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1.	Purpose
To define  METRO PLASTICS TECHNOLOGIES, LLC. processes for creation, updating, and control of documented information.
2. Scope
This procedure pertains to the entire METRO PLASTICS TECHNOLOGIES, LLC. Quality Management System (QMS)
3. Responsibility
The President has overall responsibility for the implementation and administration of this procedure.
4. Procedure
7.5.1)   GENERAL
METRO PLASTICS TECHNOLOGIES, LLC.’s QMS includes:
7.5.1a)	Documented information required by applicable International Standards (ISO9001)
7.5.1b)	Documented information determined by the organization as being necessary for the effectiveness of the QMS.
Documented information is typically considered/managed as follows (ref. Section 6 “Definitions”):
· “Maintained documented information” – documents providing information to support the operation of the QMS processes (may also be referred to throughout the QMS as “Documents”) (e.g., Quality Manual, Procedures, Work Instructions, Forms, Drawings/Specifications, etc.)
· “Retained documented information” – documents providing evidence of conformity with requirements (may also be referred to throughout the QMS as “Records”). 
7.5.2)   CREATING AND UPDATING
When creating and updating documented information:
7.5.2a)	appropriate identification and description are applied (title, date, author, reference number)
7.5.2b)	appropriate formats (language, software version, and graphics) and media (paper, electronic) are used
7.5.2c)	the documented information is reviewed and approved for suitability and adequacy
· For “Documents”:
· All documents are approved by the President with input from relevant process owners and subject matter experts prior to use to ensure adequacy.  The Management Representative / ISO Lead Auditor reviews the documents to ensure proper formatting, consistency with other QMS documentation, and proper document control as specified in this procedure.
· For “Records”, review for suitability and adequacy is conducted by the creator of the record, as well as others as appropriate.  




7.5.3)   CONTROL OF DOCUMENTED INFORMATION
7.5.3.1) General
	Documented QMS information is controlled to ensure:
a) it is available and suitable for use where and when it is needed
b) it is adequately protected (from loss of confidentiality, improper use, or loss of integrity)
· For “Documents”, this includes:
· Storage of master document files on secured company server/network, including, where applicable, permissions, passwords, read-only access, etc.
· customer drawings/files/data (i.e., intellectual property), storage of electronic files on secured company servers/networks
· For “Records”, this includes:
· Controlled storage and retention as described in section 7.5.3.2 below
7.5.3.2) Control Activities
	The following activities are addressed to ensure control of documented information, as applicable:
a) Distribution, access, retrieval, and use
· For “Documents”, this includes:
· Controlled QMS Documents are tracked in a “Master Log” L70.4103.1 located on the company server. For each controlled document, the database specifies the Document Number, Document Title, Current Revision, and changes can be tracked. Public viewable read-only copies are accessible and retrievable on the METRO PLASTICS TECHNOLOGIES, LLC. server on the Intranet. 
· Generally, when printed, QMS documents are NOT CONTROLLED.  The read-only electronic version is available and typically includes on the document “If printed, not controlled”.
· Printed copies of drawings or other documents on the shop floor are issued with the current applicable version.  If the version changes, the printed copy is replaced with the new version (ref. QEP-8.2).
· Documented information sent to external providers is controlled in accordance with QEP-8.4 “Control of External Provision”.
· For “Records”, this includes:
· Control of records, including location, access, and retrieval, is detailed in QI-001 
b) Storage and preservation, including preservation of legibility
· For “Documents”, this includes:
· Storage of master document files on secured company server/network
· Storage of printed/distributed copies by suitable means to ensure preservation of legibility (e.g., Work Orders distributed to Production while in process)
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· 
· For “Records”, this includes:
· Control of records, including storage method, is detailed in QI-001 “Record Retention Table”
· Records are stored in suitable form to ensure protection of legibility
c) Control of changes (e.g., version control)
· For “Documents”, this includes:
· Document changes are reviewed and reapproved using F70.4202.2
· Revision levels of documents are identified on the document, and revision levels are tracked in the Document Control Database (see 7.5.3.2a above)
· For “Records”, this includes:
· Records generated from controlled documents (e.g., forms) are typically retained in the version of the document from which they originated. 
d) Retention and disposition
· For “Documents”, this includes:
· Old/obsolete versions of documents, if retained for any reason, are identified as such, and controlled (e.g., segregated) to prevent their unintended use.
· For “Records”, this includes:
· Control of records, including retention times and disposition methods, is detailed in QI-001.  Documented information of external origin determined by METRO PLASTICS TECHNOLOGIES, INC. to be necessary for the planning and operation of the QMS are identified as appropriate and controlled.  This control may include, for example:  
· Customer drawings/files/data (i.e., intellectual property), access and distribution are limited, and electronic files are stored on secure company servers/networks (e.g. typically by Sales, Engineering Department, or others, in “Customer/Client Files”).
· Documented information from customers, external providers, industry standards, etc., may be included in the Document Control Database (as described above) and controlled accordingly
· Use of associated intranet portal (e.g., customer portal) to ensure relevant version is used
· Notifications may be received from the source of the information (e.g., customer communication, supplier communication, or various notification services)
Documented information retained as evidence of conformity is protected from unintended alterations (e.g., electronic records in read-only files or otherwise secured).



5. References	
· (ref. QEP-8.2)
· (ref. QEP-8.4)
· L70.4103.1
· F70.4202.2
· QI-001
6. Definitions

· “Maintained documented information” – documents providing information to support the operation of the QMS processes (may also be referred to throughout the QMS as “Documents”) (e.g., Procedures, Work Instructions, Forms, Drawings/Specifications, etc.)
· “Retained documented information” – documents providing evidence of conformity with requirements (may also be referred to throughout the QMS as “Records”). 
7. Records  
· None

