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CONTROL OF DOCUMENTS 

Aim of the Procedure 
The aim of the procedure is to describe the structure of the Management System 
documentation and to ensure that all documentation is clearly identified and sufficient 
control is exercised to ensure that the latest issues of documentation are brought into use 
quickly and efficiently. Also to describe how to maintain, monitor and dispose of Records 
for information collected during the company’s processes. 

Responsibilities for Documents 
Management Representative – Management System Manual and Procedures 
Management Representative - Internal forms and quality documents 
 
It is the responsibility of all personnel who create and/or store documentation and data to 
ensure that the data is maintained up to date, meets the requirements of the 
Management System and is suitably protected/backed up so as to prevent loss or 
damage. 

Document Structures 
The documentation is organised into three distinct levels. 
Level one is the System manual, a broad outline of the company’s policy on each of the 
sections in the standard, who is responsible for the applying the policy and a brief 
description of the methods we use to meet the policy. 
Level two is the Company Procedures, are detailed procedures or systems that are 
fundamental to the Management System or apply across the departments within the 
company. 
Level three is the Forms and Records, the standard forms and records that are kept by 
departments to provide the information necessary to monitor and control the Quality 
System.  
It is worth noting that included in records are drawings, specifications, external standards 
and electronic data requiring control. 

Document Procedures 

The System Manual 
Structure -  The System Manual cons ists of  f i ve  sect ions,  one for  each of  the sect ions  

of  the ISO9001 Standard.  These are numbered to correspond to the sect ions  of  the 
s tandard.  

Cont ro l  -  There is  one contro l led copy o f  the Management System Manual  wh ich is 
kept  e lectron ical ly on the SharePoin t  system. 

Copies of  the Manual  – Any copies other  than that  on the  company SharePoin t  system 
are uncont ro l led.  Any pr in ted copies  are a lso assumed to be uncontro l led.  

Changes to the Manual  -  A l l  changes to the Management  System Manual are act ioned 
by the Management  Representat ive  or thei r  des ignated representa t ive.  The lates t   
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changes made are highl ighted using Microsof t  Word track ing;  th is c lear ly shows the  

changes made since the last  issue.  On ra is ing a new issue ensure tha t  the previous 
change is  accepted and restored to normal pr int .  

Main tenance of  the Manua ls -  When a sect ion of  the Management Sys tem Manua l is  
amended i t  is  saved to the master  fo lder  on the company computer  system wi th a 
new issue number.  The old vers ion is  removed f rom the sys tem. 

 Company Procedures 
Structure -  The Company Procedures cons is ts of  indiv idual  documents re lat ing to a 

spec if ic  procedure or  systems. Each procedure is ind iv idual ly ident i f ied .  
Each procedure also has an issue number  unique to that  par t icu lar  vers ion,  any 

changes resu l t  in  a new issue number.  
Cont ro l  -  There is  only one cont ro l led copy of  a Qua l i t y Procedures held e lec t ronical l y 

on the company SharePoint  system.  Al l  pr inted cop ies are uncont ro l led.  
Copies of  the Procedures -  Caut ion must  be exerc ised when copies of  the Procedures  

are taken ,  these copies are not  mainta ined.  Any hard copy of  the procedures is 
deemed to  be an uncontro l led copy.  

Changes to the Procedures  -  A l l  changes to the Company Procedures Manua l are 
act ioned by the Management Representat ive  or their  des ignated representat ive.  
The lates t  changes made are h igh l igh ted us ing Microsof t  Word t rack ing;  th is  c lear ly 
shows the changes made s ince the last  issue.  On ra is ing a  new issue  ensure that  
the  previous change is  accepted restored to normal pr int .  

Main tenance of  the Manua ls -  When a Company Procedure is  amended i t  i s  published 
to the company SharePoin t  system wi th a new issue number.  The o ld version is  
removed f rom the system and arch ived.  

Internal Forms 
Structure -  Forms for  use throughout the company that  form par t  of  the company 

record sys tem must be ident if ied  and con t ro l led in a manner s imi lar  to  the company 
manuals .   

Cont ro l  -  A l l  forms that  are par t  of  the company Management  Sys tem must be  
subm it ted to  the Management Representat ive or  the i r  depu ty f or  approva l  before 
be ing made avai lab le as  maste rs on  the company computer  system. I f  you are 
creat ing a new form obtain  a su i table form reference number before submit t ing the 
master  fo r f i l ing.  When new forms are issued,  a l l  obso lete  forms are removed f rom 
the  system i f  necessary.  

Copies of  the Forms -  Do not  photocopy the forms f rom secondary copies un less you 
have  checked the cur rent  issue number with the computer  master .  

Changes to Forms -  Changes to forms can be act ioned  by anyone.  The amended form 
must  be presented to the Management  Representat ive or  their  des ignated 
representa t ive for  inclus ion in the master  forms fo lder on the computer  system. The 
old e lect ronic vers ion of  the form is  moved to the archive fo lder .  

The dec is ion to  remove a l l  unused forms in the system is  made by the Management 
Representat ive .  I f  the  change is cr i t ica l  then al l  unused forms wi l l  be dest royed 
and replaced.  Otherwise o ld f orms wi l l  be used unt i l  they are exhausted.  
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External Documents 
Customer drawings and specif icat ions are held and cont ro l led by the Management  

Representat ive .  
Legis lat ive documentat ion is he ld and cont ro l led by the Management Representat ive . 

Responsibilities for Records 
All employees shall ensure the procedures are adhered to and the system records are 
maintained at all times. 

Procedure for Records 

Maintenance of the Records 
Responsib i l i t y for  rais ing the records is as  s tated in  the re levant  processes descr ibed  

in  the qua l i ty sys tem.  
Responsib i l i t y for  mainta in ing the completed records is  as sta ted on the DOCMAS01 

Document Master  Record.  
Conf ident ia l  records shal l  be kept  in a secure locked f i l ing cabinet  or ,  i f  e lectron ic ,  in  

a rest r icted  access fo lder  on the company server .  

Monitoring of the Records 
Moni tor ing of  the informat ion in the records is at  the Management Review meet ing.   
Moni tor ing of  the condi t ion and completeness  of  the records is the respons ib i l i t y of  

the  persons named in the re levant  processes of  the qua l i ty sys tem. 

Disposal of Records 
Disposal is  carr ied out  at  the interva l  recorded on the DOCMAS01 Document Master  

Record and is  the respons ib i l i t y o f  the named person on the form.  Conf ident ia l  
records sha l l  be shredded or  dele ted f rom the computer system.  

Electronic Records 
All  e lectron ic records  are held on a  remote hosted server , backups and d isaster 

recovery are the responsib i l i t y o f  the prov ider  of  the serv ice.  

Related Documents 
DOCMAS01 -  Document Master  Record 

Document History  
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