A-800 

Document Control and Distribution



1.0   Purpose

This procedure describes the method for controlling and distributing all quality system documents, and for ensuring that the correct and most current versions are available to all ORF personnel.

2.0   Applicability

This procedure applies to all quality system documents, including the ORF Quality System Manual, NIH Design Policy and Guidelines, and local and national codes.

3.0   Responsibilities

The Management Representative (MR) is responsible for ensuring that all current quality system documents are maintained, controlled, and distributed properly and that each organizational entity has access to an electronic copy.

Division of Policy and Program Assessment (DPPA) is responsible for maintaining all NIH Design Policy and Guidelines and other technical documents that affect the quality of goods and services ORF provides to its customers.

ORF QSM original authors have primary responsibility for ensuring that procedure and work instructions coincide with their respective flow charts and that these documents accurately depict effective processes used by ORF staff.

4.0 Procedure
4.1 The MR ensures that Qualtrax identifies all QSM documents. Each document has a serial number, title, version number and date of publication. Documents are prepared by following process A-400, Procedure Initiation, Writing, Revision and Approval. All documents within the system are controlled by electronic approvals requiring passwords by authorized users to enter the system. Documents of external origin are controlled by A-700.

4.2 The MR ensures that Qualtrax maintains a master list of all quality system documents.  The master list shows the current title, serial number, and revision number of documents.

4.3       Document Distribution

4.3.1    The MR ensures that the network copy of the ORF QSM reflects the most current revisions and is accessible to all ORF personnel. The network is in read-only format controlled by password. Printouts of QSM documents may be out of date and are considered uncontrolled. To accomplish work, the on-line document should be used. If it is necessary to print out documents to accomplish work, copies should be used immediately and then discarded.

4.3       Document Maintenance

4.3.1    Qualtrax maintains copies of retired QSM documents for legal and/or historical purposes for at least 1 year.

4.3.2    The Systems Engineering Office maintains backup electronic versions of all current ORF quality system documents.

5.0   Related Procedures

A-400, Document Control, Procedure Initiation, Writing, Revision, and Approval

A-700, Control and Distribution of Standards/Codes/and Reference Manuals

6.0
Relevant Documents

Not Applicable

7.0   Records

ORF Quality System Manual (houses all controlled documents)—maintained as a read-only electronic copy, is accessible to all ORF employees on NIH network.

Master list of quality system documents (contains the serial number, title, revision and referenced standard—maintained by Qualtrax)             



