOTBETCTBUA TpebGoBaHUAM CUCTeMbl
MeHeKMeHTa kayecTBa, opraHusauna goskHa paspaboTaTb U BecTU cneumnanbsHble dopmbl. Kaxxaas opma
opraHunsaLumn A0MKHa UMeTb HaMMeHoBaHWe, MAEeHTUDUKaLMOHHBIA HoMep, haMUNM NAL, OTBETCTBEHHbIX 3a
nepecMmoTp 1 gaty nepecmoTpa. Ecnu dopMbl NPUBOAATCSH B MPUNOXKEHUNAX K PYKOBOACTBY MO KA4eCTBY, AOKY-
MEHTMPOBaHHEIM MpoLeaypam n/unmn pabounm UHCTPYKLMSIM, TO Ha HUX AOSKHBI ObITb cAenaHbl CChINKA.
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4.8 MnaHbl no kavyecTBY

MnaH no ka4yecTBy ABMSAETCHA YACTbIO AOKYMEHTALMN CUCTEMbI MEHEDKMEHTa KauyecTBa Unu Apyrux nna-
HOB W/UNN NPOrpaMM opraHnsauun.

MnaH no ka4yecTBY UCMOSb3YIOT B OKYMEHTUPOBAHHOW CUCTEeME MeHepKMEeHTa KayecTBa opraHusauum
AnsA ycTaHOBMNEHWUs MopsiaKa NpUMeHeHNsI CUCTEMbl KauecTBa B KOHKPETHOM cuTyaumm. MnaH no kavecTsy naeH-
TNULMPYET U JOKYMEHTUPYeT cnocob BbINOMHEHUA opraHnsaLmei yHukanbHbiX TpeGoBaHuin K NpoayKumuu,
npoueccy, NPOEKTY 1K 0cobbiX TpeboBaHUA KOHTPaKTa.

OpraHusauus gonxkHa onpeaenqTb 06nacTs NPUMEHeHUs NnaHa no kavecTsy. MnaH no kavecTsy MOXeT
BKNtouaTh B cebs yHUKanbHbIe npoueaypbl, pabovve NHCTPYKLUK W/1niu 3annucu.

4.9 TexHu4eckue ycrnoBusi

TexHn4eck1e ycrnoBus ABNATCA JOKYMEHTOM, ycTaHaBNMBawWmM TpeGosaHuA. Hactosawumin ctaHgapT
He paccMmaTpuBaeT 3TOT BA AOKYMEHTOB, Tak Kak OH 0AuHAaKOB AnsA Nto6oi npoaykumnu n nioboin opraHnsauun.

4.10 BHelwHMNe AOKYMEHTBI

OpraHunsaunsi 4oMKHa UCMONb30BaTh BHELWHWE JOKYMEHTbI U YCTaHOBUTL MeTOAbI YrpaBneHusa UM B
pamKax cucTeMbl MeHeAXXMeHTa kadecTBa. [pMMepamm Takux AOKYMEHTOB ABNAOTCA YepTexu notpeburenei,
TeXHUYEeCKME YCIOBUS, 3akoHodaTe bHble 1 0bs3aTenbHble TpeboBaHNUA, cTaHAaPTbl, KOAEKCH U PyKOBOACTBA
no sKcryaTauun.

4.11 3anucu

3anucu, ycTaHoBeHHbIE CUCTEMON MeHeXKMeHTa kayecTBa, Heobxoanumel ANa NpefoCcTaBNeHns ceuae-
TeNbCTB pe3ynbTaTUBHOCTN AeATENbHOCTU, YCTAHOBNEHHOW B AOKYMEHTUPOBaHHbLIX NpoLleaypax U paboumx
WHCTPYKLMSIX. 3anucn 4ommkHbl obecneynsaTth CBUAETENbCTBA COOTBETCTBUA TPeBOBaHNSAM CUCTEMbI MEHEAXK-
MeHTa KayecTBa W ycTaHOBMIeHHbIM TpeboBaHuAM K npoaykuun. OTBETCTBEHHOCTb 3a BeAeHuWe 3anucen
JomkHa 6bITb YCTaHOBMEHa B AOKYMEHTaX CUCTEMbI MeHEKMEHTa KauecTea.

