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1.
PURPOSEPRIVATE 


To define the procedure for controlling records of processes in the company.

2.
SCOPE

Records shall be those records that provide evidences of processes, quality control, environmental control, safety & health control, conformance of products to specifications, and the existence of an effective QMS/EMS/OSHMS to meet the ISO 9001/14001/OHSAS 18000 requirements.

3.
REFERENCES


Quality & Environmental & Safety Manual Section 04

4.
RESPONSIBILITY

4.1
The Management Representative shall be responsible for ensuring that all records are maintained in accordance with this procedure.

4.2
The respective department head shall be responsible for the proper collection, indexing, filing and storage of the records under their functional responsibilities.

5.
PROCEDURE

5.1
General
5.1.1
Standard formats shall be used for documenting information, data and results. These formats are given in the various procedures contained in the Quality & Environmental & Safety Procedures.  

5.1.2 Records must be clearly written, printed or typed. Pencil shall not be used for documenting records. 

5.2
Amendment on the Records
5.2.1 Amendments on the records shall be done by means of crossing out the old/wrong data and inserting the correct data. 

5.2.2 The personnel making the amendment(s) must initial beside the amendment(s) made.

5.3
Identification, Filing, Indexing and Retrieval
5.3.1 Records shall be controlled by assigning document numbers and indicating revision status.

5.3.2 Records shall be filed properly with title.

5.3.3 Records shall be traceable to the products, quality elements or requirements. Similar records shall be filed in the same file in chronological sequence.

5.4
Storage
5.4.1
Records shall be decentralized in the individual department and they shall be stored in the cabinets, lockers or shelves provided.

5.5      Retention Period and Revision Status

5.5.1 All records shall be kept in the respective department and their retention periods are as per Master-List of Records (Attachment GP2.1), after which they may be kept for reference or destroyed.
5.5.2 EMR shall be responsible for issuing, assigning document numbers in accordance with Record Numbering System (Attachment GP2.2) and controlling the amendments of documents.
5.5.3 At the beginning of each calendar year, the custodian department/personnel shall review all records if they have exceeded the retention period.

5.6
Amendment of the Format

5.6.1 All Department Heads shall inform the Management Representative upon the amendment of the format of all Records.

5.6.2 When amendments of the format of Records were made, the Management Representative shall update revised Record in the master copy and all distributed copies of Manual and Procedures.

5.6.3 MR shall update the revision status on Master List of Records.

5.7
Disposition

5.7.1 At the beginning of each calendar year, the custodian department/personnel shall review all records if they have exceeded the retention period.

5.7.2 Unused records shall be retrieved and destroyed promptly.

6.
ATTACHMENTS


Attachment GP2.1 – Master-List of Records


Attachment GP2.2 – Record Numbering System











     Attachment GP2.2


RECORD NUMBERING SYSTEM

XXXX/MM.YYYY
          where
XXXX

=
Code of record name
          (exp: Master List of Record  =  MLR)

Revision Indexing System

MM

=
Revised month, eg. 01, 02, 03, ..., etc

YYYY

=
Revised year, eg. 2008, 2009 ..., etc


