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rOCT P NCO 10013—2024

Mpeancnoeue

1 NMOOIOTOBINEH ®enepanbHbIM rocy4apcTBEHHBIM BHOIKETHLIM yupexaeHneM « POCCURCKUMIA MHCTU-
TyT cTaHgaptuzaumm» (OrBY «MHCTUTYT cTaHgapTM3aLMmn») HAa OCHOBE COBCTEREHHOMO NepeBoaa Ha pPyCCKui
S3bIK AHM10513bIMHOW BEPCUWM CTaHAapTa, YKa3aHHOro B NyHKTe 4

2 BHECEH TexHun4yeckum KoMUTeTOM no ctaHaaptu3auum TK 076 «Cuctembl MeHeKMeHTa»

3 YTBEPX/EH W BBEJEH B IEMCTBWE lMpukasom ®egepanbHOro areHTCTBa No TEXHUYECKOMY pe-
rynupoBaHui u metponorum ot 17 nwoHa 2024 r. Ne 815-ct

4 HacTtoslWwMiA cTaHOapT MAEHTUYEH MexayHapoaHoMy ctaHgapTy MCO 10013:2021 «Cuctembl Me-
HeXKMeHTa KadvecTBa. PyKOBOACTBO MO [OOKyMeHTMpOBaHHOM uHopmauuu» (ISO 10013:2021 Quality
management systems — Guidance for documented information, IDT).

MexaoyHapoaHeli cTaHaapT paspabotaH TexHudeckum komutetom MCO/TK 176 «MeHemkMeHT kade-
cTBa 1 obecnevyeHue kayecteay», nogkomutetom MK 3 «BcnomoratensHble TEXHONOTUNY .

MpW NpUMEHEeHWM HACTOSILLEero cTaHgapTa pekoMeHayeTca UCMNOoNb30BaTh BMECTO CChIMOYHbIX MEeXay-
HapoHbIX CTAaHOAapPTOB COOTBETCTBYOLME UM HaLMOHAalNbHbIE CTAHAAPTLI, CBEeeHUs O KOTOPbIX NpUBEAEHb! B
JOMNOMNHUTENBHOM npunoxeHu A

5 B3AMEH roCT P MCO/TO 10013—2007

6 HekoTopble NONOXeHUs MeXOyHapoaHOro CTaHAapTa, YKa3aHHOTO B MYHKTE 4, MOTYT ABNATLCS 00bek-
TOM MaTeHTHbIX NpaB. MexayHapoaHasa opraHnaauns no ctaHgaptusaumm (MCO) n MexaoyHapoaHas anekTpo-
TexHu4yeckas kommccus (M3K) He HecyT OTBETCTBEHHOCTU 32 MOSHTUMMKALIMI0 NOAOBHBLIX NaTeHTHLIX NpaB

lNpasuna npumeHeHUss HacmosAweao cmaHdapma ycmaHoeeHbl 8 cmambse 26 @edepanbHOz0 3aKoHa
om 29 uroHA 2015 2. Ne 162-03 «O cmaHdapmu3sauuu e Pocculickoll ®@edepayuu». VMHpopmayus ob us-
MeHeHUSX K HacmosuwemMy cmaHO0apmy nybriukyemcs 8 exez00HOM (0 COCMOSHUK Ha 1 AHeaps meKyuwieao
200a) uHghopmayUOHHOM ykazamene «HayuoHansHele cmandapmel», a oguyuansHbil mekcm uaMeHeHul
U onNpagoKk — 8 EXEeMeCHYHOM UHGhOopMauUOHHOM ykazamene «HauyuoHanbHbie cmaHdapmel». B crnydae
nepecmompa (3aMeHbl) unu omMeHbl Hacmosueao cma+H@apma coomeemcmaytowee ygedomMneHue bydem
onybnukosaHo 8 brnuxaluwieMm 6binycKke eXeMecsyHo20 UHQPOPMayUOHHO20 ykaszamesns «HayuoHanbHble
cmaHOapmbi». Coomsemcemaeyoujasa UHGopmayus, yeedoMIeHUe U MeKCmbl pa3Mewamcs makxe 8 UH-
hopmayUoHHOU cucmeme obujeao noib308aHuss — Ha oguluanbsHoM calime @edepanbHo20 azeHmemea no
MexHUYECcKOMy peaynuposaHuro U Memponoauu 8 cemu MHmepHem (www.rst.gov.ru)

© 1S0, 2021
© OdpopmneHue. ®IBY «MHcTUTYT cTaHgapTuzayuny», 2024

HacToawwmin ctaHgapT He MOXeT ObITb MOMHOCTLIO MMM YACTUYHO BOCMNpPOU3BEOEH, TUPaXXMNPOBaAH U pac-
NMPpOCTpaHeH B Ka4vecTBe OCbMLI,VIElJ'IbHOFO n3gaHumsa bea pa3peleHunsa d)e,qepaanoro dreHTCcTBa no TeXxHNn4ecko-
MYy perynmpoBaHvMi 1 METPOJIOTUA
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CopepxaHue
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BBepeHue

B MCO 9001 yctaHOBNEHO, YTO OpraHu3auuu criegyeT UCNonb30BaTh U XPaHUTh JOKYMEHTUPOBAHHYH
WHdOpMaLVK ANnA nogaepxXaHusa QyHKLMOHUPOBaHNA CBOUX NPOLLECCOB U 0becneveHns YBepPEeHHOCTU B TOM,
YTO JaHHbIEe NPOoLEeCcChl OCYLLEeCTBNAKTCA TaK, Kak 3annaHMpoBaHo.

JokymeHTUpOBaHHAA MHMOPMaLUA — 3TO UHpopMaLUa, KoTopasa A0MKHA yNpasnsTLCA U NooAepXu-
BaTbCH OpraHM3aunen, 1 HOCUTENb, KOTOPLIA ee CoAepUT. Ee MOXHO Mcrnonb3oBaTh B Lensax MHhopMupoBa-
HUA, NpefocTaBneHns 06bEKTUBHOMO CBUAETENbLCTBA UMM 0OMEeHa 3HaHUAMMN.

OokymeHTUpoBaHHasA MHGOpMaLUWs NO3BONSAET NOLAEPXKUBATL 3HAHUS W OMNbIT OPraHW3aLnn U MOXeT
BHOCUTL LIEHHLIN BKNag B yry4lleHne NpoayKuum unu ycnyr.

HacTtosilmin cTaH@apT COOEPKUT PYKOBOACTBO Mo pas3paboTke W BHeAPEHWUIO OOKYMEHTMPOBaHHOM WH-
chopmauumn.

BHeopeHne cucTeMbl MeHeKMeHTa KavyecTBa ABMNAEeTCs cTpaTernyeckumM pelueHMemM opraHuaaunm, Ko-
TOPOE MOXET NOMOYb YNyYLlUTh NOoKa3aTenu ee OeATENBHOCTM M CO34aTh XOpoLwy Basy Ana MHULKMATKB, Ha-
npaeBneHHLIX Ha NOAAEePXKaHWe YCTONYMBOTO pa3BUTIA OpraHM3aLuy, He3aBMCUMO OT ee pa3mMepa, CMoXHOCTU
unu 6usHec-mogenu. OcHoBHas 3aada COCTOUT B TOM, UTOObI MOBLICUTL OCBEAOMMEHHOCTEL BHYTPY OpraHu-
3aumm 0 ee 00A3aHHOCTSX M 0093aTenbLCTBAX MO BbINOMNHEHUIO NOTPEBHOCTEeN U OXKMOaHWIA ee noTpeduTenei n
3aMHTepecoBaHHbIX CTOPOH, a TakkKe B JOCTUXEHUN YOOBNETBOPEHHOCTU ee NPOAYKLKMEN K yCryrami.

BaxHO yuuTbiBaTh cpegy opraHvM3auuu, T. €. TO OKPYXKEeHWe W YCMOBMS, B KOTOpbIX paboTaeT opraHu-
3aums, BKIKYas 3aKoHoAaATenbHble U apyrue obszaTtenbHele TpeboBaHusa, NOTPeBHOCTU U OXUAaHUS 3aUH-
TepecoBaHHbLIX CTOPOH, PUCKWU U BO3MOXHOCTW, CTPaTerMyeckuin Kypc opraHu3auunm, B paMkax KOTOpPOro oHa
NPUHUMAET peLleHNe O TOM, KaKyH UMEHHO AOKYMEHTUPOBaHHY MHDOPMALIMKO UCNOMb30BaTh U XPaHWUTL ANA
CBOEW cUCTeMbl MeHedKMeHTa KadecTBa. BHegpeHue cucTeMbl MEHEM)KMEeHTa KadecTBa fBMsieTCs cTpaTeru-
4YecKUM pelleHnem opraHusauuv U NPUMEHUMO K ee JOKYMEHTUPOBAHHOW MHOpMaLUK.

[JokyMeHTUpOBaHWEe MOXET OXBaTblBaTb BCH AEATENbHOCTb OpraHu3aLuuy Unun otaensHble ee acnekThl,
Hanpumep, cneuuansHble TpeboBaHUsA B 3aBUCMMOCTU OT BMAA NPOAYKLMW UMK YCNyT, NPOLECCOB, YCIOBUIA
KOHTpaKTa, 3aKoHoOATeNbHbIX U ApyrMX obsizaTenbHbIX TpeboBaHWIA, a TakKe OT cpeabl OpraHu3aLuu.

CopepxaHue JOKYyMEeHTMPOBaHHOW MHChOpMALMK OOIKHO COOTBETCTBOBATL TpeboBaHMAM Tex cTaHaap-
TOB, MPUMEHNTENBHO K KOTOPbLIM HAMEYEHO JOCTMMKEHWE COOTBETCTBMUSA, HanpuMep TpeboBaHUSaM OTpacneBbIX
CTaHOapToB.

3a nocnegHve fgBa gecsaTuneTusi HabnwgaeTcs nepexon OT CUCTEM Ha DyMaXKHbIX HOCUMTENSX K anek-
TPOHHBIM cpeacTBaM. ITo Hawno oTpaxeHue B MCO 9001, B KOTOPOM TakuMe MOHATUSA KaK «OOKYMEHTaLUSA»,
«PYKOBOLCTBO MO KAa4YeCTBY», «AOKYMEHTUPOBaHHbIE NPOLEAYPbl U 3aNUCKM» 3aMeEHEHbl Ha TEPMUH «JOKYMEH-
TUpOBaHHasA MHpopMauus». B HacTosiwem ctaHgapTe Mcnonb3yeTcd TepMUH «A0KYMEHTUPOBaHHAA WHQOp-
MaLMsi» A58 CChINTKU Ha MHpopMaLMIo, Noanexallyo ynpaeneHuo opraHnsaunein, U TePMUH « JOKYMEHTbI» —
ana nHdopmaumu. B psge cnyvaes Takke UCnonb3yeTcs cnoso «document» B 3HaYEHUKM «JOKYMEHTUPOBATLY.

CtangapTbl Ha cucTeMbl MeHemxMeHTa MICO paspaboTaHbl C MCNOMb30BaHNEM «CTPYKTYPbl BbICOKO-
ro ypOBHS», 4TOBbl COO4ENCTBOBATbL WCMOMbL30BAHWK WHTErPUPOBAHHBIX CUCTEM MeHemxmeHTa. Hacrtos-
LWKMIA cTaHO4apT OPUEeHTMPOBaH Ha CUCTEMbl MEeHedXMeHTa KadecTBa, U B HEM NMpMMeHeHa TepMWUHOMOornsa 13
MCO 9000:2015. OgHako ero MOXHO MCMOMb30BaTh B APYIMX CTaH4ApTax Ha CUCTEMbI MEHEMKMEHTA.