MpumeyaHune — OBbYHO 3aNUCK HE NEpecMaTPUBAIOTCS.

5 ﬂpouecc noaAroToOBKU AOKYMEHTOB CUCTeMbl MeHeXKMEeHTa KavyeCcTBa

5.1 OTBeTCTBEHHOCTb 32 NOAFOTOBKY AOKYMEHTOB

LloKyMEHTEI CUCTEMbI MeHeJ)KMeHTa KauecTBa A0KHbI BbITb pa3paboTaHbl NepCoHAaNoM, BOBMEYEHHbIM
B NPOLiecChl U BEINOMHSAEMYIO AeATENbHOCTL. ATO Heobxoanmo ans obecneyeHns BOBNEUEHHOCTU U 3auHTEpe-
COBaHHOCTM NepcoHana, a Takke NyyLllero MoHMMaH1sa NepcoHanom ycTaHoBRNEHHbIX TpeBGoBaHNiA.

AHanma v oTMeHa (Npn Heo6XOAUMOCT 1) CYLLECTBYIOLLMX B OPraHn3aLmmM AOKYMEHTOB, a Takke UCMonbay-
€MbIX CChINTOK MOXET 3HAUYUTEbHO COKPaTUThL CPOKU paspaboTKi AOKYMEHTOB CUCTEMbl MEHEXKMEHTa KavyecT-
Ba. KpoMe Toro, aHanuns 4eMCTBYIOWMX AOKYMEHTOB MOXET NMOMOYb OpraHu3aL/Mn BeISBUTL 061acTn HecooT-
BETCTBUI B CUCTEME MeHe)KMEeHTa KauecTBa A9 YCTpaHeHUs KOTOPbIX A0MKHBI BbITh BHECEHbI B AOKYMEHTHI
HeoBxoOuUMble U3MEHeHMs.

5.2 Mopanok NoAroTOBKU OKYMEHTOB CUCTEMbI MEHEIKMEHTA KauecTBa

OpraHusaumu, BHedpsiloWWE MMM NNaHupylolWMe BHeApeHWe CUCTeMbl MEHEeMKMeHTa KadecTsa,
LOMKHBI:

a) onpefennTb npoLecchl, HeobxoauMble ANs Pe3ynbTaTUBHOMO BHEAPEHWUS] CUCTEMbBI MEHEKMeHTa
Ka4yecTBa;

b) onpegenuTs nocneaoBaTensHOCTL U B3aMMOAENCTBIE 3TUX NPOLIECCOoB;

C) AOKYMEHTMPOBaTb MPOLECCHI, HACKOMBKO 3TO HeoBXoaAMMO, AN obecrnedeHns UX pesynbTaTUBHOro
(bYHKLMOHMPOBAHMA 1 yNpaBneHus.

Ha ocHoBe aHanusa nNpoLeccoB opraHusaLusa AoMKHa onpeaenuTb HeoBXoAMMOe YACTO AOKYMEHTOB
CUCTeMbl MeHeIKMeHTa kadecTsa. [JoKyMEeHTMpOBaHUE He JOMKHO BbiTh CaMOLENbIO.

MocneaoBaTenbHOCTL NOArOTOBKM AOKYMEHTALIMN CUCTEMBI MEHEDKMEHTa Ka4ecTsa, B COOTBETCTBUM C
MepapXMYeckoit CTPYKTYPOU, NpUBEAEHHON B MPUMOXKEHWN A, He ABNSIeTCA 0BA3aTeNbHON, Tak Kak JOKYMeHTU-
pOBaHHbIe NpoLeaypbl M paboune MHCTPYKLMM YacTo paspabaThiBatoT 40 BbiNycka PYKOBOACTBA MO Ka4ecTBy.

