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MNMpeaucnoBune

1 NMOArOTOBJIEH ®enepanbHbIM rocygapCTBEHHLIM BHOOXETHLIM yupexaeHueM « POCCUICKUA MHCTK-
TyT cTaHgaptuzaumm» (®PIrBY «WHcTuTyT cTaHgapTu3ayuu») Ha ocHoBe COBCTBEHHOrO NEpPeBOAa Ha PYCCKUA
A3bIK @HINOA3BIYHOW BEPCKUM CTaHA4apTa, YKa3aHHoro B MyHKTe 4

2 BHECEH TexHu4yeckum koMmuTeToM no ctaHgaptusaunm TK 076 «CucteMbl MeHemKMeHTa»

3 YTBEPXOEH W BBE[JEH B OEVCTBUE MNpukasom denepansHOro areHTcTBa No TEXHUYECKOMY pe-
ryriupoBaHuio u MmeTponoruu ot 17 noHa 2024 r. Ne 815-ct

4 Hacroawwuin ctaHOapT uaeHTuYeH mexgyHapogHomy ctaHgapty MCO 10013:2021 «CucteMbl me-
HeKMeHTa kKadecTBa. PykoBoacTBO no [OKyMeHTMpoBaHHOW WHdopmauuny (ISO 10013:2021 Quality
management systems — Guidance for documented information, IDT).

MexaoyHapogHbi cTaHgapTt paspabotaH TexHudeckum komutetoMm UCO/TK 176 «MeHeokmeHT kade-
cTBa u obecnedeHne kadecTBay, nogkomuteToMm NK 3 «BcnoMoratenbHble TEXHOMOTNM» .

MNpn NpUMeHeHWN HACTOSLLEro cTaHgapTa PeKoMeHOYeTCA MCNONb30BaTbh BMECTO CChINIOYHbIX MEXOY-
HapOOHbLIX CTAHOAPTOB COOTBETCTRYOUME UM HALMOHAmNbHbLIE CTaHAaPThI, CBEAEHUS O KOTOPLIX NMPUBEAEHLI B
OOMNONMHUTENBHOM npunoxenun OA

5 B3AMEH roCT P MCO/TO 10013—2007

6 HekoTopble MoNoXeHUs MeXayHapo4HOro cTaHgapTa, yKasaHHoro B NyHKTe 4, MOTYT SiBMATbLCSA 0Obek-
TOM NaTeHTHbIX Npas. MexayHapoaHasa opraHusauus no ctaHgaptusauuu (MCO) u MexayHapooHas aneKkTpo-
TexHu4yeckaa komuccust (M3K) He HecyT OTBETCTBEHHOCTM 338 MAEHTUMUKALMIO NOAOGHLIX NATEHTHLIX NPaB

lMpasuna npumeHeHUss Hacmosweao cmaHdapma ycmaHoeneHbl 6 cmamee 26 ®edepanbHO20 3aKOHa
om 29 utoHa 2015 2. Ne 162-03 «O cmaHdapmu3sauyuu 8 Pocculickol ®edepauuu». MHpopmayusa ob us-
MEHEeHUSX K Hacmosiwemy cmandapmy nybrukyemcs 8 exe200HOM (10 COCMOsHUK Ha 1 SH8aps MeKywezo
eo0a) uHghopMayuoHHOM yKkaszamene «HayuoHanbHbie cmaHdapmbi», a oghuyuanbHbil MmeKkcm u3MeHeHul
U ronpasok — 8 eXeMecsiyHOM UHOPMAUUOHHOM ykazamene «HayuoHanbHele cmaHdapmei». B cryyae
nepecMompa (3ameHbl) UIu OMMEHbI HACMoAWea0 cmaHdapma coomeemcmeayruwee yeedoMmneHue 6ydem
onybnukosaHo 8 6nuxaluwiem 8biflyCKe eXeMeCAYHO20 UHOPMayUuOHHO20 ykaszamens «HayuoHanbHbie
cmaHdapmebi». Coomeemcmeyrowias uHgopmayus, yeedoMneHue U mekcmsl pasMewarmes makxe 8 UH-
ghopmayuoHHOU cucmeme obujeao nonb3o8aHus — Ha oguyuansHoMm calime @edepanbHo20 azeHMcmaea o
MEeXHUYEeCKOMY peaynuposaHuo u Memponoauu 8 cemu MHmepHem (www.rst.gov.ru)

© IS0, 2021
© Odopmnerne. IBY «HCTUTYT cTaHgapTuzauuny, 2024

Hactoawmnn CTaHOdapT HE MOXeT BbITb NONMHOCTLID UMW YaCTUYHO BOCMNpowu3BeneH, TupaxmposaH 1 pac-
NMpoCTpaHeH B Ka4yecTBe ocbuu,maanoro n3gaHuns bez pas3peleHna (De,qepaanoro dareHTcTtBa Nno TeXHN4eCKo-
MY perynmpoBaHu n MeTponorum



FOCT P UCO 10013—2024

CopepxaHue

1 1QBAACTE NMPUMEHEHAT : « & v 5 5 ¢ # ¢ soviseris s 5 & 5 & 5 6 @ OoaEs 5 5 % § 5 @ ¥ ¢ Comwen s @ 55 0 gl OB . . ... 1
2 HOPMATUBHDBIE COBITKM. .« o ottt it e e e e e et e e e e et e e e e et e e e e e et e e e e e e e 1
3 TEepMUHBI M ONPEOBNEHMA  : - o v oanwvs s s s s v viimeoBobdb: Bo o o Rl g® 0 L vianassaus 1
4 [JOKYMEHTUPOBAHHAA MHAIOPMEALMS . . . oottt et ettt e e e e e e e e e e e e e e e e e et e e 2
5 Co3paHue 1 akTyanu3aunsa JOKYMEHTUPOBAHHOM MHIDOPMALIMM. . . . ottt v i i et e et i e e e 8
MpunoxeHne A (cnpaso4Hoe) lNMpuMepbl CTPYKTYP OOKYMEHTUPOBAHHON MHPOPMALMU . . . . . o oo o oo e et . 12
MpunoxeHwe JA (cnpaBodHoe) CBeneHWs 0 COOTBETCTBUM CChINOYHBIX MEXOYHAPOAHbIX CTAHAapTOB

HAUMOHANMBHBIM CTAHOAPTAM . .« & ot v ittt et i e et e et e e et e et e e e e et e e e ee e 13
51 [T 17 o i o= toe, L [ O .. o N 1 Ty 14



rOCT P MCO 10013—2024

BBepeHue

B MCO 9001 ycTaHOBNEHO, YTO OpraHM3alumu crefqyet UCMONb30BaTh M XpPaHUTh OOKYMEHTUPOBAHHYHO
MHopMaLn Ansa nogaepXaHvs yHKLMOHMPOBaHMA CBOMX NPOLIECCOB K 0becrneveHusa YyBEpPEHHOCTH B TOM,
YTO JaHHbIE NPOLECcChl OCYLWEeCTBAAKTCA TakK, Kak 3annaHnpoBaHo.

[JokymeHTMpoBaHHaa MHopMauna — 3To MHopMaLWs, KoTopas OOMmKHa ynNpaensAaTbCs U NOOAEpPKU-
BaTbCH OpraHM3aunein, 1 HocUTenb, KOTOPLIN ee coaepXuT. Ee MOXHO ncnonb3oBaTh B Lenax MHopMupoBa-
HUWS, NPenoCcTaBnNeHns 0OGBLEeKTUBHOMO CBMAETENLCTBA N 06MeHa 3HaHUAMMN.

[OokymeHTMpoBaHHasa MHGOpMaUMs No3BonseT nogaepXuBatbe 3HaHWUS U ONbIT OpraHM3aumMm U MoXeT
BHOCMWTb L€HHbIW BKNaa B ynyyleHWe npogykumm Unu ycnyr.

HacToswwmin ctaHOapT cooepkuT pPyKOBOACTBO Mo pa3paboTke M BHEAPEHWKO OOKYMEHTUPOBAHHOM WMH-
dopmaunu.

BHegpeHne cuctemMbl MEHEI)KMEHTA Ka4yeCTBa ABNAETCA CTpaTerM4eckMm pelleHreM opraH1u3anmn, Ko-
TOpPOE MOXET NOMOYb YIYYLIWTL NOKa3aTenu ee AeATeNbHOCTH M co30aTh XopoLwy 6asy ons nHMUWaTmB, Ha-
npaeneHHbIX Ha NoggepxaHue yCTONYUMBOrO pasBUTUSA opraH13auum, HesaBUCUMO OT ee pasmepa, CNOXHOCTH
unu busHec-mogenun. OcHoBHasA 3aaaya cOCTOMT B TOM, YTOObl MOBbLICUTE OCBEAOMITEHHOCTb BHYTPW OpraHu-
3aumu o ee 06s3aHHOCTAX U 06s3aTeNnbCTBaX NO BLINOMHEHUIO NOTPEBHOCTEN N OXNOAHWIA ee noTpebuTenen n
3aMHTepecoBaHHbIX CTOPOH, a TakkKe B JOCTUXKEHUM YOOBNETBOPEHHOCTU ee NPOoAyKUWEN 1 ycryramu.

BaxHo yuuTbIBaTh Cpefy opraHu3auun, T. €. TO OKPYXXEHWE WU YCIOBUSA, B KOTOpPbIX paboTaeT opraHu-
3auus, BKIKOYAs 3akoHodaTtenbHble U apyrve obasartenbHble TpeboBaHUA, NOTPeBHOCTU U OXMOAHWUS 3aUH-
TepecoBaHHbIX CTOPOH, PUCKM WU BO3MOXHOCTU, CTpaTernyecknin Kypc opraHu3sauum, B paMkax KoTOporo oHa
NPUHUMAET peLUeHne 0 TOM, Kakyr MMEeHHO OOKYMEHTUPOBAHHYK MH(OPMaLMIO MCNOMNb30BaThL U XpaHUTbL ANA
CBOEW CUCTEMbl MEHEMKMEeHTa KadecTBa. BHegpeHne cucTtemMbl MEHEOXXKMEHTA Ka4ecTBa ABNSETCHA cTpaTeru-
YecKUM pelleHVeM opraHusauum U NpUMMEeHUMO K ee JOKYMEHTUPOBaHHOW MHpopMaL M.

[JokymeHTMpoBaHMe MOXeT 0XBaTbIBaTb BCH AEATENbHOCTb OpraHu3aluy Unu oTAerNbHbIe ee acnekTbl,
Hanpumep, cneuuanbHble TpeboBaHWMA B 3aBMCMMOCTM OT BMAA NPOAyKUWK UMK YCIyT, NPOLLECCOoB, YCIOBUA
KOHTpaKTa, 3aKoHoOATENbHLIX U Apyrnx 0bs3aTenbHbiX TpeboBaHuin, a Takke OT cpedbl OpraHu3auun.

CopepxaHve 0OKYMEHTUPOBaHHON MHGOpMAaLLMK OOIMMKHO COOTBETCTBOBAaTL TpeboBaHUAM Tex cTaHaap-
TOB, MPUMEHUTENBHO K KOTOPbIM HAMEYEHO JOCTUMXKEHWE COOTBETCTBUSA, Hanpumep TpeboBaHMaM OTpacneBblx
CTaHOapToB.

3a nocnegHve gBa gecATuUneTvs HabnwpgaeTca nepexon OT CUCTEM Ha ByMadKHbIX HOCUTENAX K anek-
TPOHHbIM cpefcTBam. 310 Hawno otpaxeHue B MCO 9001, B KOTOPOM Takue NOHATUA KaK « JOKYMEHTaLus»,
«PYKOBOACTBO MO Ka4ecTBY», «4OKYMEHTUPOBAaHHbIE NpoUeayphbl U 3anUcu» 3aMeHeHbl Ha TEPMUH «OOKYMEH-
TUpOBaHHas WHdpopmMauua». B HacTosweM cTaHgapTe UCNONb3yeTcs TePMUH «JOKYMEHTUpoBaHHasa nHdop-
Mauna» ONA CCbINKK Ha MHOpMaLMIO, NOAMEXALLYI0 YIPaBNeHWo opraHu3anmen, U TEPMUH «JOKYMEHThI» —
ansa uHcpopmaumn. B page crniyyaes Takke UCNONb3yeTcsl CNoBo «document» B 3HAYEHUW « JOKYMEHTUPOBAaTLY.

