Document Change Approval 




Purpose: There are new and change requests for the documentation of work instructions, procedures, logs, and forms. Note ARB approval is required for policies, and changes are not possible without it.
Scope: Ensure documented processes are outlined to meet ISO Standards
1. Submission

a. New Documents

i. Prepare a draft of the new document.

ii. Submit hardcopies to the Management Representative of the document and F70.4202.2 with the top portion and boxes 1 & 2 completed.

iii. Email draft to the Management Representative.

b. Delete a Document

i. Submit a hardcopy of the document with the word, “Delete” written across the page along with F70.4202.2 with the top portion and boxes 1 & 2 completed to the Management Representative.

c. Change a Document

i. Print out a hard copy of the current document.  Mark up your changes making sure you draw lines through any portions that will be deleted.

ii. Prepare a draft incorporating the proposed changes 

1. Remove previous highlights

2. Highlight your additions

3. Remove those portions you are requesting to be deleted.

iii. Submit hardcopies to the Management Representative:

1. The original document marked up

2. the changed document and 

3. F70.4202.2 with the top portion and boxes 1 & 2 completed.

iv. Email the draft to the Management Representative.

d. Note:  Box 2: The person per the company’s organizational chart having authority over the department related to the affected document may or may not be the same person as submitting.
2. Review

a. When the request is being made by someone other than the Functional Manager of the affected department, the document is to be reviewed for practicality by the manager of the affected department before sending to the Management Representative.  
b. The Management Representative will review the changes to the relevant Policies in effect, ISO Standard, and other existing relevant standards such as OSHA.
c. If approved, the Management Representative will coordinate with the Designated Individual to:
i. Format, number, and assign responsibilities to new documents

ii. Verify revision numbers and dates have been updated

iii. Search for other documents the change may affect
3. Approval

a. The Management Representative, upon approval, shall sign and date form F70.4202.2 then forward the Document Change form with the old document and the new document to the ISO Lead and the President for approval. 
4. Publishing

a. Once approved, the new/revised document will be published to the intranet by the Designated Individual as the controlled document. Printed copies are considered uncontrolled.
5. Training

a. Newly published documents are forwarded to Management Rep and then to the appropriate department to be circulated for training purposes, if applicable.
Special Instructions for Policies

******Policies are to be approved by all the Audit Review Board members******* 

Note:  The ISO Management Representative, at their discretion and without processing the document change form, may make grammatical, spelling, and formatting corrections to listed reference materials that in no way affect a change in what we do.
Reference Material:

Forms & Logs

L70.4103.1
Master Log and Form List
F70.4202.2
Document Change Request
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