Hwxke npuvsedeHbl NpUMepbl AeNCTBUN opraHU3aLmmn Mo OOKYMEHTUPOBAHUIO CUCTEMBI MeHeIKMeHTa
KadecTBa:

a) onpegeneHne nepedHs OOKYMEHTOB CUCTEMbI MEHeDKMEHTa KayecTBa, HeoBX0aMMBIX B COOTBET-
CTBUM Cc TpeBoBaHMAMM BbIGPaHHOTO OpraHu3aLmnen cTaHgapTa;

b) c6op AaHHbIX 0 AEMCTBYHOLLEN cUCTEME MeHePKMEHTa KauecTBa U NpoLieccax ¢ MOMOLLbIo aHKeTUpo-
BaHWA UM UHTEPBLIO;

C) onpedeneHue NepevHs JOKYMEHTOB AeCTBYIOLLEN CUCTEMbI MeHeI)KMEHTa KadyecTsa C Lienbio onpe-
[leNeHNsi BO3MOXHOCT €€ UCMOSb30BaHUS;
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d) opraHmsaumnsa obydyeHus nepcoHana, 3aHAToOro paspaboTkoi AOKYMEHTOB; Mporpamma obydeHust
AOMKHA BKMHOYUTb NOPSAOK OKYMEHTUPOBaHUS, U3ydeHne TpeboBaHWiA CTaHAapPTOB CUCTEMbI MEHEPKMEHTA
KayecTBa 1/vnu apyrux HeobxoamMmMbix TpeboBaHui;

e) opraHu3auus 3anpoca W nosnyyYeHns OMONHUTENbHBIX AOKYMEHTOB U CChISIOYHBIX JOKYMEHTOB U3
hyHKUMOHanNbHbIX NoApasaeneHuii;

f) onpegeneHue cTpykTypbl U hopmaTa pazpadbaTbiBaeMbiX 4OKYMEHTOB;

g) paspaboTka CTPYKTYpPHOM cxembl (KapT) MPOLLeCCOB, Ha KOTOpble pacnpocTpaHseTcsa cuctema
MeHepKMeHTa KayecTsa (CM. npuroxeHue B);

h) npoBeaeHue aHanuaa 6110k-CXeMbl U KapT NPOLIECCOB W BHEAPEHUE BO3MOXHbIX YIyULLEHWIA;

i) Banupaunsi LOKYMEHTOB Mo pe3ynbTaTaMm OMbITHOTO BHEAPEeHUS;

j) NcnonbsoBaHue MOGLIX NpUeMneMblX A OpraHusauMM MeToAoB AOKYMEHTUPOBAHUS CUCTEMBI
MeHe/DKMeHTa Ka4ecTBa;

k) paccmoTpeHue 1 yTBepKaeHNe AOKYMEHTOB 40 UX BbIMycKa.

5.3 Ucnonb3oBaHUe CCbINOK

Mpy HeOBXOAMMOCTY 1 B LIeNsX OrpaHUYeHNUs Yucna AoKYMEHTOB creayeT BKYaTh CCbIKU Ha AeNCT-
ByOLLMe oBLLenpuHATbIe cTaHA4apTbl UK Apyrue AOCTYMHbIE NONb30BaTENAM AOKYMEHTbI CUCTEMbI MEHEAK-
MeHTa Ka4yecTBa.

Mpu pazpaboTke 4OKYMEHTOB CUCTEMbl MEHEPKMEHTA KavecTBa (B TOM YMCne NP UCNONb30BaHUU CCbl-
nok) cnegyeT NnpegycMaTpuBaTh BO3MOXHOCTb U3BMEHEHUs OKYMEHTOB, Ha KOTOpble AenatTca CCbifkun. Peko-
MeHAyeTCsl COCTaBNATb TEKCT JOKYMEHTOB TakuM 06pa3oM, YTobbl COKpaTUTh HEO0BXoANMMOCTbL NepecMoTpa
paspabaTbiBaeMoro JOKyMeHTa npu NnepecMoTpe CChINMOYHbIX AOKYMEHTOB.

