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                                                                Control and


                                                            Maintenance



                                                            of Records



1. Purpose and Scope
Purpose
This procedure describes the methodology used to control records of our management system activities with the aim to maintain accurate records of production and the conditions under which each product was produced (4.2.4).  This also includes records received from customers, suppliers and other interested parties.
Scope
This procedure applies to documents used to record the results of management system activities.
This document assumes that during the creation of management system documents that records necessary to show evidence of performance have been identified, created and a retention time established for each required record.  An empty record form is considered a level III Instruction until data is entered or captured, and then it becomes a level IV Record.  Access and distribution of Instruction level documents is covered under a referenced procedure.
2. Definitions

Record
Document stating results achieved or providing evidence of activities performed.
Retention Period
A specific timetable for storage of specified records.
3. Procedures
3.1   Doc Orig
Capture and Identify the Moment
With the appropriate data container available, the document originator captures the data or information to enter into the record to be created.  The data is legible (4.2.4), clearly identified (4.2.4), as to what it pertains to, when it was collected, the method of collection, by whom the collection was made and other data as required.
3.2   Doc Orig
Updating Living Records

        Dept Mgr
When a record is for more than a one-time event, such as a training record, special handling is required.  Records of this type are maintained to facilitate the check-in, check-out process employed to identify who made the change and when the change was made.  The individual updating the record is also to enter a description of the change and what it means to those with access.
3.3   Doc Orig
Ensure Proper Document Storage
Ensures that records are stored (4.2.4) in a way that minimizes deterioration or damage and prevents loss (4.2.4).
3.4   Dept Mgr
Retains Records as Specified



A retention period, or review cycle (4.2.4), is established at the time of creation for each record based upon the record and any special or customer requirements.  As the review cycle is reached for each record, the department manager determines if there is a need to keep the record beyond the originally assigned retention period.  When this occurs, the record may be identified as “obsolete” based on circumstances.  Records remain legible and retrievable.
3.5   Dept Mgr
Purge Outdated Records

Records that are no longer needed and have passed the time period specified for each record are disposed of by deletion or purging from our system as they are identified and determined to be obsolete (4.2.4).
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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