CraHpgapTbl Ha cucTeMbl meHemxkMeHTa MCO paspaboTaHbl C MCNOMb30BAHUEM «CTPYKTYPbl BbICOKO-
ro ypoBHsi», 4TOObl COOENCTBOBATb WMCMOMb30BAHUKD WHTErPMPOBAHHBLIX CUCTEM MeHemxMmeHTa. Hacrtos-
LWKWA CTaHOApPT OPUEHTUPOBAaH Ha CUCTEMbI MEHeKMEeHTa Ka4ecTBa, U B HEM NMpUMeHeHa TePMUHOMOrns U3
MCO 9000:2015. OgHako ero MOXHO MCMNOMb30BaTh B APYrMX CTaHOAPTax Ha CUCTEMbI MEHEOXKMEHTA.

B npenbigylien Bepcyuy HacTosLLEro cTaHgapTa B kadecTBe cnocoba AOKYMEHTUPOBAHWUA CUCTEMbI Me-
HeKMeHTa KadecTea Oblna npeanoxeHa nepapxusi JOKYMEHTaLMW, BKIHOYAKLLAsa PYKOBOACTBO MO Ka4yecTBy,
npoueaypbl, paboyne MHCTPYKUMM U hOpMbI/HEK-NUCTLI. B HacTosWwemM cTaHgapTe HET onpefeneHHon une-
papxuun, 30ecb oTpaeHa CNOCOBHOCTbL 3MEKTPOHHOrO CpeacTBa/HOCUTENS CaMOMY YNOpsiAOYMBaTh OaHHYH
MHOpMaLU0 pa3nuuHbiMK cnocobamu. Mpu 3ToM BaXXHO OCO3HABaThb, YTO, XOTS NPUMEHEHWE PYKOBOOCTBA
no Ka4yecTBy He siBnseTca obAszarenbHbIM, OHO HeceT ¢ cobor NpeumMyLLecTBa, BO MHOMMX OTpacrneBblX CTaH-
JapTtax octatTcs TpeboBaHWs, CBs3aHHble C HANM4YMeM «PYKOBOACTB MO KA4yecTBY M LOKYMEHTWUPOBAHHbIX
npouenyp».
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HAUMWOHANBbBHBIA CTAHOAPT POCCUMNUCKON ®EQOEPALUNMU

CucTeMbl MeHegXMeHTa KayecTBa
PYKOBOACTBO NO LOKYMEHTUPOBAHHOW UH®OPMALIUMK

Quality management systems. Guidance for documented information

Oata eeegeHnna — 2025—01—01

1 OGnacTb npumMeHeHUA

HacTosawuin CTaHOapT CoAepXuUT pyKoBogdWwMe yKazaHUA Mno paapaGOTKe 1 nogoepXxaHuw B paﬁoqu
COCTOAHUNM ﬂOKyMEHTMDOBaHHOﬂ VIHCbOpMaLIMVI, HEOGXO,E{MMOI?I ana obecneyeHus pPe3ynbTaTUBHOCTU CUCTEMbI
MeHePKMEHTa KadecTBa 1 COOTBeTCTByl‘OLLIePI HOTDEGHOCTHM opraHmn3auunn.

HacTogawuin CTaHOapT TakXe MOXeT UCMNOJb30BaThCA ONA OPYrrMX CUCTEM MeHeXMeHTa, Hanpumep
CUCTEM 3KONOrM4eCKoro MeHepKMmeHTa Unn CNCtemMm MeHeoXMeHTa BesonacHoCcTU U OXpaHbl TpyAa.

2 HopmatuBHbIE CCLINKK

B HacToALWweM cTaHaapTe UCNonb30BaHbl HOPMAaTUBHLIE CChINKM HA cneaytoliMe cTaHaapThl [ans gatu-
POBaHHbIX CCbINOK NPUMEHSIOT TONBKO yKasaHHOE M3[4aHWe CCbINOYHOro cTaHaapTa, ANA HeAaTMPOBaHHbIX —
nocnenHee u3gaHue (BKMoYas BCe M3MeHeHUs)]:

NCO 9000:2015, Quality management systems — Fundamentals and vocabulary (Cuctembl meHeq-
XMeHTa kavecTBa. OCHOBHbIE MONOXEHWSA U CNOBaphb)

3 TepmuHBLI 1 onpeaerneHus

B HacToswem cTaHaapte npuMeHeHbl TepMuHbl o MCO 9000:2015, a Takke cnegyolime TEPMUHEI C
COOTBETCTBYHLMMWU ONpegeneHnaMu.

Opranuzaunmn ACO 1 M3K nogaoepxunealoT TepMUHONornyeckne basebl JaHHbIX NS NPUMEHEHUSA B CTaH-
JapTv3auuu no crnegyrolum agpecam:

- nnatdopma oHnamnH-npocmoTtpa MCO pocTynHa no agpecy: https://www.iso.org/obp;

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

3.1 pabouas uHcTpykuusa (work instruction): MoapoBbHoe onucaHue nopsaaKa BLINOMNHEHWA MOCTABNEH-
HbIX 3agad.

Mpumep — ModpobHbie NUCbLMeHHbIe ONUCAHUSA, KapMmbl UNU 6/10K-CXeMbl Npou3eodcmeeHHbIX NPoUeccoe,
Modenu, mexHUYecKue MpuUMedaHus e cocmaee Yepmexel, creyudukayuu, UHCMPYKYUU No 3Kcrayamayuu
ob6opydoeaHus, pUCyHKU, ayduo- U eudeo3anucu, YeK-ucmbl Unu KoM6UHayuu eblluenepequcieHHoz20.

MpumevdaHuns

1 Pabo4yme MHCTPYKUUKU MOryT ObITb NpeacTaBneHbl B LOKYMEHTUPOBAHHOW hopMe.

2 Pabouvie MHCTPYKUMM ONKUCBIBAIOT Nobble MaTepuansl, 060pyaoBaHWe Y JOKYMEHTUPOBaHHY MHOpMaUWIO, KO-
Topas ByneT ucnons3oBaHa. B HUX Takke MOTyT ONMUCLIBATLCH KPUTEPUM NMPUEMIIEMOCTI/AONYCTUMOCTH.

3.2 cpopma (form): JokymeHTMpOBaHHaA UHOPMAaUMA, B KOTOPYH BHOCATCS AaHHble, Heobxooumblie
ONA CUCTEMbI MEHEOXXMEHTa KadyecTsa.

W3paHue ochmumnanbHoe
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MpumevyaHune — dopMa CTAaHOBUTCA [JOKYMEHTMPOBAHHOW WMHOpMauWenr, nognexallen COXpaHeHMH
(T. e. 3anuckH0), Nocne TOro Kak B HEE BHOCATCS AaHHbIE.

3.3 pabouuin npouecc (workflow): MocnegoBatensHOCTL onepayuil, HeoBxoAUMBIX O BbIMONMHEHUS
3agauu.

MpumevaHuns

1 Pabouuin npouecc, KOTOPLIA YaCTUYHO MIW MOMHOCTBIO BeINONHAETCA 6e3 onepauvii B py4HOM peXume, MOXET
Ha3blBaTbCH «aBTOMaTU3MPOBaHHLIM paboym NpoLeccom».

2 Pabouune npoueccel MoryT 6biTe NpeacTaBneHbl B AOKYMEHTUPOBaHHOW hopMe.

4 [lokymeHTUpOBaHHaA uHopmaumsa

4.1 O6wuMe nonoxeHun

4.1.1 CTpyktypa

[okyMmeHTMpoBaHHasa MHAOPMAaLMA MOXKET CTPYKTYPMpPOBATbCA M CO34aBaThbCs MHOMMMMK cnocobamu,
ncxoas M3 notTpebHOCTeRn KOHKPETHOW OpraHu3auun u gpyrux hakTopoB, TakMX Kak pyKOBOACTBO, 3amnmaHu-
pOBaHHblE pe3ynbTaTbl CUCTEMbI MEHEXKMEHTA, cpefa (BKNioYasa 3akoHoaaTenbHble 1 Apyrue obsasaTenbHble
TpeboBaHWs) 1 3aMHTEPECOBaHHbIE CTOPOHbI.

CTpyKTypa B3aumMogencTBrs OKYMEHTUPOBaHHON MHDOpPMaLMK, NCNONb3yeMOW B CUCTEME MEHEIKMEH-
Ta Ka4yecTBa, MoxeT BbITh nepapxudeckoil. lMogobHasna cTpykTypa obnervyaet pacnpefeneHve, UCNoNb3oBaHMe
1 MOHWMaHWEe OOKYMEHTUPOBAHHOW MHOpMaLUKU. 3NEeKTPOHHbIE CUCTEMbI 0BECNEYNBAIOT AOMONHUTENbHbIE
ansTepHaTUBLI/BapuaHTbl ANA CTPYKTYPUPOBaHUA OOKYMEHTUPOBaHHON MHpopMauun. B npunoxeHun A npu-
BefleHbl NpUMepPkbl CTPYKTYP LOKYMEHTUPOBAHHOW WHpopmauun. OpraHusayumn HebonbLIOoro paaMepa MoryT
BbIOMpaTh YNPOLLEHHYH CTPYKTYPY AOKYMEHTUPOBAHHOMW MHbopMaLun.

Tun n 06bem JOKYMEHTUPOBAHHOW MHOpMaLUK, HeobXxoaMMOW NS CUCTEMbI MEHEOKMEHTa KavyecTBa,
OOMKHbI OCHOBBLIBATLCSA HA aHanv3e NpoueccoB M MOTYT OTNMYATLCA ANS OpraHu3auui B 3aBUCUMOCTM OT
cnefyoLwmx pakTopoB.:

a) paamepa opraHusauuun u BuAa OesATENLHOCTY,

b) cnoxHocTu NpoueccoB U OpM UX B3aUMOOENCTBUS;

C) 3penocTu CUCTEMbI MeHeOXXMeHTa KadyecTBa;

d) pUCKOB 1 BO3MOXHOCTEWN;

