Master Records List

	  RECORD
	  DESCRIPTION
	  LOCATION
	  RETENTION



	Calibration Certificates

(SML-106)

Calibration Sticker

(SML-107)

Equipment/Standards

List

Circular Chart

Service Report Form

(SML-108)

Service Request Form

(SML-123)

Hold Do Not Service Tag (SML-104)

Equipment Status Form

(SML-105)

CAR Request Form
(SML-111)

CAR Status Log

(SML-127)
Document Control Change Sheet (SML-129)
Employee Training Matrix (SML-138)

Employee Training Record (SML-112)

Employee Orientation Form (SML-113)

Customer. PO 

Packing Slips

Service Report Form

(SML-108)

Customer Quotations

Sales Orders

Invoices

External Quality Survey / Audit Annual Review & Approval (SML-142)

Internal Quality Audits

Audit Report

Audit Check List, 

Audit Schedule

Approved Supplier list

(SML-132)

Warranty Action Form

(SML-115)

RMA Log

(SML-134)

RMA Authorization Form

(SML-135)

Management Review Minutes (SML-143)

Housekeeping Check-

sheet (SML-146)

Housekeeping Check-

Sheet (SML-147)

Customer Complaint and resolution record form (SML-152)

Customer Complaint Log (SML-155)
Non-Conforming Work Log (SML-156)

Non-Confirming Work Record Form (SML-157)

PAR Status Log
(SML-158)

PAR Record Form 
(SML-159)

Due Diligence Check-Off Sheets

Record of Customer Requirements 

Purchase Orders

(SML-102)

PO Requisition Form

(SML-117) 

Approved Supplier List

(SML-132)

Request for Quote

(SML-130)

Vendor Re-Evaluation

Form (SML-142)

Vendor Survey Form

(SML-133)

Calibration Verification Checklist

(SML-169)

 Satisfaction Survey

(SML-170)

Audit Findings

(SML-171)


	Record of Control of monitoring & Measuring Devices

Record of Equipment Calibration Status

Record of Control of monitoring & Measuring Devices

Record of environmental conditions

Record of Temp & RH at time of Calibration

Record of inspections & Product Preservation

Record of non conforming Receipt

Record of non conforming Equipment

Root Cause Investigation & Correction
Record of Corrective Action Status

Record of Document Changes and Approvals 
Record Personnel training Status

Record Personnel training Received

Record of general policies, benefits etc.

Records of Customer Requirements and contract review

Records of Contract Review, Customer Focus & Produce Realization

Record of Supplier Review and approval

Record of internal audit

List of approved Vendors

Record of nonconformance & disposition

Record RMA No’s Issued

Record of Customer complaints and returns

Record of Management review and Action Items

Record of verification of  

Conformance to the spec. (General)

Record of verification of  

Conformance to the spec. (Janitorial)

Record of complaint, root cause, remedial action and resolution

Record of customer complaints logged

Record of log numbers

Dates issued & closed

Non-Confirming work, investigation/resolution

Record of PAR Status
Root Cause Investigation & Correction

Record of Drift Between Calibrations

Customer Purchase Order

Record of Purchase &Specified Requirements

Record of Request for Purchase

List of Approved Suppliers

Establishing Prices of Product & Services

Record of External Supplier Approval

Record of External Supplier Audit

Record of Calibration Verification

Customer Satisfaction Survey

Non-Conformance Report
	Electronic, Company Server

Affixed to the equipment

Electronic, Company Server Calibration Database

Technical Services Office

Hard Copy AR Files

Calibration Database

Copy AR Files

Affixed to the equipment

Affixed to equipment
CAR Binder

CAR Binder
File Cabinet in General Managers Office
QA Office Employee 
Files
QA Office Employee

Files

Employees Personnel Folder

Active: Sales Dept

Completed: AR Files

Accounts Receivable Files

QA Office Vendor Files

Audit Records Binder

Purchasing Department

AR Files

Blue Binder

Blue Binder

Administrative Support Managers Office 

Quality managers 

Office

Quality Managers 

Office

Customer Complaint & Resolution Binder

Customer Complaint & Resolution Binder

Non-Confirming Work Binder

Non-Confirming Work Binder

PAR Binder

PAR Binder

Due Diligence Binder

Active: Sales Dept COMPLETED: A/R File

A/P Files in Front Office

A/R Files in Front Office

On Line in the Auditors Portal

AP Files in Front Office

QA Office Vendor Files

QA Office Vendor Files

Technical Services Office
QA Office Files

QA Office Files


	Life of Device Plus 5 Years Minimum

A Term Equal to the Calibration cycle

Life of Device Plus 5 Years Minimum

6 Years Minimum

7 Years Minimum

Life of Equipment

7 Years Minimum

Until equipment is dispositioned

N/A 

2 years min

2 years min

The Active Life of the Document
Length of Employment

Length of Employment Plus 5 Years Min.

Indefinitely

7 Years Minimum

7 Years Minimum

Indefinitely

5 Years minimum

Indefinitely

7 Years Minimum

2 Years Minimum

2 Years Minimum

5 Years Minimum

2 Years Minimum

2 Years Minimum

2 Years Minimum

2 Years Minimum

Maintained for 2 Years Minimum 

Maintained for 2 Years Minimum 

2 Years Minimum 

2 Year Minimum 

2 Year Minimum

7 Years Minimum

7 Years Minimum

7 Years Minimum

Indefinitely

7 Years 

Indefinitely

Indefinitely

2 Year Minimum 

2 Year Minimum 

7 Years Minimum
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