QMS-015 Quality Documentation Management and Change Control

3.3 Flowchart - Creation or Modification of Quality Documentation
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Appendix 3 - Administration of Satellite Documentation Files

Stamped "Authorised Copy" arrives
from DCO

v

Is there a
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the file?

Remove superseded document
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A new index will be sent

Return superseded document &
its "Advice to Update" form to
DCO

Place the current version of the
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Ensure the document is filed in

numerical order in the file
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On the "Advice to Update" form,
fill in the names of staff in the

area, incl. yourself, who need to
read to document. Circulate the

form only

The staff listed on the 'Advice'
form must read the document,

sign and date the form and pass
on to the next person so that
everyone meets compliance asap

File the signed ‘Advice form with
the document in the file.

(The 'Advice' form is version
specific.)

Note: If the document is to be placed other than in the Satellite File, a Form-405 must be printed

and filled in and placed in the Satellite file so the remote document can be located in future.




