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1. PURPOSE
The purpose of this procedure is to establish a systematic method for the creation, identification, review, approval, distribution, access, retrieval, use, revision, storage, protection, retention and disposition of documented information within the Quality Management System (QMS).

The procedure ensures that:
1. Current and approved documented information is available at the point of use.
2. Documents are appropriately identified and controlled.
3. Changes to documented information are reviewed and approved.
4. Obsolete documents are prevented from unintended use.
5. External documents required for QMS planning and operation are identified and controlled.
6. Records retained as evidence of conformity are protected against unintended alteration, loss or deterioration.
7. Documented information remains legible, readily identifiable and retrievable.



 2. SCOPE
This procedure applies to all documented information that is:

· Required by ISO 9001:2015
· Required by the organization's QMS
· Necessary for the effective planning, operation and control of QMS processes
· Generated internally
· Received from external sources and determined necessary for QMS operations
· Maintained as current information or
· Retained as evidence of activities performed or results achieved.
The procedure applies to documented information in electronic, paper, or other applicable formats.
3. DEFINITIONS
	Term
	Definition
	Examples

	Documented Information
	
Information required to be controlled and maintained by the organization and the medium on which it is contained.

	

	Controlled Document
	Documented information that is subject to formal identification, review, approval, revision and distribution controls.

	Policies Manuals, Procedures, Work Instructions, Process Maps, Forms, Templates Specifications, Guidelines, Quality Plans.


	Record
	Documented information retained as evidence of results achieved or activities performed.

	Completed forms, Audit reports, Training records, Meeting minutes, Inspection records, Monitoring reports, Corrective Action Records, Survey Results, and Approved project records.


	 External Document
	Documented information originating outside the organization that is necessary for planning, operation or control of the QMS.

	Laws and regulations, Standards, Customer specifications, Government requirements, Technical specifications, Supplier documentation, Manufacturer instructions.


	Obsolete Document
	Documented information that has been superseded, withdrawn, cancelled or otherwise determined to be no longer applicable.

	

	Master Copy
	The officially approved version of a controlled document maintained within the organization's designated document repository.
	

	Revision
	A formally approved change to an existing controlled document.
	



 4. RESPONSIBILITIES
	Post
	Function

	Top Management
	· Approve QMS-level documents as defined by the organization's approval matrix.
· Ensure adequate resources are available for document control.
· Ensure documented information supports effective QMS operation.
· Ensure personnel understand applicable document-control requirements.


	Document Control Manager
	· Maintain the overall document-control system.
· Establish document identification and numbering conventions.
· Maintain the Master Document Register.
· Verify that documents are reviewed and approved before release.
· Monitor document revision status.
· Control obsolete documents.
· Coordinate periodic document reviews.
· Monitor compliance with this procedure.
· Maintain evidence of document approvals and revisions.
· Coordinate control of external documented information.
· Provide guidance to document owners and users

	Document Owner
	· Develop and maintain assigned documents.
· Ensure the document accurately reflects the current process.
· Initiate document changes when required.
· Ensure appropriate consultation with affected personnel.
· Review documents for continuing suitability and adequacy.
· Identify applicable legal, regulatory, customer and organizational requirements.
· Submit documents for formal review and approval.


	Approver
	· Review the document for suitability and adequacy.
· Confirm that the document is consistent with organizational requirements.
· Approve the document before release.
· Submit the document for control
· Approve subsequent revisions within their assigned authority.
· Approval may be email or memorandum provided that the method provides reliable evidence of authorization.


	Heads of Departments/Process Owners
	· Ensure personnel use current approved documents.
· Ensure obsolete documents are removed from points of use.
· Identify documentation requiring revision.
· Ensure records generated within their processes are appropriately controlled.
· Protect documented information against unauthorized access, alteration, loss or damage.


	All Employees
	· Use only current approved documented information.
· Follow applicable procedures and work instructions.
· Not make unauthorized changes to controlled documents.
· Protect confidential or restricted documented information.
· Report errors, obsolete documents or required changes to the relevant Document Owner.




