Appendix IA

FLOW CHART FOR PREPARATION OF QUALITY DOCUMENT





















Appendix IB
FLOW CHART FOR AMENDMENT OF QUALITY DOCUMENT

























Appendix IC

FLOW CHART FOR CONTROL OF EXTERNAL DOCUMENT









Appendix ID

FLOW CHART FOR UPDATING OF EXTERNAL DOCUMENT















START





Responsibility





Identify Quality Documents and appoint Process Owner





Section Head





Prepare draft Quality Documents and submit to Section Head for checking





Process Owner





Check and finalise Quality Documents





Section Head





AO





Compile and prepare front cover and indicate the procedure number 





Sign at the “Prepared By” column 





Process Owner





Sign at “Approved By” column 





CEQ











Prepare Master List of Quality Document;


Prepare Distribution Control List;


Stamp “Controller Copy” on the front cover of Quality Documents;


Print and distribute the Quality Documents based on the Distribution Control List & get the Document Holder to acknowledge receipt;


Stamped “Master Copy” at back page of the original copy of Quality Document and Keep as “Master Copy”.





AO





END





END





START





Responsibility





Receive proposal to amend Quality Document;








Section Head





Section Head and process owner





Discuss and finalise the proposal 








CEQ/DC





Approve the finalise the proposal and sign at the “Approved by” column 





AO





Ament the Quality Document and forward to process owner for checking





Process Owner





Check the amendment made to the Quality document and forward to Document Controller for further action





AO





Produce the amended page and distribute Document Holder





Document Holder





Replace the relevant page of the quality document with the amended copy and destroy the old copy;





AO





Record the amendment made in the Amendment Record List





AO





Stamp “ABSOLETE COPY” on the obsolete master copy and keep for reference purposes.








END











Responsibility





START





Relevant Section Heads 





Determine the External Document Used in Quality System





AO 





Register external documents and maintain Master List of External Document 





AO





Applied “Controlled” stamp if the external document is required for distribution and record in the External Document Distribution List





START





Responsibility





Relevant Section Heads 





Receive new/latest quality document and identify Document Holders 





Forward a copy of the external document to AO





Relevant Section Heads 








Register the external documents in the Master List of External Document 





AO





Produce sufficient copies, stamp “Controlled Copy” and update External Document Distribution List





AO





AO





Document Holder





END





Keep the Master Copy external document throughout the quality system implementation





Keep the controlled external document throughout the quality system implementation








