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Quality Manual

Section: Documents and Recor ds Subject Title: Documents and Records

Distribution Process

Prepared by: QA Committee Original Date: March 1, 2003

Issued by: Laboratory Manager Revision Date:

Approved by: Laboratory Director Annual Review Date:
Purpose:

To describe the process used to distribute new or revised documents.

Process:

New or revised electronic document in
Master File

| Update Master File |

Print hard copies to be inserted into Lab
Manual Binders and remove previous
version if required

Announce change in general staff meeting

Send notification to all clients (External and

Internal)

Related Documents:

Documents and Records - Table of Contents QDRMITOC
Document Creation, Revision and Approval Process QDRMI101000
Update Master File List Procedure QDRMI102001
Hard Copies Distribution Procedure QDRMI102002
Internal Client Change Notification Procedure QDRMI102003
Externa Client Change Notification Procedure QDRMI102004
Staff Change Notification Procedure QDRMI102005
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NOTE: Thisisa CONTROLLED document. Any documents appearing in paper form that are not stamped in red "MASTER COPY" are not
controlled and should be checked against the document (titled as above) on the server prior to use.
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