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1. Purpose and Scope
Purpose
This procedure defines a control system for documents originated by customers, suppliers, and other third parties required for quality system operations.
Scope
This procedure governs:
· Customer product design drawings and specifications;
· Customer engineering specifications;
· Customer packaging standards;
· Manufacture operating instructions and equipment maintenance manuals;
· Industry standard specifications, test procedures, and other technical reference documents.
2. Definitions

Document
Information and its supporting medium.
3. Procedures
3.1   VP

Maintain Current Customer Specifications
Maintains customer engineering specifications, industry standard specifications, test procedures, and other technical references.
3.2   VP

Log and Distribute Customer Specifications

Receives, identifies (4.2.3 f), and files master copies of customer specifications. Stamps or marks master copies as “Master Reference.” Logs documents on Master Document Index (4.2.3 f).
3.3   VP

Review Specification Changes

Reviews new or changed customer and supplier information and determines whether documents need revision.
3.4   VP

Revise, Relog and Distribute Documents

Revises documents to reflect changes, logs the change on the Master Documentation Index and/or Master file, and distributes revised documents to appropriate departments.
3.5   VP

Maintain Equipment Library

Obtains copies of manufacturer reference manuals as needed for equipment repair, maintenance, and calibration. Returns them to the master reference library. 

4. References

4.1 Related Procedures

QP 4.2.3-1 Document Control – Internal Documents

4.2 Reference Documents

ANSI/ISO/ASQ Q9000 QMS - Fundamentals and vocabulary

ANSI/ISO/ASQ Q9001 QMS - Requirements

ANSI/ISO/ASQ Q9004 QMS - Guidelines for performances improvements

SAE AS9100C – QMS Requirements for Aviation, Space and Defense Organizations
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