B npeabigyliei Bepcumn HACTOSLLEroO cTaH4apTa B kadecTBe cnocoba JOKYMEHTMPOBaHUA CUCTEMbI Me-
HeXKMeHTa KayecTBa Dblna npegnoxeHa nepapxus JOKYMeHTaLuK, BKITKYakLas pyKoBOACTBO MO Ka4ecTBy,
npouenypbl, paboyne MHCTPYKLMW 1 (DOPMbI/YeK-NCcTLl. B HacTosweM cTaHgapTe HeT onpefeneHHon wne-
papxuu, 30eck oTpa)xeHa cnocoBHOCTb 3NEKTPOHHOrO CpeacTBa/HOCMTENHA CaMOMy YNopsaaoYvMBaTh OaHHYH
WHopMaLVK pasnuyHeiMKi cnocobamu. MNpyu 3TOM BaXXHO OCO3HABAaTb, YTO, XOTA NPUMEHEHWE PYKOBOACTBA
no Ka4yecTBY He ABnsAeTcA 06a3aTenbHbIM, OHO HeCceT ¢ coboi NpeuMmMyLLeCcTBa, BO MHOTWMX OTPacleBblX CTaH-
dapTtax ocTtatotcs TpeboBaHus, CBA3aHHbIe C HanWYMeM «PYKOBOACTB MO Ka4ecTBY W OOKYMEHTUPOBaHHbLIX
npouenyp».

v
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HAUMWOHANBbHBIA CTAHOAPT POCCUUCKON OEOEPALUMN

CucTembl MeHeaXXMeHTa KavyecTBa
PYKOBOACTBO NO JOKYMEHTUPOBAHHOW UH®OPMALIUU

Quality management systems. Guidance for documented information

Oata BeegeHna — 2025—01—01

1 O6bnacTtb NnpumMeHeHnA

Hactoawmn CTaHOapT COAEepPXXUT pyKoBOOALWME YKadaHuA no paapaGOTKe 1M nogaepXxXaHww B pa60'-|eM
COCTOSAHNN ,D,OKyMEHTMpOBaHHOP'I VIHEbOpMElL]MM, HEOGXO,EI,MMOF‘I ana obecneyeHusn pe3ynbTatTMBHOCTU CUCTEMDI
MeHeXXMeHTa KadeCTBa U COOTBeTCTByIOLLIEﬁ I'IOTDBSHOCTFIM opraHunsauun.

HacTtosauwmin CTaHOapT TakXke MOXeT MCNOoNb30oBaTbCA ONA OPYrMX CUCTeEM MeHeXMeHTa, Hanpumep
CNCTEM 3KONOrm4ecKkoro MeHeappKMeHTa nnnm cCUCTemM MeHepKMeHTa BezonacHoCTU K OXpPaHbl TPyAA.

2 HopmaTuBHbI€ CCbINKK

B HacTosiLlem cTaHgapTe UCNonb30BaHbl HOPMATUBHbIE CChINKM Ha Creaywue cTanaapTel [Ana gatu-
POBaHHbIX CChINOK NPUMEHSIHOT TOMbKO YKasaHHOE M34aHWe CCbINOYHOro cTaHaapTa, Ans HeAaTUPOBaHHbIX —
nocrnefHee usgaHue (BKMo4Yas BCe U3MEHEHUS)):

CO 9000:2015, Quality management systems — Fundamentals and vocabulary (Cuctemel meHeq-
XMeHTa kadecTBa. OCHOBHbIE MONOXKEHWS U CroBaphb)

3 TepMuHbI ¥ onpegeneHus

B HacToswem craHgapte npumeHeHsl TepMubbl no MCO 9000:2015, a Tawke criegyloLlimMe TepMUHBI C
COOTBETCTBYKLLUMMKW ONpeaeneHnsMum.

Opranunzaumm MCO 1 M3K nogpepxvMBatoT TepMUHonormyeckne 6asol AaHHbIX N8 NPUMEHEHUS B CTaH-
JapTu3auuM no cnefyowuym agpecam:

- nnatdgpopma oHnarH-npocmoTpa MCO gocTynHa no agpecy: https://www.iso.org/obp;

- Onektponegua M3K goctynHa no agpecy: http://www.electropedia.org/

3.1 pabouas nHcTpykuua (work instruction): NogpobHoe onucaHne Nopsaka BbINONHEHUSA NOCTaBNEeH-
HbIX 3adau.

lMpumep — ModpobHbIe NuUcbMeHHbIe ONuUcaHus, Kapmbi Uslu 6710K-CXeMbI MPOoU3800CMEEeHHbIX MPOLEccos,
Modenu, mexHu4eckue nNpuUMeYyaHUs & cocmaee dYepmexel, creyughukayuu, UHCMPYKUUU M0 3KCnayamayuu
o6opydoeaHus, pucyHKu, ayouo- u eudeosanucu, YeK-nucms! unu KoMGuHayuu ebilwenepeyuciieHHo20.

MpumeyaHun

1 Paboyne MHCTpYKUMKM MOryT BbITb NpefcTaBrieHbl B 4OKYMEHTUPOBaHHOW chopme.

2 Pabo4une MHCTpYKUMKM onuckiBakoT NMobble Mmatepuarnsl, 060pyaoBaHue U JOKYMEHTUPOBaHHYH MHAOPMAaLMID, KO-
Topas Bynert ncnonb3oBaHa. B HUX TakKe MOTyT ONKMCLIBATLCH KPUTEPUIA NPUEMNEMOCTW/O0NYCTUMOCTN.

3.2 dopma (form): JokymeHTUpOBaHHaA MHOPMAaLUWs, B KOTOPYK BHOCSATCSA OaHHble, Heobxoaumble
ANS CUCTEMbI MEHe)XMeHTa KadecTBa.

MapaHune ochbuumnansHoe
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MpumevyaHne — PopMa CTAHOBWUTCA [JOKYMEHTUMPOBaAHHOW WMHMOPMaUMeN, NoANeKalled COXpaHeHuto
(T. e. 3anMckbi0), NOCne TOro Kak B Hee BHOCATCA JaHHbIE.

3.3 pabouun npouecc (workflow): MocnegoeatensHoCTE onepaunii, HeOBXo04UMBIX ANS BbINOMHEHUS
3agadn.

MpumevaHuna

1 Pabounin npouecc, KOTOPbIA YaCcTUYHO MUK MOMNHOCTLID BbINOMHAETCH 6e3 onepauuii B py4HOM pexume, MOXeT
Ha3blBaTbCH «aBTOMaTU3MPOBaHHBIM paboyMm NpoLEeccom».

2 Pabouune npouecckl MoryT BbITh NpeacTaBneHbl B AOKYMEHTUpoBaHHOW dhopmMe.

4 [lokymeHTUpOBaHHaA nHdopmaumsa

4.1 O6wme nonoxeHUs

4.1.1 Ctpyktypa

[okyMeHTUpoBaHHas MHMOPMALIMA MOXET CTPYKTYPUPOBATLCS WM CO3OaBaTbCs MHOFMMM cnocoBamu,
ncxoast U3 notpebHoCTel KOHKPETHOW opraHn3auun U Apyrux hakTopoB, TakUX Kak PyKOBOACTBO, 3anmnaHu-
POBaHHbIe pe3ynkTaThl CUCTEMbI MEHEIXKMEHTA, cpeda (BKNouas 3akoHodaTenbHble U Apyrue obasaTternbHble
TpeboBaHUA) M 3aMHTEPECOBAHHbLIE CTOPOHbI.

CTpyKTypa B3auMOoeACTBUSA JOKYMEHTMPOBAHHOM MHDOPMALIMK, UCNOMb3YEMO B CUCTEME MEHEKMEH-
Ta KayecTBa, MOXeT ObITb nepapxuyeckoil. MogobHas cTpykTypa obnerdaet pacnpefeneHve, UCNONb3oBaHue
W NOHUMaHWe JOKYMEHTUPOBAHHOW UHGOPMaL K. SNEKTPOHHbIe cucTeMbl oBecneunBaoT 4ONONMHUTENBHBbIE
ansTepHaTUBbLI/BapUaHThl AN CTPYKTYPUPOBaHUS JOKYMEHTUPOBAHHOW MHpopMaumn. B npunoxeHun A npu-
BeOEHbl MPUMEpPbLI CTPYKTYP AOKYMEHTUPOBaHHON nHdopmauuvi. OpraHusauum Hebonbluoro pasMmepa MoryT
BbIBUPAaTL YNPOLLEHHY CTPYKTYPY JOKYMEHTUPOBaHHOR MHhopMaLmK.

Tun 1 06beM OOKYMEHTUPOBAHHOW MHOPMaL MK, HEOOXOAMMON ANst CUCTEMbI MEHEKMEHTA KavecTea,
AOIMKHEl OCHOBbIBATLCS HAa aHanW3e MpoueccoB M MOMYT OTNMYaTbCs ANS OpraHu3auuii B 3aBUCMMOCTU OT
cnenyrowmnx akTopos:

a) pasmepa opraHvsauuuv 1 Buga A4eATenbHOCTH;

b) cnoxHocTW NnpoueccoB 1 POPM UX B3aUMOAENCTBUS;

C) 3penocTu CUCTEMbl MEHEKMEHTa Ka4uecTBa,;

d) pMCKOB 1 BO3MOKHOCTEN;

€) KOMMNETEeHTHOCTU NepcoHana;

f) 3akoHopaTenbHbIX U Apyrux obsazatensHbix TpeboBaHni;

g) TpeboBaHuit noTpebnTenen n Apyrmx 3aanHTepecoBaHHbIX CTOPOH;

h) notTpebHOCTW B CBMOETENLCTBAX AOCTUIHYThIX PE3YNLTaTOB;

i) noTpeBHocTW B obecnevyeHny AocTyna K MHAOpMaLUK N BO3MOXHOCTU ee M3BMeYeHus B ANCTaHL M-
OHHOM pEXUME.

4.1.2 OnpeneneHus

[okymeHTUpoBaHHasA MHpOPMAaLLMA MOXKET BKNOYaTk onpeaenerus. Ytobel obnerynts NoOHMMaHue, op-
raHusauuu crieyeT pacCMOTPEeTb BO3MOXHOCTb NPUMEHEHUs CNoBapsi, KOTOPLIA COOTBETCTBYET CcTaH4apT-
HbIM TEPMKMHAM W onpeaeneHusmM, npueeaeHHsiM B VICO 9000, 6yab To 06weynoTpebuTensHble TEPMUHBLI UNK
crieunanbHble TepMKHBI, MPUMEHsieMble B cpede 0eATeNnbHOCTW paccMaTpuBaemoi opraHusaummn. B pamkax
CUCTEMbl MEHE)KMEHTa KayecTBa OpraHunsaunmM MOXeT UCMOoMNb30BaTbCa pa3nMyHaa TEpMUHONOrUs Ans onpe-
[AENEHHbIX TUMNOB AOKYMEHTUPOBAHHOW MHopMaLMn.