6 Mpouecc yTBepXAeHUs, BbINycKa U ynpaBneHns AOKYMEHTaMU CUCTeMbI
MeHe)KMeHTa KauyecTBa

6.1 PaccmoTpeHue 1 yTBepxaeHue

[lo Bbinycka AOKYMEHTbI AOTKHbI NOCTYNWUTL HA pAaCCMOTPEHNE YNOMHOMOYEHHBIM NLaM opraH13aLmm ¢
LieNbHo KOHTPOS ICHOCTU, TOYHOCTU U MPABUITbHOCTU UX U3MOXEHUA U NOCTPOoEHUs. YTOBbI y4ecTb CIOXUBLLY-
H0CSl B OpraHmn3aL/Mmn NpakTuky, npeanonaraemole nosib3oBaTenu Takke 40/MKHbI UMETb BO3MOXHOCTb O3HAKO-
MUTbCA C OOKYMEHTaMu W MpeacTaBUTb CBOM 3amevaHus. Boinyckaemble AOKYMEHTHI AOSDKHbI ObITb
yTBEepXAeHbl OTBETCTBEHHBIMU 33 UX BHeApPeHWe nuuamn. Ha Kaxxaom aksemnnsipe AosmKHO 6bITb NpocTasne-
HO paspeLleHue Ha Belnyck. CBedeHNs o npouedype yTeepXaeHUA OKyMEHTa A0MKHbI COXPaHATLCS.

6.2 Paccbinka

Mpu paccklnke 4OKYMEHTOB YNOTHOMOYEHHbIE NNLA A0MMKHBI 06ecnevnTb NOCTYNNEHNE K COOTBETCTBYHO-
LLeMy nepcoHany AoKYMEHTOB, CoAepKallumx Heobxoanmele ansa ero paboTbl gaHHble. MpaBunbHON paccblsike
1 ynpasneHnto AOKYMeHTaLmnen MoOXeT, Hanpumep, cnocobcTBoBaTbL NPUCBOEHUE YHETHBIX HOMEPOB KaXXA0MY
3K3eMNNsApYy OOKYMEHTOB, NpeAHasHavyeHHbIX Ansi onpeaeneHHblX nofb3oBaTenen. Takne AOKYMEHThI, Kak
PYKOBOACTRBO N0 KAYECTBY U MiaH KavyecTBa MOryT GbiTb HanpasneHbl U B CTOPOHHUE opraHu3auum (Hanpumep,
noTpebutensim, B opraHbl no cepTudurKkaLm U B opraHbl 3akoHOAaTEeNbHOW BNAcTH).

6.3 BHeceHue U3MeHeHUM

OpraHusauus OMmKHa yCTaHOBUTL MPOLECC MHULMAPOBaHUS, paspaboTki, pacCMOTPEHNUA, KOHTPONS U
pervcTpaLnm nsMeHeHUn 4oKyMeHToB. BHeceHne nameHeHnin OMKHO NPOXOANUTL TY ke NpoLeaypy paccMoT-
PEHNA N YTBEPXAEHUS], YTO 1 NPU NEpBOHAYanbHOM pa3paboTke JOKYMEHTOB.

6.4 Bbinyck u ynpaBneHue U3sMeHeHUAMU

Mpw ynpaeneHun BbINyckoM 4OKYMEHTOB M BHECEHNEM B HUX U3MEHEHWIA 04eHb BaxkHO obecneunTs Haa-
nexatlee yTBepXaeHWE JOKYMEHTOB YMONTHOMOYEHHbBIMU NIULAMN B COOTBETCTBUN C yCTaHOBIIEHHOM NpoLieay-
poi. Cnocob BHECEHWNst U3MEHEHWIA [OSMKEH BbITb YCTaHOBIEH opraHmMsaLumei.

YcTaHoBneHHas npoueaypa gomkHa obecneunBaTth MpUMeHeHne TOMNbKO Haanexawux AOKYMEHTOB.
MepecMOTpeHHbIE AOKYMEHTbI AOMKHbI GbITh 3aMeHeHbl nocneaHel sepcueid. C Lenbio obecneyeHns nonbL3o-
BaTenen HagnexalumMm BEPCUsiMU YTBEPKAEHHBIX OKYMEHTOB peKOMEeHAYeTCsl COCTaBUTL NepeyeHb OCHOB-
HbIX JOKYMEHTOB 1 YCTAHOBWUTbL CTaTyC UX NepecmoTpa.