€) KOMMNETEHTHOCTU NepcoHana;

f) 3akoHoOaTenbHbIX U Opyrix 06a3atensHbIX TpeboBaHwWiA;

g) TpeboraHui NnoTpebuTenen 1 Apyrnx 3anHTEpPeCcOBaHHLIX CTOPOH;
h

— e S e

) moTpebHOCTY B CBMAETENbCTBAX AOCTUITHYThIX Pe3ynsTaTos;
i) noTpeBHocTn B obecneyeHun AocTyna K MHOpMauUM N BO3MOXKHOCTW ee W3BMeYeHns B QUCTaHLu-
OHHOM peXumMe.
4.1.2 OnpegeneHun
[okymeHTMpOoBaHHasA MHOpMaLMsa MOXeT BKNoYaTb onpedenerus. Ytobel obnerynte noHUMaHue, op-
raHvsauuu cnegyeTr pacCMOTPeTb BO3MOXHOCTb MPUMEHEHMSI CrioBapsl, KOTOPLIA COOTBETCTBYET CTaHOapT-
HbIM TEPMUHAM W onpegeneHusaM, npueegeHHsIM B MCO 9000, 6yab To obweynoTpebuTenbHble TEPMUHBI UK
cneunanbHble TEPMUHBI, NPUMEHSEMbIe B cpefe AeAaTenbHOCTM paccMaTpuBaemMoi opraHusauun. B pamkax
CMCTEMBI MEHEMKMEHTa Ka4ecTBa opraHn3aLmnmn MOXeT UCNOoNb30BaThCHA PasnMyHas TEPMUHONOINMA 4na onpe-
AENeHHbIX TUMOB AOKYMEHTUPOBaHHOW MHdopMauun.
4.1.3 CoctaB
[okymeHTMpoBaHHasA MHOpPMaLMa OpraHu3auny 4OmKHa BKIoYaTh cnegyrollee:
a) obnacTb NPMMEHEHUSA CUCTEMbI MEHeAXMeHTa kadecTea (cMm. 4.2.1);
b) nonutuky B obnactu kavecTtBa (cm. 4.2.2);
c) uenu B obrnactu kayecTBa (cm. 4.2.3);
d) uHdopmMaLmMio, KOTOPYIO OpraHu3auus couTeT HeoBxoAMMOW ANs NoAAep)aHusa PYHKLUMOHUPOBAHKWSA
CMCTEMBI MEHEOXMEHTa Ka4yecTBa M ee NMpoLeccoB, No Mepe HeoDXOAMMOCTH, BKNOYas cneayollee:
1) pykoBOLCTBO No kadyecTsy (cm. 4.2.4.2);
2) bnok-cxembl (cM. 4.2.4.3);
3) cxembl NpoLIeCcoB, KapThl NPOM3BOACTBEHHbLIX NPOLECCOB /MKW X onvucaHue (cMm. 4.2.4.4);
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4) npouenypbl U pabo4re MHCTpyKumn (cm. 4.2.4.5);
5) aBTOMaTM3upoBaHHble pabo4ne npouecchl (cMm. 4.2.4.6);
6) cneumndukauun Ha NpoaykKTsl U ycnyru (cM. 4.2.4.7);
7) vHdopmauuo, NepefaBaeMyto No BHYTPEHHUM M BHELLHUM KaHanam cBasu (cMm. 4.2.4.8);
8) nnaHsbl, rpadukn 1 nepedHu (cm. 4.2.4.9);
9) dopmbl 1 yek-nucThl (cM. 4.2.4.10);
10) OOKYMEHTUPOBaHHYK MHOPMAaLMIO BHELLIHEro npoucxoxaerus (cm. 4.2.4.11);
e) AOKYMEeHTMPOBaHHYI MHAOPMAaLMIO, MOAMeXaLly COXpaHEeHMIo (T. e. 3anvcu), UCMOoNb3yemyHo B Ka-
YecTBe CBMAETENbCTB AOCTUTHYTHIX pe3ynsTatoB (cMm. 4.3).
[okymeHTMpoBaHHasa MHOpMaUWs MOXeT ObITb Ha NOOM BUAE HOCMTENS, HanpyuMep, Ha ByMaKHOM
WK 3NEeKTPOHHOM HOocuTene, B Buae doTtorpadmm nnu MatepvansHoro obbekTa.

MpumeyaHwue — MperMmyLlecTBaMK ANEKTPOHHOIO HOCUTENS ABMSAIOTCA, HANPUMED:

- Bonee NpocToi JOCTYN K BEPCUAM, BKIOYAA AOCTYN U3 YAANEHHbIX MECT;

- Bonee NpocToe ynpasrneHve UaMeHeHUsIMU, BKIoYas yaaneHne ycTapeBsLuei 4oKYMeHTYPOBaHHO MHhopMaLme;

- HEMe[NEHHOE U KOHTPOMUpYEMOe pacnpeneneHue;

- BO3MOXHOCTb BOCCTAHOBIEHWA U COXpaHEHWUA MHDOPMaLMA B CPABHEHUU C BYMaKHBIM UMK APYrUM (PU3UHECKUM
HOoCKTEnem.

4.1.4 Uenb

Llens Hanuuma 0OKYMEeHTUPOBaHHON MHPOpMaUUKU AN OpraHu3aLmny COCTOUT B CNeayoLLeM:
a) nepega4va MHdopmauuu;

b) nemMoHcTpauua cBMAETENbCTB AOCTUXEHWUS PE3YNbTaTOB WMIMW BbIMOMHEHHbLIX ENCTBUN;

c) oBbMeH 3HaHUsMU;

d) coxpaHeHue 3HaHWI;

e) onucaHue CUCTEMbI MEHEOXXMEHTA Ka4eCcTBa OpraHmu3aluu.

4.1.5 MNpeumywiecTBa

lMpeumyllecTBa OT HanWMuus OOKYMEHTMPOBAHHOWM WHGOpMauwu LN OpraHvM3auuu COCTOUT B Cre-
aylouem:

a) OeMOoHCcTpauusa COOTBETCTBUS 3aKOHOOATENbHbLIM W ApyruM obasatensHbiM TpeboBaHuAM;

b) npenocraeneHwe vHoOpMauuK AnNa rpynn COTPYAHWKOB, MPeacTaBNSAWUX pa3nuyHbie OYHKUNO-
HanbHble obnacTu/nogpasfeneHus opraHu3agum, YTobsbl OHM MOMMKY NyYlle NOHMMaTb B3auMOCBA3N;

C) MHOPMUPOBaHME COOTBETCTBYHLLMX 3aMHTEPECOBaHHbLIX CTOPOH 06 06sA3aTenbcTBax opraHn3auum
B OTHOLLEHUWN Ka4ecTBa;

d) nomoLlb nNepcoHany B NMOHMMaHWW UX PONK B OpraHu3auum, TeM cambiM obecneymBas OCHOBY AN
OXWOAHUIN B OTHOLLEHWW pe3ynsTaTMBHOCTM paboThl;

e) obneryeHue B3aUMOMNOHUMAHUS MEXAY Pa3NUYHLIMU YPOBHSMMU B OpraHmM3auuu;

f) npepocTaBneHve OBBLEKTMBHOIO CBUAETENLCTBA TOrO, YTO YCTAHOBMNEHHLIE TpeboBaHuA GbINK Joc-
TUTHYTbI;

g) y4YeT PUCKOB M BO3MOXHOCTEW MO YMy4lEeHWK nokasaTtenein paboTbl opraHu3auuMy, COOTBETCTBUSA
NPO4YKTa UIK YCNyru, a Takke yOoBNeTBOPEHHOCTM noTpebuTtenei;

h) nepenmauya 3HaHUI BHYTPWU OpraHU3aLun, BKo4asi 0dy4eHne 1 NoBbILEHNE YPOBHSA KOMMETEHTHOCTH
nepcoHana v Apyrnx 3auHTepeCcOoBaHHbIX CTOPOH;

i) 3asBMNeHWe 0 TOM, YTO MMEHHO W KakuM obpasom cnefyet AenaTh, YToObl HA NOCTOSHHOW OCHOBE CO-
OTBETCTBOBATb YCTAHOBMNEHHBIM TpeboBaHNAM, TeM CaMbliM COOENCTBYA pa3BUTUIO YNpaBnAeMbIX YCIOBUIA 1
3aknagbiBas OCHOBY AN NOCTOSIHHOMO YNy4YLIEHUS;

j) oeMoHcTpaumsi 3anHTepecoBaHHbIM CTOPOHAM CNOCOBHOCTEN N BO3MOXHOCTEN BHYTPWU OpraHmn3aLmu,
TEM cambIM hOPMUPYSA OCHOBY NS [JOBEPUS;

k) BblpaboTka TpeboBaHWit ANA BHELIHWX NOCTABLYMKOB/NPOBaNAEPOB;

|) dbopmurpoBaHve Ba3bl ANSd ayaUTOPCKMX MPOBEPOK M OLeHWBaHWA 3 EeKTUBHOCTM M COOTBETCTBUS
CUCTEMbI MEHEXXMEHTA KAYECTBA COBPEMEHHBIM TPEOOBaHUSIM.

4.2 Heobxoaumas AOKYMeEHTUPOBAHHAA MHdOpMaL U

4.2.1 Obnactb nMpMMeHeHUA CUCTeMbl MeHeOXXMeHTa KavyecTBa

Obnactb NPUMEeHEeHNA CUCTEMbI MEHEXKMEHTa KadeCTBa cnefyet JOKYMEeHTUPOBaTb MCXOOA M3 YyCTaHOB-
NEHHbIX rpaHuy U NPUMEHUMOCTU CUCTEMbBI MEHEOXMEeHTa Ka4vyeCTBa. ObnacTb npuMeHeHWA CUCTeEMbl MeHe[-
XMeHTa KadeCTBa MOXET BKMK4aTbk BCHO OpraHn3aunio LUernmkom, ee COCTaBHble YacTu, OoTAaernbHble beHKLI,MO-
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HanbHble 06NacTK U HanpaBnNeHnsa AeATENbLHOCTU OpraHM3aUnmy, KOTOpbIe AOMKHbI BbiTh MOAEHTUDWULNPOBAaHbI,
WK 3Ke OOHY WUINN HECKOMbKO OYHKLMIA N0 BCeW rpynne opraHnsauni. Obnacte NpMMEHEHUS CUCTEMbl MeHea-
XMEHTa [OMXKHA YKa3biBaTh TUMbl OXBATbIBAEMbIX NPOAYKTOB 1 yCNyr W, ecnu aTo Tpebyetcs, cogepxartb 060-
cHoBaHue ana nboro TpeboBaHKWsa COOTBETCTBYIOLLENO CTaHa4apTa No KavecTByY, KOTOPOe OpraHu3aLms covTeT
HenpUMeHUMbIM ONA AaHHOW obnacTu npuMmeHeHna. OBnactb NPUMEHEHUs CUCTEMbI MEHEAKMEHTA KadyecTBa
OOMKHa OCHOBbLIBATLCA HA TOM TWME MPOAYKLUMM WKW YCNYT, HA KOTOPOM Chneuuann3vpyeTca opraHuv3auus,
ee NpPOM3BOACTBEHHbIX MPOLIECccax, Ha acnekTax, CBA3aHHbIX CO CPenol opraHvM3auuvun, U COOTBETCTBYHOLLMX
TpeboBaHWAX 3aMHTEPECOBaAHHbIX CTOPOH, PUCK-OPUEHTUPOBAHHOM NOAX0AEe, COOBpaXeHMAX KOMMEPYECKOro
XapakTtepa, yCroBUAX KOHTPaKTa, 3akoHoAaTernbHbIX U Apyrnx obssaTenbHbix TpeboBaHusX.

4.2.2 MonuTuka B o6nacTu KayecTBa

MNMonuTuka B 0bnacTu Ka4yecTeBa NOMOraeT opraHM3auun oopMupoBaTh NPUBEPKEHHOCTb CBOMX COTPYA-
HUKOB K KOpPNOpaTMBHOW KynbType kadectBa. OHa [OmMKHA COrMacoBbIBATbCH CO CTPaTermyeckuM Kypcom,
MUCCHen 1u BuaeHuem opradmzaumn. OHa codepXuT noanexalulee nposepke 0b653aTenbCTBO B OTHOLLIEHUK
Ka4yecTBa, agpecoBaHHOE COOTBETCTBYIOLMM 3aMHTEPECOBAHHbLIM CTOPOHAM.

MNoMMMO NonuTMKM B 0BNacTu Ka4yecTsa OpraHn3aunst MOXeT UMEeTb Apyre NoNUTUKW, OTHOCALUMECH K
CUCTEME MEHEI)KMEeHTa KavyecTsa.

4.2.3 Llenu B o6nactu KadecTBa

Llenn B obnacTtu kadecTBa OOMKHbLI OTpaxaTbk pe3ynbLTaThl, KOTOPble OpraHn3aLma CTPeMUTLCA OOCTUYb
B TOM, YTO KacaeTCsl CTpaTerMiyeckoro Kypca, NonuTuMku B obrnactu KayecTBa, PUCKOB M BO3MOXHOCTEN, a Tak-
Xe TpeboBaHUA, NPUMEHUMBIX K CUCTEME MeHeIKMeHTa KayecTea.