4.1.3 CoctaB

[okymeHTUpoBaHHasA MHOpPMAaLMA OpraH1M3aLun AOMKHA BKMOYaTh CNeayoLlee:

a) obrnacTb NPMMEHEeHUSA CUCTEMbl MeHeKMeHTa kadecTea (cMm. 4.2.1);

b) nonutuky B obnactu kayecTea (cm. 4.2.2);

c) uenwu B obnactu KayecTsa (cm. 4.2.3);

d) uHdbopmMauuio, KOTOPYK OpraHu3auus codTET HEOOXOOUMOW AN NoAAep}KaHUs PYHKLWOHWPOBaHUA
CUCTEMbl MEHEIXMEHTA KayecTBa M ee NPoLLeccoB, Mo Mepe HeobXoAMMOCTH, BKITKYas cnegyoLlee:

1) pykoBoacTBO no kadecTBy (cMm. 4.2.4.2);
2) brnok-cxembl (cMm. 4.2.4.3);
3) cxXeMbl NPOLECCOB, KAapThl NPOW3BOACTEBEHHBIX NMPOLECCOB U/MNKW UX onucaHue (cMm. 4.2.4.4);
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) npouenypbl U paboune MHCTpyKuuKM (cMm. 4.2.4.5);
) aBTOMaTU3MpOBaHHbIe paboyune npouecchl (cM. 4.2.4.6);
6) cneundurKkaLmMmn Ha NpoayKTel W ycnyru (cm. 4.2.4.7);
) wHbopmaunio, NnepefasaeMyro No BHYTPEHHUM W BHELLHWM KaHanam cBA3n (cm. 4.2.4.8);
) MnaHbl, rpacukn 1 nepedHn (cm. 4.2.4.9);
9) dopMbl U YeK-nUcThl (cM. 4.2.4.10);
10) OOKYMEHTUPOBAaHHY MH(POPMaL W0 BHELLHErO NpoucxoxaerHus (cMm. 4.2.4.11);
e) OOKYMEeHTVMPOBaHHY0 MHOpMaLWio, MOANEXKALLYH COXPaHEHMIO (T. . 3an1cK), UCMonb3yeMyto B Ka-
YecTBe CBMAETENbCTB QOCTUIHYTLIX pe3ynsTatoB (CcM. 4.3).
HokymeHTupoBaHHas nHopmMaLuna MoxeT BbiTe Ha NMobom Buae HocuTensd, HanpuMep, Ha BymaHoM
MNW aNEeKTPOHHOM HocuTene, B BuAe dotorpadrm unu matepuanesHoro obbekTa.

MpumedyaHue — MpeuMyLLECTBAMW 3MEKTPOHHOTO HOCUTENS ABMSAKTCA, HANPUMEp:

- Bbonee NpocToi JOCTYM K BEPCUAM, BKMHOYAA JOCTYN U3 yAarneHHbIX MecT,;

- Bornee NpocToe ynpaeneHue U3MeHeHUsMI, BKMOYas yaaneHue ycTapeBsLUei JOKYMEHTUPOBAHHOW MH(IOpMaLWEN;

- HEMEANEHHOe U KOHTPONMpyeMoe pacrpeneneHue;

- BO3MOXHOCTb BOCCTAHOBMEHWS U COXPaHEHWS MH(DOPMALIMK B CPaBHEHUW ¢ ByMaskHbIM Unu ApYruM DU3NHECKMM
HOCMTENEM.

4.1.4 Uenb

Llens HanMuusa OKYMEHTUPOBaAHHOW MHOpMaUMK Ans opraHn3aunn cocToUT B cneyoLlem:
a) nepefava MHopmauuu;

b) npemoHcTpauunsa cBUOETENbLCTB OOCTMKEHWUS PE3YNLTATOB UM BbIMOMHEHHbIX OEACTBUNA;

C) oDMEH 3HaHWUSAMU;

d) coxpaHeHWe 3HaHu,

e) onucaHue CUCTEMbI MEHEIKMEHTa Ka4YeCTBa OpraHn3aLunm.

4.1.5 Npenmyulectsa

MpevmyllecTBa OT HanWyusl OOKYMEHTMPOBAHHOW WHGOpMauuu ANA opraHu3auuu cocTOWUT B Cre-
ayroem:

a) AeMOHCTpaLus COOTBETCTBUSA 3aKOHOAATENbHBIM M ApyrMm 06si3aTenbHbIM TpeboBaHMAM,;

b) nmpepocTtaBneHne WMHgOpMauMuM ns rpynn COTPYAHWKOB, NPeACcTaBnsAWmMX pasnuyHble (yHKUNo-
HanbHble obnactu/nogpasgenenns opraHn3auumy, 4Tobbl OHM MOMMK NyYdLlle NOHMMAaTh B3aMMOCBSA3M;

c) nHdopMUpoBaHME COOTBETCTBYHLLKWX 3aMHTEpPEeCOBaHHbIX CTOPOH 06 0Bs3aTenbcTBax opraHyM3alun
B OTHOLLEHWN Ka4ecTBa;

d) nomolb nepcoHany B NOHWMAHWM WX PONW B OpraHuzauvu, TeM camblM obecnedynBas OCHOBY ONs
OXWUOAHWIA B OTHOLLEHWUW pe3ynbTaTuBHOCTY paboThl;

e) obrieryeHue B3anMOMNOHUMaHUS MEeXAY pasfMYHbIMWU YPOBHAMMW B OpraHusauuu;

f) npegocTtaBneHne 0BBLEKTUBHOrO CBUAETENBLCTBA TOrO, YTO YCTAHOBMNEHHbIe TpeboBaHua Bbinyv goc-
TUTHYTBI;

g) y4eT PMCKOB WM BO3MOXHOCTEM MO YMydlIeHWto nokasaTeneil paboTbl opraHW3aunmn, COOTBETCTBUS
NPoOAYKTa WNK YyCNyr, a Takxe y4oBNeTBOPEHHOCTY NoTpebuTenei;

h) nepepnaya 3HaHW BHYTpW OpraHu3auunn, Bknoyasa obyyYeHne 1 NoBbILLEHWE YPOBHA KOMNETEHTHOCTH
nepcoHana v gpyrux samHTepecoBaHHbIX CTOPOH;

i) 3asBneHne 0 TOM, YTO MMEHHO KM KakiuMm obpazom cnegyeT Aenatb, YTOObl HA NOCTOAHHOW OCHOBE CO-
OTBETCTBOBATb YCTAaHOBMNEHHbIM TpeboBaHNAM, TEM CambiM COOENCTBYA PasBUTUIO YNpaBnsieMblX YCNOBUA 1
3aKrnafblBas OCHOBY 41151 NOCTOSAHHOO YIy4dllEeHWs;

j) oeMoHcTpaumsa 3anHTepecoBaHHbLIM CTOPOHAaM CMoCcOoBHOCTEN M BO3MOXHOCTEN BHYTPW OpraHm3aumu,
TEM cambiM (POPMUPYSt OCHOBY ANSA OOBEPUS;

k) BblpaboTka TpeboBaHWil ONs BHELUHWX NOCTaBLLMKOB/NPOBanaepoB;

I} dopmupoBaHune 6a3bl ANA ayOUTOPCKMX NMPOBEPOK U OLUEeHUBaHWs 3(h(EKTUBHOCTM U COOTBETCTBUS
CUCTEMbI MEHEI)KMEHTA Ka4yecTBa COBpeMeHHbIM TpeboBaHusM.

4.2 Heobxogumas AoKyMeHTUpOBaHHaA MHdopmauus

4.2.1 O6nacTtb npUMeHeHUA CUCTEMbl MeHe)KMeEHTa Ka4vyecTBa

O6énacTb NnpUMEeHeHA CUCTEMbI MEHEIXKMEHTA KadeCTBa crneayeTt JOKYMEeHTUPOBATL MCXOOA N3 YCTAHOB-
NeHHbIX rpaHny 1 NPUMEeHMMOCTU CUCTEeMbl MeHeXXKMeHTa Ka4ecTBa. O6nacTtb NPpUMeHeHUA CUCTEMbI MeHe[ -
XMeHTa Ka4decTBa MOXET BKIo4YaTk BCH OpraHn3auuio Uenmkom, ee COCTaBHble 4acTK, OTOernbHbIe beHKLI,MO-
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HanbHble 0BnacTn 1 HanpaeneHWs esTenbHOCTW OpraHn3aumK, KOTOpbie 4OMKHbI OblTh MOEHTMHOULNPOBAHDI,
UMUK Xe OOHY UMK HEeCKONbKO OYHKLWIA Mo BCel rpynne opraHu3aunin. Obnacts NpMMeHeHUs1 CUCTEMbI MeHe[-
KMEHTa OOMKHA yKasbiBaTb TUMbI OXBaTbIBAEMbIX MPOAYKTOB U YCNyr U, ecnu aTo TpebyeTcs, cogepxatb 060-
cHOoBaHuWe Ans nwoboro TpeboBaHMA COOTBETCTRYIOLLENO CTaHA4apTa Nno Ka4ecTByY, KOTOPOEe OpraHM3auums covteT
HENPMMEHUMbLIM ANS gaHHOW obnacTn npumeHeHnsa. O6nacTe NPUMEHEHWS CUCTEMBl MEHEI)KMEHTa KavyecTea
OOIMKHa OCHOBLIBATLCH Ha TOM TUMe MNPOAYKLWMKM UMW YCNYr, HA KOTOPOM creunanvavpyeTcsl opraHu3auus,
ee NpPOW3BOACTBEHHbIX Mpoueccax, Ha acnekTax, CBA3aHHbLIX CO CPedol opraHM3aunu, U COOTBETCTBYHLLUX
TpeboBaHUAX 3aUHTEPEeCOBAHHLIX CTOPOH, PUCK-OPUEHTUPOBAHHOM NOAX04e, COOBpaKeHNAX KOMMEPYECKOoro
XapakTepa, yCroBUAX KOHTPaKTa, 3aKoHoAaTeNbHbIX U Apyrnx obsa3aTensHbix TpeboBaHuAX.

4.2.2 Monutuka B obnactu KadecTBa

MonuTtuka B obnacTtu ka4yecTBa NOMOraeT opraHM3aumny gopM1MpoBaTh NPUBEPKEHHOCTb CBOMX COTPYLA-
HWKOB K KOpPNopaTWMBHOW KynbType kadecTtBa. OHa JOMKHa COrMacoBbLIBATLCA CO CTPATErMueckrm Kypcom,
MUccHen 1 BuaeHWem opraHusaumn. OHa cogepKuT noanexallee npoeepke 06A3aTenbCTBO B OTHOLUEHWUN
KavecTBa, agpecoBaHHOEe COOTBETCTBYIOLWMUM 3aUHTEpeCcOBaHHbIM CTOPOHAM.

MoMuMO NONMTHMKKM B 0BnacTy KayecTBa OpraHu3auna MOXeT UMeTb OpyrMe NofuTUKKM, OTHOCALLKMECH K
CUCTEME MEeHemXKMeHTa KaJyecTaa.

4.2.3 Uenu B obnacTu KavecTBa

Llenn B obnacTty kadecTBa A0MKHbI OTpaXaTb pe3ynbTaThl, KOTOPblE OpraHM3auusa CTPEMUTBLCS A0CTUYb
B TOM, YTO KacaeTcs cTpaTerM4eckoro Kypca, monuTvki B obrniacTu KayecTBa, PUCKOB U BO3MOXKHOCTEW, a Tak-
e TpeboBaHWMi, NPUMEHUMBIX K CUCTEME MEeHedKMeHTa Ka4yecTsa.

4.2.4 WHdpopmauusa, KOTOpYH opraHusaumsa cuuTaeT Heobxogumon Ana nogaepxaHna yHKLMO-
HUPOBaHWA CUCTEMbI MEHEOXXMEHTA Ka4yecTBa U ee NpoLeccoB

4.2.4.1 OBwwe nonoxeHusa

OpraHuzauusa gomkHa onpegenuTb TUn 1 06bem JoKyMeHTUPOBaHHOW MHopMaL My, Heobxogumon ans
nogaepxaHusa yHKLWOHUMPOBaHMUA CBOUX NpoueccoB, hopmarsl 3anucu 1 npegctaesneHnsa nHdopmagun, a
TaKke MegnacpencTea Ans KOMMYHUKaUWMK ¢ nons3oBartenamMy. OpraHMsaums MOXeT cama pellartb TO, Kakue
TepMuHbI OHa DygeT ucnons3oBaTh AN CBOeW JOKYMEeHTUPOBaHHOW nHdropMaumy. B To Bpemsa kak Takve Tep-
MUWHbI KaK «npoueaypbl», «paboyne MHCTPYKLMNY W «PYKOBOACTBO MO KAa4eCTBY» MCMNOMNb3YHTCH B HACTOSLLEM
cTaHfdapTe, opraHu3auusa He oba3aHa Ucnonb3oBaTh TaKY TEPMUHOMOTMIO.

