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1. PURPOSE:

1.1 This procedure serves to establish and maintain control over the format, creation, review, revision, and approval of all SML standard operating procedures which form part of the SML Quality Management System.

2. SCOPE:

2.1 This procedure applies to all level I through level IV documents in SML’s Quality Management System.

3. DEFINITIONS:

3.1 Procedure: Per ISO 9000:2015, a “specified way to carry out an activity or process”.

3.2 Process: Per ISO 9000:2015, a “set of interrelated or interacting activities, which transforms inputs into outputs”.

4. RESPONSIBILITY:

4.1 All Employees to suggest improvements to our quality management system. This is done by listing the proposed improvements / Changes on SML-129 Document Control Change Sheet.

4.2 The Quality Assurance Coordinator is responsible to review the proposed changes for suitability and make sure there is no conflict with our QMS.

4.3 The Review board is responsible for the review and approval or denial of changes to current documents, or creation of a new one.

4.4 Once approved, it is Quality Assurance’s responsibility to update the master document and replace the copy in the Released Documents folder, moving the previous revision to the Obsolete Documents folder in the QA section of the shared drive.

4.5 It is the responsibility of the Quality Assurance Coordinator to upload the new revision to the Auditor Portal.



5. REQUIREMENTS:

5.1 Departmental personnel may write procedure(s) on a per-need basis. Written procedure(s) shall be submitted to the board for review and approval prior to implementation.

5.2 Each procedure shall include, at a minimum, the following:

5.2.1 Procedure Cover Sheet
5.2.2 Purpose of the procedure
5.2.3 Scope of the procedure
5.2.4 Responsibilities
5.2.5 Requirements
5.2.6 Method

5.3 Document SML- 172, SOP Document Template should be used as a format guide.


6. DEFINITIONS:

6.1 PROCEDURE:	- A statement of policy or general instruction establishing company-wide uniformity and control.



7. TEXT FORMAT:

7.1 Text will be formatted as follows:

7.1.1 Font: Arial
7.1.2 Size: 10
7.1.3 All title headings are to be bold.



8. DOCUMENT NUMBERING ASSIGNMENT:

8.1 Quality Assurance personnel shall administer the document control system to manage document-numbering assignments and ensure numbers are not skipped or duplicated.

8.2 Document numbers are listed in SML-148 Document Master List, and Quality Assurance will assign numbers based on this list.

8.3 The document number shall comply with the following:
8.3.1 Seven Characters Maximum.
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9. REVIEW BOARD:

9.1 The review board shall be selected on a case-by-case basis, taking the impact the change will have on each department representative into consideration.
9.2 The initiator should choose which personnel to include in the document review and may include, but is not limited to personnel from the following departments:

9.2.1 Quality Assurance
9.2.2 Operations Manager
9.2.3 Accounting
9.2.4 A technical subject matter expert (Calibration Technician or Lead Technician)

9.3 The Quality Assurance Coordinator should ALWAYS be included for approval.

9.4 Review board members will only be selected for the review board if the proposed document change/creation will affect or impact their department or function in some way.


9.5 Members of the review board should also have access to and understand all pertinent background information necessary to perform a proper review and approval.


10. METHOD:

10.1 INITIAL DOCUMENT REVIEW

10.1.1 Upon completion of a new procedure, the person initiating the change should fill out form SML-129 Document Change Control Sheet.

10.1.2 The Document Change Control Sheet should be circulated for approval via e-mail along with a copy of the new revision of the document as well as a copy of the previous revision (alternately, a comparison document between the revisions can be supplied).


10.1.3 The team may elect to review the procedure individually or in a formal group meeting and submit recommendation(s) for changes.

10.1.4 Each document review period shall be no more than five working days starting on the date the procedure is submitted for review. At the end of that time members of the review board are required to either approve the document as proposed or submit proposed changes for further review.


10.2 DOCUMENT REVISIONS:

10.2.1 Any employee may request a change to a SML SOP using SML-129 Document Control Change Sheet.

10.2.2 Changes are classified as Major or Minor:


10.2.2.1 Minor changes are 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.

10.2.2.2 Major changes affect 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.

10.2.3 All proposed document changes shall follow the same approval process as defined in the section above.


10.3 DOCUMENT APPROVAL:

10.3.1 Upon completion of the review process, an agreement is reached by all board members, and approval is granted.

10.3.2 Approval is granted via e-mail from the relevant authority giving their approval of the changes made to the document.

10.3.3 No documents shall be released until approval has been granted by all members of the Review Board.

10.3.4 Any Review Board member not submitting approval or proposing changes by the end of the 5 day review period will be deemed to have approved the document as submitted and the letters N/A will be placed in that members approval signature box.


10.4 DOCUMENT RELEASE:

10.4.1 Following approval, the Quality Assurance Coordinator will assign a Document Control Change Number (in the format of DC-XXX) from SML-173 Document Control Change Log.

10.4.2 This number will be entered into the SML-129 Document Control Change Sheet by Quality Assurance.

10.4.3 The Quality Assurance Coordinator will then digitally sign the SML-129 Document Control Change Sheet, locking it from further changes and granting approval to release the document.
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11. CONTROL AND DISTRIBUTION

11.1 A copy of the new revision will then be password protected to a Read-Only status and placed into the Document Repository folder on the shared drive so personnel may access them.

11.2 Personnel may save a copy of the documents to modify or fill out (in the case of forms) and print them, but only Quality Assurance has permission to access the electronic master copy.

11.3 Quality Assurance are to be sure the documents are saved both locally and in the shared drive as a redundancy.
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