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1.
PURPOSEPRIVATE 


To define the procedure for effective control of documents to ensure that all controlled documents in the company are current and are available at locations of use.

2.
SCOPE


This procedure is applicable to the following documents:


.
Quality & Environmental & Safety Manual (QESM)


.
General Procedure (GP)


.
Quality Procedure (QP)


.
Environmental Procedure (EP)


.
Safety & Health Procedure (SP)


.
Process Control Plan (PCP)


.
Operational Control Plan (OCP)


.
Work Instruction (WI)


.
Drawing

.
External Standard/Document


.
Record

3.
REFERENCES


Quality & Environmental & Safety Manual Section 04

4.
RESPONSIBILITY

4.1
The Management Representative (MR) shall be responsible for the control of the Quality & Environmental & Safety Manual, General Procedure, Quality Procedure, Environmental Procedure, Safety Procedure, Environmental Management Programs, Safety Management Programs, External Standards, legal and Regulations.
4.2
QA Department Head shall be responsible for the control of Process Control Plan, Operational Control Plan and Work Instruction.
4.3
Engineering Department Head shall be responsible for the control of Drawing and External Standard/Document.

4.4
Document Holders/Custodians shall be responsible for proper keeping their copies.

4.5
All Department Heads shall responsible to inform the amendment of the format of Record to Management Representative.

5.
PROCEDURE

5.1
Levels of Document


There are three levels of document:


.
Level I: Quality & Environmental & Safety Manual


.
Level II: General, Quality & Environmental & Safety Procedure

.
Level III: Drawing, Process Control Plan, Environmental Management Programs, Safety Management Programs, Operational Control Plan, Work Instruction, Record, External Standard/Document and others.

Control of Quality Manual & Quality Procedure

5.2.1 The Management Representative shall keep a Master-List of Documents & Revision Status (Attachment GP1.1). 

5.2.2 MR is responsible for issuing, assigning document numbers in accordance with Document Numbering System (Attachment GP1.2) and controlling the amendments of documents.

5.2.3 All the Procedure shall be initiated in accordance with Procedure Format (Attachment GP1.3).

5.3
Approval and Issue of New Manual & Procedure
5.3.1
The Management Representative shall review all new documents thoroughly before submitting to the Director for approval. An authorization sheet and a revision status sheet shall be attached to and form part of the document.

5.3.2 The Management Representative shall prepare the Distribution List (Attachment GP1.4) for the newly generated document before issuing. MR shall also update the Master-list of Document.

5.3.3 MR shall assign a document number and a copy number for each document. 

5.3.4 MR shall keep the master copy of the document and distribute the other duplicated copies to all authorized holders as listed in the Distribution List. Holders shall acknowledge receipt on the Distribution List.

5.3.5 The master copy file of Manual & Procedure shall be identified with "MASTER COPY" on the cover of the file.

5.3.6 All pages of duplicated Manual & Procedure issued shall be affixed with the blue color "CONTROLLED COPY" stamp in front of the copy (Attachment GP1.5).

5.4
Amendment of Manual & Procedure
5.4.1
To initiate an amendment, the requestor shall raise the Document Amendment Request Form (Attachment GP1.6) stating clearly the reason(s) for change and the recommended changes to be made and forward it to the Management Representative for reviewing. 

5.4.2 MR shall endorse the request, and then submit to the Director for approval.

5.4.3 If the request is approved, the Management Representative shall prepare the amended pages of the document and recall the issued document from the holders. 

5.4.4 Revision status shall be updated for all pages of the amended procedure (even though there is only single word to be amended or added up or deleted).

5.4.5 MR shall amend all the copies of the document and update the revision status sheet at the front of each document and return to the authorized holders. MR shall inform the holders of the latest change.

5.5
Obsolete Document of Manual and Procedure
5.5.1 All Document Holders are responsible for keeping their documents and returning the obsolete copy promptly to the MR for disposal if any amendment/cancellation.

5.5.2 MR shall keep only one copy of obsolete Manual & Procedure for future reference. The old revision shall be affixed with “OBSOLETE”.

5.6
Control Of Drawing
5.6.1 QA Department Head shall keep and maintain all master copy of product Drawing issued by the customer. 

5.6.2 The Drawing Master/Distribution List (Attachment GP1.7) shall record all Drawing. 

5.6.3 All issued Drawing for production purpose shall be approved by the Sales Coordinator.

5.6.4 All Drawing issued shall be affixed with the blue color "CONTROLLED COPY" stamp. The records of issue shall be kept.

5.6.5 The amendment of Drawing shall be made by customer due to the change of specification.

5.6.6 When amendments of Drawing were made, the QA Department Head shall update revised Drawing in the Drawing Master/Distribution List. The old revision shall be marked with “OBSOLETE”. 

5.6.7 When the new revision is issued to the holders, the obsolete Drawing shall be retrieved and destroyed, or kept for reference.

5.7
Control of Process Control Plan/Operational Control Plan/Work Instruction (PCP/OCP/WI)
5.7.1 QA Department Head shall approve the PCP/OCP/WI.

5.7.2 QA Department Head shall issue PCP/OCP/WI.

5.7.3 PCP/OCP/WI shall be at the location where tasks are performed.

5.7.4 The Control Plan Master/Distribution List (Attachment GP1.8) and Work Instruction Master/Distribution List (Attachment GP1.9) shall record all PCP/OCP/WI.