B cooTBeTCTBUN C 3aKoHOAATeNbHbIMU TpeboBaHUAMN U/UMW ONA COXPaHeHWUst 4aHHbIX opraHn3auus
AomkHa paspaboTaTtb NOpAAOK BedeHWs 3anuceil No BHECEHUI0 UBMEHEHWIA B JOKYMEHTHI.

6.5 HeyuTeHHble akzeMnnspbI

Ha sksemnnsipax 4oKyMeHTOB, NpeaHasHavyeHHbIX 4N TeHAEePOB, CTOPOHHMX NoMb3oBaTenein nnu apy-
FMX BHELLHWX CTOPOH, eCIN He NpeaycMaTpuBaeTCs BHECEHWUE U3MEHEHW B JOKYMEHTbI, I0MKHBI BbITb caena-
Hbl COOTBETCTBYIOLLNE OTMETKU.

MpumedaHune—HeHaanexauwee obecreyeHne 3TOr0 NPOLIECCa MOXET MPUBECTU K HenpegHaMepeHHOMY
UCMOSIb30BAHNIO YCTAPEBLLINX [JOKYMEHTOB.



roCT P UCO/TO 10013—2007

MpunoxeHne A
(cnpaBo4Hoe)

Tunosas CTPYKTYpa AOKYMeHTauun CUCTeMbl MeHe)KMeHTa KavecTBa

PykoBopacTBO
no Ka4yecTBy

(YpoBeHb A)*

MNpoueaypbl cUcTEMbI
MeHeKMeHTa KayecTBa

(YposeHb B)

Pa6oyune MHCTPYKUMKM M APYrMe AOKYMEHTbI
CUCTEeMbl MEHeAXXMEeHTa Ka4ecTBa

(YpoBeHb C)

PucyHok 1 — TunoBas CTPyKTypa 4OKYMeHTaLUuy CUCTEMbI MeHeKMEHTa KavyecTBa

ypOBeHb «A» onncoiBaeT CUCTEMY MEHEKMEHTA KaveCcTBa B COOTBETCTBUM C 3asBITEHHLIMU MOJSINTUKON U uensaMmu B

obnacTtu kavecTtBa (cM. 4.3 4.4).

YpoBeHb «B» onuckiBaeT B3aMMOCBSI3aHHbIE MPOLECCH! U AEATENbHOCTL, HEOBX0AMMYIO Al BHEAPEHUS CUCTEMBI

MeHeaXMeHTa KauecTea.
YpoBeHb «C» cogepxut nogpobHbie paboymne JOKYMEHTbI.

[MpnmevaHune

1 Yncno ypoBHEN nepapxn4eckomn CTPYKTYpbl yCTAaHABMMBAIOT B COOTBETCTBMM C NOTPEOHOCTAMM OpraHv3auun.

2 dopMbl MOTYT MCMONB30BaTLCS HA BCEX YPOBHSIX CTPYKTYPbI.

* Ecnu pykOBOACTBO MO Ka4ecTBY BKMOYaeT B cebsi nonmTvky M uenu B o6nactn kavectsa, TO B ONUCaHUE YPOB-
Hsl «A» CTPYKTYPbl JOKYMEHTALUN CUCTEMbI MEHEXKMEHTA KauyecTBa OGbIYHO BKIIOYAKOT NONMTUKY B 06nacTy kavecTBa

u/vnu uenu B obnacTtu kauecTea.
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Mpunoxenne B
(cnpaBouHoe)

Mpumep CTpYKTYpbI TeKCTa paGoyveil UHCTPYKLUU

B.1 Pa6oyvasa nHCTPyKUMs NO CTEPUNN3ALLAN MHCTPYMEHTOB

Howmep Trv 2.6 Iata 15 ceHtsiops 1997 roga Mepecmotp O

B.2 UncTpymeHTbI, nognexawme yHNYTOXEHNIO

MMomMeCcTUTe MHCTPYMEHTHI, NOANEXALINE YHUHTOXEHNIO (HaNPUMEp WNPULLbI, UITbl, HOXU U MHCTPYMEHTLI ANS yaa-
FIEHUSI HUTOK), B CNELUManbHbIV KOHTEHep. KoHTeHep AoMmKeH OblTb YHUUTOXEH B COOTBETCTBMM CNPOrPaMMON YHUUTOXE-
HWS1 OTXOAOB.

