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;_C_A_LAMBA WATER DISTRICT

TITLE: CONTROL OF DOCUMENTED INFORMATION -~
DOC NO. CWDDCC-001 I REVISION NO. 00 l EFFECTIVE DATE, Doc, 28, 2010 Paog? of 1|
1.0 PURPOSE

1.1 The purpose of document control is to allow appropriate and acourate documents 1o be I9oued, amended und
withdrawn. To ansure the Integrity, accessibiiity and disposal of records in a manner that maintaine confidentiality.

2.0 SCOPE

2.1 This applies to CWD's QMS documented information that shall Include:

211 documented Information required by the International Standard,

2.1 2 documented Information determined by CWD as being necessary for the affectivenass of the QMS;
A, Management Raview Moeting and other meeting minules
b. Training Records (Administrative and Technical)
¢ Cortification Records
d. Contract Review Records
0. Audit Report
I Corrective Action Request
0. Equipment Calibration and Equipment Maintenance Records
h Inspaction and Teut Records
I Non-conformance Reports
|, Risk Roglstor
k. Supplier Assessmen! Record
|, Subcontractor Supplied Records
m, Project Implementation Reports
n. Legal Compliance Records
0. Documantad Information such as Controlled Copy of Policy, Manual, Work Instructions, and Records
p, Engineering/Shop Drawings

Note) The extent of documented Information for a QMS can differ due to:
«the size of CWD and its type of activities, processes, products and sarvicas:
-the complexity of processos and their interactions
-the compatence of parsons

3.0 RESPONSIRILITY

3.1 The Document Control Canter enaures that this document control and procedure Is established, iImplomented and
maintained, The DCC (s responaible for following this procedure entirely,

3.2 All documents, Internal and external are controlled by Document Control method to ensure:
3.2 Identification and description (title, date, author, or reference number),
! Format (e.g. language, software version, graphics) and media (0.0, paper, electronic),
Review and approval for suitabllity and adequacy,
It s available and sultable for une, where and when [t (s neaded,
Itin adaquately protected (8. from loss of confidentiality, Improper use, or loss of integnty),
Distribution, accass, mtrdeval and use
Storage and preservation, Including preservation of legibiity;
Control of changes (0., version control);
Retention and disposition;
Documented Information of external origin determined by CWO to be necessary for the planning and
operation of the QMS ahall b Identified as appropriate, and be controlled:
3211 Documented Information retained as evidence of conformity shall be protected from unintended alterations
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3.3 Data Author = (8 the creator of an Internal document or revises document first and flle for document control
before (he use and implementation of any rule In any policy or documaented Information before the application to
actual work activities

3.4 Document Originator ~ is the one who recelved documents such as Enginsering Drawings and other documents
originated from outside the company,

3.5 Reviewer ~ participates in the raview eycle of documants. They annotate the documents and route them back 1o
the data author/document originator. Annotationa can he made using commant portion of DCN Form and
Microsoft Word's change tracking capability such as "call outs” If reviewed in softcopy.

3.6 Approver = pramote the documants 1o the next level of review of final status and approve documents, depending
an the rules of the review cycle

3.7 General Manager - review proposed new and revised document that could affect the Implementation of the
ostablished QMS for effectiveness and maintenance of good practices; as well as o suggest improvements to
further Improve the system's procesaos.

3.8 Section/Oepartment ~ ahall ba responstble In reading the recelved documents and made them
known/disseminated to all concorned thru the mathod af awareness before the Implementation (o thelr job
functions, Records of the awareness conducted regarding the documented changes shall be malntained

4.0 DEFINITION OF TERMS

41 Mastor Copy ~thia rafers to an active original documant, with single atamped of "Master Copy" in Green freah
InkThis (8 a document that has to be always controlled and fled at the Document Control Center only, These
documents shall not bo taken out of the DCC unleas otherwise in urgent situation but shall be recorded by DCC
Writing or any form of erasure In this document and/or any changes on thia copy s strictly not allowed.

4.2 Controlled Copy ~ copy reproduced/provided from the master copy; stamped as “controllod copy" with Blue
froah inkj given to autharize personnel listed under the Controlled Distibution List When there are revisions of
QMS documents, automatic issuance Is provided to the Parsannel concemed and Included In the Distribution
List of the newly revised document. Writing or any form of erasure In this documant copy are not allowed oxcept
In urgent casos and for specified documents only and shall be Initialed by the Seation Head prior to use in any
process concerning Quality Management System.