5.7.5 The amendments of PCP/OCP/WI were initiated by customer for modifying the products.

5.7.6 Internal and external new requirements or changes shall be used as the basis for the amendment of PCP/OCP/WI.

5.7.7 When amendments of PCP/OCP/WI were made, the QA Department Head  shall update revised PCP/OCP/WI in the Control Plan Master/Distribution List and Work Instruction Master/Distribution List. The old revision shall be marked with “OBSOLETE”.

5.6.8 When the new revision is issued to the holders, the obsolete PCP/OCP/WI shall be retrieved and destroyed, or kept for reference.

5.8
Control of External Standard/Document

5.8.1 All external generated documents shall be registered in the External Standards /Document Master list and centrally kept in the QA Department Head for reference by those who needs them.

5.6.9 All External Standards/Documents issued shall be affixed with the blue color "CONTROLLED COPY" stamp. The records of issue shall be kept.

5.8.2 Amendments to all external generated documents are done by the author/ publisher through a new edition. When a new edition/amendment is published, the QA Department Head shall make arrangements for their purchase. All obsolete copies if kept for reference shall be affixed with “OBSOLETE”.

5.9 Control Of Record

5.9.1 All Department Heads shall inform the Management Representative upon the amendment of the format of all Records.
5.9.2 When amendments of the format of Records were made, the Management Representative shall update revised Record in the master copy and all distributed copies.
5.9.3 The obsolete Record shall be retrieved and destroyed.
5.9.4 The Master List of Records shall be prepared in accordance with the Control Of Records Procedure.

6.
ATTACHMENTS


Attachment GP1.1 - Format of Masterlist of Documents & Revision Status


Attachment GP1.2 - Document Numbering System

Attachment GP1.3 - Procedure Format

Attachment GP1.4 - Distribution List


Attachment GP1.5 - Format of "CONTROLLED COPY" stamp


Attachment GP1.6 - Document Amendment Request Form


Attachment GP1.7 - Drawing Master/Distribution List


Attachment GP1.8 - Control Plan Master/Distribution List


Attachment GP1.9 - Work Instruction Master/Distribution List  












      Attachment GP1.1
ABC SDN BHD
MASTERLIST OF DOCUMENTS & REVISION STATUS

	PRIVATE 
DOCUMENT NUMBER &

DOCUMENT
	REVISION STATUS & EFFECTIVE DATE
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   Attachment GP1.2


Document Numbering System for QM/QP

ZZ-99
where
ZZ

=      QESM for Quality & Environmental & Safety Manual

=      GP for General Procedure

=      QP for Quality Procedure

=      EP for Environmental Procedure

=      SP for Safety & Health Procedure

99

=
document number, eg. 01, 02, 03, ..., etc


Revision Indexing System
R

=
Revision status, eg. 0, A, B, C, ..., etc
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1.
PURPOSEPRIVATE 


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

2.
SCOPE


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

3.
REFERENCES


Quality & Environmental & Safety Manual Section X
4.
RESPONSIBILITY


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

5.
PROCEDURE


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

6.
ATTACHMENTS


Attachment xx - xxxxxxxxxxxxx











      Attachment GP1.4
ABC SDN BHD
DISTRIBUTION LIST

      Document Title      :      

      Document Number:           

      Revision Status:           

	PRIVATE 
COPY NO.
	DATE ISSUE
	DEPARTMENT
	RESPONSIBLE

STAFF
	SIGN
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    Attachment GP1.5


FORMAT OF “CONTROLLED COPY” STAMP






    Attachment GP1.6

ABC SDN BHD

DOCUMENT AMENDMENT REQUEST FORM

	PRIVATE 
TO BE COMPLETED BY REQUESTOR
Document Titile: ___________________

Document No.                                               Last Revision No.:________________                       

Nature Of Unsatisfactory Feature
___________________________________________________________________

___________________________________________________________________

Recommended Changes To Be Made
___________________________________________________________________

___________________________________________________________________

Requested By: ______________________________________________________   

                                  Name                      Signature                    Date      

	TO BE COMPLETED BY ORIGINAL REVIEWING AUTHORITY
Recommended/Not Recommended* 
Remarks: ___________________________________________________________

___________________________________________________________________                                                                                                        

By MR: _____________________________________________________________   

                                  Name                      Signature                    Date                                                                                                                     

Approved/Not Approved*
Remarks: ___________________________________________________________

___________________________________________________________________                                                                                                        

Approved By Director: ____________________________________________________   

                                                   Name                      Signature                    Date                                                                                                                     

* Delete as appropriate


Index/Rev: DARF/10.2008
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ABC SDN BHD
DRAWING MASTER/DISTRIBUTION LIST

	Drawing No.
	Model
	Rev.
	Eff. Date
	Production
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    Attachment GP1.8

ABC SDN BHD
CONTROL PLAN MASTER/DISTRIBUTION LIST

	PCP No.
	Model
	Rev.
	Eff. Date
	Production
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    Attachment GP1.9

ABC SDN BHD
WORK INSTRUCTION MASTER/DISTRIBUTION LIST

	WI No.
	Work Station
	Rev.
	Eff. Date
	Production
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ABC SDN BHD
MSDS MASTER/DISTRIBUTION LIST

	MSDS No.
	Work Station
	Rev.
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