4.2.4.2 PykoBOACTBO MO Ka4ecTBy

CyuwecTByeT MHOXECTBO CNOCOOOB, KOTOPbIMY OpraHu3aumnst MoXeT JOKYMEHTUPOBaTb CBOK CUCTEMY
MeHemKMeHTa kadectBa. OpraHnsauun MoryT BblibpaTb MCMNONb30BaHWe OTAENbHOMO PYKOBOACTBA MO Kaye-
CTBY, MITM XKe ero MonoXeHWs MOryT pernaMeHTMpOBaTbCsA BHEWHWMKW TpeboBaHWsAMY opraHusauuu. Pyko-
BOOCTBO NO KA4eCTBY ANA KaJoW opraHu3aunn MMeeT CBOK Crneundunky, a Takke MOXeT npegycMarpuBaTh
CTPYKTYpPY, dopMar, cogepxnumMoe Unn MeTos NpeactasfeHus 4nd AOKYMEHTUPOBaHUsA CUCTEMbl MEHEOKMEH-
Ta Ka4ecTBa M ee NpoueccoB ANA BCEX TUNOB OpraHn3auuni.

OpraHunsauns HeboMblWIOro pasmepa MOXKET onucaTb CBOK CMCTEMY MEHeI)KMEeHTa KavyecTBa B O4HOM
PYKOBOLCTBE, BKMNOYasA BCIHO JOKYMEHTUPOBaHHYK MHdopmaunio. KpynHbeIM TpaHCcHaUMOHanbHbIM opraHuaa-
LuusAM MoryT noTpeboBaTbCs OTAENbHbIE PYKOBOACTBA Ha pasNUYHbIX YPOBHAX (Hanpumep, Ha rnobanbHoM,
HaLWOHaNbLHOM WM perrMoHanbHOM YpPOBHE) U Bonee CrioxHOe Mepapxu4eckoe MOCTPOeHWE AOKYMEHTUPO-
BaHHOW WMHpopMauuun. Ecnn opraHnsaums pewwmnT BHeAPATb PYKOBOACTBO MO KAYECTBY, OHO MOMET BKMHOYaTb
OOKYMEHTMpOBaHHbIe npoueaypbl UM CCbINatbCsl Ha HWX, a TaKKe onucaHwe NpoueccoB CUCTEMbl MeHed-
XMEHTa Ka4ecTBa U MX B3aMMOLENCTBUSA.

WHdopmaumio 06 opraHmMsaumnm, Takyl Kak HasBaHwe, agpec, cpegy opraHusauMy 1 cpegcTea KOMMYHU-
Kauuun, criegyeT BKMKHYUTb B PYyKOBOACTBO NO KavecTBy. MOXHO Takke BKNOYUTh JONONHUTENBHYO MHopMma-
LMK — TaKyt, Kak chepa gesATeNlbHOCTU, KpaTkue cBedeHust obllero xapakrepa, npeabiCTOpus U CBeOeHus
0 pasmepe.

PykoBoacTBO Mo KAa4eCTBY MOXET cogepMarb OnnMcaHue CUCTEMbl MEHEIXMMEHTA KavyecTBa U NPUHLMMBI
ee BBedeHuUs B opraHu3aummn. OnucaHne NpoLEeCCOB U UX B3aMMOCBS3M UMK CChIMKY HA HUX MOXHO Takxke
BKMIOYNTL B PYKOBOACTBO MO KadecTBy. [pouecchl opraHM3aunmn Heobxogumo paspabatbiBaTh Takum obpasom,
uTOBbI OTBEYATH OBLWKMM Liensm opraHM3alnn, ee NonuTuKam, cpefe U COOTBETCTBYHOLLMM OXUOAHUAM 33UH-
TepecoBaHHbIX CTOPOH. B BonblumMx opraHM3aumnsax NpoLeccsl MOryT CBS3biBaTh pPasnuyHblie OyHKLMOHaNbHbIE
obnacTtu opraHusauuu (cM. npunoxeHue A). Heobxogumo, YToBbl OpraHM3an s 3afoKkyMeHTMpoBana cuctTemMy
MeHemKMeHTa B COOTBETCTBMM C LEeNb NpoLeccoB unu B Nioboi nocnenoBaTenbHOCTW, NOAXOAAWen Ansg
OaHHoW opraHu3aumn. MoryT oka3aTbest MoNe3HbIMU NEPEKPECTHBIE CChINMKW MEXOY OTAENBHLIMU BhIDpaHHbI-
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MW CTaHdapTaMi U npoueccamMmn opraHmn3aunn. [MocnegoeaTenbHOCTL ¥ B3aMMOOENCTBUE npoueccoB B pam-
Kax CUCTEMbl MEHEAKMEHTa Ka4eCTBa MOXHO 3a4O0KYMEHTUPOBATL C UCNOJTb30OBaHWEM KapT NpoueccoB.

MpumeyaHus

1 PykoBoAcCTBa Takke MOMyT MMETb TakMe Ha3BaHWA, Kak «PYKOBOOCTBO MO Ka4yecTBY», «PYKOBOACTBO MO MOMUTU-
Ke», «CNpaBOYHOE PYKOBOACTBOY, «PYKOBOACTBO NO Npoueaypam» Unu Apyroi NoaxoasLLni 3aronoBok.

2 NCO 9001:2015 He TpebyeT OT opraHM3aunn HanU4Us PyKOBOACTBA MO KAYeCTBY, HO B HEKOTOPLIX OTpacneBbIX
cTaHgapTax cofepxuTcs Takoe TpebosaHue.

4.2.4.3 Bnok-cxembl

Brnok-cxembl YacTo npeacTaBnsaoT cobol rpadryueckoe NpeacTaBneHve ponei, 06a3aHHOCTER Y MOMHO-
MOYMIA BHYTpU opraHmaayuu. OHK MOTYT UNMCTPUPOBATE TO, KakuM 0bpa3om ponu, 06s3aHHOCTU U MOMHO-
MOYMS pacnpeaensaTCs BHYTPU OpraHn3aL K, a Takke To, Kakum 0bpasom NoaM Unu rpynnbl Nogen B3ammo-
OEeNCTBYHOT B paMKax opraHvMsauuu.

4.2.4.4 KapTbl NpoLEeCcCOB W/unu onnucaHnsa Npoueccos

KapTta npoueccoB naeHTUdULMpyeT Npouecchl, a Takke BU3yanbHO OMWCbIBAET NocrnegoBaTenbHOCTb
B3aUMOJEWNCTBUS 3TMX NMPOLECCOB B opraHusauuu. [Npouecckl MoryT ganee nogpobHO OnMUCLIBATLCA C WUC-
Nonb30BaHWEM DMOK-CXEM.

Brniok-cxema npolecca sBAseTcs BU3yarbHbIM ONMcaHnemM npouecca unu npouedypbl. OHa AeMOHCTpU-
pyeT Lwaru, ocyLecTBMAsIEMbIE OpraHu3aLUuei, a Takke To, YTO MHULMKUPYET NPOoLIECC UMK npouenypy (T. e. Ha-
Yyano npolecca 1 ero BXo4HbIe AaHHbBIE) U YTO ABMAETCH 3aKN4YMTENbHBIM 3TanoM Npouecca UM KOHEYHbIM
pesynbTaToM Ha Bbixode npouecca. B HekoTopbix dhopmMartax kapT NPOW3BOACTBEHHbLIX MPOLECCOB AOKYMEH-
TUPYIOTCA BXOAQ W BbIXOA AMS Ka)AOro wara npouecca, KOHTPOSbHbIE TOYKWM M COOTBETCTBYIOLWME KPUTEPUU
npuemMnemMocTu.

OnucaHne npouecca ABNAETCH TEKCTOBLIM ONUCAHWEM, KOTOpoe nowaroso obbAcHSAeT onepayuwu pac-
cMaTpMBaeMoro npolecca.

[ns npoueccoB cUCTEMbl MeHedXMeHTa KadecTBa credyeT ornpedenuTb BragenbLeB MpoLeccos,
T. e. Ngen, NepcoHanbHO HecylnX OTBETCTBEHHOCThL 3a AaHHble npouecchl. OBbIYMHO OHWM Ha3Ha4valTCs
BbICLUMM PYKOBOACTBOM W HAAENnATCs COOTBETCTBYOLWKMMMW NOTHOMOYMAMMW A58 yNpaBneHus npoLeccom Ha
BCEX CTafMAX ero peanusauuu, NosToOMy 3TW NMUa AO0MKHbI MOHUMAaTb CBOW POMNU U ObITb KOMMNETEHTHLIMU.
OT0 0COBEHHO BaXHO B Cry4vasix, eClnu MpoLecchl NepecekarwT rpaHvubl yHKUMOHanNbHbIX obnacterd unu
CTPYKTYPHbLIX NogpasfeneHun.

4.2.4.5 TMpouenypsl 1 paboune MHCTPYKLMM

OpraHusauum cnepyer onpefennutb CTPYKTYpY W dhopmat OOKYMEHTMPOBaHHbIX npouenyp nubo no-
CpeacTBOM TEKCTOBOIO onucaHusi, bnok-cxemM, aBTOMatM3MpoBaHHbIX pabounx npoueccos, Tabnuy v niobon
KOMOVHAaLMKM 13 BblLIENePeYnNCcrieHHOoro, UM e ¢ nomoLlybio Moboro gpyroro nogxodsuero Metoda, oTBe-
yawLero notpebHocTsam opraHuzauun. OBbIMHO Npouedypa AaeT OTBET Ha Takue BOMPOChl, Kak, KEM, YTO
MMEHHO, KOraa, rge U kakue pecypcbl ByayT ncnonb3oBaTbes. [JOKYMEHTUPOBaHHbIE NpoLeaypbl A0MKHbI BbITh
0603Ha4YeHbl MOEHTUMUKALWOHHBIM HOMEPOM M CoAepxaTbk MHQOpMaLUWio, HeobxoguMyto AN Hagnexalero
OCYyLLeCcTBNeHUA NPoM3BOACTBEHHON AeATENbLHOCTH, BKMOYAKLLYK ONucaHne caMmoro npouecca U cBegeHus o
nobbix TpeboBaHMsX, KacawWnxcst obecnevyeHnss COXPaHHOCTU JOKYMEHTUPOBAHHON NHOPpMaLMK.