4.2.4 UHcopmMauus, KOTOPYH opraHU3auus cYMTaeT Heobxogumow Ons noaaepXKaHUA PyHKLMO-
HUPOBAaHUA CUCTEMbI MeHe)KMeHTa KayecTBa U ee NpoLeccoB

4.2.4.1 Obwme NonoxeHus

OpraHu3auus gomKHa onpefennTs TUM U 06beM JOKYMEHTUPOBAHHOM MHOpMaLIK, HEOBXoAMMO Ans
noanepxaHus OYHKLUOHUPOBAHUS CBOMX NpoueccoB, hopmaTkl 3anucK 1 npeactaBneHns uHdopmauum, a
TalKe MeguacpencTea Ans KOMMYHUKaUWW ¢ nonb3oBaTensaMy. OpraHusaunsa MoXeT cama pellatb To, Kakue
TEpMWHLI OHa ByAeT UCnonb3oBaTh ANS CBOEN JOKYMEHTUPOBAHHOW MHOpMaLMK. B To Bpems Kak Takue Tep-
MUHBI KaK «Mpouenypbi», «paboyme MHCTPYKUUKUY U K PYKOBOLCTBO MO KA4YeCTBY» UCMOMNb3YHTCA B HACTOSALLEM
cTaHOapTe, opraHu3auusa He obsi3aHa UCNONb30BaTL TAKy TEPMUHOMNOTMI.

4.2.4.2 PyKoBOOCTBO NO Ka4yecTBy

CyllecTByeT MHOXECTBO CMocODOB, KOTOPLIMWU OpraHu3aUns MOXeT LOKYMEHTUPOBRaTb CBOK CUCTEMY
MeHeXMeHTa kadecTea. OpraHvsauuu MoryT BelDpaThk MCMOMb30BaHWE OTAENBHOMO PYKOBOACTBA MO Kaye-
CTBY, UMW € €ero MonoXeHWs MOryT pernaMeHTUpOoBaTbCS BHELIHUMKU TpeboBaHMsSMKM opraHu3aumu. Pyko-
BOZCTBO MO Ka4yecTBY AN KaXA0W OpraHu3auny MMeeT CBOK cneundurKy, a TakKe MOXeT npeaycMaTpuBaTh
CTPYKTYpY, hopmaT, COAEPKUMOE UM MeToA NpeacTaBNeHus Ans JOKYMEHTUPORAHUA CUCTEMbI MEHEIXKMEH-
Ta KayecTBa M ee NMPOLLECCOB ANA BCEeX TUMOB OpraHu3auuni.

OpraHu3aums HebonbLIOrO pa3mepa MOXeT OnMcaTbh CBOK CUCTEMY MeHeMKMeHTa KadecTBa B OHOM
PYKOBOACTBE, BKIHOYas BCIO JOKYMEHTUPOBAHHY MHMOopMauni. KpynHeiM TpaHCHALWOHAaNbHBIM OpraHu3aa-
uMaM MoryT noTpeboBaTbCsl OTAENbHbIE PYKOBOACTBA HA PasnWuYHbLIX YPOBHAX (Hampumep, Ha rnobansHom,
HaUWOHaNBEHOM MNKM PervMoHansLHOM YPOBHE) 1M Donee CnoXHoe MepapxuMyeckoe MOoCTPOeHUe OOKYMEHTUPO-
BaHHOW MHdopMaLun. Ecnu opraHmMsaumns pelwmnT BHeApATE PYKOBOACTBO MO KA4YeCcTBY, OHO MOXET BKIHOYATb
OOKYMEHTUPOBaHHbIE NMpoLUeaypbl UMW CChINATbLCA Ha HUX, @ TakkKe ONucaHue NpoLecCcoB CUCTEMbI MeHed-
XMEHTA Ka4yecTBa U UX B3aMMOOENCTBUA.

WHdopmauuio 06 opraHn3aumum, Taky Kak Ha3BaHue, agpec, Cpeay opraHn3auny u cpeactsa KOMMYHM-
Kauuwu, cneayeT BKMKYNTbL B PYKOBOACTBO MO KavyecTBy. MOXHO Takke BKMHOYNTL AOMNOMHUTENbHY MHopMa-
UMK — TaKylo, Kak chepa AeATenbHOCTU, KpaTkMe CBefeHus obuiero xapakrtepa, npegbiCTOpUA U CBeAeHUsA
0 pasamepe.

PykoBoOcTBO Mo Ka4ecTBY MOXET COAEPKaTb ONMCAHWE CUCTEMbI MEHEOXXMEHTA Ka4yecTBa WU NPUHLMMbI
ee BBedeHus B opraHu3aumu. OnvcaHve npoLeccoB U WX B3aWMOCBSI3W UMW CChINKY HA HUX MOXHO Takke
BKMIOUMTL B PYKOBOLCTBO NO kavecTBy. [pouecchl opraHu3ayum Heobxoaumo paspabatbiBaTh TakuMm 0bpazom,
4yTOOLI OTBEYATHL OOLUKMM LiensimM opraHu3auny, ee NonuTUKaM, Cpede U COOTBETCTBYHOLLUM OXUAAHUAM 3aUH-
TepecoBaHHbIX CTOPOH. B BonbLluMx opraHM3aLmax NpoLeccsl MOryT CBA3bIBATh Pa3nuyHble (PYHKLMOHANBHbIE
obnacTtu opraHusauuu (cMm. npunoxeHue A). Heobxogumo, UTobbI opraHn3auns 3aJoKyMeHTUpoBana cuctemMy
MeHeOXMeHTa B COOTBETCTBUM C Lenbio NpoueccoB unu B Noboi nocnegoBaTensHOCTW, NOAX0AsAWeN Ansa
OaHHoi opraHuzaunn. MoryT okasaTbcsi MONe3HbIMU NeEPEeKPECTHBIE CChINKA MeXay OTAENbHbIMU BbiGpaHHbI-
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MKW CTaHOapTaMK 1 npoueccamMmn opraHm3aulunn. [MocnegoBatenbHOCTL U B3aMMOQENCTBHUE npoueccoB B pam-
Kax CUCTEeMbl MEHEKMEHTa Ka4eCTBa MOXHO 3aOKyMeHTMPOBaTbk C UCMNOJIb30OBaHMEM KapT NpoueccoB.

MpumevdaHuns

1 PykoBoAOCTBa TakKe MOryT MMETb Takve HAa3BaHUs, Kak «PYKOBOACTBO MO KAYECTBY», «PyKOBOACTBO MO MOMUTM-
Ke», «CrnpaBoYHOE PYKOBOACTBO», «PYKOBOACTBO MO NMPOUEaypam» U Apyrov NoaXOAsLLMIA 3aronoBok.

2 MCO 9001:2015 He TpebyeT OT opraHM3aLMi HanM4Ms pyKoBOLACTBA MO Ka4yecTBY, HO B HEKOTOPLIX OTpacreBblx
CTaHfapTax COAepXWTCH Takoe TpeboBaHue.

4.2.4.3 Bnok-cxembl

Brnok-cxembl YacTo npegctaenatoT cobon rpaduyeckoe npeactaBneHve ponen, obs3aHHOCTER M NOMHO-
MOYUIA BHYTPY opraHmdauuun. OHM MOTYT UNMKCTPUPOBATL TO, Kakum oBpa3omM ponu, 06A3aHHOCTU U MOMNHO-
MOYMSA pacnpenensaTcsa BHYTPU OpraHn3aLum, a Takke To, KakuMm 0bpa3om nioan unuv rpynnel Nigen B3anmo-
OEWNCTBYIOT B paMKax opraHusauuu.

4.2.4.4 KapTbl NpoLeccoB W/unu onucaHnsa npoLeccos

Kapta npoueccoB ngeHTMUUMpyeT NPOLIECCHI, a TakkKe BM3yanbHO ONUCLIBAET NOCMNEOOBATENbHOCTb
B3aMMOOENCTBMA 3TMX NPOLECCOB B opraHusauuu. [Npouecchl MOryT ganee nogpoBHO onuMcbiBaTbCs C WUC-
nonb3oBaHWeM BNoK-cxeM.

Brnok-cxema npoLiecca SiBNAeTCa BU3yanbHbIM ONMCaHWeM npoLiecca unu npouenypbl. OHa OeMOHCTpU-
PYEeT Liaru, ocyLlecTBMAAEeMbIEe OpraHM3aUmnen, a Takke To, YTO MHULUUPYET NpoLecc Unu npouenypy (T. €. Ha-
Yyano npoLuecca v ero BXOAHbIE AaHHbIE) W YTO SIBNAETCSA 3aKNIYMTENbHbLIM 3Tanom NpoLecca UM KOHEeYHbIM
pesynsLTatoM Ha Bbixode npouecca. B HekoTopbix hopmaTax KapT NPOW3BOACTBEHHbLIX NPOLECCOB AOKYMEH-
TUPYIOTCA BXOA W BbIXO4 ANS KaXOOro Liara npouecca, KOHTPOIbHbIE TOYKWM U COOTBETCTBYHOLLME KPUTEPUU
npUuemMnemMocTH.

OnucaHue npouecca sSBNAETCA TEKCTOBLIM OMUCaAHMEM, KOTOPOE NoLlaroBo 0ObACHAET onepauum pac-
cmaTpuBaemoro npouecca.

[na npoueccoB cUCTEMbl MeHeIXMeHTa Ka4yecTBa CrnefdyeT OnpedenuTb BnagenbLeB Npoueccos,
T. €. NAen, NepcoHanbHO HEeCyLLWX OTBETCTBEHHOCTb 33 AaHHble npouecchl. OBbIMHO OHM HasHa4awTcH
BbICLUMM PYKOBOACTBOM W HALENAKTCHA COOTBETCTBYHOLLMMK NMOMHOMOYUAMU NS YNPaBNeHUsa npoLeccoM Ha
BCEX CTaAWUAX €ro peanu3auuu, no3ToMy 3TU NULa OOIDKHbBI MOHUMaTb CBOWM PONU U ObiTh KOMMETEHTHLIMMU.
370 0coBeHHO BaXHO B Cryyasx, €CIU MpoLecchl NMepecekakwT rpaHulbl yHKUMOHANbHLIX obnacTtei unu
CTPYKTYPHbIX NoApasneneHui.

4.2.4.5 TMpouenypbl 1 pabodyne MHCTPYKLMK

OpraHuzaumm cregyer OonpefenuTb CTPYKTYpy M dopmaT OOKYMEHTMPOBaHHbIX npoueayp nubo no-
CpeacTBOM TEKCTOBOIO OnucaHusa, Bnok-cxem, aBTOMaTU3UpoBaHHbIX pabouymx npoueccos, Tabnuuy 1 nwoboi
KOMBOWHALMM U3 BbILLIENEPEYUCIIEHHOIO, UMK Xe C MOMOLLb Mboro Apyroro NnoaxoasLwlero MeToaa, oTee-
vatoLlero notpebHocTsam opraHm3aumu. OBbIYHO Npoueaypa JaeT OTBET HA TakMe BOMPOCHI, Kak, KeM, 4YTo
MMEHHO, KOrga, rge v Kakve pecypcbl 6yoyT ncnonb3oBartbes. [JOKYMEeHTUPOBaHHbIE NpoLenypbl 4OMKHbI BbiTh
0603HayYeHbl MAEHTUHUKALUOHHBIM HOMEPOM U COAepaTb MHOopMaLuio, HeoBXoaUMYO ANA Haanexallero
OCYLLECTBIEHUA NPOU3BOACTBEHHON AEATENbHOCTH, BKITHYAKLLY ONUMCaHNE Camoro npoLecca v CBEAEHNS O
nobeix TpeboBaHUSAX, KacawLwmxcsa obecnevyeHus COXpPaHHOCTU JOKYMEHTMPOBaHHON MHOPMaLINK.