5. DOCUMENTED INFORMATION STRUCTURE

The organization's documented information may be organized into the following hierarchy:
	Level  
	Document Type     
	Examples – reference only not requirements        

	1
	QMS Direction
	Quality Policy, Quality Objectives, QMS Scope etc    

	2
	Procedures
	Document Control, Internal Audit, Corrective Action

	3
	Process Documents
	Process Maps, Work Instructions, Guidelines         

	4
	Forms/Templates
	Forms, Checklists, Templates                        

	5
	Records
	Completed forms, reports, audit evidence, minutes   




6. DOCUMENT IDENTIFICATION AND NUMBERING

Each controlled document shall have a unique identification/reference number.
A standardized numbering convention shall be used.
Example
HRMD-JD-07
Where:

 HRMD= Human Resource Management Division
 JD = Job Description
 07 = Sequential document number

Document codes: (Not a requirement)
	Code
	Document Type
	Code
	Document Type

	QP
	Quality Procedure
	TM
	Template

	QD
	Quality Document
	L
	Log

	PD
	Policy Document
	R
	Report

	G
	General
	OD
	Operation Document

	SD
	Survey Document
	TD
	Technical Document

	QR
	Quality Reports
	
	

	WI
	Work Instruction  
	
	

	F 
	Form  
	
	

	M
	Manual
	
	

	PL
	Plan
	
	



The document identification shall include, as applicable:
Document title | Document control number | Revision number | Effective date | Document owner | Approval status | Page number | Confidentiality classification, where applicable. 
At minimum, each document should include at least Document Title | Effective/Revision Date. Controlled Documents existing prior to this Procedure will be grandfathered into the system to include the addition of a unique control number.

 7. CREATION OF DOCUMENTED INFORMATION
7.1 Need for New Documentation
A new document may be created when:
· Required by ISO 9001
· Required by law or regulation
· Required by a customer
· Necessary to control a QMS process
· Required to define responsibilities or authorities
· Necessary to address identified risks
· Required following a corrective action
· Required because of organizational or process changes
· Existing documentation is insufficient to ensure effective process operation.

Before creating a new document, the Document Owner should determine whether an existing document can be revised instead as well as determining the current practice within the operation and incorporating as necessary.
 8. REVIEW AND APPROVAL
All controlled documents shall be reviewed and approved for suitability and adequacy before release.
The review shall consider, as applicable:
	· Purpose and scope
· Accuracy
· Completeness
· Applicable requirements
· Process effectiveness
· Risks and opportunities

	· Roles and responsibilities
· Interfaces with other processes
· Legal and regulatory requirements
· Customer requirements
· Existing QMS documentation.



Approval shall be provided by personnel with appropriate authority.
Documents shall not be released for official use until both approval and control have been completed.
All documents requiring approval must be submitted by the approver, via memorandum or email indicating approval. The memorandum/email will be retained as approval evidence. Signature is optional with the exception of the Quality Policy.
 9. DOCUMENT REVIEW
Controlled documents shall be periodically reviewed to confirm continuing suitability and adequacy.
The default review interval shall be at least once every three (3) years, unless:
· A shorter review period is specified
· The process is high-risk
· Legal/regulatory requirements require more frequent review
· The process changes frequently
· Internal or external audit results identify deficiencies
· Significant organizational changes occur.
A document may be reviewed earlier when:
· There is a change to the process
· There is a change to legislation or regulation
· There is a change to ISO requirements
· New technology is introduced
· A nonconformity identifies a documentation weakness
· Customer requirements change
· Responsibilities change
· The document is found to be inaccurate or ineffective.

Important: A document does not require a new revision merely because it has undergone review. If no changes are required, the review may be recorded as "Reviewed – No Change Required."

 10. DOCUMENT REVISION AND CHANGE CONTROL

Changes to controlled documents shall be formally controlled.

The Document Owner shall:
1. Identify the need for change.
2. Assess the proposed change.
3. Revise the document.
4. Identify the changes made.
5. Submit the revised document for review.
6. Obtain approval.

The Document Controller Shall:
7. Update the revision status.
8. Release the new version.
9. Withdraw the previous version from points of use.
10. Update the Master Document Register.