CteneHb getanusauvm mMoxeT DbiTb pasHOM B 3aBMCHMMOCTW OT CIOXHOCTM MPOM3BOACTBEHHbBIX MPO-
LeccoB, PUCKOB W BO3MOXHOCTEW, UCNOMb3yeMblX METOLAOB, a TakKe YPOBHEW KOMMEeTEeHTHOCTWU, KOTOPbLIMK
OOMmKHbI 0brnagaTth Noaw AN BbINOMHEHMWS STUX NPOLEecCoB. HezaBMCUMO OT CTeneHn AeTanv3auuy, no mepe
BO3MOXHOCTEWN, cnefyeT paccMaTpuBaTh Crefylowne acnekrbl:

- onpegeneHve NotpebHOCTEN opraHn3auny U COOTBETCTBYHLUMX 3aMHTEPECOBaHHbIX CTOPOH;

- onucaHue npouecca(oB) B BUAE TEKCTOBOW MHOpMALMK UNKM ApyruMy cnocobamu (Hanpumep, Briok-
cxeMmebl, choTorpacun, BUAEO3an1cHu), OTHOCSALWMMKCH K TpebyeMbiM onepauusm;

- onMcaHWe TOro, YTO AOJMKHO DObiThb cAenaHo, KeM NepcoHanbHO UMW CMIaMK Kakoro nogpasgeneHus
opraHu3auum, a Takxe rnodemy, Korga v roe 310 AoMmkHO BbiTh caenaHo;

- onucaHve CpedcTB ynpasneHus NpoLeccoM U CpeacTB ynpasneHus NoeHTUMOULNPOBaHHBIMKU onepa-
LMAMM;

- Y4YeT PUCKOB M BO3MOXHOCTEN, CBA3aHHLIX C NMPOLECcCOM, MOCKOMbKY 3TO BNUseT Ha obliwne uenu op-
raHu3aumu;

- onpepgeneHve pecypcoB, HEOOXOAMMbIX A8 BhINOMHEHNA onepaunii (HanpyMMep, nogu, MHppacTpyk-
Typa u matepuansl);
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- onpegeneHve NoaxoaAawen BHYyTPEHHEN 1 BHELHEeW JOKYMEHTUPOBaHHON MHpopMaLnn, OTHOCALLEN-
cs Kk TpebyembiM onepaymam;

- onpepeneHue Tpebyembix BXOAHLIX OaHHbLIX U 0XKMAAeMbIX BbIXOOHbBIX JAHHLIX OT 3TUX B3aMMOCBS3aH-
HbIX UMW B3aUMOLENCTBYOLLMX Onepaunii;

- onpegeneHne U3MepeHUn, KOTopble ByayT NPOM3BOANTLCS, U MPUMEHSEMbIX KpUTEPUEB, YTOOLI rapaH-
TMpOBaTb 3(hPEKTUBHOE (PYHKUMOHUPOBAHWE 1 YrpaBneHue sTMMM npoLleccamu.

B nokymeHTMpOBaHHbIX Mpouenypax AOMKHbI yKasbiBaTbCs noaxogsiine pabovme WHCTPYKUWMK, onpe-
OensiolLMe To, KakuMm 06pa3oM BhIMOMNHAETCS onepaunsa. Kak npaBuno, B AOKYMEHTUPOBAHHLIX NpoLeaypax
OMUCLIBAKOTCH OMepaunn, 3aTparrMearlume pasnuyHele yHKUMOHanNbLHbIe obnacTu, B TO BpeMsl Kak paboune
WHCTPYKLMK 00bIYHO MCNONb3YIOT NPUMEHWTENBHO K 3a4a4am, BbINOMHAEeMbIM B paMkax ogHow dpyHKkumu. Op-
raHM3aUnsa MOXeT peLlnTb, YTO HeKoTopas W3 BblllenepedyncrieHHon nHdopmauun bonee nogxoauT Ans oT-
paxkeHus B paboyeid MHCTPYKLUN.

[JokymMeHTUpOBaHHbIE paboyne MHCTPYKLMK crieqyeT pa3pabaTthiBaTh U MOOOEPKUBATE B TEX Cryyasx,
KOrda Ha OXWOAeMbIX pe3ynsTaTax onepauuu MOXKeT HEraTMBHO OTPa3WuTbCs OTCYTCTBUE TaKUX WHCTPYKLUUNA.
MmeeTca MHOXecTBO cnocoboB MOAFOTOBKM U NPeAcTaBleHus MHCTPYKUWA, NO3TOMY opraHvu3auumn notpeby-
eTcsa onpeaenuTb Hanbonee apdeKTUBHBIA cnocob BbINOMHEHUS CBOUX Lienen.

CTpykTypa, dbopmat 1 cTeneHb geTann3auuun B pabounx MHCTPYKUUSAX 3aBUCUT OT NoTpebHocTeln nuu,
BbIMOIMHAKLNX ONepaLmu, OT UX HABLIKOB M KBanudukayuu, oT npegnpuHMMaeMblX MeponpuaTuia no obyuve-
HUWIO 1 MOArOTOBKE NepcoHana, oT CIOXHOCTK BhINMOMHAeMOl paboThl, OT PUCKOB 1M BO3MOXKHOCTEN, a TaKkkKe oOT
ncnonb3yembix MetogoB. CTpykTypa pabodmx MHCTPYKUWA MOXET OTNMYaTbCs OT CTPYKTYPHOMO NOCTPOEHUS
LOKYMEHTMPOBaHHbIX npoueayp. Pabo4ve MHCTPYKUMN MOTYT XPaHWUTLCS Ha pasfnyHbIX HOCUTENsX MHopMa-
uun, BbITe NpeacTaBneHHbIMM B PasnuuHbiX opMax M UMeTb pasfuyHble A3bIKOBbIE BEPCUN.

Pabouve MHCTPYKLMKM MOTYT BKMKOYATLCH UMW YNOMUHATLCA B JOKYMEHTUPOBAHHBIX Npoueaypax.

Pabo4une MHCTPYKUMKM OOMKHBI cogepXaTk nogpobHble CBeAeHMA O TOM, Kakum obpasom crnenyeT Bbl-
MOMHATE 384341, N OHK OObIYHO NPUBA3AHbI K KOHKPETHOM OYHKLMKW MK AOMKHOCTU. ODyYeHne MOXET YMEHb-
WKTb NOTPeBbHOCTE B NOAPOBHbBIX MHCTPYKLMAX NPW YCIOBUW, YTO 3a4eACTBOBaHHbLIA nepcoHan achdekTUBHO
npuMeHsaeT uHdpopmMauuen, HeobxoaMMY ANs BeINONHeHUA 3aaad. Paboune MHCTPYKUMU OOMXKHBI u3naratb-
Csl B MOpsAKe BLINOMNHEHWS onepaluunii, TOUHO oTpaxas TpeboBaHWA M COOTBETCTRYOLWME onepauun. B uensx
YMEHbLUEHWUS NyTaHWLbl U HEONPEAENEeHHOCTH, ecnu 3To HeobxoauMo, crieayeT YCTaHOBUTb M NOOOEPKUBATb
coobpa3zHbl hopmMaT UMNKU CTPYKTYPY ANst AaHHBIX MHCTPYKLUWIA.

Heobxogumo, 4TobObl B JOKYMEHTMPOBAHHOW Mpolenype wunu pabodei WMHCTPYKUMW onpedensanach
nobas noTpebHOCTE B COXpaHEHUU OOKYMEHTMPOBAHHOW WH(OpMAaL MK, OTHOCALLENCA K ONUCAHHbLIM B HEW
onepauuam. Tam, roe ymecTHo, HeobxooMmo naeHTUUUMporaTs Nobble opMbl, KOTOpble ByayT UCNONbL30-
BaTbCs. Takke crieqyeT yKasbiBaTb MeTof, Tpebyemblid Ans 3anofiHeHus, hopMupoBaHus painos 1 apxusu-
pPOBaHWs JOKYMEHTUPOBAHHOW MHOPMAaLMK.

4.2.4.6 ArTOMaTtu3MpoBaHHble pabodne NpoLecchl

ABTOMATW3MpPOBaHHLIE pabodne npouecckl NpeacTaenAlT cobol Npoueccsl, NO3BONAKLME OPraHn3o0-
BblBaTb U YyNpaBnATb LEenbk onepauunin B ONpegeneHHoM MOopsiiKe BbIMOMHEHWA 3afad Npu 3apaHee ycTa-
HOBMEHHOM BMeELLaTenbCTBe nepcoHana. B xoge BbINONHEHWs npougcca packpbliBallleecs/Bbinagatollee
MEHH UMW BbiCBEYMBAOLLEECS HA OUCMNEE OKHO MOXET CMYXWTb yKasaTenem, OpueHTUpys nonb3oBartens u
Hanpaenasa ero 4ecTBUA BNNOTb 40 3aBeplUeHUs onepauui. ABTOMaTU3UPOBaHHbIE paboune npouecchl cno-
CcOBHbI MOBLICUTE COMMACOBAHHOCTE (T. €. 3alUWLLEHHOCTE OT OWMBOK) M 3h(PEKTMBHOCTL NMPOLECCOB 3a cYeT
npopaboTkM Ha cTaguu NPOEKTUPOBAHWA U MMETb B pe3ynbTate aBTOMaTU3NpOBaHHOE MPUHATUE peLleHui
NnocpeacTBOM aHanu3a faHHbIX B CBSA3aHHbIX Mexay coboin obrnacTtsx.

ABTOMATU3MPOBaHHbIe pabodyne npouecchl 0BbIYHO HAYMHAKTCA MHULMATOPOM UMK ¢ cooBLLIEeHUa oT
aBTOMATW3MPOBAHHOW CMCTEMbI O HEODXOAMMOCTU BLINOMHEHWUSI AENCTBUA. TpebyeTca BbIMOMHWUTL Heobxo-
OVUMYH onepaLluio Unn BBOA OAHHLIX, NOCre Yero MHGopMaLus nockinaerca nonyvarento nHgopmauum nubo
Hanpamyto, NMbo Yepes Npoueaypy cornacosaHvsi. B KOHeYHOM uTore, Yepes cepuio aBTOMaTU3UPOBaHHbLIX
onepayuuil NCXo4HbIEe JaHHbIe C MOMOLLbLIO 3NEKTPOHUKU NpeobpasytoTca B TpebyeMbln pesynbsTaT. Hanpumep,
HanoMWHaHue 0 HeoBXOAMMOCTHY onepaLnn, ucxogsLlee OT NnaHa-rpaduka 4encTBUiA, DyaeT MMeTb B pesyib-
Tarte aBTOMaTU3NpPOBaHHOE BLINOMHEHWE OaHHOW onepaumu.

Mo 3aBepLUeHUN aBTOMATU3UPOBAHHOIO paboyero npoLecca MOXeT BbiTh Co3aaHa AOKYMEHTUPOBaHHaA
MHpopMaLMsa, noanexallasl coxpaHeHu. ABTOMaTU3MpoBaHHbIe paboymMe npouecckl MoryT obecnednBatb
NpocrnexmnsaeMocTb AN BCEX YY4aCTHUMKOB OTAEeNbHOW onepaluu B COCTaBe npouecca.

ABTOMAaTW3UPOBaHHLIE paboyne NpoLuecchl MOTyT BKIOYaTh CrieayoLlee:

- ynpoekie opmsl;
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aHanus u opobpeHus;
OMoBeLleHue Nnvua Unu rpynmnel ML 0 HeoBXoANMMOCTY OCYLLLECTBNEHWUS TOTO UMM MHOTO AENCTBUS;
OOKYMEHTUPOBAHHY MHOPMALMK O NPeanpUHATLIX OeACTBUAX;

- 3MEKTPOHHYH MPOCNEXNBAEMOCTb;

- huKcauuMo 1 coXxpaHeHWe OOKYMEHTUPOBAHHOW MHopMaLuuuy;

- WHCTPYMEHThI ANS aHanuaa AaHHbIX.

Mpoueccskl, noaxoasuMe AnNs aBTOMaTU3MPOBaHHbLIX pabovnx NPoOLECcCoB, BKMOYAlOT!