CTeneHb getanu3auun MOXeT ObiTb pasHOM B 3aBUCUMOCTU OT CNOXHOCTW NMPOWM3BOACTBEHHLIX MPO-
LLeCCOB, PUCKOB WM BO3MOXHOCTEN, UCMNONb3yeMbiX METOAOB, @ TAKKE YPOBHEN KOMMETEHTHOCTU, KOTOPLIMM
OOMmKkHbl 06nagath NOAWM ANA BbINONHEHUS 3TUX NpoueccoB. HesaBMcMMO OT cTeneHu getanvsaunn, no mepe
BO3MOXXHOCTEN, CrieqyeT paccMaTpuBaTh CrieayloLlne acnekTbl:

- onpefeneHue NoTpebHOCTEeN opraHn3aunn 1 COOTBETCTBYHLLNX 3aUHTEPECOBAHHbLIX CTOPOH;

- onucaHue npolecca(oB) B BUAE TEKCTOBOW MHOpMAaLMK UK Apyrumu cnocobamu (Hanpumep, Briok-
cxembl, poTorpacuru, BUAE03aNUCK), OTHOCALLUMMUCS K TpebyeMbiM onepauusim;

- onucaHwWe TOro, 4TO AOMKHO BbITh CAenaHo, Kem NepcoHanbLHO WK CUnamMy Kakoro nogpasgeneHus
opraHuzaumu, a Takke NovYeMy, Korga u rae 310 A0MKHO 6bITh caenaHo;

- onucaHwe cpeacTB ynpaeneHWs NpoUeccoM W CPeACTB ynpaBneHus noeHTUgULMpoBaHHLIMUK onepa-
LMaAMU;

- YYET PUCKOB U BO3MOXHOCTEW, CBA3AHHbLIX C MPOLIECCOM, NOCKOMbKY 3TO BNUSET Ha obLive uenu op-
raHu3auuu;

- OonpefeneHve pecypcoB, HEODXOOUMbLIX AN BLINOMHEHUS onepauWi (HanpyuMmep, Noau, uHpacTpyk-
Typa u matepuansl);
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- onpegeneHwe Nnoaxoaslen BHYTPEHHEN N BHELLIHEW JOKYMEHTUPOBAHHOW MH(OpMaLWK, OTHOCALLLEN-
ca K TpebyeMbiM onepauusam;

- onpegeneHue TpebyeMbiX BXOOHbLIX AaHHBLIX U OXWUAAEMbIX BbIXOAHbLIX AaHHbIX OT 3TUX B3aUMOCBSA3aH-
HbIX UMK B3aUMOLENCTBYIOLLMX onepaLuni;

- onpegeneHne M3MepeHWi, KOTopble ByayT NPOM3BOAUTLCH, U MPUMEHAEMbIX KPUTEPUEB, YTODbLI rapaH-
TUpoBaTh ahpekTUBHOE DYHKUMOHUPOBaHWE U yrpaBneHue aTuMun npoueccamu.

B mokymeHTMpOBaHHbIX Mpoueaypax AOMKHbI yKka3blBaTbCs nogxonswne paboune MHCTPYKUMU, onpe-
Jensiouine 1o, Kaknm obpasom BbiNonHAeTCA onepauuws. Kak npaBvMno, B JOKYMEHTUPOBAHHLIX NMpouegypax
ONMUCLIBAKTCA Onepauuy, 3aTparMearllme pasnuuHble yHKUMOHanNbHLIE 0bnacTu, B TO BpeMs kak paboune
WHCTPYKLUUN 0BbIYHO MCNONb3YHT NPUMEHUTENBHO K 3a4a4aM, BEIMOMHAEMbIM B paMkax ogHon dyHkuun. Op-
raHM3auuns MOXKeT peLllnTb, YTO HeKOTopas M3 BblllenepevyncrneHHon nigopmaumn bonee nogxoanT Ans oT-
paxeHus B pabo4yein MHCTPYKLUN.

[okyMeHTMpOBRaHHLIE paboune UHCTPYKUMK crieqyeT pa3pabaTteiBaTh M NOAOEpXKUBATE B TEX CMy4asX,
KOrga Ha oXuaaeMblx pesynbratax onepauum MOXeT HeraTMBHO OTPa3vMTbCH OTCYTCTBME TakKMX WMHCTPYKLMA.
MmeeTca mHOXecTBO cnocoboB NOAroTOBKMA M NpeacTaBneHnss MHCTPYKUWA, NOSTOMY opraHv3sauuu notpeby-
eTca onpenenuTtb Hanbonee achekTUBHLIA cnoco® BbIMONMHEHUS CBOUX LIENen.

CTpykTypa, chopmaT 1 cTeneHb AeTanu3auun B paboumx UHCTPYKLUSAX 3aBUCUT OT NOTpeDbHOCTeR nuLl,
BbIMOMHAKLLMX ONepaLlmm, OT UX HABBLIKOB WM KBanudukaluu, oT npeanpuHUMaemMblXx MeEponpuaTMiA no obyye-
HUIO M NOATOTOBKE NMepcoHana, 0T CMOXHOCTY BbINONHAEeMO paboThl, OT PUCKOB WM BO3MOXHOCTEN, a Takke oT
mcnonbayemblx MeTogoB. CTpykTypa pabounx MHCTPYKLMIA MOXET OTNMYATLCS OT CTPYKTYPHOIO MOCTPOEHUSA
OOKYMEHTUPOBAaHHbIX Npoueayp. Paboyne MHCTPYKLUMKM MOTYT XPaHUTBLCS Ha pasnn4YHbIX HOCUTENAX MHhopMa-
UMK, BbITb NPeAcTaBNEeHHbIMKW B Pa3nu4YHbIX hopMax M UMETb PasnnyHble A3bIKOBbIE BEPCUN.

Paboure MHCTPYKLMM MOTYT BKNKOYATLCA UMK YNIOMUHATLCA B JOKYMEHTUPOBAHHLIX NpoLeaypax.

Paboune MHCTPYKUWMW OOMKHLI copepxaTh NogpobHble CBEAEHWUs O TOM, KakuM obpa3om crieqyeT Bhbl-
MOMHATL 324341, M OHW OBbIYHO NPUBA3AHBI K KOHKPETHOW OYHKLMK MN A0MmKHOCTU. OByyYeHne MoXeT yMeHb-
LWNTb NOTPeBHOCTL B NOAPOBHLIX MHCTPYKLMAX MPW YCIOBUW, YTO 3aeNCTBOBAHHLIA NepcoHan 3gqeKkTUBHO
npUumeHseT MHopMaLKe, HeobXoANMYHO ANS BLINONMHEeHUNA 3a4ad. Paboune MHCTPYKUMKW OOMKHbI M3narartb-
CA B NOpPsKe BbINOMHEHWSA ONepauni, TO4HO oTpakas TpeboBaHMA 1 COOTBETCTBYOLME onepauunun. B uensx
YMEHbLUEHUS MYTaHULbI U HEONPEAENEeHHOCTH, ecnK 3T0 Heobxoaumo, cnegyeT yCTaHOBUTL U NOAAEPXKMBATL
coobpa3Hbii hopMaT UMK CTPYKTYPY ANS AaHHbLIX MHCTPYKLUA.

Heobxogumo, 4TobObI B OOKYMEHTMPOBAHHOW Npouedype unu paboyeilt MHCTPYKUMUM onpefensnach
nobasi NoTpebHOCTh B COXPAHEHUN OOKYMEHTUPOBAHHOW MH(OPMAaLUKU, OTHOCALLENCA K ONMUCAHHbIM B HER
onepauusmM. Tam, roe ymMecTHo, HeobxoauMo UaeHTUULMpoBaTL Nobbie hopMbl, KOTOpble ByayT UCNONL30-
BaTbcA. Takke crieqyeT yka3biBaTe MeToa, Tpebyembli AN 3anonHeHus, OpMUpoBaHUs aiinoB 1 apXmMBu-
poBaHWA OKYMEHTUPOBAHHOW MHOPMaLMK.

4.2.4.6 ABTOMaTM3uMpoBaHHble paboyne npouecchl

ABTOMaTM3npoBaHHbIe paboune npouecckl NpPeacTaBnaT coboi Npouecchl, NO3BONAKLWMWE OPraHU3o-
BblBaTb M YNpaBnATb Uenbio onepauui B onpegeneHHoM nopsgke BbINOMHEHWS 3ajad npu 3apadee ycra-
HOBMEHHOM BMellaTenbCTBe nepcoHana. B xode BbINOMHEHMA MpoLecca packpblBawlleecsa/Bbinagarollee
MEHIO UMK BbICBEYMBAOLLEEeCs: Ha JUCNNee OKHO MOXET CMyXWUTb yKasaTenem, opueHTUpys nonb3osaTens v
Hanpaensasa ero AeiCTBMA BNMOTL 40 3aBepLUeHNs onepaLmi. ABTOMaTu3anpoBaHHele paboune npolecckl cno-
cOBHbI NOBLICUTL COrMACOBaHHOCTL (T. €. 3alLMLEHHOCTb OT OWWB0K) 1 3PHEKTUBHOCTbL NPOLLECCOB 3a CYET
npopaboTkn Ha cTagun NPOEKTUPOBAHWA M MMETb B pe3ynbraTe aBTOMaTU3MPOBAHHOE MPUHATUE peLueHuin
NnocpeacTBOM aHannaa AaHHbIX B CBA3aHHbIX Mexay coboin obnacTtsx.

ABTOMaTU3NpoOBaHHble pabodne npouecchl 06bIYHO HAYMHAKTCH UHULMATOPOM UMW G coobuleHusa oT
aBTOMaTU3MPOBAHHOW CUCTEMbl O HEOBXOAMMOCTW BbINOMHEHUST OeACTBUSA. TpebyeTcs BbINONHUTL Heobxo-
OUMYI0 onepauunio Unu BBOA AaHHLIX, NOCrne Yero MHpopMaLlMs nocsinaetcs nonyvartento nHgopmawmm nubo
HanpsMyo, Nubo Yyepea npoLenypy cornacoBaHusa. B KOHeYHOM WTOre, Yepes Cepurd aBTOMaTU3NPOBAHHLIX
onepauuii ICXOOHbIE OAaHHbIE C MOMOLLbI 3NEKTPOHUKN Npeobpa3sytotca B Tpebyembi pe3ynstat. Hanpumep,
HanoMWHaHWe 0 HeoBXoaAMMOCTM onepauun, UCXOAsLLee OT NnaHa-rpaduka oerncTBuin, Bynet UMeTb B pe3ayrb-
TaTe aBTOMaTU3NPOBaHHOE BLIMOMHEHWE JaHHOW onepauuvu.

Mo 3aBepLUeHUM aBTOMATU3MPOBAHHOIO paboyero npoLecca MOXeT ObITh CO30aHa AOKYMEHTUPOBAHHAS
MHpopMaLus, NoANexXallaa coxXxpaHeHu. ABTOMATM3MpPOBaHHbIe paboyue npouecckl MOryT obecneynBaTb
nNpocneXxnBaemMocTb ANA BCEX y4aCTHMKOB OTAEMbLHOW onepaunn B cocTase npouecca.

ABTOMaTM3MpoBaHHble paboyne npoLecckl MOryT BKIOYaThL criegylLlee:

- undposble QoOpMbI;
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aHanus n ogobpeHus;
OMOBELLEeHUe NULa UNK rpynmnbl N1l 0 HEOBXOAMMOCTU OCYLLECTBNEHWS TOTO UMM MHOTO AENCTBUS;
OOKYMEHTUPOBAHHY UH(POPMAaLMIO O NPeanpuHATLIX 4eACTBUAX;

- 3MEKTPOHHYI NPOCNEXUBAEMOCTh;

- hMKcauMID 1 COXpaHeHWe JOKYMEHTUPOBAHHOW MHdopMaLny;

- WHCTPYMEHTbI ANSA aHann3a OaHHbIX.

