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1. PURPGCSE

The purpose of this O ganizational |Issuance is to define the
process for control of Systens Managenment O fice Quality
Recor ds.

2. APPLICABI LITY

This O applies to all Quality Records devel oped by the Systens
Managenent Office resulting fromthe execution of its assigned
responsi bilities.

3. APPLI CABLE DOCUMENTS

MPG 1440. 2, NMBFC Records Control Program

4. DEFI NI TI ONS

Definitions in MPG 1440. 2 apply

CGHECK THE MASTER LI ST-VER FY THAT TH S | S THE OCORRECT VERSI ON BEFCRE USE




QO gani zational [ssuance

PR
Revi si on:
Control of Quality Records SM3 A -03 A
Dat e: Aug. 14, 2000 Page 4 of 8

5. I NSTRUCTI ONS

5.1 Each SMO enpl oyee is responsi ble for the devel opnent of
any Quality Records required by the execution of an SMO O .
Quality Records are defined within each Q. Each Quality
Record shall include a cover sheet (see Appendi x A) that

i ncl udes the follow ng information:

Oigi nator Nane
Qual ity Record Number
Nunber = SMD- (Project Nane or Admnistrative )-XX
where XX= sequenti al nunber assigned by Record Cust.
Title
Dat e Cenerated
Retention Date
Di sposition Instructions
5.2 If the Quality Record is devel oped in a hardcopy fornat,
it shall be provided to the Records Custodian for filing.
Records shall be filed in a readily accessible file.
5.3 Upon receipt of a Quality Record, the Record Custodi an
shall ensure the cover sheet is conplete, and file in a

readily accessible location for future reference.

5.4 The Record Custodian shall periodically reviewfiles for

records that have exceeded their required storage tine. |If
the required time frame has been exceeded, the Record
Custodi an shall, after consulting with the OPR, disposition

in accordance with that prescribed by the O.

5.5 If the Quality Record is in an electronic format, the
Oiginator shall ensure a proper cover sheet has been
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devel oped and post to the SMO fil eserver. A hardcopy cover
sheet shall be provided to the Record Custodian for filing.

5.6 Originators shall periodically reviewthe SMO fil eserver

for records that have exceeded their required storage tine,
and disposition in accordance with that prescribed by the A.

6. NOTES

N A

7. SAFETY PRECAUTI ONS AND WARNI NG NOTES

N A

8. APPENDI CES, DATA, REPORTS, AND FORVB

N A

9. RECORDS
Quality Records are defined in Figure 1.

RETENTION
RECORD LOCATION TIME DISPOSITION REMARKS
RECORD OF | gvo FILES 3 YEARS
APPROVAL DESTROY
ANNUAL
SMO FILES 3 YEARS
REVIEW DESTROY
PREVICORR | gMO FILES 3 YEARS DESTROY
ACTIONS

FIGURE 1 - RETENTION SCHEDULE
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10. TOALS, EQU PMENT, AND MATERI ALS
N A
11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

N A
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12. FLOW D AGRAM
A
riginator Develops
Quaility Record
lectronic ? > ost to Designated

Server

onduct Periodic
ispositioning
eview

rovide to Record
Custodian

v

og-in and File

v

onduct Periodic
ispositioning
eview

IGURE 2- PROCESS FLOW
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APPENDIX A

SYSTEMS MANAGEMENT OFFICE QUALITY RECORD

ORIGINATOR NAME:

QUALITY RECORD NUMBER: SMO -

TITLE:

DATE GENERATED:

RETENTION DATE:

DISPOSITION:

REMARKS:
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