 Revision Numbering
The following system is recommended:
	Revision
	Meaning

	1.0
	Initial approved issue   

	2.0
	First approved revision etc.



 11. REVISION HISTORY

Each controlled document shall contain a revision history where appropriate.
 Example
	Revision | Date       
	Description of Change                 
	Prepared By |
	Approved By
	Approved date

	1.0
	Initial issue                         
	Procurement Officer
	Director of Procurement
	August 26, 2026




 12. MASTER DOCUMENT REGISTER

The Quality Manager/QMS Representative shall maintain a Master Document Register containing, as applicable:
	Field
	Requirement
	Field
	Requirement

	Document No.       
	Unique identification, Includes document type/            
	Issue date
	Date released                    

	Naming Convention
	Ease of Access
	Last review date
	Date Last Reviewed

	Function
	Ease of reference
	Last revised date
	Date of Most Recent Changes

	Document Name
	Official title                   
	Current Version
	Revision  History

	Document Owner     
	Responsible person               
	Revision Cycle
	

	Approver    
	Authorized approver              
	Next Review Date
	Next scheduled review            



The Master Document Register shall provide a reliable method for determining the current approved version.
 13. DISTRIBUTION AND ACCESS

Controlled documented information shall be made available to personnel who require it to perform their responsibilities.
Distribution may occur through:
· Controlled electronic repositories eg. SharePoint
· Controlled hard copies
· Email notifications
· Other authorized systems.
Access shall be based on:
· Job responsibilities
· Business need
· Confidentiality
· Security requirements
· Authorization level.

Where electronic systems are used, appropriate permissions shall be established to prevent unauthorized modification or deletion.

 14. POINT-OF-USE CONTROL
Current versions of applicable documented information shall be available at the location where the activity is performed. Where documentation is accessed outside of the central SharePoint
Process Owners shall verify that:
· Current versions are being used
· Superseded versions are removed
· Printed copies are appropriately controlled
· Electronic links point to the current approved version.
Where practical, users should access documents directly from the controlled repository rather than maintaining uncontrolled personal copies.
15. CONTROL OF PRINTED COPIES

Electronic master documents shall be considered the authoritative source unless otherwise specified.
Printed copies shall be classified as either:
· Controlled Copy: A copy specifically authorized for use and subject to distribution/revision control.
· Uncontrolled Copy: A copy provided for information only and not subject to automatic updating.
Where appropriate, uncontrolled copies shall be clearly identified as:
"UNCONTROLLED WHEN PRINTED"
The organization shall determine whether particular printed copies require formal control based on the risk associated with use of obsolete information.

16. CONTROL OF OBSOLETE DOCUMENTS

When a document is revised or withdrawn:
1. The superseded version shall be removed from points of use.
2. Electronic access to the obsolete version shall be restricted where practical.
3. The Master Document Register shall be updated.
4. Obsolete hard copies shall be removed or clearly marked.
5. Obsolete documents retained for legal, historical, knowledge-management or audit purposes shall be clearly identified as OBSOLETE.
6. Obsolete documents shall not be available for unintended operational use.
Where obsolete documents must be retained, they shall be stored in a designated archive location with appropriate access controls.
 17. CONTROL OF EXTERNAL DOCUMENTED INFORMATION
External documented information necessary for QMS planning, operation or control shall be identified and controlled.
Examples include:
 ISO standards | Laws | Regulations | Government circulars | Customer specifications
 Contracts | Technical standards | Equipment manuals | Supplier specifications | Manufacturer instructions etc.

The Process Owner responsible shall:
1. Communicate and Make Available to Document Controller all relevant external documents to the QMS. 
The Document Controller shall:
2. Record document in the External Document Register where appropriate.
3. Ensure applicable personnel have access.
4. Remove or identify superseded versions.
 18. EXTERNAL DOCUMENT REGISTER
Where appropriate, external documented information shall be recorded in an External Document Register.
The organization should define the monitoring mechanism appropriate to the nature and risk of external information.
Control date shall be established for external documents with no control information.
 19. CONTROL OF RECORDS / RETAINED DOCUMENTED INFORMATION
Records shall be controlled to ensure that they remain:
· Legible
· Identifiable
· Retrievable
· Protected
· Secure
 Available for the required retention period.
Records may be maintained in:
· Electronic databases such as SharePoint
· Controlled folders
· Physical files
· Other authorized systems.