- MEHEOKMEHT PUCKOB 1 BO3MOXHOCTER;

- aHanua npogax W KOHTPaKTOB;

- OLEHKY PUCKOB, CBSI3aHHbIX C MPOAYKUMEN, MPoLEeccoM unv obcnyKuBaHUeM;

- 0BbyyeHue nepcoHana u oLueHKy ero KOMNeTeHTHOCTM;

- OpraHvW3auui NpoBeaeHns ayauToB;

- MEeHedXMeHT JOKYMEeHTUPOBaHHON UHopMaLmy;

- MEHELXMEHT pe3ynsTaToB 4esATeNbHOCTH;

- aHanus co CTOPOHbI PYKOBOACTBA;

- KanubpoBKy U TexHu4eckoe obcnyxvBaHve obopydoBaHus;

- pa3paboTKy HOBOW NPOAYKLMW;

- MpoLecc ynpasneHnsi U3MEHEHUSMU;

- 3aKymno4YHyl OeATENbHOCTD;

- OeATeNbHOCTb N0 MOHUTOPUHTY U U3MEPEHWIO;

- yrnpaeneHue Lenbk NocTaBok;

- BbIMOMHEHWE KOPPEKTUPYIOLWNX OENCTBUNA;

- pa3paboTKy NporpaMm Mo NOCTOSHHOMY YMyYLIEHMHO.

4.2.4.7 CneumdukaLmm Ha NPOSYKLWMIO U YCIIYTK

Cneuundumkaumnm Ha NpoaoyKUMKO 1 YCNyTrM ABMSKTCA JOKYMEHTUPOBaHHOW MHpOpMaunen, cogepxallei
TpeboBaHUA K NOCTaBNAEMON NPOYKLUMW U yCnyram.

Mpumep — TexHuUYeckKue Yepmexxu, UHCMPYKYUU o npedocmaeneHuro ycnya, eHympeHHuUe pykoeodcmea
o aKcniAyamayuu, mexHu4YecKkue ycroaus.

B HacTosilem cTaHoapTe OHW He paccMaTpyBalTCA NoapobHO, MOCKOMbKY OHW crneunduyHbl Ana oT-
[OenbHO B3ATOro NPoAyKTa v ycryru.

4.2.4.8 VHcopmauna, nepegasaemasn no BHYTPEHHUM M BHELLUHWUM KaHanam CBA3W

WHudopmaunsa, nepegagaemas no BHYTPEHHUM W BHELLUHWM KaHanam CBSi3W, BKITHOYAET 3MEKTPOHHbIE 1
HE3rNeKTPOHHbIE COODLLEHNS, TaKMe KaK yBeJOMIeHUs, OTYeTbl UMK 3anncK, Kacaltowmecs CUCTeEMbl MeHeq-
KMeHTa KavyecTBa U ee NpoLeccoB. 3TN cOODLEeHWs MOTYT UMETb OTHOLLIEHME K 0CODbIM CUTYaLusm, BOMpo-
cam, Tpebyowmm 6esoTnaraTensHOro BHUMaHUSA, UMK K eXeAHEBHON paccbinke nHdopmauunn. CoobLieHnsa no
3MNEKTPOHHON NoyTe U Apyrue cuctemsl 0BMeHa 3NeKTPOHHBIMKU COOBLLEHNSIMIU ABNAKTCH TUNUYHLIMW CPea-
CTBaMW BHYTPEHHMX W BHELUHMX KOMMYHUKauui. B Tex cnyyasx, korga Takve coobLueHus ABMSHTCA cBuae-
TENLCTBAMUW NPEANPUHATLIX 4eNCTBUIA U JOCTUTHYThLIX PE3YNLTATOR, OHW JOMXKHbI YyNPaBAsaTLCA KaK JOKYMEH-
TUPOBaHHAA UHPOpMaL s, MoMorasi TEM CaMblM pacnpocTpaHaTe, obecnednBaTs AOCTYN, BOCCTAHABNMBATh,
XPaHUTb W yOansTb MHOpMaLWIO.

4.2.4.9 TnaHbl, rpadorKkn 1 NepedHn

MnaH MoxeT BbITh 4eTann3npoBaHHbLIM NpeanoXeHWeM No MPOBEAEHUID KOMNNekca MeponpuaTuin. He-
obxogumo, uTobLl B NNaHax onpefensanucb OTBETCTBEHHLIE U MX MOMHOMOYMSA, CPOKU BhIMNOMHEHUS MepPOnpu-
ATUI W LUenu, KoTopble OOMKHbI 4OCTUraThCA.

[padukn MOryT MCNoNb30BaThLCA A5 ONUCAHUA MEPONPUSATUIA C YKazaHUEM CPOKOB WX BbIMOMTHEHWS B
pamMKax CUCTEMbI MEHEKMEHTA KauecTBa. [lepedHn ABNAKTCS NoAOOPKON CBA3AHHbLIX MeXay cOOOW NYHKTOB,
06bI4HO 3apaHee onpeneneHHbIX UMW 3akasaHHbIX, KOTOPble MOMYT MCMONbL30BaTbCA ANA peanu3aunn gen-
CTBWI, HanpuMep, nepedvyHn ofobpeHHbIX NOCTaBLUMKOB, NepeyYHn oBopyaoBaHWs, CMMCOK O4EePEeaHOCTM Ha
nony4eHve NpegMeToR CHabXeHMs.

MpumedvaHue — [okymMeHTMpOBaHHas MH(OPMaLMA MOXET CO34aBaThCs ANA ONUMCaHNA TOro, Kakum obpasom
opraHusauus 6yaet 4obKBaTECHA NOMyYeHUs TOTO UMW MHOIo 3annaHWpOBaHHOro pesynsTata, byAb 3TO Npouecc, NPoaykK-
uus, ycrnyra, NpoekT UinM KOHTPaKT. 3To MoxKeT BbITh Ha3BaHO NNaHoM no kadecTey (cMm. MCO 10005).
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4.2.4.10 Popmbl U HEK-NUCTLI

ABngscb AOKYMEHTUPOBAHHOW WHOpMaLuMen, hopMbl codepkaT nons And 3anofiHeHWs, B KOTopble
none3oBaTento npegnaraetcs 3aHOCUTL onpefeneHHyr MHpopMaunuio B Ka4ecTBe BXOAHbLIX UMW BbIXOOHbLIX
OaHHbIX npouecca.

Yek-nncTbl — 370 0cobblv BUO (DOPM, KOTOPbIE CO30AI0TCA M NOAAEPXKMBAKOTCA ANA YBEPEHHOCTW B TOM,
4YTO paccMaTpuBaeMble MpoLlecChl peanuayrTca Tak, Kak 310 Obino 3annaHupoBaHo. OHKM CryKaT aAna 3anucu
pe3ynLTaToB onepalui paccMaTpuBaeMbIX NPOLECCOB, U WX cneayeT ynoMuHaTs B Nioboi CBA3aHHOW C HUMMU
OOKYMEHTUPOBaHHOW MHdOopMauunK.

PopMbl M YEeK-NTIUCTbI MOXHO paccMaTpuBaTh B Ka4ecTBe JOKYMEHTUPOBaHHOW MHdopmMaunn, noanexa-
Len 3anofiHeHWIO, a 3anonHeHHble opMbl U YEK-TTUCTLlI MOXHO paccMaTpuBaTh B Ka4ecTBe [OKYMEeHTUpOBaH-
HOW MHpopMaLuUK, NoAnexallerd CoOXpaHeHuo.

4.2.4.11 [JokymeHTUpoBaHHas MHOPMaLMs BHELLUHErO NPOUCXOXAEeHUS

HokymeHTUpoBaHHaa MHopMaUmWs BHELLHEro NPoUCXoXAEeHUA ABNAeTCA MHopMaLven, coagaBaeMon
3a npegenamMy opraHu3auMu, HO COXpaHAeMOol opraHusauuei 4ns CBOEro UCnonb3oBaHus. ITo MoryT ObiTe
JYepTexu 1 cneyudukalmm notpebuTtenei, 3akoHogaTenbHele U gpyrne obasaTenbHble TpeboBaHus, cTaHdap-
Thbl, KOOEKChI U PYKOBOACTBA MO aKcrnyaTaumu.

OpraHuzauusa OomkHa cneguTb 3a OOKYMEHTUPOBAHHOW MHAOPMaLMER BHELLIHEro NMpOWCXOXOEeHWA W
ynpaBnsTb COOTBETCTBYIOLW MMM €€ BEPCUAMM B paMKax CUCTEMbI MeHeXMeHTa kadecTea. OpraHvsauum cne-
OYEeT NpUHUMaTb BO BHUMaHWE PUCKKM M BO3MOXHOCTH, CBA3aHHbIE C NMPUMEHEHWEM OOKYMEHTUMPOBAHHOW WH-
dopMaum BHELLHEND NPOUCXOKOEHWA.

4.3 NokymeHTUpoOBaHHaA WHdoOpMaLuA, nogrexalwasn CoOXpaHeH o

[okymeHTMpoBaHHasA MHOpMaLWS, NoANexallasa coxpaHeHuo, obecnedynBaeT Hannyne 06bLeKTUBHOMO
CBWMIETEeNbLCTBA TOTO, YTO pe3ynbTaThl OblNn 4OCTUTHYTHI UMK YTO paccMaTpyBaeMble NPOLEecChl peanuayoTcs
3annaHvpoBaHHLIM 06pazoMm. MNpUUKHBLI ANs COXPaHEHWST AOKYMEHTUPOBAHHON MHhOPMAaLMK BKITKOYAIOT:

a) obecnedeHue yBEPEHHOCTU B TOM, YTO MPOLLECCHI Peanu3yoTcs 3annaHnpoBaHHbIM 06pa3om;

b) mnemoHcTpauuio cooTBeTCTBUS TPEBOBaHWMAM CUCTEMbI MEHEAXMEHTA Ka4ecTBa;

C) AEMOHCTPaLMIO Pe3ynbTaTUBHOCTU U 3(DAEKTUBHOCTM CUCTEMbI MEHEAXMEHTA Ka4ecTBa;

d) cooTBeTcTBUE 3aKoHOAATEMLHLIM U ApYruM obasaTensHbIM TpeboBaHuaM, TpeboBaHusIM NnoTpebuTe-
nei UNu Apyrux 3aMHTEPEeCOBaHHbIX CTOPOH.

Cnepyet onpenennTb Nepuoa XpaHeHus JOKYMEHTUPOBAHHON MHDOPMAaLIMK, TAKKe Kak U MeToa ee yaa-
NEHUsI NO OKOHYAHUW CPOKa XpaHEeHUS.

JokymeHTnpoBaHHasa MHGopmauns, obecneumsatollas 0OGbEKTMBHOE CBUAETENLCTBO AOCTUXKEHUSI pe-
3ynbTaToB, Kak MpaBWmio, He MOABEPraeTcs NepecMoTpy, NOCKOMNbKY OBLIYHO B HEe He BHOCHAT M3MEHEHWUH
(cm. 5.2.5).

