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1.0 PURPOSE Q"

This procedure defines the requirements for the control of documents within the quality management s @‘l
(QMS). The scope of this procedure is to control documents specifically defined in section 3.0. $

The following documents are not subject to this procedure:

<

2.0 THEORY

Documents must be controlled so that only reviewed and approv \?ormation is released and used by
employees. This ensures

3.0 DOCUMENT TYPES Y

The Document Control Center maintains documented inform&tion to ensure

Handbook:

QMS Procedures:

General Work Instr

Inspedtion Instructions:

0\
3.5. &orms:
A@e artment manager or area supervisor

Q.G. Records that are created for tempora

retention of miscellaneous information are
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4.0 QUALITY HANDBOOK .
4.1. Creating the Quality Handbook \é@
D

The Qualiti Handbook has been established by top management of the Company, which inclu

o)

indicated by

4.2. Review and Approval

The Qualiti Handbook is reviewed and aiiroved bi toi manaiement before release. ArpS

4.3. Distribution \A
The Quality Handbook is distributed electronically through the Company's interne @Wer.
The Document Control Center may

In some cases, a hardcopy of the Quality Handbook ma

Each employee must

4.4. Change Control Q
Any employee may request a change to the Quali

5.1.
QMS

5.2. Review Approval

QMS Proce s are reviewed and a

@ Distribution
QMS procedures are distributed electronically through the Company's internet server and/or via the intranet.
A I
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In some cases, a hardcop

Each employee must

\\
5.4. Change Control &O

Changes to QMS procedures are performed in the same manner as the Quality Handbookb

6.0 GENERAL WORK INSTRUCTIONS \QQ)

6.1.  Creating New Work Instructions
Where necessary, work affecting quality is

NOTE REGARDING JOB SPECIFIC WORK INSTRUCTIONS%
i i iven job, which

6.2. Review and Approval
Work instructions must be reviewed and a

6.3. Distribution

General work instructions are '@ggted electronically through the Company's internet server and/or via the
niranet_The Document Coirck Denior may riair (N

Each employee must

6.4. e Control

Cha ito general work instructions are performed in the same manner as the Qualit
W neral work instructions are changed,

Handbook.

7.0 INSPECTION INSTRUCTIONS

7.1.  Creating New Inspection Instructions
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New inspection instructions are developed by or under the supervision of the Responsible Authority usin

NOTE REGARDING JOB SPECIFIC INSPECTION INSTRUCTIONS:

Engineering may develop inspection instructions that are specific to a

7.2. Review and Approval @
Approval is indicated b

7.3. Distribution

Inspection instructions are distributed electronicall
The Document Control Center may

In some cases, a hardcop

7.4.  Change Control \/
Any employee may request a change to ins A instructions b

8.0 FORMS @Q\

8.1.  Creating New Forms
Forms undergo a stream 'ne@reation and control process. Any department manager or area supervisor ma

and Approval
e reviewed and a
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8.3. Distribution

Forms are made available through the Company's internet server, intranet or Document Control Center. Th
ma

N\
8.4.  Change Control }ﬁo

Any employee may submit a Request for Change to the appropriate area manager responsible for the form
and %

9.0 EXTERNAL DOCUMENTS Q\

91. Some external (third party) standards or specifications ma

9.2. Third party specifications and engineering drawingsq, including those of the Customer, are controlled

according to the QMS-02 Configuration Manageme ecedure. Where control of an external document is

*

N\
10.0 PERIODIC RE- CI'_)UATION OF DOCUMENTS

The entire set of quality do@e tation is subject to continuous improvement. Change control documents are
filed as needed to requ hanges or updates.

11.0 CONTRO&)F RECORDS
11.1  The con@ for each type of record are defined in Appendix A of this procedure.

11.2 Th ’Sod "controller" must

ecords for active contracts are

11.4 The Document Control Center
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11.5
11.6

records are

11.8
11.9

Records are

11.10 Electronic records are

11.11

11.12

11.13

Left blank intentionally %Q

Records that are discarded after retention shall _

Records are available for review by the Customer and copies

Local computer data that is stored on company computers must

When making corrections to written record entries, the er

Correction fluid or correction tape is not to be used o

The Company does not require vendors to maintain records for the Companysfastead, e

quality records.
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APPENDIX A: RECORD RETENTION MATRIX
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