A-300

Internal Communications



1.0
Purpose

This process describes the ORF Senior Leaders internal communication responsibilities and delivery.

2.0
Applicability  

This process applies to those designated QMS performance communication alerts to be delivered periodically by senior leaders of ORF to all personnel.

3.0
Responsibilities

· Senior leaders approve communications to personnel.

· The Management Representative assembles communications for senior leaders approval and assures their distribution through hot links in this process.

· ORF personnel should periodically check for new communications and QMS updates.

4.0
Procedure

4.1
Senior Leaders demonstrate their commitment and support of the quality management system to all personnel through periodic communications reporting on its performance. These communications listed in 4.2 are hot linked and retrievable from this process

4.2 
Communications include the following:

· Summary reports of the management review meetings

· Notification of changes resulting from improvements to the QMS 

· Summary reports of internal audits

· Summary reports on customer satisfaction

· Internal and external audit schedules 

· Other pertinent measurements/information deemed informative by senior leaders

4.3 
The Management Representative collects the data for distribution and prepares it for senior leader review.

4.4 
Senior leaders review and approve the communications prior to release to assure that they contain the message and information to alert ORF personnel on QMS performance.

4.4.1 
Audit schedules, summary of audit reports and notification of accepted changes do not require senior leaders approval prior to distribution by the management representative.

5.0 Related Procedures

Not Applicable

6.0 Relevant Documents

Not Applicable

7.0 Records

Not Applicable



