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A Simple Guide to Managing Documentation

They’ re supposed to be useful tools, but whether they’ re printouts, computer
files, flowcharts, or forms, documents can often give more headaches than help.
And yet without them, most organizations couldn’t function. SO 9001:2000 and
other quality management systems place great emphasis on documents, and for
good reason. Documents aren’t individual, stand-alone elements of the
management process. They’re interrelated, formatted in different media, and
controlled by various and distinct functions. Keeping critical information current
and in the right hands requires more than just signing off on procedures.
Document control is essential, but where should you begin?

By reading this book. Inside you'll find clear explanations about the document
control process aswell as practical solutions for creating, organizing, and
maintaining documents, including:

* A discussion of different kinds of documents, including electronic media and
QMS requirements

* |dentifying and defining responsibility

* Understanding the relationship between documents and records

* Tips for document writers

* Managing and maintaining documents

* |ssues of accessibility

* Handling revisions and deviations

* Writing document control procedures
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Editorial Review

About the Author

Expert Advice!

Denise E. Robitaille has helped companiesin diverse fields such as electronic assembly, cutting-edge

bi otechnol ogy, machine shops and packaging manufacturers to achieve 1SO 9000 registration. Her work also
encompasses training and auditing. She is a RAB-certified lead assessor, and ASQ Certified Quality Auditor
and senior member of the American Society for Quality. Robitailleis also amember of the U.S. TAG to
ISO/TC 176, the committee responsible for updating the | SO 9000 standard series. She is the author of
numerous articles as well as The Corrective Action Handbook, The Preventive Action Handbook, The
Management Review Handbook and Root Cause Analysis, all published by Paton Press.

Users Review
From reader reviews:
Terry Hayes:

Book will be written, printed, or illustrated for everything. Y ou can recognize everything you want by a
guide. Book has a different type. To be sure that book is important thing to bring us around the world. Close
to that you can your reading skill was fluently. A guide Document Control will make you to always be
smarter. You can feel considerably more confidence if you can know about almost everything. But some of
you think that will open or reading a book make you bored. It isn't make you fun. Why they are often thought
like that? Have you in search of best book or suitable book with you?

Lillian Chatman:

Reading a e-book can be one of alot of task that everyone in the world adores. Do you like reading book so.
There are alot of reasons why people loveit. First reading a guide will give you alot of new details. When
you read areserve you will get new information simply because book is one of a number of ways to share the
information as well as their idea. Second, reading through a book will make you actually more imaginative.
When you examining a book especially tale fantasy book the author will bring that you imagine the story
how the people do it anything. Third, you are able to share your knowledge to other folks. When you read
this Document Control, you may tells your family, friends along with soon about yours book. Y our
knowledge can inspire average, make them reading areserve.

Clarice Stephens:

Do you have something that you like such as book? The reserve lovers usually prefer to opt for book like
comic, short story and the biggest some may be novel. Now, why not trying Document Control that give
your fun preference will be satisfied through reading this book. Reading habit all over the world can be said
as the method for people to know world far better then how they react in the direction of the world. It can't
be stated constantly that reading addiction only for the geeky individual but for all of you who wants to
possibly be success person. So , for al you who want to start looking at as your good habit, you could pick



Document Control become your own starter.

Michael Ogden:

Reading a book to get new life style in this 12 months; every people loves to examine a book. When you
study a book you can get alots of benefit. When you read textbooks, you can improve your knowledge,
simply because book has alot of information in it. The information that you will get depend on what sorts of
book that you have read. If you would like get information about your research, you can read education
books, but if you act like you want to entertain yourself look for a fiction books, such us novel, comics, and
soon. The Document Control provide you with a new experience in studying a book.
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