4.3 Uncontrolled Copy ~ stamped with Blue fresh ink, coples of documents given to personnal not Included In the
Diatribution List such as External Service Providers, In cases of revisions, It s not the responsibiiity of DCC to
furnish a rovised copy of the document for updating, It (s the concerned section/department shall provide
updated veraion of document to concerned supplier It it relates to revision of Shop Drawing and other QMS
requirements

44 Obsolete Copy - DCC's previoun mastor copy, stampad with frash Red ink these are documents pertaining to
the IMS that have become obsolete due to revisions, Although not In use, master copy of obsolete documents
shall be kept for one (1) year for refarance purposes, After this period, they can only be disposed of thru
shredding with permission from tho MR.

45  External Document ~ stamped with Blus fresh ink; those are coplen ssued to CWD personnal for use as thelr
raference as being necessary for the effectiveness of tha QM&. Photocopy, handwriting of remarks and/or
orasuros (s not allowed for this copy for this (s externally generated documents

46 DCC - Document Control Center

4.7  Dato Rovisod ~ |5 the atart date of gradual and/or immadinte revision of a document on or before the effective
date.

48 Effective Dato of the Document - (4 the date that documant shall take effact; and shall be recelved and
controlled by DCC and dixseminated 1o the copy holder on or bafore the effective date of the decument
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4.0.1 If an author shall revise a document, the date to appear on the "Date Revised' on the Cover Page s the
Effoctive Date indicatod In the header of the superseded document

Dato on Uncontrolled/Controlled/Copy ~ aside from the Initial ssuance; [t follows the date of subsequent
Issuance of the documant as requested by  section/departmant needing an additional copy, of o new recipient
related o the new or modified changen

410 QMS - Intagrated Management System (IS0 6001:2015)
411 DCN - Document Gontrol Notice for new documant, Decument Change Notice for ravised documant
412 Identification - rofors to the documant's title and revision date. Every QMS document (s assigned an "owner"
Who (8 responsible for it control. The owner and users dentify each documant by a name and control numbor
Documentod Information can be in hard-copy or softcopy
4.15 Colloction - means the orderly and accountable distribution of documents. For sach document, the owner and
users determine the minimum number of coples neaded for effactive use and where anch copy |8 to be kept,
Only controlled coples are 1o be used, and coples shall be saslly avallable to users,
416 Indexing - requiren keeping a master I8t of current documents, each having o revision date, revision number
and approval signatory to ensure documentad Information validity
417 Disposition - is the (ssuance of naw or rovised documants and the ramoval of obsolete ones. But the presence
of an outdated document at & workstation |s nonconformity,
418 Rovision « This descnbas how changes are identified within the documant, how and when current ravisions are
Identifled, and the number of ravisions bafore a documented Information (s relssued
410 Roview ~ the process of checking the accuracy of a document to align with the planned change of process (es)
or early current practice that could help improve the QMS. Raview of document can be done as deamed
necessary or at loast once a year. This process enablas the revision to keep the information up-to-date. Review
process can bo done by a competent member or directly involved to the process.
4.20 Active rocords ~ are those controlled documents baing received from DCC and are kept In respective areas
filing and/or for posting
421 Inactive records ~ are those rocords superseded by Ita current state and/or by the past year It was used and
requested Lo be kept in the DCC Archive Reom for possible recall
422 RLS ~ Rotention Label Sheel
4.23 Standard Procedure - administrative work procedure
4.24 Records ~ anything that produces avidence (test resulls and reports, raw data loghook, calibration records,
complaints and action taken, staff training and competency)
425 Test Method Procedure ~ instruction for analytical method
A.20 Equipment Instruetion - Instruction which denotes the correct and safe operation of equipment and analytical
Instruments
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5.0 PROCESO FLOW STEPS
1 (CONTROL OF NEW/REVISED DOCUMENT) R
P INPUT ~ PROCESS FLOW OUTPUT | RESPONSIBLE
@ Orormeed {4 of o 1 Cronte o Update  documunted Information ] AithorfOnginator
.
@ Request a DEN form o DGC AuthortCriginator
—
@ [ Route Iha dooumant/s for (eview and approval AutharfQriginelor
® [ Bubinie the approve documeonts with accomplished BN AUthorOngineton
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st
I
@ [ Htamp the anginale with Master Gopy Stamp in Giresn (nk } aindocd Wi bee
.L ™
@ [ Photocopy/ikepeoduon the Master Copy ] Dee
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6.2 PROCESS FLOW STEPS (CONTROL OF ACTIVE AND INACTIVE RECORDS)

