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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  QDRMI01000 

Update Master File List Procedure QDRMI02001 
Hard Copies Distribution Procedure QDRMI02002 
Internal Client Change Notification Procedure QDRMI02003 
External Client Change Notification Procedure QDRMI02004 
Staff Change Notification Procedure QDRMI02005 

 