Records retained as evidence of conformity shall be protected against unintended alteration. 

 20. RECORD RETENTION
Retention periods shall be established based on:
· Legal and regulatory requirements
· Contractual requirements
· Customer requirements
· Business requirements
· QMS requirements
· Risk
 Historical or organizational knowledge needs.
The organization's Records Retention Schedule shall define applicable retention periods.

 21. STORAGE, PRESERVATION AND SECURITY
	Storage & Perseveration
	Security & Confidentiality Measures

	Documented information shall be stored in conditions that protect it from:
	Where documented information contains confidential, commercially sensitive, personal or restricted information, appropriate security controls shall be applied.


	· Unauthorized access
· Unauthorized alteration
· Accidental deletion
· Loss
· Theft
· Fire
· Water damage
· Deterioration
· Malware or cybersecurity threats
· Environmental damage, where applicable.
· Backup arrangements
· Stored and Accessed as Read Only for General use
	
· Role-based access
· Password protection
· Encryption
· Restricted folders
· Access permissions
· Physical locks
· Secure disposal
· Controlled sharing.
· Cybersecurity measures.




 22. DOCUMENT CONTROL WORKFLOW
The standard workflow shall be:
Need Identified  Document Created / Existing Document SelectedDocument Identification Assigned  Technical/Process Review  Approval  Controlled Release  Distribution / Access   Implementation  Periodic Review  Revision Required?
YES → Revision → Approval → Control → Release (withdraw/archive previous version)
NO → Continue Current Version 

23. EMERGENCY DOCUMENT CHANGES

Where an immediate change is required to protect:
· Health and safety
· Product/service conformity
· Legal compliance
· Customer requirements
· Business continuity
· Critical QMS processes,

The organization may implement an expedited document-review and approval process.
The emergency change shall subsequently undergo the normal document-control process as soon as practicable. The reason for the emergency change and the authorization shall be recorded.
 24. MONITORING AND PERFORMANCE INDICATORS

The effectiveness of document control may be monitored using indicators such as:
	Key Performance Indicator
	Target

	Existing Controlled documents reviewed by due date/ With anniversary date.      
	95%

	Documents released without required approval    
	0%

	Repository has the most-up-updated documents available at point of use  
	100%

	Submitted Document Controlled 
	3-5 days






 25. REQUIRED DOCUMENTED INFORMATION / RECORDS
The following records shall be maintained as applicable:

1. Master Document Register
2. External Document Register
3. Document Change/Revision Request & Approval
4. Document Obsolescence/Withdrawal Records
5. Document-control audit findings
6. Other records are identified as necessary by the organization.
 26. DOCUMENTED INFORMATION & PROCESS RISKS AND CONTROLS
	Risk
	Potential Impact                    
	Control(s)

	Obsolete document used        
	Incorrect process execution | Rework        
	Revision and obsolete-document controls

	Unauthorized document change  
	Loss of process integrity           
	Access permissions and approval         

	Missing documented Information            
	Process inconsistency               
	Master Document Register                

	Document not approved         
	Invalid QMS instruction             
	Formal approval process                 

	External requirement outdated
	Regulatory/customer noncompliance   
	External Document Register              

	Record lost                   
	Inability to demonstrate conformity
	Retention and backup controls           

	Confidentiality breach              
	Data Protection Liability
	Access controls                         

	Non / Inadequate Communication of Change/Update
	Incorrect/Outdated version used. Process Nonconformity/Operational and documented Information mismatch.
	Effective Distribution Channel, Clear and where necessary repeated Publication of changes





 27. TRAINING AND AWARENESS

Personnel whose work is affected by controlled documented information shall be made aware of:
· Applicable QMS documents
· Where current documents are located
· How to identify current revisions
· Requirements for protecting documents and records
· How to report document errors
· How to request changes
· Requirements for completing and retaining records.

Training or awareness evidence shall be retained where required by the organization's competence-management process.
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