&
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C8TEP | INPUT | ___ PROCESS FLOW = OUTPUT | REGPONSIBLE |
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6,0 PROCESS DETAILS

0.1 Creating and updating
0,11 When creating and updating decumented Information, CWD ahall ensure appropriate;
6111 Identification and desaription (0.9, o tile, date, author, of referance number),
Document Numbaer Coding

xXXX-XXX-&KV)_( » i
\ g Documaent seres number ox, 001

\
Compary initials xb»plﬂmnntmrn

6,112 Format (0.9, language, aoftware varsion, graphics) and medin (o.g. paper, olectronio);
0.1.1.2.1 Documant standard format; Each document shall contain, as a minimum
a) Company Name and .ogo
b) title
b) The document identification
¢) Name of the Author
d) An amendment Veraion Mistory Record
0.1.1.2.2 The body of the documented process showing the following headings and content,
1.0 Purpose; description of the function of the document
2.0 Beope: dascription of any limitations in the ares to be covered by the document

3.0 Responsibility description of the personnel Involved for the effective Implamaentation of &

Process

4.0 Definition of Terms: explanation of any words, terms otc. which are elther not In gonaral

usage or require spocial clarification to avold possible misunderatanding,
5.0 Process flow stops; o Nowahart (o briafly describe the Nlow of a proceas

6.0 Process Dotalls; A fixed, step-by.step sequence of activitios or course of action with
definite start and ond points that must be followed in the same order to carrectly perfarm a

sk or method,

7.0 Records ratantion: describes the retention pariad for hardcopy and/or foftcopy

1.0 References: idontification of any documants used as input or output compliance
criterin

9.0 Attachments; the listing of forms generated under o specitic documented process that

requires recording of implementations,

10.0 Distribution List; the listing of relevant copy holder for a specific documented

Information,

6.1.1.3 Review ind approval for sultability and adequacy
0.1.1.3.1 Document Registration

Acquires document code from the DCC before document procens.

The originator shall reute the document/s for review and approval

The review and approval of documents must be the concerned department head
The originator aubmits the approve documents, Including soft copy to DEC for
distribution

eanous

—

approving personnel

The originator prior creation or revision of existing documents must request a DEN form to DCC.

DCC shall be responsible reviaw the veracity of submitted documents with the right signature of

If the documaents have boan reviewed and approved, DCC shall stamp the orginals with Master

Copy stamp using Green Ink with date of eftectivity and DCC's signature, then photacopy

h. The photocoples from Master dooumenta ahall b stamped with o Blue Ink for Controlied Copy

distribution purposes,
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I DEC and the Copy Molders shall be respons(ble in the maintenance, flling, starage, safoty,

Issuance and integnty of all original documents, Including documentations In electronic media,
6.2 Control of dooumented infarmation

621 Documented information required by the QMS and by he International Standard shall be controlled 1o
onsure;

6211 Itis avallable and sultable for use, where and whan It s needed,

6.2.1.2 Maintenance of Documents
6.21.2.1 All controlled documented information muat be kept neat, Any changes to controlled
documaented Information shall be made through the DCN system

6.2.1.2.2 Documents kept In the binder and electronic files shall not be removed unless with the express
authorization from the department concarned.

0.2.1.3 It in adequately protected (0.g, from loss of confidentiality, Impropar use, or loss of Integrity)

0.2.2 For the control of documented Information, CWD shall address the following activitios as applicable:
6221 Distribution;
62211 The DCC shall reloase the controlled coples of documents. All documents must have
distribution evidence and recalved by the assigned department document controller,

62,212 DCC shall release controllnd coples of new creation or revised doocuments to concermed
dopartment within five (5) working daya aftar the approval of documents

62210 For issuance of documents to othar interested parties (0.g., auditing bodies, customers
and suppliers and other external service provider), & documant request form ahall be

nccomplished by the company represantative to ansure that only the Iatest revision of
documents are given.

0.22.2 Accenn
Note: Accoss can Imply o dealsion regarding the permisxion to view the documented information only, or the
permission and authorlty to view and change the docurmented information,
6.2.22.1 Only the Prosident/and or any member of the Top Management, and the DGCG shall have
the accessibility at Document Control Canter.
0.2.2.2.2 Eloctronic filo of all obsolete intermally generated documents shall be maintained, for
reforence purposes, Only the Document Contraller, Author/Procass Owner and President

shall have the access to view and change the slectronic master copy of documented
Information(s).

