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1. Purpose

This procedure defines the methods that will ensure that the right document is in the right place at the right time. Revision control, standardized approval and methods for making organized changes contribute to this purpose. This procedure also defines the methods to control quality records.
The scope of ABC’s document control system includes the quality manual, all procedures required by the manual and other quality documents including customer contracts and communications. The procedure also addresses how quality documents are controlled and distributed outside of the company using transmittal systems.

1.1. quality document

Documents and procedures required by the quality management system. Quality documents describe how requirements are met.
1.2. quality record

Records are a specific type of document with specific controls and provide evidence of conformity to requirements. Quality Records record that something happened like a decision, a measurement or an event.
2. Responsibilities 

2.1. Management Representative

2.2. Quality management system coordinator
3. Procedure

3.1. Review and approval
The President is responsible for the review of the quality manual and designates approval with a signature on the history page. All other procedures that are part of the quality management system are approved by a member of the management team who is responsible for the function covered by the procedure. The manual and each procedure are reviewed annually at a minimum and most often directly after the conclusion of the internal audit of the specific procedure.

3.2. Revision control

Each procedure is marked with a revision number and an effective date. Managers may choose to distribute the procedure before the effective date. 

The Quality management system coordinator collects the obsolete revisions before the effective date and destroys them.
3.3. Master List of quality procedures

The Quality management system coordinator maintains the master list on ABC servers. Any employee can view the list to assure that the procedure in hand is the most current document. The management Representative and the coordinator have direct access to update the list.

Drawings released for production are also on the Master list. This portion of the list is updated and controlled by the Detailing Manager.

3.4. Distribution and Access

Each procedure lists the distribution on the first page. This list aids in the retrieval of obsolete versions and also assures that people with responsibilities in those procedures can refer to them as they work.

3.5. Transmittal system

Quality documents and records that travel outside ABC are tracked in the transmittal log and are accompanied by a transmittal sheet. The log records the intended receiver, the document/record and the revision level or date of the document/record. The quality management system coordinator keeps this log. The system is used for distribution of drawings, specifications, procedures, standards and records going to customer, subcontractors and suppliers with these exceptions:
The RFI system is maintained and controlled separately and is initiated at the contract review stage.

Purchase orders are tracked and controlled by the purchasing manager using the unique number assigned to each PO and supplier/subcontractor combination.

3.6. Quality Records

The quality records generated by procedures of the quality system are identified within the respective procedures and work instructions. The retention time, identification, storage and disposition requirements are also detailed. These quality management system records are generated by requirements in the quality manual and the requirements are detailed here:

	Quality record
	Storage
	retention

	Management review record
	President
	Three years

	Internal audits
	Management Representative
	Three years

	<include other records here>
	
	


The records are destroyed at the conclusion of their retention times.
4. Quality Records

4.1. Master list
5. References
 
none
6. Revision History

Changed paragraphs are marked with a bar in the left margin. General descriptions of changes are noted below.

	No.
	Date
	Description

	1
	10/5/04
	Original issue

	2
	12/1/04
	Added the separate control of purchase orders to the Purchasing Manager and the specific disposition of quality records generated by the quality manual


Commentary:
Many firms choose to create a portion of an administrator’s responsibilities to assist in maintaining document control. Other firms decide to distribute document control responsibilities to each area for their own documents, but following a general procedure like this one.
Any method to designate revisions may be chosen. It is not necessary that a number or a date or both are used. Effective dates are one choice that allows you the advantage to distribute a procedure for familiarization before everyone is expected to be compliant.

�A clearly defined purpose is required by the Standard. A scope is not specifically required by the Standard. Some firms add a scope section which can be helpful to better define when and where the procedure is applied. A well defined Scope statement can also help prevent the procedure from beign used in situations where it was not intended to apply. Consider combining the information in the purpose and scope if you want just one heading that includes both as has been done in this template.


�create a list here so that members of your team have a quick reference to see if their position description has responsibilities in this procedure. The titles and positions must be adjusted to reflect your organization and the titles that actually have responsibility in your administration. 


�Here is where you define how to perform the procedure and execute the requirements.


�Records and forms that are generated when this procedure is used.


�Other procedures, work instructions, documents or portions of the quality manual that relate to this procedure.


�The detailed revision history table is not required. Some firms find that it is helpful to be able to keep a simple record of where their system has changed. A bar next to the changed text is the most common and simple method of assuring that " The revision will be clearly identifiable on all manuals and procedures and there will be a method for monitoring and identifying the latest revision" ¶8.3 
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