[image: image4.jpg]


  Process Manual




[image: image1.jpg]


  Process Manual
     
Page 1 of 4         
	Doc : PM/01


	Procedure for Control of Documents
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	1
	PURPOSE
	To establish and maintain a system to control all the internal and external documents used within the QMS at ACMA

	2
	SCOPE
	Applicable to; 

·   Internal documents, e.g., Quality Manual, Process Manual, Work Instructions, Formats, Checklists, Guidelines, Records etc.  

·   External documents used at ACMA are, International Standards, Govt. Notifications and Directives, Reports, Journals, Magazines etc. 

Various documents are maintained in Electronic Media/ Hard copies as appropriate. (Documents related to ISO are available at LAN at HO and Web/Computers at RO and ACT Offices)


	3
	RESPONSIBILITY
	Management Representative & HODs


 4
Description of the Procedure:

A) Review and Approval of Documents 

1. Prepare all internal documents used for QMS in consultation with the DG, CEO - Business Dev and Strategic Partnership/ CEO  – Skilling & Training Deputy Executive Director/ Head Cluster Program and respective HoDs at the Head Office and Regional Offices.  

2. Identify all internal and external documents with a unique number through a title and a document number.  

3. The current revision status of the internal document is identified by the revision number indicated on the document.

Once the documents are numbered as shown above, they shall be reviewed by the nominated authorities as described below. The review and approval of documents will be indicated on the respective documents through the signatures of the nominated authorities.

Quality Manual: The Quality Manual shall be prepared by the MR and approved by the ED. However, the Vision, Mission, Quality Policy and Quality objectives of ACMA shall be reviewed and approved by President/ Vice President and Director General of ACMA. Any changes to the Quality Manual shall be reviewed and approved by the DG.
Mandatory Procedures: The Mandatory Procedures shall be prepared by the MR/HoDs /RS and approved by the DG.  Any changes to the Mandatory Procedures shall be reviewed by the MR / HoD / RS and approved by DG.

Process Manual: The Process Manual has several activity related processes.  Each Process shall be reviewed by the HoD, MR and approved by the Deputy Executive Director/ Head Cluster Program.  Any change to the Process Manual shall be reviewed/prepared by HoD, reviewed by MR and approved by the CEO - Business Dev and Strategic Partnership/ CEO  – Skilling & Training Deputy Executive Director (DED)/ Head Cluster Program (HCP).  
Work Instructions, Checklists and Guidelines:  These shall be reviewed by the concerned HoDs and approved by CEO - Business Dev and Strategic Partnership/ CEO  – Skilling & Training DED/ HCP.  The Work Instructions, Checklists, Guidelines are given at the end of each process.

Formats: These are approved by the concerned HoDs and are mentioned at the end of each process.  Any changes to these formats shall be approved by the concerned HoDs.

B) Issue of Documents

1) One master copy of all QMS Documents shall be maintained with the MR. These documents shall bear the signatures in original. The formats shall have the signatures on the reverse of the document.

2) Except Formats, (that are meant for general circulation), all other documents are photocopied and issued and stamped in red as “Controlled Copy” on the cover page.  

3) The issue of documents is facilitated through the master list of distribution that is maintained by the MR.  Relevant versions of the applicable documents are made available by the MR at the points of use through hard copies and soft copies.  The MR while issuing the documents shall ensure that only clean and legible photocopies are issued.

4) In the case of changes to the documents, the amendment record sheet records the changes being made and details of issue of revised documents.

C) Control of Changes to Documents

1) Any employee of ACMA is eligible to propose changes to documents. The change in a document shall be made in “Document Change Request” and submitted to the MR.  

2) The proposer of the change to give information on document title, number/area where change is required, reasons and nature of change required.  

3) The MR shall arrange to get the DCR (Document change request) reviewed by the competent authority.  On approval of the DCR, the MR shall arrange to include the changes in the documents and issue the revised documents as per the master list. 

4) All the latest changes made in the text of the Quality Manual, Process Manual shall be indicated in italics.  

D) Control of Obsolete Copies

Obsolete/invalid documents shall be removed from all points of use and destroyed promptly by the respective users on receipt of revised copies.  If any obsolete copy is required for reference or knowledge purposes, then the MR shall retain one copy with a clear identification on the document stating “Obsolete – For reference only”.

E) External Documents

1) All documents of external origin shall be received by the DG Office and be further marked to concerned HoDs/ MR (for ISO related standards).  

2) The concerned HoD/MR shall review and include the external documents in the system. The concerned HoD shall decide the mode of circulation of notification, draft standards, draft amendments of various Government Acts. 

3) External documents like ISO/QS/TS/BIS standards, Government Acts and Excise, Customs Manuals and Exim policy etc. shall be kept in the Library.  However in the case of ROs same are maintained by the RS, as appropriate.

4) For external circulation, the concerned HoD to circulate either the entire external document or the relevant portion to the appropriate segments of the customers.  Same is also to be posted on the ACMA website, as appropriate. 
5) All external documents shall be identified by the title and reference number indicated on the document.  

6) All obsolete copies are removed by the concerned HoD from use on receipt of revised documents.  However, in many instances the entire manual, Government Acts may not become obsolete.  In such cases, a statement is pasted on the manual, Government Acts for reference to the concerned HoDs.

7) If any obsolete external documents are required for knowledge or legal purposes, then the concerned HoD to identify and maintain copy of the obsolete documents with the remarks “Obsolete - for Reference only”.

F) Control of Documents on Electronic Media

The soft copy of the documents is maintained on the Web and LAN.  The description of the network, the nodes etc. is detailed in the LAN Plan layout that is available with the IT Department.  Any incorporation/ change to the QMS Documentation in soft copy shall be done by the IT Department in consultation with the MR.  

Backup:


H.O.

· Accounts:
Auto backup on Cloud 
· Others : Once in Fifteen Days




    R.O:



· Accounts :  Auto backup on Cloud 
· Others: Once in Fifteen Days

H.O.: Backup shall be taken on a Hard Disc for A/C dept. For DG, a separate Hard Disc be used to take backup. For other staff, backup shall be taken by respective staff on a sharable External HDD through Backup Scheduling
R.O.: On HDD 

(i) Recovery: In case of loss of data/ information on account of system crash or other reasons, the IT Department shall restore the data for the concerned period through the information available on the HDD.  

(ii) The workstation of DG and the Finance department are not accessible to the other users on the Network. 

(iii) Password Protection: The QMS documentation can be accessed and viewed by any user on the Server as ‘Read Only’ file.  However, the MR/ HoD- IT& Systems, controls the editing rights to any section of the QMS through password access for the folder in which it is placed.

5.
Interface with other Processes: 

· All Processes

6.  
References:

· Formats: 




1  Document Change Request PM01/F1

       
    
       
2) Master List of Documents PM01/F2
Note: In the QMS, wherever the word “Day/s” has been mentioned it implies a “Working day/s only”.
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