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CONFIDENTIALITY

YourCompany reserves the right to refuse access to certain documents, process

information and process units on the ground of confidentiality.

Authorization for information disclosure and for plar wed wi wal

of Owner.
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DISTRIBUTION OF MANUAL
Procedure Manual is a controlled document.

Controlled copies bear the red stamp “CONTROLLED” as per Document and Data
Control Procedure; to ensure that these are controlled copies and are always

updated.

Other copies are uncontrolled. They are normally distributed to the customsg 'r
request. Distribution is restricted by commercial consideratinns and these ¢ e
not covered in the Document & Data Control Procedure re \ typdat

The distribution list is as follows:
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1.0 PURPOSE:

To establish and maintain a system for preparation, distribution control and
updating of documents related to Quality Management System 1SO-9001: 2000.

2.0 SCOPE:

Applicable to all QMS related Manual, Procedures, Work Injstrud rms
specification etc.

3.0 DEFINITION :

QMS : Qual
MR . Man:
HOD . Heac

4.0 RESPONSIBILITIES

4.1 The Managem 2 ig resp ible jor|the j ion, is
revision, and Quglity nagg ngnt M nd is
resnansible for i amendn] | igsue cuments.

4.2 n regaration, rey sioh / 4 ment and

' ariqus docume i elow:
[0 HID PROVING AUTH
OWNER
DURE/ MK HOD
SAFO 43
/ /\REL\ i
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50 DESCRIPTION :

5.1 / N

Creation of Document

51.1

Identify the need of a document N\ Y PERS /
5.1.2

Locate the person(s) for writing the do ent and {lisqguss 1

requirements to be included in the document.
5.1.3 ntified

Prepare the draft thpr

5.1.3.1 | Procedure Docun be prgpared Tid \ﬁ standard
format giving

v Purpose

p blpck with evant details oh t#.
iven on this thee procedure/
ified by doc imler, Iss imber &
at |eft| hang carner

-—~p —-

1.3 | rocedur iust h
1 page o ' docu

shal
ked

Z(H#
XX

» dept./fform

Warm (starting from 00)

not be marked with issue number.

ore 2, the current page number and total
pag\2q -) is also marked in addition to the
XXXrY-Z2Z/## (Page -- of --)
a .0g Books have document number on their cover pages. All
r/Log Books are serially numbered.
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Receive the draft document from the Author.
5.1.6
Review the draft document with affecte
personnel/ depts.
5.1.7
Finalize the document and put up for
approval
5.1.8 Approvi
Approve the docur @ Authori
(See 4.4 a
5.1.9 MR SYS-H
Enter the details ¢r"'Doc t No., Title &
Issue No. in the Master ter of documer|
5.2 \ /
5.2.1. MR
nt tp th| fon(jerned Dept.
ctior|s, il [ny.|[Ensure|that
~documen |(otf)er than form)/
CON|[RO| [ED | and Master
EN”[in R{ d In k.
nts ¢ yailifble| n Spftqopy
cont pllell w| [d is|replace
s bq hg c¢ony plled by MR.
“is th{ lonly h| |d cdpy |of an
initig \d in ben on feach
r.
MR SYS-F-04
fisy pin ter Reg is};/
5.2.3 HOD
i nent{ from| R. /
5.2.4 -do- SYS-F-05
ter the detail of dg e )
epartment Do{ umen ster.
-do-
cum arp/ 1 place to
ferepce by concerned.
-do- SYS-F-05
ion of document in the
ument Control Register.
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5.2.6 2 9YS-A
Maintain a list of National and International
Standards used for QMS. Keep them updated
through regular interaction with stande
Bodies. /\
52.7 Maintain records of documents of exter{4( HOD SYS-F-06
origin e.g., various standards manual ,
journal etc. Keep 1"
5.3
Document Chang ns e
5.3.1 Any Indiv SYS-H
Send request for ¢ document to
MR.
5.3.2 Discuss the change prop with concerneq MR /
departmenfs Hea d forward [to th
o " 'ng depa nt
5.3.3
ste Hto5.1.
534 the d of ddcu t npvision jin the MR 9
ion col in thg| Ma| pr Hegister|and 9
the re | docymer [to|he dqame
ns to 1 prigihally fiss| gd.
- after mend| hen in he revision
cunmpent issue hanges| to
isshe n ]
5.3.5 HOP”
ov( |obs /inva docu ents from th
to lsei 1§ De| irtme
HOD SYS-F-05
d lete| xqumgq s to along with
oV, dvic
5.3.7 l)/ MR
ep 6ne obsol te cog sta d a
BSOLETE” in{ wrghiv| brr 9733 and
stroy other o| spletd bpie
L HOD
ia mg herever
ir}a/ and
v of QMS Documents
ant documents under
ns:
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Addition of any new processes to the
exiting level
Any situation requiring review.
5.5.2 N
If any new document is required, follov «ép MR
5.1 onwards.
55.3 MR
In case any amen isting
documents is reqL step $.3{1 -~
onwards.
554 MR
Review all docume «ts o two years for
continuing suitability an e revised
documents as per|step 5 onwards, whef
6.0 Re
6.1 r of{|Do el ts - F-04
R Z 1 & R4moy M Af|vise F-05
K “Extel|nal| prig| p F-06
E ang¢p in| locy meng F-07
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