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Review / Revision Record
	REVISION
	DESCRIPTION
	APPROVED
	DATE

	A
	Initial Release
	-
	02/2002

	B
	Reformatted. Added instruction, control # justification, RA.
	D. McGrail
	06/06/2025

	C
	“Rev level” column was updated to match with current versions.
	Alejandra Reyes
	12/16/2025

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     






	
This document is for internal use only and may not be reproduced in any form or by any means, including electronic, without the prior written consent of Standard Meter Lab.
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Instructions
When a change to a controlled, released document is to be changed, the Document Change
1. Document #: Document number to be changed (SML-XXX).
2. Document Title: Title of document to be changed.
3. Major or Minor Change:  
A minor change is something such as a formatting adjustment, typo error, reference addition or change, or small change that does not affect the objectives or scope of the Quality Management System, its processes, or any operational activities.
A major change is a change that affects the Quality Management System’s objectives or scope, its processes that are currently active at Standard Meter Lab., or any changes to products or processes such that interested parties and personnel need to be made aware. A risk assessment must be conducted, or justification as to the reason why not, if a major change is requested. 
4. New Revision: New letter revision of the document to be changed.
5. Change Initiator: Person filling out the form to request the change.
6. Initiation Date: Date the document was circulated for approval.
7. Changes Made: Actual changes made to the document.
8. Reason for Changes: Justification for making the change to the document. This can be in response to a corrective action, an improvement opportunity, or other rationale to change the document.
9. Approvals: Area for the relevant approvals. At the minimum, QA should be included for approval. The inclusion of other authorities can be made on a case-by-case basis. For example, a change to a technical document should include a subject matter expert in the Lead Technician or Technical Services Lead alongside the Quality Assurance Coordinator.

Approval should be supplied in the form of an email from the relevant authority. These emails are to be included in the document change file alongside a copy of the old revision, and a copy of the revision to be released.

10. QA Use: To be filled out by the Quality Assurance Coordinator after approval.
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Document #:

	
SML-148
	
Document Title:

	
Master Forms List

	
Major or Minor change?

	
Minor
	
New Revision:
	
F

	
Change Initiator:
	
Alejandra Reyes
	
Initiation Date:
	12/16/2025

	
Changes Made:


	Updated revision levels.
· SML-112 Employee Training Record Rev. E
· SML-123 Service Request Form Rev. D
· SML-136 Employee Time Off Request Rev. B
· SML-137 Field Service Request Form Rev. B
· SML-157 Record of Non-Conforming Record Rev. B
· SML-163 Risk Register Rev. B

	
Reason For Changes:


	
To match current organization documents.


	
Approvals:

	
Operations Manager:
	

	
Quality:

	
Alejandra Reyes

	
Date:
	

	
Date:
	
12/16/2025

	

	Technical Lead/Lead Technician:
	
	
Accounting:
	

	
Date:
	
	
Date:
	



	QA Use

	Document Change #:
	DC-040
	Release Date:
	12/16/2025

	


QA Approval for Release:
	
                                   12/16/2025
                           X

[image: ]
____________________________
                              QA Coordinator
                         Signed by: Alejandra Reyes 
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