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	Procedure Title:  Document Control
	Auditor:

	Audit No:


	Procedure Ref No: 
QP01 Issue 1.0

	Auditee:

	Date: 




Rating Key: n/c – Non-Conformity; OBS – Observation; ( - Pass

	Ref No
	Audit Item
	Outcome
	Rating

	1.0
	Documented Procedure and Scope

· This audit used requirements of ISO9001 sections 4.2.3 and Procedure QP01 as a guide.


	This audit was conducted against Document Control QP01 Issue 1 and ISO9001:2008 4.2.3, Control of Documents.

Areas considered include:

· Document Approval 

· Change Control Identification and Re-approval

· Document Availability (at point of use)

· External and Obsolete Documents

The management procedure QP01 was originally released at issue 1 in Jan 2009.  

It was noted however that the master hard copy is to be updated with approval signature (MR signature on front page).


	-

Obs



	2.0
	Review of Previous Audit Report 
	This is the first audit of Document under the new MRF Quality Management System.
	-

	3.0
	Document Approval

· Adequacy prior to release

· Approval authority

· Quality Manual

· Quality Procedures

· Quality Forms


	
	

	4.0
	Change Control and Re-approval

· Change Authority

· Re-Approval

· Re-Distribution


	
	

	5.0


	Change identification

· Change Identification

· Change Communication

· Periodic Review


	
	

	6.0
	Document Availability (at point of use)
	
	

	7.0
	External Documents


	
	

	8.0
	Obsolete Documents


	
	

	9.0
	Back-up and Security


	
	

	Auditee’s Signature/Date:
	Auditor’s Signature/Date:


	Ref No
	Corrective Action
	By Whom
	Target

Date
	Date

Completed

	1.0

Obs
	A signed hard copy of the Document Control procedure is to be progressed. This is to be release once any updates identified through this audit have been implemented.


	ANO
	dd/mm/yy
	

	
	
	
	
	

	4.0 

Obs
	Controlled templates that do not currently indicate a document reference / issue in the footer are to be progressed for more recent forms & templates.


	MRQ
	dd/mm/yy
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Auditor’s Signature/Date:
	Management Representative’s Signature/Date:
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