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The following procedure is used for the initial release and control of UCA procedures, document, and forms associated with the UCAIug Quality Management System in accordance with ISO/IEC Guide 65 procedures. 

1. Initial procedures can be initiated by any personnel at UCA. The procedures will then be reviewed by the Technical Manager and Quality Assurance Manager for clarity and adherence to any existing UCA guidelines. Upon approval, the document will be assigned a document number within the Quality Management System and added to document QMS-000. The document will then be placed on the password protected shared server for UCA. Revisions to existing documents will be reviewed by the Quality Assurance Manager and the Technical Manager and placed on the shared server.

2. All official procedures of record will be on the password protected UCA shared server.

3. The procedures on the shared server are the only controlled copies They are maintained by either the Quality Assurance Manager or Technical Manager. They are password write protected. UCA personnel may read and print the procedures at any time. Only the Quality Assurance Manager and the Technical Manager shall have the authority to modify the procedures maintained on the server.

4. Printed copies of the procedures are considered to be uncontrolled versions. Staff members must assure they are using the most recent controlled version stored on the server in the execution of their tasks.

5. The cover page of the procedure shall contain the release and revision history along with a comments field to indicate what has changed in the revised document. If practical, changed text shall be indicated by bars in the margins of the document.

6. Documents will be reviewed periodically to ensure they are suitable and in compliance with the applicable requirements

7. Invalid or obsolete documents shall be removed from server.

8. Any paper copies of obsolete documents shall be marked as such.

9. Obsolete copies of documents shall be archived as long as practicable, but not for less than 10 years.
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