5 CospaHue 1 aKkTyanusauma AOKYMEHTUPOBaHHOW MHdopmauunn

5.1 BHepgpeHue

5.1.1 O6wKMe NonoxeHUn
OpraHuns3auunsimM, Haxo4sLWMMCS Ha CTagun BHEOPEHUS UMK TONbKO BHEAPWBLUUMM CUCTEMY MEHEOXMeHTa
KayecTBa, cregyer:
a) onpedennTb JOKYMEHTMPOBaHHYK MHpOpMaLUmio, NPUMEHSEMYIO0 COrMacHo BeIbDpaHHOMY cTaHgapTy
Ha cUCTeMbl MEHEXKMEHTa Ka4yecTBa, a Takke 0bnacTtu NpUMeHeHNa 1 Cpefe opraHn3aunu;
b) npoeBoguTh aHanua paspbieoB (GAP-aHanua) npuMeHWUTENbLHO K ycTaHOBNeHHon obnactu n Tpeboea-
HUSIM NOCPenCcTBOM:
1) noeHTUdUKaUMM M COCTaBMNeHNA NMepPevHs UMelLWencss JOKYMEHTUPOBAHHOW WHopMauuK, a
TaKKe ee aHannsa,;
2) nony4yeHus LaHHbIX 00 UMEKLLENCcA CUCTEME MEHEKMEHTA KAYECTBA U NPOLIECCOB PA3NNYHLIMM
CpencTBaMu, TaKUMKU KaK ONPOCHUKA U MHTEPBLIO;
3) conocTaBneHus UMeKLLencs JOKYMeHTUPOBaHHOW MHopMauun ¢ TpeboBaHMaMK, AN onpege-
MEeHUA TOro, Kakyld MMEHHO OOKYMeHTUMpPOBaHHYK WHopMauuio cnefdyeTt paspabotate UAWM yhyylWTb,
4yT06bl COOBNCTROBATL CTPATErMYECKOMY KYpPCY OpraHu3auni U yOoBNeTBOPATL ee NoTpebHOCTH U Lenu;
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c) B cnyyae HeobxogumocTu obydaTb nepcoHan co3fgaBaTth AOKYMEHTUPOBAHHYH MHOPMAUWIO C yye-
TOM MPUMEHSIEMbIX TPeOOBaHWIA CTAHOAPTOB Ha CUCTEMbI MEHEe)KMEHTa KavyecTBa WMKU OPYrux BbiBpaHHbIX
KpUTEpPUWEB;
d) onpenensTe CTPYKTYPY W YPOBHU AOKYMEHTUPOBaHHOW MHOpPMaLuKU (CM. npunoxeHue A) c y4eToM
dakTopoB, NPUBEAEHHLIX B pa3gene 4;
€) NoaroTaBnMBaTth 4OKYMEHTMPOBaAHHYK WHOPMALMIO, OXBaTbIBAKOLWYK 00nacTe NPUMEHEHWA CUCTE-
Mbl MEHEIPKMEHTA Ka4yecTBa WM pesynbTaTel aHanmnsa paspbieoB (GAP-aHanwsa) nyTem:
1) noeHTUbMKauum nocnegoBaTelbHOCTW M B3auMOLENCTBUSA NPoLEeccoB, Heobxoanmelx onsa opra-
HW3auuu;
2) OOKYMEHTUPOBaHMWA NPOLIECCOR B TOW CTeneHu, KoTopas TpebyeTca ana obecnedveHus adekTme-
HOro PYHKLMOHWPOBaHUSA U YyNpaBneHusa npoueccamu;
3) yOOCTOBEpPEHMS B TOM, YTO MPOLECCH COOTBETCTBYIOT TPE6OBaHMAM CUCTEMbBI MEHEMKMEHTA Ka-
YecTBa;
f) aHanuanpoBaTtb LOKYMEHTUPOBAHHYO MH(OPMALMIO Ha NPEAMET BO3MOXKHbIX YY4YLIEHWA U BHEAPATh
OaHHble YNy4JLIEeHNS;
g) BepudMLMpOBaTL JOKYMEHTUPOBAHHYH MH(OPMAaLKMIO Ha COOTBETCTBUE TpeDoBaHUAM BbIDpaHHOro
CcTaHOapTa Ha CUCTEMbl MEHE)XMEHTa Ka4yecTBa;
h) npn HeoBXo0AMMOCTM — NPOBEPATEL AOCTOBEPHOCTL JOKYMEHTUPOBAHHOW MHDOPMAaLMK NOCPEACTBOM
ee anpobuposaHus;
i) aHanu3npoBaTb W YTBEPKAATb AOKYMEHTUPOBAHHYI MHOPMALNIO;
j) BBINYCKATHL B 0OpaLleHne U ynpaensaTe JOKYMEHTUPOBAHHOW UHDOpMaLen;
k) obyuyaTb nepcoHan, paboTatolmid B opraHu3aLmMu, obpaleHuo ¢ HOBOM UNW 0BHOBNEHHOW AOKYMEH-
TMPOBaHHOW MHOpPMaLIMen U COXPaHATL JOKYMEHTUPOBAHHYH MHOPMALMIO O NPOBEAEHHOM 0DYYEHNH;
I) no mepe HeobxoaMMOCTHM OOHOBATE AOKYMEHTUPOBAHHYIO MHIOPMAaLMIO.
5.1.2 Ucnonb3oBaHue cCbINOK
AHanu3 v Ucnonb3oBaHUE CYLLECTBYIOWNX JOKYMEHTOBR WU CChIMOK MOXET 3HA4YMTeNbHO COKpaTUTL Bpe-
MS Ha pa3paboTKy JOKYMEHTUPOBaAHHOW MHMOPMAaLKUKU B paMKax CUCTEMbl MEHE)KMEeHTa KayecTBa, a Takke
nomMoYb naeHTUUUUPOBaTL Te 0BnacTu, B KOTOPLIX HEOOCTATKW CUCTEMBI MEHEXMEHTA TpebyoT BHUMaHNUS
M KoppeKkTupoBku. Ecnu aTo LenecoobpasHo, CChiNMKW crnefyeT UCNonk30BaTh, YToBbI XpaHUTbL UHdOPMaLIKI0
B cxxatoMm Buae. Ecnv atoro cneumanbHo He TpebyeTcs, nydlle He yKasbiBaTb CTaTyc nepecMoTpa (Homep
n3gaHusa), 4Tobbl NpY M3MeHeHUW nocnegHero He TpeboBanock BHOCUTL M3MEHEHWUSI B AOKYMEHTUPOBaHHYHO
MHbopMaLNIO, COAEPKALLYIO AHHYIO CCbINKY.
5.1.3 OTBeTCTBEHHOCTL 3a CO34aHue AOKYMEHTUPOBaHHOW UHdOpMaLUK
Heobxogumo onpenennTe OTBETCTBEHHOCTL 3a pa3paboTKy AOKYMEHTMPOBaHHOW WHgopmauuu. OHa
JOMKHa pa3pabaTtkiBaThCs € yYyacTMeM Brnajensla npoLecca WU Nul, BOBMEYEHHEBIX B MPOLIECCHl U onepaumnu,
ANS NydWwero noHMMaHus HeoOXxoauMblX TpeboBaHWi M (DOPMUMPOBaHUS YyBCTBA BOBMEYEHHOCTU W COMpU-
YaCTHOCTH.
5.1.4 UWgeHTudkauma n onucaHue
OpraHuzauuu cnegyet MaeHTUULUMPOBATE AOKYMEHTUPOBAHHYH MHOPMALUNID C MOMOLLLK YHUKAMNb-
HOTro MOEHTUMUKALMOHHOIO KoAa ANs NOBLIWEHWS OCTYNHOCTU M BoccTaHaenueaemocTn. OpraHusauum cne-
OyeT paccMaTpuBaTh MAEHTUMMKALMOHHY CUCTEMY, OTBEYAIOLL VIO CITOXHOCTU CUCTEMBI MEHEXKMEHTA Kade-
ctea. OpraHusauum ¢ 6onee NPoOCTON OpraHM3aLNoOHHOM CTPYKTYPO MOTYT paccmaTpyBaTth MPOCTYIO CUCTEMY
naeHTMdUKaLMK, B TO BpEMS Kak opraHm3aumnsamM ¢ Bonee CroxHOW CTPYKTypor MoxeT notpeboBaTtbea bonee
JeTanu3vpoBaHHasg cucTemMa ¢ YpoBHSAMK KNaccuukauny TUNOB JOKYMEHTUPOBAHHOW MHbopmaL K.
5.1.5 ®opmaTt n HocuTenu uHcpopmayumu
OpraHuzauuu cnegyet NpMHMMAaTh BO BHUMAaHWE BOMPOCHI O HOCUTENAX AOKYMEHTUPOBAHHOW MHAOP-
Mauum 1 hopMe ee NpeacTaBneHus, Kotopble ByoyT conencTBoBath 3EKTUBHOMY BHEOPEHUIO CUCTEMBI
MeHe[KMeHTa KadecTBa B TOM, YTO KacaeTcs credyrLlunx BOMPOCOB: Korda, rae, kakuM obpasom bygert wc-
Nonb30BaTLCS AOKYMEHTMPOBaHHasA MHAOPMaUKs, U KTo BygeT uMeTb K Hell JOCTYM, a TakKe Kak pasfvyHbie
cpenbl nepefayun uHdopmauun 6yoyT B3aMMOLENCTBOBATb BHYTPU OpraHusaLmm.
[okymeHTUpoBaHHasa MHDOPMAaLWS, COXPAHAEMAsa Ha 3MEKTPOHHLIX HOCUTENSAX, MOXET YNpaBrsiThCA
B uMdporoi opme, obecneunBasi BO3MOXKHOCTb UCMONb30BAHUSA MHOMOYMCIEHHbLIX METOQOB ANSA nepenayun
OOKYyMEeHTUpoBaHHOW nHdopmauun. Gopmat gomkeH bbiTb CKOHMUIypupoBaH Takum obpasom, 4Tobbl Noa-
XOOWUTb A58 KOHEeYHoro nofne3oBatens. MNpu onpenenedun HocUTensa 1 popMara opraHusauuu crieflyet pac-
cMmaTtpuBaTh TO, KakuM 06pa3oM gaHHble DyayT KOH(DUIypupoBaThCs, aHanM3npoBaTbCs W/Mnv nepegaBaTbCs.
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5.1.6 AHanu3 v ogobpeHune

OpraHunsauust 4OMKHa yNpasnsaTh aHann3om 1 ogobpeHnem OKYMEeHTUPOBaHHON nHdopmauuu, 4Tobbl
rapaHTUpOBaTh ee NPUroAHOCTE W AOCTAaTOYHOCTL ANA UCNOoNb30BaHNS. Bbinyck 4OKYMEHTUPOBAHHOM MHAOP-
MaLUUK OOMKeH yTBepXOaThCs YNONHOMOYEHHBIM NMepCcoHanoM, a CBMAETENLCTBO YTBEPXASHUS OOMKHO COo-
XpaHATbCS.

5.2 YnpaBneHue JOKYMeHTUPOBaHHON MHdopMauunen

5.2.1 JoctynHocTb

HokymeHTUpoBaHHaA MHgopMaLusa OOMmKHa OblTb OOCTYNHOW AMS WCMONb30BaHMSA B TeX MecTax W B
Tex cnydvasx, korga ato norpebyetcd. Bonpoc gocTynHOCTM OOKYMEHTMPOBaHHOW MHGOpMauUM Mo BbINon-
HAEMbIM OnepauusM SBNAeTCH KNoYeBbIM MPUMEHUTENBHO K BHEOPEHHBIM W MHTErpMpPOBaHHbBIM CcUCTEMAaM
MeHeaKMeHTa Ka4ecTBa.

5.2.2 3awmTa

HokymeHTUpoBaHHaA MHopMauua AomkHa OblTe HagexHo 3awuiieHa, 4Tobbl obecnedmnBanack BO3-
MOHOCTb AOCTYNa W YeTKOCTb BOCNPUATUA W NpedoTBpallanvce notepst KoHWAeHUManeHOCTH, HeHaanexa-
Lee MCnonb3oBaHWe UMW HapylleHue LenocTHocTU. TpeboBaHna no MHOpMaUMoHHOW Be3onacHocTu pac-
NMPOCTPaHATCA Ha JOKYMEHTMPOBaHHY MHopMaumto. OpraHnsaumm JoMmKHbl YYNTEIBATb PUCKK, CBSA3aHHbIE
C MHbopmMaLMoHHOM Be3onacHOCTLI0 (Hanpumep, MetoLwme oTHoLWeHne Kk knbepbesonacHocTH).

Mpumevyanne — [na gononHuTeneHon wHdopmaumn cMm. MCO/M3BK 27001 n gpyrve cBA3aHHblE C HUM
cTaHaapThl.