Mpouecchl, noaxoaswme Ana aBTOMaTU3NPOBaHHbIX pabodnx NpoLeccoB, BKITOYAKOT:

- MEHeIKMEHT PUCKOB W BO3MOXKHOCTENR,

- aHanus Npogax W KOHTPAaKTOB;

- OLEHKY PUCKOB, CBA3aHHbIX C MPOOYKLUMWEN, NPOLECCOM U 0BCnyKMBaHUEM;

- 0By4eHVe nepcoHana 1 OLUEHKY ero KOMNeTeHTHOCTH;

- OpraHv3auuK NpoBeAeHUs ayouToB;

- MEHEeIKMEHT JOKYMEHTUPOBaHHOW MHPOPMaLINK;

- MEHEeIKMEHT pe3ynsTaToB OeATeNbHOCTH;

- aHarnus cO CTOPOHbI PyKOBOACTBA;

- kanubpoBky 1 TexHu4eckoe obcnyxueaHve obopynoBaHus;

- pa3paboTky HOBOW NpoAyKUUHK;

- Mpouecc ynpaeneHus U3MeHEHUAMU;

- 3aKyMNOYHYH OeATENbHOCTb;

- 0eATenbHOCTb N0 MOHUTOPUHTY ¥ U3MEPEHUIO;

- ynpaBneHue Lenbk NocTaBok;

- BbIMONHEHWE KOPPEKTUPYIOLLMX AEACTBUI;

- pa3paboTKy NnporpaMm no NOCTOSHHOMY YMy4YLLEHUIO.

4.2.4.7 CneuundmkaLmv Ha NPOAYKLMIO N YCITyTy

Cneundumkaymm Ha NpoayKLMIO U YCIYrh ABMAKTCA OOKYMEHTMPOBAHHON MHAOpMaUnen, cogepxaluen
TpeboBaHWs K NOCTaBNAEMON NPOAYKLMM 1 YCnyram.

Mpumep — TexHuYecKue Yepmexu, UHCMPYKUUU no npedocmasneHuro yciyes, HympeHHue pykogeodcmea
fo 3Kkcnayamayuu, mexHu4yeckue ycrioeus.

B HacToflem cTaHOgapTe OHM He paccMaTpuBalTcs NoApobHO, NOCKONbKY OHW crnelnduyHbl Ons oT-
OenbHO B3ATOro NpoAayKTa u yCcrnyriu.

4.2.4.8 Nudopmauus, nepegasaemas Mo BHYTPEHHUM W BHELIHWM KaHanam CBA3K

WHdopmaums, nepegasaemas No BHYTPEHHUM M BHELIHUM KaHanam CBs3W, BKIIOYAET AMEKTPOHHbIE U
HE3NEeKTPOHHbIE COODLLEHWSA, TakMe Kak YyBELOMIMEHMWSs, OTYETbl UMK 3anucK, KacarlMecs CUCTEMbI MeHe-
MeHTa KayecTBa U ee NpoLeccoB. 3TU COOBLLEHNA MOTYT MMETh OTHOLLEHWE K 0COBbIM CUTyaluaM, BONpOo-
cam, Tpebyrwnm BesoTnaraTensHOro BHUMAaHWSA, UK K eXXeQHEBHON paccbinke uHgopmauu. CoobLeHus no
3MNEKTPOHHOWM NOYTE M ApYyrue cucTeMbl 0OBMEeHa 3MEeKTPOHHLIMK COOBLLEHUAMN ABNATCA TUMUYHBIMKA Cpeq-
CTBaMW BHYTPEHHMX M BHELUHWX KOMMYHMKaUWiA. B Tex cnydanax, korga Takve coobLieHus ABnAKTCs cBuae-
TenbCTBaMW NPeanpuHATLIX AEUCTBUA U OOCTUrHYThIX PE3YNbTaToB, OHWM AOMKHbI YNPaBnATbLCA Kak AOKYMEH-
TUpPOBaHHasa MHopMaLUa, MoMoras Tem caMbliM pacnpocTpaHATe, obecneymBaTts OOCTYMN, BOCCTAaHABNMBATh,
XpaHUTb U yaansaTb UHdOpPMaLUIo.

4.2.4.9 lMNnaHbl, rpadmKn 1 NepeyHn

[MnaH MoXeT BbITh 4eTanM3npoBaHHbLIM NPEANOXKEHNEM NO NMPOBEAEHMIO KOMMNIEKCa MeponpusaTun. He-
06xoauMo, UToBkI B NnaHax onpefensanucb OTBETCTBEHHbBIE U UX MOMHOMOYUSA, CPOKM BbIMOMTHEHUS Meponpu-
ATWUIA U LUenu, KoTopble AOMKHbLI JOCTUraThCS.

Mpaduku MoOryT ncnonb3oBaTbCA Afs ONUCAaHUSA MEPONPUATUIA C YKasaHWEM CPOKOB WX BbINOMHEHUS B
paMKax cMcTeMbl MeEHeKMEHTa KadecTra. [epe4qHu aBnsaTcs nogbopko CBA3aHHbIX Mexay coboi NyHKTOB,
06bI4MHO 3apaHee onpefeneHHbIX UMK 3aKasaHHbIX, KOTOpPblIe MOTYT WCMONb30BaThCA ANS peanv3auun gei-
CTBWI, Hanpumep, nepe4yHn ofobpeHHbIX NOCTaBLMKOB, NepevyHu obopyaoBaHUA, CMUCOK OYEpPefHOCTM Ha
nonyvyeHne NpegmeToB CHabXeHWs.

MpumeyvyaHne — [okymeHTUPOBaHHas MHIOPMaLMA MOXKET CO3AaBaTbCA A5 ONMCaHUs TOro, Kakum obpasom
opranusauma Byget 4obyBaTbCa NONyYeHUst TOTO UMW MHOTO 3anfaHWpOoBaHHOMo pesynkstata, Byab 310 npouecc, npoayk-
uns, ycnyra, NpoekT UMM KOHTPakT. OTo MOXeT BbITe Ha3BaHo nnaHoM no kadectsy (cm. MCO 10005).
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4.2.4.10 ®opMbl 1N YEK-NUCTHI

ABnaace AoKkymMeHTUpoBaHHOW MHopmaumen, dopMbl cogep:kaT Nonsa AnA 3anofiHeHWs, B KoTopble
nonb3oBaTento npeanaraeTcs 3aHOCUTb onpedeneHHylo MHopMaLUnio B KQ4eCTBe BXOAHbLIX UMK BbIXOAHbIX
OaHHbIX npouecca.

Yek-nncTel — 310 0cobbIV BUA (hOPM, KOTOPbLIE CO34aTCH U NOAEPKMBAKOTCA ANA YBEPEHHOCTH B TOM,
4TO paccMaTpuBaeMble NPOLEcChl peanuayrTca Tak, kak 3To Bbino 3annaHuposaHo. OHW cnyXar ons 3anvcu
pe3ynsTaToB onepaluii paccMaTpMBaeMbIX NPOLIECCOB, U UX CrieayeT YNOMUHaTh B N0OON CBA3aHHOW C HUMN
OOKYMEHTUPOBaHHOW MHOPMaLUK.

DOpPMbI U YEK-TTUCThI MOXXHO paccMaTpuBaTh B Ka4eCTBE JOKYMEHTMPOBaHHON MHbopMaLmMm, nognexa-
e 3anofIHEeHWIO, a 3anonHeHHbIe hOpMbl U HEK-NIMCThl MOXHO paccMaTpuBaTth B KA4eCTBE OKYMEHTUPOBaH-
HOW MHdOpMaLuK, Noanexaller CoXpaHeHuo.

4.2.4.11 JokymeHTMpoBaHHas MHPOPMAaLNA BHELLHErO NMPOUCXOXOEHUA

[JokymeHTMpoBaHHaA MH(OPMAaLWUA BHELLHErO NPOUCXOXOEHUA ABNSeTCs MHopMaunein, cosgasaemMmon
3a npegenamun OpraHu3aLuM, HO COXpPaHAEMOWN opraHu3auMer Ansi CBOEro UCNonb3oBaHuA. 3To MOryT BbiTh
YyepTexu 1 cneuudukal M noTpedbutenei, 3akoHogaTenbHbIE U Apyrine obs3aTensHble TpeboBaHUs, cTaHaap-
Thbl, KOAEKCHI U PYKOBOACTBA NO 3KCNnyaTauuu.

OpraHusaums JomkHa cnegvTb 3a AOKYMEHTMPOBAHHOW MHM(OpPMAaLWerd BHELIHEro NMPOUCXOXKAEHWUA U
yNpaBnsATh COOTBETCTBYHOLW MMM €€ BEPCUAMU B paMKax CUCTEMbI MEHeIKMeHTa KadecTBa. OpraHu3auum cne-
ayeT npMHMMaTh BO BHUMaHUE PUCKU U BO3MOXHOCTU, CBA3aHHEIE C MPUMEHeHUeM OOKYMEeHTUPOBAHHOW WH-
hopMaLnKn BHELLIHETO NMPOUCXOXKAEHUS.

4.3 OokymeHTUpoBaHHaA uHgpopMauua, nognexaiasa coxpaHeHUo

[okymeHTUMpoBaHHasa MHopMaLWs, noanexallas coxpaHeHuo, obecnedMBaeTt HanMume 06 LEKTUBHOIO
CBWAETENbCTBA TOrO, YTO pe3ynbTarthl GbiNv AOCTUMHYThI UMW YTO paccMaTpyMBaeMble NPOLECCH peanuayroTcs
3annaHuMpoBaHHbIM 06pa3om. MpUYMHBl ANs COXPaHEHWs LOKYMEHTUPOBAHHOW MH(OPMALIMK BKITHOYAKOT:

a) obecneyeHue YyBEPEHHOCTH B TOM, YTO MPOLIECChl peanuayTcs 3annaHMpoBaHHbIM 06pa3om;

b) memoHcTpauuio cooTBeTcTBUA TpeBOBaHUAM CUCTEMbBI MEHEIXXMEHTA Ka4YeCTRa;

C) OEMOHCTPaUMIO pe3ynbTaTUBHOCTU U 3(h(EKTUBHOCTN CUCTEMbI MEHEAXKMEHTA Ka4ecTBa;

d) cooTBeTCTBME 3aKOHOAATENbHLIM M APYrMM 065a3aTenbHbiM TpeboBaHuaM, TpeboBaHusiM noTpebuTe-
nei Unu gpyrux 3aMHTEPECOBaHHBLIX CTOPOH.

CnepnyeT onpefenuTb Nepuo XpaHeHna JOKYMEHTUPOBaHHOM MHOPMaLUK, Takke Kak U MeToa ee yaa-
NEHWUs N0 OKOHYaHMWN CPOKa XpPaHeHus.

[okymeHTMpoBaHHasA uHpopmauus, obecnevmsaoLlas 06bEKTUBHOE CBUAETENLCTBO AOCTUXKEHNA pe-
3ynLTaToB, Kak NpaBuMo, He NOABEpPraeTcsl NepecMoTpy, NOCKONbKY OObIMHO B HEE HE BHOCAT WU3MEHEHMIA
(cm. 5.2.5).

