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1.0 Control of Documents

The Document Control Center (DCC) is the custodian and source for

Some documents are received,
Documents are approved by
Document changes are

documents are
QMS documents are

Some types o 7

Other tyipes of data are

(Your Co) has controlled documents that are required by th lity management system.
A documented procedure has been established to define (Qn Is needed to:

a)
b)
c)
d)
€)
f)
9)

h)

2.0 Control of Re r@

Information creat ing the operation of the QMS is retained in hardcop
I %ecords and reports are controlled to

format, microfiche

Records are available for

Customers and regulatory authorities according to

review. by
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Quiality records will:

&

to use to

3.0 Required Records, Recordkeeping and Storage

The Company shall determine the required records and the recordkeeping sy
obtain, store and retrieve records. The records shall be in English and com
The record content shall include

aintenance record entries for
rocedures. The entries may
rier. The procedures, forms and

an air carrier shall be completed according to the air carri
include the use of forms specifically required by the aihca
records may differ from those normally used. The p

ections, the records shall include

airs according to DER approved technical data, a copy of FAA
Form 8110-3 shall be in%@d in the records package. DER approved technical data shall
require additional FAA approval when used for major alterations. (See FAA Order 8110.37,
Designated Engine%g Representative (DER) Guidance Handbook, for DER authorization).

in a work package may include, but are not limited to:

rds shall be made available to the FAA and the National Transportation Safety Board
TSB). Records shall be organized for easy retrieval. Procedures shall describe
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3.1 Electronic Recordkeeping Systems

When an electronic recordkeeping system is used, directions about how to use the sys
be available to each person using the system. The electronic system shall ensure

SO

This is accomplished by an operation manual that contains a procedure for:

a)

A N

f)

The Company shall address guidelings and requirements for electronic signatures according to

This is accomplished by~ W)

50f6
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3.2 Storage ‘\66

1 Responsibility |
1.1 Owner

Prepare Box for Storage

1.2 DCC Clerk
1.3 DCC Clerk

1.4 DCC Clerk

1.5 DCC Clerk

1.6 DCC Clerk

1.7 DCC Clerk
1.8 DCC Clerk
2 IF

2.1 Destroy/review

date unknown
3 IF

3.1 Request for box

3.2 |Requestor does

own box
3.3 DCC Clefk ~

€ Clerk

3.4

cP@
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Instructions on how to fill out the DCC Request Form

The person requesting the document(s) does the following:

TEEE R
\)

In the section "For:" -
If the document is for a Customer
If the document is for any Production or Inspect
If the document is for any Manager or Engineer

Where it says "Job Number" -
Where it says "Storage Box Number" -
Where is says "Name" -
Where is says "Department” -
Where it says "Production Supervisor" -
Where it says "Supervisor's Initial's" -
Where it says "Needed By" -
Where it says "Requested Item(s):" -

The DCC Clerk fills out the rest of the form.

Where it says "E.O.'s against item" check

e ——
Where it says ""ltem Stamped "Being Revised™" ch_

A%

Wher tsays €0 ner

Where it says "Date of release/issue".e

Where it says “Revised Review/D@(r.gy Date” - enter ||| G
Where it says “Revised %:e%w xaed |
@))5 Form Rev: Orig
h
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| | - B
P\
N
O
AN
R\
ey
<
RN
O)U
N
6 )
AQ
RS
\§\
s
(\') R
O
VV
_O°
XN\
. ON
N
nw
G)‘(
X
WO
@O—
x\\/
_ A0
A\\\b
S
>
)

Form Rev: Orig

*



DOCUMENT REVISION STATUS
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Document Update Notice
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Instructions for filling out the DCC Document Update Notice

check

For a new document (drawings with a revision - or orig.
For documents with a new revision check
Under the box "NEW REVISION" write-in

@ .
For a Customer document check ||| |GG ‘\6

In space provided under the section "CUSTOMER DWG NUMBER", writeq\
ﬂ N

Q
O
6&

Write in
Write the
Write the
Write the
Write the

<&
e it

O

>

Write in the areas where
Write in the
It is DCC’s responsibility to retrieve and u t&&cuments. When the old document has been
returned to DCC, write

o -
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