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Document Levels Explained
A clear document structure helps organizations avoid over-documentation, reduce confusion, and ensure people have the information they need to do their work. This guide explains common document levels and their intent.
Level 1 – Policies
Purpose:
Set direction and intent.

What they answer:
- What do we commit to?
- Why do we do it this way?

Examples:
- Quality Policy
- Safety Policy

Key rule:
Policies should be short, stable, and rarely change.
Level 2 – Procedures
Purpose:
Define how the system operates.

What they answer:
- Who does what?
- When does it happen?
- What are the key controls?

Examples:
- Document Control Procedure
- Corrective Action Procedure

Key rule:
Procedures define responsibility and flow, not task detail.
Level 3 – Work Instructions
Purpose:
Guide how specific tasks are performed.

What they answer:
- How is the work done?
- What tools or methods are used?

Examples:
- Machine setup instructions
- Inspection steps

Key rule:
Work instructions should live where the work happens.
Level 4 – Records and Forms
Purpose:
Provide evidence the work was done.

What they answer:
- What happened?
- When did it happen?
- Who did it?

Examples:
- Inspection records
- Training records

Key rule:
Records prove execution; they do not provide guidance.
Important Reminder
These levels are a thinking aid, not a requirement. The right structure is the one that supports daily operations and adds value. Documentation should be shaped by how the business works — not the other way around.
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