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	QUESTION:
	RESPONSE:
	Y/N

	Verify that there is sole responsibility for company procedures and other documentation.
	
	

	Verify that documentation is checked prior to formal approval and issue.
	
	

	Check that authorisation is unique.
	
	

	Verify that all personnel have access to their relevant areas of the documentation.
	
	

	Check that there is a system for the request for amendments.
	
	

	Verify that amendments are controlled by Date issue.
	
	

	Are amendments are updated  Electronically and old copies Archived.
	
	

	Check that they are also updated in the company master file & old copies removed.
	
	

	Are standards, regulations, technical data sheets etc. in the library.
	
	

	Check that the C.E. files are maintained by sole responsibility.
	
	

	Check that obsolete data in the files is Archived 
	
	

	Check that manufacturers data sheets are supplied as the latest issue.
	
	

	Verify that checks are made to ascertain the latest issue data sheets are supplied after design change / modification (from suppliers).
	
	

	Check that the notified body is informed of major changes documentation.
	
	

	Are  electronic documents  regularly backed-up and secure offsite.
	
	

	Check that the document register is complete and adequate
	
	

	Check that documents are filed where they say they are and the responsibility is true.
	
	

	Verify that records are easily retrievable for information and analysis.
	
	

	Are printed copies of production procedures  the latest issue status   
	
	

	Is the procedure for ensuring only the latest issue of drawings and documentation available working correctly  Check 6 items in the Index 
	
	

	Are any changes not being authorised  Use above
	
	

	Is the distribution of documents controlledCheck documents in other areas for controlled/noncontrolled status and labeling
	
	

	Are quality records properly filed and easily retrievable  
	
	

	Is the Company procedures Manual the latest version 
	
	

	Has the organisation chart changed
	
	

	Has the responsibility descriptions changed
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