5 Co3spaHue 1 akTyanusauusi JOKYMEHTUPOBaHHOW UHdoOpMaL K

5.1 BHegpeHue

5.1.1 O6wue nonoxeHun
OpraHunsaumam, Haxo4saLWMMCs Ha CTagun BHEAPEHUS UMW TONBKO BHEAPMBLUMM CUCTEMY MEHEIKMEHTa
KauyecTBa, cnegyer:
a) onpefenuTb AOKYMEHTUPOBAHHYIO MHOPMALUIO, MPUMEHSIEMYIO COFMNacHo BbiGpaHHOMY CTaHOoapTy
Ha cMCTEeMbl MeHePKMeHTa KadecTsa, a Takke obnactv npuMeHeHUs U cpede opraHv3aumm;
b) npoBoguTk aHanus pa3spbiBoB (GAP-aHanua) NnpUMeHUTENbHO K yCTaHOBNeHHoW obnactu u TpeboBa-
HUSIM MOCPEACTBOM:
1) naeHTMdMKaunum M CocTaBneHUss NepevHs UMetoencs LOKYMEeHTUPOBaHHOW WHopMauuM, a
TaKxKe ee aHanuaa;
2) mony4eHus OaHHbIX 00 UMELLENCS CUCTEME MEHeKMEHTA KauecTBa U NMPOLECCOB PasfMYHbIMU
cpeacTBamMu, TAaKUMW Kak ONMPOCHUKA U MHTEPBbLID;
3) conocTaBneHus MMeKrLencs JOKYMEHTUPOBaHHOW MHopMauun ¢ TpebosaHusMu, Ans onpeae-
MeHUsl TOro, KaKyld UMEHHO AOKYMEeHTUMPOBAHHYK WHGOopMauuio cnefdyeT paszpabotaTte UMM yNy4ylwuThb,
YyTOGbI COAENCTBOBATL CTPATErMUYECKOMY KYPCY OpraHu3auun U YOOoBMNeTBOPATL ee NOTPeBbHOCTU 1 Luenmu;
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c) B cny4ae HeobxogumocTy obyyaTh nepcoHan co3gaBaTh AOKYMEHTUPOBaHHYK MHOpMaUunio C yye-
TOM MpUMeHseMblX TpeboBaHWIA CTaHOAPTOB Ha CUCTEMbI MEHEMKMEHTa KayecTBa UMM ApYrux BblOpaHHbIX
KpUTEpUEB,;
d) onpenenaTh CTPYKTYPY U YPOBHM AOKYMEHTUPOBAHHOM MHOpMaUuMK (CM. npunoxeHue A) ¢ y4eToM
dakTopoB, NpUBEAEeHHbIX B pa3gene 4,
e) NOAroTaBNUBAaTL AOKYMEHTUPOBaHHYH UH(OPMALNI, OXBAThIBAKOLLYKD 0OnacTb NPUMEHEHUs cucTe-
Mbl MEHEXKMEHTA Ka4yecTBa W pe3ynsTaThl aHanu3a paspbiBoB (GAP-aHanusa) nytem:
1) noeHTudMKauUmM NnocrnegoBaTeNbHOCTM U B3aMMOAENCTBUSA NPOLECCOB, HEODXOAUMBLIX ANs opra-
HU3aLUuu;
2) OOKYMEHTMpOBaHWA NMPOLECCOB B TON CTENeHn, kotopasi Tpebyetca anga obecneyveHuns apdekTus-
HOro PyHKUMOHMPOBAaHUA 1 ypaBreHus npoleccamu,
3) yoocToBepeHMsa B TOM, YTO NMPOLECCHI COOTBETCTBYIOT TpeDOBaHUAM CUCTEMBI MEHEIKMEHTA Ka-
4YecTBa,;
f) aHanuM3MpoBaTb JOKYMEHTUPOBaHHYH UH(POPMALIMIO Ha NpeaMET BO3MOXHbIX YNy4YLLEHUA U BHEQPATE
OaHHble ynyJlleHus;
g) BepuMLMpOBaTb AOKYMEHTUPOBAHHYI WHOPMAaLMI0 Ha COOTBETCTBME TpeboBaHMAM BbiBpaHHOro
cTaHgapTa Ha CMCTeMbl MeHedXMeHTa Ka4yecTBa,
h) npu HeoBxooMMOCTU — NPOBEPSATEL AOCTOBEPHOCTE AOKYMEHTUPOBAHHOW MHPOPMAaLIMKM NOCPEACTBOM
ee anpobupoBaHus;
i) aHanuavpoBaTk U YTBEPXOaTh AOKYMEHTMPOBAHHYK MHOPMALMUIO;
j) BbINYCKaThL B 0OpalleHne 1 yNpaensaATe JOKYMEHTUPOBaHHOW MHopMaLMen;
k) obyyatb nepcoHan, paboTalwowwmii B opraHm3auumn, obpalleHno ¢ HOBOW unv oBHOBNEHHON JOKYMEH-
TUPOBAHHOW MHOPMAaLMERn U COXPaHATE JOKYMEHTUPORAHHYH UHOPMAaLUI0 0 NPOBEAEHHOM 0ByyeHunn;
I) no mepe HeoBxoaMMOCTU OBOHOBNATE AOKYMEHTUPOBAHHYO MHOPMAaLMID.
5.1.2 Ucnonb3oBaHue CCbINOK
AHanu3 1 UCnonb30BaHME CYLLECTBYIOLWWX JOKYMEHTOB U CChINTIOK MOXET 3Ha4YUTENbHO COKpaTUThL Bpe-
MS Ha pa3paboTKy JOKYMEHTUPOBaHHOW MHGOpPMAaLMM B paMKax CUCTEMbI MEHEO)XMEHTA Ka4ecTBa, a Takke
NoMoYb MAeHTUdULMPOBaTh Te 06NAcTK, B KOTOPbLIX HEAOCTATKN CUCTEMbBI MEHEIKMEHTa TPebyoT BHUMaHNS
n KoppeKkTupoBkM. Ecnu aTo uenecoobpasHo, CChINKKU cnedyeT UCNoNb30BaTh, YTOObLI XpaHUTL MHOPMaLIUID
B cxaToMm BuAe. Ecnv atoro cneuuansHo He TpebyeTcs, nydlle He yKasblBaTb CTAaTyc nepecMoTpa (HoMep
n3gaHusn), 4Tobbl NpYM M3MEeHeHUW nocnegHero He TpeboBanoch BHOCUTbL U3MEHEHUSA B JOKYMEHTUPOBaHHYH
MHopMaLMO, COOepXaLly AaHHYIO CChIMKY.
5.1.3 OTBeTCTBEHHOCThL 3a cO3haHue AOKYMeHTMPOBaHHOW UHopMaLuu
Heobxooumo onpefenvTb OTBETCTBEHHOCTb 3a pa3paboTky OOKYMEHTMpPOBaHHOW WHdopmauuni. OHa
[OOMKHa pa3pabaTeiBaThCs € y4acTUEM BMnajenbla npouecca M NuL, BOBNEYEHHbIX B MPOLEeCcChl M onepauuu,
ONSA nyylero NoHUMaHusa Heobxoaumblx TpeboBaHUI U (POPMUPOBAHUS YyBCTBA BOBIMEYEHHOCTU M COMpU-
YacCTHOCTM.
5.1.4 WpeHTudpmkaums u onucaHue
OpraHuzauum cnegyet naeHTUMOULMPOBATL AOKYMEHTUPOBAHHY MHGOPMALUI0 C NOMOLLLI YHUKAMb-
HOro MAEHTUPUKALVNOHHOIO Kofa ANs NOBbILEeHWA AOCTYNHOCTU 1 BOCCTaHaenmBaemocTu. OpraHu3auum cne-
OyeT paccMaTpuBaTth UOEHTUDUKALUOHHYIO CUCTEMY, OTBEYAIOLLYIO0 CIIOXKHOCTW CUCTEMbI MEHEXKMEHTa Kave-
ctea. OpraHu3auuu ¢ bonee NPOCTON OPraHN3aLUMOHHON CTPYKTYPOR MOTYT paccMaTpuBaTh NPOCTYH CUCTEMY
noeHTUUKaLmn, B TO BpPEMSA Kak opraHusauuam ¢ bonee CnoXHOW CTPYKTYpoW MOXET notpeboBaTtbea bonee
OeTannanpoBaHHasi cCUCTeMa ¢ YPOBHSAMM Knaccudukaumm TUNoB JOKYMEHTUPOBaHHOW MHOpMaLMK.
5.1.5 ®opmaTt 1 HocuTenu nHcpopmaumnm
OpraHunzauvm cnegyert NpMHUMaTh BO BHUMaHWE BOMPOCHI O HOCUTENSAX OOKYMEHTUPOBAHHOW MHGOpP-
Mauuu 1 hopMme ee npenctaBneHUs, KOTopble ByayT cogerdcTBOBaTb 3PPEKTUBHOMY BHELPEHUK CUCTEMBI
MeHeXXMeHTa KadyecTBa B TOM, YTO KacaeTcsl cnefylLMx BONPOCOB: KOrAa, rae, kakum obpazom Gynert mc-
Nonb30BaTbCH AOKYMEHTUPOBAHHAsS MH(OPMaLKMA, 1 KTO ByaeT UMeTb K Hell JOCTYN, a TakkKe Kak pasnuyHbie
cpenbl Nnepefayn nHdopMaumm 6yoyT B3aMmMoaencTBOBaTh BHYTPWM OpraHn3aumu.
[okymeHTUpoBaHHas MHMOpMaLWs, COXpaHaeMas Ha AMNEeKTPOHHbIX HOCUTENSX, MOXEeT ynpaBnATbCH
B uucpoBoi popme, obecneyvrBas BO3IMOXHOCTbL UCMOMb30BAHUA MHOTOYMCNEHHBIX METOAO0B AN Nepeaaym
OOKYMEHTUPOBAHHOW nHdopMauun. Popmat gomkeH BbiTb CKOHUrypmposaH Takum obpasom, 4Tobbl noa-
X0AUTb ANA KOHEeYHoro nonb3osarens. [pu onpegeneHun HocuTena u doopmara opraHusauum cnegyeT pac-
cMaTpuBaTh TO, KaKMM 0Bpa3om faHHble ByayT KOHUIYpUMpPOBaTLCH, aHANU3UPOBRATLCH U/UNK NepefaBaThes.
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5.1.6 AHanu3 1 ogo6peHue

OpraHun3auma gomkHa ynpaensTse aHanu3oM u ogobpeHneM JOKYMEeHTUPOBaHHOM MHopMaLMK, YToBbI
rapaHTUpPOBaTh ee NPUroAHOCTL M 4OCTATOYHOCTL AMNS UCNOMNbL30BaHMSA. BhInyck 4OKYMEHTUPOBAHHON MHAGOP-
MaLMW OOIKEH YTBEPXKAATbCA YMONHOMOYEHHbLIM NEPCOHANoM, a CBUAETENLCTBO YTBEPXKAEHUS OOIMKHO CO-
XPaHSATbCS.

5.2 ¥YnpaBneHue OOKyMeHTUpPOBaHHON MHthopMaumnen

5.2.1 JocTtynHocTb

[okymeHTMpoBaHHaa MHopMauus OomKkHa ObiTe AOCTYMHOW ANA WUCMOMb30BaHWSA B TEX MecTax U B
Tex crnyyasx, korga ato notpebyercA. Bonpoc f4OCTYNHOCTM AOKYMEHTUPOBAHHOW MHOPMauMK No BbINOn-
HAeMbIM onepauusM ABMAETCH KMYEeBbIM MPUMEHUTENBHO K BHEAPEHHLIM U UHTErPUPOBAHHBLIM CcUCTEMaM
MeHeKMeHTa KayecTea.

5.2.2 3awwuTa

[okymeHTupoBaHHaa nHdopMauusa gormkHa ObITe HAAEXHO 3awumiieHa, YTobbl obecnevnBanacs BO3-
MOXXHOCTb JOCTYMNa U YeTKOCTb BOCMPUATUA W NpeaoTBpaLlanuce noteps KoHuaeHUMansHoCTH, HeHaanexa-
Liee UCMonbL30BaHNe UMM HapyLleHne LenocTHOCTM. TpeboBaHna no uHdopmaumMoHHoW 6esonacHocTn pac-
NPOCTPaHAKTCS Ha AOKYMEHTUPOBaHHYH UHpopmauuio. OpraHnsaumm GOMKHEl yYNTEIBATh PUCKKN, CBA3AHHEIE
¢ MHopmMaLnoHHoM 6e30NacHOCTLI0 (HanpuMep, UMEeKLLME OTHOLWEHWe K KnbepbesonacHocTw).

MpumevaHue — [na gononHutensHon wHgopmauum cm. MCO/M3IK 27001 v gpyrve cBf3aHHbIE C HUM
CTaHdapThl.

