Procedure
Quality Manual Control P4.2.3-3
Rev. F

Approved By: Mike Orsini, Quality Manager

Purpose: To control Quality Manual Documents
Scope: All Quality Manual Documents.
Authority: The VP and Quality Manager have the authority to change or modify this procedure.

Reference Documents and Records
e Policy Element 4.2.3 Document control
e Quality Records Procedure P4.2.4

Change History

Date Change Rev By

07/10/96 Added handwritten changes to B MO
procedure.

01/02/97 Updated handwritten changes C MO

08/10/01 Added note to paragraph 1 of D MO

handwritten changes to include
expiration date or period of validity for
the change

10/21/2002 Updated to 1SO 9001:2000 and added E MO
“readily identifiable and legible” as
requirements for control.

9/27/08 Removed reference to procedures F Cw
stamped controlled in red. Clarified
electronic control.
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Quality Manual Control P4.2.3-3 Rev F

Quality Manager

Approval Authority

Is notified or determines need to modify a Quality Manual policy
or procedure or develop a new one. Note: Documents are only
considered controlled if they are readily identifiable and legible.

'

Assigns responsibility to change or modify this procedure.

'

After change is complete, reviews change with Authority stated on old

policy or procedure.

'

Have Authority sign and date new, changed or modified procedure.

Save the electronic version in the ISO procedure folder on the —
network. Place the last revision in the obsolete folder.
Check Master QA Manual for controlled copies of old policy or
procedure. Remove old policies and procedures from Master QA ¢~ -

Manual and destroy.

'

Insert the new policies and or procedures into the Master Quality
Manual.

}

Create a .pdf file for the newly created policy or procedure and post
to the internal QCI Network\ Quality Procedure Manuals folder.

l

Notify updated posting of procedure or policy change to
supervisors and management via email

e —— e— —— —

The authority on the document may
make pen and ink changes to policies
and procedures. Line out old
information and write in new
information. Initial and date the
change. Use Master List of Quality
Systems Documents to locate all
copies of the updated document and
update in the same manner. Hand
written changes must include
authorized signature and date including
either the expiration date or the period
of time that handwritten change is valid.

If the document is controlled
electronically, once the
changes have been made, the original
handwritten and signed document may
be discarded. The revision log for the
document will then serve as the change
history with authority for change listed
on the document. Electronic
Documents will NOT contain the
signature.

END
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