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Section 2: Quality Management System Workbook 
 
This ISO 9001 Quality Management System workbook is an 
implementation tool and is intended to make your project as 
easy as possible when implementing an ISO 9001 compliant 
Quality Management System. The first steps in the process of 
implementing your quality management system is for the 
Management Representative to become familiar with the: 

 
V ISO 9001:2008 Standard 
V Quality Management System Procedures and Record 

Templates 
V Implementation and training presentations 
V Guidebook 

 
There are eight stages to the implementation process which 
include relevant checklists and implementation tools at each 
stage. This workbook can be used and completed as part of 
your implementation process. 
 
The following training guides are included to be used in 
conjunction with this guidebook: 
 

V Guide to the Process of Implementing an ISO 9001 
Compliant QMS 

 
V Introduction to ISO 9001 Presentation 

 
V With You All the Way ISO 9001 Quality Manual 84 Slide 

Presentation 
 
V Internal Auditor Training Guide Clause 4 Quality 

Management System 
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Section 3: The Project Plan  
 
Responsibility:  
 
Senior Management 
Quality Management System Steering Team 
Management Representative 
 
Senior Management should identify a steering team for the 
project. It should be made up of managers from the different 
areas of the organisation. The purpose of this team will be to 
assign resources and responsibilities for the project as well as 
providing leadership for the project.  
 
 
Complete Form 1 
 

Senior Management Team 

Job Title Name Role in Team 

Managing Director  Chairman 

Site Director  Deputy Chair 

Operations Manager  Operations Reporting 

Quality Manager  Quality Reporting Management 
Representative 

Planning Manager  Planning and Capacity Reporting 

Distribution Manager  Distribution Reporting 

Maintenance Manager  Services and Engineering 

Provision 
Finance Manager  Financial Reporting 

Human Resources 

Manager 

 Resource reporting 
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Complete Form 2 
 
 

ISO 9001 Implementation Steering Team 

Steering Team Member Name Position 

Management Representative   

   

   

   

   

   

   

   

   

   

   

   

   

 
 
The Steering Team should now meet to become familiar with 
this ñISO 9001 Quality Management System Implementation 
Workbookò and to discuss and commit to the ñISO 9001 
Implementation Planò  
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You will find the excel file ñISO 9001 Implementation Planò in 
the implementation tools folder 
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Section 4: Introduction to ISO 9001:2008 Quality management 
System Requirements 
 
ISO 9001 is the only ISO 9000 standard for which certification 
can be gained. It is intended for use in any organization 
regardless of size, type or product including service. It provides 
a number of Quality Management System requirements which 
an organization needs to fulfil to achieve customer satisfaction. 
It includes a requirement for the continual improvement.  
 
For organisations with an established management system you 
can choose to use our Quality Management System Template 
and then follow our guide from Section 6 Quality Management 
System Template. 
 
 
Our PowerPoint training guide ñIntroduction to ISO 9001 
Presentationò should be used to introduce ISO 9001 to your 
employees. 
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Section 5: Implementing ISO 9001 Starter Guide 
 
For businesses without an established Quality Management 
System we suggest following our eight stage Implementing ISO 
9001 Process otherwise go to Section 6: Quality Management 
System Template and use our tailor made system then follow 
Section 7: ISO 9001 Gap Analysis to assess the compliance of 
your system. 
 
Process of Implementing a Quality Management System  
 
Section 5: Stage 1 - Define your purpose of your company 
Section 5: Stage 2 - Define your Policies and Objectives 
Section 5: Stage 3 - Determine the processes in the your 
company 
Section 5: Stage 4 - Determine the sequence of the processes 
Section 5: Stage 5 - Define process ownership 
Section 5: Stage 6 - Define Process Documentation 
Section 5: Stage 7 - Define the Activities Within Each Process 
Section 5: Stage 8 - Define Monitoring and Measurement 
Requirements 
Section 5: Stage 9 - Define the resources needed
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IS0 9001 Manual First Stage of Implementation Process 

 
Stage 1 Form 1 Define the Purpose of your Organisation - 
Senior Management to Complete 

 

Action 
(i) 

Formulate a checklist of Customers and Potential Customers  that 
meet your defined purpose 

Customer/Potential Customer 
Record Details of your action 
and findings   

  

  

  

  

  

  

  

  

Action 
(ii) 

Interview Customers and Potential Customers Sales and Marketing 
Managers - Feedback to the Senior Management Team  

Customer/Potential Customer 
Record Details of your action 
and findings   
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Action 
(iii) 

Check with Customers to ensure  your understanding of their 
requirements 

 Customer/Potential Customer 
Record Details of your action 
and findings   

   

   

   

   

   

   

   

Action 
(iv) 

Senior Management Team determine the requirements for the quality 
management system  
 

Requirement  
Record Details of your action 
and findings   
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Section 5: Stage 3 Process of Implementing a Quality Management System 

 
 

Determine the  processes in the 
your company

Determine all the processes 
needed to produce the desired 

outputs. These processes include 
Management, Resources, 

Realization and Measurement, 
Analysis and Improvement

oDetermine the processes 
needed for achieving the 
intended outputs. These 
processes include : 

oManagement

oResources

oRealization oMeasurement

oAnalysis

o Improvement

o Identify all process inputs 
and outputs, including your 
suppliers and customers 
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