5.2.3 PacnpocTpaHeHue, 4OCTYN, BOCCTAaHOBMEHWE U UCMONb30BaHue

LdocTyn K JOKYMEHTUPOBAHHOW MHOPMaLMKN JOMKEH NPeaoCTaBNATLCS ONpefeneHHoMY Kpyry nul B
opraHusauuu. [Mpouecc cnefyeTt opraHM3oBaTh Takum o6pasom, 4Tobbl B oOpallleHMn Haxogunach TOMbKO ak-
TyanbHas 0OKYMeHTUpOBaHHas nHdopMauns. B HEKOTOPbLIX criyyasax akTyanbHoN MHdopMaLnen MoxeT BbiTe
He camasi NnocneaHas pefakuusa OOKYMeHTa.

Ons obecnevyeHus ynpaBneHus OOKYMEHTUPOBAHHOW UHOpMaLMerh Ha PU3UYECKUX HOCUTENAX MOX-
HO MUCNONb30BaTh NPUCBOEHUE KaXO0MY 3K3eMNNApY CEpUMHOro Homepa. [JokyMeHTUpoBaHHaa WHpopmaumnsa
MOMKET NPeAoCTaBnNATLCA TAKUM 3aUHTEPEeCOBaHHbLIM CTOPOHAaM, Kak NoTpebuTenu, opraHbl No cepTUUKaLMm
W KOHTPONUPYHOLLME opraHb.

5.2.4 XpaHeHue n o6ecne4yeHne COXPaHHOCTU

L OoKyMEHTUPOBAHHYO MHAOPMALNUID HEOBXOOMMO XpaHWTbL B COOTBETCTBYHLLEM chopmMaTe UMKN Ha HO-
cutene. [Npu onpeneneHMy HOCUTENS WU YCNOBUA XpaHEHUS OpraHM3aLus O0OMKHA YYUTEIBATE CPOK XpaHeHus,
YCrOBUWS, B KOTOPbLIX AOKYMEHTUPOBaHHAA MHOPMAaLMSA XPaHWUTCH, a TakKe TEeXHOSOTMYEeCcKoe pasBuUTHE U
nporpecc B TOM, 4TO KacaeTcs obopygoBaHMa M nporpaMMmHoro obecnedeHus. Ona nHpopmMaLmm, coxpaHsie-
MO Ha 3NEKTPOHHbIX HOCUTENAX, OpraHM3aunn cnegyeT yoeguTeCs B HaNM4YnMn Ha MecTax CUCTEM pPe3epBHOM0
KOMWPOBAHWS 1 BOCCTAaHOBMEHMSA.

5.2.5 O6HOBMEHWE JOKYMEHTUPOBAHHOW UH(hOpMaLUKU U ypaBneHUe U3MEHEHUAMN

PelueHre 0BHOBUTL AOKYMEHTUPOBAHHYH UH(POPMAL UKD MOXKET UCXOOUTE U3 MHOTUX UCTOYHUKOB, BKITHO-
4yas aHanu3abl CO CTOPOHbLI PYKOBOACTBA, U3MEHEHUS B MPOAYKLKUK, YCryrax Unu cucteMe MeHeMeHTa Kade-
CTBa, M3MeHeHus B TpeboBaHusix noTpebuTenei, 3akoHo4aTeNnbHbIX UK Apyrnx obasaTensbHbIx TpeboBaHnsaX
UMK U3MEHEHWS B NOTPEOHOCTAX U OXKUOAHUAX COOTBETCTBYIOLLMX 3aUHTEPECOBaHHbIX CTOPCOH.

Opranuzauun cnegyeT UMeTb NpoUecc NS ynpasrneHus U3MEHEHUSIMWN, BKIOYAs CO34aHUe, aHanus,
yrnpaeneHue BepcuMsiMU, YyTBEPXKAEHWE, BbIMYCK U pacnpeneneHme 0bHOBNEHHOW JOKYMEHTUPOBAHHON MHAOP-
Mauun. B nHopmaunoHHbIX Lensax opraHM3aumnm HeobxogumMo coxpaHaTh AaHHble 06 M3MEHEHUSIX JOKYMEH-
TMpOBaHHOW MHGopmauun. [na obneryeHms npouecca akTyanusauuW SOKYMEHTWPOBaHHOW WHdopMauuu
MOryT paccMaTpuBaTbCs pasnMyHble MeToabl. OpraHu3aunsam cnegyeTt NpogymaTtb BONPOC 0 HEOOXOAMMOCTH
yrnpaBneHus KoHduUrypauven CBoeil JOKYMEHTUPOBaHHOW MHAXOpMaLIMY, 4ToOb! YAOBNETBOPUTL NOTPEOHOCTH
B MOEHTUUKALMKA 1 MPOCNEXUBAEMOCTN NPOOYKLMW W YCIYT.

B cny4ae, ecnu opraHu3aumnsa Ucnonb3yeT JOKYMEHTUPOBAHHYI MHOPMaLUK, yNpasnsieMy cucTema-
MW Ha OCHOBEe nporpamMHoro obecneveHus, el cnefyer ynpaenaTh CBOMMU U3MEHEHUAMM, @ TaKKe YYUTbI-
BaTb BOMPOCHl MH(POpPMaLMOHHOM Ge3onacHocTH (Hanpumep, knbepbesonacHoCTh).

Mpumevyanune — [Ona gononHutensHon uHdgopmauum cm. MCO/M3K 27001 v gpyrve cBsA3aHHbIE C HUM CTaH-
napthl, a Takeke MCO 10007.
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5.2.6 XpaHeHue n yganeHue

[Mpu onpegeneHny cpoka XpaHeHus 1 cnocoboB yaaneHuss JOKYMEeHTMPOBaHHOW MHAOpMaLUK OpraHun-
3auumn HeobxoAMMO yuYUTEIBATE 3akoHoAaTeNbHbIe U Apyrue obasatensHble TpeboBaHus, a Takke TpeboBaHns
noTpebuTenei u ceon cobcTBeHHble TpeboBaHua. CrneayeT Takke YYUThIBaTh KU3HEHHBIW LUK BbIMyCKaeMo-
ro NPoAyKTa UMK ycnyru.
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MpunoxeHune A
(cnpaBo4Hoe)

MpuMepbl CTPYKTYP AOKYMEHTUPOBaHHOW UHopMaLUn

MCO 9001:2015 He copepxuUT TpebBOBaHMI K MepapXu4eckoMy MOCTPOEHUIO AOKYMEHTUPOBAHHOW MHopMaLuvu.
OpraHuaauum caMmu MoryT yCTaHaBnmMBaTh CTPYKTYPHYO(bIe) cxemMy(bl) Ans CBOEW AOKYMEHTUPOBaHHON MHopmaumn. He-
KOTOpble acnekTbl CTPYKTYPHOrO NOCTPoeHWs npueedeHsl B Tabnuue A.1. B cBA3n ¢ TeHOEHUMEN K MCNONb30BaHWIO 3Mek-
TPOHHbIX CUCTEM MEHEKMEHTa AOKYMEHTUPOBaHHOW MHhopMaL MK NOSBMAETCA BO3MOXHOCTEL NPeACTaBnATe JOKYMEHTU-
pOBaHHYI0 MH(hOpMaLIMIO B MHOMOUYMUCIIEHHBIX CTPYKTYPHEIX NOCTROEHWAX. [pruBeaeHHY0 CTPYKTYPY MOXHO COPTMPOBATE W
dmneTpoBaTh ANA NPEAYCMOTPEHHOMO MCMONL30BaHMA AOKYMEHTUPOBAHHOW MHopMaLmK.

Tabnuua A.1— lNpumepsbl CTPYKTYP AOKYMEHTUPOBAHHOW MHOpMaLMn

Tin 5 3anHTepecoBaHHbIe Obecnedenne Qbecneusiue
[OKYMEHTUPOBAHHO DyHKUMOHANLHas o6nacTb sy yIydMLIGHMIA NpoW3BoACTEa U
MHpopmauum obcnyknBaHna
- MNonutuka B - Yenoseueckue pecypcol; | - MNoTpebuteny; MonuTtuky; - Cneundukauum;
obnactu KavecTea; - Npofaxu; - KOHe4Hble - uenw; - TpeboBaHus;
- uenu B obnactu - W3TOTOBMNEHHUE; nonb3oBaTeny; - MnaHbl - BKcnnyaTauuoHHbIE
KayecTsa; - NPOEKTUPOBaHUE; - BHellHue MEepPONPUATUN; TpeboBaHus;
- PYKOBOACTBO NO - 3aKyrKW, npoBangepsl; - pesynbTathl; - OAWPEeKTUBLI
Ka4yecTBy; - onepaunoHHoe - 0bLecTBO; no ynpasfeHno
- npoueaypsl; PYHKUMOHMPOBAHWE; - KOHTpOnupytoLime onepauusamu;
- aBTOMaTM3UpOBaH- | - MexdyHKUMoHaneHbIEe opraHsbl; - MPOTOKOIbI
Hble paboune MpOEeKThI; - paboTHUKY; 3acefaHui
npoLecchl; - MeXdYHKUNOHaMNbHbIE - aKuMOHephI;
- paboyme MHCTpyK- | npouecchl - Apyrvue
uuu; 3avHTEpPECOBaHHbIE
- chopmbl; CTOPOHbI
- CcOXpaHsiemble
[OKYMeHTHI (T. e.
3anuncu)
12
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Mpunoxexune OA
(cnpaBo4Hoe)

CBE,D,EHII‘IH O COOTBETCTBUU CCbINOYHbLIX MeXOYHaApPOAHbIX CTAaHOAPTOB HalMWOHANbHbLIM CTaHOapTam

Tabnuua OA.1

OBo3Ha4eHne CCbliNOYHOro CreneHb COOTBETCTBUSA 0OBo3Ha4eHe 1 HaMMeHoBaHWE COOTBETCTBYIOLLEro
MEXAYHAapOAHOro cTaHaapTa HaUWMOHanNbHOro cTaHaapTa
MCO 9000:2015 IDT [OCT P NCO 9000—2015 «Cucrtemsl
MeHeOxMeHTa KadecTBa. OCHOBHbIE NMOMOXEHWUs
1 CNoBapb»
MpumevyaHne — B HacToAwen Tabnuue WCMNOMb30BaHO cregywulee ycrnoBHoe 0603Ha4yeHMe CTeneHu
COOTBETCTBUA CTaHAapTa:
- |IDT— naeHTWYHbIN cTaHaapT.
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(1
(2]

(3]

(4]
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ISO 9001:2015
ISO 10005

ISO 10007

ISO/IEC 27001

Bubnuorpadun

Quality management systems — Requirements (CuctemMbl MeHekMeHTa KavecTBa. TpeboBaHus)

Quality management — Guidelines for quality plans (MenemkmeHT KayecTBa. PykoBogdiiune yka-
3aH1A NO NnaHam KavyecTsa)

Quality management — Guidelines for configuration management (MeHepkmeHT KavecTea. Pyko-
BOAALLME YKa3aHUA N0 MeHeIKMEeHTY KoHurypaumm)

Information security, cybersecurity and privacy protection — Information security management
systems — Requirements (MHdopmaumornHas TexHonorna. Metogbl 1 cpenctBa obecnedveHus
BesonacHocTW. CUCTEMbl MEHEAXMeHTa MHopMaLUuoHHoW BesonacHocTH. TpeboBaHWs)
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YK 658:562.014:006.354 OKC 03.120.10

KnioveBble cropa: cMcTeMbl MEHE)KMEHTA KayecTBa, OOKYMEHTUPOBaHHaA MHCbOpMEL],MF!, AOKYMEHTbI CU-
CTeMbl MeHeOXMeHTa KavecTBa, NoJINTUKa B obnactu Ka4vecTBa, uenn B obnacTtu kadecTBa, PYKOBOACTBO MO

Ka4decTBy, JOKYMEHTUPOBaHHaA npoueaypa, pa6oqaﬂ WMHCTPYKLWA
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