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1.
Objective

The objective of this procedure is to ensure that all the quality documents used in the Quality System are approved, up-dated and properly controlled.

2
Scope
This procedure is applicable to all the quality documents in the quality system at NREB Headquarters.

3.
Definition

DOCUMENT HOLDER is an officer who is authorized to keep the Quality Documents based on the Distribution Control List.

PROCESS OWNER is an officer appointed by the Section Head to prepare the Quality Documents.

Quality DOCUMENT is a document used in the quality system. These quality documents are Quality Manual, Quality Procedures, Work Instructions, Guidelines and Supporting Documents.

4.
Abbreviation
i. AO

-
Administrative Officer

ii. CEQ

-
Controller of Environmental Quality

iii. DC

-
Deputy Controller

iv. EIA

-
Environmental Impact Assessment

v. MA

-
Management Activity

vi. NREB

-
Natural Resources and Environment Board
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5.
Details of Procedure

A.
Preparation of Quality Document

	No.
	Action
	Responsibility



	a.
	Identify the Quality Document that need to be prepared and appoint Process Owner(s) to prepare the document.


	Section Head

	b.
	Prepare a draft Quality Documents and submit to Section Head for checking.

	Process Owner

	c.
	Check and finalise the draft Quality Document to ensure that it is in order and forward to AO for compilation.


	Section Head

	d.
	Compile the Quality Documents and prepare front cover for each of the Quality Document. The Quality Document shall be numbered as follows: 

· MK-NREB-001 for Quality Manual;

· PK-NREB-001 (EIA) for Quality Procedure on EIA process Document No. 1,PK-NREB- 002 (EIA) for procedure No. 2, etc.; 

· PK-NREB-001 (MA) for Quality Procedure on Management Activity Document No.1, PK-NREB-002 (MA) for Procedure No.2, etc. 
Forward the Quality Document to the process owner for checking and signing at the Prepared By column.


	AO


	e.
	Check and sign at the “Prepared by Column” and forward to AO for further action.


	Process Owner

	f.
	Forward the Quality Document to CEQ for approval.

	AO


	g.
	Approve and sign at the “Approved By” column and return to AO.

	CEQ
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	h.
	Printing and distribution:
i. Prepare Master List of Quality Document (Appendix II).
ii. Prepare Quality Document Distribution Control List (Appendix III).
iii. Stamp “CONTROLLED COPY” on every page of the quality document.
iv. Print and distribute the quality documents to the Document Holders based on the Quality Document Distribution List.
v. Keep the original copy of the Quality Document as a Master Copy.  The Master Copy of the Quality Document must be stamped “MASTER COPY” at the back page of the document
	AO



B.
Amendment of Quality Document

	No.
	Action
	Responsibility



	a.
	Receive proposal to amend the Quality Document as in the Amendment of Quality Document Form (Appendix IV);


	Section Head 



	b.
	Discuss and finalize the proposal.
	Section Head and Process Owner



	c.
	Forward the finalized proposal to CEQ/DC for approval.


	Process Owner
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	No.
	Action
	Responsibility



	d.
	Approve the finalized proposal by signing at the “Approved By” column and forward to AO for further action. 


	CEQ/DC



	e.
	Amend the Quality Document and forward to the Process Owner for checking.

· If modifications to the quality documents exceed 70% of the total number of the pages involved, the whole quality document will be replaced and issued with a new issue number. 

· If modifications to the quality documents involved 70% or less of the total number of the pages, the relevant pages of the quality document will be replaced and issued with a new revision number. 

	AO



	f.
	Check the amendment made to the quality document and forward to AO for follow up action.


	Process Owner

	g.
	Follow up on the issuance of new revision / new issue:
i. Produce the amended page and distribute to the Document Holders;

ii. Replace the relevant page of the Quality Document with the amended copy; 
iii. Destroy the “old” page of the Quality Document to avoid any confusion;

iv. Record the amendment made to the quality document in the Quality Document Amendment Record List (Appendix V); and
v. The obsolete master copy of the quality document will be stamped “OBSOLETE COPY” and to be kept as reference. 

	AO
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C.
Control of External Document

	No.
	Action
	Responsibility



	a.
	Identify the external document used in the Quality Management System and the Document Holder(s).

	Relevant Section Head

	b.
	Forward a copy of the external document to AO for follow up action.

	Relevant Section Head

	c.
	Register the external document in the Master List of External Document (Appendix VI).


	AO

	d.
	Produce sufficient copies and stamp “CONTROLLED COPY” on the document for distribution to the Document Holder(s) and record in the External Document Distribution List (Appendix VII). 


	AO



	e.
	Keep the controlled external document throughout the quality system implementation.


	Document Holder



	f.
	Keep the original copy of the external document as “Master Copy”.

	AO




D.
Updating of External Document
	No.
	Action
	Responsibility



	a.
	Receive new/latest external document used in the Quality Management System and identify the Document Holder(s).


	Relevant Section Head

	b.
	Forward a copy of the new/latest external document together with Updating of External Document Form (Appendix VIII) to AO for follow up action.

	Relevant Section Head

	c.
	Register the new/latest external document in the Master List of External Document. 

	AO
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	No.
	Action
	Responsibility



	d.
	Produce sufficient copies and stamp “CONTROLLED COPY” on the document and update the External Document Distribution List. 
	AO



	e.
	Keep the latest controlled external document throughout the quality system implementation and destroy the obsolete copy.


	Document Holder



	f.
	Keep the original copy of the external document as “Master Copy”. The obsolete master copy will be stamped “OBSOLETE COPY” and to be kept as reference.


	AO




7.
Quality Record
	No.
	Name of Record
	Retention Time
	Location



	a.
b.
c.
d.
e.
f.
g.

h.

	Master List of Quality Document

Quality Document Distribution List

Approved “Amendment of Quality Document Form”
Obsolete Master Copy document stamped “OBSOLETE COPY”

Quality Document Amendment Record List

Master List of External Document

External Document Distribution List
Updating of External Document Form
	Life of Quality System
	20th Floor

(Administration, Human Resource & Finance Section)
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8.
Appendices

i. Appendix IA
-
Flow Chart for Preparation of Quality Document
ii. Appendix IB
-
Flow Chart for Amendment of Quality Document
iii. Appendix IC
-
Flow Chart for Control of External Document
iv. Appendix ID
-
Flow Chart for Updating of External Document

v. Appendix II
-
Master List of Quality Document
vi. Appendix III
-
Quality Document Distribution List
vii. Appendix IV
-
Amendment of Quality Document Form

viii. Appendix V
-
Quality Document Amendment Record List
ix. Appendix VI
-
Master List of External Document

x. Appendix VII
-
External Document Distribution List
xi. Appendix VIII
-
Updating of External Document Form
5