5.2.3 PacnpocTpaHeHue, AOCTYN, BOCCTAaHOBMEHUE U UCMONbL30BaHUe

[JocTyn K AOKYMEHTMPOBaHHOW MHOPMAaUMKM AOMKeH NpefocTaBnATbCA OnpedeneHHoOMY Kpyry nuy B
opraHu3auuu. MpoLlecc crnengyet opraHU3oBaTh TakMM 06pa3om, YTobbl B 0DpalleHMn Haxoaunach TONMbKO ak-
TyansHasa JOKYMEHTUPOBaHHas MHopmauus. B HeKoTopkIX cny4yasx akTyanbHon uHdopmMaLmMein MoXeT BbiTh
He camas nocnegHsasa pefakunsa oKyMeHTa.

[Ona obecneyeHus ynpaeneHUs OOKYMEHTUPOBAHHOW MHOpMaLMen Ha U3MYECKUX HOCUTEMAX MOX-
HO UCMOMb30BaTh NPUCBOEHME KaX oMY 3K3eMNnsapy CepunHoro Homepa. [lokymeHTUpOBaHHasa UHdopMauunsa
MOXET NpefoCTaBNATLCHA TAKMM 3aUHTEPECOBAaHHbLIM CTOPOHAaM, Kak notpebutenu, opraHbl No ceptudukaumm
M KOHTPOMUpYoLKne opraHsbl.

5.2.4 XpaHeHue u obecneyeHne COXPaHHOCTU

[okyMeHTMpOBaHHy MHOpMaLnio HEOBXOOMMO XpPaHUTb B COOTBETCTBYHOLEM dhopMare Unu Ha Ho-
cutene. Npu onpegeneHUn HOCUTENS U YCIOBUIA XpaHEeHWS opraHn3auus AOMKHa yYUTbIBATb CPOK XpaHeHUs,
YCrnoBus, B KOTOPbIX AOKYMEHTUpOBaHHas MHAOPMaLUUA XpaHUTCH, a Takke TeXHOMornveckoe pasButhe U
nporpecc B TOM, YTO KacaeTcsi obopygoBaHus u nporpaMmmHoro obecneyveHus. [Ana nHdopmauum, coxpaHse-
MOW Ha 3MEeKTPOHHbLIX HOCUTENSX, OpraHM3aluumn cnegyet yoeamTscs B HANMYUM Ha MECTAx CUCTEM PEe3epBHOro
KOMWPOBAHUS M BOCCTAHOBNEHUS.

5.2.5 ObHOBNEeHWe JOKYMEHTUPOBaHHOW MH(OpMaLUKM N ynpaBneHue U3MeHEeHUAMHN

PelueHne 0BHOBUTL JOKYMEHTUPOBAHHYH MHAOPMAaL M0 MOXKET MCXOOUTE U3 MHOTUX UCTOYHUKOB, BKIHO-
4yas aHanu3bl CO CTOPOHbI PYKOBOLCTBA, M3MEHEHUs B MPOAYKL MK, YCIyrax Unv cucTeMe MeHeKxMeHTa Kade-
cTBa, M3MeHeHMs B TpeboBaHMsx noTpebutenen, 3akoHoaaTenbHbIX UMK Apyrnx obsi3aTenbHbiX TpeboBaHKsax
WIMM U3MEHEHUS B NOTPEDHOCTAX U OXUOAHUAX COOTBETCTRYIOLLMX 3aMHTEPECOBAHHBIX CTOPOH.

OpraHuzaumu crieqyeT MMeTb MpoLecc ONs YyNpaBleHUus U3MeHeHUsIMKU, BKIYas co3faHune, aHanus,
ynpasneHue BepCUAMKN, YTBEPXKAEHWE, BbINYCK U pacnpegeneHne o6HOBNEHHON OKYMEHTUPOBAHHOW MHOpP-
Maumu. B MHOpMaUNOHHBIX LIENaxX opraHM3auun HeobXoaMMO COXpPaHATE OaHHble 06 M3MEeHEHUAX OOKYMEH-
TUPOBaHHOW MHdopMauuK. [insa obnerdeHus npouecca akTyanuiauuyM OOKYMEeHTUPOBAHHOW WMHOopMaL MK
MOryT paccMaTpuBaTbCH pasnuyHblie MeTodbl. OpraHu3auusam cnegyeT npogymMaTh BONPoc 0 HeobXxogMmMocTu
ynpaBneHus KoHpUrypaumnen CBoen JOKyMEeHTUPOBaHHOW MHdOopMaL MK, YTobbl YOBNETBOPUTE NOTPEBHOCTH
B WAEHTUMKaUUK U NPOCEXUBAEMOCTH NPOAYKUMU U YCYT.

B cnyvae, ecnu opraHusaumns MICNONb3yeT JOKYMEHTUPOBaHHY MHdOpMaUWI, yNpasnseMyro cucteMa-
MW Ha OCHOBe NporpamMmHoro obecneyeHus, el crnefyeT yNpaBnATb CBOMMW U3MEHEHUSIMU, a TakKe YYUTbI-
BaTb BOMPOCbI MHPOpMaLMOHHOK Be3onacHocTu (Hanpumep, knbepbesonacHocTs).

MpumeyvaHune — [na gononHutensHon nHgopmayun cm. MCO/M3K 27001 u gpyrine ceBA3aHHbIe C HUM CTaH-
naptel, a Takke MCO 10007.
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5.2.6 XpaHeHue u yganeHwe

Mpu onpegeneHuKn cpoka xpaHeHus 1 cnocoboB yaaneHus JOKYMEHTUPOBAHHOW MHAOPMaLMK opraHn-
3auum HeoOXxoAKMMO y4WUThIBaTL 3aKoHoAaTenbHble U Apyrue obasatensHblie TpeboBaHusa, a Takke TpeboBaHus
notpebutenen n ceBon cobcTBeHHbIe TpeboBaHua. CnegyeT Taloke YHUThIBATh XKU3HEHHBIN LMK BbiNyCcKaeMo-
ro NPoAYKTa UMW YCryru.

11



rOCT P MCO 10013—2024

MpunoxeHue A
(cnpaBo4Hoe)

MpuMepbl CTPYKTYP AOKYMEHTUPOBaHHOW MH(OpMaLMK

MCO 9001:2015 He cogepxuT TpeboBaHMIiA K MepapXxm4eckoMy MOCTPOEHMK OOKYMEHTUPOBaHHOW MHGOpMaLUNA.
OpraHv3aunm caMmuv MOryT YCTaHaBNUBaThb CTPYKTYPHYHO(ble) cxemy(bl) ANSA CBOEW OOKYMEHTUPOBaHHOW MHopMaLuuun. He-
KOTOPbIE acrneKThl CTPYKTYPHOMO NOCTPOEHUs NpuBeaeHsl B Tabnuue A.1. B cBsA3uW ¢ TeHAEHUMER K MCNOMNB30BAHWIO SMEK-
TPOHHBIX CUCTEM MEHeIXMeHTa JOKYMEHTUPOBaHHON MHCOPMaLMM NOABNAETCH BO3MOXHOCTb NPEACTaBMATL JOKYMEHTU-
pOBaHHYyH MHAOPMaLMIO B MHOTOYMCIIEHHBIX CTPYKTYPHBIX MOCTPOeHUAX. MNprBedeHHY CTPYKTYPY MOXHO COpPTMPOBaTh 1
huneTPOBaTE ANs NPEAYCMOTPEHHOTO UCMONb30BAHUA JOKYMEHTUPOBAHHON UHOPMaLMK.

Tabnuya A.1—TpuMepbl CTPYKTYP OOKYMEHTUPOBAHHOW MHGOpPMaLIMMA

noxymeHI:goaauHoﬁ dyHKUMOHanNeLHas obnacTb SauHTepecOBAHHLIS O6ecnequrC1e nggv?;;c?;grlgew
MHopmaLmMn GIOROREL ¥ekim obcnyxuBaHus

- MNonutuka B - Yenoeeueckue pecypcsl; | - MNoTtpebutenu; MonuTtuku; - Cneuundmkauum;
obnacTu ka4ecTBa; - NpoJaxu; - KOHEeYHble - uenw; - TpebosaHus;

- uenu B obnactum - W3rOTOBMNEHUE; none3oBaTeny; - nnaHsl - aKcnnyaTauMoHHbIe
Ka4ecTBa; - NPOEKTUPOBAHWE; - BHELUHWe MEPOMNPUATUIA; TpeboBaHwus;

- PYKOBOACTBO MO - 3aKymnku; nposanaepsl; - pesynbTarthl; |- OUPEKTUBEI
Ka4ecTBy; - onepauvoHHoe - obLecTBo; no ynpaeneHuno

- Npoueaypsl; hYHKLUMOHUPOBAHWE; - KOHTpoOnupytoLmne onepauuamu;

- aBTOMaTU3MpOBaH- | - MexdyHKUMOHanNbHbIE opratsl; - MPOTOKOMBI

Hble paboune NpPOEeKThI; - paboTHUKY; 3acegaHuin
npouecchl; - MeXMYHKLMOHANBHbIE - aKkuMoHepsl;

- pabo4ve MHCTpyK- | mpouecchl - opyrve

unu; 3auHTEpPEcOoBaHHbIE

- chopmer; CTOPOHbI

- COXpaHAeMble
OOKYMEHTHI (T. €.

3anucu)
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MpunoxeHue OA
(cnpaBo4Hoe)

CBE,D,EHHH O COOTBETCTEMWN CCbINMOYHbIX MeXOYyHapoaHbIX CTaHAapTOB HAUWMOHAlNIbHBIM CTaHgapTam

Tabnuuya OA.1

0B603HaYeHWe CChINOYHOTO CTeneHb COOTBETCTBMA 0603Ha4YeHWe N HAMMEHOBAHUE COOTBETCTBYIOLLEro
MeayHapo4Horo cTaHgapTa HaLUMOHanNLHOro cTaHaapTa
NCO 9000:2015 IDT rOCT P  WCO 9000—2015 «Cuctemsl

MEHEeIXKMEHTa KadecCTBa. OCHOBHbIE MONOXEHUA
1 cnoeBapb»

I pupmMmedHaHune — B HaCTDHLI.l,eﬁ Ta6rw1ue Mncnonb3oBaHoO cnenywuee ycnoBHOe 0603Ha4YeHne cTeneHn
COOTBETCTBMA CTaHOapTa:

- |IDT— MOEHTWYHBIM CTaH4apT.
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BuGnuorpadun

[11 180 9001:2015  Quality management systems — Requirements (Cuctembl MeHexMeHTa KadecTBa. TpeboBaHus)

[2] 18O 10005 Quality management — Guidelines for quality plans (MeHeaxmeHT kavecTBa. PykoBogsime yka-
3aHKA Mo NnaHam Kad4ecTea)

[3] 18O 10007 Quality management — Guidelines for configuration management (MenemxmeHT kadyecTta. Pyko-
BOASALLME YKa3aHWA N0 MEHEMKMEHTY KOHUrypaLmm)

[4] ISO/IEC 27001 Information security, cybersecurity and privacy protection — Information security management
systems — Requirements (MHdopmaumoHHaa TexHonorua. Metoael M cpeactBa obecnedeHun
BesonacHocTu. CucTeMbl MEHEMKMEHTa MHOpMauroHHoW BezonacHocTu. TpeboBaHwA)
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YK 658:562.014:006.354 OKC 03.120.10

KniouyeBble cnoBa: cUCTEMbl MEHEXMEHTa KadyecTBa, OOKYMEHTUpPOBaHHaA MHqJODMaLI,Mﬂ, OOKYMEHTbI CU-
CTemMbl MEHEO)XKMEHTa Ka4decTBa, NONNTUKa B obnacTu KayecTtea, uenn B obnactm Ka4dyecTBa, pyKoBOACTBO Mo

KadyecTBy, JOKYMEHTUPOBaHHaA npouenypa, paﬁoqaﬂ WMHCTPYKUWMA
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