62,223 Only the Document Controller, Author/Process Qwner and Presidant shall have the
s225R Access 1o view and change the electronic master copy of documented Information(s),
4.2.3 Rotrioval

62,231 The departmont document controller shall ba reaponaible to submit obaoclete copies of
documents to DCC upon recalpt of updated documents.
6.2.2.4 Uso

6.2.2.4.1 The maater liats of all documants shall be maintained and updated
6.2.2.4.2 Discussion and Dissemination of new releasad documenta The department head shall
discuss the new released documents fo concamed personnel.

0.2.2.4.3 All department heads are responsible for ensunng that officlal documents used In their
rospoctive areas of juriadiction are In correct revision level and must chack regularly for
the correctness of revision level of the sald doouments.

6.2.2.5 Storage and presarvation, Including preservation of legibility
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6.2.2.5.1 Storage
a Cloctronic file of all obsolate Intemally generated documents shall be maintained, for
raferonce purposes

62,26 Prosorvation
6.2.2.6.1 Proservation of Legibility « all Intamal genatated documents controllad by DCC ahall be
raviewed at least once annually by the original functions, which [ssued such
documants.

6.2.2.7 Control of changes (e.g. version control)
06.2.2.7.1 The review may be delegated to other function It approved by the department head. The
purpose of the perlodic review Is to ensure that all internally generated documents are
kopt updated,
0.2.2.8 Retontion
0.22.81 Activo Retention = Indefinite retention pariod for current or active documents for both
oloctronio and hardcopy Master Copy.
6.2.2 8.2 Inactive/Archival Retention - shall be kept for active three (3) yours or may requost for an
oxtonion as deemoed necensary (hardcopy), for eloctronic/soft fila; It shall be kept in o
soparate folder named “Obsolete Master Copy/Original’

6.2.2.9 Disposition
6,22.9.1 The hardeopy of obsolote Master Copy ahall be destroyed thru shreddinghtenring of

rouso
62292 If Controlled Copy documents are to be reused, it shall bo marked with “X* as an
Identification and control from unintended use
6.22.0.3 Disposal of confidential hardeopy documents shall have an approval of President/GM,
and recyeling in not allowed; only the disposal method shall be through shredding,

0.2.3 Documented Information of external ofigin determined by CWD to ba necaeaaary for tha planning and

operation of the QME shall be Identified as appropriate, and be controlled.

6,2.3.1 Maintenance of extornal documents « It includes ISC atandard, slatutory and regulatory
requirsments, customers, and supplier's specifications.

6232 b&guomml number shall be assigned to extarmal documents since GWD (5 not the owner of the sald

mont.

06.2.3.3 Document controller notifios the usars when extermal dacuments are revised through dissemination
of revised extemal documents,

6,2.3.4 Maintenance of External Documents
5.2.3.4.1 DCC ahall chock the source, clarity and completeness of recelved external documents
6.2.3.4.2 Update master liat of extermnal documents
0.2.3.4.381mp 1he old version/s of extermnal documents with “Obsolele’ and subject for approval of

concamed department head prior disposal

6,24 Documented information retained as evidence of conformity shall be protected from unintended alterations
6.24.1 In cases ware justifiable alteration could not be avoided, alteration shall be done in thia manner:
.9 alteration (sign & date)

7.0 RECORDS RETENTION
7.1 Active Retention - indafinite retention periad for current of active doecuments for both electronic and hardcopy Master
Copy.
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7.2 Innctive/Archival Ratantion ~ shall be kept for active three (3) years or may request for an extension as deemed
necossary (hardoopy), for electronic/soft file; It ahall be kept In & separate folder named *Obsolete Manter

Copy/Oniginal®,

8.0 REFERENCES
8.1 150 9001:201% Standard
8.2 Quality Manual

0.3 150 17025: 20085 General Requirements for the Compatence of Testing and Callbration Laboratories

9.0 ATTACHMENTS

9,1 Master List of documents (Internal/External)
9.2 Document Change/Control/Delotion Notice

03, Document Request Form

9.4 Dooument /Dissemination Form

0.5 Document Distribution/Retrieval Form
9.8 Rocord Retention Matrix

0.7 Records Retention Label Sheet

.8 Records Retreval Request
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