B.3 UHcTpymMeHTLI, cTepununsyemMsie nytemMm Tepmoobpabotkm

B.3.1 BuITpuTe HaneT c MUHCTPYMEHTa, NCNONb3ys CreLnanbHY0 YTUITM3NPYEMYIO TKaHb.

B.3.2 Onyctute nHctpymeHTbl B 10 %-Hbi pacTBop xnopa (1 geumnutp XnopupoBaHHOW XUAKocTu 1 9 AeumnuTpos
BOAbI). PacTBOp AOMKEH 3aMEHATLCS ABaXAbl B HEAETIO.

B.3.3 BblgepxnTe MUHCTPYMEHTbI B )KUOKOCTU HE MEHEee ABYX 4acoB.

B.3.4 BbiMONMTE UHCTPYMEHTHI WETKOW, HAAEB 3alLUTHbIE NepYaTKU.

B.3.5 lMpononowmTe 1 BLICYLUUTE UHCTPYMEHTHI.

B.3.6 MNpoeepbTe MCNpaBHOCTL MHCTPYMeHTOB. [oBpeXAeHHble MHCTPYMEHTbI AOMXKHbI 6biTb OTNpaBneHbl B
PEMOHT.

B.3.7 Crepvnusauwus B nakete

lMoMecTnTe MHCTPYMEHTEI B TEPMOCTOMKNIA NakKeT.

3almMTnTe OCTpbIe Kpasi Mapnew.

CrnoxuTe nakeT Tak, 4Tobbl OH CTan TYTMM U HENPOHULAEMbIM.

3anevaTanTe NakeT TENNOCTONKON NEHTON.

MpocTaBbTe AaTy ¥ yCTAaHOBUTE MHAWKATOP TEMNEPaTYPLI.

Monoxute NakeT B rops4yto neYb U octaebTe Ha 30 MuH Npu Temneparype 180° C.

WHCTpyMeHTBI MOTYT BbITh MCNONB30BaHbI B TEHEHWE MECALA NOCNE CTEPUNU3ALIMK, €CITU OHWU XPAHUNUCH B 3aneva-
TaHHOM AOIMXKHbIM 06pa3oM nakeTe.

B.3.8 Crepunusauusi B MeTann4eckom KOHTENHepe

MNMomecTnTe TEPMOCTONKYIO TKaHb Ha IHO KOHTEWHEPa AnNs 3alnTbl UHCTPYMEHTOB.

lMomMecTTe MHCTPYMEHTBI Ha AHO KOHTENHEepa.

YcTaHoBUTE B KOHTENHEP MHAUKATOP TEMNEPATYPHI.

OctaBbTe koHTeNHep Ha 30 MuH Npu Temnepartype 180 °C. [1Ba koHTelHepa A4OKHLI UCMONB30BaTHCS MO ovepeau
Yepes geHb.

B.4 Apyrve VHCTPYMEHTLI (Hanpumep 0TOCKONbI)

MpomoNiTe MHCTPYMEHTBI NMOCcIe NOMELLEHUS B XNOPHbIA PACTBOP Ha 2 4.
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MpunoxeHune C
(cnpaBoyvHoOe)

CBeaeHUA 0 COOTBETCTBUU HaLUOHaNbHbIX cTaHaapToB Poccuiickon ®epepauumn

Ta6bnuuya C.1

CCbIMOYHbIM MeXAYyHapoaHbIM CTaHOAapTam

O603Ha4YeHne CCbINIOYHOrO
MeXAyHapoaHOro ctaHaapTa

O60o3Ha4YeHne U HauMeHoBaHue COOTBETCTBYIOLLIEro HauMoHaNLHOro CTaHaapTa

MCO 9000:2001

[[OCT P NCO 9000—2001 Cucrembl meHegxmeHTa kadectBa. OCHOBHbIE MOMo-
XEeHndA n cnoBapb

MNCO 9001:2000

FOCT P NCO 9001—2001 CucTtembl MeHeaXXmeHTa kavecTBa. TpeboBaHusi
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